
 
 

 

A PLUS BENEFITS + 1 
 

Time Off Request Form 

 

____________________________________    ______________________ 
Employee Name       Date 
 

I request time off for the following purpose: Paid Vacation  Unpaid Time Off 

Hours requested =  __________for the following days:_____/_____/_____  through _____/_____/_____ 

 

____________________________________    ______________________ 
Employee Signature       Date 

 

 

Approved  Not Approved 

 

____________________________________  _______________________ 
Supervisor’s Signature     Date 
 

Supervisor Comments            

             

             

             

              

 


