PTO Request Form

Employee Information

Employee Name

Manager

Request Details

Start Date

Total Days Requested

Type of Leave

[] pTO

|:| Vacation

Coverage Plan / Notes

Manager Decision

|:| Approved

|:| Denied

Manager Signature

Department

Date Submitted

End Date

Return Date

|:| Personal

[] sick

|:| Needs follow-up

Date
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|:| Other
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