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Post your job on Indeed or find more templates and samples in the Employer Resource Library.

Time off request form template
Creating a template for a time off request form is a good idea for any company. This
makes it easy for both employees and employers to know the information required in
order to be granted a leave of absence. The following template can be used by any
company to create a leave request form.

[Company Name]

Employee name

Department/Position

Date of request

Dates requested off

Type of leave

Manager approval Y __ N __ If no, why?

Employee signature and date

Manager signature and date

Time off request form example

Wavewood Paper Company

Employee name Jim Halpert

Department/Position Sales

https://employers.indeed.com/p/post-job?hl=en&co=US
https://ca.indeed.com/hire/resources
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Date of request May 20, 2008

Dates requested off June 2–6, 2008

Type of leave Medical leave

Manager approval Y x N __ If no, why?

Employee signature and date Jim Halpert, May 20, 2008

Manager signature and date Michael Scott, May 21, 2008

Indeed provides this information as a courtesy to users of this site. Please note that we
are not your recruiting or legal advisor, we are not responsible for the content of your job
descriptions, and none of the information provided herein guarantees performance. This
is a legal disclosure and is not part of the following template.


