Personal Time Off Request
1. FILL IN TOP PART OF FORM AND SIGN

2. GIVE FORM TO HR

3. HR WILL GIVE FORM TO YOUR TEAM LEAD FOR APPROVAL
EMPLOYEE:

NAME: _____________________________

TEAM: _____________________________

TODAY’S DATE: ____________________

DATES OF REQUESTED LEAVE: _________________________

The company may allow me to take off more time personal time than I have accrued and the company may pay me for that time.  If I leave the employ of the company before I have accrued enough personal time to make up for that time, then I agree to pay back the company for that time when I leave the employ of the company.  The company may deduct any such amounts from my final paycheck, 

EMPLOYEE SIGNATURE: _____________________________________

______________________________________________________________________________

(For Office Use Only)

HUMAN RESOURCES:

AS OF: ___________________________________________

TOTAL HRS. AVAILABLE: __________________________

TOTAL HRS REQUESTED: __________________________

TOTAL HRS REMAINING: __________________________

OR

TOTAL HRS OWED TO COMPANY___________________
HR SIGNATURE: _______________________________________
______________________________________________________________________________

TEAM LEAD:  DO NOT SIGN UNTIL HR HAS APPROVED

TEAM LEAD SIGNATURE: _______________________________







