Request for Time Off
Employee Name: 








_____

Today’s Date:  _________________________________________________                                                                      

Event Participating in: __________________________________________________________________________________________________________________________



Date of event or days requesting off: _____________________________________________________________

Location of Event: ______________________________________________

How will it help you in your current position: _______________________________________________________________________________________________________________________________________________________________________________________

Check all that you would like considered:

· Dreamweavers to Pay: ____ Approved  ____Denied

· PTO Time Taken: ____ Approved  ____ Denied

· Unpaid Leave: _____ Approved  _____ Denied

· Accommodations: ____ Approved  ____ Denied

· Meal Reimbursement: ____ Approved  ____ Denied

Comments: _______________________________________________________________________________________________________________________________________________________________________________________

Employee’s Signature: 




 Date: 



Betsy’s Signature: 





 Date: 



L:Forms: Request for Time Off
