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2017-2018 Time Off Request Form

Date Requested

Type of Request

For Partial Day Requests:

Reason for Request

Substitute

(mm/ddlyy) Time Period Requested (Select one)
Choose Type Choose One
Choose Type Choose One
Choose Type Choose One
Choose Type Choose One
Choose Type Choose One
Choose Type Choose One
Choose Type Choose One

message.

Please enter special instructions, considerations, or other pertinent information as needed by clicking in this box and typing over this

NOTE: You may request PTO in increments of an hour. Specify the time of day needed. For example: 7:30 to 8:30 if you will report to work at 8:30.
Half days for faculty are from 7:30 am to 11:30 am or from 11:30 am to 3:30 pm.

Approved

Denied
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Personnel Committee Date (10 mth 3 or more days):

CEO Signature:

PTO Remaining:

Date:
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