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Time Off Request Form


Employee Name:_____________________________________________________________________________

Requested Date(s) Off: _________________________________________________________________________

Type of Time Off and time of Type of Day Off:

	Vacation Time:____________________________________

	Compensation Time:________________________________

	Personal Time:_____________________________________

	Sick Time:_________________________________________

	Flex Time:_________________________________________

	Bereavement Time:__________________________________

	Holiday Time:______________________________________

	Jury Duty:_________________________________________

If Flex Time: 

	What Day and Hours will be off:___________________________________________________

	What Day and Hours will the time be made up:________________________________________

							________________________________________


Employee Signature:_____________________________________________________________________

Date of Request:________________________________________________________________________

Supervisor Signature:_____________________________________________________________________

Date Supervisor Approved:________________________________________________________________

Mayor or Other Signature:________________________________________________________________

Date Mayor or Other Approval:_____________________________________________________________

Note: If Mayor, Deputy Mayor or in emergencies, Clerk or Treasurer is unavailable, attach email approval

Date Office Received and Initials of Reviewer:________________________________________________
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