Request for Leave

 Print Name: ________________________________________________		Date: ______________________

I am requesting the following date(s) off:
	Date
	Leave Type
	Total Hrs
	Time From – To
	Approve/Deny
	Admin Signature
	Aesop #

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	



Comments/Notes: ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

[bookmark: _GoBack]Employee Signature: _________________________________________
