Avani Employee Time Off Request Sheet
Date:





Employee: 

I am requesting time off and would like to utilize it in the following manner:
(Please note consecutive days off as one entry.)

                    VACATION                                             PERSONAL/SICK

Date: _____________       
          

Date ___________________         Date _________________                             Date ___________________ 
Date _________________           
            Date ___________________ 

       ____________________________                     _________________________
      (Employee Signature)                                             (Date)
……………………………………………………………………………………………………………........
_______ Approved
_______ Denied
       ____________________________                     _________________________
      (Department Head/Supervisor)                               (Date)

If denied, please state reason for denial: ______________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
Form: ET-1001


