
          

 

 

TIME OFF REQUEST FORM 

 

Name: 
 

 

Time Off Request Category: 

 Personal/Vacation 
 Bereavement 
 Jury Duty 
 Military 
 Other 

Date(s) Requested Off: 
 

 

Will you use PTO hours? 
How Many?  

 

 

 

 
Approved: 
 
 
                                                                       _________________________________ 
Client Work Director     Date 
 

AND / OR 
 
 
                                                                      _________________________________ 
BCS Manager      Date 
 


