Time Off

Request Form

(Use for Paid Time Off (PTO) & Unpaid time off)
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	PTO should be requested at least two weeks in advance of the date of request except in cases of unforeseen absences.  This form should be submitted when requesting any time off whether paid or unpaid.

	

	Date of Request:
	     

	
	
	
	

	Employee Name:
	     

	
	
	
	

	Division:
	 FORMCHECKBOX 
 Design Techs
	 FORMCHECKBOX 
 Metering
	 FORMCHECKBOX 
 Administration

	
	 FORMCHECKBOX 
 Project Engineering
	 FORMCHECKBOX 
 Procurement
	

	
	
	
	

	Supervisor:
	     

	
	
	
	

	
	
	
	


	Date Requested for Time Off:
	                     to
	     

	
	
	
	

	PTO Hours Used:
	     
	
	

	
	
	
	

	Employee Signature:      


	
	
	
	

	Supervisor Signature:      

	Date:      

	
	
	
	

	My signature is acknowledging this request (or a portion thereof) is on a borrowed basis and in the event of employment termination prior to accruing the borrowed amount of PTO, my signature authorizes Ops Plus to deduct the borrowed amount from my payroll.


Signature

	
	


�
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