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Welcome to the Leave Request Form! 
Use this form to officially submit your request for time off, whether it be for vacation, personal time, or other approved leave. Please complete all required fields and submit this form for manager approval.

	[bookmark: _bg39etfqwwy]Employee Information
Employee Name: {{EmployeeName}}
Employee ID: {{EmployeeID}}
Department: {{Department}}
Position: {{Position}}
Manager Name: {{ManagerName}}



	Leave Details
Start Date of Leave: {{StartDate}}            End Date of Leave: {{EndDate}}
Total Number of Days Requested: {{TotalDays}}
Type of Leave Requested:
· Vacation
· Personal Time Off (PTO)
· Sick Leave
· Other (please specify): {{OtherLeaveType}}



	[bookmark: _48khg7c9rp8u]Reason for Leave (Optional)
Please provide a brief explanation for your leave request:
{{LeaveReason}}



	[bookmark: _ja4lsekb8jx0]Contact Information During Leave (Optional)
If you wish to provide contact details where you can be reached during your leave:
Contact Number: {{ContactNumber}}             Email Address: {{EmailAddress}}



	[bookmark: _w3zczhkz1aie]Employee Acknowledgment
I, {{EmployeeName}}, understand that submitting this form does not guarantee approval, and my manager will notify me of their decision.

Employee Signature:       _______________________________________________
Date Submitted: {{SubmissionDate}}



	[bookmark: _rppoadh53lbz]Manager's Approval Section
(to be completed by manager/supervisor)

Received by Manager Name: {{ManagerNameApproval}}
Date Received: {{DateReceived}}
Approval Status:
· Approved
· Denied

Comments: {{ManagerComments}}




Thank you for using our Leave Request Form. Your request will be reviewed, and you will be notified of the decision at the earliest. If you have any questions, please contact your HR representative.

image1.png




