

	Todays Date: 
	Employee Name: 
	Department: 
	Position: 
	Please accept this request for leave My Reasons is are 1: 
	Please accept this request for leave My Reasons is are 2: 
	Please accept this request for leave My Reasons is are 3: 
	Leave Dates 1: 
	Leave Dates 2: 
	Leave Dates 3: 
	Type of Leave 1: 
	Type of Leave 2: 
	Type of Leave 3: 
	Hours 1: 
	Hours 2: 
	Hours 3: 
	Requested By: 
	Date: 
	Approved By: 
	Date_2: 
	Director: 
	Date_3: 


