Time Off Request / Absent Form
Genesis Software


Employee
_________________________________


Print name
Request type
Vacation  ____
    Sick  ____
Other  ___________________________________________________






          Explain



Time off Request




Absent

Dates
    From
__________________


Dates
From
__________________

    Thru
__________________



Thru
__________________
Hours requested
    ________________


Hours absent
__________________
_________________________________________

_________________________________________

Employee Signature





Employee Signature

____________________




____________________

Date






Date

Comments   _______________________________

Comments   _______________________________
__________________________________________
              __________________________________________
__________________________________________
              __________________________________________
__________________________________________
              __________________________________________
__________________________________________
              __________________________________________
__________________________________________
              __________________________________________
Complete this form and place in accountings IN box.

HR Department
Approved
Yes ______
No ______

Comments 
___________________________________________________________________________



___________________________________________________________________________



___________________________________________________________________________

HR

_____________________________________________ 



Print Name
_____________________________________________ 
_______________________
Signature






Date
