@ TIME CARD TEMPLATES

Time off request

Name Date

Submit at least two weeks ahead where possible.

Problem Answer Problem Answer
1. Employee name 4. Type (vacation / sick / personal)

2. Dates requested 5. Cover arranged

3. Hours requested 6. Approved by and date

Notes

Leofree.com - Personal and small-business use; please do not resell or share the files.



@ TIME CARD TEMPLATES

Answer key — Time off request

# Problem Answer
1 Employee name
2 Dates requested
3 Hours requested
4 Type (vacation / sick / personal)
5 Cover arranged
6 Approved by and date
Notes

Leofree.com - Personal and small-business use; please do not resell or share the files.



