Time off request form
Fill in every section above the manager’s decision. Give the form to your manager at least [the notice your team asks for] before your first day off.
Employee details
	Name
	

	Email
	

	Team
	

	Manager
	



Time off requested
Type of time off is Holiday for vacation, Sick, or Other for anything else. For one day off, write the same date as the first and last day. For a half day, write 0.5 days, or the hours, and say morning or afternoon.
	Type of time off
	

	First day off
	

	Last day off
	

	Days or hours
	

	Reason (optional)
	



Cover arrangements
	Covered by
	

	Handoff notes
	



Employee signature
	Signature
	

	Date
	



Manager’s decision
For the manager. Check who else is off on these days, then decide. Tell the employee, and set the request’s Status in your time off tracker, such as the free PTO tracker template.
	Approved or declined
	

	Note
	

	Signature
	

	Date
	



Email version
To ask by email instead, copy this into a new email to your manager. Keep the five detail lines as they are, so the request is quick to log.
Time off request email
Subject: Time off request: [dates]
Hi [Manager’s name],
I’d like to request time off:
Type: [Holiday, Sick or Other]
From: [First day off, YYYY-MM-DD]
To: [Last day off, YYYY-MM-DD]
Days: [Working days off, or 0.5 for a half day]
Note: [Morning or afternoon for a half day, and who covers my work]
Please let me know if that works.
Thanks,
[Your name]
