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Day Off Request Form 
 
 
 


Date  Name  
 
 


REQUESTED DAYS OFF (DATES) 


 


 


 


 


 
 


Reason(s) for request:  
 


  
 
 


 


 


 
 


------------------------------------------------------------------------------------------------------------ 
 


Approved?  Yes   No 


  


 
 


Comments:  
 


  
 


Submitted to:  


Employee Signature:  


Signature:  
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