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REQUEST FOR TIME OFF*
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Employee Name:
Andrew Sharp








Manager’s Name:
Brian Stark


Department 

            


Please approve my request for time off for the following:  (Check one)




Vacation Day




Sick Day



Jury Duty




Bereavement Request

For the periods 

 through  

  Total hours 

 

*ONStor requests that employees give their managers at least two weeks notice anytime three or more consecutive days of vacation are to be used.

Employee’s Signature



             
 Date 




Manager’s Signature 



                Date




**For all requests of leaves of absence, of any length, or vacations that exceed your vacation accrual balance, please see Human Resources.

APPROVAL SIGNATURES (Must be completed before turning into Human Resources)

ONStor, Inc.

Confidential


