
PTO Submission Request 

Complete this form to request paid time off. You can cash out your paid time off at any time. However,

you must have your client’s permission to use paid time off if you will be absent during your regular shift. 

Only completed forms will be processed. Unless otherwise specified, your request will be processed the 

next scheduled payday.  

Employee Name/ID#: _______________________________________________________________________ 

Employee Phone Number: ______________________ Employee Email: _______________________________ 

Participant Name: ___________________________________________________________________________ 

Date of Request: _____________________________ Number of Hours Requested: ______________________ 

I have the consent of my client to use PTO if use occurs during my shift: 

□ Yes □ No

______________________________________________________         ____________________ 

Employee Signature        Date 

Check box if signing electronically.
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