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CFS SDS employees earn PTO based on their status. Our HR staff track available PTO balances.

We will review the form once received to ensure that you have the days available that you are
requesting.

Employee Name:

Department:

Time-Off Dates & Hours Requested:

Dates Hours Dates Hours

Total Number of Hours Requested:

[/
Signature of Employee Date
/__
Signature of Individual or Designee Date
CFS SDS HR APPROVAL
Total Number or Hours Approved:
/__/

Signature of HR Staff Date



