
M:\Company Share\Forms Library\Time Off Request Form.doc 1 

 

 
 ELECTRICAL CONTRACTOR SINCE 1985 
 

 
 

TIME OFF REQUEST FORM 
 
 

 

To _______________________________  From ______________________________  
 
  

Date request: 
 From _____________   Return To Work ____________________  

  
Reason 

__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________ 
__________________________________________________________________ 
__________________________________________________________________ 

 
 

Employee Signature: _______________________________ 
 
 

Date: __________________________ 
 
 

Office Use Only 
 
 

Received by ____________________________ Date _______________________________ 
 

Approved     Yes □   No □     Signature ___________________________ 

 

Comments:      EE Time Off Calendar                                   

__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________ 

Swinson Electric 
4885 Ronson Ct Ste L 
San Diego, CA 92111-1813 
Lic No C-10 751328 
Phone (858) 874-2506 

Fax (858) 874-2920 
 
 


