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www.harlan-corp.com
Employee Name 






Today’s Date 




Department 




Position 








Date of Absence(s) 












Type of Absence: (circle one)
   V  Vacation

P  Personal Day
J  Jury Duty
B  Bereavement
O Other 
(Explanation) 













Employee Signature 







Date: 







APPROVALS

Supervisor's Approval 






Date: 






Request Approved

Request Denied
Paid

Unpaid

Explanation 













Human Resource's Approval 






Date: 






Request Approved

Request Denied
Paid

Unpaid


Explanation 













ACCOUNTING USE ONLY
TOTAL HOURS PAID:________________________ 
DATA ENTERED: ___________________________ 
Time-Off Form
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