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Whitehawk Worldwide

Vacation, Sick, Personal Request Form

Date: _______________, 



      Date of Hire: _______________
Print Employee Name: _____________________________________________________

Date(s) requested:  ________________________________________________________
Additional Information: ____________________________________________________
________________________________________________________________________

____ Vacation
   ____ Sick
____ Personal
   ____LOA*
Sick Hours Requested:  ____
Reason for Requested time off (detailed)  ______________________________________
_______________________________________________   Date: _________________

Employee Signature

Supervisor must approve all requests submitted

    All Requests must be submitted at least 30 days prior to the dates being requested.  

Please note: this form is to be used as a request for consideration of the time off requested. Filling out this form does not guarantee you will be granted the time off from your normal work hours. All requests will be considered based on date of submission, seniority, reasons for the request and operational needs. Request submitted less than 30 days in advance and Emergency Request will be considered on a case by case bases.  Whitehawk Worldwide reserves the right to cancel any approved Request within a reasonable time frame due to unpredictable operational needs.

TO BE COMPLETED BY SUPERVISOR
Date Received: ________

Request is:
_____  Approved
_____  Denied 
Reason (denied): _________________________________________________________
_______________________________________________________________________
___________________________________    ___________________________________

Supervisor Printed Name


   Supervisor Signature
___________________

Supervisor, Date Signed
*HR MUST Approve all requests for LOA
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