Employee Time-off Request

Employee Name: Badge#

Supervisor:

[ ] Approved [ ] Denied

Reason denied if applicable

Requests must be turned into Assistant Chief Tarsitano at least 2 weeks
before the requested time off. Time off is not guaranteed, every effort will
be made to grant time off requests but due to scheduling needs etc., time
off requests cannot be guaranteed. We understand that emergencies do
arise and those requests will be reviewed on a case-by-case basis.

If an officer has an emergency time off request and other officer has
already been approved, that approved time-off request may be rescinded
to meet the emergency time off request.
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