
City of Show Low 
Paid Time Off Request 

For Department Use Only 
 
 
 

Employee Name:   _________________________________ Date Requested: __________________ 

Department:          _________________________________ Position: _________________________ 

  Planned      Unplanned 

Type of Request 

Leave Description  Action Requested  Effective Date(s) 
  Comments  Hours  From  To 

 PTO         

 Comp Time          

 Jury Duty         

 Bereavement         

 Administrative         

 Other       
 

Total Hours Requested       
 

Comments: ________________________________________________________________________ 

__________________________________________________________________________________

__________________________________________________________________________________ 

Coverage (if applicable): ___________________________________________________ 

 
Employee Signature:  ___________________________________________Date: _______________ 
 

_________________________________________________________ 
 

Supervisor Approval 

  Approved      Denied 

 

Comments:_________________________________________________________________________

__________________________________________________________________________________ 

 

Supervisor Signature:  ___________________________________________Date: _______________ 

Rev112011


	Employee Name: 
	Date Requested: 
	Department: 
	Position: 
	PTO: 
	Comp Time: 
	Jury Duty: 
	Bereavement: 
	Administrative: 
	Other: 
	Total Hours Requested: 
	Comments 1: 
	Comments 2: 
	Comments 3: 
	Coverage if applicable: 
	Date: 
	Comments 1_2: 
	Comments 2_2: 
	Date_2: 
	pto hours: 
	comp time hours: 
	jury duty hours: 
	bereavement hours: 
	admin hours: 
	other hrs: 
	total hrs req: 
	date field: 
	1: Off
	2: Off
	3: Off
	4: Off
	5: Off
	6: Off
	7: Off
	8: Off
	9: Off
	10: Off
	date field 2: 
	date field3: 
	date field4: 
	date field5: 
	date field6: 
	date field7: 
	date field8: 
	date field9: 
	date field10: 
	date field11: 
	date field12: 
	date field13: 
	date field14: 


