
2207 E. Elvira Rd
Tucson, AZ 85756

Ph (520) 629-0268
Fax (520) 629-8811

glaztech.com

REQUEST FOR “TIME-OFF”

Tucson Corporate
2207 E Elvira Rd

Tucson, AZ 85756
Ph (520) 629-0268
Fax (520) 629-8811

Albuquerque Office
6700 Bluewater Rd NW
Albuquerque, NM 87121

Ph (505) 831-6224
Fax (505) 898-7390

Santa Teresa Office
150 Industrial Rd

Santa Teresa, NM 88008
Ph (575) 589-4970
Fax (575) 589-4774

Denver Office
4005 S Clay St

Englewood, CO 80110
Ph (303) 399-8587
Fax (303) 399-2385

Salt Lake City Office
2160 W. 1700 S.

Salt Lake City, UT 84104
Ph (801) 467-3136
Fax (801) 467-3989

Boise Office
1200 W Amity Rd
Boise, ID 83705

Ph (208) 389-1080
Fax (208) 384-1083

Baton Rouge Office
10757 N Dual St

Baton Rouge, LA 70814
Ph (225) 442-7040
Fax (225) 442-7041

Phoenix Office
4931 W Brill St

Phoenix, AZ 85043
Ph (602) 272-1544
Fax (602) 272-3442

INSTRUCTIONS FOR COMPLETION:
All sections must be completed. Be sure to indicate the exact amount of time that you wish to request off. This will enable

Payroll to calculate your paycheck and attendance schedule correctly. Obtain your supervisor’s approval and forward the 

completed form to the Payroll Department prior to the beginning of the time off. It is your responsibility to ensure that this 

form is submitted prior to the pay period closing.

(For situations such as accidents and/or illness, please complete this upon your return to work and submit it for processing. 

If this form is not received, Vacation or PTO pay will not be included in your payroll check.)

EMPLOYEE

BRANCH

VACATION PERSONAL # OF DAYS OFF:

UNPAID SICK FULL DAY REQUEST

PTO JURY DUTY PARTIAL DAY REQUEST

CASH-OUT  |  HOURS: ______

DATE :      HOURS :

DATE :      HOURS :

DATE :     HOURS :

EMPLOYEE SIGNATURE

SUPERVISOR SIGNATURE

DATE

DATE

APPROVED DENIED

Please describe reason for absence

Employees may "cash-out" a maximum of 40 hours and must have 80 hours of vacation available at the time of request

* Between 5/1-8/1/2020 employees will be temporarily allowed to "cash-out" a maximum of 40 hours with no balance requirement


