
 

  
  

 

 

  

   

  

    

  

   

  

   

 

  

  

Volunteer Time Off Request Form 
By submitting this form with your Workday request, you attest that your request adheres to 
guidance governing Volunteer Time Off. 

Employee Name: ____________________________________________________________ 

Andrew ID: ____________________________________________________________ 

Date for Request: ____________________________________________________________ 

Time Off Type: ☐ Full day    ☐ Half day 

If Half Day, Which Hours? ________________________________________ 

Name of Organization: ____________________________________________________________ 

Brief Description of Volunteer Activity: ____________________________________________________________ 

Rwanda Pre-Approval: ☐ I sought and obtained pre-approval as required. 
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