
Time Off Request Form - Updating Requests

Request is
Approved or

Denied

Approve Request Deny Request

Alert employee about
status update via

Email

Move Request to
Archive

Archive Sheet
Processing

Enforce Sheet Sort:
Sort by Request start

date, Ascending

Remove any rows
containing Request

start dates older than
1 year

Create a calendar
event with request
start / end dates

Share Calendar event
with GM

Complete

Create status update
Email Template from
original submission

Data

Prominently Display
Request Status in

Email Subject, Body


