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Here are some tips for managing emplo�ee time o�:

Communicate �our polic�: Make sure �our polic� clearl� states when and how

emplo�ees can request time o�.

Set deadlines: Set a deadline for when emplo�ees can submit requests and when

�ou'll accept them.

Prioritize requests: Consider the needs of both �our business and �our

emplo�ees.

Handle requests promptl�: E�cientl� handling requests allows �ou to plan for

absences in advance.

Use so�ware: PTO management so�ware can help �ou streamline the request and

approval process. Look for features like email noti�cations and calendar

integration.

Plan for overlapping requests: Include how overlapping requests will be handled in
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We use WorkDay at my org. It tracks each
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More

Top answer · 8 votes · a year ago

I approve them. I don’t care if people take PTO as
long as deliverables are completed and ...  
More
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