
[Date] 

To: [Manager/Supervisor Name] 

From: [Your Full Name] 

Subject: Time-off request - Portland City Council hearing (Wednesday, March 18, 2026) 

 

Requested time off window: approximately 4:00 p.m. to potentially 9 p.m. (subject to 
agenda order) 

Type of leave (optional): [PTO / Unpaid / Sick / Other] 

 

Dear [Manager/Supervisor Name], 

I am requesting time off on Wednesday, March 18th in order to attend a Portland City Council 
hearing at Portland City Hall. The meeting is scheduled to begin at 6:00 p.m.., and attendees 
are asked to arrive by 5:00 p.m.  to allow time for building entry and security. 

Because City Council agenda items can be heard earlier or later in the meeting, I am requesting 
time off for approximately 4:00 p.m. through potentially 9:00 p.m.. If the relevant agenda item is 
heard early, I expect to return to work sooner. 

Please let me know if you have any questions or if you need additional information to process 
this request. Thank you for your consideration. 

Sincerely, 

[Your Full Name] 

[Your Title / Department] 

[Your Phone Number] 


