
~q-.--and Approval
PLEASEPRINT

Routing: o Human Resources

o
o

Employee Name ----,--= ~=~--------- _
lAST FIRST MIDDLE

Date / /

//days vacation as of

Employee/Payroll # Department _

Employee Hire/Service Date / / You are entitled to _

Please indicate your three choices, in order of preference, for your fust, second and/or third vacation period(s), and return this form
to your supervisor.

Your supervisor will approve your vacation request by placing a ",/" in the ",/ Approved" column and by signing hislher name
along with the date of approval.

Need to reschedule? Yes No

Need to reschedule? Yes No

Need to reschedule? Yes No

Comments

Enjoy your vacation!


