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VACATION REQUEST FORM

EMPLOYEE    





DATE(S) REQUESTED:  
TOTAL NUMBER OF HOURS REQUESTED: 
 


VACATION HOURS REMAINING: 




SUPERVISOR’S APPROVAL:




EMPLOYEE:

________________________




________________________

DATE:







DATE:

________________________



          _________________________
Copies: HR Vacation Folder 

             HR Employee File (original)

             Employee

Created: 10/23/07
