Vacation Day Request Form

(Please fill out 1-7 completely before turning in for Calendar Approval.)

Request Form must be submitted to Human Resources at least 2 weeks prior to the requested dates.**
1. Today’s Date:  ______________
2. Name:  ___________________________________________
3. Day(s) Requesting:  _________________________________ 
4. Number of Days off: _________________________________
5. Supervisor’s Approval: _______________________________
6. Back Up:  __________________________________________
7. Back Up Supervisor’s Approval:  _______________________
**Employee or Managers please email the completed form to Rossana in HR.
**Managers - you are responsible to notify the Receptionist of the above.
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