
2023 VACATION REQUEST    

 
Name:_________________________________________    Date:  __________   Department:____________________ 

 

Anniversary Date:________________   # of Vacation hours accrued: __________________________________ 

 

# of hours Used Prior to This Request____________________  # of hours Left After This Request_______________ 

 

Employee’s Signature:_________________________________Manager’s Signature:__________________________ 

 

___Approved – Enjoy your Vacation! ___Must Reschedule Date Employee Will Return To Work:___________________ 
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