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Vacation Requests
Your 2009/2010 vacation request must be submitted to your supervisor prior to {deadline}. Should you choose to take your vacation in two or more segments, submit the date of each segment to cover your full entitlement. Every effort will be made to accommodate your choice(s), subject to operational requirements. Please schedule ALL vacation entitlements. Vacation schedules will be confirmed and posted by {usually one month from deadline}.
If you have not submitted your vacation by {deadline}, we will work with you to schedule your vacation at a mutually agreeable time. If this is unsuccessful, the department will, at its discretion, assign and schedule a vacation period for you.
Name: 







Area: 





Entitlement as of March 31, 2009

	Approved No. of Day(s) Carry-Over
	No. of Days Earned
	Total Entitlement

	
	
	


	Scheduled Vacation

	Date
	No. Day(s)

	1st Choice

	
	

	
	

	
	

	2nd Choice

	
	

	
	

	
	


Vacation Approvals
All vacation carry-forward requests are subject to the approval of the manager. All remaining vacation requests are subject to the prior approval of the supervisor.
Reason for carry-over request (dates)

Reason for Leave without pay requests (dates)

Employee






Approved: Supervisor









Approved: Manager
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