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Request for Approval of Vacation Time

Please print information

Name

Department

Immediate

Supervisor

Vacation Days Requested: One Pay period (month) per form

From To # of Days
From To # of Days
From To # of Days
From To # of Days

Provisions made for covering responsibilities while on vacation:

Employee Signature Date
APPROVAL

Immediate Supervisor Signature Date

[ ] Recommend [ ] Do not recommend

Dean or Designee Signature Date

[ 1 Approved [ ] Not Approved

Comments:
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