Vacation Request Form

Date:______________

I___________________, am requesting time off starting on _________ and will return to work on ________________. 

Vacation requested for the following reason:

_____Vacation


_____Jury Duty

_____Sick Leave


_____Military Duty

_____Other Explaination:____________________________________________________________________________________________________________________________________________________________________________

_______________________


____________________

 Employee’s Signature



Date 

______________________


___________________

Approved by




Date
