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    PAY PERIOD ENDED: _____________ 

                CHECK DATE:____________________
   

  
     

 
Employee Vacation Request Form    
 

 

Employee  Information 
 
Employee (print name): _________________________________________________  
 
Employee (signature): __________________________________________________ 
 
Dates Requested: ______________________________________________________ 
 
Approval: ____________________________________________________________ 
 
Employees are eligible for vacation benefits after six months of employment have been completed. 

    
 
 
 
 

Available Vacation 
 
 
Available Vacation Hours: ________________________________________ 
 
Vacation Hours used on this request: _______________________________ 
 
Vacation Hours Balance:__________________________________________ 
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