
To Supervisor / Manager:

From Employee:

Date:

Classifed (CSEA) Employee
Request for Approval of Vacation

03_Clas_Vac_Rq_01_06COPIES TO: WHITE — REQUESTING EMPLOYEE YELLOW — APPROVING SUPERVISOR / MANAGER

I request approval of vacation for the following dates:

___________________________________  through ____________________________ o Approved o Disapproved

Signature of Supervisor/Manager _______________________________________________ Date _______________________

Parties acknowledge that the decision of the supervisor/manager will be based upon the needs of the service.
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