
A
pproved by:

 (D
epartm

ent H
ead)

A
pproved by:

         (P
ersonnel M

anager)

E
nt. in E

m
p. R

ecord by:
on

            (date)

P
aid V

acation P
olicy:

  W
e are happy to offer paid vacation as a

benefit for full-tim
e em

ploym
ent.  E

m
ployees are granted a w

eek (5
w

orking days) of paid vacation after one year and tw
o w

eeks after
tw

o years.  V
acation tim

e m
ay be taken at any tim

e of the year.
E

m
ployees are asked not to take m

ore than tw
o w

eeks of vacation
tim

e at one tim
e.  U

nused vacation tim
e can be accrued to succes-

sive years, but the com
pany reserves the right to instruct an em

-
ployee to use excess vacation tim

e.  U
nused vacation tim

e m
ay not

be converted to paid tim
e w

hen leaving the com
pany, or at any other

tim
e.  P

lease subm
it your vacation request at least 30 days in

advance of the desired tim
e.  It is som

etim
es necessary to lim

it the
num

ber of persons on vacation at the sam
e tim

e from
 a departm

ent.
E

arned vacation tim
e m

ay be taken one day at a tim
e.  S

cheduled
vacation tim

e w
ill not affect the payroll schedule, and em

ployees are
asked not to request an advance w

hen taking vacation tim
e.

W
e hope that you enjoy this em

ploym
ent benefit!

N
am

e

D
epartm

ent
E

m
ployee N

o.

I hereby request vacation tim
e for the dates of:

I understand the com
pany vacation policy and state that this

request com
plies w

ith it.

S
ignature

D
ate

R
equest F

or V
acation Tim

e
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