
12/30/2011 

VACATION AND PERSONAL DAY 
 

 REQUEST FORM 
 

 
 
NAME:        
  (Please print) 
 

DEPT:        
 
DATE:        

 
 
VACATION DATES REQUESTED: 
 
From: ______   To:      
  
I would like to receive my vacation pay the Friday before my vacation: 
 
   Yes:    No: 
 
 

 
 
PERSONAL DATES REQUESTED: 
 
Date: ___      Date: ____________ 
 
Date: _____________    Date: ____________ 
 

 
 
SUPERVISOR APPROVAL         
  
MARTY GLICK APPROVAL        
 
DATE            
  


