
VACATION APPROVAL FORM 
 
 
 
 
FROM:      DATE SUBMITTED:    
 
 
Vacation Days Requested:  (Circle half days) 
 
 
 
 
    APPROVED: _____________________________ 
 
 
    DATE:  ____________________ 
 
COMMENTS: 
 
 
 
 

* * * * * * * * * * 
 
 
 

DAYS REQUESTED OTHER THAN VACATION 
 
 
REASON: 
 
 
 
 
    APPROVED: _____________________________ 
 
 
    DATE:  ____________________ 
 
COMMENTS: 
 
 
 
 
 
Submit one copy. 
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