[image: image1.jpg]HALTON
CATHOLIC | |<p




STAFF VACATION REQUEST
	TO:
	

	FROM:
	

	DEPARTMENT/SCHOOL:
	

	DATE:
	


VACATION TIME IS REQUESTED FOR THE FOLLOWING PERIOD

	REQUESTED VACATION PERIOD
	NUMBER OF DAYS

REQUESTED:

	
	

	
	

	
	

	
	


	NUMBER OF ANNUAL VACATION DAY ENTITLEMENT:
	

	# OF APPROVED VACATION DAYS CARRIED OVER FROM PREVIOUS YEAR:
	

	VACATION DAYS USED TO DATE (INCLUDING THIS REQUEST):
	

	VACATION DAYS REMAINING THIS YEAR:
	


	VACATION REQUEST APPROVED:
	
	

	
	
	

	AUTHORIZED OFFICIAL
	
	DATE


UPON APPROVAL FROM YOUR SUPERVISOR, THIS ABSENCE MUST BE ENTERED IN SMARTFINDEXPRESS PRIOR TO FORWARDING THIS FORM TO HUMAN RESOURCES.  PLEASE RECORD YOUR JOB NUMBER BELOW.

	JOB #
	
	DATE OF ENTRY:
	

	
	
	
	


