
 
 

Vacation Request Form 
(2 weeks’ notice is required) 

 
 
Today’s Date: ____/____/______ 
 
Name: ______________________________________________________________ 
 
 
 
 
Time Off / Dates Requested: _____/_____/______ through _____/_____/______ 
 
 

Reason for Time Off ___________________________________________________________ 
 
 
______________________________________ Date____________ 
Signature of Employee 
 
 
Approval: 
 
 
__________________________________ Date____________ 
Management 
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