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                             SNUBBS CONSULTING REQUEST FOR VACATION/PERSONAL TIME
	[bookmark: _GoBack]
Type of Absence Requested:

	
	[bookmark: Check3]|_|
	Sick
	[bookmark: Check4]|_|
	Vacation
	[bookmark: Check5]|_|
	Time Off Without Pay
	[bookmark: Check8]|_|
	Other



Employee No: ___________________________________              Date: __________________________
Employee Name: ______________________________________________________________________
Department: __________________________________________________________________________
Date Hired: ___________________________________________________________________________
Supervisor Name: ______________________________________________________________________
Date of Leave: ________________________________ Date Returning: ___________________________
Number of Days Taking: _________________________________________________________________


__________________________________                                                  ______________________________
Employee Signature                                                                                     Date

__________________________________                                                  ______________________________
Supervisor Signature                                                                                    Date

Accounting            Attached status report to form.

Verified By: _____________          _____________________________                     _____________________
                      Initials                          Print Name                                                               Date

Human Resources-Final approval:
       Approved – Paid                                                                              Unpaid – Vacation/Personal Day/Time Off                 


_____________                               _____________________________                     _____________________
Initials                                              Print Name                                                               Date

Text for Auto Reply: _______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
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