Quinnipiac

2023
VACATION REQUEST/APPROVAL

NAME:

DEPARTMENT:

DATE:

Vacation time earned must be taken by June 30, 2024. Any vacation time not taken within the designated period
will be forfeited.

Please contact your direct supervisor for your vacation accrual amount for this calendar year. To assist you in
scheduling your vacation time, please indicate your choice of time by circling the applicable days on the calendar
below. This template can be used to request time from your direct supervisor.
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Employee's Signature Supervisor's Signature




