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INTERIOR ELECTRIC




C-10 #449124











                   C-2 #447972

747 N. Main Street









      7705 Commercial Way Ste110
Orange, Ca. 92868










    Henderson, NV. 89011
Telephone 714-771-9098










Telephone 702-719-7574

Fax 714-771-3058










            Fax 702-719-5672

VACATION REQUEST FORM

Employee Name:
___________________

___

Date:___________________________

Policy Reminder:  Vacation must be taken only in full day (8 hours) increments.

	                     Date From:
	Return Date:
	Days:
	Hours:

	Vacation:
	
	
	

	Holiday:
	
	
	

	Other:
	
	
	


Requested days off:
____________________________________   _________________________________

Employee Signature:____________________________
 



=================================================================

Routing:  From Employee to Supervisor to Payroll to Vacation File

OFFICE USE ONLY

Supervisor :

Approved:

YES:________      NO:________

Reason If Not Approved: __________________________________________________________________

Supervisor’s Signature:____________________________________

Payroll :

 Hours Requested:________
Hours Available:________

Hours Charged/Paid:________

Entered to Payroll by:____________________________________

