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Vacation Request Form

	Employee Information

	Employee Name:
	

	Manager:
	

	Type of Absence Requested:

	
	[bookmark: Check3]|_|
	Sick
	[bookmark: Check4]|_|
	Vacation
	[bookmark: Check1]|_|
	Personal Time Off              

	
	[bookmark: Check6]|_|
	Military
	[bookmark: Check7]|_|
	Non-V2Soft Holiday
	[bookmark: Check2]|_|
	Other (please list below):

	
Date(s) of Absence:     From:
	
	To:
	

	Date Return to Work:
	
	

	Reason for Absence and Additional Comments:  

	
	

	



Please provide your personal contact information while absent(if leaving the country please provide the contact information in that country):

[bookmark: Text3]Phone:      

[bookmark: Text2]Email:      

[bookmark: Check8][bookmark: Check9]Is this request approved by the Client/Manager?  |_| Yes |_|No

[bookmark: Check11][bookmark: Check12]Do you have sufficient vacation balance available for use? |_| Yes |_| No


	

	It’s the responsibility of the employee to check with the Human Resources Department to ensure that sufficient vacation balance is available.  If your vacation balance is at zero then the days requested may go unpaid.  

	

	Employee Signature
	Date

	

	V2Soft Manager/HR Approval

	
	|_|
	[bookmark: Check10]Approved                  |_| Rejected

	
	
	

	Comments:



	Manager  or HR Name  & signature
	Date





[bookmark: _GoBack]Please send this form to admin@v2soft.com .  Submitting this form does not guarantee vacation approval.  Vacation approval must be granted by Client /Manger and V2Soft HR. This is form is used for only V2Soft manager and/or HR approval.		Version 1.41	
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