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Copyright and Intellectual Property Statement
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	Employee name
	

	Department
	

	Manager name
	


	Vacation days carried over from prior year (A)                                            
	

	Vacation days accrued year-to-date (B)                                                         
	

	Vacation days taken year-to-date (C)                                                             
	

	Current balance of vacation days (A) + (B) – (C)                                         
	


    Vacation days requested – range

	From:
	To:

	From:
	To:


    Vacation days requested – individual days

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Employee signature: _______________________________     Date: ________________

Manager signature: ________________________________     Date: ________________

(If approved)
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