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Vacation Request Form (12-month employee) 
Leave is not accepted or considered officially if it is only asked verbally.  Please submit this form for approval at least four weeks before your preferred vacation dates. 


Date  Submitted  


Full Name    


Type of Leave (for example, Christmas, Spring, Summer break) 
 		



Number of Days 


Leave from 					Leave to  					




Employee Signature ____________________________________________ 


Conference Use Only

Approved   				Denied   			



Superintendent Signature _________________________________________ 
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