Save this document to YOUR computer and rename it to “(Your Name) Vacation” Then fill out the fields and then save it again. Then using your email program i.e. “hotmail” send an email to 

rockcrewchief@gmail.com and attach “(Your Name) Vacation” as an attachment.  Then call the Crew Chief at 314-708-7001 and let them know you have sent a timesheet and they will print it off.
Vacation Request

	Employee Name

     
	Current Date   

                                   
	Time

     

	Department / Crew
     
	Current Balance            
	     

	Date of Hire
     
	Hours Requested
	     

	CANCEL FORMCHECKBOX 
     CHANGE FORMCHECKBOX 

	New Balance
	     

	I request that I be granted vacation leave on the following date(s)

	                Shift

Days

Missed

While on

Vacation

->

	1. 
	House #      
	5. 
	House #      

	
	2.      
	House #      
	6.      
	House #      

	
	3.      
	House #      
	7.      
	House #      

	
	4.      
	House #      
	8.      
	House #      

	Employee Signature

	

	Supervisor Signature

	

	

	Personnel File Updated
	

	Google Docs Updated
	

	On AirSet
	

	
	

	Vacation Request

Granted
	

	
	

	Vacation Request

Denied
	

	
	

	Reason for Request Denial

	
	Insufficient Leave

	
	Schedule Conflict

	
	Shift Coverage

	
	Not Eligible for Leave


Original:  Administration  _____
Copy: C/C Office Employee File    ______
Copy: Employee  Copy     _____






