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	2011 Vacation Advance Form


As a staff member hired on or after June 1, 2011, I am requesting advance vacation leave in response to the University’s designation of December 27th, 28th and 29th as unpaid holidays.  

REQUESTOR INFORMATION
	Employee Name: 
	

	Campus ID #: 
	
	Employee Phone #:
	

	Supervisor Name: 
	


	Please check the day(s) for which you are requesting a vacation advance: 
    ____ December 27th                
    ____ December 28th
    ____ December 29th
  


APPROVAL AND AUTHORIZATION
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Employee Signature




         Supervisor Signature                             

Date




         

         Date
	Please submit your completed form to the payroll office (LM 145) by 5:00 p.m. on Monday, December 12th, 2011.  If you have questions, please contact George Chin at x2837 or gmchin@usfca.edu.  Thank you.
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