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Paid Hours

Non- Paid Hours

Total Hours

Employee Please Fill  Out Below

EMPLOYEE NAME:

REQUESTED VACATION DATE(S):

GENERAL MANAGER SIGNATURE DATE

SUPERVISOR SIGNATURE DATE

EMPLOYEE POSITION: EMPLOYEE HIRE DATE:

Pinnacle events surrounding vacation request.
Please include the week Before, During, and week After request.

GOLF:

BANQUET:

CIMI’S BISTRO:

HR Please Fill  Out Below

Number of vacation days earned:

Vacation Days Used:

Vacation days requested:

Total Vacation Days Available:

EMPLOYEE SIGNATURE DATE

1st:
2nd:
3rd:

To HR to verify vacation hours available
To Manager to approve dates requested
To General Manager or Ownership for final approval

DATE OF REQUEST:


