
Vacation Advance Notice Form
This Vacation advance notice form sample helps employees formally request time off, ensuring clear communication
with management. It streamlines the approval process and helps maintain proper scheduling. Using this template
promotes fairness and organization within the workplace.

Employee Name:  

Employee ID (if
applicable):

 

Department:  

Manager/Supervisor:  

Employee Email:  

Vacation Start Date:  

Vacation End Date:  

Total Days Requested:  

Reason for Vacation
(optional):

 

Coverage/Delegation
Plan:

 

Who will handle your duties during your absence?

Date of Request:  

Submit Request  Reset

Note: Vacation requests are subject to management approval and company policy. Please submit this form as early as possible
to ensure adequate coverage and scheduling.


