Morehouse Parish School Board


VACATION REQUEST FORM

Revised 09/02

	NAME:
	

	
	

	POSITION/DEPARTMENT:
	



Balance of Vacation Days Available:    
Vacation Request for the Following Days:  (List every working day out)

	Month
	Working Days Out
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	-
	

	
	
	
	(No. Days Out)



Balance of Unused Vacation Days     
	Employee Signature:
	
	Date:
	


	Approved By:
	
	Date:
	


Note:
Vacation time accrued may be used during a period to date from July 1st to June 30th.  Only 15 days of unused vacation time may be carried over to the next year.  (Policy Manual:  GBRK)















