Preferred Vacation Request
Employee Name:  ______________________________________________________________________




(Last)




(First)




(M.I.)

UNIT:
_____________

SHIFT: ______________

POSITION: _______________

Date Submitted:  ______________________

**No Vacation/PTO Time will be granted if time is not accrued by that date.**

1st Choice Start Date(s) ____________________
Return to work date: __________________________

Superior Weekend Date(s) __________________
Return to work date: __________________________

2nd Choice Start Date(s) ____________________
Return to work date: __________________________

Superior Weekend Date(s) __________________
Return to work date: __________________________

3rd Choice Start Date(s) ____________________
Return to work date: __________________________

Superior Weekend Date(s) __________________
Return to work date: __________________________

Note:  Preferred time vacation/PTO by unit seniority ONLY.  Therefore, if you only give us one 
choice, you run the risk of having no vacation.

	Approved:  1st Vac Day:  __________________________  Return to Work:  ____________________

Denied:   Reason:  ____________________________________________________________________

Supervisor:  __________________________________________________ Date: _________________




Use a separate form for each block of time requested off (i.e., if requesting one week in July and one week in August, you must submit two forms).

SEE DIRECTIONS ON BACK OF FORM

PLEASE NOTE:

PRIME TIME VACATION:  Memorial Day through Labor Day Week

· PTO must be taken in increments of at least 5 consecutive days.

· A maximum of 2 weeks (14 days) may be taken during Primetime.  

· Employees eligible for a Superior Weekend (5 or more years of continuous service) must take it in conjunction with vacation.

· If more employees select the same period than AdvancedMeal can allow to be on vacation at the same time, bargaining unit seniority within the department.

· Be sure to include second and third choices for vacations time (in case first choice is already booked).

