Subject Requesting for vacation leave

Dear

an accumulated vacation leave of
leave for

During my vacation leave | can be contacted at

Requisition Form for Vacation Leave

working days, with a total of

Telephone no.

Record of Leave in this Fiscal Year

Burapha University

.................

working days, and entitled to this year’s vacation
working days. | wish to request for a

to date

Previous Leave taken
leave taken this year Total
(days) (days) (days)
SIGNAtUre ... o Reviewer
(e )
POSItION L e
Date.....£.......... Lo

Decision
( ) Granted ( ) Denied




