
Vacation Request
Company: ________________________________ Terminal/Shop/Plant No.____________  Date: ______________________

Name: _____________________________________________      Employee I.D. No. ___________________________
Last                       First                   Middle

Classification: _______________________________________________________    Hourly   Road   Salaried

1. Vacation Anniversary Date: _________________________________
2. Total number of weeks earned this vacation year: _______________

These weeks are earned during the 12-month period 
from: ______________________ to: ________________________

Month         Day         Year Month         Day         Year      
3. No. of weeks vacation requested at this time: ____________________
4. No. of weeks already taken this vacation year: __________________
5. Is this vacation claimed under the 60% rule                                        

(where applicable?) Yes   No
6. If absences due to sickness or on-the-job injury during vacation

year affect eligibility, explain and give dates: ___________________
_______________________________________________________
_______________________________________________________

Please make payment as follows: (Check one, if hourly paid) Advance Pay period ending first week of vacation.
Late request, pay in first pay period after receipt of request. Time off only -- vacation has been previously paid.

____________________________________   _____________   _________________________________   ________________  
Employee Signature                                             Date                         Approval Signature                               Date

THE REMAINDER OF THIS FORM IS FOR PAYROLL DEPARTMENT USE ONLY
This vacation request is:        Approved     Declined      Remarks/Reasons:

7. Only the weeks of vacation requested at this time  
should be completed:

1st week from ____________ thru ____________
2nd week from ____________ thru ____________
3rd week from ____________ thru ____________
4th week from ____________ thru ____________
5th week from ____________ thru ____________
_______________________________________
If any part of this vacation is in lieu of time off,
explain:_________________________________
________________________________________
________________________________________

Hourly Employees Computation Road Driver Computation

Mo.   Yr. Earnings

Total

Hours:                 x Rate:           =

÷   52   =

Weekly Vacation Amount

Mo.   Yr. Tours Earnings

Daily Avg.

x Tours   =

x Days   =

÷   52   =

Weekly Pay

1/52 Dollars

Co.            Social Security No.              Station      ICC

Date Paid (Week ending) _______________________________________

HOURLY EMPLOYEES VACATION PAYMENT

Year
Earned Wks.

Vacation Time Off

From Thru

Vac.

Bal. Due Hours Dollars Cents

ROAD DRIVER VACATION PAYMENT

Vac.Date

Year

Earned

Pay

Dollars Cents

REMARKS

Click here to clear form
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