University Services
2022 TEAMSTER VACATION SCHEDULE REQUEST
Employee’s Name: ______________________

Date Submitted:  ___________________

EMPLOYEE’S VACATION REQUESTS 

(Please submit additional forms if requesting more than one vacation at this time) 


VACATION BEGINS ON THIS DAY: _______________________________________(ex: 11/11/11)


RETURN TO WORK ON THIS DAY: _______________________________________(ex: 22/22/22)

Employees covered by the Teamsters collective bargaining agreement should submit requests for vacation leave at their earliest convenience (24 hours minimum notice required). Under the terms of the collective bargaining agreement, vacation requests submitted prior to March 15th will be considered on the basis of total Seniority for the period between May 1st, 2022 and April 30, 2023.  All requests submitted after March 15th, will be considered on a first-come, first-serve basis.

New employees must be eligible to use their accumulated vacation before taking vacation. Refer to your bi-weekly pay check stub to see how many vacation hours you have available before making your request.   Employees are responsible for monitoring their vacation accruals to ensure that they have adequate leave available at the onset of approved vacation leave.  Leave without pay is a violation of FM work rules.   Supervisors do not monitor vacation balances.  
Please fill out the form above to submit your vacation requests, and then return this form(s) to your supervisor before March 15th. (You should use the regular Absence Card request form for any and all additional vacation requests).


All requests for vacation will be considered, subject to the operating needs of the area.
PERSONAL HOLIDAY REMINDER
Don’t forget your Personal Holiday!! If you have not yet used your personal Holiday for fiscal 2021/2022 you must submit your request to your supervisor by May 1st, 2022. Use the regular Absence Card request form for your Personal holiday request. You have until June 30, 2022 to use your Personal Holiday, but if you fail to submit your request by the May 1 deadline, your supervisor can schedule your Personal Holiday at his or her option. Supervisors may limit the number of employees permitted to take a Personal Holiday on any given day, subject to operational needs. Check with your supervisor for information about your personal Holiday.

THIS PORTION TO BE FILLED OUT BY YOUR SUPERVISOR
Date Received: _____________________

Supervisor’s Signature: _____________________________________________


REQUEST APPROVED

Supervisor’s Comments_____________________________________________


REQUEST DENIED

_______________________________________________
