REGENT SECURITY SERVICES, INC.
VACATION REQUEST
Employee Name:________________________________________ SSN: ________________________ 

        (printed name)
Employee Site: ________________________________________________

(
Vacation with Pay *



(
Vacation Without Pay 

(
Vacation Pay Only, No Time Off

(
Personal Leave of Absence 

(
Medical Leave (Maternity) 


(
Bereavement 

(
Jury Duty/Trial



(
Military

· Other:

* I wish to receive my vacation pay on the paycheck dated: _________________

(If you elect to receive vacation pay early, you will have a week without a paycheck.)

DATES OF ABSENCE: 

From: ________________
To: _________________
Return to Work: ___________________

Comments: ________________________________________________________________________

(Note: The work week is Monday through Sunday)
I understand that unless further time off is granted by my Site Commander, I must return to work on the above stated day or it will be assumed that I have voluntarily “Quit My Job With Regent Security Services, Inc.”
Employee Signature: _______________________________________ Date: _____________________
*************************************************************************************

(Office Use Only)

Site Commander Information:

        
Hours per week this employee works at this site.

        
Hours of training needed for a replacement security officer.

· No replacement is required.

· A replacement is required for the below indicated dates and times:

	Mon
	Tue
	Wed
	Thur
	Fri
	Sat
	Sun

	Hrs
	Hrs
	Hrs
	Hrs
	Hrs
	Hrs
	Hrs

	Mon
	Tue
	Wed
	Thur
	Fri
	Sat
	Sun

	Hrs
	Hrs
	Hrs
	Hrs
	Hrs
	Hrs
	Hrs


Approved by Site Cdr: __________________________________ Date Approved: _________________
*************************************************************************************

Hire Date: __________________ Average Hours: ________________ Average Pay: _____________

Regent Security: ____________________________________ Date Approved: __________________


revised October 12, 2006
