[image: ]				Application for vacation



	· 1 day – email application to your line manager (copy to HR)

	· 2 – 4 days – fill in this form, approval by your line manager (submit to HR)
· 5 days or more – fill in this form, approval by your line manager, decision by Director of Studies, submit to HR



	Applicant

	Name
	

	[bookmark: Text26][bookmark: _GoBack]     
	

	Leave specifies
	From – date
	To (incl) – date

	[bookmark: Kryss1]|_|
	Vacation
	[bookmark: Text12]     
	[bookmark: Text13]     

	[bookmark: Kryss3]|_|
	Vacation
	[bookmark: Text15]     
	[bookmark: Text17]     

	Other information

	
[bookmark: Text20]     

	Signature

	Place and date

	[bookmark: Text21]     

	Signature, employee

	

	Printed name

	

	Approval

	Application of leave
	Place and date

	[bookmark: Kryss5]|_|
	Approved
	[bookmark: Kryss6]|_|
	Not approved
	[bookmark: Text23]     

	Note
[bookmark: Text25]     
	Signature, Line Manager

	
	Printed name

	
	[bookmark: Text24]     

	Decision
	

	

	Approval

	Application of leave
	Place and date

	|_|
	Granted
	|_|
	Not granted
	     

	Note
     
	Signature, Director of Studies

	
	Printed name

	
	     

	



image1.png





Appicstion for vacation

T e et o e g o )




