[bookmark: _Toc387324381]Procedure for Requesting Vacation

When requesting vacation, employee should follow the steps mentioned below:

1. Take his/her vacation initially accommodating to the department’s work schedule,
2. [bookmark: _GoBack]Fill in the Vacation Request Form to be signed by the immediate supervisor and submit it to the HR Manager,
3. HR Manager makes arrangements for issuing an order, 
4. Financial Services Department processes the payment three days prior to the vacation start.

