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[Date]
[Employee Name]
[Employee Classification]


[Name] is a [Classification] was hired [Date], and started work on [Date]. As an employee who is still under probation, they do not have Vacation or PTO accrued for them to take. On [Date}, [Employee Name] will receive [X] hours of PTO/Vacation. [Name] wishes to take Vacation or PTO in advance of their accrual. 

I, [Employee Name] understand and agree that I am permitted to take Vacation or PTO in advance of my accrued leave under the condition that if my employment is separated prior to the accrual of the taken time off, my last pay check will be deducted for the leave that was taken in advance of the accrual. 


____________________________				_____________________________
[Employee Name]							[Date}



____________________________				_____________________________
[Supervisor Name]							[Date}
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