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Steps to Requesting Vacation Days

Step 1: Do not count the holidays listed in GREEN when figuring
out your vacation days.

Step 2: Talk to your Supervisor to obtain permission to take your
vacation day(s).

Step 3: Put your absence into SmartFind Express (SFE) or
TimeClock Plus (TCP).

Step 4: SFE users, forward your Supervisor a copy of the
Absence Creation Notice that is sent to your email.



https://docs.google.com/document/d/1IvDnvzqWn0fbQtmM9-l3DR_JZdCpekNIJLU36yXutH0/edit?usp=sharing

