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Vacation Approval Process                                             New: Effective July 18, 2022
 Employee: PDS, GTAT, GTP, Staff
D 





											Send email to supervisor for vacation dates approval 


	
Supervisor



Once the vacation request is approved by the Supervisor, the supervisor forwards the email to the Administration Officer (Diana Rau), copying the employee


	


Note:
· Please keep email to a minimal and send only to those directly involved in the processLegend
PDS: Post-Doctoral Scholar
[bookmark: _GoBack]GTAT: Grant and trust funded admin. & technical employees
GTP: Grant and trust funded professional employees
Staff: Admin. /IT/Meat Lab staff, research staff (Res. Assistant; Res. Associate, Technician)

Thank you! 
Diana Rau | Administrative Officer

  Department of Animal Biosciences
50 Stone Road East
Guelph, Ontario, Canada N1G 2W1
T 519-824-4120 
uoguelph.ca
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IMPROVE LIFE.
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IMPROVE LIFE.




