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	Control #: 
	


									
	Date: 



	Requestor’s Information

	ID #:
	Name of Requestor:  

	Position:  
	Department: 
	Mode of Request:   ☐Ticket     ☐ Cash equivalent

	Reason of Travel: 
( Please specify)
	  Annual vacation

	
	


Please mark(x) the box of your request.

☒Vacation		☐Visitor(s)                     ☐Business Trip                  ☐ Family Visa





☐Exit – Re Entry (  ) 3 mons (     ) 3 mons +	       ☐ President’s Approval                                                         
                                                                                                                                                                                                                                   Note: This form should be process and submit to the Human Resources Department before your travel date.

	Passenger Full Name (from the Passport)
	Departure Date
	Returning Date
	Destination
	Age

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



____________________						_________________
  Requestor’ Signature							   Department Head
--------------------------------------------------------------------------------------------------------------------------------
(For HR Use Only):
Faculty/Admin Affairs Officer			                          HR Director


___________________________					ABDULELAH ALOTAIBI

Date: ____/____ /20___					              Date: ____/____ /20___

	
REMARKS:
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