2019 Vacation Document for [YOUR NAME]

Summary:
VACATION DATES:
I will be out of office [DAY AND DATE] until [DAY AND DATE]. 
PROJECT STATUSES
· Let your coworkers know overall where your projects stand. 
· Don’t leave anything to the imagination.
QUESTIONS OR CONCERNS? CONTACT:
· [Your manager’s name, phone number, email, and time zone if you are in a global or dispersed company]

Current Projects:
1. Name of most important project you are working on: 
a. Overall, what is this project about and where does it stand? 
b. List the primary point of contact in your absence, their phone number and/or email and time zone
c. COWORKER, be on lookout for [any communication this coworker might need to receive in your absence, such as an updated file or even a status update.]
d. COWORKER, be on lookout for [any deliverable that needs action in your absence]
2. Name of most important project you are working on: 
a. Overall, what is this project about and where does it stand? 
b. List the primary point of contact in your absence, their phone number and/or email and time zone
c. COWORKER, be on lookout for [any communication this coworker might need to receive in your absence, such as an updated file or even a status update.]
d. COWORKER, be on lookout for [any deliverable that needs action in your absence]
3. 
Repeat as necessary
[bookmark: _GoBack]Where Project Files Are Located:
1. Any file that a coworker may need in your absence should be linked here. If your company doesn’t use a shared file service, email any necessary files to the appropriate coworkers.
2. 
3. 
