AGENT VACATION FORM

Please fill out the following information for the front desk. Thank You!

AGENT’S NAME: _________________________________________________

DATE LEAVING: _________________________________________________

DATE RETURNING: ______________________________________________

AGENT COVERING: ______________________________________________

Please check the following information:

Are you giving your pager/cell phone to the agent covering?                 ( YES
( NO

Would you like your voicemail disabled? 


                  ( YES
( NO

If not, would you like your voicemail notification forwarded to the agent’s pager/cell 

phone? 






                  ( YES
( NO

Would you like your pages forwarded to the agent’s pager/cell phone? ( YES
( NO

Would you like your incoming calls forwarded to the agent’s phone?   ( YES
( NO

Would you like the front desk to tell clients/agents you are away? 
      ( YES
( NO

Is the agent covering taking care of your mall & main duties?
      ( YES
( NO

Further Instructions:

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Some helpful tips:

· Change your voicemail message to let people know you are away and who is taking your business

· Make sure the agent covering has taken care of all your mall and main duties.

· Leave a copy of this form with the agent covering so they know what is expected of them

· If the agent covering has to get into your voicemail, leave them your extension number and password

