HOLIDAY REQUEST FORM

Note:- Reasonable notice (manager’s discretion) must be given for all holiday requests.

PLEASE PRINT CLEARLY IN BLOCK CAPITALS.

First Name:






Surname:

Position:








I would like to request the following days as holiday:

From:







(1st day of holiday)

To:







(last day of holiday)

( If half day requested, please specify which is applicable: am/pm)

No. of days holiday requested :

(not including weekends or bank holidays)

Sign:







Date:

MANDATORY SIGNATURES AND AUTHORISATION:

Line

Manager



Sign:


Date:

