
 

 

Holiday Request Form  

Please give four working weeks notice when submitting holiday requests. 

 

Name:……………………………………………………………………………………………………………………………… 

Holiday date from:………………………………………………………………………………………………………….. 

Holiday date to:……………………………………………………………………………………………………………… 

Number of actual working day(s) required off:……………………………………………………………….. 

Date holiday form submitted:…………………………………………………………………………………………. 

 

 

 

 

 

 

 

 

 

Payroll Use Only 

Days Booked:……………………………………………………………………………….. 

Days Remaining:………………………………………………………………………….... 

Authorised By:……………………………………………………………………………… 

Signature:……………………………………………………………………………………. 


