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	LEAVE REQUEST


	 



HOLIDAY & LEAVE REQUEST FORM
	EMPLOYEE DETAILS
	

	Full Name:
	[Employee Full Name]

	Department:
	[Department]

	Job Title:
	[Job Title]

	Line Manager:
	[Manager Name]

	Employee Number:
	[EMP-XXX]

	Date of Request:
	[DD/MM/YYYY]



	LEAVE REQUEST DETAILS
	

	Type of Leave:
	Annual Leave  /  Bank Holiday  /  Unpaid Leave  /  Parental Leave  /  Other: ______

	First Day of Leave:
	[DD/MM/YYYY]

	Last Day of Leave:
	[DD/MM/YYYY]

	Total Days Requested:
	[X] working days

	Return to Work Date:
	[DD/MM/YYYY]

	Recurring Pattern?
	Yes  /  No



	CURRENT LEAVE BALANCE
	

	Total Annual Entitlement:
	[28] days

	Days Taken to Date:
	[X] days

	Days Remaining (before this request):
	[X] days

	Days Requested:
	[X] days

	Balance if Approved:
	[X] days



COVER ARRANGEMENTS
	COVER
	

	Who will cover your responsibilities?
	[Name of covering colleague]

	Key handover notes:
	[Note 1]

	
	[Note 2]

	
	[Note 3]



EMPLOYEE DECLARATION
I confirm that the information provided above is accurate and that I have made appropriate arrangements to cover my responsibilities during my absence.
	EMPLOYEE SIGNATURE
	

	Signature:
	___________________________

	Print Name:
	[Full Name]

	Date:
	[DD/MM/YYYY]



MANAGER DECISION
	MANAGER DECISION
	

	Decision:
	☐  APPROVED     ☐  DECLINED

	Reason if Declined:
	[Please state reason]

	Manager Name:
	[Manager Full Name]

	Manager Signature & Date:
	___________________________ / [DD/MM/YYYY]
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