Holiday request form
Fill in parts 1 to 3 and give the form to your manager. Your manager completes part 4 and gives you a copy.
Notice: unless your contract or our holiday policy says otherwise, hand this in at least twice as many days before your first day off as the days you are asking for, plus one day. For 5 days off, that is at least 11 days before the first day.
1. Your details
	Name
	

	Job title
	

	Department or team
	

	Manager
	

	Date of this request
	


2. The leave you are asking for
	Leave type
	☐ Annual leave   ☐ Unpaid leave   ☐ Time off in lieu   ☐ Other: __________

	First day of leave
	

	Last day of leave
	

	Half day
	☐ No   ☐ First day, afternoon only   ☐ Last day, morning only

	Working days (or hours) requested
	

	Date you are back at work
	

	Cover and handover arranged
	☐ Yes   ☐ Not yet     Covered by: __________


3. Your holiday balance for this leave year
	Leave year
	From ____ / ____ / ______   to   ____ / ____ / ______

	Total entitlement (days or hours)
	

	Already taken or booked
	

	This request
	

	Left after this request
	



	Your signature
	

	Date
	


4. Manager's decision
	Date the request was received
	

	Days of notice given
	Days from the date received to the first day of leave: ______

	Decision
	☐ Approved   ☐ Declined   ☐ Approved for other dates

	If declined or changed: reason
	

	Other dates offered
	

	Date the decision was given
	

	Manager's name and signature
	

	Recorded in the leave record on
	



Keep the completed form with your holiday records. In Great Britain, employers must keep records that show they gave the statutory holiday entitlement, and keep them for six years (Working Time Regulations 1998, regulation 16B).
Template by Absenca: absenca.com/templates/holiday-request-form/. Free to copy and adapt.
