Holiday Request Form
	Employee Name:   
	

	Department:
	

	Date holidays commence:
	

	Date holidays end:
	

	Total number of days taken:
	

	Balance of annual leave:
	


I understand that these dates will be agreed depending on the needs of the hotel and my department.  I also understand that this annual leave request form should reach the department manager at least one month before the holiday period starts.

Signature of employee:
_______________________________________

Date submitted:

_______________________________________

Managers authorisation:
_______________________________________

Date authorised:

_______________________________________

Department manager to attach with weekly attendance sheet for accounts / payroll purposes.







