[image: image1.png]..............




            HOLIDAY REQUEST FORM

Today’s Date:
……/…./……….


Name:

…………………………………………………………

Company:

…………………………………………………………

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

HOLIDAY REQUEST





FROM




TO:
	TOTAL DAYS :



FOR OFFICE USE ONLY

Total Hours Worked to Date: ……………………………………………
Total Salary Over Last 12 Weeks: ……………………………………..
Rate of Accrual Over Last 12 Weeks:………………………………….
Total Accrual to Date: ……………………………………………………
Total Taken From Accrual To Date: ……………………………………
Holiday Requested:………………………………………………………
Average Daily Entitlement(Hours):……………………………………..
Average Weekly Entitlement Hours):…………………………………..
Average Hourly Rate (£):………………………………………………..
Total Taken to Date: …………………………………………………….
Holiday Hours Left: ……………………………………………………...
Payment Due:……………………………………………………………
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