
Holiday request or cancellation form

	Holiday request

	Name
	Kevin Dowd

	Position
	developer

	Site & country
	Holywell  Row

	Date
	

	

	Holiday entitlement this year
	20 days

	Days taken or booked this year
	11

	I would like to request - number of days 
	5

	Between – dates
	04/09/2006 – 08/09/2006

	Days still outstanding after request – to be taken before end of holiday year
	9

	Floater required - Manager to complete                     
	              FORMCHECKBOX 
  Yes              FORMCHECKBOX 
  No 

	

	Signed - employee requesting holiday
	

	Approved -Manager
	

	Position                                                                                         
	              
	Date
	 

	

	Holiday Cancellation

	Name
	

	Position
	

	Business centre
	
	Date
	

	Holiday entitlement this year
	

	I would like to cancel holiday 
	
	day(s):   from
	
	to
	

	Days still outstanding after cancellation
	

	

	Signed - employee cancelling holiday  
	

	Approved - Manager
	

	Position                                                                                          
	
	Date
	

	

	Note: This form is to be kept on site
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