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	HOLIDAY REQUEST FORM
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	PLEASE FILL IN ONE HOLIDAY REQUEST FORM PER SEPARATE WEEK REQUESTED

	Your Name (please print): 

	Client Name:

	Client Address: 

	DAY 
	DATE 
	Total
	HOLIDAY REQUEST FORM PROCEDURE:

	
	Hours
	Minutes
	

	Monday 
	
	
	
	1. Please provide 1 week notice for your holidays to be signed off

	Tuesday
	
	
	
	2. Fill in all details on this form

	Wednesday
	     
	     
	     
	3. Mandatory for your manager to approve and sign this form

	Thursday
	     
	     
	     
	4. Please send this form to HR Consultancy either by:

· Scanning and emailing form to payroll@hrconsultancy.co.uk
OR
· Posting holiday request form to Payroll, HR Consultancy, 
58 West Regent Street, Glasgow, G2 2QZ
OR

· Hand it in to reception at HR Consultancy 

(please see address above)

	Friday
	     
	     
	     
	· 

	Saturday
	     
	     
	     
	

	Sunday 
	     
	     
	     
	

	Total hours requested in Hours and Minutes 
	
	
	

	Temporary Worker Signature: 
	Date: 

	Managers Signature:
	Name (please print):      

	Consultants Signature:
	Name (please print):      

	PLEASE NOTE: Holidays will only be paid if you have accrued sufficient hours
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