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HOLIDAY REQUEST FORM
	Employee Name
	

	Payroll Number
	

	Company Assigned to
	


	Date leave would start
	

	Date return to work
	

	Number of Days Holiday 
	

	Total Number of Days Leave 
	


	Reason for Leave
	


I confirm that I wish the total number of days holiday to be deducted from my holiday accrual, I understand should I not have accrued this amount, I shall be paid only what I have accrued.
	Signed
	

	Print Name 
	

	Date
	


Signed & Authorised on behalf of   New Recruits Professional Services Ltd
	Signed
	

	Print Name 
	

	Date
	


