	ANNUAL LEAVE  REQUEST FORM
Submit to your line manager. Please give at least twice as much notice as the length of leave requested.




	Company name
	 
	Leave year (e.g. Apr 2026 - Mar 2027)



	STEP 1  ·  Your details



	Full name
	 



	Job title
	 
	Department



	Employee ID
if applicable
	 
	Line manager



	STEP 2  ·  Dates and amount of leave



	First day of leave
DD / MM / YYYY
	 
	Last day of leave
DD / MM / YYYY



	☐  Full days
Both first and last day are full days
	☐  Half day - AM start
Returning AM only on last day
	☐  Half day - PM start
First day is afternoon only



	Total working days requested
Do not count weekends or bank holidays unless you would normally work them
	 
	Days remaining after this request
from your current allowance



	STEP 3  ·  Type of leave



	☐  Annual leave (current year)
	☐  Annual leave (carried over)
	☐  Unpaid leave



	If 'other', please specify
for example, time off in lieu (TOIL)
	 



	STEP 4  ·  Cover and handover



	Who will cover your duties?
Name and role
	 



Handover notes
List any deadlines, meetings, ongoing work or contacts that need to be covered while you are away.





	STEP 5  ·  Your declaration



I confirm that:
1. I have given at least the required notice (twice the length of leave requested, unless our company policy says otherwise).
1. I have sufficient annual leave entitlement remaining to cover this request.
1. I have arranged appropriate cover and a handover with the person named above.
1. I have read and will comply with the company annual leave policy.

	Employee signature
	 
	Date



	STEP 6  ·  For the approver



	☐  Approved
Leave booked and recorded
	☐  Declined
Reason given below; counter-notice served
	☐  Pending
More information needed



Approver comments
If declining, give the business reason and serve counter-notice (must be at least as long as the leave requested).




	Approver name and signature
	 
	Date



	GDPR notice  Personal information on this form is processed for the purpose of administering annual leave entitlement under your contract of employment. It is retained for the duration of your employment plus 6 years after termination, in line with the company privacy notice. The form will be stored securely with restricted access.



Free template by Book Time Off  ·  Skip the paperwork. Track every team member's leave automatically: start a 30-day free trial.  £1/user/month, no card required.
