
 
HOLIDAY FORM 

 
NAME…………………………………………………………………………………………………………………. 
 
DATE OF REQUEST………………………………………………………………………………………………... 
 
POSITION ……………………………………………………………………………………………………………. 
                
SIGNATURE …………………………………………………………………………………………...................... 
 
 
REQUESTED INCLUSIVE DATES 
 
Date From Date To Total Amount of Working Days 
   
   
   
   
   
   
   
 

Total Amount of Days Taken……………………………………  
   

APPROVED BY  
 
Name…………………………………………………………………………………………..................... 
 
Position……………………………………………………………………………………………………... 
 
Date…………………………………………………………………………………………………………. 
 
Signature………………………………………………………………………………………………….... 
 

PLEASE COMPLETE THIS FORM WITH YOUR REQUESTED DATES 
AND GET THIS APPROVED BY YOUR LINE MANAGER 

THANK YOU 
 
Head Office: 100 High Street, Broadstairs, Kent, CT11 1JB   Tel: 01843 604890     Fax: 01843 864773 
 
Canterbury Office: 4 Beer Cart Lane, Canterbury, Kent, CT1 2NY  Tel: 01227 762233     Fax: 01227 762293 
 
London Office: 83 Victoria Street, London, SW1H 0HW   Tel: 02031 787 306     Fax: 01843 864773 
 

kim@morganjones.net 
 

www.morganjones.net 
 

Morgan Jones is a trading name of Morgan Jones Limited 
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