[Company Logo]   [Company Name]
RESTRICTED HOLIDAY REQUEST FORM
	Company:
	[Company Name]

	Year:
	[YYYY]

	Date:
	[Date]



Employee Details
	Employee Name
	[Employee Name]

	Employee ID
	[Employee ID]

	Department
	[Department]

	Reporting Manager
	[Reporting Manager]



Restricted Holiday Requested
	Date
	Day
	Occasion (from RH list)
	Full / Half Day

	[DD/MM/YYYY]
	[Day]
	[Occasion]
	[Full Day]

	[DD/MM/YYYY]
	[Day]
	[Occasion]
	[Full Day]



	[ ] Floating holiday (date of my choice, if policy allows)
	[DD/MM/YYYY] – Occasion: [Occasion]



Entitlement Check
	RH Allowed This Year
	RH Already Availed
	RH Requested Now
	RH Remaining

	[Number]
	[Number]
	[Number]
	[Number]



	Cover arrangement on the day
	 

	Customer / client commitments affected
	[ ] None  [ ] Yes – [Details]



I request the above restricted holiday(s) and confirm that the date(s) are from the published list for [YYYY].

	______________________________
Employee
[Employee Name]
Date: [Date]


Approval
	[ ] Approved  [ ] Not approved – [Reason]
	 

	Attendance code: RH
	 




	______________________________
Reporting Manager
[Reporting Manager]
Date: [Date]
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