



Holiday Request Letter



Dear Direct Staff 

I (name)…………………………………………… would like to request the ……………………………..to……………………………. as paid leave, should I have accrued sufficient entitlement.

I have authorised this date/these dates with my line manager and confirm this by her/his signature below.



Signature of Temp……………………………………………………………………………..

Signature of Line Manager (Client)……………………………………………………

Name of Client & Co.…………………………………………………………………………….

Date……………………………………………………………………………………………………………



Replacement required YES/NO …………………………
