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Annual Leave Request
	Company
	

	Employee Name
	

	Month/Year - From/To
	

	Annual Leave Entitlement
	[XX] Days


	Date Requested
	Leave Date From
	Leave Date To
	Total No. of Days
	No. of Days Remaining
	Authorised By
	Signed

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Notes
· The Employer and Employee should each keep a copy of this form.
· Annual leave must be requested by the employee at least [XXX] weeks in advance of the proposed dates.

· Annual leave requested at short notice (i.e. within the XXX week period) will only be granted at the discretion of the company Director(s).

· Annual leave may be refused if reasonable grounds for decline are provided by the employer to the employee. However, it is the duty of the employer and employee to ensure that annual leave is taken within the entitlement period. 

· Annual leave should be taken within the leave entitlement period, however [XX] days may be carried forward to the next year if authorised by the company Director(s).
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