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Temporary staff holiday request form

All holiday must be authorised by the client that you are temping for.  Please complete this form, get your line manager to sign it and return it to your ambitions consultant for signature and payment. Please note:  Minimum notice required is DOUBLE the holiday period (e.g. 1 weeks holiday = 2 weeks notice)

	To be completed by Temporary worker

	Your Name

(please print)
	
	Date
	

	Company Name

(where you are temping)
	
	Dept
	

	Dates Required
	From
	
	To
	

	Number of Days requested
	
	

	Please ask the client you are working for to complete this section

	Authorised by Name

(please print)
	
	Date
	

	Signature
	
	Job Title
	

	Replacement required

(please tick relevant box)
	Yes
	
	No
	

	

	For office use only  (to be completed by ambitions personnel)

	Authorised by

(please print)
	
	Date
	

	Payroll Number
	
	Diary (If required)
	

	Days Accrued
	
	Days taken to date
	

	Days remaining
	
	Processed for payment
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