Leave Application Form
Replace bracketed fields with your own details. Delete guidance that does not belong in the finished document.
Applicant and dates
Employee: [Name]. Team: [Team]. Leave type: [Approved category]. Start: [Date]. End: [Date]. Expected return: [Date]. Total working days: [Number].
Coverage
Work to hand over: [Tasks]. Covering colleague: [Name, if agreed]. Handover location: [Reference]. Contact arrangements during absence: [Agreed details if needed].
Review
Submitted on: [Date]. Manager decision: [Pending, approved or declined]. Decision date: [Date]. Notes: [Approved explanation]. HR reference: [If required].




