Annual Leave or Time off in lieu (T.O.I.L) Request Sheet

Employees are asked to complete this form, have it authorised by their Director and then submit it to the relevant admin. office (NIRSA / NCG as appropriate) 

Name:

                                            ______________

Organisation:
  _______________________________

Date(s) leave requested for:
                   
Is time requested Annual Leave or T.O.I.L? _A/L _A/L_____

Employee declaration of T.O.I.L remaining: ________________

Employee Signature:
__________________________________

Date:



__________________________________
Authorised by:

__________________________________

Date:



__________________________________

For office use only:

√ Annual Leave or T.O.I.L logged on shared file

Annual Leave entitlement remaining: _____________________

T.O.I.L. remaining: _____________________________________

