[Company Logo]   [Company Name]
LEAVE ACCRUAL SHEET – [LEAVE YEAR]
	Company:
	[Company Name]

	Leave Head:
	[Earned / Privilege Leave]

	Accrual Rule:
	[Number] day(s) per [month of service / Number days worked]

	Rounding:
	[Nearest 0.5 day]

	Maximum Accumulation:
	[Number] days



	Employee
	Emp. ID
	DOJ
	Opening Bal.
	Q1 Accrued
	Q2 Accrued
	Q3 Accrued
	Q4 Accrued
	Availed
	LWP Adj.
	Closing Bal.

	[Employee Name]
	[Employee ID]
	[DD/MM/YYYY]
	[Number]
	[Number]
	[Number]
	[Number]
	[Number]
	[Number]
	[Number]
	[Number]

	[Employee Name]
	[Employee ID]
	[DD/MM/YYYY]
	[Number]
	[Number]
	[Number]
	[Number]
	[Number]
	[Number]
	[Number]
	[Number]

	[Employee Name]
	[Employee ID]
	[DD/MM/YYYY]
	[Number]
	[Number]
	[Number]
	[Number]
	[Number]
	[Number]
	[Number]
	[Number]

	[New Joiner Name]
	[Employee ID]
	[DD/MM/YYYY]
	0
	[Pro-rata]
	[Number]
	[Number]
	[Number]
	[Number]
	[Number]
	[Number]



Monthly Detail (for attendance-based accrual)
	Employee
	Month
	Days Worked
	Eligible Days
	Leave Accrued

	[Employee Name]
	[Month]
	[Number]
	[Number]
	[Number]

	[Employee Name]
	[Month]
	[Number]
	[Number]
	[Number]

	[Employee Name]
	[Month]
	[Number]
	[Number]
	[Number]



Notes
1. Closing balance = Opening balance + accrued − availed − LWP adjustment (if applicable).
1. Balances above the maximum accumulation are flagged for carry-forward review.
1. Leave liability for finance: closing balance × per-day rate as per encashment basis.

	______________________________
Prepared by
[HR Name]
Date: [Date]
	______________________________
Reviewed by
[Authorised Signatory]
Date: [Date]
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