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LEAVE APPROVAL MATRIX
	Company:
	[Company Name]

	Effective From:
	[Date]

	Version:
	[Version]



A. Approval Authority
	Leave Type / Duration
	Staff / Associates
	Executives / Managers
	Senior Management
	HR Role

	CL / SL up to [Number] days
	Reporting Manager
	Reporting Manager
	CEO / MD
	Record

	EL up to [Number] days
	Reporting Manager
	Reporting Manager
	CEO / MD
	Verify balance

	EL above [Number] days
	Department Head
	Department Head
	CEO / MD
	Verify balance

	Leave Without Pay
	Department Head + HR Head
	Department Head + HR Head
	CEO / MD
	Verify and advise benefits

	Maternity / Paternity / Adoption
	HR Head
	HR Head
	HR Head
	Verify eligibility

	Sabbatical / Extended Leave
	Department Head + HR Head
	Department Head + HR Head
	CEO / MD + Board (if required)
	Process

	Special Leave
	HR Head
	HR Head
	CEO / MD
	Record decision

	Leave Encashment
	HR Head + Finance
	HR Head + Finance
	CEO / MD + Finance
	Calculate



B. Rules
1. No employee may approve their own leave.
1. If the approver is on leave, the request goes to [the approver's manager / designated delegate].
1. Approvers should decide within [Number] working days of the request; if not, the request escalates to the next level.
1. HR verifies balance and eligibility but does not override the business decision except for statutory leave.
1. Leave of the CEO / MD is approved by [Chairperson / Board].
C. Review
This matrix is reviewed by HR whenever the organisation structure changes and at least once a year.

	______________________________
Prepared by
[HR Name]
HR Department
	______________________________
Approved by
[Authorised Signatory]
[Designation]
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