[Company Logo]   [Company Name]
LEAVE AUDIT CHECKLIST
	Company / Location:
	[Company Name] / [Work Location]

	Audit Period:
	[DD/MM/YYYY] to [DD/MM/YYYY]

	Auditor:
	[Name]

	Sample Size:
	[Number] employees / [Number] leave transactions



A. Policy and Legal Alignment
  Written leave policy approved and communicated to all employees
  Entitlements are not below the minimum under applicable state rules and the Labour Codes as notified
  Maternity benefit provisions reflect current law, including adoption cases
  Holiday list published and displayed where required
  Policy reviewed within the last [12] months
B. Records
  Leave register / HRMS record maintained for every employee
  Leave applications and approvals available for the sample
  Medical certificates filed confidentially where required
  Corrections carry an approved adjustment form
  Records retained for the required period
C. Approvals
  Leave approved by the authority in the leave approval matrix
  No self-approval by managers
  Long leave, LWP and special leave approved at the right level
  Rejections recorded with reasons
D. Payroll and Encashment
  LWP days in payroll match approved LWP and unauthorised absence
  Encashment calculations follow the policy formula
  Encashment within maximum limits
  Exit encashment included in full and final settlement
  Leave liability provision reviewed with finance
E. Statutory Leave and Holidays
  Maternity cases: eligibility, period, payment and no adverse action verified
  Employees working on holidays given compensatory off or wages as per policy and law
  ESI-covered cases coordinated with ESIC certificates where relevant
F. Findings
	No.
	Observation
	Risk (H/M/L)
	Recommendation
	Owner
	Target Date

	1
	[Observation]
	[H/M/L]
	[Recommendation]
	[Name]
	[DD/MM/YYYY]

	2
	[Observation]
	[H/M/L]
	[Recommendation]
	[Name]
	[DD/MM/YYYY]

	3
	[Observation]
	[H/M/L]
	[Recommendation]
	[Name]
	[DD/MM/YYYY]




	______________________________
Auditor
[Name]
Date: [Date]
	______________________________
HR Head
[HR Name]
Date: [Date]


Page    ·   Free HR template by BetterJobs.in — hire top talent: betterjobs.in
