[Company Logo]   [Company Name]
LEAVE RECONCILIATION SHEET
	Company:
	[Company Name]

	Period:
	[Month, Year] / [Leave Year]

	Sources Compared:
	[HRMS / Leave Register] vs [Attendance System] vs [Payroll]

	Prepared On:
	[Date]



A. Employee-wise Comparison
	Employee
	Emp. ID
	Leave per HRMS
	Absent per Attendance
	LWP per Payroll
	Difference
	Cause Code
	Action
	Owner
	Status

	[Employee Name]
	[Employee ID]
	[Number]
	[Number]
	[Number]
	[Number]
	[C1]
	[Action]
	[Name]
	[Open/Closed]

	[Employee Name]
	[Employee ID]
	[Number]
	[Number]
	[Number]
	[Number]
	[C2]
	[Action]
	[Name]
	[Open/Closed]

	[Employee Name]
	[Employee ID]
	[Number]
	[Number]
	[Number]
	[Number]
	[C3]
	[Action]
	[Name]
	[Open/Closed]

	[Employee Name]
	[Employee ID]
	[Number]
	[Number]
	[Number]
	[Number]
	[C4]
	[Action]
	[Name]
	[Open/Closed]



B. Cause Codes
1. C1 – Leave approved after payroll cut-off
1. C2 – Missed punch / attendance not regularised
1. C3 – Wrong leave type recorded
1. C4 – Leave taken without application
1. C5 – Manual edit not synced between systems
1. C6 – Other (explain)
C. Summary
	Item
	Count

	Employees reviewed
	[Number]

	Employees with differences
	[Number]

	Corrections completed before payroll
	[Number]

	Carried to next month as arrears / recovery
	[Number]




	______________________________
Prepared by
[HR Name]
Date: [Date]
	______________________________
Verified by Payroll
[Name]
Date: [Date]
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