[Company Logo]   [Company Name]
LEAVE REGISTER
	Name of Establishment:
	[Company Name]

	Address:
	[Company Address]

	Leave Year:
	[YYYY]



	Employee Name
	[Employee Name]

	Employee ID / Token No.
	[Employee ID]

	Father's / Spouse's Name
	 

	Designation
	[Designation]

	Department
	[Department]

	Date of Joining
	[Date of Joining]



Opening Position
	Leave Type
	Balance Brought Forward
	Credit for the Year
	Total Available

	Earned / Privilege Leave
	[Number]
	[Number]
	[Number]

	Casual Leave
	[Number]
	[Number]
	[Number]

	Sick Leave
	[Number]
	[Number]
	[Number]



Leave Entries
	Sl.
	Date of Application
	Leave Type
	From
	To
	Days
	Balance After
	Sanctioned By
	Remarks

	1
	[DD/MM/YYYY]
	[Leave Type]
	[DD/MM/YYYY]
	[DD/MM/YYYY]
	[Number]
	[Number]
	[Initials]
	[Remarks]

	2
	[DD/MM/YYYY]
	[Leave Type]
	[DD/MM/YYYY]
	[DD/MM/YYYY]
	[Number]
	[Number]
	[Initials]
	[Remarks]

	3
	[DD/MM/YYYY]
	[Leave Type]
	[DD/MM/YYYY]
	[DD/MM/YYYY]
	[Number]
	[Number]
	[Initials]
	[Remarks]

	4
	[DD/MM/YYYY]
	[Leave Without Pay]
	[DD/MM/YYYY]
	[DD/MM/YYYY]
	[Number]
	[Number]
	[Initials]
	[Remarks]



Year-End Position
	Leave Type
	Availed
	Encashed
	Lapsed
	Carried Forward

	Earned / Privilege Leave
	[Number]
	[Number]
	[Number]
	[Number]

	Casual Leave
	[Number]
	[Number]
	[Number]
	[Number]

	Sick Leave
	[Number]
	[Number]
	[Number]
	[Number]



Certified that the above entries are correct as per the leave applications and attendance records of the establishment.

	______________________________
Maintained by
[HR Name]
Date: [Date]
	______________________________
Verified by
[Authorised Signatory]
Date: [Date]
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