[Company Logo]   [Company Name]
TEAM LEAVE TRACKER
	Company:
	[Company Name]

	Department / Team:
	[Department]

	Leave Year:
	[YYYY] or [Apr YYYY – Mar YYYY]

	Manager:
	[Reporting Manager]



Record days of leave taken in each month using the codes below, for example "2 CL, 1 SL". Half days are entered as 0.5.
	Employee Name
	Emp. ID
	Annual Entitlement
	Jan
	Feb
	Mar
	Apr
	May
	Jun
	H1 Total

	[Employee Name]
	[Employee ID]
	[Number]
	 
	 
	 
	 
	 
	 
	[Number]

	[Employee Name]
	[Employee ID]
	[Number]
	 
	 
	 
	 
	 
	 
	[Number]

	[Employee Name]
	[Employee ID]
	[Number]
	 
	 
	 
	 
	 
	 
	[Number]

	[Employee Name]
	[Employee ID]
	[Number]
	 
	 
	 
	 
	 
	 
	[Number]



	Employee Name
	Jul
	Aug
	Sep
	Oct
	Nov
	Dec
	Total Taken
	LWP Days
	Balance

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

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

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

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



Legend
1. CL – Casual Leave
1. SL – Sick Leave
1. EL – Earned / Privilege Leave
1. CO – Compensatory Off
1. ML / PL – Maternity / Paternity Leave
1. LWP – Leave Without Pay (report to payroll)
1. WFH – Work from Home (not leave; tracked for information)

	______________________________
Prepared by
[HR Name]
Date: [Date]
	______________________________
Reviewed by
[Reporting Manager]
Date: [Date]


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