EMPLOYEE LEAVE REPORT TEMPLATE

' Use this sheet to monitor leave entitlement, usage, balances, dates, and approval status for workforce planning.

HASHMICRO

Reporting Period [Period] Prepared By [Name] Review Date [Date]

Employee Name Department Leave Type Leave Entitlement Leave Used Remaining Balance Start Date End Date

Approval Status

[Employee Name] [Department] Vacation Leave 15 5 10 [Date] [Date]

Approved
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Employee Name Department Leave Type Leave Entitlement Leave Used Remaining Balance Start Date End Date Approval Status

Validation note: Reconcile leave requests with employee records, approvals, schedules, and opening balances before finalising the report.

Leave entitlement should follow the organisation’s policies and applicable statutory leave requirements. Review unusual balances, overlapping leave, and pending approvals before workforce planning decisions.
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