Annual Leave

Employee Name: __________________________________  
     Year_______

Total No of Days / Hours due __________________

	Month
	Dates

From / to
	Days / Hours

Taken
	Balance

Days/Hrs remaining
	Signed

Employee

	April
	
	
	
	

	May
	
	
	
	

	June
	
	
	
	

	July
	
	
	
	

	August
	
	
	
	

	September
	
	
	
	

	October
	
	
	
	

	November
	
	
	
	

	December
	
	
	
	

	January
	
	
	
	

	February
	
	
	
	

	March
	
	
	
	


