



ANNUAL LEAVE RECORD SHEET FOR ___________________________________

Employee’s Name  ________________________________________________
[bookmark: _GoBack]
Number of Hours of Leave  __________________________________________

	Date


	Number of hours
 taken
	Number  of hours left
	Employee to Sign
	 Employer to Sign

	
	
	
	
	


	
	
	
	
	


	
	
	
	
	


	
	
	
	
	


	
	
	
	
	


	
	
	
	
	


	
	
	
	
	


	
	
	
	
	


	
	
	
	
	


	
	
	
	
	


	
	
	
	
	


	
	
	
	
	


	
	
	
	
	







