
PTO & SICK LEAVE ACCRUAL TRACKER
EM PLOYEE N AM E 

EM PLOYEE ID 

DEPARTM EN T 

JOB TITLE 

PAY PERIOD START 

PAY PERIOD EN D 

M AN AGER / SUPERVISOR 

ACCRUAL SETTINGS & RATES

PTO Accrual Rate (Per Pay Period) 
Sick Leave Accrual Rate (Per Pay Period) 
M aximum Carryover Allowed (Annual) 

LEAVE BALANCE SUMMARY

LEAVE TYPE BEGIN N IN G
BALAN CE

ACCRUED
(CURREN T

PERIOD)

USED (CURREN T
PERIOD)

ADJUSTM EN TS
(+/-) EN DIN G BALAN CE

Paid Time Off (PTO)

Sick Leave

Personal Leave

DETAIL LOG (LEAVE TAKEN THIS PERIOD)

DATE TYPE OF LEAVE HOURS USED REASON  / N OTES APPROVED BY

Employee Signature Date



Authorized Approver Signature Date
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