
MONTHLY VACATION & SICK TIME TRACKER

Employee
Name: Employee ID:
Department: Manager/Supervisor:
Month &
Year: Pay Period:

VACATION HOURS BALANCE SICK LEAVE HOURS BALANCE

BEGINNING
BALANCE

HOURS USED THIS
MONTH

ENDING
BALANCE

BEGINNING
BALANCE

HOURS USED THIS
MONTH

ENDING
BALANCE

Date Day of Week Vacation Hours Used Sick Leave Hours Used Comments / Reason for Leave
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TOTALS:

Date Day of Week Vacation Hours Used Sick Leave Hours Used Comments / Reason for Leave

Employee Signature Date

Supervisor Signature Date
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