
ANNUAL LEAVE & HOLIDAY ACCRUAL
Payroll Department Template
COM PAN Y N AM E 
FISCAL / ACCRUAL YEAR 

EM PLOYEE N AM E 

EM PLOYEE ID 

DEPARTM EN T 

EM PLOYM EN T START DATE 

ACCRUAL RATE (PER PERIOD) 

PAY PERIOD FREQUEN CY 

ACCRUAL SUMMARY (HOURS)

BEGIN N IN G BALAN CE

TOTAL ACCRUED YTD

TOTAL USED YTD

EN DIN G BALAN CE

TRANSACTION LEDGER

DATE PAY PERIOD DESCRIPTION  / TRAN SACTION
TYPE ACCRUED (+) USED (-) BALAN CE APPROVED

BY



DATE PAY PERIOD DESCRIPTION  / TRAN SACTION
TYPE ACCRUED (+) USED (-) BALAN CE APPROVED

BY

EM PLOYEE SIGN ATURE & DATE

PAYROLL ADM IN ISTRATOR SIGN ATURE & DATE
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