HOURLY EMPLOYEE SICK LEAVE & VACATION BALANCE SHEET

Accrual Period & Tracking Ledger

Employee Name:
Employee ID:
Department:
Manager / Supervisor:
Hire Date:

Calendar Year:

VACATION HOURS (PTO)

Beginning Balance:

Total Earned (YTD):

Total Used (YTD):

Current Available Balance:

SICK LEAVE HOURS

Beginning Balance:

Total Earned (YTD):

Total Used (YTD):

Current Available Balance:

VACATION HOURS (PTO) SICK LEAVE HOURS
EMP. MGR.

NOTES / REASON INIT. INIT.

EARNED (+) USED (-) EARNED (+) USED (-)




VACATION HOURS (PTO) SICK LEAVE HOURS
NOTES / REASON

EARNED (+) USED (-) EARNED (+) USED (-)

Employee Signature Date

Authorized Approver Signature Date
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