VACATION & SICK TIME PAYROLL RECORD

SMALL BUSINESS PAYROLL MANAGEMENT DOCUMENT

EMPLOYEE NAME:

EMPLOYEE ID:

DEPARTMENT:

CALENDAR YEAR:

VACATION ACCRUAL RATE:

SICK LEAVE ACCRUAL RATE:

VACATION CARRY FORWARD:

SICK LEAVE CARRY FORWARD:

VACATION HOURS SICK LEAVE HOURS
PAY PERIOD /

DATE

AUTHORIZED BY

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

Beginning
Balance



VACATION HOURS SICK LEAVE HOURS
PAY PERIOD /

AUTHORIZED BY
DATE S

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

TOTALS YTD

EMPLOYEE SIGNATURE DATE

SUPERVISOR / PAYROLL ADMIN SIGNATURE DATE
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