Annual Leave Tracker Template:

	Employee Name
	Starting Date
	Total Allowance
	Used Leave
	Remaining Leave
	Approved Leave
	Pending Leave

	[Employee Name]
	[Starting Date]
	[Total Allowance]
	[Used Leave]
	[Remaining Leave]
	[Approved Leave]
	[Pending Leave]

	[Employee Name]
	[Starting Date]
	[Total Allowance]
	[Used Leave]
	[Remaining Leave]
	[Approved Leave]
	[Pending Leave]

	[Employee Name]
	[Starting Date]
	[Total Allowance]
	[Used Leave]
	[Remaining Leave]
	[Approved Leave]
	[Pending Leave]

	[Employee Name]
	[Starting Date]
	[Total Allowance]
	[Used Leave]
	[Remaining Leave]
	[Approved Leave]
	[Pending Leave]



How to use the template:
1. In the first row, add column headers for the following categories: Employee Name, Starting Date, Total Allowance, Used Leave, Remaining Leave, Approved Leave, and Pending Leave.
2. Add a row for each employee, filling in their name, starting date, total annual leave allowance, and any leave that they have already used or have remaining.
3. Use the Approved Leave column to record any leave that has already been approved for the employee.
4. Use the Pending Leave column to record any leave requests that are currently pending approval.
5. Use the Remaining Leave column to track the remaining leave allowance for each employee.
6. Update the tracker regularly to ensure that it is always up-to-date and accurate.

This Annual Leave Tracker template can be customized to fit the specific needs of your organization.
 
 
 
 
 
 
 

