Company Name

Employee Name:

Holiday Entitlement:

Days

(YEAR) HOLIDAY / ABSENCE DIARY

Start Date:

End Date:

10
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31

TOTAL
HOLIDAY

Total
SICK

Total
AUTHORISED

Total
OTHER

Month-Year

Month-Year

Month-Year

Month-Year

Month-Year

Month-Year

Month-Year

Month-Year

Month-Year

Month-Year

Month-Year

Month-Year

S = Sick Allowance

SSP = Satuatory Sick Pay

X = Unauthorised Absence
BHP = Bank Holiday

A = Authorised Absence
O = Other Unpaid Reason
M = Medical

T =TOIL (Time off in lieu)

HOLIDAYS TAKEN

HOLIDAY ALLOWED
HOLIDAY REMAINING

Days
Days
Days
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