
 
 

Time Off Tracking Form 
 

 
 
Employee Name:    
 
 

Date: Vacation 
Hours: 

Personal 
Hours: 

Illness 
Hours: 

Family Illness 
Hours: 

Bonus 
Hours: 

      
      
      
      
      
      
      
      
      
      
Totals:      

 
** Time should be tracked in hours ** 
 
Manager’s Approval:   
 
 


