
Detailed Leave Record Form for Remote Workers
This detailed leave record form sample is designed specifically for remote workers to accurately track their time off. It
includes sections for leave type, duration, and approval status, ensuring clear documentation and efficient management.
This form helps maintain transparency and organization in remote work environments.

Employee Name

Employee ID

Department / Team

Leave Type
Select Leave Type

Leave Start Date

Leave End Date

Total Leave Days

Reason for Leave

Approval Status
Select Status

Manager Comments

Submit

Sample Leave Record Table

Employee
Name Leave Type Start Date End Date Total

Days Status Manager Comments

Jane Doe Annual Leave 2024-06-
12

2024-06-
16 5 Approved Enjoy your vacation!

John Smith Sick Leave 2024-06-
10

2024-06-
11 2 Pending -



Emily Zhang Personal
Leave

2024-06-
14

2024-06-
15 2 Approved Approved as

requested.
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