[Company Logo]   [Company Name]
ANNUAL HOLIDAY CALENDAR – [YYYY]
	Company:
	[Company Name]

	Location:
	[Work Location]

	Weekly Off Pattern:
	[Sundays / Sundays and 2nd & 4th Saturdays / Rotational]

	Issued On:
	[Date]



	Month
	Holidays (Date – Name)
	Weekly Offs
	Shutdown / Other
	Working Days

	January
	26 – Republic Day; [DD] – [Festival Name]
	[Number]
	[None]
	[Number]

	February
	[DD] – [Festival Name]
	[Number]
	[None]
	[Number]

	March
	[DD] – [Festival Name]
	[Number]
	[Year-end closing]
	[Number]

	April
	[DD] – [Festival Name]
	[Number]
	[None]
	[Number]

	May
	[DD] – [Festival Name]
	[Number]
	[Maintenance shutdown DD–DD]
	[Number]

	June
	[None]
	[Number]
	[None]
	[Number]

	July
	[None]
	[Number]
	[None]
	[Number]

	August
	15 – Independence Day; [DD] – [Festival Name]
	[Number]
	[None]
	[Number]

	September
	[DD] – [Festival Name]
	[Number]
	[None]
	[Number]

	October
	02 – Gandhi Jayanti; [DD] – [Festival Name]
	[Number]
	[None]
	[Number]

	November
	[DD] – [Festival Name]
	[Number]
	[None]
	[Number]

	December
	[DD] – [Festival Name]
	[Number]
	[None]
	[Number]

	Total
	[Number] holidays
	[Number]
	[Number] days
	[Number]



Restricted Holidays
[DD/MM] – [Occasion]; [DD/MM] – [Occasion]; [DD/MM] – [Occasion]. Employees may avail any [Number].
Notes
1. Dates of festivals dependent on the lunar calendar are provisional and will be confirmed by circular.
1. Plant / shift employees will follow the shift roster; holiday working will be compensated as per policy.
1. Working days exclude holidays, weekly offs and shutdown days.

	______________________________
Prepared by
[HR Name]
	______________________________
Approved by
[Authorised Signatory]
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