[Company Logo]   [Company Name]
COMPENSATORY OFF REGISTER
	Company:
	[Company Name]

	Department:
	[Department / All]

	Period:
	[Month Year] to [Month Year]

	Validity Rule:
	Comp-off to be availed within [No.] days of the day worked



	Sr. No.
	Employee ID
	Employee Name
	Date Worked
	Reason / Event
	Comp-Off Earned (Days)
	Valid Until
	Date Availed
	Lapsed (Y/N)
	Balance
	Approval Ref.

	1
	[Employee ID]
	[Employee Name]
	[DD/MM/YYYY]
	[Reason]
	[1 / 0.5]
	[DD/MM/YYYY]
	[DD/MM/YYYY]
	[Y/N]
	[No.]
	[Reference Number]

	2
	[Employee ID]
	[Employee Name]
	[DD/MM/YYYY]
	[Reason]
	[1 / 0.5]
	[DD/MM/YYYY]
	[DD/MM/YYYY]
	[Y/N]
	[No.]
	[Reference Number]

	3
	[Employee ID]
	[Employee Name]
	[DD/MM/YYYY]
	[Reason]
	[1 / 0.5]
	[DD/MM/YYYY]
	[DD/MM/YYYY]
	[Y/N]
	[No.]
	[Reference Number]

	4
	[Employee ID]
	[Employee Name]
	[DD/MM/YYYY]
	[Reason]
	[1 / 0.5]
	[DD/MM/YYYY]
	[DD/MM/YYYY]
	[Y/N]
	[No.]
	[Reference Number]

	5
	[Employee ID]
	[Employee Name]
	[DD/MM/YYYY]
	[Reason]
	[1 / 0.5]
	[DD/MM/YYYY]
	[DD/MM/YYYY]
	[Y/N]
	[No.]
	[Reference Number]



Monthly Summary
	Comp-Offs Earned
	Comp-Offs Availed
	Comp-Offs Lapsed
	Closing Balance

	[No.]
	[No.]
	[No.]
	[No.]



Comp-offs expiring in the next 15 days: [Employee Name – DD/MM/YYYY]. Reminder sent on [Date].

	______________________________
Maintained by
[HR Name]
	______________________________
Reviewed by
[HR Manager]
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