[Company Logo]   [Company Name]
COMPENSATORY OFF APPROVAL
	Ref. No.:
	[Reference Number]

	Date:
	[Date]



To,
[Employee Name]
[Designation], [Department]
Employee ID: [Employee ID]
Subject: Approval of Compensatory Off
Dear [Employee Name],
With reference to your request dated [DD/MM/YYYY], we confirm that you worked on [DD/MM/YYYY], which was your [weekly off / declared holiday – Holiday Name], from [HH:MM] to [HH:MM] with prior approval, to [brief description of work].
Thank you for your support on that day. Your compensatory off has been approved as follows:
	Day Worked
	Comp-Off Granted
	Full / Half Day
	Valid Until

	[DD/MM/YYYY]
	[DD/MM/YYYY or credited to balance]
	[Full / Half]
	[DD/MM/YYYY]



The comp-off has been updated in the leave system. If it has been credited to your balance, please apply for the date in advance through [HRMS] and use it before [DD/MM/YYYY], after which it will lapse as per the Comp-Off Policy.
Please arrange a handover with [Colleague Name] before you go on comp-off.

	______________________________
Regards,
[Reporting Manager]
[Designation]
	______________________________
Recorded by
[HR Name]
HR Department
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