[Company Logo]   [Company Name]
HOLIDAY ATTENDANCE REGISTER
	Establishment:
	[Company Name]

	Location:
	[Work Location]

	Year:
	[Year]



	Sr. No.
	Holiday Name
	Holiday Date
	Holiday Type
	Employee ID
	Employee Name
	Approval Ref.
	Hours Worked
	Compensation (Wages / Substitute Holiday / Comp-Off)
	Date Given
	HR Initials

	1
	[Holiday Name]
	[DD/MM/YYYY]
	[National / Festival / Declared]
	[Employee ID]
	[Employee Name]
	[Reference Number]
	[Hours]
	[Option]
	[DD/MM/YYYY]
	[Initials]

	2
	[Holiday Name]
	[DD/MM/YYYY]
	[National / Festival / Declared]
	[Employee ID]
	[Employee Name]
	[Reference Number]
	[Hours]
	[Option]
	[DD/MM/YYYY]
	[Initials]

	3
	[Holiday Name]
	[DD/MM/YYYY]
	[National / Festival / Declared]
	[Employee ID]
	[Employee Name]
	[Reference Number]
	[Hours]
	[Option]
	[DD/MM/YYYY]
	[Initials]

	4
	[Holiday Name]
	[DD/MM/YYYY]
	[National / Festival / Declared]
	[Employee ID]
	[Employee Name]
	[Reference Number]
	[Hours]
	[Option]
	[DD/MM/YYYY]
	[Initials]

	5
	[Holiday Name]
	[DD/MM/YYYY]
	[National / Festival / Declared]
	[Employee ID]
	[Employee Name]
	[Reference Number]
	[Hours]
	[Option]
	[DD/MM/YYYY]
	[Initials]



Holiday-wise Summary
	Holiday
	Employees Worked
	Compensated
	Pending

	[Holiday Name]
	[No.]
	[No.]
	[No.]

	[Holiday Name]
	[No.]
	[No.]
	[No.]

	[Holiday Name]
	[No.]
	[No.]
	[No.]



Note: Compensation for work on holidays will be given as per applicable state holiday rules and company policy.

	______________________________
Maintained by
[HR Name]
	______________________________
Verified by
[Authorised Signatory]
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