[Company Logo]   [Company Name]
OVERTIME CALCULATION SHEET
	Company:
	[Company Name]

	Payroll Month:
	[Month Year]

	Department:
	[Department]

	Standard Hours per Month:
	[No.]



Basis: Hourly rate = [Wage base as per applicable law/policy] ÷ [Standard hours per month]. OT amount = Approved OT hours × Hourly rate × [Applicable OT rate as per law/policy]. Overtime is paid as per applicable law and company policy.
	Employee ID
	Employee Name
	Approved OT Hours
	Wage Base (₹)
	Hourly Rate (₹)
	Applicable OT Rate
	OT Amount (₹)
	Approval Ref.

	[Employee ID]
	[Employee Name]
	[Hours]
	[Amount]
	[Amount]
	[As per law/policy]
	[Amount]
	[Reference Number]

	[Employee ID]
	[Employee Name]
	[Hours]
	[Amount]
	[Amount]
	[As per law/policy]
	[Amount]
	[Reference Number]

	[Employee ID]
	[Employee Name]
	[Hours]
	[Amount]
	[Amount]
	[As per law/policy]
	[Amount]
	[Reference Number]

	[Employee ID]
	[Employee Name]
	[Hours]
	[Amount]
	[Amount]
	[As per law/policy]
	[Amount]
	[Reference Number]

	[Employee ID]
	[Employee Name]
	[Hours]
	[Amount]
	[Amount]
	[As per law/policy]
	[Amount]
	[Reference Number]



Department Summary
	Total OT Hours
	Total OT Amount (₹)
	Previous Month (₹)
	Change

	[Hours]
	[Amount]
	[Amount]
	[+/-]



Checks before Payroll
  All hours match approved overtime forms
  Wage base matches salary master
  Rate applied as per current law/policy
  Calculation checked by second person

	______________________________
Prepared by
[Payroll Executive]
Date: [Date]
	______________________________
Checked by
[HR Name]
	______________________________
Approved by
[Finance Head]
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