[Company Logo]   [Company Name]
REGISTER OF OVERTIME
	Name of Establishment:
	[Company Name]

	Address:
	[Company Address]

	Month / Quarter:
	[Month Year] / [Q1–Q4]



	Sr. No.
	Employee ID
	Employee Name
	Designation
	Date
	Normal Hours
	OT Hours
	Cumulative OT (Qtr)
	Approval Ref.
	Paid in Month
	Employee Signature

	1
	[Employee ID]
	[Employee Name]
	[Designation]
	[DD/MM/YYYY]
	[Hours]
	[Hours]
	[Hours]
	[Reference Number]
	[Month]
	[Signature]

	2
	[Employee ID]
	[Employee Name]
	[Designation]
	[DD/MM/YYYY]
	[Hours]
	[Hours]
	[Hours]
	[Reference Number]
	[Month]
	[Signature]

	3
	[Employee ID]
	[Employee Name]
	[Designation]
	[DD/MM/YYYY]
	[Hours]
	[Hours]
	[Hours]
	[Reference Number]
	[Month]
	[Signature]

	4
	[Employee ID]
	[Employee Name]
	[Designation]
	[DD/MM/YYYY]
	[Hours]
	[Hours]
	[Hours]
	[Reference Number]
	[Month]
	[Signature]

	5
	[Employee ID]
	[Employee Name]
	[Designation]
	[DD/MM/YYYY]
	[Hours]
	[Hours]
	[Hours]
	[Reference Number]
	[Month]
	[Signature]



Monthly Total
	Total Employees with OT
	Total OT Hours
	Employees above [No.] hours this quarter

	[No.]
	[Hours]
	[Names]



Note: Overtime recorded here is paid as per applicable law and company policy. Entries must be supported by an approved overtime form.

	______________________________
Maintained by
[Time Office In-charge]
	______________________________
Verified by
[HR Name]
	______________________________
Authorised Signatory
[Authorised Signatory]


Page    ·   Free HR template by BetterJobs.in — hire top talent: betterjobs.in
