Overtime & Time-off-in-lieu Form
Company name: ____________________    Document no.: __________    Version / Date: __________

Employee Details
	Name
	

	Employee number
	

	Department / Position
	

	Wage period
	



Overtime Record
	Date
	Start time
	End time
	Break deducted
	Actual hours
	Reason for overtime
	Pre-approved by supervisor (Y/N)

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	



Method of Compensation
[ ] Overtime pay: hours ________ x hourly rate HK$________ x multiplier ________ = HK$________
[ ] Time off in lieu (TOIL): total ________ hours, to be taken before ________; otherwise forfeited / automatically converted to overtime pay (circle one)
Note: hourly rate = monthly salary x 12 / 52 / standard weekly hours

TOIL Usage Record
	Date taken
	Hours used
	Balance
	Approved by

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



Signatures
Employee signature: __________  Date: __________
Supervisor signature: __________  Date: __________
HR recorded by: __________  Date: __________

This template is provided by hkhrtool.com for general reference only and does not constitute legal advice. Please adapt it to your company policy and each individual case before use.
