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Overtime and Time in Lieu Record

Keep track of time off in lieu that has been earned but not yet taken, which is the part that gets forgotten and then
argued about.

Extra hours worked, whether they were paid or taken back as time off, and what is still owed.

TRACK THE BALANCE, NOT JUST THE HOURS

The balance column is the reason this sheet exists. Time off in lieu that nobody is tracking is time somebody will eventually
argue about. Entitlements, rates, records you must keep and how long you must keep them differ by country and often by
sector. This sheet states none of them and is not employment advice — check what applies where you are.
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