[Company Logo]   [Company Name]
ATTENDANCE CORRECTION REQUEST (EMAIL)
Subject: Attendance Correction Request – [Employee Name], [Employee ID] – [Month Year]
To: [HR Name], HR Department
CC: [Reporting Manager]
Dear [HR Name],
While reviewing my attendance for [Month Year] on the HR portal, I noticed that some entries do not match my actual attendance. I request you to kindly correct the following:
	Date
	Entry Currently Shown
	Correct Entry
	Reason / Reference

	[DD/MM/YYYY]
	[Absent / LOP / CL]
	[Present / SL / Holiday]
	[Approved leave ID / Login record]

	[DD/MM/YYYY]
	[Absent / LOP / CL]
	[Present / SL / Holiday]
	[Approved leave ID / Login record]

	[DD/MM/YYYY]
	[Absent / LOP / CL]
	[Present / SL / Holiday]
	[Approved leave ID / Login record]



I have attached the supporting documents listed below for your reference:
1. [Leave approval email dated DD/MM/YYYY]
2. [Screenshot of system login / gate entry]
[Reporting Manager] is copied on this email and can confirm the above. If any deduction has already been made in the salary for these dates, I request that it be adjusted in the next payroll.
Please let me know if you need any further information. I would appreciate a confirmation once the record has been updated.
Thank you for your help.

	______________________________
Regards,
[Employee Name]
[Designation], [Department]
Employee ID: [Employee ID]
Mobile: [Mobile Number]
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