[Company Logo]   [Company Name]
ATTENDANCE REGISTER
	Name of Establishment:
	[Company Name]

	Address:
	[Company Address]

	Registration No.:
	[Registration Number]

	Month / Year:
	[Month] / [Year]

	Department:
	[Department]



Legend: P – Present | A – Absent | CL – Casual Leave | SL – Sick Leave | EL – Earned Leave | WO – Weekly Off | H – Paid Holiday | HD – Half Day. Mark one code per employee per day before 11:00 a.m.
	Sr. No.
	Employee ID
	Employee Name
	Designation
	Days 1–15 (codes)
	Days 16–31 (codes)
	Present Days
	Leave Days
	Absent Days
	Paid Days

	1
	[Employee ID]
	[Employee Name]
	[Designation]
	[P/A/L codes]
	[P/A/L codes]
	[No.]
	[No.]
	[No.]
	[No.]

	2
	[Employee ID]
	[Employee Name]
	[Designation]
	[P/A/L codes]
	[P/A/L codes]
	[No.]
	[No.]
	[No.]
	[No.]

	3
	[Employee ID]
	[Employee Name]
	[Designation]
	[P/A/L codes]
	[P/A/L codes]
	[No.]
	[No.]
	[No.]
	[No.]

	4
	[Employee ID]
	[Employee Name]
	[Designation]
	[P/A/L codes]
	[P/A/L codes]
	[No.]
	[No.]
	[No.]
	[No.]

	5
	[Employee ID]
	[Employee Name]
	[Designation]
	[P/A/L codes]
	[P/A/L codes]
	[No.]
	[No.]
	[No.]
	[No.]



Monthly Summary
	Particulars
	Count

	Total employees on roll
	[No.]

	Total working days in month
	[No.]

	Weekly offs and holidays
	[No.]

	Employees with full attendance
	[No.]



Certified that the above attendance has been verified against leave records and is correct to the best of our knowledge.

	______________________________
Prepared by
[Supervisor Name]
Date: [Date]
	______________________________
Verified by
[HR Name]
HR Department
	______________________________
Approved by
[Authorised Signatory]
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