[Company Logo]   [Company Name]
ATTENDANCE REGULARIZATION FORM
	Company:
	[Company Name]

	Request No.:
	[Reference Number]

	Submitted On:
	[Date]



Employee Details
	Employee Name
	 

	Employee ID
	 

	Department
	 

	Designation
	 

	Reporting Manager
	 

	Work Location
	 



Regularization Details
	Date
	Current Status in System
	Requested Status
	Type (On Duty / WFH / Travel / Training)
	From – To Time
	Place / Work Done

	[DD/MM/YYYY]
	[Absent / Half Day / Late]
	[Present / On Duty]
	[Type]
	[HH:MM – HH:MM]
	[Details]

	[DD/MM/YYYY]
	[Absent / Half Day / Late]
	[Present / On Duty]
	[Type]
	[HH:MM – HH:MM]
	[Details]

	[DD/MM/YYYY]
	[Absent / Half Day / Late]
	[Present / On Duty]
	[Type]
	[HH:MM – HH:MM]
	[Details]

	[DD/MM/YYYY]
	[Absent / Half Day / Late]
	[Present / On Duty]
	[Type]
	[HH:MM – HH:MM]
	[Details]



	Approval reference (email / travel order no.)
	 

	Attachments
	 



Declaration
I confirm that I was performing official duties on the dates above as described and request that my attendance be regularized accordingly.

	______________________________
Employee
[Employee Name]
Date: [Date]
	______________________________
Reporting Manager
[Reporting Manager]
Recommended / Not Recommended
	______________________________
HR
[HR Name]
Payroll impact: [None / Adjusted]
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