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

	Location / Gate:
	[Work Location]

	Date:
	[DD/MM/YYYY]

	Shift:
	[General / A / B / C]

	Shift Timing:
	[HH:MM] to [HH:MM]



	Sr. No.
	Employee ID
	Employee Name
	Department
	Time In
	Signature (In)
	Time Out
	Signature (Out)
	Remarks

	1
	[Employee ID]
	[Employee Name]
	[Department]
	[HH:MM]
	[Signature]
	[HH:MM]
	[Signature]
	[Late / On Duty / Early Leave]

	2
	[Employee ID]
	[Employee Name]
	[Department]
	[HH:MM]
	[Signature]
	[HH:MM]
	[Signature]
	[Late / On Duty / Early Leave]

	3
	[Employee ID]
	[Employee Name]
	[Department]
	[HH:MM]
	[Signature]
	[HH:MM]
	[Signature]
	[Late / On Duty / Early Leave]

	4
	[Employee ID]
	[Employee Name]
	[Department]
	[HH:MM]
	[Signature]
	[HH:MM]
	[Signature]
	[Late / On Duty / Early Leave]

	5
	[Employee ID]
	[Employee Name]
	[Department]
	[HH:MM]
	[Signature]
	[HH:MM]
	[Signature]
	[Late / On Duty / Early Leave]



Day-end Summary
	Total on Roll
	Present
	On Leave
	Absent
	Late Arrivals

	[No.]
	[No.]
	[No.]
	[No.]
	[No.]



Instructions: Each employee must sign personally at entry and exit. Proxy signing is not permitted. Any missed entry should be reported to the supervisor the same day.

	______________________________
Shift Supervisor
[Supervisor Name]
Time: [HH:MM]
	______________________________
Received by HR
[HR Name]
Date: [Date]
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