[Company Logo]   [Company Name]
EMPLOYEE ATTENDANCE SHEET
	Company:
	[Company Name]

	Employee Name:
	[Employee Name]

	Employee ID:
	[Employee ID]

	Designation:
	[Designation]

	Reporting Manager:
	[Reporting Manager]

	Month:
	[Month Year]

	Standard Shift:
	[09:30] to [18:30]



	Date
	Day
	In-Time
	Out-Time
	Break (mins)
	Net Hours
	Status (P/L/H/WO/HD)
	Remarks

	[DD/MM/YYYY]
	[Day]
	[HH:MM]
	[HH:MM]
	[Mins]
	[Hours]
	[Status]
	[Remarks]

	[DD/MM/YYYY]
	[Day]
	[HH:MM]
	[HH:MM]
	[Mins]
	[Hours]
	[Status]
	[Remarks]

	[DD/MM/YYYY]
	[Day]
	[HH:MM]
	[HH:MM]
	[Mins]
	[Hours]
	[Status]
	[Remarks]

	[DD/MM/YYYY]
	[Day]
	[HH:MM]
	[HH:MM]
	[Mins]
	[Hours]
	[Status]
	[Remarks]

	[DD/MM/YYYY]
	[Day]
	[HH:MM]
	[HH:MM]
	[Mins]
	[Hours]
	[Status]
	[Remarks]



Monthly Totals
	Item
	Total

	Days present
	[No.]

	Leave days (type)
	[No. / Type]

	Total net hours
	[Hours]

	Late arrivals
	[No.]



I confirm that the entries above are a true record of my attendance for the month.

	______________________________
Employee
[Employee Name]
Date: [Date]
	______________________________
Verified by
[Reporting Manager]
Date: [Date]
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