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

	Department / Team:
	[Department]

	Month:
	[Month Year]

	Attendance Cycle:
	[DD/MM/YYYY] to [DD/MM/YYYY]

	Total Days in Cycle:
	[No.]



	Employee ID
	Employee Name
	Week 1
	Week 2
	Week 3
	Week 4
	Week 5
	Late Marks
	OT Hours (Approved)
	Paid Leave
	LOP Days
	Paid Days
	Remarks

	[Employee ID]
	[Employee Name]
	[Days present]
	[Days present]
	[Days present]
	[Days present]
	[Days present]
	[No.]
	[Hours]
	[No.]
	[No.]
	[No.]
	[Remarks]

	[Employee ID]
	[Employee Name]
	[Days present]
	[Days present]
	[Days present]
	[Days present]
	[Days present]
	[No.]
	[Hours]
	[No.]
	[No.]
	[No.]
	[Remarks]

	[Employee ID]
	[Employee Name]
	[Days present]
	[Days present]
	[Days present]
	[Days present]
	[Days present]
	[No.]
	[Hours]
	[No.]
	[No.]
	[No.]
	[Remarks]

	[Employee ID]
	[Employee Name]
	[Days present]
	[Days present]
	[Days present]
	[Days present]
	[Days present]
	[No.]
	[Hours]
	[No.]
	[No.]
	[No.]
	[Remarks]

	[Employee ID]
	[Employee Name]
	[Days present]
	[Days present]
	[Days present]
	[Days present]
	[Days present]
	[No.]
	[Hours]
	[No.]
	[No.]
	[No.]
	[Remarks]



Leave Breakup
	Employee Name
	Casual Leave
	Sick Leave
	Earned Leave
	Comp-Off
	On Duty

	[Employee Name]
	[No.]
	[No.]
	[No.]
	[No.]
	[No.]

	[Employee Name]
	[No.]
	[No.]
	[No.]
	[No.]
	[No.]

	[Employee Name]
	[No.]
	[No.]
	[No.]
	[No.]
	[No.]



Notes for Payroll
1. Paid days = present days + paid leave + weekly offs + paid holidays.
1. Overtime is paid as per applicable law and company policy, only for hours approved in writing.
1. Any correction after submission must be raised through an attendance regularisation form.

	______________________________
Submitted by
[Reporting Manager]
Date: [Date]
	______________________________
Checked by
[HR Name]
	______________________________
Payroll
[Payroll Executive]
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