[Company Logo]   [Company Name]
MONTHLY ATTENDANCE SUMMARY REPORT
	Company:
	[Company Name]

	Month:
	[Month Year]

	Prepared by:
	[HR Name]

	Date:
	[Date]



1. Headline Figures
	Metric
	This Month
	Last Month
	Change

	Employees on roll
	[No.]
	[No.]
	[+/-]

	Attendance %
	[%]
	[%]
	[+/-]

	Unplanned absenteeism %
	[%]
	[%]
	[+/-]

	Total late marks
	[No.]
	[No.]
	[+/-]

	Total overtime hours
	[Hours]
	[Hours]
	[+/-]



Formulas: Attendance % = days present ÷ scheduled working days × 100. Unplanned absenteeism % = unapproved or same-day absence days ÷ scheduled working days × 100.
2. Department-wise Summary
	Department
	Headcount
	Attendance %
	Absenteeism %
	Late Marks
	OT Hours
	Comp-Offs Earned

	[Department]
	[No.]
	[%]
	[%]
	[No.]
	[Hours]
	[No.]

	[Department]
	[No.]
	[%]
	[%]
	[No.]
	[Hours]
	[No.]

	[Department]
	[No.]
	[%]
	[%]
	[No.]
	[Hours]
	[No.]

	[Department]
	[No.]
	[%]
	[%]
	[No.]
	[Hours]
	[No.]



3. Observations
1. [e.g. Absenteeism in Production rose after the festival week.]
1. [e.g. Overtime in Dispatch concentrated in the last week of the month.]
1. [e.g. Late marks reduced after the revised shift timing.]
4. Actions Proposed
	Action
	Owner
	Due Date

	[Action]
	[Name]
	[DD/MM/YYYY]

	[Action]
	[Name]
	[DD/MM/YYYY]

	[Action]
	[Name]
	[DD/MM/YYYY]




	______________________________
Prepared by
[HR Name]
	______________________________
Reviewed by
[HR Head]
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