[Company Logo]   [Company Name]
SITE ATTENDANCE REGISTER – COMPANY EMPLOYEES
	Company:
	[Company Name]

	Site / Project:
	[Site Name] – [Project Code]

	Client:
	[Client Name]

	Site In-charge:
	[Site Engineer Name]

	Date:
	[DD/MM/YYYY]



	Sr. No.
	Employee ID
	Employee Name
	Trade / Role
	Time In
	Time Out
	PPE Issued (Y/N)
	Safety Induction (Y/N)
	Signature

	1
	[Employee ID]
	[Employee Name]
	[Supervisor / Electrician / Fitter]
	[HH:MM]
	[HH:MM]
	[Y/N]
	[Y/N]
	[Signature]

	2
	[Employee ID]
	[Employee Name]
	[Supervisor / Electrician / Fitter]
	[HH:MM]
	[HH:MM]
	[Y/N]
	[Y/N]
	[Signature]

	3
	[Employee ID]
	[Employee Name]
	[Supervisor / Electrician / Fitter]
	[HH:MM]
	[HH:MM]
	[Y/N]
	[Y/N]
	[Signature]

	4
	[Employee ID]
	[Employee Name]
	[Supervisor / Electrician / Fitter]
	[HH:MM]
	[HH:MM]
	[Y/N]
	[Y/N]
	[Signature]

	5
	[Employee ID]
	[Employee Name]
	[Supervisor / Electrician / Fitter]
	[HH:MM]
	[HH:MM]
	[Y/N]
	[Y/N]
	[Signature]



Daily Summary
	Deployed
	Present
	Absent
	On Leave
	Toolbox Talk Held (Y/N)

	[No.]
	[No.]
	[No.]
	[No.]
	[Y/N]



Site rules: Every employee must wear helmet, safety shoes and other prescribed PPE at all times. Report any incident or near miss to the site in-charge immediately.

	______________________________
Site In-charge
[Site Engineer Name]
Time: [HH:MM]
	______________________________
Received by HR
[HR Name]
Date: [Date]
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