[Company Logo]   [Company Name]
WORK-FROM-HOME ATTENDANCE SHEET
	Employee Name:
	[Employee Name]

	Employee ID:
	[Employee ID]

	Team:
	[Department]

	Month:
	[Month Year]

	Core Availability Hours:
	[HH:MM] to [HH:MM]



	Date
	Mode (Office / WFH)
	WFH Approval Ref.
	Login Time
	Logout Time
	Check-in Method
	Work Summary
	Manager Initials

	[DD/MM/YYYY]
	[WFH]
	[Reference Number]
	[HH:MM]
	[HH:MM]
	[Email / Chat / VPN]
	[Summary]
	[Initials]

	[DD/MM/YYYY]
	[WFH]
	[Reference Number]
	[HH:MM]
	[HH:MM]
	[Email / Chat / VPN]
	[Summary]
	[Initials]

	[DD/MM/YYYY]
	[WFH]
	[Reference Number]
	[HH:MM]
	[HH:MM]
	[Email / Chat / VPN]
	[Summary]
	[Initials]

	[DD/MM/YYYY]
	[WFH]
	[Reference Number]
	[HH:MM]
	[HH:MM]
	[Email / Chat / VPN]
	[Summary]
	[Initials]

	[DD/MM/YYYY]
	[WFH]
	[Reference Number]
	[HH:MM]
	[HH:MM]
	[Email / Chat / VPN]
	[Summary]
	[Initials]



Monthly Summary
	Office Days
	WFH Days
	WFH Limit as per Policy
	Leave Days

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



WFH Conditions
1. Be reachable on phone and chat during core hours.
1. Follow information security and data confidentiality rules at home.
1. Inform your manager promptly of any connectivity or power issue.

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