EMPLOYEE ATTENDANCE REPORT TEMPLATE

' Use this sheet to record and validate monthly attendance data before payroll and workforce reporting.

HASHMICRO

Reporting Month [Month/ Year] Prepared By [Name] Review Date [Date]

Employee Name Department Workdays Present Days Late Days Approved Leave Sick Leave Unauthorised Absence

[Employee Name] [Department] 22 20 1 1 0 0

Remarks

Free-to-use Employee Attendance Report Template



Employee Name Department Workdays Present Days Late Days Approved Leave Sick Leave i Remarks

Validation note: Reconcile attendance entries with schedules, approved leave, timekeeping records, and employee master data before final approval.
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