Employee Attendance List

Name [YOUR NAME]
Company Name [YOUR COMPANY NAME]
Date [DATE]
Overview

The Employee Attendance List helps in tracking daily attendance, punctuality, and leave

records. It is a valuable tool for HR departments to monitor employee attendance trends

and ensure workplace discipline.

Employee Attendance List

Employ | Employ | Job Title | Department | Date | Attendan | Check | Check
eeID | ee Name ce Status -In -Out
Time | Time
EMPO001 | John Sales Sales YYY | Present 09:00 [ 05:00
Smith Manager Y-M AM PM
M-D
D
EMPO002 | Jane Marketing | Marketing YYY | Absent - -
Doe Specialist Y-M
M-D
D
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EMPOO3 | Michael | Financial Finance YYY | Present 09:15 [ 05:10
Johnson [ Analyst Y-M AM PM

M-D

D
EMPO004 | Sarah HR HR YYY | Late 10:00 | 06:00
Brown Coordinat Y-M AM PM

or M-D

D
EMPO005 | Emily Customer | Support YYY | Present 08:50 [ 04:50
Taylor Support Y-M AM PM

Rep M-D

D

Additional Information

e Useful for calculating payroll, overtime, and managing leave balances.

e Allows HR to identify attendance patterns and address punctuality issues.

e Can be integrated with attendance management systems.

e Data privacy and confidentiality should be ensured, especially with remote

access.
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