[COMPANY NAME] — MONTHLY ATTENDANCE SHEET
Month: [Month YYYY] Department: [Department]  Working days this month: [26]
Codes: P = Present A =Absent L=Leave HD = Halfday H = Holiday/weekend. Pick a code from the list in each cell; totals update automatically.

T 8 2 e 2 2 e 2 R 2

1 [Employee name] EMP-001 p
2 [Employee name] EMP-002 p P L L P H H P P P P P H H P P H P P H H P P P P P H H P P P 20
3 [Employee name] EMP-OO3 P P P P P H H P P A P P H H P P P P P H HH P P P P H H P P P 21 1
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Prepared by (HR) Approved by (Manager)
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