
Free Download Employee Attendance Sheet
Form Sample
Download a free employee attendance sheet form sample to efficiently track staff attendance
and ensure accurate record-keeping. This easy-to-use template helps streamline workplace
management and improve productivity. Customize it to fit your organization's unique
requirements.

Download Attendance Sheet (Excel)

Sample Employee Attendance Sheet

Date Employee
Name

Employee
ID

Check-in
Time

Check-out
Time Status Remarks

2024-06-
17 John Doe EMP-001 09:00 17:30 Present -

2024-06-
17 Jane Smith EMP-002 09:30 18:00 Present Late

arrival

2024-06-
17 Alex Johnson EMP-003 - - Absent Sick

leave

Tip: You can easily modify or expand this sheet to include overtime, department, or work-from-
home status as per your organization's needs.
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