Monthly Attendance Report Format in Excel

The Monthly attendance report format in Excel provides a streamlined way to track employee presence, absences, and punctuality efficiently.
This template helps organizations maintain accurate records, ensuring smooth payroll processing and workforce management. Easily customizable,
it suits various business sizes and requirements.

Sample Format:

Employee Employee Status In Out ‘Working
ID Name Department|  Date (Present/Absent/Late/Leave) | Time | Time Hours Remarks
EMPO001 John Doe Sales 3(1)24_06_ Present 09:05 | 18:00 8:55 -
EMPO02  |Jane Smith  |HR 202406 1 Apsent - - 0:00 Sick
01 Leave
. 2024-06- ) ) . Late
EMPO003 Michael Brown | IT 01 Late 0925 | 18:10 845 Arrival
Key Features:
o Tracks daily presence, absences, late marks, and leaves
¢ Customizable for multiple departments and shifts
¢ Calculates total working hours automatically
¢ Remarks column for special notes
o Easy import/export into Excel format
Instructions:

1. Input employee details and attendance status daily.

2. Use Excel's formula features to automate calculation of total working hours and monthly summaries.
3. Filter or sort data for quick analysis by departiment or date.

4. Download and customize template as per organizational needs.
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