
Daily Employee Attendance Report
Date: ____________________ 
Department: _______________ 
Manager/Supervisor: ________

# Employee
Name

Employee
ID

Check-in
Time

Check-out
Time

Status
(Present/Absent/Late) Remarks

1

2

3

Total Employees: ________ 
Present: ________ 
Absent: ________ 
Late: ________

The daily employee attendance report template provides a structured format to accurately track and record employee
attendance each day. It helps managers monitor punctuality, absenteeism, and overall workforce presence efficiently.
Utilizing this template ensures streamlined attendance management and improved productivity.

Prepared by: ____________________      Verified by: ____________________
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