	MONTHLY ATTENDANCE REPORT
Attendance Summary  •  Absence Analysis  •  Follow-Up Actions



1. REPORT DETAILS
	Company / Site
	
	Reporting Month
	

	Department(s)
	
	Prepared By
	

	Working Days in Month
	
	Report Date
	


2. ATTENDANCE OVERVIEW
	Total Employees
	Avg. Attendance %
	Absent Days
	Leave Days
	Sick Days
	Late Arrivals

	
	
	
	
	
	


3. ATTENDANCE BY DEPARTMENT
	Department
	Headcount
	Present Days
	Absent
	Leave
	Sick
	Attendance %

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	TOTAL
	
	
	
	
	
	


4. ABSENCE BY REASON
	Reason
	Days
	% of Absence
	Planned?

	Annual / casual leave
	
	
	☐ Yes  ☐ No

	Sick leave
	
	
	☐ Yes  ☐ No

	Unauthorised absence
	
	
	☐ Yes  ☐ No

	Personal / family emergency
	
	
	☐ Yes  ☐ No

	Training / official duty
	
	
	☐ Yes  ☐ No

	Other
	
	
	☐ Yes  ☐ No


5. EMPLOYEES REQUIRING ATTENTION
	Employee / ID
	Absences
	Late
	Pattern / Reason
	Action Taken

	
	
	
	
	☐ Verbal  ☐ Written  ☐ Meeting

	
	
	
	
	☐ Verbal  ☐ Written  ☐ Meeting

	
	
	
	
	☐ Verbal  ☐ Written  ☐ Meeting


6. LATE ARRIVALS & EARLY DEPARTURES
	Date
	Employee
	Late In / Early Out
	Minutes
	Reason

	
	
	☐ Late  ☐ Early
	
	

	
	
	☐ Late  ☐ Early
	
	

	
	
	☐ Late  ☐ Early
	
	


7. OBSERVATIONS & RECOMMENDATIONS
	Trends, staffing impact and actions for next month

	

	


8. SIGN-OFF
	Prepared By (Supervisor)
	Reviewed By (HR)
	Approved By (Manager)

	Name:
Signature:
Date:
	Name:
Signature:
Date:
	Name:
Signature:
Date:


