
Attendance Sheet 

  
Department Name   ________________________ Date _________________
        
Department Number ________________________      
  

Reason for Absence 
 A Absence S Sick day 
 H Holiday T Tardy 
 P Personal day L Leave Early 
 U Unexcused Absence   
 V Vacation     
   

Employee Name ID 
Number Date Reason 

Code  Total Time Absent 

          
          
          
          
          
          
          
          
          
          
          
          
          
          
           
  
Supervisor Signature  ________________________ Date _________________
         
  Route to: 
  [   ] Payroll 
  [   ] Timekeeping 
  [   ] Human Resources 

 SOURCE: hrVillage.com
 



 

Time Sheet 

  
Employee Name  _________________ Department Name  _______________
Employee # _________________ Department Number _______________ 
  

Date Start  
Time  Start Lunch End  

Lunch  End Time Total  
Hours 

            
            
            
            
            
            
            
Weekly Total   
  

Absence Codes  
 A Unpaid Absence   
 H Holiday   
 P Personal day   
 S Sick Day    
 V Vacation     
  
Employee Signature  ________________________ Date _________________
        
Supervisor Signature  ________________________ Date _________________ 
  
  

 SOURCE: hrVillage.com
 
 

http://www.hrvillage.com/

