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EMPLOYEE TIME-IN / TIME-OUT CARD
Manual Attendance Record — Monthly


EMPLOYEE DETAILS
	Employee Name
	________________________________


	Employee ID
	________________________________


	Department
	________________________________


	Month / Year
	________________________________


	Normal Working Hours
	_____ am to _____ pm



DAILY TIME RECORD
	#
	Date
	Day
	Time In
	Time Out
	OT In
	OT Out
	Remarks

	1
	
	
	
	
	
	
	

	2
	
	
	
	
	
	
	

	3
	
	
	
	
	
	
	

	4
	
	
	
	
	
	
	

	5
	
	
	
	
	
	
	

	6
	
	
	
	
	
	
	

	7
	
	
	
	
	
	
	

	8
	
	
	
	
	
	
	

	9
	
	
	
	
	
	
	

	10
	
	
	
	
	
	
	

	11
	
	
	
	
	
	
	

	12
	
	
	
	
	
	
	

	13
	
	
	
	
	
	
	

	14
	
	
	
	
	
	
	

	15
	
	
	
	
	
	
	

	16
	
	
	
	
	
	
	

	17
	
	
	
	
	
	
	

	18
	
	
	
	
	
	
	

	19
	
	
	
	
	
	
	

	20
	
	
	
	
	
	
	

	21
	
	
	
	
	
	
	

	22
	
	
	
	
	
	
	

	23
	
	
	
	
	
	
	

	24
	
	
	
	
	
	
	

	25
	
	
	
	
	
	
	

	26
	
	
	
	
	
	
	

	27
	
	
	
	
	
	
	

	28
	
	
	
	
	
	
	

	29
	
	
	
	
	
	
	

	30
	
	
	
	
	
	
	

	31
	
	
	
	
	
	
	



MONTHLY SUMMARY
	Total Days Present
	________________________________


	Total Days Absent
	________________________________


	Total Overtime Hours
	________________________________


	Annual Leave Days Taken
	________________________________


	Medical Leave Days Taken
	________________________________



MOM Note: Employers must keep working hours records for all employees. Records must be retained for at least 2 years and available for MOM inspection upon request.




	_________________________
Manager / Supervisor
Name: ___________________
Date:  ___________________
	
	_________________________
Employee Acknowledgement
Name: ___________________
Date:  ___________________
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