
 

 

 
 

Attendance Record 
  
  

Employee Name:____________________________________________________________ 
 
Current Calendar Year:________________________________ 

 
Social Security Number:_______________________________________________________ 

 
Date of Hire:_________________________________________ 

   
D=Discipline 

 
J=Jury Duty 

 
O=Other 

 
V=Vacation 

 
F=Funeral 

 
P=Personal 

 
U=Unexcused 

 
H=Holiday 

 
 L=Leave of Absence* 
*(medical/personal)  

S=Sick 
 

W=Workers' Compensation 
Use the reverse side of this sheet to record "other" absences and management notes. 
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Attendance Record 
Page Two 

 
 

MONTH 
 

DAY 
 

REASON FOR "OTHER" 
 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
MANAGEMENT NOTES: 


