
Subject: Daily Attendance Sheet January 2014.  Branch name:       
 
Month:    Name:       
 

Joining date in this office: ‐‐‐‐‐‐‐/‐‐‐‐‐‐‐‐/‐‐‐‐‐‐‐‐‐‐ 
 

Joining date in the organization: ‐‐‐‐‐‐‐‐‐/‐‐‐‐‐‐‐‐‐‐/‐‐‐‐‐‐‐‐‐‐‐ 
 

Confirmation/Increment  date: ‐‐‐‐‐‐‐‐‐/‐‐‐‐‐‐‐‐‐‐‐‐/‐‐‐‐‐‐‐‐‐‐‐ 
 

Present address:       
 

Permanent address:        
 

Date of birth: ‐‐‐‐‐‐/‐‐‐‐‐‐/‐‐‐‐‐‐ Age:    (year) 
 

Personnel file no. in Principal Office:    
 

Blood group:    Mobile no:      
 

Name of Jamindar:        
     Mobile:     
 

Leave 
status 

Last 
year 
carry 

Previo
us 
month 

Reporti
ng 
month 

This 
year 
cumm 

Annual 
leave 

 

Medical 
leave 

 

Station 
leave 

 

Late 
attenda
nce 

 

Unautho
rized 
leave  

 

Others  

Date Day Day start Day close Supervisor’s comments and signature
Time Signature Time Signature

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    
Signature, date and seal of AM: 
After three months it will be preserved in the duplicate personnel file in field level.  



 


