
Overtime and Absence Tracking Chart

Date Employee
Name

Scheduled
Hours

Actual Hours
Worked

Overtime
(hrs)

Absence
(hrs) Reason/Notes

       

       

       

       

Note: Fill in the table above with the relevant details for each employee and date. Calculate Overtime as (Actual Hours
Worked - Scheduled Hours) if positive, Absence as (Scheduled Hours - Actual Hours Worked) if positive.
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