
Attendance Log (annual) 
 

Employee: ____________________________________________________________ 
       Year: ________________  
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Key: AOT=approved overtime, E=education, H=holiday, L=left early, PTO=approved day off (paid time off), R=regularly scheduled day off, 
S=called off sick or left sick after <2 hours from beginning shift, T=punched in >5 minutes from start of scheduled shift, UOT=unapproved overtime 
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