
EMPLOYEE SIGN-IN SHEET

Company Name:

Location:

Instructions:

All employees must print their name clearly, sign legibly, and record the exact time of arrival and departure. This

document is legally binding and will be used for attendance verification and payroll purposes. Unauthorized alterations

or falsifications may result in disciplinary action under applicable United States law.

Employee Name Employee ID Department Date Time In Time Out Employee Signature

Legal Notice:



By signing this sheet, employees acknowledge that the company maintains accurate attendance records and that any

false record or omission may result in disciplinary action including termination. This sign-in sheet complies with all

applicable labor and employment laws of the United States.

Company Contact Information:

HR Department Phone:

HR Department Email:

Prepared By: Approved By:

Signature: _________________________ Signature: _________________________

Name & Title: ______________________ Name & Title: ______________________



Original source of this document:

https://docs-worklife.com/employee-sign-in-sheet-template/

Did you find this template helpful?

Find more updated templates at:

https://docs-worklife.com/

This template is intended exclusively for personal, non-commercial use.

If distributed or published, the source must be mentioned.

This template is provided for guidance only and does not constitute legal advice.

It is recommended to consult a legal professional for each specific case.

View more templates

https://docs-worklife.com/employee-sign-in-sheet-template/
https://docs-worklife.com/
https://docs-worklife.com/

