
Daily time record (DTR)
AM and PM arrival and departure for every day of the month, hours worked and undertime

Name Employee ID Position Client or team

Month Year Hours a day Supervisor

Day Date AM arrival
AM

departure
PM arrival

PM

departure
Hours

worked
Undertime Remarks
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Total

Hours worked = PM departure minus AM arrival, minus the break. Half day: one pair

only. Undertime = hours a day minus hours worked.

Leave absences and rest days blank and say why in Remarks. Signing certifies this

record is true and correct.

Employee signature Date

Verified by (supervisor) Date
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