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DAILY TIME RECORD SUMMARY 

For the Period__________________________________ 
 

Post Scheme    :      

Guard Strength:  

Post/Branch     :  

 

EMP 
CODE 

 
NAME OF GUARD 

 
REG 

 
EXTRA 

 
REG OT 

REST DAY OT LEGAL HOLIDAY SPL HOLIDAY RD ON LEGAL RD ON SPL HOL  
ND 

 
REMARKS 1ST 8 Excess 1st 8 Excess 1st 8 Excess 1st 8 Excess 1st 8 Excess 

                 

                 

                 

                 

                 

                 

                 

                 

                 

                 

                 

                 

                 

                 

                 

 

 Prepared by: ________________________                   Checked by:_________________________                          Reviewed/Noted by:___________________ 
                               Guard In-Charge                                                            Area Coordinator/Area Supervisor                                                                      Operations Manager 
 


