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Duty	Roster	TemplateWork	Schedule	Roster	TemplateShift	Roster	TemplateStaff	Schedule	TemplateEmployee	Roster	TemplatePrintable	Duty	Schedule	TemplateAssignment	Roster	TemplateStaff	Duty	List	TemplateTeam	Roster	Format	TemplateHospital	Duty	Roster	TemplateNursing	Duty	Roster	TemplateSample	Hotel	Duty	Roster	TemplateMonthly
Duty	Roster	TemplateProfessional	Weekly	Duty	Roster	TemplateClassroom	Duty	Roster	TemplateHomeguard	Duty	Roster	TemplateDuty	Lawyer	Roster	TemplateSimple	Cleaning	Duty	Roster	TemplateTeacher	Duty	Roster	TemplateDoctor???s	Duty	Roster	TemplateBSA	Summer	Camp	Duty	Roster	TemplatePatrol	Duty	Roster	TemplateEmployee	Shift
Schedule	TemplateWorkforce	Scheduling	Layout	TemplateStaff	Assignment	Sheet	TemplateVolunteer	Duty	Roster	TemplateBlank	Security	Guard	Roster	TemplateEvent	Staff	Schedule	Outline	TemplateRetail	Staff	Roster	TemplateRestaurant	Shift	Schedule	TemplateManufacturing	Shift	Roster	TemplateEmergency	Services	Duty	Roster	TemplateStaff
Work	Roster	TemplateRestaurant	Staff	Roster	Template7-Day	Professional	Roster	TemplateChildcare	Roster	TemplateOn-Call	Roster	TemplateWeekly	Staff	Roster	TemplateManufacturing	Plant	Duty	Roster	TemplateNight	Duty	Roster	TemplateWeekly	Rotating	Roster	TemplateNurse	Duty	Roster	TemplateWorship	Roster	TemplateLaboratory	Duty
Roster	Template24	Hours	Roster	TemplateCall	Center	Roster	TemplateClass	Duty	Roster	TemplateKitchen	Duty	Roster	TemplatePatrol	Weekend	Camping	Duty	Roster	TemplateRetail	Store	Duty	Roster	Template	Download	your	free	Excel	roster	template	from	the	above	link.	Run	it	and	click	"Enable	Editing".	This	will	let	you	enter	your	shifts	in	the
grid.	Type	your	staff	names	and	hourly	rates	into	the	excel	spreadsheet	under	the	"Name"	column.	After	that,	you	can	optionally	fill	in	your	employees	working	hours	(Number)	and	hourly	rates	($).	Fill	in	your	shifts	on	the	grid.	This	is	typically	done	in	the	format	"9:00am	-	5:00pm".	You	can	optionally	add	areas/positions,	time-off	entries	or	comments
directly	into	the	grid	cells	as	well.	Once	you	have	crafter	your	perfect	staff	roster,	you	can	save	it	as	a	PDF	file	for	printing,	or	email	it	directly	to	your	staff.	To	create	a	monthly	duty	roster	in	Excel,	first	well	create	a	roster	template,	then	fill	the	roster	for	a	specific	month	into	this	remplate	as	an	example.	STEP	1	Make	Monthly	Duty	Roster
TemplateIn	this	template,	there	must	be	headers	for	Serial	Number,	Employee	Name	and	Designation	and	dedicated	cells	for	the	Month,	Days	of	the	Month	and	Date	of	those	days.Download	the	template	from	theDownload	Practice	Workbook	section	belowNow	create	another	Excel	Sheet,	where	we	will	store	a	list	of	the	Months.Rename	the	sheet	as
Months.Enter	January	in	cell	B4.Drag	down	the	Fill	Handle	to	fill	the	names	of	the	other	Months	sequentially.The	list	of	months	is	complete.	STEP	2	Create	Drop-Down	Menu	for	Entry	of	MonthSelect	cell	C4.Go	to	the	Datatab.From	the	Data	Tools	group,	select	the	Data	Validationicon.Select	Data	Validation	from	the	list.A	dialog	box	named	Data
Validation	will	open	up.Select	List	from	the	drop-down	menu	in	the	Allowfield.In	the	Source	field,	enter	=Months!$B$4:$B$15.Click	OK	to	proceed.	Here,	Months	is	the	name	of	the	Excel	Sheet	where	we	put	the	months,	and	the	list	of	months	is	in	the	range	B4:B15.	Next	to	cell	C4,	a	drop-down	menu	icon	appears.	Clicking	it	will	open	a	list	for
choosing	a	Month.We	will	create	our	monthly	duty	roster	for	the	month	of	December.Select	December	from	the	drop-down	list.	STEP	3	Insert	Employee	InformationInsert	the	employee	information	serially	as	in	the	image	below.	STEP	4	Input	Date	and	Duty	on	the	Duty	RosterIn	cellsF4	andG4,	enter1	and2	respectively	(representing	1st	and	2nd
December).Drag	the	Fill	Handle	right	to	fill	all	the	cells	of	Dateup	to	31st	December	serially.Lets	fill	in	the	Dayrow.As	1st	December	is	Thursday,	enter	Thu	in	cell	F5.Drag	the	Fill	Handle	right	to	fill	the	Days	serially.The	rows	for	Date	and	Day	are	complete.	Below	is	what	the	roster	for	the	first	7	days	looks	like:And	below	is	the	roster	template	for
20th	to	31st	December.Our	monthly	duty	roster	format	is	ready.Now	we	can	insert	the	duty	times	of	the	employees	for	the	month.For	example,	here	is	a	filled	in	roster	up	to	7th	December,	where	M	is	for	Morning,	N	is	for	Night	and	A	is	for	Afternoon.And	here	is	the	roster	from	20th	to	31st	December.	STEP	5	Highlight	WeekendsAssuming	there	are
no	shifts	on	the	weekend,	we	will	insert	WO	(Weekend	Off)	on	the	holidays	and	weekends,	i.e.	on	every	Saturday	and	Sunday.Lets	highlight	the	weekends	and	vacations.Select	the	range	F6	toAJ6	(the	overall	monthly	roster	duty	schedule).Click	on	the	Hometab.From	the	Styles	group,	click	on	the	drop-down	menu	of	Conditional	Formatting.From	the
drop-down	menu,	select	Highlight	Cells	Rules	>>	Text	That	Contains.A	window	named	Text	That	Contains	will	open	up.Enter	WO	as	Format	Cells	that	contain	the	text.Select	Light	Red	Fill	with	Red	Texthighlighter.Click	OK	to	proceed.As	a	result,	cells	containing	WO	are	highlighted.Heres	what	our	roster	looks	like	up	to	7th	December.And	here	from
20th	to	31st	December.In	the	last	step,	we	will	insert	an	informational	text	box.Click	on	the	Inserttab.Select	Text	>>	Text	Box.An	arrow	appears,	indicating	text	boxes.Place	this	arrow	where	you	want	to	put	your	textbox.In	the	text	box,	enter	information	relevant	to	the	roster,	such	as	explanations	of	what	M,	N,	A	and	WO	represent.Modify	the	color	of
the	text	and	the	cell	as	desired	using	the	icons	in	the	image	below.	Final	OutputOur	monthly	duty	roster	format	is	ready.In	the	following	figure,	you	can	observe	up	to	7th	December.And	here	from	25th	to	31st	December.Read	More:	How	to	Create	Weekly	Duty	Roster	Format	in	Excel	Download	Practice	Workbook	Monthly	Duty	Roster	Format.xlsx
Related	Articles	Change	How	to	Plan	Duty	Roster?	as	How	to	Make/	Plan	Duty	Roaster?>	How	to	Plan	Duty	Roaster?Do	you	have	to	create	a	duty	roster?	Well,	before	you	start	the	roster,	you	must	take	to	thorough	simple	planning	to	ensure	that	your	entire	human	resource	is	being	deployed	effectively.	To	do	that,	first	of	all,	you	have	to	get
acquainted	with	the	different	designations	in	your	camp	and	their	respective	duties.	Moreover,	check	out	their	shifts,	if	any.Next,	look	into	the	various	activities	to	be	performed	in	the	camp	and	then	allot	your	human	resource	accordingly.	However,	you	must	also	take	into	account	the	current	state	of	each	of	the	camp	members-	if	somebody	is	ill,	you
might	have	to	replace	him	or	her	with	another	one	on	the	duty	roster	in	word.>	What	is	the	Purpose	of	a	Duty	Roster?A	duty	roster	is	a	vital	thing	in	any	camp	or	large	organization	template.	The	main	purpose	of	a	duty	roster	template	is	to	notify	all	the	camp	members	about	their	assigned	tasks	needed	to	perform	to	run	the	camp	successfully.	The
roster	is	generally	prepared	by	the	coordinator	or	supervisor	of	the	camp.	You	may	also	see	Order	Form.Thanks	to	the	duty	roster,	each	of	the	camp	members	know	what	is	expected	of	him	or	her	and	that	too	when.	The	purpose	of	the	roster	is	to	ensure	that	all	the	talents	in	the	camp	are	being	utilized	uniformly	according	to	their	specific	skills	and
knowledge.	The	roster	is	also	made	to	assure	that	nobody	is	forced	to	overperform	or	has	the	chance	to	underperform.	You	can	also	see	attendence	roster	here.>	What	are	the	Benefits	of	Duty	Roster?One	of	the	most	inevitable	benefits	of	a	duty	roster	template	is	that	it	offers	an	organized	structure	to	the	entire	work	schedule	of	a	camp.	The	roster
mentions	which	task	is	to	be	performed	by	whom	and	that	too	when-	so	that	each	member	is	aware	when	he	is	needed.	This	way.	You	may	also	see	Training	Templates.It	becomes	easier	for	him	to	manage	his	other	tasks	on	time	so	that	he	can	keep	himself	free	from	the	camp-related	tasks	when	required.	Moreover,	most	of	the	duty	rosters	also	specify
the	exact	tasks	to	be	performed	by	people	in	each	designation.	This	is	to	assure	that	all	camp	members	have	an	appropriate	idea	of	their	respective	roles	and	responsibilities.	
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