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ABSENTEE REPORT
	Absentee Report

	Name
	
	Employee Number
	

	Department
	
	Shift
	

	Absent from work from
	
	Till
	

	With Permission □  Without Permission □

	Reason for absence:  Accident □ | Illness  □ | Vacation  □ | Personal  Affairs □ | Jury service □ |No work □  

	Unknown □ | Other □. If ‘Other’, explain reason: 

	

	Expected to return to work on:                                                         at (Time)

	To be paid for time out?  □  | No payment for time out □  | Time to be made-up Yes □  | No □  

	Reported by 
	
	Approved by
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