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DAILY ABSENTEEISM RECORD
INSTRUCTIONS
Immediate supervisor will complete this form when an employee is absent from duty for any reason. It will be used for Emergency Annual Leave, Sick Leave, AWOL and LWOP.  Form is to be filled out at time request is made, kept in Time and Attendance Schedule Folder, and later filed by the timekeeper.    (BE SURE THIS INFORMATION IS RECORDED ON THE WORK SCHEDULE).
SCHEDULED DATE OF
DUTY
TYPE OF
LEAVE
EMPLOYEE CALLING
DATE
HOUR
NO. HOURS
EMPLOYEE REQUESTED TO
CALL EVERY DAY
EMPLOYEE REQUESTED TO
BRING M.D. CERTIFICATE
DATE EMPLOYEE IS EXPECTED
TO RETURN TO DUTY
LEAVE BEGINNING
LEAVE ENDING
YES
NO
YES
NO
REASON INDIVIDUAL STATES FOR ABSENTEEISM
SIGNATURE OF SUPERVISOR TAKING MESSAGE
REMARKS (Supervisor's reply to employee, etc.)
AF IMT 2581, 19740301, V2
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