PEMBERTON TOWNSHIP
DAILY EMPLOYEE ABSENCE OR TARDINESS REPORT

(REPORT TO BE SUBMITTED TO PERSONNEL DEPARTMENT BY 8:30 AM)

DATE:_____________________________
DEPARTMENT: ______________________

EMPLOYEE NAME:  _____________________________________________________

COMPLETE ALL INFORMATION BELOW:

EMPLOYEE HAS CALLED IN AND WILL BE _________ABSENT __________ LATE

REASON:  ________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________

EMPLOYEE HAS NOT CALLED IN BEFORE THE COMPLETION OF THIS REPORT.  ABSENT WITHOUT PRIOR APPROVAL.

COMMENTS:  _______________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

COMPLETED BY:  ____________________________________________________________

DATE & TIME:  __________________________________________________

REPORT RECEIVED BY:  _______________________________________________________

DATE & TIME:  _________________________________________________

DATE KEYED:  ___________________

