
NOTICE OF AN ABSENCE 
 

 
TO:               
 
 

   Date:                                    
                     

Div./Dept.:                                    
 

Name:                                    
 

 (signature)                                     
 

 

Here I report an absence at work as follows: 
 
 
 
 
１ Date of an absence:          /          /          
     
 
 
 
２ Reason: 

approval 
 


