Notification of Absence
	Submitted By:
	

	Date:
	


	Date and time of planned absence
	

	Name of person replacing you during your absence
	

	How did you notify your team member
	


	Date and time of planned absence
	

	Name of person replacing you during your absence
	

	How did you notify your team member
	


	Date and time of planned absence
	

	Name of person replacing you during your absence
	

	How did you notify your team member
	



Signature of person making request

Signature of approval (Janet Weaver or Amy Willis in Janet’s absence)

Reminder…type information (not hand printed).  Submit one copy to Janet and one copy to Amy and one copy to each person who is working in your absence

