EXCUSED ABSENCE WORKSHEET

EMPLOYEE’S NAME
DATE
TIME
SHIFT
INITIALS


 / /




NATCA ARTICLE 19  (   NAGE ARTICLE 16  (  NON-BARGAINING UNIT  (
NOTES:













NOTIFICATION:  You are requested to provide information that supports your request for excused absence on the above noted date.   
Your response is due 

/
/
.  
I WILL RESPOND IN WRITING ( and/or ORALLY (. (Check) 
REPLY IN SPACE PROVIDED or ATTACH ADDITIONAL PAGES.








Employee Signature


REVIEW TEAM RECOMMENDATION


DISPOSITION
       APPROVE  (




 APPROVED  (
RESCIND  (




RESCINDED  (
Management







Approving Official

Union (For Article 19/16 requests only)

