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Date: -—----=—-

To:

Director, Personnel Affairs

I would like to inform you that the above employee:

« [] reported to duty upon completion of his
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[] has not reported for duty upon completion of
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[] isnotcomingto WOrk SinCe .....cceceeemsunissran:

until this date.

(] wasabsent from duty Off ooooocieiinnnicenns Ah,
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[] was late for duty and reported to work at ........
[0 Leftthe office early at ..occoveremrincmninnninenn
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Department Head’s comments and
recommendation:

Name of Department Head:
Job Title:

Signature:
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