MONTH: DEC/24
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‘i El Emma Green

Use this sheet to record whenever employee is not working or available for work. Absences can be planned or unplanned, paid or unpaid,

depending on the company ” s policies and the employee ” s circumstances. This template is generally more structured to record the unpaid time
off that employees can take for personal or professional reasons, such as education, training, volunteering, or sabbatical. Leave of absence is
usually requested and approved in advance by the employer, and may have a limit or a condition.
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