Employee Statement Form for Attendance Issues

This employee statement form sample is designed to address attendance issues by providing a structured way for
employees to explain their absences. It helps ensure clear communication and proper documentation within the
organization. Using this form can assist in resolving attendance discrepancies efficiently.

Employee Name:

|

Employee ID/Number:

|

Department:

|

Date(s) of Absence/Lateness:

|

Reason for Absence/Lateness:

Corrective Action/Explanation:

Additional Comments (optional):

Employee Signature:

|

Date:

Submit Statement
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