OFFICE SYMBOL  (690-700a)
DATE

MEMORANDUM FOR EMPLOYEE NAME & WORK ADDRESS 

SUBJECT:  Time and Attendance

1.  The purpose of this memorandum is to inform you that your excessive leave usage is impacting on the workload requirements of this organization.  Excessive absences from your position create understaffed operations and place an extra burden on others to accomplish your work in addition to their own.  

2.  A review of your attendance record since DATE reveals that you have used NUMBER OF ANNUAL LV HOURS hours annual leave and NUMBER OF SICK LV HOURS hours sick leave.  This equates to approximately PERCENTAGE OF TIME of the available work hours.

3.  An essential element of employment is to be on the job when one is expected to be there.  Your excessive absenteeism is having a direct impact on your work and the ability of this organization to meet its mission.  The policy of the Department of the Army and this installation is to grant sick leave in all bona fide cases.  While I do not question the legitimacy or need for your absences, I am concerned about your fitness for duty and the effect it is having on your performance and must caution you regarding your excessive absences.  I am concerned about the impact your absences will have on you successfully meeting your performance objectives.  

4.  This memorandum is intended to serve as a preventive measure with the expectation that you will respond more cautiously to leave privileges and your time and attendance.  Please feel free to discuss this memorandum with me.
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