

PLEASE USE THIS FORM FOR ANY CLASSES MISSED UNDER ANY CIRCUMSTANCE

[bookmark: _GoBack][image: ]    		                                           Plans for Classes to be Missed

Instructor Name: Click here to enter text.		Date(s):Click here to enter text.
(to be absent)

Purpose: Click here to enter text.
	Date
	Hour
	Class
	Room
	Cancel/Sub

	Click here to enter a date.	
Begin Time:
Click here to enter text.
End Time: Click here to enter text.

	
CRN:
Click here to enter text.
Class:
Click here to enter text.

	Click here to enter text.

	
Cancel
☐

Sub
☐

	Click here to enter text.    
	
Begin Time:
Click here to enter text.
End Time:
Click here to enter text.


	
CRN:
Click here to enter text.
Class:
Click here to enter text.

	Click here to enter text.

	
Cancel
☐

Sub 
☐


	Click here to enter text.	
Begin Time:
Click here to enter text.
End Time:
Click here to enter text.

	
CRN:
Click here to enter text.
Class:
Click here to enter text.

	Click here to enter text.

	
Cancel
☐

Sub
☐


	Click here to enter text.	
Begin Time:
Click here to enter text.
End Time:
Click here to enter text.

	
CRN:
Click here to enter text.
Class:
Click here to enter text.

	Click here to enter text.

	
Cancel
☐

Sub
☐


                    Recommended Plan
	Click here to enter text.
	Preferred Sub: Click here to enter text.

	


	Click here to enter text.
	Preferred Sub: Click here to enter text.

	


	Click here to enter text.
	Preferred Sub: Click here to enter text.

	


	Click here to enter text.
	Preferred Sub: Click here to enter text.



Instructor Signature: ______Click here to enter text.______

V.P. Instruction: ____________________________________________________ 		For Office Use Only 


	☐Copy to Instructor After VP Approval
	☐iMARCS 
	☐Request to be Absent

	Employment Recommendation	
	☐Absence Calendar
	☐Cancellation Notice

	Yes ☐            No  ☐       (copy)
	☐Counseling Notification
	☐Online Cancellation

	Certification of Qualifications
	☐Keys Distributed
	☐Twitter 

	 Yes  ☐          No ☐        (copy)	
	
	☐Absence Report 
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