
CYCLE/ ABSENCE REPORT
SCHEDULE FROM TO DUE DATE

C1 4/1/2025 4/30/2025 4/23/2025
C1 5/1/2025 5//31/2025 5/22/2025
C1 6/1/2025 6/30/2025 6/23/2025

5/1/2025
6/2/2025
7/1/2025

• Late absence reports can result in employees being overpaid or underpaid.

• All absence reports are due by noon on the due date, no exceptions. Please make
arrangements to drop off absence reports early if the site will be closed on the due date. 

• It is strongly encouraged that absences are turned in before scheduled breaks.

• Absences submitted that result in an adjustment (such as an unpaid leave) will be reflected on
the warrant that issues on the 1st of the each month.

• If the due date falls on a holiday or weekend, please submit it on the next working day.
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