	COASTAL TRANSPORT CO., INC.

	WEEKLY ATTENDANCE REPORT

	Week Ending Date:
	     
	
	Number of Drivers:
	     

	
	Number of Driver Trainees:
	     

	Completed by:
	     
	
	Number of Office Employees:
	     

	
	Number of Shop Employees:
	     

	Terminal:
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	TOTAL:
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	ATTENDANCE CODES

	1.  Attach Off-Duty Request – Sickness Self (SS), or Sickness Family (SF).

	2.  Attach Personnel Change Authorization, Off-Duty Request, AND Copy of Announcement:

Death in Family (DF), Witness Duty (WD), or Jury Duty (JD)

	3.  Attach Medical Leave Request, AND Copy of Doctor’s Excuse: Medical Leave (ML), Family Medical Leave (FM)

	4.  Give Explanation of Absence – Other (O).

	A
	In Attendance
	SS
	Sickness Self  (1)
	D
	Discipline  (1)
	ML
	Medical Leave  (3)

	T
	Training
	SF 
	Sickness Family  (1) 
	E
	Excused  (1)
	FM
	Family Medical Leave  (3)

	LL 
	Lack of Loads
	DF
	Death In Family  (2)
	X
	Unexcused  (1) 
	O
	Other (4)

	OH
	Out of Hours
	WD
	Witness Duty  (2)
	N
	National Guard  (2) 
	S
	Suspended 

	V
	Vacation
	JD
	Jury Duty  (2)
	W
	Workman’s Comp
	
	


