National War College – Absence Request Form
 

	The instructions below assume that you can open this form in MicroSoft Word and that you are using the NDU Outlook e-mail system (not WebMail). Instructions in brown apply to cases in which you do not have access to Outlook.
Instructions:
 

1. Open this form in MicroSoft Word (not your web-browser)
2. Fill in all fields below.
3. In the MS Word toolbar above, Select “File,” “Send To,” then “Mail Recipient.”

4. If you have access to NDU’s Outlook e-mail system, when your e-mail screen appears, select the e-mail addresses for the personnel listed on the form as per the following instructions:

a. Student Requestor - address the Faculty Advisor in the “TO” address line and “CC” all others

b. Faculty Advisor - Reply to the email with either “Recommend Approval” or “Recommend Disapproval” in the appropriate section of the form and send to both the Dean of Students  and the Student Requestor in the “TO” address line. “CC” all others.

5. Select “Send a Copy” when complete

6. If you are using a non-NDU Outlook e-mail service, you will need to know, at a minimum, the NDU e-mail addresses of the NWC Dean of Students and your own Faculty Advisor. If necessary, you can save this form with your current info and send it as an attachment using WebMail or your personal e-mail service. 

 


 

 

Student Requestor Name:        COMMENTS   \* MERGEFORMAT  

 

Committee Leader:                                                                                         
 

Committee Faculty Member:                                                                        
 

Service/Agency Chair:       
 

Faculty Advisor:       
 

Seminar Leader:       
 

Dean of Students:       
 

Date Requested:       
(Please specify what hours you expect to miss unless you need the whole day.)
 

Reason:        

  

Faculty Advisor Recommendation
Recommend Approval:            
Recommend Disapproval:      
 

Dean of Students Decision: 
Approved:                  Disapproved:       
Comments:      
