
 
 

OFFICIAL BUSINESS FORM 
 
Date: Choose a date. 
 
Name of Employee: Click or tap here to enter text.​ Department: Choose an item. 
 
Date of Official Business: Click or tap to enter a date.​  
Time: Click or tap here to enter text.to Click or tap here to enter text. 
 
Reason/Nature for Official Business  
Click or tap here to enter text. 
 
 
 
 
 
Approved by: ​ ​ ​  
 
Department Head:Choose an item.​ ​ ​  
 
 

 


