
What message appeared on clock?

Time Clock Adjustment Notice
Temp. Badge # Used: Date:

Name: (Please Print) Dept.: Regular Shift: Good Days:

Missed Punches / Changes
No Clock-In (date): Actual Arrival Time: No Clock-Out (date): Actual Departure Time:

To: Payroll

Reason couldn’t punch?

Schedule Changes          

Employee’s Signature: Date: Supervisor: Date:

Approved                            Disapproved

DRC 1439 (Rev 05/04) DISTRIBUTION: WHITE - Payroll CANARY - Employee PINK - Supervisor ACA 4064

Date(s) Regular Schedule
In Out

Schedule Change
In Out

Reason

No Clock-In (date): Actual Arrival Time: No Clock-Out (date): Actual Departure Time:

No Clock-In (date): Actual Arrival Time: No Clock-Out (date): Actual Departure Time:

Permanent Temporary

Change From: Effective Date: Change To: Ending Date:

Good Day Change          Permanent Temporary

OPI
Pr i n t
Shop


