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	UniPrint
Time Clock Adjustment Form



	Name
	Employee ID #


	Missing Clock In/Out  (circle applicable selections)

	Date
	Time
AM  /  PM
	Clock
IN  /  OUT

	Date
	Time
AM  /  PM
	Clock
IN  /  OUT

	Explanation


	Lunch Adjustment

	Date
	Lunch Length

(in minutes)
	Date
	Lunch Length

(in minutes)

	Date
	Lunch Length

(in minutes)
	Date
	Lunch Length

(in minutes)

	Date
	Lunch Length

(in minutes)
	Date
	Lunch Length

(in minutes)

	Date
	Lunch Length

(in minutes)
	Date
	Lunch Length

(in minutes)


	Compensatory Time Earned in Lieu of Overtime Pay

	Date(s) Comp

Time Requested
	Note - Total overtime worked in a day must be taken as either overtime pay or compensatory time earned.  Daily overtime cannot be split among the two.


	Differentials (Printing Services Only)

	Date
	Total Hours
	Code (circle applicable)
HP = Headpressman     F = Foreman     SS = Short-staffed      APO = Assistant Press Operator

	
	
	HP        HP-OT        F        F-OT        SS         SS-OT         APO          APO-OT

	
	
	HP        HP-OT        F        F-OT        SS         SS-OT         APO          APO-OT

	
	
	HP        HP-OT        F        F-OT        SS         SS-OT         APO          APO-OT


	Employee Certification

	Employee certifies that all information provided on the Time Clock Adjustment form is true and complete to the best of his/her knowledge.  Falsification of this form is grounds for disciplinary action, up to and including dismissal.  Employee understands that approval of this request is contingent on the availability of adequate leave balances and has reviewed the leave explanations and documentation requirements.

	Employee

Signature
	Date

	Supervisor

Signature
	Date
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