

Clock in/out Reconciliation Form

This form is to be completed where an employee has clocked in or clocked out at times that differ to their actual start and finishing times.  For example, where an employee clocks in earlier than their rostered time to avail of employee provisions such as breakfast/tea/coffee.

Name of employee:									

Position:										

Date of Early/late Clock in/out:								

Start Time: 		              							_______

Clock-in Time:			_____________________________________________

Finishing Time:                               ______________________________________________

Clock-out Time:                               ______________________________________________

Reason for Early/late Clock in/out:______________________________________________

Signature of Employee:								______

Signature of Manager:									

Date:				_____________________________________________


