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Time Clock Exception 
 
Name_______________________________________ Positon__________________________ 
 
 
 

   Lunch  Time 

Day Date Time In Out Lunch In Out 

Monday      

Tuesday      

Wednesday      

Thursday      

Friday      
 
 
Exception being made for the following reason: 
 

 Failed to scan hand 
 

 Clock would not scan hand 
 

 Other- Please explain  
___________________________________________________________ 

 
 

___________________________________________________________ 
 
 
 
Employee Signature ____________________________________ Date _________________________  
 
 
 
 
 

INTEROFFICE USE ONLY 
 

 Exception is approved and changes will be made in payroll 
 

 Exception is NOT approved and NO changes will be made in payroll 
 
 
 
Supervisor Signature___________________________________ Date____________________________ 

Form MUST be signed by Direct Supervisor 


