Clocking Exception Log

(NAME _________________________________________________       (PAY PERIOD DATE ________________ TO ________________

	WRITE IN DATES (
	SUN
/
	MON
/
	TUES
/
	WED
/
	THUR
/
	FRI
/
	SAT
/
	

	CLOCKING EXCEPTIONS
	TOTALS  COLUMN

	MISSED PUNCH   (WRITE IN TIME)

REASON FOR NOT CLOCKING (

	IN

OUT


	IN

OUT
	IN

OUT
	IN

OUT
	IN

OUT
	IN

OUT
	IN

OUT
	

	WORKED THRU LUNCH
(AUTOMATIC DEDUCTION WILL BE DELETED)
	(
	( 
	( 
	( 
	( 
	( 
	( 
	

	TOOK .30 LUNCH BUT MISSED PUNCH
(AUTOMATIC DEDUCTION WILL NOT BE DELETED)
	( 
	( 
	( 
	( 
	( 
	( 
	( 
	

	ON-CALL PAY – RECORD HRS. WORKED
	| 14 HRS.
	| 16 HRS.
	| 16 HRS.
	| 16 HRS.
	| 16 HRS.
	| 16 HRS.
	| 14 HRS.
	TOTAL HRS.
ON CALL:
	TOTAL HRS. WORKED:

	PRECEPTOR BONUS – RECORD HRS.
	
	
	
	
	
	
	
	TOTAL HRS.:

	HOURS WORKED
	TOTALS  COLUMN

	REG. HRS. WORKED
	
	
	
	
	
	
	
	REG HRS.


	OT HRS.



	WEEKEND OPTION
	
	
	
	
	
	
	
	WEO30

	SHIFT DIFFERENTIAL
	
	
	
	
	
	
	
	SHIFT DIFF

	EDU. / COURT / MILITARY / ORIENTATION
	
	
	
	
	
	
	
	EDU. HRS.

	HOURS TAKEN

	VACATION
	
	
	
	
	
	
	
	VAC
	

	SICK
	
	
	
	
	
	
	
	SICK
	

	COMP
	
	
	
	
	
	
	
	COMPU
	

	HOLIDAY
	
	
	
	
	
	
	
	HOL

	BIRTHDAY
	
	
	
	
	
	
	
	BH

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	TOTAL


COMMENTS: ______________________________________________________________________________________________________________________

	I CERTIFY THAT THE ABOVE HOURS ARE CORRECT.

EMPLOYEE’S SIGNATURE _______________________________________________________  DATE _______________________________

MANAGER’S  SIGNATURE _______________________________________________________  DATE_________________________________


	· ACCUTIME AUTOMATICALLY DEDUCTS .50 FOR LUNCH AFTER 6 HRS. WORKED.

· REPORT TIME IN EVEN OR QUARTER HOUR INCREMENTS:  .25, .50, .75

· YEAR END MAXIMUM ACCRUALS:  VAC. 240 HRS. / SICK 960 HRS. / COMP 240 HRS.




