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Missed punch correction

Name Date

Complete and give to your supervisor.

Problem Answer Problem Answer

1. Employee name 5. Reason

2. Date of missed punch 6. Employee signature and date

3. Punch missed (in / lunch out / lunch in /
out) 7. Supervisor approval

4. Correct time

Notes
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Answer key — Missed punch correction
# Problem Answer

1 Employee name

2 Date of missed punch

3 Punch missed (in / lunch out / lunch in / out)

4 Correct time

5 Reason

6 Employee signature and date

7 Supervisor approval

Notes


