[Restaurant name]
Time Edit Approval Form
Employee name: ________________________________________
Position: ________________________________________
Date of shift: ________________________________________
Location: ________________________________________
What needs correcting
☐  Missed clock-in
☐  Missed clock-out
☐  Missed meal break punch
☐  Worked through an unpaid break
☐  Clocked in under the wrong job or rate
☐  Other
	 
	Time recorded
	Correct time

	Clock in
	 
	 

	Break start
	 
	 

	Break end
	 
	 

	Clock out
	 
	 



Reason for the correction: ________________________________________
Job or rate worked (if more than one): ________________________________________
I confirm the corrected times above are the hours I actually worked.
Employee: ____________________________   Date: ______________
Manager on shift: ____________________________   Date: ______________
Edit entered in the timekeeping system by: ________________________________________
Date entered: ________________________________________
Starting draft from Back of House Ops (backhousehr.com). Edit it to fit your restaurant. It is not legal advice.
