
Time Card Adjustment Form

Employee Name

Work Date

Hours

Reason

Approval Signature:

Employee Signature:

Original to Payroll Department

Final
Approval by:

Date:

Form: TC_ADJ101.pdf

Note: All Time Card Adjustment forms must be submitted to your supervisors before the end of the pay
period.  If the adjustment form is received late, it will be made up on the next pay period.
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