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TIME TRAK ADJUSTMENT FORM 
 
NAME: ________________________    CAMPUS WIDE ID# _________________ 

 
DATE: ___________        DEPT. # ___________ TITAN CARD# _______________ 
 
ADJUSTMENT: Time In                   _____________ 
         Out to Lunch        _____________ 
         In from Lunch        _____________ 
                       Time Out                 _____________ 
 
REQUEST:          Overtime                 _____________   hour(s)/minutes 
 
REASON:          _______________________________________________________ 
                    _______________________________________________________ 
                            _______________________________________________________ 
   
_________________________                                   __________________________ 
Employee Signature                           Date                                                            Supervisor Signature/ Approval            Date             
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