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Clocking In

All staff at Bestco must clock in at the beginning of each shift and clock out at the end.  This is done by entering a personal ID number into a keypad by the staff entrance.  A computer records the clocking in and out times in 24 clock time and calculates the hours and minutes worked.
Complete the time sheet on the next page using the information below.
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Record the clocking in and out times in 24 clock format.

Record the time on shift in hours and minutes.

Time Sheet

	Staff Member
	Clocked in
	Clocked out
	Time on shift

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	










































Your name:


____________________________




















































































































