EMPLOYEE LATE ARRIVAL

Name:___________________________________  Date:_________________________

Reason late for work on:

Date:___________________ Time:___________________________

Please state the reason for being late for work:

_______________________________________________________________________

_______________________________________________________________________

_______________________________________________________________________

Check One:

__________ First Time

__________ Second Time

__________ Third Time

__________ Fourth Time

                                                                                     _____________________________

                                                                                                Employee Signature

***After the 4th time being late, or if late once more than 15 minutes, please give completed form to manager.

