[Organization Name] Operations Template
Wurk Manager Closeout Record
End-of-shift record for manager attestation, unresolved timekeeping items, and payroll-risk follow-up in cannabis retail operations.
Replace bracketed placeholders before using this document in production. Operational guide only; not legal advice.
Closeout Snapshot
	Field
	Entry

	Location / shift
	[Insert location and shift]

	Closing manager
	[Insert name]

	Review time completed
	[Insert time]

	Open payroll-risk items
	[Insert count]

	Escalated to HR / payroll
	[Yes / No / Name]


Open Items Carry Forward
	[Employee / team]
	[Issue]
	[Owner]
	[Due next]
	[Risk if unresolved]
	[Resolved]

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Manager Attestation
All active shifts for this location were reviewed.
Missed punches and pending approvals were cleared or assigned an owner.
Any exceptions carried forward were documented with a follow-up time.
Known payroll-risk items were escalated before close.
Manager signature: _______________________________
Date / time: _____________________________________
Revision Notes
Template reviewed: May 11, 2026
Prepared for: [Store / facility / manager team]




