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B¢ 2

Overtime Application Form ¥t 8%

A. Prior to overtime work

Employee’s name/ 7 L 44:

Application date/Hi# H #-

Department/&B[7]:

OT date/4lIn¥E H #:

Project code to cover the OT fee(if need)/ ¥t HIH 5 (WRFE) .

Reason for Overtime work/JNEE 5 [A]:

Supervisor’s prior approval to perform overtime/JNPEAT R ] 28 P & L.

Supervisor’s signature/£: B %5 Date/ H ]
B. After overtime work
Paid OT/S A N 2k ik
Date/ [ 1] Start Time End Time Time off in Lieu ¥
k FFURET [7] S I A (EIR NN (Only for national
statutory day)

Total number of overtime hours/INFEI} $ =it

Employee’s Signature/ i1 T.24%: Date/ H ##:

Supervisor’s signature/£s #45 : Date/ H #:

Remarks:

1. Minimum hours one can apply for: >=1 hour;
2. Normal working hour a day: 7.5 hours, extra hours can be applied and calculated separately;

3. Advanced application is required;
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