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Employee Name:                                                                                                Date: 
Employee Number: 
Designation:                                  Department: 
Facility:                                        Month:                                                                                    

  

 

1 2 3 4 5 6 7 8 9 10 
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21 22 23 24 25 26 27 28 29 30 

 
 

         

31 - - - - - - - - - 

 
 

         

Legend: 
 

Working Day of 8 hours  - WD 
Weekend                          - OFF 
Public Holiday                 - PH 
Sick Leave                        - SL 
Study Leave                     - STL 
Annual Leave                   - AL 

EMPLOYEE SIGNATURE: __________________________________________________________ 
 
 
MANAGER SIGNATURE / DATE: ____________________________________________________ 
 
 
HRD SIGNATURE / DATE: ___________________________________________________________ 


