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Application for over-time work 加班申请表


加班申请表

Application for over-time work

	Project / Department

项目/ 部门


	

	Name

姓名
	

	Post

工作岗位
	

	Reason for over-time work

加班原因
	

	Content of work

加班内容


	

	预计加班时间

Assume over-time amount
	日期/ Date:                             

时间/ Time:

	实际加班时间

Actual over-time amount
	日期/ Date:                             

时间/ Time:

	部门经理(主管)签字:
Signed by the dept. Manager:
	调休或其他方式/take rest in future or other ways:



	负责人签字

Signed by Executive Director or General Manager or Assigned Person:

	调休或其他方式/take rest in future or other ways:
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