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	GIẤY LÀM THÊM GIỜ
(OVERTIME REQUEST)



	Từ ngày (From):                                                     đến ngày (to): 

	Nhân viên (Employee): 
	
	CBQL (Supervisor): 

	Đơn vị (Department): 
	
	Đơn vị (Department): 


				
	Ngày
(Date)
	Công việc
(Description of Duties)
	Thời gian
(Time)
	Tổng số giờ
(Total Overtime Hours)
	Ký tên
(Signature)

	
	
	Từ
(From)
	Đến
(To)
	Ngày thường (Weekdays)
	Cuối tuần
(Weekend)
	Ngày lễ
(Holidays)
	Nhân viên
(Employee)
	Đề nghị bởi
(Requested by)

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	Tổng số giờ (Total Overtime Hours)
	
	
	
	
	



	Nhân viên
(Employee)





	Cán bộ Quản lý
(Supervisor)





	Chánh Văn phòng
(Head of Administrative Department)




Hồ Như Hải
	Điều phối Dự án TC
(Project Coordinator)




Kazuki ISHIDA


[bookmark: _GoBack]


· The maximum number of overtime hours/person: 4 hours/day on weekdays; 12 hours/day on weekend/holidays (Please deduct your lunch time or provide detailed schedule when working on weekend)
· The maximum total overtime hours/person: 30 hours/month; 200 hours/year;
· Please submit this form to Administrative Department by the 3rd of the following month;
· Working time must be checked and sent with VJU IP Address. Otherwise, explanation with confirmation by supervisor must be given;
· In case of late check-in/early check-out without official excuse, please deduct your late hours from overtime hour.
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