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Employee’s Name  Designation  

Department  Signature 
 

 
T i m e Day 

(Sat, Sun…) 
Date 

From To Hour (s) 
Reason (s) 

(Please attach details if needed) 
      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

   Total Hours      
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