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Note :
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Over time should be based on the real demand of jobs. The colleague or section head fills the description, estimated hours and estimated hours. Then,
pass this sheet to section head, director and Resource & Administration Office. It should be finished by over time to start.
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In the next day of over time, the colleague will fill the actual overtime period, over time hours, and he/she has option to choose make-up off or get the
over time pay. Then, pass this sheet to section head, director and Resource & Administration Office. RAO will turn this sheet to section head.
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The over time should not exceed 4 hours per day. During holiday, it should not exceed 8 hours. It should not exceed 46 hours per month.
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If the over time will cover meal time, the over time will be deducted one hour. If colleague still work at the meal time, he/she can make remarks.
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At the end of month, turn this sheet to Resource & Administration Office for processing. Please keep it cautiously.
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If he/she chooses to take a make-up off, please use it in three months. He/she can use the two hours as the least off unit.
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