
              GHCD/SOP/RR/F08/Rev.02

: MUHAMMAD SYAZWAN BIN ZULKIFLI Emp. No : QTRZ0159

: QC ENGINEER Company : QUATRIZ SYSTEM

: SOFTWARE Month :

(<=4 hours) (>4/=8 hours) (</=8 hours)  (>8 hours)

0.0 0.0    

  Date:   Date :   Date :

 

Requested By: Confirmed By: Approved By:

………………………………………………… ………………………………………….. ……………………………………….

TOTAL NO. OF HOURS 

(Staff) (Immediate Superior) (Head of Dept./Div.)

MUHAMMAD SYAZWAN BIN ZULKIFLI

OVERTIME CLAIM FORM

Name

Designation

Dept. / Div.

DATE
FROM (Time) TO       (Time)

NORMAL 
DAY

(hours)

REASON FOR OVERTIME 
(SPECIFY BRIEFLY)

ACTUAL O/T DONE NO. OF HOURS AND TYPE OF OVERTIME

REST DAY PUBLIC HOLIDAY

(>8 hours)


