Change Working Day / Change Day off Request Form

Date .....coooviii

To HR & GA Sect. Manager
From oo, ID Code .....ovvvvvevnnnen. Position .........cc.cceiinen. Section ..o
Subject Request to Change Working Day / Change Day off

As perthe sectionof .............coiiiiiiii has the necessary to Change Working Day / Day off
From ..o Shift...ee TiMe oo
THE CauSE fTOM thiS IS ... et et ettt et et e
By shall come to comeinsteadon ...............cooiiiiiii . Shift oo TiMe.. ..o

Please be acknowledged and in informed to the section concerned and your subordinate to know

this scheduled.

Best regards.

Approved by Approved by
Dept. Mgr. / Factory Mgr Sect. Mgr.
Date ..o Date ..o
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