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Ask the reason (artificial damage should be 

compensation according to the original cost. If 

the damage is caused by work , write the 

reason, and sent it to the director to signature 

and confirmation.) 

询问其原因（人为损坏按原价赔偿，工作原

因，写出其原因让部门总监签字确认） 

Fill out the Clothing Damage List, and 

report it to the Personnel Department, 

and make a good record. 

填写衣物破损单，上报人事部，并做

好记录 

Replacing uniform 
procedure 

更换制服程序 

 

Confirm the time that each department replacing their 

uniform, and the opening hours of Uniform Room 

确定各部门制服的更换时间和制服房营业时间 

When staff replacing their uniform   must 

ensure that there have no name brand and 

personal items in the pocket. 

员工更换制服时必须确保口袋里无名牌等

私人物品 

 

 

 

Check whether the 

uniform have any damages 

检查是否有破损 

Good records of replace and clean. 

做好换洗记录 

Replace dirty uniforms with clean uniform, 

in one-for-one. 

制服以脏换净，以一换一 
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No 

否 

End 
结束 


