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Department Head#fi| )% HR Manager A /] Bt I #F 27 General Manager H3#
Abbreviations to be used: RS W: Working day Ww: L{EH 0: Day Off 0: KEH PH: Public Holiday PH: ~KEH
V: Vacation Leave v: Fg DD: Day dieu DD: #:fkH DL: Death leave DL: #&
A: Absent Unpaid A: EFRE S: Sick Leave S: MR U: Unpaid Leave U: EHRE
US: Unpaid Sick Leave US: EF#il ML: Maternity Leave ML: R
W: Working Day w: TfER
V:When a person is on vacation we mark his absence with V initials. V: ATHRER, FHFBVIREZA TR,

0: Day Off. If this day off falls on a public holiday we still mark that day with H. 0: kB H. HREABRIGAALEAH, HOME.

H:Is a public holiday declared by the government and should be marked for all employees who took a day off on that public holiday. H: HBUFATRIAKREH, FrakEn R TEHsaeaiRE.

DL:Is marked when someone is on death leave. DL: #brEf T AT HE.

DD:Is marked when a person is compensated for his lieu day worked. In other terms he worked on an off day or a public holiday and now came the time for his compensatory leave. This should be supported with Back ups

DD: A THEA TIEAMBA (ERADDIRE. #]52, BENSREMNZA THREHRABA TENEBM. kA dFEHRA TEIE.

S: is a sick leave S: MREASHRE.

US: is an unpaid sick leave and marked for a person who is still under probation or has been exceeded the annual sick leave limit US: EFME. A TUE BRI & O 4 57 & IR HE FUShRE.

ML: is a maternity leave ML: FRERMLERE.

U:This is marked for employee who is on an approved unpaid leave. U: B Tt LH K@ AubeE.

A:Is marked for a person who is absent and is not to be paid for that particular day. This includes people who join late after a paid vacation. A: A LH¥IFFT XA FHKE{ERANGE, EQEHFRHFARBEZFRIMAT,
Employee number: is to be filled by the corresponding Employee ID number. A T&S R THEESFHESH.

Your compliance with the legend mentioned above will facilitate the whole process. WERMELL ERENASERE, SRR RELTRIEE.

The grey area should not be touched, since it automatically calculate the results of the abbreviations you input. WM REXR, BEHAsTEFRANAESSER. HRD-F-44 ED1



