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PERSONNEL REPORT  
人事报告 
 
 
PROPERTY NAME 
物业名称: 

 MONTH 
月份 

 

 
PREPARED BY 
编制人 : 

 APPROVED BY  
批准人 : 

 

 
 Index 索引  
 Turnover Report 营业额报告  
 Turnover Chart 营业额图表  
 Payroll Report 薪资表  
 Manning Report 人员配备报告  
 Manning Chart 人员配备图表  
 Accident Report 事故报告  
 Sickness Report 疾病报告  
 New Starters Report 新员工报告  
 Leavers Report 离职人员报告  
 Transfer/Promotion Report 调动/晋升报告  
 Nationality Breakdown 国籍分类  
 Visa Reconciliation 签证核对  
    
    
 
 
A copy of this report should be submitted to the mentioned personnel by the 10th of each month  General Manager 
截止至每月十号，应向指定人员提交本报告的副本。      总经理 
            Department Heads 
            部门主管 
            Corporate Human Resources 
            公司人力资源部 
 
A monthly presentation should be done, by the Personnel Department, to all Department Heads 
人事部每月应向所有部门主管进行陈述， 
to analyze all figures and address any concerns 
分析所有数据并解决任何顾虑。 
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NEW STARTER REPORT 
新员工报告 
 
 
 MONTH: 

NAME OF NEW  STARTER新员工姓名 POSITION 
职位 

SOURCES OF RECRUITMENT 
招聘来源 
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LEAVERS REPORT 
离职人员报告 
 

 MONTH: 

NAME OF LEAVER 离职人员姓名 DEPARTMENT 
部门 

REASON FOR LEAVING 
离职原因 

   

   

   

   

   

   

   

   

   

   

     
 
 
 

TRANSFER/PROMOTION REPORT 
调动/晋升报告 
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MONTH: 

NAME OF EMPLOYEE PROMOTED OR 
TRANSFERRED 

晋升或调动员工姓名 
DATE 
日期 

POSITION 
职位 

DEPARTMENT 
部门 

HOTEL 
酒店 

FROM 
从 

TO 
到 

FROM 
从 

TO 
到 

FROM 
从 

TO 
到 

        

        

        

        

        

        

        

        

        

        

     
 
 
 


