
  

OVERTIME SUMMARY RECORD 

 

REF NO.: SLG/HR-A/FRM/OSR12/1.1 ISSUE NO.: 01 REVISION NO.:01 EFFECTIVE DATE: 01 MARCH 2021 

 

Name  Position  

Site  Month  

 

No. Duty Start Duty End Total Hours Description 
Signature 
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Manager 
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Total Hour    

Rate/Hour (RM)    

Amount (RM)    
 

Request by: Checked by : (Manager) Approved by (Director) 

 
 
 

(Signature) 
Name: 
Position 
Date 

 
 
 

(Signature) 
Name: 
Date: 
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Date: 
 

 


