CGU Full-time Research Assistants Attendance List  (    year   month)
Department：      Name：        Notes ID number:        Position:
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	1. Full-time research project staff must sign in /sign out (Attendance is recorded to minutes. Working hours are 8.5 hours per day, including a thirty-minute break. Project director, please confirm your research staff’s actual attendance).
2. If you want to take a leave of absence, please fill out a leave request, state the reason, and submit your leave request on the Notes system。

3. Project director and department chairman need to sign on the attendance list. Please forward the list to the Personnel Office before the 21st of every month. Monthly attendance cycle: 21st of last month to 20th of this month.


Department Chairperson’s Signature             Project Director’s Signature： 
附表五








