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Sign-in / Sign-out Sheet for Employee-Based Administrative Assistants / Temporary Workers for the
Higher Education Sprout Project (L3, L6) Administered by NTU Office of Academic Affairs
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(The employee should keep the sheet for future inspection by the authorities concerned after it is checked by the Project
Director and the Head of the Unit.)
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(The employee should sign in and out according to actual working hours; the employee and the Project Director shall bear all
liability for any untrue records, as stipulated in NTU regulations.)
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(The employee should fill in the date when s/he is supposed to work and the type of and the reason for a leave of absence if

s/he fails to sign in and out due to the leave of absence.)






