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Notice on the Resumption of Attendance System
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To strengthen the management of labor discipline and
attendance statistics, based on the layout of office locations and access
control attendance systems of various departments, the company will
resume the operation of the attendance system starting on April 25,
2023. The relevant requirements are as follows.
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—. Centralized Clock-in £ F37TF
All formal employees of the company (including PMC personnel) are
required to clock in and sign in at the designated area on time.
AEFAERNRT (4 PMC AR MERERXBHETFEE,

(—) Access control and attendance punching location | ]2 & %
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Available Locations

RGMEHR

Personnel Category

AR H

Gate C8/C8 K| 1fiA @

All Employees/C8 A 1WA A R

North Entrance/Exit (Office Building)

AR

Office Personnel(Office Building)
AP NAR (& PMC)

West Entrance/Exit (Office Building)

AARET AT

Office Personnel(Office Building)
AP ANR (& PMC)

South Entrance/Exit (Office Building)

AR AT

Office Personnel(Office Building)
BAEBAAR (& PMC)

South Entrance/Exit (Canteen)

IAREERT AT

Office Personnel(Office Building)
BAEBAANR (B PMOC)

No.2 East Entrance/Exit (Canteen)

e (BT RMIT 2

Office Personnel(Office Building)
BAEBAANR (B PMC)

No.3 East Entrance/Exit (Canteen)

ke (BT) KM 3

Office Personnel(Office Building)
AP AAR (B PMC)

Maintenance Building No.110

Office Personnel(Maintenance Building)

R B 110 AT L5 BB AAR
Maintenance Building No.112 Office Personnel(Maintenance Building)
R 112 dfE BB AAR
Maintenance Building No.208 Office Personnel(Maintenance Building)
R 454 208 B EESNAR
Maintenance Building No.215 Office Personnel(Maintenance Building)
BRECH 25 HE—HEEXRE BB#AAAR
Maintenance Building No.313 Office Personnel(Maintenance Building)
BB 313 REH AN E BB XA R
Maintenance Building No.318 Office Personnel(Maintenance Building)
BB 318 BB AR




(=) Attendance Clock-in/Out Time % &7 & bt |5
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Regular Daytime Attendance Clock-in/Out Time

¥EERTEBTFHE

Working Hours

T fE B ]

Attendance Clock-in/Out Time
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Morning 4

Afternoon T4

Monday-Friday
A—ZR%

Before 8:00 AM

8 MZH

After 17:30 PM

17:30 YL B

Shift Attendance Clock-in/Out Time

BIEAREGITFoEE: (ETH)
Attendance Clock-in/Out Time
Working Hours
ZHFHRHE
T eI
Morning 4 Afternoon T4
Before 8:00 AM | After 20:00 PM %
Day Shif & 3%

Lt 8 Kz

20:00 L5

Night Shift & I

Before 20:00 PM

B 20:00 2 57

After 8:00 AM
(Next Day)

K HLEF8:00 25




—. Actual Arrival time of each department £ 52 br 3 K B g
According to the work business and production operation
characteristics of the department, and considering the commute
distance and related requirements of pre-inspection for shift handover,
each department shall formulate the specific time of actual arrival of
employee and carry out internal supervision and implementation.
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=. Attendance Data Statistics 3T F & E L1t

(—) Adjustment of Teams and Personnel A 5 34 &%
If any team needs to make personnel adjustments, each department
shall submit a monthly adjustment report to the Human Resources
department.
ARBREELAN, BEABTEALKBAAKFERREG K

(Z) Attendance Clock-in/Out & /37 F
1.Each department is required to verify the daily attendance records.
If there is any abnormal attendance, a written report must be
submitted to the Human Resources Department. If an employee is
unable to clock in or sign in on time due to system failure, the employee

should promptly report to the department administrator, and the



department administrator will provide feedback to the Human
Resources Department.
1, £HNAN G EFHORBTEXN, BEFHREH, EHIR
RXAERERA. ERARAEERERA TR EHRTFEE, RTH
BEEEMITIEE R|AE, dWITFEHRRKREANFER.
2.Employees must personally attend the attendance check-in. It is
strictly prohibited to clock in or sign in on behalf of others, engage in
attendance fraud, or deliberately damage their employee badge.
2. RTHBNHMERAZFITFE£E, PERATF. TFREBEHK
REFTHETH.
3. If an employee forgets to clock in or sign in, they should report to
the department administrator on the same day and fill out the "
Abnormal Clock In Registration Form" indicating the reason. After
the department leader signs and confirms it, it should be reported to
the Human Resources Department for the current month.
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(=) Data Statistics 3X3& &t it
The human resources department will collect and review attendance
reports submitted by various departments as the main basis for

monthly salary payment.
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If the above regulations are violated, relevant measures will be taken
according to the regulations. If employees encounter any problems
when using the attendance system, please promptly provide feedback
to the Human Resources Department.

WHER ERHAEW, HREANFEREAARRTER, FHH
FRAAER TR EME AR, FAWIAERIREANFER.

Notice is hereby given.
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