	人事異動申請單
Personnel Change Request Form
DOC NO.001
	
Avalon Oss Renovation & Construction Ltd
   103-6554 175 st, Surrey 
E- mail: info@avalonoss.com
T: 778.986.6999 
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	姓名
Name
	
	原部門
Original Department
	
	原職位
Original Position
	
	入職日期
Date of Joining
	

	工號 
Employee ID
	
	新部門
New Department
	
	新職位
New Position
	
	到職日期
Date of Arrival
	

	異動類別Change Type
	□  任用  Employment    □  升職  Promotion              □  降職 Demotion              □  調職Transfer                       □  免職  Dismissal          □  降薪  Salary Reduction    □  調薪 Salary Adjustment   □  轉正Regularization      □  復職  Reinstatement

	原部門工作評估
Original Department Job Evaluation
	工作態度評估
Attitude Evaluation
	

	
	工作能力評估
Work Ability Evaluation
	

	
	工作業績評估
Job Performance Evaluation
	

	
	其他評估Other Evaluations
		

	區分Division
	職務Position
	級別Level
	底薪Basic Salary
	津貼Allowance
	合計Total

	原薪Original Salary
	
	
	
	
	

	調整薪Adjusted Salary
	
	
	
	
	

	綜合評估Comprehensive Evaluation
	會議考勤Meeting Attendance
	
	培訓參加Training Participation
	
	月平均事病假Monthly Average Sick Leave
	

	
	曠工紀錄Misconduct Record
	
	遲到早退Lateness/Early Departure
	
	上月考核得分Last Month's Performance Score
	

	總經理
CEO
	
	營運經理
COO
	
	人事部
HR 
	
	接收部門
Receiving 
	

	執行日期Effective Date
	以上異動從                   年            月            日        開始執行
Above changes to be effective from Year/ Month/ Day



備註 : 本表由異動人員所在部門主管填寫
Note: This form is to be filled out by the department supervisor of the personnel undergoing the change.
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