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Supervisor] Recipient

i Select “month”

| —
Supervisor needs to verify the \
activities and hours each time.

\ If you are tutoring at home,
notify your supervisor by email

at any time of the start of
tutoring, the end of tutoring, the

start of break, and the end of
break (tutoring resumes).

\\Email records must be kept for7/

Total time is automatically
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The tuotor's seal is not
necesarry.
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*Tutors in charge of two or more students must enter their
names
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The supervisor must handwrite \
his/her department, position, and

name. An electronic seal or
signature is also acceptable.The
original paper version of the
attendance sheet must be
submitted to Student Affairs Team
by the 25th of each month.In case
of electronic seal, please ask your

Qpervisor to submit it as data to J




