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[Company Name]
[Company Address]											
[Contact Number]

	Job Card Number: [Unique Identifier]
Date Issued: [Date]
	Project/Client Name: [Name]

	Job Description: [Brief description of the task or project]
	Assigned To: [Employee's Name]
Department/Team: [Department or Team Name]



	Start Date: [Date]
Estimated End Date: [Date]
Actual End Date: [Date] (To be filled out upon completion)


	Materials/Tools Required:
[List of materials and tools required for the job]

Job Instructions:
[Step-by-step instructions or specific details about the job]


	Safety Precautions:
[List any necessary safety precautions or procedures]



Time Log: 
	DATE
	TIME IN
	TIME OUT
	HOURS WORKED
	WORK DONE

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



	Supervisor's Signature
	Employee's Signature
	Client's Signature (To be signed upon completion)
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