Tén coéng ty/Company’s name

PHIEU NGHi PHEP/ FORM OF LEAVE APPLICATION

Ho va tén/ Full name: Bb phan/ Dept:

Sé ngay xin nghi phép/ Number of leave: ..... days
TW ngay/ From date: ............. dén ngay/ To date: .............

Ly do nghi phép/ Reason for leave: .............

Sé dién thoai lién lac trong khi nghi phép/ Contact number during leave: .............

Ngwei dé nghi/ Requested by Ngw&i phu trach

Approved by Line Manager
Ngay/ Date: .............

Ngay/ Date:
Trwéng phong Hanh chinh Nhan sw Giam doc
Approved by HR & Admin Manager Approved by Director
Ngay/ Date: Ngay/ Date:

( Phan ghi cta nhéan vién Hanh chinh Nhan su/ For HR & Admin staff only )

Tinh trang nghi/ Leave status: )
O Phép nam/Annual leave 0O Khéng hwéng lwong/Unpaid O Ché dé/leave with full pay

Phép ton ndm trwdc

Balance of annual leave from previous year
Sb ngay Phép trong nam

Number of annual leave for yea year

Sé ngay da nghi trong ndm

Taken leave in the year

Sb ngay nghi phép trong dot nay

Number of leave for this application

Sb ngay nghi phép theo ché dé khac

Other leave

Sb ngay phép con lai trong nam
Balance of annual leave for year




	PHIẾU NGHỈ PHÉP/ FORM OF LEAVE APPLICATION

