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




CONG HOA XA HQI CHU NGHIA VIET NAM
THE SOCIALIST REPUBLIC OF VIETNAM
Poc 1ap — Tw do — Hanh phic
Independence — Freedom — Happiness

skfeskeskesk
PON XIN NGHI PHEP
LEAVE APPLICATION FORM

Kinh giri:

To:
To61 tén:
My name is:
Chure vu:
Position:

Nay t6i lam don nay xin dé nghi 1anh dao cong ty cho toi nghi phép
Now I am writing this to get the approval by the Board of Directors for my leave of
absence

TU NZAY: e, GEN NGAY: oo,
From: ..o 0. e ——————
Ly do:

Reason:

Trong thoi gian nghi phép, toi s& ban giao ddy du cong viée cho dong nghiép cia toi
During vacation, I will hand over the work to my colleagues

Kinh mong Ban Giam Ddc cong ty xem xét chap thuan.
I sincerely hope the Board of Directors would consider and approve my leaving.

Tran trong.
Your faithfully
Ngay/date ... thang/month ... nam/year ...

X4c nhan cua cong ty Nguwoi lam don
Confirmation of the Company Applicant



CONG HOA XA HQI CHU NGHIA VIET NAM
SOCIALIST REPUBLIC OF VIETNAM
Poc lap - Tu do - Hanh phuc

Independence - Freedom - Happiness
kskskkek

PON XIN NGHI PHEP
APPLICATION FOR LEAVE

Kinh gwi/To:

Toi tén 1a/My full name is:
Chtrc vu/Title:
B6 phan/Department:
Hom nay, toi lam don nay dé xin Ban Giam dbc va Phong nhan su cho t6i nghi 1am ngay/I
write this application to get the leave of absence approval by the Director Board and
Division of Administration and Human Resource in the period from: ...1.../... dén/to ..1.../...
Ly do/Reason:

[ ] Nghi phép nim/Annual leave

[ ] Nghi énv/Sick leave

[] Nghi thai san/Maternity leave

[ ] Nghi khong hudng lwong (Orther paid leave)

[ ] Nghi hudéng luong khac (Unpaid leave)
Kinh mong Ban Giam dbc xem xét va chap thuan cho toi nghi phép vao thoi gian trén./I hope
that the Director Board and Division of Administration and Human Resource will consider
and approve my application.
Xin chan thanh cam on!/Sincere thanks!

Ngay/date ... thang/month ... nam/year ...

GIAM POC NGUOI LAM PON
DIRECTOR ’ APPLICANT
(K1, ghi 10 ho tén, dong dau) (Ki, ghi 1o ho tén)

(Signed, full name and sealed) (Signed and full name)



PON XIN NGHI PHEP
APPLICATION FOR LEAVE

Kinh giki:
To:

Ho va tén
Full name:
Hién dang lam viéc tai:
Currently working at:
Vi tri:
Position:
Hom nay t6i 1am don nay kinh mong Ban Giam ddc xem xét cho toi nghi phép tir ngdy .../.../... d&én ngay
ol

Now I hereby apply for respectfully propose: Board of Director can approve for me to leave from .../.../...
to../...0...

Ly do nghi phép:

Reason for leave:

Kinh mong Ban Giam dbc xem xét va giai quyét cho t6i dugc nghi phép.
I respectfully request Director for consideration and approval.

Tran trong.

Yours sincerely.

...,ngay ... thang ... ndm ...
..., date ... month ... year ...

Phé duyét ciia Giam doc Nguwoi lam don
Approval of the Director Applicant
Ki, ghi 6 ho tén, dong dau Ki, ghi 15 ho tén

(Signed, full name, and sealed) (Signed, full name)



	PHIẾU NGHỈ PHÉP/ FORM OF LEAVE APPLICATION

