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Application for Leave

休假申请单
                                                                         Date/Time_____________
□Personal Affairs Leave     □Sick Leave     □Annual Leave     □Others
事假                        病假              年假                其他   _________________________________

Name                                                 Department

姓名 ___________________________________           部门       ________________________________________

From-To                                               Days Total  

请假时间________________________________           总天数     ________________________________________

                                                    Reason

      ________________________________          原因       ________________________________________

Annual Holiday- Taken

（Including This Application）                          Annual Holiday-Remained

已休年假天数（包含此次申请） _____________________   剩余年假天数             ___________________________

Work Transfer            Supervisor                Department Manager            Managements
交接人    _________      主管     ___________     部门经理论   ________________             ___________       管理层论   ________________             _____________

Remarks

备注   ______________________________________________________________________________________________
_________________________________________________________________
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