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2 - MAU DON XIN PHEP NGHI HANG NAM
TEMPLATE OF APLICATION FOR ANNUAL LEAVE

[[1], [ngay] [thang] [nam]
DON XIN NGHI PHEP NAM
Kinh giri: - [Tong] Giam doc
- [Giam d6c]/[Trwéng phong] Nhan su
- [Ong]/[Ba] [O], Quan Iy true tiép ciia B phan [J]
Ho va tén [
Quéc tich (0]

[Gidy CMND]/[Cén cu6ce cong dan]/ : [(]
[HO chiéu] so

Chure vu S [H]
B phén 0]
Phong, ban S [H]
Dia chi thuong tra 2 [H]
bia chi tam tra S [H]

T6i viét don nay kinh dé nghi Cong ty xem xét va cho phép t6i-dugc nghi phép nam tir ngay
[[1] thang []] nam dén hét [ngay] [thang] [ndm] (S6 ngay nghi: [[]).

Ly do nghi: [[1].

T6i cam két s& ban giao cong viéc cho nhitng ngudi, bd phan, phbng ban c6 lién quan trudc
khi nghi phép theo ding quy dinh cia Cong ty va quay tr¢ lai lam viéc ding ngay dé dinh sau
khi két thiic thoi gian nghl phép. Trong truong hop ¢ cong viée gip can lién hé, Cong ty co
thé lién lac véi t6i qua sd dién thoai [[]] hodc dia chi email [[]].

Kinh mong Ban lanh dao Cong ty xem xét va chap thuan yéu cau chinh dang cua toi.

Xin chan thanh cam on.

Nguwoi lam don
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[Ho va tén]
At [0], [date] [month] [year]

APPLICATION FOR ANNUAL LEAVE

Respectfully to:

[|General] Director;

- [Director]/[Manager| of the Human Resource Department;
and

- [Mr.]/[Ms.] [O], Direct Manager of [(]] Department.

Full name S [H]
Nationality S [H]
[Identity Card]/[Citizenship identity]/ : [[]]
[Passport] No.

Position S [H]
Department ;O]
Division 2 [H]
Permanent residential address :[]
Temporary residential address S [H]

I am writing this application to respectfully request the Company to consider and approve my
annual leave from [[7] to the end of [[/] (the total number of annual leave days: [[1]).

Reason for taking annual leave: [[J].

I hereby undertake to assign all pending work to relevant persons, departments and divisions
before taking leave in accordance with the Company’s regulations and resume to work on the
working day after the registered leave period. If there is any urgent work, please contact me
via the phone number [[7] or email address [[1].

I do hope the Company will consider and approve my proper request.

Sincerely yours,

Applicant




