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3 - MAU PON XIN TAM UNG TIEN LUONG KHI NGHI PHEP NAM
TEMPLATE OF ADVANCE OF SALARY DURING ANNUAL LEAVE

[-], [ngay] [thang] [nadm)]

PON XIN TAM UNG TIEN LUONG KHI NGHI PHEP NAM
Kinh gii: - [Tong] Giam doc;
- [Giam d6c]/[Trwéng phong] Phong nhén su; va
- [Ké toan truwéong|/[Giam doc tai chinh].
Ho va tén 2 [H]
Quéc tich ([0]

[Gidy CMNDJ/[Cin cudc cong dan]: []
/[HO chicu] so

Chuc vu S [H]
B0 phéan :[0]
Phong, ban S [H]
Dia chi thuong tra S []
bia chi tam tra S [H]

T6i viét don nay kinh dé nghi Cong ty [I1] xem xét cho t6i dugc tam tng tién lwong trudc khi
nghi phép nam, voi sb 7tién tam ung 1a [[J] Pong Viét Nam (bang chir: [[1]), twong tng vai [[]
ngay nghi phép ndm ké tir [ngay] [thang] [ndm] den [ngay] [thang] [ndm].

[Theo quy dinh tai Piéu 113 cua B¢ luat Lao dong, khi nghi phép nam, nguoi lao dong dugce
tam Ung trudc mdt khodn tién it nhat bang tién luong ctia nhirng ngay nghi].

Ly do tam tng tién luong: Nghi phép nam.

T6i theo day xac nhén va dong ¥ rang, Cong ty s& c6 quyén khau trir s tién tam (mg néu trén
clia toi vao tién lwong ciia thang tiép theo ma t6i s& duoc nhan theo quy dinh tai Hop dong lao
dong [va phu luc Hop dong lao dong].

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

Xin chan thanh cam on. Ngudi lam don

[Ho va tén]
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At [[1], [date] [month] [year]

APPLICATION FOR ADVANCE PAYMENT OF SALARY FOR ANNUAL LEAVE

Respectfully to:

Full name

Nationality

[Identity Card]/[Citizenship identity]/ : [(T]

[Passport] No.

Position

Department

Division

Permanent residential address

Temporary residential address

[General] Director;

2 []
- [H]

0]
: [0]
 [0]
(0]
:[0]

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

[Chief Accountant]/[Financial Director].

I am writing this application to [[]] Company to respectfully request an advanced payment of
salary before taking annual leave. The advanced amount is VND [[]] (in words: [[]]), equivalent
to [[/] annual leave days from [[]] to [[]].

[In accordance with Article 113 of the Labour Code, when taking annual leave, the employee
shall be entitled to an advance payment at least equal to the salary to be paid for leave days].

Reason for advance payment of salary: Taking annual leave.

I hereby acknowledge and agree that the Company shall have right to deduct the advanced
amount above from my salary of the following month that I shall receive as specified in my

labour contract [and its appendix].

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

Thank you.

Applicant

[Full name]



