CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap — Tw do — Hanh phic

PON GIAI TRINH

(V/v: Quén chdm céng ngay .....

Kinh gtri:
* Anh/Chi: ceeeeicieececee e, —Quan Iy trwee tiép
e Phong Nhan sy — Cong ty [Tén doanh nghiép]

Toi tén la:

HO VA teN: o,

M3 nhan vién: ......ccceeeenne

ChlPC VU: e,

BO phan / Phong ban: .....c.ccccvvveeeveeeeneennn.

SE dién thoai I8N h&: v

T6i xin trinh bay sw viéc nhw sau:

Vao ngay ..... / e / 20.....,trong ca lam Vi€cC .....ceccvvvvrecieecreenenne

du theo dung quy dinh cla Cong ty. N&i dung cu thé nhw sau:
Gi® vao ca theo lich phan cong: .....c.ccoeevvenneee.

Gi® ra ca theo lich phan cong: ........ccoeeeveenneeee.

Gi® vao / gid ra d3 ghi nhan dwoc (néu co): woveeeeeennne...

Ly do quén / khdng cham CONE: w...vveeeveeveeeereeen

Minh chirng k&ém theo (néu cé):

/20....)

, t6i d3 khong thwe hién chdm cong day

O Anh chup man hinh trao dbi cong viéc trong khung gi® néu trén

O Email / tin nhan trao ddi cong viéc
O Xac nhan cla ddng nghiép hodc quan ly truc tiép
LI KRAC: ettt et e

T6i cam két ndi dung trinh bay trén 1a ding sw that. Trwdng ho'p théng tin khong chinh xac, ti xin hoan toan

chiu trach nhiém trwdc Cong ty theo N&i quy lao ddng va cac quy dinh lién quan.

Kinh d& nghi Quan ly trwc tiép va Phong Nhan sw xem xét, phé duyét bd sung céng cho tdi vao thdi gian néu

trén.

T6i xin tran trong cdm on.

Trang 1/2

[Dia danh], ngay ...... thdng ...... nam......



NGUO'l LAM DON QUAN LY TRUC TIEP XAC NHAN PHONG NHAN SU’ PHE DUYET
(Ky, ghi ré ho tén) (Ky, ghi ré ho tén) (Ky, ghi ré ho tén)

Két qua xt ly (danh cho Phong Nhan sw):
[J Bongy bd sung cong theo dé nghi

[0 KRONG AONG Y, IV 0O et eeee e eeeseeeeennes
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