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

PON XIN NGHI PHEP
LEAVE APPLICATION FORM
Kinh guri:
To:
TO1 tén:
My name is:
Chtrc vu:
Position:

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

Tu ngay: dén ngay:
From: To:

Ly do:

Reason:

Trong thdi gian nghi phép, t6i s& ban giao day du cong viéc cho dong nghiép cua toi
During vacation, I will hand over the work to my colleagues

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

Tran trong.
Your faithfully

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

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