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Nay t6i 1am don nay xin Ban Giam ddc cong ty, Truéng phong Nhan su, Trudng
@ cho t6i dugc nghi khong huéng luong tir ngady .... thang .. ..

nam.... dén ngay .... thang .... nam.....

Ly doxinnghi O e,

T6i da ban giao cong viéc cho © ....................... trong suot thoi gian tam

nghi.



................................................................................................

To1 cam két s€ tro lai lam viée sau khi hét thoi gian nghi néu trén, néu khong to1

xin hoan toan chiu trach nhiém trude cong ty.
Kinh mong Ban Gidm déc xem xét va chap thuan.

Xin tran trong cdm on!

......... , ngay ...... thang ...... nam
Giam Péc  Truéng phong Nhan Nguwoi quan ly Nguwoi lam don
(Duyét) su (Néu y kién, ky, ghi r6  (Ky, ghi ré ho tén)
(Xac nhan) ho tén)

Hwéng din viét don xin nghi khong lwong

(1) Phu thudc vao noi nguoi lao dong 1am viée: cong ty, co quan, don vi, to
chue,...

(2) Nguoi lao dong nén nim rd co ciu to chic cta co quan, don vi, doanh
nghiép minh dé ghi chinh xac bd phan quan 1y nhan sy c6 thim quyén.

(3) (4) Bo phén, don vi quan 1y truc tiép ngudi lao dong.

(5) Ghi 15 1y do xin nghi, Iy do cang chi tiét, cang hop 1y thi don xin nghi cang
dé duoc chép thuan, phé duyét.

(6) Ghi 10 ho tén, chirc vy, phong/ban/bd phan, thong tin lién lac cua ngudi dam
nhiém phan viéc trong thoi gian ngudi lao dong nghi.

(7) Ghi chi tiét cac cong viéc ban giao, cang chi tiét bao nhiéu ngudi tiép nhan
cang d& dang thyuc hién cong viéc by nhiéu va thuan loi cho nguoi co thim
quyén xét duyét don.

Trén day 1a nhitng ndi dung co ban khong thé thiéu ciia Pon xin nghi khong

lwong. Ngoai ra, tily theo tinh chat va dic thu cong viée, ngudi viét don c6 thé



thay doi, bo sung mdt s6 ndi dung cho phu hop va dam bao yéu cau cong vi¢c

cua cong ty.



