給假通知書
LEAVE APPLICATION FORM
請按步驟填寫此表格 Kindly follow the instruction to fill out this application form:
1) 先由非洲廠替即將渡假的同仁填妥甲部後，並於渡假前兩星期把它送交香港人力資源部。The factory needs to fill out all the information at the Section A and deliveries it to the Hong Kong Human Resources Department (HKHR Dept) at least TWO weeks before the employee takes the leave. 
2) 假期完畢及確實同仁返廠後，人力資源部會填妥乙部再把它送回非洲。 After confirming the day of returning schedule with staff, the HKHR Dept needs to fill out the Section B and return a copy to the factory.
3) 同仁返廠後，再由非洲廠把丙部填妥及把它送港，以便安排支薪事宜。Upon the employee reporting to duty, the factory needs to fill out the Section C and returns it to the HKHR Dept for preparing the employee's remuneration.

甲部  (由非洲廠填寫)    Section A : (To be completed by the African Company)
	所屬公司Company
	職位Position
	部門Department

	同仁姓名Staff Name
	護照種類及號碼Passport Type & No.
	有效期Valid Date

	住址Address
	聯絡電話Contact Tel No.


	如遇緊急情況可聯絡人 Person to Contact In case of Emergency

	與同仁關係Relationship
	聯絡電話Contact Tel No.

	同仁是否已安排驗身

Body Check Required
	(
	已安排在非驗身

No, Already done
	(
	已安排在外地驗身

No, Already arranged
	(
	請港處安排驗身

Yes, Please arrange

	給假性質

Leave Category
	(
	(1) 年假 Annual Leave
	由From
	至To

	
	(
	(2) 病假 Sick Leave
	由From
	至To

	
	(
	(3) 婚假 Marriage Leave
	由From
	至To

	
	(
	(4) 喪假 Compassionate Leave
	由From
	至To


	
	(
	(5) 無薪事假 No Pay Leave
	由From
	至To

	
	(
	(6) 其他 Other
	由From
	至To

	是次同仁機票費用負擔Responsible Party for the Employee's Air-ticket Fare
	同行家屬人數Dependant Accompany in this Trip
	家屬機票費用負擔者Responsible Party for the Dependant's Air-ticket Fare
	備註Remarks

	離非航班

Departure Itinerary
	航班Flt No.
	抵達地點Arrival at
	日期Date
	廠負責人Approved by

日期 Date

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	回程航班

Returned Itinerary
	
	
	
	

	
	
	
	
	

	
	
	
	
	


乙部  (由香港人力資源部填寫)    Section B : (To be completed by the HKHR Dept)
	上述同仁將於下列時間回非洲廠 Please be advised that the Staff will be returning to African company in the following schedule
	上述同仁尚有以下日數之餘假，如在工作情況許可下，敬請安排同仁在下次渡假時盡量取用餘假。 Please be advised that this Staff still have the following day(s) accrued in his/her annual leave balance, kindly arrange appropriate schedule with Staff

in his/her next annual leave.

	航班Flt No.
	抵達地點Arrival at
	日期Date
	

	
	
	
	

	
	
	
	

	
	
	
	負責人Approved by
日期 Date

	
	
	
	


丙部  (由非洲廠填寫)    Section C : (To be completed by the African Company)
	上述同仁已於此日期返廠工作The employee is reporting to duty on this day_____________________________
	廠Company

	(
	請按期付薪，無需扣薪 Please arrange the employee's salary Paying in Full
	負責人Approved by

	(
	請於下期薪金內扣薪________________天 Please take out ______________ day(s) for No Pay Leave
	

	備註欄 Remarks
	日期 Date


           日days
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