續約指示表格
CONTRACT RENEWAL FORM
	甲部  (由非洲廠填寫後送到香港人力資源部)  

Section A : To be completed by the African Company & sent a copy to the HKHR Dept

	同仁姓名Staff Name
	所屬公司Company

	部門Department
	職位Position

	渡假日期Annual Leave will be taken on

	現合約有效日期The Current Contract period is 

	
	由

From
	
	至

To
	

	請於下列的方格內選擇一項:
Please select one of the following items:

	1. 可續約(雙方同意在簽定新合約之前，舊合約條款仍然有效，而舊合約有效期延伸到簽定新合約止)
We are pleased to renew the next year contract with him / her. (Both parties agree that all the existing terms and conditions in the current contract will be extended until the new contract is signed and effective)
2. 不續約 Contract will not be renewed.


	(
(

	3. 其他指示 (請註明)  Others (Please  specify):

___________________________________________________________________________________

___________________________________________________________________________________

	(

	同仁簽名Staff Signature
	主管簽名Supervisor Signature
	總經理簽名GM Signature

	日期Date
	日期Date
	日期Date:


	乙部  (由香港人力資源部記錄)
Section B : To be completed by the HKHR Dept:

	收件日期 Received on
	記錄人 Received by
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