同仁續假申請表 
LEAVE EXTENSION APPLICATION FORM
	甲部  (由香港人力資源部填寫後送到非洲廠)  
Section A : To be completed by the HKHR Dept & sent a copy to the African Company for Approval

	申請人姓名
Staff Name:
	

	所屬公司
Company:
	

	原准假期為
Original Approved Leave:
	自                     至 
From                   To  
	共                天

Total             Days

	續假期

Applied Extension Period:
	自                     至 

From                   To  
	共                天

Total             Days

	申請續假原因

Reason for Applying Leave
Extension:
	
	同仁聯絡電話號

Contact Tel No:



	申請人簽名

Applicant Signature:
	
	日期 Date:

	人力資源部負責人簽名
Responsible Person at the
HKHR Dept Signature:
	
	日期 Date:


	乙部  (由非洲廠填寫後傳真到香港人力資源部) 
Section B : To be completed by the African Company

	1.
經審查後，請港總處依照以下的結果執行，並通知申請同仁。

After reviewing, please execute one of the following as indicated and advise the applicant the result:
屬有薪事假，續假期內，照常發薪 

The Extended Leave is considered to be REGULAR ANNUAL LEAVE, please pay the applicant as normal.
屬無薪事假，續假期內，扣薪__________天

The Extended Leave is considered to be NO PAID LEAVE, please deduct the applicant’s ________day(s) of pay.

屬病假，申請同仁必須於回廠後呈上合法醫生証明書，再計算扣薪天數

The Extended Leave is considered to be SICK LEAVE, please deduct the applicant’s pay, if any, after the applicant sends in his/her Sick Leave Certificate from certified doctor.

	
2.
不准續假。(請註明原因) This application is NOT APPROVED and the reason is (are) as follows :


	核准人Approved by:                                             日期Date:


	丙部  (由香港人力資源部填寫後留檔案) 
Section C : To be completed by the HKHR Dept

	已於    年     月      日把非洲廠的審查結果通知申請同仁

On _____________________, the HKHR Dept has notified this application result to the applicant.
負責人 Person in charge at the HKHR Dept:                                                                          
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