退職通知書

NOTICE OF RESIGNATION

	退職員工姓名:

Resigned Staff Name:
	中文
	(in English)
	職員級別：

Staff Grading:
	

	所屬公司：

Company:

	
	
	地點：

Location:
	

	職位：

Position:
	
	
	批准退職人姓名：

Resignation Approved by:
	

	最後工作日期：

Last Working Date:
	
	
	批准退職人職位：

Position:
	


	退職原因 (請用正楷填寫)：

Reason of Resignation
(Please in BLOCK LETTER)

	
	
	請『(』於適當位置
Please『(』 in the appropriate box

	 
( 自退 Self-Resigned  ( 退休 Retire  ( 約滿後不續約 NOT renew contract after completion

	( 其他 Others :
	

	
	

	
	

	
	


	請注意事項：
Please be reminded:
	請『(』於適當位置

Please 「(」 in the appropriate box
	請盡列適當之資料：
Please indicate details

	事項 Description
	是 Yes
	否 No
	備註Remarks

	1.
	該員工作機構已支發當地津貼

Local allowance was issued
	
	
	

	2.
	請港處安排離職結算
HKHR Dept to arrange final payment is needed
	
	
	

	3.
	需特別安排的款項
Arrange special payment is needed
	
	
	

	4.
	需設法協助安排該員工作
Provide career assistance is needed
	
	
	

	5.
	該員帶有公物
Carry company belongings to HKHR
Dept
	
	
	詳情已註於附件內，請予點收後簽字寄下

Pls check in the attachment and sign back to African Company

	6.
	需要安排接收公物
Arrange pickup for company belongings
	
	
	

	7.
	需按合約期比例扣取機票費

Deduct air ticket fee on prorate
	
	
	

	8.
	其他 

Others
	
	
	


	填表人：

Prepared by:
	
	
	廠負責人：

Approved by:
	

	日期Date:
	
	
	日期Date:
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