簽發同仁工作証明信申請表
WORKING CERTIFICATION APPLICATION
	申請人姓名Staff Name:
	

	所屬公司 Company:
	


	申請工作証明信理由 Reason of this application:



	証明信內容 The contents of the letter will be:

	(
	需列明薪金 Need to indicate Salary within the letter 
	(
(
(
	現在Current Year
最後工作年Final Year of Serving

由From_______________至To_______________

	(
	需列明職位 Need to indicate Position & Title within the letter
	(
(
(
	現在Current Year
最後工作年Final Year of Serving
由From_______________至To_______________

	(
	需註明收信人的姓名及所屬機構.
Need to specify the addressee’s name and company
	(
	無需註明，可用 "To Whom It May Concern"
No need to specify the addressee, please use 

“To Whom It May Concern”


	取信方式

The letter 

will be handled as:
	(
	直接送回非洲廠給同仁 Letter will be sent directly to the applicant at his / her African company

	
	(
	由 *同仁自取 / 家屬取信 Letter will be picked up by the *applicant or applicant’s dependant
家屬姓名Name of Dependant_____________________________________________________

到港處領取信日期 Date of picking up the letter at the HKHR Dept ______________________

	
	(
	工作証明信請寄往以下之地址 Please send the letter to the follow address:

___________________________________________________________________________

	申請人簽署
Applicant Signature:
	
	收申請表日
Date of Application


	非洲廠負責人
Responsible person at the Company
	
	日期
Date:

	香港人力資源部負責人
Responsible person at the HKHR Dept
	
	日期
Date:


	家屬領取信後簽收

Dependant signature after picking up the letter
	
	日期
Date:


* 刪除不適合者 delete if inappropriate
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