SOCIALIST REPUBLIC OF VIETNAM
Independence – Freedom – Happiness
____________________
APPLICATION FOR LEAVE OF ABSENCE
To:
     – Company Management: ................................................
     – Human Resources Department
Full name: ..........................................................
Position: ..........................................................
Department: ..........................................................
Contact number: ..........................................................

I respectfully request leave from .... / .... / ........ through .... / .... / ........
Total requested leave: ........ working day(s).
Reason for leave: ....................................................................................
I have arranged for the handover of my pending responsibilities to: ................................................
I will resume work on the agreed return date.
Thank you for considering my request.
................, ngày ...... tháng ...... năm ........
	SUPERVISOR
	APPLICANT

	(Signature and full name)
	(Signature and full name)






