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Leave Application Form 

	學生姓名
Name
	
	學生聯絡電話
Student’s phone number
	

	實習機構名稱
Internship
Organization
	
	實習機構電話
Contact phone number
	

	實習機構指導主管
Name of
Organization
Supervisor
	

	假別
Leave Type
	□ 病假 Sick Leave  
□ 事假 Personal Leave (需事先辦理 must be applied in advance)

	證明文件
Supporting Documents
	□ 是 Yes  □  否 No

	請假日期
Start and End Date
	自     年     月     日     時 起
至     年     月     日     時 止
From________________(YYYY/MM/DD/Time)
To  ________________(YYYY/MM/DD/Time)
	共計時日
No. of days and hours
	

	請假原因
Reason
	

	實習單位指導主管簽章
Signature of
Organization
Supervisor
	



學生簽名Student Signature: ____________  日期Date: ____________(YYYY/MM/DD)
備註Remarks: 
1. 若申請病假超過三天，須附上醫療證明作為請假依據。
If the sick leave is over 3 days, the medical document MUST be submitted as supporting material.
2. 個人事假須於請假前將此表格附實習機構指導主管簽名後，以電子檔方式提交至本學程辦公室；病假則可於返崗後補交此表格。
For personal leave, this form must be submitted to the Global ATGS office in digital format with the signature of the organization supervisor before the leave starts. For sick leave, this form can be submitted after returning to work.



