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Leave Application Form
	中文项目
	English Item
	填写内容

	姓名
	Name
	

	中文名（如有）
	Chinese Name (If Any)
	

	性别
	Gender
	

	国籍
	Nationality
	

	护照号码
	Passport No.
	

	学号
	Student ID No.
	

	学生类别
	Student Type
	□ 本科生 Bachelor
□ 硕士研究生 Master
□ 博士研究生 Doctor
□ 交换生 Exchange Student

	所在学院
	School / College
	

	所学专业
	Major
	

	入学时间
	Entrance Date
	

	联系电话
	Contact Phone No.
	

	电子邮箱
	E-mail Address
	

	住址
	Address
	

	请假开始日期
	Leave Start Date
	

	请假结束日期
	Leave End Date
	

	请假总天数
	Total Days of Leave
	

	请假目的地
	Leave Destination
	

	详细行程安排（外出时填写）
	Detailed Travel Itinerary (Fill in when going out)
	

	紧急联系人姓名
	Emergency Contact Name
	

	紧急联系人电话
	Emergency Contact Phone No.
	

	请假事由
	Reasons for Absence
	


个人安全承诺 Personal Safety Commitment
本人已知晓学校关于留学生请假的相关管理规定，请假期间将严格遵守马来西亚法律法规，注意自身人身与财产安全，所有个人行为产生的一切后果由本人自行承担，按期返校后第一时间办理销假手续。
I have fully understood the relevant regulations of the university for international students. During the leave period, I will strictly abide by Malaysian laws and regulations, pay attention to my personal and property safety. All consequences caused by my personal actions shall be borne by myself. I will complete the leave cancellation procedure immediately after returning to school on time.

申请人签字Applicant Signature：
日期Date：
学校审批意见 Approval Opinions	
	序号No.
	审批人Approver
	签字和日期Signature &Date

	1
	导师/辅导员意见
Supervisor / Counsellor
	

	2
	学院院长意见
School Dean
	

	3
	学生办公室意见
Students Office
	


备注 Notes
1.此申请表一式三份，学生本人、所在学院、学生办公室各留存一份。
1.This form is made in triplicate. The international student, the student's school, and the Students Office will keep one copy respectively.
2.请假期满须按时返校，返校后3个工作日内到学生办公室办理销假手续，逾期未返校且未提前说明情况者，将按学校违纪相关规定处理。
2.You must return to school on time when the leave expires, and complete the leave cancellation procedure at the Students Office within  working days after returning. Those who fail to return on time without prior explanation will be dealt with in accordance with the university's disciplinary regulations.
3.病假超过3天须提供医院开具的正式医疗证明。特殊情况请具体咨询学生管理办公室。
3.For sick leave longer than 3 days, an official medical certificate issued by the hospital is required. For special circumstances, please consult the Student Office for specific information.
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