CONG TY TNHH VIET NAM NIPPON STEEL PIPE

A L5 29, 30,31,32,43, KCN Noi Bai, Quang Tién, S6c Son, Ha N&i, Viét Nam VNSP

NIPPON STEEL Tel: (+#84-24) 3582 0537 | Email: info@vnsp.vn | Website: www.vnsp.vn

LEAVE APPLICATION

Contact person during leave (*) Address, telephone number to contact during leave (*)
ID: 436 Section: ADM (nguoi lién lac trong thoi gian nghi) (Dia chi, dién thoai lién lac trong thoi gian nghi)
0988277703
NAME: TRAN THI THU THUY
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Remarks:
1. (A): Leave History(Lich sit nghi); (Al): Total Leave( Téng s6 phép); (A2): Leave remain( S6 ngay phép con lai) (B):Date( Ngay lap gidy phép) (C): Leave Period( Thoi gian nghi)
AL: Annual leave(Phép ndm) P.P: Per. Paid(Viéc riéng) ; U.P: Unpaid (Khéong luong) (D): Total day( S6 ngay nghi) (E): Type of leave(Loai phép)
N.M: Normal( Binh thudng) U.R: Urgent( Dot xudt) ;  S.I: Social Insurance ( Huong BHXH)

2. Personal paid leave: Marriage, Funeral, Male employees who have wife giving birth & female employees taking care of baby of 1 year old & smaller.( Nghi viéc riéng huong luong gdm nghi cudi, tang 18, nam

CNV ¢6 vg sinh con & CNV nit cham con dudi 1 tudi)
3. Social insurance leaves: S Inc. sick, maternity, etc. Medical certificate is required
( Nghi BHXH gdm nghi ém, thai san v.v. phai kém theo xéc nhan kham bénh ciia bac s§. Nhan vién s& bj trir lrong thang va nhan tién trg cdp BHXH

Personal file Approved by Persondl file Approved by
4. Process of getting normal leave application: Applicant (woker & staff) <> Section Manager Applicant ( Section Manager)«» GD / DGD
Inform Inform
to \ to
Timesheet PIC - ADM Section Timesheet PIC - ADM Section
Luu file Duyét Luu file Duyét
Trinh ty xin nghi phép thong thuong: Nguoi lam don (CN&NV)« Truong Phong Nguoi lam don (Truéng phong)«—> TGP / PTGD
Théng bdo Théng
cho bdo cho
Ngudi phu trach chdm céng - Phong HC Ngudi phu trach chdm céng - Phong HC

5. Applicant must send a copy of "Leave application” to Timesheet P.I.C on 20th every month, if the date 20 is on VSP day-off, this application must be sent on the prior working day (Hang thang ngudi lap don
phai guri 1 ban photo cho ngudi chdm cong cua phong HCNS vao ngay 20, néu ngay 20 roi vio ngdy nghi ciia cong ty thi s& chuyén vao ngay lam viée trude do)
Rev:2  Code(mi sb): F-AD-LA-6.2.2-01
This document is VSP' properties.
Any copy or re-change without VSP's permission is illegal

(*) : Required - bt budc dién vao



