	高雄醫學大學專題（專案）研究助理請假申請單
Kaohsiung Medical University Leave Request Form for Project Personnel

	申  請  人
Applicant
	

	單       位
Unit
	
	電      話
Contact Tel No.
	

	職       稱
Position Title
	
	編      號
Employee ID
	

	假       別
Leave Type
	
	地      點
Destination
	

	經 費 來 源
Funding Source
	

	計 畫 編 號
Project No.
	
	合約編號
Contract No.
	

	請 假 日 期
Period of Leave
	自   年   月   日(星期   )上/下午   時    分
                                       共   天   時
至   年   月   日(星期   )上/下午   時    分
From: hh:mm AM/PM, Day of the Week, YYYY/MM/DD
To: hh:mm AM/PM, Day of the Week, YYYY/MM/DD
Total:      Day(s)     Hour(s)

	請 假 事 由
Reason for Leave
	

	申  請  人
Applicant’s Signature
	
	計畫主持人
PI’s Approval
	

	人資室業務承辦人
by HR Office
	


備註Remarks：
一、此單由人力資源室承辦人核章後，擲回原計畫單位存查，請計畫主持人妥善保存5年。Upon HR Office’s countersignature, this form is to be returned to the project unit for record-keeping for 5 years by the Principal Investigator.
二、請二日以上病假、產前（檢）假、娩假、流產假、育嬰留職停薪、陪產檢及陪產假、婚假、喪假、公假、公傷假、補休，應檢附相關證明文件。For sick leave, pre-maternity leave, maternity leave, miscarriage leave, pregnancy checkup accompany and paternity leave, wedding leave, funeral leave, Official leave, occupational sickness leave, and compensatory leave of two or more days, relevant supporting documents must be attached.
三、請任何假別，請於請假日前或後三日的簽到退備註欄註記「xx年xx月xx請xx假x天/時」，例如：108年9月23日欲請特休假1天，於108年9月22日或事後9月24至26日的簽到退備註欄位註記「1080923請特休假1天」；請公假者備註欄位註記「1080923請公假1天」。For any type of leave, please mark the "Year, Month, Day, Leave Type, Number of Days/Hours" in the sign-in and sign-out remarks column three days before or after the leave date. For example, if you want to take one day of annual leave on September 23, 2019, please mark "20190923 Annual Leave 1 Day" in the remarks column on September 22 or on September 24-26; for official leave, please mark "20190923 Official Leave 1 Day" in the remarks column.
四、請事假為扣全薪，病假及生理假為扣半薪，例：請事假1天扣1天薪資，請病假(生理假)1天扣半薪。Personal leave is deducted at full pay, while sick leave and menstrual leave are deducted at half pay. For example, taking one day of personal leave results in one day of salary deduction, and taking one day of sick leave (menstrual leave) results in a half-day salary deduction.
