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CONG HOA XA HOQI CHU NGHIA VIET NAM
Déc lap - Tu do - Hanh phic

PON XIN THOI VIEC

Kinh gtri: Ban [anh dao CONg ty.......ccceeviiieriiiiiieieeieeieceeee e

T6i rat 1dy 1am tiéc vi s& khong con lam viée tai Cong ty ............. trong thoi gian sap t6i. Toi
quyét dinh nhan vi tri cong viéc mai dé tim thém co hoi phét trién méi, phu hop voi chuyén mon

va kha nang lam viéc cua toi.

T6i thyc sy 1iy 1am vinh du 16n dugc 1am viée tai day trong thoi gian qua. Trong qua trinh lam
viéc tai ddy, Cong ty di cho t6i c6 dugc may man lam viéc voi nhitng ddng nghiép cung véi mot
mdi trudng 1am viéc tt. Toi xin chan thanh cam on Cong ty da tin twdng toi trong sudt thoi gian

vira qua va chiic cho Cong ty chiing ta s& dat dugc nhimng thanh céng nhu mong mudn.

Vay t6i lam don nay xin dugc nghi viéc tr ngdy ................... To6i s€ ban giao cong vige cua

minh mot cach day di va co trach nhiém.
R4t mong dugc sy giup dd cua Ban lanh dao Cong ty

T61 xin chan thanh cam on!

Y Kién ciia trwéng by phan
Nguwoi lam don

2. Pon xin théi viéc danh cho cong nhan
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CONG HOA XA HOQI CHU NGHIA VIET NAM
Poc lap — Tu do — Hanh phuc

(Tinh/ Thanh phd), Ngay... Thang... Nam...
PON XIN THOI VIEC
Kinh gtri: Ban Giam Ddc Cong ty.......
Dong kinh giri: Phong Hanh chinh - Nhan sy
Toiténla:.......cccocceeeeieeiieeee oo, 12 cOng nhan 1am viée tai bo phan..........

Nay t6i 1am don nay trinh Ban Giam D¢ Cong ty ciing Phong Hanh chinh - Nhan sy chap thuan

cho t6i xin dugc thoi viée ke tir ngay..........

T6i rat hai 1ong vi quing thoi gian qua dugc 1am viéc cho cong ty. R4t cam on Ban lanh dao

cong ty da tao diéu kién, giup d& t6i hoan thanh cong viéc.
Kinh dé nghi cip trén xem xét va giai quyét don thoi viée cua toi.
Xin chan thanh cam on!
Nguwoi lam don

(Ky va ghi 10 ho tén)

3. Bon xin nghi viéc danh cho vién chirc nha nude don gian
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CONG HOA XA HOQI CHU NGHIA VIET NAM

Poc lap — Tu do — Hanh phuc

PON XIN NGHI VIEC

.......... thang nim ......Nay t6i 1am don nay, kinh xin Ban giam ddc cho t6i duoc thoi viéc ké
trngay ............

| 5 0 R

T61 da ban giao cong viée cho:..... Bo phan: .....

T6i cam doan da ban giao cong viéc lai cho bd phén c6 lién quan trude khi nghi vige.

RAt mong Ban Giam dbc xem xét va chép thudn cho t6i dugc phép thoi vi¢e. Toi xin chan thanh

cam on.
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4. Mau don xin thoi viéc cua gido vién hay

CONG HOA XA HOQI CHU NGHIA VIET NAM
Poc lap — Tuw do — Hanh phuc

PON XIN NGHI VIEC CUA GIAO VIEN

Kinh gui: - S6 GD&DT ....coooiiiiiiiiiieeeeee,
- Hi€u trudng trudng .........ccceeevvevveeieeneennen.

TOL LI 11 oottt ettt e et e e et e e e e et et et et et et et et et ettt aaearetaaaaaaaaes

Nay t6i [am don nay, kinh xin 1anh dao S GD&DT, lanh dao trudong cho toi
duoc thoi viée ké tir ngay.......... thang...... nam............
LY 0. ettt et et e et b e e bt e ate e bt e e ate e bt e etbeeseeenbeenbeeenbeensaas

T6i cam doan da ban giao cong viéc lai cho bd phén c6 lién quan trude khi nghi vige.
Kinh mong 1anh dao cac cap xem xét va chap thuan cho t6i dugc théi viéc. To1 xin tran
trong cam on./.
................... , ngay........thang...... nam ........

Nguoi viet don
(Ky va ghi ro ho tén)

XAC NHAN CUA THU TRUONG PON VI
(Ky, dong dau)
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5. Miu don xin nghi viéc khong huéng hrong (tam thoi)

CONG HOA XA HOI CHU NGHIA VIET NAM
Doc 1ap — Tw do — Hanh phuc

PON XIN NGHI KHONG LUONG

Kinh guri: - Ban Giam doc Cong ty V...l

- Trudéng phong Nhan sy @

01 teN LA Lo e,
Ngay thang nam sinh: ..... ..o

,
ucC vu.
e

HOQ khau thuong tril: ...,
So diénthoai Ii€Gn hé khi can: ...... ... i

Nay t6i 1am don nay xin Ban Giam ddc cong ty, Trudong phong Nhan su, Trudng
@ cho t6i dugc nghi khong hudng Iwong tir ngdy .... thang .... nim..

dén ngay .... thang .... nam.....

Ly doxinnghi O, e,

................................................................................................

Trang chu: https://tailieu.com/ | Email: info@tailieu.com | https://www.facebook.com/KhoDeThiTailieuCom




° o
a ] Lleu .com Thur vién tai liéu hoc tap, tham khio online 16n nhat

................................................................................................

To1 cam két s€ trd lai lam viéc sau khi hét thoi gian nghi néu trén, néu khong to1

xin hoan toan chiu trach nhiém trudc cong ty.
Kinh mong Ban Giam doc xem xét va chap thuan.

Xin tran trong cam on!

......... , ngay ...... thang ...... nam
Giam Poc Truwéng phong Ngwoi quan ly Ngwoi lam don
(Duyét) Nhan sy (Néu y kién, ky, ghi ré (KY, ghi 16 ho tén)
(Xac nhan) ho tén)
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6. Miu don xin nghi vi¢c hwéng ché d9 thai san

CONG HOA XA HOQI CHU NGHIA VIET NAM
Déc lap - Tu do - Hanh phic
dedk kb kdk

PON XIN NGHi VEC HUONG CHE PQ THAI SAN

Kinh gri: - Ban Giam d6c Congty ............... (1)
- Phong hanh chinh nhan su

- Truéng bophan ....................... (2)
TEN tO1 1A, ..o e Sinhngay............cooeieinnen.
Chtc vu:....... e VitricOng tac:. ..o
SE CMTND: ... Ngay Cap..ccoveeerieeeieeeiieee NO1 Cap..covveerreennne.

Hién nay, t6i dang mang thai gan dén ngay sinh con. Ngay du kién sinh 3. ....

Dé dam bdo suc khoe va co6 thoi gian chuan bi tot nhat cho viéc sinh con, t61 xin phép Ban Gidm

dbc Cong ty cho t6i nghi viéc huong ché do thai san theo quy dinh ctia Nha nudc.
Thoi gian xin nghi tir ngay...../..../...dén ngdy...../..../....(3)

Khi nghi viéc huong ché @0 thai san, t6i s& ban giao cong viée lai cho.......cccceeeeennnnne (4) hién

dang cOng tac tai.................. (%).

Sau khi hét thoi gian nghi thai san, t6i cam két s& tro lai lam viée dang thoi han va chép hanh

ding moi quy dinh cua cong ty.

Kinh mong Ban Gidm d6c xem xét va tao di€u kién giup do.

Trang chu: https://tailieu.com/ | Email: info@tailieu.com | https://www.facebook.com/KhoDeThiTailieuCom




° o
a ] Lleu .com Thur vién tai liéu hoc tap, tham khio online 16n nhat

Toi xin chan thanh cam on!

Y kién ciia Giam dbc Ngudi lam don
7. Miu don xin nghi thai sin cho nam giéi ¢é vg sinh con
TEN CO QUAN CONG HOA XA HQI CHU NGHIA VIET NAM

Doc lap — Tu do — Hanh phtic

PON XIN NGHI VIEC HUONG CHE PQ THAI SAN

KINh @U1: et

TEn tO1 1Az .o, Sinh ngay:....cccooovvviieiieieeen.

Chlic VUi..oooiiieiieeeiee, Vitri cOng tac:....ccovvvveeiieiienins

S6 CMTND................. Ngay cap:..cccoeernneen. NoO1 Cap:..cooveeneneenne

Dia Chi DIEN TA5iuueeiiiiiiiiiieieeeeeeee e

Vo t6i vira sinh con vao ngay...................... Pé cham soc cho vo va con mdi sinh, t6i mong

Ban Giam ddc Cong ty phé duyét dé nghi viéc hudng ché do thai san theo quy dinh cta Nha

nudc.

Thoi gian nghi tir ngdy...../..../20.....dén ngay....../..../20.. ...

T6i cam két tro lai 1am viéc dung thoi gian ké trén va chip hanh dung moi quy dinh cua cong ty.
Kinh mong Ban Giam ddc xem xét va tao diéu kién giup da.

Xin chan thanh cam on!
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Y kién cua Giam doc

9. Mau don xin nghi viéc bang tiéng anh:

Letter of Resignation
Your Name:

Your Address:

Your City, State, Zip Code:
Your Phone Number:
Your Email:

Date:

Name:

Title:

Organization:

Address:

City, State, Zip Code:
Dear Mr./Ms. Last Name:

Please accept this letter as formal notification that [ am leaving my position with ABC
hotel on May 15.

Thank you for the opportunities you have provided me during my time with the company.
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I can be of any assistance during this transition, please let me know.
Sincerely,

Signature

Your Typed Name

10. Mau gmail xin nghi viéc chuyén nghiép

Tiéu dé mail: THU XIN NGHI VIEC [TEN CUA BAN] [VI TRI/CHUC DANH]

Kinh gui: Anh/chi [tén ngwoi nhan]

Em xin giri email nay dé thong béo chinh thire vé viéc em sé nghi viéc tai cong ty véi vi tri [tén vi
tri/chive danh] vi [ly do nghi viéc]. Nedy lam viéc cudi cing ciia em sé la [ngdy chinh thire
nghi]. Em rdt ldy lam lam tiéc vi sé khéng con lam viéc tai [tén cong ty] trong thoi gian sdp tJi.
Em xin chdn thanh cam on cong ty da tao diéu kién cho em cé co hdi lam viéc trong thoi gian
qua. Em cam thdy cam thdy may man khi dwoc lam viéc cing nhitng dong nghiép than thién
trong mot moi truong lam viéc vo cung t6t, d&ng thoi ciing rat biét on su hé tro va tao diéu kién
cia cdp trén va dong nghiém dé em cé thé hoan thanh tot cong viéc nay. Trong sudt qud trinh
lam viée tai cong ty, em dd hoc dwoc nhiéu diéu bo ich nhie [liét ké cdc kinh nghi¢m, bai hoc ma
ban c6 dwoc] va nhitng kinh nghiém nay sé theo em ¢ hanh trinh nghé nghiép trong twong lai.
Trong thdng cudi cing lam viéc tai cong ty, em sé cé gang hoan thanh cdc céng viéc con dang
do, dong thoi sé hiedmg dan va ban giao cong viéc cho nguoi thay thé vi tri ciia minh. Ngodi ra,
anh/ chi vui long bdo cho em biét néu em cé thé givip gi cho cong ty trong thoi gian chuyén giao
cong viéc.

Mot lan nita, em xin chan thanh cam on anh/chi va céng ty da tin tudng em trong sudt thoi gian
vira em. Xin chiic ¢ong ty luén thanh céng va em hy vong sé van giit lién lac véi cong ty trong
twong lai.

Tran trong,

Ky tén

[tén clia ban]
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