中国科学院大学国际学生请假单

LEAVE REQUEST FORM FOR INTERNATIONAL STUDENTS OF UCAS
请认真阅读本表注意事项，准确无误填写下列各项。/Please carefully read the instructions given at the end and fill in the form without any mistakes

	学生信息/Student’s Information (Please provide the copy of ID page of regular passport)

	学生姓名/Name
	
	学号/Student ID No.
	

	护照号码/Passport No.
	
	国籍/Nationality
	

	联系电话/Tel.
	
	邮箱/Email
	

	请假天数/Length for leave

	从/From       年/Yr     月/Mon.     日/Day到/to       年/Yr     月/Mon.    日/Day
天数/In total:         天/Day(s) (不含法定节假日/Not include legal holiday)

	请假去向及紧急情况联系人/Where to Leave & Contact Person in Case of Emergency

	□ 在当前城市/Not leave current living city;     □ 前往其他城市/Leave to another city;     
□ 离开中国（申请人需持有多次往返的签证，且签证有效期从请假结束后算起，至少应有30天）
Leave China (The applicant must hold a multiple-entry visa which should have at least 30-day validity after leave of absence)
联系人姓名/Contact Person Name:                                     , 电话/Tel.:                         .

	请假理由/Reason for Leave Request

	□ 病假Health leave /□ 事假Personal leave，请说明（如不够，可附另页）/Please specify (Attach additional sheet if needed): 
学生签字/Student’s Signature:                                      日期 Date:     年/Yr     月/Mon.     日/Day 

	导师意见/Supervisor’s Comment
	研究所/学院意见 Institute/College Comment

	· 对该生的请假：□ 同意   □ 不同意
导师（签字）：                   年    月    日
	· 对该生的请假：□ 同意   □ 不同意
                               研究所/学院（公章）
审批人（签字）：                   年    月    日

	销假/ Report Back to Host Institute/College After Leave of Absence 

	本人已返回研究所/学院，特此报到，请予销假。/I have returned to the host institute/college, and hereby report back. 
学生签字/Student’ Signature:
日期/Date:     年/Yr     月/Mon.     日/Day
	· 销假：□ 同意   □ 不同意
                               研究所/学院（公章）
审批人（签字）：                   年    月    日


备注/Note: 1. 本表仅供国际学生请假使用。由学生本人填写，提交给在读单位研究所/学院。/This form is for students to ask for leave. It shall be filled by the student, and reviewed by the host institute/college.
2. 请假须获得批准方有效。请假一周以内由在读研究所/学院国际学生工作负责人批准；一周以上须经在读研究所/学院主管国际学生工作的所级领导、学院负责人批准。请假期间离境的，需报留学生办公室备案（将本表及其最新签证的扫描件发送至电子邮箱iso@ucas.ac.cn邮件命名为“请假单-***研究所/学院”）。/Applicants should take the leave after approval. Leave of seven days or less must be approved by the person who is in charge of international student affairs. Leaves exceeding seven days must be approved by the host institute/college administration. For the applicant who want to leave China, this form shall be sent to ISO with his/her current visa page for reference (Scanned copy sent to iso@ucas.ac.cn, email named as “LEAVE REGUQEST FORM-xxx institute/college”).
3. 因病请假，须凭医院证明。一般不得请事假。如确需请假，经提供相关证明，酌情准假。/Health leaves must be supported by official medical explanation. Personal leaves are seldom approved. Only those personal leaves based on substantial documentary evidence will be considered.
4. 逾期不归和逾期不销假者，按擅自离校离所处理。/Students who overstay and do not report back to the host institute/college after leave of absence will be treated as they leave without authorization.
5. 新生因故不能按时报到入学的，须事先请假，期限一般不得超过10天。/Students that cannot register due to special reasons must ask for a leave for no longer than 10 days.
6. 新生因特殊原因需请假超过30天的，应填写《中国科学院大学国际学生新生保留/恢复入学资格申请表》，申请保留入学资格。在校生因特殊原因需请假超过30天者，应办理休学手续。/New students who have to ask for a leave for longer than 30 days must fill the APPLICATION FORM FOR PRESERVING/REGAINING ADMISSION QUALIFICATION for admission suspension. Current students who have to ask for a leave for more than 30 days must complete schooling suspension procedure.
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