东南大学国际学生请假申请表
Leave Application Form Southeast University
	英文名 
Name in English
	中文名
Name in Chinese
	一卡通号
Student Card Number
	国籍
Nationality

	
	
	
	

	学生类别
Undergraduate/Master/PhD/Other
	专业
Major
	导师
Supervisor
	经费办法
Source of Funding

	
	
	
	

	学生邮箱
E-mail

	微信号
WeChat Account
	联系电话
Mobile Number

	紧急联系人
Emergency Contact

	
	
	
	

	请假原因
Reasons for Leave 
	□ 公假 Public/Official leave □ 病假 Sick leave □ 私假 Private leave
具体原因Reason in detail:

	请假时间和前往地点
Period of Absence 
& Destination
	请假天数Days of asking for leave :       
从  年  月  日 到 年  月 日From Month/Day/Year to Month/Day/Year:
地点Destination：

	Step 1：
教学院系教务员/研究生导师、研秘审批
Approval from Teaching Department/ Graduate Supervisor & Graduate Secretary
	




签名Signature:           日期Date:

	Step 2：
海外教育学院学生中心意见
Approval from Student Center 
of CIS
	


签名Signature:           日期Date:

	Step 3：
海外教育学院学历部意见
Approval from Degree Program Center of CIS 
	


      签名Signature:           日期Date:



说明Note
一学期累计病、事假不得超过一个月。请假应提前申请，不得事后补报。请假时间结束应当及时办理销假手续，所有类型销假均需学生本人向辅导员销假，未办理销假者，超假时间作未请假处理。
The cumulative sick and personal leave in one semester shall not exceed one month. Please apply for asking for leave in advance and cannot be submitted after the leaving period afterwards. At the end of the leave period, the procedures for reporting back after leave of absence should be processed in a timely manner. All types of reporting back after leave of absence must be completed by the student themselves to the counselor. Those who have not reported back after leave of absence will be treated as not requesting leave if the leave period is exceeded.

承诺 Applicant's additional commitment
I promise to return school on time and report to student counsellor after arrival. If not, my student status in SEU could be canceled. I take full responsibility to keep my phone and email always available. 

申请人Applicant Signature：
申请时间Date：
制表单位：东南大学海外教育学院         Tel：0086-25-83792797          Email：cis@pub.seu.edu.cn
