	 世新大學 學生請假單      第一聯請 老師 留存
                                                                               (Sheet for instructor)

	學號
Student ID
	
	姓名
Name
	

	班級
Class
	
	請假日期
Take-off Date
	    月    日第    節至第    節止
(mm)    (dd) from (period)  to (period)

	課程名稱
Course Name
	
	老師姓名
Instructor
	

	假別
Type of leave
	1.□事假(personal leave) 2.□病假(sick leave) 3.□喪假(funeral leave) 4.□婚假(marital leave)  
5.□產假(pre-maternity leave) 6.□陪產假(accompanying maternity leave) 7.□育嬰假(paternity leave)

	簡述事假原因
Please briefly describe your reason for personal leave
	
	證明文件
Evidence
	

	請沿虛線撕開
	授課老師
批示
	直式簽名
煩請老師
	請沿虛線撕開(Tear along the dotted line)

	(Tear along the dotted line)
	
	
	第二聯請 同學 自存
(Sheet for yourself)
若遺失肇生爭議自行負責

	學號
Student ID
	
	姓名
Name
	

	班級
Class
	
	請假日期
Take-off Date
	    月    日第    節至第    節止
(mm)    (dd) from (period)  to (period)

	課程名稱
Course Name
	
	老師姓名
Instructor
	

	假別
Type of leave
	1.□事假(personal leave) 2.□病假(sick leave) 3.□喪假(funeral leave) 4.□婚假(marital leave) 
 5.□產假(pre-maternity leave)  6.□陪產假(accompanying maternity leave) 7.□育嬰假(paternity leave)

	注
意
事
項
	1. 本請假單限個人使用，每一科目限用一張，5天（含）以上改用 『5日以上請假單』。
This application form is only for one person and one course. If you want to take leave more than 5 days (including 5th day), please fill “Leaving Application Form for More Than 5 Days”
2. 請假單從缺課日起，計7日內(含例假日) 至 軍訓室 辦理。
You should submit this application form to Office of Student Affairs within 7 days (including holiday and weekend) after your absence. 
3. 期末考期間若要請假，請至教務處辦理。
If you want to take leave during the final exam week, please ask Office of Academic Affairs.
4. 請假缺課紀錄請隨時至山洞口--我的缺課與請假紀錄 查看。
You can check your absent record on information system--我的缺課與請假紀錄.
5. 如遇調（補）課請註明原來上課日期及節次。
Please fill the original course date and time below if your absent date is make-up date.
原課程為    年    月    日 第    節至第    節
           (yyyy)   (mm)   (dd) from (period) to (period)
6. 同學應經常查核個人缺課情形，網路公告上如有錯誤，請於一週內持證明文件至軍訓室更改。
You should check your absent record often, please submit evidence within 1 week to Office of Student Affairs if you find any incorrect record.

	請沿虛線撕開
	授課老師
批示
	直式簽名
煩請老師
	請沿虛線撕開
(Tear along the dotted line)

	(Tear along the dotted line)
	
	
	第三聯 軍訓室 存查
(Sheet for Office of Student Affairs)

	學號
Student ID
	
	姓名
Name
	

	班級
Class
	
	聯絡電話
Contact phone No.
	

	請假日期
Take-off

Date
	年      月      日  第      節 起 至 第      節止
(yyyy)   (mm)   (dd) from (period) to (period)

	課程名稱
Course Name
	
	老師姓名
Instructor
	

	假別
Type of Leave
	1.□事假(personal leave) 2.□病假(sick leave) 3.□喪假(funeral leave) 4.□婚假(marital leave) 
5.□產假(pre-maternity leave) 6.□陪產假(accompanying maternity leave) 7.□育嬰假(paternity leave)


＊為響應環保，請同學愛惜紙張＊                              ＊請務必以正楷書寫＊
＊缺課是否列入扣考，依授課老師規定。








