
哈尔滨工业大学留学研究生请假单

Leave Application Form

	护 照 姓 名

 (Passport Name)
	
	  护 照 号 码

  (Passport No.）
	

	 国 籍（Nationality）
	
	 性 别（Gender）
	

	学 号

（Student ID No.）
	
	CSC号

（CSC No.）
	

	所 在 学 院 （School）
	
	专 业（Major）
	

	     入 学 时 间

   （Entrance Date）
	
	 联 系 电 话

 (Contact No.)
	


	请假时间

(Leave Time)
	 From    (Y)     (M)    (D) to     (Y)     (M)    (D)

	校内联系人

(Contact Person in Campus)
	
	校内联系人电话

(Telephone Number)
	

	家庭联系人

(Contact Person in Family)
	
	家庭联系人电话

(Telephone Number)
	

	请假理由

Reasons for Absence 
	请假期满，本人应到院（系）、国际教育学院申请销假；研究生擅自离校超过两周或假满逾期两周不返校者，予以退学。

本人承诺按期返校，向学院、国际教育学院申请销假手续并附相关证明文件或材料，且本人已知晓请假期间，学校对本人不承担任何法律责任。

Resumption from Leave in your department and CIE. Students who stay away from school for more than 2 weeks or overstay two weeks without permission will be withdrawn from school.

I promise to return on time. Resumption from Leave in CIE and attach documents relative to the reasons for seeking permission. I agree that the school will not assume responsibility during the absence time.        

 本人签字：(Student Signature)     年Y    月M   日D

	导师意见

Remarks of Supervisor


	一学期累计事假一般不得超过一个月，如有特殊情况请假时间累计超过一个月时，则需要延长在校学习时间。请假在两周以内，需经导师批准，院（系）备案；请假在两周以上、一个月以内需经导师同意、院（系）主管领导批准，并由院（系）汇总每月报研究生院备案。中国政府奖学金学生在学期间（学校规定假期除外）因个人原因离校时间超过15天的，其离校期间的生活费停发。

Apply for leave per-semester should not exceed one month in accumulation., if it is a special case and you need to stay for more than one month, you need to apply for extension from your school and your study schedule. If your permission is within 2 weeks, you need to have the approval of your supervisor and recorded by the department. Leaving for more than 2 weeks and within one month,you need the approval of your supervisor and the dean of the department. The department needs to report to graduate school monthly. CSC students leave school for more than 15 days due to personal reasons (except for school holidays), the stipend will be stopped during his/her away from school.    

导师签字：(Supervisor’s Signature)  年Y  月M  日D

	院(系)意见

Remarks of School

(Department)
	  院（系）辅导员意见：(Assistant’s Signature)

  院（系）主管领导意见：(Dean of Department) 

（公章）   年Y    月M   日D



	国际教育

学院意见

     Remarks of CIE
	  项目主管意见：(Coordinator of CIE)      年Y    月M    日D

（公章）



	       学生销假

Resumption from Leave
	销假请附相关证明文件或材料

Please attach documents relative to the reasons for seeking permission. 

本人签字：(Student’s Signature)       年Y      月M     日D


温馨提示：

1.请假条涂改无效。办理请假手续后，国际学生应将请假条复印件提交至院（系）辅导员处。

2.请假期满，不能按时返校的国际学生，应提前三个工作日与院（系）导师、辅导员，国际教育学院项目主管老师联系，重新填写请假条，通过电子邮件方式将新的请假条发送给所在院（系）辅导员及国际教育学院项目主管老师。

3.出境后再次入境或外出返校的国际学生，应在24小时内到所居住地派出所办理住宿登记。

4根据学校学籍管理规定，一学期累计事假一般不得超过一个月。中国政府奖学金学生在学期间（学校规定假期除外）因个人原因离校时间超过15天的，其离校期间的生活费停发。

1. Invalid if altered. After submitting the leave application form to CIE, a copy must be retained by your school     (department) assistant.

2. If you cannot return on time, you should contact with your supervisor, school’s (department) assistant and also the coordinator of CIE to fill the leave application form again for extension and send it back to your department and CIE by email.

3. Students who re-enter to China or go back to Harbin should register at the police station within 24 hours.

4. According to the regulation of HIT, leaving should not be more than one month in a semester. If it is more than one month, the stipends will be stopped. CSC students leave school for more than 15 days due to personal reasons (except for school holidays), the stipend will be stopped during his/her away from school.



