CFAU Ask-for-Leave Application Form for International Students

(Degree Program)
Student No：

	Chinese Name
	
	English Name
	
	Gender
	

	Nationality
	
	Major
	
	Academic Year
	

	Tel.
	
	E-mail
	

	Please specify the reason and duration of your leave  (Student should fill in this part in person) ：

Leave duration：From   (day)   (month)   (year) to  (day)   (month)  (year)，totally        classes.
(Final year students must contact their department or institute by E-mail or by telephone at least once a month and promise not to do other affairs in China holding the residence permit done by the University during the leave, the students must be back to the university on time and comply with the regulations of the university. Otherwise the student will be penalized.) 

Signature：

day   month    year

	Signature and Approval of Thesis Advisor 
	Signature and Approval of the Department：

	Signature and Approval of Graduate Office
	Signature and Approval of Foreign Affairs Office：


Note： 

1. Student must present the doctor’s note by hospital or Campus Clinic for sick leave application. If there are special circumstances, please present the statement (English or Chinese) of your parents or guarantor in China. For trips out of Beijing, please provide the copy of the round trip ticket.        

2. Sick leave within a week (including), and personal leave within three days (including), need the approval of the head of department; Sick leave between one week and two weeks, and personal leave between three days and one week , need to be approved by the head of department first and then reported to foreign affairs office; Sick leave for more than two weeks, and personal leave for more than a week, need the approval of both the department and the foreign affairs office, and also the head of the university. Final year student’s leave should be approved by their thesis adviser first.

3. Except for final year students, student asking for more than 2 weeks’ leave is not permitted. 

4. If registered student stays out of China for more than 15 days due to a personal reason (school holidays excluded), his stipend will be stopped during his leaving. 

窗体底端

