* This document is not prepared to fill in, yet for a better understanding of the original form in Chinese.

上海海洋大学研究生请假单

Shanghai Ocean University Leave Application Form for Graduate Students
根据《上海海洋大学研究生学籍管理规定》，具有我校正式学籍的研究生请事假2周以内，须经学院同意，超过2周须经研究生院同意；因课题需要，到外省市出差2周以上者，须填写请假单经导师签字，交学院、研究生院备案。

According to the Shanghai Ocean University Graduate Student Status Management Regulations, graduate students with official registration at our university must obtain approval from their college for personal leave of up to two weeks. Leave exceeding two weeks requires approval from the Graduate School. If a student needs to travel to other provinces or cities for research purposes for more than two weeks, a leave application form must be completed, signed by the supervisor, and filed with both the college and the Graduate School for record-keeping.
需请假的研究生，应事先提前1周填写本表（1式2份），请相关部门签署意见后，交学院、研究生院备案，以便事务联系。

Graduate students requesting leave should complete this form in duplicate at least one week in advance. After obtaining comments and signatures from the relevant departments, the form should be submitted to the college and the Graduate School for filling to facilitate communication regarding related matters.

	姓名

Name
	
	学号

Student ID
	
	攻读学位

Degree
	

	学院

College
	
	专业

Major
	
	导    师

Supervisor
	

	请假期限

Absence Period
	自    年   月   日  至        年     月     日

From    Year   Month   Day to    Year   Month   Day  

	前往地点

Destination
	

	外出期间

联系方式

Contact Info. of Leave Period
	电话Telephone：

E-mail:

	外出原因

Reason for Leave
	

	导师意见

Supervisor’s Comments

	辅导员意见

Counselor’s Comments

	分管副院长意见（备案）

Comments of the Deputy Dean in Charge (For Filling)
年Y  月M  日D
	研究生院意见（备案）

Comments of the Graduate School (For Record)
 年Y  月M  日D

	导师签字：

Supervisor’s Signature 
年Y 月M  日D
	辅导员签字：

Counselor’s Signature
 年Y  月M  日D
	分管副书记意见（备案）

Comments of the Deputy Party Secretary in Charge (For Filling)
年Y  月M  日D
	


