[ Company logo and name ]
                              Application for Overseas Travel

Staff name  
:  _________________________

Staff code   
:  _________________________

Position      
:  _________________________

Department 
:  _________________________

Application date 
 :  _____________________

Type of leave               :  *Business  / Personal  Leave  / Others ( please specify) :                                                                                                                                   ____________________________________________

   ( *  Please circle the appropriate one  )


Period for the leave  :  From   ______________   to      ___________________

Duration    
         :   Total   ______________  days

	Details of  overseas travel :

	Type of leave
	Countries to be visited
	Contact addresses and numbers
	Reasons of taking leave

	1. Business
	
	
	

	2. Personal
	
	
	

	3. Others

Please specify :

________________________________________
	
	
	


	Estimated costs  ( suitable for the business leave only )

	Items
	Amount   ($) 

	1.Travel Expenses

( including air tickets, public transportation  )
	

	2. Food and Accomodation
	

	3. Entertainment cost with clients
	

	4.Others ( Please specify) : 


	

	                                                                                      Estimated total amount $
	


Staff name who will replace your duties during your absence  :  ________________

Position






    :  ________________

	Approved by your supervisor :


	Approved by Administration Department :

	Date : 
	Date :


