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LEAVE APPLICATION 

To,  
      THE PRINCIPAL 
 
 Employee Name: - ______________________________________________________ 

 Department: - __________________________ Designation______________________ 

 LEAVE DURATION: -  

 From: -  ________________________To_______________________ with permission to prefix/suffix 

 Sunday and Holiday on_______________(Holiday Name)________________________________with 

 Head Quarter Leave. 

 No of Leave Days: -________________ Type of Leave: -_________________________ 

  

 ACADEMIC ARRANGEMENT: - 
      

S.No Date 

Schedule 
Lectures/ 
Practicals/ 
Tutorials 

Schedule 
Time 

Class 
& 

Room 
No 

Alternative 
arrangement staff 

name and department 

Signature of 
Alternative staff Remark 

        

        

        

 

Date: - _______________       

                      Signature of APPLICANT 

_____________________________________________________________________________________ 

FOR HOD /HEAD CLERK USE ONLY: -       

Leave Recommended: - Yes/No   

Comments if any________________________________       Signature of HOD/Head Clerk 

_____________________________________________________________________________________ 

FOR OFFICE USE ONLY: - 

Leave balance after deduction: - ___________________            Signature of CLERK 

_____________________________________________________________________________________ 

     

Leave Sanctioned: - YES/NO 

Remark if any: -_________________________________                                    Signature of PRINCIPAL 


