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APPLICATION FOR VACATION LEAVE
Name of the applicant & EC No.

Designation/Department

Period of Vacation Leave From: To: No. of days:
Sunday and HOIIdaY’ itany, Prefix| From: To: No. of days:
proposed to be prefixed
Alternative arrangement details
Address during the leave
Contact No:
Whether Station leave is Yes /No; If yes:
required From: To:

Signature of the applicant with date

For use by the Office of the Respective Department/ School

The leave period applied as above fall under Vacation Period declared as per Academic Calendar
for the AY:

Approved/ Not Approved

Dealing Assistant Respective office HoD Signature of the Director

Note: Original shall be retained at department until the employee report back to duties. A copy of the
same shall be sent to the applicant for information through respective outward

Joining Report by Applicant
(To be submitted after reporting back)
It is to declare that | have reported back to duty after availing vacation leave from

to for number of days.
Further, | have not availed/ availed extended leave from to for
number of days. Accordingly, | have applied for leave and submitted separate

application as per leave rules along with this joining report.
Forwarded to SGAD for entries

Signature of the applicant with date Signature of the respective HoD

For use by the General Administration (SGAD)
The vacation availed by the applicant is entered in the Service Book/Leave Register at
Page No. . The extended leave period during non-vacation period, if any, is also
verified.

Dealing Assistant, SGAD Officer in-charge, SGAD
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