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Application for Leave

· Name:
​













· Position Title / Department: 











* Leave applied for (tick one relevant)


i) Annual Leave

ii) Sick Leave

iii) Leave without pay

· Leave applied for 

 days. Date applied from: 



 to 




· In case annual leave is applied, reason for seeking leave: 






















· Date of last working day 






· Expected date of return   






· If leave is to be availed abroad, state full address along with telephone number and fax number:
































Signature of the Employee  







Head of the Department / Division

Date: 



 





Date: 





Executive Director Admin / Manager (Administration)

Date:




	Finance & Accounts Department

In case leave is not due and not allowed, amount to be deducted from salary


Rs. 




In case leave is partially allowed, amount to be deducted for  




Rs. 




Date: 










Manager (Finance)




Institute of Business Management











