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EARNED LEAVE/HALF PAY LEAVE/COMMUTED LEAVE/EXTRA
ORDINARY LEAVE

1. Name and Designation

2. Section/Division in which working

3. Period of Leave applied for and its
nature

4. Whether prefixing/ suffixing
holidays

5. Address during leave period

6. Reasons for which Ileave is
required

7. Signature of the applicant with date

8. Recommendations of  superior
authority/ authorities

9. Recommendation of the Divisional
Head

10. | Approval of the leave sanctioning
authority
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