	[bookmark: RANGE!A1:H22]LEAVE APPLICATION

	NCSC/
	
	
	
	
	
	Date of Application: 

	The Principal
	
	
	
	
	
	

	Narmada College of Science & Commerce
	
	
	

	Zadeshwar Bharuch (Gujarat) 392011
	
	
	
	

	GRANTING OF LEAVE

	Sir,
	
	
	
	
	
	
	

	Kindly grant me Casual / Sick / Earned Leave / CEL / CO /LWP as requested below:

	1    Name
	 

	2    Designation
	 

	3.   Type of the Leave required
	 

	4.    Purpose
	 

	5.    Duration
	From / on                    To  

	
	No.of Day/S - 

	6.  Pl. indicate the alternative arrangements made for classes /duties
	

	7.    Keys or charge etc. handed over to
	

	8.     Leave Address & Phone No.
	 

	
	
	
	
	
	
	
	

	Remarks of the HOD
	                         Thanking You,

	
	
	
	
	
	Yours faithfully,

	Signature of HOD
	
	
	
	
	
	

	    /        /   20
	
	
	
	Signature of Employee

	
	
	
	
	
	
	
	

	Leave Application may be submitted before proceeding on leave

	FOR OFFICE USE ONLY

	1.  Received on :
	3. Leave in Balance applied for
	 
 
 

	2.  Receiving Clerk
	4. Leave entered in the Muster Register and Leave Records.

	
	Jr./Sr.Clerk
	Sr. / Head Clerk/AO

	→
	 
	Leave Granted / Not Granted

	
	 
	 
	 
	Date :
	 
	 
	Principal



