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UPOMA NARI KALLYAN SHANGSTHA

Purbo Hindu Para, Kuruskul, Cox's Bazar

LEAVE APPLICATION FORM

Name: Date:
Type of leave: No of days:
Beginning:

Ending:

Reason for Leave:

Designation

Signature

Special note

Address when on leave

Type of Leave CL SL EL ML PL | EXT.L
Leave Entitled
Leave Availed
Leave Applied for
Present Leave Balance

Manager HR Supervisor
Approved By

Please Note:
1. C/L cannot be taken for more than 3 days at a time and it cannot be taken together
with craned or sick leave.
2. Earned leave should normally be taken for a minimum of three days at a time.
3. All medical leave for more than three days must be supported by a medical certificate
otherwise it will be classified as C/L or extra ordinary leave without pay.

Approved: C/L, S/L, E/Ly M/LLEXT./L .cccccveveeenen. For ...coevvveeeen.... days with effect
11 401) 1 | PPN 11

Signature



