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Designation Section & center
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Applied Leave (Desired/Availed) / Medical
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Dates of Leave
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Attach the photocopy of supporting documents, if applicable
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Provide the alternative class arrangement, if applicable
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Address of place proceeding on leave
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Name & Signature of charge taken by
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Signature of Staff
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Remarks & Signature of the forwarding officer
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Leave balance before availing above leave
(Applied Leave)

Last Leave Taken (Any Type) with Date(s)

Recommended /Not Recommended/Remark

Deptt. Ref. No. & Date

In-charge of Administration

Leave Allowed/Not Allowed

Sanctioning Authority
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Schedule of Alternative Class Arrangement
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Arrangement of Class Additional Responsibilities
Date Sch.edule Subject & Topic Name of . Name of Assigned | _.
Period () to be Taught Faculty Signature Responsibility to Signature

Nodal Officer In-Charge Time Table Signature of Staff




