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xÉÉ¨É 
Name 

{ÉnùxÉÉ¨É 
Designation 

Ê´É¦ÉÉMÉ/+xÉÖ¦ÉÉMÉ 
Dept./Section  

Eò¨ÉÔ ºÉÆ. 
Emp. No. 

UÖô^õÒ ¦ÉÖxÉÉxÉä ½äþiÉÖ/Leave encashment for 
ÊnùxÉ 

days 

Eäò ¨ÉÉ½þ ¨Éå  
in the month of 

´É¹ÉÇ
Year

ÊnùxÉÉÆEò 
Date 

+É´ÉänùEò Eäò ½þºiÉÉIÉ®ú 
Signature of applicant 

 

                 Ê´É¦ÉÉMÉ ¨Éå ={ÉªÉÉäMÉ ½äþiÉÖ/For use in the                        Dept. – ºÉÆnù¦ÉÇ/Ref: 
 

1.  |É¨ÉÉÊhÉiÉ ÊEòªÉÉ VÉÉiÉÉ ½èþ/Certified that: 
 
(i)  ¸ÉÒ/¸ÉÒ¨ÉiÉÒ/EÖò0/b÷Éì0 ……………………………...........….xÉä ……………. Eèò±Éähb÷®ú ´É¹ÉÇ (´É¹ÉÉç) ¨Éå +{ÉxÉÒ UÖô^õÒ xÉ½þÓ ¦ÉÖxÉÉ<Ç ½èþ* 
      Sh/Smt/Km./Dr.: …..............…………..has not availed leave encashment for the calendar year(s)………. 
 
(ii) =xÉEäò JÉÉiÉä ¨Éå …………….iÉÉ®úÒJÉ EòÉä ……………ÊnùxÉ EòÒ +ÊVÉiÉ UÖô^õÒ VÉ¨ÉÉ ½èþ* 
      He/She has  ……….days earned leave at his /her credit on ……… 

2.   Eèò±Éähb÷®ú ´É¹ÉÇ (´É¹ÉÉç) ¨Éå UÖô^õÒ ¦ÉÖxÉÉxÉä Eäò EòÉ®úhÉ =xÉ Eäò +ÌVÉiÉ UÖô^õÒ Eäò JÉÉiÉä ¨Éå ºÉä ……… ÊnùxÉ +ÌVÉiÉ UÖô^õÒ PÉ]õÉ nùÒ MÉ<Ç ½èþ* 
Earned leave for ……..days has been debited against the earned leave account on account of leave 
encashment for the calendar year(s)…………. 

3.  ................... ´É¹ÉÇ (´É¹ÉÉç) Eäò Ê±ÉB UÖô^õÒ ¦ÉÖxÉÉxÉä EòÒ º´ÉÒEÞòÊiÉ nùÒ VÉÉ ºÉEòiÉÒ ½èþ* 
      Leave encashment for the year(s) ………… may be sanctioned. 

ÊnùxÉÉÆEò 
Date 

+xÉÖ¦ÉÉMÉ +ÊvÉEòÉ®úÒ/<xSÉÉVÉÇ 
Section Officer/In charge  

º´ÉÒEßòÊiÉ +ÊvÉEòÉ®úÒ Eäò +Énäù¶É 
Orders of the Sanctioning Authority 

UÖô^õÒ ¦ÉÖxÉÉxÉÉ º´ÉÒEÞòiÉ /+º´ÉÒEÞòiÉ 
Leave Encashment Sanction /not Sanctioned 

º´ÉÒEÞòÊiÉ +ÊvÉEòÉ®úÒ 
Sanction Authority 

YÉÉ{ÉxÉ ºÉÆJªÉÉ ………… ÊnùxÉÉÆEò ………… ÊVÉºÉEäò uùùÉ®úÉ +É´ÉänùEò EòÉä º´ÉÒEÞòÊiÉ EòÒ ºÉÖSÉxÉÉ nùÒ MÉ<Ç +Éè®úò=ºÉEòÒ |ÉÊiÉ ±ÉäJÉÉ Ê´É¦ÉÉMÉ EòÉä ¦ÉäVÉÒ MÉ<Ç * 
Memo No.  ………….dated ………. conveying the sanction issued to the applicant and copy endorsed to 
Accounts Dept. 
ÊnùxÉÉÆEò 
Date 

+xÉÖ¦ÉÉMÉ +ÊvÉEòÉ®úÒ/<xSÉÉVÉÇ 
Section Officer/In charge  

 




