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APPLICATION FOR LEAVE OR FOR EXTENSION OF LEAVE 
+´ÉEòÉ¶É ±ÉäxÉä/+´ÉEòÉ¶É ¤ÉgøÉxÉä EòÒ +VÉÔ EòÉ ¡òÉ¨ÉÇ 

 
1. Name of the applicant/ |ÉÉlÉÔ EòÉ xÉÉ¨É  
 

2. Post held /{Énù 
 

3. Department, Office and Section 
 Ê´É¦ÉÉMÉ, EòÉªÉÉÇ±ÉªÉ +Éè®ú +xÉÖ¦ÉÉMÉ 
 

4. Pay / ́ÉäiÉxÉ 
 

5. House Rent and other Compensatory Allowances  
 drawn in the present post 
 ´ÉiÉÇ¨ÉÉxÉ {Énù {É®ú Ê¨É±ÉxÉä ´ÉÉ±ÉÉ ¨ÉEòÉxÉ ÊEò®úÉªÉÉ ¦ÉkÉÉ +Éè®ú +xªÉ 
 |ÉÊiÉEò®ú ¦ÉkÉä * 
 

6. Nature and period of leave applied for and date 
 from which required/ ̈ÉÉÆMÉÒ MÉ<Ç UÖô]Âõ]õÒ EòÒ ÊEòº¨É, +´ÉÊvÉ 
 +Éè®ú =ºÉEäò ¶ÉÖ°ü ½þÉäxÉä EòÒ iÉÉ®úÒJÉ 
 

7. Sundays and holidays, if any, proposed to be  
 prefixed/suffixed to leave/ ®úÊ´É´ÉÉ®ú +Éè®ú UÖô]Âõ]õÒ Eäò ÊnùxÉ, 
 ªÉÊnù EòÉä<Ç ½þÉå, ÊVÉx½åþ UÖô]Âõ]õÒ ºÉä {É½þ±Éä/¤ÉÉnù ¨Éå VÉÉäc÷xÉÉ SÉÉ½þiÉä ½éþ*  
 

8. Grounds on which leave is applied for 
 UÖô]Âõ]õÒ EòÉ EòÉ®úhÉ 
 

9. Date of return from last leave, and the  
 nature  and period of that leave 
 Ê{ÉUô±ÉÒ UÖô]Âõ]õÒ ºÉä ±ÉÉä]õxÉä EòÒ iÉÉ®úÒJÉ +Éè®ú =ºÉ UÖô]Âõ]õÒ 
 EòÒ ÊEòº¨É iÉlÉÉ +´ÉÊvÉ* 
 

10. I propose/do not propose to avail myself of 
 leave travel concession for the block  
 years ______________ during the  
 ensuing leave. 
 ¨Éä®úÉ Ê´ÉSÉÉ®ú +ÉMÉÉ¨ÉÒ UÖô]Âõ]õÒ ¨Éå ...................... 
 Eäò JÉhc÷ ´É¹ÉÉç Eäò Ê±ÉB UÖô]Âõ]õÒ ªÉÉjÉÉ EèòÊ¡òªÉiÉ ±ÉäxÉä 
 EòÉ ½èþ/xÉ½þÓ ½èþ* 
 
11. Address during leave period 
 +´ÉEòÉ¶É Eäò nùÉè®úÉxÉ {ÉiÉÉ 
          Signature of applicant (with date) 
                 |ÉÉlÉÔ Eäò ½þºiÉÉIÉ®ú (̈ÉªÉ ÊnùxÉÉÆEò) 



 
 
12. Remarks  and/or recommendation of 
 the Copntrolling Officer 
 ÊxÉªÉÆjÉhÉ +ÊvÉEòÉ®úÒ EòÒ Ê]õ{{ÉhÉÒ +Éè®ú/ ªÉÉ ÊºÉ¡òÉÊ®ú¶É 
 
         Signature (with date) 
         ½þºiÉÉIÉ®ú (̈ÉªÉ ÊnùxÉÉÆEò) 
         Designation/ {Énù 
 

CERTIFICATE REGARDING ADMISSIBILITY OF LEAVE 
UÖô]Âõ]õÒ EòÒ +xÉÖ̈ ÉiªÉiÉÉ Eäò ¤ÉÉ®äú ¨Éå |É¨ÉÉhÉ -{ÉjÉ 

 
13. Certified that ______________(nature of leave) for ________________ (Period) from 

________________ to ____________ is admissible under Rule _________________ of the Central Civil 

Services (Leave) Rules, 1972 

 
 |É¨ÉÉÊhÉiÉ ÊEòªÉÉ VÉÉiÉÉ ½èþ ÊEò .............................(UÖô]Âõ]õÒ EòÒ ÊEòº¨É)  .................ÊnùxÉ Eäò Ê±ÉB ..................  

ºÉä........................... iÉEò  EäòxpùÒªÉ ÊºÉÊ´É±É ºÉä´ÉÉ (UÖô]Âõ]õÒ) ÊxÉªÉ¨É, 1972 Eäò ÊxÉªÉ¨É_________ Eäò +vÉÒxÉ +xÉÖ̈ ÉiªÉ ½èþ*  

 

 
           Signature (with date) 
             ½þºiÉÉIÉ®ú (̈ÉªÉ ÊnùxÉÉÆEò) 
             Designation/ {Énù 
 
*14. Orders of the authority competent to grant leave 
 *º´ÉÒEÞòÊiÉ näùxÉä ´ÉÉ±Éä +ÊvÉEòÉ®úÒ Eäò +Énäù¶É 
          Signature (with date) 
            ½þºiÉÉIÉ®ú (̈ÉªÉ ÊnùxÉÉÆEò) 
            Designation/ {Énù 
 
 
* If the applicant is drawing any compensatory allowance, it should also be indicated in the orders 
on the expiry of leave, the Government servant is likely to return to the same post or to another post 
carrying similar allowance. 
* ªÉÊnù |ÉÉlÉÔ EòÉä EòÉä<Ç |ÉÊiÉEò®ú ¦ÉkÉÉ Ê¨É±ÉiÉÉ ½èþ iÉÉä ªÉ½þ +Énäù¶É ¨Éå <ÆÊMÉiÉ ½þÉäxÉÉ SÉÉÊ½þB ÊEò UÖô]Âõ]õÒ {ÉÚ®úÒ ½þÉäxÉä {É®ú |ÉÉlÉÔ =ºÉÒ {Énù {É®ú 
ªÉÉ ÊEòºÉÒ BäºÉä {Énù {É®ú ±ÉÉè]õxÉä EòÒ +É¶ÉÉ ½èþ ªÉÉ xÉ½þÓ VÉ½þÉÆ <ºÉÒ |ÉEòÉ®ú EòÉ ¦ÉkÉÉ Ê¨É±ÉiÉÉ ½þÉä*  
          
    


