
APPLICATION FOR EARNED LEAVE

To,

The Head of School / Head of Office

______________________________________

______________________________________

Subject: Request for earned leave

Respected Sir / Madam,

I request you to kindly grant me earned leave for ______ days from ______________ to

______________ on personal grounds. I may also be permitted to prefix / suffix the holidays

falling on ______________________.

Kindly grant the same.

Yours faithfully,

Signature

Name

Designation

Employee ID

Phone

Date

FOR OFFICE USE

Earned leave sanctioned for ______ days from ______________ to ______________.

Head of School / Office (with seal)

principalpathshala.in


