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      APPLICATON FOR LEAVE OF ABSENCE                                                       

	Name
	
	Signature
	

	CID/EID Number
	
	
	
	
	
	
	
	
	
	
	
	Permanent Employee
	

	
	Temporary Employee
	

	Contact Address During the Leave period

Mobile No.
	Department/Division/ Region
	

	
	Unit/Section/Depot
	

	During my leave of absence, my day to day responsibilities duties will be performed by:

	Name& Designation of the substitute
	

	Mobile Number
	

	Type of Leave
	Start Date
	End Date
	Number of Days
	Remarks

	Bereavement Leave
	
	
	
	Provide evidence

	Earned Leave
	
	
	
	*

	Extraordinary leave
	
	
	
	Execute Legal Undertaking

	Maternity Leave
	
	
	
	Attach Medical Certificate

	Medical/Sick Leave
	
	
	
	Attach Medical Certificate

	Paternity Leave
	
	
	
	Provide evidence

	Preparatory Leave
	
	
	
	Attach Transfer Order

	I hereby certify that the information provided above is correct. Any falsification of information in this record may form ground for disciplinary action, Furthermore; I fully understand that I am not entitled to go on leave until I receive an approved copy of this form.


	Employee Signature:
	Date:

	No of days Available
	No. of days Leave Taken
	No. of days Leave Balance
	Remarks

	
	
	
	

	Signature HR/Admin Officer:
	Date:

	Recommendation by Supervisor/Manager (Mark with X)

	Recommended
	
	Not Recommended
	
	Rescheduled
	

	REMARKS (If not recommended please state the reason & the dates in case of Rescheduling)

Manager’s/Supervisor’s Signature                                                                   Date:

	Approved by Head of Division ( Mark with X)
	

	Approved With Full Pay
	
	Approved without Pay
	
	Not Approved
	

	REMARKS ( if approved with a change in condition of payment or not approved, please provide motivation):

Signature of HOD/Designee                                                                           Date:
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