
 

 
³ÖÖî×ŸÖÛúß ÃÖÓÃ£ÖÖ®Ö / INSTITUTE OF PHYSICS  

³Öã¾Ö®ÖêÀ¾Ö̧ü / Bhubaneswar 
”ãû¼üß ́ÖÓÓ•Öæ̧ü ÆêüŸÖã †Ö¾Öê¤ü®Ö ̄Ö¡Ö  / APPLICATION FOR SANCTION OF LEAVE 

(†. ”ãû. / ̄Ö×̧ü¾ÖÙŸÖŸÖ ”ãû¼üß / †. ¾Öê. ”ãû.- E. L. / Commuted leave / H.P.L.) 
 
1. Ûú́ÖÔ“ÖÖ̧üß ÛúÖ ®ÖÖ́Ö  / Name of the employee    : 
 
2.   Ȫ¤ü ®ÖÖ́Ö / Designation      : 
 
3. †®Öã³ÖÖÝÖ / Section      : 
 
4. Ö́ÖÓÝÖß ÝÖµÖß ”ãû¼üß ÛúÖ ̄ÖÏÛúÖ̧ü / Type of leave applied for   :     †.”ãû./̄Ö×̧ü¾ÖÙŸÖŸÖ ”ãû¼üß / †.¾Öê.”ãû 
                                                                               E. L./Commuted Leave/H.P.L.  
5. ”ãû¼üß ÛúÖ †×³ȪÖÏÖµÖ / Purpose of leave    : 
 
6. ×ÛúŸÖ®Öê ×¤ü®Ö ŸÖÛú ”ãû¼üß “ÖÖ×Æü‹ /No of days of leave required :  ............... ×¤ü®Ö / days 
                 Ûãú»Ö ×¤ü®Ö / Total No of days 
     ÃÖê From : ............................ŸÖÛú to...................................    ....................................... 
     Ȫæ¾ÖÔµÖÖê•Ö®Ö / Prefix : .............................................................   ....................................... 
     Ö́¬µÖ¾ÖŸÖá /Intervening : ........................................................   ..... ................................. 
     †®ÖãµÖÖê•Ö®Ö /Suffix : .............................................................    ....................................... 
 
7.  µÖ×¤ü ́ÖãÜµÖÖ»ÖµÖ ”ûÖê›®Öê Ûúß †®Öã́Ö×ŸÖ “ÖÖ×Æü‹ ŸÖÖê ”ãû¼üß Ûêú ¤üÖî̧üÖ®Ö ̄Ö¡ÖÖ“ÖÖ̧ü 
    Ûêú ×»Ö‹ ̄ÖŸÖÖ … 
    If headquarters leaving permission is required ,  
     address for  communication while availing leave. : 
                                                               : 
                     ÃÖÓ̄ÖÛÔú Ûêú ×»Ö‹ ¤æü̧ü³ÖÖÂÖ ÃÖÓ./ Contact Tel No. : 
 

ŸÖÖ̧üßÜÖ / Date :                                              †Ö¾Öê¤üÛú Ûêú ÆüÃŸÖÖõÖ̧ü / Signature of Applicant 
_________________________________________________________________________________________  
†®Öã³ÖÖÝÖ ́ÖãÜµÖ Ûúß ×ÃÖ±úÖ×̧ü¿Ö / Recommendation of Section Head 
 

”ãû¼üß ×ÃÖ±úÖ×̧ü¿Ö Ûúß ÝÖµÖß / ®ÖÆüà Ûúß ÝÖµÖß / Leave recommended / Not recommended 
 

                                                                                †®Öã³ÖÖÝÖ ́ÖãÜµÖ / Section Head 
Ö́Ó•Öæ̧üß¤üÖŸÖÖ ̄ÖÏÖ×¬ÖÛúÖ̧ß ÛúÖ †®Öã́ÖÖê¤ü®Ö / Approval of Sanctioning Authority 

 
          ”ãû¼üß ́ÖÓ•Öæ̧ü Ûúß ÝÖµÖß / ®ÖÆüà Ûúß ÝÖµÖß / Leave is granted / refused 
 

                                                                                                       ×√�√⊂÷⇓⁄ √�√√ ↓√∉√⋅←√� √÷⇓ / Sanctioning Authority 
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -- - - - - - - - - - - - - - - - -  

ÃÖæ“Ö®ÖÖ ̄Ö“Öá / INTIMATION SLIP 
ÃÖê¾ÖÖ ́Öë / To, 
 ............................. 
 ............................. 

†ȪÖÛêú ×¤ü®ÖÖÓÛú..................... Ûêú ”ãû¼üß †Ö¾Öê¤ü®Ö ̄Ö¡Ö Ûêú ÃÖÓ¤ü³ÖÔ ́Öë †Ö¾Öê¤ü®Ö Ûêú †®ÖãÃÖÖ̧ü ”ã¼üß ́ÖÓ•Öæ̧ü Ûúß ÝÖµÖß / ®ÖÖ́ÖÓ•Öæ̧ü Ûúß ÝÖµÖß … 
With reference to your leave application dated...................... you have been granted  / not granted 

leave as applied for. 
 

   ℘√″√⋅←√�√ ℘√∅√∝√�  / Dealing Assistant 


