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Proforma to be filled in by the employee concerned who want to avail the Duty
Leave under O. No. 2 Clause No. 4

1. Name of EMpPlOyee: ...ooviiii e
2. DSIgNALION: ..t
B 0§ ¢
. SO0 .. e
5. PUurpose 0f SEEKING LBAVE: .. ...t
(Please give details about Conference etC.) ........oooiriiiiii i
with date and PIaCe ..o
6. Whether you are invited or Deputed: ..........oooiiiiiiii e
(Copy of invitation/approval enclosed)
7. Period of Duty Leave: From ..................c TO oo
No.ofdays.......cceevvvvinnnnnn.

8. Whether is Leave to be combined? Yes [ | No [ ]

If so, please specify: Earned Leave [ | Half-Pay Leave [ | Extraordinary Leave [ |

9. Whether Leave is to be Suffix or Prefix with Vacation: Yes ] No [ ]
If yes, please specify: ~ Winter [ ] Summer [ |
10. The Duty Leave is for: India [ Abroad [ ]
If Abroad, please SPeCIIY: ...t
CoNtaCt details: ...ttt e

11, ADAress WHIlE ON LBAVE: ...t e,
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13. Details of last availed Duty Leave: From .......................... TO oo
No.of Days.......ccoovvvvvinnnnn.
14. The balance of Leave is ..........ccvvvvieniannn.n Days
Dated: ................... Signature of Employee
Note:

1. At no time more than 20% of the strength of teachers on rolls of a Department/ Centre shall be
allowed to be absent on extraordinary leave/study leave and/or sabbatical leave.
2. Faculty member should not leave station till the order sanctioning leave has been issued.

(Recommended / Not-recommended)

(Recommending Officer) (Sanctioning Officer)

(For Office Use Only)

The Duty Leave applied for is admissible. After availing of the above leave, the number of Duty Leave
to the credit of the Employeeis ...............ceeinniin.

Dealing Asstt.(HR) S.0.(Admn.) Deputy Registrar (Admn/HR) Registrar



