
  

›¸ú’ú / NITIE                                                                                                                                                  NITIE/2017/22 

 
‚¸ˆÅ¢¬Ÿ¸ˆÅ ‚¨¸ˆÅ¸©¸ / œÏ¢÷¸¤¸¿¢š¸÷¸ ‚¨¸ˆÅ¸©¸ ½̂Å ¢¥¸‡ ‚¸¨¸½™›¸ œ¸°¸ 

APPLICATION FOR CASUAL LEAVE / RESTRICTED HOLIDAY 
 

 ˆ¾Å¥ ½̧µ”£ ¨¸« Ä̧ ˆ½Å ™ ¾̧£¸›¸ ‚¢š¸ˆÅ÷¸Ÿ¸ ‚› º̧Ÿ¸÷¡¸  À  ‚¸ˆÅ¢¬Ÿ¸ˆÅ ‚¨¸ˆÅ¸©¸  À  10 ¢™›¸ 
       œÏ¢÷¸¤ ¿̧¢š¸÷¸ ‚¨¸ˆÅ¸©¸ À  02 ¢™›¸ 
 

Maximum admissible during the Calendar   : C/L    10  Days  
        R.H    02 Days 

 
1. ‚¸¨ ½̧™ˆÅ ˆÅ¸ ›¸¸Ÿ¸ /  Emp. code & name of the              À ------------------------------------------------------ 

 Applicant   
2. œ¸™›¸¸Ÿ¸ / Designation    : ------------------------------------------------------ 

 
3. ¢¨¸ž¸¸Š¸ / ‚› º̧ž¸¸Š¸ / Deptt. / Section   : ------------------------------------------------------ 

 
4. ‚¸]¸ ÷¸ˆÅ ¥¸ú Š¸ƒÄ ‚¸ˆÅ¢¬Ÿ¸ˆÅ ŽºØú    À ¢™›¸   ---------------- 

 Casual leave availed of till date  : Day ---------------- 
 

5. ‚œ ½̧¢®¸÷¸ ‚¸ˆÅ¢¬Ÿ¸ˆÅ ‚¨¸ˆÅ¸©¸ ÷¸˜¸¸ ¢ˆÅ¬¸ ¢÷¸¢˜¸ ¬ ½̧ ¢¥¸‡ ]¸¸› ½̧ íÿ— ¢™›¸ / Days --------------------- 
Casual leave now required and the date                 ¬ ½̧ / From -------------------- ÷¸ˆÅ / To ------------------ 
from which required 
 

6. ‚¸ˆÅ¢¬Ÿ¸ˆÅ ‚¨¸ˆÅ¸©¸ ˆÅ¸ ˆÅ¸£µ¸    À------------------------------------------------------
Reason for Casual Leave 
 

7. Æ¡¸¸ Ÿ º̧‰¡¸¸¥¸¡¸ Ž ½̧”õ £í½ í¾— ¡¸¢™ ‡½¬¸¸ í¾ ÷¸ ½̧ ‚¨¸¢š¸ ÷¸˜¸¸ 
’½¢¥¸œ¸€ ½̧›¸ › ¿̧ ¬¸¢í÷¸ œ¸÷¸¸ „¢¥¥¸¢‰¸÷¸ ˆÅ£½¿   À-------------------------------------------------------
Whether leaving Headquarters. If yes, 
specify the period & address including Tel. No.  ------------------------------------------------------- 
 

8. ŽºØú ˆ½Å ™ ¾̧£¸›¸ ¬ ¿̧œ¸ˆÄÅ ˆÅ£› ½̧ ˆÅ¸ œ¸÷¸¸   :-------------------------------------------------------
Contact address during leave    -------------------------------------------------------                                                                                                                    
                                                                                 ------------------------------------------------------- 

9. ŽºØú ˆÅú ‚¨¸¢š¸ ˆ½Å ™ ¾̧£¸›¸ ˆÅ®¸¸‡¿ ¥ ½̧› ½̧ / ‚›¡¸ ¢›¸¡¸÷¸ ˆÅ¸¡ Ä̧ 
¡¸¸ œÏ¢÷¸¤¸Ö÷¸¸‡¿ ‚¸¢™ œ »̧£ú ˆÅ£› ½̧ ½̂Å ¢¥¸¡ ½̧ ˆÅú Š¸ƒÄ ¨¡¸¨¸¬˜¸¸‡¿ 
Arrangements made for taking classes / other 
assignments or commitments etc during the 
 period of leave. 
 

 
¢™›¸ ¿̧ˆÅ À/ Date :                 ‚¸¨ ½̧™ˆÅ ˆ½Å í¬÷¸¸®¸£  

                      Signature of applicant 
  
                       ¼̂Åœ¸¡¸¸ œ¸úŽ½ ™½¢‰¸¡ ½̧ / P.T.O 

 



 
 

 
10. ŠÏºœ¸ œÏŸ º̧‰¸ / ¢¨¸ž¸¸Š¸ú¡¸ œÏŸ º̧‰¸ / ‚› º̧ž¸¸Š¸¸š¡¸®¸ / ¨¸¢£«“ 

¬’¸œ¸€ ¬¸™¬¡¸ ˆÅú ¢’œœ¸¢µ¸¡¸ Â̧ / ¢¬¸œ¸€¸¢£© ½̧¿                           :---------------------------------------------------- 
Remarks /Recommendation of Group Head / 
Department / Section Head / Senior Staff Member----------------------------------------------------- 
 

11. í¬÷¸¸®¸£ ¨¸ œ¸™›¸¸Ÿ¸ 
Signature & Designation :                           ----------------------------------------------------- 
 

12. ¬¨¸úˆ¼Å¢÷¸ œÏ¸¢š¸ˆÅ¸£ú ˆ½Å ‚¸™½©¸ 
Orders of the Sanctioning Author                           ----------------------------------------------------- 
 
 
 
                                                                    ¢›¸™½©¸ˆÅ / ̂ ºÅ¥¸¬¸¢\¸¨¸ / œ¸£ú®¸¸ ¢›¸¡ ¿̧°¸ˆÅ / œÏ¤ ¿̧š¸ˆÅ œ¸¢£. ̂ ½Å. / ̈ ¸¢£. œ º̧¬÷¸ˆÅ¸¥¸¡¸¸š¡¸®¸ / „. º̂Å.¬¸./ 
                                                                    ¬¸.ˆºÅ.¬¸. / ¬ ¿̧. ‚¢ž¸¡ ¿̧÷¸¸ /¢\¸¢ˆÅ÷¬¸¸ ‚¢š¸ˆÅ¸£ú /‚› º̧ž¸¸Š¸¸š¡¸®¸ 
                                                                    DIRECTOR/REGISTRAR/COE/MANAGERCC./SR.LIBRARIAN/           
                                                                    DR/AR/IE/MO/SECTION/HEAD/DEPTT. HEAD  
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
¢™.Š¸¸½.¬¸ ½̧. 


