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IIM/20__/23 
 

‚¢]¸Ä÷¸ ŽºØú/‚š¸Ä ¨¸½÷¸›¸ œ¸£ ŽºØú/² œ¸¸¿÷¸¢£÷¸ ŽºØú/‚¬¸¸š¸¸£µ¸ ŽºØú ‡¨¸¿ ‚¨¸ˆÅ¸©¸ ¡¸¸°¸¸ ¢£¡¸¸¡¸÷¸ 

APPLICATION FOR EL/HPL/COMM. LEAVE/EOL & LTC 

 

1. ˆÅŸ¸Ä\¸¸£ú ̂ Å¸ ›¸¸Ÿ¸ ̈ ¸ ̂ Å¸½” ¬¸¿. / Name of Employee & Code No.  ____________________________________ 

  

2. œ¸™›¸¸Ÿ¸ / Designation   _______________________________________________ 

 

3. ›¸¸¾ˆÅ£ú ˆÅ¸ œÏˆÅ¸£ / Nature of employment   _______________________________________________ 

 

4. ¢¨¸ž¸¸Š¸ / ‚›¸ºž¸¸Š¸ / Deptt. / Section _______________________________________________ 

 

5. ¢™›¸¸½¿ ˆÅú ¬¸¿. ¨¸ ¢ˆÅ¬¸ œÏˆÅ¸£ ˆÅú ŽºØú ‚œ¸½¢®¸÷¸ í¾—/No. of days & type of leave required  

‚¢]¸Ä÷¸ ŽºØú 

E L 

‚¸š¸½ ¨¸½÷¸›¸ œ¸£ ŽºØú 

HPL 

²Åœ¸¸¿÷¸¢£÷¸ ŽºØú 

COMM. LEAVE 

‚¬¸¸š¸¸£µ¸ ŽºØú 

EOL 

‚¨¸ˆÅ¸©¸ ¡¸¸°¸¸ ¢£¡¸¸¡¸÷¸ 

LTC 

ˆºÅ¥¸ 

TOTAL 

      

 

6. ¬¸½ / From ___________________________  ÷¸ˆÅ / To _________________________________ 

 

ŽºØú ˆÅ¸ „Ó½©¡¸ / Purpose of Leave   ___________________________________________________ 

 

7. ¡¸¢™ ŽºØú ¡¸¸°¸¸ ¢£¡¸¸¡¸÷¸ ¥¸½ £í½ í ÿ ¨¸¡¸¬ˆÅ         À- 

÷¸¸½ œ¸¢£¨¸¸£ ̂ ½Å ¬¸™¬¡¸¸½¿ ̂ Åú ¬¸¿‰¡¸¸ / ¬¸¿¤¸¿š¸ ÷¸˜¸¸ ¤¥¸¸ÁˆÅ ̈ ¸«¸Ä ¤¸÷¸¸‡¿                   ¤¸\\¸½           À-   ¤¸¸¢¥¸Š¸...............›¸¸¤¸¸¢¥¸Š¸................. 

If availing LTC, state number and relation Adults       :-        

of family members & block year Children    :-  Major...............Minor................ 

 ¤¥¸¸ÁˆÅ ¨¸«¸Ä / Block Year:..................................... 

8. ‚œ¸½¢®¸÷¸ ‚¢ŠÏŸ¸ / Advance required     : í¸Â / Yes _________ ›¸íì / No _________ 

ŽºØú ¨¸½÷¸›¸ / Leave Salary      : í¸Â / Yes _________ ›¸íì / No _________ 

ŽºØú ž¸º›¸¸ƒÄ / Leave encashment                                          : í¸Â / Yes _________ ›¸íì / No _________           

 

9. ŽºØú ˆ½Å ™¸¾£¸›¸ œ¸÷¸¸ / Leave Address  ________________________________________ 

                                                                          ________________________________________ 
                                                                          _______________________________________ 

 

10. ŽºØú ˆÅú ‚¨¸¢š¸ ˆ½Å ™¸¾£¸›¸ ˆÅ®¸¸‡¿ ¥¸½›¸½ / ‚›¡¸ ¢›¸¡¸÷¸ ˆÅ¸¡¸Ä       _______________________________________ 

¡¸¸ ¨¸\¸›¸ ‚¸¢™ œ¸»£½ ˆÅ£›¸½ ˆ½Å ¢¥¸¡¸½ ˆÅú Š¸ƒÄ ¨¡¸¨¸¬˜¸¸‡¿    

Arrangements made for taking classes / other assignments 

of commitments etc. during the period of leave. 

 

11. ˆÅ¸½ƒÄ ‚›¡¸ ¬¸»\¸›¸¸ / Any other information:     _______________________________________ 

 

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

        Signature of applicant  



 

12. ŽºØú ˆÅú ¢¬¸œ¸€¸¢£©¸ ˆÅ£›¸½ ¨¸¸¥¸½ ‚¢š¸ˆÅ¸£ú ˆÅú ¢’œœ¸µ¸ú          ________________________________________ 

 Remarks of the leave recommending authority      _____________________________________ 

 

í¬÷¸¸®¸£/Signature                                                                         í¬÷¸¸®¸£/Signature 

œ¸™›¸¸Ÿ¸/Designation                                                                        œ¸™›¸¸Ÿ¸/Designation 

 

13. ªú/ªúŸ¸÷¸ú/¬¸ºªú _________________________________________  ¢›¸Ÿ›¸¢¥¸¢‰¸÷¸ ˆ½Å ‚›¸º¬¸¸£ ŽºØú ˆ½Å œ¸¸°¸ íÿ— 

      Shri /Smt/Kumari _____________________________________ is entitled for leave as under on 

 

• ‚¢]¸Ä÷¸ ŽºØú/E.L.                            _________________________ 

• ‚š¸Ä ¨¸½÷¸›¸ œ¸£ ŽºØú/H.P.L.                _________________________ 

• ² œ¸¸¿÷¸¢£÷¸ ŽºØú/COMM. LEAVE     _________________________ 

• ‚¬¸¸š¸¸£µ¸ ŽºØú/ EOL                     _________________________ 

• ‚¨¸ˆÅ¸©¸ ¡¸¸°¸¸ ¢£¡¸¸¡¸÷¸/LTC             _________________________ 

                                                                                                                       

¬¸í¸.œÏ©¸¸.‚¢š¸ˆÅ¸£ú(œÏ©¸¸.)/AAO(ADMIN) 

14. Ÿ¸¿] »̧£ú™¸÷¸¸ œÏ¸¢š¸ˆÅ¸£ú ˆ½Å ‚¸™½©¸/Order of the Sanctioning authority 

_____________________________________ 

• „œ¸¡¸ºÄÆ÷¸ ˆ½Å ‚›¸º¬¸¸£ ŽºØú Ÿ¸¿]¸»£ ˆÅú Š¸ƒÄ/›¸íì ˆÅú Š¸ƒÄ / Leave as above sanctioned / not sanctioned. 

• ŽºØú ¨¸½÷¸›¸ / ‚¨¸ˆÅ¸©¸ ¡¸¸°¸¸ ¢£¡¸¸¡¸÷¸ ‚¢ŠÏŸ¸ ‚›¸ºŸ¸¸½¢™÷¸ ¢ˆÅ¡¸¸ Š¸¡¸¸/Leave salary/LTC advance approved. 

• ŽºØú ž¸º›¸¸ƒÄ ‚›¸ºŸ¸¸½¢™÷¸ ¢ˆÅ¡¸¸ Š¸¡¸¸/Leave encashment approved. 

  

                                                                       ¨¸¢£«“ ˆÅ¸¡¸Äœ¸¸¥¸ˆÅ ‚¢š¸ˆÅ¸£ú (œÏ©¸¸.¨¸ Ÿ¸¸.¬¸¿.)/ 

SEO (ADMIN & HR) 

                                                Ÿ¸º‰¡¸ œÏ©¸¸¬¸¢›¸ˆÅ ‚¢š¸ˆÅ¸£ú/CAO   

 

¢›¸™½©¸ˆÅ/DIRECTOR  

__________________________________________________________________________ 
¢’œœ¸µ¸ú/NOTEÀ 

1. ŽºØú ¨¸½÷¸›¸ ‚¢ŠÏŸ¸ ÷¸ž¸ú ¢™¡¸¸ ]¸¸‡Š¸¸ ]¸¤¸ Žº’Ã’ú ˆÅú ‚¨¸¢š¸ ˆÅŸ¸ ¬¸½ ˆÅŸ¸ 30 ¢™›¸ í¸½— 

       Leave salary advance is admissible if the period of leave is least 30 days. 

 

2. ¡¸¢™ ˆÅ¸½ƒÄ ‚¬˜¸¸ƒÄ ˆÅŸ¸Ä\¸¸£ú ŽºØú ¨¸½÷¸›¸/‚¨¸ˆÅ¸©¸ ¡¸¸°¸¸ ¢£¡¸¸¡¸÷¸ ‚¢ŠÏŸ¸ ¥¸½›¸¸ \¸¸í÷¸¸ í¾ ÷¸¸½ „¬¸½ ¬’¸œ¸€ ˆ½Å ¬˜¸¸ƒÄ ˆÅŸ¸Ä\¸¸£ú ¬¸½ ]¸Ÿ¸¸›¸÷¸ 

¤¸¿š¸œ¸°¸ ™½›¸¸ œ¸”õ½Š¸¸—  

A temporary employee should give a surety bond from a permanent member of staff in case he/she 

wishes to take leave salary/LTC advance. 

 

3. ¡¸¢™ ‚¨¸ˆÅ¸©¸ ¡¸¸°¸¸ ¢£¡¸¸¡¸÷¸ ‚¢ŠÏŸ¸ œ¸í¥¸½ ™]¸½Ä ˆ½Å ¢¥¸‡ ¢¥¸¡¸¸ Š¸¡¸¸ í¾ ‚¸¾£ ˆÅŸ¸Ä\¸¸£ú ™»¬¸£½ ™]¸½Ä Ÿ¸½¿ ]¸¸›¸¸ \¸¸í÷¸¸ í¾ ÷¸¸½ „¬¸½ ŽºØú œ¸£ 

]¸¸›¸½ ¬¸½ œ¸í¥¸½ ‚¢ŠÏŸ¸ ˆÅú ‚¢÷¸¢£Æ÷¸ £¸¢©¸ ¬¸¿¬˜¸¸›¸ ˆÅ¸½ ¥¸¸¾’¸›¸ú í¸½Š¸ú—  

In case an LTC advance is drawn for class I and the employee wish to proceed by II class, the excess 

amount of advance must be returned to the institute prior to proceeding on leave. 

 

4. ‚¨¸ˆÅ¸©¸ ¡¸¸°¸¸ ¢£¡¸¸¡¸÷¸ ˆ½Å ™¸¨¸½ ˆ½Å ¬¸¸˜¸ ˆÅú Š¸ƒÄ ¡¸¸°¸¸ ˆÅú ¢’ˆÅ’½¿ / œ¸ú‡›¸‚¸£ ¬¸¿./ ›¸ˆÅ™ ¨¸¸„\¸£ ‚¨¸©¡¸ œÏ¬÷¸º÷¸ ¢ˆÅ‡ ]¸¸›¸½ \¸¸¢í‡— 

       The LTC claim must be supported by tickets/cash vouchers for the journey performed. 


