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KAIMOSI FRIENDS UNIVERSITY (KAFU)
Tel: 0771647042 P.O. Box, 385
E-mail: registrar.admin@kafu.ac.ke Kaimosi - 50309
Website www .kafu.ac.ke Kenya

Office of the Registrar (Administration)

LEAVE APPLICATION FORM (grade i-x)
(To be used for Annual/Maternity/Paternity/Off days & Compassionate Leave)

(To be completed in quadruplicate and send to the Registrar (Admin) at least 14 days before
leave commences)
Part | (To be completed by applicant)

[N T3 1= RSO RRRRT Designation.......ccoeeeeeecveervneceesevnes o L R
FaCUlty/DiVISION ...cvveevveeeirereecesreseecesire e seees Department ...
Number of days applied for.......cveevncinnineeerirecee From oo | (o JEN SR
NATUIE OF [EAVE ... ettt e et et sttt ses et ses et b ses e b s et abe ses et e s ses et aaesen et abe sensesans senbesasen
CONTACE AUAIESS ettt sttt ettt st st ettt st st sttt et et ebe st ses s es et ea see sesses ek eaeeaeebe st enbesbesereeu ses sensenbesensaneseens
1= TS 1V OO RO TSRS
Note: Leave application without address will not be considered.

APPCANES SIBNALUIE ..ottt st s DAt

PART Il (To be completed by Head of Department)
| do/do not recommend .........ccoeuvveeevieeeerecetire e e days leave (if not recommended give reasons)

(Head of Department)

PART lll (Dean’s remarks)
Leave recommended/not recommended (if not recommended give reasons)

PART IV (To be filled by officer in charge of personnel records)

a)  Annual Leave entitlement ...ttt sttt st s days
b) Accumulated leave (With PErmMISSION)......ccccvericeeiececiieere e e et days
C) Leave taken during the Year. ... eececece et e e e days
d) Total number of days reqUESTEM .......cuoveeeeeeeeeiciiee ettt e days
€) BAIANCE vttt et e et e ettt ettt ere st s e s e b e s aereeraer e s aeraenaen

f)  Applicant to resume duty on
g) Information checked and certified/if incorrect specify reasons..........ccoceuevrverevnene.

PART V

Records Officer bring UP ON ..ottt senea for resumption of duty.
SIBNATUIE .o et e sr e Date. e e

PART VI
Leave approved/not approved..........eeeerveeeevevereneevesesenes Date...ccocececeeeee e
(Deputy Registrar (HR & Admin)
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