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Office of the Registrar (Administration)

LEAVE APPLICATION FORM (grade xi & above)
(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)

NG ettt et sttt stesre st sresaesre st sresees Designation.......ccceeeeeecveereneceesevnes o L
FaCUlty/DiVISION ...cvveeveeeeireseecereseeeesire e seees Department ...
Number of days applied for.......ocveevneinnireceirecee From oo | (o JEN SR
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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 recomMmeENd .......c.ceeeveeerecieeeecrecerire 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 entitlemMent ...ttt et e n days

b) Accumulated leave (With PErmMIiSSION).......ccccveiieeeiececeieetiet e e days

c) Leave taken during the Year. ... eececece et e e days

d) Total number of days reqUEStEd .........cocceeeeeerireceeceeiree et s days

€)  BAIANCE ot ettt sttt s et b s s bt sas et eae days

f)  Applicant to resume dULY ON .......cce ettt s e s raaes e days

g) Information checked and certified/if incorrect specify reasons..........ccoceueveverennene.
Officer in charge of records’ NAME .......ccoeeeeeceieeirece s Signature ......ccccveeveeeveenenns
DAt e e b e s s

PART V

Records Officer bring UP ON ..ottt seneea for resumption of duty.

SIBNALUIE e e e e e D | PPN

PART VI

Leave approved/not approved............eeeeeveeeevevereneevesesenes Date...ccociceceeeee e

(Deputy Registrar (HR & Admin)
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