
School of Planning and Architecture, Bhopal

Leave application for Earned Leave/Half Pay Leave/Commuted Leave/Extra ordinary Leave (EOL)/ 
Maternity Leave/ Paternity Leave for All group A Officers and Faculties 

………………………………………..… ……………………………………………………
Personal File No. ………………………………………..…. Name ……………………………………………..…… 

………………………….……………………………………… …………………………..………..
Designation ………………………….……………………….. Department/Section …………………………… 

………………..…. ………………………………………………
Leave applied for …………………….…………….…….. Purpose ………………………………………………. 

Details of Leave:-

Prefix Saturday/Sunday/Gazetted 
Holiday/Restricted Holiday/ other 
leave, please specify.  Suffix 

From To Days 

Leave applied 
for  

EL/HPL/Commuted/EOL/Maternity 
Leave/ Paternity Leave/other leave, 
please specify.   

Address during leave:

Signature ……………………. Date ……………… 

Signature of Head of Department/Dean/Registrar 

TO BE USED IN ADMINISTRATION SECTION 

……………………………………

The following leave due on ……………………………………………………. Is ……………………………………………………… 

Following leave on the basis of the recommendations of the Head of Department/Section may be 

sanctioned. 

Dealing Assistant Section Officer Assistant Registrar  Registrar 
…………. Entry made in service book Page No. ……….. 

Director Balance EL/HPL/ 

AD-1 A 
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