
 
 

;kstuk ,oa okLrqdyk fo|ky;] Hkksiky
School of Planning and Architecture, Bhopal

vodk”k ds ckn mifLFkfr

vodk”k dk uke @Name of Vacation 

“khrdkyhu vodk”k@Winter Vacation  

xzh’edkyhu vodk”k@Summer Vacation

ladk; lnL; dk fooj.k@Details of Faculty Member:

uke @Name …………………………………
O;fDrxr Qkby la-@ 
Personal File No. 

…………………………………

vU; vodk”k xzh’edkyhu@”khrdkyhu vodk”k ds lkFk vkosnu 
with Winter/Summer Vacation as Prefix/ Suffix.

ds igys@ Prefix vodk”k dh izdf̀r@
Leave

Commutate/ SCL/On Duty)
ls@From rd@To  
   

mi;ksx fd;s x, “khrdkyhu@xzh’edkyhu vodk”k dk fooj.k@
Vacation. 
ls@ From rd@ 
  
  

eSa xzh’edkyhu@”khrdkyhu vodk”k mijkar viuh mifLFkfr fnukad 
jgh gwaA I am joining on …………. (FN/A
 
fnukad@Date-     

iz”kklfud vuqHkkx ds iz;ksx gsrq@

ykfHkr vodk”k ds fnuksa dh la[;k ¼d½@No. of Days 

vykfHkr vodk”k ds fnuksa dh la[;k [dqy vodk”k vof/k dh la[;k
availed during vacation (B)[ Total no. of Vacation period

vykfHkr vodk”k dh la[;k X 1@3 @ 1/3
Vacation (B)  (Fraction of day rounded off to the nearest day) 
“khrdkyhu@xzh’edkyhu vodk”k esa vftZr vodk”k la[;k 

The Earned Leave ……….. day/s earned in Winter/Summer Vacation may be credited in the leave Record 

of the Faculty member.  

 
dk;Z lgk;d   vuqHkkx vf/kdkjh 
Dealing Assistant Section Officer
 

vodk”k ls igys fjdkMZ la/kkfjr@Leave Record Before 
Vacation 
vftZr vodk”k@Earned Leave  

v/kZ osru vodk”k@Half Pay Leave  

 
 
 
lsok iqfLrdk esa dh xbZ izfof’V;ka@  
Entries made in the Service Records

;kstuk ,oa okLrqdyk fo|ky;] Hkksiky 
School of Planning and Architecture, Bhopal 

mifLFkfr gsrq izi=@Proforma For Joining After Vacation 
   

ls@From rd@To fnuksa dh la[;k@

    

Summer Vacation    

Details of Faculty Member:- 
………………………………… in@Designation ……………………

………………………………… foHkkx@Department  ……………………
 

xzh’edkyhu@”khrdkyhu vodk”k ds lkFk vkosnu fd;k x;k ¼igys ;k ckn esa½@ Any Leave availed applied 
with Winter/Summer Vacation as Prefix/ Suffix. 

vodk”k dh izdf̀r@ Nature of 
e (EL/ HPL/ 

Commutate/ SCL/On Duty) 

ds ckn@Suffix vodk”k dh izdf̀r@
Leave

Commutate/ SCL/On Duty
ls@From rd@ To  
   

“khrdkyhu@xzh’edkyhu vodk”k dk fooj.k@Detail of leave availed during Winter/ Summer 

rd@ To fnu@Days 
 
 

fnukas dh la[;k@ Total Days  
eSa xzh’edkyhu@”khrdkyhu vodk”k mijkar viuh mifLFkfr fnukad -------------------------------nksigj iwoZ@nksigj Ik”pkr~ 

/AN) after winter/ summer vacation. 

          ladk; lnL; ds gLrk{kj@Signature of Faculty Member
 

foHkkx izeq[k@Head of Department

iz”kklfud vuqHkkx ds iz;ksx gsrq@To be used in Administration Section 

No. of Days of  Vacation availed (A)  
dqy vodk”k vof/k dh la[;k &¼d½]@No. of Days not 

availed during vacation (B)[ Total no. of Vacation period-(A)] 
 

1/3rd x total No. of Days not availed during 
Vacation (B)  (Fraction of day rounded off to the nearest day)  

 

esa vftZr vodk”k la[;k --------- dks ladk; lnL; ds vodk”k [kkrs esa tek fd;k tk ldrk gSA

The Earned Leave ……….. day/s earned in Winter/Summer Vacation may be credited in the leave Record 

vuqHkkx vf/kdkjh    lgk;d dqylfpo    
Section Officer   Assistant Registrar    

funs”kd@Director 
Leave Record Before vodk”k ds ckn fjdkMZ la/kkfjr@Leave Record after 

Vacation 
 vftZr vodk”k@Earned Leave  

 v/kZ osru vodk”k@Half Pay 
Leave 

 

             
Entries made in the Service Records                    Dealing Assistant

 

fnuksa dh la[;k@No. of  Days 

…………………… 

…………………… 

Any Leave availed applied 

vodk”k dh izdf̀r@ Nature of 
Leave (EL/ HPL/ 

Commutate/ SCL/On Duty 

Detail of leave availed during Winter/ Summer 

nksigj iwoZ@nksigj Ik”pkr~ dks ns jgk gwa@ns 

Signature of Faculty Member  

Head of Department 

 

 

 

[kkrs esa tek fd;k tk ldrk gSA@ 

The Earned Leave ……….. day/s earned in Winter/Summer Vacation may be credited in the leave Record 

      dqylfpo  
          Registrar 

Leave Record after 

 

 

        dk;Z lgk;d 
Dealing Assistant  

AD-6 




