Probashi Kallyan Bank

LEAVE APPLICATION FORM

e Designation & Portfolio :

............................................................. Employee No :

Leave Type :

i) Casual Leave [] i) Earned Leave [] iii) Sick Leave [] iv) Extraordinary Leave [] v) Maternity Leave []

1. Leave Entitlement for the Year

.......................................................................................................................................... days
2. Leaveavailedtilltodate e days
3. Netleave Available days
4 Leave Applied for days
5. Balance Leave available to date e days

ACCTUEd EL Balance e, days
Vetted By :

Absence Coverage (Name, Designation & g1 =) IO ROUPO
¢ Leave Dates S 15111 S ———— TO L et
@ REASON O LBAVE | ..ot e e e s e s s s e s e s e s e e es e e
¢ Permission to leave : a) Station [] b) Country []
¢ Contact Address during 18aVe (With PRONE NO.) ©u..........uoveiiieieeeceeeeeeeeeeeee oot vee e e eee e ee e s s esee e s e s eeses e e eseesesseesee e
Applicant’s Signature Manager / Divisional Head
Recommended by
Approved / Regretted by : MD/DMD/EVP*

(*In case of manager’s leave)

@) Probashi Kallyan Bank

'''' LEAVE APPLICATION FORM
MIEIIVIS. e e e e ete e e e e e e e e e e et e e s nnenr s , DB8Ig. | ... yBRIDIV. ¢ e
has been Sanctioned ............coeevvvvvererreivivieeeeeiireennn. day CL/EL/SL/ML/EX. from .........ccccceuue (o [P R——— with the permission to
leave the station/country, Resuming date after leave is ............ccocovvevninninnnincncnnns Leave BalanCe is ........ccceuveceveevecvnveneanenn.
(In case of Relationsip Manager & Operations of branch and Head of Div.)
VATHIIVASL o sosrass senasmens nsns e s SEVERTES ET oA aR S BRR T AT T H AR T O AR s DESIG, | posacmusmsmmesmsysess s sy , of the Division /Branch Shall

act as absence coverage to look after the routine affairs of the Division /Branch in addition to his /her normal duties during the
above leave period.
[ note : Approved leave has been entered into the Database]

Supervising Officer Authorized Officer (HR)
Date :




