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I (name) ______________________ Designation ________________________ wish to take _____ days Annual/Sick/Casual/Other leave with effective from (date) _____________ to ____________ date.
Reason of leave: __________________________________________________________________
Leave balance days: Annual _________ / Sick __________ / Casual ________ /Other___________
Applicant’s Signature ________________			Approved by: ____________________
Date: 	________________					Designation: _____________________
								Date: __________________
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