
”ãû™ü™üß �úß ¯Ö“Öß �úÖ ±úÖ´ÖÔ 
Form of Application For Leave 

(†−Öã̄ Öã̧ ü�ú ×−ÖμÖ´Ö 216 ¤êü×�ÖμÖê / See supplementary Rule216) 
×™ü¯¯Ö�Öß - ´Ö¤ü ÃÖÓ. 1 ÃÖê 12 ¯ÖÏŸμÖê�ú ¯ÖÏÖ£Öá �úÖê ³Ö¸ü−Öß “ÖÖ×Æü‹ “ÖÖÆêü ¾ÖÆü ¸üÖ•ÖμÖ×¡ÖŸÖ ÆüÖê μÖÖ ²Ö¸üÖ•Ö¯Ö×¡ÖŸÖ … 

Note :- Item 1 to 12 must be filled in by all applecants whether gazetted or non-gazetted. 
 
1. ¯ÖÏÖ£Öá �úÖ −ÖÖ´Ö 
1. Name of applicant 
2. »ÖÖ�Öã ÆüÖê−Öê ¾ÖÖ»Öß ”ãû™ü™üß ×−ÖμÖ´ÖÖ¾Ö»Öß 
2. Leave Rules applicable 
3. ¯Ö¤ü 
3. Post held 
4. ×¾Ö³ÖÖ�Ö �úÖμÖÖÔ»ÖμÖ †Öî̧ ü †−Öã³ÖÖ�Ö 
4. Department Office and Section 
5. ¾ÖêŸÖ−Ö †Öî̧ ü ¾ÖêŸÖ−Ö ¾Öé¬¬Öß �úß ŸÖÖ¸üß�Ö 
5. Pay and Date of Increment 
6. ¾ÖŸÖỐ ÖÖ−Ö ¯Ö¤ü ¯Ö¸ü ×´Ö»Ö−Öê ¾ÖÖ»ÖÖ ´Ö�úÖ−Ö ×�ú¸üÖμÖÖ ³Ö¢ÖÖ ÃÖ¾ÖÖ¸üß ³Ö¢ÖÖ μÖÖ †−μÖ ¯ÖÏ×ŸÖ�úÖ¸ü ³Ö¢Öê 
6. House rent allowance, conveyance, allowance or other 
 Compensatory allowance drawn in the present post. 
7. ´ÖÖÓ�Öß �Ö‡Ô ”ãû™ü™üß �úß ×�úÃ´Ö †¾Ö×¬Ö †Öî̧ ü ˆÃÖ� êú ¿Öãºþ ÆüÖê−Öê �úß ŸÖÖ¸üß�Ö 
7. Nature and period of leave applied for and date from which required. 
8. ¸ü×¾Ö¾ÖÖ¸ü †Öî̧ ü ”ãû™ü™üß � êú ×¤ü−Ö, μÖ×¤ü �úÖê‡Ô ÆüÖê, ×•Ö−Æêü ”ãû™ü™üß � êú ¯ÖÆü»Öê ²ÖÖ¤ü ´Öë •ÖÖê›ü−ÖÖ “ÖÖÆüŸÖÖ Æîü … 
8. Sundays and Holidays if any, proposed to be prefixed / suffixed to leave. 
9. ”ãû™ü™üß �úÖ �úÖ¸ü�Ö 
9. Ground on which leave, is applied for 
10. ×¯Ö”û»Öß ”ãû™ü™üß ÃÖê »ÖÖî™ü−Öê �úß ŸÖÖ¸üß�Ö ˆÃÖ ”ãû™ü™üß �úß ×�úÃ´Ö ŸÖ£ÖÖ †¾Ö×¬Ö 
10. Date of return from last leave and the nature and period of that leave. 
11. ”ãû™ü™üß �úÖ ¯ÖŸÖÖ 
11. Leave address 
12. ´Öȩ̂ üÖ ×²Ö“ÖÖ¸ü †Ö�ÖÖ´Öß ”ãû™ü™üß ´Öë_____________� êú 
 �Ö�›ü ¾ÖÂÖÖì � êú ×»ÖμÖê ”ãû™ü™üß μÖÖ¡ÖÖ �úß ×¸ü¾ÖÖ¯Ö¡Ö »Öê−Öê �úÖ Æîü/−ÖÆüß Æîü 
12. I Propose/do not propose to avail myself of Leave 
 Travel Concession for the block years__________during the ensuing leave. 
13.     (�ú) ´Öî ¾Ö“Ö−Ö ¤êüŸÖÖ Æãü ×�ú †ÖîÃÖŸÖ ¾ÖêŸÖ−Ö ”ãû™ü™üß / ¯Ö×−Ö¾Ö×ŸÖŸÖ ”ãû™ü™üß �úÖ †¾Ö×¬Ö ´Öë ×»ÖμÖê �ÖμÖê ”ãû™ü™üß ¾ÖêŸÖ−Ö †Öî̧ ü †Ö¬Öê †ÖîÃÖŸÖ ¾ÖêŸÖ−Ö/†Ö¬Öê ¾ÖêŸÖ−Ö �úß 

”ãû™ü™üß ×´Ö»Ö−Öê ¾ÖÖ»Öê ¾ÖêŸÖ−Ö � êú †−ŸÖ¸ü �úß ˆÃÖ ¸ü�ú´Ö �úÖê ¾ÖÖ¯ÖÃÖ �ú¸ü ¤æÓü�ÖÖ •ÖÖê ”ãû™ü™üß �úß ÃÖ´ÖÖÛ¯ŸÖ ¯Ö¸ü †£Ö¾ÖÖ ˆÃÖ� êú ¤üÖî̧ üÖ−Ö ´Öȩ̂ êü ÃÖê¾ÖÖ ×−Ö¾ÖéŸÖ 
ÆüÖê−Öê �úß ÛÃ£Ö×ŸÖ ´Öë �Öæ»Ö ×−ÖμÖ´Ö 81 (‘Ö) (ii) ÃÖÓ¿ÖÖê×¬ÖŸÖ ”ãû™ü™üß ×−ÖμÖ´ÖÖ¾Ö»Öß 1933 � êú ×−ÖμÖ´Ö 11 (iii) � êú »ÖÖ�Öæ −Ö ÆüÖê−Öê ¯Ö¸ü †−Öã́ ÖŸμÖ −Ö ÆüÖê−Öß … 

13.     (a) I undertake to refund the difference between the leave salary drawn during leave on average pay/commuted leave and 
that admissible during leave on half average half/pay leave which would not have been admissible had the provision of F 
R 81 (b) (ii) rule 11(c) (iii) of the Revised Leave Rules 1993 not been applied in the event of my retirement from service 
at the end or during the currency of the leave. 

13.    (�Ö) ´Öî ¾Ö“Ö−Ö ¤êüŸÖÖ ÆãÓü ×�ú ´Öȩ̂ êü Ã¾Öê“”ûÖ ÃÖê ×−Ö¾ÖéŸÖ ÆüÖê−Öê μÖÖ ÃÖê¾ÖÖ ÃÖê ŸμÖÖ�Ö¯Ö¡Ö ¤êü−Öê ŸÖ�ú ´Öî �ú´Ö ÃÖê �ú´Ö †Ö¬Öê ¾ÖêŸÖ−Ö �úß ˆŸÖ−Öß ”ãû™ü™üß †Ù•ÖŸÖ −Ö �ú¸ü 
ÃÖ� êú ×•ÖŸÖ−Öß †×�ÖÏ´Ö ”ãû™ü™üß ´Öî−Öê »Öß Æîü ŸÖÖê ´Öî †×�ÖÏ´Ö ”ãû™ü™üß � êú ¤üÖî̧ üÖ−Ö •ÖÖê ´Öæ»Ö ×−ÖμÖ´Ö 85 (�Ö) ÃÖÓ¿ÖÖê×¬ÖŸÖ ”ãû™ü™üß ×−ÖμÖ´ÖÖ¾Ö»Öß 1933 � êú ×−ÖμÖ´Ö 
11(‘Ö) � êú »ÖÖ�Öã ¾Ö ×�úμÖê •ÖÖ−Öê ¯Ö¸ü ´Öã—Öê −Ö ×´Ö»Ö ¯ÖÖŸÖß, ×´Ö»Öê ”ãû™ü™üß � êú ¾ÖêŸÖ−Ö �úÖê ¾ÖÖ¯ÖÃÖ �ú¸ü ¤æÓü�ÖÖ … 

13.    (b) I undertake to refund the leave salary drawn leave not due I’which would not have been admissible had F.R. 81 (c) Rules 
11 (d) of the Revised Rules 1933 not been applied in the event of my voluntary retirement of resignation from service of 
any time, Until I earn half pay leave not less than the amount of leave not due availed of by me. 

 
      
 
 
      ŸÖÖ¸üß�Ö      ÆüÃŸÖÖ�Ö¸ü 
      Date____________     Signature of Applicant_______________ 



14.    ×−ÖμÖÓ¡Ö�Ö †×¬Ö�úÖ¸üß �úß ×™ü¯¯Ö�Öß †Öî̧ ü/μÖÖ ×ÃÖ±úÖ×¸ü¿Ö 
14.    Remark and/or recommendation of  
         the controlling Officer 
 
 
      ŸÖÖ¸üß�Ö      ÆüÃŸÖÖ�Ö¸ü 
      Date ________     Signature __________________ 
 
 
       ¯Ö¤ü−ÖÖ´Ö 
       Designation ________________ 
 

 
”ãû™ü™üß �úß †−Öã´ÖŸμÖŸÖÖ �êú ²ÖÖ¸êü ´Öë ¯ÖÏ´ÖÖ�Ö ¯Ö¡Ö 

Certificate Regarding Admissibility of Leave 
(¸üÖ•Ö¯Ö×¡ÖŸÖ †×¬Ö�úÖ¸üß†Öë �êú ÃÖ´²Ö−¬Ö ´Öë ´ÖÆüÖ»Öê�ÖÖ�úÖ¸ü «üÖ¸üÖ) 

(By Accountant General in the case of gazzetted officers) 
 
15. ¯ÖÏ´ÖÖ×�ÖŸÖ ×�úμÖÖ •ÖÖŸÖÖ Æîü ×�ú___________________________________ÃÖê__________________________ 

ŸÖ�ú _____________________×¤ü−Ö �êú ×»ÖμÖê__________________×−ÖμÖ´ÖÖ¾Ö»Öß �êú ×−ÖμÖ´Ö________________ 
�êú †Ö×¬Ö−Ö________________†−Öã´ÖŸμÖ Æîü … 

16. Certified that_______________________________________________________________________ 
    (Nature of leave) 
 for ________________________from_________________________to_________________________ 
      (period) 
 is, admissible under rule_________________________of the Rules____________________________ 
 
 
 
 
 ŸÖÖ¸üß�Ö        ÆüÃŸÖÖ�Ö¸ü 
 Date_________________     Signature________________ 
 
 
         ¯Ö¤ü−ÖÖ´Ö 
         Designation______________ 
 
16. ÛÃ¾Ö�éúŸÖß ¯ÖÖ−Öê¾ÖÖ»Öê †×¬Ö�úÖ¸üß � êú †Ö¤êü¿Ö :- 
16. Order of the sanctioning authority :- 
 

ŸÖÖ¸üß�Ö        ÆüÃŸÖÖ�Ö¸ü 
 Date________________     Signature_______________ 
 
 
         ¯Ö¤ü−ÖÖ´Ö 
         Designation_____________ 

 * μÖ×¤ü ¯ÖÏÖ£Öá �úÖê �úÖê‡Ô ¯ÖÏ×ŸÖ�úÖ¸ü ³ÖŸŸÖÖ ×´Ö»ÖŸÖÖ ÆüÖê ŸÖÖê ´ÖÓ•Öã¸üß ¤êü−Öê ¾ÖÖ»Öê †×¬Ö�úÖ¸üß �úÖê μÖÆü ×»Ö�Ö−ÖÖ “ÖÖ×Æü‹ ×�ú 
”ãû™ü™üß ¯Öæ¸üß ÆüÖê−Öê ¯Ö¸ü ¯ÖÏÖ£Öá ˆÃÖ ¯Ö¸ü μÖÖ ×�úÃÖß ‹ÃÖê ¯Ö¤ü ¯Ö¸ü »ÖÖî™ü−Öê �úß †Ö¿ÖÖ Æîü μÖÖ −ÖÆüßÓ •ÖÆüÖÓ ‡ÃÖß ¯ÖÏ�úÖ¸ü �úÖ ³Ö¢ÖÖ ×´Ö»ÖŸÖÖ Æîü … 

 * If the applicant is drawing any Compensatory allowance, the sanctioning authority should state 
whether on the expiry of leave he is likely to the same post or to another post carrying a similar allowance.


