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Central University of Punjab
Established vide Act No. 25(2009) of Parliament

Leave Application Form –Officers
Name . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Designation . . . . . . . . . . . . . . . . . . . .  . . . . . . . . . . 

Centre/ Office . . . . . . . . . . . . . . . . . . . . . . .Leave applied for . . . . . . . .days from . . . . . . . . . . . . . . . . . . .

to. . . . . . . . . . . . . . . . . . . . . . .  . Nature of Leave . . . . . . . . . . . . . . . . . . . . . . . . . . . (C/L,  M/L,  E/L.  D/L)

Reason . . . . . . . . . . . . . . . . . . . . . . . . . . . .  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

Address during leave . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

Contact No . . . . . . . . . . . . . . . . . . .










Signature of applicant

Dean Academic Affairs/Registrar

Vice Chancellor

For office use
Leave Position    Casual Leave

Compensatory      Academic/Duty     Medical       Earned

Due

. . . . . . . . . . .

 . . . . . . . . . .  
  . . . . . . . . . . . . 
       . . . . . . . .       . . . . . . . 

Availed

. . . . . . . . . . .

 . . . . . . . . . .  
  . . . . . . . . . . . . 
       . . . . . . . .       . . . . . . . 


Balance

. . . . . . . . . . .

 . . . . . . . . . .  
  . . . . . . . . . . . . 
       . . . . . . . .       . . . . . . . 

(on due basis)

Remarks
. . . . . . . . . . .

 . . . . . . . . . .  
  . . . . . . . . . . . . 
       . . . . . . . .       . . . . . . . 


Recorded in:

1. Leave Register

2. Service Book







Dealing Assistant

Leave Application Form – Faculty other than Professor

Name . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Designation . . . . . . . . . . . . . . . . . . . .  . . . . . . . . . . 

Centre . . . . . . .  . . . . . . . . . . . . . . . . . . . . . . .Leave applied for . . . . . . . .days from . . . . . . . . . . . . . . . . . . .

to. . . . . . . . . . . . . . . . . . . . . . .  . Nature of Leave . . . . . . . . . . . . . . . . . . . . . . . . . . . (C/L,  M/L,  E/L.  D/L)

Reason . . . . . . . . . . . . . . . . . . . . . . . . . . . .  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

Address during leave . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

Contact No . . . . . . . . . . . . . . . . . . .










       Signature of applicant

Coordinator of Centre

Dean Academic Affairs

For office use
Leave Position    Casual Leave

Compensatory      Academic/Duty     Medical       Earned

Due

. . . . . . . . . . .

 . . . . . . . . . .  
  . . . . . . . . . . . . 
       . . . . . . . .       . . . . . . . 

Availed

. . . . . . . . . . .

 . . . . . . . . . .  
  . . . . . . . . . . . . 
       . . . . . . . .       . . . . . . . 


Balance

. . . . . . . . . . .

 . . . . . . . . . .  
  . . . . . . . . . . . . 
       . . . . . . . .       . . . . . . . 

(on due basis)

Remarks
. . . . . . . . . . .

 . . . . . . . . . .  
  . . . . . . . . . . . . 
       . . . . . . . .       . . . . . . . 


Recorded in:

1. Leave Register

2. Service Book







Dealing Assistant

Leave Application Form – Non Teaching

Name . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Designation . . . . . . . . . . . . . . . . . . . .  . . . . . . . . . . 

Centre/ Office . . . . . . . . . . . . . . . . . . . . . . .Leave applied for . . . . . . . .days from . . . . . . . . . . . . . . . . . . .

to. . . . . . . . . . . . . . . . . . . . . . .  . Nature of Leave . . . . . . . . . . . . . . . . . . . . . . . . . . . (C/L,  M/L,  E/L.  D/L)

Reason . . . . . . . . . . . . . . . . . . . . . . . . . . . .  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

Address during leave . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

Contact No . . . . . . . . . . . . . . . . . . .










Signature of applicant

Coordinator of Centre/Officer

Registrar

For office use
Leave Position    Casual Leave

Compensatory      Academic/Duty     Medical       Earned

Due

. . . . . . . . . . .

 . . . . . . . . . .  
  . . . . . . . . . . . . 
       . . . . . . . .       . . . . . . . 

Availed

. . . . . . . . . . .

 . . . . . . . . . .  
  . . . . . . . . . . . . 
       . . . . . . . .       . . . . . . . 


Balance

. . . . . . . . . . .

 . . . . . . . . . .  
  . . . . . . . . . . . . 
       . . . . . . . .       . . . . . . . 

(on due basis)

Remarks
. . . . . . . . . . .

 . . . . . . . . . .  
  . . . . . . . . . . . . 
       . . . . . . . .       . . . . . . . 


Recorded in:

1. Leave Register

2. Service Book







Dealing Assistant

Ref No: CUP/CC/11/OR/                                                                                                         Dated :

                                                                 Office Order

                                                       Processing of Leave Requests


It is seen that the leave applications are put up at the last moment and at times it becomes difficult to have these processed in time.


The employees are requested to have the Leave sanctioned at least a day before proceeding on leave.  In exceptional circumstances, the sanction of the competent authority may be sought in person and leave application processed accordingly.


The employees will also take prior approval of the competent authority before proceeding on outstation leave henceforth.


A revised application format for the Officers, teaching and Non Teaching Staff is forwarded herewith.


This has the approval of the competent authority.

Registrar

CC:

Assistant Registrar   :    For kind information of the Vice Chancellor.

All Deans

All COCs

OSD (Finance)

University Engineer

Library Incharge

Leave Application Form –Officers
Name  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Designation . . . . . . . . . . . . . . . . . . . .  . . . . . . . . . . 

Centre/ Office . . . . . . . . . . . . . . . . . . . . . . .Leave applied for . . . . . . . .days from . . . . . . . . . . . . . . . . . . .

to. . . . . . . . . . . . . . . . . . . . . . .  . Nature of Leave . . . . . . . . . . . . . . . . . . . . . . . . . . . (C/L,  M/L,  E/L.  D/L)

Reason . . . . . . . . . . . . . . . . . . . . . . . . . . . .  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

Address during leave . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

Contact No . . . . . . . . . . . . . . . . . . .










Signature of applicant

Dean Academic Affairs/Registrar

Vice Chancellor

For office use
Leave Position    Casual Leave

Compensatory      Academic/Duty     Medical       Earned

Due

. . . . . . . . . . .

 . . . . . . . . . .  
  . . . . . . . . . . . . 
       . . . . . . . .       . . . . . . . 

Availed

. . . . . . . . . . .

 . . . . . . . . . .  
  . . . . . . . . . . . . 
       . . . . . . . .       . . . . . . . 


Balance

. . . . . . . . . . .

 . . . . . . . . . .  
  . . . . . . . . . . . . 
       . . . . . . . .       . . . . . . . 

(on due basis)

Remarks
. . . . . . . . . . .

 . . . . . . . . . .  
  . . . . . . . . . . . . 
       . . . . . . . .       . . . . . . . 


Recorded in:

1. Leave Register

2. Service Book







Dealing Assistant

