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Leave Application Form

TYPE OF LEAVE APPLIED FOR:

[bookmark: _Toc433278381][bookmark: _Toc442335867]Earned Leave:            (   ) 				 Maternity Leave:         	 (   )              
[bookmark: _Toc433278382][bookmark: _Toc442335868]Casual Leave:             (   ) 				Sick Leave:                  	 (   )                    
[bookmark: _Toc433278383][bookmark: _Toc442335869]Paternity leave         (   )       				Medical leave:  		 (   )

NAME		: …..........................................

POSITION	: ……………………………………………….
	1. DATE FROM

	 
	TO
	
	Total number of days requested
	



[bookmark: _Toc433278384][bookmark: _Toc442335870]Purpose of leave: …………………………………………………………………………..

Signature of Applicant: ………………………........   Date: ………………………................

[bookmark: _Toc433278385][bookmark: _Toc442335871]Annual LEAVE RECORD

	LEAVE TYPE
	ENTITLEMENT DAYS
	USED DAYS TILL DATE
	REQUESTED DAYS
	REMAINING DAYS

	Earned Leave
	30
	
	
	

	Causal Leave 
	10
	
	
	



	Approved by

	Signature
	Date

	Immediate Supervisor 

	
	

	HR/Admn, Coordinator 

	
	

	Executive Director 

	
	


* Note: All leave to be approved by Executive Director except casual leave
CC	:	1 COPY PERSONAL FILE	
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www.bhutanyouth.org

image1.jpeg
é & qEE AR AR SRR
Bhutan Youth Development Fund

President: Her Majesty the Queen Mother Ashi Tshering Pem Wangchuck





