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Dr B R AMBEDKAR NATIONAL INSTITUTE OF TECHNOLOGY, JALANDHAR

January 04, 2021

With the approval of the competent authority, the following performas have been

devised for applying of various kinds of leaves by the faculty and staff:-

1) Application for Casual Leave, RH & Station Leaving

2) Application for leave other than CL/RH

3) Application for Maternity/Paternity/Child Care Leave

4) Performa for Departure/Joining (for all kind of leaves)

The leave sanctioning authority in respect of the above will be as mentioned below:-

except mentioned
above

Type of Leave HOD Registrar Director
Casual Leave /[ |All faculty & | All employees | Deans, Registrar,
Restricted Leave employees of | except teaching | HODs, Centre Heads

Deptt. except | departments and Chief Warden
Deans, HOD,
Centre Heads &
Chief Warden
SCL [ EL 7 HPL ./ - All employees | All faculty and
Com. Leave / except faculty Registrar
Maternity / '
Paternity / Child
Care Leave
Station Leave - All employees | All faculty and
except faculty Registrar
All  other Ileaves - - All employees,

Officers & faculty

In view of the above, all existing performas in practice for various kinds of leaves have

been dispensed with and henceforth all are required to apply leave in the attached

specified performas meant for various kinds of leaves.

apply for leave in performa other than these specified performas, his/his r

sanction of leave will not be considered.

In case, any faculty and staff

uest for

\hoil'wl

Y
(Dr S K Mishra)
Registrar

A copy of the above is forwarded to the following for information and necessary action:

1. All Deans / Heads of the Departments / Coordinator TEQIP/Centres /Sections /
Cells / Chief Warden / Librarian/ Medical Officer/ Assistant Registrars

2. Webmakter - to upload on the Institute Website

3 PA to Director for kind information of the Director
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Dr B R AMBEDKAR NATIONAL INSTITUTE OF TECHNOLOGY, JALANDHAR- 144011, PUNJAB (INDIA)

HHIP T/ Ref no.NITI ...ooveennnne. (Lo VT (R —
IHRAS TSI, UfAETrd JqHIET TG AT B v JAe
APPLICATION FOR CASUAL LEAVE, RH & STATION LEAVING

AP BT UPR / Nature of Leave: [ PITHRHAD 311/ Casual Leave [] yferafra ara@TsT / RH

[ ge=rerd BieH e (P11 W/ geel W) / Station Leaving (on
duty/on holiday)

1. PHEN] PHTS / Employee Code

2.9 / Name

3. g4 / Designation

4. T / HIT / Department/Section :

5, 319 / Period - 3 /From &k /To
9} @1 =T/ No. of days Ugel /91E B QeI / Prefixed /suffixed
6. =TT BIeT ol Gﬁ’ﬂﬁ/ Station Leaving permission: feifer ¥ / From Date:
9 / Time fafer 9% /to Date 97 / Time

7. 9894 / Purpose

8. 3GHTI & GINTA UdT / Address during leave :

0. R/ URIeT /3 Pl %@ RSN (fﬁ”c]'\’UT T‘f)/Arrangement made for classes/examination
work/other duties [Give Details]

g ;- § 3w gl § R R any Pt ok R 31 uem S B e e/ e

ﬁl / Declaration: | undertake to abide by the rules and regulations applicable to me in this regard.

fafer / Date: HHET P SRIER / Signature of employee

Had P YART 8/ FOR OFFICE USE ONLY
T JATHRTD / FEafRIT B / CLURH Due: R /days  SMATeT MTBwD / Aicafd sfaerer
CURH Applied: & / days
araeTer, Rrfia eraerer dfteT | sifdd
Leave noted in Departmental Leave Register vide : ; e
(IS5 AT/ ¥ AT/ Page No. /sl. No.)

T Frale 98TI® / Departmental Office Assistant

KGRI Fﬂ"{ﬁ /3T el / Leave Sanctioned / Not sanctioned :
q&Te Bl %_g' 3@?@?{ (Tfg AL 8Y) /Recommended for Station Leave (if applicable)

favmTene / wraiararese

Head of the Department/Office

GRS d / Registrar/ feTeeT/ Director
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Dr B R AMBEDKAR NATIONAL INSTITUTE OF TECHNOLOGY, JALANDHAR- 144011, PUNJAB (INDIA)
waiw we/Ref no NITJ ..oovvvivviniinnne RGP P L 1 (=1

IMHD / ARTaFe sadrer & fiRad ader 8 e

APPLICATION FOR LEAVE OTHER THAN CL/RH

IAHTY HT YHR / Nature of Leave: JTEHITA /scu [Jeiia s@a /Eu [(Jgadige / HPL [JuRere / ufdgRe
37ahTET / Com. Leave/ [] HXATeld BIEH &Y / Station Leaving

1. HHANT BT / Employee Code

2. 919 /Name

3. 9§41 / Designation

4. @9 / 3MHTT / Department/Section
5 W&T/Egﬁﬁﬁ TEd I 418 1Ef/Var:at'\on/Ho!iday(s) to be prefixed or suffixed :
6. 31afe / Period . ¥/ From &/ To fe=f &1 W1,/ No. of days
7. GRS BIgT &1 ART / Station Leaving permission : ¥ / From T /1o
8. 9237 / Purpose :
9. JAHTY B SNIF UaT / Address during leave :

10. ST / TeT /3T HraT v @awe (HHr wq)(fawer €) / Arangement made for classes/examination work/other
duties (For Teachers/Officers) [Give Details]

agon : ¥ g9 wwed § W forg o Pt s R @1 ares e @Y geen wRar/ @R g

Declaration: | undertake to abide by the rules and regulations applicable to me in this regard

fafer / Date: FHT B BWIER / Signature of employee

3T wfrEReT @1 R : AR /IR rgAE @ oy e
Recommendation of Forwarding Authority Recommended / Not recommended for approval
fawrfa amaere dfver # gt @@

Leave recorded in Departmental Leave Register vide : /

(Y= w1/ 56H 6T/ Page No. / SI No.)

fafdr & wrer fawrTTEDeT / STTMTITEET BT BRRITCEN
Signature of HOD / HOO With date
Jar §/To
qerared / Registrar

RATYT AT ¥ e / Recording in Establishment Section

JAHTY B YHR | O (oAl DI G amafed fast @1\ wiga =t @ W@ | 99/ Balance

Type of Leave No of days in credit No. of days requested No. of days sanctioned

« g B e [HEAIEY 8/ JaEreT @ vigld 8q wegd,/ The request for leave is admissible as per rules.

Recommended for sanction of leave

R WS PRy S WED Herdrad

Dealing Assistant Office Superintendent Assistant Registrar

JaeETY WG / %G / Leave Sanctioned / Not Sanctioned

Fervfed / Registrar

ferewI / Director
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Aed a1/ figed @ / geal @ WA B ATDIE

APPLICATION FOR MATERNITY LEAVE / PATERNITY LEAVE / CHILD CARE CARE

3[BT DT UhKR / Nature of Leave: [] A 3[ADBI/ Mt.Leave/ [] ﬁ?‘[ﬁ 31BN/ Pt. Leave/ [] ﬁT?J IGITA
3IIRHTR /Child Care Leave

1. HHAN BIS / Employee Code

2. 9™ /Name

3. UgqmH / Designation

4. 39T / 3T / Department/Section

5. 3afY / Period - ¥ /From GEVAL) fest @1 Hw@a1 / No. of days

6. 7= @ AT o fafdr (e / Rge searar @ Refy #) / Expected date of child birth (in case of Mt. / Pt. Leave)

7. SNifae s=al &7 f4a=oT / Detail of Surviving Children:
%4./Sr. No] = &1 9 / Name of Children S+ fafr / Date of Birth 31y / Age

8. 3APHTY B QIR UAT/ Address during leave

TE e ¥ 5 R 9w @ oy Ry Sl e o, fFaT T § Swel Y 18 99 W B €|

It is certified that the age of child for whom Child Care Leave has been applied is less than 18 years.

CAID / Date:..cveee e IIMAEH BT BWIER / Signature of Applicant
E1 3¥§3f I / Recommended by

HeopTarener / faqrTeger / MIT YHIRI / Dean/HoD/Section Incharge

a1 #/To
gawfad / Registrar

ST SART ¥ freRaE / Recording in Establishment Section

3AHTY PT TDR o feAt @ e amafea =1 =1 we=n Wi faet @1 e No. | ¥4 /Balance
Type of Leave No of days in credit No. of days requested of days sanctioned

. ST 89 HAeT [HEAgeiY 81 sa@r #1 wipld 89 vivga,/The request for leave is admissible as per rules.

Recommended for sanction of leave

FEfa Were Pt AED WES gordad

Dealing Assistant Office Superintendent Assistant Registrar

arasTe Wigd / 3ig / Leave Sanctioned / Not Sanctioned

qeitad / Registrar

o9 / Director
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7 MR
(3%
S

wais wear/ Ref no.NITJ .oooevvivvnnnnnnns famnias / Dated

FEIR Bled /T8 BT Y9

Proforma for Departure/Joining Report

Tff THER & FTHE BY

For all kind of leaves

1. PHAN! DI/ Employee Code

2. ¥/ Name

3. UgHmM / Designation

4. 3T / 3J¥TT / Department/Section

5. @S / Period

6. $&¥T/ Purpose

7. AT WHA B AR Fe = B
Copy of sanction of leave attached

H"'RZT'\‘TI'\*r BIew @ Rfd #/in case of departure)

8. 3[GHIe & <IN Udl/ Address during leave
(PRITR Brew & Refa # /in case of departure)

9. HTI¥R BISH /T80T &R Bl fafdy

Date of departure/ joining

AMASH BT THIEN
Signature of the Applicant

fa=Ti® / Dated:

FrwTTTeTe / faMrTTeE gRT S

Recommended by Section/Department Head

Fearad / Registrar



