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Date: 
Format for Station Leave (Headquarter)

	Name of the Faculty/Staff
	:
	

	Designation
	:
	

	Department
	:
	

	Period of Station leave 
	:

	From :


	To :

	Name of the organization and address
	:
	

	Date & time of returning on duty
	:
	

	Purpose of station leave
	:
	

	Address during station leave
	:
	

	
	
	

	Contact/ Mobile number
	:
	











      Signature of employee
Station leave (HQ) granted
Signature of HoD/Registrar/Director
Note:


· Station leave to HoDs/Deans/CoE will be granted by Director & rest by HoD concerned.

· Registrar will grant station leave to DCF and ARs & subordinate staff by Assistant Registrar/DCF, as the case may be.
