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Employee’s Name  Designation  

Department  Signature
 

 
 
 

SECTION 2 – Leave details 

Date Leave Started:  

Date Leave Ended:  

Date Resumed Duties:  

No. of Leave Days:  

No. of Overdue Days  

Reason of Delay:   
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Checked by:                                       Date:     
  

 
 
 
 

cc:  Personal File 
     HR Dept. 

SECTION 4 – Approval of Management   

 
Direct Supervisor:      Date:      
 

 
APAFA:                                                        Date:     
  


