Leave Application Format

Date of Application: __________________

Employee Name: ____________________________


Designation      : ____________________________ 


Dates & days of leaves being applied for: From______________ to _____________(dates)


Reason for leave: ________________________________________________________


_______________________________________________________________________

Contact details when on leave ( In case of emergency). 

_________________________________________________________________________ 

Approval signatory


________________                                                                       ________________

BOSS/Director
 




                 Employee Signature
APPLICATION FOR STAFF ADVANCE



Date of Application: __________________

The Director

__________________

Dear Sirs,
I__________________________________(Employee name), designated_______________ 
request for advance of Rs________________ deductible @ Rs_____________per month or 
adjust @ Full advance from my salary account.  

I, required advance for  the purpose ____________________________________________
 _________________________________________________________________________

Thanking you,
Yours faithfully,


(Signature)


Approved/ Refused

Comment: (if any)________________________________ ____________________________________

 __________________________________ __________________________________ ______________ 


________________                                                                         


__________________

Director
 




                
       Employee Signature
RECEIPT

Received a sum of Rs_____________________(Rs. In words)__________________________________ against  Advance Salary to be recovered from salary account.
________________                                                                          ________________

Manager Accounts
 




                 Employee Signature
