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SAHA INSTITUTE OF NUCLEAR PHYSICS
1/AF, Bidhannagar, Kolkata-700 064

SAHA INSTITUTE OF NUCLEAR PHYSICS
LEAVE APPLICATION FORM (Research Fellows and Associates)

1. Personal Details
· Name: __________________________________________
· Designation: ☐ Research Fellow ☐ Research Associate
· Division: ________________________________________
· Institute ID: _____________________
· Date of Joining: _________________________________
· [bookmark: _GoBack]Supervisor/Mentor: ______________________________
2. Leave Details
· Type of Leave Applied For:
      ☐ Previlege Leave (PL)
☐ Medical Leave (ML)
☐ Academic / On-duty Leave (Conference/Visit)
☐ Other (please specify): _______________________________________
· Period of Leave: 		From: ____ / ____ / ______ 	To: ____ / ____ / ______
· Number of Days: __________________
3. Purpose of Leave
(Briefly state the reason for leave; attach supporting documents if required)

4. Leave Balance (to be filled by applicant / office)
· CL Available: _______________________ CL Availed: __________________ Balance: _________________
· PL Available: _______________________ PL Availed: __________________ Balance: _________________
· Other Leave (specify): _________________________________
5. Address During Leave

6. Applicant’s Declaration
I hereby declare that the information provided above is correct. I undertake to resume duties on expiry of leave and abide by the Institute rules.
Signature of Applicant: ___________________________                              Date: ____ / ____ / ______

7. Recommendation
Supervisor/Mentor Remarks:	☐ Recommended ☐ Not Recommended
Comments (if any):

Name & Signature: __________________________                                               Date: ____ / ____ / ______
8. Approval
Supervisor / Mentor / Head of Division / Director:
☐ Approved ☐ Not Approved
Remarks (if any):

Name & Signature: __________________________	Date: ____ / ____ / ______
9. Office Use
· Leave Recorded in Register: ☐ Yes ☐ No
· Entry No.: __________________
· Processed by: __________________
Note:
1. Prior approval is mandatory except in case of emergency.
2. Medical leave must be supported by a valid medical certificate.
3. Academic leave requires prior sanction with relevant documents (invitation/approval).
4. Leave rules applicable to SINP Research Fellows / Associates shall govern this application.
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