CBSE/Pers.A/ 2017 [ Y- 09/1/2017

OFFICE ORDER

The approval of the Competent Authority regarding ‘Standard Process Sheet’ to be
used by all concerned for applying for leave or extension of leave has been conveyed along
with enclosures of Standard Format of leave applications vide Office Circular no. Pers. A/
MISC /Leave/2016/4431-35 dt. 27.04.2017. It has, however, been observed that old leave
format is still being used by various units/ employees till date. The Competent Authority has
taken a serious note of this.

All the employees / units / Regional Offices / CoEs’ are hereby infbrmed onée again
to follow the directions of the Competent Authority in totality and to apply leave strictly in the
enclosed proforma.

This issue with the approval of the Competent Authority.

YYep) 2016 - -
(JAIPRAKASH%HXTURVEDI)
DEPUTY SECRETARY (A &L)

Copy for information to:
PS to Chairperson, CBSE, Delhi.

Sr. PS to Secretary, CBSE and Directors of the Board.

All the Regional Officers of the Board.

All Officers/ Officials of the Board.

The Deputy Secretary (IT), CBSE IT Project Unit with a request to. upload this office

order on Board’s website. ‘

The Section Officer (Pension Cell)- with a request to inform all the pensioners / retired
. employees of the Board.

The President, SBSWA, CBSE Preet Vihar, Delhi.

Notice Board.
9. Scrap Register.
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oedt / ol agm i It & v ot
Form of application for Leave or Extension of Leave
1 greff &1 1A/ Name of Applicant
. 1(a) FHal #15 / Employee Code
> 9c/ Post Held
3 | fasmer, srte 3R s
Deptt., Office & Section
4 dd« Pay
5 #W S ool & B, e R 3EF w
gl #1 ardi@ / Nature and period of leave applied
for and date from which required
6 |TOF fo Al A A, Bt gghr @ gy A7
die A SisAr digd & / Holiddys if any proposed
| to be prefixed/ suffixed to leave.
7 BEEI HT FHROT / Reason for peave
8 m@aﬁmammmwﬁf\
fear 3R 31afr / Date of return from last leave
and the nature & period of that leave
9 |FW g & R RIF B W & / Whether
leaving station during the leave period
10 | 3 &, @ gedrd e & 9ar / If so, then
- address during Leave Period :
11 | 0 fER el gedd....... F @S A &
for oed I & RIma @« &
&/5T81 & /| proposel do not propose to avail myself
of leave travel concession in the block years
................... during the ensuing leave.
;
ari® / Date : : ureff & gEATe¥ / Signature of the Applicant
12 | @ Ry fr Rogeh 3k ar AwRe
| Remarks and /or Recommendation of the
' Controlling Officer. ]
BEATRTY / Signature .
arfr@ / Date. : 9esiTH / Designation:
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