
                                                              ãäª¶ããâ‡ãŠ / Date :                      /2010 

ÔãñÌãã ½ãñ / To 

Ààãã ÊãñŒãã ãä¶ã¾ãâ¨ã‡ãŠ Þãñ¸ãƒÃ / The CDA / Chennai 

 

ãäÌãÓã¾ã / Sub: ‚ããä•ãÃ¦ã/ ‚ãã‡ãŠãäÔ½ã‡ãŠ /¹ãÆãä¦ãºãâãä£ã¦ã †Ìãâ ¹ããäÀ¥ã¦ã ‚ãÌã‡ãŠãÍã ‡ãŠñ ãäÊã† ‚ããÌãñª¶ã    

      Request for Grant of Leave EL / CL / CML / RH 

1.  ‚ããä£ã‡ãŠãÀãè ‡ãŠã ¶ãã½ã / Name of Officer   

2.  ¹ãª¶ãã½ã ÀãñÔ›À Ôãâ / Designation / Roster No.  

3.  ‡ãŠã¾ããÃÊã¾ã / ‚ã¶ãì¼ããØã •ãÖãâ ‡ãŠã¾ãÃÀ¦ã/ Office / Sn. 

serving 

 

4.  œì››ãè  / Leave Applied : EL / CL / CML  

5.  œì››ãè ‡ãŠã ‡ãŠÀ¥ã / Reasons for leave  

6.  œì››ãè  ‡ãŠãè ‚ãÌããä£ã / Period of Leave  

7.  ¹ã¨ããÞããÀ ‡ãŠñ ãäÊã† ¡ã‡ãŠ ¹ã¦ãã /  

Address for Communication (in case of leave 

outstation) 

 

8.  ‚ããä£ã‡ãŠãÀãè ‡ãŠãè ÍãñÓã œì››ãè 

Balance of leave to be given by the Officer 

 

 

‚ã¶ãìÀãñ£ã Öõ ãä‡ãŠ „¹ãÀãñ‡ã‹¦ã œìãä›á› ¹ãÆªã¶ã ‡ãŠãè •ãã†  / I kindly request that leave may be granted.  

Thanking You, 

Yours faithfully, 

 

ãäÌãÞããÀã©ãÃ ¹ãÆÔ¦ãì¦ã/ Submitted for consideration 

 

ØãÆì¹ã ‚ããä£ã‡ãŠãÀãè (ãäÖâªãè) /GO (Hindi)     À.Êãñ.ãä¶ã. / C.D.A 

 

Ìãã¹ãÔã ‡ãŠÀ¶ãñ Öì¦ãì / To be returned 

 

 

ÌããäÀ. ÊãñŒãã ‚ããä£ã. (¹ãÆÍãã) / S.A.O (AN) 



 


