
We st Be ng a l Fo rm No . 2395 
 

APPLICATION FOR LEAVE 

 

1. Na me  o f Applic a nt     : 

 

2. Le a ve  Rule s a pp lic a b le     : 

 

3. Po st  he ld       : 

 

4. De pa rtme nt o r Offic e     : 

 

5. Pa y       : 

 

6. Ho use  a llo wa nc e , c o nve ya nc e  a llo wa nc e , o r : 

o the r c o mpe nsa to ry a llo wa nc e  dra wn in the  

pre se nt sc a le . 

 

7. Na ture , a nd  pe rio d  o f le a ve  a pplie d  fo r, a nd  : 

da te  fro m whic h re q uire d . 

 

8. Gro unds o n whic h le a ve  is a pp lie d  fo r.  : 

 

9. Da te  o f re turn fro m la st le a ve , a nd  the  na ture  : 

a nd  pe rio d  o f tha t le a ve . 

 

10. I unde rta ke  to  re fund  the  d iffe re nc e  b e twe e n : 

a ve ra g e  pa y a nd  ha lf a ve ra g e  pa y fo r the   

pe rio d  o f le a ve  o n a ve ra g e  pa y whic h wo uld  

no t ha ve  b e e n a dmissib le  ha d  the  pro viso  

to  rule  184(b )(ii) o f W.B.F.R. I no t b e e n a pp lie d   

in the  e ve nt o f my re tire me nt fro m se rvic e  a t  

the  e nd  o r during  the  c urre nc y o f the  le a ve . 

  

 

Da te  ………………………………………      Sig na ture  o f Applic a nt. 

 

11. Re ma rks a nd  /  o r re c o mme nda tio n o f the  Co ntro lling  Offic e r :- 

 

 

 

Da te  ………………………………………  Sig na ture  ………………………………………………….. 

 

        De sig na tio n ……………………………………………………… 

 

12. Re po rt o f the  Audit Offic e r :- 

 

 

 

 

 

 

Da te  ………………………………………  Sig na ture  ………………………………………………….. 

 

       De sig na tio n ……………………………………………………… 

 

P.T.O. 



Pa g e  No . (2) 

 

13. Sta te me nt o f le a ve  g ra nte d  to  a pp lic a nt pre vio us to  this a pp lic a tio n :- 

 

Na me  o f le a ve  In c urre nt ye a r During  pa st ye a r To ta l 

 

Ca sua l 
 

Pre vila g e  
 

On a ve ra g e  pa y (inc lude s Ea rne d  

le a ve  unde r re vise d  Le a ve  Rule s) 
 

On a ve ra g e  pa y o n M.C. 
 

On ha lf a ve ra g e  pa y 
 

On ha lf a ve ra g e  pa y o n M.C. 
 

On ha lf a ve ra g e  pa y o n Priva te  Affa irs 
 

On q ua rte r a ve ra g e  pa y 
 

On q ua rte r a ve ra g e  pa y o n M.C. 
 

Extra -o rd ina ry le a ve  
 

   

 

               TOTAL  . . . 
   

 

 

14. Ce rtifie d  tha t le a ve  o n 

………………………………………………………………………………………….. o n a ve ra g e  pa y fo r 

 

Ea rne d  le a ve  

 

  Mo nths a nd            Da ys fro m  20       to           20 

                 

 is a dmissib le    unde r          a rtic le      o f 

rule  

 

 

Da te  ………………………………………  Sig na ture  ………………………………………………….. 

 

         De sig na tio n ……………………………………………………… 

 

15. Orde r o f Sa nc tio ning  Autho rity :- 

 

 

 

 

Da te  ………………………………………  Sig na ture  ………………………………………………….. 

 

                  De sig na tio n ……………………………………………………… 

 

-------------------------------------------------------------------------------------------------------------------------------------------- 
If the  a pp lic a nt is dra wing  a ny c o mpe nsa to ry a llo wa nc e  the  Sa nc tio ning  Autho rity sho uld  sta te  whe the r o n the  

e xp iry o f le a ve  he  is like ly to  re turn to  the  sa me  po st o r to  a no the r po st c a rrying  a  simila r a llo wa nc e . 


