
 
 

ÀãÓ›Èãè¾ã ‡ãðŠãäÓã ãäÌãÔ¦ããÀ ¹ãÆºãâ£ã ÔãâÔ©ãã¶ã (½ãõ¶ãñ•ã) 
(‡ãðŠãäÓã     †Ìãâ ãä‡ãŠÔãã¶ã ‡ãŠÊ¾ãã¥ã ½ãâ̈ ããÊã¾ã, ¼ããÀ¦ã ÔãÀ‡ãŠãÀ ‡ãŠã ÔãâÔ©ãã¶ã ) Àã•ãñ¶ªÆ¶ãØãÀ, ÖõªÀãºããª 

National Institute of Agricultural Extension Management (MANAGE) 
(An Organization of Ministry of Agriculture and Farmers Welfare, Government of India) 

Rajendranagar Hyderabad– 5000 30 

 

‚ããä•ãÃ¦ã ‚ãÌã‡ãŠãÍã Öñ¦ãì ‚ããÌãñª¶ã / ¹ããäÀ‡ãŠÊã¶ã ãäÞããä‡ãŠ¦Ôãã ‚ãÌã‡ãŠãÍã ‚ãããäª  
APPLICATION FOR EARNED LEAVE/COMMUTED MEDICAL LEAVE ETC. 

 
 

1 ‚ããÌã ñª‡ ãŠ ‡ãŠã ¶ã ã½ã   
Name of the Applicant 

: 
 

 

2 Êãã Øãî ‚ãÌã‡ ãŠãÍã  ãä¶ã ¾ã½ã  
Leave Rules Applicable 

: 
 

 

3 ¹ã ª   
Post Held 

: 
 

 

4 ãäÌã ¼ããØã, ‡ãŠã¾ããÃÊã¾ã  Ìã ‚ã¶ãì¼ããØã 
Department, Office and 
Section  

: 
 

 

5 Ìã ñ¦ã¶ã  
Pay          

: Á. Rs. ---------- 
 

 

6 ½ã ‡ãŠ ã¶ã  ãä‡ãŠÀã ¾ãã ¼ã§ã ã, Ìã ãÖ¶ã ¼ã§ãã , ¾ã ã 
‚ã¶¾ã  ¹ãÆã ä¦ã¹ã îÀ‡ ãŠ  ¼ã§ãã  •ãã ñ  ãä‡ãŠ Ìã ¦ãÃ½ã ã¶ã  ¹ãª 
½ã ñâ ‚ãªã¾ã Øãã è 
House rent allowance, 
conveyance allowance or 
other compensatory allowance 
drawn in the present post 

: 
 
 

 

7 ‚ããÌã ñª¶ã  ‡ãŠãè Øã¾ãã è ‚ãÌã ‡ãŠãÍã ‡ãŠãè ¹ãÆ‡ã ðŠãä¦ã 
†Ìãâ ‚ãÌãã ä£ã ‚ããõÀ ÌãÖ ãä¦ã ãä©ã •ã ºã Ôã ñ ƒÔã‡ãŠãè 
‚ããÌã Í¾ã ‡ãŠ ¦ãã Öõ 
Nature and period of leave 
applied for and date from 
which required 

: 
 
 

 

8 ÀãäÌã Ìãã À ‚ã ãõÀ ‚ãÌã‡ ãŠã Íã , ¾ããäª ‡ãŠã ñƒÃ Öãñ ¦ã ãñ 
‚ãÌã‡ ãŠ ãÍã ‡ãŠãñ ‚ããÀâ¼ã ½ã ñâ/ ºããª  ½ãñâ •ããñ¡ã 
•ãã ¶ãã  ¹ãÆÔ¦ãããäÌã ¦ã Öõ 
Sundays and holidays, if any, 
proposed to be prefixed / 
suffixed to leave 

: 
 
 

 

9 Ìã Ö ‡ ãŠãÀ¥ã  ã ä•ã Ôã‡ãŠñ ãäÊã†  ‚ãÌã‡ãŠã Íã  Öñ¦ãì 
‚ããÌã ñª¶ã  ãä‡ãŠ¾ãã Öõ 
Grounds on which leave is 
applied for 

: 
 

 

10 ‚ãÌã‡ ãŠ ãÍã Ôãñ Êããõ›¶ãñ ‡ãŠã è ã ä¦ãã ä©ã ‚ã ãõÀ 
‚ãÌã‡ ãŠ ãÍã ‡ã Šã è ‚ã Ìããä£ã †Ìã â ¹ãÆ‡ã ðŠãä¦ã 
Date of return from leave and 
the nature and the period of 
the leave 
 

: 
 

 

 
 

  
 

 



11 ½ã õâ ¹ãÆÔ¦ãã ãäÌã¦ã/¶ã Öã èâ ¹ãÆÔ¦ãããäÌã¦ã ‡ãŠÀ¦ãã/‡ãŠÀ¦ããè 
Öùâî ãä‡ã Š, ‚ãÌã ‡ãŠãÍã ÌãÓã Ã ‡ãŠ ãñ Ôã ìãä¶ãã äÍÞã¦ã 
‡ãŠÀ¶ã ñ ‡ã Šñ ªãõÀã ¶ã, ºÊãã‡ãŠ ÌãÓããñÃâ Öñ¦ã ì ½ãñÀñ 
ãäÊã†  ÊããèÌã  ›ÈõÌã Êã  ‡ãŠ âÔã ñÍã ¶ã ¹ãÆã¹¦ã 
‡ãŠÁùââØã ã/‡ã ŠÁùââØããè 
I proposed/do not propose to 
avail myself of Leave Travel 
Concession for the block 
years, during the ensuring 
year leave 
 

 
 
 
 
 
 
: 
 
 
 

12 ‚ãÌã‡ ãŠ ãÍã ‚ãÌãã ä£ã ‡ãŠñ ªãõÀã ¶ã ¹ã¦ãã 
Address during leave period 

: 
 

 

 

13 ‡ãŠ.    ½ã õâ Ìã Þã¶ã  ªñ¦ãã/ªñ¦ãã è Öâîù ãä‡ã Š, ‚ãã õÔã ¦ã Ìã ñ¦ã¶ã /Á¹ããâ¦ããäÀ¦ã  ‚ã Ìã‡ãŠãÍã ¹ãÀ Êãã èÌã ‡ã Šñ ªãõÀã¶ã  ‚ã ªã  ãä‡ãŠ¾ãã Øã ¾ãã ‚ãÌã ‡ãŠãÍã Ìã ñ¦ã¶ã  ‚ã ãõÀ ‚ã£ãÃ 
‚ããõÔã¦ã Ìãñ¦ã¶ã/‚ã£ã Ã Ìãñ¦ã ¶ã ‚ãÌã ‡ãŠ ãÍã ¹ã À ÊããèÌã  ‡ãŠ ñ ªã õÀã ¶ã Øã ÆãÖ¾ã, ‡ãŠñ ½ã£¾ã ‚ã¶¦ã À ‡ãŠãñ Êããõ›ã ªîùâØãã/ªùîØããèâ •ã ãñ ãä‡ã Š ÔÌãã è‡ãŠã¾ã Ã ¶ãÖãèââ Öõ 
‚ããõÀ ÔãâÍããñã ä£ã ¦ã ‚ãÌã ‡ãŠ ãÍã ãä¶ã ¾ã½ãã ÌãâÊãã è-1973 ‡ ãŠñ †¹ãŠ ‚ãã À-81 (ºããè) ÁÊã  II(Ôããè) III ‡ ãŠñ ¹ã ÆãÌã£ã ã¶ã  Ìã¦ã Ã½ãã¶ã  ‚ã Ìã‡ã ŠãÍã ‡ãŠñ 
ªãõÀã¶ã  ÔãñÌãã  Ôãñ ½ã ñÀãè ÔãñÌãããä¶ã Ìãð§ãã è ‡ãŠãè ã äÔ©ããä¦ã  ½ãñâ Êãã Øãî ¶ã Öã èâ Öã ñØããè ý 

      a.  I undertake to refund the difference between the leave salary drawn during leave on average 
pay / commuted leave and that admissible during leave on half average pay / half pay 
leave, which would not have been admissible and the provision to F.R.81(b) Rule II (c) (III) of 
the Revised Leave Rule 1973 not been applied in the event of my retirement from service at 
the one of during the current of the leave. 

     Œã.   ½ã õâ ÌãÞã¶ã ªñ¦ãã /ªñ¦ã ãè Öâîù ãä‡ãŠ , ``ã ä¶ã¾ã¦ã ‚ãÌã ‡ãŠãÍã” ‡ãŠ ñ ªã õÀã¶ã ‚ã ªã  ãä‡ãŠ¾ãñ Øã¾ãñ ‚ãÌã ‡ãŠ ãÍã ‡ãŠã ñ Êããõ›ã ªîùâØã ã/ªùâîØããè •ã ãñ ãä‡ã Š ÔÌããè‡ãŠã¾ã Ã ¶ãÖãèâ 
Öõ ‚ãã õÀ ‚ãã À†Êã‚ããÀ 1973 ‡ã Šñ †¹ãŠ ‚ããÀ 81 (ƒÃ) †Ôã ‚ã ãƒÃ (ƒÃ) II ã ä¶ã¾ã½ã  II (ºã ãè) ¦ãºã  Êã ãØã î ¶ãÖãèâ Öã ñØãã •ãºã ‚ã £ãÃ Ìãñ¦ã ¶ã 
‚ãÌã‡ ãŠã Íã  ãä‡ã ŠÔãã è ¼ãã è †‡ãŠ Ôã ½ã¾ã ½ãñÀãè ÔÌã õãäÞœ‡ãŠ  ÔãñÌã ããä¶ã Ìãðãä§ã  ¾ãã  ÔãñÌãã  Ôãñ ƒÔ¦ã ãè¹ãŠã Öãñ •ã ã¦ã ã Öõ, ¾ãã äª ½ã ñÀñ ´ã Àã ¹ã Æã¹¦ã  ‚ã Ìã‡ãŠã Íã  ‡ãŠãè 
ÀãÍãã è, ãä¶ã¾ã ¦ã Ôã ñ ‡ãŠ ½ã Öã ñ¦ããè Öõ ý 

     b.  I undertake to refund the leave drawn during “Leave Due” which would not have been 
admissible and F.R.81(e) II Rule II (b) of R.L.R. 1973 not been applied in the event of my  
Voluntary Retirement or Resignation from service at any time until half pay leave if less 
than the amount of leave not due availed of by me. 

 

 
 

‚ããÌã ñª‡ ãŠ ‡ãŠ ñ ÖÔ¦ããàãÀ(ã äª¶ã ãâ‡ãŠ  ‡ãŠñ Ôãã ©ã) 

                                                                                              Signature of the Applicant (with date) 
 

         ‚ããÌã ñª‡ã Š ‡ ãŠã  ‚ãÌã‡ãŠã Íã  ‡ãŠñ ªãõÀã¶ã  ¹ã¦ãã 
          Leave address of the applicant: 
 
 
 

  

14. ã ä›¹¹ã ¥ããè ‚ããõÀ ¾ãã ‚ã¶ãìÍã âÔãã  
         ãä¶ã ¾ãâ¨ã ‡ãŠ  ‚ããä£ã‡ ãŠã Àãè/¹ãŠõ‡ãŠÊ›ãè/Öñ¡ 

         Remarks and or recommendation: 
         Of the Controlling Officer/Faculty/Head 

  
 
 
 
 
 

 
 

ãäª¶ãã â‡ ãŠ Ìã ¹ãª¶ãã½ã ‡ãŠñ Ôãã©ã ÖÔ¦ã ãàãÀ 

Signature with Date & Designation 

 
 

ÔÌã ãè‡ãðŠ ¦ã ‡ãŠ À¶ãñ Ìã ãÊãñ ¹ã Æããä£ã ‡ãŠãÀãè ‡ ãŠã è ãä›¹¹ã¥ã ãè  
ÔÌãã è‡ãðŠ ¦ã ã ä‡ãŠ ¾ãã Øã¾ã ã/¶ãÖãèâ ã ä‡ãŠ ¾ãã Øã¾ãã 

Remarks of Sanctioning Authority 
Sanctioned/Not Sanctioned 

 



 

 
‚ãÌã‡ãŠãÍã ÔÌããè‡ãŠã¾ãÃ¦ãã Ôãñ Ôãâºã âãä£ã¦ã ¹ãÆ½ãã¥ã ¹ã¨ã 

Certificate Regarding Admissibility of Leave 

 

 
15.   ¹ãÆ½ãããä¥ã¦ã ãä‡ãŠ¾ãã •ãã¦ãã Öõ ãä‡ãŠ ãäª._ ______ ___ ____________ __ Ôãñ  ãäª._ ______ _________ _ ¦ã‡ãŠ 

_________ ___ _____ _(‚ãÌã‡ ãŠãÍã ‡ãŠãè ¹ãÆ‡ãðŠãä¦ã)_ _____ ___ ______  ‡ãŠñ ‚ãâ¦ãØãÃ¦ã ÔÌããè‡ãŠã¾ãÃ Öõ ý 

Certified that______________________ (nature of leave) from_________________________ 

to____________________________ is admissible rule_______________________________ 

 
 
 

ÖÔ¦ããàãÀ ãä¦ãã ä©ã ÔããäÖ¦ã ¹ãª¶ãã½ã 
Signature with Date & 

Designation 
 
 
½ãâ•ãîÀã è ¹ãÆªã¶ã ‡ãŠÀ¶ãñ ÌããÊãñ ¹ãÆããä£ã‡ãŠãÀãè ‡ãŠñ ÖÔ¦ããàãÀ  
Signature of the Sanctioning Authority  

 

 
 

ÖÔ¦ããàãÀ ãä¦ãã ä©ã ÔããäÖ¦ã ¹ãª¶ãã½ã 
Signature with Date & 

Designation 
 
 

¾ããäª ‚ã ãÌã ñª‡ãŠ ãä‡ãŠÔããè ¹ãÆ‡ãŠã À ‡ãŠ ñ ¹ãÆãä¦ã ¹ãîÀ‡ãŠ ¼ã§ãñ ‡ãŠ ã ‚ããÖÀ¥ã ‡ãŠÀ¦ã ã Öõ ¦ããñ ½ã â•ã îÀã è‡ãðŠ ¦ã ¹ã Æããä£ã ‡ãŠ ãÀãè Ô¹ãÓ› ‡ãŠÀñâ ¦ã ©ãã ‚ãÌã‡ãŠãÍã ØãÆÖ¥ã  
‡ãŠ À¶ãñ ‡ ãŠñ ¹ãÍÞãã¦ã  ‚ããÌã ñª‡ãŠ „Ôãã è ¹ãª ¹ã À ‡ãŠã¾ã Ã ‡ãŠ ÀñØãã  ¾ãã  ‚ã ¶¾ã ¹ãª ¹ãÀ ãä•ãÔã ¹ãÀ Ôã½ãã¶ã  ¼ã§ã ñ ÊãØãî Öõâ ý 

If the applicant is drawing any compensatory allowance, the sanctioning authority 

should state whether on the expiry of leave, he likely, to return to the same post or to on 

other post carrying as similar allowance.    


