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REQUEST FOR OUTSTATION LEAVE

EMPLOYEE NAME:	Max. 50 Characters		DATE: Date
PURPOSE OF VISIT: Max. 100 characters
[bookmark: _GoBack]
DESTINATION: Max. 50 characters
DATE & TIME OF LEAVING STATION:  Click or tap to enter a date.
DATE & TIME OF EXPECTED RETURN: Click or tap to enter a date.
TOTAL DAYS OF ABSENCE: Click or tap here to enter text.
CONTACT NUMBER: Max. 10 digits


Signature of Applicant with date

…………….………..………......OFFICIAL USE…………………………………

Leave:      Approved    ☐  Rejected     ☐



Signature of Team Leader				



Signature of HR/Managing Partner
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