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To  

The Principal, 

Kalinga College of Commerce, 

Bhubaneswar. 

 

(Sub: Leave Application) 

 

Respected Sir, 

 I  Mr./Miss/Mrs. ……………………………………………………………. 

a lecturer/Staff of your institution  would like to convey you that I will remain 

absent from Dt…………………  to… ……………..for which I need  your candid 

permission.  

I therefore request you to grant me the above days as leave for which I shall be 

highly thankful to you. 

 

Thanking You              

Yours Sincerely, 

 

      

                  

      

                  

(Signature with Date) 

Name: 

Designation: 

Reason of C.L/E.L …………………………. 

Address at the time of leave………………… 

……………………………………………… 

Contact No. ………………………………… 

 

Office Remark 


