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      LEAVE APPLICATION
	

	Description::
	Form used to apply for leave
	Issue Date:
	
	Doc. No.:
	K005

	EMPLOYEE DETAIL

	Consultant Name
	
	Date
	

	VACATION LEAVE

	Date from _         __up to and including                 Number of working days       . 

	5 days and longer
- Application for leave to reach Personnel at least two weeks prior to employee proceeding on leave.

1-4 days leave
- Application for leave to reach Personnel at least three days prior to employee proceeding on leave.

	

	SICK LEAVE

	Date from    _____________ up to and including ____________ Number of working days ___.

	Attach doctor’s certificate if leave is taken for 2 days or more.

	

	UNPAID LEAVE

	Date from ____________ up to and including ____________  Number of working days _____

	SIGNED EMPLOYEE
	______________________
	DATE
	____________

	FOR JICHO OFFICE USE ONLY

	

	

	Leave credit before processing
	
	Leave credit after processing
	
	

	Leave authorised by
	______________________
	Date
	____________
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