[image: Macintosh HD:Users:jumtsho:Documents:My Works:IT:Design:Letter Head:CDCL Letter head header HQ.jpg]
EARNED LEAVE ENCASHMENT FORM

1. Name:
2. Grade and Designation:
3. Office Attached:
4. Financial Year:
5. [bookmark: _GoBack]Basic Pay at the time of application:

      Date:							                       Signature of applicant
      For use by the HR Officer

Certified that the above applicant has ____________ days of earned leave in his/her credit as on ________________

Encashment: Recommended/ Not Recommended

		
										    Name & Signature
				
Approved by:

Amount: Nu. 





General Manager
Human Resource & Administration Division
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