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Date: _________
[bookmark: _GoBack]Departure Information

I have applied for leave approval (including pre-leave ____ and post-leave _____) from date __________ to __________, through an application submitted on date ______________. Accordingly, I am departing today on leave. Kindly process this departure information for necessary action.

Address during leave:



Signature:
Name:
Designation

To,
The Director

