
FORM No. { 3
APPTICATION FOR LEAVE

(See Rule ll3, parr h

Note: Item I to l3 must be filled in by all applicanrs whether Gazened or non-Gazened

L Name of the applicant

2. Date of Birth

3. Post held

4. Departnenl Office and Section

5. Pay and Scale ofpay

6. Date of entry in service

7. Date of commencement of continuous service

8. Address during leave

9, House RentAllowance, Conveyance
Allowance or other Compensatory Allowance
drawn in the present post

10. Nature and period of leave applied for
and date from which the same is required

Il. Holidays, ifany, proposedto be
prefixed / suftixed to the said leave

12. Purpose for which the leave is applied for

13. Date of return from last leave and the nature
and the p€riod of that leave

14. I undertake to refund the leave salary drawn during 'leave not due' which not have been admissible had

*l lj:P,.|115::1f:11 
nu$ not been applied.in the event of my votuntary retirement or registrationfnom service atanytime until earnhalfpay leave not less than ttre amount of leave notau.lu"]ilffiil"j:

Place: Signature of Applicant
(with date)

[gJ r s. Remarks and / or recommendation of the confolling officert i l
t5 l
I:J

Signature (with datc)
Designation



CERTIFICATE REGARDING ADMISSIBILIW OF TEAVE
By Accountant General (A& E) in the case of Gazetted offjcers

16. Cerlified that (Nature of leave)
a

for  . . . . . . . . . . . .  " " " " '  f rom

to is admissible under rule .'......... of the Kerala Service Rules'

Signature (with datc)

Designation

17. * Orders ofthe SanctioningAuthority

Signature (with date)

Designation

ffiinganycompensatoryallowancetheSanctioningAuthorityshou|tistarowhetherontheexpiryof
teave fre is likely to return to the same post or another post carrying a similar allowance'



APPTICATION FOR ISSUE OF NO OBJECTION CERTIFICATE

l .  Name o f  app l i can t

2. Date of Birth

l. Designation with Department

(a) Pay and scale of pay

(b) Whether Substantive / Officiating

4. Date of commencement of
continous service

5. Place proposed to visit

6. Period ofabsence from dufy

7. Purpose of visit

8. Address & Place of Visit

9. Present Home Address

10. Now the period of absence is to be con-
sidered and period ofleave required for

I L Eligibilify for the leave applied for

12. Horv the expenditure will be mer
while you are in abroad

i3. Declaration acceptance ofjob while
you are in abroad

Signature of Applicant



PROFORMA REPORT

I  .  \ \ 'het l ier any'  l iabi l i t ies are pending i

outstanding against the appi icant

2. Whether anl '  service discipl inarr

proceedings pending against the

applicant

3. Whether any Crime /  Vigi lance cases

are pending against the applicant

4. Recommendation of the Head of Unit

PIace:

Date: Head of Office



PROFORMA TO BE APPENDED WHEN PROPOSALS FOR SANCTION THE

TEAVE WITHOT'T ALTOWANCE IS FORWARDED TO GOVERNMENT

I  .  Name and designat ion of the appl icant

2. Instr tut ion in rvhich the appl icant is working

3 Date fiom rvhich leave is required

1. Durat ion of leave

5. Purpose of leave applied for

6, Whether the appointment of the applicant is regular

7. Total period of regular service put in by the
applicant in the Dept. on the date of application
and the date from which his continuous
service begins in the Dept.

8. Whether there is any disciplinary action pending

9. Whether there is any bonded obligation or
contract obligation

10. Whether there is any liabilify outstanding

I l. Whether the applicant has been sanctioned
Leave for the same purpose earlier, and if
so, to furnish the details thereof

12. Whether applicant has been sanctioned
LWA earlier for anY other PurPose

I 3. Whether any relaxation of rule is necessary
to sanction the leave

14. Whether you are convinced that suitable
substitutes are easily available and if so
whether a live list of candidates for
appointment is available with P.S.C.

15, Whether leave is recommended or not

16. The leave address of the applicant in India

11. Any other relevant point to be brought to the
notice of Government

Head of the Department



DECIARATION

do hereby declare ttrat I shall abide by the conditions stipulated in G.O. (P) No. 274l7\lFn dated

29-04-1970 in case the leave applied for is sanction.

Place:

Date:

Name:

Designation:

Countersigned

CERTIFICATE

Certificate that no disciplinary action / Vigilance case is pending against.

andhe has not

any bonded obligation is serving the Govemment

Place:

Date:

Signature:

Designation of the
Head of Institution:

H
(Seal)



DECLARATION

(Appendices -  Xl !A,  Xl lB & Xl lC of  Kerolo Service Rules)

An app l ica t ron  fo r  Leave Wi thout .A l lo rvances  (L .W.A)  fb r  a  per iod  o f  .  .  '  . ' . . .

years rvith et-fect from is being

submitted b1'me.

I n  t h i s  c o n n e c t i o n  I . . . . . . . . . . . . . . . . .  h e r e b y  d e c l a r e s  a s  f o l l o w s :

( l )  Ihereb i 'express  m)  consent  to  lose  a l l  serv ice  benef i t s  such as  earn ing  o f  leave inc lud ing  Ha l f  Par

Leaye, Pension, Gratuitl,, Increment and also lose seniority in the Higher Grade / Grade with referencc

to my juniors rvho rnight get promoted to such grade lgrades before I rejoin dury.

(.2) I have not completed the probation in my entry cadre.

I am prepared to staft to staft a fresh in the said cadre and complete my probation on

rejoining duty and I am prepared to forfeit the service benefits that had accrued to me before proceed-

ings on leave and on rejoining dufy, I ma1,be deemed as anew entrant in Government service.

(3) I have completed the probation in my entry cadre'

(4) I am not under bonded obligation to serve the Government

(5) There is no outstanding liability to Government such as House BuildingAdvance, conveyance advance

etc. against me.

(6) No disciplinary action or vigilance enquiry is pending against me'

Place:

Date:

Signature:

Name:

l o a l

lg l  P lace:
l v l

EJ Date:

DECLARA?ION

I  . . , .

hereby  dec la re  thar  I  am wi l l ing  to  ab ide  by  the  cond i t ions  s t ipu la ted  in  Append ix  X I IA '  X I IB ,  X I IC o f

Kerala Service Rules

Signature :

Name :

Designation :

Office :


