UNIVERSITY FOR DEVELOPMENT STUDIES

OFFICE OF THE REGISTRAR
ANNUAL LEAVE APPLICATION FORM

SECTION A: DETAILS OF APPLICATION Date format: DD/MM/YYYY
1. Year: | | | | |

2. NAME OF SEAfl .ttt s et Staff ID: | | | | |
3. Category of Staff : Senior Member |:| Senior Staff |:| Junior Staff|:|

4. POSIION/DESIZNATION: ..ottt e e et e s as e ses e sas s ss s ra st st ees ses s e e sae s ees et et et entes st e san s ees et eetensersersensarses s ben e sanssnnree
5. Directorate/INStitUte/SCROOI/FACUILY: ...ttt et ettt et ss s s as st e e e ses ettt st s arsanseraeneas
ST B =T Y=Y .4 =Y o OO TSP

7. (a) Leave Days Entitled:l:l (b) Leave Days Requested:l:l Date Leave Starts:| | | | | | | | |

8. REASON FOI TAKING LBAVE: ..ottt ettt et teste st e e e e st eb et e et easaaeaaeete et stessssensantaseessetersaseseeetestennsnnssensantas

9. AAIrESS DUIMNE LEAVE: ..ottt ettt sttt et ettt st et et ss st st b2 et ee4ebt s 4s e st eetebtsbs e b et entebas b bt ententsba e sntenesbs e bssnrens

10. Phone NUMDBET (S): ot ettt et e EMail AdAress:. ...t et et o
Signature of Applicant: .....ccoevveeeeeeeiie e Date: | | | | | | | | |

SECTION B: LEAVE RECOMMENDATION

(i) Recommended |:| Not Recommended I:l

Signature of HOD: .......ccccvevenecrinesnnsssnssnesnssnssnanns Date: | | | | | | | | |

(ii) Recommended:l Not Recommended |:|

Signature of Dean/Director: .............covevevrerneceeereereninenns Date: | | | | | | | | |
SECTION C: FOR OFFICE USE ONLY (T&D)

DateofPreviousLeave:| | | | | | | | |

11. (a) Leave Days Outstanding:l:l (b) Total Leave Days Earned:l:l (c) Leave Days Approved for Current Year:l:l
12. (a) Date Leave Ends: | | | | | | | | |(b) Date of Reporting:| | | | | | | | |
SECTION D: LEAVE APPROVAL/RECOMMENDATION

(iii) Approved|:| Not Approved |:| Recommended |:| Not Recommended |:|

Signature of Registrar: ...........ccccocvvveeee e e Date: | | | | | | | | |

SECTION E: APPLICABLE TO SENIOR MEMBERS ONLY
(vi) Approved |:| Not Approved |:|

Signature of Vice-Chancellor: ............ccooovveeeivevceieeec, Date: | | | | | | | | |

Note: Leave application should be submitted three (3) weeks prior to the date leave starts



