

FORMAT FOR
 PRIOR PERMISSION LETTER* for ON OTHER DUTY

[*Note: - ENTILEMENT IS SUBJECT TO RULES & REGULATIONS
                Maximum number is as per Rules & Regulations]
From










          <Date>

< Name >

< Roll.No >


< Year >


< Dept. of CSE >


< NITT-15. >

To


< The Head >


< Dept. of CSE >


< NITT-15. >

Sir,


Sub.: < On other Duty Permission for any of the following:


< a) Representing Institute in the Inter – NIT Sports meet.


   b) Participating in ………. sports meet to be held at …… during ……. .


   c) Participating in …. National/International conference to be held during …… .


   d) Participating in ............... Internship at ………… during …….. .


   e) Organizing Festember/Pragyan/Nit fest, during ……… .


   f) Practicing dance/music/…… for the ......... competition to be he at ….. on … .


   g) participating in personal function ………………… at my home on ……….. .  


   h) …… 


   i) ……. 
***** 

I request you to permit me to avail …. day(s) of ‘On other duty’ / personal leave from ……. to …….. for ………………………………. . I am aware that mere submission of this request does not entitle me to avail leave and also aware that I have to maintain a minimum stipulated percentage of attendance, including this leave availed.
< Thanking You >

< To be recommended by




                 < Yours Faithfully >

    Appropriate authority >





          < Signature >









         (Name in bold uppercase letter)
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