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(For College and Polytechnic)

No.

Office of the _____________

________________________

Date:  

To, 

The Director,

Technical Education, Gujarat State

Gandhinagar

Ref: H.O. Circular No: GPT/HQ/1099-GH,3/49576 Dated. 9-9-99

Sir,


The undersigned will be leaving head quarter on According to above referenced Head Office Circular, The details are given here under.

	1
	Date & Time of Leaving Head Quarter:
	:
	

	2
	Date & Time of Returning to Head Quarter:
	:
	

	3.
	No. of occasions, out of Head Quarter this month
	:
	

	4.
	Whether on duty / Casual Leave
	:
	

	5.
	Purpose of absence / leave
	:
	

	6.
	Mode of journey, if leaving Head Quarter
	:
	

	7.
	State whether you are going , if leaving Head Quarter ( if possible)

Give address / telephone No. on which to contact during leave / absence
	:
	

	8.
	Name of authority which is to bear T.A.D.A.
	:
	

	9
	Amount of T.A.D.A. if drawn before form Government
	:
	

	10
	Name of officer to look after in absence
	:
	


Copy of the reference from :-









Yours Faithfully,









      Principal






                               ____________________ 

Copy to Shri ____________ ,  _________________ For information & necessary action (i.e. who will look after the routine work of the Institute )

No :

Director of Technical Education,

Block no 2, 2nd Floor,

Dr. Jivraj Mehta Bhavan,

Gandhinagar - 10

H.Q. from   _____________     to _________       Granted / Not granted due to

Copy to The Principal, ________________________________

(Jt Director of Tech. Edu.)
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