THE UNITED REPUBLIC OF TANZANIA.
STANDING ORDER FOR THE PUBLIC SERVICE
ITILIMA DISTRICT COUNCIL

APPLICATION FOR LEAVE FOR DEPARTMENTAL/UNIT STAFF.

Vote Code Sub Vote
Check Personnel File No.
Number (or TSD force No.)

Section A: — Leave Request (To be completed by the Employee)

Al) Personal Details

1. L T Ao 4 = PP
2. Designation  ....cccoviiiiiiiiiiiiiiiiienn.. B T 1721 5 [0 s NP
4. Department/Unit ........cccevvvininininnnnnnn. 5. Date of First Appointment ........ [eeen.. /20......

A.2) Contact Details on Leave

6. Phone Number ........coccevveninieninnenen... 7. Email Address ...ccoeveveniininiiniiiiiniiniieineeenenes

8. Contact Address ...ocoevvvvniniineninenenenen.

9. My spouse and ......... Children, whose details are given below, will accompany me/travel separately by
road/rail/ship/air* and I will travel to .........cccovvinienan.... Where I shall stay for ........... days

S/N NAME OF CHILD DATE OF S/N NAME OF CHILD DATE OF

BIRTH BIRTH
1 3
2 4

A.3) Leave Request

10. Start date of leave | ......... [eeennn. /20.... 11. Last day of leave | ...... [ 120.......
12. Total number of working days requested | ............... Days
S1GNAtULE: tveiriieriitiiieiieeieeieeeeeeeeneaenn, Date: .ovvvininninn, Lo, /20.......

Section B: — Leave Review (To be completed by Head of Department)
B1) Review of Leav

e Records

1. Date of last leavetaken | ...l [eveunan. [eeunn. To ...... [eceen.. [T
2. Number of daystaken | e, Days

3. Leave outstanding in the current leave period | ....ccovvvvviiinninnnnnn... Days

4. Leave outstanding from previous leave period | ..cccciiiiiiiiiiiiiinnnn., Days

B2) Recommendation for Leave (Tick box as applicable)

I recommend the above leave as request

I recommend the above leave with following changes ..........cccoeviiiiiiiiiiiiiiiiiiiccceee e,
] I do not recommend the above leave be granted for the following reasons .........c.coevvevivineriienenennnn.
I\ Pz 0 4 L= P SIgNAtUure civvviiiiiiiiieire e
Designation  ...ccciiiiiiiiiiiii e Date: ... [evivians 12000 i,




