Request for Leave Form
                                                                             Faculty of……………………………….………
                                                                             Date…….Month…………………..Year………
Subject: ( Sick Leave  ( Personal Leave ( Annual Leave
To: The Dean 
I, ……………………………………………………………………... (a foreign contract teacher),

would like to request leave from: Date……… Month…………………….…. Year………… 
                                                 to: Date………. Month……………………...... Year………… 


Number of days requested ……………..
Reason for leave: …………………………………………………………………………………
…………………………………………………………………………………………………….
…………………………………………………………………………………………………….

Phone number during personal leave: ……………………………………………………………








Yours sincerely

Signature…………………………………….


  (………………….………………...)
______________________________________________________________________________
For official use only

Total days taken for leave

	Type of leave
	Number of working days already taken
	Number of working days requested (for this leave)
	Total of working days taken

	Sick leave
	
	
	

	Personal business
	
	
	


Signature …………………………. Inspector, Position: ………………………. Date: …………

______________________________________________________________________________
( Request granted
      ( Request denied

Signature: ……………………….…….


Position: Dean 

Date: …………………………………..

