
1. ï¼ÀåÚºï�¾àºëÉ
¶ÈÎµ¯Æ¯¿ºÆ
Department

2. ¾Ä Íå ¾øÈ¾åÄÆ
Ì¹»ÝºÆ ¹¶�¹Æ Ì¹»ÝºÆ
Name and designation

3. ïÌàÉÆ, ÀâºøÆ ïÍåà ïÊòà¸èÆ
Í±ÎÁ, ÁÐ¹ÆÚ £¾Æ¾× ¶¼ºÆ
Service, Class or Grade

4. ÄêÈè¾àÄ Àºà Éì ¼ú¾Æ
Û¶¾Æ ·È»º¸¶Æ ¶È¯¶È
Date of first appointment

5. ä´ ïÀÇ¼ ¾øÉå¶ê ªºàïºà ¾� ÀÌê ªúÆ ÉÇ Êòé Èâ¨åÉ´ ¡åÀÌê Àæ�¸è ¼ú¾Æ
Û�Ú ÁÈÕ¶Î¾ ©Õ¯Æ¯¹Æ¹´Æ�Ý·Æ¶Ç¾Æ ¯Î´±È»Ç¯ ¥¾+ÆÎ¯ ¶ÈÝºÆ�» ¶È¯¶È
If leave was taken earlier, date of last return to Sri Lanka

6. ¼æ¾à ¢ÈàÈå Ìè�¾ ¾øÉå¶ê ̈ åÈÆ
(¾øÉå¶ê À´¾à ª¾à¾å ¼ú¾Æ Íå
¡ÉÌ¾à É¾ ¼ú¾Æ Ì¿Í¾à ̈ Ç¾à¾)
¶½ÆÍ¹Ç× �®µ¹Æ�¯ÆÐºÆ �Õ¶Î¾¯Æ ¯Ç¾ºÆ
(�Õ¶Î¾ ¤¼ºÆ¹, Û�â ¶È¯¶È¯Î¿¶Æ ¶Ý¯)
Period of leave now applied for
(Give dates of commencement and completion)

7. ¾øÉå¶ê ¢ÈàÈéÄ´ ïÍàºë
ÁÈÕ¶Î¾¯Æ¯Ç¸ ¯Ç¼µ+Æ¯¿Æ
Reasons for leave

8.(¡) ªÄ¾à ¨Ç¾àï¾à ¨Èè¾à Äê¼Èà ïªÉì �¨�´êÉ¨ø¾à¼
(£) Û½Æ¹µºÈÞ¶Æ¶ ¹»µ±Æ ±É´Æ�¾Ç ¹»µ³Æ  Ì±»Æ»¹Æ¹Õ¯È½×
(a) Is travel on a pre- paid ticket

(¡å) ¦Æ ¦É¾ Àê¼àªÈÆå Íå ¢Èàõ�¨Çæ ¡ºÇ ¡æºø Ì�Â¾à½Æ
(¤) £¶Î¸ £Ù¹ÆÚ¹ÁÝ¯ÆÐºÆ �®µ¹Æ¹¯Æ¯Ç¼Ý¯ÆÐÛ¿Æ¿ §½âÛÎ½
(b) Relationship of the person sending it

9.(¡) Àè´Ç´ ºÄåïªà ¾¶ºàºë �Æ¼� ¼Ç¾àï¾à ï¨ïÌà¼?
(£) £·Æ·È» ·Ç´Æ�¾Æ ¶Ç¹ÇÈ¹ÆÚ±Æ Ì±¾â¯¿Æ ©ÁÆÁÇÞ ¯ÈÎ´¯ÆÐºÆ?
(a) How is the cost of maintenance abroad met?

(¡å) ¦Ä �Æ¼� ¼Ç¾ Àê¼àªÈÆå Íå ¢Èàõ�¨Çæ ¡ºÇ ¡æºø Ì�Â¾à½Æ
(¤) £¶Æ¶Î¯» Ì±¾â¯à¯ÆÐ¹Æ ¹µº¿È¹Æ¹ÁÝ¯ÆÐºÆ

ÁÈ®µ¹Æ¹¯Æ¯Ç¼Ý¯ÆÐÛ¿Æ¿ §½âÛÎ½
(b) Relationship of person meeting such expenditure

10. ¾øÉå¶ê ̈ åÈïÆà¼û ¢Èàõ�¨Çæïªà ÈèÀè¾Æ
�Õ¶Î¾¯Æ ¯Ç¾¶Æ¶È¾Æ �µÆµ¹Æ¹¯Æ¯Ç¼ÇÈ� Û¯ÁÇÈ
Address when on leave

 

 H- 022255 (2004/10) Êòé Èâ¨å Ç°ïÆà Äê÷¸ ï¼ÀåÚºï�¾àºëÉ

Êòé Èâ¨åïÉ¾à ÂæÍæÇ ªº ¨ø×Ä Ì¿Íå ¾øÉå¶ê ¢ÈàÈéÄ
¥¾+ÆÎ¯ ǢÐ ÌÁ¿ÈÍ» �Õ¶Î¾�¾Æ Ì±¾ÆÁ¶½Ǣ Ç¸ �®µ¹Æ¹ºÆ

APPLICATION  FOR  LEAVE  OUT  OF  SRI  LANKA
(¡åÆº¾ ÌâªòÍÆ - ÀÖ. XII  1:4 Íå 22)

(¶Ç¹¸¯Æ Í¯ÇÎÁ - £¶Æ¶È»Ç»ºÆ XII,  �ÇÈâ¯¿Æ 1:4 §ºÆ 22 §ºÆ)
(Establishments Code - Chp. XII Section 1:4 and 22)

...................................................................................
¢Èàõ�¨Çæïªà ¡ºàÌ¾.

�®µ¹Æ¹¶Ç¼¼× Î¯Ì»Ç¹Æ¹ºÆ.
Signature of Applicant.

 ¼ú¾Æ
¯È¯¶È
Date

.....................................................
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�ï�¨ ¾øÉå¶ê
»Æâ ÁÈÕ¶Î¾
Vacation leave

 

¨åÚÆåÈÆûÆ ÀòïÆåà°¾Æ Ì¿Íå ÀÄ¸Æú
£ßÁ¾¯ §¹Í»Ç¯¶Æ×¯ÆÐ ºÇ¶Æ¶È¼ºÆ
For Office use only
¢ºøÖ ¾øÉå¶ê ÀèÎèÂ¿ �ÌàºÇ/ ̄ ÈÎ´¯Æ¯¶Æ¶¯Æ¯¶Ç¯â¿Æ¿
�Õ¶Î¾ ¹½Æ½È» �¹¼+Æ¯¿Æ/ Particulars of available leave

¡¶ Éæ ếÀà ¾øÉå¶ê
£Î¼±Æ ±ºÆ¹¿ �Õ¶Î¾
Half - pay leave

 

Éæ ếÀà ÇÍúº ¾øÉå¶ê
±ºÆ¹¿º½Æ½ �Õ¶Î¾
No- pay leave

 

ÀÖÉÚºøº ¡¶ Éæ´êÀà ¾øÉå¶ê
ºÇ½Æ½È» £Î¼±Æ ±ºÆ¹¿ �Õ¶Î¾
Commuted half - pay leave

 

¦¨ºëÉ
ÌºÇ¶Æ¶ºÆ
Total

 

Äïªà ¡â¨Æ
©¸× ¥¾°
My No.

 

ïÈà̈ �,

..................................................................................... ¡ÄåºñåâÊÆ
Ì±»¾Ç¿ÇÆ,

.....................................................................................  £Îº±Ǣ

The Secretary,
Ministry of.....................................................................................

     1.......................................................................................................................................... ÄÍºåïªà/ÄÍºà�Æïªà / ïÄï¾�Æïªà ¾øÉå¶ê
¢Èàõ� ÀºòïÆà Àè´Àºà ï¼¨¨à ï� ÌÄª ¢¼úÖÀºà ̈ Ç�. ï� ¾øÈ½åÖÆåïªà/¾øÈ½åÖ¾øÆïªà Éæ¶ ÂæÈéÄ Ì¿Íå Éæ¶ ÀèÎèïÉÎ¨à ïÆå¼å ¡æºø ÂÉºà,
§Íế /¡æÆ´ �Çæ¼à½É �¾Æå¾ê̈ íÈ ̈ òèÆå ÄåÚªÆ à̈ ¼æ¾´ ÀÉºàÉ¾àï¾àÉºà, ¦ïÌà �¾Æå¾ê̈ íÈ ̈ òèÆå ÄåÚªÆ à̈ ªæ¾ùÄ´ ¡¼ÍÌà ̈ Ç ¡æºàïºàÉºà
¾æºø ÂÉ ÌÍºø¨ ̈ Ç�.

¶ÈÝ° /¶ÈÝº¶È /Ì±¾Æ� ......................................................................................£ÁÇǢ ¿È� �Õ¶Î¾ �®µ¹Æ¹¶Æ¶È¾Æ ¥¼®Õ
�¼¶È¯Î¿ ¥¶Æ×´� £Ù¹ÆÚ¯ÈÍ½�° ¥ÁÆ §¶Æ¶ÈÍ»Ç¯¶Æ¶ÇÈ� ¯´Îº¯Î¿»Ç½ÆÞÁ¶½ÆÐ¹Æ ¹¶È¾Æ ¬á+ÆÐ¯¿Æ
Ì±»Æ»¹Æ¹´ÆÕ¿Æ¿¸ÌÁ¸âºÆ ¥ÁÝ¯ÆÌ¯¶È¼Ç¯ ¬á¯Æ¯Ç½ÆÞ ·´Á�¯ÆÎ¯ ©×âºÆ Û�âÌ±»Æ»¹Æ¹´Çº�Ý¯Æ¯�¾ÆÎ¾ £¾Æ¾×
¬á Ǣ̄ Ç½ÆÞ ·´Á� ǢÎ¯Ì»×âºÆ ©Õ Ǣ̄  §¶ÆÍ¶±È Ǣ̄ ¹Æ¹ Ǽ�Ý Ǣ̄ �¾ÆÎ¾ ©¸âºÆ ¥¶Æ¶Ç¾Æ §Þ¶È¹Æ¹Õ¶Æ×¯ÈÍ½�°

I forward herewith two copies of the leave application of Mr./Mrs./Miss ......................................................................................
I certify that acting arrangements have been made and that there is no disciplinary  action pending or contemplated against
this officer.

  2. ¡åÆº¾ ÌâªòÍïÆà XV  Éæ¾ø ÀÖ�ïØ¼ïÆà 10: 1 Éæ¾ø Éª¾àºøÆ Æ´ïºà ¡ªòåÄåºñÉÇÆåïªà ¡ÉÌÇÆ ÈÂå ïª¾ ºøï�.
¶Ç¹¸ Ǣ Í¯ÇÎÁ»È� XV ¤ºÆ £¶Æ¶È»Ç»¶Æ¶È� 10°1 ¤ºÆ �ÇÈ�� �¼¯Ç¼ºÆ �¼¶º £Îº±Æ±ÇÈ� £Ùº¶È Ì¹½¹Æ¹ ǼÕ¿Æ¿×°
Prime Minister’s permission has been obtained in terms of Chapter XV - 10: 1 of the Establishments Code.

ë 3. ¾øÉå¶ê ¾øÚï¼àÊ ¨Ç�./ ï¾å ¨Ç� *
�Õ¶Î¾Î» �¶·Æ×Î¼¯Æ¯ÈÍ½�/ �¶·Æ×Î¼ Ǣ̄ �¾ÆÎ¾*
Leave is recommended/ not recommended. *

ÄåÌ
ºÇ¶+Æ¯¿Æ
Months

¼ÉÌà
·Ç´Æ¯¿Æ
Days

.......................................

.........................................................................

.........................................................................

.........................................................................

.........................................................................

.........................................................................

.. .. .. ..

.. .. .. ..

.. .. .. ..

.. .. .. ..

....................................................................................................
ï¼ÀåÚºï�¾àºë Àò½å¾øÆåïªà ¡ºàÌ¾

ÌÍ ¾øÈ¾åÄÆ
¶ÈÎµ Ǣ̄ ¿¶Æ ¶Î¾ÁÇÈ� Î¯Ì»Ç¹Æ¹ÛºÆ ¹¶�¹ÆÌ¹»ÝºÆ

    Signature and Designation of Head of Department
 ¼ú¾Æ

¶È¯¶È
Date

.....................................................

..
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Äïªà ¡â¨Æ

©¸× ¥¾°
My No.

 

................................................................................................................... ï¼ÀåÚºï�¾àºëï�3

Àò½å¾øÆå ïÉº´Æú,

.................................................................................. ¶ÈÎµ¯Æ¯¿¶Æ ¶Î¾ÁÝ¯ÆÐ,

...............................................................................................

Head of Department,

..................................................................................................................
¾øÉå¶êÉ ¡¾êÄº ¨Ç�/¡¾êÄº ï¾å¨Ç�*

�Õ¶Î¾ £+Æ¯É¯ÇÈ¯Æ¯¹Æ¹´ÆÕ¿Æ¿×/£+Æ¯É¯ÇÈ¯Æ¯¹Æ¹´�¾ÆÎ¾*
Leave is approved/not approved*

.....................................................................................................................
ïÈà¨�,

........................................................................¡ÄåºñåâÊÆ.

.....................................................................................................................
Ì±»¾Ç¿ÇÆ°

...................................................................................................£Îº±ÆÒ°

.....................................................................................................................
Secretary,

Ministry of ..............................................................................................

Àè´Àº : ¡ªòåÄåºñÉÇÆåïªà ïÈà¨� ïÉº.

�¼¶È : �¼¶º £Îº±Æ±ÇÈ� Ì±»¾Ç¿Ý¯ÆÐ°

Copy to:  Secretary to the Prime Minister.

*ï¾åïÆï¼¾ É®¾ ¨Àå ¼Ä¾à¾. *Ì¹ÇÝ¶Æ¶ºÈ¾Æ¾Ç��� ¯É½È�Õ¯° *Strike off if not applicable.

..........................

 ¼ú¾Æ
¶È¯¶È
Date

.....................................................
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