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Application	format	for	earned	leave	encashment

[These	Sample	application	formats	are	applicable	for	leave	encashment	from	employer	or	company.	Leave	encashment	mean	the	payment	of	your	annual	leaves	which	you	do	not	avail	for	any	reason.	
You	can	follow	these	sample	request	letter	for	annual	leave	encashment	from	company,	office,	HR	Manager	or	HR	Department	if	you	qualify	for	leave	encashment	as	per	company	policy	after	the	financial	year.]Date…Authority	name/Position	name…Institute	Name…Institute	Address…Sub:	Application	for	Payment	of	Leave	EncashmentRespected	Sir,It
is	stated	that	I	am	(Name),	working	in	(Institute	name),	since	last	three	years.	It	is	to	inform	you	that	at	the	end	of	every	year	as	per	the	policy	of	the	institute,	leave	encashment	is	provided	to	the	employees.I	want	to	get	my	leave	encashment	of	this	year	in	the	next	week.	

As,	I	have	taken	leave	of	few	days	and	moving	on	to	another	city,	and	I	need	some	money	for	this	purpose	(Show	your	cause).	Kindly,	grant	my	leave	encashment	of	this	year	as	soon	as	possible.	It	would	be	a	great	favor	for	me.Thanking	you	I	remain.Yours	sincerely,Name….Job	Designation…Contact	no…Email….Date…Authority	name/Position	name…
Institute	Name…Institute	Address…Subject:	Request	for	Leave	EncashmentSir,With	due	respect,	it	is	stated	that	according	to	the	policy	of	our	company,	leave	encashment	to	every	employee	is	provided.	I	want	to	inform	that	being	a	sincere	staff	member,	another	year	of	my	employment	is	over	and	my	leave	encashment	of	the	year	XXXX	is	still
pending.I	request	you	to	kindly	provide	me	with	the	leave	encashment	facility.	It	would	be	a	great	source	of	pleasure	for	me.	I	shall	be	highly	obliged.Thanking	you.Sincerely,Name….Job	Designation…Contact	no…Email….	Dhirajlal	Rambhia	(SEO	Sai	Gr.	Hosp.)	(141625	Points)	Replied	29	July	2022	Yes,	you	can.	
In	case	of	any	query,	you	need	to	produce	the	evidence.	Sample	application	for	leave	encashment	from	employer,	or	company.	Leave	encashment	mean	the	payment	of	your	annual	leaves	which	you	do	not	avail	for	any	reason.	Sample	request	letter	for	annual	leave	encashment	from	company,	office,	HR	Manager,	or	HR	Department	if	you	qualify	for
leave	encashment	as	per	company	policy	after	the	financial	year.	Efficiently	Manage	Your	Office	Calculations	With	Our	Advanced	Calculators.	gaseritugazixifosuretokap.pdf	Application	for	Annual	Leave	Encashment	Template	The	Chief	Financial	Officer	IR	Systems	Lahore.	To,The	Human	Resource	Manager,__________	(Name	of	the	Company)__________
(Address)Date:	__/__/____	(Date)From,__________	(Name)__________	(Department)__________	(Address)Subject:	Request	for	leave	encashmentRespected	Sir/Madam,With	due	respect,	my	name	is	__________	(Your	name).	23961225027.pdf	I	work	in	__________	(mention	your	department),	holding	position	__________	(Designation)	in	your	company.	My
employee	number	is	__________	(Mention	employee	ID	number).	I	have	been	working	in	this	company	from	past	______	(Number	of	years).I	am	writing	this	letter	in	order	to	request	you	for	leave	encashment	for	the	duration	of	__________	(Mention	duration	–	financial	year/,	any	other	duration)	from	__/__/____	(Date)	till	__/__/____	(Date).I	request	you	to
kindly	process	the	same	at	the	earliest,	as	I	am	needing	this	for	__________	(Mention	reason-	an	urgent	requirement	for	travel/	sickness/	debt/	payments/	any	other	reason).Hoping	you	will	understand	the	necessity	and	proceed	with	the	request.Yours	Sincerely/Faithfully,__________	(Your	Name)__________	(Designation)__________	(Department)Incoming
Search	Terms:letter	to	boss	requesting	for	leave	encashmentletter	to	the	HR	manager	requesting	for	leave	encashment	Whenever	you	want	to	take	a	long	leave,	then	it	is	better	to	use	your	earned	leaves	(ELs).	Hence	ELs	should	be	applied	for	a	longer	duration,	you	must	apply	at	least	7-14	days	before,	from	the	date	of	taking	the	leave.		Here	you	can
find	some	sample	earned	leave	application	formats	that	you	can	use	to	submit	your	boss.	
To	The	Manager,	Company	Name,	Company	Address.	Sub:	Earned	leave	request	form	_____(from	date)	to	________(to	date).	Dear	Sir/Madam,	My	name	is	_______(your	name),	employee	id	_________,	working	as	a	_____________(your	designation)	in	____________(department).	I	am	writing	this	letter	to	apply	for	5	days	of	leave	from	_________(from	date)	to
________(to	date)	due	to	my	wife’s	health	problem.	So	I	kindly	grant	me	a		leave	for	5	days	and	consider	these	leaves	as	earned	leaves.		Thanking	you.	Sincerely,	Your	name.	(Mobile	no.)	To	The	Manager,	Company	Name,	Company	Address.	Sub:	Application	for	Earned	leaves.	Dear	Sir/Madam,	I	am	____________(your	name),	employee	id	_________,
working	as	a	___________(your	designation)	in		__________(department).	I	am	suffering	from	viral	fever,	after	consultation	with	the	doctor,	I	was	advised	to	take	7	days	rest.	So	I	would	like	to	take	leaves	from	__________	(from	date)	to	_________(to	date).	I	will	come	back	to	work	immediately	after	I	recover.		So	kindly	approve	my	leave	request	for	above
mentioned	dates.	Thanking	you.	Regards,	Your	name.	(Mobile	no.)	To	The	Manager,	Company	Name,	Company	Address.	

Sub:	Leave	application	for	__	days.	Dear	Mr./Ms.__________,	I	am	writing	this	letter	to	inform	you	that	I	will	be	planning	to	go	on	a	vacation	with	my	family	for	10	days.	

Hence	my	project	work	is	completed,	I	think	it	is	the	best	time	to	utilize	my	earned	leaves.	So	please	allow	me	to	take	leaves	from	_______(from	date)	to	________(to	date).	I	will	always	be	available	on	my	mobile	in	case	of	any	emergency	work.		I	hope	you	approve	my	leave	request.		Thanks	in	advance.	Sincerely,	Your	name.	(Mobile	no.)	To	The	Manager,
Company	Name,	Company	Address.	Sub:	Leave	application	for	marriage.	Dear	Sir/Madam,	I	am	writing	this	to	inform	you	that	my	marriage	is	held	on		________(marriage	date),	So	I	would	like	to	take	a	leave	for	10	days	from	_______	(from	date)	to	________(to	date),	and	kindly	consider	these	leaves	as	earned	leaves.	In	case	of	any	emergency	work,	I	will
be	available	on	my	phone	and	my	colleague	Mr./Ms.	__________(colleague	name)	will	replace	my	absence.	So	please	approve	my	leave	request	and	I	shall	be	obliged	to	you	in	this	regard.	
Thanking	you.	Regards,	Your	name.	(Mobile	no.)	Earned	Leave	Application	Format	5	(for	Exams)	To	The	Manager,	Company	Name,	Company	Address.	Sub:	Leave	request	due	to	exams.	Dear	Sir/Madam,	I	am	_________(your	name),	working	as	a	___________(your	designation)	in	__________(your	department)	in	___________(company	name).	I	have	my	MBA
exams	starting	next	week,	so	I	need	to	take	a	leave	for	10	days	from______(from	date)	to	_______(to	date).	So	I	am	requesting	you	to	kindly	allow	me	to	take	leaves	for	the	above	mentioned	dates	and	consider	these	leaves	as	earned	leaves.	I	hope	you	approve	my	leave	request.	Thanking	you.	Sincerely,	Your	name.
round_cribbage_board_template_printables_s.pdf	Address	the	letter	to	the	connected	authority	who	can	approve	your	leave	request.	It	may	be	your	head	of	the	department	(or)	manager	(or)	boss.Mention	the	dates	from	which	date	to	which	date	you	want	the	leave.Write	the	reason	for	taking	the	leave.Make	you	request	to	mark	the	leaves	as	earned
leaves	(privilege	leaves).After	approval	of	your	leave	request,	submit	the	leave	letter	to	the	HR	department.	(If	you	are	writing	an	email	then	mention	the	HR	email	address	in	email	CC).	Earned	leaves	are	for	a	longer	duration,	so	use	them	whenever	you	need	leave	for	a	longer	period	at	least	for	3	or	more	than	3	days,	otherwise	use	casual	leaves	or
sick	leaves.Hence	you	are	going	to	take	a	long	leave,	apply	before	7-14	days	from	the	date	of	taking	the	leave.Your	reason	to	apply	for	earned	leave	should	be	genuine	and	reasonable.If	Sundays	or	public	holidays	fall	in	between	your	earned	leaves,	then	contact	your	HR	department	to	know	your	company	policy	whether	they	mark	those	holidays	as	EL
or	not.	1.	Can	I	take	earned	leaves	for	personal	reasons?	It	is	better	to	mention	the	exact	reason	while	applying	for	the	earned	leave,	for	personal	reasons	it	is	better	to	apply	for	casual	leaves.	84680934354.pdf	2.Is	earned	leaves	and	privilege	leaves	the	same?	makepiwesose.pdf	Yes,	they	both	are	the	same.	3.	How	many	earned	leaves	will	I	get	per
year?	It	depends	on	your	state’s	shops	and	establishment	act	where	your	company	is	doing	their	business.	Also	Read	Sample		Application	for	leave	encashment/earned	against	annual	leave.	Employees	can	use	this	format	of	application	to	get	leave	encashment.	
Sample	application	for	leave	encashment	from	employer	or	company.	Leave	encashment	mean	the	payment	of	your	annuals	leaves	which	you	do	not	avail	for	any	reason.	Sample	letters	are		given	below.	Efficiently	manage	your	office	calculations	with	our	advanced	calculators.	The	Manager	Admin/HR…./	General	Manager	etc,	(put	here	your
Organization	name),	………………….	(Put	here	your	City	Name).	Respected	Sir/Madam,	I	am	working	with	your	esteem	organization	with	keen	interest	and	hard	working.	The	proof	for	this	hardworking	can	be	seen	on	my	attendance	sheet	that	I	never	missed	a	single	day	last	year	and	remain	present	full	and	whole	working	days	when	I	need	to	have	a
holiday.	fancy	nancy	book	pdf	When	and	where	the	organizations	need	me	I	was	there	to	help	and	assist	other	members	of	this	organization.	In	spite	of	all	doing	and	hardworking	it	was	amazing	that	I	alone	could	not	get	my	leave	encashment	for	the	year	……(Put	here	the	year).	Kindly	grant	me	Leave	Encashment	for	those	days	which	I	served	extra.
Thanking	you	I	remain,	Yours	Sincerely,	………………………(Your	Name)	………………………(	Your	Designation)	………………………(put	your	signature	here)	………………………	(Dated)	Application	for	Leave	Encashment	Sample	Leave	Encashment	Application	Format	To,	The	Manager,	Sewagh	Steel	Mills,	India.	
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