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EMPLOYEE DETAILS 
 

Name  
Employee Code  
Designation  

Department  

 

 

 

 
 

LEAVE REQUEST DETAILS 
 

Date  
Reason  

Arrival/Leave Time  
 

 

  

 
 

DEPARTMENT MANAGER’S APPROVAL 
 

Name Signature 

 

 

 

 

  EARLY LEAVE REQUEST FORM 


