APPENDIX H/I
(Made under Standing Order H.4)
THE UNITED REPUBLIC OF TANZANIA
STANDING ORDERS FOR THE PUBLIC SERVICE

APPLICATION FOR LEAVE

Vote Code Sub-vote

Check Personal file

Number Number(or, TSD, Force
No)

SECTION A: LEAVE REQUEST (to be completed by the employee)

Al) Personal Details

b. FULL
NAME G
C DESIGNATION ...ttt ne e
(iii)
SEALION e e
(iv) Division/Department........uceereereeeeevecsrerssseseenenns (v) Date of First ApPointMENt:....cc.ccueeeerererereeire st e et eessee s

A2) Contact Details Whilst on Leave

(Vi) Phone NUMDBET:.......ccccoevevevneeeeeeereeiersennceseeinenee (Vi1) E=MAT ADAIESS:.veriee ettt sttt st ev s s ea s b

A3) Leave Request

(ix)Start Date of Leave (x)Last date of leave

............. Y [y [—— [STRRY [y S

(x) Total Number of Working Days requested:




SECTION B: LEAVE REVIEW (to be completed by Head of Department /Section/Unit)

B1) Review of leave Records

i)Dates of last leave taken: | s Y YA TO v Y AT Y ST
ii)Number of days taken: | . Days
iii)Leave outstanding in the current period: | i Days
iv)Leave outstanding from previous period: | i Days

B2) Recommendation for Leave (Tick box as applicable)

[ 1l recommend the above leave taken as requested

[ 1l recommend the above with following changes:........cccoccceiriveeie e

[ 1Inot recommend the above leave be granted for the following reasons..........c.ccccevvvrveerennnne.

NAMIE e et e er e e SIgNAtUIe ..
DESIGNATION: cv.veveeecrtereeeereiereeereetereereaesee b sseeetesaseserennes Dated:.....cccecoeeunnne Y A AT

SECTION C: APPROVAL DECISION (To be completed by the authorizing officer)

(1) NGMIB ettt sttt et s et bt s e e e (111) SIBNATUIE ...ttt ettt et e es st b e

(V) DESIBNALION ...t erer ettt ssr sttt ssa s s (V) Date ceeeeeeeeeeeeveeeee e eeeeeceeeeee] e



