	
	
	اسم الشركة أو شعارها









Leave Application
Employee Data:

	---------------
	Emp. ID
	…. Ahmed Alkibsi
	Employee Name

	
	
	
	

	
	Date of employment
	Audit Manager
	Position

	
	
	
	

	
	
	
	


 Leave type:

      Annual         Sick               Compelling                  Others: ...................................................................
	Ending Date
	
	Starting date
	
	Days Required
	
	Travel destination


	04/11/2012
	
	04/11/2012
	
	1 day
	
	--------------


I pledge during my leave period the following:

1- Not to work with third parties with or without pay.
2- Adherence to deadline and specific dates of leave.
Employee Sign






Date

05/11/2012


Saleh Al-fadhly
  ---------------------------------------------------------------------------------

  HR:

	
	
	Without pay
	
	Pay
	
	Days
	
	Last Leave Date


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

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

	Recommendation of HR Manager


	
	
	
	Date
	             Sign


-----------------------------------------------------------------------------------
	.............................................................................................................
.............................................................................................................
.............................................................................................................
	Recommendation of

Direct Manager


	
	Empl. ID
	
	Alternative Employee


	
	Date
	Sign
	
	
	Direct Manager Name 


-----------------------------------------------------------------------------------

  Administrative Decision:

  Approval for Leave during the above specified period.
   Refused Request .

                                                                                
 


 Senior Partner



Date: 05/11/2012�
�












