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College of Information Technology & Engineering

Tinkune, Subidhanagar, Kathmandu, http://www.cit.edu.np

PO Box: 12277, Tel: 4111840, 4111503, E-mail: info@cit.edu.np

Leave Application Form
	Student’s Name
	

	Student’s Contact No
	

	Registration No
	

	Class Roll No
	

	Parent’s Name
	

	Parent’s Contact No
	

	Leave Period (date)
	From
	
	To
	

	Approved By:
	


Reason for leave:
Supporting Condition to justify the above reason:

Note:
a) Students who are unable to attend classes (including examination ) due to official leave, wedding, funeral, illness, ailments caused by pregnancy, unforeseen circumstances etc, should fill up the leave form. The form should be submitted to the head or deputy head of department together with relevant documents.
b) Application of such approval during the examination period must be submitted to Head of Examination Department.

c) Approved applications are considered “non attendance” which cases without application or approval are considered as absence. The percentage of attendance for each course must not be less than 80%. A Student who has been absent from class for more than 20% of the total credit hours for a particular course will be barred from taking the semester examination for the course. The result for the course will be computed as zero mark or not qualified.
I Mr./Ms. ………………………………………… do hereby declare that the whole and sole responsibility for any occurrence due to my leave, will be bearable myself.

Full signature of parents/ guardian
Full signature of the Student
(With full address and contact no)
(With Program and semester)

Reason for disapproval of leave (For OFFICIAL USE ONLY)








