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EARNED LEAVE ENCASHMENT FORM

1. Name of Employee applying for Encashment :

2. Employee/ Citizenship ID No.

 :

3. Position Title & Level



 :

4. Date of Initial Appointment


 :

5. Basic salary at the time of application
 :

6. Date of application



 :
7. Place





 :
(Signature of the applicant) 

 (This part to be checked & verified by the Human Resource Unit under HRAD)

Certified that the above applicant has…………days of Earned Leave available on his/her credit as on……………………………for the financial year...........................
Earned leave balance after encashing 30 days is.......................days as per records maintained by the HR Unit as on......................................... (dd/mm/yyy).

Encashment: (Recommended/ Not Recommended)
Date:










HR Manager 
Name &Signature
                                                                                               
No.FCB/HRAD/05/







    Date:

SANCTION ORDER

Sanction is hereby accorded for the payment of Nu. ............................................................................ (...……………………………………..........………..................) equivalent to one month's gross pay to Mr./Miss/Mrs.……………………………………...attached with the Food Corporation of Bhutan Limited as Earned Leave Encashment during the F/Y ……….…...….on the basis of the information given above as verified by HR Unit and as admissible under the existing FCB Service Rules -2013. 

Approving Authority
Official Seal with Signature

Copy to:

1. The Head, FAD for information and necessary action and record.

2. The Manager, HR Unit, HRAD for record.

3. Mr./Miss/Mrs. 

4. Personal file of the concerned person
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NATIONAL PLANT PROTECTION CENTRE


SEMTOKHA





Ref. No.: NPPC/VPW/





Dated: 










