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APIC/HR/2013-2014/                                                                                        Date: 
The Administrative/HR Officer

Agency for Promotion of Indigenous Crafts

Thimphu.

Subject:
ENCASHMENT OF LEAVE
Sir,

I have more than 30 days earned leave accumulated in my leave account. Therefore, I may kindly be allowed to en-cash my leave for the financial year ………….. to ……………..

Yours sincerely,

(Name, Signature and Designation)

FOR OFFICE USE ONLY

Earned Leave balance as on:  ………………….    is/are……… …………………days.

Verified by:  Human Resource Officer: (Name and Dated Signature)

Approved by: Chief Executive Officer………………………………………………...…








































RSPN Building 1st Floor, Kawajangsa, Thimphu, Bhutan.

Telephone: +975-2-334157/ Fax: +975-2-333061. 
Website: www.apic.org.bt
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