University of Moratuwa, Sri Lanka
Overseas/Local Leave Application 

To be submitted by Teachers or Officers seeking approval for overseas/local leave as per the UGC Circular Nos. 74 & 88 as amended before 24 days
 of commencement of leave to the Academic 
Establishments Division to be forwarded to the Vice-Chancellor
	1.01. 
	Name 
	

	1.02. 
	
	

	1.03. 
	Designation 
	

	1.04. 
	
	

	1.05. 
	Department/Division 
	

	1.06. 
	
	

	1.07. 
	Type of leave

(as specified in paragraph 03 of the Commission Circular Nos. 74 & 88)
	

	1.08. 
	
	

	1.09. 
	Whether overseas or local leave 
	Overseas
	
	Local 
	

	1.010. 
	If overseas leave indicate the name of the country 
	

	1.011. 
	Purpose for which the leave is required 

(supported by documents)
	

	1.012. 
	
	

	1.013. 
	
	

	1.014. 
	Duration of leave 
	From 
	
	To 
	

	1.015. 
	Arrangements made to cover the duties of the applicant during his/her absence 

(Attach a separate sheet if required) 

Note: The Staff Members whose names are given in Sections 1.09.01. to 1.09.04 have to sign in the space provided to indicate their consent to cover the duties of the applicant during the period of leave requested by the applicant for vacation leave exceeding 5 days. 

  

	
	Duties
	Name
	Signature

	1.015.01. 
	Teaching 
	
	

	1.015.02. 
	Examinations 
	
	

	1.015.03. 
	Research supervision of PG Degrees 
	
	

	1.015.04. 
	Other responsibilities 
	
	

	1.016. 
	Other Obligations (SRC and other research grants)
	Yes
	
	No
	
	N/A
	

	1.10.1
	If Yes, how this Obligation is fulfilled
	

	1.017. 
	Have you returned all materials borrowed from the Library? 

(Attach no claim certificate from the Library if sabbatical leave or study leave is applied for.)
	Yes
	
	No
	
	N/A
	

	1.018. 
	Overseas leave taken during the current year
 

	Period 
	Type of leave 
	Purpose 

	From 
	To 
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	1.019. 
	I certify that following documents are attached


	1.019.01. 
	Five copies of Awarding Letter are attached
	Yes
	
	No
	
	N/A
	

	1.019.02. 
	Duly completed information letter is attached
	Yes
	
	No
	
	N/A
	

	1.019.03. 
	Five copies of duly completed application for permission to travel abroad (Appendix 16) are attached
	Yes
	
	No
	
	N/A
	

	1.019.04. 
	Five copies of funding source letter are attached 
	Yes
	
	No
	
	N/A
	

	1.020. 
	I declare that I am entitled for requested leave as per UGC Circular Nos. 74 & 88 as amended. 

Date                                                                                      Signature of the Applicant 

	

	Vice-Chancellor/Dean/Registrar/Bursar 

	1.021. 
	Presence is required due to exigencies of services 
	Yes
	
	No
	
	N/A
	

	1.022. 
	Satisfactory arrangements have been made to cover the academic work 
	Yes
	
	No
	
	N/A
	

	1.023. 
	Satisfactory arrangements have been made to cover the administrative work
	Yes
	
	No
	
	N/A
	

	1.024. 
	Satisfactory arrangements have been made to cover the obligations in examination work
	Yes
	
	No
	
	N/A
	

	1.025. 
	Satisfactory arrangements have been made to cover the postgraduate research work 
	Yes
	
	No
	
	N/A
	

	1.026. 
	Five copies of Awarding Letter are attached
	Yes
	
	No
	
	N/A
	

	1.027. 
	Duly completed information letter is attached
	Yes
	
	No
	
	N/A
	

	1.028. 
	Five copies of duly completed application for permission to travel abroad (Appendix 16) are attached
	Yes
	
	No
	
	N/A
	

	1.029. 
	Five copies of funding source letter are attached
	Yes
	
	No
	
	N/A
	

	1.030. 
	The applicant has completed an Induction Training Course (Applicable to Lecturer (Probationary) Staff only)
	Yes
	
	No
	
	N/A
	

	1.031. 
	The applicant has completed one year of service after the permanent appointment as Lecturer (Probationary)
	Yes
	
	No
	
	N/A
	

	1.032. 
	I certify that all the above requirements listed from 2.01. to 2.11. as applicable have been/have not been satisfied. I recommend/do not recommend the leave. *

The applicant has not completed the above ………….. yet, leave is recommended because ……………………………………………………………………………………………………………… It is recommended that special approval be obtained from the Council. 

Date                                                                              Signature of the Head of the Department/Division 

* Strike through inapplicable words

	

	Vice-Chancellor

Through: Senior Assistant Registrar, Academic Establishments 

	1.033. 
	I certify that all the documents mentioned in 1.13 are attached 
	Yes
	
	No
	
	N/A
	

	1.034. 
	Justifications submitted for special approval of the Council
	Yes
	
	No
	
	N/A
	

	1.035. 
	Leave is recommended/not recommended. 

Date                                                                              Signature of the Dean/Registrar/Division



	

	Vice-Chancellor 

	1.036. 
	The applicant is entitled for leave as per UGC Circulars 74 & 88 as amended. 
	Yes
	
	No
	
	N/A
	

	1.037. 
	The Head of the Department/Division and the Dean/Registrar/Bursar have recommended.
	Yes
	
	No
	
	N/A
	

	1.038. 
	The Bond and Agreements have been signed. 
	Signed.
	
	N/A
	

	1.039. 
	
	To be signed.
	
	
	

	1.040. 
	The approval of the Hon. Prime Minister has been obtained.
	Obtained.
	
	N/A
	

	1.041. 
	
	To be obtained.
	
	
	

	1.042. 
	Special Council approval is needed.
	Yes
	
	No
	
	N/A
	

	1.043. 
	All relevant documents are attached.
	Yes
	
	No
	
	N/A
	

	1.044. 
	Any other documents 
	

	1.045. 
	
	

	1.046. 
	Date of Commencement of leave  
	
	Date of submission of leave application 
	

	1.047. 
	Leave periods stated in the leave application and the Appendix 16 are same.
	Yes
	
	No
	
	N/A
	

	1.048. 
	No  claim certificate issued from the Library has been attached.
	Yes
	
	No
	
	N/A
	

	1.049. 
	Special justifications have been provided if official leave has been taken more than three times during the year. 
	Yes
	
	No
	
	N/A
	

	1.050. 
	Certified.            

Date                                                                                                      Subject Clerk                                                            

	1.051. 
	Recommended for consideration /Not recommended due to ……………………. above.

Date                                                                                        Senior Assistant Registrar/Establishments 

	

	Senior Assistant Registrar/Academic Establishments 

	1.052. 
	I recommend / do not recommend the leave. 

Please place before the next Leave & Awards Committee. Please attach justifications for special approval as submitted by the Head of the Department, if relevant and submit a memo to the Council for a decision. 

Please forward / do not forward application for permission to leave the county to the Ministry. 

Date                                                                                                      Vice-Chancellor 



	

	1.053. 
	AE/……. 

Please process. Place before the next Leave & Awards Committee Meeting. 

Date                                                                                        Senior Assistant Registrar/Establishments

 


� If applications and relevant documents are not submitted 24 days prior to the commencement date of overseas leave it is the responsibility of the staff member concerned to send the recommended Appendix 16 to the Ministry of Higher Education. 


� Vacation Leave (Leave during vacation) / Sabbatical Leave / Study Leave / Training Leave / Conference & Seminar Leave / Workshop Leave / Special Overseas Leave / Duty Leave





� If Conference & Seminar/workshop/training leave have been taken more than three times during the year, special justifications have to be submitted. 


� Only Section 1.13.01 is applicable if local sabbatical leave is applied and all Sections in 1.13 are not applicable if local vacation leave is applied.   
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