
 
 
 

 

 

vf[ky Hkkjrh; rduhdh f”k{kk ifj’kn ~ 

All India Council for Technical Education 
                                                   fnukad% 

                                                                                                Date: 
lsok esa] 

To, 
 

lykgdkj@funs”kd@mifuns”kd@lgk;d funs”kd 

Advisor/Director/D.Director/A.Director 
vHkkrf”ki eq[;ky;] usYlu e.Msyk ekxZ]  

olar dqat] ubZ fnYyh&110070 

AICTE H Q, Nelson Mandela Marg,  
Vasant Kunj, New Delhi-110070 
 

fo’k; % dk;kZy; le; ls nsjh lss vkus@le; iwoZ dk;kZy; NksM+us dh vuqefr ds laca/k esaA 

Subject: Request for allowing Late – Coming/Early - Leaving. 
 

vknj.kh; egksn;] 

Respected Sir, 
 

vkils vuqjks/k gS fd eq>s ?kj ij rkRdkfyd dk;Z gksus ds dkj.k fnukad--------@-------@21-

-----dks] fnukad ------------------ dks ------------------- ds laca/k esa fd, x, vfrfjDr dk;Z ds LFkku ij ¼----------

-----½ dk;kZy; le; ls nsjh ls vkus ckn@le; ls iwoZ---------------feuV ¼-----------iwokZgu@vijkgu ls--

--------- iwokZgu@vijkgu rd½ dk;kZy; NksM+us dh vuqefr iznku djus dh d̀ik djsaA@I am to 
request you to kindly allow me for Late – Coming/Early – Leaving of ______minutes on 
____/____/20___ (form___a.m./p.m. to _____a.m./p.m.) due to some urgent domestic 
work, in lieu of the extra work done for _____hours (from____a.m./p.m. to 
____a.m./p.m.) on _________work for ______________. 

 
/kU;okn 

Thanking you, 
                                                                                                                                                                                   

Hkonh;] 

 Yours faithfully, 
 

                                                     Ukke% 

                                                     Name: 
                                                     inuke% 

                                                     Designation: 


