The Chief/Branch Manager
State Bank of India,
….......................... Branch,
Kolkata
Dear Sir,
STAFF : AWARD
LEAVE FARE CONCESSION FOR BIENNIAL PERIOD\
ENDING ON _.....................................
ENCASHMENT OF FARE
With reference to above , I intend to exercise my option to encash 100% of  journey fare as per my entitlement for the entitled distance i.e., 2000 Kms. by A/C 2 tier railway for biennial period of LFC ending on …..........................
2.
I shall remain on leave  for  _____ days w.e.f. __________
3.
My family particulars are as under :
	Sl.
	Name
	Self/Relation
	Age (years)

	1
	
	
	

	2
	
	
	

	3
	
	
	


4. I, therefore request you to kindly sanction me 100% encashment of fare as per my entitlement as mentioned above and in terms of  Circular No. : CDO/P&HRD-IR/25/2015 – 16 dated June 26,2015.
5. A/C 2 tier fare for 2000 k.m. Rs. 2644/- one side fare.
So   Rs. 2644  X 2  X           = Total Rs. ……………/-
.
Thanking you,
Yours faithfully,






Forwarded to the The Branch  Manager 





State Bank of India,............... Br.,for






necessary action.






Leave / LFC sanctioned and
[                                            ]


necessary noting in service sheet is made.
….................................
Designation:
…..........................Asstt.
State Bank of India,
…........................ Br,
Kolkata




 The Branch Manager,...................... Br
Employee Code :
Dated:
The Chief/Branch Manager
State Bank of India,
…............................ Branch,
Kolkata
Dear Sir,
STAFF : AWARD
LEAVE ENCASHMENT OF ONE MONTH/15 DAYS
FOR BIENNIAL / QUADRENNIAL PERIOD ENDING ON 05/01/2019
With reference to above, I, intend to avail the above facility alongwith  one month / 15 days leave encashment as per Corporate Centre Circular No. CDO/P&HRD/18/17/2005-06 dated the 7th July 2005 for the Biennial / quadrennial period ending on 05/01/2019
2.
I shall remain on leave w.e.f.  …………………..
3.
I, therefore, request you to please allow me leave encashment of one month / 15 days for quadrennial / biennial period ending on ….............................

Thanking you,
Yours faithfully,






Forwarded to the The Chief Manager 





State Bank of India,................ Br for






necessary action.






Leave / LFC sanctioned and
[                                            ]


necessary noting in service sheet is made.
….........................................
Designation:
…........... Asstt.
State Bank of India,
…........................ Br,
Kolkata




The Branch Manager,...................... Br
Employee Code :
Dated:
