FOR FACULTY
To, 

The HoD, Deptt. of …………………….
SLIET, Longowal. 

Sub: Request for permission to work from home.

Sir, 

In order to avoid possible spread of Covid due to daily travel/ any other reason (                            

                           ), as a precautionary measure, I wish to “work from home”, till _____________.
I will be carrying on the academic activities as mentioned in the Circular No. …….. dated ……….. 
 I may be allowed to work from home until _______________. 
I will maintain the headquarter and will be ready for deployment at short notice, as and when required. I will be available over landline/Mobile No____________________ and will not leave the headquarter without prior permission of the competent authority.   
I will submit my work output and report, of this period to HoD on resumption of duty, in below given format –
	Date
	Time
	Activity/work
	Weekly outcome

	
	FN
	
	

	
	AN
	
	

	
	FN
	
	

	
	AN
	
	


I undertake that any departmental work or ongoing exam/evaluation/result declaration work, if any, will not suffer.
Thanking you, 
Yours sincerely, 
Signature with date 
Name & Designation
Department
FOR STAFF
To, 

The Registrar
SLIET, Longowal. 

Subject : Request for permission to work from home.

Sir, 

In order to avoid possible spread of Covid due to daily travel/ any other reason (                            

                           ), as a precautionary measure, I wish to “work from home”, till _____________.
I will carry out the following activities while working from Home :-

01.__________________________________________

02.__________________________________________

03.__________________________________________

I will submit  my work output and report, of this period to Section Head on resumption of duty
I may be allowed to work from home until _______________. 

I will maintain the headquarter and will be ready for deployment at short notice, as and when required. I will be available over landline/Mobile No____________________ and will not leave the headquarter without prior permission of the competent authority.   

I undertake that any work on my seat will not suffer. 
Thanking you, 
Yours sincerely, 
Signature with date 
Name & Designation
Department

Recommendations of Head of the Section 
(with name & signature):  
