Hon. Secretary,
Ministry of Higher Education,

18, Ward Place,

Colombo 07.

Most Respected Sir,

Clarification to the obtaining overseas leave
	Name & Designation
	

	Country to be visited
	

	Duration
	

	Benefits/ Outcome of the tour to the Country/ Institute
	


Your cooperation in this regard is much appreciated.

……………………………….. 
Signature of the Applicant
Date:
