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CIRCULAR

It has been observed that while applying for sanction of Earned Leave/Leave on Medical
Grounds/Half Pay Leave/Extra Ordinary Leave etc., the applicants are not filling the
prescribed application format properly, especially; designation at Sr.No.1l, purpose of
the leave (Sr.No.8), leave availed in the current month & current semester (Sr.No.9 [a]
& [b]), and address & telephone/mobile Number during leave period (Sr.No.10).

It is also noticed that employees are not submitting leave applications within the
prescribed time limit.

Therefore, in future, all the employees are required to fill-up the leave
application properly and apply atleast 15 days before the scheduled date of
leave. HODs/Section In-charges must give their specific recommendations and
to ensure that all the columns of leave applications are properly filled-in. The
incomplete leave applications will not be accepted and employee concerned
himself/herself will be responsible for delay in sanction of leave.

This should be strictly adhered to.

This bears the approval of the Director dated 19/07/2022.
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REGISTRAR
Copy to:-
Director : For kind information
2. All Deans/ HODs/ Section :  To circulate amongst the employees working in
In-charges their respective Departments/ Section for
compliance.
3. D.R. (Admn.) . It is directed that incomplete leave applications

should not be accepted from employees.
4, File copy
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