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Frafad e/ OFFICE ORDER

eEeaTeRt P I8 TaF 1 F1eY ga & fb Frern weiey, e & fawrmeae v wad MiteRt 8 &
1, fefara @=a & & / The undersigned is directed to convey that the Director, being the Head of the
Department and the Competent Authority of the Institute, directs that,
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GIRT m@q‘rféa & St [ henceforth, all types of leave including Casual Leave of Group-A, B
and C employees shall be approved by the Director, only.
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fPRawear @+t @ / the Reporting Officers, while recommending and forwarding leave request of

employees of their sections for approval to the Director shall ensure and certify that work
continuity will be maintained during the employee's absence.
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gfiesaier B9 3R S AN 6 AT BRATE b iy T JFAM DI ST Bl [ all the
employees after completion of their leave shall join online on e-HRMS Portal [excluding casual
leave] and report to their Reporting Officer physically alongwith the Joining Report generated
from e-HRMS portal and original medical certificate (for leave on medical grounds). The

concerned Reporting Officer or the next seniormost officer, in the event of absense of
Reporting Officer, shall countersign the Joining Report and submit it to the Establishment

Section for further necessary action.

78 T W & e I SN T ST 21 / This issues with the approval of the Competent

Authority.
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