DIRECTOR’S SECRETARIAT
NOTICE — 120/2024
LEAVE SANCTION

1. It is observed with concern that some staff do not apply leave in time to
regularize the leave which has already been availed without prior sanction. In
few cases, the staff had to be asked to apply for leave to regularize the absence.

2. In many cases leave applications are received after publication of LWP list
or even after one month from availing the leave.

3. Itis hereby directed to apply for EL/ CL well in advance before proceeding
on leave. Sick Leave applications to be submitted within 48 hrs of availing the
same. Late submission of leave applications will be treated as LWP and no

leave will be entertained after preparation of LWP list, if leave is availed before
25" of every month.

4. Recommending Authority. Recommending authority is requested to
forward the leave applications duly recommended within 03 working days.
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