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OFFICE CIRCULAR

Sub: Timely submission of Leaves and LTC applications — Reg.
Ref : Office Circular vide #DIR/2024/303 dated 24.04.2024.

; It is intimated that leave applications / LTC applications are being received from
employees by the Establishment branch at very short notice. Majority of the cases are

competent authority.

2. All employees are once again advised that for leaves such as EL AL or any other
kind of leave and LTC, it is mandatory to submit leave appllcatlons at te ist two weeks in
advance of the lntended Ieave start date.

3. Further, for any planned abroad/internationa] visit, whether for.'pe:r"sonal or official
reasons, leave applications must be submitted a minimum of three months in advance
along with all necessary approvals. :

approval shall attract dlscrplrnary action as per apphcable ruies No ‘post facto approval
shall be entertained. ; -

2; Leave on emergency grounds shall continue to be considered ona case-to case

6. All concerned are directed to adhere strrctly to the above instructions. This circular
shall be treated as a reiteration of the earlier instructions and compliance shall be ensured

by all concerned.

This issues with the approval of the Competent Authority.
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Colonel Shashikanth
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