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In the recent past it is brought to the notice of the Competent Authority that some of
the staff members who are availing Earned Leave / Half Pay Leave (Commuted) / Child Care
Leave /Maternity Leave / Paternity Leave are neither informing nor submitting their leave
applications well in advance to their immediate Superiors / Sanctioning Authority, which is
viewed seriously by the Competent Authority. Those who are availing leave except CL/RH
should apply 1§ days in advance to the Leave Sanctioning Authority for making alternate
arrangements before the leave is sanctioned. This is issued with the approval of Competent
Authority for strict compliance.
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