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CIRCULAR

fawT / Subject: éafrﬁm QIceT & ATEIH I ThIL e ifaary / Mandatory submission of

leave applications through e-Office Portal.

TE W I1T & o6 S AR Iaaier 3imdee Hifded §T & A1 $HS & ATCTA T UEJd I IR &,
Stafeh 3fHeE Sae $-31fha Uica W FuiRa fhe o w® &, 59d afdaat o1 ggfaa -
@a 9T %T BT uT JET %I It has been observed that some employees are submitting leave

applications through physical mode or email, while records are maintained only on the e-Office

portal, resulting in improper record maintenance.

3T 999 H Y HHTATRAT Pl ﬁm &G fopar SITAT &2/ In this regard, all employees are

hereby instructed as follows:

. G TDBIA ITAG dhlel UHTT § hardl $-31fhe UiEe & ATCIH § & ydd fopu Sd|

All leave applications must be submitted only through the e-Office portal with immediate
effect.

. fe=p 01.01.2025 & 319 T forT 7T Fef TRl r TR FT & 3-31TRFE e TT
aor/faafda fRam ST 1/ Any leave availed earlier w.e.f. 01.01.2025 onwards must be

mandatorily applied and regularized on the e-Office portal.

. UIEe & 3UAIT F R YBR B AT T W FIART IMSET HJHIT & FUS |

In case of any difficulty while using the portal, employees may contact the IT Section for

necessary assistance.

. q@ # S8 FrRAET AU & FFEAR $-3E GIe & ATCITA § GBI TG AT
AT § I ATHG ST Colehial W TR T I1d &, Ries dar gRedet # gof frar

GITHT??I As per the Office Memorandum issued earlier, submission of leave through the e-

Office portal is mandatory, and records are maintained only on this platform for entry into
the service book.

. f&=T 01.01.2025 &/ GHTY, S &t HAHILA TG SN 5-HITHE UICe &b are T&dd fopam
TRAT & 37T TIpd fodT 9101 &, 34 &1 AT SITean AR 38 g Thipfa & foar sraarer
JHSTT S| ITE WGGT 37 AT GX AT AP 9T TRl 37aemier sdal ryar Hifas
TG & ATCIH § Tl T a1 & | T AT A HITAT FHATRY T SRR 21|

With effect from 01.01.2025, any leave application submitted and/or approved outside the
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