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Sub :- Regarding not to avail any kind of leave without prior approval.

It has been observed that some of the employees do not apply for leave in time and submit
their application after joining duty or apply leave at the very same time when they are assigned
some key responsibilities. Such absence of the staff affects the smooth working of the Institute.
Therefore, all employees are directed to refrain themselves from such practices.

Keeping in view of the closing of financial year 2025 and schedule of Parliament session
starts from 10.03.2025 to 04.04.2025, all the regular employees/PAB/PAC staff are directed to
seek prior approval of the concerned officer before applying/proceeding on leave through e-office
or in writing till 04.04.2025. Further, it should be ensured that no work will suffer due to absence
of the concerned staff. During this period, the leave may be availed only in case of unavoidable
circumstances subject to the concurrence of the concerned officer.

All the employees are, therefore directed to strictly adhere to the office timings i.e. 9.00

AM to 5.30 PM without fail and ensure their availability on respective seats.
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