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(T oIGT fdeeh I[Emgrer % AEH A/ Through CDA Guwahati Website)

QT/N 0. AN/IC/Coord/1408/Leave/ AO/V 0o}-LXXVI ﬁ?_'l'iTﬁ/Date: 19/12/2022
A H To . | |
. wsl WA IRl Al IDAS Officers
2. 7l FreT & H?»T:H/FTBT/’H%(ITSHT) All SAOS/AOs/AD(OL) of M.O.
3. mﬂaw FRTAT & Tl a3/ 3{ Al SAQs/AOs_of sub-offices.

ﬁﬁ'ﬂ'/Subject Ea'cﬁ?ﬁm/ faFaror: T?ffa af%mfr | Sanctlon/ extension of leave : DAD

Ofﬁcer

As per instructions of the Competent Authority, the followmg poxnts are brought to the notice

of all the IDAS officers, SAOs/AOs, AD (OL) for information and future strict compliance. The Competent
Authority has taken the issue very senously as few officers are applying for leave and leav1ng the station
without permission. :

1.

Any -application for leave or extension of leave shall be made in Form-1 (Copy enclosed) to the

authority competent to grant leave.

2.
3.

H‘&IW/ Enclo.: TA9R/ As above. : » o _ - :,_ <A

giafe™ 9f¥a/ Copy to:

Sanction of leave is subject to verification and admissibility report.

Attention is also invited to Para 251 of Office Manual Part I, in which it is clearly stated that where
every member of the establishment who applies for leave will ascertain before absentmg himself that
the leave has been sanctioned and on no account should he proceed on leave in anticipation of

-sanction. Members already on leave and desirous of obtaining an extension must submit their

applications in sufficient time for them to be considered and the result communicated before the expiry
of the original leave, so as to permit of their joining by the due date if the application is refused.
Failure to comply with these instructions will render.a member liable to be treated as absent without
leave.

Specific arrangements for disposal of office works during leave period of the officer(s) should be
made and intimated to the Main Office in the leave applications.

Applications for sanction of leave should be sent to this office/ section’ well in advance for processmg
the cases before the commencement / extension of leave.

Advance copies of leave appllcatlons from sub-offices should be forwarded via FAX/e- ma11 at e-mail
ID cdaguwadminlc.dad@hub.nic.in for timely sanction by the Competent Authority.

CDA haé seen.

- (W & RE@r| /N, K. Biswas)
39 33 (IRM)/Dy. Controller (AN) -

The Oi/c IT &SW = - For uploading on the CDA Guwahati web31te
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Wi /| FORM-1

o ST | THE SECOND SCHEDULE

B I ged & R ?»Ff KICCT)
APPLICATION FOR LEAVE OR FOR EXTENSION OF LEAVE

1 m &7 7/ Name of the applicant: -

2. uye el / Post Helvdv:j

 3. R/ @ 3T /- Depaﬂmenf, Office and section

4, 3ad | Pay:

5. aémmqaﬁaﬂgﬁammamuﬁwmmousemmnd 2

other compensatory allowance drawn in the present post:

6. aﬁﬁamwmmmmﬁmw/ Nafureand

period of |eave apphed and date from which required:

7. Tfaaﬂaaa'é’r oy @, ot & Wy qdeE/ TS A o
gEaTad / Sunday and holidays, if any proposed to be prefixed /
| suffixed to leave: ‘ '

8. T MG H FROT | Grounds on which |eave is apphed for

9. ﬁaa?rggﬁ@mwﬁ.aﬁrmammgqﬁarwam/mw

of return from last leave and the nature and period of that leave

| 10. 3Tl gedr & ST H AT sl A............ FT IEAT TWA
| / =T T €1 I propose / do not propose to avail mysalf of LTC for

| the Block year... ... during the ensuing leave. -

11, gﬁir aﬁr aﬁ'f?‘: W qar / Address during leave period.

12. w&m*mm*mwﬁﬁwm/

Specnflc arrangements for dlSpoSql of works durmg |eove ubsance

311?(3\'&7 ¥ g&cT/ Signature of applicant
(ﬂ?nm afge/ with da’re)

13. fa=or. :ﬂﬂasﬁrﬁr mz_gf?am q | 3ryar R / Remurksand/or'

recommendation of the con’rro|||ng officer

g'a'é’f C o ﬁﬂﬁrﬂar Hadl yATOrTH I Cer'ﬂflca‘l'e regarding cdmnssnblllfy of |eave

14, Cerhfned that ... .. (nature of leave) for ... (pemod) from ...............

10 ccirreens 1S @dmissible under

Rule.......... of ’rhe Cenfm| Civil Services (Leave Rules, 1972.)

FEARR /Slgmfure (ﬁ?niﬁ gfea / wn‘h da’re)

YeelrH | Designation




