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Circular

It has been observed that the leave applications are not being submitted by the Officers/Officials
working at HQ and at campuses.

In view of the above, the following guidelines are brought to the notice for strict compliance.

1. Leave Register shall be maintained at each Campus and leave shall be entered on the same
day it is sanctioned with entry of balance of leave.
2. For officers/Officials working at DSEU(HQ), leave register shall be maintained by HR

Branch.
3. Register shall be verified once in a month by the Campus Director and Registrar

respectively.

This issues with the approval of the Competent Authority
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