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YA / Sub: HTHTTAF HTHTA FTE HT 3TWNT/ Use of Casual Leave Card — 2024.
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& o @Ay fader &8 & fS e arw €1 / The institute has implemented a card for casual

leave & restricted holiday from the calendar year 2024. Individual casual leave and restricted
holiday card is being circulated. The card will be issued by the Establishment Section. All the
records for casual leave & restricted holiday of the individual employee should be maintained
on the respective individual card. The card will be kept with the employee concerned and is
required to be produced as and when asked for. At the end of the calendar year, the card
should be deposited with the concerned office. The general instructions for casual leave &
restricted holiday card is given on the back side of the card.
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ACACT BIsA & AT U 39T 3MdGT AT el 3aRIS &1 / It should be noted that for

headquarter / station leaving the employee concerned are required to submit a separate
application for headquarter leaving to the competent authority.
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§Um?¥:—c: F1S AT g fRar Smwami/ All the employees of the Institute are requested to collect

the casual leave card from their respective department / section and use the same for casual
leave & restricted holiday. No Duplicate card will be issued in any circumstances.
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Fel & L & T/ All Heads of the Department / Section, with a request to circulate amongst
permanent staff members working under them
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upload the same on the Institute website



