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Subject: Mandatory Utilization of e-Leave Module along with Email Intimation for Leave
Applications

In view of current scenario of leave submission by staff and non-receipt of email
intimation by attached/reporting officer for such leave and also in an effort to streamline the leave
application process and enhance administrative efficiency, it is mandatory for all Central
Government employees to utilize the e-Leave module of e-Office and CC email to
attached/reporting officer while submitting leave applications.

Process:

1. Login to e-Office: Access the e-Office portal using your credentials.

Navigate to e-Leave Module: Locate the e-L.eave module within the portal.

Submit Leave Application: Follow the on-screen instructions to submit your leave

application online.

4. Mandatory CC Email Notification: In addition to the e-Leave application, staff should
fill mandatorily CC mail to address of attached/reporting officer for email intimation about
their leave application and also inform verbally to their immediate linked/attached or
reporting officer.

SR

Compliance:
It is reiterated here that leave is not claimed as matter of right, it should be previously
approved by authority for taking leave except in certain compelling circumstances.

Strict adherence to this directive is mandatory. Failure to comply may result in non-
approval of leave or other administrative actions.

This has approval of the competent authority and takes immediate effect.
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(Rahul Wadhwani)
Admin. Officer

To:
All permanent staft through notice board

CC:
Dr. 1.. K. Sharma, Sci “E” and Head of I'T: with request for online circular update on website.




