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No.02/J ,cave Cin:ular/2024-25/��a-3

CIRCULAR

◊rrt tfr n,rr am -- TI��-1'1" ,xffcTT'ITPfcr; FcffFOT ril::<ilH
F-fffl!:.1r :;i'li:THF-r ft·.:ff,r, FTTP:zr 3th qfhrri:

•F,«nur :ri�, 1fffi:f B<:0{,F
ICfVIR - Nation,:1I lnstitute·ot Occupatio11c1I Health

Department of Healtt1 ResearcI1, Ministry of Health
!\nd Family Welfare, Government of India

l)a tc:-20.02.2025

Subject: Mandatory Update of Availed [,cave Records by 25 th 1:cbruary 2025

ll is hereby directed that all concerned employees should ensure that leaves availed by them Liil
Dec 2024 need to upl�atc by 25th Febrnary 2025. This includes all types or leaves taken. such 
as sick leave, casual leave, duty leave, Earned leave and any other leaves, for the purpose or
updating their leave balance in the service book and e-leave system

Failure to 11pcic11e the leave records ,,vithin the stipulated time will rc:,ult in the conclTnPd
department updating them based on available data, treating them as Earned Leave and
deducting the days from the earned leave balance. To avoid incorrect Earned leave balance
Employees arc, therefore, advised to review and verify their leave status to avoid any
discrepancies.

·(his circular is issued with the approval of the Competent Authority.

Copy to:-

All HOD's 
All Notice Boards 

�Dr. L. K. Sharma for request to upload on website 


