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Ref. No.JCI/HO/Pers./2018-19/4 Date: 05.02.2019

OFFICE ORDER

The detail of ‘Routing and Accounting of leave Application’ forming a part of the approved Leave Policy of the
Corporation is being enclosed herewith.

All Sanctioning Authorities are requested to follow the same while approving the leaves.

This has the approval of the Competent Authority.
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ROUTING OF LEAVE APPLICATION & LEAVE ACCOUNTING

Application to be
Location |Grade submitted to Sanctioning Authority Intimation to
E4 and above | Reporting Authority Concerned Director/CMD |Personnel Dept,HO
HoD/Concerned
E3 Reporting Authority Director/CMD Personnel Dept,HO
Head |E2 Manager Sr Manager/HOD Personnel Dept,HO
Office
El Dy Manager Manager Personnel Dept,HO
EO Dy Manager Manager Personnel Dept,HO
Staff Level Section Head Dy Manager Personnel Dept,HO
E3 Reporting Authority HoD Personnel Dept,HO
Cadre controlling HoD
E2 Zonal Manager Zonal Manager
8 g & Personnel Dept,HO
Zonal Cadre Controlling HoD
Ed, Dy Manager Zonal Manager
Level ¥ € & & Personnel Dept,HO
EO Regional Manager Dy Manager Personnel Dept,HO
Staff Level DPC Incharges Regional Manager Personnel Dept,HO




