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CIRCULAR

All the Staff members are here By informed to follow the following rules

for availing leave.

1) |Submit leave application duly signed by concerned HOD to Office
Superintendent in advance.

2) | Leave application without HOD approval/ signature and submission
after availing leave will not be considered.

3) | If any staff does not sign in the muster after half an hour of reporting
time shall be treated as Leave without pay.

Copy to:

All are required to adhere to above rules.
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