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CIRCULAR

Sub :- Updation of leave records of employees working in Sub Offices - reg.

As you are aware. the leave records in respect of the employees in some of the
Sub Offices are maintained by the same Sub Offices themselves. In some such cases, it has come
to notice that, the leave records are not maintained properly. Often. the employees proceed on
leave which are not actually entitled. In other words. there were instances where employees were
availing / going on unentitled leave (Unauthorised absence) for periods exceeding 200 days.
Such serious lapses on the part of the employees concerned were not promptly reported to Head
Office by the supervising Officers also. Therefore, when the leave records are being forwarded to
Head Office, in the case of those employees due to retire within a short span of time, on scrutiny
of the leave records only. such serious lapses are coming to limelight. This puts the
Administration Division in embarrassing situations inmaking proper computation of the terminal
benefits and releasing the same promptly. Further, for want of proper intimation of such in
disciplined gestures on the part of some of the employees. to Head Office, the employees
concerned had a chance to enjoy such absences without any problems. Subsequently, at the
fag end of retirement. when such absences are brought to notice, on scrutiny, the salary drawn by
such of the employees may have to be adjusted properly after regularising the unauthorised
absences automatically. as ‘fait accompli’, which entails the employee concerned un entitled
benefits of leave.

In view of the above, all the Officers in charge of Sub Offices are requested to kindly
ensure that the leave records in respect of the employees working under them are maintained

properly. without waiting for the fag-end of retirement in each cases. In the event of

unauthorised absence of any of the employees, the matter may be reported to Head Office,
immediately. with due recommendation for disciplinary actions. Further. all the Officers in
charges are also requested to report compliance to the requirement of updation of leave records
in respect of all the employees under them, on priority, in any case, not later than 13" August.
2017.

I'his issues with the approval of Competent Authority.

To
I. All Sections/ Branch Officers in Head Ottice
2. All Sub Offices and Showrooms & Sales Depots

Copy to : 1. Director (Mktg)

. Director . RDTE, CCRI, Kalavoor
. Joint Director (Plg.)

. Senior Accounts Officer

. E-Office Notice Board
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