KASHMERE GATE, DELHI — 110 006

GURL GOEN D SINGH
INDRAPRASTHA
UrivERSITY

No.F.1(6)(46)/2003/ Estt./ Datedthe  April, 2005
Subject : i) Deegation of powersin regard to grant of leave

i) Standard operational Procedure to be followed for submitting leave  gpplications

by the University employees and for processing thereof

In suppresson to al previous orders, the following documents, have been findised with a
view to dreamline the procedure in regard to submisson of leave gpplication by various teaching
and nonteaching employess of the Universty and sanction of the same by the Competent
Authority.

1 Delegation of powersin regard to grant of leave.

2. Standard operationd procedure to be followed for submitting application by the
Universty employees and for processing thereof, in the Edtablishment Branch, for seeking
approva of the Competent Authority.

The following points need to be specidly emphassed for maintaining the office decorum
and discipline and violaion of the same will be serioudy viewed.

1. Leave gpplications should be submitted well in advance, as per the time period sipulated
in the indructions, so that the sanction of the competent authority is issued before the
officer/ officia proceeds on leave.

2. No Officer/ Officd shdl leave the dation, without the prior permisson in writing of his
Controlling Officer.

3. The Casud Leave Records should be regulaly maintaned and checked by Branch
Incharges a regular intervals.

4. The employees are expected to aval Casud Leave evenly during the course of year.

Earned Leave for aday or two should be discouraged.

It is requested that the contents of the circular may be brought to the notice of al the
faculty and non-teaching staff members. The staff members may be advised to drictly adhere to
laid down procedures and use the formats enclosed for submitting the applications for sanction of
leave.

The orders are to be implemented with immediate effect.
Thisissue with the approva of the Vice Chancdllor.

(V.K. Jan)
Regisrar

No.F.1(6)(46)/2003/Estt./ Datedthe  April, 2005

Copy forwarded to the following for information and necessary action. The formates of
leave gpplications are dso being made available on Internet :

All Deand Heads of Schools, GGS Indrgprastha University

Controller of Finance, GGS Indraprastha University

Controller of Examination, GGS Indrgprastha University

Librarian, GS Indraprastha University

Chief Engineer, UWD, GGS Indrgprastha University

Advisor to the Vice Chancellor, GGS Indraprastha University

All Dy. Regidgrad Finance Officer/ Asdt. Regisra/ Branch Incharges, GGS
Indraprastha University

NooakwdpE

(A.S. Mathur)
Dy. Registrar (Estt.)






