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aT &www ifbVa aTa$it +, wtEnt WHHqTt€1nr+ + if taIIaBma fM
BaT 31a%r9r qt tld :STd i, fRIi& yRuIl&ItdbLl +telrz &i q:It-%Mrq + 3iqlfatrr da i
va al%It %rHrm aT fMITm + WEB rqm ddt iI

+fdNr fBi& eaT (ra%reT) fhnTTadt, 1972 % qTWITH Vi mV-aRT qt %IfR%

va qfqlwr fB8TT,T, gina arMrt @rIF aTt 3TRHRr q€ra HO +ddt fRfqtt dR dtI tvra
ftMTqT aFar iI

aa~gWR wit whrTtb1 at fRmfRf8a fRfqtt %r wat t wm %r+ dR w,ITF a
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3Ta€r9r ©r aTar 3rttjqw iT VV it dO f+qr ar a%ar i; 218 +.f++. (ya€rQr)

fhHTadt, 1972 iT mmTit dT 3TqWn a©x qTt€MTt iR raIlfR &; nta II
d+ at %ItIITt, 3mftFT=t qRf+lfR=t af:- 31vrz% anTI HaT wr df 3n4
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feaT 31a€rqr qt aB arwrr1 ++ ;ITaF+ +, q=+Err+ +vrt +; 3q®v av+ 87
aTE=Int mrT TeEqftV fhtWT 3rttt%Tft +t HfBa %+Tr awr 3raHrqr nr

Gjqfaa q3<ul %ag in f8iIT fB7tv iT 31a%r9r nr =TeRa axr q5t7TTI

31T%f+In 31a%r9T iq q=+nTt q+, 31v,ltTfOtI 3r21ar 3mft6nt qttfNlfREi qi
as@,3ifB7131TM%tzr d,TT vi MfR ddt d7ttl++WTn$tt +, MMa
nT$F'll gla+ dtv Mrt RFE=IHt adFlr T=lr9tttr fRztwr 3TfiIB;Tt ++ RfU HIHr

FNTT vi Ba fbgt =araqv% fB8k iT xa©r9r %r fhltRritqwr WT+ + d xdWT
aRr nRr 6hTTI

314%Rr dR Ii dtI;fR fav BaT Wm V©x qTfljqiTt dR 3TaHfR +; RaT nIa t
31Tlt+ltRq+qz© +3iqTf€jqp vg + W+lfRxrzrarr%artaelr Kal
fMMt iT rHul %rtaT} dR ar aq;a BI

3ia%rqT q1 aT+ + +, van %gIIT{t +t =IF qfRf+la %lar Blur f& ?iHt 31©qv6

va an=lga~v +ira q+ Tt f+;zlr ar wr i 31zlar fRztXUT 3ift}qllt iR 71,iTF +
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3fBa rV + TIt WhITe q+ Mr fDa TIU i1 3ra©rqr qi xlQtfBa qTl8 sem
ra9fR&+aHg fhtvr3if€M©qFqtRf8ia %if% w+at iT amrft %1=jq+

ltrHl+iq3fBaNTWlriR7T§ t, aTf+ MITtiR3Tif®ltR#HTqtRT +i

MIHHra ql qtBqj6r q8Tra a lel

;1811 %a qqwm/fB8mTTtVWm/k'qt/W;# iT wrr€bm vi fHtWT 3ift}qvthjt t
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• fBfk,iTT 3Ttft&lnwr

• raII fB8TT7+M/WPt/%T+3TT}, Wn +; WVWPT
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• q8rTft-=TVTt, +6rv wM, aldf wM, viwr va sq-wfM

• nH IT,ITFHIT

• TaIt afb6 qqTFafRq; HflrHT@Pr/WTTTTnH 3TRrq;TOPT

• qaTF€t 3TT=ITt, #Vr qfBn- gt vm dR MaTH qr 3nTdtg qM iT :nIM dh

VIal+ vfR:- fR&gm/rw fReer% (qQn.), va
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No. F.40-40/2024 (CAO)/Estt.-I Dated: 22.7.2026

OFFICE MEMORANDUM

Subject: Prior sanction of leave and ensuring continuity of official work during the period of leave – Instructions
regarding.

######

It has been observed that, in certain instances, employees proceed on leave without obtaining the prior
sanction of the competent authority, resulting in inconvenience to the functioning of the Institute and disruption in

the disposal of official work.

Attention is invited to the provisions of the Central Civil Services (Leave) Rules, 1972 and the instructions
issued by the Department of Personnel & Training (DoPT), Government of India, governing the grant of leave from
time to time.

Accordingly, all employees are advised to strictly adhere to the following instructions:

i. Leave cannot be claimed as a matter of right. It is subject to the sanction of the competent authority in
accordance with the provisions of the CCS (Leave) Rules, 1972.

ii. No employee shall proceed on leave without obtaining the prior sanction of the competent authority,
except in unavoidable circumstances, such as sudden illness or other genuine emergencies. In such cases,

the employee shall inform the Controlling Officer at the earliest through the fastest available means of
communication and submit the leave application without delay for regularization.

iii. Casual Leave shall be applied for and obtained in advance, except in unforeseen or unavoidable
circumstances. In such cases, the employee shall inform the Controlling Officer immediately through the
fastest available means of communication and submit the leave application for regularization without undue
delay

iv. Absence from duty without the prior sanction of leave or proper authorization may be treated as
unauthorized absence and may invite appropriate action under the applicable rules.

v. Before proceeding on leave, every employee shall ensure that all urgent and time-bound work has been
duly attended to or properly handed over, in consultation with the Controlling Officer. The Controlling
Officer shall, while recommending or sanctioning leave, ensure that suitable arrangements have been made
for the discharge of the employee's official duties so that the functioning of the office is not adversely
affected during the employee's absence.

All Chiefs of Centres, Heads of Departments/Centres/Units and Controlling Officers are requested to bring these
instructions to the notice of all employees under their administrative control and ensure strict compliance.

hg
(B.S. Gill)

Chief Administrative Officer
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The Dean (Aca&mic / Rese£;ch / Examinations)
All the Chiefs of Centres

The Medical Superintendents
All the Heads of Departments /Centres / Sections / NCI Jhajjar
The Sr. Financial Advisor
The PIC, Faculty Cell, Recruitment Cell, Procurement & Deputy Secretary
The Financial Advisor
All the Sr. Administrative Officers / Administrative Officers

Prof. I/c Computer Facility – with a request to place this on the AIIMS website
Sr. Hindi Officer – to provide Hindi translation of this OM for circulation in Hindi
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Copy for information to:-The Director, AIIMS/AddI. Director (Admn.)


