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G-53/00/Duty Leave(within state)/ OS5 g1 /2025
Date : 28.07.2025

OFFICE ORDER

16.07.2025 issued with regard to Foreign Travel. all the faculty members are hereby instructed
to follow the following instructions for al] the Duty Leave as applicable for travel leaving
station:

(1) Any duty leaves for leaving station should be routed through HoD while applying for
Duty Leave on E-File first, atleast one week prior to travel.

(2) All the details pertaining to purpose of travel, invitation if any received from any
organization/institute etc. should be attached.

(3) Faculty member applying for duty leave have to give an undertaking that work
allocated to them will not be hampered in their absence. The undertaking office as
attached with this office order should be attached to the e-file.

(4) The approved e-file should be attached to the e-leave portal as supporting document for
approval of Director & Sr. Professor (Additional Charge)

Kepmos

(Director & Sr. Professor — Additional Charge)

Copy to :
(1) All the Faculty Member
(2) Administration Section
(3) AFO (I/¢)
(4) Accountant — Dealing with TA/DA Settlement
(5) AR - Academic
(6) ICT- With a request to upload on the E-file Portal and Institute Website.

Enc : Undertaking form
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*(An University Established under Section 3 of UGC Act 1955, vide Ministry of Education GOY, Notification No. F-3-14/81-U~3 did 14 August, 1385




UNDERTAKING FORM FOR DUTY LEAVE - STATION LEAVE (WITHIN STATE)

To be attached to the efile rocessed for approval
———=—=]I¢d to the efile pr

i 8 D et s sty oo from department
........................................ hereby undertake that the work related to my

academic/administrative and/or project activities will not hamper in my absence from

shall be visiting/ have been invited by

............................................................................. (details/purpose of visit).

Name of the Faculty :
R

Signature :
T
Date : \



