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Dear Staff Members,

This is to inform you that, with immediate effect all are requested to avail your
Casual Leave (CL), On Duty (OD), and Permission must be submitted exclusively
through the online Embase Portal along with the manual forms.

Failure to apply through the Embase Portal will result in the leave being treated as 2 days
Loss of Pay (LOP).

In case of any issues with the biometric (thumb) punching system, the matter must be
immediately reported to the e-Governance department. Please do not attempt

repeated punching.

All staff members are strictly instructed to adhere to this rule without exception.
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Copy to:
All the Teaching and Non Teaching Staff



