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TNC/CIR/2026-27/001

CIRCULAR

Dear Staft Members.

Warm Greetings for the New Academic Year 2026-2027!

This is to inform all Teaching and Non-Teaching Staff members that., with effect from the
Academic Year 20262027 [26-05-2026 onwards], all requests pertaining to:
e [eave Applications

e Permission Requests

e On Duty (OD) Applications
must be submitted through the ERP Embase portal without exception.

After applying in ERP Embase, staff members are instructed to submit a printed copy of

the application to the Office for record and approval process.
Any leave, permission, or OD request submitted without prior application in the ERP
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system will not be considered and shall be rejected and counted as LOP.

Copy to:
All the Teaching Staff and Non teaching staff
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