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Sub: Audit enquiry regarding “improper maintenance of attendance register” by
CRA team-Reg.
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Please refer administrative circular 17/2022 issued on 09-12-2022 calling for
monthly absentee statement list. It is noticed that the same is not being viewed
seriously by the concerned Section heads/Reporting Officers. Hence it is once
requested to send details of all leave except casual leave and restricted holiday
on or before 15t of the month (Example leave from15th May to 15th June
should be sent on or before of 15ttt June) in the following format. If there is no
absentee, it is requested to send nil report. Non-compliance of the administrative
circular will be viewed seriously.
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S1. No Name Designation | 3igf®r l'Cary aaﬁ}'m
Period Type of | Authorized leave or
of leave | leave not
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Yours faithfully,

Signed by Subha Chandran
Date: 12-05-2023 11:30:03

AT ¥geT Subha Chandran
HedF AgFda(Tmae) Assistant Commissioner (Administration)
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		Sample Info
	2023-05-12T11:30:03+0530
	SUBHA CHANDRAN




