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It has observed from the leave salary bill(s) of tlie 1etxrmg rmplo yeeg, that are received from the

‘various depts./ units that the number of. leave days shown in the initial bill are different and subsequently
the .M/ Unit Officer forwards the revised bill(s) addirg more on leave days citing the reason of leaves
remain unaccounted/ Non posted etc. To-avoid such subsequent leave salary bills, the DMs/ Unit
Officers.are to ensure the followingrf.

1. Since Leave '\ccount is an xmpoxlam official docamei * ‘The Leavk Account of the retiring
emplovee”™ is ruqunred to be updated one month prior to: histher retirement and required to be closed
properly, The employee concerned should be intimated about his leaves status to trace out discrepancy
before a month. ’ '

2. The concerned retmng employec should report tbe dxscrep'mcy if any, within 10 days
ahier receipt of intimation' from department ‘to the' concerned Pay Bill Clerk (PBC) and
Personal File Clerk (PFC) for rectification otherwise submit a “Ne¢ Discrepancy in Leave
Account Certificate” for further action by the concerned unit/ Depot.

3. After obtamin'ﬂh"NB: Discrepcincy Leave -Account ‘Certificate” the -Dealing Assistant is’
required to raise thc “Leave Salary’ Bill” whicli is required to be signed by PBC, PFC and
sngned & stamped by Depqt Managu and then forward to PBS , HQ for paymerit of Leave
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