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Circular , , . . .· . . r--r-.,---,. 

Subject: Discrepancfos in Leave Sl)'t:~rv Bii°l(s). · · . .. 
I , ' • ' • '• Q ' ' • ~ 

It has observed from. the'leave salary ~ill(s) of the reti'rit{g c triploye~. that nre .re·ceived from the . 

·various depts.I units that the number of.leave days shown i11·the initial bm are different and.si.1bsequenlly 

the D.M/ Unit Officer forwards the revised ·bill(s) acldfrig more on leave days citing the reason 'of leaves 

n.:main unaccounted/ Non posted etc. To ·avoid such subsequent leave salary bills , the DMs/ Unit 

Officers.are to ensure the following:
. ':'.. '. _':_..:..: _: .. 

I. %ice Leaw :\ccount is an ·in;portant official docLm;~ i i l "The Lc::av~ .:\e1.:ou11t uf the retiring. 

t:mployee·· is .'.equired to be updated .one month prior to: his/her retirement and required to ,,be closed 

prop..:rly. The employee concerned should be i11timated abciut his [eaves status to trace out discrepancy 

before :1 month. 

2. . Th~ concerned retiring elnployee' should -~~port the .discre~ancy, if any, \.Vi thin. 10 day.;-; 
niter receipt of intimattoi1 from department ·to the• concerned Pay Bill Clerk (PBC) nnd 
Personal File Clerk (PFC) for rectific.ation otherwise submit a "Ne: Discrepancy in Leave 
Account Ccrli ficate" for 11.irther action by the cbf1cerned unit/ Depot. 

3.. After obtaining' ''No: Discrep::1ncy. Leave ~i:\.ccount'Certificate" the ·Dealing ·Assistant is · 
required to raise tli~ ''.Leave Salary ·Bill" whidi is required tp be signed by PBC, PFC and 
signed & sta11iped ·Cly I)ej)(ittvfanagc1; artd .then 'fonvard to P.BS, HQ for paymerit of Leave 
Salary along~with ba11i<''detai1s.~ ·· . "<,/. ·· · · 

. . 'i· ,· , . . . . ·;:<}\i .. . '... ..' . i ;;. ,,.: ;,:.;/ :: <' . . ' .. . 
· . 4. · A,ft.*rw~r.~s..:th~ Lea:lij,~')S~l~rt .~~c.~uqf.~S;;f#~}jt~:d·~ · be close~:i indicating closure d1:1e. to 

' sv )efanrtitat!oh/deit:h/tesf n~tidii~s th~ ca~eflli:t\ : ;•;b'et .•.I ; . . · · 

(!;, , ':. Accot~l~~~.;~,~W~\fei.~~~~)f~:,,~~j' ..,,,, ~~fei'nSttuo~ons and e1;s~ that Im · 

.Jtf;H'. ~se'cond leave ~(\l~t.~~x;~~~iJ~;~~i~6i~~d~gi'H~;J~f Hm~~(\9 avoid any. ~ wrong(exc.ess 
i ::· " 11ayme111. If any b.,Kf.i~t)Jhl.~~·~f~(ptbtf,~·~~S:!l¥;' ~~~· . ... .., ..· ;i.f$i.ilar)~ payttie11t•.the matt.et! .shall be 

: referred to Vigilanbe 'Depil.~~;~?f• /,·.. .'·_:·· "·r .: ·: ;i:' : .: ' '. f~: ·! .(·r::{'. ~~'J:'.'.~; : . ' . .. .. 
This has the approv~t9fcom.r.»e~ent authori.tj(-. .' ·• ·· '. · ' •. •' 
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