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Sub: Unauthorized absence /overstayal of leave without proper intimation to /sanction from
competent authority—reg:-
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Attention of all officers and staff are invited to Para 3.02 of Chapter 3 of Manual of General

Procedure (Third Edition) and Rule 25 of CCS (Leave) Rules, 1972 which is reproduced below for
information and compliance;
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Any member of the staff staying away from duty without leave duly sanctioned is liable to
disciplinary action unless such action is justified. Application for regular leave should be made in the
prescribed form and forwarded sufficiently in advance of the date from which leave is required to
OE(Bills) Section through the Branch Officer, who will give on the application his
sanction/recommendations. Extension of leave will be granted only under emergent or unforeseen
circumstances subject to admissibility of leave which will be verified by the OE(Bills) Section.
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It is noticed that in many cases, officials remain absent after the expiry of the leave
sanctioned, without sanction from the competent authority. As per Rule 25 of CCS (Leave) Rules,
1972, such unauthorized absence/overstay of leave shall be treated as misconduct and the official is
liable to disciplinary action. In this connection, the following instructions are reiterated for strict
compliance:
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Extension of leave will be granted only under emergent or unforeseen circumstances and
should be normally applied through official e-mail id for at least five days in advance of the

date of expiry of leave sanctioned with proper documents/justification and the official should
ensure that the competent authority sanctioned the application for extension of leave.
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If the official does not rejoin duty after the expiry of sanctioned leave, such absence shall be
treated as unauthorized absence and the matter should be intimated immediately to OE(Bills)
Section by the AAO of the Section. The concerned section officer/ branch officer should
communicate the consequence of such unauthorized absence to the official through his/her
official e-mail id and registered post and direct him/her to rejoin duty within a specified date,
say within three days. If the official does not report for duty within the specified date he may

be given one more chance to join duty within a stipulated date specifically stating that he/she
would be liable for disciplinary action under CCS(CCA) Rules, 1965.
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If the official does not join duty by the stipulated date, the concerned section shall intimate
the matter to Admn. Section without delay for further action.
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