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Subject: Adherence to Leave Workflow in ERP
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It has been observed that there is a need to streamline and standardize the process of
leave applications and approvals in ERP across all Branches and Branch offices. To
ensure uniformity and timely processing, all Reporting Officers are hereby instructed to
strictly adhere to the leave workflow as enclosed .

1. 3T 3Haapbier/Casual Leave:
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The Reporting Officer May approve/reject the Casual Leave as per existing leave
rules/ Administrative exigencies.

2. 3ol 3raa1er/ard-da /ade/ Earned Leave/ Half Pay Leave::
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The workflow prescribed for Leaves other than Casual Leave shall be adhered to in

all cases. The Branch Manager shall forward the leave after due verification to Branch
officer Administration Branch SRO Thane.

3. ufafdd 3rade/Commuted Leave:
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The workflow prescribed for Leaves other than Casual Leave shall be adhered to in
all cases. The Reporting Officer/Branch Manager may forward the leave after receipt of
Medical Certificate to Branch officer Administration Branch SRO Thane. The medical
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Certificate and Fitness Certificate shall be forwarded to admn-thane.mh@esic.nic.in
without fail for verification and approval of leave.
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All Reporting Officers must ensure that leave applications are processed in
accordance with the defined steps, and no leave shall be approved outside of the
prescribed workflow.
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This issues with the approval of Joint Director (l/c).

Digitally signed by
Geetanjali Antil

Date: 04-09-2025
ED Head (2 pAsgtsBirector (Admn)
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1. oft oTaT SrfSpRY/ErRITer areftera, Su &l Brafer, 31T All Officers/OS, SRO Thane.

2. o} STRAT TEeren, QIRAT HrIfery/SRAEtan All Branch Managers, Branch
Offices/DCBOs
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