Page 1 of 1

Copy of Clreular letter No. 4295 4GS (11) -65/27841, dated the 9th Augnst, 1965, from the Chief Secrétary to
Government Punjab, addressed to all Heads of Departments ete,, ete, '

Subject :~ Procedure for accounting for short leave.

Lamdirécted to address Youon the subject noted abov® and to say that in the absence of any specific
instructions regarding accounting for short leave which may range frém half ap hour to morethan 2of 3
houts, different procédures areé being adopted In the Governmentoffices ih the State.  Ihorder to maiftain
uiiformity inall thedepartmentsof Government 1thasbech decided thatin Myture thefo llowing procedure
should be adopted in all the departments of Punjab Governmeént —

{1} Shortleave for two hoursor less should be treated asone thitd guy’s casual leave.

{2) Shottleave formore than two hours should beconsidered as halfday'scasual leave, upto
three and a half hours and as full day’scasual leave if itexceeds three and a half hours.

(3) The accountofshort leave should be adjusted in the casual leave account maintained in
the Branch{Office.

2. These instructions may be brought to the notive of all concerned for information and guidance
and the receipt of this letter may please be acknowledged.
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