MORMUGAO PORT AUTHORITY
GENERAL ADMINISTRATION DEPARTMENT

Ref. No. GAD/PC-B/3(2)/2023/ 0222 b Date : 3|/08/2023
CIRCULAR

An Office Order No. 01/2023 under Ref.No. GAD/PC-B/3(1)/2023/2494 dated
13.01.2023 was issued wherein at Para 2(ix), it has been specifically mentioned that
employees should invariably apply for leave in advance. In case due to some unavoidable
circumstances it is not possible to apply for leave in advance, the employee should
regularise his absence immediately on the day of joining the duty. Sectional Heads should
ensure that the employees working under their administrative control are regularising
their absence in time. |

2. Inspite of the above instructions, it has been observed that many employees,
without prior intimation/approval, are remaining absent for duty, which hampers the
smooth functioning of the concerned Section/department in which the employee is
working and in some cases, overtime is also involved. Also, employees are not
regularising their absence immediately on joining the duty.

3. In view of the above , it is once again enjoined upon all employees that they should
invariably apply for leave well in advance. In case due to some unavoidable
circumstances/sickness it is not possible to apply for leave in advance, the concerned
employee should convey his inability to report to duty on the first day of absence to his
immediate superiors and should regularise his absence immediately on the day of joining
the duty.

4. Non-compliance of the above directions will be viewed seriously and action will
be taken against the erring employees.

5, All HODs are requested to give wide publicity to this Circular and also strictly
ensure compliance of the above.

This issues with the approval of the Competent Authority.

(S&S;K\ﬂ—c;l'\-ln/l(u}nar)

Secretary
To,
All HODs/MPA

c.c. to: 1) Chairperson’s table.

2) Dy. Chairperson’s table.

3) All Sectional Heads/GAD/MPA ... For necessary action and wide circulation
among employees working under their
administrative control.

4) Notice Board/GAD
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