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OFFICE OF THE PRINCIPAL ACCOUNTANT GENERAL (AUDIT)-I
ODISHA: BHUBANESWAR.
CIRCULAR

No.16 Date: 01/07/2025

FUAT 3H FEAGT IRIT FEIT YA (I@T  OETT-1)/3-Ta3TRUATH/2024-
25/3509 fesireh 21/03/2025 &1 Feel o, ' ad gedl & 3mded 3R gl & Rars &
AT 6T YihdT I FRIR T4l & foIT Teh AT Farelad Ifshar (vEsidl) gaia
T I M TEAT F FA FEAT 1 F AR, FAARA FT AT GARTT AT AR
foh T 1 T 7 3Tde STAT A q ugdd adAe Reiféer 3R wofam sfawmy &
frgerd forar o gl gas v ufkar off swied afitos & @Rfése & a8 &

Tg W1 T & foh &g Faary et AfAd Raféer ar geferm sifoemy ar @@
& & forgaa e e gt & 3Ry wega o R & Adisae, ¥ gl & e
3o TAFIRAT A Al ST @ & S FAART & JART A7 2, oaq@ a8 30k o7 & _ufy
YeT &1 T &1 30k el 384 P & Il & 3R rgAleeT 3R 3@ & ar
A Al &t arer et & drar sfARaaar der & & &

Kind reference is invited to this office circular No. Admn (Audit-I)/e-HRMS/2024-25/3509
dated 21/03/2025, wherein a Standard Operating Procedure (SOP) was circulated to streamline the

process of leave application and maintenance of leave records in e-HRMS. As per SI. No. 1 of the
SOP, employees must ensure that their current Reporting and Reviewing Officers in charge are
assigned role in e-HRMS prior to submitting any leave applications. The process for the same is

also specified in the above-mentioned circular.

It has been observed that many employees are submitting leave requests without correctly
assigning their designated Reporting or Reviewing Officers. Consequently, these leave
applications are being routed to authorities who are not in charge of the employee, leading to delays
and confusion. Moreover, this has caused uncertainty among the Sanctioning Authorities regarding

the proper approval and forwarding of leave requests.
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In view of the above, all employees are hereby instructed to assign the appropriate
Reporting and Reviewing Officers and await approval from the Nodal Officer before submitting
any leave applications. Additionally, please ensure that the assignment of Reporting and
Reviewing Officers is done in accordance with OOB No. 234 dated 16/06/2022 (copy enclosed)

prior to applying for any specific type of leave.

If the Reporting Officer is authorized to sanction the leave as per the OOB, they should

approve the leave directly and not forward it further to the Reviewing Officer.
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The instructions above may be adhered to.
Sd/-

Sr. Dy Accountant General/Admn

Memo No. Admn (Audit I)/e-HRMS/2025-26/779 Date:01/07/2025

Copy for kind information and necessary action forwarded to:

1. The Secretary to Pr. Accountant General (Audit-I), Odisha, Bhubaneswar.

2. Steno to Sr. DAG/Admn, DAG/AMG-I, DAG/AMG-II, DAG/AMG-III, DAG/AMG-1V,
Sr. DAG/AMG-V

3. Welfare Officer, O/o the Pr. Accountant General (Audit-I), Odisha, Bhubaneswar.

4. Branch Officer: Report/ ECPA/ PAC/ OE/ OM/ Estate Cell/ Trg.&Exam/ITA/ Confidential
Cell/ Legal Cel/AMG I/AMG 1II/AMG III/AMG IV/AMG V with a request to circulate
among the officers/ officials and forward the records of C.L. taken by the employees offline/
hard copy.

5. AAO: DA & R Cell, with a request to upload the Circular in the office website

\§\0$\

Sr. Audit Officer/ Admn (Audit-I)
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OFFICE OF THE PRINCIPAL ACCOUNTANT GENERAL (AUDIT-I)

ODISHA: BHUBANESWAR

OO0B'No. 234° Date: 16/06/2022

: Consequent upon classification of the post of Sr. Audit Officer from Group-‘B’ to Group-‘A’
(NOH-IA&AS) in Pay Level-10 and in terms of Headquarters Circular No. 59-Staff Entt.11/2019 issued
vide letter No.281-Stafl’ Entt.11/46-2019 dated 11.12.2019 and in continuation to OOB No.203 dated
19.02.2014 and OOB No. 204 dated 11.03.2014, the delegation of powers for sanctioning various kinds

of leave in respect of all cadres of employees will be as detailed below :-

SL. | Nature of Leave Cadre Sanctioning Authority
No. ; g :
I | Earned Leave upto 30 days | Group ‘A’ (Non-lA&AS) Concerned Group Officers.
T T I Gronp B Garaed Concerned  Group  Officer on
: recommendation ~ of ~ Branch
Officer/Field Audit Pas -
AllNon-Gazetted Staff | Branch Of
:2 | Eamed Leave for more | Group ‘A’ (Non-JA&AS) : :
than 30 days Group ‘B’ Gazetted Head of the Department

g} , All Non-Gazetted Staff Concerned Group Officers.
]3 | Commuted and Half Pay | Group ‘A’ (Non-IA&AS) <

Leave wupto 30 days | Group ‘B’ Gazetied _ ' _
issue - of | All Non-Gazetted Staff Concerned G?OUP Ofﬁcers.

fica

group 2 (Non S Head of the Department.

s

-

Gioup A’ (NanJABAS) . tpecoy siie Depariisiont.

Ordinary Leave and other | Group ‘B’ Gazetted . =
Leave not covered above | All Non-Gazetted Staff Head of the Office.
including  issue - of : : o
continuity certificate . -~ | .
Maternity and Paternity | Group ‘A’ (Non-JA&AS) . :
 Leave . [ Group ‘B’ Gazefted ~ Concerned Group Officers.
5 o) AllNon<Gagetted Staff =~ - ; _ . ”
Child Care Leave upto 30 | Group ‘A’ (Non-IA&AS) S :
day_s _ | Group ‘B’ Gazetted -Concerned Group Officers.
: ; - All Non-Gazetted Stafl i e G
Child Care Leave, for more | Group ‘A’ (Non-JA&AS) S S
‘than 30days - . Group ‘B’ Gazetted : _Headpf'lhc‘Depamnent. ~
T All Non-Gazetted Staff Head of the Office.
- - PTO
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where limits mentioned above are exceeded will be sanctioned as per table
xceed the Timits mentioned in the table, such leave may be

tion 10 Administration Section.

ained from the Administration Section

Extension of Jeave
e. Where such extensions do not ¢
ve, under intima

ve applied for shall be ascert

abov
sanctioned as per table abo

In all cases, admissibility of lea

before sanction of leave.
ave application along with sanctioned order and joining

oned the Ie
ssary entrics in the Service

After the leave has been sancti
dministration Section for making nece

report should be transmitted to the A

Book, Ledve Account and calculation of leave salary etc.
rvice Book by Administration

r Continuous Officiation will be recorded in the Se
Accountant General/Deputy

The certificate fo
afier obtaining orders of Senior Deputy

Section in cases where necessary,

Accountant General, Administration (Audit-1).
Sd/-

Deputy Accountant General/Admn (Audit-]).

Memo No. Admn (Aud it—I)/Leave/2022-23/486 Date : 16/06/2022

Copy forwarded for information and necessary action 10 -
nt General (Audit-1), Odisha, Bhubaneswar.
it-11), Odisha, Bhubaneswar. .

Olo the AG (Audit-1I), Odisha.
Audit (Cenn'al), Hyderabad, Branch Odisha,

Secretary to the Principal Accounta
Secretary to the Accountant General (Aud
. The Deputy Accountant General (Admn),

The Director, Ofo the Director General of
Bhubaneswar ; :
“The Pay & Accounts Officer (Local), Olo the Pr. Accountant General ‘(A&E), Odisha,

Bhubaneswar ‘ :
- The Deputy Director of Audit (F&C), Odisha, Cuttack

PA to DAG (Admn/AMG-V)
PA to St. DAG (AMG-IV /AMG-IVAMG-I1])
9. PA to DAG (AMG-I/ DA&RC)

10. The Sr. Audit Officer /Welfare(Audit) - : i

- 11. The Sr. Audit Ofﬁcer (A‘dmh), Olo the AG(_A‘udit—II),‘ Odisha, Bhubaneswar.. :
12. The Sr. Audit Officer (Admn), O/o the Director General of Audit {Central),
Odisha, Bhubaneswar e o :
AMG-TVAMG-I/AMG-1 [I/AMG-IV/AMG-

13.The  Branch  Officers inechargg_' of AM
V/Report(M_ain&ECPA)NAC/OE/OMJ&"II/E&&C/T &E/ITA/Conf, Cell, Ofo the Pr. AG(Audit-),

A AR

® o

‘Hyderabad, Branch .

Odisha : s
14. The Asst. Audit Officer (Legal Cell ad DAERC). o 2T n e
15. The Branch Officers in-charge Hindi Cell with the request to translate in to Hindi for circulation..

16. Notice Board - : v
17. Guard file/Spare. » , Vo :
' L Srgiees

" Sr. Audit Officer/ Admn (Audit-T)



