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NOTICE

All Faculty and Staff members are hereby informed that the following guidelines
shall be strictly followed while availing On-Duty (OD) Leave: -

1. On Duty leave will be permitted only for the actual day of the
programme/event for which the Faculty/Staff member is deputed or
assigned official duty.

2. On Duty leave will not be permitted on the day before or the day after
the programme/event.

3. If On Duty leave is required before or after the programme/event due
to unavoidable circumstances, the concerned Faculty/Staff member
must obtain prior permission from the Director.

4. In case of Shivaji University related official work, On Duty leave shall
be granted only for the actual duration of the official work. Full-day On
Duty leave will not be permitted unless specifically required due to the
nature of the official work..

5. All Faculty and Staff members are required to submit the necessary
details and obtain appropriate approval from Head of the Department
while applying for On Duty leave.

All should take note of this and act accordingly.
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