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CIRCULAR

Subject: Prior appreval of Competent Authority for ex-India leave/travel by
coniractuzal and sutsourced staff — regarding

It has come to notice that certain contractual and outsourced staff engaged in
this Department proceed abroad without obtaining prior permission/approval of
the Competent Authority.

It is hereby circulated for strict compliance that all contractual and outsourced

staff working in this Department shall obtain prior approval of the Competent

Authority before proceeding on ex-India leave/travel, irrespective of the purpose
of visif.

Applications for such permission shall be submitted, through proper channel,
at least one month prior to the proposed date of travel, in the proforma prescribed
by Services Department OM dated 02.07.2025.

No contractual/outsourced staff shall proceed abroad without such prior
approval. Failure to obtain approval before undertaking foreign travel shall be
treated as unauthorised absence and shall render the concerned person liable for
action as deemed fit under the applicable terms of contract/outsourcing
agreement.

All Branc

W/Section Heads and Heads of Institutions are direcied to eusure
strict ‘,empizan e of this circular and to bring it to the notice of all confractual and
aft wo

outsourced s rking under them.

This issues with the approval of the Competent Authority.
{Deputy Director, Admin)
Copy to:

1. All Branch In-charge and District Officers of DWCD for stric ct Complianc
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2. IT Branch — for uploading on the Department website
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