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Recently it has been observed that the leave applications of Branch Managers & Cashiers posted
in various Branch Offices under the jurisdiction of SRO Marol sent to Administration Branch directly
or not received in Administration Branch on time with the recommendation of Benefit Branch Officer /
Branch Manager. Due to this. there is delay in providing substitute Branch Manager & Cashier to the
concerned Branch Offices.
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The leave application of Branch Manager & Cashier has to be forwarded along with
recommendation of Benefit Branch Officer / Branch Manager to Administration Branch well in advance
before the concerned Branch Manager / Cashier proceeds on leave, if there is no reasonable emergency

condition.
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In this connection, The Benefit Branch / Branch Managers are advised to comply with the

following instructions:
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The leave application of Branch Manager should be forwarded along with the recommendation
of Benefit Branch Officer well before the Branch Manager proceeds on leave.
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Similarly, the leave application of Cashier shall be forwarded along with the recommendation of
concerned Branch Manager well before official proceeds on leave, if no substitute available to

take charge of Cashier in Branch Office.
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There shall not be any delay in forwarding the leave applications of Branch Manager & cashier
along with the recommendation from Benefit Branch Officer / Branch Manager as this will lead
to delay in providing substitute arrangement which in turn will hamper the efficiency in
providing services to the [P's / IW's.
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The Branch Manager is advised that before taking leave for himself and before recommending
the leave of his subordinates, he should coordinate with the subordinates posted in the branch
and recommend leave only keeping in view the public interest. So that the insured person/insured
woman does not face any difficulties in availing the services in condition of availing leaves by

Branch Manager & subordinates for same leave period.
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The Benefit Branch is advised to send the leave application of the Branch Managers along with
its recommendation to the Administration Branch well in advance if there is no reasonable

emergency condition, so that another personnel can be posted in his/her place, in public interest.
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This is for information & strict compliance please.
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In case of linguistic discrepancy between the English and Hindi text of this circular, the English

version shall prevail.
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This issues with approval of Joint Director (I/c).

Digitally signed by
Mukul Vats
Date: 21-02-2025

Mukul Vats
39 42wk (99.)/ Dy. Director (Admn)
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