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Dated = t:Lf ozf ba1 aOffice Order N". 24 /CE/Admn.

HPGCL is pleased to delegate the powers for sanctioning of e:xtra ordinary leave,

earned leave and other leaves in HpGCL to the authorities mentioned befiow in-place of the

provision given in the Haryana civir services (Leave) Rures, 2016 in order to streamline the

sanctioning of various leaves :-

Ajoncerned Cadre controlliTo sanction the
any kind of
leaves i.e.
Earned leave,
Half Pay Leave,
Commuted
Leave,
Extraordinary
Leave,
Maternity
Leave, Child
Care Leave etc.
except Casual
Leave.

AGmployedworking at Corporate oflice upto

the rank of SE & eqqY{e$
@dstaff uptotherank
of SE working at PTPS, PaniPa!

@tted staff upto the rank

of 5e working at DCRTPP & Hydel, Yamuna

@edstaff uptotherank
of SE workins at RGTPP'I!q91-

Non-l-echnical

office-rs of the rank of Chief Eng;ineer &

equivalent and above officers.

rJing/sanctioning the

teave will assign substitute from thein office to look after

the work of employee during his/her lelave period

il- intrv in the Hirrras syst'em should be ensured by the

sending'theofficeordertotheconcernedcadre

ln case of
Casual Leave NorFgazetted -staff working under

i;. tlon-gazetted staff working
under this control

Nerxt higher
authoritY
(XEN/Sr.
AO/Admn.
Officer /DY.

Sercy./Under
Secy. or

ii). Gazetted officers working

under his control

Upto Eight daYs

staff workinq under his contrql
SenA&cno and equivalent
officers working under his control
and personal staff attached to his

Clrief Engineer/
CoF / CoA and
ecluivalent

CE/CoF/CoA and equivalent
officers working under his control
and personal staff attached to his

Oirectors anO Personal staff
attached to his office.
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Further, the procerdure and timelines for leave are detailed as under:-

TimelinesSr.
No.

Particular Responsibility

1. Submission of leave Employee At least 5 workirrg daYs Prior to
availing leave excePt in case of
medical and other emergencies.

2. Recommendation on the
leave

Concerned controlling
officer

1 day

3. Leave AclmissibilitY
Certificate

Accounts Wing 1 day (no effect on leave
accounting, PaY & allowances of
employee shorrld be made
without sanction orders)

4. Sanction of leave & issue
of orders

As per competencY 2 days

5. office order uP'dation on

Accounts recorcls, HRMS
and other records

Concerned office
Accounts Wing
Admn. Winq

2 days from issue of orders

This issues with the approval of Managing Director, HPGCL'

Endst. N"MG|BIHPGC458 / 3( >>

action:-
1.

2.
3.
4.
5.
6.
7.

CC:

A copy qf the above is forwarded to the following for information and necessary

All Chief Eingineers in HPGCL.
Controller oiAccounts / Finance, HPGCL, Panchkula'

Company SecY., HPGCL, Panchkula.
L.R., HPLls, HPGCL, Panchkula.
SE/FTPS, HPGCL, Faridabad.
All Dy. Secy./Under Secy./Admn. Officer in HPGCL'

XENflT, FlpGCL, panch'kula. lt is requested to host this office order on the website

of HPGCT-.

I

ov s[ch#t
for Chief Engineer/Admn.

l{PGCL, Panchkula.

Dated: l4,rlu*

-v-oy. Se6yTGent.
for Chief Engineer/Admn.

HPGCL. Panchkula.

1.

2.
3.

OSD/Tech. (HO) to M.D., HPGCL, Panchkula'

SPS to Director/Generation, HPGCL, Panchkula'

PS to Chief Engineer/Admn., HPGCL, Panchkula'

T


