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Procedure to sanction Casual Leave

Step 1: A Notification mail will be received by the sanctioning officer at respective dean mail id
(Dean.school@ipu.ac.in)

2% mailgoogle.com/ma b ol#in / e WBkWTGJknVvLPHjsMgKtGgrw
narks Wl Artificial Intefligenc...  [L] Pre Short P. ensorflow @ Ah-Hwee Tan's Ho.

= Vi Gmail Q_ search mail T eaiver @ @ » =
P € ® W B 0 @ m i 80f43775 < >

¢/ Compose
Mail

Leave Application for Approval Guru Gobind Singh Indraprastha a8 B
B k& Inbox 1,154 University Inbox x
Chat Yr Starred
Y SAMARTH e-Gov, Guru Gobind Singh Indraprastha University <noreply@.. 12:49PM (32 minutes age) ¥ “

(a] @®© Snoozed @  oofficeuits ~
Meet

D Important

S Sir/Madam,
B> Sent . . . . .
Casual Leave Non-Teaching from 27 Aug 2026 To 28 Aug 2026 has been applied by Arvind Sain Network Engineer UITS: University IT
[) Drafts 33 Services.
=[> Categories Pleasa take necessary acfion.

) Purchases 16

&, Social 35 Regards

(@ Updates 611 DU, Samarth e-Gov

2 Forums 13 § . : -

©  Promotions = | & Reply [ ¢ Replyall ) * Forward ( [ Shareinchat |

25 mail.google.com/mai

N Artificial Intel

= Vi Gmail Q Search mail = @atvevr (@ &8 B # |
9 <« B O m 5 0 @ D Bof43775 ¢ > |
/ Compose
e g
DU, Samarth e-Gov
B & Inbox 1,154
Chat % Starred Employee Name Arvind Sain |
Ck ® Snoozed Designation Network Engineer
Rl D Important Organisation Unit University IT Services
B> Sent Type of Leave Casual Leave Non-Teaching
O Drafts = Duration 2 (2026-08-27 to 2026-08-28)
~[> Categories
Current Status New Request
[ Purchases 1
Submitted On 2026-08-26 12:49:15
2. Social 35
Pleasa click here to process the leave application.
(@ Updates 611 pi ppl
2 Forums 13

©  Promotions a3 “ Reply “ Replyall ~ Forward | [ sharein chat



mailto:Dean.school@ipu.ac.in

Step 3: Dean/Sanctioning Authority is requested to Log-in through ftms account of respective
school
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Step 2: Select Leave Module
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Step 3: Select employee for leave sanctioned/Rejected
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Step 4: Sanctioned/Rejected mail will be sent to employee.
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In case of any difficulty, please contact undersigned:

(Prof. Amit Prakash Singh)
M:9899166168/9717963311
Email: amit@ipu.ac.in



