
F. No.-AIIMS-RISHL1203 12026 I fi qL

Ad4endur-n

In continuation of Office Order No. AIIMS-RISHV2023]2O25]$'A'O'13313 dated 23'04'2025'

subsequent Addendum dated lg.o7.zo25 and Corrigendum dated 06.01.2026, the following

modification is herebY issued: c--

1. Sanctioning Authority for Ex-India Leave

The competent Authority for sanction of Ex-lndia Leave,

all categories of employees shall be the Executive Director,

@@eTffi $w{rq, mftdql -2-4s-203

irrespective of ifre duration, fbr

AIIMS Rishikesh.

2, Leave Flow of Hospital Attendant Grade III (Nursing orderly)

ln partial modification of the existing leave flow (as reflected against Sr. No. 7 under

Nursing Cadre in Office order dated 23.04.2025), the Approving/ Sanctioning Authority for

leave in respect of Hospital Attendant Grade III (f{ursing Orderiy) shall be Deputy Nursing

Superintendent/ Head of Department.

2. Rest of the Leave Flow will remain unchanged as per the Office Order dated 23 -04.2025 '

This issues with the approval of the Competent Authority, AIIMS Rishikesh'

Administrative Officer (Officiating)

Copv to:-

1. PPS to Executive Director

2. PS to Dy. Director (Admin.)

3. PS to MS/ Dean (A)/ FA/ SE

4, PA to Principal, College of Nursing

5. Registrar/ CNO/ SPCSO

6. Sr. Librarian/ PRO/ Law Officer6A.O.

7. All HODs/ In-Charge
g. IT Cell to upload on the Institute Website and also change the leave flow in E-Office as per

above

9. Guard File
10. Notice Board.

IE,stablishment)
Date: 20.05.2026
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All tndia lnstitute of Medical Sciences, Rishikesh

No.- AIIMS-RISHV2O 3l2O25lS.A-O.l 33 lR Dxe:23.04.2025

OFFICE ORDER

In supersession of all previotls orders regulating Leave Flow, the new Leave Flow chart of

all groups of officials working on regular basis in AIIMS, Rishikesh shall be as per Annexure-1'

z. Sanctioning Authority will directly send the leaves to the concerned Administrative authority

for the record Purpose.

3. All casual Ieaves will be sanctioned by the concemed Reporting authority and sent to the

concernecl administrative authority for the record purpose'

4. Special Casual LeavelExtraordin ary Leavel Leave Not Due/ Maternity Leave (irrespective of

number of clays) will be approved by Executive Director. Fufiher, any kind of leaves for a period of

,rore trran {bur weeks of ail emproyees wilr be sanctioned by Executive Director. Such leave

applications should be physically fillec1 and sent to the concerned Administrative Authority through

e-,leceipt atter getting it recommended from Reporting Authority'

5. No ernployee shall proceecl on leave withor-rt prior sanction of tl-re leave' Any period of absence

without prior sanction shall be treated as Dies Non (without break in service)'

This issues with the approval of the President, AIIMS Rishikesh.

q_rtu%;,
(Mukesh Pal) '

Sr. Administrative Officer

Copv to:-

l. PPS to Executive Director

2. PS to Dy. Director (Admin.)

3. PS to MS/ Dean (A)/ F'A/ SE'

4. PA to Principal, College of Nursing

5. Registrar/ CNO/ SPCSO

6. Sr. LibrariarV PRO/ Law Officer/ A'O'

7. All HODs/ In-Charge
g. IT Cell to upload on the Institute Website and also change the leave flow in E-Office as

per Leave Flow Chart provided in Annexure-1

9. Gtrard File

i 0. Notice Board.



Annexure-1

Dean (A). ADMINISTRATION & ACCOUNTS DEPARTMENT

S. No. Post / Category Group Reporting
Authority

Controlling
Authority

Approving/
Sanctioning
Authority

Administrative
Authority (for

records purpose)

L DDA A ED

Non faculty desk

2 sAo A DDA

3 Sr. Librarian A Chairman, Library
Committee

DDA

4 Law Officer A DDA

5 Dy. CSO A DDA

6 AO A DDA

7 Registrar A Dean (A)

8 ACE A Dean (E)

9 FA A ED

10 F&CAO A FA

7L Account Officer A F&CAO FA

72 O/o ED A,B&C ED

Group B &C
(Establishment)

13 O/o DDA B&C DDA

t4 O/o Dean (A) B&C Dean (A)

15 O/o Registrar B&C Registrar

L6 O/o Exam Cell B&C ACE Dean (E)

L7 O/o Recruitment
Cell

B&C ln-Charge sAo

18 o/o sAo/Ao B&C AO / SAO sAo

19 O/o Accounts
officer / F&cAo

B&C Accounts Ofticer /
F&CAO

F&CAO

20 Olo FA B&C FA

2L O/o Security B&C Dy. CSO / Security
Officer

Dy. CSO

22 O/o Central Library B&C Sr. Librarian

23 O/o Law Dept. B&C Law Officer sAo

24 O/o HindiCell B&C Rajbhasha Adhikari
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NURSING CADRE

Controlling
AuthoritY

Approving/
Sanctioning
Authority

Administrative
AuthoritY (for

records purPose)

S. No. Post /
Category

Group Reporting
AuthoritY

MS

Non-FacultY desk

1. cNo A

cNo MS
2. NS A

3. DNS A cNo MS

4. ANS A DNS cNo MS

5. Senior Nursing
Officer B ANS DNS

cNo

Group B Nursing

Establishment

6. Nursing
Officer B ANS DNS

DNS / HOD* cNo Group C

(Establishment)7. Hospital
Attendant

c ANS / HOD*

*For HAs working in Deportments, HoD concerned witt be Reporting & controlling Authority'

FOR DEPARTMENTS SECTIONS UNDER HOSPITAL ADMINISTRATION

Administrative
AuthoritY (for

records purpose)

Faculty desk

Non-Faculty desk

Group B & C

(Establishment)

Group B & C

(Establishment)
MS/ Nominated

Representative of MS

AllGrouP, B

and C Posts
working in

Depts. (Non-

ENGINEERI NG DEPARTMENT

Controlling
AuthoritY

Approving/
Sanctioning
AuthoritY

Administrative
AuthoritY (for

records purPose)

S. No. Post /
Category

Group Reporting
AuthoritY

Non facultY desk

L. SE A ED

SE

EE."*="*d

2. Executive
Engineer

A

GrouP B &C

(Establishment)3. GroupB&CPosts

-2- il+'L



SANITATION DEPARTMENT

S. No. Post /
Category

Group Reporting
Authority

Controlling
Authority

Approving/
Sanctioning
Authority

Administrative
Authority (for

records purpose)

1. All Staffs Group B & C ln-Charge Sanitation
Dept.

MS/
Nominated

Representative
of MS

Group B & C

(Establishment)

CENTRAL STORE

s.
No.

Post /
Category

Group Reporting
Authority

Controlling
Authority

Approving/
Sanctioning
Authority

(Cadre

Controlling)

Administrative
. Authority (for

records
purpose)

1 SPCSO A DDA
Non faculty

desk
2 Store Officer A MS

3 O/o SPCSO B&C SPCSO

Group B & C

(Establishment)
4 O/o Store

Officer
B&C Store Officer MS

Nursing College

s.
No.

Post /
Category

Group Reporting
Authority

Controlling
Authority

Approving/
Sanctioning
Authority

Administrative
Authority (for
records purpose)

L Principal A Dean (A)

Faculty desk
2 Assoc. &

Asst.
Professor

A Principal
Dean (A)

3 Tutor A Principal

4 olo
Principal

B&C Principal Group B &C

(Establishment)

Medical College

S. No. Post / CategorY Group Reporting
Authority

Controlling
Authority

Approving/
Sanctioning
Authority

Administrative
Authority (for

records purpose

7 HoD A Dean (A)

Faculty desk
2 Professor A HoD Dean (A)

3 Addl. Professor A HoD Dean (A)

4 Assc. Professor A HoD Dean (A)

5 Asst, Professor A HoD Dean (A)

-3- &=">
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All India Institute of Medical Sciences. Rishikesh - 249203

NO. AIIMS-Rishi/203/2025 I S. A.O.l 18.07.202s

Addendum

ln continuation of Office Order No. AIIMS-RISHI/203/2025lS.A.O./3313 dated

23.042021 vide which Leave Flow Chalt of all groups of Officials working on regular basis in

AIIMS Rishilcesh was circulated, the fbllowing leave f-low channel is to be followed fbr

submission of leave tipplications ot'below-mentionccl clttegory of offlcials at the institute:

lT cell

Central Sterilization Services Department

SPITAL

s.

No.

Post / Category Reportin

E

Authority

Controllin
g
b

Authority

Approving/
Sanctioning
Authority

Administrative
Authority (for

records purpose)

1 All Group A Officials working
in Departments under HosPital

Administration viz. Sr. Medical

Officer Ayush, Medical Officer
Ayush, CSSD Officer, Clinical

Psychologist, Antenatal
Medical Officer, Sr. Medical

Physicist, Clinical Embryologist
etc.

HOD/ ln-Charge MS Non-Faculty Desk

S. No. Post /
Category

Group Reporting
Authority

Controllin
o
D

Authority

Approving/
Sanctioning
Authority

Administrative
Authority (for

records purpose)

1. Group B & C ln-Charge, lT Cell SAO Group B &C
(Establishment)

S.

No.

Post /
Category

Group Reportin

c
Authority

Controllin
g

Authority

Approving/
Sanctioning
Authority

Administrative
Authority (for

records purpose)

t. Group B & C CSSD Officer ln-Charge/
HOD

Group B &C
(Establishment)

Hostel

S. No. Post /
Category

Group Reporting
Authority

Controllin
ob

Authority

Approving/
Sanctioning
Authority

Administrative
Authority (for

records purpose)

1. Group B & C Provost Chief Provost Group B &C
(Establishment)

Contd...2/-
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RTI Cell

S. No. Post /
Category

Group Reporting
Authority

Controllin
oE

Authority

Approving/
Sanctioning
Authority

Administrative
Authority (for

records purpose)

1. Group B & C cPlo sAo Group B &C
(Establishment)

Note: For Group B and C Posts not mentioned in Office Order of Odd no. dated 23.04.2025 and

addendum thcrcon, the Reporting and Controlling Authority will be In-Charge and Accepting

Authority will be Head of Department having pay level not lower than level I L

2. Special Casual Leavel Extraordinary Leavel Maternity Leavel Child Care Leavei Leave Not

Due (irrespective of number of days) will be approved by Executive Director. Further, any kind

of leaves for a period of more than four weeks of all employees will be sanctioned by Executive

Director. Such Leave Applications should be physically filled and sent to concerned

Adrninistrative Authority through e-receipt afier getting it recommended from Reporting

Authority.

3. Officials worlcing on regular basis will be eligible fbr Compensatory Leave in lieu of duty

only against Gazetted Holidays.

4. The accumulation of Compensatory Leave in lieu of duty against Gazetted Holidays will not

be sub.ject to any limit, but such Compensatory Off shall be availed within a month of its
becoming due.

5. However, not more than two days Cornpensatory Leave shall be allowed to be availed of at a

time.

This issues with the approval of the Executive Director, AIIMS Rishikesh.

q_
* gFt qldi;irtu

(Mukesh Pal) -' ' '

Sr. Administrative Officer
Copy to:-

l. PPS to Executive Director
2. PS to Dy. Director (Admin.)
3. PS to MS/ Dean (A)/ FA/ SE

4. PA to Principal, College of Nursing
5. Registrar/ CNO/ SPCSO/Sr. LibrarianlPRO/ Law Officer/ A.O.
6. AIl HODs/ In-Charge

7. IT Cell to upload on the Instirute Website and also change the leave flow in E-Office
8. Guard File
9. Notice Board.
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All India Institute of Medical Sciences, Rishikesh - 249203

#AllMS/Rishi/203/20251 1 1 g Date- 0610112026

Thfltra/Corrigendum

qo +rqtaq 3Treer :icqr AUMS/RIshat2ogt2o2s/s.A.o/3sts Eaifi 23.04.202s den FsH
qQEnf, art qftft:rs qisql AnMS/Ris htt2o3t2o2s/s.A.o/zzz frnir 18.07 .zo2s, sil lfi 3{rFFTer 5r.n6

(Leave FIow) t:icifud H, *'Tiaei fr't, mt fr,a,La-rsr iqiltra f+qr rrqr tt
This is in reference to Office Order Nr:. AIIMS/Rishtl203l2025/S.A.O/3313 dated

23.04.2025 and the subsequent Addendum Nlo. AIIMS/Rishal203lz0zslS.A.Ol772 dated
18.07.2025 regarding the leave flow chart which is being is revised as detailed below.

2. ftrtq grq,Fo 3rirzrrqr, 3rgTtrrrur 3TEFfi'rQr, ry€ 3ftFfi'Rr, fltg tcara 31q6'RI aaIT Jr+dFfi

31E+Tat (Leave Not Due) *fr('Fdl-tft / :r.rfrla qrffi :rqffifuaF+<q .rmsre)n:
The Sanctioning/Approving Authority for Special Casual Leave, Extraordinary Leave,

Maternity Leave, Child Care Leave and Leave Not Due, shall henceforth be as per the details
mentioned below:

* ate- tt sr++Tqr srla e+f*,, Fq it ryt w t e{t drqn ('d, iEifuf, n}ilft"T qrffi t sqqisr

qrd sri *'qeqrf, *-€rq *'qB-qq t itifua qersfr+'qrffi 6'r ifrd t+q'artit
Note- Such Leave Applications should be physically filled and sent to concerned Adrninistrative
Authority through e-receipt after getting it recommended from Reporting Aut[qrity.

cil'ff\
U '/ I Cont..2l-

,-/

tfii/ Posts 28 fridf 6*"zIT rsfi ifirr3ltr'.filrr

fi frru Frye / qf<a
ffi
Sanction i n g/Approvi ng
Authority for Leaves of Less
than or equa! to 28 days.

28 frdi t 3rfun rr+mTqr *'
fr\' F#ffr / $Tntfr
srffi
Sa nction i n g/Approvi n g
Authority for Leaves of
more than 28 davs.

qffioel I affier qrfie-& / r-{16{ /

frfrwtFfc(sR) /qtut
tFte tlnl

Faculty/ Nursing Facultyffutors/
SR/JR

fa tterfr+l
Dean (Academics) q,rffir frlqr+, t'pq

4fr*'lr
Executive Director, AIIMS

Rishikeshfk-ttq,a& /Non-Faculty

11ryi 'A" '.B', q?i'C', (wrrtft+'vE1
Group A, B & C (Administrative

Posts)

5q Btqr6F (qensf,)
Deputy Director
(Administration)

11ryi'A" '.B', (tti'C', (frfu;q1qq1
Group A, B & C (Medical Posts)

frifiruT 3Trfrqrr

Medical Superintendent

I

i"i
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Rest of the Leave Flow will remain unchanged as per the Office Order dated 23,04.2025.

46 3,Irqqr qqIJI 9I-IEI+T{I, rrrg Arr+?r tF.I fdrfrd H dRf ffiqr ilf,f 6l
This is issued with the approval of Competent Authority, AIIMS Rishikesh.

firffiI s?n+tl4a6' gffi /Off i c i at i n g Ad m i n i st rat i ve Off i ce r

('ry {Fi;er/ AIMS Rishikesh

sfrfrfr:lCopy to: -

1).qtnfl ffi qfud, ffi Gteffi /pps to Executive Director.

2).ffi sfud, fra (qleTfrfi) / 5q frterfi (q?rcrf,) I frf+cer 3{tIlqia' /ps to Dean (A)/DDA/MS.

3).9efr frHrnt-qef 7 g{6-'4' 3ffiarul/ All HODs/ Group A Officers.

4). SFIEI €Eifuf, ffif4uilAll concerned employees.

s).3Trfer-trfr qi €€qra fiI tf,sr{d qr 3Tcrctrs firfr ilg/lT Cell to upload on the tnstitute Website.

6) rlrt 5rw/Guard File

t


