All lndla Instltute ofMedlcal Sc1ences Rlshlkesh 249203
(Establishment)

F. No.-AIIMS-RISH1/203/2026/ jt93- Date: 20.05.2026

Addendum

In continuation of Office Order No. AIIMS-RISHI/2023/2025/S.A.0./3313 dated 23.04.2025,
subsequent Addendum dated 18.07.2025 and Corrigendum dated 06.01.2026, the following
modification is hereby issued: <

1. Sanctioning Authority for Ex-India Leave
The Competent Authority for sanction of Ex- India Leave, irrespective of the duration, for
. all categories of employees shall be the Executive Director, AIIMS Rishikesh.

2. Leave Flow of Hospital Attendant Grade ITI (Nursing Orderly)
In 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 111 (Nursing Orderly) shall be Deputy Nursing
Superintendent/ Head of Department.

7 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.

®ﬁ/4f%1o§|mé

(Subhash Chauhan)
Administrative Officer (Officiating)

Copy to:-

PPS to Executive Director

PS to Dy. Director (Admin.)

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

PA to Principal, College of Nursing
Registrar/ CNO/ SPCSO

St. Librarian/ PRO/ Law OfficerSA.O.
All HODs/ In-Charge

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.

CHGRTI GO e



/Al India Institute of Medical Sciences, Rishikesh

No.- AIIMS-RISHI/203/2025/S.A.0./ 732 )13 Date: 23.04.2025

OFFICE ORDER

In supersession of all previous orders regulating Leave Flow, the new Leave F low chart of
all groups of Officials working on regular basis in AIIMS, Rishikesh shall be as per Annexure-1.

2. Sanctioning Authority will directly send the leaves to the concerned Administrative authority
for the record purpose.

3. All casual leaves will be sanctioned by the concerned Reporting authority and sent to the
concerned administrative authority for the record purpose.

4. Special Casual Leave/ Extraordinary Leave/ Leave Not Due/ Maternity Leave (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 the concerned Administrative Authority through
e-receipt after getting it recommended from Reporting Authority.

5. No employee shall proceed on leave without prior sanction of the 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.

|
(Mukesh Pal)
Sr. Administrative Officer

Copy to:-

PPS to Executive Director

PS to Dy. Director (Admin.)

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

PA to Principal, College of Nursing
Registrar/ CNO/ SPCSO

Sr. Librarian/ PRO/ Law Officer/ A.O.

All HODs/ In-Charge

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. Guard File

0. Notice Board.
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Dean (A), ADMINISTRATION & ACCOUNTS DEPARTMENT

Annexure-1

S. No. Post / Category Group Reporting | Controlling | Approving/ Administrative
Authority | Authority Sanctioning Authority (for
Authority records purpose)
1 DDA A ED
2 SAO A DDA
3 Sr. Librarian A Chairman, Library DDA
Committee
4 Law Officer A DDA
5 Dy. CSO A DDA Non faculty desk
6 AO A DDA
7 Registrar A Dean (A)
8 ACE A Dean (E)
9 FA A ED
10 F&CAO A FA
11 Account Officer A F&CAO FA
12 O/o ED A, B&C ED
-13 O/o DDA B&C DDA
14 O/o Dean (A) B&C Dean (A)
15 O/o Registrar B&C Registrar
16 0O/o Exam Cell B&C ACE Dean (E)
17 0O/o Recruitment - B&C In-Charge SAO
Cell :
18 0/o0 SAO/AO B&C AO / SAO SAO Group B &C
19 O/o Accounts B&C Accounts Officer / F&CAO (Establishment)
Officer / F&CAO F&CAO
20 O/o FA B&C FA
21 0O/o Security B&C Dy. CSO / Security Dy. CSO
Officer
22 O/o Central Library B&C Sr. Librarian
23 O/o Law Dept. B&C Law Officer SAO
24 O/o Hindi Cell B&C Rajbhasha Adhikari
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NURSING CADRE

S. No. Post / Group Reporting Controlling | Approving/ Administrative T
Category Authority Authority Sanctioning Authority (for
Authority records purpose)
1. CNO MS
2. NS A CNO MS
Non-Faculty desk
3. DNS A CNO MS
4. ANS A DNS CNO MS
5. Senior Nursing
Officer B ANS DNS Group B Nursing
Establishment
6. Nursing , CNO
Officer B ANS DNS
7. Hospital C ANS / HOD* | DNS/HOD* CNO Group C
Attendant (Establishment) J

*For HAs working in Departments, HOD conce

rned will be Reporting & Controlling Authority.

FOR DEPARTMENTS / SECTIONS UNDER HOSPITAL ADMINISTRATION

S. No. Post / Group Reporting Controlling | Approving/ Administrative
Category Authority Authority Sanctioning Authority (for
: Authority records purpose)
1 MS> A ED Faculty desk
2 DMS A ) ED Non-Faculty desk
3 0/o MS B&C MS Group B &C
(Establishment)
All Group, B
4 and C posts MS/ Nominated Group B &C
working in B&C HOD/In- Representative of MS (Establishment)
Depts. (Non- Charge
Nursing) ; J
ENGINEERING DEPARTMENT
S. No. Post / Group Reporting Controlling | Approving/ Administrative
Category Authority Authority | Sanctioning Authority (for
Authority records purpose)
1. SE A ED
2. Executive A SE Non faculty desk
Engineer
3. Group B & C posts EE concerned Group B &C
L (Establishment)
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SANITATION DEPARTMENT

S. No. Post / Group Reporting | Controlling Approving/ Administrative
Category Authority Authority Sanctioning Authority (for
Authority records purpose)
1. All Staffs | GroupB &C In-Charge Sanitation ms/ GroupB & C
Dept. Nominated (Establishment)
Representative
of MS
CENTRAL STORE
S. Post / Group Reporting | Controlling Approving/ Administrative
No. Category Authority Authority Sanctioning _ Authority (for
Authority records
(Cadre purpose)
Controlling)
1 SPCSO DDA
Non faculty
2 Store Officer mSs desk
3 0/o SPCSO B&C SPCSO
GroupB &C
4 0/o Store B&C Store Officer MS (Establishment)
L Officer
Nursing College
S. Post / Group Reporting Controlling | Approving/ Administrative
No. Category Authority Authority Sanctioning Authority (for
Authority records purpose)
1 Principal Dean (A)
2 Assoc. &
Asst. Principal Faculty desk
Professor Dean (A)
3 Tutor Principal
4 0O/o B&C Principal Group B &C
= Principal (Establishment)
Medical College
S. No. Post / Category Group Reporting | Controlling Approving/ Administrative
Authority | Authority | Sanctioning Authority (for
Authority records purpose)
1 HoD A Dean (A)
2 Professor A HoD Dean (A)
Faculty desk
3 Addl. Professor HoD Dean (A)
4 Assc. Professor A HoD Dean (A)
5 Asst. Professor A HoD Dean (A)
__——Sr—-—’
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/: All India Institute of Medical Sciences, Rishikesh - 249203

NO. ATIMS-Rishi/203/2025/S.A.0./ 179

Addendum

Date: 18.07.2025

In continuation of Office Order No. AIIMS-RISHI/203/2025/S.A.0./3313 dated

23.04.2025, vide which Leave Flow Chart of all groups of Officials working on regular basis in
AIIMS Rishikesh was circulated, the following leave flow channel is to be followed for
submission of leave applications of below-mentioned category of officials at the institute:

FOR DEPARTMENTS / SECTIONS UNDER HOSPITAL ADMINISTRATION

S. Post / Category Reportin | Controllin Approving/ Administrative
No. g g Sanctioning Authority (for
Authority | Authority Authority records purpose)
1 All Group A Officials working HOD/ In-Charge mS Non-Faculty Desk
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.
IT cell
S. No. Post / Group Reporting | Controllin | Approving/ Administrative
Category Authority g Sanctioning Authority (for
: Authority Authority records purpose)
1. Group B & C In-Charge, IT Cell SAO Group B &C
(Establishment)
Central Sterilization Services Department
S. Post / Group Reportin | Controllin Approving/ Administrative
No. Category g g Sanctioning Authority (for
Authority | Authority Authority records purpose)
1. GroupB & C CSSD Officer In-Charge/ Group B &C
HOD (Establishment)
Hostel
S. No. Post / Group Reporting Controllin Approving/ Administrative
Category Authority g Sanctioning Authority (for
Authority Authority records purpose)
1= GroupB & C Provost Chief Provost Group B &C
(Establishment)
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RTI Cell
S. No. Post / Group Reporting Controllin | Approving/ Administrative
Category Authority g Sanctioning Authority (for
Authority Authority records purpose)
1. Group B & C CPIO 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 thereon, the Reporting and Controlling Authority will be In-Charge and Accepting
Authority will be Head of Department having pay level not lower than level 11.

2. Special Casual Leave/ Extraordinary Leave/ Maternity Leave/ Child Care Leave/ 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
Administrative Authority through e-receipt after getting it recommended from Reporting
Authority.

3. Officials working on regular basis will be eligible for 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 subject to any limit, but such Compensatory Off shall be availed within a month of its
becoming due.

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

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

e ﬁ)ﬁ Wlet
g
(Mukesh Pat)*!”’
Sr. Administrative Officer

Copy to:-

1. PPS to Executive Director

2. PS to Dy. Director (Admin.) -

3. PSto MS/ Dean (A)/ FA/ SE

4. PA to Principal, College of Nursing

5. Registrar/ CNO/ SPCSO/Sr. Librarian/ PRO/ Law Officer/ A.O.

6. All HODs/ In-Charge

7. IT Cell to upload on the Institute Website and also change the leave flow in E-Office
8. Guard File

9. Notice Board.



- All India Institute of Medical Sciences, Rishikesh - 249203

#AIlIMS/Rishi/203/2025/ 993 Date- 06/01/2026

F@AM=T/Corrigendum

TE HIATIT HCA TEAT AlIMS/Rishil203/2025/S.A.0/3313 et 23.04.2025 JUT 3T%
geaTd ST IR se T&ar AlIMS/Rishi/203/2025/S.A.0/772 &=t 18.07.2025, ST foh 37912l aTg
(Leave Flow) & Waftre §, & weet ¥ ¢, ot PeTear weitere fomam aram 2

This is in reference to Office Order No. AIlIMS/Rishi/203/2025/S.A.0/3313 dated

23.04.2025 and the subsequent Addendum No. AIIMS/Rishi/203/2025/S.A.0/772 dated
18.07.2025 regarding the leave flow chart which is being is revised as detailed below.

2. AU W TEAF JraHT, HATURCT FaH1e, ATGed T, AL S@HT rashier aut dafas
a1l (Leave Not Due) & foIT Tl / 3refslesT Tl 3re fAe=Afaif@d faavomar g

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:

9g/ Posts 28 AT a IT IWH FA HTH1Y | 28 AT & 3F awIU F
: ¥ fav wpfa / segAlee | foae w@igfa /o AR
wifasr grfaar
Sanctioning/Approving Sanctioning/Approving
Authority for Leaves of Less | Authority for Leaves of
than or equal to 28 days. more than 28 days.
taredl / AR hehedl / Tge /
Hferre e (SR) / R s éﬁ“(f&'dia'a‘? )
: ean (Academics
Srse (UR) FIHN feceres, trg
Faculty/ Nursing Faculty/Tutors/ - EL L
SRR : : :
Executive Director, AIIMS
At INon-Faculty Rishikesh
HE ‘A, ‘B’ T 'C’ (FUTHfae 9g) 39 fAc e (Fmaa)
Group A, B & C (Administrative Deputy Director
Posts) (Administration)
g ‘A, ‘B’ TE C (Rt ug) Rifercar arefieres

Group A, B & C (Medical Posts) Medical Superintendent

* dte- W Jraenrer Hrdee s §9 A qof §9 @ R S0 Ud Faiftrd ReNféar arferenny & srgerar
UTed R & 99T $-3H1E & ATETH | FafOa geardfas wifiery &1 9 e smoer

Note- Such Leave Applications should be physically filled and sent to concerned Adrninistrative
Authority through e-receipt after getting it recommended from Reporting Authority.
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2.

3. AT 23.04.2025 & HIATerT ITCLT & AR, HAHI TATE I AV SFGEAT JAUTTT @3
Rest of the Leave Flow will remain unchanged as per the Office Order dated 23.04.2025.

G T FETH TR, T Ffaer 1 The Y & S v o |
This is issued with the approval of Competent Authority, AIIMS Rishikesh.

0 ’J‘\W\?J’g“é
(e =lgTe)/(Subhash Chauhan)

HIISRT TemafAF IFHRY /Officiating Administrative Officer
TFg F¥H2T/ AlIMS Rishikesh

@“‘ﬁq

gfafaf:/Copy to: -

1).9¢7s fash afa, HRISRY fAders /PPS to Executive Director.

2).Forely afra, At (Ae1OF) / 39 e (wemeeT) / Ffhear arehers /PS to Dean (A)/DDA/MS.
3).gef fasmemeaet / | ‘A’ HTEHRITOT All HODs/ Group A Officers.

4). GATT AT FHHARETOTAI concerned employees.
)
)

5). HTSEN Aol T HEYT T ATHIST T HTAS el gd/IT Cell to upload on the Institute Website.
6).9TTS $Igel/Guard File



