T <HTT GOVERNMENT OF INDIA
L {9 MINISTRY OF RAILWAYS
(X9 1) (RAILWAY BOARD)

Office Order No. 13 of 2025

Sub: Sanctioning of leave through Leave Management Module of HRMS.

Leave module of HRMS is still in its early phase and few system improvements are underway

including the linkage of leave module with salary module, following process, in supersession of
Office Order No. 28 of 2024, would be adhered to with respect to sanctioning of leave through
HRMS during the interim period:-
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2.
advance. Leave cannot be claimed as a matter of right and leave of any kind can be refused or
revoked by the authority competent to grant it. Applying leave on HRMS does not equate to
sanction and employee should ensure that their leave is sanctioned by the competent authority
before proceeding on leave.

3.
implication on salary will be prepared by respective cash branches and suitable deduction in salary
bill for advising the same to PAO accordingly.

In case of CL, RH, LAP & LHAP, controlling officer can sanction or reject the leave
applied by any official/officer without sending the same to administrative branches (ERB-
VIV/V).

For Commuted Leave, request of official/officer shall be forwarded to administration (ERB-
[ for Gazetted officer, ERB-IV for Non-Gazetted & ERB-V for MTS) by the controlling
officer with their recommendations. Sickness & fitness certificate must be uploaded in
HRMS and original copies of the same should be submitted to concerned Administrative
Branch. After examination of the admissibility of the same, Administrative Branch will
return back with their recommendation to the controlling officer for their sanctioning or
otherwise.

For Ex-India leave, permission for visiting abroad will be issued by Administrative Branch
only after duly following the due procedure.

For study leave, controlling officer shall forward the request to Administrative Branch and
after following the due procedure required as per extant instruction, necessary sanction shall
be issued by Administrative Branch.

In case of Child Care Leave (CCL), PL, ML, EOL or any other leave not mentioned above,
the controlling officer should forward the leave application to concerned administrative
branch. After examination of the admissibility of the same, Administrative Branch will
return back with their recommendation to the controlling officer for their sanctioning or
otherwise.

Request for grant of leave must be applied by the officers/officials through HRMS well in

Based on the leave reports available in HRMS, monthly report of such leaves having



4. All concerned are requested to comply with the above instructions scrupulously.

5. - The above issues with the approval of the competent Authority.
No0.2024/0&M/2/3 (T.Srinivas)
Dated: 28.01.2025 Joint Secretary/Railway Board

Email id: t.srinivasl@gov.in
Tele No.: 011-47845551

All Officers and Branches in Board’s Office, COFMOW Building and at Dayabasti,
New Delhi

Copy to:-
EDPG/MR, EDPG/MoSR(R), JDPG MoSR(S)

Room No.229, 2™ Floor, Rail Bhawan, Raisina Road, New Delhi-110001



AT F¥art/Government of India
¥ #@=Terg/Ministry of Railways
e d13/Railway Board

2025 FI SHEATET A §. 13

v TaIRTATE F gl yeua AlSYd GaRT Pedl TAR HLE|

TIIRUATH H Tl Hig 3 3 RS Wor F § R gedr Asge
H I HAigIA & WY A Wed Fo GUTCRd FUR FhRAET § 2024 F
FEAEY M H. 28 F1 JHUHAUT FJ §Y, IARA 3G F SN TIARTATH GaNI
el THR e & Hay A eaAfaf@a gfshar 1 area fhar seem -

A & Ao el feelr off Faerdysfen carr e aw gedy
% 3MdeT I TS M@ (SHRA-UIV/V) @ o foer Eiehd
3ar RET X FHT Bl

aRafdd gedr & fow, e sftsl Hady3iftsd & e o
9 RGN & @Y 9Ed (TeuEd e & e $3men-,
INAIET FHIN & AT SHRE-IV JaO THEwE & fov $3RE-V) &
3T FLTM| EGEAAT TG FTGEIAT JAUYT TIIRUCATH W Al
forar ST ger st Her wfadl WEfd gerafs arar HOwEdd A
ST 3RIFT T TeRIar & g Ha F 96, UAHe ArET 39T
Rmier & @y =T el & w&ipla yar gy & v aftw
el
W—W@@ﬁﬁ?ﬁ‘@ﬁfﬁﬁ?{maﬁrqﬁmsﬁqmﬂ%ﬂwﬁﬁ
g &1 RMHTAE AT GaNT fader e dr AT Yerd HT S|
3T gedr & fou forEer st sy S gerEiEs @@
3T FEm qur Alger e F gER e faffeq gfear @
UTeleT Y & §IG TR M@ GaNT 37 Fipid STRI A STCa|
fare) SwrTer oedt, Micged ©edl, Alged Tedl, 3TAIYURT Tedl 3Ual IR
sfeaf@d 7 #1715 Bl 3T ged & A &, fAIEer AR ged
& F&eA H HeOd YUEEE ar@r F ™G HEM| 3ulFd
THHRIAT T ST FA F dC TAHield AT TR AT IFeqdqT H
T 3roel RAERer & @y Fgaor ey S afta el

FART F. 229, AT e, ¥ ae, TIHET U8, 75 Eee-110001



2. ftryERE @R oot % U e THNRUATE & HeAR I
& Se| gedt # grar AWER F T H A6 haAr S Fehd1 & R FeTH WS
GaRT 0 JepAIfea aXet & for fnelr off weR &1 gedt @ Hem A 39 g fohar o
HHAT §| TENNUATE W PCET &1 el Al ST TEIplcT A & T Faans
Ig giafRad #%r @rfge & gedl W S @ g9 @eTH TSR garT 3ehl gt
TR F S TS B

3. TUHIRUATH #H 3ucey el H Rulel & MR W FEf¥d Uhs M@ ganT
Ja W NG STel arelr THT gefedl i Affe RUlE GuR & Swl U Jeqar
Jae @ 39GFT Feldl F AT ddaT er gere or AR B gedd fRar S|

4. it wafta @ IWTd el F1 Feorqds equreld FA F AT AT
ST &

5. U HeTH IRl & 3efdlee & ST fham ST T &l %
M ’
H.2024/30UsTHI2/3 (&5 feam)

=T : 28.01.2025 ¥gFa dfEared a1
§A: t.srinivas1@gov.in
QIHT: 011-47845551

1% FEE, FeAT AT qur cuEE), a8 o Rua wsht a0+ v ammw)

yrafef afta -
FRUTES Peus o9 Remals &, sRiues [eas a9 Re™mard 159
#h (IR), FgFa s o Rwra Yo Tsa 736 (vH)
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