
Central Railway        Divisional Office 
          Personnel Branch 
          Pune  
No: 2025/Pune/P/EG/Leave/HRMS               Date: 13.06.2025 
 
All Concerned 
Pune Division, Central Railway 
 
 
       Sub: Implementation of Leave Management module of HRMS-proceeding on  
               leave without getting prior approval – reg. 
 
       Ref : Railway Board’s letter No.PC-VII/2023/HRMS/11 dated 23.11.2023. 
 

It has been observed that employees are applying  for leave through HRMS 
module and remain absent from duty without prior approval from the leave 
sanctioning authority causing embarrassing situation to the Administration to 
manage the work with the available manpower. 

 
In this connection, attention is invited to Railway Board’s letter No. PC-

VIII/2023/HRMS/11 dated 23.11.2023, wherein it is mentioned that, “it has often 
been observed that subsequent to implementation of Leave Module, employees 
after applying the leave in HRMS, proceed on leave without getting approved by the 
leave Sanctioning Authority. In this regard, it is reiterated that the Leave Module of 
HRMS has only digitized the process of leave and has not brought any change in the 
existing rules/provisions regarding sanctioning/availing of leave. As per extant 
provisions, leave cannot be treated as a matter of right and the same can be 
availed only after sanctioning by the competent authority. merely applying in HRMS 
does not tantamount to the sanctioning of the same and therefore before 
proceeding on leave, every employee has to invariably ensure that the same has 
been sanctioned by the Competent Authority failing which action under the relevant 
rules needs to be initiated against such employees.” 

 
In view of the above, it is once again reiterated to adhere to the above 

instructions scrupulously or else suitable action will be initiated against the 
employees who proceeded on leave without ensuring the sanction of the same by 
the Competent Authority. 
 
 This issues with the approval of Competent Authority. 
 
 Kindly acknowledge the receipt. 
 
 
DA : As Above               (S.V.Thakur) 

               Assitant Personnel Officer 
            For DRM (P) Pune 
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