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Copy to:
1. All the HoDs

2. Office Manager
3. Administrative Officer
4. Establishment Section
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OFFICE ORDER

OFFICE ORDEX
lties and office staffs (Office

It is here by directed to all HoDs, Facu
Transport,

ion, Finance Section,
am on €every

eived from

Manager, Student Section, Establishment Sect
COE and Library) to check and respond their mails before 10.00
working day, and follow the instructions according to the mail rec
the following mail ID.

1. principa]@aaacct.ac.in

2: aaaengineeringcollege@gmajl.com

Copy to:
1. All HoDs, Faculties and Office staffs

2. File
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OFFICE NOTE

It is here by directed that all the Heads of the Departments permit not
more than 2 faculty members (or 10% of the strength of department) at a time

to avail Leave or OD on any working day while regular classes are being

conducted.
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Copy to:

1. All HoDs
2. Establishment File
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OFFICE NOTE

The number of permissions (late and early) for every month is 2’ for
regular faculty and all staff members. If any faculty and staff avail the 3_"’
permission, it will be treated as half day casual leave or half day loss of pay 1n
the absence of casual leave.

All permissions will be granted when it is approved on the same day of

application by the respective Heads of the Departments and Principal. R
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CIRCULAR

Faculty willing to avail compensation leave for working on Holidays for admission duty
or for any other specific purposes approved by Principal are asked to the note the
following:

1. An OD form must be submitted to the establishment section through the Head of
the Department / Coordinator before the on duty date.

2. A report on the work carried out during the duty of work is to be submitted though
the Head of the department / Coordinator within 1 weeks’ time.

3. TA/DA claims if any must be submitted to Principal through proper channel within
one week after the OD.

4. On satisfactory completion of above, the compensation leave can be availed as per
regular procedures within a maximum duration of 2 months after which, it cannot
be claimed.

Copy to:

1. All the HoDs, faculty and non-teaching staff members
2. Estb.




—

f 3335 T AAA College of Englneering and Technology
, % - gf-g;g l Accredited by NBA (CSE,EEE,ECE & MECH) and NAAC with ‘A’ grade.

2 :2 - An ISO 21001:2018 TUV Certified Institution
‘ Approved by AICTE-New Delhi. Affiliated to Anna University, Chennali

Amathur, Sivakasi - 626 005.
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OFFICE ORDER

It is hereby informed that all the faculty and non-teaching members have to
pProduce the On-Duty office order to the establishment section before availing
On-Duty leave. To receive the above order from the establishment section, the
staff member has to produce the letter of request, On-Duty leave form duly
approved by the Head of the Department / Principal.

The On-Duty order will be released for the following purposes:

1. PhD work ( as per HR manual )
2. Conferences, Workshop, Auditing, Guest lecture, Faculty development &

training program
AU Examination External duty and Valuation ( as per HR manual )

3.
4. Industrial visit
S. Adhoc purchase of department items

Kindly note that for all admission work, On-Duty order is not require
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Copy to:

1. All the HoDs, faculty members and non-teaching staff members
2. COE
3. Estb. (HR manual to be included)
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