LEAVE ACCOUNT LEDGER FOR CONTRACTUAL EMPLOYEES

(Regulated under Tezpur University Leave Rules for Contractual Employees, 2026)

Employee Profile:

Name of the Employee: Employee ID: Designation:
Department / Centre / Section / Cell / Office: Nature of Post: [ ] Teaching /[ ] Non-Teaching
Calendar Year: (Lapses after December 31)  Validity of Contract Appointment: From To
LEAVE LEDGER TABLE
Service Period: Opening | PLA Credit Comp. Total Leave Period Leave Session Total Closing Registrar Office Order
Balance | for Month Leave Balance Type (FN/AN | Daysof | Balance Ref No. & Date
Credit | Available (PLA/ /Full) Leave
From To From To Comp/ Taken (6-11)
1 2 3 4 5 6 7 8 9 10 11 12 13

Ledger Management Rules:

1

uhWN

. Ceiling for accrual of PLA: Maximum upper limit of accrual of PLA in a calendar year is 18 days. However, after December 31 of a calendar year, no unavailed PLA shall be carried forward

to the opening balance of the next calendar year.

. Incomplete Months: Joining on any day other than the 1st of a month yields 0.0 credit for that initial month.

. Exclusion of Intervening Holidays: Intervening public holidays and weekends falling within the spell of leave shall be excluded from the calculation of leave taken..

. Approval: No ledger entry shall be updated without an explicit formal order copy from the Registrar.

. Continuity of Service Rule: If the subsequent contract starts from the very next day without an artificial or functional break in service, the employee's service is treated as continuous for

leave accrual purposes. Even if a contract ends mid-month (e.g., the 14th) and the next contract starts the next day (the 15th), the employee is deemed to have served the entire calendar
month without an actual gap in work. Therefore, the transition month is NOT treated as an incomplete or broken month. The employee is fully entitled to the standard 1.5 days of PLA
credit for that month.

Dealing Assistant Signature: Countersigned by Assistant Registrar (Estt.)/Section Officer (Estt.):




