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WI.H.40-1/2026-F4T.1 (3334355) feetre: 7 AT, 2026
FRATET AYA

v v, @ R & -womr sfeRalFirafal ¢q aew aea w sasnr
ASYS FI FHEIfead F qaH|

fesier 07.10.2025 & FEATeT 3Cr F. 35-16/2017/Afaer-wam.| (3312954) &
3Ihd H, UdlegdRT Ig FAd fonar Sidr & 6 gy deedl, Sesh faw ameer s @
SR fRT Seer, & faRed tFg, a8 fGeel & JRFRIRA/FATIRAT & rgerer rdear
I STAT e, IRATENT i AT gAle Yald Hel & fIU dRd Gicd W Th
f3fSicer raerer Ao feaiieh 15.04.2026 & TohaTiiel &1 SITaN| AgH 9ol & HATEIH &
qICd 37GehTeT 3Tdcal ohr oiid, ihardisl g 3 WX A0 shael agd dice & ACTH @
e fopar StTaeT |

2. T 15.04.2026 FI AT 3Tk U, HEIIA 3T, 3hiCHD APl T
GiAaTed 3TIRIA I BISHL, AET RIATT TR (TAST) digd T YR & 3dehrer
& 37dcel shad ARH dice & HIEIH ¥ & ThR fhu Jwar | &R 15.04.2026 &1 a1
3T 9 T & 3orar frdl 370 AETH ¥ 3R fHT T 79T el W [aR
et fonar Seem | @slt e el gERT JE giAlRud R se iR e/
FHHARAT & Feprar aerer Hi efenfasier dEa gomer # 379sc X fgar S|

3. Feadd H W IR FIH Tl gd, ITAEEhd! Hepsrel (NEww) adur
fdercas A@ifsar (RS aur 3ish) dEd diia W 3uANTEdT A3re /Tasidr @us &
3T 3ersy § | FAT oY deheiie HERIaT & fAU, @Ed geusEh ¥ sahas@aiims.edu
W TS RAT ST THhdT & | gousts U [daiur, Ale TATd 9fhar (Tvg3ndiey),
3Ll He3Te, TRIETVT FEHA UG 38 HAeads Faeh fAdel afgd @l sregact
AU HEH Gicel W " 3elc 3R AU " @Us (WIcel & U G0 Al 7 dol 3Sehed
& HETH @ Golo) o A6l U HIIg ST |

4. @M e FUSRI/GEAAR ITIFT FIAAT H Alc B T SHHPT IfeITer
glafead |

S8 HaTH TSR & efAled & SR foRam Sirar § |

(ifhd FAR)

S

ERIEIBCIBCac


mailto:sahas@aiims.edu

1. Ferareaet (e eqaere / ofet)/ Hal & FHEdror

2. Tfhcar 3iehets (A& Ud 8. AY. Fe) @ & regeraror

3. aR®s fad WelgwR/3T-AA/ACT WRAfAs  AfOF/facd  Femghr/3refaror
fagar

4. g aitss gerdfas fewr/gemaiaes AfRwE/ags gemdas JfRwrT

5. ey Rl fUeRyEe oRwat sefets/3u oRwat sefets/agras qiRed
3refiaTen

6. TFH T G TAITAC/ AT/ Hh/ HTHRI /TS Hee

7. FFYX gAY, TFE- 38 TFH @ dGHBC W IS H Td e Wagst H
aRETT X & 3RIY ||

8. NUAY- AT W Fifead el U ARIPARTHR TRIGTOT T AT FA Y
glAfRRTd e g

gfafafr geemer:-
s Agley, TFu/3T s (Feamwe) & v s afRa &= afRa)
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Ansari Nagar, New Delhi — 110029
No.F.40-1/2026-Estt.I (3334355) - ' Dated 7" March, 2026
OFFICE MEMORANDUM

Subject: Implementation of Leave Module on SAHAS Portal for Non-Faculty Employees of
AIIMS, New Delhi — reg.

In continuation of the Officer Order No.35-16/2017/Misc-Estt.1(3312954) dated 07.10.20235, it is
hereby notified that a digital Leave Module on the SAHAS Portal shall be operational w.e.f. 15.04.2026 for
submission, processing and approval of leave applications of employees of AIIMS, New Delhi except for the
faculty members for which orders shall be issued separately. The leave applications received through SAHAS
portal shall be examined, processed, and decided through the SAHAS Portal only.

=2, The leave applications, on or after 15.04.2026, in respect of al! kind of leaves including Leave Travel

Concession (LTC) except for Study Leave, Casual Leave and Restricted Holidays shall be accepted through
SAHAS portal only. The leave applications initiated on or after 15.04.2026 through any mode other than
SAHAS shall not be entertained. All Establishment Sections may ensure that leave balances of the employees
are updated in the SAHAS system at the earliest. -

3. For facilitating smooth implementation, the User Manual (PDF) and Instructional Videos (Hindi &
English) are available on the SAHAS Portal under the 'User Manual / SOP' section. For any technical
assistance, the SAHAS Helpdesk may be contacted at sahas@aiims.edu. All subsequent communications,
including helpdesk contact details, Standard Operating Procedures (SOPs), user manuals, training schedules
and other implementation-related instructions, shall be made available on the SAHAS Portal under the “Alerts
and Notifications™ section (accessible through the bell icon at the top right corner of the portal).

4. All concerned may take note of the above and ensure compliance. This issues with the approval of the

Competent Authority. (A%x
LUMNQ/L

(Ankit Kumar)
Administrative Officer
Distribution:
1. Deans (Academic / Research / Examination) / Chiefs of the Centres
2. Medical Superintendents (Main & RPC) / Heads of Departments
3. The Sr. FA / Dy. Secretary / CAO / FA / S.E.
4. Sr. Administrative Officers / Administrative Officers / Assistant Administrative Officers
5. Chief Nursing Officer / Al NS / DNS / ANS
6. All Associations / Unions / Faculty / Officers / Staff of AIIMS
7. The Computer Facility, AIIMS — with request to upload the same on AIIMS website and circulate in AIIMS
content provider.
8. PMU — For ensuring timely implementation and for organizing training sessions as per requirements.
9. The Hindi Section — with request to provide the Hindi version of the same for uploadmg on the AIIMS
Website. ,

Copy for information to:

PPS / PS to Director, AIIMS / Addl. Director (Admin)




