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CIRCULAR
ft hos been observed thot some of the staff/officers ore not odhering to the office

timings. ft is olso observed thot stoff members ore coming lote, leoving OfIice eorly without
proper outhorizotion. As per the instructions of Government of fndiq, AADHAR Enobled

Biometric Attendonce System (AEBAS) instolled ot vorious sections should be used for morking
the ottendonce by the staft/officers olreody enrolled in BAS ond rest who hove not yet been
got enrolled due to non ovoilobility of AADHAR moy mork their ottendonce on Attendonce
Register. Every employee should mork their ottendonce os per the timing given balow:

Morning :

Evening :

The timing for the lunch breqk will be between 13:00 Hrs ond 13:30 Hrs. The holf-on-
;our time-limit for lunch breok must be scrupulously observed not only by the subordinote staff
.rut olso by Supervisory Officers.

Hence, oll employees arehereby informed thot Office timings should be strictly odhered
to. Every employeeis expected to be in seqt ond to stqrt work at the prescribed opening hours.
Five minutes gtace time moy be ollowed in respect of orrivol time to covet ony unforeseen
contingencies. Such lote coming (within the grace time) moy be condoned unless it becomes

motter of frequent recurrence.

Further, it is qlso informed thot os per rules, Holf-o-doy's cqsuol leove should be debited
to the Cosuol Leove occount of on employeefor each lote qttendonce, but lote ottendonce upto
on hour, on not more thon two occosions in o month, moy be condoned if this is due to
unovoidoble reosons. Suitoble disciplinary oction will be token ogoinst the employez concerned in

oddition to debiting holf-o-doy's cosuol leove if he/she is persistently/hobituolly ottending lote
or leoving eorly.
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Copy to:
01. All Officer-in-Charge
0?. All sections of MO Guwohoti (As per list)
03. P5 to CDA

04. Notice Boord

EDP for uplooding on off iciol website.

09:00 Hrs.
17:30 l.'lrs.

Accounts Officer (AN)


