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Dated: 26.06.2024 

NOTICE 

In pursuance to Office Memorandum F.No.11013/13/2023-Pers. Policy-A.III, 
dated 15th June, 2024 this is to infonn that all the employees (Permanent /Contractual 
/Outsourced /Security) of SVNIRTAR and CRCSREs under the administrative control 
of this Institute are required to adhere the instruction strictly mentioned on the said 
OM, failing which disciplinary action will be initiated against the Government Servant 
coming to office habitually late/ early leaving as it amounts to 'Misconduct' under the 
CCS (Conduct) Rules, 1964 (OM copy enclosed). 

ADMINISTRAnON 
INWARD 

SI.No 
Date:·-,,~~~~~ 
Signatum: -,,.~---

Distribution: All wings /divisions I CRCSREs. 

. cif 

(Dr. P.P~tty) 
Director 



r A.Ill . F, No.U013/13/2023~Pers, Po ,cy-
Govemment of India nd Pensions 

1 p blic Grtevances a Ministry of Personneof, Peu rsonnel and Training oepartment . ***** North Block, New Delhi 
oated tsit' June, 2024 

gFEJ:CE MEMORANDUM 
tlon of Aadhar Enable Biometric Subject: InstrUctfon• regarding lmpiementanclance of all GoVernment employees, Attendance Sy8blffl (ADeEBASrtm) '°:n:SOrganlzaUons (MOOS) • a,, various Ministries/ pa 

------
· 

t from time to time for observing • Instructions have been issued by th15 • Depa~en • unctuality in respect of puncllJality by the Government employees.· ~~siblhly: evu~a~ization (MOO). In this their employees rests with the concerned Ministry/ Depa en da 5uct-om (AEBAS) regard, Instructions on implementation of Aadhar Enabled Biome~ic Atten ~ ,,~~ti~e. In its by Ministries/Departments/Organizations (MDOs).~~v~,~lsQ ~.e.n.~.!»da.· uedd ~~ J~! ~023 all the instructions issued by this· Department vide OM of ev~ n~mber te u , . ' MDOs were, Inter a/la, advised to ensure strict lmplem~-~~i~n Qf.f.\EB~:and perlocbcally moni~or the marking of attendance to ensure puncbJ~-~~tv~~--~~~~~r, ~~.~,r.~ o~rved that despete dear Instructions, several employees are not regi~ing tt,~J.r. __ ridaAce 1n B1om~ic Attendance System (BAS) and some of the employees have been coming late on a regular basis. 
2. The matter of strict implementation of AEBAS has recently been reviewed and taking _a serious note of the laxity in Implementation of AEBAS, it Is hereby reiterated that all MDOs w,11 regularly monrtor. the attendance reports of ttierr employees after downloading the same from the portal (attendance.gov.In). The MOOS wlll also ensure the following: • 

a. AJI employees ·mark their attendance using AEBAS without fail. This wlll ensure that ·there will be no discrepancy between 'regrstered' and 'active' employee on AEBAS. b. In case any employee is not registered over AEBAS, immediate steps should be taken to register his/her biometric data on BAS portal; MDOs may also reconcile the data of registered employees on AEBAS with the employee data on other portals such as eHRMS portal/PFMS portal and the list of employees maintained by the Department. c. In respect of ·o;vyaang employees, MDOs will make appropriate arrangements for providing convenient and easily accessible machines for capturing biometrics through suitable alternative modes .. 
d. HODs of the MDOs shall sensitize their employees to adhere to the ins~ctions relating to office hours., late attendance etc. They would download the consolidated .report from the portal on a regular basis and identify the defaulters. Habitual late attendance and early leavl ng of office should be vfewed seriously and be essentially discouraged{ Strict action against the defaulters may be initiated under the extant GOI rules. ~ .. e. MDOs shall ensure that the biometric machines remain functional at an times. 



3 eesides above, it may be noted that UIDAI has n 
3pPncatlons using Androld/105 baled phonee, The ta': Arz~~-based authentication 
Uke taster authentication, live location detection geo-ta In offers robust features 
r,100 shall configure personal moblle Polley i~ atteJ:n! ~1r: "C:I Officer of respective 
organizations and get the geo-coordinates fed Into the entry locati 0~ thee employees d their 

• ts fo rt ph • ons o, office The minimum os requ1remen r sma ones would be OS 9.0 or above for Android sm ~ 
14.0 or above for iOS smartphones. NIC officers and staff of the respective :00s ;~ ~:: 
registration of thetr Departmental employees on such 1OS/androld applications. . 

4. It may kindly ~ noted that BAS Is only an enabling platform and there 1s no change in 
the pun~allty Instructions relating to Office Hours, late attendance etc. whldi will continue to 
apply. As per extant Instructions contained In DOPT OM No. 28034/8/75-Estt(A) dated 
04.07.1975; DOPT OM No. 28034/10/75-Estt(A) dated 27.08.1975 and OOPT OM No. 
28034/3/82-Ests(A) dated 05.03.1982, half-a-day's Casual Leave (CL) should be debited for each 
day of late attendance, but late attendance upto an hour, on not more than two occasions in a 
month, and for justifiable reasons may be condoned by the competent authority. In addition to 
debiting casual Leave ( or Earned Leave, when no CL is available), disciplinary action may also be 
Initiated against Government servants coming to office habitually late as It amounts to 
'misconduct' under the CCS(Conduct) Rules, 1964. Early leaving Is also to be treated in the~ 
manner as late coming. The data relating to punctuality and attendance of an employee .. 
also be taken into account, while considering him/her for important assignments, traintng5, 

deputations and transfers/postings. 

efo ested to ktndly bring the s. Secretaries of the Ministries/Departments etc. are, the~ re, requ ut In . lace a robust 
contents of these instructions to the notice of their employees ~nd :S and rnitlate suitable 
monitoring mechanism to ensure complete compliance by the emp oy . _ Q 1.J. 
action against the defaulting employees. ~ • ·. 

To, 

f Ministries/Departments All Secretaries o . 

(Manoj Kumar Dwived~) 
th Government of Incha 

Additional Secretarv to ;el. +91-11·230921f 
Email: as-pers.poltcy-dopt@g<>V • 0 

{As per standard 11st) 
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