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An exercise was undertaken to check the biometric attendance records of
staff of ICAR-CIFE Headquarters and its Regional Centres for the previous few
months. On scrutiny of the reports generated in this respect, it is observed that
many staffs are in the habit of coming late, few are in the habit of marking
attendance at one time and few are not marking the attendance at all. This has been
viewed very seriously by the Director, ICAR-CIFE. In view of this, following
instructions with respect to attendance in office are hereby circulated for information
and strict compliance by all staff in ICAR-CIFE Headquarters and its Regional
Centres with immediate effect:-

1. Itis compulsory for all staff to follow prescribed office timings i.e. 09.00 a.m. to
05.30 p.m. strictly and mark in and out attendance in the AEBAS System,
irrespective of their position/designation.

2. An in-mark exceeding 10 minutes and early going before 10 minutes to the
prescribed office timings will be treated as a late mark/early going.

3. For every late mark or early going, half-day’s Casual Leave will be debited to
the Casual Leave or any eligible leave account of the concerned staff without
any prior intimation. However, late: mark/early going up to two occasions in a
month shall be condoned by the Competent Authority, if convinced that it is
due to unavoidable reasons.

4. Apart from above, suitable disciplinary action will be taken against the
concerned staff on their habitual late mark/early going, henceforth.

= yRmEES
CHIEF ADMN. OFFICER (SG

To
gl saal & &g glameor

Circulation among the all staff

*agr/circular2022

G [2027



