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Biometric Attendance System has been installed in this office on 17.07.2023. As per
the orders of the competent authority vide Office Order No. Admn-1/MISC/23-24/253 dated
11.09.2023, all the officers/officials are required to submit their leave according to Biometric
Attendance report issued by concerned controlling section. During the process of reconciliation
of leave availed by the officers/officials with the monthly Biometric Attendance Report, many
shortcomings have been found. Hence, Competent Authority has directed to all the concerned Branch
Officer/ Assistant Accounts Officer to follow below mentioned guidelines in this regard:-

1. The monthly Biometric Attendance Report (mentioning all the leave availed by the
officials posted in section) duly attested by the concerned BO/AAO should be
forwarded to Admn I, Admn III & Admn U.T section by 7th of the following month
positively.

2. All the leave application (except CL & RH) should be attached with the proforma.
However, the details of Cl & RH should be mentioned in the biometric proforma
attached.

3. The guidelines issued by Admn I section vide office order Admn I/MISC/2023-24/253
dated 11.09.2023shoulc be strictly followed while dealing with late Arrival or early
departure or missed attendance.



