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Hrufey CI � 41 

HsleY 43 HAI 891-Staff (App)-W09-2025/Nol.! fais 24.04.2025 + 3GHIUT 

HIAGlrHF) 0C5 08.06.2026 AADHAAR Enabled Biometric Attendance System 

feis: O3.06.202 6 

In pursuance of HQRS letter No. 891-Staff (App)-WO9-2025/Vol.I dated 24.04.2025. all 
employees of this Office were instructed to register themselves on Headquarters' Online Attendance 
System vide Office Order-73 dated 30.07.2025. Again, detailed procedure was issued vide Office 
Order No. 74 dated 06.08.2025. Accordingly, to ensure timely attendance and improving overall 
discipline and efficiency in workplace, it has been decided that all staff (permanent and contractual) 
must ensure to mark their attendance through the AADHAAR Enabled Biometric Attendance System 
(AEBAS) with effect from 08.06.2026. 

In this regard, the following instructions are issued: 
1.4îT (RIT ifà<lrH) 

All Officers/Officials (permanent and contractual) will mandatorily mark their attendance 
using smartphones/tablets/iPhones/iPads or AEBAS machines installed in the Office. 
2.Field Duties/Audit Hedd HAT 3Íar/hT, HSleY JaÍeT À 34 yaH 

All Officers/Officials engaged in Field Duties/Audit, will also mark their attendance 
mandatorily using smartphones/tablets/iPhones/iPads or AEBAS machines, during their stay at HQRS Gwalior. 



3.t enrt/stuÊT igit Htay HT}RT-73 fzajs 30.07.2025 3Hqurda 

Such Officers/Officials who have not registered themselves for AEBAS in compliance of 
O.0-73 shall complete their registration immediately. In case of any clarification regarding 
registration, AAO/IS Wing may be contácted. 

(Physical Attendance Registers) h TGGIT IToo | 
All Wings/Sections shall continue to maintain physical attendance registers for administrative 

purposes such as recording late attendance, sanctioned Jeave, unauthorized absence, etc. 

Attendance recorded through AEBAS shall be monitored regularly by the designated Nodal 
Officer. Shri Ashutosh Kumar, AAO/I.S. Wing is hereby designated to assist the Nodal 
Officer for this purpose. 
6.3510eIT HIHIGY Hr-Ht HTA: 9:30 q H 6:00 4 A5 ot f 1:30 PM 

Normal working hours for the Office shall be 9:30 AM to 6:00 PM, including a half-hour 
lunch break from 1:30 PM to 2:00 PM. However, all employees are exempted to mark their 
attendance with 10 minutes' grace period. 

7.4F-h1 hHurtt (Multi Tasking Staff - MTS) fery TÁ-UT II: 9:00 4 gT41 

Hours of work for Multi Tasking Staff (MTS) are from 9:00 A.M. to 6:00 P.M including a 
half-hourn., break from 1:30 PM to 2:00 PM. 

t4FT 2:00 adt 3:00 aß nrdy fhr adI, 3 3HN 3ufyfa (attendance) 

As per the IA &AD Sports Policy, the officials who are relieved for sp1s prac�ice in different 
discipline of sports from 2:00 PM or 03:00 PM, are ne rmitted to matn their attendance at 
02:00 PM or 03:00 PM, as the case may be. 



9.DoPT fies 04.07.1975, 27.08.1975 3tr 05.03.1982 HT IYt (OMs) 

HaHIR SEHsAY 4a HUT 891-Staff (App)-/09-2025/Vol.I 

As per the instructions contained in DoPT OMs dated 04.07.1975, 27.08.1975, and 

05.03.1982, circulated vide HQRS ltter No. 891-Staff (App)-V09-2025/Vol.I, half-a-day's 
Casual Leave (CL) shall be debited for each instance of late attendance, but, late attendance 
up to one hour, on not more than two occasions in a month, and for justifiable reasons may be 

condoned by the competent authority. 
10.3T25fF45 3AGArRT (T HfT 3AATRT-Earned Leave-a CL 54ee A ) AICG 5 
3fafts, 3A ROÊT 3fenfet/chferftut fasg CCS (3TRUn) fua, 1964 TEA 

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 or 
leaving early from Office as it amounts to "misconduct" under the CCS (Conduct) Rules, 
1964. 

Early leaving from office shall also be treated in the same manner as late coming. 

In case of failure to mark biometric attendance due to any reason, the matter shall be reported 
immediately to ihe Reporting Officer as well as Shri Ashutosh Kumar, AAON.S, Wing for 
necessary support. 

The data relating' to punctuality and attendance of an employee would also be taken into 
account, while considering him/her for important assignments, trainings, deputations and 
transfers/postings. 

fafk A
t 



All staff members are instructed to strictly follow the office timings and instructions relating 
to attendance and punctuality. The concerned Branch Officers/Section-in-charge of all 
Groups/Sections shall ensure proper monitoring and prepare the event report after verification 
of attendance with the attendance report from AEBAS portal provided by the Nodal Officer 
concerned. 
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1. Hfaa, HEIGUIHK (autteT-gH), AT. Tarfeur| 
2. 34 HEISIHR/T.VA. 0. 1, 2, 3, 4 Vd 5 

34 HEIeAIAR/IRIRHA 
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7. JIS 515d| 

SMU & Co-ordination aT Vetting & Report H0.-1,2,3,4,5, v..H. VH.4., DADSS, 

Qy/KT-11 
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