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It has been decided to implement biometric attendance system in Main Office and Branch
Offices from 01-11-2022. For that 15 biometric attendance terminals were installed in Main Office
and 5 biometric terminals were installed in Branch Offices (Branch Office Kottayam -1,
Ernakulam-1, Thrissur-2 and Kozhikode-1). Staff Members have to punch in while reaching the
office and punch out while leaving the office. Attendance will be effected in the biometric system
only if both IN-punch and OUT-punch are registered. For marking the attendance in the biometric
attendance terminals, the staff member has to show their RFID card in the biometric terminal

followed by placing their finger in the biometric sensor. Hence, all staff members are required to
carry their office ID cards in person while coming to office.
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Any transfers/postings/change of sections within the Group shall be informed immediately
to OE (Admn) section without fail for making necessary changes in the biometric attendance
system.
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Staff members of Main Office can mark their attendance in any of the 15 biometric

attendance terminals installed at various locations within the office premises. The locations of the
biometric attendance terminals are as listed below:

wae wrtea/Main Building
forerelt wforer - 1T, (SITE) STTHTT & 91
Ground Floor - Near OE(Admn) Section
RESIRIER] - BRI
First Floor - Foyer
SIS - HI
Second Floor - Foyer

Yy waw/Pension Building
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Ground Floor - 2 terminals in the Foyer
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First Floor =~ - Near DAG’s cabin

s &7 wew/Rear Building
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Ground Floor - Near Entrance (Records side)
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First Floor - Near Lift (Both sides)
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Second Floor - Corridor near DAE 2 section
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Third Floor - Corridor near P04 section
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Fourth Floor - Near Sr. DAG(GE)’s cabin
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Fifth Floor - Corridor (Both sides)
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Sixth Floor - Corridor (Near GE18 section)
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If any of the staff member in Main Office is unable to mark their attendance in the
biometric attendance terminal due to any technical issues, the same has to be brought to the notice

of OE (Admn) Section immediately. Staff Members in Branch Offices may notify the same to
General Section/OE Section in their respective Offices.
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Section Heads should monitor the attendance of the staff members of their respective
section and the monthly absentee statement has to be forwarded to OE (Bills) section. Login IDs

for monitoring the attendance will be provided to the sections. Late attendance may be regulated
in accordance with extant MGP provisions.
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For the time being, physical attendance registers shall also be maintained in the sections.
Along with marking attendance in the biometric terminals, staff members are required to sign the
physical attendance registers also which will be dispensed with in due course.
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Any staff member who is yet to receive RFID cards or whose biometric enrollment is yet to
be done is required to contact OE (Admn) section immediately for the same.
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(This issues as per orders of Principal Accountant General)

afw EL wgw‘nmw (sreTrEE) '
Senior Deputy Accountant General (Admn.)
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