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Office Order

Attention of all officers and employees is invited to Rule 3 (1) (ii) of the Central Civil
Services (Conduct) Rules, 1964 which prescribes that every Government servant shall at
all times maintain devotion to duty. Habitual lateness will be treated as unbecoming
behaviour of a government servant and disciplinary action is liable to be taken against
such Government servant. It is also stated that punctuality in attendance by Government
servants will be observed at all levels.

It has come to the notice of the competent authority that many officers/employees
posted in the office are coming late to the office or leaving before time. tence, the
following guidelines are given to all officers/employees regarding coming (o and leaving
the office-

1. Arrival and Departure time of the office is 9:30 am and 6:00 pm respectively.

2. Half day casual leave or carned leave (if there is no casual leave left) will be debited for
cach day of late attendance. However, late attendance for a period upto one hour, if not
more than twice in a month and is due to a justifiable reason may be condoned by the
concerned Group Officer.

3. Habitual late attendance will attract disciplinary action.

4. The controlling officers of all sections are required to ensure compliance of the above
instructions.
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