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CIRCULAR

Subject: AADHAR enabled biometric attendance system (AEBAS)

CAG Headquarters vide order dated 24.04.2025 has directed for implementation of the AADHAAR
enabled biometric attendance system (AEBAS) in all the field offices.

All officers/ officials are hereby directed to mark their attendance using personal smartphones from
30.07.25 using AEBAS without fail. This system is aimed at ensuring timely attendance and
improving overall discipline, and efficiency in the workplace. Non-compliance or habitual late-
coming may attract disciplinary action as per the rules in force.

Please note that BAS is only an enabling platform and there is no change in the punctuality
instructions relating to office hours, late attendance etc. issued vide office order dated 08.07.2025
which will continue to apply.

The detailed procedure to be followed for marking attendance on AEBAS and reporting of
biometric attendance and other related instructions is outlined in the Annexure.

This issues with the approval of the competent authority.
— il

Sr. Dy. Accountant General/Admin.

gfafofd gael wd 3raege sriaret &g i

URKISEERIBEIN Digitally signed by

(2) G@fda, 94 TETCTEBR Biv\;ar.zpér%,; pz,—g;gsh Prem
I ate: -07-

(B;Man?g%ﬁmwﬁéﬁaﬁBMeﬂmﬁ . 17:18:55

(4) Tl PrIferd B Jearge

Sr. Audit Officer/AE-BAS Nodal



Event
~ Exemption in late
arrival timing

Condonation on
late
arrival
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Early leaving from |

office
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of

Office Timings

~ As per admin. office order dated 08.07.2025

ANNEXURE

/\ctmn 1

Office timing is from 9:30 AM to 6:00 PM. However, c-mployees may bex
exempted to mark their attendance in the morning by 9:40 AM, with 10 }
minutes grace period. .
As per DOPT Circular dated 15 June 2024 and admin. office order dated

08.07.2025 regarding punctuality, half day casual leave (CL) or earned

leave (EL, if there is no CI, left) will be debited for each day of late

attendance. However, late attendance for a period up to 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.

If in case, employee leaves office early, this may also be treated in the

same manner as late coming.

regarding punctuality, in
addition to debiting CL (or EL, where no CL is available), disciplinary
action may also be initiated against Government servants coming o office
habitually late as it amounts to 'misconduct’ under the CCS(Conduct)
Rules, 1964.

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

Non-marking of
attendance

In case of failure to mark biometric attendance due to any reason, the
employee concerned shall promptly notify his reporting officer and nodal
officer to take necessary corrective action. However, failure toc mark
biometric attendance for more than two (2} times in a month must be
brought into the knowledge of head of the wing.

Intimation of any
change in
biometric
credentials

In order to maintain accurate biometric records, all employees are required
to update AEBAS himself/herself immediately about any change in their
section, designation, office building, or any other biometric attendance
related credentials. Any changes made will also to be informed to nodal
officer through email.

Continuation of
physical
attendance
register

Although biometric attendance is implemented, all sections are required to
maintain physical attendance registers as a supplementary record for
administrative purposes such as marking remarks of late coming
information, approved leaves, any unauthorized absence etc.

Absentee
Statement

Monthly absentee statement mentioning reasons of absence of the
respective employee shall continue to be sent by the sections/ wings to the
personal claims (PC) section for further necessary action. -

Updation of Tour
and Leave records

All officers and officials are hereby directed to update their tour and leave
details in AEBAS promptly and without exception

Reconciliation of
AEBAS employee
Data

"AEBASId
Creation/Transfer
upon
Joining/Relieving
from Office

Reconciliation of the data of registered employees on AEBAS with the |
employee data on other portals such as e-HRMS portal/ PEMS portal and
the list of employees maintained by the admin section will be done
fortnightly/monthly by PC/Admin Section. Any discrepancy may be
intimated timely to the Nodal officer to take corrective action.

(Intimate the AEBAS Nodal Officer to do the needful for that effect. |

When an employee joins the office, Admin section shall instruct such |
employee to get his AEBAS Id transferred to this office or registered in |
this office. If the employee is already registered in some other office on |
AEBAS, it is responsibility of the individual to get his/her id ransferred to |
this office.

In case of relieving of an employee from office, Admin section should
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