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IR9a / CIRCULAR
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Sub :  Qpservance of Punctuality and marking of attendance through AEBAS regarding.
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Of late it is observed that marking of Attendance through Aadhar Enabled
Biometric Attendance System (AEBAS) is not up to the desired level. It is a matter of
concern that in spite of clear instruction/guidelines from Hqrs. Office many officers and
Staff members are yet to follow the guidelines in letter and spirit.
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In this connection, kind attention of all concerned are drawn to the following
guidelines /instructions /circular/Office memorandum issued in this regard: -

(I) FEare aRas €. 2-13/11/9R9 (fewd) 2014-T@wT i 11-09-2015

qus Office Circular No. D-13/11/Circular (BAS) 2014-GEN dated 11-09-2015.
(1) 3.87.31. 9oT 9RYT §.330/48/12/(duwsd)/E24r-1/2015 et 27-04-2016.

SRO Pune Circular No33A/48/ 12/(BAS)/Estt-1/2015 dated 27-04-2016.
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Salient feature of the above circular/instruction are delineated as under: -
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The office timing is from 09:30AM to 06:00PM and it should be properly

followed. Each officer/official has to put in at least 40 Hours of real worktime

during 05 working days of the week.
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In the morning, the time recorded between 9.30 AM and 9.45 AM would not
be counted towards the shortfall as this is given for marking attendance in Biometric
system. Thereafter, late coming of upto 15 minutes may be relaxed for not more
than 2 days in a week keeping in view the transport problem or any other unforeseen
eventuality subject to the condition that the duration of late coming is compensated
by sitting late in the evening, preferably the same day or any other day of the same
week so that at least 40 hrs. OF work time for the 5-day week is maintained.
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Slmllariy, early departure upto 30 minutes can be relaxed for not more than
2 days in a week subject to the condition that the duration of early departure is
compensated by sitting extra time or any day of the same week so that at least 40
Hours. of work time for the 5-day week is maintained.
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All Branch Officers and Branch Managers are requested to ensure
punctuality and attendance of all subordinate staff working under them. They
should also provide monthly attendance report 1nco?orat1ng leave /absence data to
the Administration Branch and Cash Branch by 20™ of every month.
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Further, it is directed to all the Branch Manager to ensure that Biometric
Attendance Machine installed in their offices are functional. In case of non-
functioning of Biometric Attendance Machine in their office they may get it
repaired with the help of General Branch of SRO Pune. Till such time attendance
should be marked through Biometric Aadhar Seeding device.
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