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No. 4/10/2011 - PP Section ~— Q& <] O
Government of India .
Central Electricity Authority
Sewa Bhawan, 5% Flore, R.K. Puram
_ New Delhi-110066

CIRCULER

Subject: - Presence in office on time.

Puhctuality is @ virtue for which a person is appreciated and respected

- Punctuality is important at work place as an employee is paid only for time he/she

worked - .

v

c 20 dtis expectéd of each and every person/offjcer to be present at-his/her beat
~and start working at 9:30 a.m. unless he/she has sought special permission in advance
« for coming late of office 10 minutes relaxation may be given in arrival time for done

unforeseen circumstances person arriving late after the relaxed period will also be
considered late but the late arrival may be waived provided that they don’t repeat it

. day leave will be deducted from the casual leave account of the Government servant
for arriving late to office.

3. Often it is observed that most of the officers and staff do not compliance

punctuality despite the issuance of repeated instructions. Authority has considered
this undesirable situation seriously. Attention is invited to the rule 3 (1) (ii) of CCS
(conduct) Rule, 1964 where it is mentioned that every Government servant will
remain dedicated to his/her duty habit of late coming- to office will be considered
misconduct and disciplinary proceedings may be initiated against that Government
employee. It is also worth mentioning here that time bound presence must be

" ensured at every level by all the Government employees.

4., To ensure punctuality by all officers / staff and to comply it honestly the

following instructions are re-issued: -

(i) Attendance must be registered in Bio-Matric Attendance System {(BMAS)
on regular basis by all officers and staff. Everyone is expected to be on
seat ‘and start working at 9:30 AM unless he/she has sought special
permission for coming late leaving office time 6.00 PM should be complied

. properly. | :

(ii) Those officers /staff who are not registered in BMS are directed to register -
themselves compulsorily. ‘ ‘ “

. (i) Attendanceimust we marked in the register placed in Admn.Coordination
Section in case of any technical fault in System. : ' .

(iv)  Information regarding coming late must be furnished to the controlling
officers and for any lapse officer/staff- concerned will be personally
responsible. '
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Attendance will be monitored on regular basis in Bio-Matric System.

Matters related to habitual late comers will bé presented before Secretary -
(CEA) for suitable administrative action.

Surprise attendance check will also be done on all levels.

All coricerned to note down the above instructions for strict compliance.

>4 Timy

Secretary(CEA)

. All Officers/Staff, CEA.
- PAto Chairirnan/AlI Members/All Chief Engineer, Secretary, CEA.
= Chief Engineer, IT Division — it is requested that this letter be uploaded at

the website of CEA.
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