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CIRCULAR

F
__Itis abserved that some of staff of various departments are nol marking their attendance
iric altendance machine requiarly. Due to this, the Competent Authority has taken a
v of this and directed that all employees (permanent & contractual) are to mark their
i the biometric altendance machine. Therefore, i has been decided that: -

e Department are 1o advice their employees posted In their departments 1o mark thair

8 using biomatric without fall

ayees are Informed that Institute (s going to attach the biomaetric attendance data with
0n of pay of all employees n future,

il @nsure that the biometric machine remaln function at all time

machine is not working/the employees not able to mark their attendance shall
il i writing to the Administration Section

1 Section shall penadically monitor the marking of attendance in Ensure

‘also sensitize the employess of the Institute (o adhere to the instructians relating

f8, |ale attendance olc. Habilual ale attendance and early leaving of office wil be
iy and shall be deall under the extant rules of the Instiiute

Bes of the Institute are advised to mark their attendance an the
'rqnwarig.

with th ' approval of the competent authority

Assistanl Registrar (Admn.Il)

il te it among the all em
mt & contractual) working n




