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It has been observed that some of the Officials & Staff including contractual 
staffs are habitually coming late to the office which has been viewed seriously by the 
Competent Authority. 

It is compulsory for all staff to follow prescribed office timings i.e. 09.00 a.m. to 
05.30 p.m. strictly and mark in and out attendance in the Biometric System, 
irrespective of their position/designation in order to maintain punctuality, discipline 
and proper decorum in the working system of the Institute. 

A suitable disciplinary action will be taken against the concerned staff on their 
habitual late mark/early going, henceforth as per the CCS Conduct Rules. 

All Head of Divisions/Head & OICs of Regional Stations I Section lncharges 
are requested to monitor regularly to ensure the punctuality of all staff including all 
contractual staffs .,_. 

These orders are for stri ct compliance. 

This issues with the approval of the Director. 

r 

( K.L eena)1Chief Adm 0ott~SG) 
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