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पįरपũ / Circular 
 

 Sub:  Implementation of Aadhar Enable Biometric Attendance System for attendance 
of all Government employees - Observance of Punctuality in Attendance –reg  

 Ref:   (1) DoPt Letter No. 11013/13/2023-Pers. Policy-A.III dated 15-6-2024 
                         (2) ICMR Letter No. E.16/68/2022-Admin/E-office142748 dated 18-6-2024 
  
Government of India vide ref (1) and ICMR vide ref (2) above, have forwarded the Office 
Memorandum regarding Implementation of Aadhar Enable Biometric Attendance System for 
attendance of all Government employees by various Ministries / Departments/ Organizations. 
Accordingly, 
  

1. The official working hours are 9:00 AM to 5:30 PM (Monday to Friday) 
2. Every staff at ICMR-NCDIR is expected to be in his/her allotted place of work by the 

prescribed office time of 9.00 AM on the working days unless he/she has previously 
obtained special permission for late attendance.  

3. To ensure punctuality of the officials of ICMR-NCDIR, the following instructions are 
reiterated for compliance: 
a. Late coming must always be reported to the immediate Reporting 

Officer/Administration. 
b. Attendance in the Biometric Attendance System (BAS) would be monitored on a 

regular basis by Administration and, names of habitual defaulters would be 
submitted to the Director for appropriate action. 

4. The officials and staff should obtain permission for early departure from their respective 
PI/supervisors. 

5. PIs/Supervisors shall be held responsible for late coming and early departure of the staff 
working under them.  

6. Further details are provided in the order. 
 

The above instructions may be noted by all concerned for compliance. 
       
यह िनदेशक महोदय के अनुमोदन से जारी िकया गया है। 
This issues with the approval of the Director. 
 
 
 

(रमेशा एन एम/Ramesha N M) 
                                                                         Ůशासिनक अिधकारी/Administrative Officer 

 To: 
1. All regular staff  
2. Mrs. F S Roselind, Scientist-E – with a request to upload in the website  
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