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BIS/HQ/Admn/Circular(17)/2019

BUREAU OF INDIAN STANDARDS
(Administration Department)

CIRCULAR
Subject: Maintenance of Punctuality in attending office

Ministry of Consumer Affairs, Food & Public Dist}ibution, Deptt. of Consumer Affairs,
vide their Office Memorandum No. A-50011/1/2014-Estt dated 20 June 2019 has instructed that
all employees should maintain punctuality in attending the office. It has also been mentioned in
the above O.M. that decision to introduce bio-metric attendance system in government offices is
to ensure punctuality of the employee. However, on review of the employees’ attendance in recent
days it has been observed that employees are coming to office after the stipulated time.

2. The attendance in office is being reviewed at the highest level. Instances of coming to
office after stipulated timings have been viewed seriously. Monitoring of the Biometric Attendance
System will be conducted regularly. Action as appropriate under the rules are liable to be taken
against such officers/officials who are coming late/leaving office before time without proper
permission.

3. DoPT had further issued instructions vide their Office Memorandum No. 11013/9/2014-
Estt.A-III dated 22 June 2015 with regard to punctuality. The para 3 of the said Office
Memorandum is reproduced below:

"In this connection attention is invited to Rule 3(1) (ii) of CCS (Conduct) Rules, 1964
which stipulates that every Government servant shall at all times maintain devotion to duty.
Habitual late attendance is viewed as conduct unbecoming of a Government servant and
disciplinary action may be taken against such a Government servant. It is also added that
punctuality in attendance is to be observed by Government servants at all levels".

4. All DDGs, Head of the Branch Offices/Labs and all Head of Departments at HQ shall
therefore ensure that employees working under them shall mark their attendance regularly in terms
of extant guidelines/instructions of Government in this regard and adhere to office timings.

(N. Vittoba)
Director (Administration)

Our Ref: Admn/09/42/2018
Date: 28 June 2019

Circulated to: All Departments at Hqs/ROs/BOs/Labs/NITS through BIS Intranet.



