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DDGA SECRETARIAT

CIRCULAR

Ref: DDGA/Admn./06/04(2016) 16 Mar 2020
Sub: Maintaining punctuality & discipline - reg.

Subsequent to the circular of even number dated 9 Mar 2020 exempting BIS employees for
marking their attendance in biometric machine upto 31 Mar 2020 as a part of the preventive steps
taken to safeguard from transmission of the novel coronovirus, a sharp decline in observing
punctuality has been observed by the Competent Authority. It is also observed that employees are
coming late in the morning and leaving office early in evening.  Such action of the employees
tantamount to unauthorised absence and thus unbecoming of an employee of the Bureau. As such,
late coming and early going by the officials of the Bureau have been viewed seriously by the
Competent Authority of the Bureau.

All employees inciuding contractual and outsourced persons are, therefore, required to strictly
follow the office timings. The information  of any employee regarding coming late/leaving early
should be with the permission of the superior authority.

This issues with the approval of DG:BIS.

z)m

{Roma Roy)
Deputy Director General (Admn.)

Circualted to all Deptt. at BIS HQs.




