
¦ÉÉ®úiÉÒªÉ ¨ÉÉxÉEò ¤ªÉÚ®úÉä 
BUREAU OF INDIAN STANDARDS 

ˆ¯ÖÛÃ£Ö×ŸÖ ¯Ö×¼ü�úÖ – 1 
ATTENDANCE STATEMENT – 1 GA 16

 
Ê´É¦ÉÉMÉ/+xÉÖ¦ÉÉMÉ 
Dept./Section 

ÊnùxÉÉÆEò 
Date 

¯ÖÏ´ÖÖ×�ÖŸÖ ×�úµÖÖ •ÖÖŸÖÖ Æîü ×�ú −Öß“Öê ×¤ü‹ �ú´ÖÔ“ÖÖ×¸üµÖÖë, •ÖÖê ˆŒŸÖ ×¾Ö¾Ö¸ü�ÖÖë �êú ¤üÖî¸üÖ−Ö ”ãû¼üß ¯Ö¸ü/†−Öã¯ÖÛÃ£ÖŸÖ £Öê, ________ �êú †»ÖÖ¾ÖÖ ‡ÃÖ †−Öã³ÖÖ�Ö/×¾Ö³ÖÖ�Ö �êú 
ÃÖ³Öß �ú´ÖÔ“ÖÖ¸üß �úÖµÖÔ¸üŸÖ £Öê (´ÖÓ•Öæ¸ü �úß �Ö‡Ô †Ö�úÛÃ´Ö�ú ”ãû×¼üµÖÖë ÃÖ×ÆüŸÖ, µÖ×¤ü �úÖê‡Ô ÆüÖê)*  Certified that all the employees in this 
Section/Department were on duty (which includes period of casual leave, if any, sanctioned) during the 
period covering ________ except those given below who have been on leave/absent as per details given 
against each 
+. �ú´ÖÔ“ÖÖ¸üß ×•Ö−Ö�úÖê †Ö�úÛÃ´Ö�ú †¾Ö�úÖ¿Ö �úß †¯Öê�ÖÖ †−µÖ ”ãû¼üß ´ÖÓ•Öæ¸ü �úß �Ö‡Ô  
A. Employees who have been granted leave other than casual leave 
Gò¨É ºÉÆ. 
Sl. No. 

�ú´ÖÔ“ÖÖ¸üß ÃÖÓ. 
Employee 

No. 

−ÖÖ´Ö †Öî¸ü ¯Ö¤ü−ÖÖ´Ö 
Name and designation 

”ãû¼üß �úß †¾Ö×¬Ö 
Period of 

Leave 

”ãû¼üß �úÖ ¯ÖÏ�úÖ¸ü  
Nature of leave

×¤ü−Ö 
Days 

1.      

2.      

3.      

4.      

5.      

6.      

¤É. �ú´ÖÔ“ÖÖ¸üß •ÖÖêê ‡ÃÖ ´ÖÆüß−Öê �êú ¤üÖî̧ Ö−Ö †−Öã¯ÖÛÃ£ÖŸÖ £Öê/¯Ö¤ü ŸµÖÖ�Ö ×�úµÖÖ  
B. Employees who are absent/resigned during the month 
Gò¨É ºÉÆ. 
Sl. No. 

�ú´ÖÔ“ÖÖ¸üß ÃÖÓ. 
Employee 

No. 

−ÖÖ´Ö †Öî¸ü ¯Ö¤ü−ÖÖ´Ö 
Name and designation 

iÉÉ®úÒJÉ VÉ¤É ºÉä +xÉÖ{ÉÎºlÉiÉ ½éþ/{Énù iªÉÉMÉ ÊEòªÉÉ 
Date from which absent/resigned 

1.    

2.    

3.    

Ê´É¦ÉÉMÉÒªÉ |É¨ÉÖJÉ 
Departmental Head 

†−Öã. †×¬Ö�úÖ¸üß 
Section Officer 

±ÉäJÉÉ ¨Éå ={ÉªÉÉäMÉ ½äþiÉÖ/For use in Accts 
‡xÉnäù„ÉEò (±ÉäJÉÉ) 
Director (Accounts) 

Ê]õ{{ÉÊhÉªÉÉÄ 
Notings 

†−Öã. †×¬Ö�úÖ¸üß  
Section Officer 


