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BIS/HO/GSD/Circular(lO)/2019

BUREAU OF INDIAN STANDARDS
(GENERAL SERVICES DEPARTMENT)

CIRCULAR

Subject: Strengthening security arrangements at BIS HQ

Security arrangements at BIS HQ have been reviewed to further

strengthen the security arrangements. It has been observed that in some
departments visitors as well as officers of BIS stay in the office premises even
after office hours. For strengthening the security arrangement, it has been decided

that:

i)

iii)

No visitor should be allowed to stay in the office premises after visiting
hours i.e. 1500 to 1700 h.

[f any officer/staff intends to stay in the office after office hours, prior
intimation indicating the name of the officer/staff must be sent to the
Security Section on Form No. GA 2 available on BIS website under
“Administration related forms (GA series)”.

No employee shall enter into the office premises before 0800 h. In
case, any BIS employee is required to come to office for any official
work before 0800h, the information in this respect must be given to the
Security Section in advance. This restriction shall not be applicable to
the employees whose duty starts before 0800 h.

The Gym and club facilities have been provided to BIS employees at
HQ. The Gym remains open till 7 P.M. It has been observed that the
employees who use Gym and club facilities after office hour keep their
belongings (office bag/lunch tiffen etc.) in their departments and return
back after using the gym to their departments to collect the same. All
employees who are using the gym facilities after office hour are
requested to take their belongings with them and do not return back to
their departments after office hours.

The vehicles parked by officers and staff of BIS in the HQ premises
must be having Parking Sticker issued by the Security Section. In the
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absence of sticker on the vehicle, the vehicle will not be allowed to
enter in the BIS premises.

vi) All employees are requested to wear/display their identity cards while
on duty. All Heads of Departments are requested that such instructions
should also be conveyed to the contractual staff working in their
departments so that they also must wear/display the identity cards
issued to them.

vii)  As the e-codification of furniture and equipments at BIS HQ has been
done, no furniture and equipment will be shifted by any department to
another department on their own. The furniture & equipment will be
shifted with the permission of Head(GSD) so that the records will be
maintained/changed accordingly.

2 The above instruction must be complied strictly by all officers and staff at
HQ.
Q%
(N. Ravishankar)
Head (GSD)

Ref: Security/l1:1
Date: 1 October 2019

Circulated to : All Departments at BIS HQs through BIS intranet.
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