
No. Admn4(271/Misc/2026/ : t :' Dated:2 ' .09.2026

OFFICE MEMORANDUM

Sub: Shict compliance of instructions with regard to punctuality and marking of
bio-metric attendance in offices -reg.

Reference is invitt'tl to various instructions i-ssuetl bv this office front time to
time regarding punctualih' and monitoring of attendancc. lt has come to the notice

of thc higher authorities, basetl on biometric attendance records and during the

surprise visit to sections/ offices, that several officers/officials of this office are

neither atlhering to the designatt'd officc hours in a suitable manner nor completing
the mantlatetl dailv n'orking hours. The mattcr has been view,ed seriousll and

aecorrlinglv, the follorving dirtctions art' issued to all Zonal Offict's/PAOs/5r.AOs
under the administrative control of the O/o Pr. Chief Controller of Accounts, CBIC:

a. All officers/ officials shall adhere to the designated office timings while
coming and departing the office.

b. Late coming antl earlv dt parture from office without prior written
permission/ appr()val of tlre ComPett'nt Authorih' shall not be allowed and

such action shall lre liable for disciplinan' action under the applicablt' rules.

c. Aadhar Based Biometric Attendance should be follo*'ed mandatorily and all
officers/ officials shall mark their attendance through AEBAS without fail.

d. Identi!.' all the officers/ officials not registered over AEBAS and whose

biometric irttt'ndarrcc [L)s havt not been transferretl to this department and

dirt'ct then'r to compulsorilv regisk'r/ transfer tht' Biomt'tric Attendance

S),stem imnrt'tliatelr'. r\ list of all such officers/ officia ls akrngwith thc reasons

for them not being registered/ thcir Ids not being transferred vet, tre furnishttl
to this office bt' 15.10.2026 positively.

e. Prior permission for leave should be mandatorilv obtainetl and of{icer/
official proceeding on leavt, without prior sanction from the Competent

Authoritv shall bc Iiablt' for tlisciplinarv action.

f. As per thc extant instructions issueti bv DoP&T, htrlf-a-tlar/s Casual Leavt,

(CL) shall tre debited for each instance of late coming or earlv lt'aving in
respect of t mployee rvith habitual irregular attendancc.

Contd...
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g. Habitual latc attendance shall amount to 'misconduct' under the CCS

(Conduct) Rules, 196{. I)efaulters shall tre liable for Disciplinarv- action.

11.rerefore, the consolidatetl attendance shall tre re\ticwed on a regular basis

irnd tlefaultors bc reported t() the /\dnlinistrative st'ction for iurther necessan'

actit ln.

h. AII controllir-rg officcrsf scction in-chargt's of this office shall serrsitize the

officials under their supcrvision to stricth' adhert' to the instructions relating

kr office hours, punctualitr antl biomt'tric attcntlance e tc.

2. All officers/ officia [s are.rdr,ised kr trt,at this nratt.,r $,ith due seriousness and

are expt'ctetl to maintain strict aclhcrenct, to thc prt'srr'bcd lvorking hours to avoid

any adninistrative consequences.

1. .l'lris 
issut's rvith the approval of thc Compt'tent Arrtlrorihv.

(Shashi Kumar Bisht)
Sr. Accounts Officer (Admin-I)

Copy for in formation/ rrecessarv action to:

l. All Zonal Heacls undrr O/ o Pt. CCA, CBIC with &e request to ensure
compliance.

2. All Sr. AOs/PAC)s of CBIC for complianct.
3. Sr. AO (CSl- & lT), O/o Pr. CCA, CBIC, No*, Delhi for uploading on w,ebsite

ir. ln
a. Sr. fslfslPA to Pr. CCA/CCA/Sr.CA, CBIC, Nera'Dethi.
5. All officials untlt'r O/o I'r. CCA, CBIC through their respeclive Sr.AO/ AAO.
6. Master Folder.
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