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Circular

Subject: Punctuality in attendance-regardlng

rt has been observed that some of the officiars of MSDE are not.maintaining punctuarityin attendance. The biGmehic .tt"na.n"";;;;;f ih:H emproyees indicates thdt they arehabituat ratecomers. Moreover,..no reave is iiiilii;T; day of absence as per the recordsgiffi?';"i:,,!Ti:li'ffi1,-..;.ij:n s".,"t#,'iia"dri[ rij!,i"*"oihi.;& #;iii"ia r,.,

2' - ln this regard the guidelines on punctuality in attendance are stipulated below forrererence and stric{ compliance:
(i) A[ the officers and staff sharr remain present in office during working hours i.e. 9.ooa m to 5 30 p m so every emproyee of MsDi;;;"0 to u" in office during these hoursunress a speciar permission foi.rite. attend*;" h;$;;; obtained. persons riachinq officewithin ten minutes of the ooening t,.r^ -.i" ijir"iiJflr, f"t". Such late coming riay becondoned 

_unless it becomes i mattlr of trequeni;;;;#;;.
.r.,"$'o","nrl},ii'''*n,,il,?'L,,. "'i 

-ti.'!-i'"'-#;;1";" in Biometric Attendance
(iii) Harf a day's reave sha, be deducted for. each day,s rate a*endance.Late attendance uoto an h9u1 0n not more than two occasrons rn a month may be permitted,if this is due to unavoidabre reasons. However, ir tne Jmployee is a habituar raie comer,suitabre disciprinary action may.ue taren lg;i;i hir/t'#irlouition to debitins reave.(iv) Harf a dav's leave in ihe ror;;;o;;;;;; ;ril;; on prior apprication. rhe prac,ticeto teave office earty with permission ,njrr u" airl.rrrtiJi.='

3 rn view of above. a[ MSDE officiars are requested to observe punctuarity in attendance.
:|;!5[.' 

n" atrendance wi, be viewed iiair.rv'J.-,i'riiii aaion wi, be taken against errins
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(Prabha S
Under Secretary(Estt.
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All officers/staff in MSDE
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Sr PPS to Secretary, MSDE

S/.hr- il

Ne'L<t

,q"44 ., \ rc-
'S6a^)



rT. fi- {40U,/ 03 /2O22_qI .
qr(il r(|6R

+t{r-{ frfirs qt< sqqqfrf,dr f{rqq
grq flfr trfi, (ff cr.f,"€ ffi_rrooor

qRq{ frttT ' o\' Lt' Lo?

Qtr +m .rqr * ft 
^qq\rq-St * 3ru wfuntu^rfi<r.,ft vqfufr t rrq fiqr++ q-8r re G dr ; €y_!'er#d ",fr_ft ffi€ iifi_d m.rm i B isTffi{ k + Bil+ rr+ *, T*+ qimn, Fnq{r e_gm + ;; ;loti",+, og*o3ricFqfr + ft-{ + ftc's{+ u* # _# # F *q {r vfr+, qqqr+€i sq {EE {tft{ilr t fr{r t +( R -ifr iltrni'}, ** qirn tr

e ##IJtltuft t crq # cr,i* qr ftnrftt$ Tied Bir sud Brdqril{ +

:) srft 3rfumr0 3t{ +,ffi 
T_,{ + ti.} + +{r+-crft g*6 s r} t crc s.so+i ro rrqicq t sqftrd . 1,fr-ffi + r+d 6ffi + F qz1 +

Nffi.'}.$s*"-,is-#a-+ fr k + *rod'+ aq
:,* #fri#'+ f* * mi"srfi, +HY*_\ffiHHqT F6rrT-t * 1.q o6 *.-*'r."qh fr, qrrqr ;r ir;r q*rl

"'+ orol$ffiG-r Edi T6 +'n#a''sc r ffi-}tffi **n
i:i) k+n fu ff tO + sqM * ftoJS Ri ff gfi src * qrqfirqa qcM Fr<uil + t*_A* i h'Co srrq * ffic<T qr sq ,it ?_sff +O + scm t eF.*" O ;'H t, drnft, qft r{vrt qn_cq k *

H*riT"*'tfr sq+ ffi uo ;";'o''** scss Br{snnnrir* sff:'",r q-r+ + *y qt 1<-r.+f6_ + q R.^ft^ei.fi * qr rrff tr*-dq* + qrr 6rqf-{ w6+ ffi H"; #'ik*" fr.qr q^qTl3. srfrffi + E{rt * y!*,_# ffibi'@ + 3{_{frs t,B + scffit rrq ff qrctff +r omq sti qr-eo-+ E-q+ + 
".fuft + *nmr- + ftqr" q\ryraqr +ff rrffii + ftr-a rq _tm + **ti "' y \f- trqf-{rqft

qcqe-S€ + qr11 3rffizm.fqrfr am< nBe 1pq1.1

Aqq + + ft

yftftR

vBe, q{Srff + EftB ftftW


