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OFFICE MEMORANDUM

Sub: Punctuality and Monitoring of attendance on Biometric Attendance System (AEBAS) in
CWC-reg.

Reference is invited to this Commission’s OM dated 27.04.2017 regarding adherence to
punctuality and reiterated vide this office OM dated 22.06.2023 and is to state that it has been found
that despite issuance of instructions from time to time, some of the officers/staff members do not
observe punctuality.

2. Such situation has been taken note of and viewed seriously by Higher Authority and the same is
also being monitored on daily basis by DoWR. Hence, all the officers/staff members are
directed to comply with the following instructions scrupulously: -

a) All Officers and staff are directed to mark their attendance upon arrival and at the time of
departure from office on AEBAS. It is mandatory that the officers and staff complete the
required working hours of 08:30 hrs. per day.

b) Those officers and staff who are still not registered in AEBAS shall register themselves without
fail.

c) Late arrival must always be reported to the immediate senior officer and for any lapse on this
account, the officer/staff concerned would personally be responsible. In case of any short falls
in office timing, the officer/staff will have to apply for leave as per CCS rules.

d) Responsibility for monitoring attendance and ensuring punctuality in respect of sub-ordinates
rests with respective Controlling officers in Wing/Organisation/Directorate. All the controlling
officers should strictly review the attendance of sub-ordinates and take necessary action in
case of any short falls.

The above instructions may be noted by all concerned for strict compliance.

This issues with the approval of Chief Engineer (HRM)

(Naresh Porwal)
Deputy Director
To,
All employees of CWC (HQ) (Through CWC website).
Copy to:
1. PPS to Chairman, CWC.
2. PPSto Member (WP&P/ D&R/ RM), CWC.
3. All the Chief Engineers CWC (HQ)/ JS (IN-Situ)/ Advisor (I1SO).
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