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Council of Scientific and Industrial Research
Anusandhan Bhawan, 2, Rafi Marg, New Delhi

No. 6-9(131)/02 E-1I Dated: 0.09.2015

CIRCULAR

: Observance of Punctuality in offic

To ensure punctuality and discipline among the staff Competent Authority has desired
that all Sectional Heads/Unit Heads shall submit the attendance registers of their respective
Sections/Units to their respective Heads of Division by 9:10 A.M. on all working days. The HoDs
will return the attendance registers to the respective Sections/Units in the evening.

2. Further, all staff is directed to sign the attendance register of their Section/Unit with

initials & time twice a day i.e. at the time of arriving in the office and while the leaving the office.
The respective HoDs are requested to check/sign the attendance registers either on daily basis/
from time to time.

3 The Divisional Heads/ Sectional Heads will be responsible for safekeeping of the
attendance registers. Attendance registers of previous years will also be kept in safe custody by
SO/Unit Head/HoD. %_é
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4. IT Division : With %he request to display this circular on website.
All Notice Boards

6. Office Copy



