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it is brought to the notice of all employees of ITPO that the Bio-
metric attendance machine has now been integrated with the Salary
Computation Software. The salary of the employees henceforth be
automatically computed every month based on the record of their
attendancs enterert intg in the Bic-metric attendd::Le machine.
2. . Salary of an employee who will absent unauthorizedly wili
automatically be deducted from his coming month's salary. In view of
tnis, a!l employees are advised to give prior information to their
respective Establishment Sections through their HCDs, about their
proceeding ch i€ave Of any Kind/deputation/training, etc. in case of any
gmergency, i.e., an employee is unable to give wrior information about
his absence from office, information in writing should be given by his

Section where he is working to the Establishmer.t Section concerned
within 2 days from the date of such an absence.

3. It has also peen found that several Divisions are still continuing the
system of recording the attendance in Attendance Registers along with
the Time Attendance Machines. The »y.icm of recording the
attendance in Attendance Registers may, thererore, be discontinued
with immediate effect in the Divisions concerned.

4. It is again reiterated that :

- An official will be permitted to register attendance vbeycnd 1000
hrs as and when unexpected axigencies, namely traffic jams, vehicle
breaikdown etc., would require. However, the late arrival will hot be
permitted beyond 1030 hrs and on six days in @ month. However, the
official would compensate for the la2te arrival by putting matching hours
beyond office timings on the date of such late arrival.

i) Half day's casual ieave wiil be deducted from the casual leave
account of an official who registers attendance between 1030 hrs anc
1100 hrs ior 3 working days in @ month. The officials registering

attendancs natween 11 hrs ana 1330 hrs., will be treated on half day's
casual leave on that day.

i) Not more than 2 short leaves, for maximum of 2 hours, either in
, the morning, between the office hours or in the evening, in a month
: will be permitted to an official, cven if the subsequiant short leaves are
recommended by the HOC ccacernca. If the short ieaves are more than
2 in a month, then on every third occasion, half days's casuai ieave Wil
bz deducted from the casual leave account of the empioyee concerneo.

similarty, If the short leave is for more than 2 hours, half day's casuai
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leave will be deducted from the casual leave account of the employee
concerned. ,

iv) It Is often found that many officials are in the frequent habit of
either forgetting the Bio-metric Attendance Card at home or forget to
punch tneir cards and inform the Administration Division through notes
about their presence on such days. Thié’has been viewed seriously. It
has now been decided that such employees who forget their Bio-metric
Attendance Card at home, or.forget to punch their cards, wiil mark
their physical attendancs with actual time of arrival and departure in
the Attendance Register kept in their respective Establishmeiit Sections.
However, this will be allowed on a maximum of 2 occasions in a month.

On thira occasion, one day's casual leave will be deducted from the
casual leave account of the emplioyee concerned.

Vi In case of loss of the Card, the same should be reported to the Sr.
Manager (Admn), who will arrange to issue a duplicate card to the
employee concerned on the same day upon payment of Rs.60/- for the
first occasion, Rs.120/- for the second occasion and so on.

Vi) Employees deputed for work outside the office, must inform their
respective Establishment Section in writing in advance or positively by
the next working day, through their HODs, failing which they will be

treated on leave till the inforrnation in writing is received for such
© autside quties.

5. All employees are requested to kindly note the above instructions
for compliance.
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