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CIRCULAR / 9fgQx

Recently, it has been observed that, the submission of Monthly Absentee Report and Fortnightly Report
is leading to duplicity in maintaining a Leave records of the Officers/Officials. Moreover, the joining reports are
not being sent timely due to which leave orders are being issued late.

In order to reduce the duplicity and at the same time to ensure the Leaves and attendance of the
Officers/Officials are in tune with the online ERP and Biometric Attendance System (BAS), all Branch

Offices/Branches shall comply with following instructions w.e.f. 01°* August’24: -

1. The Monthly Absentee Report shall invariably be submitted to Admin Br. with copy to CRI and F&A
Branch, before the 05" of every month in the prescribed proforma only (Excel copy attached). All the

columns of the proforma must be duly filled. The submission of fornightly Report (Ref: Note issued

vide File No. 35-Z-17/18/Misc/Admin-18 dtd. 10.07.2023) has been discontinued w.e.f. 01.08.2024.

2. Branch Managers/Branch Officers shall ensure to submit the online 1) Biometric Attendance Reports
of the staff (duly signed) and 2) medical certificate i.e. MRO-359 in case of commuted leave (Ref.
Adirin Br. Circular dtd. 24.06.2024) along-with the absentee report.

3. It will be the sole responsibility of the signing authority to ensure that the leaves applied and the total
working hours of the staff (Ref: Admin Br. Circular dtd. 16.11.2017) mentioned in the Monthly
Absentee Report tally with online ERP records and BAS as well. If the Leave is applied offline, the
same shall be mentioned in remarks column mentioning the reasons for the same.

4. The Reporting Officer shall ensure that, the leave requests (except CL & RH) mentioned in Absentee
report is forwarded online with recommendations for approval/rejection, before the submission of
Monthly Absentee report.

5. All Branch Managers/Branch Officers are advised to expeditiously forward the online leave requests
except for CL & RH, pending at their level along-with recommendations.

6. The details provided in the Monthly Absentee Report will be treated as final, to ascertain the Leaves
and working hours of the Officers/Officials, on the basis of which the leaves will be regularised.

7. In case, if the Officer/Official has applied leave online bui didn’t avail the same, he/she shall
immediately withdraw the online leave application (if not approved) or initiate a cancellation request (if
leave is approved). and intimate the same to Admin Br. through Branch Office Manager/DCBO
(Incharge) [if posted in Branch Office/DCBO)] or through Reporting Officer (if posted at SRO Marol).

8. In case the Biometric attendance is not recorded, due to BAS machine malfunctioning, the Reporting
Officer shall direct its staff to record their attendance along-with timings in the attendance register and
mentioned the same under the head “Note™ of absentee report.

9. If the staff who is deputed on field duty/Aadhaar seeding. goes directly to his designated workplace
and/or goes directly from the designated workplace to residence on a particular day, without marking
the biometric attendance, the concerned Branch Manager / Branch officer / Nodal officer shall mention

the same in the Remarks column of Monthly Absentee Report.

Therefore, all Officers and Officials are advised to strictly follow and comply with the instructions
given in this circular.

This issues with the approval of DD(I/c) for strict compliance.
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