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No. AEBAS/NODAL/CSIR HRDG-2023 fed: 3 3d 2023 

HATTA OFFICE MEMERANDUM 3 

fargz ; védiovw (AEBAS) # 3330 Ath Ft Ud Friend # FATE TAC EA F Feast 

# Subject: In the context of marking attendance in AEBAS and maintaining 

discipline in the office 

IRF va 9X HTENENT HEAed Ud Hd WER GER FHI TAG TWAT 

foam fait # Weed of | AEBAS & aA IT & HAN Wel Th Hard dh HA A 

Tg AT SAAT § 

Please refer to the guidelines issued from time to time by CSIR Headquarters 

and Government of India on the above subject. As per the current data of AEBAS, 

it is brought to the notice of all staff members that: 

1) Fo TH SUeAR Zor 78 #¢ 1& &1 Some staff are not marking attendance. 

2) FO FH FACT HA FHT 97 TE WW © § AH HE aE AS FAT Aq AE 

# | Some staff are not punching in and some are not punching out. 

3) HF TWH EW UE gwd & ui Fd Row # FE-wew F 40 €¢ (39 F fv 

gfafesr 3m © sige) FH GU AE ar 57 W@T 8 | Many staff are not completing 40 

hours of working time (except half an hour per day for lunch) in five working daysin 

a week. 

Ir: wf FH Few FA: Fag 4 Ser § 6 wf oer weer AEBAS 

# attendance AEF HN Ud 3H Avy W WTEHEHN HEAT U6 HRA FHT dT 

HHT GEG 9X ST fem dei rarer &i | Gry 36 FEET # #1 AR AT Fd 

# sg 3ifrER, AEBAS & gfafdud wt fF ser gu Fried & ser 48 # 3 ai | 

gor Te WeET 379eT dar fold htips://csircx.attendance.gov.in/register/myemp 

AF FT oF vd RT of REY FF SA F c@nr nitasingh.n@csirres.in TFET HT | 

Therefore, all staff members are again advised to mark attendance in AEBAS 

as per rules and to follow the guidelines issued from time to time by CSIR 

Headquarters and Government of India on this subject. Also, as soon as any staff 

joins this office, he/she shall ensure with the nodal officer, AEBAS that the attendance 

data has transferred in the database of this office. All staff members should check 

their details on the link https:/csircx.attendance.gov.in/register/myemp and may inform 

at email nitasingh.n@csir.res.in in case of any discrepancy. 
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wey fr ARE NOE dele gat #@ ved fr Sel ve Fase ser 

Hr Se | To HEH HEE AG [oF Fed et & fav Hew gl 

Monthly reports for AEBAS attendance shall be provided to respective heads 

and action will be taken as per rules. Some of the main OMs/letters are enclosed 

for important instructions. Ne Ati 
rar fag, 
39 |iEE 

Aw Hira, vEeg 

Nodal Officer, AEBAS 
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aftss 37 fee, ATEIEHR, TEHREET 

aise fag va or Fen, fTasEsR, TaARaEe 

Be vd oar HOHE SUANN Bras 

9. 39 §H9, WH Ife 

10.83, 3 & : CSIR -HRDG 3d9¥Ise TW ITS aia 8d HY & FY 

11. 7@d3T , CSIR -HRDG 
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14. gem for 
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HTANEHR FATATTT Td HRA THR GAR TAT FAT TW AR $F 7&7 Ra 
Forder (Reger faawor 3g CSIR #&4ew va DoPT & dawmse &@) 

1. DoPT OM no. 11013/9/2014-EsttiA-lll) dated 21% November 2014 endorsed 

CSIR Haqrs. letter no. 5-1(239)/2014-PD dated 12" December 2014 

by 

2. DoPT OM no. 11013/9/2014-Estt.A-lll dated 22™ June 2015 endorsed by CSIR 

Hars. letter no. 5-1(17)/2008-PD dated 3™ July 2015 

CSIR Hgrs OM no. 8-6(2)/2014-Security dated 20" Jan 2016 

CSIR Hars. OM no. 6-1(1)/82-E-Ill dated 8" July 2019 

CSIR Hgrs. OM. no. 6-1(1)/82-E-lll dated 4" October 2019 

DoPT OM no. 11013/13/2023-Pers.Policy-A.lll dated 23th June 2023 

endorsed by CSIR Hqrs. letter no. 5-1(239)/2014-PD dated 24" July 2023 
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CRITED aun Kl enoca Ie que 

COUNCIL OF SCIENTIFIC & INDUSTRIAL RESEARCH 
FEO Had, 2 TH AE, A faee-110001 

Anusandhan Bhawan, 2, Rafi Marg, New Delhi-110001 

¥./ No. 5-1(239)/2014-PD fe=Aler/Dated: 12.12.2014 

99a / From: 

“gd wie (Fura) 
Joint Secretary (Admn.) 

Far H/ To: 

The Directors/Heads of all 

National Labs /Instts. of CSIR 
Hgrs./Complex/Centres/Units 

{a9 / Sub : Introduction of AADHAR Enabled Bio-metric Attendance system in CSIR-reg. 

HEIET/Sir, 

| am directed to forward herewith Ministry of Personnel, Public Grievances & Pensions, 
DoPT OM No.11013/9/2014-Estt(A-Ill) dated 21% November, 2014 on the above subject for 
information, guidance and compliance. 

Hac Yours faithfully 

SAnty SVE" 
(31731 

(EGY FAR /Vinod Kumar) 

37a¢ gfag (Fifa) 7 US(PD) 

HerdaA/Encl. T2afi/As above 

gfafaf@/Copy to: 

\ AH Fea IT Division with the request to make this OM available on the website & Policy 

Repository. 

2) wre wfa/Office copy 

Phone : EPABX-23710138, 23710144, 23710158, 23710468, 23710805, 23711251, 23714238, 23714249, 23714769, 23715303 
Fax : 91-11-23714788, Gram : CONSEARCH, NEW DELHI, E-mail : jsa@csir.res.in

Source URL: https://csirhrdg.res.in/



No: 11013/9/2014- Estt (A-lll) 
Government of India 

Ministry of Personnel, Public Grievances, & Pensions 
Department of Personnel & Training 

New Delhi, dated 21* November 2014. 

OFFICE MEMORANDUM 

Sub: Introduction of AADHAR Enabled Bio-metric Attendance System 

It has been decided to use an AADHAR Enabled Bio-metric Attendance System (AEBAS) in all offices of the Central Government, including attached/ sub-ordinate Offices, in India. The system will be installed in the offices located in Delhi New Delhi by 31% December 2014. In’ 
other places this may be installed by 26™ January 2015 

2. The equipment will be procured by the Ministries/ Departments as per 
specifications of DeitY on DGS&D Rate Contract from authorized vendors. 
The expenditure will be met by the Ministries/ Departments concerned 
under their O.E. The manual system of attendance may be phased out 
accordingly. 

3. The Department of Electronics and Information Technology (DeitY) will 
provide the technical guidance for installing the system. The equipment 
already procured by DeitY have a built in AMC of three years. The 

Ministries/ departments may ensure that the equipment being procured by 
them have similar provision. 

4. Biometric attendance system is only an enabling platform. There is 

no change in the instructions relating to office hours, late attendance etc. 

which will continue to apply. As per extant instructions, (contained in DoPT 

O.M. No: 28034/8/75- Estt-A dated 04-07-1975; No:28034/10/75-Estt-A dated 

27-08-1975; No: 28034/3/82 —Estt-A dated 05-03-1982) half-a-day's Casual 

Leave should be debited for each day of late attendance, but late 

attendance upto an hour, on not more than two occasions in a month, and 

for justifiable reasons may be condoned by the competent authority. In 

addition to debiting Casual Leave (or Earned Leave, when no CL is 

available). Disciplinary action may also be taken against government Er; 

(contd.... 
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No: 11013/9/2014- Estt (A-lll), dated 21-11-2014 

2. 

servants who are habitually late. Early leaving is also to be treated in the 

same manner as late coming. 

5. These orders come into force with immediate effect. 

6. All Ministries/ Departments are requested to bring this to the notice of 

all concerned. : 

(J.AlVaidyanathan) 

Director (Establishment) 

Tel: 23083179 

To: 

All Ministries/ Departments (As per standard list)

Source URL: https://csirhrdg.res.in/



dias aur ahfors Jeger awe 
COUNCIL OF SCIENTIFIC & INDUSTRIAL RESEARCH 

IqEUE Hae, 2 TH AE, a feeh-110001 
Anusandhan Bhawan, 2, Rafi Marg, New Delhi-110001 Sig noN® 

F./ No. 5-1(17)/2008-PD fei/Dated: 3/07/2015 

Se / From: 

HH Fa (FH) 
Joint Secretary (Admn.) 

Yar HI To: 
The Directors / Heads of all 
National Labs./Instts. of CSIR 

Hgrs./Complex/Centres/Units 

{89 / Sub: Observance of punctuality in Government Offices-req. 

HEIEAISir | Agiear/Madam, 

A HRA THN & Hiiareh, oleh Rr TT Foret HAT & fara HR gfaror fasmr grr 
SRI {avg oX feel 22 Sf, 2015 #1 SRY fv 10 Fria Tae HEAT 11013/9/2014-Estt A-lll 

STENT, ARTEL HR Harel! & fw 3 eer 1 fee gang 

| am directed to forward herewith Ministry of Personnel, Public Grievances & Pensions, 

Department of Personnel and Training OM No 11013/9/2014-Estt. A-Ill dated 22" June, 2015 on the 

above subject for information, guidance and compliance. 

ara/Y ours faithfully 

fants” Sof 

(f=1g HR / Vinod Kumar) 

aX wag Hf) / US(PD) 

FelsT/Encl. :ga9fl/As above 

gfafef/Copy to: 

1) Head, IT Division with the request to make this OM available on the website & Policy 
Repository. 

2) Fare wfa/Office copy 

Phone:  EPABX-23710138, 23710144, 23710158, 23710468, 23710805, 23711251, 23714238, 23714249, 23714769, 23715303 
Fax: 91-11-23714788, Gram : CONSEARCH, NEW DELHI, E-mail : jsa@csir.res.in
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No. 11013/9/2014-Estt. A-111 

Government of India 
Ministry of Personnel, Public Grievances & Pensions 

Department of Personnel & Training 
Establishment A-III Desk 

Ae ok ok ok ok 

North Block, New Delhi — 110001 
Dated June 22, 2015 

OFFICE MEMORANDUM 

Subject: Observance of punctuality in Government Offices. 

Instructions have been issued from time to time with regard to the need to observe 
punctuality by Government servants. Responsibility for ensuring punctuality in respect of 
their employees rests within Ministries/ Departments/ Offices. 

2. The decision to introduce AADHAR enabled Bio-metric Attendance System 
(AEBAS) in Central Government offices, including attached/ sub-ordinate offices, to replace 
the manual system of marking of attendance to ensure punctuality is to be implemented in all 
Ministries/ Departments. This Department vide O.M. of even no. dated 21.11.2014 and 
28.01.2015, while recognizing that the Biometric Attendance System is only an enabling 
platform had, inter-alia, stated that there was no change in the instructions relating to office 
hours, late attendance etc. 

3. In this connection attention is invited to Rule 3(1)(ii) of CCS (Conduct) Rules, 1964 
which stipulates that every Government servant shall at all times maintain devotion to duty. 
Habitual late attendance is viewed as conduct unbecoming of a Government servant and 
disciplinary action may be taken against such a Government servant. It is also added that 
punctuality in attendance is to be observed by Government servants at all levels, 

4. It is also requested that the necessary directions may be issued to all employees to 
mark their attendance in BAS portal on regular basis. al 

he Chaturvedi) 
Director (Establishment) 

Tel: 23093176 

To: 

All Ministries / Departments ol Government of India, 
Comptroller & Auditor General of India, New Delhi. 
Union Public Service Commission, New Delhi, 
Central Vigilance Commission, New Delhi. 
Central Bureau of Investigation, New Delhi. 
All Union Territories Administration. 
Lok Sabha / Rajya Sabha Secretariat 

- All attached and subordinate Offices of Ministry of Personnel, PG & Pensions. 
vw NIC, Department of Personnel & Training, North Block, New Delhi (for uploading 

the same on the website of this Ministry under the Head OMs & Orders-—» 
Establishment — Conduct Rules) 
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COUNCIL OF SCIENTIFIC & INDUSTRIAL RESEARCH Anusandhan Bhawan, 2, Rati Marg, New Delhi - 110001 

No.8-6(2)/2014-Secnrity 
Dated: 20/01/2016 

OFFICE MEMORANDUM = MUEMORKANDUNR 
Sub: Implementation of AEBAS in CSIR Hqrs with immediate effect. 

DG, CSIR in view of the AEBAS has approved implementation of flexi-time scheme in CSIR Hgrs (including IPU, TKDL, HRDC, URDIP, HRDG Complex, Science Center Guesthouse and Maharan; Bagh Guesthouse) with immediate effect. The scheme envisages the following: 

1. All employees need to complete 40 working hours (excluding half an hour for lunch) per week. A cushion of 1 Hr 30 mins for in-time and out-time respectively shall be given to employees. 
2. The flexi-time window is as follows - 

a. Login Time 8.15 AM to 9.45 AM 
b. Logout Time 4.45 PM to 6.15 PM 
¢. Employees are required to complete 40 working hours (excluding half an hour for lunch) in 5 working days within the proposed time bracket on a weekly basis. 

4. Employees are required to punch in-time and out time in the AEBAS installed machines within office Premises or any other Govt office in case of meetings/conference outside office and also while going out of office for 

action on monthly basis. 
6. Necessary efforts shall be made by Nodal Officer, AEBAS to enter required data of reporting / reviewing authorities in AEBAS portal in consultation with NIC for a comprehensive record of attendance, 
7. Magnetic cards previously used by employees to punch-in time and out-time henceforth be discontinued. HoDs may device their own mechanism to monitor attendance in any manner as deemed fit by them.

Source URL: https://csirhrdg.res.in/



“ey 

8. The employees willing to login in earlier then 8.15 AM or leave jater than 5.3) PMare free to do so in consultation with respective HODs, 
9. The said attendance system in AEBAS is to be implemented in letter and spirit and no employee is exempted from the attendance provisions. In case, if some employees do not punch-in or punch-out the attendance in AEBAS for whatever reasons, then they shall be treated as absent and HODs to report such cases to Central Office for needful action as per rules. 

All HODs/section and divisional heads may take necessary action in compliance of the above. 

Hindi version of this OM shall follow. 

fp 
(Madhur Prabhakar) 

Section Officer Copy to:- 

All HODs 
US O/0 DG, CSIR 
PA to JS (Admn.), CSIR 
PA to FA, CSIR, CSIR 
PA to CVO, CSIR 
Head IT with the request to host the order on CSIR Web-site Office Copy 
Guard File P
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FsTiferes oor fteNfiTe arau uRye 
ree Wad, Tht =r, TF feeeti- 110001 

F.6-1(1)/82-3.111 fei: 08.07.2019 

PRI ST 

firmer: Trier WH bY UTES! SHI XE & HEH | 

3eaT TT Ef ACHE Ter 3 eh Few feiRa sriferr aoa aT rer 78 av 38 & 3k 

NFER FAT RA HG & GAT See] Fel oid & | TEIHETa, TITHImgans = 39 cafe Rar 4 form | 

Ig fr favar Simm & fo 59 Hew F HiewansanR & Ei 20.1.2016 & SLANE. 8-6(2)/2014 
~ Ryne (wif dor) & area FF RRgd FRY User 8 WIN fy or go & | 7 en Sian @ fb 
HoT gear 3 gaat gfe) & aft with geval § 5 Fr Raat ¥ Srf-a97 & 40 vol (VST & 
org wife 1/2 © Bl BiedR) BY IX FAT HAT § | {ft Wi weil dl Fila qerar rie § 
Juferd BF & Foe wp aR OF: RY Wid & | UAT 7 Ge oh ed hl SRTAARaT HHT Se $i FREER 
IIT BRATS HI STRAT | 

wa JifaRed, wrmegel/ sramTeaet or Fer far sar € fF 7 aro Haft wie di uff 

FN aHFEgar Bl Hiler a JiR fat ofr fair or Ra wera & |e A aR | 

Pa 
“Shp (K AR 
Iq af 

RGAE CRERECRIE RIE 

wfciferfo: 
1. ARITEAR TEA / HAGA / TelISiiva / A1ee ew / Smeg Spine $hrs/ Taito Heamse 
PFT, TAIRSIAT, MITETE & FT THITEET/ SITHRTEE ~ 3 SRI S19 $I [Naas] HY TT 
FR & Gel A a ik 9 fornfra fase Sm & sre fed 

2. HEISE, HITHER & SRIie § aR Jia 

3. yer afd (we), AITdATER $f Fit die 

4. iT qomeeR, Avgenseirk & felt afer 

5. HEA adhd Afr, HUI3MER oh oll Aerie 

6. aftr gemeeR, Hoang & fof afar 

7. aise Suwfa (TERR) & felt af 

8. JU Gla (.1.), WUFATSIHR HEAT hl fst fea 

9. fe va RRR (Js), ATHTEIIR TEs 
10. fae ud ciEfR Ri (eiamusiern), HTaaEa qeaed 

11. 78, GI eNfidh- 50 are. of Hens dt deurse WW udls fh oF % RY afd 
12. stag uf
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SSIs qT SE STEN Rg 
Cmg— COUNCIL OF SCIENTIFIC & INDUSTRIAL RESEARCH 

Azadig, 
Amit Mahotsay FIEYE HEA, 2, IH AFT, FE f&e.110 001 

Anusandhan Bhawan, 2, Rafi Marg, New Delhi- 110 001 
CSIR 

The Innovation Engine of India 

No. : 5-1(239)/2014-PD 24.07.2023 
Dated 

From: Joint Secretary (Admn.) 

To : The Directors/Heads of all CSIR National Labs /Instts./Hqrs./Units 

Sub : Instructions regarding implementation of Aadhaar Enabled Biometric 
Attendance System (AEBAS) for attendance of all Council employees - 
reg. 

Sir / Madam, 

| am directed to refer to the instructions vide CSIR letter No. 5-1(239)/2014-PD 
dated 12.12.2014 regarding implementation of Aadhaar Enabled Biometric Attendance 
System (AEBAS) for attendance of all Council employees in CSIR and the instructions 
issued by DoPT vide Office Memorandum No. 11013/13/2023-Pers.Policy-A.lll dated 
23.06.2023 on the subject matter, the Competent Authority has decided as under: 

i. All CSIR Labs/Instts/Units/Centres shall ensure that the employees mark their 
attendance in AEBAS without fail; 

ii. Immediate steps shall be initiated by the CSIR Labs/Instts/Units/Centres for 
registration of biometric data in AEBAS in respect of all Council employees, if 
already not made; 

ii. In respect of Divyang employees, CSIR Labs/Instts/Units/Centres will make 
appropriate arrangements for providing easily accessible machines at lower 
heights or at their desks and for capturing biometrics through Face Recognition 
Machines; 

iv. CSIR Labs/Instts/Units/Centres shall also verify the information provided by the 
employees for AEBAS to ensure that the same is correct and updated; 

v. The concerned Nodal Officers shall provide information/attendance data 
including any discrepancy in Registered and Active Users to their 
Labs/Instts/Units/Centres concerned to ensure that employees mark their 
attendance on AEBAS; 

vi. CSIR Labs/Instts/Units/Centres shall ensure that the biometric machines remain 

functional at all times; and 

ZHI 
Phones : EPABX-23710138, 23710144, 23710158, 23710468, 23710805, 23711251, 23714238, 23714249, 23714769, lei 
Fax : 91-11-23714788 Website : http://www.csir.res.in Source URL: https://csirhrdg.res.in/



vii.  Director/Head in respect of CSIR Labs/Instts shall periodically monitor the 
marking of attendance to ensure punctuality and sensitize their employees to 
adhere to the instructions relating to office hours, late attendance etc. Habitual 
late attendance and early leaving of office should be viewed seriously and 
essentially discouraged and action against the same may be initiated under the 
extant GOI rules. 

2. All CSIR Labs/Instts/Units/Centres are also requested to inform the action taken 
by them against the habitual late comers latest by 07.08.2023. 

Yours faithfully, 

fs 7 L Tolyde HHed 
Sr. Deputy Secretary (PD) 

Encl. : As above 

Copy to: 

1) CSIR Website 

2) Office copy.
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