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Subject: Strict Enforcement of Timely Attendance & Biometric Compliance
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It has been observed that a significant number of employees are persistently
reporting late to duty, despite multiple advisories stressing the importance of
punctuality.
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Such habitual tardiness disrupts workplace discipline and operational
efficiency, which has been viewed seriously by the competent Authority.
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In light of this, it is to reiterate that all the relevant measures will be implemented
to ensure strict adherence to attendance norms and following official working hours in
accordance with the circulars issued dated 02.07.2024 and 23.08.2024.
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Morning session: 9:15 A.M to 1:15 PM

Afternoon session: 1:45 P.M to 5:45 P.M
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Furthermore, all Officers/Officials must ensure that all movement outside the
office premises after reporting to work is properly recorded in the Staff Movement

Register of the concerned branch, with due approval of the reporting officer.
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Thus, all officers and officials under R.O Chennai are hereby advised to follow the

instructions stipulated in the above dated circulars diligently.
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This circular is issued with the approval of Additional Commissioner and

Regional Director.
Digitally signed by
LALI RAJKUMAR
Date: 24-03-2025
14:58:14
39 Th (TRATHeT)

Deputy Director (Admin)

dar & / To,

e FRITeT I8 F Wiy A, arEre it ar@Er FRTET / All Officers, Branches
and Branch Offices of R.O Chennai.



