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It has come to the notice of the Competent Authority that some staff members of this office are
frequently leaving the office premises during working hours without any official work or valid reason.
Further, it has been observed that some staff after marking their attendance go outside the office
building and remain absent for long durations often returning 1-2 hours late. This practice is highly
irregular and reflects poor discipline. The Competent Authority has taken a serious view of this and
has directed that the following instructions:

No staff member shall leave his/her place of duty during office hours without valid official reason and
prior permission of the concerned Sr. Audit Officer/ Assistant Audit Officer. Any staff member
proceeding outside the office building for any purpose shall mandatorily record his/her movement in
the register maintained at the East Gate (Reception Counter). The entry must clearly mention the time
of departure, detailed reason for leaving the office and the expected time of return.

In case the period of absence from the office premises exceeds 30 minutes during the office hours
(09:00 AM to 01:00 PM and 02:00 PM to 05:30 PM), the movement shall be recorded in the register
and must be in the knowledge of the respective Sr. Audit Officer /Assistant Audit Officer.

Any violation of these instructions will be viewed seriously and will attract appropriate disciplinary
action under the relevant rules. All staff members and Branch/Controlling officers (Sr. AOs/AAQs) are
directed to strictly comply of these orders. The Sectional Heads shall personally monitor and ensure
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