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AADHAAR Enabled Biometric Attendance System (AEBAS) F ATH A
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“Standard Operating Procedure (SOP) for recording and monitoring
attendance through the Aadhaar-Enabled Biometric Attendance System
(AEBAS)”
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This Standard Operating Procedure (SOP) is being issued pursuant to Office Order
No.-41 dated 03.06.2026 issued by Admin. 11 section, which mandated the
recording of attendance via the Aadhaar-Enabled Biometric Attendance System
(AEBAS) for all officers and employees of the office.
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(a) Procedure for recording attendance
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All officers/employees of the office (regular and contractual) shall ensure that their
attendance is recorded through AEBAS both at the time of reporting to the office
and while leaving the office. Officers/employees posted on tour shall also
mandatorily record their attendance through AEBAS during their stay at the
Gwalior Headquarters.
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Maintenance of the sectional attendance register will continue as before unty]
further orders.
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Officer/official joining this office—whether upon new appointment or
transfer—must ensure that their AEBAS ID is activated within O7 days of their
date of joining.
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In the event of an officer/employee availing half-day casual leave: if on leave
during the morning session, they are required to record their arrival at the office
by 2:00 PM. Similarly, if availing half-day casual leave for the afternoon
session, they should record their departure from the office at or after 1:30 pM.
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(b) Monitoring process
1. 1S Wing §RT YA® A& & 2 dRW dd FHE/FFHNT aR FiHat &
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IUASY AT AT
The IS Wing will provide the group or section-wise attendance data of

personnel based on AEBAS in a soft copy to the respective group or section by
the 2nd day of every month.

2. T T IHFHET ERT IS Wing ERT Uers AEBAS 3UTRfY 3rer
T R AFEGER SRR & afdca goaE & 3ReRat g

Using the AEBAS attendance data provided by the IS Wing, taking action as
follows shall be the responsibility of the officers of the respective controlling
section/group.
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The controlling section concerned shall prepare monthly event report after
reconciling the AEBAS attendance data and accounting for any leave availed.
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