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CIRCULAR

ln pursuance to lnstitute Circular No.NITUK/Estt. lool20l5l00llA-502 dated 2O||U2OIS,iIis
observed that employees are not following the punctuality in attendance.

It is once again reiterated that every employee at all levels should maintain devotion to duty at
all the times. Habitual late atiendance is viewed as conduct unbecoming of an employee and
disciplinary action may be taken against such employees as per Rule 3(1Xii) of CCS (Conduct)
Rules, 1964.

It is also observed that employees are reluctant to sign the Attendance Register in respective
depa rtments/sections as per the official timings. lt is the primary duty of employees to first sign
the Attendance Register and then proceed for the respective assigned duties.

All the employees are, hereby, directed to adhere to the above instructions.

Copy to:

1. All employees through email
2. All HoDs/Section Heads - for stict comptiance in respective Department/Section.
3. PA to Registrar
4. PA to Director
5. Guard file - for record






