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GENERAL NOTICE
Subject: Punctual reporting at respective duty places.

Despite repeated instructions, it has been observed that certain
employees are not reaching their respective duty places at the prescribed
reporting time. Such instances adversely affect the orderly functioning of the
Institute, continuity of patient-care and other essential services, and the
discharge of assigned responsibilities. The matter has, therefore, been

viewed seriously by the competent authority.

All employees are hereby directed to report at their respective duty
places strictly as per the prescribed duty timings, roster, or office hours, as
applicable, and to remain available for the full duration of their assigned
duty. Attendance marking alone shall not be treated as sufficient
compliance where an employee does not report to the designated duty place
in time.

All Heads of Departments/Sections and In-charges are requested to
monitor compliance within their respective units and ensure strict
adherence to the prescribed duty timings. In every case of non-compliance,
they shall promptly forward a factual report to the undersigned, indicating
the name and designation of the employee, unit/section, scheduled
reporting time, actual reporting time, date, and relevant attendance or duty-

roster particulars.

Appropriate action against employees found to be in default shall be

initiated in accordance with the applicable rules and instructions.



This issues with the approval of the competent authority. P
5

(Dr%utta)

OSD, Deputy Director

Copy to:
1) All Heads of Departments/Sections and In-charges — for strict

compliance and necessary action.
2) All Notice Boards / Institute website — for wide circulation.
3) PA to Director - for kind information of Director.

4) Office file. \ﬂ /]:
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AN
(Dr, H. Dutta)

OSD, Deputy Director
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