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Office Order No. 22 of 2025

Sub. : Monitoring of Attendance of Officials working in Board’s Office.

It has been decided to repeal the Office Order No. 70 of 2024 regarding staggered timings
under stage-IV of GRAP due to severe+ air pollution. As the air pollution has eased out now,
normal timings of office hours i.e. 9:00 AM to 5:30 PM are restored.

2. Despite repetitive instructions, it has been noticed that maintenance of punctuality is
declining steadily over a period of time. There are also cases where employees are not marking their
attendance in AEBAS. It is again reiterated that employees should record their attendance in
AEBAS failing which will call for strict administrative actions against them.

3 Instructions for proper monitoring of the Punctuality through AEBAS have already been
issued and the same is reiterated time and again. As such, instructions issued vide office order No.
61 of 2024 may be referred for monitoring of punctuality through AEBAS.

4.  All Executive Directors/Directors are again requested to ensure that the instructions on
monitoring of punctuality (vide Office Order No. 61 of 2024) i.e. updating details of Reporting
Officer and monitoring through Group, are strictly followed by the branches working under them.
They may also initiate necessary corrective action based on the monthly punctuality reports.

5. The above instructions may be strictly adhered by all officers/staff.
No0.2024/0&M/9/1 (T. Srinivas)
Dated: 13.03.2025 Joint Secretary/ Railway Board

Tele No. 011-47845551
Email_Id: t.srinivasl@gov.in

All Officers/Branches in Board's Office, COFMOW Building and at Dayabasti, New
Delhi.

EDPG/MR, JDPG/MoSR(S), Sectt. of MoSR(R)

Room No.229, Rail Bhawan, Raisina Road, New Delhi-110001
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OFFICE ORDER No. 70 of 2024

Subject: Revised Office timings in Board's Office under revised Graded Response Action
Plan (GRAP) due to severe+ air pollution levels in Dethi NCR area - reg.

Attention is invited to DoP&T's OM dated 21.11.2024 regarding implementation of
actions under stage-1V (‘Severe+' Air Quality) of revised GRAP in various offices of
Central Government in Delhi NCR.

2 Owing to hazardous air quality levels in Delhi NCR area. DoP&T has advised to

adopt the following measures in respect of Offices located in Delhi/NCR:

(1) The officers/staft shall follow staggered timings as indicated below:

(a) 9.00 AM to 5.30 PM
(b) 10.00 AM to 6.30 PM

(ii) The officers/staff using personal vehicles should be encouraged to pool vehicles
and to use public transport to minimize the vehicular pollution.

3 All AMs/PEDS/EDs in Board's Office are requested to adopt these measures as per

their functional requirements ensuring that it should not have an adverse impact on
efficiency and productivity in any manner.

4, This issues with the approval of the competent authority. W

No0.2024/0&M/9/1 , (T. Srinivas)
Dated: 22.11.2024 Joint Secretary/ Railway Board

Email ID: t.svinivas! ¢ vov.in
Tele No. 011-47845551

All Officers/Branches in Board's Office, COFMOW Building and at Dayabasti, New Delhi.

Copy to:
EDPG/MR, JDPG/MoSR(S), Scctt. of MoSR(R)

Room No. 229, Rail Bhawan, Raisina Road, New Delhi-110001
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Office Order No. 61 of 2024
Sub : Monitoring of Attendance of Officials working in Board’s Office.

Aadhar Enabled Biometric Attendance System (AEBAS) was enabled for registering
Attendance with a view to ensuring and effectively monitoring attendance and punctuality of all
its officials as a means to efficient transaction’ of the office works. For the purpose, Wall
Mounted Biometric System, Desktop Biometric System and Phone based Biometric System have
been enabled for sinooth marking of attendance in Board’s Office. Instructions have also been

issued from time to time on marking of attendance and adhering to the guidelines on punctuality,
the last being vide Office Order No. 57 of 2024.

2. Despite these instructions, it has been noticed that maintenance of punctuality is steadily
declining over a period of time. There are also cases where employees are not marking their
attendance in AEBAS. Few officials have not yet registered themselves in Biometric Attendance
System to mark the attendance. It is again reiterated that employees should record their
attendance in AEBAS without fail, both at the time of coming and leaving office.

3 Instructions for proper monitoring of the Punctuality through AEBAS has already been
issued and the same is reiterated again.

(i) All DDs/USs/Section Officers will form a group of employees reporting to them on
the website (indianrailways.attendance.gov.in), through which their attendance can be
monitored daily. Forming of group will be done through RBCC.

(ii) A summary of the punctuality report of the employees in the branch will be put up by
1st week of every month by the branch in charge to the concemed reporting officers upto
ED level, for information and necessary action. A copy of the same will also be sent to
Secretary/Railway Board by 10th of every month on the email Id -
attendance.rb@rb.railnet.gov.in for further monitoring of attendance.

(iii) For Stenographic Officials, the officers with whom they are attached will monitor
their attendance by following the same procedure as outlined above.

4.  All Executive Directors/Directors are again requested to ensure that the instructions on
monitoring of punctuality outlined in para 3 above i.e. updating details of Reporting Officer and
monitoring through Group, are strictly followed by the branches working under them. They may
also initiate necessary corrective action based on the monthly punctuality reports.



5 The above instructions may be adhered to by all officers/staff without fail.

N0.2024/0&M/9/1 \Nﬁ-ﬁg

Dated: 11.10.2024 Joint Secretary/ Railway Board
Tele No. 011-23387446

Email_Id: t.srinivasl@gov.in

All Officers/Branches in Board's Office, COFMOW Building and at Dayabasti, New
Delhi.

EDPG/MR, JDPG/MoSR(S), Sectt. of MoSR(R)

Room No. 229, Rail Bhawan, New Delhi-110001



