ALL INDIA INSTITUTE OF SPEECH AND HEARING
LIBRARY AND INFORMATION CENTRE
SH/LIC/STF/2018-19									    22.02.19
Submitted to the Director.
Sub: Monthly attendance report-reg.
Ref: 1. SH/E.34/2018-19 dated 21.01.19
2. Monthly employee attendance report from 01.01.19 to 31.01.19
3.  E-mail biometric report received from the Establishment Section dtd 22.02.19
4. SH/Dir/Gen75/2017-18 dated 08.09.17

Respected Madam,        
With reference to the above,  please find below the list of staff members working with the Library and Information Centre who have been marked as ‘Early Out’ or ‘Late-In’ for more than two instances from 1st to 31st January  2019 as per the biometric attendance report e-mailed by the Establishment Section.
It may please be noted that the Library and Information Centre is functioning from 8.30 am to 8.00 pm on all the working days. Accordingly, the staff members are working in 3 time slots:  8.30 am to 5.00 pm; 9.00 am to 5.30 pm and 11.30 am to 8.00 pm. That is the reason for the majority of ‘Early Out’ / ‘Late-In’ in the report. In this regard, the details of the staff members performing staggered duty will be submitted to the Establishment Section from this month without fail. 
However, also there are some instances of actual late coming by a few minutes by some staff members. They have been cautioned to be punctual in future. Hence, it is kindly recommended not to debit leave from the account.

List of Staff
1. Nandeesha, B.
2. Nidheesh David Kuruvila
3. Nanjundaswamy, N.
4. Lokesh, P.

	Yours faithfully,

Library and Information Officer
