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This is with € to Order No. IGDTUW/BAMS/GA/2018/2861-2873 dated

16.07.2018 regardmg 12 of attendance through Bio-Metric Attendance Monitoring
System (BAMS). Ac > ly, every month a copy of the Bio-Metric Attendance is sent to
the HoD’s / Branch Heads for their concerned department through e-mail by System Analyst.

In view of this, all HoDs/Branch Heads are requested to ensure that all staff members
maintain University timing and mark bio-metric Attendance without fail and submit leave
application (CL/RH/EL/HPL/OD/SCL etc.) before proceeding on leave (in case of planned
leave) or immediately aﬂ”er availing leave (in case of unplanned leave).

Further, all HoDs/Branch Heads will maintain only CL/RH records of all the
faculty/staff and in case of Dean(s), HoD(s) all the leave applications and record will be
maintained by the Personnel Branch.

This issues with the approval of the Competent Authority. .
(Prof. R.K. Singh)
Registrar
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(Prof. R.K. Singh)

Registrar
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