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oFFICE MEIqpRANDUM

Sub : Rules for Implementation of Aadhar Enabled Biometric Attendance System (AEBAS) at
the Offices of Principal CCIT, Kerala, Region - reg.

In compliance with Department of Personnel & Training's O.M. No.l1013/9/2014-Estt (A-IID

datecl 21't November, 2014, Aadhar Enabled Biometric Attendance System (AEBAS) has been introduced

in Office premises under the jurisdiction of Prindipal Chief Commissioner of Income Tax, Kerala. The

Chairperson,CBDT has also vide F.No Dir(HqrsilCh(DTy25(15)/2A14 dated 23rd November 2015 djrected

implenrentation of AEBAS by 07.12"2015. The process is completed in about 60% n PT.CCTT, Kochi region

and is expected to be completed in the entire region by 18.12.2015. The following rules are required to be

followed by ail the officers and officials for operation of the system with immediate ef[ect:-

1. A1l officers and officials required to mark their attendance at arrival and at departure time inthe

Aadhar Enabled Biometric Attendance System (AEBAS) machine without any exception. The Biometric

Aclmin is to facilitate registration of officials who had not registered till date. Officials not registered may

contact Biometric Admin immediately.

2. The office timings are from 09.00 AM to 05.30 PM with 30 minutes of lunch break from 01.00 PM

to 0t.30 PM and these are to be scrupulously observed. Each official has to put in at ieast 40 hours ofwork

time for the full 5 days a week. In case there is a holiday in a week, the total hours of work time in that

particular week will be proportionately adjusted.

3. In the morning, the time recorded between 09.00 and 09.10 a.m. would not to be oounted towards

the shortfall as this is given for rnarking attendance in Biometric Attendance System. Thereafter, late

coming of upto 20 minutes may be relaxed keeping in view the transpott problem or any unforeseen

eventuality subject to the condition that the duration of late coming is compensated by sitting late in the

evening, preferabiy the same day or any other day of the same week so that the minirnum 40 Hours of work

time for the 5 days a week is maintained.

4. Similarly, early departure up to 30 minutes can be relaxed subject to the condition that the durafion

of early departure is compensated by sitting extra time on any day of the same week so thal the minimum of

40 hours of rn'ork time for the 5 days a week is maintained.

5. (a)Where an officer/official is required to go for an official meeting/requirement in another office

directly &gm home or proceed in the late afternoon from where helshe is not likely to return to ofTice, an

intirnation to this effect will be furnished in advance to his/her controlling officer through superior officer.
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(b)In case an officer/official is to atte4d some other Govt' Office in same station for official work or

on training at same or different station then such officer should mark his/her attendance in that office in the

morning or evening as the case may be. The rJetails of office where attendance was registered wili be

available in individual records in AEBAS'

"(c) The procedure for rnarking afJendance while on tour is being fonnulated and issued separately

after examining all aspects and necessary consultation. Till such time there is no need to make AEBAS entry

while on outstation tour.

Explanation: For the purpose of clauses 5,6,7 and i?, controlling olficer means:

a. where an offrcial is of rank upto ACIT/DCIT working in a Range(including TDS' International

Taxation, Central and Exemption), the Addl./Jt.CIT as thJ case may be' The same applies equally to

Auclit, I&CI, DR and lnvestigation Wing;

b.Whereanoff ical isofrankuptoACIT/DCITworkinginoff icesofPr.CCIT/CCIT/DGIT'the
Addl./Jt.CIT or Addl./Jt'DIT; t

c. where an offical is working in office of Pr'GIT/Pr'DIT/CIT and below rank of ITO' the

DCIT/ACIT/ITO(HQ) as the case may be;

d 'Where theof f i c ia l i so f rankofDCIT/ACIT/ IT0 /AOinotTrceofPr .CIT /Pr .DIT /CIT , the
Pr'ClT/Pr'DtT/CIT concerned;

e. where the official is ITO(MSTU), the Addl'/Jt'cIT in the office of Pr'cclTicclT concerned;

f. In respect of remaining officials, the Head of Department concerned

6. (a )Theof t i cersands ta f fdep ioyedonsearchr , /se izure /surveyc lu tysha l lbe t rea tedonduty 'The
organising JDIT/AddI.DIT/JCIT/Add'.GIT shail intimate rhe derails ro the conrrouing officer after which

such duty is to be recorded as tour'

(b) The Notice server should mark entry and exit as ancl when they attend office and the controlling

authority should validate outdoor duty as tour'

'7. [n exceptional cases like consuitation with doctors in cGHS Dispensary/ hospitals/ attending social

obligation, etc, late coming in the mornin lear|y departure in the afternoon up to two hours (maximum) wili

be allowed subject to the condition that prior iniimation/approvai of the immediate superior c'fficer has been

obtained and the duration of late cominglearly departure is compensated by devoting such extra hours of

rvork so as to ensure that the minimum 40 hour work schedule for the entire week is maintained' where

prior intimation/approval cannot be obtained due to unforeseen eventso the same has to be intimated to the

superior officer/Head of office immediately atter reporting for duty'The superior officer has to inform the

$ame to the controlling officer for necessary updation. This concession is available only twice in a monlh'

S . w h i l e t a k i n g f l e x i b i l i t y , i f m i n i m u m 4 0 h o u r s o f w o r k t i m e f o r t h e f u l l 5 d a y s a w e e k o r
proportionate work time @8 hours per working day of the week is not maintained' disciplinary action can

be initiated against the ening official as deemeJfit under the rules' As per extant instructions' (as contained

in Dopr o.M. Nor 28[34rg/75 - Estt - A dated 04.0'r.1975: No:28034/10/75-Estt - A dated 27.08'1975

No.2g03413/g2 -Estt - A dated 05.03.19g2) half a day's casual Leavq should be debited for each dav of late

attendance, but late attendance upto an hour, on not more than.two occasions in a month, and for justifiable

reasons may be condoned by the competent authority, in adaition to debiting casual Leave(or Earned

Leave, when no cL is available). The Govt. of India instruction is that disciplinary action is to lre taken

againstGoverrunentServantswhoarehabituallylate'Earlyleavingisalsotobetreatedinthesamemanngr
as late coming.
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9. ,4n1, official availing half-day Casual Leave in the tbrenoon will make arrival entry in the AEBAS

uptrf l . i0PMwithgra.cepel io, lof  l0minlr tesand theoff ic ialavai l inghalf-dayCa-sttal l " ,eaveintheafter
rrrriirr rvill iirake r:iepaftr,rre entr;r in the AIIBAS at (11,00 PM or after. 'X"he rela.xaticrn specified in clause 7 will

not be aviii lahie when half day leave is availed.

10. The officialsistaff ivho are required ti: perform shift duties (Security staff/ Cleaning staff) will be

r.:uicled b1'the timings of their duty assigned. Concemed authority responsible for assigning the shift duties

rvouid ensure compliance of minimum 40 hours duty in a full five days a week system.

11. All installed machines and corridors leading to these machines shali be vndet 24 hours surveillance

through CCTV cameras. Disciplinary/legal action shall be taken against any official found to be tampering

with the biornetric attencJance system/ surveillance system. The Bio metric Admn for the building should

intimate Addl.CIT(HQ)/DCIT(HQ), Olo the Pr. CCIT, Kochi in appropriate cases.

12, A regisrer will be kept at reception of each building to be used in the event of (i) machine(s) not

working. (ii) official unable to use AEBAS due to the fact of new employee on appointment/transfer and is

unable to log in pending completion of registration procedure and (iii) technical mismatch. The register is

required to be maintained irr the format as detailed below.

fJare D l .

No,
Name of
the
Officer

Design-
ation and
Ottce

Time
In

Time
Out

Full
Signature

Reason for entering
in this register

Counter sign by
Biometric
Admin.

The register will be signed periodically by the Biometric Admn. of the builcling'

13. The officers on leave or tour ar:e required to enter the detaits thereof in advance in the BAS and in

cases wlrere it is not done the same will be treated as absent and Casual LeavelBarned Leave as applicable

would be deducted.This will come into operation after the registered employee is made active employee.
Till such time ieave or tour application is to be submitted manually for reconciliation'

i4. Leave Record Management: At present the administration is not in a pqsi!iql!-o-,-$"1-eSfdigpgl,.l"Ug yill,
the manual afiendance register since Covernment of India has not issue4-€ny"l4$r.99li9nlltjlit 1!-8.S,S:*ffih;;'*=:iffi'rechnsto[y 

based sy$eni"nbdds'iiin; ii;';i;ttie 
'ifself -I{en6a 

ii *illTE pin?eni'to continue

with the manual register.fre officer maintaininfi flie leave records should after verifying (i) tour records, (ii)

leave sanction orders, (iii) requests for relaxation in aocordance with clauses 3,4 and 7 of this circular and

(iv) Ieave details recorded in a-gnaS recast leave records at the end of each month. He may inform officials

if request is made on leave balance position. Thus leave record management will be based on entries in

AEBAS records read with information maintained manually.

15. As there is no provision to relax cases of not closing attendance of a particular day in the system itself,

officials are therefore requested to make sure that exit is properly registered' The way AEBAS has recorded

absence/presence in such cases shall be final.

16. Where a manual entry is made at time of anival due to machine not working and machines are working

at time of exit, the regisiration made at exit stage will be recorded as arrival at that point of time' Hence

offioials has to repeatlh" r**" for exit time to be properly registered. In AEBAS, the logged work period

will be less than actual work period of the day. However, viewed together with manual entry at arrival, the

reconcilialion of work time will be made by Head of Office/DDO '

li. Congoiling officer will generate a monthly abstract of the attendance register of all the officers

under their charge, after verifin[ the attendance/non-attendance rvith the particulars (including manually

subrnittecl applications o, r*quurt*; and subrnit a copy duly certified, to Head of Office/ DDO for fufiher
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action/record after certifying that the entries therein are in accordance with t6e points mentioned in this
Office Memoraidum.

18. The Tablet/DeskJop based machines sent from C.R. Building to other offices has a wamanty upto 3l
March 2016. For warranty based service, the Bio-metric Admn. of tle building has to contact Shri. praveen,
Mob. No. 9447573522. Copy of bill will be provided to the Bio-metric admin for purpose of warranty ancl
repair an$ maintenance. Procurement against shortageslrepair and maintenance are to be handled by Bio-
metric Admn. for each building out of funds allotted to office m'entioned in coloum 1 of the table beiow.
Further, facilities enabling administration of the AEBAS, is to be extendecl by Head of Office of office jn
colnmn I of table below.

Office Location
CCI T, Thiruvananthapurarn Thiruvananthapuram
Pr CIT. Trivandrum Kollarn i

Pr ClT,Kottavam Kottayam, AIleppy, Thiruvalla
PT CCIT Kochi
Pr CIT 2.Kochi AI uta, Thodupuieha, Mattanch ery
Pr CIT Trissur Thrissur, Guruvayur. Paiehat
Pr CIT Kozhikode Kozhikode, Kannur, Kasargode and Tirur and Wyanad (when

office opens)

18. The above is subject to revision/addition/modification on the basis of any further instruotions of any
department of Gow of india or requirement found necessary on basis of inputs or incompatibility noted on
its working.

This issues with the approval of the Principal Chief Commissioner of Income Tax, Kerala

n  t l
J o r i *

(A. MOHAN)
Commissioner of Income Tax (Admn.& CO)

Copy to

CCIT, Thiruvanthapurarn/DGlT(inv), Kochi
All Pr.CsIT/PI.DIT/CsIT in Kerala
A1l Heads of Office in Kerala; for circulation and implementation
All Biometric Adrninistrators ; for implem entati on
AD(OL), Kochi
ZAO, CBDT KochilThiruvananthapuram and all FPUs.
General Secretary, IRS Associatior/ITGOA/ITEFiITSEWA

Income Tax Officer(PR)
o/o PT.CCIT. Kochi
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