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SO0V 0200 Adin |
& Cooverniment o Todia
\ Mintsiry of Health and Famids Welture
Directorate General of 1ealth Services
Admn | Section

yorman Bhawan, New Delly

dated the 38/ May. 2020

CIRCULAR
In pursuance of MHA and DoPT guidelines issued from time to time. it has been
decided that attendance of staff in respective Sections’ Units’ Cells will. hencelorth, be
monitored by concerned Section Officer’ Section Heads. Accordingly. all sections are required
lo maintain the allendance register

2. In addition 10 above the section heads’ Dy Directors will ulso send the anendance
details of staff in Sections cells under his control before (1 00 pan to his immediate superior
officer and the said atiendance details may be checked by Director or same level officer and sent
to Adm | Section by 03.00 p.n so that o consolidated atendance record could be maimntained in

Adm. | Secuon,

3 Similarly, Sr. PPS/ PPS/PS/ PAs attached with the senior officers should also maintamn

the attendance of the stafl attached with the officers concerned.

4 All are, therefore. requested to cooperate with Admn. Diva. on the above front so that
attendance record could be muintained properly and leave or other records be updated from nme

o time. The attendance details may be sent to arindam.bancrjeei@nic.in as per proforma

altached.
This issues with the approval of DGHS.

Encl : As above.
L itender Singh)

Dy. Director (Admn.)
Tel : 2306-2814

To,
All officers up to the level of Section Officer with the request to bring above
arrangement to the notice of all concerned and also act accordingly.

Copy to:

l. Sr. PPS 10 DGHS.
2. DD (GA) for uploading on website.
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Proforma fo inlenance of sitendance

_ Name of Section’ Cell
| hate:

] whether
IM absent, fintimation/

. fyame of . [Residential  [whether present ,
B ‘ thercol”  japplication
received
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