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GOVERNMENT OF MIZORAM
GENERAL ADMINISTRATION DEPARTMENT
Mizoram Secretariat, Mizoram New Capital Complex (MINECO), Aizawl-796001

email:gadmizoram@gmail.com
Aol ke

Aizawl, the 26" November, 2025

FFICE MEMORANDUM

Subject: Strict Compliance of instructions for maintenance of attendamce and
observance of punctuality in the Mizoram Secretariat

It has come to the notice of the Government that several officers and staff
working in the Mizoram Secretariat fail to mark their attendance on the Attendance Management
System (www.mizattendance.co.in} giving the impression that they are absent from the office.

All officers and staff working in the Mizoram Secretariat are, therefore, reminded
that the directions and instructions. for maintenance of attendance and observance of punictuality
in the Mizoram Secretariat issued vide Office Memorandum No.C.31015/5/2024-GAD
dt.22.03.2024 should be strictly complied in toto and required reports mentioned in the Office
Memorandum should be subimitted to-concerned authorities regularly as instructed.

ANl Principal Secretary/Commissioners &  Secretaries/Secretaries  shall
compulsorily mark their attendance in the biometric attendance system on all office working
days.

There shall be surprise check on the attendance of officers and staff by a team of
authorized officers.

All administrative heads of Departments are directed to enforce the strictest
adherence to punctuality and regular attendance within their respective departments.

A copy of the Office Memorandum No.C.31015/5/2024-GAD dt.22.03.2024 is
enclosed at Annexure. ’

Sd/- SUDHIR KUMAR
Principal Secretary to the Govt. of Mizoram
- General Administration Department
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Memo No.C-31015/5/2025-GAD :
Copy to:

1
2.

Secretary to the Governor of Mizoram.
PS to Chief Minister, Mizoram.

Aizawl, the 26" November, 2025

PS to Speaker/Ministers/Leader of Opposition/Deputy Speaker/Vice-Chairman, State
Planning Board/Deputy Govt. Chief Whip, Mizoram.

Sr. PPS to the Chief Secretary, Govt. of Mizoram.

All Pr, Secretaries/Commissioners/Secretaries/Special Secretaries, Govi, of Mizoram.

All Administrative Departments, Govt. of Mizoram.,

All Heads of Departments, Govt. of Mizoram.

Website Manager, GAD for uploading on the website.

Guard File,

Digitally signed by
Laldinfeli

Date: 26-11-2025
11:18:59

(LALDINFELI)
Under Secretary to the Govt. of Mizoram
General Administration Department

1721834/2025
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Géi{ERNMENT oF MIZORAM

GENERAL ADMINISTRATIGN DEPARTMEN T
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Dated Aizawl, the 2278 March, 2024~ 7

OFFICE MEMORANDUM

S bfeci: Observance of punctuality in the Mizoram Secretariat,

tf.ons have been 1ssued from txme to tune regardmg the need to

- i ; ttendance the Govemment o“f Mlzoram has demded to Jntroduce fa

-_;'cecogmnon-enabled Biometric Attendance :System. All Government: servants 2
' "working in-the Mizoram Secrefariat raust regisier their biometrics and scar..

E.‘.._;-?ﬂlemselves every working day on.-arrival -and departure in any of the

ttendance 'will be monitored in a dedicated web content managem
ystern www.mizattendance.co.dn, Every designated official will have zige
_ttendance zeports of theu' respecnve officérs and stafﬁ And will ‘be:

Admmmh'atwe I—Ieads of Dcpartments are to nommate: one Nodal

(Dﬁicer not below the ra.nk of Jomt Secretary for each department tOe

report of the Departrnent fo ~the admmlstratlve H‘ead The Nodal

Officer will also finction.as. Checking Officer:for Group A officers:

department[ wmg[ branch for: Group B C and D. employees They ‘
'submﬁ: deuly reporfs tq the Under Secretanes, who can also momto

es mstalled at wvarious Jlocations mthm the: Sécretariat, The .

ke A




€,

2 8; The tendency of Teaving office diaring working hours and before closing ’

controlling depa:ctments will glso have agcess to their emplo |
attendance details.

timesshould be firmly-discouraged.

4, Checking Officers are o record the movement: of dfficéts fstaff oni field
inspection; attending meetings -or' official dufies cutside the :office
premises.

5. If an employee is {afe and/or leavés -office eagly; -3 (three) siich
_instances will entail deduction: of 1 {one) half day GL by the Checiﬂng_
~ Officer. However, as provided in the ‘Central Secretariat Manual on

Office Procedure @fﬁce Management‘ ldte- dtténdatice: ipto an hou“"o ‘
mot more ‘than two. cccasions in a month. may be permitted: -

competent authority:if satisfied that it is:due to unavoidabl

T easons

6: The Administrative Heads are to ensure ithat there are mo habitual

offenders by taking prompt action: when required.

7. All Admiinisteative Heads shall subndit & fortnightly -Actioi Takcn

Report 1n ‘the prescnbed format {(enclosed) fo the iChiel' Secretary:

commencing from April 2024, positively:.

All Administrafive ‘Departments are instructed: to: ensure: compliance of the
above:orders.

Sdf-Dr. Renu Sharma, TAS
. ‘Chief; ‘Sectetaty to the:Goyt, of Mizoram
No6.€.31015/57/2024-GAD i Aiziwl; the 2271 ‘March; 2024

1) Secretary to:Governor; Mizorain.

2k P.S: 'EoChiefomster ‘Mizoram
P 'S g Avibve ster_s Leade:: of Opposmon/Deputy Speaker/Mszter -of

'=V1ce Chmrman S'_ Planning Board /Deputy Govt, ChlefW’mp

cipal Secretahes{ C&rﬁﬁésmner &"Sem:etanes/ 'Secretaries] Special

Scm'etanes, ‘Govt, of Mizoram. _
aty, MLA/MPSC/MIC/MSEC/MSCPCR/MBSE/ Mizorat Lokayuita
ir '1sfrat1v¢ D e_pa:fments




‘Period-of Report:
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