Tea Board India
14, Biplabi Trailokya Maharaj Sarani,
Kolkata-700 001

Dated 09.06.2026

OFFICE MEMORANDUM NO. 64/2026

In suppression of all earlier Office Orders issued on the subject of office attendance, the
undersigned is directed to inform the decision of the Competent Authority about timings of
attending office by all Officers/Employees and Contractual staff in the Head Office, of the Board at
Kolkata in all working days:-

1 Biometric attendance will be compulsory w.e.f 10" June, 2026 for all regular and
contractual staff.

2 The working hour for the Head Office, Kolkata will be from 9:45 AM to 6:15 PM

with half an hour lunch break from 1:00 PM to 1:30 PM.

Grace period for attendance upto 10:30 AM.

4 Late Attendance between 10:31 AM to 10:45 AM is allowed upto maximum 4 times in a
month.

Attendance after 10:45 AM is treated as absent.

6 Half day casual leave shall be deducted for late attendance after exhausting the limit of
grace period.

7 Early departure before 6:15 PM without prior permission of the HoD shall attract deduction
of Casual Leave/Earned Leave.

8 Any employee who has been left with no Casual Leave, the Earned Leave shall be deducted.
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(Dr. Amrita Chakraborty)
Secretary In-charge
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Distribution:-

1 | All HoDs/Officers/Employees of Head Office
(including contractual employees)
(Except Dy. Chairman)

2 | P.As to Dy Chairman/Secretary/FA&CAQO & DTD

3 |iIT Cell With the request to upload in Board’s
website

4 | TBEA

5 | Establishment Branch | with spare copies
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