Rules & Regulations for All

· Everybody is required to perform their duties with full dedication and sincerity. 
· Everybody shall maintain utmost punctuality in time keeping. 
· No late coming shall be allowed without any reason or prior information.  
· Everybody shall take permission from HOD for any leave and not coming to office without intimation will be considered absent and strict action will be taken.
· For every absent, if it does not fall under any allotted leave, it will be leave without pay.
· Everyone shall handle maintain the office property namely- furniture, system, headphone, cupboards, switches and other equipments in a proper manner and any problem to any equipment must be informed to the Admin. Dept.
· Everyone shall maintain their proper dress code inside the office premises.
· If one intends to leave the job, he/she must give in written before 30 days.
· All Office records and data will be kept secret and it will not be shared outside the office premises.
· Everyday record shall be maintained in your dairy and it must be presented when required.
· Uses of Personal gadgets is strictly prohibited during office hour. Only Management officials will be authorize for it.
· Access/study of Magazines, News Paper, etc. are strictly prohibited during office hour.
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