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Sub: Reply to RTI Requests of Shri Kareem Ansari, Barkatpura, Hyderabad

(RTI Requests No. PGCIL/R/T/23/00006 & 00007)

Information sought:

POWERGRID’s Reply:

Request to provide the information on All PSEs under

Ministry of Power:

(a) Kindly intimate the procedure followed to
stop/withhold pay & allowances of employees in
case of unauthorised absence.

In case, the attendance is within standard ‘IN PUNCH &
OUT PUNCH’ timings, the actual attendance data directly
moves/transfers to pay-roll in Finance Dept for release of
salary after execution of appropriate action in SAP by Time
Office (HR Dept).

In case, there is any deviation in terms of movement from
office, outside for other duties, the attendance gets
regularised in ‘Employee Self Service (ESS) in SAP’ as per
‘Standard Operating Procedure (SOP)’.

Employee submits the punched attendance record for
regularisation in ESS with ‘selection of appropriate
regularisation type (as defined code for regularization
type, like other duty, training outstation, time
regularization, etc.) along with remarks >> (ii) The
submitted attendance sheet moves to his/her respective
Controlling Officer >> (iii) The Controlling Officer
approves/rejects>>(iv) if approved by Controlling Officer
(E-7 & below) then the same is forwarded to next higher
level, as defined/tagged in ESS>>(v) The punch attendance
is approved & forwarded by HOD not below the rank of
E-8 to HR Dept-Time Office>>(vi) Time Office examines, if
found okay, approves & the same is forwarded to Finance
Establishment Dept for payment of salary.

In case of non-submission of monthly attendance by the
concerned employee, his/her salary for the absence
period will be automatically deducted by the system (SAP).

(b) Furnish copies of relevant rules.

Please provide clear copies of or verified links to any
gazettes, notifications, circulars or any other public
communications, as well as reports, budget
documents, expense statements, invoices, meeting
notes, checklists, office memos or emails that provide
information on this matter. See Section 2 (i) and 2 (j) of
the RTI Act (2005).

This is a Standard Operating Procedure defined in SAP. The
demo of Attendance Procedure System can also be
provided with prior appointment.

%’{/"’ww

00\\0'5\/







