GENERAL INFORMATION
· Please maintain office timing and complete assigned tasks on time.
· Office timing: 9:00 AM to 6:00 PM
· Inform HR before taking leave
· Maintain professional behaviour in office
· Keep mobile phones on silent mode during meetings
· Submit daily work updates regularly
· Please avoid late coming and ensure attendance is marked correctly every day. 
· Keep your work area clean and follow company policies properly
· [bookmark: _GoBack]Team cooperation and discipline are important for smooth office work.
