PATNA COLLECTORATE

Service Book

Name of Employee-

Name of Post-




FORMAT OF SERVICE BOOK
PART-I
(Proﬁle of Em loyee)

1. Namece of Employee(in full)-

2. Father’s Name-
3. Mm;:&t—g‘ name;
4. Name ofPM D\C\Jm 'Cpif

S. Date of Birth(both in figures/words)-

6. Caste / Category-
7s Religion-
8. Address-
P.S.- District- State-

SLCXV\/O\.Q;\/\L % (»{9'\/0/\/1’) “XW —

Identification Marks-

o

10. Finger Prints-

Left

Right

(Signature of Office Head)



PART-II

(Details of Postings/Transfers)

A.
Date of | Order | Date | Issuing | Designation Post on Place of | Office of Date of Duration of
Joining | No. OfTicer which Posting Posting relieving Tenure
Transferred (y/m/d)
| 1 2 3 4 5 6 ) 8 9 10
'
B. Joining / Relieving Orders
Date of Joining Detail of order Signature, Name Date of Detail of order Signature,
with A.M/P.M) & Designation of | Relieving (with Name &
officer A.M/P.M) Designation of
officer
1 P 4 6




A. Annual Increment

Part-111

(Financial Section)

Year

Scale

Basic

salary

Date of

Increment

Amount of

Increment

Basic of

Increment

Attestation

of Officer




B. Revision of Scales

Date Of | Name of Pay- Basic Order & | Attestation | Remarks
Joining / Post Scale Salary Date of officer
Promotion
/ Revision
1 2 3 4 5 6 7

C. Fixation Charts of New Pay Scales due to Promotion/ACP/Revision




Part-1V

__,T/QM‘ N
(Confirmation/of Service)

A.Departmental Examination / Liabilities

Year

Subject

Date of Passing
the Exam

(Higher/Lower)

Letter No. /
Serial No. of
Result

Attestation of
Officer with
Name &

Designation




Part-V
(CONFIDENTIAL REMARK)

Part-A
Duration Name of Regularity | Knowledge | Behaviour | Obedience
(From to the Post in of Rules / with
) Attendance | Circulars colleagues
1 2 3 4 S5 6
Part-B
Sincerity | Behaviour | Integrity | Maintenance Overall Signature/
with of Remarks Name &
People Files/registers | (Cus*dine/Very | Designation
Good / Good /
Satisfactory / of the
Bcelow Average)
Officer
7 8 9 10 11 12




S, |

Part-VI
(Disciplinary Action)
Date of | Charges Date Of Finding | Punishment | Date of | Attestation
Suspension | levelled | Departmental of Awarded | revocation | (Name &
Proceeding | Enquiry of designation
. ) of the
Started Officer Suspension Officer)




A.Earned Leave:

Part-VII1

(Leave Account)

Year No. Of Days Present No. of | No. of | Balance | Attestation
Up to This Total Leave Leave of Officer
Last Year Earned | Taken
vear from |To| B
1 2 3 4 5 6 7 8




T o O I R T PR TR ST RS,

B.Casual Leave

Year | No. of Leave Sanctioned | Total No. | Total | Balance | Attestation
From To Total of Leave | No.of | Days | of Officer
Days | Admissible | Leave
Taken
1 2 3 4 5 6 7 8




C.Compensatory Leave

[ Year Detail of Days against Total No. | Total | Balance | Attestation
Leave is claimed of Lecave | No.of | Days | of Officer
From To Total | Admissible | Leave
Days Taken
1 2 3 4 5 6 7 8

10




p.Commuted Leave

—_—

Year

Detail of Days against

Leave is claimed

From

To Total

Days

3 4

—

Total No.
of Leave

Admissible

Total
No. of
Leave

Taken

Balance

Days

of Officer




r

b

[ Half Pay Leave
=

W Detail of Days against | Toyal No., Total | Balance m
Leave is claimed of Leave No. of | Days of Officer

From To Total | Admissible | Leave

Days Taken
/l"” 2 3*“[T 5 6 7 -"_8—————
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¢ Extra-Ordina ry Leave

/ear/q Detail of Days againg, m

Y Reason Total Total

Leave is claimed

From To | Total |

Days Leave Taken | Granted

For No. of | Days of of Officer

Granting | Leave Leave
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