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m ft:q-qrfWmf'lli'" ~;rl: ~Ulf<tdf"m'l ~ ~ :

(~) ~ ~ ftq;:jfrfWmf'lli'" q;r fclcRur

(<it) ~&n'f1'f!"?II~, foR 'R q:;l'f 'liB! wFa;T(I t
em) "",Ilj'?~ foR'R:I&l"ffif"! am ijqifj{On~ 'i-flUlf<td (31f$T) f<n<lT1fll1t
cit) 'f-I1Rfi:lc~ RfmnftllT I

~ 6m 'liT<if~ ~-~-~.q ~ 'll1:fulI1 t am tl311R~, 'lR 'f;1hT,~ 1Rfi:lc-~, ~
1Rfi:lc'f>13~1;;l]'fu m tIM.q t ~~ "?116m 'liT<if~ OO!ffi~ ~ f.rf<l ~~ mm d'd<<;i41{I

. ~ : :...... 1Rfi:lcf.rf<l ~ em'! VJI. VJI. VJI. q;r ~
31f~q;r~8R

(ffil\lq; R~'fill ~) "IJll .

Will : .

"IJll .

'lG'll'l : ,........... .

~ .

,

•

2. tl ~ ~ iIi«!I{ fcl;~ 6m qf1Jfuq:;l'f ~ ~ m~<itt 'R 'I;'f '}~lniNr1fll1t am tl q:;l'f-~ ~ ~ W'1Tfc!<I
<!fdU~~~~'i"tm~~1 .

~ ~ 'Rfi:lllJ!l ; .
'lG'll'l :.:..................... GJUf.rf<l f<n<lT1fll1t I

fu:liq;' : .

Will : .

"IJll : .

'lG'll'l : : .
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~ "IlI7'C'1 ~

3. fClii'lqRo'4uft

~ c:AT fu1:l;jq;jq;f ~ 31Wl 'liCIl:it' ~ ~ iii 6i'l1: 'Wff am iii m it' f.!fclo:rm, f.!tlfftI ftIf!.! am <irffi
fffig~~1

4.0 f.:lfCl~1ctt «'l<£.ft

4.1 "!!f'G f.!fclo:r~ t it ~ 6i'l1: 1\u 3.0 it' ~ lTl.l:m "Bwr:r ~ ~ <ffi, um it' 'ifIlI ~ ~ ~ I

"!!f'G f.!fclo:r6Jqi"B ~ omit t it ~ ~ 'liCIl:it'M~6Jqi "BiIi1'l1't~ ~ ~ ~ <flfq;wr:r "B'W ~ <ffi
it' "11TH'! ~ I IfurU 'liCIl:'R, ";l\mf<li6i'l1: 3.0 it' <!(Il~PT~ t f.!fclo:rm am wR q,'j film aifclm W'ft ~ I<mit
'liCIl:'R full;taT 0fiT'«IT f<?mn m-.:rr ~ I~ 'R f.!fclo:rm am ~ wR q,'j film 0fiT~ ~ ~ I

4.2 "!!f'G~ ~ m"B 1@'ifIlIq,'j omit 3iWm ~"B 'ifIlI q,'j omit t it ~ ~ <!iW 'fiRU1~ ~ ~";if] ~ t I



ft;.li<l; : .

3lfIl'!i\'R
aWNRl0%

3lfIl'!i\1%(~)

fl-.;:H Ch1wFil M(f1 ~

{i1"1Jl >I"t"R "fc!'lWT

G\$rr.~, <'f;n

~: ~,~<roT <Sl\l4l0<l ~~ AQai'l om«t.i

~: 1. ~ -:{l ('li41 ~. : Q!l'«lel (Oil~ / (Oil41l{M/ fcr-riq; i

2. Q!l'«lil fll cfiH<i1 'flM 'Q;f~.:Q!l'«lel fil~ / (11flll{M/3;U;:it I .

fcr-riq; ~ i

3. .~ ~ ...................•....•......•....................•...fcr-riq; i

<.

ti. : 11. "ll. (~/

, .
~-q. ,

...........................

...........................

...........................

i ~,

6m~
"~t~~",
f.rf<l f<f;<rr orr WI

Bk ti13'IT

•
~ ti13'IT

,



6m ~ 'R 4 "!ffimo'1ft~ <1it v:t\ it "II'11fulf<!i<lr7J"1llt I q f{lll"111~ <131:!Ulclt foli<) ~
3l'l'i\ 31'n:<1~ 'li1: '1ft forcRui\(v:t\ it fu;l)~ 0fIlT~ ~ 'W o:W:rr~ foli~ '0I~QfiQfim <1~ m
3'I"fl:R'I~ mWlIft m f I

. <<'It{.fl ( gfli'tcl'O )

~ (~) ~fW)f.l:~~'Ift W-lN~~ ~~f."f<!"rn'lftfuf!.J<130 (<fm) R1<1'li'lftmm I'lfu:
6m "1ffU\af.l. W-lN ~ 3R' WlIft 'liT~ (~) 'i@ f<!i<lromrr t 3ih: ~ WlIft f.l:~ ~ ~ ii
act'lf€lct W-lN '1ft~ tft'lT qif w:nfl<I<12 ~ '1ft ~ 31Clflcl<I'lim~31'l1mii em 'R 'lit mT tm"'l ~
~ WlIft ~ fW) "11ft!~ '" mWI ~ ~ 1 "!ffimo'1ft~ <1lJ161l6~ "II'11fulf<!i<lr""IfIl:'TI1lJ161l6~ '1ft \Tfu ~
ii 0fIlT'1ft ~ I

'*'tlffi ett at 'jq Rt

~~ ~ ~<ffl(I~ ti&:rr ~tioilcl ii q;i)(ft'lft ~~~'Ift~ t~
foli 31"1'A31'R 'PI ti ~ ~ GIU9 f<!i<lrt I

q;iffitJdqq;(Un~ ~ ~fllllMl(UI~ WI Aa:il' '1ft WlIft '1ft ~ t!• ~ '1ft OIl~ t. <) ~
~ ~ fW) fC1f111'jf"1ctfof;Q:""IR~ ~~ GIU 3l'l'i\ WlIft 'liTm(~) 'li1:~ I~ q;p:if~ ~ ~ GIU
lIfcre mtlfu '"m~' "lIflrctc;qfu;GIU ti<iflclct~ ii, ~ 'R WlIft ~ ~ t m (~)t<RMt 'liT~
~1lJ1lT wrr~f<!i<lr""IfIl:'TI1 .

0!.JTfil,q;i)(ft'lft • ~ ~ ~ w~~~m[,'R, f,;ffi ~ ~ 7J"1llt 'iU U!R ~ ~,

WlIft 63R ~<mRmn~~d(lffim'lft w.mrii ~'Ift 'i'R' ah~~~/qt\i\liiltrcfi~"'lR1
31fcfw::q~ '1ft 0lI<l1

'lfu: 311'lf.l. ~ tft'lT ~ 3R' WlIft 'liT 'i@ ~fd'3I 'lffi f m *11*11'«1'liT 'W l"! .mlffiR ~ foli~ ~-~ ~
~ ~ <ffl(I~ ~ ~ 'li1:W!lctIt I

WlIft '1ft ~ (~) ~ GIU ~ 6tI"IIft!f.lfu 'liT '1ft ~ ~ ~ 'liT fflffi'«1 !J>&ll<.'l'l~;nf~
.m~ GIU 31f'1~4Ifuictf<!i<lr""lfll:'Tl"!.II irffi:j QfiQJ1il*1l,'l>l<.'1ifiictlGIU f.rrfct~-'PI ~ 31NR 'R 31WI<1;nflffiR
'PI f.rrfctf<!i<lr""IfIl:'TI1

~

"¥r ~ '1ft 31'n:<1~ '1>1<.'1'111<.'"'\\4~.

?WIift IN!l'ti (lfUgH)

. 1il'1l.a \Ifllf(1f4 :

1. lj&l"4"~Tll<ilclifi,*11*111{<.'I,~"I'{\~I'II
'F. 'f... .



1IT'f<1; llR'C'1 ~

2. q[1:"i1"111~, ~¥ftW<;R Q[1:'l'l"l1i,~"II~~i'l : ~ 3J:!U"ltf<!;~ amtarq:;it ~~'litfc!cRuIT "1m

"fllT ~ ~ i~ 'lit lfirT"R,"ilfu:~ m, ~ 'litm- 'Rfl:lZf.rto f<!;<:rr~ <l'li<ITt I

3. Wit 3!flf<li1U,~"litti, : : : ~ ~ tl'131f'l; ft1l1i,fc;.riq; '<t
<'PN if t I~ 7W~. t f<!;~~ ifli4\i.14'<t"" tf&.rr: ~ (ll:'!~ ~ m)tfW!titffi t<ml .
fc;.riq; <iT3fTl1W!"WITffiI'liB 'lit 01.J'W'.lI if>'{ 1

lfl~.ilq,'hrf~fim~~~~ -q~ 3RTtmn,mUT--q;r~CflI,l\('Ii:l ii atfc:'l('ll<l 'If;rr'ilW1

4. af;iP:I fcre"II"<i~,\"i1!;1l'01, , 1

'/

,.

s. af;iP:I fcre"ll"<i~ (~), !;1lBl'01,~ :om"ffi<:"R ~ 41lf'dmr'lit ~ it"lr~ f<!;<:rr~ h'ffl'lR if ffill
~ f.!<ltifif ~ ~. m 'lit w.mr if ~ 'fRT ~ (Rifl]('I-mo'lit ~ 1

6. fcre~ (:I@1\'I4~)tfcre"ll"<i~ (O<l'l),!;1l!;11'01,~ : (l'GmnTfu~ ~'Iit 3R!fuI 'liB '<tft1il -mo I

7. fire ~~ (~), \41\4l({\'I,TI;:ft : ~ '<t ml'l om f<!\l1<l~ (~ ~ "lrNf<!;<rr(l1'lT~ urn
.......................................................................................................... ~~~mRtf&.rr .
fc;.riq; t 1



fl~<'1c6l <'1 ••••1~fI ~

~ (f-qfCflffil ~) Cfl[ ifl141<"14

wiTJI-m<l, \'Rft

fu:liq; : .

. .

'Ii1tiim mti.

'!f.gmti ..

~ti ..

~ m.m.1R'f iii&! .
iiiq{14~I\jBI{ ~/3Wf<IR'I ii lJIT/WffjlJIT .
........ .:.~ .
fcl'lJll.............................'!f.g ,......................I$i q:;TmlWlll 'lR\@@tflmllifurr lJIT1lJi\trcit1
~lJIT............................................................................•........................................................................................iIi~

:~=~~~.::::..::::::::::::(:::::::::..:..::::::::::::::::::::::::::::::::::::::::~:::::::::::~.~.~
~'tlr:l) 'lft~iIi~~'lft~~'lftomft~1 . '" '~.' ',.'

~ <!l\lll'lnf~<Wtiii ~ ~ orrftf<mt ~ ~ I

'fcmur :

1. fol~l\l : I

2. m f-ilf<liffiI .m~ I

3. fcffi'll'ilT<ll(t 1ft. 0lR.), fi'\mlJ><.'I, \'Rftl

4.

s.

lJIT/WffjlJIT , :
(~'lIftrW\ tq ~ ~ wr:r 31'RI~ m 'IJ>Ci '!f.g m 3m<!~)

~ foM, M<liffil-3l'j'Wl, ftlftlQflI
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~:-II

1. .rm-~f1FI31f!f<fi1U q;r 'ITt!

2. (q;) .rm-.~'1>1 ftlf2J .
(13) 6J;l

3. ~ (.rm-.%~)v:ciq;tIFft
q;r 'ITt!, ~ .rm-~Sll:

'.

S. '«!1: (q;)" ~ '«!1

(13) crcPlR '«!1

6. q;tIFft % 3W1<!R'llf,s\"il"(Hlq;r 'ITt!, ~
fijf<liR'tllf-~ q;r'('fl\j WIT ~~ ~

(I) .

(~ q;r 'ITt!)

(II) .

('lfuf'Wit q;r 'ITt!)

. '...

f0iq; : .

..

, "fll'lI~llR .

"fll'lI~llR : .

•PI fimTff~ if '<'f' ~ Iff/lT <tt ~ t t.riI 'll'llIFiif ~ ffl'T awft.U'?1ff/lT 'IT'1JfIr'Ii! Iff/lT fRI <tt ~ JP1 <tt1 #f "1- 1/f!N(/q f&



f% -.;: H cti'tHq:;1~<a ft;ril::R:s
>rp9 (f-q fCflffi I ~) q:;r Cf)I<1f<.;'1<1

G\$n~, U<lt

( ~ f"l fcfll"E'ft<l dq i:4 H tu)
~; ~. ,.

JJft/WJ1IJJft .
6;[ ~ 'lG'llll fcl'WI .
~ , q,l f-qf'fiffil'l fi ili~ ~ .
3Wl<IR'l/f-qf'fiffii ~ if f1"1ljlilR m];RI ~-3lA q;'t ~ iRR q;'t -.mf\ t ;
1. "*rrft q;'t "lfI'l([[CfR'ft~ if m ];RI <ID!rili oRR 1l:'li ~ ili m~

2. f-qf'fiffi'1'lO!l'! ~~ ili 31fiFr.1

. f-qf'fi&:l'1'I 31fiFr"*rrft ili -,p:J "'ITm \ftTTTI

f-qf'fiffi"i'l ~ ~ 'lftw:Iur (~) m - 1Il'Jl!

f-qf'fiffi"i'l ~ ~ <;,mt -im: 'lftw:Iur (~) q;'t ~ 'I.'!~ lIffi ~ orR 1tI ~ _I <;,mt om:"T!;~'
"'-f-qC-f'fi--"ffi"I~'l.~ 'fiTlI«l]C[m f-qf'fiffil ~, ~ 3Wl<IR'l, ~ mili llWfll"ll ~.m-r ~ I

~ ili WilT<!. ~ q,l <ioif'!lil ~ M'fiMii ili -qmftq)i 'R'ft i;TTitI

f-qf'fiffil-O!l'! q;'t"llfu'!f<i 'fiTqrEII f-qf'fiffil ~ f1'l4iq(11 (lJ."Ill: 3lR) ll!'i f<::!iq; "ll 1I'11'it *'l'ft
ili~-f1~~lIj@ m-r~ I.<ft~i<n'fu"ll an~iliO!l'!, 'lR~ m, q;'t mn<f'i"*rrftq;'tCWl'R'fti;TTit-.IT 'lffi<lm<ii11:,
~ fcl'WI ili awm f.r:rfi ili 3l1fR i;TTit1

6'%'m~ Till:3Wl<IR'l ili cnt if m ~ q;'t ~ ~ -.mf\ t I

~ tll\lll ~ ili ~ "ll "Iffi m-r omrr t I

fcmur ;

1.

2.
3.

oiT?:: am ~ ~ ~ ~ ili 'I.'! *'l'ft q;'t f-qf'fiffi I~ f1'l4 ii'lctl ili"Tffifa:r<lv<l aww:r q,l ~ ~ ~ ~ ilicffi ~.
aww:r ili Wrn"l[lq"lRf ili ~ m 00 fcl'WI];RI f-qf'fiffil-O!l'! q;'t"llfu'!f<i fClf1'lfl1i1q;'t _ i.•-----------
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fl-.;: (W'I en1Wf>l H(f1 ft;:rfi::R;s
~ (f-qfCfiffil wmt) CfiT Cfilll\t'1ll

G1:$n~, -{Rft

(m~ alf4I'1IC1~ fi~1'1'# qSllilH )

.
"fi. : tti ffll!f1/ ttl Qf4'«"lf1.l11!1 fit r'li f\11~I ~ : .

,

ttiffll!f1 ~ ; 1$l!fcl'Wl-q'lil%l 'Jill lJitIRit~'Jil : :.............................. .

................................................................................................... ~ tihJ.traiT -:i .

.~ qiI~ ( ~

llT?f) ~ fitf'lif\11 31flFl ~ tim ~ ~ ~ ~ ~ -q~ OfTW1 t" 16'l1f;I ~ lUm"lR ~ 1J~ 6m 31flFl-q <l "ifiit

~ ,,""$Ii ~~eroqiI~j;IU 'I ~ ~ "fitit ttlffll!f1 ~ :.. 1$l!fcl'Wl~

'Jill 'Jil"rRft~ 'Jil qiI

fitf'lif\11 ~m8J'li,

ttlfflQj1 !j&lIWI, 00 1
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7[Rq; rmarr W1>1'Fr

8. f.RT~fllBRlI ~ f<lim.n .• q;) " f-qfq;(B1-<fiTt"00 -::r@fol;<n"f11('T11

9. f-qfq;ffil~~fllBRlI~~f<lim .n~'liTf.rmu" f-qfq;ffil~ f1'l4Iq0l"(~. 11:. 3W.) t-~mfol;<n
"f11('T11.

f-q fCfi t'E"ll c):; ft;ro: c:iI Hh'11 q:IT m
(f-qfq;ffil~ f1'l4Iq,.;1(~. 1l;.3W.) if qfiJffi w.!!WlT ~ a:r$r)

2. mm 'R l"fu: aIDlJRl1f<'ftfilfu

3. mmt-tNt~(18crl~q;l161)~)

4. mm 'liTfclwff~, oil 6lfqqlf~dm ("'lfu: 61) 18crl ~ ~ t)

5. mm q;) 31fqqlf~d3ih:~(J"IIIR"Til("'lfu: 61) 18crl ~ a:rf~ t)

w. W.~. c):; 3iWfll<"l3fR~IDU~
R:I((t?Ch ~ ~ ~ c):; 3ic:il. <:j &lfm

~-'WI (f2JIaIDlJRl~

~ 'WI 'lfT 3Fl fti<tGR

.~ ~ (oil 'l'iT'fIT <lh: in: 1fR: -::r@ ffiv: 7J1l:t)
~~

q;"ffi~ ~ ~ 'IiPfuI 'lfufllFlt

••--------------
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fl-.; M q:;'t M q:,') M('f1 .~

~ (f.qfCflffil ~) Cl>T Cfi14fC"14

G\*rr~, U<l\

~: .

•

'\

~-q ,

~"Ifii'!jqi (\1;1.t{.) .
m.m.~.
U<l\1

~ 'l?fm ~ t-~ if ~ ~ 'lW!I

~ f<l;m/~t\'!m : , 'liT

'tIitit-filf<fiffil mf.rf<l "!if f<l;1:fflr:rr~/ ~ 31'RT~ am ql[hllRill ~ q;j 'tIitit-filf<fiffil m;;rtl] 'f;\ ~ ~0fIlT"!if ~ .

~ am: "IOl1l'll filf<fiffii fcJ'Wf (m.'Q!1.VJI.3lJ'WI) q;j<l'm'!t m/~t\'!m : :.

.................................................................. t- 'II'! 'R :.............................q;j 'f<liT':rr Wq ~ ~ 'f<liT':rr Wq "!if ~ 1

~"Ifii'!jqi (f<!. Wmt)
\1'hil'«'l 5&11(111, U<l\ I
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~ 'liT CIlWf'lf<h<W'l 6'fi'lR t!~ qRiiR'fi iiim!.lm ~ qRiil(qi iii ; ii
~ orr <Jq;(f] t <!!.IT "3'%' ~ c m 'lBl) 'fiT
f'lf<hct'l 1-31fut!$ f<!;<rrorr <Jq;(f] t I .

~

lJi~ 3W!OR'I~ 3W!OR'I,~ mT'I ii~ al~ 3itt M<hM'l ~ v:ci6'fi'lR ~ allcH'lM t I

i ,

3W'ft¥r/~~ ( ~ 'lBl) iii f'lf<hct'll
31fut! iiim!.l ~ f<!;<rrorr <Jq;(f] t I

~(~)

'fl. If. ~.
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ti. :

fl~M c6lMq;l~fI ft;rll::R;s
~'ifrrr~, "U;fi

fu:li'f; : ., .

.,

j
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~rm<r'T~

~~~(Service Book Entries)

1. Medically examined and declared fit for Gov!. service by the Assistant Civil Surgeon, :. Hospital, vide
letter No ; dated .

<I"Tfug ~-q;;ti ~ 31:!mnl~ll.f<fi-mR, ~GTU~q;hii"''l11~ am:
m<!ilU ~ ~ ~ ~ ~ ~.1J!IT I

2. Character and antecedents verified from the Deputy Commissioner/Distt. Magistrate/Collector of vide his
letter No :

...........~~-i'Hnijm~ "Ilf:;r$"'i~'1cnh'l~ <I"Tfug ~ -q;;m ~ 31jm{"'ilfur am: ~ 'l11
;;ifq 'liU "ffi ~ I

3. Service from to verified from relevant pay bills/pay bill register.

<I"Tfug .r aq; 'l11~ 'liTWll'R ~ ~- fofffi .r~ m~ .r ~ 1J!ITI

4. Probationary period terminated w.e.f (F. No )

<I"Tfug .r "'lftite.:rr-'liR'l(~l~~i1tl~) WlT!l~ 1J!IT(~m ) I

5. Appointed as w.e.f in the scale of pay of Rs vide O. O. No dated

/

<I"Tfug ~ ifll<&'l<l ~ m ~ • <I"Tfug .r~ ~ ~ ii
.................... ~"'l<::"'R~ ~ 1J!ITI

6. Pay fixed in the post of in the scale of Rs per month w.e.f vide .'s Order No. )
................. dated .

................ ~ <I"Tfug ~. ~ m ~ 31jm{ <I"Tfug .r ~"'l<::"'R~.

......................~~ ii~ ~ Wrn ~ 1J!ITI .

7. Granted eamed leave for days from : to w~h permission to prefix and suffix
............... resumed duty on .

<I"Tfug .r <% fu:'l 'l1131f;fq ;g~'h[c::R'l11~ I 'fiT W .r ~ am:W
~ 'IT<::~ 'l11~ ~ eft ~ I <I"Tfug 'fiT ~ "'R~ m Tfll: I

B. Travelling concession availed for the journey to home and back for self and family during ihe block year
...................... vide Bill No dated .; .

(~- qtj) ~ <:\u'l 'l1:;;rR am:"iI"T'ffiam ~ 31'R ~ ([~ 31'R 'lftcm: ~ ~ 'l1?!T-fl:<:!r:Rr'liT~
~ Imm <I"Tfug ~ I

9. Granted two advance increments with effect from raising the pay to Rs p.m. from .

<I"Tfug .r c:'t 3fu ~ ~~'l11 ~ ~ lfi<.1fqM~ <I"Tfug .r~ ~
m 1J!ITI

10. As a measure of penalty, the next increment is withheld for a period of one year without having the effect of
.postponing his future increment, vide Order No : dated .

fu:'ljq:; ~ ~ m GTU3WJ11:ft~d11foii <"ilMM v:'l' qtj 'l11am ~ ~ ~ eft ~ t~
'11Cl\ ~d11foii<i'i"'R~.~ 1I~ "1OT~ I

fD-----------
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",f.

"""" rmot1 ~
11, Allowed to cross the Efficiency Bar at the stage of Rs in the scale of post of viz. Rs raising the

pay in the post to Rs p.m. w.e.! vide Order No dated .

3l$T <&IT <li"fug &m iIi'lC; iIi~~ ih 'R am ~ UtI 'liT'lR 'liB qi\ ~
<{t ~ ~ 4iclfCI{i\QoRT& it ~ ~~ '5Ifu ~ m 'PlTI

.. iii 3l$T -e oRT& &m iii 'lC;'R ~11IQ'il{i\Qit ~ 'liB iii m '$rcl ~ 1fll:I

.... : iii 3l$T -e oRT& &m iIi'lC; 'R '$rcl ~ 'liT ~t1t'<1Rd ~ 1fll:I

Promoted to officiate as vide Order No dated .

Promoted as and transferred to vide Office Order No dated .

Reverted to the substantive post of vide Order No c .. dated .

3l$T -e oRT& &m iii ~ 'lC;'R ~"':liqFJd(1tcR) ~ 1fll:I

12.

(-,
'-

13.

j

14.

15. Transferred to vide Order No dated (F. No )

3l$T -e oRT& (~-e ) &m 'lit ~111'<1Rd~~ 'PlT t

16. Retired from service w.e.! : vide Order No dated .

............ iii 3l$T -e oRT& iii ~ oRT& it itcn-~ (~) m 1fll:I

17. .Resignation accepted by the vide their Order No dated .

............ ~ 3T'A 3l$T -e oRT& &m «IJl)-1p! ~ q;{ 1Wrr I

( 18. Resigned from service w.e.f .

oRT& .. : it «IJl)-1p! ~ ~ I

( 19. Service terminated w.e.f vide Order No dated (F. No )

oRT& iii 3l$T <&IT &m oRT& it itcn w:ml qi\ ~ (~<&IT ) I

20. Ordered that Shri shall not be entitled to pay and allowances for (his absence being treated as
unauthorised) and his absence will cause break in service vide Order No dated .

<rtr 3l$T ~ ~ t f<!> m ..... oRT& it .... (f<f) iii ~ ~ o2ll ~ WI 'liB iii ~ ~ WI (~~
~{~IF"I(l~~~t) loRT& ili3l$T<&IT .... iIi~~ ~{~If"l{jit~itcn*r~~~1

21. Break in service on .... of Shri .... has been conconed w.e.f ..... vide Order No ..... dated ....

m ..: qi\ itcn i\ oRT& iii *r 'lit oRT& iii 3l$T -e oRT& iii &m 'lf4i ~ 'PlT I

(
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~rmorr~
~if;-.m~~~~~~'!iT~~'11ll'li1:fW.rrt.~~ -

('ll) ~ 'Iit&lT<:flm WlW'l <:fl~ ~ 'Iit&lT~ ~ if; til!! ~ q,'j t, 3l!!'lT

("l9) ~ ~ q,'j ~ m&'f1J1<i\;;RJ if; 3Rflfu ~ '~' 'Iit&lT~ q,'j t 3l!!'lT

(1]) ~ m<tn: bIU~ f.lflfo ~ ~ 3F:r 'Iit&lT~ 'Ii1: "ffi t 3l!!'lT

('l) ~ ~ ~ ~ ~ 'liJlf ~ 'W 'l't1if1l1I 'l1@ t f<l;~ "Q:m ~ '11ll 'Ii1: fW.rr t 1

~if; -.m ~ ~ ~ f<l;~ ~ ~ "!l<ftuffiJ '11ll t ~

('ll) ~ ~ 'Iit&lT<:flm~ WlW'l <:fl~ 'Iit&lT~ q,'\ ll11Zf'l if; ~ ~ 3l'f'lI'li{, ~ q,'j t 3l!!'lT

("l9) B'Tff'fi 'Iit&lT~ 3l!!'lT B'Tff'fi if; WlW'l <:fl~ ~ f<fim 3F:r 'Iit&lT~ ~ ~ ~ ~iflF('\jifl ~ !!T,3l!!'lT

(1]) ~ ~ ~ ~ -q:;rtj~ ~ 'l't1if1l1I 'l1@ t f<l;~ ~ ~ "!l<ftuffiJ '11ll t I

. Ei'lClI0 II -q:;n:f

~:

•~ffill'nT~ q;g~I

( ~ o:ftfu GfiT Cfi • "'I f..,. "'I "1 ~ 101-. Ifl.CfIT :a4'1a:rr .
1. ~ q,'j~ -;ftfu if; ifll'lf;q'l1 '!iT~ ~ ~ if;'JPi'llW! if;~ fcI'I1'I q,'\ tifq fu:l:rr 1J'l1t ~ wr:!-

wr:! 1!1:~ ~ 1963 (<:J!!T~ 1967) am ~ 3l~ 1976 ~ ~ ~ f.r:rtif if; 3Rflfu wr:!-wr:! 1!1:
tmT onU 'l1@t am ~ ~{j41di if; ~&<lWl\ful 'l1@t 1~ <Nt ~ ~ ~ awm: 1!1:"5f"ITftl~"lI11{f 'l1@
t I~, ~ ~ ~ '11ll~.rcnflfq; ~ q,'\ 311f.l-,m am 311f.l31~~!f.l<l;r!i ~ ~ ffillq:;-@~ am"3"1B
~"5f"ITftl ~"lI11{f ~ ~ ~ q,'\ ~ ~ 1

~ ~ (~~ fc!'IT'I) ":t mawm: 1!1:m ifll'lj;q'l1 ifll'l\(1'1 ~ m~am ~ 1'l1: W 1!1:1Jfuo 1'l1: ~ .
~ iflI'lj;q'l1 \4F'iRi'i'jq,'\ f.rffiRI q:;-@t ifll'l\(1'i1 '!iT~ fut&'f1J1q:;-@~ am ~ q IdleH"1"i!"1Rif; ~
~Fct'ilRldl~ ~ q:;-@~ I

2. ~ 3lfl#r:ll:! 1963 q,'j !.lRT4 if; 3Rflfu ~ ~ W1fu 1Jfuo t I~ W1fu if; 30 ~ ~ f;mii 20 ~ q
. 10 ~'lif if; m ~ I W1fu if; 3Rflfu 3 3Q\4F'iFct'li 1Jfuo ~ I ~ 3Q\4F'iFctif; 3Rflfu 10-10 ~ m ~ I ~.

~ W1fu 311f.l~ ~ ~ q,'\"IIt¥"'Il«it t I 3l'l (f<fi 3l1O ~Fct~<;111!1:~ ~ bIU 3l$T onUm
;;rr"¥~1

3, ~ ~ \4(1I$ifll<W1fu 1Jfuo q,'j ~ t I~ W1fu q,'j ~ q,'j 3lUl8;1<lT"II~ ~ q:;-@~ am <Nt ~ ~
~ "iflT<f~ "5f"ITftlq,'j"l1l1t&lTq,'j ;;rr<itt 1

~ W 1!1:1Jfuo ~ \4(1I$ifll\ W1fu q,'j ~ q,'j 3lUl8;1<lTl:Bi\ q:;-@~ I

~ q 3l~ ifll'l\(1'i1!f.l<l;r!i~ ~ ~~ iflI'l\;q'l1 \4F'iFct'li1Jfuo ~ am"3'fCl>'t~ awm: 1!1:~ ~
q,'j ;;rr<itt am ~ ~ q,'j 3lUl8;1<lTifll'l\(1 'I!f.riflr:r~ if;"II1FI ~ q:;-@~ I~ WJo;ff~ ~ <Nt «ffi 1!1:~ m
q,'j \4fllFct'li 1Jfuo q,'j ~ ~ am "3'fCI>'t~ awm: 1!1:~ ~ ~ ;;rr<it~ am "5f"ITftlq,'j "l1l1t&irq,'j ;;rr<itt 1

4D
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Provisions contained in the Official Language
Policy of Government of India

U"if'mlSIT 3U'm'.:t<OIQ, 1963.qiT urn
3( 3 ) : (1967 -q <:f2:fTmm~)

wft ~ CI lfil'l\W"la ~:~~ii
7ilTt\~~~1

0"'f1m t- 3ffi1CII ~ lffiT t- ~
1. f.r:rq
2. ~

3. ~Mlf1lfi CI3Fl ~

4. ~

5. ~Clq;m

6. ~/~

7. ~lJ5I

8. ~ Clf.fu:r ~

m~i;qii7ilTt\~~~1

~~, 1976 cnr f.:I~Q2

~ ~ 'liT f1"1fflf\!ld 31Jt!R 3 $l1 ii fcI~ ~
lJ'lI :

~~, ~~, fom<, ~, ~~,
(I"I f\!I11, Rffit, 3WlR f1'lililR, d,Rii'1<.'1, 0<1'i*j1I~ 3itt

~I

''If' ~

3lP;l~, df4<.'1111,itiwr, ~, ~, 31~ollij<.'1,

~, 3ffillll, ~, 'lfWl~, ~, fi:r"IRtl, ~,
7JtCIr,~~, ~ CI"1f1R~, ~, ~, ~ CI
~,~I

~ f.:I~Q,1976 cnr f.:I~Q5

~ ii "lI1l! ""liT 'liT ~ ~: ~ ii ~ mrrr Ia..

Section 3(3) of OL Act; 1963 : (as
amended in 1967)

All the Circulars and Office Orders are required
to be issued invariably in bilingual form.

.Further to the above under the same Section.

(i) Rules

. (ii) Notifications

(iii) Administrative and other reports

(iv) Advertisements

(v) Contracts & Agreements

(vi) Licences

(vii) Permits

(viii) Notices & Forms of tender

are also required to be issued in bilingual form.

)

)



~~, 1976 cnrR<Olq 9

( mft ~ ~ fRt if >lCi\1irnlmlll:JRl ~ ~

('Ii) m ~.?ll mWl'Ii8J?ll ~ ~ 'Iii{
'1i\1lJ!fRt 'liTllI'iZfI1it~ if 3l'RI'Ii{ offiuf ~ t
3l~

(

(

,.,

~ R<Olq, 1976 cnr f"'l<Olq6

UO!"l11fI31f~ ~ mu 3( 3) ~ mTrf"l<!1967 if
Wrcr"B>ft~'R~ q;{~'lI('1~~~ f"ldi~l{j
Wit f<f; ~ ~ ~ ~ if orrU'liB it .m: if "W!f5<l
q;'{1

~~, 1976cnr~S( 1)

'Iii{ ~ mft ~ 'R fZ1:quft?llq;rf ~ fRt if
fffig wmlI t 3ffi:~ ~ aNllJ!-:m ~ 0lTl!,"ftf<f;~ ~
~~if1l<¥~1

~ f"'l<Olq,1976 cnr R<Olq S( 4 )

31f.<m\wliffRtifwfluRrr {@~ql\.'lq;thllft41
~ 3l'RI ~ld~fd~ldq;]tl fRt if 'fi<'!l~ IfRt if 100%
q;]tl 'liB 'Iil ~ t : .

flu:!uT,mOOm 3ffi:3Pl mq;ffi amr:rr'R 100%
q;]tl fRt if 'fi<'!ll
~ ~itWl~if 100% fRt'lilFITrT I
6i%l«r< ~ ~ it q;14'J:<1'j~ ~ GW fRt if
'f'IR11

UO!"l11fI~ 1963 ~ mu3(3) it _"B>ft
'lft1r;ifq q;I'Olj('1<j~ if 100% fRt 'Iil FITrTI

(l!l) ~ '1i\1lJ!if 3l~ ~ '1i\1lJ!itWl'Ii8J?ll~
~ mft 3Pl '1i\1lJ!if fRt 'liTm~ ~q;f<."lq;
fcw:I it~ if fWlT2lT3l~

(Tf) ~ ~ <iTqurr'fi{(lIt f<f;~ fRt if wfluRrrmll t I
~ f"'l<Olq,1976 cnr~ 10

mft~'liTfRtif~~mlll:JRl~~m
('Ii) ~?ll mWl'Ii8J?ll~ ~ '1i\1lJ!fRt ~

fcw:I itWI offiuf ~ t 3l~

(l!l) ~ m'IiR ~ fRt Ma:JUT<lmTit3i<rfo~
>m!'1i\1lJ!offiuf ~ t 3l~

71T'ri!#> J1ROI1 ~

Rule 6 of OL Rules, 1976

It is the responsibility of the officer signing on the
documents mentioned in Section 3(3) of OL Act, 1963
as amended in 1967 to ensure that such documents
are issued invariably in bilingual form.

Rule 8(1) of OL Rules, 1976

Any employee may record a note or minutes on
a file in Hindi without being himself required to furnish a
transalation into English.

Rule 8(4) of OL Rules, 1976

The employees in an notified organisation who
possess proficiency in Hindi must do 100% of their work
in Hindi. Doing 100% of work in Hindi means:

Using 100% of Hindi in Noting and Drafting.

Using 100% of Hindi in correspondence with
outside agencies.

Making minutes of High level meeting in Hindi
also.

Using 100% of Hindi in all the documents
mentioned in Section 3(3) of OL Act, 1963.

Rule 9 of OL Rules, 1976

An employee shall be deemed to possess
proficiency in Hindi if .

(a) he has passed the Matriculation or any equivalent
or higher examination with Hindi as the medium
of examination or

(b) he has taken Hindi as an elective subject in the
. degree examination or any other examination
equivalent to or higher than the degree
examination or

(c) he declares himself to possess proficiency in
Hindi.

Rule 10 of OL Rules, 1976

An employee shall be deemed to have acquired
working knowledge of Hindi if he has passed

(a) the Matriculation or an equivalent or higher
examination with Hindi as one of the subject or

(b) the Pragya examination conducted under the
Hindi Teaching Scheme of Central Government
or

-----------fD



'""'" Jm'fV ~
(11) ~ m'IiR &m ~ 31W1~ ~ f.lmfur~ 3F!

"tJft8:lToffiuf qiCffl ~ 'lI

('I) <:Jfu:'W oirluIT wrr~ fi<; ~ -Q:m~ >rrn'!i1:fWrr
~I

~ R<OI"', 1976CfIT R<OI'" 1o( 4 )

<:Jfu:11fim~ ii80%'lI~ ~ ~~ii
~ ~ >rrnf <it "3tl 'fil'l[('j'l 'iil1Tt! ~ m'IiR ~
~ ii 3lf~ '!Wll mI

~ f.:rqq-, 1976 CfITR <01... 11

iMt iljarn, ~ am 3F! ~ *itit ~
<i~~ '"'"ii ~ 'lIfll~'R'1'1tli~('j'lI~ f<I;1:rr
~I

aWl <M\ JrBl, ~ Wrl, ~, ~ 'il'It, 'PI Wrl,
~ 1f{ ~ ffig am 3F!~ writ ~ '"'"ii
.fu@~, ~'lI~m;n1

~ f"'t<Ol"', 1976 CfITf.:rqq- 12

~~llflf1'fi Y"lR ~ 3ltlJ8;l ~ "lI'P1' ~ 'iii ~
d'l{c;if'l«l m fi<;

('Ii) 3lf~, ~f.r:ltfiam3F!q~~3WR'R
'!iT WITffil ~ I

170\ ~ 31W1~ ~ ~ am "Il'1T'it ~ ~3TI '!iT
~~I .

(c) any other examination specified in that behalf by
the Central Government or

(d) if he declares himself to have acquired such
working knowledge.

Rule 10(4) of OL Rules, 1976

The name of any organisation should be notified
in Official Gazette of Gov!. of India if 80% or more of
their employees acquire working knowledge in Hindi.

Rule 11 of OL Rules, 1976

All Manuals, Codes and other procedural
literature shall be printed or cyclostyled as the case may
be and published both in Hindi and English in diglot form.

Further all the forms and headings of Registers,
Name Plates, Sign Boards, Letter heads and inscriptions
on envelopes and other items of stationery written,
printed or inscribed shall be in Hindi and English .

Rule 12 of OL Rules, 1976

The Administrative Head i.e. CMD in the case of
VSP is responsible

(a) to ensure thatthe provisions ofthe Act, these rules
and directions are properly complied with; and

(b) to devise suitable and effective check points for
this purpose.

-,
J

)

3F<f q~(q,!uf~
OTHER IMPORTANT POINTS

• -;ftfu ~'<it ~~ ofrif 'fiT dif'1ClI4<1: ff;:'lWft ~ if 0iRRT ~ I

• fi'ld'1 if; ~~ {'lI't1'(n~'iif; f'1J:i';101-q-#f 'fiT diRCll4 ~ -Bff;:'lWft ~ if 0iRRT

oqlf~q: I

• ~~ ~'fiT ~ dif'1ClI4<1: ff;:oqp;fi m--.n- oqlf~ q: I

• aTI'etChIRll"'i if; m m 3TIU if ~ 1>RT~ if ~ Tl<l: CfiT4 Cf)T dct'l@ "fcf;GfT
~I

• ~~ Chqoqj(l ~ m-if if ~aR ~ if m"Cf>'{ I

• aTI'el ChIRll"'i if; '1 i101q ~ ff;:oqp;fi -l'1".Hq: ~ I ~ 0i'R if <f~ ~ -;J'tit m--.n-
oqlf~ q: I

fD-------------------
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7ff"(q;'fI7W:r.~

~31lwif~ am ~ fitl4OG/~ ~ om~ 'l'1{Cfll{'~fo'~I41.,
aqijl¥il-m ~ ~~W~ ~ ~ 2007-08 ~ ~ fu.lffur ~
ili:~t q;p:{ fcrcwn "Cf)" ~ .. Hl'.SI'" ~ "Tftl ~

1. ~ -q "@ 'I'lfilT( 1. q; &t! 'i\ q; &t! 'lIT 100% 1. <3 &t! 'i\ q; &t! 'lIT 90% 1. lJ &t! 'i\ q; &t! 'lIT 55%

(1!R,~,~, 2. q; &t! 'i\ <3 &t! 'lIT 100% 2. <3 &t! 'i\ <3 &t! 'lIT 90% 2. lJ &t! 'i\ <3 &t! 'lIT 55%

1\;<m, amm:, ~-~ 3. q; &t! 'i\ lJ &t! 'lIT 65% 3. <3 &t! 'i\ lJ &t! 'lIT 55% 3. lJ &t! 'i\ lJ &t! 'lIT 55%

4. q; &t! 'i\ q; q <3 &t! 4. <3 &t! 'i\ q; q <3 &t! 4. lJ &t! 'i\ q; q <3 &t!

i\> 'U'"ltW:! 'U'"l &t! 100% i\> 'U'"ltW:! 'U'"l &t! 100% i\> 'U'"ltW:! 'U'"l &t! 85%

i\> ~fO'lfit; i\> ~fO'lfit; i\> ~tixlftt;

2. ~ -q "II1l!..rn q;] <l<R 100% 100% 100%

~-qm'llR1

3. ~-q~ 75% 50% 30%

4. ~ iq;q; 3lIif",N," 100% 100% 50%

CO 'lIT'l<ff
"-

5. ~if~. 20% 20% 20%
,-
\. ' ,',

6. .ffirTU <!,.4W?:( 'lIT<9iR 100% 50% 50%

7. ~ 1lfuaJur ('IT'll, ~, ~) 100% 100% . 100%

8. . nm 1lfuaJur wri\ i\m("<h\'lT 100% 100% _ 100%

9. ~~-¥.~~,
;;pffi am 'IT'!<hm "ljoif 'lIT ~ 50% 50% 50%

anR 'lIT<9iR"4\ 3«',"I{'14 i\> ffi1<
,- ~ '¥1 ~ -q 'i\ 1!l"f q;] ~
\.

10. ~. <l'ft 'T<OT\ i\> ~<'I,,?1f1," 100% 100% 100%

C ~ 'lIT nm"l"l-q <9iR.

11. ~ 100%(fI;~) 100%(nm) 100%(nml

4D
'I(Jik ~ '-5l '-5JII ~ if "ififtr< I



100%(fu'wit) 100%(fu'wit) 100%(fu'll'it)

13. (i) ~!f<l'Wif 3il<~ 25%("J:f<f'!)
&RT31'Ff ~ it '1m ft>«i .
~~f.m~(~~
>Ifcmo)

(ii) ~ -qW«!3':!'Wif~ ~ 25%("J:f<f'!)

(iii) ~-qW«!tl;m<mi!;-~~
f.r1i'I"T i!;- 31>1R~~ ~ *iM
~ 1!l!ITml'lT'l1 m'WI i!;- ~
&RT~f.m~

(19) 'l'R ml'lT'I1 'h,'1f:qQ1 tIfl!fu

(11) ml'lT'I1 'h''1\:q'11 tIfl!fu

16. ~1fo!mTT1<t>l'ffi;rj~~ i!;- -Q.<'t 3':!'WI
om <mT """ ~ -q m

25% ("J.'ffi'l)

qof -q 02 ~ ("J:f<f'!)

qof -q 02 ~ (>!fu ~ v,q;~)

qof -q 04 ~ (>!fu ftfl!Tit v,q;~) - .

100%

. 20%

25% ("J:f<f'!)

)

)

)

)
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~rm;;rr~
'flq~. ::H€t'("i« "1A11<f ~ m- ~ ~ ~ cnr 10141-. cnt

Above-quoted/cited .,O;tR~ Contnbutory Provident Fund ~ 'If<f<>.IAA
Above said • Co-ordination Committee Wl"l'! mtlfu

A bnef note is placed below ma:J1<lkaluft ~ % Cost of Production ~~
Absence,without permission f.flT ~ ~itt~ Counter Signature .. >Ifu~

Absentee Statement ~f<lq<Uft Creation of Posts W""~
Action may be taken as proposed 'I'l1 ~ ~ '1ft~ Credit ~fW1

Accord sanction, to "$j,Ut-n Circulate and then file qR",If<.'ld~~~~

Acquittance Roll ~-~ Day to day work R-! ~ "" q;pj

Administrative approval !lFillflCf)lQ ~ Deduction q;;fuft .

Ad hoc Committee <!Go! mtlfu Delay is regretted ~~fu\\~%

After adequate consideration .fErim~'lR Delegation of Powers ~ CJil $1(4141\311

Agreed ~% Delete the following ~'lftq;g~

Approved as proposed 'I'l1 >rnIl'l ~ Demi-official (D.O.) Letter 31~triI

As above aq()ibljBR Demurrage Charge ~W!'
As directed F"~lIi1\iI'

Despatch Register m~
Account <ffiT

Detailed Report f<ffij<l~

Advance Copy 31flrq>lfu
Details 01i\u

Advance Payment 31flrq'fR!A
Diet Allowance 31m<'lUT

Application rejected 3j;;ff~
Disciplinary Action 31?Ii\iF.,,,,~

311'1am: ft'l1i '1ftT<i\8l1<R Discussed with <l 'lTdTfuIfif'l!~
Await further report .

~triI
Dismissal from service ~<l~

Authonty Letter
JlR"'l1l'lld <R

Balance Sheet
Draft please

W!"-tril
.Draft for approval ~JlR"'l~fiBipartite Committee
Duplicate Copy ~~>Ifu

Budget Estimate 'I'5R:~
~Debit

Balance ~ Eamed Leave 31f;;faW
Cadre Scheme .WlTf~

Economy measures ~~0'll'I
Carned Forward 311Rla Efficiency bar (E.B.) 1;8f<II ""
Carned Over 311'1~ ;;wn lJ'lT Eligibility Cntena .'lffiI1311'lR
Cash and Carry 'I'R <:'t am: 'lR'!001311 Entitled to ~fu\\~
Cash Book ~om Entry mfu
Casual Leave ~W Essential qualification 31f.r'IT'f-.ir'«lT
Certificate of FitnesS 31R'ln!Jl11lUI-triI Establishment Section ~311'll'1
Certified Copy wnfirra>Ifu Even Number WI <i<S'n
Charge Sheet 31R'\1l-triI Ex-cadre Post WlTf'I1ijI~
Checked and found correct ~ '1ftam:& 'IT'IT Exceptional Case fllftrE~
Classification of Posts W "" 'l'if<m Ex-parte ~
Closing Balance atW! Expedite action ~if~<R
Competent Authority m;>l~ Enquire into the case and report llJ11<1'1ft;;Wq<R 3m ft'l)H
Concurrence ~ Explanation may be called for \'4"1,,,,01'liTJT~

Confidential Letter ~triI Financial concurrence ~~
Contingency Fund 3i1",F{>l"'dlAA Follow up action .~
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