
1. ¾Ä ........................................................................................................................................................ 2. (¡) À¼�Æ ............................................
Name (a) Designation

(¡å) ÀâºøÆ ÌÍ/ïÍåà ïÊòà¸èÆ ...............................
(b) Class and /or Grade

3. (i) À¼�Æ´ ïÍåà ÀâºøÆ´ ¾øÆ�º Éæ´êÀà ¨òÄÆ ÉÚËÆ¨´ : ....................................................................................................................................
Scale of Salary of Post or Class : ........................................................................................................................................................p.a.

ÀÎÄêÉæ¾ø ¨¶¢Ä ÉÚËÆ¨´ Çæ. .................................................................................................................................................... ïÀÇ

First Bar before Rs. .....................................................................................................................................p.a.

(ii) ¨åÚÆ¨àËÄºå ¨¶¢� ï¼Éæ¾ø ¨¶¢Ä ÉÚËÆ¨´ Çæ. ......................................................................................................................................................... ïÀÇ

Efficiency Bars Second Bar before Rs. .................................................................................................................................p.a.

ºë¾àÉæ¾ø ¨¶¢Ä ÉÚËÆ¨´ Çæ. ....................................................................................................................................................... ïÀÇ

Third Bar before Rs. ...................................................................................................................................p.a.

4. Ìà»å¾Æ .............................................................................................................. 5. Éæ´êÀà Éæ�É¾ ¼ú¾Æ ........................................................................................
Station Date of Increment

6. ÉÚºÄå¾ Éæ´êÀ Èæ�Æ Æêºë Éæ�ÑÄ ÉÚºÄå¾ Éæ´êïÀÍú ÌÍ Éæ�ÑïÄÍú ¦¨ºëÉ
Present Salary Increment due Present Salary plus Increment

ÉÚËÆ¨´ Çæ. ............................................................................. ÉÚËÆ¨´ Çæ. ................................................................ ÉÚËÆ¨´ Çæ. .....................................................

Rs. .....................................................................p.a. Rs.............................................................p.a. Rs....................................................p.a.

7. Éæ�ÑÄ Àò¼å¾Æ Ì¿Íå, ´ÆúÀà ªæÌéï� À×¨àË¸ïÆ¾à ÌÄÚ»ÑÄ, Ìà»üÇ ¨ø×Ä ïÍåà
¨åÚÆ¨àËÄºå ¨¶¢ïÄ¾à §�Â´ ¤ÌÌà ¨ø×Ä ¡ÉÊñ¼?
¦ïÌà ¾�, ¾øÈ½åÖÆå ¦¨ù ÌçÄ ¨Çæ¸¨ø¾à Ä ÌêóÌê¨Ä ÈÂå ºøï�¼?
Whether Increment involves passing of the typewriting test,
confirmation or promotion over the Efficiency Bar If so, has the
Officer qualified himself in all respects?

8. Éæ�ÑÄ Àò¼å¾Æ Ì¿Íå ï¨Âß Çå°ñ ÃåËå ÀòÑ¸ºå À×¨àË¸Æ¨ø¾à ÌÄÚ»É Ìè�Æ
Æêºë¼? ¦Ä ÌåÄåÚ»Æ ¾øÈ½åÖÆå ÈÂå ºøï�¼?
What proficiency test in the official language is the officer required to
pass for the grant of his annual increment? Has the officer passed
such test?

9. ¢¨ëºà Éæ´êÀà Éæ�ÑÄ Àò¼å¾Æ ¨ø×ïÄ¾à ÀÌêÉ §Íêïªà Éæ´êÀà Éæ�ÑÄ ¡ºàÍú´êÉå,
¾ÉºàÉå, ¡¶ê ï¨å´ ïÍåà ÀÄå ï¨å´ ºøï�¼?
Whether Increment has been suspended, stopped, reduced or deferred
since he earned his last increment?

ÉåÚËè¨ Éæ´êÀà Éæ�ÑÄ ïªÑ� Ì¿Íå ¾øïÆåàªÆ
ORDER FOR PAYMENT OF ANNUAL INCREMENT
(¾øÈ½åÖÆåïªà ïÀð¼àªÈè¨ ÈèÀèïªå¾êÉ ÌÄª ¢¼úÖÀºà ¨Î ÆêºëÆú)

 (To be submitted with the Officer’s Personal File)
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ÈèÀè ïªå¾ê ¡â¨Æ ................................ Àè´êÉ .....................
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¨Èè¾à ÉÚËïÆà ÀÉºà¾å ÉÚËïÆà
Previous year Current Year

................................................ ............................................
10. ÈÂåª¾à¾å È¼ ¡Ì¾ùÀ ¾øÉå¶ê ÀèÎèÂ¼ �ÌàºÇ

Particulars of sick leave taken

11.  Ì¨Ìàï¨å´ ¾øÆ�º Êå©å Àò½å¾øÆå/¤À ¨åÚÆåÈÆ ïÉº ÆÉ¾ È¼àï¼à    .............................................................................................................................�Ìè¾è.
Prepared and sent to the Head of the Branch/Sub-office concerned by

(¡åÆº¾ ÈèÀè¨Çæ / Establishment Clerk)

12.  Êå©å Àò½å¾èÆåïªà /¤À ¨ÚÆåÈïÆà Ì´Í¾à :-
Remarks of Head of Branch/Sub-Office:-

(¡) §Íêïªà Éæ¶ ¡¾ì¾É Ì�ÀìÚ¸ ï¨å´ ¡æºàïºà¼?     .......................................................................................................................................................................................
(a) Is his work up to date?

(¡å) §Íê ÈèÆê� ¨øÆê� Ì�Â¾à½ïÆ¾à ÀÖÌàÌïÄ¾à ÌÍ ¡ÀòÄå¼É ¨òèÆå ¨ÇÆú¼?    .........................................................................................................................................
(b) Is he careful and prompt in the disposal of papers?

(¡æ) §Íê Çå°¨åÖÆ Ì¿Íå ¨È´ ï�ÈåÉ´ ÌÍ ï¾å¨¶Éå Àæ�ï¸Æú¼? .............................................................................................................................................
(c) Is he punctual and regular in attendance?

(¡ç) ÄÍ°¾Æå´ ¡�¾éºÑÄ ïÍåà §Íêïªà ï°ñËàµ ¾øÈ½å×¾à´ ¡¨é¨ÇæÑÄ ïÍåà Ì�Â¾à½ïÆ¾à §Íê´ �Çæ¼à½É Àæ�¸èÈè ¨øÌèÉ¨à ÉÚËÆ

¡æºëÎº ¼û §ÀàÀê Ñ ºøï�¼? ......................................................................................................................................................................................................................................

(d) Have any complaints of discourtesy to the public or contumacy to his superiors been established against him during

the year?......................................................................................................................................................................................................................................................................

(¢) ÉÚËÆ ¡æºëÎº¼û §Íê ï¼åàË ¼ÚÊ¾Æ´ È¨à ï¨å´ ïÍåà §Íê´ ïÉ¾ºà
¡¾à¼Ä ø̈¾à ¼¹êÉ� ï¨å´ ïÍåà ºøï�¼?         .................................................................................................................................

(e) Has he been censured or otherwise punished during the year?

13. (¤À/Àò½å¾ ¨åÚÆåÈïÆà) Àò½å¾ ÈèÀè¨Çæïªà Ì´Í¾à .............................................................................................................................................................................................
Remarks of Chief Clerk (Sub/Head Office)

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

14. ¾øÈ½åÖÆåïªà Éæ¶ À×¨àËå ¨Ç ÂæÈéïÄ¾à ÀÌêÉ Äå¸à¶Èè¨ ¾øÈ½åÖÆåïªà ¾øÚï¼àÊÆ .....................................................................................................................
Recommendation of Staff officer after inspection of the officer’s work

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

15. ï¼ÀåÚºï�¾àºë Àò½å¾Æåïªà ¾øïÆåàªÆ .....................................................................................................................................................................................................................
Order of Head of Department

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

16. (i) ¡åÆº¾ ÈèÀè̈ Çæ.......................................................................................................................................................................................................................................Íå

(ii) ÉæÆ ÈèÀè̈ Çæ..........................................................................................................................................................................................................................................�Ìè¾à
¾øïÆåàªÆ Ì´Í¾à ¨Ç ª¾à¾å È¼û.

Order noted by-

(i) Establishment Clerk:.............................................................................................................................................................................................................................................

(ii) Expenditure Clerk:..................................................................................................................................................................................................................................................
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