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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?
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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?
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Whether Increment has been suspended, stopped. reduced or deferred
since he earned his last increment?
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Particulars of sick leave taken
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Prepared and sent to the Head of the Branch/Sub-office concerned by
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(a) Is his work up to date?
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(b) s he careful and prompt in the disposal of papers?
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(c) Is he punctual and regular in attendance?
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(d) Have any complaints of discourtesy to the public or contumacy to his superiors been established against him during

the year?
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(e) Has he been censured or otherwise punished during the year?
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Remarks of Chief Clerk (Sub/Head Office)
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Recommendation of Staff officer after inspection of the officer’s work
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Order of Head of Department
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