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MADHUSUDAN INSTITUTE OF
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It is notrced ‘that . dlffefent reglsters are bet
maintained for the training programmes but no office orde
has been issued for maintenance of such registers. It
also found that the headings of some registers need b
changed. ‘It is, therefore, ordered that the followin
registers should be maintained by the clerk in charge o
training henceforth. -

- 1.  Attendance Register ‘for - each batc
separately in the form prescribed by the Government]
showing time of “arrival and departure -of the: tratneesd
mgned by the trainees. : :

_2. Admission Haglstar for different ,batche
separately in the following. proforma. :

Sj.: Name Desn_:;- :Demgnanon Demgnauon Permame
No natlon & Offi- of the Head of the head home
cial address  of the of the address,,
Office Department the tramee

Dateand Signature Signature Date & Slgnature Re-

time of ~ ofthe © ofthe  ° time of ofthe =~ m
joining  trainees Course relief Instructor
Director in chare of
training
6 7 8 9 10 11

3 Final Examination Tabulation of marks]
Register for each batch of trainees separalelv in the:
following proforma. S



percentage
of marks
'seécured in
the class
examination

Marks secured in
the final exami-
"nation Paper |
Paper 11 -Paper |l
for L.F.A. Paper |

to VII for O.F.S.
BLE "Pap'eﬂ PaDETI! )
. <Paper- Ill oniy
“forLFA. &
“Paper | to VI

for O.F.S.

B, sk 5

Tatal:marks Average?, Pass/ Initial of No. &~
mwdm of marks: Fail the date:.of:.
) s+ {equally: Instruc-: issue - :
cdivided. torin - iof-.
by number charge - certifi-

of papers) of _cate
' train-
ing.
8 _ __9 10 1

Ium and optional Holidavs -leave
ot each batch separare_(y in the

Casual leave Casual leave Optional Initial ‘of
' - availed Date holiday . of the
* Total days  availed  Principal
Date
Total
Days.




¥
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“In each page, names of three trainees should ' be
entered leaving sufficient space for noting casual leave and
optional holidays availed. of -during the period of training.

"B, Périodicd!_ -Eka'mi-n'ation Register should be
maintained in the existing profdrma but since two periodical
examinations are to. be held durlng the period of training,
for trainees other than the 0. F. S. Probationers, two

~columns for each subject should be earmarked and the
name of subjects like Orissa Service Code, G.P.F.,
- 0.T. A.Rules etc. “should be.. mentioned::by  the:Dealing:

Assistant. The names of the: trainees in-the register should:

alsq.pe:filled. up’ ‘by the. Daalmg Ass:stant but the:date of.

examination, :the.date of submission to the - “Principal,:and.

the'marks secured in the* penodmal exammatzon should bq
entered by the concernad Instructor.

6. Pertodlcal -attendance Register for each batch of

trainees will be maintained " separately in. .the . exlstmg .

proforma w:th sllght modiflcatlon as detaliad berow
a) In the 1st column of each page the nou No of
the trameea shuurd he ‘mentioned.: s o -

b} For aach date there w:ll be s:x columns for snx ‘ ;

poriods, A8 SMAL..~ .t ey woasl Telie ERbe ! o

c) At ‘the ‘end’ bf every week end?ﬁé “on Saturday
four more columns showmg total lectures delivered, total
lectures attended and percentage of attendance of the
week, total upto-date percentage of Iectures for facility of

calculation of percentage of minimum attendance and
issuing necessary warning to the trainees well in advance
about shortfall in attendance.

7. The progress Register should be 'maintained for
each batch separately in the following proforma.
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Date Subject matter Reference to Rules/  Initial of the
taught Appendix/Govt. Instructor
orders etc, :

The D'aa[ing' assistaﬁt' 'vﬁili,, keep:- "Qhé _page for.each
subject mentioning the ‘Name of the subject at the tOp of
of the: page : ; ?

There should be a table of contents on: tha*first page.
. of.each course of traming in the fo]!ow:ng profurma

S T

Penad of Tramlng

Paper No Subject matter _f_ Name of :he':’:'P,agef'i\'lL_imb._er
S lnstr_uctor____l_ L

1 . . Ly . . 3 -’

The Deaii‘ng 'Assistant'Will'fi!l"up'.fh;gité'_ble of cor;iténts
urse of *training

- weeks: ;here should be 130 Ianes covenngi'a or 4. pages.
-'S|mllarlyfor the. Gazetted .gfficers - traineess; for: 14, months
consisting of 6 weeks there: should be 60 llnes for-0.-8;. C:
covering 2 to' 3 ‘pages.: Then the next. page should be
allotted for other subjects. in the .above manner so that the
course covered in a particular batch can be ‘seen by me
on the date of my visit to classes at different times. The
dealing assistant will mention the name of the subject at
the top of the beginuing page of the subject If at the end
of training course, required number of blank pages are
available 'in that register, the register may be utilised for
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§
the subsequent batch of trainees but a separate table of 4

contents should be given in. the first page indicating the
training period for facility of reference. Since the rules and i
regulations are taught in english, the table of -contents i
should be in english language, 3
- 8. Caution money Register should be malntalned by 1{
the Bursar in the followmg proforma. 4
Date Name & Roll Office Amount of Signature -
No. of the address caution of trainees i
- frainees . money: paid 3
1 2 3 4 5 i

Siglnature Date of refund Amount Sign__ature of Rematks

of Bursar' of caution refunded the trainees
money _ receiving the
money
-6 7 8 -8 - g 10

.‘The amount received as:caution money ‘should pass
through the cash book of the trainees. Amenitiés ‘Fund’ and
should 'be deposited in the Post office Savings ‘Bank
account -within ‘the prescribed time limit. On' the last
working day before the date of relief- of -the- trainees; the
entire amount of ‘caution money should be withidrawn and
refunded to the concerned trainees  after- receipt - of report
of .from-the' clerk in charge of library “about ‘the return
of books: in--good condition, If any -book ‘has been lost
or disfigured caution money:” will be withhold and d'epos;ted
in' the Government account *after - obtammg ‘orders - of the
undersagned = # L

"Each Register should have a certnflcate ;qféring
number of pagas signed by the undersigned. '_ .
: Sd'li _

" N. Mishra

Principal
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