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MADHUSUOAN INSTITUTE OF 
ACCOUNTS Et .FfNANCE 

. r;, . 

0. 0. No. TRG. 12 (U(VIH)f82-2512JM., 19th. Ju!y 1 

'!> ';rt · ·~ noti~~d ' tha(. 'qif.feient . regfsters\ are :·:.·': ·: 
maintained ·for the trainin·g· 'programmes but no office ord 
has been issued for maiotepa!'IO'f:l of such registers. rt 
afso found that the headings of some registers need 
Ghangeet. ·It · is, therefore; · ordered . that the 
registers should b~ maintained by the clerk in charge 
tra inl~g · 'h~ncefortt:i. · : · · · · 

. . 1, · ·At t endanc e •·Register · for . . each 
separately in ·the form prescribed by· :the · · 
showing time of · arrival and 
signed f>y the trainees. 

· : . . 

, 2. Ad m issi.on . Reg i~ta-r .. , for . . dif.f~r,fil{lt 

s~~a;at~IY~ . i~ the. foilowiJ'1g. pr~f~rma, · .. ... . .. . . . . ·. \ , ·.. ·: . :· .· 

Sl.' .. : N~~e •. o',esig- Designai;on' . Designaiioh · Ppr·m,m c n .1 

~~;: ~-~i.iq.n :& Offi- .. · of the '!-.j~~d of t,he he~q ·:: . h.o.m.(L ,,. 
cial address of the of the 

Office 

1; . . . 2 3 ..·A· 
b ate' and 'Signatu re· Sign~ture oat:e &:1 Signature'· · 

time of ofth'e ot1he 
,• 

L 
.. 

time ·ar: :of 'tlie; ; .. 
joining trainees Course relief Instructor 

Director in chare of 
tra ining 

7 8 9 10 

\ 3.- Final Examinatio n Ta bula tion of 
Register for each batch of t rainees separately 
following ·proforma. · ' · > · .. . . 

. . · ·:. . 



··· Marks. sa,Quted in 
·,:P.~«.:_entage .. .. . the .. fi.~~l :~x~mi­

.. , .. ·'Ofmatks · · · · natiori ·Paper I 
•·.-:,~.~,,._;,., . ..;,~ i: ·.;;:::''secured in · ·Paper ·fl · Paper· Ill 

·. · .. · the c!ass for L.F.A. Paper I 
· . ·-examination to VII for O.F.S. 

, ....... ""'.,..., ..... «'""'..,.. ,:, ,~.;..~~ •ftapef"f· .. J?aper II · 
:··' :r .. :_: .:·;,.·(~.:-.~:: .. ~P~per - l.li ' Or:liY '· .~:·, ,· , ... 
· . . :,. ::'·-;',,,. for-L.F~A .. & . . . .... · 
·:.•·'/.· ·:~ :. · ... . .Paper ·t to VII 

,.. \ )· -:·~:.: ·· fot"O·.F:S. · . .. ·: · · . '~ .. 

. 4 . 5 

MM~l~;!f£~1:81• rnari(a;A\lerage% Pass/Initial of· N·o. :a.~. 

N~ll:?.~':.;.~IIIBCI.n:.e.c:f.in .:of.mai'ks: Fail · the ·date!.of.~. 
·.~P.ped!\ .. :,:· .. {equally· •· lnstruc• , ·issue··:~-
~~.;fii ·Ji ~. ···~ · ,: di-vided ·tor in · 'of · ··y.', · 

.· .. ·: · · ::,·."'. ·.·.· .. by_ number charge .... Ger:lifi~ · 
· · . · ·of papers) : of cate 

train- · · · · 
in g. 

"'.,. .. 1 
. of the · · register ··shdold . 

:the ·PrinCipal. At the end of each batch 
_,.:~·me~.,-t·lfl· ~p8r· ... wi1J; be obtained; · ., . . 

~liijiJ..£f.-:~eilave·· a_nd._.. optional Holidays -· leave 
;ot · eac.h batch separately in the . . -:• . . 

i':~-~~.-;lett\fe · Casual leav·e OptlbmiJ ·:.<Irtitial'~bf 
.. , :-'.·availed Date h~fiday . of the 

:_.;~.hPI~~,_ a( ·rota! days . availed' . -· ~rin<>ipa l 
Date · '· 

Total 
Oays 

· .. 

5 . -~.-. 
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· I ~ each page, names of three trainees sho'l!ld · tie 
entered 'lea.ving sufficient spa,ce for noting casuai lea've and 
optional :holidays availed .. of : d.uring the per'1od of training. 

-~ 
) 

• ~~ ,iT 
' I.I•J ... 

] 
] 
~ 
~~ 

1 .. 
l 

· ... ' 5. ~ Periodi~al - E~~~i-~·ation Register should be ·I·· 
maintained in t~e exi·~tin'9 .. Proof·orm(! but since t~o periodical .. ·_l,:~ 
examinations are'tp .~6~ ' h'e.ld~.;. during . the _period of t~ain ing, . ·,~ 
for trainees otber t~an. ~h~ .· O. F. S. Probatior:ters,· two ~ 

... cqlum.n~ for each · subjec;t ·should be earmarked ahd the· 1 
name 6f' subj~cts Hke ·. Orissa Service Code,· G. ~-F., ·1, 

. o:.r .. A.; Rules: .etc. ":sqould ·ba .• mentioned,;· .. by' ... the,;.Oea.ling: . :j 
Assistant. The· nall)es·Of th.e:: .. trainees.in·-the ·register..:sh0uld• <1. 
als.Q.-~~·filled:JjP.~;by the~ De.alingt.•~,>.ssistanr but tbe'•date·:of., ·~ . · 
examinl!l~i.on,. :.•t'he:,date of submissi-on to ·the. ~:Principa J!;.:and.- · ·.; . 
the·i~a:r._ks s'~ciJt~~ .. rn .· the;·~P.~r:;cr~i~a l examination slid~~~.';~~ . :; · 

entered"by the. ~~~,ncerned Instructor. · '<; ... · .. .-':; .· :_J 

·· 6. · Peri.o_dical·-~a~~~ndanG_e- Register for. eac~ ·~atch;pf· 1 
··trainees will .-~~- rnairllail'l.ed . ''separately _jn .... ,th.IL..existing .. 
pt.oforma ·witb'sl.ight . modification :as detarlectt>erow · . . ,; •.. 

'" .. 
a) l'n the 1.st •.. cQ~Umo:;)of: · each~:pa~e .the· Rolh:No .. "laf. 
~ . . 

t-he\trainees--sh'o:o·l'd- he. ·I'.T'Ientioned·i~ ·.:io •;;:;i; .. L:":_:.~ .:;;.:; : •. · 

.· f , . • 

.:.·!,' . ... . '! · . :} ·· ·,.'~:: ::: :·, ·:. .. . ·~ : ·,·.:~; ·· . -• • ~~- ~{ ~:.~::- :,..: ~ :.::; .;:1 ~ . '\ 

b) F.or each date, there will be six. columns for:six. ,. 
! • • ; • • • • 

p~rjpc;f~; ~s · u,~JJ@!~~-.:· .. · ,. . .• .. :,,,,: :,,_.·.,:,_, .. : t·: .. \;,. · • ·.i 
·~~~ 

- ... ~ ~: . : . ... . . .' : .. , .. ~ . ._ ' . ' t ..... • .. ~ . "( 

· · .c) At · the :··aricf~ of ·. every week eridlii9 ~ on s:at.urday 
f~u~ more cofunin~· sho~ing total l;;ct~res. delivered, total 
lectures attend~d ·. and percentage ·of · atte·~·dance · of the 
week, total upto: date percentage of lectures. ·tor facility of 
calculation of' percentage of minimum·· ·attendance and 
issuing necessary warning to the.· trainees· v1ie)1 in advance 
about shortfall in attendance. : . . . · • ·.,\ 

7. The progress Register should b;e ·maintaineq for 
each batch separately in the following proforma. 
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[)ate Subject matter Reference to Rules/ Initial of the 
taught AppendixfGovt. Instructor 

orders etc. 

1 2 
. .:·· . . ) .. ~·: :. •': ..... ~ ·~> "' ! ; :_)j ·.:: . · ., 

The . Dealing · ·a$_Sj~~~P:t': .ll)lil;lri ;k~.e.r;>.:)'Pn..e~,. pag~.Jor;: ea<;:h 
subject mentioning the Name , of t,he .. s.ubjeot at the. top of 

of:th€(page;, ;; , ,: ·:;;,·: ·· . : :.:: ;~ :.·' ;:·,. . ~· ! ~ · , )~:· · :···~ : ": ·: ·. ' .· . ~. 

There: sh.o~r~_ ld.:f)e:a table ·of · content~ cin;·the' first page . 
. of..each course of . ;training ·in the}o!lowirg:· r:irotorma. . 
. . . .. . .. . . . ,'. . . . . . . ~- . ·. . ·. . . : ;, 

··:Period of' ·Traini~g-;:: .. ·~:- ~ ... ·: · ... · - ~ .. ~ ·; 
.. .. ~· ! " · . ·-~ '. ·.·~ ~.> · . . ...... , ~ ;: hi • l.l i: ~ · ·:: .. ~ ~ -~:- .··· .·· .. .. : > ~. 
'P.~per:· No. ..:·subjec'f·rnatt~r , · Nam~ of the : .~ Page, Numb,er 

· . ~ . ,; ., .,," ' '' : ..,-·;· .. .-.r;·.::.t: : .. ·h1suuctoi ,··:':·.: 1 · . .. · · ' .• .. 

. :. : .:· · .. ;~ . . . .. , .-:, •1-•i' · .. 
· ';' .. 

±t 
l 
-~ 
:;t·· 1 .'"'· ''2 3' 4 

·~~~; . ·:· :. · . Th.e Deal.i'ng.A.ssistanf v.v.iJI tiii_:YQ. t~:~~ uikre .of ·contents 

} :: )f.\;t~e:Ji~sx,p<m.~. ,c;>J:tb~;: rteQist~()f9~:efl~h[ ·~ ~9._~r~e o;f. .:training 
:i;. .L · .. :f;o.r diff~n~gt.;!: b~-fqll~s. ;:·._ir:t . ;gj-f(eJ~fl·~:. ~-r~gjti;~~t~·ifl?ag·e.s: all~d ,, 
.~ · · JOf: .t;~aQ,f:Ji .~l!~J~ct .-.s,~;q>,IJIQ.:-;..d~pE!j,1:d · ~~n ·.itliJ.e..'fJ'll.:!~be~"e>f P6.1li.O~S 

J.}: · .. · :·1~JJ~tt~g, · ta: ~P. e . :~.~ !i>ject,:: : ~F or)n~!·~~~~~ ·. fP.[;t h:; ~1.3~.11kga~ett;~d 
I.~·· . .of.f.JC?-~.fJ~~to :~P.~!iJ.od~,~l.'~\i·:~ll~tt.ecf;>.PfoJ~;· w.e;eK, r.o.~,O~t~$a:'!SE:!rv..ce 
.it ... :~.d.~.j;;,;~.Un;.ErEkll:,l~ir:;;.1.r:~jJ:)}fl~~:;rP.Eniod:~~~·iS: : -.fOf:~t~.;l'lil011iths rQt: j ·S 

'·~·~ . ·· .,wEie~~i~.!Jere,y·~h.oulq;~be '-· 1.aq :;. l,ines.~i·O,QY.eri~gjr8 Jil.r ~4 .p.ages~ 

f . . · .$ !mll.ari;Y: 1D r-Jh~'" G.~z~t_t~d .::.9ffi ~fS -:;train~e;st~j~f.or~·.£1:!, mq·~tbs · 
Xt .. GOI!IS1Stll19 ot6 vy.e.eks there• sho.uld•,pe . eo·:·IJnes;-for,O. ·S: c. 
''tj cevering: 2 ·to· 3 ·pa·ges. : then the next .· Ji>age .-should be 
· ;·~ a!lotted.for other supjects .. in the , above man,ner: so. that the 
:~l~ course covered in a particular batch. can · be ·seen by·. me 
:;~ ·on.the.date of my visit to classes . at different tirn~s. The 
.1~ deal·i·ng assistant will mention the. na~:e of; the subject at 
;~ the top of the beginuing page of the subject. If at the end 

·~l. of tr~ining course, required number of · blank pages are 
,} available •in that register. the register may be utilised for 
-~ . 11 
. :;~ 
·~ 

·: ~ 
' 
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the subsequent ·batch of trainees but 
conttmts:sh.ould be given in. th.e first 
training period for facility of reference. 

a separate table · of 
page indicating the 
Since the rules and 

regulations are · taught in english, the table of . ·contents· 
should be in english language. 

·. 8. Caution money Register should 'be maintained by 
the :Bursar in the following. proforma. · 

: 

Date Name & Roll Office. Amount of Sig.nature · 
' No. of the address caution of trainees 
trainees . money: paid " .. 

1 2 3 4 5 

Signature Date of refund Amount . Sjgnature of . Remarks 
of Bursar' of caution refunded the.tralnees ·· · 

money 

· 6 7 8 

receiying. tb.e .. 
money 

9 10 

•:. :. ·:The amount received as·caution· morle;'Y \sti'ould' p'ass · 
thr0.ugh:·the cash book-of : the· trainEies:·AmerlitieS:iFtfnd:aiii:f · 
sf:lould · be deposited in t!te . Post• eff.rce ·~savings= ·;Bank 
.account ·.wit-hin" 'the prescribed time .. limit. ·. Orr' th~:: last 
Working rda.y .betore the date ·:of ·relief. .. Of· -th~·- tr'ainees;· tfii:l 
entire amOUnt ··of' caution money ·ShOUld: be' w itfidl'awn 'ah·d 
refunded to the-concerned t rainees · after ... reoeipt ''Of ·repor-t 
of , from:the:• Clerk . trr charge of · library . :abOut. ·:the .. returi1 

of books·· i'n-:.good conctiti6n; If any ·bcrok ~has·tieen · .fost 
or. c::fisfigured·-:eaution money·· wiH be wl~hhold : and~ deposited 
irr the" G'over.·nmerit · account '- after · obtaining·.:·ordeis': ·af"th'e 
Undersigned. · . . . : :Y: " '· : ·' : .. 

'j• ' .:.., ' ',• • • • ;., ~ J t ~ o o '•";I .. ' 

· Each Register should have a certificate refe.rin!;J 
number ·of pages S'ig'ned"by th'e undersigned: "'.: '.·'(..: •I:·. - •. 

. '· '·.. ,. . . . :.· ;;:!.!: .>.~~!-:' .. ·_·~ 
· .. :: ····· -. · N. M.ia~ra 
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