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PHYSICAL FITNESS CERTIFICATE | ...

(Rule 13 Part| KSR) size photograph
[G.0. (P) No. 20/2011/PEARD dated 30-6-2011] prgasiopes

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

a candidate for employment in the T e T

depar_tmént and cannot discover that he / she has any disease, bodily or 'qonstitutiohal.affection

His / Her age is according to his/her own statementis ...

years and DY @PPEAIANCE ............ivucuessssirmniss s s e e s s

He / She has normal distant vision ( U o~ )

and he / she is free from colour blindness.

He / She has been vaccinated / re-vaccinated or bears marks of successful vaccination.

Identification marks:
1.

2.

*Physical Measurement ; Tt
; Left hand thumb
_impmsslo‘n
| Height
Weight
Chest - Normal
Expanded
Signature of Medical Officer

*In the case of Posis such as Police Constable, Excise Guard, Forest Guard, Jail Warder etc.
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rorMIt CERTIFICATE OF CHARACTER

Certified that I have known Shri /Smt

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

SONAAaIghLer I6F amnmmeminsrsi S R R R R G for the last

......................................... years ..........cceeeuenneeen.. months and that -to the best of my

-knowledge and belief he / she bears a reputable character and has no antécedents which

render him / her unsuitable for Government Employment / Aided School Employment.

2. SHIT/ S coeeereeeeeeeeteseeeee st esee s esessssseesssanenees is / is not related to me.

Place:

Signature
Date:

Name, Designation and Status
(Whether Gazetted)
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PERFORMANCE APPRAISAL FORM I (A)

For Head Clerks / Junior Superintendents and other Non-Gazetted Ministerial Staff
(Non - Secretariat Service)

APPRAISAL OF

Department: Shri / Smt

Name

Date of birth

Date of appointment in Government Service
Date of appointment to the present post
Pay and SCaie of pay

Date from which functioning in the present
grade continuously

List of subjects dealt with according to the
office order distributing work

EpucaTioNaL AND OTHER QUALIFICATIONS

General Departmental Special Other skills, if any
y
2
3.
EXPERIENCE
Period
Department : *Categoryof work
From To

*

iategory of work may be any of the following items : Establishment, Accounts, Cash, Stores,
Records, Planning, Office Section and Miscellaneous




2

SELF ASSESSMENT .

(To be olblained from the reportee in a separate sheet and filed as part of the facing sheet of the form)
Instructions to Reporting Officers
Consider only one factor at a time
Study each factor and the specification for each grade

Review upon completion to see that the rating of each factor applies exclusively to the individual's actual performance on his
present job.

Comment fully at the bottom of the page and on reverse side upon any matter which in your opinion needs explanation.
Put a tick ( ¥v') mark in the appropriate boxes provided hereunder

Section A
AsSESSMENT BY THE REPORTING OFFICER
Factors A B C D
Intelligence Extraordinarily Quite able to Normally under- Poor
proficient and handle new and stands a new comprehension
resourceful and difficult matters situation after proper as usually. Fails
understands new explanations and to performa
and difficult 7 handles it if given all function despite
matters . directions prior instruc-
tions
Discipline Exemplary Observes the Tries to follow the Indifferent to
conduct code of conduct general code of general code of
conduct conduct.
Punctuality and Exceptionally | Aways punctual Usually punctual Not punctual and ’
Promptness punctual and prompt and prompt and prompt prompt

Exactness in keeping
time in attending office,
keeping appointments,

discharge of official
duties and observance

of time - limts as per ) I:] D I:I D

manuals; standing

orders
Responsibility and Very conscientious Conscientious Catiies out his :
o ; Often fails to
Dependability and dependable in | and steady worker. rsponsibility in a perform his/ her
u:]e peﬁquance of Has a good record routine manner dUty shirks
his / her job. Always of dependability responsibility
Conscientiousness ready to take :
towards duty responsibility
Interest in the Has initiative and Takes adequate Does his / her work Indifferent in the .
Assignment takes keen interest in a routine way discharge of his
interest / her duties

Interest and the
capacity to see that

the work ig done D D I:I I:l




Si. Factors A B C D
No.
6. Job Knowledge Has an unusually Knows his / her Possess just Knowledge
thorough and job thoroughly adequate knowl- inadequate. Has
Technical and general comprehensive edge required for not yet gained
knowledge about the job mastery of his / her the job competence
S field of work. Strives
he / she is doing 1 d his  be
(a) General, (of this and (f:ex:?an “:s ¥
related subjects or ver- rontier d° nowt-
satility) edge
(b) Of work
(c) Up - to - darkness I:I I__-I l:l |:|
T Noting, Drafting and Very percise in noting Precise in noting Ordinary at noting and Poor in noting
Correspondence & drafting. Very and drafting. Good drafting. His / her and drafting.
ility to prepare notes, prompt and accurate at correspondence. drafts need editing. Carelessin
g:);:: aﬁdphapnd[e —— at correspondence. His / her drafts Tries to handle handling corre-
spondence with special His / her drafts need seldom require correspondence in spondence
reference 1o - no editing editing time if properly
(1) Accuracy supervised
(2) Thoroughness
(3) Power of analysis
(4) Power of expres- .
[] [] L] L]
8. Maintenance of Very neat and Keeps registers and Tries to maintain Does not
Registers and Records meticulous in the records clean and registers and maintain
T 2 intenance of up-to-date records in a registeres ad
Ability in maintaining han :
register and records regrstersd and routine manner records properly
keeping records
9, Work Turnover Consistenly exceeds | Frequently exceeds Meets requirements Consistently
requirements requirements below require-
: ments
10. | Supervisionand Control | Extremely proficient | Possesses very high | Always possesses Very poor in
in supervision and ability in supervision the ability to super- supervisory
control vise confrol
11. Punishments Awarded to the Officer if any

(Attach copies of the orders or punishment also)
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GENERAL
1. Do you know of any physical disability of health problem which
prevents this Officer from working to full capacity? Yes ( )
If yes, please explain the nature of this problem
2. Geneal grading :
(1) No. of items in Grade A
(2) No. of items in Grade B
(3) No. of items in Grade C
(4) No. of items in Grade D
Comment with special reference to :

1. The adverse remarks passed against the employee within
the course of his / her performance or the disciplinary action
taken against him / her during the period under report.

2. The efforts made to improve the functioning of the employee
where his / her performance with reference to the factors
enumerated in this report is considered not upto the mark of
paor.

3. The important requirements or factors which affect the effec-
tiveness of the work of the Officer such as special difficultives
or handicaps, amount of direct or indirect supervision, the
emergency demands, if any, etc., and

4. Specific instances of any work worth of being mentioned in
support of the assessment in the graphic section.
(Add separate sheets if necessary)

Signature of Reporting Officer
Name:

Date of submission to Reviewing Officer Designation:

ReMARKS ofF THE REVIEWING OFFICER / AUTHORITY

Signature of the
Reviewing Officer / Authority

Name:

Designation

I have read the report

Date: Signature of Officer reported upon

No (
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Part -l
SECRET

(Not to be shown to the Officer reported upon)
(This part will not be the basis for promation in the normal course)

1. Loyalty: (So as to Judge his / her suitability for assignment
to Sensitive Posts)

Has anything come to your knowledge which reflects adversely
on the officer’s loyalty Yes ( ) No (

If “Yes' please give details (Add separate sheets if necessary)
2. Integrity and General Reputation :

(a) Has anything come to your knowledge either as oral or
written complaint or otherwise which reflects adversely

(i) On the Officers ability to honestly execute his duties Yes ) No (
(i) Showing favouritism in discharging his duties Yes ( ) No (
(iii) If "Yes' please give details of particulars y Yes ( ) No (

(b) (i) Has there been any preliminary finding regarding the
corrupt practices of the Officer

(iiy Has any case of corruption on the Officer been referred
to Vigilance Department after preliminary enquiries Yes ( ) No (

If ‘Yes’ give details

3.  Whether the Officer requires any training for the purposes of
his present job or for any higher responsibilities Yes ( ) No (

4. Whether the Officer should be posted to some other section /
office for better work or for other reasons (to be specified) Yes ( ) No (

Signature of the Reportihg Officer

Date: Name:

Designation:
Date of submission to the Reviewing Officer

RemARKS OF THE REVIEWING OFFICER /| AUTHORITY

Do you agree with the assessment made by the Reporting Officer Yes () No (

If you wish to modify anything or add, please elaborate

Signature of the
Reviewing Officer / Authority

Name:

Designation




INSTRUCTIONS *

Performance Appraisal Form Il (A) is meant for the category of Head Clerks, Junior Superintendent etc. of Non-
Secretariat Service.

The form will also used for the personnel belonging to the above said categories working in other Departments /
Institutions on deputation, Foreign Service conditions, etc, and for ‘Non-gazetted' Technical Officers. When this is
used for Non-gazetted Technical Officers, the designation of the officers will be typewritten at the top of the forms
and against irrelevant columns, the works ‘not applicable’ will be entered.

The form consists of two parts viz : Part | and Part Il. The facing sheet of Part | will be got filled up by the reportee.
A note on “Self Assessment” should be obtained freom the reportee and filed as part of the facing sheet. “Self
Assessment” in the context means a brief resume of work done by the Officer reported upon during the period under
_ report bringing out any special achievement of his / her during the period, to be filled by the Officer reported upon.
The resume should not exceed three hundred words. The “Self Assessment” given by the reportee will help the
Reporting Officer to make the ratings. The graphic portion of Section A of Part | will be prepared by marking the
appropriate grading items against the factors given. Part | will be shown to the reportee and his signature obtained.
Part Il is meant for recording the assessment of the Repor!ing ! Reviewing Officer and his signature obtained. Part
Il is meant for recording the assessment of the Reporhng ! Reviewing Officer on the loyalty and integrity of the
reportee This part will be considered as “Secret * and should not be shown to be reportee. This will not be a basis
for determining the Officer’s suitability for promotion / appointment to higher posts.

Special care should be taken in filling up the Performance Appraisal forms by the Reporting and Reviewing Officer.

The rating should be done taking into account the individual's actual performance on the job during the period under
report.

The Reporting Officer shouid take special care to study the factors for appraisal and apply them judiciously on the
reportee’s performance. Normally an impartial Officer can give only a few number of ‘A’ Grades to an Officer reported
upon. Award of ‘A’ Grades should be substantiated.

The Reviewing Officer will record his remarks in a narrative form in the column provided in the form. If he finds it

necessary to revise the gradings given by the Reporting Officer he will do so, in which case the gradings given by the
Reviewing Authority will prevail.

Itis the duty of the Reporting Officers / Reviewing Officers to see that no item in the form is left unfiled.

In all other matters, viz disposal of representations received from the reportees, period of writing the report etc., and

on matters not covered by these instructions, the procedure laid down in G.O. (P) No. 344/PD. dated 22-8-1966 as
amended from time to time will apply.
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PERFORMANCE APPRAISAL FORM

(Cir. No. Adv. C2/118/2021/P&ARD Dated 14-3-2022)

APPLICAE_E FORALL GAZETTED OFFICERS IN THE STATE EXCEPT SPECIALIZED CATEGORIES

Performance Appraisal Report for the period from

to

SEecTiON =1

BASIC INFORMATION

1. Name of the officer reported upon:

2. Department

3. Date of birth

4. Present Post

5. Date of entry in Government Service

6. Date of appointment to the present post

7. Date of entry in the present post

8. Pay and Scale of pay

9. Date from which functioning in the present
grade continuously

10. List of subjects dealt with according to the

office order distributing work
14 EpucationaL AND OTHER QUALIFICATIONS
Sl. No. General Department Special Other Skills, if any
12, EXPERIENCE
Period
Department *Category of work

From

To

* Category of work may be any of the following items of the work: Establishment, Accounts, Cash, Siores, Records, Planning, Office Section
and Miscellaneous




2

-

13. REPORTING, REVIEWING AND ACCEPTING AUTHORITIES

t 4
Name & Designation Period
Reporting Authority ¥
Reviewing Authority ’
Accepting Authority =
14, PERIOD oF ABSENCE ON LEAVE ETC.
Period Type Remarks

OnLeave '
(Specify Type)
Others (Specify)
15. TRAINING PROGRAMS ATTENDED )

Date from Date to Institute Subject i
16. AwWARDS/HONOURS/GoOD SERVICE ENTRY

17. DATE oF FILING PROPERTY STATEMENT:




3
Section I
SELF APPRAISAL

1.  Brief description of duties: (Objectives of the position you hold and the tasks you are required to
perform, in about 100 words)

2. During the period under report, do you believe that you have made any exceptional contribution, e.g.
successful completion of an extraordinarily challenging task or major systemic improvement (resulting
in significant benefits to the public and/or reduction in time and costs) If so, please give a verbal
description (within 100 words):

3. What are the factors that hindered your performance?

4. Please indicate specific areas in which you feel the need to upgrade your skills through training programs:
For the current assignment:

For your future career

Please Note:

You should send an updated CV, including additional qualifications acquired/training programs attended/
publications/special assignments undertaken.

Date: Signature of officer reported upon




SecTion i
APPRAISAL | ,

#

1. Please state whether you agree with the responses relating to the accomplishments of the work plan
and unforeseen tasks as filled out in Section I1. If not, please explain. i

2 Please comment on the claim (if made) of exceptional contribution by the officer reported upon.

3. Has the officer reported upon met with any significant failures in respect of his’/her work? If yes, please
explain.

4. Do you agree with the skill up-gradation needs as suggested by the officer?




5. Assessment of competency and performance (on a scale of 1-10). :
(This assessment should rate the officer viz her/his peers and not the general population. Grades
should be assigned on a scale of 1-10, in whole humbers, with 1 referring to the lowest grade and 10
to the highest grade. Bench mark score will be 5).

S1.No. Competency Reporting Authority Reviewing Authority | Accepting Authority

e

People First

Strategic Direction

Empathy

Problem solving

Ability to face Challenges

Team work

Leadership

Communication skill

o|lo|N|lojlan] ]| M

Decision making

10 Analytical Thinking i
1" Management of Time & resources
12 Ability to work under pressure

13 Exercising Delegation

14 Goal setting

15 Ability of Planning

16 Staff motivation

17 Leading by example

18 Ensuring meeting of deadlines

19 Coaching

20 Application of mind with regard to

public interest while taking decision

Overall Grading (Average)

Note: Competencies mentioned above have the same meaning as in the Competency Framework.

6. Pen picture by Reporting Officer. Please comment (in about 100 words) on the overall qualities of the
officer including areas of strengths and lesser strengths and his attitude.

Overall grade (on a score of 1.-10)

*

Whether the Officer reported upon needs training to improve his competency and performance? Specify.
Punishment awarded to the Officer.if any.

*
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7. Integrity: Please comment on the integrity of the officer.

Date: Signature of Reporting Authority

SecTion IV
REVIEW

1. Do you agree with the remarks of the reporting authorities:
Yes No

2. Observations / Pen Picture by the Reviewing Authority

3. Overall grade on a scale ol 1-10

Date: ' ; - Signature of Reviewihg Authority

SecTionV
ACCEPT

1. Do you agree with the remarks of the reporting/ reviewing authorities?
Yes No

2. Observations / Pen Picture by the Accepting Authority:

3. Overall grade (on a score of 1-10):

Date: Signature of Accepting Authority
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General guidelines for filling up the PAR form

1.  The Performance Appraisal Report is an important document. It provides the basic and vital
inputs for further development of an officer. The officer reported upon, the Reporting Authority, Reviewing
Authority and the Accepting Authority should therefore, undertake the duty of filling up the form with a high
sense of responsibility.

2. Performance appraisal should be used as a tool for career planning and training, rather than a
mere judgmental exercise. Reporting Authorities should realize that the objective is to develop an officer to
her/ his true potential. It is not meant to be a fault finding process but a developmental tool. The Reporting
Authority, the Reviewing Authority and the Accepting Authority should not shy away from reporting
shortcomings in performance,attitudes or overall personality of the officer reported upon.

3. The columns should be filled with due care and attention and after devoting adequate time. Any
attempt to fill the report in a casual or superficial manner will be easily discernible to the higher authorities.

4. Documentation of performance appraisal is a year-end exercise. It is a tool for human resource
development, career planning and training. Reporting Authority and the officer reported upon should meet
during the course of the year at regular intervals to review the performance and to take necessary corrective
steps.

5. Finally, the reporting authority is required to record an overall grade. This should also be done on
a scale of 1-10, with 1 referring to the lowest grade and 10 to the highest. The performance of the officer
shall be assessed on the basis of the Overall Grade in the PAR. :

The overall grading shall be assessed as follows:

Overall Grade Meaning
1.2 Poor
3,4 ; Below Average
5 Average (Bench Mark Score)
6,7,8 Good
9,10 Outstanding

6. Numerical Grades: At several places, numerical grades are to be awarded by reporting and review
authorities. These should be on a scale of 1-10, where 1 refers to the lowest grade and 10 to the highest, 5
denotes the Benchmark Score. It is expected that any grading of 1 or 2 (against work output or attributes or
overall grade) would be adequately justified in the pen-picture by way of specific failures and similarly, any
grade of 9 or 10 would be justified with respect to specific accomplishments. Grades of 1-2 or 9-10 are
expected to be rare occurrences and hence the need to justify them. In awarding a numerical grade the
reporting, reviewing and accepting authorities should rate the officer against a larger population of her/his
peers that may be currently working under them or would have worked under them in the past.



- .
7.  Disclosure: There should be niore openness in the systern of appraisal. The annual PAR, including .

the overall grade and integrity, should b= communicated to the officer reported upon, in writing, after it has
been finalized by the accepting authority. _ »

8. Representation: The officer reported upon may have the option to give his comments on the !
PAR. Such comments may be restricted t> the specific factual observations contained in the Performance’
Appraisal Report leading to the assessment of the officer in terms of attributes, competency and output. If
comments are submitted, the Reporting/Reviewing /Accepting Auihority would have the option to accep.:
them and modify the PAR accordingly. If the ccmments are not accepted, the views of the Reporting/
Reviewing/Accepting Authority would be communicated with reasons to the officer reported upon. Thereatfter,
only if the officer reported upon so desires, he may request for the matter to be forwarded to the Referral .
Board. The representation shall be confined to errors of facts and nothing else. The Referral Board shall
give clear findings on the representation and take a final decision on the assessment, including the overall -
grading in regard to the parameters affected thereby. The decision along with details in case an entry is
upgraded or downgraded, with reasons for same may be recorded in the PAR and the same communicated,
in writing, to the officer reported upon. The decision of the Referral Board shall be final.
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ANNEXURE

SREE PADMANABHA SWAMY TEMPLE

SCALES OF PAY WITH EFFECT FROM 01.01.2015,

REVISED

Scale of Pay

I
|
E Rs
|
[ 0s00- 325-11875-350-
| 13275-375-15150-400-

17150-425-18850-450-
| 21100-475-22525

10900-325-11875-350-
13275-375-15150-400-
| 17150-425-18850-450-
| 21100-475-22525

EXISTING _
Scale Post Scale of Pay
No Rs
1 Thalam |, Thalam II 1950- 60 2310 80 287(} 100 3::}70~
f 125-3995-150-4895- 175-5770-
200-6770-225-7895%
2 Dhoopam pukappu, Khattiyam, 2130-60-5?;f{_)-—8'0'-2'530—"1&'}_—73"3—7_6—"'
Sruthy I, Vilakkeduppu 125-3995-150-4895-175-5770-
200-6770—225~7895--2SD~9 145
3 | Peon,Caretaker Peon,Driver, 2310-80-2870-100-3370-126.
Annadanam Staff, Cloak Room Staff 3995-150-4895-175-5770-200-

6770-225-7895-250-9145-275.
| 10520- 300- -12020

Asst Electrruan

Koppeduppu Puramthali,

-

Chandiram, Mahout,

2390-80-2870- 100- 3370- 125
3995-150-4895- 175-5770-200-
6770-225-7895-250- 9145-275-
_ 10520 -300- -12020- -325- 1364f

3995 150 4895 175- 577(} 200

| 6770-225-7895-250-9145.275.

' [ 10520-300-120206-325-13645-

350- 15395-375- 17276

Guard,Sambandham,
Sruthy |, Vilakkuveypu,
Thiruvambadi Kurup

Counter Clerk Electncran,

Computer Clerk

ﬂl?é_eezhsanthi,uTha hil 11,

Nadaswaram I, Naick,Dassar,
Pathramthenni, Muttathochan

2630-80-2870-1 100-3370 -3370-125-

13995-150-4895-175-5770-200-
6770-225-7895-250-9145-275.
10520-300-12020-325-13645.

| 350-15395-375-17270

2630-80-2870-100-3370-125.
3995-150-4895-175-5770-200-
6770-225-7895-250-9145-275.
| 10520-300-12020

|_._._.__.___
2870-100-3370-125-3995.150.
4895-175-5770-200-6770-225.-
7895-250-5145-275-10520-300-
12020-325-13645-350-15395.-
375-17270-400-19270-425- 21395

Senior Clerk, Asst Sreeka rivam,

i Store Keeper, Typist

1 2870- 100-3370- 125-3995- 150-

I 4895-175-5770-200- -6770-225.
7895-250-9145-2?5-10520—30('}-

f 12020-325-13645-350-15355.

10900 325-11875-350-
| 13275-375-15150-400-
| 17150-425-18850-450-
| 21100-475-22525

10900-325-11875-350.
13275-375-15150-400-
17150-425-18850-450-

— ]

11225325 11875-350- . |

| 13275-375. -15150-400-
f 17150-425-18850-450-
| 21100-475-23000

12925-350-13275.375.

15150-400-17150-425-
18850-450-21100-475-

| 23475-500-25975-525-
26500

12925-350-13275.375.

[ 15150-400-17150-425-
| 18850-450-21100-475.
| 23475-500-25975-525.
| 26500 N
13275-375-15150-400- |
[ 17150-425-18850-450-
| 21100-475-23475-500-
| 25975-525-27025

! 13275-375-15150-400)
| 17150-425-18850-450
| 21100-475-23475 500
| 25975-525-2702",




53325

36225-650-38825-675-
41525-700-44325-725-
47225-750-50225-775-

2
10 | Azhathi, Thahil |, Thirumeni Kaval | 3070-100-3370-125-3995-150- ["17150-425-18850-450-
Kurup,Periyochan 4895-175-5770-200-6770-225-- | 21100-475-23475-500-
7895-250-9145-275-10520-300- l 25975-525-28075-550-
12020 - | 30275-575-32575
11 | Nadaswaram | 3170-100-3370-125-3995-150- ‘ 18850-450-21100-475-
4895-175-5770-200-6770-225- | 23475-500-25975-525-
7895-250-9145-275-10520 | 28075-550-30275-575-
| 32575-600-34975-625-
: | - ) 3225
[Mﬁ 'Ereeka riyam, Accountant 3745-125-3995-150-4895-175- | 23475-500-25975-525-
(to be upgraded as Assistant 5770-200-6770-225-7895-250- | 28075-550-30275-575-
Accounts Officer- Accountant post | 9145-275-10520-300-12020-325- | 32575-600-34975-625-
to be abolished after pay revision), | 13645-350-15395 36225-650-38825-675-
Treasurer(Muthalpidi), 3 41525
Information Officer
(newly created),
Public Relations Officer ]|
(newly created) g
i i
13 ! Commander | 3745-125-3995-150-4895-175- 1 25975-525-28075-550-
" 5770-200-6770-225-7895-250- | 30275-575-32575-600-
9145-275-10520-300-12020-325-~ | 34975-625-36225-650-
13645-350-15395 [ 38825-675-41525-700-
2= | __ | 44325

14 | Head Accountant (to be upgraded 3995-3995—_150-4895—175—57?0- | 28075-550-30275-575-
as Accounts Officer - Head 200-6770-225-7895-250-9145- | 32575-600-34975-625-
Accountant post to be abolished’ 275-10520-300-12020-325- | 36225-650-38825-675-
after pay revision), 13645-350-15395-375-17270- 1 41525-700-44325-725-

| Supdt 400-19270° L4722
{Supdt postto be abolished after |
pay revision), ’
Asst. Accounts Officer '
(newly upgraded post) - "

15 Manager, | 4395-175-5770-200-6770-225- 30275-575-32575-600-
Accounts Officer _ 7895-250-9145-275-10520-300- 34975-625-36225-650-
(newly upgraded post)  12020-325-13645-350-15395- | 38825-675-41525-700-

375-17270-400-19270-425- 44325-725-47225-750-
B 21395-450-23645-475-26060 50225
16 | Administrative Officer ~ 132575-600-34975-625-




