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1.

Proforma for Review meeting related to HR/Adm. at field level

Date of Review
Name of the Office [Zone/Circle/Division/ Sub-Division]

Manpower position:-

(8

SLNo | Name of Post | Sanctioned Existing Vacancy | Additional Charge | Remarks
1.
2
3
4,
3.
6.
7.
8.
9.
10.
11
2. | Security guard
B 3. | O&M staff
2. Report on Attendance:
Whether Biometric machine is installed or not in the Office:-
A. Report on Biometric Attendance:
SLNo | Total No of | No of Employee who made | No of Employee who | Remarks
Employee Biometric at 10:00 AM made Biometric after
10:00 AM
B. Report where Attendance is made in Attendance Register
["SINo Total No of No of Employee who made | No of Absent Employee Remarks
Employee Attendance in Register according to Attendace
Register
|
C. Attendance of Employee working in shift:
(1) 06:00 AM to 02:00 PM
SINo | Total No of [ No of Employee who made | No of Absent Employee | Remarks
Employee Attendance in Register according to Attendace
Register
(i1) 02:00 PM to 10:00 PM
SLNo | Total No of | No of Employee who made | No of Absent Employee | Remarks
Employee Attendance in Register according to Attendace
Register




(iii) 10:00 PM to 06:00 AM

S1.No

Total No of No of Employee who made | No of Absent Employee

Employee Attendance in Register

according to Attendace
Register

Remarks

|

(iv)Status of Employee on Leave as on date:

SI. | Name of EMP.
No | Employee Id

Designation

ELeave

Nature of Period of Leave

Leave

substitute

.
2.

Specific Points of Review

SL
No.

Points of Review

No
receipt
obtained

of

Puatup/ No of | Present
disposed | pending | Status
cases.

Reasons

Remarks

1.

Logbook receipt in office

2.

Number of letters issued
as on date.

(o)

Retirement Benefits

Pension

Gratuity

GPF

Leave Encashment

GSS

Others

Campassionate

Appointment

Court cases

Supreme Court

High Court

Lower Court

Tribunal

Consumer Court

Training issues

Compensation Cases

Overtime Cases

Excutive Charge Cases

ACP Cases

Disciplinary action Cases

Sexual Harassment Cases




13. | Certificate / Document
Verification Cases

14. | Employee Id Creation

15. | Salary Payment to
newly recruited
employee
E-Office

17. | Deputation Cases

18. | Medical issues

19. | Grivance of Employees
at work place

20. | Electrocution Cascs

21. | E-compliance dashbord
cases

22, { SC/ST Commission
cases

23. | Human Rights
Commission Cases

24. | RTI Cases

25. | CM Secretariat cases

26. | Sahyog Shivir cases

27. | Vehicle matter

L28. Vehicle Log book

29. | Corpus fund

30. Securi‘gy
Miscellaneous

4. Office Environment Report

Sl
No.

Points of Review

Yes/Not

If
Number

yes,

LI.

Office is running in Own
Building/On rent

2

Availability of Water

Water filter

Male Toilet

Female Toilet

AC

Computers

Printers

Internet Facility

Emergency Medical kit

S R B N 18 PN

Fire Extinguisher instrument

Signature of Officer

Signature of Officer



