
 

 

 

miKvwiKg©PvixiPvKzwimsµvšÍ Z_¨vw` 

(Kg©Pvix KZ„©K c~ibxq) 

 

cÖv_wgK Z_¨vw` (Primary Information) 
 Kg©Pvixibvg (evsjv)  (Name of Employee: Bangla)  

 

 c`ex(Rank)  
 

 RvZxqcwiPqcÎ b¤^i (National ID Number)  
 

 Rb¥-ZvwiL(Date of Birth)  
 

1.0 e¨w³MZ, cvwievwiK I e¨vsKG¨vKvDUmsµvšÍ Z_¨vw` (Personal, Family and Bank Account Related Information) √ 
1.1 e¨w³MZ Z_¨vw` (Personal Information) 
 wj½ (Gender) cyiæl(Male) gwnjv(Female) Ab¨vb¨ (Other) 

 

 wcZvibvg (Bs‡iRx) (Father’s Name: English)  
 

 gvZvibvg (Bs‡iRx) (Mother’s Name: English)  
 

 ag© (Religion) Bmjvg 
(Islam) 

wn› ỳ 

(Hindu) 

‡eŠ× 

(Buddhist) 

wLª÷vb 

(Christian) 

Ab¨vb¨ 

(Other) 
  

 •eevwnKAe ’̄v (Marital Status) weevwnZ 

(Married) 

AweevwnZ 

(Unmarried) 
weaev 

(Widow) 

wecZœxK 

(Widower) 

Ab¨vb¨ 

(Other) 
  

 †gvevBj ‡dvb b¤î (Mobile Phone Number)  
 

 B-‡gBjwVKvbv (hw` _v‡K) (e-mail Address: if any)  
 

 B-wUAvBGb b¤̂i (hw` _v‡K) (e-TIN Number: if any)  
 

1.2 cvwievwiK Z_¨vw` (Family Information)  
1.2.1 ¯^vgx/ ¿̄xi m¤úwK©Z Z_¨vw` (Particulars of Spouse) 

RvZxqcwiPqcÎ b¤^i 

(National ID Number) 

Rb¥-ZvwiL 

(Date of Birth) 

bvg (evsjv) 

(Name: Bangla) 

   

1.2.2 mšÍvbm¤úwK©Z Z_¨vw` (Particulars of Children)  cÖ‡hvR¨ b‡n| 

cwiwPwZiaiY(Type 

of Identification) 

Rb¥ wbeÜb/ 

RvZxqcwiPqcÎ b¤^i  

(Birth Registration/ 

NID Number) 

Rb¥-ZvwiL 

(Date of Birth) 

m¤úK© 

(Relation) 

bvg (evsjv) 

(Name: Bangla) 

bvg (Bs‡iwR) 

(Name: English) 

 

 

     

1.2.3 cÖwZeÜxmšÍvbm¤úwK©Z Z_¨vw` (hw` _v‡K) (Particulars of Disabled Child: if any)  cÖ‡hvR¨ b‡n| 
cÖwZeÜxmšÍv‡bicwiwPZ b¤̂i 

(Identification Number of Disabled Child) 

Rb¥-ZvwiL 

(Date of Birth) 

m¤úK© 

(Relation) 

bvg (evsjv) 

(Name: Bangla) 

cÖ‡hvR¨ bq 

1.3 e¨vsKmsµvšÍ Z_¨vw` (Bank Information) 
 e¨vsKwnmv‡eibvg (Bs‡iwR) (Bank Account Name: English)  

 

 wnmve b¤̂i (Account Number)  
 

 e¨vsKwnmv‡eiaib(Bank Account Type)  mÂqx (Savings) PjwZ(Current) 
 

 e¨vs‡Kibvg(Bank Name)  
 

 kvLvibvg(Branch Name)  
 

 e¨vsKivDwUs b¤̂i (Bank Routing Number)  
 

2.0 PvKwim¤úwK©Z Z_¨vw` (Information Related to Service) 
2.1 eZ©gvbAe ’̄vb (Present Position) 
 eZ©gvb c` (Present Post)  

 

 eZ©gvb c‡` †hvM`v‡biZvwiL(Joining Date of Present Posting)  
 

 eZ©gvb †MÖW(Present Grade)  
 

*e¨vsKwnmv‡emivmwi A_© †cÖi‡Yi Z_¨ GmGgGmGigva¨‡g Rvbv‡bviRb¨ †gvevBj †dvb b¤̂i cÖ‡qvRb| †gvevBj :  
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 eZ©gvb ‡¯‹j (Present Scale)  
 

 eZ©gvb ‡kÖYx(Present Class)  3q ‡kÖwYiKg©Pvix 
(Class Three Employee) 

 

4_© ‡kÖwYiKg©Pvix 

(Class Four Employee) 
 

2.2 cª_g †hvM`vb (First Joining) 

 cÖ_g †hvM`v‡bi Zvwi‡L †MÖW (Grade at First Joining)  
 

 cÖ_g †hvM`v‡bi Zvwi‡L †¯‹j (Scale at First Joining)  
 

 cÖ_g †hvM`v‡bi Kg©¯’j (Awdm/ gš¿Yvjq/ wefvM)  

(Working Place at First Joining: Office/ Ministry/ Division) 

 
 

2.3 c‡`vbœwZ/ D”PZi †¯‹‡ji Z_¨vw` (Information on Promotion/ Higher Scales) 

aib 

(Type) 

cÖvwßiZvwiL 

(Date of Getting) 

‡eZb †MÖW  

(Pay Grade) 

‡eZb †¯‹j  

(Pay Scale) 

g~j †eZb 

(Basic Pay) 

     

 

3.0 ‡eZb-fvZvw` I KZ©bm¤úwK©Z Z_¨vw` (Information on Pay-Allowances and Deductions) 

3.1 eZ©gvbg~j †eZb I fvZvw` (Basic Pay and Allowances at Present) 

3111201 - g~j †eZb (Kg©Pvix) (3111201 – Basic Pay: Employee)  
 

3111301 - `vwqZ¡ fvZv(3111301 – Charge Allowance)   
 

3111302 - hvZvqvZfvZv(3111302 – Conveyance Allowance)   
 

3111306 - wkÿvfvZv(3111306 – Education Allowance)  
 

3111310 - evwofvovfvZv(3111310 – House rent Allowance)  
 

3111311 - wPwKrmvfvZv(3111311 – Medical Allowance)  
 

3111314 - wUwdbfvZv(3111314 – Tiffin Allowance)  
 

3111316 - †avjvBfvZv(3111316 – Washing Allowance)  
 

--  
 

--  
 

--  
 

3.1 KZ©bmg~n(Deductions)   

1111102 - e¨w³ KZ„©K †`q AwMÖgAvqKi 

(1111102 – Advance Income Tax Payable by Individuals) 
 

 
 

1422404 - cvwb I cqtwb¯‹vkbe¨e¯’v PvR© (1422404 – Water & Sewerage Charge)  
 

1423204 - miKvwihvbevnbe¨enviwd(1423204 – Fee for using government vehicle)  
 

1441204 - †cŠiKi(1441204 – Municipal Tax )  
 

8172401 - wZZvmM¨vmwej(8172401 – Titas gas bill)  
 

8172402 - evLivev` M¨vmwej(8172402 – Bakhrabad gas bill)  
 

8172403 - Rvjvjvev` M¨vmwej(8172403 – Jalalabad gas bill)  
 

8172404 - KY©dzwjM¨vmwej(8172404 – Karnaphuli gas bill)  
 

8172405 - cwðgAÂjM¨vmwej(8172405 – West Zone gas bill)  
 

8172503- Kj¨vb Znwej (8172503- Welfare Fund)  
 

--  
 

--  
 

4.0 mvaviYfwel¨ ZnwejGesGiAwMªgmsµvšÍ Z_¨vw`(Information Related to GPF and It’s Advance) 

4.1 mvaviYfwel¨ Znwej(GPF) 

 fwel¨ Znwe‡jicÖK„wZ(Nature of Provident Fund)  

 
 

 wnmve b¤̂i (Account Number)  
 

 fwjDg b¤̂i (Volume Number)  
 

 me©‡kl c„ôv b¤̂i (Latest Page Number)  
 

 eZ©gvbgvwmKPvu`v KZ©‡bi cwigvb 

(Monthly Amount Deducted is Subscription a Present) 
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4.2 PjgvbwRwcGdAwMÖg(Current GPF Advance)   

weeiY 

(Description) 

 
 

1g AwMÖg 

(1st Advance)  

2q AwMÖg 

(2nd Advance) 

3q AwMÖg 

(3rd Advance) 

4_© AwMÖg 

(4th Advance) 
 

 gÄywi b¤̂i  

(Sanction Number)  

    

 gÄywiiZvwiL 

(Sanction Date) 

    

 gÄywiK…Z A‡_©i cwigvY 

(Sanction Amount)  

    

 ‡gvUwKw¯ÍimsL¨v 

(Total Number of Installment) 

    

 wKw¯Ícwi‡kvaïiæiZvwiL 

(Installment Starting Date) 

    

 cwi‡kvwaZwKw¯ÍimsL¨v 

(Number of Installments Paid) 

    

 my‡`i †gvUcwigvY 

(Total Interest Amount) 

    

 mgš̂qK…Z A‡_©i cwigvY 

(Adjusted Amount) 

    

 my‡`iwKw Í̄imsL¨v 

(Number of Interest 

Installment) 

    

 cwi‡kvwaZmy‡`iwKw¯ÍimsL¨v 

(Number of Interest 

Installment Paid) 

    

 

5.0 eZ©gvb FY msµvšÍ Z_¨vw` (Current Loan Related Information)  

weeiY 

(Description) 

M„nwbgv©Y FY 

(House Building 

Loan) 

Kw¤úDUvi FY 

(Computer Loan) 

†gvUimvB‡Kj FY 

(Motor Cycle 

Loan) 

†gvUiKvi FY 

(Motor Car 

Loan) 

evBmvB‡Kj FY 

(Bye Cycle 

Loan) 
 

 gÄywi b¤̂i  

(Sanction Number) 

 
 
 
  

 gÄywiiZvwiL 

(Sanction Date) 

 gÄywiK…Z A‡_©i cwigvY 

(Sanction Amount) 

 AeP‡qicwigvY 

(Depreciation Amount) 

 ‡gvUwKw¯ÍimsL¨v 

(Total Number of Installment) 

 wKw¯Ícwi‡kvaïiæiZvwiL 

(Installment Starting Date) 

 cwi‡kvwaZwKw¯ÍimsL¨v 

(Number of Installments Paid) 

 my‡`i †gvUcwigvY 

(Total Interest Amount) 

 mgš̂qK…Z A‡_©i cwigvY 

(Adjusted Amount) 

 my‡`iwKw Í̄imsL¨v 

(Number of Interest Installment) 

 cwi‡kvwaZmy‡`iwKw¯ÍimsL¨v 

(Number of Interest Installment Paid) 
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6.0 M„nxZAwR©ZQzwU/ wj‡qbm¤úwK©Z Z_¨vw` (Information Related to Earn Leave/ Lien Availed) 
 

6.1 Aby‡gvw`ZQzwU(Authorized Leave) 

QzwUiaiY 

(Type of 

Leave) 

‡eZbcÖK„wZ(Nature 

of Pay) 

c~Y© †eZb/ Aa© 

†eZb/ webv †eZb 

(Full Pay/ Half 

Pay/ Without 

Pay) 

QzwUiD‡Ïk¨ 

(Reason 

for Leave) 

gÄywiAv‡`k 

b¤^i 

(Sanction 

Number) 

gÄywi 

Av‡`‡kiZvwiL(Sanction 

Date) 

QzwU †fv‡MimgqKvj 

(Period of Leave Availed) 
‡gvU 

†fvMK…Z 

QzwU(Total 

Leave 

Availed) 

w`b(Date) 

ïiæiZvwiL(Starting 

Date) 

mgvwßiZvwiL(Finishing 

Date) 

 

 
 

       

    
 

  
 

  

    
 

    

 

*QzwUiaiY (‡hgbtAwR©Z, cÖmywZ, Aa¨qb) GesQzwUiD‡Ïk¨ (‡hgbtn‡R¡ Mgb, ewntevsjv‡`k Mgb, kªvwšÍwe‡bv`b) D‡jøLKi‡Zn‡e| 

 

6.2 wj‡qb (Lien)  

wj‡qbKvjxbcÖwZôvb 

(Organization During 

Lien) 

gÄywiAv‡`k 

b¤^i 

(Sanction 

Number) 

gÄywi 

Av‡`‡kiZvwiL 

(Sanction 

Date) 

mgqKvj(Time Period) 

‡gvUmgqKvj(Total 

Period) 

wjfm¨vjvwiKw›UªweDkb 

(gvwmKnvi) (Leave 

Salary 

Contribution 

Monthly Rate) 

ïiæiZvwiL(Starting 

Date) 

mgvwßiZvwiL(Finishing 

Date) 

 

- - - - - - - 
- - - - - - - 

 

*wj‡qbKvjxb †cbkbKw›UªweDkb, wjfm¨vjvwiKw›UªweDkbBZ¨vw` eve` A_© RgvcÖ`v‡bi Z_¨ A_v©rPvjvb b¤î, ZvwiL I UvKvicwigvb c„_Kfv‡eD‡jøLKi‡Zn‡e| 

 

7.0 k„•Ljvg~jKe¨e ’̄v (hw` _v‡K) (Disciplinary Action of any)  

`‡ÛicÖK…wZ(Natur

e of Penalty) 

`‡Ûiai

Y 

(Type 

of 

Penalty) 

Av‡`k 

b¤^i(Orde

r  

Number) 

Av‡`‡kiZvwi

L 

(Order 

Date) 

mgqKvj(Time Period) kvw Í̄i 

Av‡`‡kiAv‡jv‡Kcybtwba©vwi

Z †eZb 

(Readjusted Salary on 

Basic of Disciplinary 

Action Taken) 

gšÍe¨ 

(Comment

) 
ïiæiZvwiL(Startin

g Date) 

mgvwßiZvwiL(Finishin

g Date) 

 

- - - - - - - - 
- - - - - - - - 

 

*`‡ÛicÖK…wZ (‡hgbtjNy`Û/ ¸iæ`Û) Ges `‡ÛiaiY (‡hgbtwZi¯‹vi, eva¨Zvg~jKAemi) D‡jøLKi‡Zn‡e| 
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