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	1.Employee Basic Information (part-1)
	
	
	
	
	
	

	Employee Name
	Father’s Name
	Mother’s Name
	Designation
	National ID
	Religion
	Gender
	Date of Birth dd/mm/yyyy
	Blood Group

	Home District 
	Marital Status
	Personal Mobile No.
	
	
	
	
	
	 

	 
 
	 
	 
	 
	
	 
	 
	 
	 
	 
	 
	
	
	
	
	
	
	

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
 
	 
	 
	 
	 
	 

	2. Employee Spouse Information (part-2)
	
	 
	 
	 
	 
	 

	Spouse Name
	Spouse Home District
	Spouse Occupation
	Spouse Designation
	Spouse Organization
	Organization Address
	Personal Mobile No.
	
	
	
	
	
	 

	 
	 
	 
	 
	 
	
	 
	
	
	
	
	



	3. Employee Address Information (part-3)
	
	
	
	
	
	
	
	
	

	Types of Address
	Village / House no. & Road no.
	Post Office 
	Police Station
	District 
	Upazilla
	Resident Telephone
	Personal
 e-mail
	
	
	
	
	
	
	
	
	

	Present Address
	 
	 
	
	 
	 
	 
	 
	
	
	
	
	
	
	
	
	

	Permanent Address
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	4. Employee First Joining Information (part-4)
	

	First Joining Date in Service
dd/mm/yyyy
	Rank/Class
(Class-1/ Class-2/
 Class-3/ Class-4)
	First Designation
	Office Name (DG Office /DD Office/YDO Office/YTC etc.)
 First  Posting Place
(Upazilla, District) 
	Job Nature
(Revenue/ Development)
	Grade
(1st–20th)
	PRL Date dd/mm/yyyy
	G.O Date dd/mm/yyyy
(Appointment letter)
	Confirmation 
Date
dd/mm/yyyy
(Service regularization date)
	Gazzeted Date dd/mm/yyyy
(Gazzete published date)
	Endorsement Date dd/mm/yyyy
(Joining endorse date)
	
	
	
	
	
	
	
	
	 

	 
	 
	 
	 
	
	 
	 
	 
	 
	 
	 
 
	
	
	
	
	
	
	
	
	

	5. Employee Educational Information

	Degree (Secondary ,Higher Secondary etc.)
	Group/Department(Sceince/Arts/Bangla/History/Physics etc.)
	School/College/Board/University
	Result
	Passing Year
	C GPA

	 
	 
	 
	
	 
	

	 
	 
	 
	
	 
	

	
	
	
	
	
	

	
	
	
	
	
	




	6. Employee Child Information
	
	
	

	No of Child
	Name
	Gender
	Birth Date 
dd/mm/yyyy
	Remarks
	
	
	
	

	1. 
	 
	 
	 
	
	
	
	
	
	
	
	
	
	

	2. 
	 
	 
	 
	
	
	
	
	
	
	
	
	
	



	7. Employee Training Information(From First Joining to Till Today)
	

	Training Type
(Local / Foreign)
	Course Title
	Institution
	Country
	Start Date
dd/mm/yyyy
	End Date
dd/mm/yyyy
	Grade
	Position
	
	
	
	
	
	
	
	
	
	
	
	
	

	 
	 
	 
	 
	 
	 
	 
	 
	
	
	
	
	
	
	
	
	
	
	
	
	

	 
	 
	 
	 
	 
	 
	 
	 
	
	
	
	
	
	
	
	
	
	
	
	
	



	8. Employee Posting Places/Workstation (Must fill up accurately from first joining to till today) 
	
	
	
	
	
	

	Designation &Office Name
 (DG Office/DD Office/YDO Office/YTC/CHRDC etc.)

	From Date
dd/mm/yyyy
	To Date
dd/mm/yyyy
	Upazilla
	District
	
	
	
	
	

	 


	 
	 
	 
	 
	
	
	
	
	

	 


	 
	 
	 
	 
	
	
	
	
	
	




	9. Employee Promotion Statement

	Promoted Designation & Promotion Nature
(Natural/Selection Grade/Senior Scale/Regular)
	Promotion Date 
dd/mm/yyyy
	G.O. Number  &Date  
dd/mm/yyyy

	

 
	 
	 
	 

	

 
	 
	 
	 

	
	
	
	 




	10. Employee Publication

	Publication Type 
(Journal/ periodical, etc)
	Publish Date
	Description

	

	
	

	

	
	






	11. Employee Leave Information( From First Joining to Till Today)

	Types of Leave
(Earn/Leave & Recreation, Sick, Maternity, Others etc.)
	From Date
dd/mm/yyyy
	To Date
dd/mm/yyyy
	Description
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	12. Employee Other Services

	Employer Name
	Address
	Service Type
	Designation
	From Date
dd/mm/yyyy
	To Date
dd/mm/yyyy

	

	
	
	
	
	

	

	
	
	
	
	



	13. Employee Disciplinary Action ( From First Joining to Till Today)

	Occurrence 
	Occuring Date dd/mm/yyyy
	Action &Punishment
	Memo No. & Date 
dd/mm/yyyy
	Remarks

	

	
	
	
	

	

	
	
	
	



	14. Employee Present Official Postal Address(In Details)

	



