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The undersigned is directed to invite attention to the provisions of
the Supplementary Rules which relate to maintaining records of service
of a Government employee. The provisions of SR-199 and 202 require
that "Every step in a Government servant's official life must be recorded
in his Service Book and each entry must be attested by the Head of his
Office" (SR199) and that "It shall be the duty of every Head of Office to
initiate action to show the Service Books to the Government servants
under his administrative control every year.

2. All employees belonging to Ministerial (Assistant, UDC, LDC,
Stenographer Grade-l & Il) and Non-Ministerial (Junior Translation
Officer, Storekeeper) Cadre of Subordinate Offices of CWC are required
to physically verify their Service Book entries and ensure that all
particulars, including personal details and other information are correct
and up to date. Further, all employees belonging to Ministerial and Non-
Ministerial Cadre of Subordinate Offices of CWC are requested to submit
recent passport size coloured photograph and furnish updated
nomination forms for Death/Retirement Gratuity and CGEGIS and Family
details so that accurate and current details are recorded in their Service
Books. Any discrepancy noticed during verification may be reported to
their concerned Head of the Office for necessary correction.

3. All employees belonging to Ministerial and Non-Ministerial Cadre of
Subordinate Offices of CWC are requested to complete the above
requirements at the earliest to ensure proper maintenance and accuracy
of Service Book records.

This issues with the approval of the Competent Authority.

Digitally signed by
NISHA GUPTA

Date; 26-11-2025 ™%
09:58:36



H-12014/1/2025-S.0. (E-VII) 1723212272025

R giaa

IHY: 011-29583534.
To

1. All Chief Engineers / Superintending Engineer(C) of field offices of
CWC.

2. All the employees belonging to Ministerial and Non-Ministerial
Cadre of Subordinate Offices of CWC.

Copy to:-

1. SMD, CWC for uploading on website.
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