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Government of West Bengal

Cffice of the District lnspector of Schools (S.E')

Memo No l+ l g 
I s 

Bankura 
Date'. -23r1zrz02a

From . The District lnspector of Schoois (S.E.),Bankura

Tc : Aii the HOi of jr. HighlHighlHS School uncjer ihis ciistrici.

Sub : Regarding submission of various files"

ln connection with the above noted subject helshe is hereby requested to follow the list of

required documentslpapers attached with this letter at the time of submission of various files to the

office of the undersigned.

At the time of submissicn of Arrear bili the bill should be prepareC balance brought dc',vn & car"ried

down mode in each page (prescribed Arrear bill format already uploaded in our official site). Amount

passed for should be the Gross amount not the Net amount. Reason of Arrear must be rnentioned in

details. l.tGrant-in Aid received memo no have to be mentioned in Annexure-1.

Use of ',vhitener"and ovenwrite on the arrear bill wili not be accepted.

He/she is also requested to arrange the papers/documents serially as per check list.

From janu ary'2i, ihere is no need io submit ihe harcj copy of requisition of salary Finaiised bili.

He/she is requested to scan the signed copy of requisition of finalized salary bill and send the same

helshe should wi.ite in the subject of the mail 'Sub-*ivision n&me' and "Saiary requisition for ihe

in every m*nth.

District I

of................"



At!-THEttotAREREQUESTEDTosUaMITTHEFoLLowIIUGPAPERS/D0CUMENTSATTHE

flME oF SrJBMlSSlofi{ FILE ro THE orFlc! oF r!Egi/!{!$€lt\IKURA FOR TIMELY DlsPosAL'

CI+ECK LIST

DETAIL FORWARDING LETTER OF HOI

APPLICATION CF APPLICANT

ATTESTED PHOTOCOPY OF ,qLL APPROV.ALS

COMPARATIVE PAY STRUCTURi

ATTESTED PHOTOCOPY OF UPDATED SERVICE BOOK WITH UPDATE LEA\IE ACCCUNT

AND B,ED DETAII-S MUST BE MENTICNED IF APPLTCABLE '

nrrEsrro P HOTOCO PY O F ALL I P F ( RO PA,98,09&19].

PHoToCoPY oF B'ED EXAM SCHEDULE, CERTIFICATE, MARKSF{EET.

PHOTOCOPYOFSA.LA.RYREQUISITIONFORTHESTA.F.TINGMONTIjOF'^'RF'EARA'ND

THE PREVIOUS MONTH FOR WHICH ARREAR IS CI.AIMED AND THF LAST MONTH AND

FOLOWING MONTH UPTO WHICH ARREAR 15 CLAIMED'

COPV OT M.C RESOLUTION/ ADMINISTRATOR'5 ORDER.

THREE COPIES OF ANNEXTURE -1 DULY FILLED IN"

ACQUiTTANCE ROLL roR rHE AIRE"E ilxigq'
NON DRA\^/AL CE RTI FICATE,

cEnrrrrcarE oF REASON FOR DELAY (lF APPLICABLE).

FOR HIGHER SCALE OF PAY

CHECK LIST.

DETAIL FORWARDING LETTER OF HOI'

APPLICATION OF APPLICANT.

.ATTESTED PHOTOCOPY OF ALL APPRO\'/ALS'

TIFICATE AND MARKSHEET OF HIGHER

ATTESTED PHOTOCOPY OF UPDATED SERVICE BOOK WITH UPDATE LEAVE ACCOUNT

AND B.ED DETAILS MUST BE MEI{TIONED IT APPLICABLE

PHOTOCOPY OF SALARY REQUISITION FOR THE MONTH AND THE PREVIOUS MONTH

FOR WHICH AF-REAR IS CLAIMED AND THE LAST MONTH AND FOLOWIfIG MONTH UPTO

WHICH ARREAR IS CLAIMED.

CoFv or M.c RESoLUTIoNI ADMINISTRAToR's oRDER'

DETAIL FORWARDING LETTER CF HOI.

APPLICATION OF APPLICAhIT,

A.TTESTED PHOTOCOPY OF ALL APPROVALS.

COM PARATIVE PAY STRUCTU RE.

W-ITH UPDATE LEAVE ACCOUNT

AND B.ED DETAILS MUST BE MENTIONED II APPLICABLE'

arrrsrEn PHOTOCOPY OF ALL IPF(ROPA,98,CI9 &49!
pncrocop.i cF SALARY REqUisiTlctl/sltP AS Ol",lTHE DATE OF CPTiOli'

tcpv or M.c RESoLUTtoN/ ADMINISTRAToR's oRDER,

a

4

5

6

7

8

I



FOR COUNTERSIGN OF LPC

1, CHECK LIST.

2 PHOTOCOPY OF APPOINTMENT LETTER OF WBBsE.

3 RELEASE ORDER.

4 COPY OF M,C RESOLUTION/ ADMINISTRATOR'S ORDER"

5 COPY OF LAST MONTH SAL,ARY REQUISITION.

5

ATTESTED PFIOTOCOPY OF UPDATED SERVICE BOOK WITH UPDATT LEAVE ACCOUNT

AND B.ED DETAILS MUST BE MENTIONED IF APPLICABLE .

FOR FULL HRA CLAIM
1 CI.IECK LIST

"l TWC SETS CF FCLLC\A,1ING PAPERS

3 DETAIL FORWARDING LETTER OF HCI MENTIONIIIG MEMO NO & DATE

4 APPLICATION OF APPLICANT DULY FORWARDED BY THE HOI.

5 ATTESTED PilOTOCOPY OF A.LL APPROVALS.

6 WORKING CERTIFICATE OF SPOUSE FROM THE CCIMPETENT AUTHORITY.

7 COPY OF M.C RESOLUTION/ ADMINISTRATOR'S ORDER IN THIS REGARD,

8

SUPPORTING DOCUMENTS RFGARDING FULL ANDRESS OF WORKiNG STATIONS OF

BOTH HUSBAND AND WIFE MENTIONING Ti-IE NEAREST RLY STATION/BUS STAND AND

THE ACTUAL DISTAT{cE CF THE WORKTNG PTACE FRCIM THE RtY. STATION/BUS STAND.

9

THr ORiGINAt RENT RECEIPT/RISlDENTlAt HOUSE PROPERTY TAX RECEIPT

{PHOTCICOPY DULY AUTHENTICATED) ON THt BOTH RESiDENCE OF THE SOPUSE.

10

THE ORIGINAL CERTIFICATE FROM THE CONCERNED PRADHAN OR FROM THE

CONCERNED CCIUNCILLOR A.S THE CA.sE MAY BE FOR PROOF THEIR SEPAF.A.TE LIVIXJG

BECAUSE OF ATTENDING OF THE DAILY SCHOOL OR OFFICE.

11
-t1

PROOF OF DISTANCE BETWEEN WORKING STATIONS OF WORKING HUSBAND AND

VVITE.



t=

NAME OF SCHOOL:-

5UB-DlVlSlON:-

BLOCK:-

CONTACT NO OF HOI;-

CHECK LIST FOR ARREAR BILL

Papers

/Documen
tS

submitted
(Yi N)

,t DETAIL FORWARDING LETTER, OF HOI.

2 APPLICATION OF APPLICANT.

3 ATTESTED PHOTOCOPY OF ALL APPROVALS.

4 COM PARATIVE PAY STRUCTU RE.

5

ATTESTED PHOTOCOPY OF UPDATED SERVICE BOOK WITH UPDATE LEAVE

ACCOUNT AND B.ED DETAILS i'v'!UST BE MENT|ONED lF A.PPLICABLE .

6 ATTESTED pHOTOCOPY OF ALL tPF(ROPA,98,09 &,19)

7 PHOTOCOPY OF B.ED EXAM SCHEDULE, CERTIFICATE, MARKSHEET,

8

PHOTOCOPY OF SALARY REQUISITION FOR THE STARTING MONTH OF ARREAR

AND THE PREVIOUS MONTH FOR WHICH ARREAR IS CLAIMED AND THE LAST

MONTH AND FOLOWING MONTH UPTO WHICH ARREAR IS CLAIMED.

9 COPY OF M.C RESOLUTION/ ADMINISTRATOR'S ORDER.

10 THREE COPIES OF ANNEXTURE -1 DULY FILLED IN.

11. ACQUITTANCE ROLL FOR THE ARREAR PERIOD.

t2 NON DRAWAL CERTIFICATE.

15 CERTIF|CATE OF REASOT\I FOR DELAY (iF APPLiCABLE)

Signature of HOI with date and seal

Signature of DA



NAME OF SCHOOL:-

SUB-DIVISION:

BLOCK:-

CONTACT NO OF HOI:-

Signature of HOI with date and seal
Signature of DA

CHECK LIST FOR HIGHER SCALE OF PAY

Papers

/Documen
ts

submitted
(Y/Ni

1. DETAIL FORWARDING LETTER OF HOI.
Z APPLICATION OF APPLICANT.

3 ATTESTED PHOTOCOPY OF ALL APPROVALS.

4

LUPYUl-LA5llJAltol-tXAMlNATloN,CERTlFlCATEAffi
QUALIFICATION.

5

ATTESTED PHOTOCOPY OF UPDATED SERVICE BOOK WITH UPDATE LEAVE

ACCOUNT AND B.ED DETAILS MUST BE MENTIONED IF APPLICABLE

6

PHOTOCOPY OF SALARY REQUiSiTiON FOR THE MONTH AND THE PREVIOUS
MONTH FOR WHICH ARREAR IS CLAIMED AND THE LAST MONTH AND FOLOWING
MONTH UPTO WHICH ARREAR IS CLAIMED.

7 coPY oF M.C RESOLUTTON/ ADMTNTSTRATOR'S ORDER.



NAME OF SCHOOL:-

SUB-DlVlSlON:-

BLOCK:-

CONTACT NO OF HOI:

Signature of HOI with date and seal

CHECK LIST FOR PAY FIXATION

Papers

/Documen
ts

submitted
(Y/N)

L DETAIL FORWARDING LETTER OF HOI

2 APPLICATION OF APPLICANT

3 ATTESTED PHOTOCOPY OF ALL APPROVALS

4 COM PARATIVE PAY STRUCTU RE

5

ATTESTED PHOTOCOPY OF UPDATED SERVICI BOOK \ffiTH UPDATE LEAVI

ACCOUNT AND B.ED DETAILS MUST BE MENTIONED IF APPLICABLE.

6 ATTESTED PHOTOCOPY OF ALL IPF(ROPA,98,09 &,19).

7 PHOTOCOPY OF SALARY REQUISITION/SLIP AS ON THE DATE OF OPTION.

8 COPY OF M.C RESOLUTION/ ADMINISTRATOR'S ORDER.

Signature of DA



NAME OF SCHOOL:-

5UB-DtVlSlON:-

BLOCK:-

CONTACT NO OF HOI:-

CHECK LIST FOR COUNTERSIGN OF LPC

Papers

f Documen

tS

submitted
(Yi N}

1. PHOTOCOPY OF APPOINTMENT LETTER OF WBBSE

? RELEASE ORDER

5
i ^ R^ rrrrr-T^LUrY Ur tvt.L KE)ULU I tUI\/ AUtVilt\') I KA tUK UfiUEX.

4 COPY OF LAST MONTH SALARY REQUISITION

5

ATTESTED PHOTOCOPY OF UPDATED SERVICE BOOK WITH UPDATE LEAVE

ACCOUNT AND B.ED DETAILS MUST BE MENTIONED IF APPLICABLE .

6 TWO COPIES OF FILLED IN LPC.

Signature of HOI with date and seal

Signature of DA



NAME OF SCHOOL:-

5UB-DlVlSlCN:-
BLOCK:-

CONTACT NO OF HOI:-

CHECK LIST FOR FULL HRA CLAIM

Papers

f Documen

L5

submitted
(Y/N)

1, FOLLOWING TWO SETS OF PAPERS

2
DETAIL FORWARDING LETTER OF HOI MENTIONING MEMO NO & DATE

3 APPLICATION OF APPLICANT DULY FORWARDED BY THE HOI.

4 ATTESTED PHOTOCOPY OF ALL APPR.OVA.LS.

5 WORKING CERTIFICATE OF SPOUSE FROM THE COMPETENT AUTHORITY.

6 COPY OF M.C RESOLUTION/ ADMINISTRATOR ORDER IN THIS REGARD.

7

SUPPORTING DOCUMENTS REGARDING FULL ADDRESS OF WORKING STAT|ONS

OF BOTH HUSBAND AND WIFE MENTIONING THE NEAREST RLY STATION/BUS

STAND AND THE ACTUAL DISTANCE OF THE WORKING PTACE FROM THE RLY.

srATroN/BUS STAND.

8 THE ORIGINAL RENT RECE|PTIRESIDENTIAL HOUSE PROPERTY TAX RECEIPT

(pHoTocoPv DULY AUTHENTICATED) ON THE BOTH RESIDENCE OF THE SOPUSE.

9 THE ORIGINAL CERTIFICATE FROM THE CONCERNED PRADHAN OR FROM THE

CONCERNED COUNCILLOR AS THE CASE MAY BE FOR PROOF THEIR SEPARATE

LIVING BECAUSE OF ATTENDING OF THE DAILY SCHOOL OR OFFICE.

10
PROOF OF DISTANCE BETWEEN WORKING STATIONS OF WORKING HUSBAND

A.ND WIFE.

Signature of DA

Signature of HOI with date and seal


