


 
 
 
 
 
 
 
 
 
 
 
 
 
                 Memo No. ………..                                                                                     Date: ………………….. 

 
 
 
To The District Inspector of Schools(SE) 
     Bankura 

 
 
 
 
 

CERTIFICATE 
 
 

This to certify that Sri/Smt………………………………………….. ICT instructor was engaged under 
ICT@School programmes  and working in our school w.e.f……………………(DD/MM/YY). 
I personally verified his/her all documents and found in order and uploaded the profile in iosms. 
 

 
 

 
                                                                                               Signature of HOI with seal 



PRIMARY DETAILS OF EMPLOYEE 

PERSONAL DETAILS 

DEPARTMENT OF SCHOOL EDUCATION 

GOVT. OF WEST BENGAL 

Staff Information Form 

[ICT INSTRUCTOR] 

 

 

 

1. Employee Name: 

 
2. Date of Birth*: 

 

3. Date of Retirement*: 
 

4. Gender: Male Female 
 

5. Caste: General SC ST OBC  OBC-A  OBC-B 
 

6. Voter ID No.: 

7. Educational Qualification :       PASS GRADUATE          POST GRADUATE                OTHER 

 

8. Bill Type/Salary Source:    ICT 

9. Engagement Letter No: 

 

10.  Engagement Letter Date: 

 

11. Bank Name: 

 

12. Bank Branch Name: 

 

13. Bank MICR Code: 

 

14. Bank Account No.: 

 

15. Bank IFSC code: 

 
 

 
16. Father’s Name: 

 

17. Mothers Name: 
 

18. Religion: Hindu Christian Buddhist Jain Muslim Parsi Others. 
 

19. Mother Tongue: Bengali 

Urdu 

English 

Others 

Hindi Nepali Santali 

 

20. PAN No: 

21. Aadhar ID No: 

 

 

                            

 

                             

 

                      

 

                           

 
                           

 
                           

 
                           

 
                           

 

                             

 
                             

 

  /   /     

 

  /   /     

 

  /   /     

 

          

 
            

 



CONTACT DETAILS 

 

 
1. State: 

 

2. House No. 

 

3. Street: 

 

4. Town/ Village: 

 

5. Post Office: 

 

6. PIN: 

 

7. District: 
 

8. Whether permanent address is same as present address Yes No 
 

9. State: 

 

10. House No. 

 

11. Street: 

 

12. Town/ Village: 

 

13. Post Office: 

 

14. PIN: 

 

15. District: 

 

16. Land Tel. no: 

 

17. Mobile no: 

 

18. Email id: 
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STEP - 1 

Under Master Directory Management 

>> ADD NEW ICT INSTRUCTOR 

STEP - 2 

Fill up Primary Details 

Retirement Date will be 

calculated by system 

Finally Save & Continue 

STEP - 3 

Fill up Personal Details 

Finally Save & Continue 

PROFILE ADDITION OF ICT INSTRUCTOR IN OSMS 
 

 

 

 
 



Fill up Contact Details 

Finally Save & Continue 

STEP - 5 

Give Professional Qualification (if any) 

Select NONE, if no such Qualification 

Give Year of passing if other than NONE 

Finally Click Save 

STEP - 6 

Before Sending to DDO finally. Goto Master Directory Management 

Download employee profile under View Employee Profile 

Get it checked & signed by ICT Instructor, can be modified here (if required). 

If everything is correct click send to DDO 

Submit hardcopy of the signed profile as downloaded after sending to DDO.    

After acceptance by DDO, salary can be submitted from OSMS 

 
 

 

 

 

 

 

STEP - 4 


