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- All Executive Directors

Sub; Issue of Experience Certificaté

a: &

Dear Sir,

. Instances have come to the notice of the Management
where some Executives and Supervisors of the Corporation -
have issued Merit/Commendation/Experience Certificates to
the employees on the work done by them while they were posted
~under their control. In a number of cases, the certificates,
issued by them are not in line with the exact work allotted
to the employees. This practice has embarrassed the Management

a number of times.

25 It has now been decided that no Executive or Supervisor

of the Corporation will issue any Experience Certificate in
respect of any employee and in case the employee wants such a
certificate, it will be issued in the shape of Service
Certificate in the enclosed proforma and this certificate will
be issued by the Personnel Department concerned of the Projects/
“Unit. No Commendation/Merit Certificate be issued without

the approval of the Corporate Office.

3. Please issue strict instructions to all concerned not .-

to issue any Experience Certificate etc., to any employee and

-in case any Executive/Supervisor is found signing that certificate
strict disciplinary action should be taken against him.

4. You are requestaed to bring it to the notice of all
concerned for strict compliance and Corporate Office may be
kept informed of the action taken in this regards. :

" Yours faithfully} :
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SERVICE CERTIFICATE

1= Name

L4

5.  Father's/HusbandsName

B Emplbyee-No.

"

s Date of Eirth

5. Date of Joining

6. Employment History :

Department Designation Scale of pay Qu;agign_oitggsr

5 Eate of Superannuatioh:

8. Any other matter -

Authorised Officer
of Personnel Dept.
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