
GOVERNMENT OFWEST BENGAL
Finance (Audit) Department

NABANNA
Mandirtala, Howrah-711102

No. 6077- F(H)/FA/O/1S-6/439/17(NB), Dated, Howrah the 25th September, 2017

MEMORANDUM

Subject:- Submission of leave and absentee statement in respect of Schedule 'A'
English Stenographers and Bengali Stenographers

The Finance Department in the Government of West Bengal is often found to
be lacking in specific information about the presence or absence of its employees posted
to various Departments/ Directorates/ Commissions/ Tribunals as Schedule 'A' English
Stenographers or Bengali Stenographers whose Service Books, Leaves etc. are
maintained in the Finance Department, Group-H (P.A. Cell), Writers' Buildings, Block-
III 1st Floor, Kolkata-70000 1. .

In order to streamline the matter and for greater interest of the employees, the
following procedures shall henceforth be strictly adhered to by various Departments/
Directorates/ Commissions/ Tribunals where the Schedule 'A' English Stenographers or
Bengali Stenographers are presently working:-

(a) No pre-planned leave shall be sanctioned to the employees posted as Schedule 'A'
English Stenographers or Bengali Stenographers unless it is recommended by
Honourable Minister / Member of the Commission / Chainnanl the Officer
concerned to whom they are attached to barring a few exceptional cases.

(b)An Officer (not below the rank of Joint Secretary) of every Department/ and
equivalent officer of Directorate/ Commission! Tribunal shall monitor the
attendance of the Schedule 'A' English Stenographers or Bengali Stenographers
who are posted in that Department/ Directorate! Commission! Tribunal as the case
maybe.

(c) Special Secretary/ Joint Secretary (In-charge of Group-H, P.A. Cell) will monitor
the attendance of the Schedule 'A' English Stenographers or Bengali
i:::HCllugrupl •••",,,,-vho !'lrp pooi..o>d~n the Finance Department.

(d) It is mandatory from the part of every Department! nirC:I,.,tol-atel Cornrn iss iori/
Tribunal to send a monthly absentee statement, in the following format to the
Assistant Secretary, Finance Department, Group-H (P.A. Cell), Writers' Buil.dings,
Block-Ill I" Floor, Kolkata-700001 by th of the following month along with leave
applications duly recommended by the competent authorities.

~·---~--lSI. Dates on which the Dates on Dates of absence Nature of leave
which --:nor which leave applied for with dateNo. employee

concerned was late employee applications (if recommended)
III attendance or concerned were received
early in departure was absent

--

--
---

3. This order is supposed to have come into effect from September, 2017.
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4. For months upto August, 2017, consolidated statement in the same format is
to be forwarded to the Assistant Secretary, Finance Department, Group-H (P.A. Cell),
Writers' Buildings, Block-Ill 1st Floor, Kolkata-700001 as early as possible.
5. However, it is not required to send any such report of the Schedule 'A'
English Stenographers or Bengali Stenographers whose Service Books and leaves are
maintained in the respective Department! Directorate/ Commission! Tribunal as the case
may be.
6. This order issues with the approval of the Principal Secretary of this
Department.

All concerned are being informed accordingly.

Sd/-
(S.K. Ram)

Special Secretary to the
Government of West Bengal

No. 6077/1(500)-F(H), Dated Howrah, the 25th September,2017

Copy forwarded for information & necessary action to the :--

1. The Chief Secretary to the Government of West Bengal

2. The Addl. Chief Secretary to the Government of West Bengal

3. The Chairman / Registrar _

4. The Principal Secretary/ Secretary .
5. The Divisional Commissioner (all), _
6. The Special Secretary / Additional secretary (all) .
7. The Joint Secretary / Commissioner (all) _
8. The Private Secretary to the M.LC. / M.O.S.
9. The
lO.The P.A. to the Special Secretary of this Deptt. (P.A.Cen}--
11.The Deputy Secretary of this Department
12.The Dealing Assistant
13.§mt. Anjana Saha, U.D.Asstt. of this Deptt.

MShri Sumit Mitra, Network Administrator, Finance Department
--------- For uploading this order in the Website of Finance Department.

15.Shri Soumitra Biswas, Senior Software Developer of Finance Department
16. Office copy. ~

Deputy Secretary
to the Government of West Bengal


