
 

Page 1 of 7 

 

 

ACTIVITY REPORT, IQAC, LALBABA COLLEGE 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Report of the Administrative Training Program on Preparation of Service 

Book held on 08.05.2023, Organized by IQAC, Lalbaba College 

 

 

 

 

 

 

 

 

 

 

 

 

 

The Internal Quality Assurance Cell (IQAC) of Lalbaba College organized 
an Administrative Training Program on “Preparation of Service Book” 

on 8th May 2023 at 01.45 pm. The members of the whole-time Teaching 

and Non-teaching staff actively took part in this training programme.  

The program was compered by Dr. Mala Aditya who welcomed the 

Hon’ble resource person Prof. Susanta Kumar Biswas. After Guest 

felicitation, the inaugural speech was given by Dr. Sanjay Kumar, 
Principal, Lalbaba College, who explained the need for the preparation of 
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Service Book for all the whole-time employees, both teaching and non-

teaching section.  

The IQAC Coordinator, Dr. Chhatradhar Das, explained the organization's 

duties with regard to keeping the Service Book up-to-date on a regular 

basis. He emphasized that the institution 
has fallen far behind in updating the 

Service Books of all of its full-time 

employees, including those who work in 
both the teaching and non-teaching 

wings. As a result, he suggested that all 

full-time employees be adequately guided 
and given access to all rules and 

regulations for the correct preservation of 
service records and leave records. 

Thus he was eager to organize this 

training programme for the benefit of 
all the whole-time employees of the 

college. 

 
Prof. Jayasree Boler, Convener, 

Service Book Sub-Committee and 

Prof. Rash Kumar Dey, Convener, 
Leave Record Sub-Committee also 

expressed their thanks to IQAC for providing such session. They also 

expressed their regards to the Hon’ble speaker Prof. Susanta Kumar 
Biswas for extending his hands in this regard.  

Prof. Susanta Kumar Biswas, Associate Professor, Department of 

Mathematics, Raja Peary Mohan College, Uttarpara, Hooghly, vividly 
described the pros and cons of the 

Service Book of an employee which is 

to be scrutinized thoroughly by the 
Government officials after the 

retirement of a permanent employee. 

This document is very much important 
for calculation of benefits of a 

pensioner. He demonstrated how leave 

of an employee can be calculated and 
procedure for keeping the record year wise.  
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All total 41 participants joined in 

this programme which includes 
29 teachers, 8 non-teaching staff 

from Lalbaba college, resource 

person himself, 1 (one) Principal 
from other college and 2 (two) 

non-teaching staff from two 

different colleges.  
He mentioned to be keeping 

ready some essential information 

/ documents for smooth 
preparation of service book 

(Annexure).  
A questionnaire session was conducted by Dr. Mala Aditya where 

members raised their problems and the resource person mitigate their 

queries successfully. All the members participated in the session were very 
mush impressed and 

expressed their thanks to the 

IQAC for arranging such 
type of training programme.  

 

Vote of thanks was provided 
by Prof. Debasish Lahiri to 

all the participants, 

resources person and other 
guests from different colleges for their cooperation towards successful 

completion of the programme.   

 

:Participants: 
Teachers  29 

Non-Teaching Staff 8 

Resource Person 1 

Principal from other college  1 

Non-teaching staff from other college  2 

Total = 41 
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ESSENTIAL INFORMATIONS / DOCUMENTS FOR SERVICE BOOK 

PART – I (General) 
1. Name of the Teacher / Employee:  

2. Designation  (i)  : …………….. w.e.f………………………. 

(ii)  : …………….. w.e.f. ……………………… 

(iii)  : …………….. w.e.f. ……………………… 

(iv)  : …………….. w.e.f. ……………………… 

3. Date of Birth   : 

4. Date of Appointment / Joining: 

5. G.B. Resolution date  : 

(Approval of Appointment/Joining) 

6. G.B. Resolution date  : 

(Confirmation of Service) 

7. Appointment Letter No. & Date  : 

8. Joining Report Date  : 

9. (i)WBCSC’s Recommendation 

Letter No. & Date  : 

(College Copy) 

(ii) WBCSC’s Recommendation  

Letter No. & Date  : 

(Incumbent’s Copy)  : 

10.  Post Creation G.O. No. :________________________ date _____________ 

11. Last Pay Fixation Memo No.  :________________________ date _____________ 

(of Previous Incumbent) 

12. G.B. Resolution date  :________________________________ 

(Regarding Retirement / Transfer / Resignation / Demise of Previous Incumbent) 

13. G.B. Resolution dates  : (i)   (ii)   (iii) 

(Regarding Leave) 

       14. Original OPTION FORM : 

 (For employees joined before 30.08.2001) 
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ESSENTIAL INFORMATIONS / DOCUMENTS FOR SERVICE BOOK 

PART – II (Pay Fixation Details) 
1. (a) Name  : 

(b) Designation : 

 

Sl. 

No. 

Pay Fixation Memo No. 

& date 

Scale of Pay  

(with full break-up) 

Pay fixed at 

(Rs.) 

w.e.f. Date of 

next 

increment  

Designation 

(w.e.f.) 

Remarks  

(1) (2) (3) (4) (5) (6) (7) (8) 
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ESSENTIAL INFORMATIONS / DOCUMENTS FOR SERVICE BOOK 

PART – III (Leave Details) 
1. (a) Name  : 

(b) Designation  : 

 

Sl. 

No. 

Nature of Leave  Duration GB Resolution 

Date  

Remarks  

(1) (2) (3) (4) (5) 
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Brochure of the Programme 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Sample Participation Certificate 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

Signature sheet of the participants are as follows 
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