
SERVICE BOOKS

Service Book (Entries )

As per Maharashtra Civil Services (General Conditions of 

Services) Rule-1981

Chapter IV –Maintenance of Records of Service---- Service book 

is prepared & maintain



Service Book 

As per rule 36, Appendix 
IV form of service book 
is prescribed.

1. Name

2. Race

3. Residence

4. Fathers name and 
residence

5. Date of birth by 
Christian era as nearly 
as can be ascertained 

6. Exact Height in Cms.
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SERVICE BOOKS

Note:- The entries in this page should

be renewed or re-attested at

least every 5 years, and

signature in lines (9) and (10)

should be dated. Finger prints

need not be taken afresh every

five years under this rule.



7.Personal Marks for 
identification.

8.(a) Qualification at the time 
of  Appointment

(b) Improvement in 
qualification after joining 
the service

9.Signature of Government 
servant

10.Signature and designation 
of the head of the office 
or other attesting officer.

11.Report of Medical Check 
up

(i) Certificate No. and date

(ii) Issuing authority and 
his designation

SERVICE BOOKS



Remaining Service book 
is divided into fifteen 
columns

1.Name of Appointment

2.Whether Substantive or 
officiating and 
whether temporary 
and permanent.

3.If officiating, state 
substantive 
appointment
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4. Pay in substantive 
appointment

5.Additional pay of 
officiating

6.Other emoluments 
falling under the 
term "pay”

7.Date of appointment

8.Singnature of Non-
Gazz. Govt. servant.
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9.Signature and 
designation of the 
Head of office or other 
attesting officer in 
attestation of 
coloumns 1-8.

10.Date of termination of 
appointment

11. Reasons of 
termination (such as 
promotion, transfer, 
dismissal etc.)
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12. Signature of Head of 
office or other attesting 
officer

13.Nature and duration of 
leave taken

14.Signature of the Head of 
the Office or other 
attesting officer

15.Reference to any 
recorded punishment or 
censure, or reward or 
praise of the Govt. 
Servent.
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Leave Entries

Earned Leave

Half Pay Leave
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Service Verification 

Record

(Salary bills /Salary 

Register)
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Thank You


