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Monthly work report to be submitted by Assistant Registrars

1. Pending Inward/file report as on

Total Pending
inwards Inwards, Number of files pending
. . . , Number .
received for | including | Total files disposal
. e of files
the period | those initiated for | .
. . . disposed
Section | from........... carried the period .
during
to......... over from | from......... the Long
the [ {0 P, . Recent . Total
previous period Pending
months
2. Number of complaints received and disposed during the month:
compaints | Number of
Complaint Source b complaints Pending
Received .
Disposed
Chancellor’s Office
CMO Portal
Ministers’ Office
General

3. Reason for keeping inwards pending;:

4. Reasons for keeping files pending:

5. State whether the movement of files are being monitored on a regular

basis:

Yes/No
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6. Whether the discipline, punctuality and work of the sections are
monitored on a regular basis (Specific remarks for the period shall be
mentioned) :

7. Whether Noting, drafting etc. are monitored and corrective steps

2

initiated, wherever necessary (Specific remarks shall be furnished) :

8. Are the sections under the officer deals directly with student services

(Examinations /Academic): Yes/No

If yes, furnish the following details:

Section

Number of Applications,
Requests, Complaints etc.
received during the period

Number
of cases
disposed

Number
of Cases
Pending*

* Reasons for keeping cases pending shall be furnished in brief:
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9. Whether satisfied with the work of the sections: Yes/No.
If no, furnish details:

10. Whether interacts on a regular basis with immediate superior
Officer(s) on the performance of the sections : Yes/No
If no, specify reasons:

Place: Name and Signature of the

Date: Assistant Registrar

Counter signature of the immediate Superior Officer

Note:- The report pertaining to the preceding month shall be submitted
to the Registrar on the 3rd working day of every month in physical
form.



