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SECTION –I : BIODATA 

1. Name of the Employee  : 
2. Employee ID Number  : 

3. Gender    : 

4. Date of Birth (dd/mm/yyyy) : 

5. Religion    : 

6. Nationality   : 

7. Citizenship ID Card Number : 

8. Personal Identification Mark : 

9. Height in CMs (Without Shoe) : 

10. Single/Married   : 

11. Date of Appointment  : 

12. Position Title   : 

13. Position Level/Grade  : 

14. Left Hand thumb and Finger impressions: 
 

Thumb Fore Finger   Middle Finger Ring Finger Little Finger 

  
 
 
 

   

  

15. Nominees to receive Retirement Benefits : 

Sl. No Name CID Number  Relation Percentage 

     

     

     

   

  

 

   Signature of the Employee : 

Certified that I have verified the above Entries with original records and are found correct. 

 

 

 

Signature of the General Manager/CEO 
 

Passport size 

Photograph 

Affix 
Legal 
Stam
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SECTION –II : FAMILY DETAILS 

 

 
Name 

 
Relation 

 
CID # 

 
D o B 

 
  Occupation 

   
  House 

# 

 
 Thram 

# 

  
Village 

 
Gewog 

  
  Dungkhag 

    
 Dzongkhag 

           
 

           
 

           
 

           
 

           
 

 

SECTION – III : ACADEMIC QUALIFICATION 

 

Sl. # 
Name of 

School/College 
Location & 

Country 
Field of 
Study 

Start 
Date 

 End 
Date 

Result & 
Division 

Certificate/Diploma/ 
Bachelor/Master 

Special Achievement/ 
Award/Medal received 

         
 

        
 

 

 

SECTION – IV : TRAINING 

 
Sl. # 

 
Title of Training 

Name of 
Institute/College/ 

University 

 

Location & 
Country 

 

Start 
Date 

 

End 
Date 

 
Level 

 

Special Achievement/ 
Award/Medal received 

       
 

 

       
 

 

 

SECTION – V : EMPLOYMENT HISTORY 

 

Sl. # 

 

Position Title 
 

  Position 
Level 

Division/ 
Department 

 Employment 
Type 

 

Basic Pay 
Period Place of 

Posting 
Reason for 

Change 
Signature of 
HRO/HRAD From To 
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SECTION – VI : ANNUAL INCREMENT 

Sl. # Position Title 
Position 

Level 
Date of 

Increment 
Pay Scale 

Pay BEFORE 
Increment 

Pay AFTER  
Increment 

Sanction 
Order No. 

        

        

SECTION – VII : PAY, ALLOWANCES & ANNUAL BONUS 

Year 

Monthly Pay & Allowances Annual 

Basic Pay 
Company Specific 

Allowance 
Position Specific 

Allowance 
Communication 

Allowance 
Annual Bonus Uniform Allowance 

  2017       

  2018       

  2019      
 

 

SECTION – VIII : PERFORMANCE RECORD 

Year January – June July – December Total Signature of Head, HRAD 

2017   
 
 

 

2018   
 
 

 
 

2019   
 
 

 

SECTION – VIII : PROMOTION 

 

Promotion 
Effective Date 

BEFORE Promotion AFTER Promotion  
  Order No. 

 

Type of 
Promotion 

 

  Position 
Title 

 

  Position 
Level 

 

  Basic Pay 
 

  Position 
Title 

 

  Position 
Level 

 

  Basic 
Pay 

         

         

         

SECTION – IX : LEAVE 

a. Leave Encashment 

 

Period 
Casual 
Leave 

Earned 
Leave 

Other 
Leaves 

Total Leaves 
accumulated 

Leave 
Encashed 

Balance after 
Encashment 

 

  Order 
No. 

 

Remarks 
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b. Medical / Extra Ordinary Leave 

 

Type of Leave 
 

From 
 

Till 
 

  Nos. of 
Days/Months 

 

Order No. 
 

Remarks 

     
 

 

 

SECTION – X : DISCIPLINARY / ADMINISTRATIVE ACTIONS 

Type of administrative  
action taken 

Reasons Order No. 
Signature of 

CEO 

 
 
 
 
 
 
 

   
 
 
 
 

 
 
 
 
 
 
 

   
 
 
 
 

 
 
 
 
 
 
 

   
 
 
 
 

 

SECTION – XI : SEPARATION 

 

Type of Separation Separation Effective Date Order No. Remarks 

Superannuation    

Voluntary Resignation  
 
 

 

Retrenchment/ 
Compulsory Retirement 

 
 
 

 

Termination    

Death    

Others   
 

 
 


