Punjab Civil Service Rules Vol.-1 Part -1.Appendix 11
(Instructions for maintance of Service Book )

Part IV

Instruction No. 18

When it is not possible to show and get the signature of the concerned employee in column 10 of his/her Service Book then  by giving the abstract/summary on the prescribed Performa to the concerned employee a receipt should /will be taken .This receipt will be kept in the Part –II of the Service Book.
Annexure

The summary/abstract of the service done by Sh.……………………………………………..from Name………………….(Designation and official address)…………………………………………..during the period --------------year  .

	The service countable for Pension/Gratuity
	The service which cannot be counted for  and the reasons for it 

	From
(Date)
	To
(Date)
	Period
	From
(Date)
	To
(Date)
	Period
	Reason

	1
	2
	3
	4
	5
	6
	7










Signature of the Head of the Office

I give the receipt regarding the service done by me during the period …………………..and accept it is correct/don’t accept it correct due to following reasons.
Signature of the Government Employee
