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4.7 REGULAR UPDATING OF SERVICE BOOK/SERVICE RECORD: 

The service books and service records of the staff are regularly updated and 
properly maintained by the college administration. All important details related 
to appointments, promotions, leave records, increments, and other service matters 
are recorded systematically. Regular updating ensures transparency, accuracy, 
and proper documentation of employees’ service history.: 

CerƟficate of updaƟng of service book/service record 
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