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OFFICIAL GAZETTE 
GOVERNMENT OF GOA, DAMAN AND DIU 

EXTftl\O ftDI N n fty 

GOVERNMENT OF GOA, DAMAN 
AND DIU 

labour and Information Department 

Notification 

LC/48/SE/68/75/59 

In exercise of the powers conferred by section 
.59 of the GOf}, Daman and Diu Shops and Establish­
ments Act, 1973 (13 of 1974), the Administrator 
·of Goa, Daman and Diu after complying with re­
'quirements of pre-publication hereby. makes the 
following Rules, namely:-

1. Short titl~. - These aules may be called the 
Goa, Daman and Diu. Shops and Establishments 
'Rulesi, 1975. 

2. Definitions. - In these rules, unless the context 
otherwise requires - . 

(a) "Act" means the Goa, Daman and Diu Shops 
.' and Establishments Act, 1973 (13 of 1974): 

(b) "Commissioner" means Labour Commissio­
ner or Commissioner, Labour and Employment, 
Government of Goa, Daman and Diu; 

(c) "form" means a form appended to these 
rules; 

(d) "section"means section of the Act; 
(e) "schedule" means' a schedule appended to 

these rules; 
·(0 words and expressions used but not defined 

in these rules shall have the meanings assigned 
to them in the Act. 

Registration of Estabfishments 

3. Form of submitting statement, challan and 
~ther p'.trUcuIars under section 3. - The employer 
'Of every establishment shall, within the periodspe­
.cified in sub-section (1) of section 3, send to the 

Inspector of the area a statement in form I together 
with challan after remitting fee as prescribed in 
schedule A. 

4. Payment of fees. - The fees prescribed under 
these rules shall be remitted into the Government 
treasury 1St ate Bank of India under the head of 
account «087 Labour and Employment-fees realised 
under the Goa~ Daman and Diu Shops and, Esta­
blishments Act, 1973». The fees once remitted shall 
under no circumstances be refunded. 

5. Manner of registering the establishments and 
form of registration certificate. - The Inspector of 
the area concerned shall, on receipt of a statement 
in form I under sub-section (1) of sectiQn 3 together 
with the fee prescribed in schedule A, verify the 
correctness of the particulars and register the shop 
or establishment, as. the case may be, in the register 
of establishments prescribed in form II and. issue a 
certific'ate of registration in form III. . 

6. Renewal of registration certificate. - A regis­
tration 'certificate shall' be renewed .every year by 
making ana.pplication to the Inspector fu. form IV 
together with the challan payjng registration fees as 
prescribed in schedule A within thirty days. of the 
expiry of the validity Qf the registration certificate. 

7. Issue of duplicate registration certificate. - If 
a registmtion certificate issued under rule 5 is lost, 
destroyed or defaced, the employer Qf the establish­
ment shall fQirthwith report 'the matte'r to the Ins· 
pector of the area and sllall apply in forrm V with a 
fee of Qine rupe:e for theiJSsue of a duplicate registra­
tion certificate. Upon the receipt of slUch application 
together with the fees, the Inspedor shall furnish to 
the employer with a duplicate copy Qif the registration 
certirficate duly stamped "duplicate". 

8. Notice of change. - The employer shall give 
notice to the Inspector of the area in form VI oif any 
change in any of the particulars in the statement in 
form I within 15 days after the change has taken 
place together with the registration certificate and 
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fee specified in schedule B. The Inspector shall 
amend the reg~stration certifi(!ate or issue a fresh 
one, as the case may be, and send it to the employer. 

9. Transfer of registration certificate. - (1) A 
registrabv'n oortificww issued 'under these rules shall 
not be transferable and if ownership of any shop or 
establishment is trana;ferred, the employer shall, 
within thirty days of such transfer, notify the fact 
of transocer and surrender thecertiLcate of registra­
tioo to the Inspector of the a:rea and shall submit to 
the Inspector a statement s:Jgned by himaelf specify­
ing the name and addresls olf the trnns:feree. 

(2) The Inspector, on being satisfied about the 
correctness of the information relating to transfer, 
shall cancel the certif.'.cate of reg:'stration wnd amend 
the register of est'ablishments accordingly. 

(3) The transferee shall apply for new re~:stration 
certifioa:te within thirty days from the date of, trans­
fer. 

Proof of Age 

10. Ascertainment of age by the Inspector. - An 
Inspector may reqU'irean employer to produce an 
authentic extract from the records of any scho.ol or 
from the Reg":lEltmr df B;rths, De'aths and Marriages. 
or in the absence of such extract, at least a certi­
ficate which. shall be in form VII from a Govern­
ment Medical health Oi'f.lcer shovhng the rus6' of 
an employee. 

Health and Scifety 

11. Cleanliness and health. - The premises Of 
every establishment sliaH be kept c~€an and healthy 
as required under section 20 in the foHowing man­
ner:-

(1) (a) In every establishment aU 'the inside 
walls of, the rooms and all the ceilings of such 
rooms (whether such walls or ceilings be plastered 
or .not) and all the pass'agesl and stair'cases shall 
be lime-washed or colo11r-washed at in:tervalls not 
more than two years dating from the time when 
they were last lime-washed or colour-washed and 
shall be maintained in a clean state. 

(b) All beams, raftersl, doors, window-frames 
and other wood-work with theexc.eption of, floors 
shall be either Eune-washedor colour-washed at 
intervals of not mere tHan twelve months dating" 

, from the time when they were last lime-washed 
O'r colour-washed ~or shall be painted ,or varn:shed 
at intervals Qf not more than five years dating 
froin the time when they we're last painted <"1' var­
nished and shall be maintained in a clean state. 

(c) The dates on which lime-washing, colour­
-washing, painting or varnishing is carr:ed out 
shall be duly ,entered in f0rm VItI which shall be 
shown to the Inspector when required 

(d) Nothiing in clauses (a) to (c) 'of this sub­
-rule shall apply to the following: -

0) rooms used only for the storage of arti-
cles; '\ 

(ii) walLS! or ceilings of rooms whi'ch are made 
of galvanised ir"''l1, flat tiles, asbestos sheets. 
glazed bricks, glasS; slate, bamboo thatch ce~ 
ment plaster or polished chunam; , 

(iii) cei<lings of rooms in which the lowest 
parrot is at least 20 feet from the floor' 

, , 
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(iv) any other establishment or part thereof 
in which lime-washing, colour-washing, painting 
or varnishing is in the opinion of the Commis­
sioner, unnecessary to saGisfy the requirements 
o~ section '20 'in regard to cleanlineE's. 

(2) Rubbish, filth Or debris shall not be allow-ed 
to accumulwte or 'to remain on any part of the es­
tablishment fior more than twenty-'four hours and 
shall be dil£lposed off :in the manner approved by 
the Inspector. All filth and other decomposing mat­
ter shaH be kept in covered receptacles. 

(3) 411 drains carrying was'oo or sullage wat,er 
or sewage shall be constructed of masonary' or 
other impermeable material and shall be regularly 
!flushed atle!aJst twice daily and where possible, 
connected with sOom€' recognised drainage line. 

(4). The establishment and the compound sur­
rounding' it shaUbe maintained in a strictly sani­
tary and clean condition. The floors shall be swept 
or otherwise cleaned at least once daily, and the 
ceilings shall be dusted at least once a mO'l1th. 

(15) The employer shall enforce the proper use 
01£ lrutrines 'and urinals and prevent pollution by 
excreta or .urine on the eur'face of the ground in 
the vicinity of the latrine or the urinal and in the 
compound of theestablishmell1t. The employer shall 
.make suita!ble arrangements ifOT the I"€!gular dean­
ing and conserving of the latrines and urinals to 
the satilSfaction of the Inspector. 

(6) The employer shall make sui'table aITs.uge­
ments to supply cool and wholesome drinking water 
to employees in the establishment. The area around 
the place where drinking water iis distributed to 
the emplnyees shall be kept clean and preperly 
drained. " " 

(7) (i) The employer of ev,ery 'restaurant' or 
'eating house'or 'residential hotel' shall keep his 
premises' clean and comply with the standards of 
sanitatien prescribed by the Health Authorities. 
The disposal of effluents/garbage</'waste ~)hallbe 
done :in such a manner 'that nO' pollution is caused. 

(ij!) The kitchen, washing piacesl and other areas 
shall ~e ~E"Pt dean and disinfected by regular 
scrubbmg of 'flOlors and cle1an:ing/spraying with ap­
proved insecticides. 

(i:~i) The employer OIf every 'restauvant' Oil' 

'eating house' orr 'resiidential hotel' shall provide 
two sets of uniforms per year to. each of their 
~mployee~; He, shall a:rrange fer rogular washing 
of the un:!forms once m a week, or grant washing 
allowance as may be settled by an agreement 
or settlement between the employer and em­
ployees. 

(iv) Every empkyeE: of a 'restaurant' or 'eating 
hOUfe' or 'residential hoter shall be medi'ca!1y exa­
mined once in every six months and certified fit 
to wor~ in such '€'stablishm€nt bya Certifying Sur-· 
geon, Ilf any, appointed under the Factories Act, 
1948 (Central A~t 63 O'f 1948) or any 'Medical Of­
ficer speci'filed :in this, behaJf by the Government. 
The expenses fnr such medicalexaminatiori, if any,_ 
shall be bOIrne by the ell1ployer and may be reco­
vered as arr€!arsoflandr€lvenuefrom 'the emp-· 
loyer in cas.e of default. 

12. P~.~tionsagainst fire. -(1) The employer 
of an estabhshment other than a shop shall provide,. 
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under sUb-section (1) of section 22, with adequate 
means of escape in case of fire and shall als'O provide 
buckets of substantial constructi'On full of water or 
sand and or chemical fire extinguishers in suitable 
number and at ~)Uitable sites3;ccordiing tOo the nature 
of work carried on and the size of the premises. 

(2) No person shall smoke 'Or use a nakefi light 
or caUE:e or permit any such light to be used in the 
immediate vicinity of any inflammable material in 
any establishment. 

13. Safety. - (1) Every dangerous part of a ma~ 
chlnery in an establishment dther than a shop shall 
be securely fenced by sfclfetyguards of substantial 
construction which shall be kept in position while 
the parts of m3.lchinery are in moti'On or in use. 

(2) In every establishment other than a shOop where 
manufacturing process is carried on with the aid of 
electric power, suiltaJble: devices for cutting off power 
in emergencies from running machinery shall be pro­
videdand maintained; 

(3) No employee" with loose fitting cl'Othes on, 
shall be allowed or made to work near the moving 
m3.lchinery or belt and the tight fitting cldthes for 
the purpose to such empl'Oyee, Slhallbe provid~d by 
the employer. 

14. First aid appliances. - In every establishment 
other than 'a shop a first aid box shall be m'aintained 
cootaining the f'Ollowing equipment together with a 
book 'Of instruc~ions: -

(i) 3 £mall sterilized dressings; 
(ii) 2. medium size steriUzed dressings; 
(Hi)' 2 large size sterili~ed dTe£lsings; 
(iv) 2 la't'ge sitze sterilized burn dressings; 
(v) 2- (% oz.) packets sterilized cotton-wool; 
(vi) 1 pair ,of dressing scissors; 
(vri) 1 (1 'Oz.) bottle containing solution for 

iodine or mercurrichrom; 
(viii) 1 (1 'Oz.) bottle containing solution of sal­

vOol'atile having the dose and mode 'Olf admizl'istra­
tioninditcated on the Label; 

(bt) 1 (1 oz.) bottle containing potassium per­
manganate crystals; 

(x) any Ointment/cream for burns. 
" 

Wages 

15: Overtime workin.g. - (1) An employer ,may 
reqUIre an adult employee t'O work overtime subject 
to the conditions laid down in section 11(2) for any 
of the following purposes:~ 

(a) Se'asOonal preSsure o:fwork; 
(b) Work in pursuance of any custom or usage 

observed in the establishment;.. . 
(c) Temporary increase in work due to absence 

of any other employee or any other emergency; 
(d) Treating .of material liable to deterioration, 

if not treated immediately; 
(e) Work necessitated as a result of any order 

from Court or any Government authority; 
(f) Stock-taking and preparation of accountS. 

(2) Previous intimation in respect of requiring 
adult employees to work overtime' in establishment 

under sub-section (3) of section 11 shall contain the 
following information:- . 

- (a) the purpo~ of overtime; 
(b) date or dates and the probable time or pe­

riod for which overtime is proposed to be worked; 
(c) number of employees required ",to work 

overtime. 

Explanation. - For the purpose of this sub-rule, 
previous intimati'On to be given to the Inspector, shall 
be by serving a notice at -the office of the Inspector 
so as to reach him at least three days prior to the 
date of requiring employees to work overtime. 

16. Manner 'Of calculating ordinary rate 'Of wages. 
- For' the purpose of the explanation to section 29 
ordinary rate of wages' per hour shall be calculated 
by dividing the total wages payable to a person 
employed for the hours actually worked by him dur­
ing the wage period by the number of such hours in 
the wage period: 

ProvideQ. that hours worked by a person employed 
in excess of the normal daily hours during the wage 
period shall be excluded in calculating the number 
of hours actually wocrked by him. -

17. Fines and deductions f'Or damage or I'Oss.­
(1) (a) The Commissioner shall be the authority 
competent to approve, under sub-section (1) of sec­
tion 33, the acts and omissi'Ons in· respect of which 
fines may be imp'Osedand to approve under sub-sec­
tion (8) .of section 33, the purposes to which the 
fines realized shall be applied. 

(b) Every employer requiring the power to impose 
fines in respect of any acts and omissions on the 
part of employees shall send to the Commissioner-

(i) a list, in English and in Marathi or Konkani 
(in Roman as well as Devnagiri scripts) in dupli­
cate, clearly defining such acts and omissions; 
and 

(ii) a list showing the purpose to which the 
fines realized shall be applied. 
(c) The Commissioner may, on receipt of the list 

prescribed in sub-clause (i) or sub-clause (ii) of 
clause (b) after such inquiry ,as he considers ne­
cessary, pass orders either-

(i) disapproving the list; or 
(ii) approving the Hst either in its original form 

- or as amended by him in which case such list 
shall be considered to be an approved list: 

Provided that no order disapproving or amending 
any list shall be passed unless the employer has been 
given an opportunity of showing' cause orally or in 
writing against such order. 

(d) The employer shall display at or near the 
main entrance of the establishment a copy in En-_ 
glish and in Marathi or Konkani (both in Roman 
and Devnagiri scripts) of the list approved under 
clause (c). 

(e) No fine shall be imposed by any person other 
than an employer. 

(2) Any pers'On desiring to impose fine on an em­
ployee Or to make a deduction from his wages for 
damage or loss shall explain personally to the said 
person the act or omis~ion, or damage or loss,in 
respect of which the fine. or deduction is proposed 
to be imposed and shall hear his explanation. The 
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charge in respe~t of which it is propos,ed to impose 
the fine or deduction and explanation of the person 
concerned shall be reduced to writing, the signature 
of such perSIOn being obtained to the latter: 

Provided tihat the whole proceedingsl may be 
reduced in writing if tille ,employer or the emplolYee 
s,o, desires.. 

(3) (a) The employer of any establishment in res.­
peet of which he has obtained approval under sub­
-section (1) of s.ection 33 to a list of acts and 
omissions in respect of which fines may be imposed, 
shall maintain a reg~ster of fines in form IX. 

(b) At the beginning of the register of fines, the 
approved purpose or purposes. on which the fines 
are to be expended shall be entered and seI'ially 
numbered. 

(c) When any disbursements are made from the 
fines realized 'a deduct entry of the amount SO ex­
pended shall be made in the register of fines. The 
vouchers or receipts in respect of the amounts so 
expended shall be serially numbered and kept se­
parately, the serial number of each voucher or 
receipt and the amount to which it re~afes being 
noted in the remarks column of the register. If more 
than one purpose has been approved, the entry of 
the disbursements shall also indicate the purpose 
for which it is made. 

(4) In every establishment in which deductions 
for damage or loss are made, the employer shall 
maintain the register required by s.ub-section (2) of 
section 35 in form X. 

(5) Where no deduction or fine has been imposed 
during any wage period, a 'nil' entry shall be made 
across the body of the register at the end of the 
wage period indicating also in precise terms the 
wage period to which the 'nil' relates, 'in the res­
pective registers maintained in: forms IX.and X. 

18. Deductions for breach of contract. - (1) No 
deduction fOr breach of contract shall be made from 
the wages· of an employee who is under the age of 
eighteen years. 

(2) No deduction Dar breach of contract shall be 
made from the wages of any employee unless-

(a) there is provisiort in writing, forming part 
of the terms of the contract of employment, re­
quiring the employee to give notice of the termi­
nation of such employment and the period of 
notice does not exceed either: 

(i) fifteen days or the wage-period, which­
ever is less; 

(ii) the period of notice which the employer 
is required to give of the termination of that 
employment; 

(b) this rule has been displayed in English and 
in Marathi Or Konkani (in Roman and Devnagiri 
seripts) at or near the main entrance of the esta­
bJilshment and has! been so displayed for not less 
than one month before the commencement of the 
absence in respect of which the deduction is made; 
and 

(c) a notice has been displayed at or near the 
main entrance of the establishment giving the 
names of the persol)S from whose wages the deduc­
tion is proposed to be made, the number of day's 
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wages to be deducted and the conditions, if any, on 
~hich the deduction will be remitted: 

Provided that where the deduction is proposed to 
be made from aU the employees in any departments 
or sections of· the establishments it shall besuffi­
cient in lieucofgiving the names of the persons in 
such departm~nts or sections, to specify the depart­
ments or sectiOns' affected. 

(3) No deduction for breach of contract shall ex­
ceed the wages of the person employed, for the period 
by which the notice of termination of service given 
falls: short ,of the period of such notice required by 
the contract of employment. 

(4) If any conditions have been specified in the 
notice displayed under clause (c) of sub-rule (2), 
no deduction for breach of oontract shall be made 
from the wages of any.person who has complied 
with. those conditions. . 

19. Advances. - Advances under clause (b) of 
section 37 shall be subject to the following condi­
tions, namely-

(1) An advance of wages not already earned 
shall not, without the previous permission of the 
Inspector havirig jurisdiction, exceed an amount 
equivalent to the wages earned by the employees 
during the preceding two ealendar months, or if 
he has not been employed for that periop., twice 
the wages he is likely to earn during thesubse­
quent calendar month; 

(2) Any advance may be recovered in instal~ 
ments by deductions from wages, spread over, not 
more than twelve months; 

(3) No instalment by which an advance is re­
paid shall exceed one~third, or- where the wages 
for any wage period are not more" than twenty 
rupees, one,fpurth 9£ th,e:.wages for any wage-pe­
riod in respect of which the deduction is made; 

(4) The amounts of all advances and all pay­
ments of such advances, shall be entered in a 
regis1ter of advances in form XI. 

20. Conditions for deductions.'-:'" (1) The total 
amount of deductions which may be made under 
sub~section' (2.) of section "32 of the Act and the 
above rules in any wage perlodfrom the wages of 
an employee shall not exceed -

(1) in cases where such deductions wholly or 
partly made for payments to Co~operative Socie­
ties under clause q) of sub-section (2), seventy 
five percent of such wages: and (ii) in ariy other 
case, fifty percent of such wages: 

Provided that where the total deductions autho­
rised under sub-section (2) exceed seventy five per­
cent or as the case may be, fifty percent of the 
wages, the same may be recovere.d in such manner 
as may be approved by 'the Commissioner. 

(2) No deductions shall be made from the wages 
of an employee even the writtenatlthorisation" of 
the e~ployee. under clause (k) of sub-s'ection (2) of 
section 32 of the Act except for purposes approved 
in this behalf by the Commissioner. 

(3) Nothing contained in this rule shall be con&­
trued as preclucling the employer ·from recovering 
from the wages of the employee ariy amount payable 
by such ·personunder any law for the time being in 
force.· 
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Leave 

21. Leave. - (1) Earned leave may not be refused 
''Ordinarily by the erm>loyer except for valid reasonS: 

Provided further no such refusal will deprive the 
,employee the right to carry over the accumulated 
earned leave. 

(2) Oasual and, sick leave. - (a) (i) Ordinarily, 
the previous permission of the employer for casual 
leave shall be obtained by the employee, but when 
this is not possible, the employer shall be informed 
in writing as SQon as practicable for the grant of 
such leave. The employer shall record his orders on 
all such applications: and shall retain them till the 
31st March of the following year. 

(ii) Ordinarily an employer, at his discretion, 
may not grant casual leave for moce than 4 days 
at a stretch to an employee. 

(iii) An employer however, may refuse an applica­
tion for casual leave from an employee on grounds 
',of exceptional pressure of work requiring his atten­
dance on the day or days in respect of which casual 
leave has been asked for: 

Provided that leave shall not be 'refused where it 
has been asked for on account of an accident, causing 
physical injury to the employee or death in the 
family or sickness of the employee, his wife or child. 

(iv) Where an appHcation for ca~ualleave is re­
fused by the employer under clause (ii) above, the ~,. 
,employer shall record his reasons for refusal on the 
.application, and shall grant equivalent leave on 
,demand by the employee in the same calendar year. 

(b) (i) No· application from an employee' for 
leave of grounds ofsickneslS of himself his wife 
or child shall be I1efused but lif in anycas:e the em­
ployer is not satisfied about the correctness of the 
assertion set'" out therein, the employer may either 
(i) requi're the employee to submit a medical certi­
ficate in respect thereof from a registered medical 
practitioner or (ii) get the employee or the wife or 
the ohi:ld,as the case maybe, examined at his 
(employer's) own expense by a registered medical 
practitioner (lady do'Ctor in ,case of females) f()r 
the purp<liSle of verifying the facts mentioned in 
the leave application and may grant or reje'ct ,the 
application on the basiis of the certificater of such 
medical practitioner; 

(ii) Every such medical certificate shall be re­
tained by the employer'till 31st March of the follow­
ing year. 

(3), Register of leave. - Every employer shall 
maintain a register in form XII for the leave granted 
under section 23 to persons employed in his esta­
blishment. 

(4) Leave book.- The employer or manager shall 
provide each employee' with ,a book called "Leave 
Book" in form xm: The' book shall be the property 
<>f the employee and the employer or his manager 
shall not demand it except to make entries therein 
and shall not keep it for moreth'an a week at a time. 

(5) Maternity leave. -The recOlI"dof maternity 
leave granted shall be shown in leave register in 
form XII and leave book in form xm. ' 

Termination of Employment 

22.' Acts and omissions constituting misconduct.­
(1) For the purposes of su:b-section (4) of section 
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39, the following actsl and omissions shall be treated 
as misconduct on the part of the employees:-

'(a)' Wilful insubordination or disobedience, 
whether alone or. in combination with other,of 
any lawful and. reasonable order of a superior; 

(b) resortiJng to or inciting, abetHng or inslti-:: 
gating a stri.ke wh5ch is illegal accordiq,g to . pro: 
visions of the Industrial Disputes Act, 1947 (Cen'; 
tral Act 14 of 1947) or any other law in force; 

(c) wilful slowing down in performance of 
work, or abetment, or instigation thereof; 

i, 

Cd) theft, 'fraud, misappropriation or disho­
nesty in connection with the employers' business 
or property; 

(e), habitual absence without leave, or lmau~ 
thoriSed absence without leave for more than 
ftfteenconsecutive days or overstaying thesanc­
tioned leave without sufficient grounds or proper 
orsatisfactO'l'Y explanation or habitual late atten~ 
dance; 

(f) habitual breach of any law appliCable to the 
establishment or any rules made thereunder; 

(g), engaging in trade unauthorised by em­
ployer/manager within the premises 'Of the esta­
bl1shment; 

(h) commission of any act subversive of disci­
pline or good behaviour on the premises of the 
esta:blishment such as drunkenness, riotours, di­
sorderly or indecent behaviour or taking or giving-' 
bribes or any illegal gmtification, other than tips­
voluntarily given by customers; 

(1) habitual neglect of work or gross or habi­
tual negligence of duties; 

(j) habitual breach of any rules or irustructionft. 
for the maintenance and runnmg of any depart­
ment, or the ma!intenance of the cleanliness of 
any portion of the establishment; 

(k) frequent repetition of any act or omiMion. 
for which a fine may be imposed under the Act; 

(1) canvassing fOr union meimbership or the col­
leIction of union dues within the premises of ~he 
establishment, without permission of manager 
or employer, except in accordance with any law. 
agreement, s€ttlemellt or award; 

(m) wilful damage to work in process or wilful 
negligence or action causi\l,g financial loss or 
damage to employer's property; 

(n) holding meeting WIthin the premises. of the 
, es~ablishment without the' consent or permission 

Qf, t:lle,.employer or manager! 

, (<;» disclosing to any uanutho'rised person any 
information in regard to the manufacturing process 
of the establishment or trade slecrets which may 
come into the possession of the employee hi the 
course of his employment and which may be pre­
judicial to the interest o"f the establishment; 

(p) gambling within the premises of the esta~ 
blishment. 

(2) Every employer shall display or cause to he 
ditmJ:ayed at or near the main entrance of the esta­
bl(srhment, a copy of the list of acts and omissionS 
specified under sub-rule (1) in EngliSh and in Ma': 
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rathi or Konkani (in both Roman and Devnagiri 
scriptsi). If the estabUshment consists of several de­
partments, such lists shall be displayed in each de­
partment. 

23. Procedure for terminating the services of an 
employee. - (1) No einployer shall terminate the 
. services of an employee under section 39 unless an 
enquiry is held against the employee conceriled in 
respect of any alleged misconduct 'illl the manner set 
forth in sub-rule (1.2). 

(2) An employee against whom anelllquiryhas to 
be held shall be given a. ,charge-sheet clearly setting 
forth the nature and details of ntisconduct alleged 
against him and requiring explanation. He shall be 
given an opportunity to answer the charge and per­
mitted to be defended by another workmen of the 
establishment. He shall also be permittoo.to pro­
duce witnesses in his defence and cross-examine any 
witness on whose evidence the charge rests. A con­
cise summary of the evidence led on either side and 
the employee's plea shall be recorded in a register 
to be maintained for this purpose. 

(3) In awarding punishment under this rule, the 
employer shall take into account the gravity of the 
misconduct, the previous record, if any, of the em­
ployee and any other extenuating or aggravating 
circumstances that may exist. A copy of the order 
passed by the employer. shall be supplied to the 
workman concerned. 

24. AppealS' under the section 40. -:- (1) The Com­
missioner shall be the appellate authority· for the 
purpose of hearing appeals' under sub-section (1) of 
section 40, and any such appeal shall be preferred 
by the employee in form XIV within sixty days from 
the date of service of the order terminating his ser­
vices wi'th the employer, such servke to be deemed 
effective if carried out either presonally or if that 
be not practicable by prepaid registered post to his 
last known address when 'the date of such service 
shall be deemed to be the date when the letter would 
arrive in ordinary course of post. . 

Provided the period of 60 days specified above is 
not a bar if the appBal is preferred wi'th sufficient 
reasons to the entire satisfaction of the appellate 
authority. 

(2) The Commissioner' shall record briefly the 
evidence adduced before him and then pa£s orders 
giving his reasons therefoc. The result of the appeal 
shall be communicated to the parties as soon as' 
possible. Copies i()1f the orders shall also be furnil£>hed 
to the parties if required by thelin. The copies shall 
be on stamped papers to be furnished by the parties. 
For the purposes of this rule, the fee tlO< be levied 
shall be as specified in schedule C. 

(3) Powers of authority appointed under sec­
tron 40. - The Commissioner while hearing appe.a~s 
under this rule shall have all the powers of a ClVII 
Court under the Code of Civil Procedure, 1908 (Cen­
tral Act 5 of 1908) for the purpose of taking evidence 
and of enforcing the attendance of witnesses and 
compelling the production of documents, and he 

-shall be deemed to be a Civil Court for the purposes 
-of section 195 and of Chapter XXXV of the Code 
of_Criminal Procedure, 1898 (Central Act 5 of 
1898). . 

SERIES I No. 43: 

Recovery of Claims 

25. Application for payment of· wages or gratuity 
etc. - An application under se,9tion 43 or sub-sec­
tion (2) of section 44 byoc on behalf of an employee 
or dependant in case of deceased employee or group, 
of employees, shall be made in duplicate in form XV 
or form XVI as· the case may be, one copy of which 
shall be affixed with a court fee stamp of the deno­
mination specified in schedule C. 

26. Authorisation. - The authorisation to act on 
behalf of an employee or employees under section 43 
or SUb-section (2) oc section 44, shall be given in 
form XVII by an instrument which shall be' pre­
sented to the authority hearing the application and 
shall form part of the record. 

27. Procedure for dealing with application for 
recovery of wages or gratuity etc. - (1) Any person 
desiring to act on behalf of any employee shall 
present to the authority appointed under section 42 
of the Act a brief written statement explaining his 
interest in the· matter and praying for permission 
so to act, and the authority shall record thereon 
an order specifying, in the case of a refusal to grant:. 
the permission prayed for, the reasons for the 
refusal. 

(2) Applications under rule 25 or other docu­
ments relevant to such applications shall be pre­
sented in person to the authority. appointed under' 
section 42 of the Act at any time during hours to 
be fixed by the authority or shall be sent to the 
authority by registered post, and the authority 
shall at once endorse or 'cause to be endorsed on 
each such application or other document. the date 
of presentation or receipt thereof, as the case may 
be.' 

(3) O~ receipt of an application the authority 
shall by issuing a notice in form XVIII call upon 
the applicant as well as the employer, as the case 
may be, to appear before him on a specified date 
together with all relevant documents and witnesses, 
if any. 

(4) If. the employer faUs to appear on the speci­
fied date, the authority may proceed to hear and 
determine the application ex-parte. 

(5) If the 'applicant fails to 'appear on the speci­
fied date, the authority may dismiss the applica­
tion: 

Provided that an order passed under sub-rule (4) 
or suh .. rule (5) may be set aside on sufficient cause 
being shown by the defaulting party within 30 days 
of the date of the said order and the application 
shall then be reheard after service of notice on the~ 
opposite party of the date fixed for rehearing in 
the manner specified in sub-rule (3). 

28. Costs. - (1) The authority appointed under' 
sections 40 or 42 of the Act, for reasons to' be re­
corded in writing, may direct that the costs of any 
proceeding pending before it shall not follow the 
event. 

(2) The cost which may be awarded shall in­
clude: -

(i) expenses incurred on account of court. 
fees; 
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(ii) expenses incurred on subsistence money to 
. witnesses; 

(iii) pleader'S: fees to the extent of twenty 
five rupees provided that the authority, in any 
proceedings, may reduce· the fees to a suin not 
less than ten rupees or for reasons to be recorded 
in writing, increase it to a sum not exce~ding 
fifty rupees. 

(3) Where there are more than one pleader or 
more than one applicant or opponents the autho­
rity may, subject as aforesaid, award to the success­
ful party or parties such costs as it may deem 
proper. 

(4) The authority may fix the fees on the pay­
ment of which any person entitled to do so may 
obtain copies of any document filed with such 
authority: 

Provided that such authority may in considera­
tion of the poverty of the applicant, grant copies 
free of cost. 

29. Court fees. - The Court fee payable in res­
pect of proceedings shall be as prescribed in 
schedule C. 

Inspectors 

30. Appointment of Inspectors. - (1) No person 
shall be appointed to he an Inspector under the Act, 
or having been so appointed, shall continue to hold 
office, if he has: or acquires, directly or indirectly 
by himself or by any partner, any share or interest 
in any establishment to which the Act applies in 
the area for which he is to be or has been appointed: 

Provided that nothing in this sub-rule shall 
apply- " 

(i) to any person who has been permitted by 
the Authority competent to appoint him as Ins­
pector to hold or acquire directly or indirectly by 
himself orifl.the name of any member of his 
family Uvingwith him or dependent 'on· him,any 
share Or interest in any registered Co-operative 
Bank or Co-operative Society or in any public 
limited company, or , .. 

(ii) to any person ~ho acquires by inheritance 
any share or interest in any firm or business but 
who is not a .working partner therein. 

(2) Every Inspector shall by the end of January, 
each year furnish a declaration regarding his in­
terest directly or indirectly in any establishment to 
which the Act applies. 

(3) No Inspector shaUbe posted in any area where 
any establishment, in which hEf has any· interest, is 
situated. 

( 4) The Inspector shall make such inspection 
under section 50(b) as may appear· to him to be 

. necessary for the purpose of satiSfying liimselfthat 
the provisions of the Act and the- rules, and any 
orders issued by the Government under the Act are 

. duly observed. In particular, he shall . satisfy 
himself- . 

(i) that theestabIishtnents are duly registered 
under the Act; 

(ii) t!lat~e registers, records and notices rE? 
quited to be maintained Or displayed under the 
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Act or tbeserulesc are properly J;l1.aintained or 
displa'yed ; 

(iii) that the interval~ of rest and holidays re­
quired to ~granted or observed under the Act 
are granted and 'observed and that the limit of 
hours of work and spread-over laid down under 
the Act are not exceeded; . 

(iv) that the provisions of the Act and any 
orders issued by the Government regarding the 
opening and closing hours are duly observed; 

(v) every employee .in an €!)Stablishment is fur­
nished With a letter of appointment as required 
under sub-seCtion (5) of section 57; 

(Vi) that the proyisions of the Act and rules 
regarding leave, holidays with wages and mater- . 
nity benefits are properly observed; 

(vii) that the provisions of the Act and the rules 
relating to cleanliness, ventilation, precautions 
against fire and safety of employees are properly 
observed; 

(viii) that the provisions of the Act and rules 
relating to the payment for overtime work are 
duly observed; and 

(ix) that no child is allowed to work in any 
establishment. 

(5) For carrying out such inspection, the Ins­
peCtor may interrogate such persons in the premises, 
as he may deem necessary: . 

Provided that no such person shall be required 
under this rule, to answer any question the answer 
to which might tend to Incriminate him. 

(6) Dw,ry. - The Inspector shall keep a file of 
the records of his inspections arranged suitably and 
shall· submit to the Commissioner a diary in form 
XIX showing work; done under the· Act and these 
rules in the preceding month, retaining a copy of 
the same with him. 

Registe.rs and Records 
~ _. . 
3i.~~nance of: registers and records. and dis­

play of notices. - Every employer shall·· maintain 
the following registers and records· and display no­
tices Under section 57 in the following mariner in 
addition to thos(3 prescribed elsewhere under theSe 
rules: _. . 

. . C1.):Eyery. employer . shall maintain a register 
of employment i:pform XX or in form XXI where 
opening IlndclOsil1g hours are uniform and display 
noti<;e qf hours of work of· employees in form 
XXII. 

(2) A register of wages shall be maintained in 
every establishment and shall be kept in ··form 
XXIII which shaJI include the following particu­
lars: -

(a) Rate of wages payable to an employee; 
(0) Qvert{me wages paid to an employee; 
(c) The gross wages .earned by each em­

ployee for each wagepenod; 
(d) The total of all deductions made from 

those wages; 
(e) C The wages actually paid to each em­

ployee for each wage period; 
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(f) Signature or thumb impression of an 
employee. 

(3) (a) Intimation regardingclos6 day. - Every 
. employer of a shop (Qr an establishment intend­

ingto close/observe weekly holiday) 'shall notify 
to the Inspector regarding the choice of close day 
or change thereof in form XXIV and displ'ay the 
notice in form XXV after obtaining signature of 
the Inspector. This: notice .shall be displayed in a 
prGminentplace in every premises of the shop/ 
/ establishment. 

(b) Every employer of an establishment other 
than a shop shall exhibit in his ... e~tab1ishment a 
notice in form XXVI specifying the day or days 
of the week on which the employees shall be given 

. a holiday. The notice shall be exhibited before the 
persons to whom it relates cease work on the 
Saturday immediately. preceding the first week 
during which it is to have effect., 

(4) Every employer shaH exhibit in ~iseSta­
blishment a notice containing such extracts of the 
Act and rules in English and in Marathi or Kon­
kani ('in both Roman and Devnagiri scripts). as 
notified in this behalf by Government in the 
Gazette. 

(5) Any notice required to be exhihited under 
these rules shall be exhibited in such manner that 
it can be readily seen· and read by any person 
whom it affects and shall be renewed whenever it 
becomes defaced or otherwise cease to be clearly 
legible. 

(6) Every employer of a residential hotel or 
restaurant or eating house or theatre or any place 
of public amusement or entertainment shall main­
tain a register in form xxvn showing the com­
pensatory holi?ays allowed. to empl?yees deprived 
of notified holIdays as per sub-sectwn (1) of sec­
tion 24. 

(7) Every employer of an establishment allow­
ing more number of holidays than notified by 
Government under sub-section (1) of section 24, 
shall send a list of holidays to the Inspector of 
the area and shaH also display such list in form 
xxvm. 

(8) In any register or record which an em­
ployer is required t? maintain under these rules, 
the entries relating to any day, shall be made on 
the same day and shall be authenticated under 
. the sign'ature of the employer or the manager on 
the same day. The entr.ies relating to overtime 
work shall be made before the commencement 
and immediately after completion of such overtime 
work. 

(9) The registers, records and notices relating 
to any calendar' year shall be preserved for a pe­
riod of three years after the last entry is made 
therein. 

(10) Save as otherwise providedm sub-rule (4), 
all registers, records and notices required to be 
maintained, exhibited, shall be either in English 
or in Mavathi or J~onkani (lin both Roman and 
Devnagiri scripts). 

(11) Every register required to be 'maintained 
under these rules l;!hall be duly bound and its 
pages duly numbered. 

SERIES I No. 43 

(12.) (a) EV€Tyemployer shall maintain a visit 
book in which an Inspector visitling the establish­
.ment may recoTd his, remlU'ks regarrding a.'1y de­
fects that may come to light at the time of his 
visit or give directions regarding production .of 

. any documents required to he maintained or pro­
dU!~ed under the provisioins oIf the Act and the 
rules. 

(ib) The vllsiit book shall be a bound book more 
Qr less of size 21X18 cms. containing at leastC100 
pages. 

('c) The covering page of the visit book shall 
containin the following particularsl:-

(1) Name of the employer. 
(ii) Nam~ tlf the shop or establishment . 
(IiLi) Address. 
(iv) Registration number. 
(v) Residential addreSses of the employer(s) 

and manager(s). . 

(d) In case the visit book containing remarks 
passed by the Inspector is lost, destroyed or de­
daced the employer of thel establishment shall 
report the fact forthwith in writing to the Ins­
pector of the area and immedi'ately arrange to 
maintain a new visit book. 

(e) The visit book shall be in the clliStody of the 
employe x or any person duly authorilsed !)y him 
and shall be kept always in the busines'Sl premises 
of the establishment land shall be produced IOn 
demand by the Inspector. Far the purposel of this 
sub-rule, employer of any establishment inCludes 
an owner of an establishment without employees. 

('113) Wlhere anoffiiCe, stOlre'-l'IOOiIn, godown, ware .. 
hous'e or work-place used in connection with the 
trade and business of a shop is slituated at pre­
mises otheit' than the premises of the shop, all re­
gisters, records, visi:t book and notices required 
to be maintained, exhilbited or given under the 
Act and the rules shall be separately so main­
tained, exhibited orgi'ven i!n. respect of and at such 
office, stove-room, godOlWn, warehouse' or work­
-place. 

(14) No employer with intent to deceive shall 
make or cause or allow to be made, in any regis­
ter, record or notice preslcribed to be maintained 
under the prOvisions oif the Act or the rules, an 
entry which is false in any material particular, or 
wilfully omits or causes or allows, to be omitted, 
from any such reglisters, reOOTd or notice,· an 
entry which is required to be made the'rein. under 
the proviSions of the Act and rules, or shall main­
tain or cause or allow to be maintained, more than 
one set of any register, record or notice .. 

32. Admissibility of forms other than those pres­
cribed in the rules.- If, on an application made by 
an employer or manager in writ1:ing, the Commissio­
ner is satisfied· that any muster roll, register or re­
cord maintained by the employer or manager gives 
in respect of all or any of the employees in his esta­
blishments, the particulars requIred to be shown in 
any register, recordz or notice preScribed under these 
rules, the CoIlllhissioner may by order in writing 
direct that· such muster roll, register or record shall 
to . the Corresponding extent be maintained in place 
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oif such registelI", record or notice, prescribed under 
this rule as the case ,maybe. 

33. Period for supplying information required by 
Inspector. - Any information or document required 
by the Inspector for carrying out the purposes of 
the Act and the rules shall be furnished to him by 
the emplO(Yer of an establishment within 'One week 
from the date of receipt of such requisition by the 
employer. 

34. Periodical returns. - Every employer having 
five or more employees shall send a return in form 
XXIX for month ending 31st March, 30th June, 30th 
September and 31st D~emher (if every year so as 
t'O reach the Inspector within whose jurlsdtlCtion the 
establishment is situated not later than 10th of the 
following month to which the return relates, endor­
sing a copy thereof t'O the Commiss,ioner. 

35. Letter of, appointment. - Every employer 
shall fUI'lliSh to all eniployees wilth letters of appo­
intment in form XXX under sub-section (5) of sec­
tion 57 and obtain 'acknowledgement in token of ha­
ving S€lI'Ved the said letter. 

36. Authority to decide certain questions. - (1) 
The Oommissioner shall be the authodty for purpo­
ses, of de~iding matters specified in sub-section (7) 
of seiCtion 3 and section 62 of the Act. Before giving 
any decis~on, he shall hear the concerned parties 
or give them an oppmtunilty of being heard. 

(2) FOir the purposes, of section 43(1) thp pres­
cribed authority shall 'be the Commissioner. 

37. Penal(V. - Any person who contravenes any 
of the provisions (if 'the rules snall, on conviction, 
be punishable with filne: wliich may extend to fifty 
rupees. 

By order and in the name 'Of the Administrator 
'Of Goa, Daman and Diu. 

P. Noronha, Under Secretary, Industries and La­
bour. 

P~n8Jj[, 24th Janual'}", 1975. 

'-'--
,SOBEDUlLE A 

The Statement in Form I shall be sent to the Inspector 
together with the fees prescribed in this scihedule: 

Sr. No. Categories of Establishments Reg. fee 

1. Shop !Establishment employing no persons Rs. 5/-

2. Shop/Estrublishment 'employ;ing 5 or less Rs. 10/­
than five persons 

3. Shop/E,strub1iS1hment employing more than Rs. 20/-
5 but less than 10 pers'Ons 

4. ShopIEstabl1shment employing 10 and Rs. 40/­
above bUtt less ilian 20 peI'sons 

5. Hotels, Restaurants, Residential Hotels, Rs. 50/­
Theatres or 'Other places of PubUc amuse-
ment or entertainment or Shop/Esta-
'blishment ,empl'Oying 20 or more persons 

SlCHE'DUlJE B 

(See, Rule 8) 
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The n'Otlice 'Of change in Form VI shall be sent to the 
Inspector together with fees presCI'li!bed as below:-

Sr. No, Categories of Establishments 

'I. ShopfEstablishment emplioy;ing 20 or move 
persons 

2. Other shops/ES't,ablishments 

'stOHEDUlLE C 

Fee for any 
change 

Rs.2/-

Re.1/-

The amount, of fees f'Or the dilfferoot types of pr'Oceedings 
shall be as set 'Out below: 

Sr. No. Description of proceedings 

1. Application for 
(Ii) preferring an a p pea 1 

unders eo t ion 40 and 
rule 23 

(li) preferring second appea;l 
to Labour Oourt 

2. Application for payment Of 
wages, gratuity, etc. under 
sectJi'On 43/44 
('i) Individual applicati'On 

(li) Group application 

3. Court fee on instrument show­
ing authorisation 

4. Fees for copies of documents 

5. Appllication to summon wit­
nesses-
(i) li'or the first witness men· 

tiQned in the applicatton 
(ii)For every subsequent wlit· 

ness 
6. Appllication for recovery of 

amounts due 

FORM I 

(See rule 3) 

Amount of fees 

Re. 1;1- (One rupee) 

&.2/- (Two rupees) 

Re. 1/- (One rupee) 
Rs. 5/- (Five rupees) 

Re. 1/- (One rupee) 

!Same fees as levied 
by tOivil C 0 u l' t s 
from time to time 

Re. 0-50 (fifty-paise) 
! 

Re. 0-25 (Twenty five 
palise) 

Re. 1/- (One rupee) 

Sta.tement under Section 3(1) 

1. Name of Shop/Establi'shment, if any: 

2. Door N'O. and Name of the Streeil: and 
exact locatliI'On of the Shop!IDStabllilh­
ment and postal Address; 

3. Exact location Of 'Office, store-room, 
g'Odown, warehouse, or w'Ork place, ilf 
any, attached to shop but situated in 
premises different from those of shop/ 
Establishment. 

4. Fun name of the empl'Oyer, inlcludling 
his father's name. 

5. Residential address of the employer. 

6. Full name 'Of Manager, if, any. !inJc1u­
ding his father's name, andhiis rooiden­
tral address. 

7. Names of the partners, if any, and 
their residenti:al addresses (1f a ,part-
nership concern). ' 

8. category of estabiishinent, i. e~ whe­
ther a sh'OP. commerci:al est'abli!shment, 
residentIal hotel" restaurant, eating 
house, theatre, cinema or (lither place 
of public amusement or entertalinmen't 
eil:e. 
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9. Nature of business. 

10. 'Date of commencement .Of business. 

11. Names of members of employer's 
family engaged in the shop/establish­
ment. 

Relationship Adults 

Males 

Fema'les 

T()(:al 

12. Names of other employees: 
('i) lin a, manageria;I capamty. 

Young persons 

('iii) as' sweeper, caretaker and travelling staff •. 
(Ii'ii) as person's emp[oyed for loading and unloading of 

goods a;t godown. 

13. Tota;I number of employees: 

Adults Young persons 

Males 

Females 

Tota'l f: 

SERIES I No. 43 

14. Details of. remittances: (lEn:close chalan obtained from 
treasury jState Bank). 

Name of the Treasury 
Chalan 

No. and 
. date 

Amount 
of fee paid 

. I her.eby dec~are that the above linf1cmnation is true to the 
best of lIlly knowledge and bell~. 

Date:. 
,signature Of· employer. 

Note: 

1. ,T1Lis statement shall be sent to the JDspector concerned 
~th sue'll fees as prescribed lin S'chedu'J.e A. 

2. 

3. 

Item 3' should be fi1;led only when the office, store room, 
etc;, ar.e n'ot separa:tely registered under the Act. In 
respect of such stqre rooms, etc., not s~ara'teIy registe­
red, particulars requit'ed under litem 11, 12, 13 should be 
g\i.ven 'separately for each office, store room, etc. 

If any item i!s n()(: appHcabIe enter«lNot AppliOOlble». 

FORM IT 

M 
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Z 

~ 
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1 

(See Rule 5) 

Register of Establishments 

Part I ~ Shops 
Part II - Commercial Establishments. 
Part III - Residential Hotels, Restaurants, 'eating house, lodging houses and cafees. 
Part IV -'- Theatres, Cinemas and other places of public entertainments or amusements. 
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FORM m 
(See Rule 5) 

Renewals 

Registration Certificate of Establishment 
Date of 
renewal From 

:S 
,i 

§ 
tl 
'" J'l J'l 
8 

'" .S .... 
'" A J'll:: 

:§.s '0 

al~ 
.: 
'" ~ .. 

~ "'~ 0 
1':'- :;;!Z HbD ~ '" 13~ 8.; .!4 

bD'" '" §§ ",,,, ",:::l O! 
S ...,.<:1 ",,,, 

0'" "'..., "'.<:I '" l>< A i%.t.l ill --------
18 19 20 21 

Signature of Inspector 
with seal • 

----- _·-----11------1--·--------
1. Regi:stration Number-

2. Name of the Establishment-

3. Postal address of Establlshment-

4. Name of the employer-

5. Nature of Business ~ 

It is herel;)y certified t:halt; 
this day ... of 197 ... 

Seal. 

has been registered as 

Signature of Inspector 
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FOR¥'IV 

(See Rule 6) 

Renewal of Registration Certificate 

category of Establiishment 

Total No. of Employees ... 

Name of IDstablishmeDit and Postal Address 

To 
The Inspector, 

Sir, 
As the period of Registration Certificate No .... originally 

granted/subsequently renewed Ito us is to expire/has already 
expired on ... , I (We) have to request for its renewal. The 
original certificate is enclosed. 

Sginature of Employer 
Date: 

Place: ... 

FORM V 
(See Rule 7) 

Notice of Loss of Registration Certificate and Application 
for ,Issue of Duplicate Certificate 

Name of the Establshment: - ... 

Address: - ... 

Registration No.: - ... 

To, 

The Inspector, 

Sir, 

This is to inform you that the registration certificate of 
this establishment has been lost/destroyed/defaced due to ... 
(here specify 'the reasons/circumstances). Please issue a 
duplicate ceTltificate. 

Challan No .... Date ... For Rs .... 

is enclosed herewith. 

Date: ... 
Yours faithfully, 

FORM VI 

(See Rule 8) 

Notice of Change 

Name of 'the Est3.bllShment already registered: 

Name of the Employer: ... 

Registration Certificate Number: 

To, 

The Inspector ... 

Address: ... 

Dated the day of ... 197 ." 

681 

(Under Goa; Daman and Diu Shops and Establishments 
Act, 1973) 

Sir, 

Notice is hereby given that the following change has taken 
place in respect of information forwarded ,to you in Form I 
which please note. The registration certificate and chalan 
No .... dated ..• for Rs •... is enclosed. 

Signature of the Employer. 

Note: - The Notice of change in this for!U shall be sent 
together with such fees as are prescribed in Schedule B. 

FORM VII. 

(See Rule 10) 

Certificate of Age 

I hereby certify that I have' personally examined (name) ... 
son/daughter of ... residing a,t ... and that he has completed 
his/her tweIfth/eighteenth year of age. 

Identilf.ication/'Descrilption marks are: -

(1) 

(2) 

Signature or thumb impres­
sion of employee. 

Medical Practitioner .. 

(Signature of Employer) Registration Number. 

" FORM VIII 

[See Rule 11(1)(c)] 

Record of IAmewasbing etc. 

Date on which lime/colour 

Parts lime/colour 
washing. painting or', v/!.r-

Treatment' (whether nishing was carried out 
Part of Establishment w/!.slleg. painteg 01:' lime/colour washed. (according to English Signature of Employer Remarks e. g. name of room varnished e. g. walls. painted or varnished) Calendar) 

wood work.' ceilings. etc. 
Day I Month I Year. 

1 2 -' 3 4 5 6 

" -'. r""~"'~·· ,,~~. 0<0'1"" ""- , 
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Name of the establishment and address: 
, 

Act or Father's Name 
Sr. No. Name of the or Husband's omission 

Employees Name ·for which 
fine imposed 

---
1 2 3 4 

---

I 

FORM IX 

[See Rule 17(3)(a)] 

Register of Fines 

Whether 
workman 

showed cause Total Wagec 
against fine for the wage 
or not and period in 
if so; date which fine 
on which imposed 
cause was 

shown 

5 6 

FORM X 

[See RuIe 17(4)] 

SERIES I No. 43 

Registra'tionnumber: 

Date on Date on Amount which fine which tine Remarks of fine imposed realised 

-----------
7 8 9 10 

-

I 

Register of deductions for damage or loss caused to the employer by the neglect or default of employees 

Name of the eSltablishment and ad4ress: 

I , 
Damage 

Sr. No. Name of Father's or or loss 
Employee husband's name caused 

1 2 3 4 
---

I 

/ 

Whether 
worker 

showed cause 
against de- Amount of 

duction deduction or not and imposed 
ieso, date 
on which 

cause was 
shown 

5 6 

FORM XI 

[See Rule 19( 4)l 

Date on 
which 

deduction 
imposed 

._---
7 

-~-

.-

Register'of advances to the employees 
Name of the establishment and address: 

No. 
., ' 

of ins-
Father's or Amount of Date on Purpose(s) talments by 

Sr. No. Name of the Husband's advance which for which - which 
Employee name given advance advance advance 

was given was given has to be 
recovered 

--- ---.--
1 2 3 4 5 6 7 

-
-, 

, L ,/" , ,-.'0 ,-,,"" . ~,., 

Registration number: 

Date on 
Number of which 

instalments, total 
if amount 

Remarks any 
realised 

-~- ---~-____c- ------
8 9 10 

I 

I -

I 

Registration number: 

:Date on 
Postpone- which 

ments total Remarks 
granted amount is 

recovered 

---
8 9 10 

-~----

.' ... " .. , 
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'. 

Name and address of the estabUshnient: 
Name of employer: 

Registration No. 
Name of employee. 

_Father's name. 

Date of appointment. 

FORM xn 
[See Rule 21(3)] 

Register of Leave 

Earned Le4VGl /With Wages 

____ ~1 ___ 1 ___ ~_~__ __1 ___ 3 ___ 1----
4
---- _____ 5 ____ 

1 
____ 6 ______ 1~----7------

I 
If refused in part 

Date of 
Application Balance 

Applied Leave granted or full Signature 
No. of days ----1-- of leave to 

From To which1tlhed is From -To From To -. '-ent eDt Employee Em-p-loy--er 
I-----:-~~-----

Date Date Date Date Re~o'its Date 

----~-~ :.- -1--- --I--~--,~-------I----I~---- --- ------- ----1----- -------1-----
! j , ' 
I I 

Iii I 
---------!~, ----~I----~I--------~----~----~I __ ~-----I,--__ -*I----~----__ -------

Sick Leave 

--. 

___ ~ ____ -'_-~--~-2-----1---:-i -

! Applied ,Leav 

3 I 4 5 6 
------ ---- --.--------~------ .. -- -

e granted If refused in part or full Signature 

Date of 
Application 

1 

Date of 
Application 

1 

i--~-~-------~---- ---
I - From I To From 
\ Date I Date Date 

~~ --- ---1------ ~ -1--- -- ~ 

J I 'I 

I i I 
( I 

~-

I Balance due 
To 

I 
From To Reasons Employee Employer Date Date- Date 

I _ ... _.-

-~-I---r 
------.-- ---.--

I , , 
I , , 

I I 
! .1 I 

Casu-al Lea,ve 

II~~~~ __ -_:_~_:~:~~_ i. ~-_L -_ea_~:_:_ra_n_te_d_-_J- ~-~-~ ~- ----- -"-~I-f~.r-e-fu~-s--'-e-d~l:--p-a-r--t-o-r-ful-l ~- -----S~-ign-6-a-tu---r-e---
I From TO! From I To 'I B~~~ce f -- From To -------------

,Date Date I Date I Date , !>ate _ IJate Reason Emjllol"ee Employer 

l--~-' -~-'----I--I-- I I·· I_ 1-----
. L. 

Matern.ity leave 

-·-~---.I- 2 1 ___ ~ _____ 3_ 4 

I Applied Leave granted Signature 
I--

Date of Application 
----T-

I From I To 
1 (date) (date) 

---------~------I-----I--
From 
(date) 

To 
(date) Etnployee Employer 

---- ----~---~- --~ ------' ------ -----~-~~-~-I-~-·----·---------

I ! 

I 
I 

I, 
I 
i 

I 



FORM XIII 

Prescribed under rule 21 (4) 

( Shall be the same as register of leave with wages' 
(form XIII) but shall be made out separately for each 
worker on a thick bound sheet or in ·,the form of bound 
note book). 

FORM XIV 
[See Rule 24(1)] 

Form of Appeal under section 40(1) (b) arising 
out of termination of services 

Before the Commissioner ... 

8hri 

VI's 

Appeal No. ... 197 

Appellant 
(Employee) 

SjlShri ... 'Respondent 
(Employer) 

The Appellant staltes as follows: -

11. I, ... , son/wife of ... was employed as '" in the service 
of S/Shri ... , Employer in his establishment known 
as ... from (date) .... 

2. The address of appellant for service of all notIces 
is as follows: ..... 

3. The address of Respondent '(Employer) for service 
of all notices is as follows: ... 

4. The respondent (Employer) has wllthout a reasonable 
eause and for no misconduct or fault of the appel­
lant has terminated the services of the appellant 
with effect from ... or served a notice dated ~ .. to 
terminate the seTVices with effect from .... 

5. The respondent has terminated services of the appellant; 
Jltransferred establishment to new Employer, S/Shri ... 
without giving (i) one month's. notice. in writing or 
wages ,in lieu thereof and (11) gratuity amounting to 
Rs. ... (Rupees ... ) as the appellant has put in a 
service of ... years and ... months (From. date ... to 
date ... ). Hence, appellant is entitled to receive in 
addition wages for 2 months amounting to Rs. . .. 
(Rupees ... ) in terms of SUb-section (2) of section 39. 

6. The serv~ces of appellant hav·e been terminated wrong­
fully as he has not committed any acts or omdssions 
prescl'libedin rule 22/ as the Employer has not fOllow­
ed the procedure laid down in rule 23/ as the puhlsh­
ment imposed is dispr,oportionate to the misconduct, 
if any, committed, etc:, etc., (attach detailed grounds 
with copies of documents, if any). 

'1. The appellant hasrebired/reslgned for reasons stated 
below on date: .... But gratuity is amounting to Rs .... 
,( Rupees ... ) based on service of ... years '" months 
(from date ... to date ... ). Hence, appellant is entitled 
to receive in addition wagesfor-2 months amounting 
to Rs .... (Rupees ... ) >in terms of sub-section (3) of 
section 39. 

8. The wages of appellant is estimated to be Rs .... (Ru­
pees ... ) per month. 

9. Hence, the appellant prays that a direction may be 
issued to the Respondent (Employer) under. sub-see-
tion (2) of section 40 for: . 

.(a) reinstatement of appellant lin services of Employer. 

(0) payment of full wages from the date of termina-
tion till the date of reinstatement. 

(c) payment wages in lieu of notIces 'amounting to 
Rs ..... 

(d) payment of gratUlity amounting to iRs ..... 
,( e) payment ofaddltional wages amountin,g.to Rs ..... 

BElf,IES I No. 43 
-~.------------------------~---------

(f) payment of compensation amounting to Rs ..... 

(g) payment of costs as follows:-
(i) Court fees amounting to Rs. 

(11) witness expenditure Rs ..... 
I{ iii) Pleader's fees Rs, •.. , , 

(h) Any other reHef as the authority.deems fit. 

The total relief claimed above amounts to Rs .. " (Ra .... ). 

The appel'lant hereby certifies that the statement of facts 
contained in thilir plaint is true to the best of his knowledge 
and belief. 

The apJ,l811ant craves leave to add to or amend this p1a.int. 

Date: ... 
Signature or thumb impression 

of Appellant (Employee) 

FORM XV 

(See Rule 21$) 

Application for payment of wages etc. 

In the Court .of the AuthOrity appointed under section 42 
of the Goa, Daman and Diu ,ShOps and Establlshments 
Act, 1973. 

Application No .... of ... 19 

Between A. B. C. • Applicant 
(through Shri ... a legal practitioner and 'officIal of ... which 

is a registered trade Union). 

And 
X; Y.Z. Opposite Party 

The applicant(s) state(s) as follows: 

1. A. B. C. is a (are) persons employed in ... establishment 
entitled '" and reside(s) at ... 

- " The address of the applicant(s) for the services of all 
notices and processes is: 

2. X.Y. Z. ... the opposite party is the person responsible 
for 'the payment of his (their) wages under the Act, and his 
(their) address for the service of all notices and process is: 

3. (a) The applicant's wages have not been paid for the 
following wage perIod(s) (giv·e date) ... or a ·sum of Ra' ... 
has been unlawfully deducted from his wages of '" (amount) 
for the wage' period(s) which ended on (Give date/dates) 

(b) (here give any further claim or explanation). 

4. The applicant(s) estimate(s) the value of the relief 
sought by him (them) at the sum of rupees .. , 

5. The applicant(s) pray(s) that a direction may be issued 
under said Act for: 

(a) payment of his (their) delayed wages or gratUity 
as estimated or such greater or lesser amount as 
authority may find to be due or refund of the amount 
illegally deducted. 

(b) Compensation amounting to 
(c) Costs amounting to:-

The applicant(s) certify (ies) that the statement of facts 
contained in his. application is true to the best of his know­
ledge and belief. 

Date: . 

SIgnature or thumb impression of the em­
ployee(s) or legal Practitioner or Offi· 
cIal of a registered trade union duly 
authorised. 

Note: - When the applicatIon is by a group of employees 
the thumb impressions or signatures of two of the app1i­
cants need be put to the applicatIon and a full list of appli­
cants sho:u!d be attached. 
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FORM XVl 

(See Rule 25) 

Form of application by an insJ.)eCtor or person permitted 
by the authority or authorised to act 

In the Court of the Authority appointed under Section 42 
of the Goa,' Daman and Diu Shops and EstabH£hments 
Act, 1973. 

Application No .... of 197 . 

Between 
A. B. C. (DeSignatiOn) •.. An Inspector under the (Shops 

and Establishment Act, 1973 or a person permitted by the 
AuthOrity / authorised to act under section 43) -Ap­
plicant. 

And 

X.Y.Z. The Opposite Party 

The applicant s'~1ieB~ ,follo,!!: 

1. X. Y. Z. th~ opposite party, is the perSOn 1'e8pODslble 
under the Act for the paymeIl!tof •.• of wages to the fol-: 
lowing person(s). 

(1) 

(2) 

(3) 

(4) 

(5) 

2. His address for the service of " all notices' and pro­
cessesi1s: 

3. The wages of the said person(s) due in respect of the 
following wages period{s) }lave not been paidlha",e been 
subjected to the followingJllegal deductions: 

4. The applicant estim8ltes the valu~ of the reUef sought 
for the employee(s) at the sUm of as .... 

5. The applicant prays that a: direction may be Is&ued 
under the said Act for: 

6. Payment of the delayed wages as estimated or stich 
greater or lesser amount as the AuthOrity may find to 
be due. 

(a) refund of the amount illegally deducted 
(b) Compensation amounting to: 
(c)eostamounting to: 

The applicant certifies that the statement of facts con­
tained in this application is true to the best of his kno~­
ledge and beUef. 

Date: Stgnature 

.:§:: 

FORM XVII 

(See Rule 26) 

Letter of authori$a.~on 

In the Court of the AuthorUy appointed under Section 42 
of the Goa, Daman and Diu Shops and Establishments 
Act,1973. . 

Application No •... of 197 • 

1. 

~. 

3 •. 

Versus 

1. 

2. 

3. 

685 

I/We hereby authorise Shri· ... a legal, practitioner, an 
official of the registered Trade Union of ... to.ll.ppear. and 
act on my/our behalf in the above described 'proceedings 
and to do all things incIdental to such 'appearing and acting. 

Stgnature orthUinbimpression 
of employees .. 

Witnesses: (1) 

(2) 

I accept theauthordsation 

Signature: 

Address: 

FORM xvm 
[See sub-rule (3) of rule 27] 

Notice for the disposal of application 

To 

Whereas under Goa, Daman and Diu Shops and Esta­
'blishments Act, 1973, a claim has been presented to me/by/ 
/agalnst you by an application (copy enclosed) you are 

.. 11ereby called upon to appear before me either personally 
0'::, • through a duly authorised person in this behalf, for 
the purpose of answering all material questions relating to 
the .ll.pplic8ltion on the ... day Qf ... 19 ... at ... O'clock 
itlthe fote/after-noon in support of/to answer the claim 
and as the day fixe4,fo:r: yourap~rance is· appointed. for 
final dispOSal of the application, you must be prepared to 
'produce on what day all:tbe Witnesses upoa wh~ evidence, 
and ~e documents upon which you intend to rely in support 
of your claim/defence. 

Take notice that in default of your appearance on the 
... daybefor!t.l!leI!tiolled, the ~pplicat1011 will be dismissed,{ 
/heard and determdned in your absence/ex-parte. . 

Given under hand and seal, this ... day of .•. 19,,,0 

Seal 
Signature of AuthOrity 

FORM XIX 

[See Rule 30(6)] 

Monthly Diary of Inspector for the month ending ... 197 ... 

I , Remarks of - Establish- defects 
Date Place ments Purpose of found and 

, ... "~ Inspected Inspection directions 
and orders 

issued 

1 2 3 4 5 

Signature.of Inspector 
Submitted to Commissioner, 
Labour .and Erriplbyjne!!Jt,PanajL 

FORM XX 
[See Rule 31(1)] 

BeJister of Employment 

1. Year and Montll. 

2.: Namec:aD<I>.A:dc1resS of the EstabJ:lshment: 
3. Name and';Address of, the. Employer: 

4. Regdstration Number of the Establishment: 

5. Name of Emp'Jpyee: 
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6. Father's or :;Husband's name:" 
7. Age: 

.8. ,Natu:t"e:of w9l'k: 

9. Date of App'0intment:. 

Date 
Time at 

which 
employment 
commences 

Time at 
which 

employment 
ceases 

Rest· InteJ.'V'al 

Spread Over I-~-;__-----c---I 

,.From ,To. ,. ..:Total 

1 
----~-I,-------I------ --- --. ---::--1-------1--------

2 3 4 5 6 7 8 9 10 11 12 ; ~5. 
~---I----.--I,-... -.,.,-. ,-u-; - ------------

14 13 

1st 
2nd 
3rd 
4th 
5th 
etc. 
upto 
3lst 

Name of Eata:bll:shmeiJ.t and addres8: ' 

Name of Employer and addr.ess: 

'FORM XXiI 

[~ee Rule 31(1)] 

RegiS,~i! of Employment 

! ' 

Registration Number: •. , 

Working I From to, 

Hours 'From ... to 

Rest Interval' ' ' From .;.. to .•• 

L, 

I···· , 

Tobll hOurs wOl'ked ; ;' 

Sr. No. Name of 
employee 

Father:s/ 
, /Husband's 

name 
Nature. of Date ot 
. 'work or ApPointment 
deSignation 

Remarks Hours w()rked durJng,wage 
, .. period ending " 

, Norm.a! 

----I--------I---------I---~----------·-·I----------t-~~~_=_---~~------------~I~---_=_-I-~--~-
4 5 6 7" 8,' 9 10 2 1 3 

,Note: ..;. Mark 'H' shall be made on ariy day on which holiday is given. 

Name of Employer and 

Establishment: 

FORM XXI[ 

[See Rule 311(1)] 

Notice of hours of work commencing ... 19 ... 

'Descr!l!ptlon of Department 

I;>II.Y ',. ,', .~; 
Whether young perso~s. ·I-~,.__'_.,.-----------.___----------___,;__~---------Name of persons employed '. or riot 

Employment td ~()ommene~ 

1. 

2. 

3. 

1 2 

Note: - (1},Th-a,ho'Urs'l~abolre snaU::be'!:ex.cIUslve:of,OYertime. 

(2) Actual,~eS)tO':bellOted·.bi. coL. 4. 

3 

.' . 

Signature of employer 

Dated: 



2:5XBJA.NUA.RY, 1975 (MAGHA 5, 1896) 687 

FORM XXIII 

[See Rule 31(2)] 

Register of wages 

Name of Establishment ... Registration No~ 

Name of Employer and address ... Wage Period ••. 
, 

Minimum rate 
of wages 
,payable, ' 

Wages Payable I Deductions ~ Sa> 
-~ 

FORM XXIV 

[See Rule 31(3}(a)] 

Notice of close day or a change in close day 

~ 
< ., ., 
~8 
~; 
A 

\ 

Name of Shop/Establishment and address: ... Registra­
tion No .... 

Notice is hereby given that with effect from (date) ... the 
Shop/EstablishmentshaU observe ... day as close day every 
week. It shall "'oe the weekly holiday for all Employees. 

Signature of employer 
To 

Inspector under the Goa, Daman and Diu 
Shops and EstablishmEmts Act, 1973. 

FORM XXV 

[See Rule 31 (3)(a)] 

Notice of Shep/Establlshment 

Close Day 

Name and address of Shop/Establlshment: 

This is to notify that our ShopjEstablislunent shall remain 
closed in every week on 

DAY 

Approved 

Inspector 
Signature of employer 

FORM XXVI 

[See Rule 31(3b)] 

Notice of weekly holiday 

Name and address' of Establishment .,. Registration 
Number: '" 

The person(s) employed in thIs Establishment shall be 
given a holiday on the day s;pecified below in the ,week 

., .. 
u 
= 

~ 
~ .. .. 
!S 
0 

~ .0 0 
SP. ., ,~ I ::IS ... 'lj lfl ~ '" 'lj 

'" !SfiI il b.O Po 1':1': 
., 

:3 ~ al 
1 

~.2 ~., a ....... a 
~ 0° ;., .. -!Sg 6! ~ 

.... ::1 .r;J 
",I': 

'" ,gj , 1:.0 ::I'~ 
~ 

0 s ... 0 

£ ci '\ 
.,;:: 011) ::I'~ ... 

gj~ I': " "" ... ~.g 0I'lj .. '" ~ 
.~ I': 

3 01"' ... 01 ' ;'0 .... ;; in::! '" ~ e.g ;. eo .0'" .... 'lj ... 'lj 
~ 

~Po _Po '01 
0 0 < Po. 0 Z fIl A 

,signature of Employer 

following the date of this notice and every week until 
further notice. 

Sl. No. Name of the Day on which holiday Remarks Employee is allowed 

---
I 2 3 4 --- --

" 

" 

Date: Signature of employer 

FORM xxvn 
[prescribed under sub-rule (6) of rule 31] 

Register for compensatory holidays 

Name of the Establishment: Registration No. 

Address: 

- ~ EO , 'g ~ 
CI) .!<: 0'<:= 1':' ... .. cp::!,:::J.t 
.<:'" 

~ §~~ U t>! .. 00101 ... ", s.o .. '" .... » 01 'S,Sb.O o b.O» 
0 0.2 01 ».<:'lj ut>.,~ 

III 

~2 .!<: z ",Po I': 010 .. 
SS b.O 'lj'-'lj 

"'§'lj 
_o~~ 01 'iii =§~a ~~~.s~ El .; 0Ifi1 '" ~~~ 

'" 00 Z ~ P1 ~ E-< ~ --- ---1 2 8 4 5 6 7 --- ----.---.- --
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FORM XXVIII 

[See sub-rule (7) of rule 31] 

List of holidays with wages for, the year ending 

Name of the :ID.stablishment: , Registration No .... 

Address: 

Sr. No. Name of the holiday Date Remarks 

-- ---~------

l 2 -- -

To 
The Inspector 

. Goa, Daman and Diu, 
Shops and Establishments 
Act, 1973. 

3 

FORM XXIX 
(See Rule 34) 

·4 

,Signature of . the 
empLoyer 

Return for the month of March.;June/September/Dooembel' 

1. Name and address of the Establishment. 
2. Name and address of the Employer. 
3. Category of the establishment *** 
4. Number of days worked during the month. 
5. Normal working hours. 
6. Rest intervals: Hours. 
7. No. of employees .and their earnings. 

.,:3 ''<:: 1::' 

I § 
I 

. 
E~ I f 

s:: i:"- -~ ,~ . 
.,~ '" .... 0 oS:: 

'" ~Po.s f: ;8 ~a ",., Po 4> 
., 

1\ "'., 'a'" ... '" ;.,- I as a., "'., 0.5 .s:::8~ "'s ».s::: ~.s::: Po., 
.,.!I: 8 '" s::~ 0'" "' ... ... "' .s::: I:: lfj",., .; 

'a1) !l.8 "I:: gl'g.8 "'''' I:: be g;0o-:t '~s~ 
Po aPo a", oSS:: a~ s:: 

I>s:: oS " o " 4>:;: a 0:: 
§.s:::"' ~.5 .E~.s ~~ ::l 0 ... :;:4> 

'C:'" ;.,- ..... s:: 0:: »;., o . .::l ." 4> ogjS ",'" 
I::~ bee., 1::.9~ s::o . .s::: .'" 1<;J8 0 ~» 0'" 0'" a,,:;:; 
~" o Po", 

Z Z r.1 I'il 0 Z 
---------------- -------

1 a 3 4 5 6 7 8 -------------_.- -----------_. 

••• Whether the establishments Is a (1) Shop. (11) Commercial Es­
tabllshwent. 

(iii) Restaurant. Eating H01l1le or Hotel. (Iv) Theatre or a place 
of public· entertainment or (v) other type shOUld be mentioned here. 

C. C. to Commissioner. 

.' , 

FORM XXX 

(See Rule 35) 

8ER1E81No.Y~ 

Letter of Appointment 

Name and ad'dress of the eSt8.bl!isiUnent 

Name and address of the employer 

Registration Number ... 

1. Shrti/ShrlmlS.'tij'Kuma..1'ii .. , SOIljW!1fe/daughter of '" aged 
(date of birth) '" is appointed as * in this establishment, 
W'Jith. effect from ,'" in the $C8le of pay Rs .... 

2. He/SOO wi'll draw a wtaIlof Rs .•.. per day /W'eek/month 
com~sed of the folloW).ng, namely: - . 

i.Bastc pay of 

11. Dearness Allowance 

iili. Other allowances 

3. The other tenns and COD<fiW.ons ()/f service w1!ll be as 
under:-

To 

5.) 

:ii) 

!lli) 

ShrilSint./Kumari § 

SIgnature ~f employer 

Note: Strike out the words which are not applicable. 

• Describe nature of appoIntment. deSignation. etc. 
§ Enter 1'ull addrees of the employee. 

HOVT. PRINTING PRESS - GlIA 
(lmprensa Nacional - Goa) 

PRICE - Rs. 1·80 Ps. 


