
GOVERh{NNENT OF KERATA
Finance (IT-SR Departrnent

No.25/2014/Fin Thiruvananthopurom, dated 1 7.43.241 4

CIRCULAR

Sub:- Finance Deportment - Updaaon of dato of employees,n SPARK opplication

-Ti me li mit fi xe d-d i recrionsJssued

Ref- 1) Cir No.780A1/|T-SF/2012/Fin doted 19/9/12

2) Cir No.62/2012/Fin doted 16/10/12

3) Ck No.l5/13/Fin dated 2/2/13

4) Cir No.78/13/Fin dated 17/10/13

As per the circular read 1" paper above, detoiled instructions were lssued to

keep on updoting the dato of oll employees in SPARK, As per circulor referred 2nd cited,

Heods of Deportment and Head of Ofiices were directed to toke immediote steps to

complete dato entry of oll frelds in SPARK ond subsegue ntly lock the employee detoiis

ofter verfying the authenticity of the entered dota by 31" December 2012 and

extended the time limit to 28n February 2013 vide the circulor reod os 3'd paper above.

As per circulor referred 4'h obove, submission of solary bills of all

Government offces come under the purview of oll Distrid Ireosuries and then oll

treosuries in Thiruvonanthopuram ond Ernokulom have been mode online. Now

Governmentproposes to excend the online submission of salory bitls to oll offices in the

Stote. This demands that dato bose of ollGovernment employees have to be validated

before fully changing over to the new system. On verficotion of doto in SPARK a is

found that the doto volidotian is not complete in mony offrces desplte repeated

rnstructions. ln the views of the obove, oll the SDOs ond DDOs ore hereby directed to

comply with the following directions to keep the SPARK datobose updoted.



The SPARK form IVo.l (which is availoble in the websrre

www.info.spork.gov.in under the menu ) moin menu ) Forms ) form nol.pdf.) is to
be issued to the employees concern ed ond got collected after duly fitted in and signed

by the employee concerned ond update ttre SPARK dotabase with these detoiis by the

DDOs ofter due cross checking of the some with the service book detoils.

Allthe mondotory fields (* morked) in SPARK systern under the rnenus personol

memorando (including photo & signoture), present service detoils, contoct details (with

contact number, mobile and e-mail addressJ ond quoltfications shall be updated on or

before 15.04.2014. Self Drawing olflcers sholl also updote these deroils before

15.04.2014.

All Heads of Deportmentsf Heod of offrces ore directed to ensure prompt oction

from the port of DDOs / SDOs under them to updoteSPARK dota of employees before

15.04.2014 itself. Laxity in observing the direaions will be viewed very seriously,

Y.SO/I4ASUNDAMN
Addirional Chief Secrewry to Government

T h e P r i n c tp o I Acco u nto nt G e n e r a I (G&55A), Ke r ol o, T hi r uv o n o nth ap u r a m
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All Heods of Deportment
All Additian al Chi ef secr eto ries, P rin cipol Secretorieq Secretories
AllSearbns ond Offtcers in Finance Deportment
The Director, Ireosuries Deportment
The Director, Locol Fund Audit Department
The Director, Stote lnsuronce DEortment
The Director, Notionol Sovings Departmgnt
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I
SPARK FORM NO.l

(JOINING REPORT-Fresh Appointment)

Instruction: This forn required to 
.be 

duly fitled up tnd sub-mitted by the prospective.employees while reportingfor duty onfreshappointment' The oficer before who.m the prospeitive employee refort-fir a"u *a rhe appoinring authority required to countersign the duly filled up form submitted by thi prispect*, 
liptoyrr. )l* iutingin form.counter sywed fu the appointing authoritytheSubjectAssistantwill feedthedataintoSbAAkanaoUia"prr*inrniA*pioy:ri"iu brr?ro*thesystemandwritedownitinthe

box provided below for rie purpose

Specimen Signature Specimen Signature
Signature shall not touch the lines

PARTE;'ofr,ce use)

PART-B: PERSONAL DETAILS
o be filled up bv the

Name
(In capital letters and initials after the
name)

Date of birth Sex

Name of father

Name of Mother

Nationality
State

Caste Religion

Category
General/ SC/ST/OBC/OEC

Whether physically
handicapped (ves or no)

Whether ex-servicemen? (yes o-
no)

PANNumber

Voter ID Card Number Ration Card Number

Identifications marks of the
prospective employee

2
Height Mantal status

(unmanied/married/divorced)
Spouse's Name

Souse's religion Spouse's caste

Whether inter rel igion/cast
maniage (yes/no)

Whether spouse is
employed

Spouse employed in (specify
organization)



PART.C: CONTACT DETAILS

Present Address Permanent Address

House No. and
Name

House No. and
Name

Street Name Street Name

Place Place

Pin Pin

State State

District District

Taluk Taluk

Village Village

Phone No. Phone No.

Home Town Home Town

Mobile No. Email address

PART-D: RECRUITMENT DETAILS

Source
(PSC or other agency)

Type
(General or Special
recruitment)

Method (DirecV By
transfer)

Scale ofPay

Advice Memo No. Advice Memo date

Is District recruitment
(YA.l)

If District recruitment
specifu the District

Serial No. in the advice
memo

Entry category (stete service/
state subordinrte service)

Appointment Order No. Appointment Order date

PART-E: IF ALREADY WORKING IN GOVERNMENT, GIVE DETAILS

Department Designation

Relieving Order No. Relieving Order Date

Office last worked Earlier Recruiting agency

Earlier Advice Memo No Earlier Advice Memo Date

Earlier Appointment
Order No.

Earlier Appointment Order
Date



€1:

PART-F: EDUCATIONAL QUALIFICATIONS

Course
Title

Subject University/Board Institution studied Class/
Percentage

Reg No. e Vear

PART-G: DECLARATION
Declaration by the prospective employee

The information furnished ty me in this joining report is correct to the best of my knowledge and are based onvalid documents' I also hereby produce the original doirmlnts in ,"sp"ct otall the information given below before thereporting officer for verification. I am also awire of the fact that p#i;.;;n would be taken against me if any of theinformation provided by me is found fraudulent.

Station:

Date

PART-H: VERIFICATION (For office use)

Narne

Signature

verified the original documents and found erigible for admission to duty.

Name & dated signature of the
Reporting Ofticer

Admitted to duty. Employee detairs may be furnished into spARK and pEN obtained.

Name and dated signature of the
Appointing Authority


