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Scrvicrs Time limit of Servie
Stsudard

Servie Proce$ Ilocumctrts required

'Issuiulce ofoffice order forjoining &
communlcation of posthg

Within 2 working days of
joining of tlle non-execudve
employee.

l. Receip ofcompetent Approval along
rYith cop'y of -

O Aresbtion FoffL
b) Iteport of IMEI
c) Educational Certificar€s (if 8ny).
d) 6 copies ofrecent PP size

photogr.phs duly A&ested by
Penonnel Execraive of Arca / Udit /
Estitblishment concerned.

2. Issuance: of oider of posting

l(a) Ogining of Service Record & entry in
Forq 'A'.

On the day ofjoining Completion ofFonn -'A' Regiser PAN CNrd AADI{AAR Card. Bank A./c No., Pa-ssport Size
photpgfapts of the employee.

I (b) Issudnce of Provbional ldentity Card. On the day ofjoining After completioa of Fo(m - 'A'

l(c NEIS dara cr€ation. On the day ofjoining. After cornpletion of Form - 'A' Apoittment lett€r rvith revised Appendix * "A'

l(d) On the day ofjoiniirg. After completion of Form - 'A'. Ap
oho

i- |iB!..:h-,l t)r*q1 cl^-- asit|. hft.tu,.r a;,a

h of depenrtents,
l(e) CMPF Membership. Within 3 days ofjoining. Completion of Fonn- 'A'

D€position ro CMPF Ardhority for
allotnert of CMPF No. by Pension
Section of Unit / Arca / Estrblishrn€nts.

l (0 Cratuity Nominotion. Within I day ofjoining. Completion ofForm- 'F'

2- Change of p€rrranent addrcss
cases(once in seLlice time)

After approval of Qompetent Authority

t caw sanction order for :
a) SCL/ CCU MU Speciol Leave
b) IOD cas€s/ Sp€ciel Medicat l,eave/
Exbaordinary have without pay-

Apt

4. HRA S&nction Order. After chccking of non-olloteent of
Compeny Quarter from Civil /
Welfare/Persoqnel Deptt lryi& du€
approval of Cmpetent Arftoritv.

cation in presOribed fttrnat with pmof of recidancq
icii Bill & LPC Cash Memo.

rA
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) . Addition / Delelion of names of
dependent family members.

Within 3 rvorking days. After approval of Competent Authority. Application in prescribed format with Birth / Death
Registration Ceftificate / Declaration ofdependents qjth
oroof / Maniaee Certificate.

6 . Processing of fu_g4gggg,lg4gg cases
of existing non.,:xecutivi: & their

.,dependants and recording in servi,:e
book-

Within a vreek. After approval of Competent .Authoriry. Application in presctibed format with Affidavil duly Signed
by ls Class Magistrate and publication in the local News,
DaDer thereto.

7. lssuance of Meclical Card under
CPRMS _ NE.

On the dal/ ofretirement. Deposition of old Medical Cud, and
Certifi cate issued thereof.

Application in prescribed format with copy of
Superannuation Ietter and passport size photograph of
eligible dependents.

8 . Processing & D.sbursenrent of Lii e
Cover Scheme

Within 3 v/orking days. Approval in accordance with CMPF /
Gratuity nc,mination.

Application in prescribed format along with death
certificate and death registrafion certificate along with
copies of AADHAA.R. PAN. Bank A/c with IFSC Code,
PS,3. PS.4.

9. Transfer ofservice file along with
details of CMPF contri!ution
statemeflt and LPC for transferred
non-executives.

a) LPC - to be issued within
t0 dal's upon release after
receipt of salary particulars
from Finance Deptt)
Service File witbin t0
workilg days upon relezise.

b)

l. Confirmation ofjoining by Area
Personnel Manager

2. Updation of Service Register
3. Certific,ate ofReckonabk: Months of

PF conuibution by PF and Pension
Cell of Unit/ /Area/ Hq Estb.

Confirmation ofjoining at the ne* plar:e ofposting to be
cornmunicated by the employee to Uniti./Are&'llq Estb
Personnel DeDtt

1 0 . Processing of employment filer; of
dependent er,ploym,:nt casel; I
payment of Monthly Monrltary
Compensation in case of death on a
non-executive vrhile iri service under
NCWA.

Within 3 rnonths as specified in
'DISHARI', under Mission
SAMBANDH.

l. Receipl of proposal complete in all
. aspect

2. Processing of proposal for
Competent Approval.

3. Communicatiofl of Competent
Approval of ernployment within

. seven viorking days.

As per specification given under DISHARI.

l l Final Dues settlement order (other
than suDerannualion cabes).' l

i

Within l5 days of separation on
any acaoult from the roll ofthe
companv.

Vigilance Clearance.
Finance Clearance
Store Clearance.

I
1

Claim with PAN, Ar'.DHAAR, Bank A-lc No. , Termination
Letter. Quarter Clear ce Certificate.

12. Gratuity settlem,3nt
superannuatron.

orrler in case of
I
I

On the da) ofretirement. l. VigilanceClearance,
2. Finance Clearance
3. Departmental Cleararlce.

Form- 'l '. Pay slip. E,ank A/c with IFS{:, PAN.
AADHAAR" f/D Card (Original). algng with
superannuation notic,:.

Leave Encashment set{lement in c,rse
oI superannuanc'n- )

I

On the day of retirement. l. Finarce Clearance,
2. Quarter Clearance.

Prescribed Application along with PAI'1, AADHAAR, eto.

/
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