it guor

ff& ag ufyer o T 01 o  fAdeR, 2022

VR ETHR
JTST TS ST HATA
CUNSRREEIU]
EINISEEAS EERRC KT E AR IEENI R
565, =YL, AFL- 1, HIThIdT- 700107




1. ST ELA . 89T IHaTSET AT fEaw 20

ST T3 Ta T4 U5 [so7I5e], BIZIIh, TMHaRT TF FHoR JATeTeT —
AIgFAE STog ST [AENHY, HIBST UHFAUT TETHF, ar.cT. A, BIetahTar




(EEIRIGRIEET)

! TSIk ATH

qofoas IR Td
Fifegdr AgIAgeme

T GLhR
oS . ~ .
TS T I HAT
EHUERREE U
o O [aY . s O\ 0\ [ iaN
ToTfSreh STHeRTE Ue Hiflegrshl ARTHeTe
565, A=Y, HeFeL- 1, SIThIdT- 700107

OIS FTHR T RIS AGIACATAT, Prelhiar » ¥ 2022 « Fifegdhr gdor



AifeTeht =duT
\EEARERIEEA),
3O

oft SrferamsT werm, o @i 9,
RIS, aT.Sm.af 1.M. (@arfaa)

a0
#fierelt woelt g, W @i 4.
39 HETHeSTeh Ue forvmrerey

UAqefur Td facers

1. #ft ST FHR AL, 9. 4. 4.
U TR (JITEH)

2. o #IY AR, AT §@1 4.

ERAEENEACEIRIGRRt e

geraeferar
ZIKICARERIE )
T 3TFeTe TRl T &t ST g

LI 5
2. 5 FAX
FE e e

HUIGel AEANT
1. HIEHIE STTae 3TTaH TEiehl, STTheT TshAT Ui
2. ot oI B, SATHeT THA HeTh

Hd H{hT
STUST Te ITNT HATA, SO {or T,
oo o : e o\ o
STTOTfSaeh STHeRT Ue HiRedeh! HeTHewed,
565, ST, §FL- 1, FHIARIAT- 700107

OIS FTHR T RIS AGIACATAT, Prelhiar » ¥ 2022 « Fifegdhr gdor



T HERIUT - Y 2022
T AERICT

EORUT, Tk [hT STTEATYH, - JIEHIE STTae STToTH fHeiehl, 3T(eheT TshivT UeTdh
UTherd TS Shat fmg T

AU : oft T AT, SATergT TohHUT HEe
TeRTITeh TS UTSehT ITTH €IeT: —

I TR,

TS Te ST WA, ATfoTS feremT,

OISR STHhRT Ue HiRkedsh! HRTHeITed,

565, A=, AT ©. 108, HFL- 1 , T . 22,
SHCEI, Sictehar — 700107

qU: 033-24434055(4 <1g4) e : 033-24434051
IS www.dgciskol.gov.in (‘éﬁ%ﬂﬁ%@)

3PPAINSREKL

OIS FTHR T RIS AGIACATAT, Prelhiar » ¥ 2022 « Fifegdhr gdor



Hd HihK

Government of India
TS Ue I HATAT

Ministry of Commerce & Industry

Directorate General of Commercial

Intelligence and Statistics
Pally Kundu, L.S.S. 565, A=Y, Hae- 1, HicTHAT — 700 107
Deputy Director General 565, Anandapur, Sector-1, Kolkata — 700 107

a2 &Y o1 forar 2 fo afoTfersh StTehTt ue wiftereht weTfesTer™ o sfavel wetfasreh o stfirary
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T ORI 3 (3) o SEATCSIT T AT RIS (ATT-1) o &9 H YeRI31d foRam T T&T 2| 36 e &
TR ohl HHcToh TS oh STATAT T~ YRR o ST ST, Srterd J1o, T, o= g=mt
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o WTT-2 H TRIRTG Tohall ST shiier= fedl T8 ekt “|iRereh! YU o YelRTieh oh JehiRId H 7T
AR o o T #f T FAR, FHE TR ARFR, HIEHE e T [Heihl, Hihst
e, #T TN FAR, AT THA0 G, o T Hed, aiE aweh Ud 3= a4l
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T 2t WY FAR, 39 TR TS qhIeHT o e WERIETdT o &9 H e W ST 36 ShRM §
e ATTaRteh o &9 H AN Fa¥H & o fore & #ff 31aq r <ieR, 37 HeTi-awren(SRITEH) Heied &
ol TG | STV e LT g TiiehT H AR YT i o (¢ 6+l GeaiTend! Geehinal sl g=1era Jiud
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foramar 2 for Tg afSieht UTaeh o & 1 37T Uk TIRRT o &9 § o 3719k Usieh U 3UTed g 2l
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T AT TorToieh STT- 1 379 el S hid §C STcd &Y &l L& 8l 3
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3 HAqe faeId ofche Udbul o deel 67
Regarding Equivalent special cash package
, | e R heeeet aoren & efefea oo
Regarding Special hindi incentive scheme
5 feet ehrefercs! & afed oo
Regarding Hindi Workshop
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) Regarding Relieved from charge consequent upon transfer/posting
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Regarding Grant of leave encashment with Leave Travel Concession
0 RIToTTorIe T/ UegRlTUsTT & PBesedad YSaTe FguT & defeld 20-21
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Regarding Retirement
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Regarding Delay in pay fixation due to disciplinary action
. faiTar Jootdret i edtpfa & eafela 28-29
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1. Regarding Encashment of unutilized earned leave and half pay leave on retirement

Government of India

OFFICE ORDER NO....................

In pursuance of Ministry of Personnel, Public Grievances & Pension, Department of Personnel
and Training’s Office Memorandum No. 14028/3/2008-Estt.(L) dated 25.09.2008, sanction is hereby
accorded to the under mentioned Officer/Employee who retired on superannuation on the date mentioned
below for the payment of encashment of his/her unutilized earned leave. The encashment of half pay
leave is admissible as per DoP&T’s Office Memorandum No.14028/3/2008-Estt(L) dated 16.11.2009.

EARNED LEAVE
Date of No. of D.A. | Total Amount
S1. No. Name . Last Pay
Retirement days (....%) (In rupees)
1.
Basic Pay+D.A.
Calculation of Leave Encashment = Rs. % X 300 =Rs..ccoeveve.
Rupees in WOrdS .......ccceevveeeiiieniieiieiiierieeieeies
Sig./-
(A.B. C.)
Designation
Distribution: —

1. The Senior Accounts Officer, Regional Pay & Accounts Office, Address

2. Establishment Branch

3. Name and Full Address of the Officer/Employee who retired— BY SPEED POST
4. Hindi Unit

5. Office Order File

6. Personal File
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1. QIT-ITIT T STIYH 37157 STTHIT QG 37 A+ ST 3 THF G G fera

TR THR
L E LR VAC 1) OO
Teeeeeeeeeeeeeeeeesseesseesesesssesssesssessssessesssesesens
e RAi® .
HEATAT FRAE..oooooeo .

H1ftieh, TTeh TR 3T U HoATer, Shifies e TiTeror forsamr o famies 25.09.2008 & Frfer o
€. 14028/3/2008-FT.(37) % STTERT H fifera ferfer st Stferaiar X darr-fra stenforfiad stiepry/swed
T 3T STIIAT TSI ST o THAIHT o TAGERT ST 3hi Heal[ohiel JaT 2l ST &1 e Tt WrRrafor
foramT o6 famTieR 16.11.2009 3 FHHRITCTa FT9 €. 14028/3/2008-FIT.(37) o STTHR ITGAq STaAHI 3 Teha [0
it B

ARSI STaehIeT
Har-fafa i | i . TETS Wedl | el A
o T fafer e ifem < (....%) (T )
1.
STIHIIT Toha [eh0T Shl THeheT = 6.@ X300 =% oo,
£3o D 11 = R
go/-
(3;‘0 o 770)
o
foraor: —
1. s T AR, & 9 Ud i srier, gar
2. YT IHET
3. BT £ SR FHR 1 719 G [T YT — 50 ST 4§
4. B wwn
5. AT ey Uty
6. Stk Tafere
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2. Regarding Charge assumption consequent upon promotion

Government of India
Ministry/Department............ccccccoeveeeeeeseenerseeceencsncescenens
AdAIESS.......cooiieeeeceeee ettt
FileNo. ...........c.oiinne. Dated ........................
OFFICE ORDER NO....................

In pursuance of Office Order No.................... dated............... of Ministry of Finance, Department
of Economic Affairs (IES Cadre) Shri/Smt./Ms..................... has assumed the charge for the post of
Designation w.e.f. the forenoon/afternoon of date............... Consequent upon his/her promotion to the
Junior Administrative Grade (JAG) of the service his/her pay will be in level..... and cell..... of the revised
pay matrix in pursuance of CCS (Revised Pay) Rules, 2016 of 7th CPC. His/Her next increment will due
on date...............

Sig./-
(A.B. C)
Designation
Copy to: —
1. Shri/Smt./Ms.........ccuee.n.... , Designation, Office

4. Establishment Branch
5. Hindi Unit (For Translation)
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2. GI~IIT & Bora®q YR T&0 7 G ailera

TR TR
HATCTA/ T
T ssssssssssssssssssssssssssssssssanns
e A
FIT FRTH.nnen
Torea T, 3TTTYfes e farvmT (.31 @, dah) & e iehn.., o AT ST T &
et & o/t ﬁﬁ?ﬂsﬁ ............... %WE/W@_WWWWWWW
.Y, (SRR oa) 2, 2016 % STTEL0T H ST da- HfEa o WH)..... ThIS..... T | 3eh! 3T
EGREIF-ACE 1NN =1 < gl
go/-
(a:‘o To 770)
TG
Bar & wfa: —
1 a%/aﬁna%/grﬁr ...................... WW

4., TTOAT STET
5. Tt U (ITTATE 79)
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3. Regarding Equivalent special cash package

Government of India
Ministry/Department............ccccccoeveeeeeeseenerseeceencsncescenens
AQAIESS....eoeeeeeeiieeeteeeeeeeeereeeeessssessassssssesssssesssssssssns
FileNO. .o Dated ...
OFFICE MEMORANDUM

In pursuance of Office Memorandum No. 12(2)/2020-EII(A) dated 12.10.2020 of Ministry of
Finance, Department of Expenditure EII(A) Branch, North Block, New Delhi, Shri/Smt./Ms...................

Designation is granted the special cash package equivalent in lieu of Leave Travel Concession Fare for

Central Government Employees during the block year............ by the Competent Authority.
Sig./-
(A.B. C)
Designation
Distribution: —

1. The Senior Accounts Officer, Regional Pay & Accounts Office, Address
2. Establishment Branch
3. Hindi Unit

4. Concerned Person
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3. T 1905 73 91 & Gaer o

EARISREILED

12(2)/2020-511(3F) % 3Fawer § 2/2fmdv/@eh............ooooooee, 7 ! TeTT ITeRRT gRT G aN............ *

S SHel EChT =TT 8 STTRRT AT R fohra o siget H @Hqed [r1y Fehe Johst sht &fiehd e
=T STTelt

go/-
(a:‘o To 770)
Ja-1q
feraor: —
2. TAYAT AT
3. f&d e
4. gefera e
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4. Regarding Special hindi incentive scheme

Government of India

OFFICE ORDER NO....................

In pursuance of Office Memorandum No. E11015/8/2006-Hindi dated 30.04.2007 of Ministry
of Commerce and Industry, New Delhi, subsequent Letter No. E11015/1/2008-Hindi dated 11.06.2009
and Letter No. 11015/1/2011-Hindi dated 06.05.2011 and as per recommendation of the subcommittee
for assessment and review of the work performed in Hindi during 2022-23 by the participant officials

under Special Hindi Incentive Scheme held on date............... , sanction is hereby accorded to the

following employees of this office to draw cash award under Special Hindi Incentive Scheme: —

S1. No. Name & Designation Incentive awarded for the financial year

This issues with the approval of the Director General.

Sig./-
(A. B. C.)

Designation

Distribution: —

1. The Senior Accounts Officer, Regional Pay & Accounts Office, Address
2. Establishment Branch

3. Hindi Unit (For Hindi Version)

4. Office Order File
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TSI Te JENT HATA, 8 Tl o feish 30.04.07 o AT J9 . 3.11015/8/2006-, war
Tt 93T 11015/1/2008- f&et, fedies 11.06.2009 Te 9= 11015/1/2011-, fedim 06.05.2011
YT Te AT 3 3T AR A R T U 3 § T TS WA o STTER 36 HACHE 5
frfcrfa sre=Tiet st foeiy fEet Sieare AisET o ST Tohe TahI SATRIRA i i TAggNT Siehid Ja
FHI T R —

.. SIERCRCEI] T Y & Tahd STcTeH iRt

go/-
(5’7‘0 Go 770)
qaq7q

T —

1. IS T AR, &5 da9 @ ohaT e, ga7
2. T ST

3. Rt o (TRt wuiaw o for)

4. FETE AT fufee
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5. Regarding Hindi Workshop

Government of India
Ministry/Department............ccccccoeveeeeeeseenerseeceencsncescenens
AQAIESS....eoeeeeeeiieeeteeeeeeeeereeeeessssessassssssesssssesssssssssns
FileNO. .o Dated ...
OFFICE MEMORANDUM

nominated for training in the Workshop for the date mentioned against their names: —

S1. No. Name and Designation (Shri/Smt./Ms.) Division/Branch | Date of Training
1.

2
3
4,
5

This issues with the approval of the Head of the Department.

Sig./-
(A.B. C.)

Designation

To: —
1. All Concerned Officials
2. All Concerned Controlling Officers for information

3. Personal Assistant to Director General
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5. I8¢t Frfemer @ gefera

A THR
E IS RIAT L1
TT...eoeeeieeeessssssssssnsssssssssessssssssssssssssssasses
e fEw
HETAT T
AT | SARIHTIET (3T o' AR W)/ FHEATET i el T AT TIRTE Ja™ i o
L1 N LCIREC I =N F GHT I [EIG/ATG 8 GHY I [EIG/ANG T &7 o et
Fe GEAT........ FIT| 3 T § SRTeer g FEfaRad sAfeta (@t % ARt ated)/wuea
T ITeh AT o THaT SR ffY & ATHa fora T e —
. 4. T Te e (22t TR/ riRTeFor 26t feifer
.
2
3
4.
5

go/-
(5’7‘0 Go 770)
qaq7q

Qard: —
1. gt gt veumd
2. avft weifer foiaror sTfremTiet i g

4. I7TRET FHE, TYTIT ITRETa0 T ToTa el & T........... Elﬁwmgw{ QI AT 5 T Sl STTEAT &

........... ANevainnunsnannannnunnanns [R T —
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6. Regarding Relieved from charge consequent upon transfer/posting

Government of India

OFFICE ORDER NO....................

In pursuance of Ministry of Statistics & Programme Implementation’s Office Order No.

12015/02/2020-ISS dated 26.06.2020 Shri/Smt./Ms......ccccuvevennen , Designation is relieved from this
Directorate with effect from forenoon/afternoon of date............... to join the Office Name in the same
post.

Sig./-
(A. B. C))

Designation

To: —
1. Name & Designation of the Ofticer who is relieved from Charge

3. Establishment Branch

4. The Senior Accounts Officer, Regional Pay & Accounts Office, Address
5. Office Order File

6. Hindi Unit
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6. TR/ TEEITTAT F TROTGTET B 517 & Geferd

A TR
L E LR VAC 1) OO
T, eeeeseesesessssssesessesssssessesesssesseseees
e RA® o
HEATAT FRAE..oooooeo .
ifeTehl U HshH SR AT & i 26.06.2020 & HRETAT AR H. 12015/02/2020-
T, 3 ST § syl TR FHIT T T H S Ue W T IR R o et
9 R e ... % aTe/3TIE TS § ST fora ST 2

go/-
(a:‘o To 770)

Qard: —
|. FTIEE 517 FTc7 STEIHRT T 747 TF G518

....... N i memeeemmmmeesssssssssssssssssssssssssssssssssssesssm———

2. [T JfErFERT FT 18, 95714 T HIIIAT

5. FET ey fufye
6. f&et when
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7. Regarding Re-fixation of pay consequent upon promotion

Government of India

OFFICE ORDER NO....................

As per option exercised by him/her in pursuance of DoP&T’s Office Memorandum
No.13/02/2017-Estt.(Pay-1) dated 27" July, 2017 on the basis of the provisions of FR22(1)(a)(1), the

pay of Shri/Smt./Ms..................... , Designationis re-fixed consequent upon his/her promotion to the post
Of e in level..... of pay matrix with effect from date............... vide Name of Ministry Order
NO.coviveiereee, dated............... as given below: —
SI. | Pay | Promotion Date of Pay fixed Date of Pay on Date of I
No | fixed | to the post | fixation of on next DNI after | subsequent g
earlier | (including pay on promotion | increment | giving increment ~
Rs. pay promotion & Pay two
matrix) matrix increment
(Pay from
the date of
promotion
till DNI)
1.
This issues with the approval of the Director General.
Sig./-
(A.B. C)
Designation
To: —

1. The Senior Accounts Officer, Regional Pay & Accounts Office, Address
2. Establishment Branch
3. Hindi Unit
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7. G171 & TRUTEEY 3 HT 714977 & Gafea

WA TR
HATA T,
T, eeeeee oo eee s e sesesseseeses e s e ses s

ReE
HAAT AR E. ..o,

eHIftish Td SIfRTEIT formT o faier 27 S[as, 2017 % FRIE J1o9 &, 13/02/2017-F41.(37H-1) 6
HIEO H TEIAR22(1)H(1) & TEGUWl & HAER W IFF g Y& fohed & IFIER

UL 1L 125 TG A FATT T AT [T EZEARICR I :
o qed oo Higed o WL..... § & . ............. 6 TS § FG777 o U8 T Il TRI-I1d oh THOTHETET fHead
WWW%:—
® | @WiEd | mwW TR | R W At | droaAdtg | S
| da% | TEHl | WIad | FRaddiud | daafs | A FER | daats ‘EO
Ger | fior | derdfmm | AR | safiw | ffe | B
At | Frfafy | (@afa s ERE|
LI TeIfd
fafer @ aam)
1.

go/-
(3;‘0 o 770)
gadiqd
T H: —
1. SRS TRET AT, & o T o e, 7ar
2. FJTUAT MET
3. et uwh
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In pursuance of the Office Order No

8. Regarding Pay fixation of incumbents consequent upon MACP

Government of India

OFFICE ORDER NO

, in pursuance of Ministry of

Finance, Department of Expenditure’s Office Memorandum No. 4-21/2017-IC/EIIIA dated 28.11.2019
and as per option exercised under FR.22(I)(a)(1) by each of them, pay on MACP in respect of the under

mentioned incumbents have been fixed as follows: —

1St

Sl. | Name | Date of | Level Pay | Dateof | Payin | Date of Pay on 2
No. Entry | inPay | prior 3¢ Pay next DNI after | increment g
in Matrix to MACP | Level | increment | giving two after ~
Govt. prior grant fixed increment | completion
Service | to of 31 on in the of 6
grant | MACP MACP lower months’
of from Level qualifying
MACP date of service
3¢ after
MACP fixation of
till 3" MACP
DNI from the
DNI
1.
2.
This issues with the approval of the Director General.
Sig./-
(A.B. C))
Designation
Distribution: —

1. The Senior Accounts Officer, Regional Pay & Accounts Office, Address
2. Establishment Branch
3. Hindi Unit

4. Concerned Person
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8. THUHYT & BT ®y YSERAT T Ia [H9a7 & Geferd

AR THR
TAT/ T,
oo eeeeeseeeseesesessesssesssesesseessssssss e
e At
HAAT AR E. ..o,
L LN ETCIRIS DR IE] I % ST U, foed vorew, = favm & foain

28.11.2019 o AT JTOH ©. 4-21/2017-3T13.81./FT.11137 o SO § T Th.HAR. 22(1)(30)(1) F Hawid

Sceish ST 9 forshed o STTE CHuETd W Fferfad aaetial i e e frra fopar mame: —

®| AW | wSE | dad | qdE | g | aHAER | et | FeowR | gl
" G Ew o we e frpm o aety we Wﬁ%
YT | wuEd E3) #fafr | wmuddt | Hrfafy | Sqafeat | w e
Fifafor | =ican) i fafer TF | HSWC
wFd | F g Swia | wafa
FTEH | o safa Fafow| usE
E=Ey % foa I | wEAT A
ERE] CRED
et
F AT
W Uget
RIS
1.
2.
go/-
(66‘0@0770)
75T
Ao —
1. IS ST AR, & da9 & o i, ga7
2. TTYAT ST
3. et e
4. Garea st
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9. Regarding Grant of leave encashment with Leave Travel Concession

Government of India

OFFICE ORDER NO....................

In pursuance of Ministry of Personnel, Public Grievances and Pensions, Department of Personnel
& Training’s Office Memorandum No. 14028/4/2009-Estt(L) dated 03.06.2009, sanction is hereby

accorded to Shri/Smt./Ms.........ccccuenen , Designation for encashment of earned leave for 10 days for
visiting Name of Place during the period from date............... (after office hours) to date............... with

. ) No. of days to D.A. Total Amount
Name Designation Present Pay
be encashed @.....% (In rupees)

Before availing the encashment of leave, the balance of leave is as follows: —
Earned Leave........ day(s) Half Pay Leave........ day(s)

After expiry of present sanctioned encashment of earned leave for 10 days, the balance of leave
will be as follows: —

Earned Leave........ day(s) Half Pay Leave........ day(s)

Sig./-
(A.B.C))

Designation

To: —

1. The Accounts Officer, Regional Pay & Accounts Office, Address

2. Establishment Branch

3. Hindi Unit

4. Name, Designation, Branch and Office of the Concerned Officer/Employee
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9. STFHI THF TE HTFT I RIFIT #1 TFiT @ eferd

W THR
HATA/ T
Teveornreeseessensessesseesssssssessssssssesssssssssssssssssnes
R fAE .
FRET AR
SHTfHeh, TAeh RTTEd T U W, hiftieh Td TiRTeor forwT o faAish 03.06.2009 o Hiers o
. 14028/4/2009-FT(37) o SFTE & 2/ V/GeR.......ooy qETE 10 fat o 3ARa =T 6
TR TE T, (BT STl & a7%) § [ i T I AT o TN Y77 H AT
YA 8 TS AW........ o T STarenTeT Ime FEmad (T8 FTY/3TRaer W) ST 3Rt ohi Taga $aehid Jam
ARG
A B e [ TETE AT | Fa A
T e T G A @.....% (T )
HTHTRT THSTHLIT o T8 STAHI T [H=ard o1 —
il steepmar....... & 314 I Ew....... T
10 T&1 % TdaT wfieha 71T STeshTST o TehaIehTUT o JUTw STeTshTeT A freard g —
ffa steeprar........ foT 3G I FFH........ T
go/-
(66‘0@0770)
TG
TATH: —
1. T SRRy, & o Ud i siEied, gar
2. TTOHT TG
3. &t ueheh

4. Gelerd STferhr/FH=IRT F7T 7719, Y74, IIRET TF F1I1c7T
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10. Regarding Charge assumption consequent upon transfer/posting

Government of India

OFFICE ORDER NO....................

In pursuance of Office Order bearing File No. 12015/02/2020-ISS dated 08.09.2020 of Ministry

of Statistics and Programme Implementation (ISS Division), Shri/Smt./Ms..................... has assumed the
charge for the post of Designation w.e.f. the forenoon/afternoon of date............... consequent upon
his/her transfer/posting in the Name of Office. His/Her pay may be drawn at Rs............... in the

corresponding level..... and cell..... of the revised pay matrix in pursuance of CCS (Revised Pay) Rules,
2016 of 7" CPC. The next increment will due on date...............

Sig./-
(A.B. C)
Designation

Distribution: —
1. Name & Designation of the Ofticer who is assumed Charge

3. Establishment Branch

4. The Senior Accounts Officer, Regional Pay & Accounts Office, Address
5. Office Order File

6. Hindi Unit
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10, TIAT-R/IGETIAT & Borka®q JeHR T & qafera

TR TR
HATCTA/ T
T ssssssssssssssssssssssssssssssssanns
BfeE. A
FIT FRTH.nnen

qiftershl T FREH FEFET WA (WAL, T9E) % fi 08.09.2020 % fufea €.
12015/02/2020-9T 8 E. & q&d FEAHE A & ST H  2f/simcdi/gef. ..o T ITh
T/ IGEATIAT o THOTHETET . ... QaTe/3TIG o ST § F7/c7d FT A H Ta77H % 98 T
STIT TR TRT X FoTaim 81 SeRT A 79 Sl S ST o oh @il . (Henfer o) e, 2016 % stawo
o HTe o A o qgEdt W..... T FhIS..... § 779 W ATERG foram ST Fehall 81 STt el
L LE DR BERE

go/-
(a:‘o To 770)
TG

Torawor: —
1. TR 7 AT ST F] T O T
2. FTT ST ] T, T G AT
3. TTOT ST
4. g TRET ATYRRY, & o T T Fe, g7
5. R e e
6. Tédt wen
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11. Regarding Retirement

Government of India
Ministry/Department............ccccccoeveeeeeeseenerseeceencsncescenens
AdAIESS.......cooiieeeeceeee ettt
FileNo. ..........coviinn. Dated ........................
OFFICE ORDER NO....................

Shri/Smt./Ms.........ccueeunn.. , Designation of this office has retired from government service on
attaining the age of superannuation with effect from afternoon of date...............

Sig./-
(A.B.C)

Designation

To: —

1. The Senior Accounts Officer, Regional Pay & Accounts Office, Address
2. Establishment Branch

3. Name & Address of the Concerned Officer/Employce — BY SPEED POST
4. Hindi Unit

5. Office Order File

6. Personal File
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11. G113t @ gafea

IR TER
HATE/ T,
T.ovvveeenenseesssssseesssssssassesssssssssssessssssssssnnns
R fAE .
FRATT AR E.....ooo
ECECORICR IR 1L i A T STIATHAT ol 3R 0T ol T W TR ED
TG o TS T T Fa1 & Fega 2T e &)
go/-
(55‘0 Go 770)
e og
A —
2. TTOHT TG
3. T ST FHAR F] A7 G T — FA <R &
4. &<t waeh
5. T TTeT fufe
6. St foferet
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12. Regarding Organizing observance/event in the office

Government of India
Ministry/Department............ccccccoeveeeeeeseenerseeceencsncescenens
AQAIESS....eoeeeeeeiieeeteeeeeeeeereeeeessssessassssssesssssesssssssssns
FileNoO. ..o Dated .............cooni..

CIRCULAR

All Officials of this Directorate are, hereby, informed that the ¢ 75” Independence Day’ will be

All are requested to remain present on the occasion.

Sig./-
(A. B. C))

Designation

Distribution: —
1. All Concerned Officials
2. Notice Board
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12. FITT § FEFHE/GHRIE 3 SIS & Geferd

WA TR
HATA T,
T, eeeeee oo eee s e sesesseseeses e s e ses s

e feiw

qiaT

Tl & 3T SO T IR T T ST Toram ST 2

go/-
(a:‘o To 770)
Ya4I59

1. GHEd Heiferd geur
2. gEATug
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13. Regarding Delay in pay fixation due to disciplinary action

Government of India
Ministry/Department............ccccccoeveeeeeeseenerseeceencsncescenens
AdAIESS.......cooiieeeeceeee ettt
FileNo. ..........coviinn. Dated ........................
OFFICE MEMORANDUM

Shri/Smt./Ms......ccccoueueeee. , Designation of this office is due for retirement from government
service with effect from date............... however there is likely to be a delay in assessment and settlement

of his/her pension and issuing Pension Payment Order due to continuance of disciplinary proceeding
initiated against him/her.

Shri/Smt./MSs......cccccvevuennne is drawing a basic pay of Rs................. only on the date of
retirement and he/she has ........ years ........ month qualifying service on the date of retirement.
Shri/Smt./Ms.......ccceeuee.e. has submitted Form-5 on date............... (Manual copy) and date...............

(Hard Copy of online portal).

In accordance with Rule 69 of the Central Civil Services (Pension) Rules, 1972 sanction of the

Competent Authority is here by accorded for payment of the following: —

An amount of Rs.................... only per month as provisional pension for a period commencing

from date............... until the conclusion of the disciplinary proceedings and issue of final orders thereon.

This issues with the approval of the Director General.

Sig./-
(A.B.C.)

Designation

Distribution: —
1. Name & Address of the Concerned Officer/Employee — BY SPEED POST

3. Establishment Branch
4. Hindi Unit

5. Personal File
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13. ST FRATE & FROT 9917 TR0 7 370 @ Gaifera

TR THR
L E LR VAC 1) OO
Teeeeeeeeeeeeeeeeesseesseesesesssesssesssessssessesssesesens
e RAi® .
EARISREILED
ECICIRICR AP i 113 I A R I T HaT ¥ Yar-Fad g9

AT(ef) 7, Ty 37k foreeg, STonT oY TS STTTeAfTeR SHATS o ST T o ShTo 3ok 4eT o frereer deorm fuert
TSl U T TSR SR o ST # forerwat sht wwrarT &)

LI TGS 1 CEIREEI RN CE KN T S S STENA T/ & a1 Hal-
fefer o fo STehl 318k TaT ... AW ... & &1 2/ /gef.......ooc ERREECREC 1 (&%
gfer) e feiep....... (SAFATE UIde o BT€ Tfer) sl ST o fea B

HER e Tt (FR) e, 1972 3 R 69 o STam Frferfiad o 9 o Taagm 9er STRehrT
o Tediepf e Y STt 8 —

SRR FRIATET o Fehy oI 38 W 3ifam STaer SIRT & de [ ..., Y IRFT B et
HaIfer o ST U % T H TR B LIEEARUN]

go/-
(3;‘0 o 770)

T —

1. Fafer SRy AR 1 A T 7 — 34 STk
2. A T AT, &1 90 Td e Hied, gar
3. T ST

4. B wwen

5. SaferaT Tt
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14. Regarding Grant of financial upgradation

Government of India

OFFICE ORDER NO....................

In pursuance of Department of Personnel & Training’s Office Memorandum No. 35034/3/2015-
Esst(D) dated 22.10.2019 the financial up-gradation have been granted under MACP Scheme after
completion of the requisite qualifying service in his/her grade with effect from the date as mentioned

against names of the following incumbents: —

) ) Date of Entry in
SI. No. Name Designation ; Date of MACP | Remarks
Govt. Service

All the above mentioned incumbents are requested to submit option under FR22(I)(a)(1) to get
his/her pay fixed in the higher level either from the date of his MACP or from the date of his/her next

increment in the lower level within one month.

This issues with the approval of the Director General.

Sig./-
(A.B. C.)

Designation

Distribution: —

1. The Senior Accounts Officer, Regional Pay & Accounts Office, Address
2. Establishment Branch

3. Hindi Unit (For Hindi Version)

4. Concerned Person
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14, a1 3= #1 WFla @ gefera

HAAT AR E. ..o,

aHTftish T TRTEAoT forvimeT o famTieh 22.10.2019 % e 1o ©. 35034/3/2015-F01(H) 3 ST H
frfRad waemen i 37 U H STUfard 3T Ham qul ot o+ X THEHTIT ISHT o q8d 37k THI o dHeT
gf3fa faferrt o soma & foredtr 3= it Teefishfr wem it St 2: —

. LR Ha H
. 4. aw RCii) e o) Ry Ut fafr | st

ST THET TS & T, 3TR.22(1)3( 1) F STaid Ioat &L H 37k THTHTT 6T fafer & terar Frreret
T TR 3%hT STAT ST feg, & oI [+ oh Eeiel § T Hat oh Hfiev forehed S il ohT ST fora ST 2

go/-
(3;‘0 o 770)

frawor: —
1. IS T AR, &5 309 @ ohT S, ga7
2. TATYAT ST
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15. Regarding Publication of magazine

Government of India
Ministry/Department............ccccccoeveeeeeeseenerseeceencsncescenens
AAIESS.aeeeeeeeiiiieeeeeeeeeeneereeeeeteeeeeessssesssssssssssesessssssssens
FileNoO. ..o Dated .............cooni..
OFFICE MEMORANDUM

Bilingual specimen special issue of documents of section 3(3) (as Office Order, Office
Memorandum, Circular, Tender Notice etc.) cum Hindi House Magazine (Annual) will be published as

Sub Committee of the Honorable Parliamentary Committee on Official Language.

So, All Officers/Employees are requested to give self-written/unpublished original poem, story,

travelogue, useful articles related to life experience, innovative ideas to help increase progressive use of

Sig./-
(A.B.C.)

Designation

Distribution: —
1. All Division
2. Notice Board
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16. Regarding Transfer/Posting

Government of India

OFFICE ORDER NO....................

Subject: Transfer of Gr. ‘B’ and Gr. ‘C’ officials of (Name of Office)-reg.

The Competent Authority has approved the transfer/posting of the following Gr. ‘B’ and Gr. ‘C’

officials: —

SI. No. Name Designation | From Division/Branch | To Division/Branch

1.

2.

The above mentioned transferred officials may join at new section of posting immediately and

also requested to report to the head of concerned section.

This is issued with the approval of Head of Department.

Sig./-
(A.B.C))
Designation
To: —
1. Officers Concerned
2. All Concerned Division/Branch
3. Hindi Unit (For Hindi Version)
4. Official Data Base
Copy to: —
1. Personal Assistant to Director General
2. Head of Department and Office for information please
3. Head of Administration, (Designation) and Office for information
Sig./-
(A.B. C)
Designation
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17. Regarding Observance of Vigilance Awareness Week

Government of India
Ministry/Department............ccccccoeveeeeeeseenerseeceencsncescenens
AQAIEsS.......ooveiiiniiiiiiiictctnrceeeatecaeeet s aes
FileNo. ........c.coceveinnnn. Dated ...................c....
OFFICE MEMORANDUM
Subject: Observance of Vigilance Awareness Week ............. — Pledge taking ceremony on

date............... forenoon/afternoon at #me - regarding.

In pursuance of the guidelines of Central Vigilance Commission, Vigilance Awareness
Week will be observed in this office from date............... to date................ In this connection pledge will

be taken on the date............... at zme A.M./P.M. at room no......... (Conference Room) of this office.

All are requested to assemble for the occasion.

This is issued with the approval of Director General.

Sig./-
(A.B. C.)
Designation
To: —
1. All Officials
2. Personal Assistant to Director General
3. Notice Board
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18. Regarding Bill Return Memo

Government of India
Ministry/Department............ccccccoeveeeeeeseenerseeceencsncescenens
AQAIEsS........coueniiniiiriiiiicrictctnrctete et esaesene
FileNo. ........coceoeieiinn.. Dated ........................
OFFICE ORDER NO....................

In pursuance of Bill Return Memo dated............... of Regional Pay and Accounts Office, Address
with the reason of returning ‘The Office Memorandum dated 04.07.2017 is irrelevant in seventh pay
commission and pay fixation done by your office is also wrong’, this Office Order No....................
dated............... in respect of Shri/Smt./Ms..................... , Designation is treated as cancelled.

Sig./-
(A. B. C))

Designation

Copy to: —

1. The Senior Accounts Officer, Regional Pay & Accounts Office, Address
2. Establishment Branch

3. Hindi Unit

4. Name, Designation, Division/Branch and Office of Concerned Employee
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go/-
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19. Regarding Supersession of issued office order

Government of India
Ministry/Department............ccccccoeveeeeeeseenerseeceencsncescenens
AdAIESS.......cooiieeeeceeee ettt
FileNo. ........coceoeieiinn.. Dated ........................
OFFICE ORDER NO....................

In supersession of the earlier Office Order No.................... dated............... the pay of
Shri/Smt./Ms........cccoenee... , Designation may be drawn at Rs.................... in the corresponding level.....
and cell..... of the pay matrix as per the 7" CPC as a provisional pay in terms of the Department of
Expenditure’s Office Memorandum No.................... dated............... for the month of .............ccoeeei.

Sig./-
(A.B. C)
Designation

Copy to: —

1. The Senior Accounts Officer, Regional Pay & Accounts Office, Address
2. Establishment Branch

3. Name, Designation and Office of Concerned Incumbent

4. Hindi Unit
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Fifofoas FeRT Td Aifeahl ARTCTad, hicihrdar * gy 2022 * FIfEIH gyor 39



20. Regarding Re-constitution of departmental transfer committee

Government of India

OFFICE ORDER NO....................

The Competent Authority is pleased to re-constitute the Departmental Transfer Committee to
consider transfer and posting of Group ‘B’ (Gazetted & Non-Gazetted) and Group ‘C’ incumbents of

this Directorate with following composition: —

1. Shri/Smt./Ms.........cccueene.. - Chairperson

2. Shri/Smt./Ms.........cccuenee. - Member

3. Shri/Smt./Ms........cccuveunenn. - Member

4. Shri/Smt./Ms.........cccuvenee. - Member Secretary

This is issued with the approval of Head of Department.

Sig./-
(A.B.C.)

Designation

Copy to: —
1. All Members of the Departmental Transfer Committee
2. Hindi Unit (For Hindi Version)
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Fifofoas FeRT Td Aifeahl ARTCTad, hicihrdar * gy 2022 * FIfEIH gyor 41



21. Regarding Promotion

Government of India

OFFICE ORDER NO....................

The Competent Authority is pleased to appoint the following Senior Investigator of Office Name

to the post of Statistical Officer in the pay matrix level..... [pay scale of Rs.................. + Grade Pay of
RSuioiiiiiens (Pre — revised)] on regular basis with effect from date............... —
S1. No. Name Particular of vacancy

To be promoted to the post of Statistical Officer vice

1. Shri/Smt./Ms.......cccovevuvennn. Shri/Smt./Ms.......cccoverveen. Designation due to retire on

afternoon of date...............

fixation on promotion will come into effect from the date of assumption of charge to the post for which

promotion is granted.

Promotee preferring pay fixation on promotion with effect from the date of next increment (DNI)
after accrual of increment in the lower post should submit option under FR 22(I)(a)(1) within one month

from the date of promotion.

This issues with the approval of the Director General.

Sig./-
(A.B. C)
Designation
Distribution: —
1. The Senior Accounts Officer, Regional Pay & Accounts Office, Address
2. Establishment Branch
3. Hindi Unit
4. Official Concerned
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22. Regarding Claiming of pensionary benetfits

Government of India
Ministry/Department............ccccccoeveeeeeeseenerseeceencsncescenens
AdAIESS.......cooiieeeeceeee ettt
FileNo. ........coceoeieiinn.. Dated ........................
OFFICE MEMORANDUM

Shri/Smt./Ms.........ccueeunn.. , Designation is informed that he/she has submitted incomplete forms

for claiming his/her pensionary benefits.

He/She is therefore, directed to resubmit the Form-1A, Annexure-XI and Annexure-E giving
details of his/her bank along with its branch address, IFSC code and savings account number. He/She is
also being directed to submit self-attested photocopies of his/her PAN Card, AADHAR card and first

page of his/her savings passbook (2 copies each).

Shri/Smt./Ms......ccccvevnenne should submit the required documents within 7 (seven)days from the

date of issuance of this Memorandum.

Sig./-
(A.B. C.)
Designation

Distribution: —
1. Name & Address of the Concerned Officer/Employee — BY SPEED POST

2. Hindi Unit
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23. Regarding Postponement of programme

Government of India
Ministry/Department............ccccccoeveeeeeeseenerseeceencsncescenens
AdAIESS.......cooiieeeeceeee ettt
FileNo. ........coceoeieiinn.. Dated ........................
OFFICE MEMORANDUM

The Name of the Programme scheduled to be held during date............... to date............... has

been kept in abeyance until further orders.

This issues with the approval of Competent Authority.

Sig./-
(A. B. C))

Designation

To: —

1. All Officers Concerned

2. All Division

3. Notice Board

4. Hindi Unit (For Hindi Version)

Copy to: —

1. Personal Assistant to Director General for information please
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24. Regarding Cash award for Praveen/Pragya

Government of India

FileNo. ..., Dated

OFFICE ORDER NO....................

Consequent upon passing/obtaining the required marks in the PRAGYA/PRAVEEN

examination held in Name of the month and result declared on date............... conducted by the Hindi

are hereby sanctioned cash award as per Department of Official Language’s Office Memorandum No.
21034/66/2010/0.L.(Trg.) dated 29 July, 2011: —

SL N Name of the Examination | Marks obtained out | Percentage of | Amount of
. No.
Employees Passed of full marks 200 | marks obtained | Cash Award
1. Rs.
2. Rs.

This issues with the approval of the Head of Department.

Sig./-
(A.B.C.)

Designation

Distribution: —

1. The Senior Accounts Officer, Regional Pay & Accounts Office, Address
2. Establishment Branch

3. Hindi Unit (For Hindi Version)

4. Office Order File

5. Concerned Person
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25. Regarding Increment under praveen/pragya scheme

Government of India

OFFICE ORDER NO....................

In pursuance of the Department of Official Language’s Office Memorandum No. 12014/6/89-
OL(D) dated 09.11.89, following employees of this Directorate are hereby sanctioned personal pay equal

to one increment in his/her grade for a period of 12 months for passing Hindi Pragya examination held
on Month & Yearand result was declared on date............... P—

Basic Pay before Hindi | Date of P.P. | Amount

SI. No. | Name of the Employee | Pay Matrix o
Pragya Examination. granted of P.P.

This issues with the approval of the Head of Department.

Sig./-
(A.B.C.)

Designation

Distribution: —

1. The Senior Accounts Officer, Regional Pay & Accounts Office, Address
2. Establishment Branch

3. Hindi Unit

4. Office Order File

5. Personal File
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26. Regarding Sanction/Grant of honorarium

Government of India

OFFICE ORDER NO....................

The Head of the Department is pleased to sanction Honorarium to the following staff under .........

as token of appreciation for work performed of special nature in addition to their normal work/duty. As

per rule contained in Sl. No........ , Head of the Department is empowered to sanction honorarium to any
government servant up to Rs.................... during the financial year............ P—
S1. No. Name Designation Amount (In rupees)
1.
2.

The expenditure involved will be met within the budget of this office ..................... and debitable
to the budget head, Major Head ............ Minor Head ................... Trade information and Statistical
Demand No. ........ , Department of Commerce under object Head ....................... Salaries.

Sig./-
(A.B. C)
Designation
Distribution: —

1. The Senior Accounts Officer, Regional Pay & Accounts Office, Address
2. Establishment Branch

3. Hindi Unit

4. Office Order File

5. Office Copy
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27. Regarding Order of appointment

Government of India
Ministry/Department............ccccccoeveeeeeeseenerseeceencsncescenens
AQAIESS....oooeeeeeeereeeeeecieecetrreccreecrreeserereeessseesessnsennns
FileNo. ............ccoevin. Dated ........................
ORDER OF APPOINTMENT

On recommendation of Staff Selection Commission, Kolkata Shri/Smt./Ms.......ccccuee...... 18

Shri/Smt./Ms.......cccovevuvennn. will be on probation for two years and the probation period will be

terminated or extended on the basis of his/her performance during the period.

The pay of Shri/Smt./Ms..................... has been fixed at Rs.................... , level....., cell....., w.e.f.
the forenoon/afternoon of date...............

Sig./-
(A.B.C.)
Designation
To: —
Shri/Smt./MS......ccovveevieriienrenne
Ministry/Department..................
Address......coooeevueeieiieniceecee.
Copy to: —
1. The Senior Accounts Officer, Regional Pay & Accounts Office, Address
2. Establishment Branch
3. Hindi Unit (For Hindi version)
4. Office Order File
5. Guard File
Sig./-
(A.B.C.)
Designation
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28. Regarding Notification

Government of India
Ministry/Department............ccccccoeveeeeeeseenerseeceencsncescenens
AdAIEsS.......ooeoeiiieetieeetecerreeetceeest e creesressaeesaesasessaesnees
No. oo Dated ........................
NOTIFICATION

Shri/Smt./Ms..................... STO of the Name of Department has been appointed officiating AD
(OL) in the same Department. This appointment has been done on the vacant place due to transfer of
Shri/Smt./Ms.........ccoenee... in the Name of Department.
Sig./-
(A.B.C.)
Designation
To,
The Manager,
Govt. of India Press, New Delhi
No............... New Delhi, date............... , a copy was sent to the following for information: —
L et
2 ettt et sttt e ne e teebeantas
e et ettt te e aennaen
Ao e et enaas
Sig./-
(A.B. C)
Designation
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29. Regarding Purchase/Procurement of bilingual form of stationery items

Government of India

OFFICE ORDER NO....................

This is hereby ordered that all stationery, seal, stamps, envelope etc. items to be purchased or to

be procured by issuing a work order in Name of Office must compulsorily be bilingual.

The Head of Office is hereby established as a check point to ensure the same.

Sig./-
(A. B. C))

Designation

For Compliance: —
Head of Office
Name of Office & Address
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ST ATt S TR, €, Ty, forems senfe et stfamia: shee favmt & & & e
TSGR e T9@ 2l S G i o Ueh S {oig % &9 8 T1iuq foram S 2

go/-
(a:‘o To 770)
g
FNME BT —
EQRISRRLIC]
FIIT HT 17 TF T
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30. Regarding No Objection Certificate

Government of India

Ministry/Department............ccccccoeveeeeeeseenerseeceencsncescenens
AQAIEsS........coueniiniiiriiiiicrictctnrctete et esaesene
FileNo. ........coceoeieiinn.. Dated ........................
NO OBJECTION CERTIFICATE
With reference to application of Shri/Smt./Ms..................... , Designation dated............... , this is
to inform hereby that this Directorate has No Objection to giving him permission to obtain a loan of
RS (Rupees in words) from the Name of the Bank & Address.

In addition, this is also to be informed that this office shall in no way be responsible for

repayment of loan amount or repayment of any EMI due to the concerned bank.

This is issued with approval of the Head of Department.

Sig./-
(A.B. C)
Designation

To: —
1. Name, Designation and Office Address of the Concerned Olfficial.
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30. 3T9fT HI-97 & GoeT 7§

AR THR
TAT/ T,
oo eeeeeseeeseesesessesssesssesesseessssssss e
e fqm
ST SHTIT-I
R UE L1125 TS 1 o SO o HeW H TaggR o fohar ST &
T 50 FRoTTeTar R 5 T AT TG AT % (573 37551 H) o 0 T o T 38 SIAT &

T 1 arrafed e 2
|1 & e Y Gl TR ST @ foh e shriera Sk ST Heiferd sfeh shi $.TH.SATS. sh STl shi S
=0T 2l Teh Il /aTe 3 ok forg forett oft srehme & foireme 1t &rm

go/-
(a:‘o To 770)
Ya4I59

T —
|. GeleIaT 9gEIRYT 7 15, 9719 0 FH1F1cd 7 9ar
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31. Regarding Re-designation

Government of India

OFFICE ORDER NO....................

In pursuance of Ministry of Finance, Department of Economic Affairs (IES Cadre) Order

JA\[C S dated............... Shri/Smt./Ms..................... Designation has been granted Non-
Functional Selection Grade (NFSG) in level..... cell..... of the pay matrix as per 7" CPC with effect from
date............... Shri/Smt./Ms........ccoeeneee.. may be re-designated as Designation Accordingly his/her pay

is fixed as follows: —

Pay prior to NFSG | Pay refixed after granting
in Level....., Cell..... NFSG w.e.f. e
Name Designation (pre-revised: - date............... in Level....., §
RSuovvererere. = | Cellioes (RSuerveerereen. -] &
RS o /-) + RS, /-)
(1) () 3) “4) &)
His/Her next increment will be due on date...............
This is issued with the approval of Head of Department.
Sig./-
(A.B. C.)
Designation

To: —

1. The Senior Accounts Officer, Regional Pay and Accounts Office, Address
2. Establishment Branch

3. Concerned Officer

4. Hindi Unit
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31. TR @ Gefera

TR TR
HATCTA/ T
T ssssssssssssssssssssssssssssssssanns
feE feiw
FIT FRTH.nnen
fefeR el farsamr (v, 1. @, Hat), fore oot & fedieh....c. ... CaAC I e S o HTET
T Tl AR5 oI ST o SR /2. TS 1 o T § o Higad
F ... THIB..... T IR ThraicHen Jawor I (TH.0%. U9 SiT.) Fa forarm Sar 81 of/sfmefiasf.......oooooc..... Edl
TG o & H GAAAIESE ToFam STl 21 Tgar 3ot da f-rTgar e fopar smar &: —
GURTESH A g | A i EREICK
..., ThE.... H | TIUHTHS J&H L o 18
ERERCRESHIE] ..., TR, ... § - %
am T 9
G [+ ERE| i
o /-) B /
S T /-)
(1 2) 3) 4 )
IRt ITTEAT S T Teh....... EEoRuil
T AYPITETST 7815 7)< SR o S foRa ST 21
go/-
(5’;‘0@'0770)
TG
qaTH: —
1. SRS TiET AT, & o T o e, gar
2. TTIHT ST
3. Heifera sTferepry
4. &
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32. Regarding Constitution of Committee

Government of India
Ministry/Department............ccccccoeveeeeeeseenerseeceencsncescenens
AdAIEsS.......ooeoeiiieetieeetecerreeetceeest e creesressaeesaesasessaesnees
FileNo. ...............ooeeell. Dated ........................
OFFICE ORDER NO....................

The meeting scheduled on date............... at ...... A.M./P.M. was postponed and the same re-
scheduled on date............... at ...... AM./P.M. in the chamber of the Chairperson to examine the

rationality of the promotions offered/granted after restructuring of this Directorate [vide Mof. (Exp.) ID
No.2(6)/E III Desk 2010 dt. 27.04.2011] across Group ‘B’ & Group ‘C’ posts on the basis of extant
guidelines & available recruitment rules and other relevant documents. The Committee consists of the

following members: —

1. Shri/Smt./Ms.........cccuene.. - Chairperson

2. Shri/Smt./Ms......ccccceveune - Member

3. Shri/Smt./Ms.......ccceeueee - Member

4. Shri/Smt./Ms......cccccoveeeene - Member

5. Shri/Smt./Ms........cccueenenn. - Member Secretary

Shri/Smt./Ms......ccccvevunennee , Designation has been nominated by the Director General as special

invitee of the above mentioned committee.

All members and Shri/Smt./Ms..................... , Designation are requested to attend the meeting.

Sig./-
(A.B.C))

Designation

To: —
1. All Members of the Committee
2. Name of Special Invitee

3. Hindi Unit (For Hindi Version)
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32. giufa & e 4 geifta

R TEHR
E IS RIAT L1
TT...eoeeeieeeessssssssssnsssssssssessssssssssssssssssasses
e fEw
FRIT AR H....................

T [HRrery o TAie [fedi 27.04.2011 o fore wmer (%) o 3178 € 4. 2(6)/311l S 2010 %
] o U] FHE W@ TS EHE T Y& T SRTa/Saed Ya il o ST o His{er ArieRl fgrdi aur
e el FFRITTA! Te 31T T Tl o STTET 0 Tiafor o] 3Teaiel Helea/HeiedT & el H ferieh...............
I YATG/SWR. ... ST TN I3 i ST ST foam 7w o1, o o7t fd e, ! [AE/AAWR.......
S YT fera TR 81 |t o e faied gew 8 —

1. 2/2fad/ge. ... - (&)

2. g . - GEEI(AT)

3. At - GEEI(AT)

4. ARG ... - GEEI(AT)

S. /2GR, .o - HeH Hied

RIE L1V TGHTH ! HETIHawTe 78199 T) ST 3UUh |t # forey S st
F & | 1feq feram T R)

aft weedt e S/, TG 3% H VT i ST ST foarm St 2

go/-
(5’7‘0 Go 770)
T

q&aTH: —
1. afyfa o auft aee
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33. Regarding Allocation of duties/work

Government of India
Ministry/Department............ccccccoeveeeeeeseenerseeceencsncescenens
AdAIESS.......cooiieeeeceeee ettt
FileNo. ........coceoeieiinn.. Dated ........................
OFFICE ORDER NO....................

In partial modification of the Office Order No.................... dated............... the following
allocation of duties/work is made by the Competent Authority with immediate effect until further
order: —

Name of the Supervisory Divisional Overall
SI. No. o Branch Officer
Division Officer Incharge Incharge
1.
2.
3.
4.
5.

Work allocation of Shri/Smt./Ms.................... , Designation, Name of Office and Address will
be issued separately.

Shri/Smt./Ms......cccoeeuunnen. ,  Designation  will  function as CPIO as  before.
Shri/Smt./Ms.......ccccueueeee. , Designation will prepare the Reportby 12 " of every month.

Shri/Smt./Ms......ccccvevunennee , Designation will also function as DDG(Admin) and
Shri/Smt./Ms.......c.ccceuue... , Designation will function as Head of Office in addition to his/her normal
work.

Sig./-
(A.B.C.)
Designation
Copy to: —

1. All Concerned
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33, FdTl/HIT & 37T G Gaferd

AR THR
TAT/ T,

e eeee e eessessesseessesseseeesessessssessseseas
e fqm
HAAT AR E. ..o,

e & BT AR E . o A13Teh SATINEA | TeTq TR R §RT deshlel T9Te
Y 3T 31 ok fAmfeTiaa shdedi/smmat o1 3Teied R srar e —
. H. 9T hT ATH TET AR | et fHeT | T T | e R TR
1.
2.
3.
4.
5.
/AR sy TG, FIITT T 1 Td GaTh il T ST T & SR fora S|
RUE L1V T Y8 O WE BT EH, F w1 H FE REHE
RIE L1V A TGS W Sl 1271 e qe RYic aar st/
/AR vy TETE, 37 HETHe (FF) k ®q H Ot wE &aeE
/AR sy TG ST WHTT 4 o SN AT SHE o &9 H 1 a1/l
go/-
(5’;‘0 o 770)
g7
Qardufea: —
1. ot geifera
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34. Regarding Doing of additional work

Government of India

OFFICE ORDER NO....................

With the approval of the Competent Authority, it has been decided that
Shri/Smt./Ms.......ccccocenene. , Designation..................... , will perform the following type of activities in
addition to his/her normal duties of the division/section where he/she is posted. Such engagement is
made for one year w.e.f. date............... for which he/she will be entitled to ‘Extra Work Allowance @2%
of his/her basic pay per month’ as per Govt. of India’s Office Memorandum No. 12-3/2016-E-III(A),
dated 20" July 2017.

Description of additional work: —

Shri/Smt./Ms.......cccovevuvennn. , Designation, will perform the following type of duties in the

regard: —

1. Inspection and Overall Supervision of all activities regarding security, housekeeping,

Sig./-
(A.B. C.)
Designation
Distribution: —

1. Concerned Person and Designation

3. All Division/All Officers

4. Establishment Branch

5. Hindi Unit (For Hindi Version)
6. All Notice Board
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34, 3fAfE F1% I3 G Gafera

BT AR ..o,

go/-
(5’7‘0 Go 770)
qaq7q

3. gt T/ aedft srfersmrt

4, TITOHT T

5. T&d wanep (fet wuiae & form)
6. Tl gaHT Ug

(N
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35. Regarding Change in designation

Government of India

OFFICE ORDER NO....................

Subject: Change of nomenclature of Sr. Translator/Jr. Translator.

Consequent upon change of nomenclature of the posts of Senior Translatorand Junior Translator

S1. No. Existing nomenclature of the post New nomenclature
1. Senior Translator Senior Translation Officer (STO)
2 Junior Translator Junior Translation Officer (JTO)

The Change in Nomenclature comes into force with immediate effect. However, change in

designation would not lead to upgradation of pay scale/level in future.

The necessary amendments in Recruitment Rules of the above said posts will follow.

Sig./-
(A.B.C))

Designation

Distribution: —

1. The Senior Accounts Officer, Regional Pay & Accounts Office, Address
2. Cash & Accounts

3. All Senior TranslatorJunior Translator

4. Hindi Unit (For Hindi Version)
5. Notice Board
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35. g1 § GRTdT @ qafed

HAAT AR E. ..o,

o gt sr7areE / F1AS S77aTE ok UG T Uil

ST [T, 78 HATe79 o Tt 11.02.2019 % 3T H. 16/24/201 8T arr(z?ar) % qEd IFT

%9 U<S T T gea™ TIT 9T

TEATH H TR deehlet TTE 8 TR 8| AT G- H Titar & i 5 S oI/t T 3~ THord
et g
SUYed U o Al R H STk SR foRm S|

go/-
(5’7‘0 Go 770)
gadiqd
fereror: —
1. SRS TRET AT, & o T o e, gar
2. g T ot

3. @41 IRY 371, CaEr STATF

4. &t wpeh (1%3% YT & fog)
5. gET g
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36. Regarding Tender Form

Tender No.....ooveeeeeeeeeen.

Government of India

TENDER FORM

Submission of Technical Bid:

1. Name of the Bidding Agency: e

2. Contact Address: e

3. Contact No./Details: Mobile NO.: e

E-mail ID: e

Website (if any): oo

. PAN (Attach self-attested COPY) e

. Service Tax Registration No. (Attach self-attested COPY)  .oovvevvieriieeiieciieecieee e

. GST Registration No. (Attach self-attested COPY) oo

.EMD submitted (Yes/NO) e

. MSME Certificate (Attach self-attested COPY) oo

. Document supporting servicing outlet in West Bengal ...
(Attach self-attested copy)

10. Documents supporting working €Xperience  coeeceeieeeeee e
(Attach self-attested copy)

11. Non-Bankruptcy Undertaking (Attach self-attested COPY): ..oevveerreeriiieiiieiieiieece e

12. Non-Blacklisted Certificate (Attach self-attested COPY):  covveveeerieeiieeeee e

13. Additional information, if any

O 0 3 N Dn A~

Enclosures to be submitted with the Bid: —
1. Tender Document, Submission of Technical Bid etc. (Given format to be adopted/used by the
bidder) must be duly signed and stamped.

Place............... Name:

(Signature & Seal of Bidding Agency)
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36. [T 3189 @ gefera

LA AT A TIHET BT e
2LETHFRTTAT e,
3. §ueh g /forar: B 1t A T

499 (@A T TAT L) e

5. QAT-FLUSHIT &, (W@IHTUA TITTAT L) oo eeneeenes

6. & TS AT UGS & (TTIHIO T HAT ) eeeeevreeeeeesseeensesssssseensssensnnnns

TERAMTURMSHTARITE R @A) e

8. GAHI, FHITH (WA ITFAT BE) e

0. UTSH STICT ¥ foREll oh TLHAT G oF THAR TEATAT oo eessesssssnnns

10. FFE A F T F ATAF TEAT e
(CTIHTIOTT Ifd Her )

11. feafemymmmmem T SR a@ae Joom e
(CIIHTIOTT Tfd Her )

12 FA R HAA TR @SN THOMT e
(CIIHTIOTT Tfd Her )

13. sTfafces g, afe g &

St % |l ST FoRT ST ATt Heieh: —

1. TfraT SwaTerst, ST 6 78 Teheteh! siiet! gearte (FST 7T o= i Sl sl gRT STOH]/STIN § A1 8)

Rfeaa &7 & gwareia T 7e &7 8T &

L3 1 & D ATH:

(STt ST ATt TTHT 3 EEdTai LRV
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37. Regarding Issuance of purchase/work order

Government of India

OFFICE ORDER NO....................

The undersigned is directed to inform to all the Officers and Employees that only Director

This issues with the approval of the Competent Authority.

Sig./-
(A.B. C)
Designation
Copy forwarded to: —
1. Personal Assistant to Head of Department
2. All the Officers
3. All the Branch
4. Notice Board
5. Hindi Unit
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37, F/F SRR IRT FX & dafea

HAAT AR E. ..o,

T CE ET9T I @ IRET FHRTE! STieehd STferehrdl 8| SRl SARrehTiE o setra St foru e fapeft oft

e <

39 W& MR TR e (3T) o STTHIG & ST foram STt 2

go/-
(a:‘o To 770)
Ya4I59

gttt st —
\. [yrTeIs HEiaa ) & A aEr
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38. Regarding Posting

Government of India

OFFICE ORDER NO....................

Due to exigencies of work the following officials are deployed to the Name of the

S1. No. Name Designation

The above mentioned officials are directed to report to the concerned Divisional Officer
immediately.

This issues with the approval of the Head of Department.

Sig./-
(A.B.C))

Designation

Distribution;: —

1. Official Concerned

2. All Divisional Head

3. Hindi Unit (For Hindi Version)
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38, drdt @ gefera

HAAT AR E. ..o,

T T dTcohTicTeh STTAITHATST o HoT FAHTTRad TeeiEt st ST AT deh 39k AT FTAd
S o ITATT FY/ITET FT A7 H deohled THIE § a1 foram Sirar g —

e 9. et e

1.

2.

3.

SUYeH QT ShT eshiet HaiTerd ST SAfererrl st Rate st ot ot foarm St &)

go/-
(5’7‘0 Go 770)
qaq7q

ferawor: —

1. Heiferd gguTd

2. afl 99T T

3. &t weres (Rt ®uiaR & fetv)
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39. Information Regarding completion of lien period

Government of India

Shri/Smt./Ms.......cccovevuvennn. is hereby informed that his/her lien period for 2 years has already
been completed w.e.f. dated...............

Shri/Smt./Ms.......cccvevuvennne is also directed that either he/she should revert to his/her parent
department or resign from his/her permanent post of the parent department as per DoP&T, Ministry of
Personnel, Public Grievances & Pensions vide Office Memorandum No. 28020/1/2010-Estt. dated the
8" April, 2016.

This issues with the approval of Competent Authority.

Sig./-
(A.B.C.)

Designation

To: —
1. Concerned Officer/Employee
2. Name of the Officer & Office Address where Concerned Olfticer/Employee has been posted
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39, QTSR STa1e GH7g 817 1 G778 Gaferd

WA TR
HATA T,
T, eeeeee oo eee s e sesesseseeses e s e ses s

e fsim
HEATAT I

/2 HAGET. .o ! TAGEI Gl foharm STt & o fedie.........nnn, & T9T H 3 & 9T
a%qqﬁgmﬁmﬁmﬁ%ﬁﬁﬁﬁaﬁél

=Hifvish Te TiRequr favm, shfifer, St Rreprerd I UeH #orerd o foieh 8 319, 2016 & HEied
FTOH &.- 28020/1/2010-FT. o q&a /2GR, ...oovvvvvee 1 I8 ¥t fewr fea S @ fop an ar o o1
A T 3 el g STere Het formT o 7o Tt U § T/ ST <

TH W& TR HRIGA(AT) o STTHIGT § ST Foram ST 8

go/-
(5’7‘0 Go 770)
ga41q4
qarH: —
1. Geifera tfereprt /e

2. STRIFBRY F7T T T FEIITT FT 7T &l R Golferd SwRyFHaTR) & aerr 85 8
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40. Regarding Vigilance NOC

Government of India
Ministry/Department............ccccccoeveeeeeeseenerseeceencsncescenens
AQAIESS....eoeeeeeeiieeeteeeeeeeeereeeeessssessassssssesssssesssssssssns
FileNO. .o Dated ...

VIGILANCE NO OBJECTION CERTIFICATE

Certified that no vigilance case/disciplinary/criminal proceedings is pending or is contemplated

against Shri/Smt./Ms.........ccceenen. , Designation of this Directorate. He/She is clear from vigilance angle.
Sig./-
(A.B. C)
Designation

Name & office Seal

Date
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40. GashdT JTII JHI-97 & Gaferd

TR THR
L E LR VAC 1) OO
Teeeeeeeeeeeeeeeeesseesseesesesssesssesssessssessesssesesens
ReE fqm
FaehdT SAATYIRT THTOT-957
SHTIOT TR ST & ToF 39 /Havmrerr sh/aht oY/ set/gei......o TGTTH o [a%g, 13 ekl

TR/ STTEATCHe/ ST ShriaTe wiferd stera stafrd 78 21 o washar i 3t & feiw 2

go/-
(a:‘o To 770)
Ya4I59

T Ud e i Hiel ;

Fifofoas FeRT Td Aifeahl ARTCTad, hicihrdar * gy 2022 * FIfEIH gyor 81



41. Regarding Revised leave encashment

Government of India
Ministry/Department............ccccccoeveeeeeeseenerseeceencsncescenens
AdAIESS.......cooiieeeeceeee ettt
FileNo. ........coceoeieiinn.. Dated ........................
OFFICE ORDER NO....................

In partial modification of the Office Order No.................... dated............... the calculation of 10
days leave encashment in respect of Shri/Smt./Ms..................... , Designation has been revised as
follows: —

. . No. of days to D.A. @ | Total Amount
Name Designation Present Pay
beencashed | 7 | ... % (In rupees)

Before availing the encashment of leave for 10 days, the balance of leave as follows: —

Earned Leave........ day(s) Half Pay Leave........ day(s)

After expiry of present sanctioned encashment of earned leave for 10 days, the balance of leave
will be as follows: —

Earned Leave........ day(s) Half Pay Leave........ day(s)

Sig./-
(A.B.C)
Designation

Distribution: —

1. The Senior Accounts Officer, Regional Pay & Accounts Office, Address

2. Establishment Branch

3. Hindi Unit

4. Name, Designation, Branch and Office Address of the Concerned Ofticer/Employee
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41, GINEIT SITHIT THSFT G Gilera

W THR
HATA/ T
Teveornreeseessensessesseesssssssessssssssesssssssssssssssssnes
R fAE .
FRITT AR H.o.ons
L LN EZE AR IR ICT I I I o MR AT o #/2fmed/ash... .oy
e 10 a1 o ST TeHATRLOT 31 TN (HTTER ST form T e —
TeRdToRLOT % : TETS 9T | %l TR
:”q A Tt it g A @....% (T )
10 T 3 STETRTT o TSI o o ST AT [HeId AT —
il steepmar....... T 3T I ATHT........ T
10 T&1 % daT wfieha 71T STehTST o TehaIoRTUT & JUTw STeIshTST Y freard g —
il steepmar....... & 3T I AFTHTT........ T
go/-
(3;‘0@'0770)
TG
oo —
1. s TRET AT, & o T ohaT e, 77
2. TITOHT TG
3. f&d e

4. Gelera SferhRYy/FHIRT FT T1H, G, JITET U7 17T 7 9T
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42. Regarding Appointment of Nodal Officer for cleanliness drive

Government of India

OFFICE ORDER NO....................

Subject: Regarding appointment of Nodal Officer for cleanliness drive.

Mobile Number e,
Email ID e,

This issues with the approval of the Competent Authority.

Sig./-
(A.B.C.)

Designation

Copy to: —
1. Name, Designation, Branch and Office of the Concerned Official

2. Hindi Unit
3. Notice Board
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42, T=Eal I 8 TS SFRT #1 915 @ Fefera

TR THR
L E LR VAC 1) OO
Teeeeeeeeeeeeeeeeesseesseesesesssesssesssessssessesssesesens
e RAi® .
HEATAT FRAE..oooooeo .

Torver: T i B e AR Y e @ weifta)

avft qdf st o srfershuor &, ofy/sfeetage ity TG ! TAGET T=adT ST 2q 39
ﬁﬁﬂmﬁwmﬁ%wﬁﬁwﬁwwﬁ sftysfieetagst. EQRCEERCEICREISICRIN
T —

WARAT. e
TAAEE e

39 W& MR HRIad(3T) o STTHIGT § ST foham ST 2

go/-
(5’7‘0 Go 770)
9a4Iqd
Jar it ol —
1. FeIFT TFERY 1 ATH, TG, VTG G Prcrd
2. f&t uwen
3. geTUg
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43. Committee to deal with Complaints of sexual harassment of women at work place

Government of India
Ministry/Department............ccccccoeveeeeeeseenerseeceencsncescenens
AQAIESS....eoeeeeeeiieeeteeeeeeeeereeeeessssessassssssesssssesssssssssns
FileNO. .o Dated ...
OFFICE MEMORANDUM

The Committee to deal with the complaints of sexual harassment of women at work place is
reconstituted as follows: —

1. Shri/Smt./Ms.........cccueene.. - Chairperson

2. Shri/Smt./Ms.........cccuenee. - Member Secretary
3. Shri/Smt./Ms........ccvveunnnn. - Member

4. Shri/Smt./Ms.......ccccvvene.n. - Outside Member

This issues with the approval of the Competent Authority.

Sig./-
(A.B.C.)

Designation

Copy for information and necessary action to: —
1. All Members of the Committee

2. Hindi Unit (For Hindi Version)

3. Office Order File
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43. T T R Flea1371 & 717 15T F1 Frabraal & defera arata

R TEHR
BE 1L =k 1
TT...eoeeeieeeessssssssssnsssssssssessssssssssssssssssasses
e fRA®
HETAT T
o T R AT o A TS ol fR1ehrerdt oh e o forg wffar st g grte fora strar
T —
1. 2/ .. - T
2. H/AVGET. .o - FeE Hied
3. At - GEEI(AT)
4. ARG - ST HSEI(AT)
39 W& MR HR e (3T) o STTHIGT § ST foram ST 2
go/-
(5’7‘0 Go 770)
TG
FEAT AR AT FLars & forg wfafef: —
1. wfufa o oft gee
2. Tt wsheh (f&ht wuian % forw)
3. e A1esT e
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44. Regarding Preparation of roster to control the spread of Corona virus

Government of India
Ministry/Department............ccccccoeveeeeeeseenerseeceencsncescenens
AQAIESS....eoeeeeeeiieeeteeeeeeeeereeeeessssessassssssesssssesssssssssns
FileNO. .o Dated ...
OFFICE MEMORANDUM

Subject: Preventive measures to control the spread of Novel Corona virus (Covid-19) —

Attendance of Central Government officials regarding.

The undersigned is directed to enclose herewith a copy of Department of Personnel & training’s
O.M. No. 11013/9/2014-Estt.A-III dated 03.01.2022 on the subject mentioned above for information
and strict compliance. Further, all the Divisional/Sectional Officers are also requested to prepare the
roster for sections under their charge in accordance with the attached guidelines of DoP&T. A copy of

such roster may be sent to Establishment Division for intimation and record.

Sig./-
(A.B. C)
Designation
To: —
1. Personal Assistant to Director General
2. To All DDG

3. All Officers and Staff
4. Hindi Unit
5. Notice Board
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WA TR
HATA T,
T, eeeeee oo eee s e sesesseseeses e s e ses s

e fsim
HEATAT I

o = T formo (Rifr-19) o Jaw @l R 24 e ST et frerss 3urr — s
TR ST s ITfkef o deiy 1)

STENTEATERT T STUH oI TR T A AT SR ST L o Iexd o shifer Tef wfRregor forwm
% HLILE. 11013/9/2014-F.T-111, feA1H 03.01.2022 3T T Fid HeTH A T T g0 21 311, e
ST/ SR SRR & 3ok TWR STl S| 6T 1. Tl 9. formT o Her faemieen & stgewor §
TE AT T T ST FoRAT ST 81 39 T TET 3h1 T Wil Eo1 Tol bt o foIe oo st =t Sfva
! S|

go/-
(55‘0 Go 770)
qaq7q

Hard: —
\. FETIHRITF TEIGT(AT) & 151 TETIF
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45. Regarding Permission to leave the station

Government of India
Ministry/Department............ccccccoeveeeeeeseenerseeceencsncescenens
AdAIESS.......cooiieeeeceeee ettt
FileNo. ........coceoeieiinn.. Dated ........................
OFFICE MEMORANDUM

Shri/Smt./Ms..................... Designation is granted Casual Leave from date............... to
date............... with permission to leave the station from date............... (afier office hours) to
date............... (Morning) to visiting his/her hometown Name of the place by the Competent Authority.

Sig./-
(A. B. C))

Designation

Copy to: —
1. Name, Designation, Division/Branch and Office of the Concerned Official
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45. R S 1 37AlT G Gera

AR THR
TAT/ T,

oo eeeeeseeeseesesessesssesssesesseessssssss e
e fqm
HETAT T

o/ TeTH 1 I TR Y7 [ 77 A0 ¥ e WIRRR g
ECIC. (FTT T7T % IR) ¥ i (§78) T WX Bl 1 Al died
IECIC e . Tk HTHIHF HTHIh! Tlehid Te shl ST 2l

go/-
(a:‘o To 770)
Ya4I59

Qar A i —
|. G147 GERT BT T15, G774, THF/IRGT T H1I1cTT
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46. Regarding Promotion on ad-hoc basis

Government of India

This issues with the approval of the Competent Authority.

Sig./-
(A. B. C))

Designation

Distribution: —

1. The Senior Accounts Officer, Regional Pay and Accounts Office, Address
2. Establishment Branch

3. Hindi Unit

4. Concerned Officer/Employee

5. Office Order File
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46. T TR 9T g1~71d & Gefera

AR THR
L E LR VAC 1) OO
oo eeeeeseeeseesesessesssesssesesseessssssss e
ReE fqm
HEATAT FRAE..oooooeo .
L LN EZE RIS RICTI G ERCIRIERC NI CE R 1P 0 | Edl
ECIE N & T9TS © 3797 41t fo7fde ok 9S W YT 4t fo7fde o 9g 9T GGt Rl “deed YR 9T &

39 W& MR HRIad(3T) o STTHIGT § ST foham STt 2

go/-
(a:‘o To 770)
Ya4I59

T, —

1. S T TR, &1 o Ue i e, a7
2. YT STRET

3. Rt www

4. Heiferq e/t

5. wET Aoy fufae
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47. Regarding Tender notice

Government of India
Ministry/Department............ccccccoeveeeeeeseenerseeceencsncescenens
AQAIESS....eoeeeeeeiieeeteeeeeeeeereeeeessssessassssssesssssesssssssssns
FileNO. .o Dated ...
TENDER NOTICE

Subject: Invitation of Tender Document for Name of work, Name of Office & Address.

For and on behalf of the President of India, the Director General, Name of Office & Address

Organizations capable and interested, may please submit the quotation separately for Technical
Bid and Financial Bid for this tender.

Tender Publication date Date...............
Start date of download tender document Date...............
Start date of tender submission Date...............
End date of tender document download Date...............
Last date of tender submission Date...............
Tender opening date Date...............
Earnest Money (refundable) to the tune of Rs.................... (Rupees in words) only in the form of

This office reserves all rights to accept or cancel any quotation without showing any reason.

Sig./-
(A.B. C)
Designation

Fifofoas FeRT Td Aifeahl ARTCTad, hicihrdar * gy 2022 * FIfEIH gyor 94



47, 131351 g=aT & Gafa

v #rf #7178, FrEfc F13m vd garas feu fAfeer exarast s s
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TEA

fferer o wentfara & i fafyr LS 1
FifereT geaes seels B9 F ary-fafer LEC1C
ffereT ST s Y wr-fafer L1
fAfareT T=ames ST Tty fafar .
Fferer st s it sifam fafar L1
fferer ger i fafer LGS 1
AT TRT (FTTEH AT) T (579 77551 H) A TSHIS THe/soht = o &9 H forell off
TSIl SR o6 | a7, 7T 7 74 e § ey <, faferar 3 fere seqa s v

IT FHATA T s FHROT STe, ferett ot FfraT ot Tientt a1 T8 ot o |t 37T ufera T 8

go/-
(3;‘0 Go 770)
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48. Regarding Charge framed

Government of India
Ministry/Department............ccccccoeveeeeeeseenerseeceencsncescenens
AQAIESS....eoeeeeeeiieeeteeeeeeeeereeeeessssessassssssesssssesssssssssns
FileNO. .o Dated ...
OFFICE MEMORANDUM

Whereas a charge sheet under Rule 16 of CCS (CCA) Rules 1965 was issued to
Shri/Smt./Ms........cceeuenne. , Designation vide Office Memorandum No.................... dated...............

And whereas his/her reply dated............... in response to the charge framed against him/her was
not found to be satisfactory to the disciplinary authority.

And the Competent Authority being satisfied that the charge brought vide the memorandum
referred to above, has already been established based on the records adduced with the said memorandum

and there is no need for formal enquiry.

Therefore, in exercise of the powers conferred upon the Disciplinary Authority under CCS

Further the entire period of unauthorized absence as detailed herein below for which no leave
application has been submitted by Shri/Smt./Ms..................... so far, will be treated as Dies Non.

Month and Year Period of Unauthorized Absence Number of Days

Total days of Unauthorized Absence to be treated as Dies Non

Sig./-
(A.B. C)
Designation
Copy to: —
1. The Senior Accounts Officer, Regional Pay and Accounts Office, Address
2. Establishment Branch
3. Hindi Unit
4. Concerned Officer/Employee
5. Office Order File
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WA THR
HATE/ T
Tooneeeeeeeeeessesseesssssseseesssssssesssssssssessssssanns
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RRILEECEHRIRIRIRH
HI w&T Mkt € @ fob Sufafvia dewiei JToe o qed TR T STRIY 3t JT9H o |1 Y
T ST 3 TR W et & Tfie foram ST <Rt 8 e ST S ot strerwreRdr T 2

FEfeTy, € H.ud. (H1H.T,) e 1965 % ST=id STRIEeh STRRRRT ST Yad qikar s ST

Fd gL, HLEHLE. (WHT,) FrmEet 1965 % Frw 16 % stwata s/simadi/gei. .., TG W
TAERT ST S AT et FT AT F T ST aE 8 o (1) T F A F Loy 0 F
A7 ST R A 1 31 21

A, Frftrepd squfteria s €qut swate s o i aftia 8, f5@ o o sfysimdi/gen.......ooooooe.

ST 36l o ST STTE SR ] fohalT T 2, Sht STehrd faae o &9 & T Y

e T FATYHA SR 31 Tarer feat <t we

e o o &9 H AT S dTet SRR STTARNT % Fe fad

go/-
(3;‘0 o 770)

Qar A iy —

1. IS ST AR, &= da9 & o i, ga7
2. T ST

3. Rt wo

4. Gt TR/ u=Ry

5. FEta ey fufee

Fifofoas FeRT Td Aifeahl ARTCTad, hicihrdar * gy 2022 * FIfEIH gyor 97



49. Regarding Grant of Special Casual Leave for Union Activity

Government of India
Ministry/Department............ccccccoeveeeeeeseenerseeceencsncescenens
AQAIESS....eoeeeeeeiieeeteeeeeeeeereeeeessssessassssssesssssesssssssssns
FileNO. .o Dated ...
OFFICE MEMORANDUM

Subject: Grant of Special Casual Leave for Union Activity.

Sir/Madam,

With reference to the letters of Name of the Uniondate............... and date............... on the subject
mentioned above, it is informed that special casual leaves have been granted in favour of the under
mentioned officials subject to the conditions that government instructions contained under

CCS(Conduct) rules and classification and appeal rules are not violated: —

S1. No. Name Date

1.

2
3.
4

This issues with the approval of the Head of Department.

Sig./-
(A.B. C.)
Designation

To: —

The President, (Name of the Union), Name of Office & Address
Copy for information and neccessary action to: —

1. Branch Officer (Name of the Branch)

2. Hindi Unit
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WA TR
HATA T,
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feE feiw

HETAT T

o g wrieraa 2 faey e fiaes staermT i Tl

HEIEA(),
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%, 9. am iR
1.

2
3.
4

go/-
(3;‘0 o 770)
g
YT —
ST, (FH77 FT A1), FIIITT F1 T T 7T
AT 3R e Flars o forg wfaferf: —
2. <t wwmeh
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50. Regarding File missing

Government of India
Ministry/Department............ccccccoeveeeeeeseenerseeceencsncescenens
AdAIESS.......cooiieeeeceeee ettt
FileNo. ........coceoeieiinn.. Dated ........................
CIRCULAR
All Officers/Employees are hereby inform that the File No. .....cocccovviininiiininnnnen. namely

‘File Name’ is missing. So, all are requested, if found, please send it to Division/Branch as early as

possible.

This issues with the approval of the Competent Authority.

Sig./-
(A.B. C.)
Designation
Copy to: —
1. All Official
2. All Division/Branch
3. Notice Board

4. Personal Assistant to Director General
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37V 97/ Forwarding Letter

HId 9 U/Government of India
TATE/ TImT T T/ Ministry/Department

AT/ AQALESS....c.oeeeeeeeeeeeeeeeeeeeeeeeeeeeeeesesssnnnnnssssssseseessesssssessnnnnnsssnsesnnnns
et d/FileNo. ..o faqis/Dated .....................
Jar |/ To,
FRT ARFRY Officer Incharge

HRIed/HEed/Sir/Madam,

JE G&31/Document No

(=N
FRATS %@ T foRaT STTT ®/is enclosed herewith for information/necessary action.

W-H?ﬁ?ﬁ/ Enclosure-As above

TISI(AT)/Y ours faithfully,

d™H/Name

YadTH/Designation
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Application for Restricted Holiday

To,
Officer Incharge,

Subject: Regarding application for restricted holiday.

Respected Sir/Madam,

Humbly request that I want to avail restricted holiday on the occasion of Name of Restricted

Thanking you.
Yours faithfully,
Sig./-
(A.B. C.)
Designation
Name of the Branch
Date
Place
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T g2t # e

gary,
Tl ST,
FAITH [T T T G 7T
forwr: wftsiferg 221 3 fow e1eeT & g H)
AT HRIGI(AT),
gfoma e g for & femiep... . T e e ST #7777 S T Ae o et T =mear 5|
A: T SATIY TG AT & Toh o g fem i, F (01) o7 kel et o Wi
& S i HT |
gY=ae|
TIER(A),
go/-
(55‘0 Go 770)
gGTTT
STRET T 15
ECICo
T
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Application for Joining Report

To,
Officer Incharge,

Subject: Joining Report-reg.

Sir/Madam,
The undersigned joins his/her duty, today ............... (forenoon/afternoon) after availing ........
day(s) of Earned Leave/Commuted Leave from ............... 170 R the application for which has

already been submitted.

Thanking you.
Yours faithfully,
Sig./-
(A.B. C.)
Designation
Name of the Branch
Date
Place
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FHI-TET RYIZ & 1e1g 371da7

gary,
FAIT/ [T 7 77 T 77T
T srd-areor fatd o daier O
HEISA(AT)
TR ... L ACCIE G fea/feat =1 arfSla stasmr/afafda st
T & T1E I .., (T9TG/3T9UG) ST SO SHIEIR TET FLd/HAT 2, ek [oTe sTae et &t
ST TR T 2
gy=ae|
TIER(A),
go/-
(55‘0 Go 770)
g7
STRET T 15
e -
T
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Application for Reimbursement of Medical Claim

To,
Officer Incharge,

Subject: Application for reimbursement of medical claim.

Sir/Madam,
I hereby submitting the duly filled medical reimbursement claim form [MRC (S)] in duplicate

I, therefore, request you to kindly do the needful.

Thanking you.
Yours faithfully,
Sig./-
(A.B.C.)
Designation
Name of the Branch

Date

Place

Enclosures: —

1. FORM - MRC (S)

2. CGHS Prescription/Refer
3. Medical Bill

4. Copy of CGHS Card
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farfeear a1a #1 Fiayld #7 3rEeT

gary,
FAIT/ [T 7 77 T 77T
Torwar: faforean g9 <t wiaufd 1 e
HEITA()
Fuaggml o (&7 ¥7e5] H) 1 faferaa s g1 faferea Sfodfd amam Josr [T .
(TH)] 2 it & ST L T8l
31 ST Fga ? T STy shias o & T i)
gy=ae|
TE(),
go/-
(517‘0 To 770)
gGTTT
STRET T 15
ECICo
I
ST —
1. 993 TH.STCHT. (TH)
2. Hisfiu=u v=ri/ees
3. Tafercar fsa
4. Hisiiu=ae e it Ifq
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FEEIESCaRat] TE.AR-1/S.R.-1

FORM OF APPLICATION FOR LEAVE
(ST w216 é‘F@'Q) / See Supplementary Rule 216)

fomuft . — weE 19 11 g wreff sl ot =nfe, =i o Tstaf>a 8t ar s

Note: — Items 1 to 11 must be filled in by all applicants whether gazetted or non-gazetted.

1.
2.

9reff =T 919 / Name of applicant
ST & ATl Baf e

Leave rules applicable

3. Uq/Post held.

T, FrITer ST ST

Department, Office and Section

5. Ja9/Pay
6. IaH Ue W et et Aen foRtra sy, gardt s A

10.

11.

12.

=7 9fded 9/ House rent allowance, conveyance
drawn in the present post.

ety 8 gt o e, ey it s g A

d{I@ / Nature and period of leave applied for
and date from which required.

e it it ¥ o, af s & o g @ e/

g H ST 9T&d 21 / Sundays and holidays, if any,
Proposed to be prefixed / suffixed to leave.
EEEIEIUI

Ground on which leave is applied for.

foselt et ¥ wiled i e 3R 38 Tl i fore o

3TETY / Date of return from last leave, and the nature and period of that leave.

T R AT BEH & U Nt o fore T A Y itk o /T R

I propose / do not propose to avail myself of leave travel concession in the block years

........................... during the ensuing leave.

() H = AT & foh Sfad o Dt / aRa i et i stater § forg 1T et o SR ST Sted da / 1Y
S sh1 el W e d1et oh 3T Al SH THH 2Rl 708 hT /T ST Pt & forer ated ofe o 3=l st
SO T HaT-Tea i oAt feurfer & At Fem 81 (@) (ii) / Smitea Set framarett 1933 % = 11 () (i)

o AN A B TR ST 7 B

(a) I undertake to refund the difference between the leave salary drawn during leave on average

pay / commuted leave and that admissible during leave on half average pay / half pay leave,
which would not have been admissible had the proviso to F.R. 81, (b) (ii) rule 11(c) (iii) of the

revised leave Rules, 1933 not been applied in the event of my retirement from service at the end

or during the currency of the leave.

Fifofoas FeRT Td Aifeahl ARTCTad, hicihrdar * gy 2022 * FIfEIH gyor



(@) & 9= 4T % fob T Te=T U He1- e €1 91 Ul | A0 O < ek Fie H ohH © oA ST dAa ol
Sat FEl AlSa T B Tkt St Safim ot §9 oft €1 ar 1w el o e - S e e 81() /
wniferd et FmrEett, 1933 % e 11(9) % AL T forg St oe 93t 7 firet urelt, firet gt o o
T T G/

(b) I undertake to refund the leave salary drawn during leave not due which would not have been
admissible had R.R.81 (c) / Rule 11(d) of the Revised Leave Rules 1933 not been applied, in the
event of my voluntary retirement or resignation from service at any time until I earn half pay

leave not less than the amount of leave not due availed of by me.
ARG/ Date........oeeeeeeenn, eff o st/ Signature of applicant .....................cccueu.....

13. fr=or ferspr it fevaoft 31 / =1 frwTfeT Remarks and / or recommendation of the Controlling
Officer.

BEATEIL / Signature ............cuueeueeee....
ARG / Date ... UG / Designation ...........................
TSI ShT STFHCAAT o6 SR H THI-I
CERTIFICATE REGARDING ADMISSIBILITY OF LEAVE.
(ESTafd TR & Fsier § HeTeiaTehl §I0)
(By Accountant General in the case of gazetted officers)

14. v\ fRm S o® TR o, TF o fa@ & fau
...................................................... EREEIS TR ot S - R\ 1
...................................................... (TSI T Tohe) STA 2

Certified that (Nature of Leave) for
...................................................... from ......cccooeveiviiiicene t0 ... 18 @admissible under
(Period)
Tule oo of the ..ooveviiieiee Rules
TEAT&I / Signature .............c...........
ARG/ Date ..........cooee....... UG / Designation ...........................

15. *Ta e o Aol STTRRT o TG —
* Order of the sanctioning authority: —
ARG/ Date ... UG / Designation ..........................
wafs Seff o T8 ST s T €1 1 Fo 3 el ST i a7 e <R P e o A
o sireff 3T 3ET Ia o AT foret UE U UK Site Sl SR & A1 T Sret $6 FehR ST i fHer 2l
*If the applicant is drawing any compensatory allowance, the sanctioning authority should state

whether on the expiry of leave he is likely to return to the same post or to another post carrying

a similar allowance.
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qGFIS @ NI ST 55T FfaTfar & 9T &7 @ Gafera

YT H,
FIT T T T 7T
o waare = e s ettt § v o =g staeEd|
HEIEA(AT),
a1t fae ® o §f rrferd & s o QI o TR0 | fefarfiad &t ahmnfmane ) &
T S g
%. 9. gfoifanE) sram . 9. =afa i) & am
1 fd 2w od sy (Tedie............... ) 1
2 16 ey @i (RAF . ) 2
3 el gaciaT (RAF . ) 3
4 183t gapr (ESIE ) 4
5 183 arz-faare (GEIE - ) 5
6 1837 &1 g1 UGIE ) 6
STeh ST SR 5 H A STiiRad e 6 3 st S
W),
IECIED
TEATE :
aH
EECit]
ST
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I T ST ST B ST YR AT

Frequently used Administrative Phrases in the Office

Action may be taken as proposed
Action at once please

Action is required to be taken early
Approval may kindly be accorded
Approved as proposed

Delay regretted

For consideration

For perusal

For kind approval

For ready reference

Issue today

May please see for information
May be seen for kind approval please
May kindly be passed for payment
Please discuss

Please speak

Put up for signature please

Please file

Relevant papers may be put up

Reminder may be sent

JT SEATIIA FHRATS hT ST
AT DI HHATE

fter hreTs Sruferd @
FTAIGH o 36T T 3T S

FT ST AT
IEREENSIECEE
foramarel / forem o forg
STTATFATY / A o fTT
ST Bl e 61 ST
TS & S

FT g <

SIS T ST 6T F1 6T S
WA STERAT o foTe o qTid SITg
AT =T Bl

AT ST
FEATET o foq Tl @

FRIT BTEA b

HTEHE Wl STQ
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T T & it aftet

1. U Faer H f&dt ot s | T 397 ol UehdT TR I o foAT STTaveh 2] — HaTen ieft
2. ST 6l BT, HESIAT T MTAAT AT i BreferdT SaW dT 8| fEal ¥ 37 Jeqel sl geekd §
quTfed fopam 21 — i A1t (raresh)
3. WA TeraT ot Afere e e & & fédt oo & & sfieid qurm gufi w w2
— Y 9T (T8 )
4. Ted e g it Afireafch 1 TReH | 81 — GieTHe d
5. T &) o fopedt oft efer vmar @ &hiE werd 9 @1 — ota TS See
6. AT WINTG At & 37 fedt Herell — el 31
7. Tt St wet T gt et 81 — HIGTHT ged Hier
8. T g | W ot Uk T | TR ST Hehal 2 — TaTH g
9. HEE WA wreratt o fore afe i we o e 1 df a8 TemR € 8 et 7
— STECH FOUEETHT STZ
10. =3t e SHferd SR ST 1@ Fehelt 2 ST ST 3 3ieh-31h SffAferea st weh o et som amef 2
— i g At

1. et T oot o1 Wefteh 21 — . |uIig
12. SETRY afRIrE 6l g & Stefd Suien ffd 81 — Tersie gt
13. et ferehrer @ Tt v <&t 2 forem amer fogeft 819 o shmor foreft wTeg hr sifgserm =2 fomam)
— 2. TN T
14 TE= T o et 1 it @ 31 I 3¢ T 8l — JEuIaH ST 28
15. et T weR Ut G T R, T o e e TR T R wehdT B

— A& AT HTeTa ™
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o d® AHASRT U9 eI AT

==

NI IECA G R T E R I ECHIG R
oo A IR TR, FTS Td TN HATAT ol Teh STeATEL
] FRTAT Bl TE YA b IS SATIR (AT T f=1ier)

?;Tm@; S iR R SR f G # I,
TeheT U JhIU i ATCT I ol Ueh STOM HET
31 T 1862 3. F 9T WLHR o foed foamT it vk
Tiftereh! ITET & € H LT SR AT S | st
T Tk TRt 3foem 21

R o TRk To foresT TN 3t seerd! 83
ufifRafaat & g & Sfcaar g ? qunfy
TSt . e sifd Aecael s g8 § ST
IR TR it arforsy Aife=i & fefor ¥ 39 gmea
FT a Siohe] Ud Hifeaehl hi wacaut fier 2|

T FIA G 0 F fAwE Fh 36
RIS S0 W HThR hY s ifa e fata
T FHTRIHH 1 AR A H Tecaqul Jfieh 2l Foh
AN HeTHRRIer SR Fo1 1 FehiviH To
foretwor St e yeRR S fafafern s s
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