
           Ek xq iz funs'kky;@fgUnh vuqHkkx@&01 

Hkkjr ljdkj @ Govt. of India 
 ekudhdj.k ijh{k.k ,oa xq.koÙkk izek.ku funs'kky;]  ubZz fnYyh 

Standardisation Testing and Quality Certification Directorate, New Delhi 
                   vkdfLed @ izfrcaf/kr vodk'k ds fy, vkosnu i=              
                         APPLICATION FOR CL/RH 
 
1. uke @ Name  :   ____________________________________________________________   
 
  
2. inuke@ Designation    _______________________________________________________ 
 
 
3. vuqHkkx @ Section      _______________________________________________________ 
 
 
4.       dkj.k ftlds fy, vodk'k eakxk x;k Reasons for which leave applied ____________________    

 
 

5. fdrus fnu dk vkdfLed vodk'k @ izfrcaf/kr vodk'k vosfnr fd;k x;k A 

  No. of days  casual leave / RH applied for  _______________________________________ 
 
 

6. orZeku o"kZ esa fdrus fnu dk vodk'k vftZr fd;k x;k A 

    No. of leave availed during the calendar  year___________________________________ 
 
 

7.       vkdfLed @ oSdfYid   vodk'k ds n©jku irk @ Address during CL/RH  ___________________ 
   

 
 

 vkosnd ds gLrk{kj 
                    Signature of Applicant  
 

           flQkfj'k dh xbZ @ flQkfj'k ugha dh xbZ   
8.   Recommended/ Not Recommended    __________________ 

 
                                                                           izeq[k ds gLrk{kj  
        Signature of Head  

vuqe¨fnr @ vuqe¨fnr ugha  

9. Sanctioned / Not Sanctioned 
 
                                      l{ke izkf/kdkjh ds gLrk{kj 

   Signature of Competent authority 
 

banjkt la[;k @ Entry No._______ 
  



                                     Ek xq iz funs'kky;@fgUnh vuqHkkx@&02 
                                                                                        

Hkkjr ljdkj @ Govt. of India 
 ekudhdj.k ijh{k.k ,oa xq.koÙkk izek.ku funs'kky;]  ubZz fnYyh 

Standardisation Testing and Quality Certification Directorate, New Delhi 
                     

izfriwjd vodk'k ds fy, vosnu i= 

Application for Compensatory Off 
1   uke @  Name  :             ____________________________________________________  
 
2.     inuke / Designation : _______________________________________________________ 
 
3.     vuqHkkx @ Section    ________________________________________________________ 
 
4.   fnu o fnukad izfriwjd vodk'k dh 
   vko';drk gS A  Day & Date  

OFF required         _________________________________________________________  
 
  
5. fdl fnu ds cnys esa  OFF in lieu of :      ______________________________________ 
________________________________________________________________________ 
        ftl fnu  dk;Z fd;k x;k ¼?k.Vs½   

                         Duty performed(Hrs.) 
 
dze la[;k fnaukd ls    rd  dqy ?k.Vs  lkekU; ?k.Vs  vfrfjDr dk;Z   lqj{kk i;Zos{kd }kjk lR;kiu 
Sr.No.   Date   From   To       Total        Normal Hrs.  Extra               Verification 
                                            Hrs.                                Hrs.                   by CTSS 
_______________________________________________________________ 

1 
 
2 
 
3 
 
4  

       _________________________________________________________________ 
 
                                      vkosnd ds gLrk{kj 

                                              Signature of Applicant 
   flQkfj'k dh xbZ @ flQkfj'k ugha dh xbZ 
   Recommended/ Not Recommended 
 
 lewg izeq[k ds gLrk{kj  
  Signature of Group Head  
  
 vuqe¨fnr @ vuqe¨fnr ugha 
 Sanctioned / Not Sanctioned 

 
      
                                                         funs'kd /  Director 
 

banjkt la[;k @ Entry No._______ 
 
 
 
 
 
 



                                                                                              Ek xq iz funs'kky;@gUnh vuqHkkx@&03 
 Hkkjr ljdkj @ Govt. of India 

 ekudhdj.k ijh{k.k ,oa xq.koÙkk izek.ku funs'kky;]  ubZz fnYyh 
Standardisation Testing and Quality Certification Directorate, New Delhi 

 
vafre n©jk dk;Zdze 

Final Tour Programme 
 

   1.  deZpkjh dk uke @ Name  of Employee       ________________________________________ 
  

2.  inuke @ Designation                                 ________________________________________ 
 
3.  osrueku @ Basic Pay                                  ________________________________________         
 
4. n©jk dk;Zdze @  Tour Programme    
 
5 izLFkku / Departure                               vkxeu @ Arrival    
fnukad 

Date 
 

le; 

Time 
LFkku 

Place 
fnukad 

Date 
le; 

Time 
LFkku 

Place 
;k=k dk ek?;e 

Mode of  
Travel 

fdjk;k  

Fare 
#    iSls 

Rs.      P 
 

        
 
 
 
 
 
 
 
 
 
 

 
;k=k dk m}s';_____________________________________________________________ 
Purpose of  Journey       
 
# ____________vfxze jkf'k yh xbZ _______________________¼'kCn ä ½      
Advance Taken : Rs.  (In Words  
 
fnaukd   _________________d¨  
On Dated: 
 

fnaukd @ Date:            __________ 
 
gLrk{kj @ Signature       uke @ Name: 
 
Head @ izeq[k   
 
n©jk vuqe¨fnr @ n©jk vuqe¨fnr ughs 

Tour Approved/ Not Approved 
 
 
                                              funs'kd 

Director     
 
 
 
 
 
 

 
 



                                                                                              Ek xq iz funs'kky;@fgUnh vuqHkkx@&04 
 Hkkjr ljdkj @ Govt. of India 

 ekudhdj.k ijh{k.k ,oa xq.koÙkk izek.ku funs'kky;]  ubZz fnYyh 
Standardisation Testing and Quality Certification Directorate, New Delhi 

 
  

Tentative Tour Programmee 
 

1.   deZpkjh dk uke @ Name  of Employee  ___________________________________  
 
1. inuke @ Designation                                  __________________________________ 
 
3.   ewy osru @ Basic Pay                               __________________________________       
  
4.   n©jk dk;Zdze @ Tour Programme             __________________________________  
 
5.    izLFkku @ Departure                                  vkxeu @ Arrival    
fnaukd 

Date 
 

le; 

Time 
LFkku 

Place 
fnaukd 

Date 
le; 

Time 
LFkku 

Place 
;k=k dk ek?;e 

Mode of  
Travel 

fdjk;k  

Fare 
#    iS 

Rs.    P 
 

        
 
 
 
 
 
 
 
 
 

 
;k=k dk m}s'; @ Purpose of Journey ________________________________________ 
fdruh vfxze jkf'k dh vok';drk gS ¼# _______________________________'kCn ä esa½ 
Amount of Advance Required : Rs. 
(In Words         
  
fdl rkjh[k d¨ @ On Dated: 
 
fnaukd @ Date:                                                                                                  gLrk{kj @Signature 
 
uke @  Name:  
 
 
 

izeq[k @ Head    
 
 
n©jk vuqe¨fnr @ n©jk vuqe¨fnr  ugha 

Tour Approved/ Not Approved 
 
                                                                               funs'kd 
                                                                                Director  
 
 
 
 
 
 
 
 



 
                                                                                              Ek xq iz funs'kky;@fgUnh vuqHkkx@&05 

 Hkkjr ljdkj @ Govt. of India 
 ekudhdj.k ijh{k.k ,oa xq.koÙkk izek.ku funs'kky;]  ubZz fnYyh 

Standardisation Testing and Quality Certification Directorate, New Delhi 
 

                   
 Lka[;k @ No.______________                                                             fnaukd @  Date _____________ 
 

dk;kZy; vkns'k 

                                                            Office Order 
 
 

           Jh @ Jhefr ______________________d¨ vkns'k la[;k ____________fnaukd ____________________ 

ds }kjk __________fnu   dk vftZr vodk'k @ v/kZ osru vodk'k  @ ifjofrZr   vodk'k iznku fd;k tkrk gS A 

                           Earned leave/ Half pay leave / Commuted leave for_______________days / froms  _____________to/  
                           
               sanctioned of Sh./ Smt __________vide ___________________ order  Dated___________________.  
 

              vftZr vodk'k @ ifjofrZr vodk'k xzg.k djus ds ckn muds [kkrs esa   ________ fnu dk vodk'k ns; gS A 
              
                              After availing EL/Commuted Leave ____________ days is due in his/her leave account. 

  ;g izekf.kr fd;k tkrk gS fd vxj og vodk'k ij u tkrs r¨ vius orZeku in ij dk;Z djrs jgrs A  

            Certified that he/she would have continued to work on his existing post but  for proceeding on leave  
for  the above period. 

 
                   ;g Hkh izekf.kr fd;k tkrk gS fd vodk'k dh lekfIr ij mUg äus mlh in ij dk;ZHkkj xzg.k dj fy;k gS 

ftl ij og vodk'k ij x, Fks A  

  Certified also that after the expiry of leave/ he/she has been posted to the same post and station 
from which he /she proceeded on leave. 

 
   
                                                   mi  funs'kd 
 
             izfrfyfi %  lacaf/kr deZpkjh     

                               Copy to:   Individual Concerned 
 

            
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



                                                                                               Ek xq iz funs'kky;@fgUnh vuqHkkx@&06 
 Hkkjr ljdkj @ Govt. of India 

 ekudhdj.k ijh{k.k ,oa xq.koÙkk izek.ku funs'kky;]  ubZz fnYyh 
Standardisation Testing and Quality Certification Directorate, New Delhi 

 
vftZr vodk'k ;k vodk'k c<+kus  ds fy, vkosnu i=  

Application for Earned Leave or for Extension of Leave 
 

1. deZpkjh dk uke @ Name of applicant 
 

2. inuke @ Post held 
 

3. foHkkx] dk;kZy; ,oa vuqHkkx @ Department, Office and Section 
 

4. osru @ Pay  
 

5. orZeku in ij feyus okys vU; izfriwjd HkÙks @ 
  House rent and other compensatory allowance drawn in the present post 

 
6. vkosfnr vodk'k dh izd̀fr ,oa vof/k ,oa rkjh[k ftlls vkosnu fd;k x;k @  
      Nature and period of leave applied for and date from 

Which required 
 

7. jfookj ,oa 'kfuokj] ftUgsa igys o ckn esa t¨Muk pkgrs gSa @ 
   Sundays, and holidays, if any proposed to be prefixed/ 

Suffixed to leave 
 

8. dkj.k ftl fy, vodk'k vkosfnr fd;k x;k gS @ Grounds on which leave is applied for 
 

9. igys vodk'k ls fdl fnu okfil vk, Fks] rFkk ml vodk'k dh izd̀fr ,oa vof/k @ 
      Date of return from last leave, and the nature and  

Period of that leave 
 

10. eSa orZeku vodk'k ds n©jku]  Cykd o"kZ ______________ ds fy,  
   vodk'k ;k=k fj;k;r dk ykHk mBkuk pkgrk gwa A  

   I propose/do not propose to avail myself of leave travel 
Concession for the block years …………….during  the 
ensuring leave 

 
11. vodk'k dh vof/k ds n©jku irk @ Address during  leave period 
 

                                                        vkosnd ds gLrk{kj¼rkjh[k ds lkFk½ @   Signature of Applicant (with date) 
12. fu;a=.k vf/kdkjh dh vfHk;qfDr ,oa  @ ;k flQkfj'k  
   Remarks and/or recommendation of the controlling Officer 
          
 
                                  gLRkk{kj ¼rkjh[k ds lkFk½ / Signature (with date) 

                        inuke @ Designation 
                      vodk'k dh Lohdk;Zrk ds lca/k esa izek.ki=  

CERTIFICATE REGARDING ADMISSIBILITY OF LEAVE 

  13.         izekf.kr fd;k tkrk gS fd ¼vodk'k dh izd̀fr½ _____________¼vof/k½______ ls ________rd  
       dsUnz ljdkj flfoy lsok ¼vodk'k½ fu;e] 1972 ds _______fu;e ds v/khu Lohdk;Z gS A _____ fnu  
       dk  vodk'k miyC/k gS A 

        Certified that ……………………(nature of leave) for …………….(period) from 
………………………. to ………………. is admissible under Rule …………… 
of the Central Civil Services (Leave) Rules, 1972. The leave available is………..days. 

                                          

            gLrk{kj ¼rkjh[k lfgr½ / Signature (with date) 
            inuke @ Designation 

14. vodk'k iznku djus okys  l{ke izkf/kdkjh ds vkns'k @ Orders of the authority competent to grant 
leave. 

 
                                                                                             gLrk{kj ¼rkjh[k lfgr½ @ Signature (with date) 
                  inuke @ Designation 



                                    
                                                                                              Ek xq iz funs'kky;@fgUnh vuqHkkx@&07 

 Hkkjr ljdkj @ Govt. of India 
 ekudhdj.k ijh{k.k ,oa xq.koÙkk izek.ku funs'kky;]  ubZz fnYyh 

Standardisation Testing and Quality Certification Directorate, New Delhi 
 

lekpkj i= @ eSxthu fcy dh izfriwfrZ ds fy, vkosnu i= 

Application form to reimbursement of News paper/magazine bills 
 
 

1. uke @ Name            __________________________________ 
 
2. inuke @ Designation                  __________________________________ 
 
3. vuqHkkx @  Section                     __________________________________ 
 
4. fcy dk fooj.k @ Detail of Bills 
 
ekg 

Month 
 

Lkekpkj i= @ 
eSxthu dk uke 

Name of 
Magazine/ 
News Paper 

Ekk=k  

No. of 
Issue 

nj 

Rate 
jkf'k 

Amount 
fcy dh 
jkf'k  

Amount of 
Bill 

fcy 
la[;k 

Bill 
no. 

vfHk;qfDr 
Remarks 

       
 
 
 
 
 
 
 
 
 
 

 

 
eSa izekf.kr djrk gwza fd mij¨Dr lekpkj i= @ eSxthu  fcy ä dh jkf'k dh vnk;xh okLro esa eSus dh gS A 

 
I hereby certify that the amount of above mentioned Newspaper/Magazine bill actually paid by me. 
 
 
                                                       vkosnd ds gLrk{kj 

                   Signature of Applicant    
 



                                                                                              Ek xq iz funs'kky;@fgUnh vuqHkkx@&08 
 Hkkjr ljdkj @ Govt. of India 

 ekudhdj.k ijh{k.k ,oa xq.koÙkk izek.ku funs'kky;]  ubZz fnYyh 
Standardisation Testing and Quality Certification Directorate, New Delhi 

 
 

fo"k; @ Subject:  vuqefr ds laca/k esa @ Sanction Regarding  
 

dzze 
la[;k 

Sr. 
No. 

dk;Z dk fooj.k 

Description of Work 
Ekk=k  

Qty 
Ykxr @ izHkkj yxsxk  

Cost/Charges 
Involved 

vfHk;qfDr 

Remarks 

      
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
# _________________# ________________dh vuqefr iznku dh tk, A 

It is requested that sanction for Rs._______(Rupees ____________________________) 
 
 
 
                                           EkakxdrkZ ds gLrk{kj 
                                           Signature of Indenter 
    izeq[k @ Head 
 
 
lgk;d                     vuqHkkx vf/kdkjh            mi funs'kd 

Assistant                Section officer             Deputy Director 
 
 
# _________________________________________  vuqe¨fnr  
 

Sanctioned Rs. ______________________________________ 
 
 
           funs'kd 

           Director 
[ktkaph @ Cashier 
 
 
 
 
 
 
 
 
 
 



 
                                                                                               Ek xq iz funs'kky;@fgUnh vuqHkkx@&09 

 Hkkjr ljdkj @ Govt. of India 
 ekudhdj.k ijh{k.k ,oa xq.koÙkk izek.ku funs'kky;]  ubZz fnYyh 

Standardisation Testing and Quality Certification Directorate, New Delhi 
 

dk;ZHkkj xzg.k fji Z̈V 

Joining Form 
 
eSusa  _________________________________________________ ¼uke o inuke½ us    
_______________ls __________________rd _______fnu dk vodk'k xzg.k djus ds  
i'pkr dk;ZHkkj xzg.k dj fy;k gS A 
 
fnaukd                 inuke o gLrk{kj 
                        izHkkx izeq[k 
 
                  funs'kd 
 
 

I ______________________________(Name & Designation ) join the office, 

after availing  _______ leave from____________to______________ 

no.___________of days. 

                                                                                                    

                            

Signature & Designation 
     Date________ 

                                                      Head of Division 
 
                                                                                                  

 Director 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

  
                                                                                               Ek xq iz funs'kky;@fgUnh vuqHkkx@&10 

 Hkkjr ljdkj @ Govt. of India 
 ekudhdj.k ijh{k.k ,oa xq.koÙkk izek.ku funs'kky;]  ubZz fnYyh 

Standardisation Testing and Quality Certification Directorate, New Delhi 
 
____________R;¨gkj vfxze ds fy, izi= @  Proforma for Festival Advance 
 
1 Ukke o inuke                 ____________________________________ 
   Name & Designation 

 
 2  fdruh vfxze jkf'k dh vko';drk gS  
  Amount of advance required                                    __________________________________ 
 

  3 ewy osru               ________________________________________ 
        Basic Pay   
 
  4     D;k vLFkk;h @ v/kZ LFkk;h @ LFkk;h   
  Whether Temp./Q.P./ PMT.                 __________________________________________ 
 

 5   fdl rkjh[k ls fujarj lsok gS A 
Date from which continuously in Service      _______________________________ 
   

6 igys dc v©j fdl R;ksgkj vfxze dc vfxze jkf'k yh Fkh _____________________ 
When   was the last advance drawn  
 

7 D;k igys fy;s x, vfxze dh jkf'k cdk;k gS   ____________________________ 
Whether recovery of the previous advance  is still outstanding   
 
 

 

fnaukd / Date                          vkosnd ds gLrk{kj / Signature of Applicant  
                  vuqHkkx @ Section 

 
 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



                                                                                               Ek xq iz funs'kky;@fgUnh vuqHkkx@&11 
 Hkkjr ljdkj @ Govt. of India 

 ekudhdj.k ijh{k.k ,oa xq.koÙkk izek.ku funs'kky;]  ubZz fnYyh 
Standardisation Testing and Quality Certification Directorate, New Delhi 

 
izFke fu;qfDr ds volj ij rFkk rRi'pkr ( 1.1.2009) dh fLFkfr ds vuqlkj 

o"kZ 2008 ds fy, vpy lEifÙk ds fooj.k i= 

1  vf/kdkjh dk uke   ______________________________________________________________   
2  orZeku in       ______________________________________________________________ 
3  lsok dk uke ftlesa dke dj jgS gSa ____________________________________________________ 
4  orZeku  osrueku rFkk ewy osru _________________________________________________________ 
 

ftyk mi & 
e.My 

(lc 
fMohtu ),  
rkyqDd 
rFkk xzke   
dk uke] 
tgka      
lEifÙk 
fLFkr gS A                                                      

 
lEifÙk dk uke rFkk fooj.k 

;fn ;g Lo;a ds 
uke ij  ugha gS] 
r¨ fdlds uke ij 
gS dz; }jk vFkok 
ljdkjh deZpkjh ls 
D;k laca/k gS A   
 
 

fdl izdkj mikftZr dh xbZ 

dz; }kjk ] iVVs ij ** yh 
xbZ  ca/kd j[kdj] 
mÙkjkf/kdkjh ] migkj vFkok 
vU; fdlh ek?;e }kjk 
lEifÙk izkIr djus dh rkjh[k 
ftlls izkIr dh xbZ ml 
O;fDr @ O;fDr; ä @ ds uke 
rFkk fooj.k A 
 

lEifÙk ls 
g¨us okyh 
okf"kZd vk; 
 
 

fVIi.kh  
 
 vkoklh;     

rFkk 
Hkou 

vU; 
Hkwfe   

orZeku 
ewY; 

1 2 3 4 5 6 7 8 
 
             
 
 
  
 
   
 
 
 
 
 
 
 

                gLrk{kj__________________ 
 

               fnukad __________________ 
 
  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



                                                                                               Ek xq iz funs'kky;@fgUnh vuqHkkx@&12 
 Hkkjr ljdkj @ Govt. of India 

 ekudhdj.k ijh{k.k ,oa xq.koÙkk izek.ku funs'kky;]  ubZz fnYyh 
Standardisation Testing and Quality Certification Directorate, New Delhi 

 

uhps n'kkZ, fooj.k ds vuqlkj Jh ____________________ inuke _______________________________________ 

________________vuqHkkx _________________________________ }kjk lapyu vkns'k la[;k (Movement Order 

No.) fnaukd __________________________ds }kjk ljdkjh n©js ds le; ljdkjh lkeku d¨ ys tkus ij [kpZ fd;s x, O;; 

dh izfriwfrZ A 

fnukad  ls             rd 
      ;k=k dh 

okgu dk ek?;e O;; dk fooj.k dqy vnk ;¨X; 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

     

  

 lkeku dk fooj.k ________________________________________________________________ 
  
  izekf.kr fd;k tkrk gS fd eSusa mi;qZDr O;; okLro esa fd;k gS rFkk igys ;g nkok ugha fd;k A 
         

          gLrk{kj __________________ 
 
              fnaukd ____________________ 
vuqHkkx vf/kdkjh dh vfHk;qfDr % 
 
vuqe¨fnr @ vuqe¨fnr ugha  
  
      funs'kd ds gLrk{kj 
                   

# ______________________ ( # ______________________) ds fy;s Lohd̀r o ikfjr A 
 
               mi funs'kd 

 
 
 
 
 
 
 
 
 
 
 
 

 



                                                                                               Ek xq iz funs'kky;@fgUnh vuqHkkx@&13 
 Hkkjr ljdkj @ Govt. of India 

 ekudhdj.k ijh{k.k ,oa xq.koÙkk izek.ku funs'kky;]  ubZz fnYyh 
Standardisation Testing and Quality Certification Directorate, New Delhi 

 

la[;k @ Sr. No…………………….                                                                fnaukd@Date………………. 
 
laxBu dk uke  

Name of the Orgn…………………………………………………………………………………………. 
Lkeku ys tkus okys O;fDr dk uke  

Name of the individual carrying the 
article(s)………………………………………………………………………………………………….. 
 
Dze  
la[;k 

Sr.  
No. 

dk;Z la[;k @ 

Job No. 
,lvkj,Q la[;k  

SRF No. 
 

en dk uke @ 

Name of item  
 

EkkMWy 
la[;k@ 

Model 
No. 
 

en dk dze 
la[;k @ 

Sr. no. of 
item  

Ekk=k @ 

Qty. 
Okkilh @ 
okilh ugha  

Returnable/ 
Non-
Returnable  

vfHk;fDr @ 
m}s';  

Remarks / 
Purpose 

  
 
 
 
 

   
 
 
 
 
 
 
 
 
 
 
 
 

    

 
  
 
 
izkIrdrkZ ds gLrk{kj                                                tkjhdrkZ vf/kdkjh 

Signature of Customer                                                                                                     Issuing Authority 
lkeku ys tkrs le; d̀I;k mldh dk;Z fLFkfr] LVhdj] ikVZ vkfn dh tkap dj ysa A 
Please Check the functional status, Stickers, Accessories, before collection  of the item.  

  

 
 
 
 
 
 
 
 
 

         
 
 
 
 
 
 
 
 
 
 
 
 



Ek xq iz funs'kky;@fgUnh vuqHkkx@&13 
 

Hkkjr ljdkj @ Govt. of India 
 ekudhdj.k ijh{k.k ,oa xq.koÙkk izek.ku funs'kky;]  ubZz fnYyh 

Standardisation Testing and Quality Certification Directorate, New Delhi 
                   

ofj"B fgUnh vuqoknd ä @ dfu"B fgUnh vuqoknd ä dh x¨iuh; fji Z̈V dk QkeZ 
FORM   OF    CONFIDENTIAL    REPORT    OF   SENIOR / JUNIOR  
HINDI TRANSLATORS 
fji Z̈V dh vof/k@o"kZ@ Period / Year under report    
  

Hkkx & I   oS;fDrd C;©js 
    Part – I   Personal Data 

( ea=ky; @ foHkkx @ dk;kZy; ls lacaf/kr iz'kklfud vuqHkkx }kjk Hkjs tkus ds fy,½ 
(To be filled by the Administrative Section of the Ministry/ Department / Office) 

 
1.   vf/kdkjh dk uke                                            
   Name of Officer 
 
2  orZeku in v©j ml ij yxkrkj fu;qfDr dh rkjh[k     
   Present post and date of continuous appointment thereto                          
3  tUe dh rkjh[k  
   Date of birth                                                                                               

  4     D;k vf/kdkjh vuqlwfpr tkfr @ vuqlwfpr tutkfr dk gS  \ 
  Whether the officer belongs to Schedule caste / Schedule Tribe ?                     

 
5     o"kZ ds n©jku NqV~Vh] izf'k{k.k vkfn ij g¨us ds dkj.k  

fM;wVh ls vuqifLFkfr dh vof/k A vxj d¨bZ   
izf'k{k.k fy;k gS r¨ mYys[k djsa A                       

                                               
   Period of absence from duty on leave, training etc.  
      during the year, if he has  
       undergone any training. Please specify. 
 
                                     Hkkx & II Loa; ewY;akdu 
                   Part-II Self Appraisal  
         ¼ftl vf/kdkjh dh fji Z̈V fy[kh tkuh gS] mlds }kjk Hkjs tkus fd fy,½  

         ( To be filled by the officer reported upon) 
 

1 M;wfV; ä dk laf{kIr fooj.k       

            Brief description of   
                                                          
 

2              rd ds o"kZ @ vof/k esa fd, x, dk;Z rFkk vkidh o"kZ @ vof/k dh fo'ks"k miyfC/k; ä 
dk lkjak'k nhth, A ;fn miyfC/k; ä esa deh jgh g¨ r¨ dkj.k crkb, A 

    ¼fn;k tkus okyk lkjka'k uhps fn, x, LFkku esa vk tkuk pkfg, rFkk 100 'kCn ä rd g¨uk pkfg, v©j  
    mlds uhps gLrk{kj fd, tkus t#jh gS ½  

  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

      -1- 
 



 
 

                                                                         -2- 
 

 Brief resume of the work done by you during the year / period  
from……………………….to…………………………….bringing out any special achievements during 
the year/ period. In the event of short fall in achievements furnish reasons. (The resume to be furnished 
within the space provided limited to 100 words and to required to be signed.) mij¨Dr vof/k ds n©jku fuEu 
dk;Z fd, %   
           

 
Hkkx & III  fji Z̈V fy[kus okys vf/kdkjh }kjk ewY;kadu 

Part-    III   Assessment  of the Reporting Officer 
     

¼dI;̀k izfof"V; ä d¨ Hkjus ls iwoZ dk;Z ds vUr esa fn, x, vuqns'k ä d¨ ?;ku ls i< ysa A½ 
(Please read carefully the instructions given at the end of  the form before filling the entries) 

 

1. D;k fji Z̈V fy[kus okys vf/kdkjh Hkkx&II, esa fn, x, fooj.k ls lger gSa\ ;fn ugha r¨ dgka rd vlger gSa 
v©j mlds D;k dkj.k gSa \ 

  (Does the reporting officer agree with the statement made in part  II,   if not, the extent of   
      disagreement and reasons therefore). 
   
 

2. LokLF;   
State of Health  
 
 
 

3  lkekU; cqf}erk v©j lh[kus dh yxu  

General Intelligence and keenness to learn 
 
 
 

 4 dke ds useh igyqv ä tSls vuqokn dk;Z rFkk lkIrkfgd Mk;fj; ä v©j fjdkMZ d¨ Bhd  izdkj ls j[kus dh  
   v¨j ?;ku A 

Attention to routine aspects of work, such an proper maintenance of daily  and weekly dairies and 
record of translation work.   

 
5   dk;kZy; dk;Zi}fr dk Kku  

Knowledge of office procedure 
 
 

6   ¼i½ vuqokn dh 'kCnkoyh] 'kCnd¨'k foKku] O;kdj.k rFkk Hkk"kk foKku dk Kku  

Knowledge of terminological, lexicographical, grammatical and linguistics  aspects of 
translation. 

 
 
 
 
 
 
 
 
 
 
 
 
 
                                           &2& 
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6 (2)   bl ckr dh lko/kkuh j[krs gq, fd ewy #i #ikUrj fu"BkiwoZd djus ij Hkh ljyrk]  vfHkO;fDr  
    dk LokHkkfod Lo#i rFkk c¨/kxE;rk cuh jgs] tYnh rFkk lgh vuqokn djus dh ;¨X;rkA  

    Ability to translate with speed and accuracy taking care to see that faithful rendering of   
          the original does not effect simplicity, natural form of express and intelligibility. 
 
 
 

6  (3)  Hkk"kkv ä ds Lo#i d¨ le>us dh {kerk rFkk iqujh{k.k djrs le; lq/kkjus dh ;¨X;rk  
     Comprehension of the language and ability to effect improvement in the process of    
            vetting . 
 
 
 
 
 

6    (4)  mPpkf/kdkfj; ä }kjk lq/kkjs x, vuqokn esa fn[kkbZ xbZ xyfr; ä v©j =÷fV; ä d¨ u n¨gjkus ds izfr  
    ?;ku A 

Attention to avoidance of mistakes and defective translation pointed out by the superior 
officers. 
 

 
  

7   dke ds fuiVku esa rRijrk  

Promptness in disposal of work 
 
 

8   vuq'kklu c}rk 

Amenability to discipline 
 

9   gkftjh  esa le; dh ikcanh  

Punctuality in attendance 
 
 
 

10   lkFkh deZpkfj; ä ds lkFk laca/k@tu laidZ ¼tgka ykxw g¨½  

Relations with fellow employees / Public relations (Wherever applicable) 
 
 
 

11  lR;kfu"Bk  

Integrity 
 
 
12    D;k fji Z̈V dh vof/k ds n©jku ykijokgh ls dke djus ;k vU; dkj.k ä ls vf/kdkjh dh HkRlZuk  
     dh xbZ gS \ ;fn gka r¨ mldk laf{kIr C;©jk nsa A 

           Has the officer been reprimanded for indifferent  work or other causes during the  
           period under report ? if so, please give brief particulars. 
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13  D;k vf/kdkjh us iaz'klk ;¨X; d¨bZ mRd̀"V ;k mYys[kuh; dk;Z fd;k gS \ ;fn gka] r¨ mldk C;©jk nsa A 

       Has the officer done any outstanding  or   notable work meriting commendations ?   If    
       so, briefly mention them. 
 
 
 
 
 

14 d¨fV fu/kkZj.k  
 
  ¼mRd̀"V @ cgqr vPNk @ vPNk@ v©lr@ v©lr ls de½  

   (Outstanding / Very Good / Good / Average / Below Average) 
 
 
 
 
 
 

¼fdlh vf/kdkjh d¨ rc rd mRd̀"V ugha nh tkuh pkfg, tc rd fd mlesa mPp d¨fV ds xq.k rFkk  dk;Z 
fu"iknu ns[kus eas u vk;k g¨ A ,sls d¨fV fu/kkZj.k ds fy, dkj.k ä dk Li"V mYys[k fd;k tkuk  pkfg, A½ 

(An  officer should  not be graded   outstanding  unless exceptional qualities and performance 
have been noticed. Grounds for giving such a grading should be clearly brought out.) 
 
 
LFkku @ Place                fji¨VZ fy[kus okys vf/kdkjh  ds gLrk{kj 

Rkkjh[k @ Date                                               Signature of the Reporting Officer 
 
 
 
                        

uke lkQ v{kj ä esa 

Name in block letter 
 

 
 
 
 

fji Z̈V dh vof/k inuke 

Designation during the period of report 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Hkkx &   IV  iqujh{k.k vf/kdkjh }kjk vfHk;qfDr;ka 
Part-    IV  Remarks by Reviewing Officer 

 
1. iqujh{k.k vf/kdkjh ds v/khu dh xbZ lsok dh vof/k 

Length of service under the Reviewing Officer 
 
 

2 D;k iqujh{k.k vf/kdkjh bl ckr ls larq"V gS fd fji Z̈V fy[kus okys vf/kdkjh us viuh fji Z̈V mfpr lko/kkuh 
v©j ?;kuiwoZd rFkk lHkh laxr ckr ä d¨ ?;ku esa j[krs gq, nh gS  \ 

Is the reviewing  Officer satisfied that the Reporting Officer has made his/ her report with due 
care and attention and after taking into account all the relevant material ? 

 
 

3 D;k vki fji Z̈V fy[kus okys vf/kdkjh }kjk fd, eqY;kadu  ls lger gSa \  

Do you agree with the assessment  of the officer given by the Reporting Officer ? 
 
 
 

 

4 ftl vf/kdkjh dh fji Z̈V fy[kh tk jgh gS] ;fn vuqlwfpr tkfr @ vuqlwfpr tutkfr dk g]S r¨ d̀I;k bl   
  ckr d¨ fo'ks"k #i ls crk,a fd D;k vuqlwfpr tkfr @ vuqlwfpr tutkfr ds vf/kdkjh ds dk;Z fu"iknu   
  dk ewY;akdu djrs le; nf̀"Vd¨.k viuk jgk gS mfpr jgk gS \ 
 

     If   the officer reported upon is  a  member of a   Scheduled  Caste  / Tribe please          
     indicate  specially weather the attitude of the Reporting Officer in assessing the       
     performance of the  SC/ ST Officer   has been fair and just ?  
 
 
 

5 fji Z̈V fy[kus okys vf/kdkjh }kjk nh xbZ lkekU; vfHk;qfDr; ä ds ckjs esa fof'k"V fVIif.k; ä ds lkFk  
 lkekU; vfHk;qfDr; ä v©j d¨fV fu/kkZj.k lfgr vf/kdkjh ds ljkguh; dk;Z ds ckjs esa vfHk;qfDr;ka A 

 

General remarks with specific comments about the general remarks given by the Reporting 
officer and Remarks about the meritorious work of the officer including grading.    

 
 

6  D;k vf/kdkjh esa ,slh d¨bZ fo'ks"krk,a rFkk @ vFkok ;¨X;rk,a gSa] ftuds dkj.k fo'ks"k dk;Z ds fy,  
 mldk pquk tkuk ;k ckjh u g¨rs gq, Hkh mudh in¨Uufr mpfr g¨ \ ;fn gka] r¨ fo'ks"k #i ls  
 crk,a A 

 Has the officer any special characteristics and/ or any abilities which would justify  
   his/her selection for special assignment or out of turn promotion ? if so, specify. 
 
 
 
 
 
 

LFkku  @ Place                  iqujh{k.k vf/kdkjh ds gLrk{kj 
  

Rkkjh[k @ Date                                                               
Signature of the Reviewing Officer 
 

uke lkQ v{kj ä esa 

Name in block letters: 
 
 

fji Z̈V dh vof/k esa inuke % 

Designation during the period of report : 
 
  
 
 
 
 



Ek xq iz funs'kky;@fgUnh vuqHkkx@&14 
 

Hkkjr ljdkj @ Govt. of India 
 ekudhdj.k ijh{k.k ,oa xq.koÙkk izek.ku funs'kky;]  ubZz fnYyh 

Standardisation Testing and Quality Certification Directorate, New Delhi 
 
 

la[;k 2¼13½@2003&   
fVIi.k la[;k   

 
        dsUnz ds fuEu vf/kdkfj; ä dh okf"kZd osru òf} fnaukd          ls ns; gS A  
 

dze 
la[;k 

uke o inuke osrueku orZeku 
ewy osru 

osru 
òf} 
dh 
nj 

osruòf} 
mijkar ewy 
osru 

vfHk;qfDr 

1   
 
    
 

           

2   

 
 
 

          

3   
 
 
 
 

          

4   
 
 
 
 

          

  5    
 
 
 
 

            

  6   
 

 
 
 
 
  

          

  7   
 

 
 
 
 
  

          

                                                                                      
 

        mij¨Dr deZpkjh _____________ ds izFke dk;Zfnol ij vius dk;Z ij mifLFkr FkS A 
 
 
             d̀I;k mij¨Dr deZpkfj; ä dh okf"kZd osru òf} ds vkgj.k dh vuqefr nh tk, A    
 
    
     lgk;d   
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Hkkjr ljdkj @ Govt. of India 
 ekudhdj.k ijh{k.k ,oa xq.koÙkk izek.ku funs'kky;]  ubZz fnYyh 

Standardisation Testing and Quality Certification Directorate, New Delhi 
  

                 fnukad 
    laLohd̀fr vkns'k 
 

   le; le; ij la'k¨f/kr lkekU; Hkfo";fuf/k (dsUnzh; lsok) fu;ekoyh 1960 ds 
fu;e 12 (             )    v©j fu;e 12  (             )    ds varxZr bysDVªkfudh ijh{k.k rFkk fodkl 
dsUnz] e¨gkyh esa dk;Zjr Jh @Jherh @ dq 

_____________________________________________________ 
d¨ muds lkekU; Hkof";fu/kh [kkrk la esa ls  vius @viuh ____________________ ij O;; djus 
ds laca/k esa  #____________(#__________________________)    dh vfxze jkf'k iznku 
djus ds fy, jk"Vªifr th dh laLohd̀fr iznku dh tkrh gS A 

2          vfxze dh jkf'k_________dh olwyh ___________ ekl ds osru ls 'kq#  djds 
___________ dh izR;sd _______ekfld fd'r¨ esa dh tk,xh A 
 

3    mUgsa  igys laLohd̀fr ___________________dh lesfdr vfxze jkf'k es ls #i;s dh jkf'k 
uhps fufnZ"V lesfdr jkf'k dh olwyh ds 'kq# g¨us rd cdk;k jgsxh A bl jkf'k dh olwyh vc 

laLohd̀fr vfxze jkf'k ds lkFk feykdj dqy ______________________dh 
______________ekl ds osru ls 'kq# djds ___________dh izR;sd ______________ekfld 
fd'r¨ esa dh tk,xh A 
 

4      fnaukd ____________dh Jh @ Jherh @ dq __________________ 
dh  tek   'ks"k jkf'k dk  C;©jk uhps fn;k x;k gS A 

     i   200   & 200 o"kZ dh ys[kk ijph ds vuqlkj 'ks"k jkf'k  ___________ 
  ii   ckn esa tek dh xbZ jkf'k                     ___________ 
      __________ 
      va'knku  

      olwyh                               __________ 
III   dkye 1 v©j II   dk dqy ;¨x               __________ 
IV      ckn esa fudkyh xbZ jkf'k] ;fn d¨bZ gS] 
V       laLohd̀fr dh rkjh[k d¨ 'ks"k dkye III  o IV               ___________ 
 

                mi funs'kd 
    izfrfyfi  

1 j¨dM  vuqHkkx (2 izfr;ka ) 
2 Jh @ Jherh @ dq _________________ 
3 osru ,oa ys[kk vf/kdkjh Hkkjr ljdkj ] bysDVªkfudh ,oa lwpuk iz̈ |©fxdh foHkkx] 6] lh 

th v¨ y¨/kh j¨M+] ubZ fnYyh & 110 003  
4 laLohd̀fr QkbZy A 
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Hkkjr ljdkj @ Govt. of India 
 ekudhdj.k ijh{k.k ,oa xq.koÙkk izek.ku funs'kky;]  ubZz fnYyh 

Standardisation Testing and Quality Certification Directorate, New Delhi 
 

lsok esa] 
       osru o ys[kk vf/kdkjh 
       Hkkjr ljdkj  
       lwpuk iz̈ |©fxdh foHkkx 
       6] lh th v¨ dkEiysDl 
       y¨/kh j¨M+] ubZ fnYyh & 110 003 
 

fo"k; %& Jh @ Jherh @ dq _________________________________________ }kjk lkekU; Hkfo"; fuf/k  
      ls vkgj.k (Withdrawal ) 
 
eg¨n;] 

      eq>s lkekU; Hkfo"; fuf/k fu;ekoyh ds fu;e 15(1)                  ]16(1),   16(2), dsUnh; 

lsok fu;e 1960] ds rgr Jh @ Jherh @ dqekjh 

___________________________________________________ }kjk   #  _____________________( # 

____________________________________ek=) dh jkf'k muds fuf/k ys[kk la[;k 

______________________ ls vkgj.k (Withdrawal ) dh funs'kd dh laLod̀fr lwfpr djus dk funs'k gqvk gS 

ftlls fd os _____________________________ ls lacaf/kr O;; d¨ iwjk dj ldsa A 

 

2 vkgj.k dh jkf'k muds 6 ekg ds ewy osru ls ___________________________________ gS rFkk dqy tek 

jkf'k ds________________ls______________________gS A mudk ewy osru 

________________________ # gS A 

 

3 izfekf.kr fd;k tkrk gS fd Jh @ Jherh @dq @ __________________________ vf/kof"Zkrk ij viuh 

lsokfuòfRr ds 10 o"k Z̈a ds Hkhrj gS vFkok mUg äus fnaukd ________________________ d¨ ____________o"kZ 

dh viuh ljdkjh lsok iwjh dj yh gS A 

 

4   ;g Hkh izekf.kr fd;k tkrk gS fd lkekU;  Hkfo"; fuf/k ls vkgj.k  lfgr lHkh ljdkjh lzz̈ r ä ls Jh @ Jherh@ 

dqekjh ___________ }kjk  Hkou fuekZ.k ds iz;¨tukFkZ vkgfjr dqy jkf'k Hkou fueZk.k  ds iz;¨tukFkZ vfxze eatwjh  ds 

fy, fuek.kZ v©j  vkoklu ea=ky; ds fu;e 2 (  d )    ( [k  ) ds rgr  le; & le; ij fu/kkZfjr vf/kdre lhek ls 

vf/kd ugha gS A      
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  5  vkt   dh fLFkfr ds vuqlkj Jh @Jherh @ dq ________________ds [kkrs esa 'ks"k jkf'k dk C;©jk  
uhps fn;k x;k gS : 
      (1)  o"kZ _____________ dh ys[kk iphZ ds vuqlkj 'ks"k jkf'k     % 

(2) va'knku                                  %     

(3) okilh                                   % 

(4) dkye (1) ls (3) rd dk ;¨x                    % 

(5) ckn esa fudkyh xbZ jkf'k] ;fn d¨bZ g¨                %  

(6) laLohd̀r dh rkjh[k d¨ 'ks"k dkye (4) – (5)                           % 

6.    Jh@Jherh@dq ________________________________ d¨ o"kZ ____________ds ys[kk fooj.k ds ckn 

_________________  ds tfj, ________________# dh jkf'k dk fiNyk vakf'kd & vafre vkgj.k bl 

dk;kZy; }kjk laLohd̀r fd;k x;k Fkk A Jh @ Jherh @ dq __________________ ,slk ekurs gSa  ( tSlk fd mUg äus 

mYys[k fd;k gS ) fd  mUgsa ________________  }kjk _____________ # dk fiNyk  vaakf'kd & vafre vkgj.k 

laLohd̀r fd;k x;k gS A 

            Hkonh; 

         

                                                mi funs'kd 

izfr izsf"kr  

1 j¨dM+ vuqHkkx 

2  Jh @ Jherh @ dq __________________________________________  d¨ mudk /;ku  lkekU; Hkfo"; 
fuf/k (lh,l ) fu;ekoyh ds fu;e 16(2) ds izko/kku ä dh v¨j vkd̀"V fd;k tkrk gS A  ftlds  vuqlkj fuf/k ls /ku 
vkgj.k ds fy, vuqeR; va'knkrk d¨ laLohd̀r djus okys izkf/kdkjh d¨ bl ckr ds fy, larq"V djuk pkfg, fd /ku dk 
mlh iz;¨tu ds fy, mi;¨x gqvk gS ftlds fy, bls f;k x;k gS A blfy, /ku vkgjfr djus ds N% ekg ds Hkhrj 
d̀I;k bl vk'k; dk izek.k i=  izLrqr djsa fd vkgfjr jkf'k dk mlh iz;¨tu ds fy, mi;¨x fd;k x;k gS ftlds 
fy, bls laLohd̀r fd;k x;k gSA  

3  LFkkiuk mi;¨x  

4  LkkekU; Hkfo"; fuf/k Q¨yMj  
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Hkkjr ljdkj @ Govt. of India 
 ekudhdj.k ijh{k.k ,oa xq.koÙkk izek.ku funs'kky;]  ubZz fnYyh 

Standardisation Testing and Quality Certification Directorate, New Delhi 
 
 

la[;k                              fnukad % 
 
 

  
 

 
 
fo"k;     % jlhn dk vxzs"k.k A 
 
lanHkZ la[;k %   
 
eg¨n;] 
      mij¨Dr ds lanHkZ esa vkids }kjk fn, x, Mhek.M MªkQV la[;k  
fnaukd       #     @& dh jkf'k ds fy,] jlhn la[;k       fnaukd      lyaXu gS A 
    

          Hkonh; 
 
 
              
lyaXu % ;Fk¨ifj 
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Hkkjr ljdkj @ Govt. of India 
 ekudhdj.k ijh{k.k ,oa xq.koÙkk izek.ku funs'kky;]  ubZz fnYyh 

Standardisation Testing and Quality Certification Directorate, New Delhi 

 
(    )                          fnuakd     
    
 
osru o ys[kk vf/kdkjh 
Hkkjr ljdkj 
bysDVªkfudh ,oa lwpuk iz©|¨fxdh foHkkx 
¼Department of Information Technology½ 
bysDVªkfuDl fudsru  
6] lhñ thñ v¨ dkEiysDl 
y¨/kh j¨M+] ubZ fnYyh & 110 003 
 
fo"k; % Jh               ds }kjk lkekU; Hkfo"; fuf/k ls fudklh gsrq  
     fcy dk vxzs"k.k A  
 
eg¨n;]  
            mij¨Dr fo"k; ij eq>s  Jh           }kjk lkekU; Hkfo";  fuf/k QaM ls fudklh gsrq  
fcy la[;k   @       fnaukd        #     @& ¼             ½ dh jkf'k dk 
vxzsf"kr djus dk funsZ'k gqvk gS A 
 
          vkils vuqj¨/k gS fd cSad MªkQV Jh         ds uke ls rS;kj djds bl dk;kZZy; esa vkxs 
dh vko';d dkjZokbZ ds fy, Hkstk tk, A 
 
              Hkonh; 
 
 
            
            mi funs'kd 
 
lyaXu % ;Fk¨ifj     
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Hkkjr ljdkj @ Govt. of India 
 ekudhdj.k ijh{k.k ,oa xq.koÙkk izek.ku funs'kky;]  ubZz fnYyh 

Standardisation Testing and Quality Certification Directorate, New Delhi 
QkbZy la[;k 
fVIi.k la[;k  
fnukad 

 
 

  Jh  _______________________________________________________ lEcU/k esa O;; 
d¨  iwjk djus ds fy, vius lkekU; Hkfo"; fuf/k ys[kk la[;k 

________________________________ 

ls  # _________________(___________________________ )  jkf'k fudkyus  ds fy,  

vkosnu fd;k gS A Jh____________________________ dk ewy osru #________izfrekg gS v©j  

muds lkekU; Hkfo";fuf/k esa dqy # ____________________ gSa A 

2  lkekU; Hkfo";fuf/k   fu;e  15 (dsUnzh; lsok,a ) ds vraxZr fdlh Hkh le; fudkyh xbZ jkf'k 
vkosnd dh jkf'k ds vk/ks ls vf/kd  ;k mlds  N% eghus ds ewy osru t¨ Hkh de gS vf/kd ugha 
g¨uh pkfg, A bl ekeys esa vkosfnr jkf'k mudh ml tek  jkf'k ds  vk/ks ls vf/kd @ de gS rFkk 
muds N% ekg ds ewy osru ls  vf/kd @ de gS A 

 3 rFkkfi fu;e 16 ds vraxZr lkekU; Hkfo";fuf/k  esa  dqy  tek jkf'k  dh 3@4  jkf'k Hkh ,sls  
fo'ks"k ekey ä esa vuqeR; gS tgka  jkf'k  fudkyus  ds mn~sn';] va'knkrk ds Lrj v©j vkonsd dh 
tekjkf'k  ds vk/kkj ,slh NwV nsuk vko';d g¨ A   Jh 

___________________________________________us 20 o"kZ ls vf/kd dh lsok dj yh   
   gS  o 10 o"kZ ds vanj lsok fuòRr g¨us okys  gSa A  vr% vafre #i ls jkf'k fudkyus  ds  ik= gSa 
 

   5 mi;ZqDr fLFkfr d¨ ?;ku esa j[krs gq, ge Jh ___________________________________  

   d¨ fu;e 15(1 ) _______________o fu;e 16(1) ds varxZr fo'ks"k ekeys ds #i  esa 

   # ___________________(_________________________________________)                                                        

   dh vafre #i ls jkf'k fudkyus dh eatwjh  nsrs gSa A  

   laLohd̀fr dk izk#i vuqe¨nukFkZ izLrqr gS A  funs'kd d̀i;k vuqefr iznku djsa A   
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Hkkjr ljdkj @ Govt. of India 
 ekudhdj.k ijh{k.k ,oa xq.koÙkk izek.ku funs'kky;]  ubZz fnYyh 

Standardisation Testing and Quality Certification Directorate, New Delhi 
                                                        

osru òf} izek.ki= ( Increment Certificate) 
Lk. ys. fu. 21 (G.A.R.21) 

 
     izekf.kr fd;k tkrk gS fd fuEu ljdkjh lsod ä us] bl vk/kkj ij os fofufnZ"V in ä dh LrEHk 5 esa nf'kZr 
rkjh[k ls de ls de  ,d o"kZ rd /kkj.k dj pqds gSa] LrEHk 6 esa nh xbZ rkjh[k ls fofgr dkfyd osru òf};ka 
mikftZr dj yh gSa A osru òf} ds fy;s lax.kuk esa u yh tkus okyh dk;Z ls vuqifLFkfr vkfn dh vof/k;ka blesa ls 

dkV yh xbZ gSa A ;g Hkh izekf.kr fd;k tkrk gS fd ________________ ls ___________rd  v©j 
_________ ls ________rd  yh xbZ NqV~Vh dh ftl vof/k ;k ftu vof/k; ä dh fuEu fooj.k esa fn, x, 
LFkkukiUu ljdkjh lsod @ lsod ä dh n'kk esa osru òf} ds fy;s x.kuk dh xbZ gS] mlds muds n©jku og @ os ljdkjh 
#i ls mlh@ mUgha in @in ä ij LFkkukiUu  #i ls dk;Z djrk @ djrs jgrs ;fn og NqV~Vh ij u tkrs A   
          

          Certified that the Government servants named below  have earned the prescribed periodical increments from 
the date cited in Column 6, having been the incumbents of the posts specified for not less than one   year from the date 
shown in column 5, after deducting periods of absence from duty  not counting for increment , absence on leave without 
pay, etc. Further Certified that during the period or periods of leave taken  from ___________to____________and 
______from ____ which have been counted for increment in the case of officiating Government servant / servants named 
below, He/she/ they would have officiated in the posts but for his/their proceeding on leave.  
 
in/kkjh dk uke vf/k"Bk

;h  
  ;k 
LFkkukiU
u 

in dk osrueku  orZeku 
osru 

Rkkjh[k ftlls 
orZeku osru 
fy;k tk jgk 
gS  

orZeku osru 
òf} dk 
rkjh[k  

Hkfo"; esa  
osru 

dk;Z ls vuqifLFfr 
t¨fd osru òf} dh 
x.kuk ds fy, u g¨  

fcuk osru 
vodk'k  

Name of Incumbent  Subst
-
antive        
    or 
offici
at-ing 

Scale of pay of 
post 

Present 
Pay 

Date from 
which 
present pay 
is drawn 

Date of 
present 
increment 

Future 
Pay 

Absence form 
duty not counting 
for increment  
ls         rd 

From                To                            

Leave  
without pay  
  
ls      rd 
From       To                          

           1       2     3      4      5      6     7 8                   9      10        11 
      #        @&     #   @&     -                            - -                - 
       #     @&    #   / - -                            - -                - 
       #     @&    #   /- -                            -  -               - 

              #       @&    #   /-  -                           -  -               - 

        #      @&    #    /-  -                    - -            - 
                                                                                      
 
 

                                          
vkgj.k o laforj.k vf/kdkjh ds gLrk{kj                                               

Signature of Drawing & Disbursing Officer 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
Ek xq iz funs'kky;@fgUnh vuqHkkx@&20 

 

Hkkjr ljdkj @ Govt. of India 
 ekudhdj.k ijh{k.k ,oa xq.koÙkk izek.ku funs'kky;]  ubZz fnYyh 

Standardisation Testing and Quality Certification Directorate, New Delhi 
                                                        
 
uhps n'kkZ, fooj.k ds vuqlkj Jh ____________________ inuke _________________________ 
________________vuqHkkx _________________________________ }kjk lapyu vkns'k la[;k (Movement Order 

No.) fnaukd __________________________ds }kjk ljdkjh n©js ds le; ljdkjh lkeku d¨ ys tkus ij [kpZ fd;s x, O;; 

dh izfriwfrZ A 

fnukad  ls             rd 
      ;k=k dh 

okgu dk ek?;e O;; 
dk 
fooj.k 

Dqy vnk ;¨X; 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

     

  

 lkeku dk fooj.k _________________________________________________________ 
  
  izekf.kr fd;k tkrk gS fd eSusa mi;qZDr O;; okLro esa fd;k gS rFkk igys ;g nkok ugha fd;k A 
         

          gLrk{kj __________________ 
 
              fnaukd ____________________ 
vuqHkkx vf/kdkjh dh vfHk;qfDr % 
 
vuqe¨fnr @ vuqe¨fnr ugha  
  
      funs'kd ds gLrk{kj 
                   

# ______________________ ( # ______________________) ds fy;s Lohd̀r o ikfjr A 
 
          mi funs'kd 
 
 
 
 
 
 
 
 
 
 
 



 
Ek xq iz funs'kky;@fgUnh vuqHkkx@&21 

 

Hkkjr ljdkj @ Govt. of India 
 ekudhdj.k ijh{k.k ,oa xq.koÙkk izek.ku funs'kky;]  ubZz fnYyh 

Standardisation Testing and Quality Certification Directorate, New Delhi 
  
 

la[;k                                   fnaukd  %  
 

dk;kZy; vkns'k @ Office Order 
 
     funs'kky; ds fuEu deZpkfj;¨a d¨ fuEu fooj.k vuqlkj vodk'k dh vuqefr iznku dh xbZ Fkh : 
              Leave as per detail given hereunder was sanctioned to the following official (s) of this Directorate : 
 

dzzze 
la[;k 

uke o inuke 
loZ Jh @ Jherh 

vodk'k 
dk 
izd̀fr 

vodk'k dh vof/k dqy 
fnu 

l{ke 
izkf/kdkjh 

cdk;k vftZr 
vodk'k @ 
v/kZ osru 
vodk'k 

Sr. 
No. 

Name & Designation  Type of 
leave 

Period of Leave Total 
Days 

Sanctioning 
Authority 

Balance  
EL/HPL 

       
       
       
       
       
       
       
       
       
       
       
 
 ;g Hkh izekf.kr fd;k tkrk gS fd vodk'k dh lekfIr ij mUg¨us mlh in ,oa LFkku ij dk;ZHkkj xzg.k dj 
fy;k gS ftlls og vodk'k ij x, Fks A  

                       Certified also that after the expiry of leave / he/ she/ has been posted to 
the same post and station from which he/she proceeded on leave.  
 

            mi funs'kd@ Deputy Director 
izfrfyfi % lacaf/kr deZpkjh@Individual concerned  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

     Hkkjr ljdkj 
  bysDVªkfudh ijh{k.k rFkk fodkl dsUnz  

( ekudhdj.k xq.koÙkk izek.ku funs'kky;]  bysDVªkfudh ,oa lwpuk iz©|¨fxdh foHkkx] 
    lapkj ,oa lwpuk iz©|¨fxdh ea=ky; )        

ch&108] v©|¨fxd {ks=] Qst vkB] ,l , ,l uxj ] e¨gkyh & 160 071  
nwjHkk"k 0172&2236711] 2237576] 2236707] 2236699 

           QSDl & 91 (0172) 2236681   b esy %  etdc @ sancharnet. in  
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Ek xq iz funs'kky;@fgUnh vuqHkkx@&22 
 

Hkkjr ljdkj @ Govt. of India 
 ekudhdj.k ijh{k.k ,oa xq.koÙkk izek.ku funs'kky;]  ubZz fnYyh 

Standardisation Testing and Quality Certification Directorate, New Delhi 
 
                            fpfdRlk Oo; izfriwfrZ fcy 
Dz
e 
la 

deZpkjh dk uke j¨xh  
dk  
uke 

deZ& 
pkjh 
ls   
laca/k 

vLirky@ fMLisaljh dk uke fcekjh  
dk uke 

mipkj dh vof/k nkok 
dh xbZ 
jkf'k  

Ikkfj
r 
jkf'k  

dqy 
t¨M+ 

vfHk;q-
fDr 

             423 423   

   
 

          418 418   

    
 

           118 118   

   
 

          208 203 1162  

                                                                182 182   

                                   182 182 364  

                                                   283 283   

           
 

                                                                                        269 269   

                                                                                                                                                                                                  94 94   

   
 

                                                          125 125   

      
 

                             251 251 1022  

                            258 248   

                        195 195   

            109 109   

             157 142   

             189 189 189  

             144 144   

             468 468 612  

                     1556 1556 1556  

               851 851   

             834 772 1623  
 

                                                            139 139   

                                                189 189 328  

          587 587   

          116 116 703  

  
 

       228 106 106   

   
 

       176 176   

         139 139   

        275 275   

        323 323   

        636 636   

        160 154   

        95 95 1798  

 
 
 

 
 
 
 
 
 
 
 
 
 



 
 
 

 Ek xq iz funs'kky;@fgUnh vuqHkkx@&23 
 

Hkkjr ljdkj @ Govt. of India 
 ekudhdj.k ijh{k.k ,oa xq.koÙkk izek.ku funs'kky;]  ubZz fnYyh 

Standardisation Testing and Quality Certification Directorate, New Delhi 
  

 
                            fpfdRlk Oo; izfriwfrZ fcy 
            
Dze 
la[;k 

uke o inuke Dqy nkok 
dh xbZ 
jkf'k  

vfxze dh 
olwyh 

'kq} vnk;¨X;  
jkf'k 

1           

2       
 3           
 4         

5     
6       
7               
8     
9     
10     
11     
12     
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
Ek xq iz funs'kky;@fgUnh vuqHkkx@&24 

 

Hkkjr ljdkj @ Govt. of India 
 ekudhdj.k ijh{k.k ,oa xq.koÙkk izek.ku funs'kky;]  ubZz fnYyh 

Standardisation Testing and Quality Certification Directorate, New Delhi 
  

 
              fVIi.k la[;k 

 
 
      egkizca/kd nwjHkk"k foHkkx] ubZ fnYyh ls fuEu fooj.k vuqlkj nwjHkk"k dk fcy izkIr gqvk gS % & 
 

dze  
la[;k 

miHk¨Drk la[;k ,OA nwjHkk"k 
la[;k 
 

fcy la[;k ,oa tkjh g¨us 
dh rkjh[k 

fcy dh 
vnk;¨X; 
jkf'k 

fcy dh 
vof/k 

MhMh @ 
pSd }kjk 
vnk;xh dh 
vafre 
rkjh[k 

1 
 

      

2 
 

      

3       

3 
 

       

4        

5 
 

       

 
 
       lacaf/kr izeq[k ls fcy dk lR;kiu djok fy;k x;k gS A 
 

      rnqijkar funs'kd] ls mij¨Dr nwjHkk"k fcy dh vnk;xh] AO(Cash), BSNL, O/o PGMTD,       
     New Delhi  d¨ djus ds m}s'; ls vuqefr dh vuqj¨/k gS A 
 
 
 lgk;d   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

 Ek xq iz funs'kky;@fgUnh vuqHkkx@&25 
 

Hkkjr ljdkj @ Govt. of India 
 ekudhdj.k ijh{k.k ,oa xq.koÙkk izek.ku funs'kky;]  ubZz fnYyh 

Standardisation Testing and Quality Certification Directorate, New Delhi 
  

 
           fnukad     
lsok esa] 
 osru o ys[kk vf/kdkjh 
 lwpuk iz̈ |©fxdh foHkkx 
 6] lh th v¨ dkEiysDl 
 y¨/kh j¨M] ubZ fnYyh &100 003 
 
fo"k; &   nwjHkk"k fcy  dh vnk;xh ds fy, vuqefr A 
 
eg¨n;] 
  eq>s # @& ¼#     ½ dh jkf'k fnaukd      ls  fnaukd    rd dh 

vof/k ds fy, fcy la[;k     fnaukd    nwjHkk"k izHkkj ¼Telephone Charges) ds #i 
esa,  ys[kk vf/kdkjh ¼j¨dM+½] Hkkjr lapkj fuxe fya-] dk;kZy; fizalhiy egkizca/kd nwjHkk"k] 
p.Mhx<+ [AO (Cash), BSNL, O/O PGMTD, New Delhi ] d¨  vnk djus ds fy, egkfuns'kd] 
ekudhdj.k xq.koRrk izek.ku funs'kky;  dh vuqefr iznku djus dk funsZ'k gqvk gS A 

 
     O;; o"kZ 2012&2013 ds fy, ekax la[;k 15] eq[; 'kh"kZ 2852& m|¨x 

&.07&nwjlapkj ,oa bysDVªkfuDl m|¨x & 07.220.06& ,lVhD;wlh dk;Zdze& .03& bVhMhlh 
ds ifjpkyu O;; & 2852.07-202.06.03 - ctV 'kh"kZ ‘dk;kZy;  O;;’ ¼;¨tuk½ ls fd;k 
tk,xk A  

               Hkonh; 

 
      
                  mi funs'kd 

izfrfyfi % ys[kk lgk;d  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



           Ek xq iz funs'kky;@fgUnh vuqHkkx@&26 
 

Hkkjr ljdkj @ Govt. of India 
 ekudhdj.k ijh{k.k ,oa xq.koÙkk izek.ku funs'kky;]  ubZz fnYyh 

Standardisation Testing and Quality Certification Directorate, New Delhi 
                              

 
nwjHkk"k fcy dh izfriwfrZ ds fy, izi= 

FORM FOR REIMBURSEMENT OF TELEPHONE BILLS 
 
 

1 uke @  Name    :__________________________________ 
 

2 inuke @   Designation  :_________________________________ 
 

3 vuqHkkx @ Section   :_________________________________ 
 

4 fcy dk fooj.k @ Detail of bill :_________________________________ 
 

Dze 
la[;k 

Sr. 
No. 

vof/k Period fcy la[;k ,oa 
nwjHkk"k la[;k 

Bill No. & 
Telephone no. 

fcy dh jkf'k 

Amount of Bill 
vfHk;qfDr 

Remarks 

 ls From     rd To    

 
 

    

 
 

    

 
 

    

 
 

    

 
 
eSa lR;kfir djrk gwa fd mij¨Dr fcy esjs }kjk vnk fd;k x;k gS A 

I herby certify that the above mentioned Telephone bill(s) have been paid by me. 
 
 
          

   vkosnd ds gLrk{kj 

           Signature of Applicant 
                uke o inuke  

            Name & Designation  
 

fnukad @ Date 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Ek xq iz funs'kky;@fgUnh vuqHkkx@&27 
 

Hkkjr ljdkj @ Govt. of India 
 ekudhdj.k ijh{k.k ,oa xq.koÙkk izek.ku funs'kky;]  ubZz fnYyh 

Standardisation Testing and Quality Certification Directorate, New Delhi 
 

 
Qkby la[;k                           fnukad 

 

fVIi.k la[;k 
 
 

       dsUnz ds fuEu vf/kdkfj;¨a ftUgsa fu;ekuqlkj eq[; dk;kZy; dh v¨j ls vkokl ij VsyhQ¨u  
       dh lqfo/kk miyC/k djokbZ xbZ gS] mUg¨aus egkizca/kd nwjHkk"k foHkkx] ubZ fnYyh +  dh v¨j  
       ls izkIr nwjHkk"k dk fcy fuEu fooj.k vuqlkj izfriwfrZ ds fy, izLrqr fd;k gS % & 
 

dze  
la[;k 

ys[kk la[;k 
 

fcy la[;k ,oa 
tkjh g¨us dh 
rkjh[k 

VsyhQ¨u 
la[;k 

fcy dh 
vnk;¨X; 
jkf'k 

fcy dh 
vof/k 

MhMh @ 
pSd }kjk 
vnk;xh dh 
vafre 
rkjh[k 

 
 

      

 
 

      

 
 

      

 
 

      

 
 
         lacaf/kr vf/kdkfj;¨a ls fcy lR;kiu djok fy;k x;k gS A  
 
        d̀I;k lacaf/kr vf/kdkfj;¨a d¨ izfriwfrZ djus ds m}s'; ls #        dh vuqefr dk  
        vuqj¨/k gS A 
 
     
        lgk;d   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Ek xq iz funs'kky;@fgUnh vuqHkkx@&28 
 

Hkkjr ljdkj @ Govt. of India 
 ekudhdj.k ijh{k.k ,oa xq.koÙkk izek.ku funs'kky;]  ubZz fnYyh 

Standardisation Testing and Quality Certification Directorate, New Delhi 
 

                Qkby la[;k  
 
                  fVIi.k la[;k  

                             fnukad   
 
            uxj fuxe] ubZ fnYyh ls ty vkiwfrZ ,oa lhcjst fcy fuEu fooj.k izkIr gqvk gS % & 
 

dze  
la[;k 

ys[kk la[;k 
 

fcy 
la[;k 
,oa tkjh 
g¨us dh 
rkjh[k 

fcy dh 
vnk;¨X; 
jkf'k 

fcy dh vof/k MhMh @ pSd }kjk vnk;xh 
dh vafre rkjh[k 

 
           fcy lR;kfir dj fn, x, gSa A 
 
           funs'kd] ls mij¨Dr ty vkiwfrZ ,oa lhcjst fcy dh vnk;xh lacaf/kr foHkkx d¨ djus      
           ds m}s'; ls vuqefr dh vuqj¨/k gS A 
 
 
                       lgk;d   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

                   
 

 
 
 

 
 
 
 
 



Ek xq iz funs'kky;@fgUnh vuqHkkx@&29 
 

Hkkjr ljdkj @ Govt. of India 
 ekudhdj.k ijh{k.k ,oa xq.koÙkk izek.ku funs'kky;]  ubZz fnYyh 

Standardisation Testing and Quality Certification Directorate, New Delhi 
 

 

  
            fnukad     
lsok esa] 
 osru o ys[kk vf/kdkjh 
 lwpuk iz̈ |©fxdh foHkkx 
 6] lh th v¨ dkEiysDl 
 y¨/kh j¨M] ubZ fnYyh &100 003 
 
fo"k; &   ty vkiwfrZ ,oa lhcjst fcy  dh vnk;xh ds fy, vuqefr A 
 
eg¨n;] 
   eq>s   #      @&  ¼#            ½  dh jkf'k  
fnaukd      ls       rd dh vof/k ds fy, fcy la[;k       fnaukd    

ty vkiwfrZ ,oa lhcjst izHkkj ¼Water Supply & Sewerage Charges) ds #i esa,  
xj] e¨gkyh ¼     ) d¨ vnk djus ds fy, egkfuns'kd] dh vuqefr iznku djus dk 
funsZ'k gqvk gS A 

 
     O;; o"kZ 2012&2013 ds fy, ekax la[;k 15] eq[; 'kh"kZ 2852& m|¨x 

&.07&nwjlapkj ,oa bysDVªkfuDl m|¨x & 07.220.06& ,lVhD;wlh dk;Zdze& .03& bVhMhlh 
ds ifjpkyu O;; & 2852.07-202.06.03 - ctV 'kh"kZ ‘dk;kZy;  O;;’ ¼;¨tuk½ ls fd;k 
tk,xk A  

                Hkonh; 

 
                 mi funs'kd 
 

izfrfyfi % ys[kk lgk;d  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



             Ek xq iz funs'kky;@fgUnh vuqHkkx@&30 
 

Hkkjr ljdkj @ Govt. of India 
 ekudhdj.k ijh{k.k ,oa xq.koÙkk izek.ku funs'kky;]  ubZz fnYyh 

Standardisation Testing and Quality Certification Directorate, New Delhi 
 

 
 Qkby la[;k   

     fVIi.k la[;k  
 
 
        fnYyh  fo|qr eaMy]  ls fuEu fooj.k vuqlkj fo|qr vkiwfrZ dh fcy izkIr gqvk gS % & 
 

dze  
la[;k 

ys[kk 
la[;k 
 

fcy la[;k ,oa tkjh 
g¨us dh rkjh[k 

fcy dh vnk;¨X; 
jkf'k 

fcy dh 
vof/k 

MhMh @ pSd }kjk 
vnk;xh dh vafre 
rkjh[k 

 
 

     

 
 
      izeq[k fo|qr vuqj{k.k] ls blds lR;kiu dk vuj¨/k gS A 
 
      rnqijkar funs'kd]  ls mij¨Dr fo|qr fcy dh vnk;xh] jkT; fo|qr eaMy]  d¨     
      djus ds m}s'; ls vuqefr dh vuqj¨/k gS A 
 
 
  lgk;d   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
             Ek xq iz funs'kky;@fgUnh vuqHkkx@&31 

 

Hkkjr ljdkj @ Govt. of India 
 ekudhdj.k ijh{k.k ,oa xq.koÙkk izek.ku funs'kky;]  ubZz fnYyh 

Standardisation Testing and Quality Certification Directorate, New Delhi 
 
 

  
           fnukad     
lsok esa] 
 osru o ys[kk vf/kdkjh 
 lwpuk iz̈ |©fxdh foHkkx 
 6] lh th v¨ dkEiysDl 
 y¨/kh j¨M] ubZ fnYyh &100 003 
 
fo"k; &   fo|qr fcy  dh vnk;xh ds fy, vuqefr A 
 
eg¨n;] 
 

  eq>s #  @& ¼#        ½ dh jkf'k fnaukd          ls fnaukd             
rd dh vof/k ds fy, fcy la[;k              

            fnaukd      fo|qr izHkkj ¼Electricity Charges) ds #i esa,  
_______________ vnk djus ds fy, funs'kd] bVhMhlh] e¨gkyh dh vuqefr iznku djus 
dk funsZ'k gqvk gS A 

 
     O;; o"kZ 2012&2013 ds fy, ekax la[;k 15] eq[; 'kh"kZ 2852& m|¨x 

&.07&nwjlapkj ,oa bysDVªkfuDl m|¨x & 07.220.06& ,lVhD;wlh dk;Zdze& .03& bVhMhlh 
ds ifjpkyu O;; & 2852.07-202.06.03 - ctV 'kh"kZ ‘dk;kZy;  O;;’ ¼;¨tuk½ ls fd;k 
tk,xk A  
 

                  Hkonh; 

 
              
                              mi funs'kd 

 
       
 

izfrfyfi % ys[kk lgk;d  
 
 
 
 
 
 
 
 
 
 

 



 
             Ek xq iz funs'kky;@fgUnh vuqHkkx@&32 

 

Hkkjr ljdkj @ Govt. of India 
 ekudhdj.k ijh{k.k ,oa xq.koÙkk izek.ku funs'kky;]  ubZz fnYyh 

Standardisation Testing and Quality Certification Directorate, New Delhi 
 
 

izi= la[;k lhVh vkj 42               }kjk lek;¨t; @ Adjusted by:- 
FORM C.T.R 42                                osru o ys[kk vf/kdkjh @  Pay and Accounts Officer 

          lapkj ,oa lwpuk iz̈ |©fxdh ea=ky; @ Ministry of Communications and  Information 
Technology 

 
fcy la[;k @ Bill No__________________                                      fnukd   /  Dated :_____________ 

 
 
Dze 
la[;k 

Sr.  
No 

va'knkrk dk uke 
Name of Subscriber 

Hkfo"; fuf/k 
ys[kk [kkrk la[;k 
,oa izkf/kdkjh 

Provident 
Fund Account 
No.    & 
Authorities  

vuqefr la[;k 
,oa fnaukd 

No. of date of 
sanction  

vafre vn;kxh 
vfxze @ vU; 
fudklh @ 
chvkb,y,l ds 
v/khu fudklh 

Final Payment 
Advance/ other 
withdrawal / 
Payment under  
B.I.L.S 

vnk;¨X; jkf'k 

Amount payable 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 

    

 
dqy @ Total            # Rs. 
dqy vnk;¨X; jkf'k ('kCn ä esa ) 
Net amount  required for payment (in  
words)________________________________________________  
8009& lkekU; Hkfo"; fuf/k vfxze @ 8009- Civil GPF Advance  
jkT; Hkfo"; fuf/k @ State Provident Funds  
LkekU; Hkfo"; fuf/k ntkZ 4 @ GPF Class IV  
ntkZ pkj ls vU;  @ Other than Class IV staff 
                                                                                                   vVkgj.k ,oa loaforj.k vf/kdkjh 
                   Drawing & Disbursing Officer 

     
# / Rs   _ __________________________dh vnk;xh ds fy, ikfjr Passed for payment of 
 
(# / Rupees _________________________________________________________ dspy @ Only) 

 
 
 
 
 
 
 
 
 



 
 

bVhMhlh@iz'kklu@fgUnh vuqHkkx@&33                    
 

izi= th,vkj [37 fu;e 165 ns[ksa ¼1½] 
izi= [ktkuk fu;e 27-ch [fu;e 669 ns[ks] 

                      vfxez ds  fy, fcy 
                      fcy la[;k __________________ 
                                                   vfxze dk izdkj _______________ 
MhMhv¨ d¨M                               cSasd d¨M        
             
ys[kk 'kh"kZ 
xzkaV                ,e ,p lhfj;y               ,llhMh          +- dk fpÐ           jkf'k 

                                            #  iS 
                      

   

      

                             
¼;fn jkf'k vU; ys[kk vf/kdkjh ds }jk lek;¨T; g¨ ½ 
            
osru o ys[kk vf/kdkjh 
dk d¨M  

                        

 

dze 
la[;k 

LFkkiuk dk 
vuqHkkx ,oa 
in/kkjh dk uke 
ihchvkj Q¨fy;¨ 
ds lkFk  

D;k LFkk;h 
v/kZ LFkk;h 
vLFkk;h 

osru D;k tekur 
yh xbZ  

vfxze dh 
jkf'k 

vfHk;qfDr 

       

       

       

       

       

  
izekf.kr fd;k tkrk gS fd                                vnk djus ds fy, dqy jf'k dh   
lacaf/kr osru osru fcy iaftdk esa                           vko';drk gS A 
banjkt dj fn;k x;k gS A            # ¼'kCn ä esa½ 
 
izfrgLrk{kj                                          vnk;xh izkIr dh 
 
gLrk{kj                                            gLrk{kj      
 
inuke                                            vkgj.k vf/kdkjh dk inuke   
 
fnaukd                        fnaukd  
                

 
 
 
 
 
 
 
 
 
 
 
 
 
 



osru o ys[kk dk;kZy; esa iz;¨x ds fy, 

# ________________¼# ________________________________________________½ ds fy, ikfjr 
 

pSd @ fMekaM  la[;k ds uke ________________________________________________________ 
 
fnaukd                      osru o ys[kk vf/kdkjh @ pSd vkgj.k  
                        vkgj.k o laforj.k vf/kdkjh 
 
 
 
 
 
 
 
 
 
okmpj la[;k                  fnu   ekg   o"kZ                    

             

      
oxZ 
, ch lh       pSd la[;k         fnu     ekg   o"kZ         jkf'k 

                            #    iS 

                            

 

                   

 

                   

   
jn~n fd, x, pSd dk fooj.k   
oxZ 
, ch lh       pSd la[;k         fnu    ekg    o"kZ           jkf'k 
               #   iS 

                   

 
 
                   osru o ys[kk vf/kdkjh @ pSd vkgj.k 

  
                   vkgj.k o laforj.k vf/kdkjh 
 

 fVIi.k  
 

 1 ;k=k HkÙkk] vodk'k ;k=k fj;k;rvodk'k]  osru] vodk'k osru ,oa y/kq&vof/k vfxze bl izi= ij Hkjs tk,a  
           2 izR;sd izdkj ds fcy ds fy, vyx fcy izLrqr fd;k tk, A 
           3 tgka ij vfxze dsoy tekur ysdj gh vnk fd;k tkrk gS] ;g rF; fcy izLrqr djus ls iwoZ  
             vkgj.k vf/kdkjh ds }kjk izekf.kr dj ysuk pkfg, A 
           4 tgka ij vfxze dk vkgj.k l{ke izkf/kdkjh dh vuqefr ls fd;k tkrk gS rFkk fcy izLrqr djus ls iwoZ 
             izfrgLrk{kj ugha fd;k tk,] vfHk;qfDr dkye esa vuqefr dh la[;k ,oa fnukad fy[kk tk, ,oa izfrgLrk{kj ds fy,   
             banjkt dkV fn, tk,a A 

5 dkye 7] fd'r ä dh la[;k ftudh olwyh dh tkuh gS] tgka vko';d g¨] fy[kh tkuh pkfg,  
  ;fn vfxze LFkkukrj.k ds fy, g¨] dk;kZy;] tgka LFkkukrj.k gqvk gS fy[kk tkuk pkfg, A 
 
 
 
 
 
 
 
 
 

 



izek.ki= 
 
izekf.kr fd;k tkrk gS %  
 

1 ftu deZpkfj; ä ds fy, le;¨ifj HkÙks dk nkok bl fcy esa fd;k x;k gS] okLro esa mUg¨us 
le;¨ifj dk;Z djds vftZr fd;k gS A 

 
 
2 vof/k ftlds fy, bl fcy esa le;¨ifj HkÙks dk nkok fd;k x;k gS] ewy fjdkMZ ls tkap dh xbZ 

,oa lgh ik;k x;k A 
 
 

3 le;¨ifj HkRrs dk nkok l{ke izkf/kdkjh ds }kjk vuqe¨fnr nj ä ij fd;k x;k gS A 
 
 
 

4 ljdkjh deZpkfj; ä ds vk;dj dh x.kuk djrs le; bl fcy esa n'kkZ, le;¨ifj 
HkÙks d¨ [kkrs esa Mky fn;k x;k gS A 
 
 
            mi  funs'kd 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



                              Ek xq iz funs'kky;@fgUnh vuqHkkx@&34 
 

Hkkjr ljdkj @ Govt. of India 
 ekudhdj.k ijh{k.k ,oa xq.koÙkk izek.ku funs'kky;]  ubZz fnYyh 

Standardisation Testing and Quality Certification Directorate, New Delhi 
 
 

 
          fnaukd % 
 
lsok esa] 
  osru o ys[kk vf/kdkjh 
  lapkj ,oa lwpuk iz©|¨fxdh ea=ky; 

lwpuk iz©|¨fxdh foHkkx  
bysDVªkfuDl fudsru 
6] lh th v¨ dkEiysDl 
y¨/kh j¨M+] ubZ fnYyh &110 003 

 
fo"k; %     vuqefr A 
 
eg¨n;] 

  eq>s eS @l __________________________________________________ 

d¨ fuEu fooj.k vuqlkj vnk;xh djus ds fy, funs'kd] egkfuns'kd ,lVhD;wlh dh vuqefr iznku 

djus dk funsZ'k gqvk gS A  

dze                fooj.k            ek=k                 nj  
la[;k 
   
 
 
 
 

2 #_____________________¼# _____________________________ ½ dk O;; 
ctV 'kh"kZ ______________2012-2013 esa ls fd;k tk,xk A  

 
         Hkonh; 
 
 

          
          
                                      mi funs'kd 
 

 
 
 
 
 
 
 
 
 
 
 



             Ek xq iz funs'kky;@fgUnh vuqHkkx@&35 
 

Hkkjr ljdkj @ Govt. of India 
 ekudhdj.k ijh{k.k ,oa xq.koÙkk izek.ku funs'kky;]  ubZz fnYyh 

Standardisation Testing and Quality Certification Directorate, New Delhi 
 
 

     fpfdRlk izHkkj izfriwfrZ fcy 
fcy la[;k ___________________________________________ fnaukd ____________ 
 
lapkj ,oa lwpuk iz©|¨fxdh ea=ky;] lwpuk iz©|¨fxdh foHkkx] 
ekudhdj.k ijh{k.k rFk xq.koÙkk izek.ku funs'kky;]  

ekg ____________________ 2008 ds fy, 
 

ys[kk 'kh"kZ 2852&02. 202.03&06 osru ¼fpfdRlk mipkj O;;½& ;¨tuk 2012&2013 A 
Dze 
la[;k 

LFkkiuk dk vuqHkkx ,oa deZpkjh dk 
uke 

dqy nkok 
dh xbZ 
jkf'k  

vfxze vnk 
dh olwyh 

'kq} vnk;¨X; 
jkf'k 

1               
2           
3       

4             
5       
6       
7       
8       
9       
10       
11       
12       
       
 

   vnk;xh ds fy, #        @&  ¼#                ½ dh vko';drk gS A 
 
  izekf.kr fd;k tkrk gS fd bl rkjh[k ls 1@2@3 ekg igys vkgfjr fd, x, fcy¨ dh jkf'k] dsoy fuEu viokn ä  
d¨ N¨M+dj ¼ftlds fy, bl fcy esa dV©rh djds] dqy jkf'k okfil dh xbZ gS½] ljdkjh deZpkjh d¨ ckaV nh xbZ gS  
,oa mldh jlhn fcy dh dk;kZy; izfr ij ;k vyx ls Hkqxrku iaftdk ij ys yh xbZ gS A 
         vof/k            jkf'k       
         
2  okfil fy, x, fpfdRlk izHkkj dk fooj.k 
   LFkkiuk dk vuqHkkx ,oa in/kkjh  lyaXu lwph ds vuqlkj 
 
3 izekf.kr fd;k tkrk gS fd vko';d izek.ki= jlhn vkfn lyaXu gSA  
 
               vnk;xh izkIr dh 
 
 
                gLRkk{kj   
              vkgj.k vf/kdkjh dk inuke 

 
 
 
 
 
 
 
 
 
 
 



               
 
 

             Ek xq iz funs'kky;@fgUnh vuqHkkx@&36 
 

Hkkjr ljdkj @ Govt. of India 
 ekudhdj.k ijh{k.k ,oa xq.koÙkk izek.ku funs'kky;]  ubZz fnYyh 

Standardisation Testing and Quality Certification Directorate, New Delhi 
 
 

         
 
                                                  vkarfjd lEizs"k.k u¨V ¼vkbZ lh ,u½ 
                                               INTERNAL COMMUNICATION NOTE(ICN) 
 
 
vkbZ lh ,u la[;k @                                                                  fnukad            
ICN NO._                                                      Date 
 
 ls _______________ rd   
From___________    to                                     
 
fo"k; %  

Subject:                  

 

      
 

           izeq[k 
 
                                         Head  
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



                Ek xq iz funs'kky;@fgUnh vuqHkkx@&37 
 

Hkkjr ljdkj @ Govt. of India 
 ekudhdj.k ijh{k.k ,oa xq.koÙkk izek.ku funs'kky;]  ubZz fnYyh 

Standardisation Testing and Quality Certification Directorate, New Delhi 
 
 

                                                                                                   fnukad / Date  
  Dze 
la[;k 

SR.NO. 

uke 
NAME 

inuke 
DESIGNATION 

Ckkgj tkus 
dk le; 
TIME OUT 

Okfil vkus 
dk le; 
TIME IN 

m}s'; 

PURPOSE 
gLrk{kj 

SIGNATURE 

       
       
       
       
       
       
       
       
       
       
       
       
       
       
       
       
       
       
       
       
       
       
       
       
       
       
       
       
       
       
       
       
       
       
       
       
       
       
       
       
       
       
 
 
 
 
 
 
 
 
 
 
 
 



 
             Ek xq iz funs'kky;@fgUnh vuqHkkx@&38 

 

Hkkjr ljdkj @ Govt. of India 
 ekudhdj.k ijh{k.k ,oa xq.koÙkk izek.ku funs'kky;]  ubZz fnYyh 

Standardisation Testing and Quality Certification Directorate, New Delhi 
 

le;¨ifj HkÙks ds nkos dk izi= 
 

fnukad dk;Zfnol 
Fkk ;k 
lkoZtfud 
vodk'k 

vof/k 
 
ls    rd 

okLrfod 
yxk;k 
x;k 
le;  

,d /k.Vs 
dh dV©rh 
ds i'pkr 
yxk;k 
x;k le;  

nj izfr 
/k.Vk 

nkok dh 
xbZ jkf'k 

ml 
p©dhnkj 
dk uke 
t¨ vkjke 
ij Fkk A 

p©dhnkj 
t¨ vodk'k ij 
Fkk A 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

        

 
 

     izekf.kr fd;k tkrk gS fd eSa _________________________________( uke o inuke ) mij¨Dr ds 
vuqlkj izR;sd ds fo+#} n'kkbZ xbZ vof/k esa  izR;sd  fnu dk;kZy; le; mijkar jfookj@ 'kfuokj ;k lkoZtfud vodk'k 
okys fnu ljdkjh dk;Z ds fy, mifLFkr Fkk A 

 

          esjk osru o HkÙks bl vof/k ds n©jku bl izdkj gS osru___________________________________ 
eagxkbZ HkÙkk ________________________uxj izfriwjd HkÙkk _______________ dqy #i;s ________________  
nkok fd, le;¨ifj dk;Z dh jkf'k # ______________________________  ekg dh miyfC/k; ä ds 1@3 rd lhfer A 
 
 
LFkku %                                  ljdkjh deZpkjh ds gLrk{kj  

              inuke ______________  
 
 
 
 
 
 
 
 
 
 



             Ek xq iz funs'kky;@fgUnh vuqHkkx@&39 
 

Hkkjr ljdkj @ Govt. of India 
 ekudhdj.k ijh{k.k ,oa xq.koÙkk izek.ku funs'kky;]  ubZz fnYyh 

Standardisation Testing and Quality Certification Directorate, New Delhi 
 
 

 
vkns'k la[;k@@                    fnaukd 

 
osru o ys[kk vf/kdkjh 
Hkkjr ljdkj 
lwpuk iz©|¨fxdh foHkkx 
6] lh th v¨ dkEiysDl 
y¨/kh jksM] ubZ fnYyh & 110 003 

 
fo"k; %    lkekU; Hkfo"; fuf/k ls vfxze jkf'k dh laLohd̀fr A 

 
    eq>s lkekU; Hkfo"; (flfoy lsok) fu;ekoyh 1960 ds fu;e  ______________ds v/khu 

Jh@Jherh_________________________________________________ d¨ _______________________ 
ij vkus okys O;; d¨ iwjk djus ds fy, lkekU; Hkfo"; fuf/k ys[kk la[;k ___________________________ls 
#_________ (#__________________ _________________dsoy) dh laLohd̀fr nsus ds laca/k esa l{ke izkf/kdkjh 
dh vuqefr nsus dk funsZ'k gqvk gS A 

 

 2     vfxze dh olwyh # _______________ dh _____  ekfld fd'r ä ea ___________ ekg ds osru esa 
ls izkjaHk dh tk,xh A  

 
 3  igys  ___________ ekg esa laLohd̀r o vnk dh  xbZ # _______________dh   vfxze    jkf'k    
esa ls  # ________, dqy jkf'k ds fuEu fooj.k vuqlkj dh tkus okyh olwyh ds izkjaHk g¨us rd cdk;k jgsaxs A bl 
iwoZ cdk;k jkf'k rFkk  vc laLohd̀r dh tk jgh vfxze jkf'k ftudk t¨M+ # _______________ 
(#___________________________________________ )curk  gS] dh olwyh #_____________  dh 

_____ lkeku ekfld fd'r ä esa ______________ekg ds osru esa ls dh tk,xh A 
 
4 fnuakd ____________  dh fLFfr vuqlkj Jh @Jherh ___________________________  ds [kkrs esa 
tek jkf'k dk fooj.k fuEu  gS A 

 i) o"kZ 200 &200  ds fy, lkekU; Hkfo"; fuf/k iphZ ds vuqlkj cdk;k jkf'k      # ______________    
 ii) ckn esa tek ,oa vfxze dh y©VkbZ jkf'k ekg _______                  # 
______________  

iii) dkye i)  ,oa ii) dk dqy t¨<+   
iv) ckn esa fudkyh jkf'k ;fn d¨bZ g¨ ________ ls ________ rd          #______________   

v) laLohd̀fr dh rkjh[k d¨ 'ks"k jkf'k dkye (iii) – (iv)                  # ______________  
             
                Hkonh; 

                                 

                   
  
mi funs'kd 

                                   

izfrfyfi % i) ys[kk lgk;d ii) lacaf/kr deZpkjh  
 
 
 
 
 
 
 
 
 
 
 



iz funs'kky;@fgUnh vuqHkkx@&40 
 

Hkkjr ljdkj @ Govt. of India 
 ekudhdj.k ijh{k.k ,oa xq.koÙkk izek.ku funs'kky;]  ubZz fnYyh 

Standardisation Testing and Quality Certification Directorate, New Delhi 
 

                 fnaukd %  
 
ofj"B ys[kk vf/kdkjh 
osru o ys[kk vf/kdkjh dk dk;kZy; 
Hkkjr ljdkj 
lwpuk iz©|¨fxdh foHkkx 
bysDVªkfudh fudsru 
6] lh th v¨ dkEiysDl 
y¨/kh j¨M+] ubZ fnYyh & 110 003 
 
fo"k; % dsUnzh; ljdkj deZpkjh lewg chek ;¨tuk&1980% o"kZ 2011 ds fy, okf"kZd fji¨ZV A 
 
eg¨n;] 

       mij¨Dr fo"k; ij vkids i= la[;k__________                           
fnaukd ________ ds lanHkZ esa ekaxh xbZ lwpuk fu/kkZfjr izi= ij vkids ikl vkxs dh vko';d 
dkjZokbZ ds fy, Hksth tk jgh gS A 
 
          Hkonh; 
 
           mi funs'kd 
           d̀rs funs'kd 
lyaXu % ;Fk¨ifj                      
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
                        Ek xq iz funs'kky;@fgUnh vuqHkkx@&41 

 

Hkkjr ljdkj @ Govt. of India 
 ekudhdj.k ijh{k.k ,oa xq.koÙkk izek.ku funs'kky;]  ubZz fnYyh 

Standardisation Testing and Quality Certification Directorate, New Delhi 
 
 

 
     fVIi.k la[;k  
 
 
               fodzsrk ds }kjk fuEu fooj.k vuqlkj lekpkj vkiwfrZ  dk fcy  
              izLrqr fd;k x;k gS % & 
 

dze  
la[;k 

fcy la[;k  fcy dh vof/k fcy dh vnk;¨X; jkf'k 

1 
 

      

  dqy jkf'k   

 
 
             fcy lR;kfir dj fn;k x;k gS A 
 
             vuj¨/k gS fd vuqefr iznku dh tk, rkfd lacaf/kr fodzsrk d¨ vnk;xh dh tk ldsA 
    
  
    lgk;d       
 
 
                 
                     
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



             Ek xq iz funs'kky;@fgUnh vuqHkkx@&42 
 

Hkkjr ljdkj @ Govt. of India 
 ekudhdj.k ijh{k.k ,oa xq.koÙkk izek.ku funs'kky;]  ubZz fnYyh 

Standardisation Testing and Quality Certification Directorate, New Delhi 
 
 

fVIi.k 

 
 
  dsUnz ds fuEu deZpkfj; ä us o"kZ 2011&20129 ds fy,          &07 R;©gkj vfxze  
          ds fy,  # 3000@& vkosnu i= fn;k gS A  

 
Dze 
la[;k  

Ukke  o inuke R;©gkj vfxze ds fy, jkf'k 

1     # @& 

2                  # @& 

3      # @& 

 
 
         o"kZ 2012&2013 ds fy, muds [kkrs esa ls d¨bZ R;©gkj vfxze jkf'k olwy ugha dh tkuh  
         gS A  
 
         # 3000@& dh ;g jkf'k muds [kkrs esa ls          ekg ls izkjaHk djds # 300@& izfr  
         ekg ds fglkc ls nl fd'r ä esa muds osru ls olwy dh tk,xh A    
 
    
          d̀I;k #      @& dh vuqefr iznku dh tk, A 
         

         
  lgk;d   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



        
  
egkfuns'kd  (Director General )  
Hkkjr ljdkj 
lapkj  ,oa lwpuk iz̈ |©fxdh ea=ky; 
bysDVªkfudh ,oa lwpuk iz̈ |©fxdh  foHkkx 

ekudhdj.k ijh{k.k ,oa xq.koÙkk izek.ku funs'kky; (STQC Directorate)   
bysDVªkfudh fudsru 

6] lh th v¨ dkEiysDl] y¨/kh j¨M+] ubZ fnYyh & 110 003  
 
 

osru o ys[kk vf/kdkjh (Pay and Accounts Officer) 
Hkkjr ljdkj 
bysDVªkfudh ,oa lwpuk iz¨|©fxdh  foHkkx 
bysDVªkfudh fudsru 

6] lh th v¨ dkEiysDl  
y¨/kh j¨M+] ubZ fnYyh & 110 003  
 
funs'kd 
Hkkjr ljdkj 

bysDVªkfudh {ks=h; ijh{k.k iz;¨x'kyk (ERTL) (N) 
,l Cykd , v©[kyk v©|¨fxd {ks=  

Qst &II ,   ubZ fnYyh &110 020  
 
 
 
 
 

lgk;d fofÙk; lykgdkj (AFA) 
Hkkjr ljdkj 
lapkj  ,oa lwpuk iz̈ |©fxdh ea=ky; 
lwpuk iz̈ |©fxdh  foHkkx 
ekudhdj.k ijh{k.k ,oa xq.koÙkk izek.ku funs'kky; 

(STQC Directorate) 
bysDVªkfudh fudsru 
6] lhŒ thñ v¨Œ dkEiysDl 
y¨/kh j¨M+] ubZ fnYyh & 110 003  
 
 
funs'kd 
Hkkjr ljdkj 

bysDVªkfudh ijh{k.k rFkk fodkl dsUnz 
peck/kkV v©|¨fxd {ks=   

l¨yu ( fgekpy izns'k) 
 
 
funs'kd 
Hkkjr ljdkj 
lapkj  ,oa lwpuk iz̈ |©fxdh ea=ky; 
lwpuk iz̈ |©fxdh  foHkkx 
ekudhdj.k ijh{k.k ,oa xq.koÙkk izek.ku funs'kky; 

bysDVªkfudh ijh{k.k rFkk fodkl dsUnz 
ekyoh; v©|¨fxd {ks=] t;iqj ¼jktLFkku½ 

 
 
 
 
 
 
 
 
 
 
 
 



 
             Ek xq iz funs'kky;@fgUnh vuqHkkx@&43 

 

Hkkjr ljdkj @ Govt. of India 
 ekudhdj.k ijh{k.k ,oa xq.koÙkk izek.ku funs'kky;]  ubZz fnYyh 

Standardisation Testing and Quality Certification Directorate, New Delhi 
 

 
 
la[;k@                     fnaukd %  
 

drZO; vkns'k 
 

  dsUnz ds p©dhnkj ekg _____ esa viuh fM;wVh fuEu fooj.k vuqlkj djsaxs A 
 

     p©dhnkj dk uke        le; 

    

  

  

 

Jh ________________________ ,  lkekU; fM;wVh lqcg 09 cts ls lka; 5&30 cts  
rd djsaxs v©j p©dhnkj¨a dk jsLV funsZ'kkkuqlkj dVok,axs A  

  
jsLV ds fnu %  uke     fnu      rkjh[k 

          Jh    ('kqdzokj )     
 Jh    (eaxyokj)        
 Jh    (jfookj)        

          Jh    ('kfuokj)        
    
      
lgk;d ^Mh*              v/kh{kd                   mi funs'kd 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
            



 
 

              Ek xq iz funs'kky;@fgUnh vuqHkkx@&44 
 

Hkkjr ljdkj @ Govt. of India 
 ekudhdj.k ijh{k.k ,oa xq.koÙkk izek.ku funs'kky;]  ubZz fnYyh 

Standardisation Testing and Quality Certification Directorate, New Delhi 
 

  
Time :…………… 
 

         Date :…………… 
 
   vkxUrqd ikl 
   Visitor Pass 
 
No.                  
 
uke o iwjk irk  
Name & Full Address …………………………………………………………… 
…………………………………………………………………………………….. 
 
¼ftld¨ feyuk gS½ Person to be visited ………………………………………… 
m}s'; Purpose………………………………………………………………….. 
 
vkxUrqd ds gLRkk{kj Signature of vistor ……………………………………. 
 
 
     lqj{kk vf/kdkjh ds gLrk{kj 
     Signature of security supervsioer  
 
d̀I;k ikl xsV ij okfil dhft,  
Please return this at Gate  
;g ikl dspy ,d fnu ds fy, oS| gS A 
Valid for one day only                             

 feyus okys vf/kdkjh ds gLrk{kj 
 Signature off person visited with time 
 
 
 
 

     
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 

             Ek xq iz funs'kky;@fgUnh vuqHkkx@&45 
 

Hkkjr ljdkj @ Govt. of India 
 ekudhdj.k ijh{k.k ,oa xq.koÙkk izek.ku funs'kky;]  ubZz fnYyh 

Standardisation Testing and Quality Certification Directorate, New Delhi 
 
 

ljdkjh deZpkjh }kjk fpfdRlk O;; ij fd, x, [kpZ dh ifriwfrZ ds fy, vkosnu i= A 
 

ljdkjh deZpkjh dk uke  o inuke       ______________________ 
 
ewy fu;e¨a esa deZpkjh dk fu/kkfjZr osru  

;fn vU; d¨bZ ifjyfC/k;ka vkgfjr dh tk jgh ______________________ 
g ä A 
 

okLrfod vkoklh; irk               ____________________ 
 

dk;Z LFky                       ____________________ 
 
j¨xh dk uke o deZpkjh ls 

mldk laca/k                        ___________________ 
¼;fn cPpk g¨ r¨ mldh vk;q Hkh crk,a½  
 

LFkku tgka ij j¨xh fcekj gqvk           __________________ 
 

ml fpfdLrk vf/kdkjh dk uke            ________________ 
o inuke fy[ksa  rFkk ml fMLisaljh 
;k vLirky dk uke ftlls lacaf/kr gS A 
 

nkok dh xbZ jkf'k                     ______________      
 

vfxze d¨ de djds                   ______________ 
 

'kq} jkf'k ftldk nkok fd;k x;k            _____________ 
 

ljdkjh deZpkjh }kjk dh xbZ mn?k¨"k.kk          _____________ 
 
eSa ;g ?k¨"k.kk djrk gwa fd vkosnu i= esa fn;k x;k fooj.k esjs Kku o fo'okl ds 
vuqlkj  fn;k x;k fooj.k lR; o lgh gS ,oa ftl O;fDr ij O;; fd;k x;k gS og 
iw.kZr;k esjs ij vkfJr gSA  
 
            ljdkjh deZpkjh ds gLrk{kj 
 
 

 



             Ek xq iz funs'kky;@fgUnh vuqHkkx@&46 
 

Hkkjr ljdkj @ Govt. of India 
 ekudhdj.k ijh{k.k ,oa xq.koÙkk izek.ku funs'kky;]  ubZz fnYyh 

Standardisation Testing and Quality Certification Directorate, New Delhi 
 
         Ikkji= ¼ikli¨VZ½ cuckus ds fy, ^vukifÙk izek.ki=^ izkIr djus dk vkosnu i= 
 

1 uke o inuke 
 

2 D;k lwpuk iz©|¨fxdh foHkkx esa vkidh fu;qfDr vuqca/k ij  gqb gS  
    vFkok fdlh vU; vk/kkj ij \  
 
  3 vuqca/k vFkok vU; vk/kkj ij dh xbZ fu;qfDr dh tkjh[k % 
 
  4 ;fn fu;qfDr vuqca/k vk/kkj ij gqbZ g¨ ] r¨ vuqca/k ds lekIr g¨us dh rkjh[k 
 
  5 ikli¨ZV ftu ns'k¨a ds fy, pkfg, muds uke  
 
  6 fons'k ;k=k dh laHkkfor rkjh[k @ vof/k 
 
  7 ikji= ¼ikli¨VZ½ cuokus dk iz;¨tu 
 
  8 fons'k ;k=k ij vkus okyk [kpZ rFkk ogka Bgjus ij vkus okys O;; 
    d¨ fdl izdkj ogu fd;k tk,xk mldk lz̈ r% 
 
  9 ;fn fons'k ;k=k ,oa ogka mgjus okys O;; dh izfriwfrZ dk lz̈ r vkids laca/kh  
    fe=x.k gSa r¨ mudh ukxfjdrk % 
 
   eSa opu nsrk gw fd %  
 
¼d½ eSa ljdkj dh iwoZ vuqefr vFkok l{ke izkf/kdkjh ls NqV~Vh dh iwoZ eatwjh izkIr        
   d, cxSj fons'k ;k=k ugha d#axk @ d#axh A 
 
¼[k½ eSa lsok dh 'kr¨Z dk ikyu d#axk @ d#axh rFkk ljdkj dh iwoZ vuqefr ds fcuk  
   fons'k esa u d¨bZ j¨txkj <wa<axk v©j u gh d¨bZ j¨txkj Lohdkj d#axk @ d#axh A 
 
¼x½ eSa vius fons'k ;k=k ds n©jku ljdkj dh iwoZ vuqefr ds fcuk d¨bZ fons'k va'knku  
   vFkok vkfrF; Lhodkj ugha  d#axk @ d#axh A 
 
¼?k½ eSa Hkkjrh; vFkok fons'kh ekey¨a ij vius fopkj O;Dr ugha  d#axk @ d#axh v©j 
   fo'ks"kdj u gh bl laca/k esa d¨bZ fyf[kr vFkok e©[kd O;Dr gh nwaxk @ nwaxhA 
 
 
LFkku %                                    gLrk{kj% 
 
fnaukd %                           uke%  

 
 

 
 
 
 
 



             Ek xq iz funs'kky;@fgUnh vuqHkkx@&47 
 

Hkkjr ljdkj @ Govt. of India 
 ekudhdj.k ijh{k.k ,oa xq.koÙkk izek.ku funs'kky;]  ubZz fnYyh 

Standardisation Testing and Quality Certification Directorate, New Delhi 
 

 dk;kZy; ifjpkyu iaftdk                  fnaukd % 

Office Movement Register                                Dated : 
 
 

Dze 
la[;k 

Sr.No. 

deZpkjh dk uke 

Name of the 
Official 

inuke 

Designat
ion 

mnns'; 

Purpose 
Ckkgj 
tkus dk 
le; 

Time 
Out  

Okkfilh 
dk 
le; 

Time 
In 
 

deZpkjh ds 
gLRkk{kj 

Signature 
of 
employee  
 

ds;j Vsdj 
ds gLRkk{kj 

Signature 
of CTSS 

vfHk;qfDr 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

        

 
  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 



             Ek xq iz funs'kky;@fgUnh vuqHkkx@&48 
 

Hkkjr ljdkj @ Govt. of India 
 ekudhdj.k ijh{k.k ,oa xq.koÙkk izek.ku funs'kky;]  ubZz fnYyh 

Standardisation Testing and Quality Certification Directorate, New Delhi 
 

  

fo"k; @ Subject  %  vuqefr ds laca/k esa @  Sanction Regarding  
 
fuEu oLrqv¨a dh [kjhn @ dk;Z djokus dk izLrko gS @ It is purposed to purchase following item / 
Undertake following work. 
 
Dze 
la[;k 

Sr.No. 
 

dk;Z dk fooj.k 

Description of work 
Ekk=k 

Qty. 
Ykxr jkf'k @ 
izHkkj 

Cost / Charges 
involved 

vfHk;qfDr 
 

Remarks 

 
 
 
 
 
 
 
 

    

  
vuqj¨/k gS fd # ___________________¼ #__________________________½ dh vuqefr iznku dh tk, A 
It is requested that sanction of Rs. ___________________¼Rs.__________________½ may please be 
accorded. 
 
                              izHkkjh ds gLrk{kj @ Signature of Incharge 
 
 
                      izeq[k @ Head 
 
lgk;d                     v/kh{kd                         mi funs'kd 
 

# ____________________dh vuqefr iznku dh xbZ ¼Sanctioned Rs.________________ ½ 
 
 
               
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



             Ek xq iz funs'kky;@fgUnh vuqHkkx@&49 
 

Hkkjr ljdkj @ Govt. of India 
 ekudhdj.k ijh{k.k ,oa xq.koÙkk izek.ku funs'kky;]  ubZz fnYyh 

Standardisation Testing and Quality Certification Directorate, New Delhi 
 

lsok esa] 

        ___________________ 
        __________________ 
         _________________ 
 
eg¨n;]  

        fuEu oLrqv¨a dh iwfrZ ds fy;ss fo'ks"krkv¨ ds vuqlkj e¨gjcan __________  
d¨Vs'ku fnaukd __________ rd vkeaf=r dh tkrh gSa A 
 

  Dze 
la[;k 

     oLrq ukedze        Ekk=k 

   

   

   

   

 
    gekjs lanHkZ ds fy, fyQkQs ij d̀I;k d¨Vs'ku dh ns; frfFk rFkk gekjk izs"k.k la[;k  
vo'; fy[ksa A 
  
             Hkonh; 
 
          mi funs'kd 
  
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  



             Ek xq iz funs'kky;@fgUnh vuqHkkx@&50 
 

Hkkjr ljdkj @ Govt. of India 
 ekudhdj.k ijh{k.k ,oa xq.koÙkk izek.ku funs'kky;]  ubZz fnYyh 

Standardisation Testing and Quality Certification Directorate, New Delhi 
 

Ekkg  _________ 2009 ds fy;s osru fooj.k @ Pay Slip for the Month of ____________  
 

uke  o inuke @ Name & Designation  : 
 
ewy osru @ Basic Pay  vk;dj @ Income Tax  

fo'ks"k osru @ Special Pay   dsUnz ljdkj deZpkjh lewg chek Ldhe @ CGEGIS  

ifjokj fu;¨tu HkÙkk @ FPA  lkekU; Hkfo"; fuf/k vfxze @ GPF Advance  

uxj izfriwfrZ HkÙkk @ CCA   Xk̀g fuek.kZ vfxze @ HBA    

vkokl fdjk;k HkÙkk @ HRA  dkj vfxze @ Car Advance  

eagxkbZ HkÙkk @ DA  dkj vfxze ij C;kt @ Interest on Car Advance  

ifjogu ;k=k HkÙkk @ TPTA  LdwVj vfxze @ Scooter   Advance  

  LdwVj vfxze ij C;kt @ Interest on Scooter   
Advance 

 

  R;¨gkj vfxze @ Festival Advance  

  dqy  dV©fr;ak @ Total Deduction  

dqy lans; jde@  Gross Amount   'kq} lans; jde @ Net Pay   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

             Ek xq iz funs'kky;@fgUnh vuqHkkx@&51 
 

Hkkjr ljdkj @ Govt. of India 
 ekudhdj.k ijh{k.k ,oa xq.koÙkk izek.ku funs'kky;]  ubZz fnYyh 

Standardisation Testing and Quality Certification Directorate, New Delhi 
 

 
 

                     dk;kZy; vkns'k               fnaukd 
 
fo"k; %         rduhdh lwpuk dsUnz ls tkjh iqLrd¨a d¨ okfil djus gsrq A 
 

           fuEu vf/kdkfj;¨a d¨ muds uke ds vkxs n'kkZ, fooj.k ds vuqlkj iqLrdsa tkjh dh 
xbZ Fkah ijarq og vkns'k tkjh g¨us rd rduhdh lwpuk dsUnz esa okfil ugha igqaph A d̀I;k vfr'kh/kz 
fjdkMZ dh tkap gsrq bUgsa okfil fd;k tk, A 
 

Dze la[;k vf/kdkjh @ 
deZpkjh dk uke  

iqLrd la[;k tkjh g¨us dh 
rkjh[k 

vfHk;qfDr 

     

     

     

     

     

     

     

     

     

     

     

     
 
 

                    izHkkjh vf/kdkjh 
                  rduhdh lwpuk dsUnz 
 
 
izfrfyfi % 
    
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



             Ek xq iz funs'kky;@fgUnh vuqHkkx@&52 
 

Hkkjr ljdkj @ Govt. of India 
 ekudhdj.k ijh{k.k ,oa xq.koÙkk izek.ku funs'kky;]  ubZz fnYyh 

Standardisation Testing and Quality Certification Directorate, New Delhi 
 

 

fo"k; %    fcy¨a dh okfilh A 
 

       vkids esMhdy @ Vh , @ ,y Vh lh @ [kjhn fcy @ ogu izfriwfrZ ________ fcy esa 
fuEufyf[kr dfe;ka ikbZ xbzzZ gSa A vr% fcy ewy #i ls vkids ikl Hkstk tk jgk gS A 
 
1 
 
2 
3 
4 
5 
                 mi funs'kd  
lsok esa] 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



             Ek xq iz funs'kky;@fgUnh vuqHkkx@&53 
 

Hkkjr ljdkj @ Govt. of India 
 ekudhdj.k ijh{k.k ,oa xq.koÙkk izek.ku funs'kky;]  ubZz fnYyh 

Standardisation Testing and Quality Certification Directorate, New Delhi 
 

 

bVhMlh esa dke dj jgs Jh @ Jherh @ dqekjh d¨ ________________fn;k tkus okyk izek.k&i= A  
dh @ ds iRuh @ iq= @ i=̀h ekrk @ firk @ vkfJr   ________________  
 

izek.k  &i= d 
 
¼mu j¨fx; ä ds ekeys esa Hkjk tk, ftud¨ fpfdRlk ds fy;s vLirky esa HkrhZ ugha fd;k x;k gS ½ 
 

eSa ] Mk _________________________________ ,r} }kjk izekf.kr djrk gaw fd  
 

d )  eSusa ____________________(rkjh[ksa nh tk,a ) d¨ vius ijke'kz d{k @ j¨xh ds fuokl LFkku ij fn, x, 
vUr% f'kjk @ vr% is'kh @ voZRoph; btsD'ku ä ds fy, # izHkkfjr ,oa olwy fd, gSa A 
 
iz;¨x esa ykx x, batsD'ku j¨x izfrj¨/k {kerk vFkok j¨x &fuj¨/k ds fy, fn, x, @ ugha fn, x, A   

j¨xh dk bykt _____________________vLirky esa esjs ijke'k d{k esa gwvk gS  v©j j¨xh ds LokLF; ykHk @ 
mudh gkyr d¨ xaHkhj v©j cnrj g¨us ls cpkus ds fy,  esjs }kjk fy[kh fuEufy[fkr v©"kf/k;ka muds fugk;r t#jh Fkh 
A  
 

;s v©"kf/k;ak izkbosV j¨fx; ä esa forj.k ds fy, _________________ ds LVkd esa ugha j[kh tkrha v©j buesa ¼vLirky 
dk uke½   LoRokf/kdkj okyh nokbzZ;ka miyC/k gSa A lkFk gh buesa ,slh fufeZr;ak Hkh 'kkfey ugha gSa t¨ eq[;r% vkgkj ] 
izlk/ku] vFkok dhVuk'kd nokbZ; ä ds vraxZr vkrh gSa A 
 

v©"kf/k; ä ds uke                                 ewY; 
 
 
 
 
 
 

j¨xh ______________________  ls ihfMr gS  rFkk og ______________ 
 
______________ls _______________ rd esjk bykt djok jgk gS @ djok jgk Fkk A   

                    
     jksxh dk izlwfr vFkok izlwfr ds ckn bykt ugha fd;k x;k Fkk @ gS A 
 

     ,Dljs iz;¨x'kkyk ijh{k.k vkfn ftuds fy, ________________# dk O;; gqvk gS vko';d Fkk rFkk 
__________________¼vLirky vFkok iz;¨x'kkyk dk uke½ esa esjh lykg ij fy;s x, A 
 
fo'ks"kK dh MkDVjh lykg ysus ds fy, eSaus j¨xh d¨ Mk              ds ikl Hkstk Fkk v©j fu;ekuqlkj ;Fkk 

visf{kr ______________dk uke dk vuqe¨nu izkIr dj fy;k x;k Fkk A 
 
j¨xh d¨ vLirky esa j[kus dh vko';drk ugha Fkh A 
 
        fpfdRlk vf/kdkjh ds gLRkk{kj 
                                        rFkk inuke rFkk os ftl vLirky @ 
                                         v©"k/kky; ls lEc} gS mldk uke 
    
 fnaukd %  
 
        
 
 
 
 



 
             Ek xq iz funs'kky;@fgUnh vuqHkkx@&54 

 

Hkkjr ljdkj @ Govt. of India 
 ekudhdj.k ijh{k.k ,oa xq.koÙkk izek.ku funs'kky;]  ubZz fnYyh 

Standardisation Testing and Quality Certification Directorate, New Delhi 
 

 

      d    fuEu vf/kdkfj;¨a @ deZpkfj;¨a dh okf"Zkd x¨iuh; fji¨ZV @ fo'ks"k xqIr fji¨ZV dk 
izi= Hkstk tk jgk gS A  
      vuqj¨/k gS fd Loa; ewY;akdu fy[kus mijkar vius vuqHkkx ds izHkkjh vf/kdkjh d¨ izLrqr dj 
fn;k tk, A 
  

dze 
la[;k 

         Ukke o inuke  

   

   

   

   

   

   

   

   

   

 
        

               mi funs'kd    
 

[k lacaf/kr vf/kdkjh ls vuqj¨/k gS fd bl fji¨ZV d¨ fy[kus mijkar funs'kd ds iqujh{k.k gsrq fnaukd  
  rd izLrqr fd;k tk, A  

  
 x futh lgk;d] egkfuns'kd ls vuqj¨/k gS fd vkxs dh dkjokbZ egkfuns'kd eg¨n; ls djok yh tk,   

 
                 mi funs'kd    

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



             Ek xq iz funs'kky;@fgUnh vuqHkkx@&55 
 

Hkkjr ljdkj @ Govt. of India 
 ekudhdj.k ijh{k.k ,oa xq.koÙkk izek.ku funs'kky;]  ubZz fnYyh 

Standardisation Testing and Quality Certification Directorate, New Delhi 
 

  
 
 

 ekudhdj.k  ijh{k.k xq.koÙkk izek.ku funs'kky; @ bysDVªkfudh ,oa lwpuk  iz©|¨fxdh foHkkx ls izkIr 

dk;kZy; Kkiu la[;k  ___________________fnaukd _______________________________   

d̀zi;k lHkh vf/kdkjh @ deZpkjh ns[k ysa A 

 
 
 

               mi funs'kd  
 
 

lHkh vf/kdkjh @ deZpkjh  
lwpuk iV~V 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
               Ek xq iz funs'kky;@fgUnh vuqHkkx@&56 

 

Hkkjr ljdkj @ Govt. of India 
 ekudhdj.k ijh{k.k ,oa xq.koÙkk izek.ku funs'kky;]  ubZz fnYyh 

Standardisation Testing and Quality Certification Directorate, New Delhi 
 

 
 
eaa=ky;   :  lapkj ,oa lwpuk iz©|¨fxdh ea=ky;,                 foHkkx :   bysDVªkfudh ,oa lwpuk iz©|¨fxdh foHkkx 
dk;kZy;  : ekudhdj.k] ijh{k.k rFkk xq.koÙkk izek.ku funs'kky;   
lkekU; Hkfo"; fuf/k esa ls vfxze gsrq vkosnu i= 

¼QaM dk uke fn;k tk, ½________________________________ 
1 va'knkrk dk uke  
2 ys[kk la[;k ¼foHkkxh;½  
3 inuke  
4 osru  
5 vkosnu  i= okys fnu va'knkrk ds [kkrs esa fuEu fooj.k vuqlkj tek A  
 1 o"kZ       ds fooj.k vuqlkj  vfre 'ks"k      
 2 ekfld va'knku ds dkj.k ____ls ______rd tek 'ks"k jkf'k  
 3 okfil dh xbZ jkf'k  
 4 _________ ls _________rd dh vof/k ds n©jku  fudklh    
 5 'kq} 'ks"k tek   
6 vfxze  @ cdk;k jkf'k ] ;fn d¨bZ g¨ rFkk mnsn'; ftld fy, vfxze fy;k x;k  

# _____________ (   vfxze jkf'k yh xbZ  )    
 
 
 
# ____________ fnukad d¨ 'ks"k cdk;k  

7 fdruh vfxze jkf'k dh vko';drk gS A # 

8 d) mn~sn'; ftlds fy, vfxze fy;k tk jgk  gS A  

 [k) fu;e ftlds v/khu vkosnu vkrk gS A  

 x) ;fn vfxze vkokl fuekZ.k ds fy;s fy;k x;k gS r¨  
  fuEu lwpuk nh tk, A 

 

 1 IykV dk Õs= vFkok ekiu   

 2 D;k IykV Lora= gS ;k iVVs ij gS A  

 3 fuekZ.k dh D;k ;¨tuk gS A   

 4 ;fn QysV ;k IykV gkÅflax c¨MZ ls fy;k x;k gS  r¨ lfefr dh uke crk;k   
  tk, ] LFkku] ekiu vkfn   

  

 5 fuekZ.k dh dher  

 6 ;fn QysV dk dz; Mh Mh , ls ;k vU; vkokl c¨MZ ls fd;k x;k gS ]   
  LFky eki fn;k tk, A 

 

 ?k) ;fn vfxze cPp ä dh f'k{kk ds fy;s vko';d gS r¨  
  fuEu fooj.k fn;k tk, A   

 

 1 iq= @ iq=h dk uke    

 2 oxZ ,oa laLFkku @ egkfo|ky; tgka v?;;ujr gS    

 3 D;k Ms Ldkyj ;k g¨LVy esa jgus okyk gS    

 M) ;fn vfxze jkf'k dh vko';drk vLoLFk ifjokj ds  
 lnL; ä ds fy;s gS fooj.k fn;k tk, A 

 

  j¨xh dk uke ,oa laca/k   

  vLirky dk uke tgka ij j¨xh fpfdRlk djok jgk gS A  

  D;k cká; @ van#uh j¨xh gS A   

  D;k izfriwfrZ miyC/k gS ;k ugha  

  u¨V & ;fn vfxze 8 ¼lh½ ls 8 ¼bZ½ ds v/khu gS r¨     d¨bZ izek.k ;k   
 izys[ku dh vko';drk ugha gS A 

 

9  vfxze dh lekfgr jkf'k ¼en la[;k 6 o 7½ ,oa ekfld  fd'r ä dh la[;k   
 ftlds }kjk vfxze okfil fd;k tk,xk  

 # ____________fd'r¨a esa  

 

10 va'knkrk dh vkfFkZd fLFkfr; ä dk fooj.k] vfxze ds fy, rdZ laxr gS      

 eSa izekf.kr djrk gwa fd Åij fn;k x;k fooj.k Bhd ,oa iw.kZ Kku ,oa fo'okl 
ds vuqlkj gS rFkk esjs }kjk dqN Hkh fNik;k ugha x;k gS A  

 

 
 
 
 
 

 vkosnd ds gLrk{kj 
uke inuke 
vuqHkkx @ 'kk[kk 

 
 
 
 
 
 



 
 

             Ek xq iz funs'kky;@fgUnh vuqHkkx@&57 
 

Hkkjr ljdkj @ Govt. of India 
 ekudhdj.k ijh{k.k ,oa xq.koÙkk izek.ku funs'kky;]  ubZz fnYyh 

Standardisation Testing and Quality Certification Directorate, New Delhi 
 

 
       fnaukd  

fo"k; % csckdh izek.ki=  ¼No Due Certificate½ 
 

Jh @ Jherh dqekjh ________________________ ds R;kxi= @ LFkkukUrj.k @ lsok fuòfRr ds 
lanHkZ esa muls bVhMhlh] e¨gkyh ds fuEufyf[kr vuqHkkx¨a ls ‘cs&ckdh izek.ki=’ ¼No Due Certificate½  
izLrqr djus dk vuqj¨/k fd;k tkrk gS ftlls mUgsa bl dk;kZy; ls ________ eqDr fd;k tk lds A 
 

izeq[k ijh{k.k & I  

izeqq[k ijh{k.k & II  

izeqq[k f'k{kk ,oa izf'k{k.k  

izeqq[k iz'kklu  

HkaMkj   

ds'kh;j  

ys[kk vuqHkkx  

LFkkiuk d{k  

lqj{kk d{k  

rdhudh lwpuk dsUnz  

izHkkx tgka vf/kdkjh dk;Zjr 
gS A 

 

    
     dk;ZeqDr vf/kdkjh }kjk dh tkus okyh ?k¨"k.kk 

  I d̀I;k crk,a fd D;k ljdkj ds vfrfrDr vkius vU; fofRr; laLFkku ls Hkou fuek.kZ is'kxh _.k  
 ;k vU; _.k fy; gS ftlds fy, vkids vkosnu @ vuqjks/k d¨ bl dsUnz }kjk vUukifr izek.ki- ds    
 lkFk izLrqr fd;k x;k Fkk A ;fn gka r¨ dÌ;k iwjk fooj.k nsa A 
 

II D;k izf'k{k.k ds dkj.k ;k vU;Fkk  
  vki fdlh ca/ki= ¼cka/k½ ls ca/ks gSa A    th gka @ th ugha  
 

III ;fn mi;qZDr ¼II½ dk mÙkj gka gS r¨ d̀I;k ftl izf'k{k.k esa vkius Hkkx fy;k gS] mlds fooj.k]   
  LFkku] ca/ki=] nkf;Ro rFkk ftld rkjh[k rd vkius ml ikB~;dze esa Hkkx fy;k gS mldk C;©jk  
  izLrqr djsa A 
             mi funs'kd 
lsok esa] 

j¨dM rFkk ys[kk vuqHkkx Jh ________________ t¨ bl foHkkx esa dk;ZeqDr g¨us tk jgS  
gSa @ g¨ x; gSa ds laca/k esa ;fn d¨bZ cdk;k g¨ r¨  mlds fuiVku  ds fy, vko';d dkjokbZ  
djus dh d̀ik djsa A 

Jh ________________________ d¨ lwpukFkZ A 
 
 
 
 
 
 
 



 
             Ek xq iz funs'kky;@fgUnh vuqHkkx@&58 

 

Hkkjr ljdkj @ Govt. of India 
 ekudhdj.k ijh{k.k ,oa xq.koÙkk izek.ku funs'kky;]  ubZz fnYyh 

Standardisation Testing and Quality Certification Directorate, New Delhi 
 

 
 
iathd̀r O;kijh u g¨us dh voLFkk esa ljdkjh [kjhn djus ij tkjh fd;k tk, A 

ljdkj dk uke ___________________________________________ 
tkjh djus okys ea=ky; @ foHkkx _______________________________ 
_______________________________________________________ 
_______________________________________________________ 
________________________________________________________ 
 
lsok esa] 

      _______________ 
              ______________ 
              _______________ 
 
 
 

  izekf.kr fd;k tkrk gS fd gekjs dz; vkns'k la[;k ___________________ 
fnukad _____________ ds }kjk fuEu oLrqv¨a dh [kjhn vkids pkyku la[;k 
___________________fnaukd ___________________ ds }kjk Hkkjr ljdkj ds fy,  
dh xbZ gS A dS'kehe¨ ;k fcy dk fooj.k fuEu gS A 

fnaukd fcy la[;k jkf'k 

   

   

   

 
  
         ljdkj ds izzkf/kd̀r vf/kdkjh ds 
                                        gLrk{kj o inuke 
                                            
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
             Ek xq iz funs'kky;@fgUnh vuqHkkx@&59 

 

Hkkjr ljdkj @ Govt. of India 
 ekudhdj.k ijh{k.k ,oa xq.koÙkk izek.ku funs'kky;]  ubZz fnYyh 

Standardisation Testing and Quality Certification Directorate, New Delhi 
 

 
 
fo"k; %  izi= th , vkj 14 lh 

mi fcy la[;k ______________ 
 Cykd o"kZ ___________________ ds fy;s vodk'k ;k=k fj;k;r fcy A 
 
fVIi.k  bl fcy d¨ n¨gjs #i ls rS;kj fd;k tk, ,d izfr d¨ vnk;xh vU; d¨ dk;Zy; izfr ds 
#i esa iz;¨x esa fd;k tk, A   

                        Hkkx –I ¼ljdkjh deZpkjh ds }kjk Hkjk tk,½ 
1 uke 
2 inuke 
3 osru 
4 eq[; dk;kZy; 
5 vodk'k dh izd̀fr o vof/k  

  ____________ ls ___________ rd 
 
ifjokj dk fooj.k ftuds fy, ,yVhlh dk nkok fd;k tk jgk gS A 

dze la[;k uke mez ljdkjh deZpkjh ls laca/k 

    

    

    

    

 
  ljdkjh deZpkjh }kjk r; dh xbZ ;k=k dk fooj.k rFkk mlds @ muds ifjokj dk fooj.k A 
  

  izLFkku 
 
 
 

 

  vkxeu 
 

  fdy¨ehVj 
 

          ;k=k dk  
izdkj ,oa 
oxZ ftldk 

   

HkkMs dh 
la[;k 

 

 vnk HkkMk   
 

    vfHk;qfDr 
 

fnuakd o 
le; 

fnuakd o 
le; 

       

 
 
 

        

  
  
             
         

 
 
 
 
 
 
 
 



  
           vfxze jkf'k ;fn d¨bZ g¨] vkgj.k # ________________________________ 

 
9 ;k=k dk fooj.k ftlds fy, ljdkjh deZpkjh us gdnkjh ls mPp oxZ vkokl dk iz;¨x fd;k 
 

  LFkku 
 
ls      rd 

okgu dk 
lk/ku 

oxZ ftlds fy, 
gdnkj gSa A  

oxZ ftlesa okLro esa 
;k=k dh 

dqy vnk  
HkkMk 

 
 
 
 
 
 
 

    

 
10 lMd }kjk ;k=k dk fooj.k t¨ jsy ds ekxZ ls tqMs gq, gSa A 
 

     LFkku dk uke 
ls             rd 

oxZ ftlds fy, gdnkj gSa jsy HkkMk 

 
 
 
 
 

  

     
izekf.kr fd;k tkrk gS fd Åij nh xbZ lwpuk esjs Kku o fo'okl ds vuqlkj lR; gS ,oa  
fd esjs ifr @ iRuh ljdjh deZpkjh ugha gS A 
fd esjs ifr @ iRuh ljdkjh deZpkjh gSa ,oa ml }kjk fj;k;r dk mi;¨x ugha fd;k x;k Fkk ;k 

vU; ifjokj ds lnL; }kjk ____________ o"kZ ds fy, iz;¨x ugha fd;k x;k A 
 
           ljdkjh deZpkjh ds  gLrk{kj 
           fnaukd 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 



 
             Ek xq iz funs'kky;@fgUnh vuqHkkx@&60 

 

Hkkjr ljdkj @ Govt. of India 
 ekudhdj.k ijh{k.k ,oa xq.koÙkk izek.ku funs'kky;]  ubZz fnYyh 

Standardisation Testing and Quality Certification Directorate, New Delhi 
 

 
  

                        iwoZòr tkap 
 
lsok esa] 
     mik;qDr 
     ftyk  
 

fo"k; % _____________________ ds in ds fy, mEehnokj ds pfj= ,oa 
     iwoZòr dh tkap iMrky  A 
 
eg¨n;] 

     Jh @ Jherh @ dqekjh _______________ ftudk fooj.k lyaXu ¼izi=½ n¨ izfr;ka 
esa fufnZ"V  gS ___________  ds mEehnokj gSa Ad̀I;k vius fjdkMZ+ esa miyC/k tkudkjh ds vk/kkj 
ij ;g izekf.kr djsa fd ;g mEehnokj ljdkjh lsok ds mi;qDr gS ;k ugha A ;fn bUgsa vuqi;qDr 
le>k tk, r¨ d̀i;k fjdkMZ+ ds mu rF;¨a dk iw.kZ mYys[k djsa ftuds vk/kkj ij bUgsa ljdkjh lsok ds 
fy, vuqi;qDr le>k tk, A 'kh?kz dkjZokbZ dh vis{kk dh tkrh gS A 

 
          Hkonh; 
 
 
               mi funs'kd 
 
lyaXu % ;Fk¨ifj 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
 
 
 



 
             Ek xq iz funs'kky;@fgUnh vuqHkkx@&61 

 

Hkkjr ljdkj @ Govt. of India 
 ekudhdj.k ijh{k.k ,oa xq.koÙkk izek.ku funs'kky;]  ubZz fnYyh 

Standardisation Testing and Quality Certification Directorate, New Delhi 
 

 
 
 
 
 
Qk la[;k          fnaukd 
 
 
lsok esa] 

     ______________________ 
 
           ______________________ 
 
           ______________________ 
 
fo"k; % U;wt ySVj dk vxzs"k.k A 
 
eg¨n;] 

     bl dsUnz ds U;wt ySVj la[;k ____________ dh ____ izfr;ka vkids ikl Hksth tk jgh gSA 
ftlesa  ekudhdj.k xq.koÙkk ize.kku funs'kky; ls lacaf/kr xfrfof/k;ka dh tkudkjh nh xbZ gS A lq>ko 
ds fy, egkfuns'kd] eg¨n; ls i= O;ogkj djsa A 
 
    d̀I;k ikorh Hkstus dk d"V djsa A 
            
    ?kU;okn A 
            Hkonh; 
  
            
                                                    
 
    
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
             Ek xq iz funs'kky;@fgUnh vuqHkkx@&62 

 

Hkkjr ljdkj @ Govt. of India 
 ekudhdj.k ijh{k.k ,oa xq.koÙkk izek.ku funs'kky;]  ubZz fnYyh 

Standardisation Testing and Quality Certification Directorate, New Delhi 
 

 
 
Qk la[;k          fnaukd 
 
 
lsok esa] 

     ______________________ 
 
           ______________________ 
 
           ______________________ 
 
fo"k; %  cz̈ 'kj dk vxsz"k.k A 
 
eg¨n;] 

     bl funs'kky;@iz;¨x'kyk dsUnz ds cz̈ 'kj la[;k  dh ____ izfr;ka vkids ikl Hksth tk jgh gSA 
ftlesa bl funs'kky; lacaf/kr lqfo/kkv¨a dh tkudkjh nh xbZ gS A d̀i;k budk mi;¨x djsa A  
fdlh Hkh idkj ds lq>ko ds fy, egkfuns'kd] eg¨n; ls i= O;ogkj djsa A 
 
    d̀i;k ikorh Hkstus dk d"V djsa A 
            
    /kU;okn A 
          Hkonh; 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
             Ek xq iz funs'kky;@fgUnh vuqHkkx@&63 

 

Hkkjr ljdkj @ Govt. of India 
 ekudhdj.k ijh{k.k ,oa xq.koÙkk izek.ku funs'kky;]  ubZz fnYyh 

Standardisation Testing and Quality Certification Directorate, New Delhi 
 

 
 
 
Jh __________________ 
 
  ____________________ 
   
 
 
fo"k; % v?;;u dh vuqefr A 
 

     miZ;qDr fo"k; ij vkids vkosnu i= fnaukd __________ ds laca/k esa vkid¨ fuEu  
'kr¨Z ij o"kZ _________ esa vk;¨ftr dh tkus okyh ijh{kk esa cSBus dh vuqefr nh tkrh gS A 
 

1    v/;;u ls dk;kZy; ds dk;Z esa fdlh Hkh izdkj dh ck/kk ugha vk;sxh A 
2 tufgr esa ;g vuqefr fdlh Hkh le; fcuk d¨bZ dkj.k crk, jn~n 

dh tk ldrh gS A 
3 vkid¨ v/;;u ds mn~ns'; ls dsoy ijh{kk ds fnu¨a N¨M+ dj vodk'k dh vuqefr 

ugha nh tk,xh A  
 
           mi funs'kd 
 
         
 
 
 
 
 
 
 
 
 
 

            
                                                    
 
    
 
 
 
 
 
 
 
 
 
 
 



 
             Ek xq iz funs'kky;@fgUnh vuqHkkx@&64 

 

Hkkjr ljdkj @ Govt. of India 
 ekudhdj.k ijh{k.k ,oa xq.koÙkk izek.ku funs'kky;]  ubZz fnYyh 

Standardisation Testing and Quality Certification Directorate, New Delhi 
 

 
lkekU; Hkfo"; fuf/k ls fudklh gsrq  
                               ea=ky; % lapkj o lwpuk iz©|¨fxdh ea=ky; 
       foHkkx % bysDVªkfudh ,oa lwpuk iz©|¨fxdh foHkkx 
      dk;kZy;%  ekudhdj.k ijh{k.k rFkk xq.koRrk izek.ku funs'kky; 

_______________________ ls fudklh gsrq vkosnu i= A 
     ¼d̀i;k QaM dk uke fy[ksa ½ 

1 va'knkrk dk uke  

2 ys[kk la[;k   

3 foHkkxh; inuke  

4 Osru  

5 dk;ZHkkj xzg.k djus ,oa lsok fuòfÙk dh frfFk   

6 vkosnu i= okys fnu va'knkrk ds [kkrs fuEu fooj.k 
vuqlkj   tek  

 

 ¼d½ o"kZ __________ ds okf"kZd fooj.k vuqlkj tek  
 ¼[k½ ekfld va'knku ds dkj.k   

__________ls ______ rd tek jkf'k 
 

 ¼x½ mi;qZDr ¼d½  ds vuqlkj vafre 'ks"k ds ckn QaM 
esa okfil fd;k x;k  

 

  ¼?k½ vof/k ds n©jku fudklh  

 ¼M½ vkosnu i= okys fnu dqy 'ks"k  

7   fudklh gsrq fdruh jkf'k pkfg, A  

8  fu;e ftlds varxZr fuosnu fd;k x;k   

9  D;k blh m}s'; ls igys Hkh fudklh yh xbZ Fkh A 
;fn gka r¨ jkf'k o o"kZ Hkh crk,a  

 

10 Hkfo"; fuf/k vuqj{kd ys[kk vf/kdkjh dk uke    

 
 
          izkFkh ds gLRkk{kj 

          uke ___________ 
                                            vuqHkkx @ 'kk[kk 
fnukad  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
             Ek xq iz funs'kky;@fgUnh vuqHkkx@&65 

 

Hkkjr ljdkj @ Govt. of India 
 ekudhdj.k ijh{k.k ,oa xq.koÙkk izek.ku funs'kky;]  ubZz fnYyh 

Standardisation Testing and Quality Certification Directorate, New Delhi 
 

 
LFkkuh; okgu ij fd, x, [kpZ dh izfriwfrZ ds fy;s izi= 

Proforma For Reimbursement Of  Expenditure On Loacal Conveyance 
 
uke @  Name                 ________________________ 
 
inuke @ Designation      ________________________ 
 
 
ekg @ Month                  ________________________ 
 

fnukad ls rd dqy m}s'; iz;qDr okgu vnk fdjk;k 

DATE FROM TO TOTAL PURPOSE CONVEYANCE FARE 
PAID 

 
 
 
 
 
 
 
 
 
 
 
 

      

 
 

        vkosnd ds gLrk{kj @ Signature of applicant 
 
izeq[k @ Head                                                v/kh{kd @ Supdt. 
 
     mi funs'kd @ Deputy Director                   
 
 
     vuqe¨fnr @ vuqe¨fnr ugha  

     Approved / Not Approved 
 
 
          funs'kd   @ Director 
 
    jkf'k izkIr dh @ Payment received 
 
    izkIrdÙkkZ ds gLrk{kj  @ Signature of receiver                  
 
  
 
 
 
 
 
 
 
 
 
 

 



 
 

             Ek xq iz funs'kky;@fgUnh vuqHkkx@&66 
 

Hkkjr ljdkj @ Govt. of India 
 ekudhdj.k ijh{k.k ,oa xq.koÙkk izek.ku funs'kky;]  ubZz fnYyh 

Standardisation Testing and Quality Certification Directorate, New Delhi 
 

vfHkys[k d{k @ Record Room 
ys[kk QkbZy ä dk fooj.k @ List of Account Files 

 
o"kZ @ Year 

Sr. No. QkbZy la[;k @ File No. fo"k; @ Subject 
   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

 
 
 
 
 
 
 



 
 

             Ek xq iz funs'kky;@fgUnh vuqHkkx@&67 
 

Hkkjr ljdkj @ Govt. of India 
 ekudhdj.k ijh{k.k ,oa xq.koÙkk izek.ku funs'kky;]  ubZz fnYyh 

Standardisation Testing and Quality Certification Directorate, New Delhi 
 

 
 

 
vfHkys[k d{k ls fuEu izdkj ds fjdkMZ dh vko';drk gS A d̀i;k fuEu fjdkMZ ogka ls tkjh fd;k tk,A 

 
 

Dze la[;k         fo"k; QkbZy la[;k  

   

   

   

   

   

   

 
 
 

  ekaxdÙkkZ ds gLRkk{kj 
 
 

vfHkys[k vf/kdkjh 
 
     fjdkMZ tkjh fd;k 
 
          vfHkys[k laj{kd 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

             Ek xq iz funs'kky;@fgUnh vuqHkkx@&68 
 

Hkkjr ljdkj @ Govt. of India 
 ekudhdj.k ijh{k.k ,oa xq.koÙkk izek.ku funs'kky;]  ubZz fnYyh 

Standardisation Testing and Quality Certification Directorate, New Delhi 
 

 
 
lsok esa] 
 
egkfuns'kd 
Hkkjr ljdkj 
Ekudhdj.k xq.koRrk ize.kku funs'kky; 
bysDVªkfudh fudsru 
6] lh th v¨ dkEiysDl] y¨/kh j¨M 
ubZ fnYyh &110 003 
 
fo"k; %    izkf/kd̀r fpfdRld¨a dk fodYi A 
 
eg¨n;] 

       vkids dk;kZy; vkns'k la[;k __________ fnaukd _______ ftlds }kjk vkius n¨ 
fpfdRld¨a dk foDyi izLrqr djus dk dgk gS AeSa fuEu n¨ fpfdRld¨a dk fodYi izLrqr dj jgk  
gwa A   
 

Dze la[;k fpfdRld¨a dk uke o irk 

 
 
 

 

 
 
 

 

 
   d̀i;k vuqefr iznku dh tk, A 
 
   ?kU;okn A 
           Hkonh; 
 
 
           gLrk{kj 
fnukad               uke  
                 inuke 
  
 
         
 
 
 
 
 
 
 



 
             Ek xq iz funs'kky;@fgUnh vuqHkkx@&69 

 

Hkkjr ljdkj @ Govt. of India 
 ekudhdj.k ijh{k.k ,oa xq.koÙkk izek.ku funs'kky;]  ubZz fnYyh 

Standardisation Testing and Quality Certification Directorate, New Delhi 
 

 
 
                     
 
fu;a=d  
eqnz.k o ys[ku lkexzh 
ubZ fnYyh 
 
fo";  & LVs'kujh dh iwfrZ 
 
eg¨n;] 
    d̀I;k fufEufyf[kr oLrqv¨a dh iwfrZ bl i= ds laokgd d¨ ftlds gLrk{kj uhps lR;kfir fd, 
x, gSa djus dk d"V djsa A 
 

Dze la[;k oLrq dk uke Ekk=k 

   

   

   

   

   

   

   

   

             Hkonh; 
   
            
            mi funs'kd 
uewuk gLrk{kj  

________________________ 
 

________________________ 
gLrk{kj lR;kfir 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
             Ek xq iz funs'kky;@fgUnh vuqHkkx@&70 

 

Hkkjr ljdkj @ Govt. of India 
 ekudhdj.k ijh{k.k ,oa xq.koÙkk izek.ku funs'kky;]  ubZz fnYyh 

Standardisation Testing and Quality Certification Directorate, New Delhi 
 

 
 
 
QkbZy la[;k                                           fnukad 

eq[; Mkd iky 
eq[; Mkd?kj  

____________ 
ubZ fnYyh  
 
fo"k; %    Mkd fVdV¨a dh iwfrZ A 
 
eg¨n;] 
        d̀I;k bl i= ds laokgd d¨ ftlds gLrk{kj uhps lR;kfir fd, x, gSa] #      @& 

( #           ) dh Mkd fVdV¨a dh iwfrZ dh tk, A 
  

 
 
 
 
 

 
           Hkonh; 
 

               
             mi funs'kd 

___________________ 
 

___________________ 
 
     
gLrk{kj lR;kfir 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

de la[;k fVdV¨a dk fooj.k  jkf'k 

1 10 x     @& 

2 5  x      @& 

3 1 x      @& 

 dqy    @& 



 
 Ek xq iz funs'kky;@fgUnh vuqHkkx@&71 

 

Hkkjr ljdkj @ Govt. of India 
 ekudhdj.k ijh{k.k ,oa xq.koÙkk izek.ku funs'kky;]  ubZz fnYyh 

Standardisation Testing and Quality Certification Directorate, New Delhi 
 

 
    

egkfuns'kd 

futh lgk;d egkfuns'kd 

mi funs'kd 

Jh vjfoan dqekj dqekj] oSKkfud ‘th’   
Jh mes'k uanokuh] oSKkfud th     

Jh jkds'k ekgs'ojh] oSKkfud ,Q  

Jherh dkfeuh efyd] oSKkfud Mh   

Jh ch-vkj tjksMh;k] oSKkfud lh 

Jherh ch.kk 'kekZ] oSKkfud lh   

Jherh jktsUnz dkSj tqustk] mi funs'kd   

Jh ,l-jkekd̀".ku] mi funs'kd  

Jh vkRe izdk'k] eq[; futh lgk;d   

Jherh f'k[kk xkaxqyh 

Jherh lqns'k lkguh  

Jherh oh.kk [kaxoky  

Jherh , inekorh 

Jherh vatyh 'kekZ  

Jh ,l-ds-vEckLVk   

Jherh 'k'kh nsoxq.k 

euq lizk 

Jh lqjs'k panz 'kekZ 

Jh jkeukjk;.k flag 

Jh cky d̀".k 

Jh vks-ih-xksfu;ky 

Jh 'k'kh jk; ikaMs 

Jh fo".kq dqekj 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



            Ek xq iz funs'kky;@fgUnh vuqHkkx@&72 
 

Hkkjr ljdkj @ Govt. of India 
 ekudhdj.k ijh{k.k ,oa xq.koÙkk izek.ku funs'kky;]  ubZz fnYyh 

Standardisation Testing and Quality Certification Directorate, New Delhi 
 

                
  

fnaukd  
 

fo"k; %   lrZdrk lQkbZ izek.k i= ¼Vigilance Clearance Certificate ½ 
 
        fuEu vf/kdkfj;¨a @ deZpkfj;¨a ds lac/k esa lrZdrk lQkbZ izek.k i= dh uhps fy[ks x, 
iz;¨tu ds fy, vko';drk gS A 
 
d      Hkkjr esa nwljs laxBu¨a @ foHkkx¨a @ Hkkjr ljdkj ds midze¨a @ ea=ky;¨a esa izfrfu;qfDr ij  
       rSukrh A 
[k     fons'k fu;qfDr vkfn 
x     LFkk;hdj.k 
?k     in¨Uufr 
p     R;kxi= 
N     ikli¨VZ tkjh djuk  
t     n{krk j¨/k 
>     vkosnu i= vxzsf"kr djuk 
  

Dze la[;k vf/kdkjh dk uke inuke @ osrueku tUefrfFk osrueku  esa 
fu;qfDr dh 
rkjh[k 

lwpuk 
iz©|¨fxdh 
foHkkx esa 
fu;qfDr dh 
rkjh[k 

  
 
 

    

 
2 mi;qZDr deZpkfj;¨a ds ckjs esa fuEufyf[kr lwpuk nh tk, A 
3 D;k mi;qZDr deZpkfj;¨a esa ls fdlh ds fo#} d¨bZ vuq'kklukRed @  
  vkj¨ii= ekeyk  yafcr gS A 
4  D;k mldk uke lafnX/k lR;kfu"Bk okys vf/kdkfj;¨a dh lwph eas gS A 
5 D;k fdlh vf/kdkjh ds vkpj.k dh tkap g¨ jgh gS vFkZkr D;k miZ;qDr deZpkfj;ä  esa ls fdlh  
  ds fo#} fdlh f'kdk;r dh tkap lrZdrk ds ǹf"Vd¨.k ls dh gS A 
 
 
 
 
 
 
 
 
 
 
 
 
 



Ek xq iz funs'kky;@fgUnh vuqHkkx@&73 
 

Hkkjr ljdkj @ Govt. of India 
 ekudhdj.k ijh{k.k ,oa xq.koÙkk izek.ku funs'kky;]  ubZz fnYyh 

Standardisation Testing and Quality Certification Directorate, New Delhi 
 

                
 

     
 
QkbZy la[;k                                                                                  fnaukd % 
 

   
 
?;kukd"k.kZ Kind Attn    % Jh  
fo"k;          % fMekaM MªkQV @ pSd dk vxzs"k.k A 
Sub                             :  Forwarding of Demand Draft / Cheque   
 
eg¨n;] 

Sir,                          eq>s fuEu fooj.k vuqlkj fMekaM MªkQV @ pSd vxzsf"kr djus dk funsZ'k gqvk gS A 
             I am directed to forward herewith DD/ Cheque as per details given below. 
 

Dze la[;k 

Sr. No. 
   fcy  dk fooj.k @ Detail of bill     jkf'k ¼# esa½ 

Amount (in Rs.) 
MhMh @ pSd la[;k ,oa fnukad 

DD/ Cheque No. & Date 
1 
 
 

 #      
fnaukd 30&03&2007 

     

                   
# / Rs.           /-@&# /Rs.                      @& ½  
 
d̀I;k ikorh Hkstsa @ Kindly acknowledge the receipt. 
                    Hkonh; @ Your faithfully, 
 
 
           
            mi funs'kd @ Deputy Director 
 
lyaXu % ;Fk¨ifj @ Encl: as above 
izfrfyfi / Copy to%   ______________________________________________________    
   

                                   ______________________________________________________ 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Ek xq iz funs'kky;@fgUnh vuqHkkx@&74 
 

Hkkjr ljdkj @ Govt. of India 
 ekudhdj.k ijh{k.k ,oa xq.koÙkk izek.ku funs'kky;]  ubZz fnYyh 

Standardisation Testing and Quality Certification Directorate, New Delhi 
 

 
 
 
QkbZy la[;k                                                             fnaukd % 
 
 
 
 
fo"k;        % fMekaM MªkQV @ pSd dk vxzs"k.k A 

 
eg¨n;] 

 
                    eq>s fuEu fooj.k vuqlkj fMekaM MªkQV @ pSd vxzs"k.k dk funsZ'k gqvk gS A 
         

Dze 
la[;k 

 

 fcy  dk fooj.k  

  
jkf'k ¼# esa½ 

 
MhMh @ pSd la[;k ,oa 
fnukad 

 
    

    

    

    

    

    

    

    

    

    

    

    

     

                   
#  __________________________________________________________ 
d̀I;k ikorh Hkstsa   
                    Hkonh;, 
 
 
                 
              mi funs'kd   
lyaXu  % ;Fk¨ifj  
 
izfrfyfi %    
 
 
 
 
 
 
 



Ek xq iz funs'kky;@fgUnh vuqHkkx@&75 
 

Hkkjr ljdkj @ Govt. of India 
 ekudhdj.k ijh{k.k ,oa xq.koÙkk izek.ku funs'kky;]  ubZz fnYyh 

Standardisation Testing and Quality Certification Directorate, New Delhi 
 

 
    

     F. No.         Dated :   
 
 
 

Sub                   :  Forwarding of Demand Draft / Cheque   
 
 

 Sir,  
 

                 I am directed to forward herewith DD/ Cheque as per details given below. 
 
Sr. No. Detail of bill Amount (in Rs.) DD/ Cheque No. & Date 
    
    
    
    
    
    
    
    
 
 

Rs.__________________________________________________________________ 
 
Kindly acknowledge the receipt. 
 

 Your faithfully, 
 
 
            
                       Deputy Director 
 
Encl: as above 
 
Copy to  %       

 
 
 

 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

Ek xq iz funs'kky;@fgUnh vuqHkkx@&76 
 

Hkkjr ljdkj @ Govt. of India 
 ekudhdj.k ijh{k.k ,oa xq.koÙkk izek.ku funs'kky;]  ubZz fnYyh 

Standardisation Testing and Quality Certification Directorate, New Delhi 
 

 
 
 
 

                                     

     vko';d lwpuk 
 
  tgka dgha Hkh fctyh dh 
fpaxkfj;¨a dh otg ls vkx idMs 
;k yxs r¨ mls ikuh ls u cq>k,a A 
mls jsr] lhv¨ Vw xSl] MªkbZ dsehdy 
ikoMj ;k vfXu 'eu ;a= ls cq>kus 
dh d¨f'k'k djsa v©j vkx & vkx 
fpYyk dj lgk;rk ds fy, iqdkjsa 
v©j lacaf/kr vf/kdkfj;¨a d¨ lwfpr 
djsa A 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Ek xq iz funs'kky;@fgUnh vuqHkkx@&77 
 

Hkkjr ljdkj @ Govt. of India 
 ekudhdj.k ijh{k.k ,oa xq.koÙkk izek.ku funs'kky;]  ubZz fnYyh 

Standardisation Testing and Quality Certification Directorate, New Delhi 
 

 
 
 
 
      
 

 fctyh ds midj.k 
tc iz;¨x esa u 
g¨a r¨ d̀I;k can 
dj nsa A  
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Ek xq iz funs'kky;@fgUnh vuqHkkx@&78 
 

Hkkjr ljdkj @ Govt. of India 
 ekudhdj.k ijh{k.k ,oa xq.koÙkk izek.ku funs'kky;]  ubZz fnYyh 

Standardisation Testing and Quality Certification Directorate, New Delhi 
 
               QkbZy la[;k 
                      fVIIi.k la[;k    

     
 
 

                 Hkkjr ljdkj ds vkns'k¨a ds vuqlkj leLr izdkj ds vkns'k f}Hkk"kh  
              #i esa g¨us  pkfg,  vr vuqj¨/k gS fd lHkh izdkj ds vkns'k¨a dh ,d  
              izfr   Hkfo";  esa fgUnh  d{k esa  Hkh miyC/k djokbZ tk, tSlk fd  
              in¨Uufr] osru fu/kkZj.k] rFkk deZpkfj;¨a dk vkarfjd LFkkukrj.k djuk vfn A 
  
               vkns'k tkjh djrs le; ;g vo'; fy[kk tk, fd fgUnh vuqokn  
              tkjh nwljh rjQ ;k tkjh fd;k tk jgk gS A    
 
    lgk;d          
       
      

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Ek xq iz funs'kky;@fgUnh vuqHkkx@&79 
 

Hkkjr ljdkj @ Govt. of India 
 ekudhdj.k ijh{k.k ,oa xq.koÙkk izek.ku funs'kky;]  ubZz fnYyh 

Standardisation Testing and Quality Certification Directorate, New 
 

 
d`̀i;k  vnk;xh  cSad MªkQV  ds 
ek/;e ls t¨fd  ^osru  o ys[kk 

vf/kdkjh’] lwpuk iz©|¨fxdh foHkkx 
ds uke ls cuk g¨ rFkk  ubZ fnYyh   
esa  vnk;¨X; g¨ ds }kjk dh tk, A 
 
 
 
 

 

Payment may be 
made by bank draft in 
favour of    PAO, 
DIT, Payable at New 
Delhi. 
 
 

 
 
 
 
 
 
 
 



 
 
 
 
 
 

Ek xq iz funs'kky;@fgUnh vuqHkkx@&80 
 

Hkkjr ljdkj @ Govt. of India 
 ekudhdj.k ijh{k.k ,oa xq.koÙkk izek.ku funs'kky;]  ubZz fnYyh 

Standardisation Testing and Quality Certification Directorate, New Delhi 
 

 
 
 

tsj¨Dl & dk;Z ds fy, ekax & i= 

REQUISTION FORM FOR ZEROX WORK 
 
 

1  ekax &i= Hkstus okys vuqHkkx @ vf/kdkjh dk uke          ___________________ 
  Name of the section officer placing the requistion    

 
 
2 fo"k; @ QkbZy la[;k                          ___________________    

Subject / file No. 
 

 
3 i"̀B¨ dh la[;k                              _________________ 

No. of pages   
 

4 izfr;ka dh  dq̀y la[;k                         ________________ 
Total no. of copies 
 
 

5 vU; vuqns'k ¼D;k dkxt ds n¨u¨ rjQ t¨jsDl  dk;Z fd;k tkuk gS A½  _____________ 
Other instruction (Weather zeroxing to be done both side of the paper) 
 
 
         vf/kdkjh ds gLrk{kj 

           Signature of the Officer 
fVIi.kh % ekax &i= ij lEcn~?k izeq[k @ vuqHkkx vf/kdkjh ds gLrk{kj g¨us pkfg, A 

Note:    The requistion will have to be signed by Head / Section Incharge   
   

 
 
 
 
 

 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 
 

Ek xq iz funs'kky;@fgUnh vuqHkkx@&81 
 

Hkkjr ljdkj @ Govt. of India 
 ekudhdj.k ijh{k.k ,oa xq.koÙkk izek.ku funs'kky;]  ubZz fnYyh 

Standardisation Testing and Quality Certification Directorate, New Delhi 
 
 
 
 
 
 
 
 

lsok esa] 
     egkfuns'kd 
     ekudhdj.k ijh{k.k rFkk  
     xq.koRrk izek.ku funs'kky;  
     ubZ fnYyh & 110 003  
        
 
fo"k; % LFkku N¨Mus dh vuqefr A 
 
eg¨n;] 

     lfou; fuosnu gS fd eq>s vko';d dk;Z ds dkj.k   ______________ 

_______________¼LFkku dk uke ½ tkuk iM+ jgk gS A vr% vkils vuqj¨/k gS fd eq>s fnaukd 

______________ ls fnaukd ________________rd LFkku N¨Mus dh vuqefr nh tk, A  

 
?kU;okn A 
          Hkonh; 
    
         
                                            
             uke o inuke 
fnukad          gLRkk{kj 
 
LFkku N¨Mus dk irk 
 

___________________ 
 
___________________ 
  

__________________ 
¼Q¨u la[;k )  
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