
EMPLOYEE CHARTER

HOWRAH DIVISiON PL[DGESiTS COMMITMENT T0 0UR STAFF THE FOLLOWING TIME BOUND SERVICES.

WE PLEDGE MAXIMUM EMPLOYEE SATISFACT10N IF THESE S[RV:CES AR[NOT DELIVERED TI卜 ЛELY
TO ANY ONE,HE/SHE SHOULD CONTACT THE UNDERSIGNED WITHOUT HESITAT10N

SERV:CES DISPOSA1 0F CASES

lN CASE OF

ACCEPTANCF
IN CASE OF

NON‐ACCEPTANCF

RECTIFICAT10N IN

SENlOR TY

D+20 D+18

APPEAL REGARDlNG

PAY FIXAT10N

D+25ホ D+10

SETTLEMENT OF MACP

GRIEVANCES
D+30キ D+8

GRANT OF NOCFOR

HIGHER STUDIES/

COMPETlTIVE

EXAMiNAT10N

D+14 D+6

MAKING ENTRIES OF

EDUCAT10NAL

QUALIFICAT10N IN

SERVICE RECORD

D+40 D+7

TECHNICAL

RESiGNAT10N

D+19

STEPPING UP OF PAY D+30 D+16

CHILD CARE LEAVE D+6 D+2

ANY KIN0 0F ARREAR D+16Ⅲ D+9

COMPOSITE TRANSFER

GRANT
D+13+ D+9

CHILD EDUCAT10N

ALLOWANCE
D+13■ D+9

COMPLET10N OF THE

PROCESSING FOR NEW

APPOINTMENT CASES

D+21

GRANT OFLEAVE

ENCASHMENT
D+18ネ D+2

SANCT ON FOR P F

W THDRAWAL
TEMP/Π NAL)

(RECE VED FROM

UNITS)

D■17 D+2

OWN REQUEST
TRANSFER `

D+5

MUTUAL
TRANSFER

D+10

( * To be registered online & processed only when Branch
Offic-er advises Personnel Branch)

APPROVAL OF VAR10uS

TYPES OF ADVANCES/

LOANS

D+7

ISSUE OF P F

STATEMENT

(ACCOUNTS)

SAME DAY

VIEWIN6 0F SERVICE

RECOR0 0N DEMAND

OF STAFF

ONCEIN A YEAR

SERViCES DiSPOSAL OF CASES

:N CASE OF

ACCEPTANCE
lN CASE OF

NON‐ACCEPTANCE

COMPASS10NATE

APPOINTMENT(DIVN

CASES){NON― DlSPUTED

CASE)

D+90

FORWARDlNG OF

COMPASSiONATE

APPOINTMENT CASES

TO H Q CASES WHERE

S:TUAT10N DEMANDS

{NON‐ DiSPUTED CASE)

D+60

PAYMENT OF

SETTLEMENT DUES

(NORMAL
RETlREMENT)

ON DATE OF

RETIREMENT

PAYMENT OF

SETTLEMENT DUESIN

CASE OF VRS,DEATH&

RESIGNAT10N

D+60

PROMOT10N
THROuGH SELECT10N/

SulTABILITY

WITHIN 01 YEAR OF

ISSuE OF PREV10US

PANEL SUBJECT TO

AVA LABILiTY OF

VACANCY

SENDING CALL LEttERS

TO CANDlDATES

SELECTED/THROuGH
RRB/RRC(lNCLUDING

VARiFICAT10N OF

PANEL FROM RRB/RRC)

D+30

NOC/APPROVAL FOR
PROPERTY

TRANSACT10N

D+12 D+6

NOC/PASSPORT&
DEPUTAT10N

D+15 D+6

DISPOSAL OF D&AR

CASES

MA10R=150 DAYS
M!NOR=31 0AYS

ISSulNG OF PASS&

PTO
WITHIN 01 WORKING

DAY

DISPOSAL OF LEAVE

APPLiCAT10N

CL=D+1
LAP/MATERNITV/

PATERNITY =D+7

lSSuE OF SEN10R1lγ

LIST

ONCEIN A YEAR

EX NDIA LEAVE D+13

■||I PERSONAL!NTERV:EW W:TH p.RM :SAME DAY,lF D.=:M iS NOT AVA!tABLE THEN INTERVIEW WitL Bに W!THA D R M CONCに RNED=



t-

CLAIM FOR T.A.

0 SUBMITTEo WITHIN 5TH OF THE NEXT MONTH : i) TO BE PA|D W|TH THE SALARY OF SAME MONTH

ii) SUBMITTED AFIER 5TH OF THE NEXT MONTH : i0 TO BE PAID WITH THE SALARY OF FOLLOWTNG MONTH

iii) DELAYEo CASES WHERE APPROVAL OF COMPETENI : iii) TO BE PAID WITH WITH SALARY WITHIN 03 MONTHS.
AUIHORITY I5 REQUIRED FOR CONDONATION OF DELAY

IN CASE OF NON-ACCEPTANCE OF CLAIM FOR T.A, : REPLY D+13

CLAIM FOR O.T.
i) SU BMISSION OF O.T. BILL TO FINANCE 8Y UNITS : WITHIN 10 WORKING DAYS FROM THE DATE OF SUBMTSSTON OF B|LLS.

ii) FORWARDING OF BILLs TO PAY BRANCH DUELY : WITHIN 05 WORKING DAYS

VETTED BY A/Cs.

iii) CHARGING oF o.T. Bllts wlrH SALARY. : wtrH THE SALARY oF THE MoNI H, tF RECE|VED BEFoRE

07 DAYS FROM THE DATE OF CLOSING OF THE BILLS.

IN CASE OF NON.ACCEPTANCE OF CLAIM FOR O.T, : REPLY D+16

NOTE:- * Paymentto be made with sa lary in next builling cycle.
D is date of receipt in Establishment Section.
Days are working days. 4V

Sr. Divl. Personnel Officer
Howrah

′
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