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Sub: Change in name/surname - Procedure thereof.
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Attention is invited to provisions of Chapter-XII of IREM, Vol.I (Revised Edition 1989),
laying down the procedure for change of name/surname by Railway employees. The matter has
been considered in light of experience in certain cases and it has, therefore, been decided to
adopt the following procedure on the subject: -

(A) - All cases of the adoption of the new name or change in the existing name/surname:

It is only after the formalities described in Para 1201 of IREM. Vol.I (Revised Edition
1989) have been complied with and satisfactory evidence of identity and execution of the
documents adduced by the railway servant that the adoption of the new name or
change in the existing name should be recognized officially, entries in Government
records be made with the approval of the competent Authority specified in SI. No. 37 of
Part-F, Establishment Matters (Non-Gazetted) under Model SOP. Thereafter, the new
name should be notified.

(B) - Change of surname due to marriage or deletion of surname or revision to maiden name on
dlvorce/separann or death of the husband of female Ra|lwav employees:

The concerned Railway employee should give a formal intimation to her Controlling
Officer, duly supported by the relevant documents, viz. Marriage Certificate/Decree of
divorce/separation issued by the competent court of law/ Death Certificate of husband,
as the case may be. It is only after necessary verification made by the Controlling
Officer, the new name should be recognised officially and it should be notified to-all
concerned by the respective Cadre Dealing Officers (CDOs). Formalities indicated in (A)
above need not be observed.

(C) - Change of name/surname consequent upon clerical error:

In established cases of clerical ertor, the procedural instructions indicated in (A) & (B)
above, need not be followed ard necessary corrections should be effected in the
official records with the approval of the concerned Cadre Dealing Officer. The correct
name should be notified to all concerned.

" This issues with the approval of the competent authority.
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