DEPARTMENT OF SOCIAL WELFARE
GOVT. OF NCT OF DELHI
7™ ELOOR, MSO BUILDING, ITO, NEW DELHI
(ADMINISTRATION BRANCH)

F.NO. 44(61)/2023/DSW/Admn./Estt/Misc/ [lv=]- ]/ L0 Dated

Circular i 5 SEF 2073

Sub: Streamline the procedure , all the HODs, Govt. of NCT of Delhi are
reguested to adopt the following procedure for incorporating the correction
/amendment in the office record.

please find enclosed herewith an Office Memorandum bearing No. F.6(5)/2023/S-
1V/1SC/1264-1267 dated 3.8.2023 received from Services Department regarding procedure to be
followed by all the HODs, Govt. of NCT of Delhi for incorporating the correction/amendment in
the office record. '

It is hereby requested/directed to forward the cases of amendment/correction in the
seniority record of DSS/Steno Cadre officers/officials alongwith the supporting documents as per
check list attached in the office memorandum for onward transmission to Services Department
as per rules/guidelines issued by the DoPT, Govt. of India from time to time in this regard.

3
"
Encl: As above, 5’_}"/?”5’/\1%\13

Section Officer(Admn.)

F.NO. 44(61)/2023/DSW/Admn./Estt/Misc/ llve2|— )0 &0 Dated
Copy to: 13 SEP 2073
i. All DDs/DSWOs/DDO/HOO/Supdt./In-charge of Homes/Institutions/Schools.

2. Sh. Abhimanyu, ASO through SO(Admn.) with the direction to forward the case of
officer/official alongwith  relevant documents to Services Department w.r.t. letter
No..F6(5)/2023/S-1V/ISC/1264-1267 dated 03/08/23(copy enclosed).

r. System Analyst for uploading on the website of the Department.

-4'7 4. Guard File
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Section Officer(Admn.)
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QFFICE MF.?\-IORAT\"DU;\-]
The Services Department (Seniority Celly deals with the matters related 10 Correction of Name
jqurname- pate of Rirth. Date of Joining. Datc of entry in Govt Service. Addition/Ipsertion of
PH']’\J}_L,FSC){ST Category and Assighn*.cnb“!(c—Assignmcm of senioriy 1N the concerned seniority list of
DSS_!S;Q{]O Cadre ofﬁc-c.rslofﬁciaﬁs on the basis of the represc—nmﬁon of the ni’ﬂccr.-"ofﬁciai alonawith the
Supqoning dot:umf:msr’dc‘sails!infonnanon furnished by the _conccmcd Administralive Departments.
T of Delhi to the Qervices Department as Per the Ru!c.:.’mg{;uc.s_im;;'guideimgg issued by the DoPT.
Govt- of ndia, from {ime 1o 1ms: in this regard. J
The detail of the matters deall and supporling documenis rcquircd."ablained for initiating action, arc as

follows:

y the Administrativ

required [0 be furnished b
dulv certified.

Documents
artment

Description

M \ C.orrecﬂon:‘.r\mendmcnv' \ ¥ Rgpresematien of the officer/official. /,‘,\,5,
| ;\ddition:’[)c!ction in Name | 2 19 page of Service Book. G
| {Surname 3. Qrder Regarding C.hangc,‘addiliom‘dele‘.iun in namc;"ﬁﬁﬁame
|I issued by concerned Administrative Department. A
| \ 4, Gazetie Wotification. W

5, NewsPaper Cutting for publication.

6. Deed (asper Dopt OM dated 12.03.1987).
7 Relevant Ppage of Service Book where entry recarding |
correction’ smendment of namo/sumame has heen made. i
i Reprasematian of the afficer/ofl ficial. |
2, ™ page of Service Book. '
3 Marriculation Ceriificate.

4. Appointment prier.

1. Represeniation of the officerfofficial.
Z

3

4

C orrcc;ion!amcndmcnt it
Date of Birth

Correction of
ic of appoinuﬂcmf" )

Da 1™ page of Service Book. |
Date of Joining/

D

5

Order of Nomination. -

Order of Appoinmment issusd by the Adminiswrative

Department.

Taken on the Srrength order issued by the Administrative ||

Department.

I chrest-:matinn of the officer/officials,

2. 1% pageof Service Book ! ]

3 SC/ST/PH Centificate. |

4 Administrative Order regarding insertion of SC/ST/PH \
Categories. |

5 Veriﬁcalion-’Claﬁﬁcation Report of SC/ST/PH Certificate by !
jssuing authority- ]

& Relovant past of Service Book where eniry regarding insertion |

of SC/ST/PH Category has been made. [

Representation of the ofﬁcen’ofﬂciaL

1 page of Service Book. |

Order regarding Notionally Promotion.

Taken on the strength order issucd by the Administrative \

Department.

ate of EnOY in Govi
ervice

l
|
1
|

|
of

Assi gnmenimc—assignmem
of Seniority

:b"-flh-)»—-

= e

bserved that most of the representations are submitted by the officer/official who are
going 10 retire and willing to rectify the record to have all retirement benefits at the time of retirement. Bu
non fumishing the required documents at the first instance. put hurdles in the smooth retirement of the

officer/of ficial concemned.

Now. 1t has heen decided 1o sel @ proccdure: 1o be fallowed by /\dminisu'ati ve Depariment, GNC ol
Delhi o carmy oqui above stated corrcctianf‘msertion}addiiicmldeleﬁon 1 the office record of the
of! ficerfofficial concerned and thereafier the representation and requisite document (as per annexure) shall
have to be submitted 10 the Services Department 10 incorpfpralg the sorrection/amendment in the Seniority
record of the officer/official concerned. O S )
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In order to sireamline the procedure, all the HODs, Govt. of NCT of Delhi are reguesied o adopt
the following procedure for incorporating the correction/amendment in the office record:-

Gi - Obrain the requisite docunents as specified ahove in the O.M. regudred for a ceriain kind
" af correctionfamendment.

(i) lssue an office order fo this effect as requested by the afficer/offivial

(it} Furnish the documents (as per check list) to the Services Department Jor ineerporating
necessary amendment’correction in the seniority record of the officer/official.

(i) A Departmental representative nof below the rank of ASO/Dealing Asstt., be deployed 1o
suhmit the case alongwirh requisite documents required ai Fucilitation Connter of
Services Departimeni, GNCT of Deilil, 5% Level, *B’ Wing, Delli Secretariar, New Delli-
110002,

For this purpese, the Services Depariment has set up 8 “FACILITATION COUNTER™ at the
Seniority Cell, s Level, ‘B’ Wing, Delhi Sceretariat, New Delhi-110002 to receive the cases of
amendment/correction in the seniority record. The case shall be received on the spot if it 15 found
complete. If any short coming is found in the case, it shall be returned with the remarks to re-submit the
case after enclosing the additional documents required .to incorporate the amendment/correction in the
seniority record.

This is issues with the approval of the Competent Authority.

- L
Al HODs, Govt. of NCT of Delhi. forto,
Encl:- As above (DR. KINNY SINGH)/IAS
SPECIAL SECRETARY (SERVICES)

No.F.7(1)/2023/8-IV/ISC/12 ¢4 —12.6F Dated: &3 [o8 )5

Copy ta:- <
P.A. 1o Pr. Secretary(Services), Services Department, GNCT of Delhi.

P A. 10 Spl. Secretary/Deputy Secretary. Services Department. GNCT of Delhi.

Section Officer (Coordination) with the request to upload the order on the website of the Services

Department, Seniority Head.

PJ [-3 —

t

S Ay
(DR. KINNT SINGH)TAS
SPECIAL SECRETARY (SERVICES)
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Tl | Matters Eeamined DY the | Required documents of the ofﬁcerrofﬂcm prm’sdcd | wether
| Mo, | Seniorily Cell,  Serviees i py the Administrative Department. | atiached
1 i i

—— i s

e —

i N

1 = =
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R : A -
. 1 Con-ccﬂmn':\n‘lcndmcm-‘ | 1. R;prcsumauon afhe officer official. YesiNo
Addition Deletion in wame | 2- 1* paue of Service Book. Ve ™o
Surnamc (3 Qrder Regarding Chanut addition deleiion 0 Yes/ho
) _‘1 namelsumname jssucd by congerned Adpministraive
| — —ppparment.——————
1 } | 4. Gazcil Notification. =i =
1 '| ']I 5. News Paper Curing for publication. | Yes/No —
! II | 6. Deed (25 PEF Dopt OM dated 12.03.1987). | Yes/No
l! | {7, Relevamt page of Service RBeok where entty ll‘ Yes/No
{ \ regarding correction’ amendment of |
i | i name/surname has peen made- | Yes/No

| | ! ) 1
the O{Eccrr’afﬁcial. .

i Currcctiun:"amendmcm in Date \ 1 Rx?prcscnm‘son of |] Yes/No
| of Birth 5 1%pageol Service Book- Yes/No
3 Matricutation Certificate. \ Yes/Ne
4. A pintment order. | Yes/No
3 \ Correction of 1: Rl:prcswl.atian of the cfﬁcera’ufﬁcial. Yes/NO
i | pate of appointment/ 3. 1"pageof Qervice Book Yes/No
l Date of Joining! l 3. Order of Normination. \ ves/No
| pate of EnUY in Govt. Service- | q. Order of  Appointment jssued by the | Yes™No
\ b . Administrative Department.
lul i \ 5. Taken 'on the girength order - sued by the | Yes/No |
| Administrative Department. o

of 1. Rapfescn‘t&ﬁ{}n. ofthe oi’ﬁcc;!o{ﬁcia’!s, | Yes/No 1

|

Insertion

Calegory P 1“_pagcnf5e_rvicc Bock . yes/No |
3. sciST/PH Cenfficats- yes/No !
4 Administrative Order  rogarding insertion  of Yes/No !
- SCIST/PH Categories. |
\ | 3 Vcﬁﬁcaticnf.clariﬁcaﬁon Report of sC/ST/PH Yes/No |
i | Cerificate DY jssuing authority. 5 @ - |
1| \ 4. Relevant past of Service Book where eniry i
regarding insertion of SC/ST/PH Categlry has '
teen made. . .
Assig&menﬂe 1. Reprase.matiun of the ofﬁcm'fofﬁcial_
Seniority 5 1*pageofl Qervice Book. _ Yes/No
| 3. Order rcg_;ardingn\iotionahyPmmmiun. ¥ es/No
Ch4l

Taken on the strengih order jssucd by the | YesiNo
Adnﬁn'\suati\'cD: artnent :

If any of the docuament, mentioned iD column IIL, is not attached, the reasons for it,
peed to be specified.



CHECK LIST

[SL | Matters Examined by the Required documents of the officer/official provided | Wether
| No. | Seniority  Cell,  Services | by the Administrative Department. attached
| | Department |
I 11 | I IV
T— Correction Amendment. | I. Representation of the officer official, Yes/No
| Addition Deletion in Name | 20 " pase of Service Book. Yes/No
Surname | 3. Order Regarding Change addition/deletion  in Yes/No
name surmame issued by concerned Administrative
| | Department.
(I . | 4. _Gazette Norification. -
i ' 5. News Paper Cutting for publication. | Y es/No
| , | 6. Deed (as per Dopt OM dated 12.03,1987).
' ! | 7. Relevani pase of Service Book where entry
| | regarding  correction’  amendment af
| | name/surname has been made. Yes/No
i | | .
{2 | Correction amendment in Date | |, Representation of the officer‘official. Yes/Na
5 | of Birth | 2. 1" page of Service Book. | Yes/No
| | | 3. Matriculation Centificate. | Yes/No
| | | 4. Appointment order. | Yes/No |
[3 | Correction of | 1. Representation of the officer/official. Yes/No :
[ | Date of appointment/ 2. 1* page of Service Book. | YesiNo
Ij i Date of Joining/ | 3. Order of Nomination. | Yes/No
I | Date of Eniry in Govt. Service. | 4.+ Order  of Appointment  issued by  the | Yes/Na
I ! Administrative Depanment. I
II | 5. Taken on the Swength order issued by the | Yes/No
| | | Administrative Department. |
| 4 I Insertion  of SC/ST/PH | |. Representation of the officer/ofMicials. | Yes/No
| | Catesory i 2. 1" page of Service Book | Yes/No
[ 3. SC/ST/PH Ceriificate. | Yes/No
| | 4. Administrative Order regarding inseriion of .l Yes/No
| SC/ST/PH Categories.
i | 5. Verification/Clarification Report of SC/ST ’PH Yes/No.
| ; Centificate by issuing authority. € z
! | 6. Relevant page of Service Book where entry.
‘ [ regarding insertion of SC/ST/PH Category has | Yes/No
H I been made. 3
[5 AssignmenVRe-assignment of | |.  Representation of the officer/oflicial. Yes/No
Seniority | 2. 1" page of Service Book. | Yes/No
_ { 3. Order regarding Notionally Promotion. | Yes/No
i | [4. Taken on the strength order issued by the | Yes/No
i | | Adminisirative Depariment. ) N

If any of the document, mentioned in column I1l, is not attached, the

need to be specified.

reasons for it,

1\l
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