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VISION

¢ To ensure education of quality for all to fully harness the state's human
potential.

¢ To impart free and compulsory education to students from Class | to VIII
and education to all students irrespective of caste, color, creed and

religion.

MISSION

Child Centered Education to facilitate learning & all-round harmonious

development of learner.

¢ To enhance the literacy rate in Punjab.

® To create awareness about cultural heritage, human & moral values along
with secular values enshrined in the Indian Constitution.

¢ To make the students responsible citizens who may meaningfully participate
in nation building.

® To ensure 100% enrollment and compulsory education for children till g

standard as per the provisions of RTE.



SERVICE STANDARDS

: - Non-Medical

(ii) Commerce Stream

(iii) Humanities Stream

(iv) Vocational Stream

The list of subjects under
humanities /Science/Commerce
stream is at Annexure-1.

The scheme of vocationalization of
Senior Secondary Education has
been implemented in Punjab as
per the Central Govt. Scheme, The
Scheme aims at providing

S. Types of . . Responsibility Timeline/
. Service Details .
No. Services Quality
1 ADMISSIONS
I.  Class 1st ¢ No student will be denied of Head of the From 1st
to 5th admission as per RTE Act. Institution April to 31%
July
e  Minimum age of student is 5 years
in class 1st
Il.  Class 6th ¢ No student will be denied Head of the From 1st
to 8th admission as per RTE Act. Institution April to 31°*
July
lll.  Class 9th e The student who has passed 8" Head of the As per
and 10th class is eligible for admission in 9™ Institution admission
class. The student who has passed schedule
9" class is eligible for admission in announced
10th class. by the
h h P.S.E.B,
e Admissionin 9"/ 10™ class will be S.A.S. Nagar.
only as per the criteria passed by
PSEB S.A.S.Nagar.
IV.  Class 11th | ¢ At senior Secondary level four streams
are available in the schools of the
Directorate. Concerned
Head Of The
(i) Science Stream: - Medical L.
Institution




S. Types of . ] Responsibility | Timeline/
. Service Details .
No. Services Quality
diversified educational
opportunities to enhance
individual employability. The total
numbers of 34 courses have been
started under the scheme in
various Senior Secondary Schools.
(List is attached as Annexure-2).
(i) Eligibility for The following shall be eligible to | Concerned
Admission get admission in the XI class:- Head Of The
Institution
(1) A person who has passed
matriculation Examination
conducted by the P.S.E.B. or
any equivalent examination
recognized by the Board. As per the
schedule
(2) Candidate  placed  under announced
compartment/re-appear in the by the
Matriculation conducted by the P.S.E.B.
Board (Provisional Admission). S.A.S. Nagar.
(3) As per eligibility criteria passed
by the PSEB S.A.S. Nagar.
(ii) Admission Process of admission starts w.e.f. | Concerned As per the
Schedule 1°* April provisionally and regular | Head Of The schedule
admission is done after the Institution announced
declaration of result by the by the
PSEB/Other Boards. P.S.E.B.
S.A.S. Nagar.
V  Change of The parent/guardian of a candidate | Concerned Within 15
School within shall write an application (As per | Head of the days.
the State Anexure-10 on a plain paper to the | | stitution

Head of Institution to obtain the
School Leaving Certificate (SLC)

The parent/guardian of a candidate
shall write an application in the
prescribed form to the Head of




No.

Types of
Services

Service Details

Responsibility

Timeline/
Quality

Institution in which he/she wants to
seek admission along with the
School Leaving Certificate from the
last school attended.

After admission process, candidate
is allowed to seek admission in any
institution after completing the
process of obtaining the migration
certificate ,issued by the PSEB S.A.S.
Nagar.(Only for 11" and 12" class)

VI Change of
School from
other State to
Punjab State

The parent/guardian of the
candidate shall get the School
Leaving Certificate countersigned by
the District Educational Officer
(DEO) of the concerned State.

Equivalent certificate must be
acquired from PSEB S.A.S. Nagar.
(Wherever required)

The parent/guardian of a candidate
shall write an application in the
prescribed form (Annexure-9) to the
Head of Institution in which he/she
wants to seek admission along with
the counter Signed SLC from the last
school attended and equivalent
certificate.

DEO of
concerned
district

Within 15
days.

VIl School
Leaving
Certificate
(S.L.C.)

The parent / guardian of candidate
can write an application on a plain
paper giving the reasons for seeking
S.L.C. to the Head of Institution. The
S.L. C will be issued free of charge.

The delay in issuing S.L.C. without
sufficient justification by the Head
of Institution may be reported to:-

1. To the concerned Head Master

or Principal.

Head of the
Institution

The S.L.C.
will be issued
within a
week




No.

Types of
Services

Service Details

Responsibility

Timeline/
Quality

2. Block Primary Education Officer
(for class | to V)

3. District Education Officer (S.E.)
(for Class VI to XlI).

For obtaining duplicate S.L.C., self
declaration, giving the reasons, has
to be produced along with the
application to the Head of
Institution.

VIl Change/
correction in
Parent's/
Student's
Name

After submission of application
complete in all respects to the
Principal/Head of School.(Up to
9th class)

From 10" class, all the
corrections will be done at PSEB
S.A.S. Nagar level.

Principal/Hea
d of the
Institution

within 30
days

EDUCATION

1.Strengthening

of Infrastructure

Toilet for students

Toilet for CWSNs children
Potable water is provided to every
institution

Electricity connection, Fans
Boundary wall

Ramps with hand arms
Libraries

Science Labs

Art and Craft room
Additional class room

DEO (SE and
EE)

Itis an On-

going
process.

2. Adequate
Teacher's
Strength

Requisite no. of teachers are
recruited by Govt. under various
schemes.

At Govt. level.

As per Govt.
instructions.




(IED)

and Hole in Heart, operated upon

S. Types of . . Responsibility Timeline/
. Service Details .
No. Services Quality
For this rationalization is done as
per PTR (Pupil Teacher Ratio).
3. Preventing To check teachers absenteeism | D-E.O,DSS,Head | |t is an
teacher's regular monitoring of schools is | Office ongoing
absenteeism done by different inspection teams | Inspection process.
and competent authorities Teams
4.Ensuring Under Parvesh Project baseline | DEO(EE) It is an On-
Quality Education testing is done in the month of going
of Students May(From 1% to 5™) Process.
After remedial coaching mid-term
and final-term examination is
conducted.
Regular monitoring is done by DRP
and BRPs and they have to visit to
schools daily.
To improve quality education
science fairs and all the activities
are carried out as per SSA Schedule.
5. Sports Zonal level DEO(SE) As per
Dist. level schedule
State level DEO(EE) announced
by State
Sports
organizer
6. Science Fair e Tehsil Level DEO(SE) As per
e District Level schedule
¢ Inter-Dist/State Level DSS announced
by SCERT
Punjab.
3. OTHER
SERVICES
l. Inclusive Special training to mentally | DEO(EE) Itis an On-
Education to retarded children. going
disabled children To identify children with Cleft Lip Process.




S. Types of . . Responsibility Timeline/
. Service Details .
No. Services Quality
and follow up within six months.
e To provide Resource rooms with
Ramps in selected schools.
Il Health Checkup e Height, Weight, Vision, Dental and | DEO(SE) Onceina
BMI. year
DEO(EE)
Il Mid Day Meal e Balanced, Healthy and nutritious | DEO(EE) Daily
meal is provided to all children up
to 8th class.
IV Free ® One complete set of books to all SSA, PSEB By 31st May
distribution of students up to 8th class.
text books e SC boys and all girls up to +2 class.
e Computer books from 6™ to 12th.
V Free distribution e One set including Pants, Shirt, | SSA Onceina
of Uniforms Sweater, Cap/Patka, Socks and year(Subject
shoes for boys and salwar kameez to the
to girls up to 8th class. availability
of funds)
VI Medical After submission of complete | DEO(SE), (EE) | Within 30

Reimbursement
in case of retiree

documents and subject to the
availability of funds.

working days

VII ACP Cases of After submission of duly completed | Concerned Within one

retiree case. DEO month

VIII GPF Final As per guidelines issued by Punjab | Principal/Hea | Within one

Payment Govt. d of Institute | month

IX Recognition to | Private schools situated in Punjab state are | DEO(SE), within 30 days

Private Schools given recognition under RTE Act. DEO(EE) after
submission of
duly
completed
case

X Grantin Aid to | 95% Grant -in -aid is given to private aided | DEO(SE) Grant-in-aid

Private Aided schools. to private

aided schools




Promotion of

S. Types of . ] Responsibility Timeline/
. Service Details .

No. Services Quality

Schools is given before
31st March
subject to
conditions of
submission of
duly
competed
documents.

4. VARIOUS
INCENTIVES/

SCHOLARSHIPS Rate Income Limit
SCHEMES

1. 1. Scholarship to 300 students placed in Subject to the | Concerned
Meritorious merit list of 10th and condition of Head of the
students 12th class each are paid | parents School

Rs. 75/- per month. income.
(P.S.E.B. Scheme)

2. | Post-Matric 230/- pm for 10 montbhs, 200000/- Concerned Complete
scholarship to SC fee and other misc. Head of the information
students charges. (Centre school will of the

Sponsored) collect the recipient
data and must be sent
upload the (online) to
information the

concerned
DEO till 31°*
July in case
of new
admission
and 31%
August in
case of old
student.

3. State Education 1. 6"to8"™: SC 50,000/- BC | Concerned Complete
Welfare Scheme Boys : 30/-PM 24000/- Head of the information
(Pre-Matric) School will of the
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S. Types of . ] Responsibility Timeline/
. Service Details .
No. Services Quality
Education among Girls: 40/- PM collect the recipient
Educationally th " data and must be sent
backward classes 2. 97to10 ;
1 st division:75/- PM uploadthe | {online)to
information the
2" division:60/- PM concerned
3" division:50/- PM DEO till 31%
July in case
(State Sponsored) of hew
admission
and 31%
August in
case of old
student.
4, Special Grant To SC | 50/-PM for 12 months 60965/- Concerned Complete
Girls (Post Matric) (State Sponsored) Head of the information
School will of the
collect the recipient
data and must be sent
upload the (online) to
information the
concerned
DEO till 31"
July in case
of new
admission
and 31%
August in
case of old
student.
5 Award to SC 100/-PM for boys/girls NIL Concerned Complete
Brilliant Students who have got First Three Head of the information
positions in 5™ ,8" and 10™ School will of the
class. ( State Sponsored) collect the recipient
data and must be sent
upload the (online) to

the
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Types of . ] Responsibility | Timeline/
. Service Details .
No. Services Quality
information concerned
DEO till 31°*
July in case
of new
admission
and 31%
August in
case of old
student.

6 State Education Examination of 10" as per | NIL Concerned Complete
Welfare Scheme fee structure prescribed by Head of the information
Reimbursement of | Punjab School Education school will of the
fee (Matric SC) Board .( State Sponsored) collect the recipient

data and must be sent

upload the (online) to

information the
concerned
DEO till 31°*
July in case
of new
admission
and 31%
August in
case of old
student.

7 Post Matric Fee for 160/- PM for 10 100000/- Concerned Complete
scholarship to OBC | months and Head of the information
for +1 and+2 Reimbursement of misc. school will of the

charges.( Centre collect the recipient
Sponsored) data and must be sent
upload the (online) to
information the
concerned
DEO till 31"
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No.

Types of
Services

Service Details

Responsibility

Timeline/
Quality

July in case
of new
admission
and 31%
August in
case of old
student.

Scholarship to other
than Backward
Classes, De-notified
Tribes

8" to 10" : 40/- PM

11" to 10™ :63/-PM(State
Sponsored)

50000/-

Concerned
Head of the
School will
collect the
data and
upload the
information

Complete
information
of the
recipient
must be sent
(online) to
the
concerned
DEO till 31"
July in case
of new
admission
and 31%
August in
case of old
student.

Pre Matric
scholarship to OBC

6" to 8" : 40/- PM-500/-
ad-hoc grant for 10"
months(900)

9" to 10" :50/- PM -

500/-ad-hoc grant for 10
months(1000)( Centre
Sponsored/State
Sponsored)

44500/-

Concerned
Head of the
School will
collect the
data and
upload the
information

Complete
information
of the
recipient
must be sent
(online) to
the
concerned
DEO till 31
July in case
of new
admission
and 31%
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No.

Types of
Services

Service Details

Responsibility

Timeline/
Quality

August in
case of old
student.

10

Pre Matric
Scholarship to the
children of those
engaged in un-clean
occupations.

6" to 10™ : 110/-for 10
months and 750/- p.a. as
ad-hoc grant.( Centre
Sponsored)

NIL

Concerned
Head of the
School will
collect the
data and
upload the
information

Complete
information
of the
recipient
must be sent
(online) to
the
concerned
DEO till 31°
July in case
of new
admission
and 31%
August in
case of old
student.

11

SCE (S)-7
,Scholarship
scheme to motivate
SC girls in 12™ class.

3000/- Consolidated(State
Sponsored)

Whose Parents
are not tax
Payers

Concerned
Head of the
School will
collect the
data and
upload the
information

Complete
information
of the
recipient
must be sent
(online) to
the
concerned
DEO till 31
July in case
of new
admission
and 31%
August in
case of old
student.
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Types of . ] Responsibility Timeline/
. Service Details .

No. Services Quality

12 Pre Matric 150/- PM for 10 months- 200000/- Concerned Complete
Scholarship to SC Head of the information

750/- ad-hoc grant(Centre
Sponsored) School will of the
collect the recipient
data and must be sent
upload the (online) to
information the
concerned
DEO till 31"
July in case
of new
admission
and 31%
August in
case of old
student.

13 Distribution of Free | Class wise ,subject wise SC girls Concerned Complete
Books To SC girls of | demand has to be given by | belonging to Head of the information
+1 and +2. District Education officer Below Poverty School will of the

to District Welfare Officer | Line (BPL) family. collect the recipient
(State Sponsored) data and must be sent
upload the (online) to
information the
concerned
DEO till 31°*
July in case
of new
admission
and 31%
August in
case of old
student.

14 Pre Matric Boarders Day Concerned Concerned Complete
scholarship for Scholars Head of the Head of the information
students belonging School School will of the
to Minority collect the recipient
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S. Types of . . Responsibility Timeline/
] Service Details .
No. Services Quality
community. 500/-PA or data and must be sent
. real upload the (online) to
1. Admission | dit 500/-PA or . .
fee from 6™ | PonolAre | information the
th
to 10 Expenditure concerned
DEO till 31*
July in case
350/- PM or
of new
real dmissi
. 350/- PM or admission
2. Fee from 6t | Expenditure / 431
to 10" real and 31
Expenditure August in
case of old
600/- or student.
real 100/-PM
Expenditure
3. Maintenanc 100/-PM
e allowance (Centre
: that will Sponsored)
not be paid
for more
than 10
months—
From 1% to

5" and from
6" to 10th
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GRIEVANCE REDRESS MECHANISM (GRM)

Existing GRM

In these days two types of GRM is followed in the education department:

1. Manual

2. Computerized

1. Manual:

In this system every second Saturday of the month the
Field officers in respective Districts i.e. .DEO (SE) and
DEO (EE) are operational from 10 a.m. to 2 p.m. The
complainants can lodge their complaints to respective
DEOQO's. The superintendent of the office to receives the
complaints. The complaints are classified and marked to
various branches if related to the same office and sent to
the head office if it is related to the head office. Each
complaint is followed up by the Deputy DEO (Co-ordinator)
and proper solution is provided in the next month (Second
Saturday) to the complainant.

At Head Office level such mechanism is also implemented.

2. Computerized System:

This System is devised by The DGSE office .lIt is
operational since december 2012.In this system
complainant can register his/her complaint on Grievance
Redress Cell by E-mail at ssapunjab.org web site. The
complaint is processed and sent to respective DEO's. The
action taken report is taken from respective officer and
report is sent to the complainants. Once in a month,
Superintendent level officer of each district is called for
reviewing the status of complaints by the DGSE office.
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Classification of Grievances:

1. Admissions Related

Class 1st to 5th
Class 6th to 8th
Class 9th to 10th
Class 11th

2. Certificate Related

Change of school within the State.
Change of school from other State to Punjab State.
School leaving certificate.

Change/Correction in parent's/student's name.

3. Scholarship Related:-

Scholarship to Meritorious students
Post -Matric scholarship to SC students

State Education Welfare Scheme (Pre-Matric) Promotion of Education
among Educationally backward classes

Special Grant To SC Girls (Post Matric)

Award to SC Brilliant Students

State Education Welfare Scheme Reimbursement of fee (Matric SC)
Scholarship to other than Backward Classes, De-notified Tribes

Pre Matric scholarship to OBC

Pre Matric Scholarship to the children of those engaged in un-clean
occupations

SC E (S)-7 ,Scholarship scheme to motivate SC girls in 12™ class
Pre Matric Scholarship to SC
Distribution of Free Books to SC girls of +1 and +2.

Pre Matric scholarship for students belonging to Minority community.
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4. Retired Personnel Related:-
e Medical Reimbursement in case of Retiree.
e ACP cases of Retiree.
e GPF Final payment.
e DCRG Arrear
e Commutation of Pension.

5. Infrastructure Related:-

5(a) Assured

e (Classroom

e Toilet for students

e Ramps with hand arms

e Potable water is provided to every school

e Electricity connection and fans

5(b) On-going Process
e Additional class room
e Boundary wall
e Toilet for Children with Special Needs (CWSN’s)
e Libraries
e Art and Craft room
e Science Labs

6. Teaching Related

e Adequate Teacher's strength.

e Preventing teacher's absenteeism.

e Ensuring Quality Education of students.

¢ Inclusive Education to disabled Children (IED).
e Health Check-Up.

e Books

e Uniforms

e Sports
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Science Fairs

7. Mid-Day-meal Related:-

Food Grain
Quality Of food.
Quantity of food
Hygiene.

Sanitary Conditions of kitchen.

8. Miscellaneous :-

Complaint regarding high-handedness of head/principal.
Complaint against Ministerial staff

Complaint against SMCs

Complaint against BRPs and DRPs

Recognition to private schools.

Grant-In-Aid to Private aided schools

Complaint against teaching staff.
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Time Norms for Redress:

Sr. no Grievance category Time norm for redress

1 Admissions Related 15 days

Certificate Related

2 e Within the state 15 days

e |Inter State. 30 days
3 Scholarship Related 15 days
4 Personnel Related:- 30 days

Infrastructure Related

5 e Assured 15 Days

e On-going 30 Days
6 Teaching Related:- 15 days
7 Mid-Day-meal Related 07 days

8 Miscellaneous 30 days
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STAKE HOLDERS

Our Stake holders are:

(a)  Students & their parents.

(b) Teachers

(c) Non Teaching Staff

(d)  Retirees of department

(e) Principal and Staff of Private Aided Schools
() Principal and Staff of Private Schools

SUBORDINATES/FIELD OFFICERS INCLUDING HEAD
OFFICE ADMINISTRATIVE SETUP

(1) Principal Secretary School Education (PSSE) Administrative Setup as
per Annexure - 3

(2)Secretary cum DGSE cum State Project Administrative Setup as per
Annexure - 4

(3) DPI (SE) Administrative Setup as per Annexure - 5
(4) DPI(EE) Administrative Setup as per Annexure - 6
(5) Director SCERT Administrative Setup as per Annexure - 7

(6) Circle Education Offices (CEO) Administrative Setup as per Annexure -8

(7.A) District Education Officer: - Secondary

District Name of official E-Mail Mobile Landline No.
Phone No.

Ajitgarh Mewa Singh deosesasnagar@gmail.com 9417407884 | 0172-2271500
Amritsar 8146580146
Barnala Major Singh deosebnl@yahoo.com 9815490537
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Bathinda Dr. Amarjit Kaur | deosebti@gmail.com 9501004103
Faridkot Amarjit Singh 9417534656
Fathgarh Harvel Singh deofgsahib@gmail.com 9876823827
Sahib
Fazilka Sandeep Dhuria | deofazilka@gmail.com 9501423400
Ferozpur Darshan Singh darshansinghdeose@gmail.com 9463981813
Gurdaspur Inderjit Singh
Hoshiarpur Sukhvinder Kaur | deosehsp@yahoo.co.in 9855476762
Jalandhar Neelam Kumari | deosejalandhar@gmail.com 9872177897
Kapurthala Roop Lal deose255336@gmail.com 9465229722
Ludhiana Paramijit kaur
Mansa Harbans Singh | hssandhu@gmail.com 9872800831

Sandhu
Moga Pritam singh 9463316560
Muktsar Davinder Kumar | deosemuktsar@gmail.com 9779112630
Pathankot Didar Singh 9464450175
Patiala Balbir Kaur ict_coptl@yahoo.co.in 9356250655
Ropar Harpreet Inder

Singh
SBS Nagar Dinesh deossshsn@gmail.com 9781368052
Sangrur Nirmal Singh

Sohi

Taran Taran

Darshna Kumari

deosett@gmail.cl,om
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(7.B) District Education Officer: - Elementary

District Name E-Mail Mobile Landline No.
Phone No.
Ajitgarh Dr.Gurijit Singh | deossamohali@gmail.com 9872412616 | 0172-2274100
Amritsar Mandeep Kaur | deoeeasr@gmail.com 9501106160 | 0183-2228979
Barnala deoeebnl@yahoo.com 01679-239240
Bathinda Harkawal jeet deobathinda@gmail.com 8427754313 | 0164-2217195
Kaur
Faridkot Dharmbir Singh | dvsfdk@gmail.com 9501033861 | 01639-251170
Fatehgarh Navtejinder deoeefgs@yahoo.com 9501020437 | 01763-233944
Sahib
Fazilka Sandeep Dhuria | deoeefazilka@gmail.com 9501423400 | 01638-228660
Ferozpur Amrit Pal deoeefzr@yahoo.com 9815895711 | 01632-243829
Gurdaspur Joginder Kaur deoee@gmail.com 9888663883 | 01874-242033
Hoshiarpur Rampal Singh hsp_deo@yahoo.in 9872534699 | 01882-220066
Jalandhar Kuldeep Kumar | deoprimary@yahoo.com 9855454306 | 01881-2403916
Sharma
Kapurthala Balbir Kaur deo.ee.kpt@gmail.com 9915624547 | 01822-501869
Ludhiana Ranjit Singh dpoludhiana@gmail.com 9417415303 | 0161-2432077
Mansa Rajinder Paul dpomansa@gmail.com 7307191700 | 01652-228064
Mittal
Moga Upkar Singh deo@gmail.com 8968450710 | 01636-237461
Muktsar Davinder Kumar | deoeemuktsar@gmail.com 9779122630 | 01633-240500
Pathankot Pawan Kumar deoeepkt@yahoo.com 0186-2244006
Patiala Harinder Kaur deoeepti@yahoo.com 0175-2225863

Ropar

Leella Rani

deoeerpr@yahoo.com

01881-221194
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SBS Nagar Dinesh deoeesbsn@gmail.com 9781368052 | 01823-221531
Sangrur Sher Singh dposangur@gmail.com 9417239715 | 01672-231341
Taran Taran | Sinder Singh deoeetat@yahoo.com 9855057273 | 01852-212693

INDICATIVE EXPECTATIONS FROM SERVICE RECIPIENTS

S. No. | Types of Services Documents Required
1 Admissions
1) | Class 1st to 5th Standard form and eligibility condition as per Annexure-9
2) | Class 6th to 8th Standard form and eligibility condition as per Annexure-9
3) | Class 9th and 10th Standard form and eligibility condition as per Annexure-9
4) | Class 11th and 12th Standard form and eligibility condition as per Annexure-9
5) | Change of School within | Prescribed form as per Annexure-10
the State
6) | Change of School from Prescribed form as per Annexure-11
other State to Punjab
State
7) | School Leaving Certificate | Prescribed form as per Annexure-10
(S.L.C.)
2 Other Services
1. | Inclusive Education to Submit simple application to DEO(EE) along with
disabled children (IED) medical certificate from competent authority.
2. | Medical Prescribed Performa as per annexure-12
Reimbursement in case
of retiree
3. ACP Cases of retiree Prescribed Performa as per annexure-13,14,15,16,17
4. | GPF Final Payment Prescribed Performa as per annexure-18
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5. | Change/ correction in
Parent's/ Student's
Name

Prescribed Performa for correction in parent's/student's
name as per annexure-19,20

6. | Recognition to Private
Schools

Prescribed Performa

7. Grant in Aid to Private
Aided Schools

UC And Estimate of Expenditure

PERIODICITY OF REVIEW

The Citizen Charter will be reviewed annually.
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Humanities/Science/Commerce Stream

S. No. | Name of Course

1 General English

2 English (Elective)

3 Punjabi Compulsory

4 Punjabi (Elective)

5 Punjab History and Culture

6 Environment Education

7 Computer Science

8 Hindi

9 Urdu

10 Sanskrit

11 History

12 Economics

13 Mathematics

14 Business Organization and Management
15 Book Keeping and Accountancy
16 Political Science

17 Sociology

18 Public Administration

19 Dharam

20 Music-Vocal

21 Gurmat Sangeet

22 Music-Instrumental

23 Music-Tabla

24 Dance

25 Philosophy

26 Education

27 Geography

28 Defence Studies

29 Psychology

30 Home Science

31 Modelling and Sculpture

32 Geometrical Perspective and Architectural Drawing
33 Commercial Art

34 Drawing and Painting

35 History and Appreciation of Art
36 Physical Education and Sports
37 Insurance

38 Rural Development and Environment

Annexure-1
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39 Media Studies

S. No. | Name of Course

40 Physics

41 Chemistry

42 Biology

43 Geology

44 Biotechnology

45 Computer Applications

46 Elements of Electronic Engineering
47 Business Studies-1

48 Accountancy-1

49 Business Economics and Quantitative Mehoods-1
50 Modern Office Practice

51 Agriculture
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Annexure-2

Vocational Groups

S. No. Name of Course
1. Horticulture
2. Agro-Business
3. Repair and Maintenance of Power Driven Farm Machinery
4. Office Secretary ship
5. Accountancy and auditing
6. Office Management
7. Travel and Tourism Techniques
8. Banking
9. General Receptionist
10. | Purchasing and Storekeeping
11. | Basic Financial Services
12. | Insurance
13. | Rural Marketing
14. | Transport Services
15. | Export Import Practice and Documentation
16. | Rural Informatics Management
17. | Co-operation
18. | Taxation Practices
19. | Marketing and Salesmanship
20. | Food Preservation
21. | Commercial Garment Designing and Making
22. | Textile Designing
23. | Textile craft (Weaving)
24. | Knitting Technology
25. | Maintenance and Repair of Electrical Domestic Appliances
26. | Repair and Maintenance of Radio & Television
27. | Engineering Drawing and Drafting
28. | Mechanical Servicing (Genl.)
29. | Furniture Making and Designing
30. | Mechanical Servicing (Auto)
31. | Computer Techniques
32. | Manufacturing of Sports Goods
33. | Manufacturing of Leather Goods
34. | Commercial Art
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Annexure — 3

Principal Secretary School Education (PSSE)

Education Minister

A 4

Principal Secretary

School Education

|

A4

Spl Sec. SE

A 4 \ 4

\ 4

Ed-2

Secretary
cum DGSE

Fd-6

Fd-7

Add. Sec. SE OSD Legal
Cell
- Ed-3
- Ed-4
- Ed-5

D.P.I(S.E.)

D.P.I (E.E.)

Director
SCERT

SPD
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Principal Secretary School Education (PSSE)

To take decision on policy matters.
b) Education-2 Branch —

Deals with Headmaster/Headmistress, Lecturer cadre service matters
and court cases.

c) Education-3 Branch —

Implementation of Punjabi language in schools.
Matter related to ministerial staff.
Work related to PSEB including NOC.

d) Education-4 Branch —

Inspection Cadre Group-A officers-all matters.

Work related to coordination of the new education policy and
reference to education policy.

Minister’s Secretaries—coordination of matters related to overall
policy framework.

Budget, Non Plan, SNE’s of DPI (SE).

All matters related to finance commission.

e) Education-5 Branch —

All matters related to SCERT, Teacher Training Programs.

Master Cadre matters & court cases.

Matters related to centrally sponsored scheme (improvement of
science education, National fitness corps.)

f) Education-6 Branch —

All the Art and craft teachers, C&V & music teachers.
Up gradation of schools.
National & State Award.
All matters related to RTI Act. 2005
Punjab Vidhan Sabha/Assembly questions.

g) Education-7 Branch

All policy matters regarding Primary/Elementary Directorate.

Sarva Shiksha Abhiyan & allied matters.

Free and compulsory education Act. Welfare of children, women, SC,
BC, welfare schemes (Primary & Elementary) including free books,
free education of handicapped children.
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Annexure - 4

Administrative Setup of DGSE

Department of School Education, Punjab

[ Principal Secretary /Secretary ]

[ Director General School Education * ]

\ 4

\ 4
Director of Public Director of Public [ Director (SCERT) ]
Instruction(SE) Instruction(EE)

* Special secretary School education cum DGSE is state Projector Director

Organizational Chart at State Project Office

SPD (State Project Director)

!

!
Y Y Y
DSPD ASPD DM AM
, I I
Procurement Civil Works Civil Works
Training Finance Finance
Textbooks Planning Planning
EGS IED/ECCE IED/ECCE
DSPD-Deputy State Project Director MIS MIS

ASPD-Assistant State Project Director
DM-Deputy Manager
AM-Assistant
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Administrative Setup of DGSE

Whole SSA work, Teacher Salary, SSA related Bills, MDM

Dy.SPD (Cash book/ bills), IED, HR, GI, C.CELL, Planning, G.E., S.T.R.,
T.B., T.T., SSA (Math/ Science/ SSt) related works
To impart live and recorded education programme to
Dy.SPD

students through Satellite.

ASPD (Co-ord.
Cell) &

ASPD (Complaint
Cell)

To co-ordinate the data required from various components
working under the control of D.G.S.E. and to coordinate
among different branches of Education Department
including DPI (SE/EE/S.C.E.R.T),CEOs, DEOs (SE/EE).

2. Monthly Meeting with CEOs, DEOs (SE/EE).
3. Assembly Questions.

Comp Cell- to deal with all kinds of complaints regarding
Schools related to Education Department Punjab.

ASPD (HR)
ASPD (Grievance)

Recruitment of BRPs, and DRPs, Education Providers and
work related to Grievance Cell.

ASPD (P. E.)

For improvement of Primary Education conducting
programmes regarding Parvesh Project, Parvesh Magazine
and Radio Programme.
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ASPD (Planning-
SSA)

Annual Work Plans, Annual Reports, QPR, Flagship, SC/SP
Reports, Research Studies, CABE Committee Meetings,
Education Secretaries, & Chief Secretaries Meetings, SSA
Executive Meetings, Joint Review Mission Meetings.

ASPD (CW)

SSAA

All SSA civil works monitoring & supervision of approved
works, reporting to MHRD (monthly reports). All Civil Works
daily routine work & field visits as per the requirement.
Monthly meetings.

ASPD (Math)

Promotion of Science and Mathematics under SSA & RMSA.
Preparation of Science, Math Module, calendar, monitoring
activity, Math and Science Practical through DRPs, DSS,
whole conduction of CCE, conducting exams, inspire award
and camps.

ASPD (TB) &
ASPD (PEDB)

Information regarding Text Books for students and sending
it to the Punjab School Education Board. All work regarding
Text Books.

PEDB- Opening of Adarsh Schools in the State. 2)
Maintenance of Accounts regarding the amounts received
from the Excise and Taxation Department. 3) Payment of
OPEX and CAPEX charges to Public Private Partners.

4. Scholarships to minorities in the State.

DM (Legal)

1. Defending and Monitoring of Court Cases: a) SSA Pb, B)
RMSA Pb, C) PICTES Pb, D) PEDB. E) Edu-sat, F) MDM,
To file reply and reports

Legal Notices

Legal opinions

Court cases of DGSE capacity are also defended.
Important Cases/ Policy matter related to Edu Dept/
DGSE Punjab etc

onhswWwN

ASPD (SSt./
Pedagogy)

SSt: - To make the subjects SSt, Punjabi, Hindi interesting
through activity based learning. To train teachers by giving
activity based training.
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Pedagogy: - To look after the Pedagogical issues.

Legal Assistant
(RTE)

Deals with RTE ACT, DEDC, SMC, Court cases, RTI,
complaints related to children etc.

DM (IED)

Activities related to the all round development of the
children with special needs, to train the teachers
accordingly. To give financial help and moral support to
children suffering from cancer and hole in heart, low vision,
polio, C.P. for their operations if required. Also deals with
physiotherapy and speech therapy etc.

ASPD (English)

To make English simple and interesting, creative and activity
based methods are used to improve the quality of English
education and to develop the four skills Learning, Speaking,
Reading, Writing (L,S,R,W) among school students.

Liaison Officer

The letters marked directly by the Respected D.G.S.E. which
need immediate action, follow up and to be sent to the
concerned components/branches for necessary action.

Section Officer

All the work related to teaching and non-teaching staff,
other works related to the employees of the Head Office
and miscellaneous.

ASPD (Inspection)

Monthly inspection of around 2400 schools to be done by
20 inspection teams and also deals with discrepancies like
late comers, absentees, and giving the information to the
concerned branch. Main purpose of inspection is to improve
the quality of education and maintain discipline in schools.

DM (GE) &
DM (STR)

SC/ST Education
KGBYV Hostels

Residential Hostels
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Uniforms

STR regarding.

Nodal Officer
(RTI)

Overall in-charge of All DGSE office work related to RTI and
deals with all correspondence related to RTI. Appeals,
comm. Cases, maintaining register records of all PIOs of
office. Additional work of officer’'s committee, DPI (SE) with
court cases.

DM (MIS)

Mr Rajvi, DM (MIS) - overall monitoring and work on MIS
activities State, District & School Level.

ASPD (proc.)

In-charge of Procurement cell in SSA. Deals with any
purchasing for the SSA through tender, quotation etc. Class
IV PASCO salary, All correspondence related to
Procurement.

Cashier

Maintenance of SSA accounts, Verification, posts, GPF, GIS,
Leave, Pension funds, record challan, EPF.

ACFA (Proc.)

Supervision-To process tender and attend meetings of
Purchase committees and to make orders and payments etc.
One day audit for SBI in a week.

ACFA (Finance)

Supervision regarding funds received and expenditure from
Indian Government, State Government. Supervision of all
kinds of work related to finance.
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Dy.SPD, RMSA

To impart training to sec. edu. Teachers under RMSA, and to
upgrade middle schools from Indian Government. To resolve
each and every problem of Sec schools.

Dy.SPD, Info. Cell

To take action against employees working under education
department especially teachers who are long - time absent.
Deals with suspension of such employees.

Dy. SPD, ICT

Overall in-charge of PICTES. Deals with the recruitment of
computer teachers.

Dy. SPD, Rect. Cell

Deals with recruitment of teaching and non-teaching staff
under Education Department.

Deals with the official work under ICT, Hardware and

ASPD(ICT) Software. Files are being put up through ASPD (ICT). To assist
DY SPD (ICT) regarding ICT work.
CAO (ICT) Incharge of Accounts wing of PICTES
Looking after school Health Programme and Works related
Manager (MDM) L
to Health and Nutrition in Mid Day Meal
GM (MDM) In-charge of the Mid-Day-Meal
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ASPD (Admin. &
Proc-RMSA)

Admn. of 222 of High School under RMSA- Teacher Transfer,
Contract Renewal, Leave Sanction, Resignation, Head office
& District Office, Non teaching Staff record-Maintenance,
A.C.R., Contract Renewal, School Clubbing.

Accountant &

Maintenance of Cash Books, Pre audit claims, Pass order,
reconciliation with A.G, Banks, presume the cases, Salary

Cashier and D.D.O powers, Budget Allocation and miscellaneous
works.
Deals with Cases of Financial Matter, civil service matter etc.,
ASPD(TT)

Teacher Training, SSA/ RMSA, Annual School Grants from
RMSA, Educational Excursion tours of students under RMSA.

ASPD(CW-RMSA)

1. Plans for all kinds of civil work under RMSA,
Education 8" Survey.

Coordination with executive agencies regarding
up-gradation of schools.

Monthly meetings.

Monitoring and supervision of approved work.
Reporting to MHRD.

Assembly Questions.

wnN

N wnA

ASPD(PIng-RMSA)

RMSA- Planning.

Girls Hostel

Coordination

Recruitment work under RMSA
EC Meetings

NRI

Kendriya Vidyalaya

Statisical Officer

NSIGE schools reg

CSS- Hindi, Urdu Teachers reg
Plants Punjabi Language

RTI and Miscellaneous matters

PWNPR NOURWNRE
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ASPD
(PEDB-RMSA)

1. Opening and establishment of Adarsh Schools.

Meetings of Pb. Edu. Dev.Boards (P.E.D.B.0

3. Establishment matters and miscellaneous matters
regarding Adarsh Schools.

N

Model Schools

Work related to model schools

Project Officer

Work related to Education and Finance etc. To initiate 10+2.
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Annexure - 5

Administrative Setup of DPI (SE)

Director Public
Instructions (SE)

Dir. Admin Establi'_shment
officer
Dy. Dir. Vocational 4 Subject Experts
ADPIS.Ad.-1
Dy. Dir (S.Ad.)
ADPI S.Ad.-2
Dy. Dir (SE) ADPI (SE)

Dy. Dir. Sports

Dy. Dir Pvt. Aided

0SD (Scholarship)
05D (W&P)

Statistical Officer
Survey Officer

Registrar
Education

3 DCFA's
(Budget, Grants,
Pension)
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Administrative Setup of DPI(SE)

Director Administration:

To look after functions related to Recruitments, Promotions and Establishment of non
teaching staff for Head Quarters and field.

Registrar Education:

To act as Drawing and Disbursing officer and to perform functions related to
recruitments, promotions and establishment of principals, DEOs, CEOs and officers of
directorate.

Dy. Director School Administration:

To look after the matters related to old recruitments as well as establishment matters
for C&V cadre.

Assistant Director School Administration —I :

Recruitments, Promotions and establishment matters for Lecturers and Head Masters.
Assistant Director School Administration =l :

To look after new appointments for masters and promotions of JBTs and C&V teachers
to Master Cadres.

Dy. Director Secondary Education:

Celebration of Teachers Day as well as State and National Awards for teachers, to plan
and implement the scheme of ‘Free Education for Girls’ , functions related to taking
over of private aided schools & change of name of schools, Free/Concessional
Transportation for students and to look into policy matters related to secondary
education

Assistant Director Secondary Education:

To Assist Dy. Director Secondary Education in celebration of Teachers Day as well as
State and National Awards for teachers, to plan and implement the scheme of ‘Free
Education for Girls’ , functions related to taking over of private aided schools & change
of name of schools, Free/Concessional Transportation for students and to look into
policy matters related to secondary education

Dy. Director Vocational Education:

To implement the schemes of Vocational Education at Senior Secondary level as well as
to look into matters related to establishment of vocational masters (3331 Posts),
vocational teachers (300 Posts) and work experience teachers (60 Posts). The scheme
of Vocational Education is working in 604 senior secondary schools (including 351
schools under NABARD). 34 vocational trades have been introduced for vocational
education.

Dy. Director Private Aided Schools:

To provide 95% Grant-in-Aid to 399 private aided schools, to grant NOC to private
schools for affiliation with CBSE and ICSE and to look into the matters related to
arrears as well as pensioner benefits for the staff of private aided schools

Dy. Director Sports:

To prepare the schedule and organise sports at Zonal , District, State and National
levels, to organise coaching camps for sports , to arrange for the meetings of Punjab
School Physical Education Development Fund Committee and to maintain the accounts
of sports fund.

0SD (Works and Planning):

To plan and implement the annual work plans. Details of Plan Schemes are given in a
separate slide.
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OSD Scholarships:

To look after various scholarship schemes for students. Details of scholarships schemes
(centrally sponsored and non plan schemes) are given in separate slides.

Statistical Officer:

To maintain the statistics in respect of the number of educational institutions,
enrolment and teachers etc. for every academic year.

Survey Officer:

To look after the up-gradation of schools from high to senior secondary level.

DCFAs:

To look after plan and non plan budget for department, to maintain GPF and GIS for
officers and to process cases for pension and pensioner benefits for retiring employees.
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Annexure — 6

Administrative Setup of DPI (EE)

Director
Public
Instructions

Dy. Dir Estb.

Dy.
Controller(F&A)

Dy. Dir.
Policiy

CEO (Nabha,
Jalandhar,
Faridkot)

ADPI-1 (Estb.-1)

ADPI-2 (Estb.-2)

ADPI-1(Service ADPI -2
& Records) (Budget)

Supdt.1

Supdt.2
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Administrative Setup of DPI(EE)

Dy. Director (Establishment)
e Deals with all the matters related to teaching faculty of
elementary schools such as court cases, medical
reimbursement, RTI, Enquiries, Promotions and long leave

absenteeism.

Dy. Director (Policies) and Dy. Controller (F&A)
e Deals with the matters related to ministerial staff, scholarship
schemes, welfare schemes, retirement benefits, private aided
schools, pension, gratuity, budget allotment, court cases, RTis

and enquiries.
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Annexure — 7

Administrative Setup of Director SCERT

Sr. Asitt. Guidance Councellor 01
Technical Asitt. General 01
Technical Asitt. Testing 01

Sr,. Asitt. 01
Junior Scale Stenographer 01
Clerk 01
Peon 01
Chowkidar 01

Subject Expert 03
Asitt. Controller{F&4) 01

Technical Asitt. 03 (Survey &
Data Processing Unit)

Examination Branch

Govt. Inservice Training
Centre (GISTC)12

Staff Per Centre
Principal0 01
Sr. Lect. 04
Lect. 07

4 N
[ ] [ ] [ ]
Dy. Dir. State Institute of Science
[ ]
Education
\. J
Sr. Lect. 10 ( Y4 A
Co-Ordinator PEP
01 Dy. Dir. State Bureau of
Subject Expert 01 Educational and Dy. Dir. (Survey, ETC and Data Processing)
Lect. 05 Vocational Guidance
\. \. J \. J
4 Y N Y

Dvy. Dir. Evalutaion
Asitt. Registrar (Exam)
DIET Branch Central
Evaluation Officer

Film Librarian (AV&
Education Technology
Cell)

ETC Branch

a4

Z
o
District Institute of
Education & Training
(DIET) 17
DIET (Permanent) 12
DIET (Temporary) 05
Staff Per DIET
Principal0 01
Sr. Lect. 06
Lect. 14
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State Council of Education Research & Training (SCERT)

e To strengthen DIET’s and In service Training Centre.

¢ To undertake and promote investigation, survey studies and research in various
fields of education.

¢ To develop new techniques and methodology in the field of school education.

e To develop syllabi and curricula of various subjects at school stage.

¢ To conduct research and qualitative improvement in school education.

e Act as a nodal agency for the development of Punjab curriculum frame work.

State Bureau of educational and vocational Guidance:-

® To train career Masters/ Mistresses.

e Orientation programs of Headmasters/ Headmistresses of High Schools
and Principals of Senior Secondary Schools.

e Short term training programs for teachers and other regarding their role
in guidance programmes.

¢ Developing guidance services in high and senior secondary schools and
district headquarters offices.

e Supervision of guidance services at district and school level.
® Personal and emotional guidance to children when the need arises.
® To open guidance corners in all the high and senior secondary schools of

the state with emphasis on rural and remote area
State Institute of Science Education (SISE)

e To improve teaching learning strategies in science subjects of various classes
from elementary to senior secondary stage.

® To make Teaching Learning of Science and Mathematics interesting, Institute
organize Quiz, Poster making, Extempore competitions, Student Science
Exhibitions, Student Science Seminars and Student Science drama competition from
block level to state level for the students of elementary to senior secondary schools

in the State.
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® To conduct State Level Screening Test for students of X class under National
Talent Search Examination.

To select meritorious students Institute conducts State Level Screening Test all 22
district Headquarters for students of class VIII under National means-cum-merit
scheme for government and public aided schools

To select meritorious students, Institute conducts State Level Screening Test at all
22 district Headquarters for students of class VIII and class X under Punjab State
Talent Search Examination for Government school students.

Institute works on different schemes e.g. Adoption of Young Scientists, Science
Congress, Popularization of Science, GLOBE, NEAC etc with Punjab State Council of

Science & Technology.
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Annexure - 8

Administrative Setup of CEOs

Circle Education Office (CEO)

Circle Education Office

Circle Education Office

Circle Education Office

Nabha Jalandhar Faridkot
.. DEO DEO
DEO Ajitgarh Jalandhar Bathinda
Nagar
DEOC
Fatehgarh A DEtO DEOQ Mansa
Cahih mritsar
DEO DEO DEO Moga
Ludhiana Gurdaspur
DEO
DEO Patiala DFO Muktsar
Hoshiarpur
DEO Barnala DEQ FDE:I(I)(
Tarantaran azilka
DEO DEO DEO
Sangrur Kapurthala Ferozpur
DEO
Pathankot
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Annexure 10
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Annexure 11
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MEDICAL REIMBURSEMENT CERTIFICATE

1

CERTIFIEDTHAT,| SH. SERVING UNDER THE /0 NAME OF OFFICE

HAD REMAINED UNDER MY TREATMENT IN ENTER NAME OF HOSPITAL & UNDERMENTIONED MEDICINES PRESCRIBED BY

IN THE DETERIORATION IN THE CONDITION OF PATIENT,THESE MEDICINES WERE NOT STOCKED IN FOR SUPPLY TO THE ENTITLED PATIENT & NOT INCLUDE PROPRIETRY
PREPRATION FOR WHICH CHEAPER SUBSTITUTE OF EQUAL THERAPEUTIC VALUE ARE AVAILABLE /NOT THE PREPARATION WHICH ARE PRIMARY FOOD TOILETS THE
DISINFECTIONS.

Z CERTIFIED THAT TREATMENT WAS NECESSARY
3| CERTIFIED THAT MEDICINES R NOT STORED IN THE LIST OF MEDICINE STORE DEPQOSITS.
4| CERTIFIED THAT MEDICINESPRESRIBED HAVE NO CHEAPER EFFECTIVE SUBSTITUTE.
| S|CERTIFIED THAT PERIOD OF TREATMENT WAS FROM _ ENTER DATES OF TREATMENT
6| CERTIFIED THAT PRICE CLAIMED IS REASONABLE.
7|CERTIFIED THAT THE MEDICINES ARE NOT IN THE NATURE OF TONICS ETC, THE COST OF WHICH IS NOT REIMBURSABLE UNDER GOVT, ORDERS ISSUED IN THE SUBJECT
TIME TO TIME,
8|CERTIFIED THAT MEDICINES PRESCRIBED ARE NOT IN THE LIST OF NON REIMBURSABLE MEDICINES ARTICLES LAST REVISED VIDE PB. GOVT, LETTER NO. 17195
5/15831 CH-IBH-56/7796 DATED 25TH JAN. 1966,
S.NO, ﬁ;O DATE NAME OF HOSPITAL/FIRM PURPQSE/DETAILS AMOUNT
TOTAL
SIGNATURE OF AUTHORISED MEDICAL ATTENDENT
CERTIFICATE
IT IS CERTIFIED

1 THAT | AM A PUNJAB GOVT. EMPLOYEE.

2 THAT AT THE TIME OF TREATMENT MY BASIC PAY WAS RS.

3 NAME OF HOSPITAL WAS NEARST INSTITUTE TO ME FOR THE TREATMENT OF
THIS DISEASE TO ME

4 THAT ABOVE MEDICINES ARE CONSUMED FOR MY TREATMENT & PURCHASED BY ME.

SIGNATURE OF CLIAMENT

Annexure 12



53

Annexure 13
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Form of Undertaking

| (Designation)

{Office Name) hereby opt the career progression

scheme completion of 4, 9 and 14 year of Service in a cadre notified by the Government vide

notification No. Date:- with

effect from 1-11-06

| further undertaking that I shall not claim any arrears on this account.

Dated:- {Name & Designation)

{(Name of the Office)
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{Pension File)

| FORM B J

Form of application for FINAL PAYMENT OF balance in the .....cccvveevvvvvennnes Provident Fund Account.
To,
No
Date:-,
Sir,
1. | am due to retire/have proceeded on leave preparatory to retirement for............... months have been

discharged/dismissed/have resigned from Government Service and my resignation has been accepted with effect
form .forenoon/afternoon.
2, | have not opted for the continued retention of my provident fund money in the Fund in terms of Finance
Deptt: Circular no.232-FRI-58/-6497 dated 18" the march 1956.
| therefore request that arrangements may kindly be pay the amount at my credit with interest due under

the rules.
CR
| have opted for the continued retention of my provident fund money in the fund in the terms of Finance
Department, Circulars No. 972-FRI-58-4667 dated the 18" march 1958 any may option has been forward vide letter

No. dated is attached. | request that arrangements may kindly be made to pay me sum
Rs. of

3. My provident Fund Account NO. iS....cccccerrrrrccnrecrnns | desire to receive payment through my officer/through
the... ... Treasury/Sub-Treasury particulars of my personal marks of identification left hand thumb and finger

impressions and Specimen Signature in duplicate duly attested by a Gazetted officer of the Govt. are enclosed.
4, The under mentioned Life Insurance Policy financed by me from my provident Fund Account may kindly
be released.

S Policy No. Name of the Co. Sum Assured
No.

1.

Yours Faithfully
Station: .,
Dated: ...

{Signature)
Foot Note : This applies only when payment is not desired through the Head Office.

FOR USE BY THE HEAD OF OFFICES |
1. Forward to the Accountant General/Controller.......cc.ocveeeevvevvrnererernnnnnes for necessary action.
2, He has finally retired/will retire/has proceeded on leave preparatory to retirement for
....months /has been discharged dismissed/has resigned finally from Govt. Service and his resignation been
accepted with effect from forenoon/afternoon.

Annexure 18



61

FORM B (Continued)

3 The last Fund deduction was made from his pay in office bill No Dated .For Rs
{RUDEES) .ceurvrvnnensesesrnssssenenseasesenss

4, Cash voucher No of. .Treasury the amount of deduction being Rs... and recovery on
account to refund of advance Rs.........cccvrrressnrnns

5, Certified that he was neither-Sanctioned any temporary advance for any final withdrawal form his
Provident fund account during the 12 months immediately proceeding the date of has quitting
Service/Proceeding on leave preparatory to retirement there after.

Certified that the following temporary advance/final withdrawals were Sanctioned to him and drawn
from his provident fund account during the 12 months immediately after the date of his quitting
service/proceeding on preparatory to retirement there after.

S.No, Amount of advance / withdrawal Date Voucher No.
1,
2
3
4
5
6
7
8
9
10
11
12
6. Certified that no amount was with-drawn/the following amount were with-drawn, from his provident fund
Account during the 12 months immediately the date of quitting service/proceeding on leave preparatory
to the retirement or there-after for payment of or for the purchase of a new policy.
Amount Date Voucher No.
1, .
S .
7. He has opted for continued retention of his Provident Fund money in the terms of Finance Department
Circular No. 632-FRI-59/-4959 dated the 18™ March 1958,
Cr
He has opted for continued retention of his Provident Fund money in the fund in terms of Finance Department
Circular No. 932-FRI-58/5459 dated 18™ March 1958 and has been forwarded vide his Office Letter No
dated.....cocvrreerrrrineens is attached.
8. It is certified that there is no demand for government recovery,

Following demands

Signature of Head of office/Deptt:
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