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Establishment (Mehkam)

5.2.2 Activities under Establishment

Service Book entry list (Maintenance of Service Book and continuous up gradation)

Joining

CPF Account

CCC+ and additional language clearance

Juth Insurance/Pension

Medical Checkup, Nomination and Hometown declaration for new employee
Long term order

Leave (EL, LWP, HPL)

Increment/ Promotion/ Higher Grade

General

Joining procedure of an employee

Probation and Long term proposal of new employee

Charge Transfer procedure in the case of faculty transfer/promotion/retirement/ deputation etc
Leave approval procedure and maintenance of its record

Maintenance of Service Book and continuous up gradation

History Card

Applications of faculties with respect to Promotion/CAS/Higher Grade/Request Transfer/Passport NOC/

Foreign Travel NOC/ Higher Education NOC and Bonds/ Other NOC etc. should be processed

CR/PBAS

Property Declaration Paper on 31st December

Vacation Detention

Post Continuation proposal
Arrears/Allowances/Overload proposals

Pension Cases/VRS Cases

Circulation and implementation of office orders and GRs
Personal file maintenance of faculty members

5.2.4 References

1. GCSR.
2. DTE rules set for

a. Application form for CCC+ and other departmental exams
b. History card format

c. Inspection report format

d. Application form for higher study

e. Application form for Foreign visit/passport NOC

f. Application form for Direct Application for Service

g. Application form for Declaration of Property

h. Application form for Request Transfer

1. Application form for Voluntary Retirement





