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STANDARD 

OPERATING 

PROCEDURE 

(SOP) ESTABLISHM
ENT 

SECTION 

OF 
HO 

W
E

 

SAVE SERVE 
TO

 

NATIONAL 

FIRE 

SERVICE 

COLLEGE 

N
A

G
PU

R
 

A
pproved 

by 
R

.M
. 

K
SH

IRSA
G

A
R 

DIRECTOR 

V
erified 

by JITEN
D

RA
 

JAIN ADM
N. 

OFFICER 

Prepared 
by A.C.GUPTA 

U.D.C. 



U.
D.

C. 
A.

C.G
UP

TA
 

AD
MN

. 
OF

FIC
ER

 
JIT

EN
DR

A JAI
N 

DI
RE

CT
OR

 R
.M

. 
KS

HI
RS

AG
AR

 

Pr
ep

are
d b

y 

Ve
rifi

ed
 by

 

Ap
pro

ve
d b

y 

IV. 

Cr
ea

tio
n/ em

plo
ye

es
. Se

cti
on

 

In
-ch

arg
e 

res
po

ns
ibl

e for 

m
ain

ten
an

ce
 of

 
att

en
da

nc
e of

 
all 

II. 

iss
ue

d 

fro
m tim
e to

 
tim

e. Se
cti

on
 

In
-ch

arg
e is

 
sha

ll 

ma
int

ain
 the 

rec
ord

s as
 

per 

gu
ide

lin
es

 of
 

DoP
T 

I.
 

as
 

req
uir

ed
 or

 
as

 
dir

ec
ted

 by
 

the 

su
pe

rio
rs.

 Se
cti

on
 

In
-ch

arg
e is

 
sha

ll 

mak
e all 

In
ter

na
l/ 

Ex
ter

na
l 

let
ter

/ 

co
rre

sp
on

de
nc

e 

3.
 

FU
NC

TI
ON

S O
F 

ES
TA

BL
IS

HM
EN

T 

SE
CT

IO
N 

IN
-C

HA
RG

E:
 -Na

gp
ur.

 iss
ued

 by
 

the 

M
ini

str
y, 

Di
rec

tor
 

Ge
ner

al 

(CD
,FS

 &
 

HG) and 

Di
rec

tor
 

NFS
C, Int

ern
al as

 

well
 as

 
ex

ter
na

l 

m
at

te
r/c

or
re

sp
on

de
nc

e or
 

as
 

per the 

gu
ide

lin
es

 Ov
era

ll 

mo
nit

ori
ng

 and 

su
pe

rvi
sio

n of
 

all 
Es

tab
lis

hm
en

t 

ac
tiv

itie
s 

inc
lud

ing
 

2.
 

RO
LE O

F 
V

. 

rel
ate

d 

rec
ord

s are kep
t by

 
Ac

cou
nt 

Se
cti

on
). 

Up
da

tio
n and 

ov
era

ll 

rec
ord

 

rel
ate

d to
 

ser
vic

e of
 

em
plo

ye
e 

(N
ote

: Pay 

Es
tab

lis
hm

en
t 

Se
cti

on
 is

 
res

po
ns

ibl
e for 

Se
rvi

ce boo
k 

M
ain

ten
an

ce
/ 

IV. 
III. 

oth
er 

of
fic

es
. let

ter
 

rel
ate

d to
 

Em
plo

ye
e, 

Di
rec

tor
 

Ge
ne

ral
 

(CD
,FS

 &
 

HG)
, 

M
ini

str
ies

 and 

Es
tab

lis
hm

en
t 

Se
cti

on
 

dea
ls with

 all 
In

ter
na

l/ 

Ex
ter

na
l 

co
rre

sp
on

de
nc

e/
 

res
ign

ati
on

 &
 

re
te

nt
io

n/
te

rm
in

at
io

n of
 

lien
 etc 

ma
tte

rs 

rel
ate

d to
 

sta
ff. 

Re
cru

itm
en

t, 

Fix
ati

on
 of

 
Pay

, 

Issu
e of

 
Pe

rio
dic

al 

In
cre

m
en

t, 

De
pu

tat
ion

, 

Es
tab

lis
hm

en
t 

Se
cti

on
 is

 
res

po
ns

ibl
e for 

pr
oc

es
sin

g of
 

cas
es 

rel
ati

ng
 to: 

II. 

Co
nc

ern
ed

 
De

pa
rtm

en
t. 

Es
tab

lis
hm

en
t 

Se
cti

on
 

dea
ls with

 all 
ser

vic
e 

rel
ate

d 

m
att

ers
 of

 
all 

of
fic

ial
s of

 

Up
per

 

Di
vis

ion
 

Cle
rk, 

Low
er 

Di
vis

ion
 

Cle
rk and 

M
ult

i-T
as

kin
g 

Sta
tf. cha

rge
, 

1.
 

ES
TA

BL
IS

HM
EN

T 
SE

CT
IO

N 

SOP FOR 

ES
TA

BL
ISH

ME
NT

 

SE
CT

ION
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4 

Pr
om

oti
on

 of
 

Sta
ff 

reg
ula

rly
. Se
cti

on
 

In
-ch

arg
e 

sha
ll 

ini
tia

te all 
ma

tte
rs 

rel
ate

d to
 

Re
cr

ui
tm

en
t/ 

Re
viv

al/
 

ES
TA

BL
IS

H
M

EN
T 

OF
FIC

ER
 IN

 

CH
AR

GE
: 

-

As
sis

tan
t 

sha
ll be

 

Se
cti

on
-in

-ch
arg

e, and 

dea
lin

g 

as
sis

tan
ts like 

Str
uc

tur
e of

 
the 

sec
tio

n 

co
nsi

sts
 of

 
Ad

mi
nis

tra
tiv

e 

Of
fic

er who 

is
 

Of
fic

er-
in 



u.D
.C

. 
A.C

.GU
PT

A 
Pr

ep
are

d b
y 

AD
MN

. 
OF

FI
CE

R 

DI
RE

CT
OR

 

JIT
EN

DR
A JAI
N 

R.M
. 

K
SH

IR
SA

G
A

R Ve
rif

ied
 by

 

Ap
pro

ve
d b

y 

vii. 

Ca
teg

ory
 

Ce
rtif

ica
te (If 

ap
pli

cab
le)

 

vi. 

R
es

id
en

tia
l 

C
er

tif
ic

at
e.

 

V
 

NOC (In 
case

 of
 

Te
ch

nic
al 

Re
sig

na
tio

n)
 

IV. 

ca
nd

id
at

e 
se

le
ct

ed
. 

Ed
uc

ati
on

al 

Qu
ali

fic
ati

on
 

Ce
rti

fic
ate

 for the 

pos
t, in

 
wh

ich
 the 

m
en

tio
ne

d.
 B

irth
 

Ce
rti

fic
ate

 / 
SSC 

M
atr

icu
lat

io
n 

pa
ssi

ng
 

ce
rti

fic
ate

 in
 

wh
ich

 

DOB 

is
 Off

er o
f 

Ap
po

in
tm

en
t. Me

dic
al 

ce
rti

fic
ate

 by
 

Civ
il 

i. 

Of
fic

er 

wh
ich

 was 

giv
en at

 
the tim
e of

 
Off

er of
 

A
pp

oi
nt

m
en

t. 

Ch
ara

cte
r 

Ce
rti

fic
ate

 

duly
 

sig
ne

d by
 

pro
pe

r 

au
tho

rit
y or

 
Ga

ze
tte

d 

time
 of

 
joi

nin
g: 

H
e 

will also
 

pro
vid

e the 

fol
low

ing
 

do
cu

m
en

ts and 

de
cla

ra
tio

ns
 at

 
the 

V
. 

ap
po

int
m

en
t i

n 
wr

itte
n. 

A
t 

the tim
e of

 

IV. 

ca
nd

ida
te 

is
 

to
 

be
 

su
bm

itte
d a

t 
the tim
e o

f 

joi
nin

g. 

III. 

the 

ser
vic

e 

wit
hin

 the time
 

giv
en 

in
 

Off
er of

 
Ap

po
int

me
nt 

let
ter

. 

If
 a 

ca
nd

ida
te 

acc
ep

ts the 

off
er of

 
ap

po
int

me
nt,

 

then
 he

 
sha

ll hav
e to

 
join

 

Me
dic

al 

II. 

let
ter

. 
dea

dli
ne for 

join
ing

 the 

ser
vic

e mus
t be

 
giv

en 

in
 

offe
r of

 
ap

po
int

me
nt 

the 

ser
vic

e with
 all the 

Ter
ms

 &
 

Co
nd

itio
n to

 
ser

ve the 

De
pa

rtm
en

t. 

A
 

ch
ara

cte
r 

&
 

me
dic

al 

cer
tifi

cat
e) sha
ll be

 
sen

t to
 

sel
ect

ed
 

can
did

ate
 to

 
join

 Off
er of

 
ap

po
int

me
nt let
ter

 

with
 

req
uis

ite
 

cer
tifi

cat
e 

for
ma

t 

(su
ch as

 

1.
 

pro
ces

s of
 

joi
nin

g is
 

ini
tia

ted
 

from
 this
 

off
ice

. whe
n 

do
ssi

er of
 

sel
ect

ed
 

can
did

ate
s is

 
rec

eiv
ed

 in
 

this
 

off
ice

, 

then
 the Afte

r 

com
ple

tion
 of

 
the 

pro
ces

s of
 

rec
rui

tm
ent

 

thr
oug

h SSC
/ 

UPS
C/ DGR

, 

4.
 

NEW 
JO

INI
NG

: 
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Su
rge

on
, 

wh
ich

 was 

giv
en at

 
the tim
e of

 

joi
nin

g, the 
ca

nd
ida

te has to
 

giv
e an

 
ac

ce
pt

an
ce

 of
 

off
er of

 

do
cu

me
nts

 

ph
ys

ica
lly

 at
 

the tim
e of

 
joi

nin
g. 04

 
Nos

. of
 

lat
est

 

ph
oto

 of
 

ori
gin

al and 

a 
self

 

att
est

ed
 

ph
oto

co
py

 of
 

sam
e for 

ve
rif

ica
tio

n of
 

Gr
ad

ua
tio

n, 

Re
sid

en
tia

l, 

Ca
teg

ory
 &

 
PWD 

ce
rtif

ica
tes

 (if 
ap

pli
ca

ble
)) in

 

Aa
dh

ar car
d, PAN car
d, 

Ban
k 

Pa
ssb

oo
k, 

M
atr

icu
lat

io
n, SSC

, 

HS
SC

, 

The 

sel
ec

ted
 

ca
nd

ida
te 

sho
uld

 

bri
ng all the 

rel
ev

an
t 

do
cu

me
nts

 

(viz
. 

fitn
ess

 

ce
rti

fic
ate

 for the 

se
lec

ted
 

an
di

da
tes

) (No
te: 

De
pa

rtm
en

t can also
 

sen
d the 

can
did

ate
 to

 
Gov

t 

Ho
sp

ita
l for 



U.
D.

C.
 

A.
C.

GU
PT

A 

AD
MN

. 
OF

FI
CE

R 
JIT

EN
DR

A JAI
N 

DI
RE

CT
OR

 R
.M

. 
KS

HI
RS

AG
AR

 

Pre
par

ed b
y 

Ve
rifi

ed
 by

 

Ap
pro

ve
d b

y 

in
clu

de
s 

suc
h as: d

ela
y of

 
ve

rif
ica

tio
n the 

pr
ob

ati
on

 

may be
 

ex
ten

de
d. The 

ce
rti

fic
ate

s 

pr
ov

isi
on

al 

ap
po

in
tm

en
t but 

be
for

e the end of
 

pr
ob

ati
on

 

pe
rio

d. In
 

cas
e in

 from
 

wh
ere

 

they
 

wer
e 

iss
ued

 for 

au
the

nti
cit

y or
 

ge
nu

in
en

es
s, afte
r 

All the 

ce
rti

fic
ate

s 

pr
ov

ide
d by

 
ca

nd
id

ate
s 

mu
st be

 
sen

t for 

ve
rif

ic
at

io
n 

4.
 

VE
RI

FI
CA

TI
ON

 O
F 

SU
BM

IT
TE

D 

CE
RT

IF
IC

AT
ES

/D
OC

UM
EN

TS
: 

VII.
 

Se
cti

on
 and also
 to

 
be

 
pa

ste
d in

 
Se

rvi
ce

 

Bo
ok.

 

A
 

cop
y of

 
Pr

ov
isi

on
al 

Ap
po

int
m

en
t 

Ord
er 

is
 

giv
en to

 
Ca

nd
ida

te,
 

Ac
co

un
t 

VI. 

the 

Pr
ov

isi
on

al 

Ap
po

int
m

en
t 

Or
der

. 

pr
ov

isi
on

all
y 

ap
po

int
ed

 at
 

the pos
t 

from
 the 

eff
ec

tiv
e date
 

m
en

tio
ne

d in
 Aft
er the 

sig
na

tur
e of

 
co

m
pe

ten
t 

au
tho

rit
y, the 

ca
nd

id
ate

 is
 

said
 to

 
be

 for all Gr. C
-

N
on

-G
az

ett
ed

 

po
sts

 and 

Di
rec

tor
 for Gr. 

B
-N

on
-G

az
et

te
d)

. joi
nin

g and put up
 

for 
sig

na
tur

e of
 

Co
mp

ete
nt 

Au
tho

rity
 

(He
ad of

 
Of

fice
 

A
 

V
. 

are 

pla
ced

 in
 

tha
t 

pe
rso

na
l file
. 

nu
mb

er 

in
 

the 

nam
e of

 
ca

nd
id

ate
/ 

em
plo

ye
e is

 
op

en
ed

. All the 

do
cu

m
en

ts 

self
 

att
es

ted
 

do
cu

m
en

ts,
 

Oa
th/

 

de
cla

ra
tio

n, 

a 
pe

rso
na

l file with
 

su
bs

eq
ue

nt
 Aft

er 

su
cc

ess
ful

 

ve
rif

ica
tio

n of
 

ori
gin

al 

do
cu

me
nt 

ph
ys

ica
lly

 and 

tak
ing

 the 

Xxi
. 

N
om

in
at

io
n for 

Le
ave

 

En
ca

sh
m

en
t. 

XX. 

Gr
oup

 

In
su

ran
ce

 

Sc
he

me
 

(C
GE

GI
S).

 

No
m

ina
tio

n for 

be
ne

fit
s 

und
er the 

Ce
ntra

l 

Go
ve

rn
m

en
t 

Em
plo

ye
es

 

XiX
. 

No
m

ina
tio

n for 
De

ath
-cu

m
-

Re
tir

em
en

t 

(DC
R) 

Gr
atu

ity
. 

XV
ill. 

De
cla

rat
ion

 of
 

De
pe

nd
en

t 

Fam
ily 

Me
mb

ers
. 

XVi
. 

De
cla

rat
ion

 of
 

Fam
ily 

M
em

be
rs 

Xvi.
 

D
ec

la
ra

tio
n of

 
Ho

me
 

To
wn

. 

XV. 

M
ari

tal
 

St
atu

s 

Xiv.
 

Oat
h o

f 
Se

cre
cy

 

xil.
 

xi. 

Oa
th/

Al
leg

ian
ce 

to
 

the 

Co
nst

itu
tio

n. 

04
 

Nos
. 

rec
en

t 

col
or 

pa
ssp

or
t size

 

ph
oto

s. 

x0. 

Ban
k 

Pa
ss

bo
ok

. 

X
 

Aa
dh

ar 
Ca

rd.
 

ix. 

PAN
 

Ca
rd.

 

vii.
 

PWD 

Ce
rtif

ica
te (If 

Ap
plic

abl
e) 
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Pr
ov

isi
on

al 

Ap
po

int
m

en
t 

Ord
er i

s 

pre
pa

red
 

with
 

eff
ect

 

from
 the dat

e of
 

D
ec

la
ra

tio
n.
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Essential 

Qualification 

Certificate 

claim
ing 

the 

post 
in 

which 

they appointed. 
Category 

Certificate. 
(If 

Applicable) 

PwD 

Certificate. 
(If 

Applicable) 

Police 

Verification 

(character 
&

 

antecedent). 

After 

successful 

verification 
of docum

ents, 
the 

entry 
of sam

e 

should 
be 

entered 
in 

Service 

Book. NESC 

GOPAL 

NAGAR 

RESIDENTIAL 

QUARTER 

ALLOTMENT: 

5. 

Any 

incum
bent 

who 

wishes 
to 

stay 
in 

NESC 

Gopal 

Nagar 

Residential 

Quarter 

he/she 

needs 
to

 

apply 
for 

the 

sam
e 

as per 

eligibility 

criteria 

from
 quarter 

Type 
II 
to V

 
as 

declared 
by 

the 

Central 

G
overnm

ent 
by 

Directorate 

of Estates, 

Ministry 
of Urban 

Developm
ent. 

I. 

The 

Quarter 

M
anagem

ent 

Committee 

shall 

undergo 

the 

scrutiny 
of 

the application/s 
and 

allot 
a suitable 

quarter/s 
as per 

availability 

and 

joining 

date 
of priority 
and 
as per 

eligibility 

criteria. 

II. 

R
ESID

EN
TIA

L 

(GOVERNM
ENT 

The 

em
ployee 

can 

either 

apply 

through 

GPRA 

Schem
e 

or for 

Departm
ent 

Accom
m

odation 
(if available 
in 

the 

departm
ent). 

III. 

PO
O

L 

GPRA 

A. TH
RO

U
G

H
 

A
CCO

M
M

O
D

A
TIO

N
): 

The 

GPRA 

(G
overnm

ent 

Pool 

R
esidential 

A
ccom

m
odation) 

System
 

is used 
to 

provide 

residential 

accom
m

odation 
to

 

Central 

Govt. 

Em
ployee. 

These 

quarters 

H
O

W
 

TO
 

APPLY 

FO
R 

G
PRA

 

A
N

D
 

ALLOTM
ENT 

PRO
CED

U
RE 

USING 
E

 SA
M

PA
D

A
? 

The 

way 
to

 

apply 

for 

general 

pool 

residential 

accom
m

odation 
is online. 

WNe 
-

can 

follow
 

the 

step-by-step 

procedure 

below
 

in 

order 

to
 

apply 

for governm
ent 

a) Go 
to 

the 

e-sam
pada 

website 

(http://esam
pada.m

ohua.gov.in) 

and 

click 
on G

overnm
ent 

Residential 
A

ccom
m

odation. 

Approved 
by 

R.M. 
KSHIRSAGAR 

DIRECTOR 

Verified 
by 

JITENDRA 
JAIN 

Prepared 
by 

A.C.GUPTA 

ADM
N. 

OFFICER 

U.D.C. 

are 

allotted 

through 

D
irectorate 

of Estates, 

M
inistry 

of U
rban 

Developm
ent, 

Nagpur 

and 

quarters 
are 

located 
at three 

locations 
in 

N
agpur 

ie. 

Civil 

Lines, Sem
inary 

Hills 

and 

K
atol 

Road 
for 
all 

types 
of quarters 

from
 

I to 
V. 

accom
m

odation 
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b) 

Submit 
the 

login 
ID 

request 
you 

receive 

from
 

e-sampada. 

Once 

yOu 

register, log 
in 

through 

your 

mobile 

number 
or em

ail 
id. 

c) Once 

logged 
in, 
fill 
out 
the 

DE-II 

form
 

and 

follow 
the 

procedure. 

d) 
Fill 
out 

the 

application 

form
 

and 
the 

DE-II 

form
. 

The 

form
 

will 

then 
be 

verified online 

through 

e-sampada 
by the 

administration 
of the 

eligible 

offices. e) Once 
it is accepted 

it will 
be 

ensured 
in 

the 

next 

month's 

waiting 
list 
for 

eligible 

types 
of accommodation. 

f) Y
ou 

need 

to 

be 

on 
a unified 

waiting 
list 

for 
a particular 

type 
of 

accom
m

odation. 

g) The 

unified 

waiting 
list 

includes 

everyone 

that 
is applying 
for 

the 

GPRA 

which includes 

people 

who 
are 

waiting 
for 

the 

initial 

allotm
ent 

as well 
as 

those 

who want 
to h) 

Allotm
ents 

are 

made 

based 
on 

the 

date, 

priority 

and 

seniority 
of 

each application. 
On 

the 

unified 
list 

each 

applicant 
is allowed 
to 

allotm
ent 

slip 
is 

initial 

and 

the 

change 
of accom

m
odation. 

i) After 

th
e 

allotm
ent 

of accom
m

odation 
is 

m
ade 

for 

you 

allotm
ent 

letters 

will be 

received 
by 
all 

the 

people 

i) A
 

copy 
of allotm

ent 

letter 
is 
to 
be 

subm
itted 

in 

departm
ent/ 

Office 
so 

that HRA 
will 
be 

deducted 

from
 

his 

salary. 

k) The 

Govt. 

Servant 

w
ho 

has 

allotted 
a G

overnm
ent 

A
ccom

m
odation 

will 

abide 

by 

the 

rules 
of GPRA 
or CPW

D 

Residential ) Surrendering 

and 

NOC 

process 
for 

Govt. 

A
ccom

m
odation 

allotted 

through 

GPRA 
will 

also 
be 

requlated 
by 

GPRA 

System
. 

m) A
 

copy 
of NOC 

(obtain 

from
 

estate 

office) 

should 
be 

given 
to 

departm
ent/ 

Office 
so 

that 

HRA 

can 
be resum

ed, 
in 

case 

surrendering 

before 

retirem
ent 

or resignation. 

B. D
epartm

ent 

R
esidential 

A
ccom

m
odation: 

M
any 

D
epartm

ents 
in central 

G
overnm

ent 

Offices 

have 

their 

ow
n 

departm
ent 

quarters 
for 

em
ployee 

w
orking 

in 

their 

offices. 

NFSC 

has 

also 

G
overnm

ent 

Residential 

Com
plex 

w
hich 

is situated 
at NFSC 

R
esidential 

Com
plex, 

A
m

bazhari 

Road, 

Opposite 

VNIT 

M
ain 

Gate, 

Gopal 

N
agar, 

Nagpur-440013. Approved 
by R.M

. 
KSHIRSAGAR 

DIRECTOR 

Verified 
by JITEN

D
RA

 
JA

IN
 ADM

N. 
OFFICER 

Prepared 
by 

change 
their 
accom

m
odation. who 

applied 

online 

and 

the 

individual 

shall subm
it 

his/her 

acceptance 

online 

w
ithin 

a period 
of 8 days 
to

 
do 

this 

he/she 

has 
to 
fill 
up 
the 

acceptance 

form
 

available 
on 
e-sam

pada. A
ccom

m
odation. 

H
e/ 

She 

will 
be responsible 

to 

take 
up 

his/ 
her 

problem
 

regarding 

A
ccom

m
odation 

with GPRA/ 

CPW
D 

A
ccom

m
odation 

helpline 

num
ber. 

A.C.GUPTA 

U.D.C. 
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r Process 
of 

O
btaining 

the 

D
epartm

ent 

Residential 

A
ccom

m
odation: 

a) For 

obtaining 

the 

D
epartm

ent 

R
esidential 

A
ccom

m
odation, 

the em
ployee 

should 

give 
an 

application 
for 

b) After 

receiving 

application 

the 

establishm
ent 

section 

will 

check 

the current 

status 
of G

ovt. 

A
ccom

m
odation, 

w
hether 

there 
is vacant 

quarter 

available 
or not 
for 

allotm
ent, 

as per c) If available, 

then 

the 

establishm
ent 

section 
will 

d) C
om

m
ittee 

will 
go 
to

 

the 

location 
of quarter 

for 

physical 

verification. 

During 
physical 

e) After 

the 

physical 

verification 

by 

com
m

ittee, 

com
m

ittee 

will 

subm
it 

the 

report 

like 

physical 

status, 

inventory 
of item

s 

fitted 
in 

concerned 

quarter, 

Electricity 

and 

w
ater 

m
eter 

readings 
to 

establishm
ent 

section. 

List 
of item

s, 

equipm
ents, 

electrical 

fittings 
of quarter 
is to

 

be subm
itted 

in 

detail 
so 

that 
it can 
be 

verified 
at 

the 

tim
e 

of surrendering 

the 
quarter. 

f) If basic 

needs 

like 

w
ater 

supply, 

electricity 

and 

basic 

item
s 

or 

fittings 
of 

quarter 

are 

m
issing, 

then 

com
m

ittee 

will 

initiate 

the 

process 

of 

rectifying 
the 

sanme 

and 

then 

com
m

ittee 

should 

subm
it 

the 

report. 

g) The h) After 

receiving 
the 

report 
of quarter 
by 

com
m

ittee, 

the 

i) A
 

separate 

copy 
of allotm

ent 

order 

will 
be 

given 
to

 

A
pplicant, 

account 

section, 

and 
to

 

th
e 

com
m

ittee. 

i) 

A
fter 

receiving 

the 

copy 
of allotm

ent 

order 

from
 

the 

establishm
ent 

section, 

the 

com
m

ittee 

will 

hand 

over 

the 

allotted 

quarter 

to
 

the applicant 

only 

after 

taking 

his/her 

sign 
on 

inventory 

report 

given 
by com

m
ittee 

at the 

tim
e 

of 

physical 

verification 

and 
on 

the 

office 

copy 
of 

allotm
ent 

order. 

(N
ote. 

D
epartm

ent 

Lock 

and 

key 
will 
be 

kept 
by 

com
m

ittee. 

A
pplicant 

will 

arrange 

his/her 

ow
n 

Lock 

and 

key 
for 
the 

quarter) 

Approved 
by 

R.M. 
KSHIRSAGAR 

DIRECTOR 

V
erified 

by JITEN
D

RA
 

JAIN 

Prepared 
by A.C.GUPTA 

ADM
N. 

OFFICER 

U.D.C. 

accom
m

odation 
addressed 
to director. 

his/her 

eligibility. 
inform

 
or 

give 
an 

office order 
to

 

th
e 

estate 

m
aintenance 

com
m

ittee 

or 
Q

uarter 
m

aintenance 

C
om

m
ittee 

for 

physical 

verification 

/Status 

and 
inventory 
record 
of quarter 

to 
be 

allotted. verification 
the 

com
m

ittee 

will 

note 

down 

all the 
details 

of quarter 
thoroughly. 

com
m

ittee 

shall 

also 

keep 
a copy 
of 

report 
of 

quarter. 

establishm
ent 

section 

will 

issue 
an 

allotm
ent 

order 
in the 

nam
e 

of the 

A
pplicant. 
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Responsibility 
of 

Occupants 
of quarter: Occupant 

shall 
be 

responsible 
for 

paying 

electricity 

charges 

regularly 
as 
per 

usage 
or bil generated 
by 

MSEB. 

i. 

Occupant 

shall 
be 

responsible 
for 

paying 

Licence 
fee 
&

 

W
ater charges 

decided 
by 

College/department/M
inistry. 

Occupant 

shall 

maintain 

the 

safety/ 

security 
of his/her 

household 

item
s 

and 

also 

item
s 

as per 

checklist 

provided 
at 

the tim
e 

of allotm
ent. 

Any 

alteration 
or addition 
in 

the 

quarter 

basic 

structure 

shall 
not be 

allow
ed 

by 

the 

residents. 

H
ow

ever, 
the 

com
petent 

A
uthority 

may 

decide 
for 

identical 

alteration 
or addition. 

IV. 

The 

alottee 

will 

not 

tem
per 

with 

the 

electricity 

installation, 

w
ater 

supply 

and 

sanitary 

fittings 
or other 
in 
the 

residence 

provided 
by the 

NFSC 
Academ

y. 

V. 

U
nauthorised 

use 
of 

electricity 
or water 

supply 
in 

any 

m
anner 

will 
be 

treated 
as 
a serious 

offence 

and 

render 

th
e 

alottee 

liable 

to 
disciplinary 
action. 

VI. 

O
ccuparnt 

shall 
be 

vi. 

In
 

case 
of 

dam
age, 

the 

occupant 

shall 

repair 

the 

sam
e 

or 

pay 
the am

ount 
of 

item
s/fittings 

dam
aged, 

as 

decided 
by 

com
m

ittee 
at the 

tim
e 

of 

handing 

over 

the 

quarter. 

vii. 

>
 

Process 
of Surrendering 
the 

D
epartm

ent 

Residential 

A
ccom

m
odation: 

a) No 

O
ccupant 

shall 

allow
 

vacating 

the 

quarter 

w
ithout 

the 

N
O

C 

issued 
by 
College. 

b) The 

occupant 

must 

inform
/intim

ate 

through 
an 

application 

along 

with 

the 

Licence, 

electricity, 

water, 

charges 
or dues 

paid 

latest 
by 

the date 
to

 
the 

departm
ent/office 

15 

days 

prior 

vacating 
the 

quarter. 

c) O
ccupant 

m
ust 

clear 
all 

the 

dues 

like 

Licence, 

electricity, 

water 

charges 

before 

surrendering 
the 

quarter. 

d) After 

receiving 
the 

application 
for 

surrendering 
of the 

quarter, 

the com
m

ittee 

shall 

take-up 

the 

m
atter 

with 

MSEB 

for 

calculating 

the Electricity 

Charges. 

Som
e 

tim
e 

it is not e) Com
m

ittee 

will 

verify 

the 

inventory 

checklist 

subm
itted 

at the 

tim
e 

of handing 

over 
of allotted 

quarter 

and 

shall 

calculate 
or 
fix 

the 

price 
of the 

item
s 

if m
isplaced/breakage 

/dam
aged 

by 

the 

occupant 
of quarter. 

A
pproved 

by R.M
. 

KSHIRSAGAR 

DIRECTOR 

Verified 
by JITENDRA 

JAIN A
D

M
N

. 
OFFICER 

Prepared 
by A.C.GUPTA 

U.D.C. 

responsible 
for 

any 

breakage 
or dam

age 
of G

overnm
ent 

A
ccom

m
odation. 

possible 
to

 

calculate 
the 
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T) In 

Case 
of dam

age/m
isplace/breakage 

of 

item
s 

and 

the 

sam
e 

is not paid 
by 

the 

O
ccupant, 

Establishm
ent 

section 

will 

issue 
an 

office 

order 

for 

recovery, 
as 

recom
m

ended 
by 

com
m

ittee. 

g) After 

depositing 
the 

am
ount 

(if applicable), 

and 

verifying 
all the 

dues trom
 

A
ccount 

section, 

N
O

C 

will 

be 

issued 
by 

the 

Establishm
ent 

Section 
to

 

vacate 

the 

quarter. 

h) A
 

copy 
of N

O
C

 

will 
be 

given 
to

 

O
ccupant, 

AcCount 

Section, 

and 
to the 

Com
m

ittee. 

The 

Com
m

ittee 

will 

again 

verify 

the 

inventory 
at the 

tim
e 

of taking 

1) 

*
*

*
*

*
*

 

t*
*

k
*

*
*

k
*

 

Approved 
by 

R.M. 
KSHIRSAGAR 

DIRECTOR 

V
erified 

by JITEN
D

RA
 

JAIN ADM
N. 

OFFICER 

Prepared 
by A.C.GUPTA 

U.D.C. 

the 
charge 

of quarter 

from
 

the 

occupant 

and 
lock 
the 

quarter 

and retain 

the 

key 

with 

them
. 
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