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GOVERNMENT OF WEST BENGAL 
FINANCE DEPARTMENT 

Audit Branch 
WRITERS' BUILDINGS, KOLKATA- 700 001 

No. 4140-F(J)-W.B. Dated : Kolkata, the ind November, 2018. 

CORRIGENDUM 

Please read t he issue number as 4111-F(J)WB dated 01.11.2018 instead of 4011F(J}WB uploaded on 
01.11.2018 in this departmenta l websit e regarding the rate of interest on GP Fund and other similar funds 
for the period from 01.10.2018 to 31.12.2018. 

By order of the 
sd/-K.K.Banerjee 

Deputy Secretary to the 
Government of West Bengal 

Governor 

No.4140 /1(20)-F(J)-W.B. Dated : Kolkata, the znd November, 2018 

Copy {20 copies) of t he resolut ion forwarded to the Senior Deputy Accountant General (Fund Misc.}, Office 
of the Pr, A.G (A&E), West Bengal, G.I Press Build ings, 8- K.S.Roy Road, Kolkata -700001. 

sd/-K.K.Banerjee 
Dy. Secretary to the Government of West Bengal 

No. 4140/2(200)-F{J)-W.B. Dated : Kolkata, the 2
nd November, 2018. 

Ji. The Joint Secretary, E-Governance Cell, Finance Department, Nabanna, Howrah-71102 

2. The Commissioner 
3. The Secretary, ........................................................................... . 
4. The Director, ............................................................................. . 

5. The District Magistrate/Judges, ................................................ .. 
6. The Sub- Divisional Officer---
He is requested to circulat e this Memo to all the office under his jurisd iction. 
7. The Treasury Officer ........................................................................................... . 
8. The Director of Treasuries and Accounts, West Bengal, New India Assurance Buildings, 4, Lyons Range, Kolkata - 700 001. 
9. The Pay &Accounts Officer,Kolkata Pay & Accounts Office-I, 81/2/2 Phears Lane, Kol-

12. 
10. The Pay &Accounts Officer,Kolkata Pay & Accounts Office-II ,P-1, Hyde Lane, Kolkata-73. 
11. The Pay &Accounts Officer,Kolkata Pay & Accounts Office-Ill, l.B. Market, Sector-Ill LB.Block, Bidhannagar, Kolkata - 91. 
12. The Superintendent of Police, ......................................................................... . 
13. Shree Sumit M itra, Network Admin istrator, Finance Department, Nabanna. 

He is request ed to upload this M emo in F.D's Website. 
14. The Assitant Secy. & D.D.O., Finance Department, Accounts Branch, Nabanna, 
15. The Section Officer, Group-H Finance Department Govt. of West Bengal, Writers'Bui ldings/Nabanna. 

16. Office copy. 

�~�~� 
Deputy Secretary to the 

Government of West Bengal 
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No.5561-F(P) 

Government of West Bengal 

Finance Department 
Audit Branch 

Nabanna, Howrah. 

MEMORANDUM 

Dated : 25.09.2019 

Subject: Submission of declaration in respect of Leave Travel Concession (l TC) already availed by 
government employees since 01.11.2015 or in the process of availing of the same. 

In continuation of this Department Memo. No. 5152-F(P}, dated 06.09.2019, the 

undersigned is directed by order of the Governor to lay down the foliowing instructions in respect of 

such an employee, (i} who has already availed Leave Travel Concession (LTC} in foreign country for 

self and or for any member of the family during the period from 01.11.2015 to till date and (ii) who 

has booked ticket(s) for availing LTC prior to 06.09.2019 but the journey has not been undertaken 

after 06.09.2019. 

The employees falling under the above mentioned first category are required to submit 

declaration in the attached Format-1 or Format-It, as the case may be, to their present Drawing and 

Disbursing Officer (DDO) through the Controlling Authority within 30.11.2019 or before the date of 

retirement, whichever is earlier. In case, any such employee after availing LTC, has been transferred 

elsewhere by this time, the present DDO will forward a cop.y of such declaration to the earlier D. D.O. 

The employees submitting declaration in Format-11 are required to refund the excess amount to the 

present D.D.O. in 12 (twelve) equal monthly instalments or before the date of retirement, whichever 

is earlier. 

The employees belonging to above-mentioned second category: a} If the employee has 

booked tickets not as per the Memo. No. 5152-F(P}, dated 06.09.2019 and intends to avail the 

advance, he may apply to the Head of Office intimating such situation and request for an advance 

not exceeding 50% of estimated cost of fare which will be adjusted as per sub-para 2 of 2nd para of 

Memo. No. 5152-F(P), dated 06.09.2019. b) If the employee does not intend to avail advance, he 

may prefer his claim for reimbursement as per the sub-para 2 of 2nd para of Memo. No. 5152-F(P), 

dated 06.09.2019. 

The employees, who will submit declaration in either of the above mentioned format to 

the entire satisfaction of the concerned O.D.O./Controlling Authority and refund the excess amount, 

where applicable, within the stipulated time will be exempted from the application of the provisions 

of the West Bengal Services {Classification, Control and Appeal) Rules, 1971 as envisaged in the third 

para of in Memo. No. 5152-F(P), dated 06.09.2019. 

------

Sd/- H. K. Dwivedi 
Additional Chief Secretary to 

the Government of West Bengal. 



Declaration Format-1 

When the final claim of LTC received contains only Air Fare/Train Fare/Bus Fare as 

admissible as per Rules: 

"I have availed LTC to 

(destination) in ... ....... ....... ....... .... ...... ... .. ................. ..... .. ............. (Name of the fore ign country) during 

the period from ........ ............ (Journey sta rt date) to .. .. ....... ... .... .... (Journey end date). I have 

received Rs .. ...... .... .. ........ .. . (Rupees ... ... .. ... : ........ ................ ... .......... ..... .. ..... ..... ... .. .. ............................ ) 

as reimbursement of final claim for LTC. The travel cost claimed by me is only Air Fare/Train 

Fare/Bus Fare as admissible as per Rules. I have not directly or indirectly built-in/availed any 

package including cost of food and lodging in my claim for LTC" . 

Signature of the Employee: 

Name of t he Employee : 

HRMS 10: 

Designation: 

Office: 

Declarat ion Format-11 

When the final claim of LTC received contains over and above admissible Air Fare/Train 

Fare/Bus Fare: 

" I have availed LTC to 

(destination) in ............. ......... ................... .. .............. ... ................ (Name of the fore ign country) during 

the period from ....... ............. (Journey start date) to .. ... ........ .... .. ... (Journey end date). I have 

received Rs .................... .... . (Rupees ... .. .. .... ...... .... ....... .......... .. .... .. .. .... ..... ...... ................... .. ........ ......... ) 

as reimbursement of final claim fo r LTC. I have inadvertently drawn Rs ...... .. ... ... .......... .......... .. 

(Rupees ................................. .. .. .. .. .. .... ... ... ... ......... ................ .... .. ) over and above Air Fare/Train 

Fare/Bus Fare as admissible as per Rules. I shall refund t he overdrawn amount in 12 (twelve) equal 

monthly instalments or before my retirement wh ichever is earlier" . 

Signature of the Employee : 

Name of the Employee: 

HRMS 10: 

Designation: 

Office: 



No.SS61/1(SOO)-F(P) Kolkata, 25th September, 2019. 

Copy forwarded for information and necessary action to :-

1. The Principal Accountant General (A&E), West Bengal, Treasury Buildings, 2,Govt. Place(West), 
Kolkata-700001. 

2. The Principal Accountant General {Audit), West Bengal, Treasury Buildings, 2, Govt. Place(West), 
Kolkata-700001. 

3. The Accountant General (Receipt, Work and Local Bodies Audit) West Bengal, 3rd MSO Building, 
CGO Complex, OF Block, 5th Floor, Sector-!, Salt lake, Kolkata-700064. 

4. The Additional Chief Secretary to the Governor of West Bengal. 

5. The Additional Chief Secretary to the Hon'ble Chief Minister, West Bengal. 

6. The Additional Chief Secretary/Principal Secretary/Secretary ......... ................................................. .. 

......... .............................. ...... ....... .. ...... ....... .. ............................................................................. Department. 

7. The Special Secretary/Additional Secretary(s)/ Commissioner/Joint Secretary/Deputy Secretary, 
Finance Department. 

8. The Financial Advisor, .............................. ............ .. .... .................................................... Department. 

9. The Commissioner, .............................. ..................... ... .. ............ Division, ............................................ . 

10. The Director, ............................................................................................................................................... . 

11. The Director of Treasuries & Accounts, West Bengal, 8, lyons Range, Mitra Building, 2nd & 3rd 

floor, Kolkata- 700 001. 

12. The District Magistrate/District Judge/Superintendent of Police .................................................... . 

13. The Sub-Division Officer, ..... ... ...... .. ......... .. ............ ................ .. .... ..... .. .. ........................... .. 

14. The Block Development Officer, ........................ .. ............. ...... .. ........................................................ . 

15. The Pay & Accounts Officer, Kolkata Pay & Accounts Office-I, 81/2/2, Phears lance, Kolkata- 700 
012. 

16. The Pay & Accounts Officer, Kolkata Pay & Accounts Office- II, P-1, Hyde lane, Jawahar 

Building, Kolkata-700012. 

17. The Pay & Accounts Officer, Kolkata Pay & Accounts Office-Ill, Sbhanna, OF- 9, Sector- I, 5th & 5th 

floor, Salt lake, Kolkata- 700 064. 

18. The Treasury Officer, .............................. .. ......... ....... .......................................................................... .. 

19. The Group ...... ... ...... ./ .................. ....................................... ...... Branch, Finance Department. 

20. Shri Sumit Mitra, Network Administrator, Finance (Budget) Department. 

--He is requested to upload copy of t his Order in the websit e of Finance Department. 

21. Office Copy. 

�~� 
Deputy Secretary to the 

Government of West Bengal. 



No.5951-F(Y) 

Government of West Bengal 
Finance Department 

Audit Branch 

NOTIFICATION 
Dated 14th September, 2018 

Sub: Online Entry and acceptance of Nomination and Family Details in HRMS 

The State Government has successfully implemented Human Resource 
Management System (HRMS) in a phased manner to digitize the entire process starti ng from 
entry of Government employee into Government Service to exit there from. Exit Management 
Sub-Module of �H�R�M�~� has already been introduced. This Sub-Module contains all the 
process relating to: 

i. Online sanction of Pension on superannuation, death, termination, 
resignation, voluntary retirement, etc. by a Pension Sanctioning Authority. 

ii . Facility for entering Nomination and Family Details of a Government employee 
through e-Services for Employees (eSE) in IFMS. 

2. As proper records of Nomination and Family Details are at times not readily 
available, ascertaining the family pensioner(s) and settlement of claims in case of death of 
an employee takes a long time. The State Government was considering since some time past 
to digitize all Nomination and Family Details submitted by an employee and enable the 
employee to update such information in HRMS in a hassle-free manner. 

3. Now, the Governor is pleased to decide the introduction of an online facility in HRMS 
for capturing (i) Family Members details; and (ii) Nomination for the purposes of Final 
Payment of (a) GPF (b) Death Gratuity (c) Arrears of Pension (d)GISS for all State 
Government Employees. 

4. The following procedures are required to be followed to incorporate the entry of 
Nomination in HRMS: 

i. Nominations shall be entered online by the employees using their own user 
credentials i.e. the HRMS Login ID (Unique ID) and password created by them fore­
Services for Employee (eSE) in IFMS Portal. In case the employee himself/herself 
cannot enter his/her Nomination in HRMS, the Head of Office (HOO) 
Approver /Operator can enter the Nomination on behalf of the employee in HRMS. 

ii. Nominations submitted through e-Services for Employee (eSE) by the employee or 
entered in HRMS by the HOO Approver/Operator on behalf of the employee shall 
have to be approved by the Head of Office in HRMS after proper verification. 

iii. Nominations which have been submitted before issuance of this Order in hard copy 
shall also have to be entered by the employee himself/herself or Head of Office 
Approver/Operator on his/her behalf and approved by Head of Office in HRMS. If 
there is no change in Nomination, physical submission date of such nomination 
shall also be recorded. If there is change in Nomination, that should be treated as 
new Nomination. 

iv. Approval of Nomination by Head of Office in HRMS is to be treated as Acceptance of 
Nomination by Head of Office. 

v. Every Nomination and change in Nomination shall take effect from the date on 
which it is approved by the Head of Office in HRMS. However, if the employee dies 
before the Nomination is accepted by the Head of Office, the date of Nomination 
shall take effect from the date on which the application has been made by the 
employee. 

vi. Any Nomination, after acceptance by the Head of Office may be downloaded by the 
employee and kept for his/her personal record. 



vii . Nomination in HRMS can be accepted by Head of Office using Digital Signature 
Certificate Only. 

5. This order shall take immediate effect and will be applicable for the State 
Government employees having valid HRMS Unique ID at present. Henceforth, copies of 
Nomination Form generated from HRMS shall be forwarded to the Accountant General, 
West Bengal or any other authority, as applicable. 

6. Necessary amendments in respective Rules shall be made in due course. 

This has concurrence of Gr.J of this Department vide File No. FIN-
11011(15)/11/2018-EGOV GROUP-Dept. of FIN 

(H.K.Dwivedi) _____.,. 
Additional Chief Secretatj to the 

Government of West Bengal 

\ 



No. 5951/ 1(200) -FM Date: 14/09/2018 

Copy forwarded for information and necessary action to: 

1. Principal Accountant General (A&E) , West Bengal, Treasury Buildings, 2, 
Government Place West, Kolkata - 700001. 

2 . Principal Accountant General (Audit), West Bengal, Treasury Buildings, 2, 
Government Place West, Kolkata - 700001. 

3 . Accountant General (Receipt Works & Local Bodies Audit), West Bengal, CGO 
Complex, 3n1 MSO Building, 5th Floor, Block DF, Sector I, Salt Lake, Kolkata -
700064. 

4 . Additional Chief Secretary / Principal Secretary / Secretary, 
--- ----------- -------- Department. He is requested 
to circulate this order to all the Offices/local bodies/Parastatals under the 
Department. 

5. Financial Advisor, , Department. 
6. Commissioner of Police, Kolkata, Lalbazar, Kolkata-700001. 
7. Special Secretary/ Additional Secretary/Commissioner/Joint Secretary/ Deputy 

Secretary, Finance Department. 
8. - ---------------------Department. 
9. Commissioner,-------------Division. 
10.Director, ---------------- -------
11. Director of Treasuries & Accounts, West Bengal, Mitra Building, 8, Lyons Range, 3rd 

Floor, Kolkata - 700001. 
12. Director, Directorate of Pension, Provident Fund and Group Insurance, West 

Bengal, Purta Bhavan, 2nd Floor, Salt Lake, Kolkata-700091 
13.District Magistrate/ District Judge/ Superintendent of Police, ____ _ 
14.Sub-Divisional Officer,--- --------- ----- --
15.Pay & Accounts Officer, Kolkata Pay & Accounts Office-I, 81/2/2, Phears Lane, 

Kolkata - 700012. 
16.Pay & Accounts Officer, Kolkata Pay & Accounts Office-II , P-1, Hyde Lane, Kolkata -

700073. 
17.Pay & Accounts Officer, Kolkata Pay & Accounts Office-III, SUBHANNA, SGO 

Complex, 5th & 6th Floor, Block-DF, Sector-I, Bidhannagar, Kolkata-700064. 
18. Treasury Officer,----- ----------------
19. Group __ / Branch, Finance Department. 
20.Regional Director, RBI, N.S . Road, Kolkata - 700001. 
21. Sri Sumit Mitra, Network Administrator, Finance (Budget) Department. He is 

requested to upload copy of this order in the website of Finance Department. 

D u Secretary to the 
Government of West Bengal 
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�î�� �î�ð�ñ�ì�ì�� �ï�î�ô�ì�ì�� �ï�ð�ì�ì�ì �ï�ñ�ñ�ì�ì �ð�ï�í�ì�ì �ð�ì�ó�ì�ì �ð�ò�í�ì�ì �ñ�ï�ô�ì�ì�� �ò�î�í�ì�ì �õ�ô�ï�ì�ì
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