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Msmo No. /4542lHE., Dated 06049A22
Copy forwarded to All Sections of Higher Education Department for information and

neccssary action.
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Memo No.zili4ztuE., Dated of,p#a# 

Joint secrttary to-Government

CopyfonrardedtoTheRegistrar(AllstateUniversities/ThePrincipal(All
Government and Non-Government cJr.g*frr,.r Regional Director (All Regional

Directorates Of Education)/ Secretary, St"i""S*it"tion Boird/ Presiding Offtcer' Office of

State Btucation Tribunal, BBSR/ 5""r",ury, State Bureau of Text Book Preparation and

Production, Bhubaneswar for information and necessary actlon'
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Bhubaneswar

Memo *,3*-{**-u, on", Q$oflwr,,*

t\.rdd4 -"r\r.

Joint secretary rJlo'"'n*"n'

Copy with enclosures forwarded for information and necessary action to: -

Chairman, P. G. Council/HoDs, all P.G.Departments, Sambalpur University.

Comptroller of Finance/Accounts Offi cer, Sambalpur University.

All Officers/ Section Officers, Sambalpur University.

Director, E-Gov. Nodal Centre, Sambalpur University
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(ioverrurrcrrf of Odishr
Honre Deprrtlnent

No 6 eJB /, Bhubaneswar,
H OM E-PPT-M I S C-0 00 1 -2022

From
Sri P. K Panda,OSS
Under Secretary to Government

To
fhe D.G, & l.G. of Poti&, Odisha, Cuttack/
All Departments /AIMeads of Department

Sub:Applying for lndian Passport by Government servants-some important points.

Sir,

ln enclosing a copy of the Letter No-Fl (207) AD/POB/?Ol9 dated

10.02.2022 received from the Regional Passport Office, Bhubaneswar on the

subject mentioned above, I am directed to request to take necessary steps in this

regards and circulate the guideline to all your subordinate offices for information

and necessary action.

Yours faithfully,
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Government of lndia
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Min istry of External Affairs
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wei.- alrrs T+rq-d, gf{c- vtn
Plot No. A/119, Nayapalli, Unit-Vlil

Udha{i Bh ubaneswa r-7 51012

$nrN / Tel. : A67 a-256447 0

tftr,*fi i Tetefax : 0674-2564460

10.2.2022

UEtrEr
Regional Passport Office

Bhubaneswar

File Number: F,(7o +) no I Wg lrotq

t{t frr To,

The Chief
Govemment of
Odisha Secretariate

Bhubaneswar
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regarding

Applying for Indian Passport by Government servants-some important points-

Submission of any one of the documents such as Identity Cerlificate (lC) rn Annexure-A,
No Objection Certificate Q{OC) in Annexure-G and Prior Intimation (PI) letter in Annexure-II is
a mandatory condition for Government servants, Bank and PSU employees while applying for. Passport. Often it is noticed that these documents are not issued/submitted as per the
guidelines/instructions issued by the Ministry of External Affairs, Government of India. This
resulted in deiay in issuance of passports apart from putting the Govemment servant in a 1ot of
inconvenience.

2. Kindly find an altachment highlighting irnportant points fbr the guidance of Officevauthority
issuing IC, NOC or Pi Letters to Government servants applying passport and of the Govemrnent
servant applying for paisport. It is requested to circulate the same to all the Ministries.
Departments, District and Office Heads, attached and subordinate Offrces, Boarcls and
Corporations, Municipalities etc. under the Governmenl of Odisha for the benefit of all concemed.

As above.
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SUBMISSION. OF APPLICATIONS FOR PERSONAL PASSPORT
(Important points to be noted by Government Servants)

(fl-cfirft ffid?Ifl:rt + frq- Lqi;f ae *rq' il?i)

Passport can only be applied by visiting the Government website i.e

www.passqortindia,go_v.in or by downloading mPassport Seva from the Android or iOS

application stores.

2. Empioyees of the Government, Bank or PSU must submit any on'e of the certificates such as

Identity Certificate (IC) in Annexure-A, No Objection Certificate Q.{OC) in Annexure-G or Prior

intimation (PI) letter in Annexure-H while applying for passport (copy enclosed for ready

refbrence). Iormats of these annexures are available in the website of the Ministry of External

Affairs (lvlEA), Government of India i.e ptusportindia.gov.in--+Forms and Affidavits---Annexures
(Affidavits).

3. In the format tbr Identity Certificate i.e Arurexure-A it is clearly mentioned that the same

should be given in duplicate in original stationery. This means Identity Certificate in Amexure-
A shouid invariably be given in a ietterhead, The Officer/authority signing the Identity Certificate
should write his name, designation, address and telephone numbers. This will help Passport Office
in verifying the authenticity of this certificate. Further the govt. servant/applicant should affix his

current passport size photo in tire appropriate box in this Certificate and get the same attested with
signature and seal/stanrp of the issuing officer/authority before carrying the same to the Passport

Seva Kendra.

4. Second type of certificates which Government servants can submit is No Objection

Ceriificate (NOC) in Annexure-G. This is not necessanly be given in a letlerhead and can be

given in a plain paper or by obtaining the printout from the list of 'Forms and Affr.davits' in the

websiie ww"w.passportindia.gov.in. This should contain a file number and issue date at the top

left hand side and photo at the top right hand side. The officer/authority signing the NOC should

put his seal/stamp and mention his fulI name, telephone number, fax or/and email [D for
verification by Passport Offlce. Photo of the gor,t. servant/applicant should also be afiested by the

Otficer/authority signing the NOC before handing over the same to the Government

Servant/applicant for carrying to the Passport Seva Kendra during appoinlment. The validity of
this ciocument is six months within which time, the gofi. servant/applicant should take

appointment for passport in Passport Seva Kendras(PSK).

5. Prior Intimation letter irr Amexure-H can be filled in the prescribed format which can be

obtaineci from the list of 'Forms and Aflidavits' in the website www.passportindia.gov.in. The
applicant should fill Annexure-H in duplicate and submit one copy to his Officer/authority and

obtain the signature and seal/stamp of the Officer/auihority acknowledging the receipt in the other

copy. Tlic other copy should be carried to the Passport Seva Kendra (PSK) while visiting for
processing of passport application,

6. Issuing authority should not directly forward the IC, NOC or PI letter to the Passport Office
and rather hand over the same to the Government Servant/applicant for production at the time of

6o-*t dF

appointment for passport.

Uq+W i BHUBANESWAR
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ANNEXURE'A:

ALL CENTRAL GOVERNMENT EMPLOYEES, STATE GOVERNMENT EMPLOYEES, EMPLOYEES OF

STATUTORY BODIES AND PUBLIC SECTOR UNDERTAKINGS, THEIR SPOUSE AND CHILDREN UPTO

THE AGE OF 18 YEARS ARE REQUIRED TO PRODUCE AN IDENTITY CERTIFICATE (STRIKE OUT

oPTTONS THAT ARE NOT APPLICABLE)

(To be given in Duplicate on Original Stationery)

Certified that' Shri/SmUMiss

Son/Wife/Daughter of Shri .....'..--.....:..-.:....'?'..-..'.., who is an lndian

national, is a temporary/permanent employee of (office address) ...'."'i""r"

from (date) and is at present holding the post of .......

Shrilsmt/Miss._... , who is also an lndian national, is/are a

dependentfamily member(s) of Shri/Smt """" and

his/her identity is certified. This Ministry/DepartmenVOrganization has no objection to his/her acquiring lndian

passport. l, the undersigned, am duly authorized to sign this ldentity Certificate. I have read the provisions of

Section 6(2) of the Passports Act, 1g67 and certify that these are not attracted in case of this applicant' I

recommend issue of an lndian Passport to him/her. lt is certifled that this organization is a Central/State

Government/public Sector undertakrng/Statutory body. The Identity Card Number of Shri/SmUMiss (employee)

Ref No :
Date

Name, Designation, Address and Tel No.

Applicant's photo

to be attested by

certifying authority



AhINIEXURE'G'

MINISTRY/DEPARTMENT/OFFIC E OF

No.......................... Dated

Applicant's
Photo

(No Objection Certlficate issuing officer should attest the photograph of the applicant with his/her signature and rubber
stamp in such a way that half the signature and stamp appear on the phoiograph and half on the certificate )

NO-OBJECTION CERTIFICAT E

::::'.1*:] . ... ..... .... *r," i, ,; i;il; ;;i;"i,r, i, ",pi"r"l i, i,,r. ;r:J:;; . ......................:.....................-...
. from .... .-..... till date. This MinistryiDepartmenUOffice has no

objectlon to his/ her obtaining a passport

( SLg nature of C o ntroll i ng/Adm in istrative authority)

Telephone/Faxlemail

Note:-
(a) The officer authorized to issue NOC shculd sign with rame and stamp and must provide contact details for

verification oy Passport Authorrty.
(b) NOC will be valid for srx monihs from date cf issue.
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ANNEXURE'A'

ALL cENTRAL GovERNMENT EMpLoyEEs, srATE covERNMerur ErrlFt-oYEEs, EMPLoYEES oF
STATUTORY BODIES AND PUBLIC SECTOR UNDERTAKINGS, THEIR SPOUSE AND CHILDREN UPTO
THE AGE OF 18 YEARS ARE REQUIRED TO PRODUCE AN IDENTIry CERTIFICATE (STRIKE OUT
oPTroNS THAT ARE NOT APPLTCABLE)

(To be given in Duplicate on Original Stationery)

Certified that Shri/SmVMiss ......... ..
SonfuVife/Daughter of Shri .......:........ ..-...........;:....:...............,who is an lndlan

nationat, is a temporary/penrranent employee of (office address) .......,i....1..

from (date) and is at present holding the post of .......
Shri/Smt/Miss............ , who is also an lndian national, is/are a

his/her identity is certrfied. This Ministry/DeparlmenUOrganization has no objeciion to his/her acquiring lndian
Passport. l, the undersigned, am duly authorized to sign this Identity Certificaie. I have read the provisions of
Section 6(2) of the Passports Act, 1967 and certify that lhese are not attracted in case of this applicant. I

recommend issue of an lndian Passport to him/her. lt is certified that this organization is a Central/State

::::::'::li:::t:"::::::::l::::::':::t::lt lir iill:l::::: ::::::::"'lSmuM 
ss (emp 

'vee)

Ref No Date :

Name, Designation, Address and Tel No.

Applicant's photo

to be attested by

certifying authority
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(No objection certiflcate issuing officer should attest the photograph of the appticant with hislher signature and rubber

stamp in such a way that nalf the signature and stamp appeu on the photograph and half on the certificaie )

AT{hIEXURE'G'

MINISTRY/DEPARTMENT/OFFICE OF

Applicant's
Photo

NO-OEJECTION CERTIFICAT E

who is an lndian national, is employed in this office " '. """'
'..... from """""'-"..' tilidate' This MrnistryiDepartment/Offlce has no

objeciion to his/ her ootaining a passport

(Sig nature of Cc ntroll i ng/Admin istrative authority)

Telephone/Faxlemail

Note:-
(a) The officer authorized io issue NOC shculd sign wtih

ve rification by Passpori Authoriiy'
(b) NOC will be valid for six monihs from date of issue

narne and stamp and must provide contact details for

Shri/SmVMiss



ANNEXURE'H'

PR|OR INTTMATTON (pl) LETTER FROM THE GOVERNMENT/PSU/STATUTORY BODY
EMPL.YEE'"n'*Tr=5,-ff#i:iH'X'=^,3Eli?5J$:i",#i""J:il,?'^1ffi 

iPoRr

Place:...-.
Date: ...

[To be addressed to the Controlling/Administrative Authority with full postal address]

Tel
Fax:
Email:
Subject: Prior lntimation for Submission of Passport Application.

Sir/Madam,
I hereby give prior intimation that I am applying for an ordrnary Passport to Regional Passporl Offlce,

This is for your kind information and record.

Yours faithfutly,

Employer Signature: Signature:
Name:
Date of Birth: .....
Designation: ...,..,.....
Name of Office Where Working:

Employer Offlce Seal:

Name of Organisation:

Address of Present Office:

Residential Address:

Note: The Prior lntimation Letter (under this Annexure) shall be accepted by the Passport
Authority for processing the passport application if the same bears the signature and seal
of the employer of the applicant acknowledging its receipt.


