
F.No.09-01/2018-SR

Government of India
Ministry of Communications

Department of Posts

(SR Section)

Dak Bhawan, New Delhi - 1 10001

oated,: \rlcfu2ozo

OFFICE MEMORANDUM

Subject: Recommendations of the Committee for suggesting modification and better system
in verification process for recognition of Associations - reg.

With reference to this Department's OM of even number dated 20.10.2019 where

suggestions were asked, it is informed the Committee has submitted its report (Copy

enclosed). The revised SOPs are also enclosed for reference.

2.

2020.

It is requested to provide your comments/suggestions if any, fatest by 05th June,

This issues with the approval ofDG (Postal Services)

Encl: A/a

l. All Associations.

J'1. \*
(Harpreet Kaur Manchanda)

Assistant Director General (SR & Legal)
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DRAFT MINUTES OF TIIE MEETING OF THE COMMII'TEE HELD ON 12. 03.2020

Sub: Redesigning the process of re-verification ofservice Associations

The fifth meeting of the Committee, under the chairpersonship of Smt. Aindri
,,\nurag, CPMG, Delhi Circle , rvas held at 1 l:00 AM on 12.03.2020 in the chamber of Smr.

Anula Kumar, DDG (Trg. & WI-). The other mcmbers of Committee rvere:-

(i)
(rD

(iii)

Smt. Anula Kuma, DDG (Trg. &WL)
Col. Arvind Kumar, DDG @)
Shri Dushyant Mudgal, DPS (HQ)

- Member
- Membcr
- Member

2. The Committee had invited Shri C.C. Cheluvara,va. ASP Q\dmin), CEPT to discuss

the feasibility of online implementation of srrbmission of letter of authorization by the

departmental employees and GDSs of Dcpadment of Posts all over the country. Shri

Cheluvaraya submitted a process flow (copy enclosed) lbr employees as well as lor GDSs ol
the Department in this regard *'hich was examined by the Commiltee.

3. The Committee recommended deduction of subscription on quarterly basis. The

Commitee has also recommended maximum of trl'o r.r'ithdraq,als b,v the employeeslGDSs

from their membership in a financial year.

4. The matter of implementation of onliDe submission of letter of authorization, where

CSI has not been implemented fully was also discussed. It has been recommended that

manual procedure as per DoPT guidelines has to be followed iD those Divisions, where no

CSI facility available. Ho*'cver, the Divisions where CSI facility is partially available, the

employees ofthe offices having no CSI facility of that parlicular Division(s) may utilize the

above mentioned service from the neal€st post oflice, where CSI facility is available.

5. The revised Standard Operation Procedure, as recommended by the Committee, is

enclosed at Annexure-I. The same is to be implemented in consultation with CEPT.

6- In respect of GDSs, the committee suggested the procedure ofsubmission of leuer of
authorization as per Armexure-ll

'J"(-.
Mudgal, Col. Arvind

PS (HQ), Member enIber DDG &WL), Member
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Annexure-I

rd Ooeration rocedure (SOP) for submission of letter of authorization fora

regular employee for the purpose ofverifica tion ol membe rship of Service Associations

Menu for verification for association can be provided in ESS portal which can be
accessed by the employee concemed using his,/her user id and password already provided to
him/her.

2. On clicking the menu so provided, the employee will be re-directed to verification
form page (Step-5*).

3. The employee will online submit required details authorizing his/her deduction of
subscription, for the financial year, from the pay roll in favor of a particular service
association.

4. The above details containing authorization of employee will reach the concerned
Divisional Office electronically. The system will automatically consolidate the name of
employees, association wise in the format as given in PARTJ of Annexure-Ill.

5. The Divisional Office will take a printout ofthe consolidated details association wise
generated in the system and will confirm the same from the respective association for its
membership in the format as given in PART-II of Annexure IIl.

6. After confirmation from associations, Divisional Office will approve the details and
forward to DDO to make deductions from the pay roll of the employee. ln case the
confirmation ofan employee is not accepted by the respective Association, the same will be
intimated to the employee in ESS portal within two days and the employee will have the
opportunity to exercise the option in favor of another association within three days ofreceipt
of the said intimation.

7. After above procedure is over, two statements as per DoP&T OM no.2/10/80-JCA
dated 31.01.1994 will be generated quarterly for further record. Copies of statements is
placed at annexure IV & V.

8. The consent of employee for deduction of subscription will remain valid till altered or
withdrawn. The revised option for deduction, if any, can be exercised only in the month of
April each year to be effective from July of that year. The window for revised option will be
opened in April each year. However, the option for withdrawal of membership can be
submitted online between 0l'' to 156 of the quarter ending month i.e. by l5'h June, 15*
September, l5* December and l5'n March.

9. The enrolment process for the new employees will remain open throughout the year.
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Standard Operation Procedure (SOP) lbr submission of letter of authorization for
GDSs for the DurDose of verification of membersh ip of GDSs Associations

a) The GDS will submit their letter of authorization (as per PART{ of Annexure VI) to
concemed account office for enrollment to the GDS Association and deduction of
subscription, for the financial year, from the pay roll in favor of a particular GDS
association. The application will be submitted from 01" April to 30"'April.

b) All the applications collected by Account Office will be forwarded to Divisional
Office within first week of May in one bunch.

c) The Divisional Office will online submit through the ESS Portal required details
authorized by the GDS for deduction of subscription, for the financial year, from the
pay roll in favor ofa particular GDS association.

d) The system will automatically consolidate the name of GDSs, association wise in the
format as given in PART-I of Annexure-Ill.

e) The Divisional Offrce will take a printout of the consolidated details association wise
generated in the system and will confirm the same from the respective association for
its membership in the format as given in PART-II of Annexure III.

f) After confirmation from associations, Divisional Office will approve the details and
forwarded to account office to make deductions fiom the pay roll ofthe GDS. In case
the confirmation of an employee is not accepted by the respective GDS Association,
the same will be intimated to the GDS manually within seven days and the GDS will
have the opportunity to exercise the option in favor of another association within 14

days ofreceipt ofthe said intimation as brought out in Para (a) above.
g) After above procedure is over, two statements as per DoP&T OM no.2/10/80-JCA

dated 31.01.1994 will be generated quarterly for further record. Copies of statements
is placed at annexure IV & V.

h) The consent of GDS for deduction of subscription will remain valid till altered or
withdrawn. The revised option for deduction, if any, can be exercised only in the
month of April each year to be effective from July of that year. The GDS will submit
his/her revised option in April each year. However, the option for withdrawal of
membership will be submitted manually between 0lst to l5th of the quarter ending
month i.e. by l5'h June, l5'h September, l5'n December and l5'h March.

Annexure-II
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Annexure-III

CONSOLIDATE LIST OF THE EMPLOYEES (ASSOCIATION WISE)

PART-I

Sl.No. - Name of employee - Designation & employee code - Place of Postings - Association

PART .II

TO BE FILLED IN BY THE ASSOCIATION

It is certified that above mentioned employees except the following (if applicable) are the

members of Association:-

Name ofemployees who are not members of associations.

at Sl. no.

at Sl. no.

Name, Signature & Stamp
of the authoriscd 0ffice Bearer

I

2
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Annexure-IV

PROFORMA OF STATEMENT TO BE SENT BY DDO TO THE NODAL OFFICE

Sl. No. Categorl, Total No. of
employees
in that
cateqory

Name of the
Association

Membership
as per check-
off svstem

Remarks

(1) (2) (3) (4) (s) (6)
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Annexure-V

REGISTER TO BE ED BY THE DDO

CATECORY EMPLOYEES:

S.No. Name Year
Name of
the
Associatio
n of which
a Member

Bill
No.

Year_
Name of
Associatio
n of rvhich
a Member

Bill
No.

Year_
Name of
Associatio
n of which
a member

Biil
No.

(1) (2) (3) (4) (s) (6) (7t (8)
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Process flow for the DOP Employees to choose the Union/ Asociation membership Enrollment and

Present Process (Manuall

Employees who want to be the member of any association, he has to fill the prescibed form and submit to

Association secreatary and Association will submit these form with list to Division Administration for
further process. Divisional Administration then will send the details to DDO in a consolidated list for
recovery of subscription .

fr s

Automated Process ( CSI Application)

The Above process can be automated in ESS portal (CSl)

. Aooroach 1 mentioned below the Deoartment emolovees

Approach 2 mentioned below for GDS Emplovees

1

2

Submitthe
appli:tion to

ODO Recovrr

Subsrripton
unl()n 5ubm( to
DO

Drvisbn Head will verify.
approve and forwarded to
DDO for Recovery

and recovery of subscriDtion.

DOP Employee Union/A*sociation

DDo Account Divisiolr Offiee
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Aoproach 1 for DeDartment Emplovees

a. Departmental Emplo,yees can use Employee Self Service portal to enroll himself to be a member

of concerned Union/association and request for recovery of subscription.

b. To enable,this the LSS portal (CSl) requires minor modification like.. providing the selection of
union/ Association ootion (presently not available) .

The process flow for is noted below.c

d. The SOP (Annexure-1) is attached with this report

DOP Employee

Divisron HeBd

Enter the Details in ESS

Verify and Approve,

details shared to Unions

DDO rvill tarke actron to
Recovery c f subscription

n
J t

;
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Approach - 2 for GDS employees

GDS employees can submit the Union/Association enrollment form to First Reporting

authority (SPM/PM).

Reporting authority login to ESS/MSS portal and data entries can be done on behalf of
GDS

Process flow noted below.

ii

l .

GDs Empbyee

Submit physical form

Reportang Authorttyl
Enter the Data in ESS/MSS

And submit the torm to DO

Owisaon Head l
Verify and Approve,

dgglih shared to Unions

t-

DDO will take action to
Recovery of subscripticn

Requirements

1. Approval for modification is ESS portal for Department employees and in MSS for Reporting

authorities for GDS employees

2. List of recognised Unions/ Associations cadrewise ( Gr A, Gr B, IP/ASP, Accounts, 6r C

IPA/SA,/SBCO/Postman/MTS] ) etc.,

3. Subscription recovery can be monthly or annually as per approved process

c

0
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Annexure-1

1. Employee has to login URL - https:\\sapep.indiapost.gov.in:8o8o/irjlporta I

Following screen will appear in the screen,

f rxora eosr

m

2. Enter the employee lD and Password then press login button, following screen will appear

Select option Employee Payments option

O lvr:::::n: O

e

I

Employ.e Satf Service

o nrE- troBre!rrnrr-dr

EEd.r.. pa,.E B €:::l I

,rrrt,
irrr-,.-

,
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(
Select Third party deductions option
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I
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Employee Self Srrvice

:..

I

,

4. Select Unions/Association subscription option from dropdown menu of contribution typ€
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uri-od- c €.oc-h



?q

5. Enter the start date rnd End date, amount of subscription, membership number and

Select the union/Association from the list (dropdown menu presently not available)

C..nta..! O.rrb 6 a. arr E
cl,!.-r'Fl&&(5$6.Ia

?
Presently no

option to
select the list

of unions

6. Enter document narne as Union/ Association membership form

Then Upkrad scanned copy (PDF format) of membership form then click submit button.

E*{B

crt$it (r.trl a blE l:t
cfrrElhb*q."_

i

lrio-|k- ce.. erioH

7. AfEr subnrission by the Employee, Data will flow to Division/ Region/ Circle administration for
verification and approval

8. Division/ Region/ Cir:le administration will verify the details and approve the request and submit
to DDO.

9. DDO will authoris€ the request, data will flow to SAP Payroll module and recovery of subscription
will effect from next rnonth. lnformation will be visible in payslip of the employee.



Standard ODeration Procedure (SOP) for submission of letter of authorization for
regular employee for the purpose of verification of membershi p of Service Associations

Menu for verification for association can be provided in ESS portal which can be
accessed by the employee concemed using his/her user id and password already provided to
him./her.

2. On clicking the menu so provided, the employee will be re-directed to verification form
page (Step-s*).

3. The employee will online submit required details authorizing his,&er deduction ol
subscription, for the financial year, from the pay roll in favor ofa parlicular service association.

Comments are as follou,s:-
1 The form should be made simple in which minimum details should be entered through
dropdown menu as it will be used by the employees lrom all posts and GDSs. There should
be no need to enter the following details (in slide no.5 at P.345/c):
i. Start date and End date: Only Financial year is required as per extant guidelines and
amount is deducted from the next applicable month as per check off system.
ii. Amount ofsubscription: The association-wise data shall be provided by the SR Section,
which is changed as per amendment of the constitution of Associations time to time.
iii.Membership number: This should be generated by the system.
iv.Payee key: Not required in current system. CEPT may be requested to clarify its
necessity.

2 List of applicant Associations along with their Distinct Category shall be provided by
the SR Section, which can be changed in any time in accordance with CCS (RSA) Rules,
1993. Current list is placed atP.376lc for reference.
3 The word "union" should be removed lrom all slides ofCEPT (at pp.344-345/c) as per
CCS (RSA) Rules, 1993.
4 There should be no need to upload scanned pdfcopy olmembership form (in slide no.6
atP.345/c). However, this provision may be made optional.
5 After submission of details by an employee, a printable receipt in pdf format should be
generated for record ofthe employee.

4. The above details containing authorization of employee will reach the concemed
Divisional Office electronically. The system will automatically consolidate the name of
employees, association wise in the format as given in PART-I of Annexure-lll.

Comment: 1 . The details containing authorization of an employee should be reach:
i. immediately to the concemed Divisional Head as for new registration for membership and
ii. on the first ofnext month from the last submission date to the concerned Divisional Head

as for revision of membership.

5. The Divisional Office will take a printout of the consolidated details association wise
generated in the system and will confirm the same from the respective association for its
membership in the format as given in PARTJI of Annexure III.

Comment: Div. Head will scrutinize the letters ofauthorization in the presence ofone representative
from each of the Association. Since, the above case is applied during a verification process, the Div.
Head may confirm the details from respective/particular association in nonnal course.

Annexure-I



6. After confirmalion from associations. Divisional OfTlce will approve the details and

forward to DDO to mal-e deductions from the pay roll ofthe employee. In case the confirmation
of an employee is not accepted by the respective Association, the same will be intimated to the
employee in ESS portal within two days and the employee will have the opportunity to exercise
the option in favor ofanother association within three days ofreceipt ofthe said intimation.

The comnrents are as follows:
Divisional Office should be replaced as Divisional Head (refer para 5.4 above).
The committee has recommended three days to exercise the option in favour of another
association, in case confirmation of membership of an ernployee is not accepted by the
respective A;sociation. It will not only cause great inconvenience to employees posted in
partial compliant CSI Divisions but it also requires regular online checking of status of
membership by ernployees. Further. there is guidelines for such time limits in CCS (RSA)
Rules. 1993 ,:t al.
As per extan: instructions, an employee, whose confirmation is not accepted, can resubmit
letter of auttrorization in favour of another association in any ntonth. Such case may be
considered ai new registration for membership. This will also cover those cases. in whicl.l
ernployees solect wrong associations for which they are not eligible to become nrember.

llt.

7. After above pr,rcedure is over, two statements as per DoP&T OM no.2/'10/80-JCA
dated 31.01.1.994 will be generated quarterly for further record. Copies of statements is placed
at annexure IV & V.

Comment: In annexure-lV category means distinct category. The annexure-V is only applicable for
deduction ofannual subst;ription. At present, deduction of monthly subscription is in force (the relevant
annexure may be referred). Therefore, the annexure-V needs to be modified in accordance with number
ofdeductions in a financial year.

8. The consent of employee for deduction of subscription will remain valid till altered or
withdrawn. l-he revise,l option for deduction, if any, can be exercised only in the month of
April each yr:ar to be effective from July of that year. The window 1br revised option will be
opened in April each year. However, the option for withdrawal of membership can be
submitted online between 0l to 151h of the quarter ending month i.e. by l5'h June. 15rh

September, l5th December and l5th March.

The comments are as follows
i. An employee can submit option for rvithdrawal of membership in any month as per extant

instructions irefer pt.4.2 above). Therefore, the details conlaining authorization of an

employee should be reach immediately to the concerned DDO as for withdrawal of
membership and the DDO shall stop the next deductions from the pay ofthe ernployee.

However, an employee can revise his/her membership from l"t April to 30tl' April and can submit more
than one application till 30rr'Apriltherein. The last submitted application should be considered as final.

10. In order to duly remove any wrong/disputed entry of membership later, it is proposed that an
extra access may be giverr to Head of Circle.

9. The enrolment process for the new employees will remain open throughout the year.



Standard Operation Procedure (SOP) for submission of lettcr of authoriza tion for GDSs
for the nuroose of verification of membershi p of GDSs Associations

a) The GDS will submit their letter of authorization (as per PART-I of Annexure VI) to
concemed account office for enrollment to the GDS Association and deduction of
subscription, for the financial year, from the pay roll in favor of a particular GDS
association.

b) All the applications collected by Account Office will be forwarded to Divisional Office
within first week of the next month in one bunch.

c) The Divisional Office will online submit through the ESS Portal required details
authorized by the GDS for deduction of subscription, for the financial year. from the
pay roll in favor of a particular GDS association.
Comment: List of all applicant GDS Associations is provided by the SR section, which is

updated time to time.

d) The system will automatically consolidate the name of GDSs, association wise in the
format as given in PART-I of Annexure-lll.

e) The Divisional Office will take a printout of the consolidated details association wise
generated in the system and the Divisional Head will confirm the same from the
respective association for its membership in the format as given in PART-II of
Arurexure IIL

f) After confirmation from associations, Divisional Head will approve the details and
forwarded to account office to make deductions from the pay roll ofthe GDS. In case

the confirmation of an employee is not accepted by the respective GDS Association,
the same will be intimated to the GDS manually within seven days and the GDS witl
have the opportunity to exercise the option in favor of another association as brought
out in Para (a) above.

g) After above procedure is over, two statements as.per DoP&T OM no.2/10/80-JCA
dated 31.01.1994 will be generated quarterly for further record. Copies of statements is
placed at annexure IV & V.
Comment: In annexure-IV category means distinct category. The annexure-Y is only applicable
for deduction of annual subscription. At present, deduction of monthly subscription is in force
(the relevant annexure may be referred). Therefore, the annexure-V needs to be modified in
accordance with number ofdeductions in a financial year.

h) The consent of GDS for deduction of subscription will remain valid till altered or
withdrawn. The revised option for deduction, ifany, can be exercised only in the month
of April each year to be effective from July of that year. The GDS will submit his,Arer

revised option in April each year. However, the option for withdrawal of membership
will be submitted manually between 0lst to l5th of the quarter ending month i.e. by
15th June, 156 September, 15th December and 15th March.

The comments are as follows
i. A GDS can submit option for withdrawal of membership in any month as per extant instructions

(refer pt.4.2 above). Therefore, the details containing authorization ofan employee shor:ld @
reach immediately to the concerned DDO as for withdrawal of membership and the DDO shall
stop the next deductions from the pay ofthe employee.

ii. However, a GDS can revise his/her rrembership from Ist April to 30th April and can submit
more than one application till 30th April therein. The last submitted application should be

considered as final.
10. In order to 4tftr.*ou. any wrong/disputed entry of membership later, it is proposed that an

extra access may be given to Head of Circle.

Annexure-l I


