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4 Annexure'D'
STRUCT s FOR ( > .

Link for applying online -www.sr.hgpb.in
Instructions to Candidates: -

The willing employees will have to click on the link. The link will lead to the application format in
which the candidate needs to {ill up the required particulars.

The application format has to be filled up carefully and after the employee is satisfied that all t}}c
particulars have been correctly filled up, he/she should register. Once registered, the employee will
not be able to make any change in the application.

After registration, a unique application number will be allotted to the employee and the employee
should download and take a print of the filled in application from the portal in PDF format.

In the print out, latest photograph of the employee should be affixed in the space provided and
his/her signature should be affixed in the space provided.

In the above application, the photograph should be attested by the controlling supervisor / official
and the application should be forwarded by the controlling supervisor/official affixing signature
duly mentioning the name, designation along with the seal of the forwarding supervisor / official.

The application completed in all respect duly forwarded by the Controlling
supervisor / official, community certificate (forr SC & ST only) & any other relevant
documents, should be scanned as a single PDF and uploaded in the portal after
obtaining Competent Authority’s approval.

Employee can thercafter login either by using “IPAS number & date of birth” or “Application
number & date of birth” for uploading above scanned copies by using the “Upload the application”
option in the portal.

Employee can also download acknowledgement for the submission of his/her application. The
employee may use the unique application number to check the status of his application/
instructions later on.

For any assistance with regard to the above, the under mentioned Helpline Number may be
contacted during office hours:

! Name [ Designation Helpline Number ]
| Smt. R. Pushpalatha | S&WI/Co-Ordination 7845662047

Instructions to Personnel Department Officer:-

The access to the online application at the stage of scrutiny and further forwarding will be restricted
to the officials granted user rights at the level of Dealer(s), Personnel Officer/ Divisional Officer etc.

‘The user rights and passwords already provided may be utilized.

The respective cadre dealer / controlling Personnel Officer should verify the correctness of the
particulars of each application with the Service Register and other available relevant records. After
due verification, each online application has to be certified and forwarded online with remarks, if
any. In addition an excel file containing all the relevant details of all application should also be
downloaded. The downloaded excel data file also has 1o be verified and corrections, if any, has to
be carried out duly indicating the sume in the remarks column without fail. The same has to be
uploaded in the website alony with the covering letter, the same should be forwarded in e-office to
the undersigned as c-receipt on or before 17,00 hies of 08.11.2024.

The Personnel Officer concerned should reject the incligible application duly specifying the reason
for rejections. Divisions and units may set up suitable helpline and give w ide publicity to the
same along with details including mobile pumber of the person who can be contacted for any
assistance.
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