1. Employees has to fill up all the columns without leaving any.

2. The detailed irﬁtmcﬁom for applying 'on line” will also be available in the web portal,
The esmployeas will have ta click on the appropriate Jink in the portal. The link will
lead to a 'online form' in which the employee needs to fili up the required particulars.

3. The application has to be filled up carefully and after the employee is satisfied that all
the particulars have been comectly filled can submit his'her application, Once the
application has ragistared, the same shoulkd be downloaded from the portal in PDF
format and a printout of the sar're should'be taken.
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. tn the printout of diploma application the photograph of the ward shouid be
affixed in the apace providad and after affixing the photograph, the employes
should get the forwarding by the controlling officer, in the spece provided in the
application, .

i, The completed application along with Bonafide Cartificate of the Educational
institution/College/Univarsity{Annex -1}, should be scanned and uploaded in the
portal preferabla as a single PDF Document or as mulfiple PDF files, if raquired
by the employea before the closing date, After the last date of submission, the
‘onling’ portal for sutbmission of apptication wilt pot ba ayadablae.

(File size - 2 MB Maximum)

4. Application for grant of Caah awsdnrd for X or XH, empbya!.n should also upload the mark
sheet, duly attestad by the Gazetted officer.

5. For meritorious award under Sports or cultural, relevant cartificates duly attested by
the Gazetted officer should also ba uploaded.

+ Railway employees & their family members/dependents whosa namas are recorded in
the Famlly Compositian for the purposa of availing Pess/PT0 are eligitie in claims
amounting Ra.50,000/ , only e being entertained by HQSBF,

« Al the original snclosures are to be appendad to the application for verification
of controlifng officer. After veritying and checking the original bills and .
particulars furnished, controlling officer should certily, without which
application wili ba treated as incompiete and rejected.

« Controling officer must ensure that all the Hospital documents Viz, Original
Admission & 'Discharge Summary, Copy of the Report, Ciagnosis of
Specialiate/Doctors etc.,, Original cash receipts issued by the hoapital aiong with
summary of receipts indicating the consofidated amoun of claim are snclosed before
cartifying the claim.

{Photostat copy/Colour Xerox of bills should not be antertalned.)
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+« The completed application duly forwarded by the controlling officer of the department
signed by the Personnel officer should be scanned and uploaded in the portal in PDF
format.

« Only those cases where no Raiway treatment could be resorted to, due to emergency
will be entertained.

* Claims in respect of expenses made for treatment under indigenous system of
medicine like Homeopathy, Ayurveda etc. will not be entertained.

« Claims in respect of treatment for minor ailments will not be entertained.

* Only claims where no financial assistance was resorted to either from Railways
or any other sources Viz. Insurance, Med- claim etc. will be entertained.

(The bilis should be verified & endorsed by the respective Supervisors of the
gsection before forwarding the same to the controlling officer)

6. Application for purchase of spectacles along with original Bill and Prescription should be
scanned and uploaded in the portal as a single PDF Document or as multiple PDF files,
if required by the employee.

7. Application for Leave on Half Pay/Loss of Pay on Medical Grounds application along with
Salary slips (claiming period) should be scanned and uploaded in the portal preferably
as a single PDF Document or as multiple PDF files, if required by the employee.

8. The employee has to upload the scanned PDF file using Upload the application' available
in the portal by providing the application number & date pf birth or iPAS No. & Date of
birth of the employee.

9. Once final application is submitted by the employee no modifications are allowed or
further uploading of document cannot be done.

10. Once uploaded, the employee cannot modify or upload the datgy,

11. Hence exercise care finally submitting the application.




