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& Disbursing Officer (CDDO) Module in the field formation of
CBEC on PFMS Portal - Reg.
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The Controller General of Accounts, Deptt of Expenditure has advised
that the Employee Information System (EIS) Module is to be implemented to

make salary payments, preparation of Salary Bills, recoveries on account of
Licence fees, CGHS and disbursements of salary etc. wef January, 2018,
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The information regarding the employees whose salary is prcpared by
the DDO shall have to entered in the Master data base in the EIS Module

therefore all the Officers/Staff are hereby requested to furnish their valid
details as per format attached on or before 28.12.2017.
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lnstruction for fitling forms (for selected points):

Form: EI1S/B/1 (Personal & Other Basic Details of Employee)
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29.

Tick (Mhbefore applicable tvpe of Employee

Name as per Service Book. (First Name, Middle Name & Last Name)

Write Date of Birth as per Serviee Book in the DIYMM/YYYY {ormal.

PAN Nua. — Enter valid PAN of the Enyployee.

Note: Above details are very important for creation of Emplovee Cade in the System. As such,
correct details should be filted, once filled it ecannot be changed turther.

Date of joining / entry in the Government Service (Date of First entry in Govt. Service).

Three digit Controlfer Code in which EIS is being implemented. It shauld be selected from the list
populated during data being saved online.

Date of joining in the above Controller where EIS is being implemented.

Name of the DO as availabte in PFMS/E-Lekha (Current Office — Sclectfrom the list)

This is date of Jjoining in the above DDO (Cm:ml Olfice). This date should be same as joining
Controller Code date or alter it.

Date from which working in Current Post (Designation).

Current Posting Mode {**As per Transfer Act™ “Compassionate Ground™/ “Deployment Of Service”/
“Deputation tn (From CG/SG/IPS/Other)”/ *Deputation Out(To SG/Corpn)”/ “General Transfer™ “Join
New Serviees™ “Merger™ “One Step Promotion™ “Open Selection™ “Promotion(With Transfer)”/
“Promotion {Without Transfery” “Re-appointment™ “Reversion(With Transfer)”/ “Reversion{Without
Transfer)”/ *Transfer{ Ex Cadre Posting)”]

This is the date from which pay has been drawn nl date.

Name of the PAQ for GPF Employee. Not applicable in case of NPS.

PF Series as maintained by PAQ for GPEF Emplayee. Not applicable in case of NPS.

PF No. in case of GPF Employee. PRAN No (Exact 12 digit) in case of NPS Employec.

Central Govt.(CGEGIS) OR CGEIS (Old Scheme) as applicable.

Group “A, "B, *C” as applicable.

Membership Date should be 1% Jan and (YYYY) applicable year as per point 28 above. For those
Employees who have Joined Govt. Service on or after 2nd January of current year, Membership Date
should be left blank. For all such Employces, the Membership date will be reset by DDO during Jan of
next year before salary processing.

34. This is numeric Employee Code allotted by DDO internafly.

37.

35. & 36.Mobile No. and E-Mail. It is mandatorily required for generation of USER 1D & PASSWORD

for Employee Login in EIS Module/System for accessibility of report like. Pay Slip, GPF Status,
Income Tax Calculation, etc.

Physically Disabled. If chosen Yes, then complete details required to be filled in the option available
Online Form in EIS at Establishment—Employee—Physical Disability Details.

Form: EIS/Q/2 (Quarter Allotment Details of Employee)

4.

Allotted 10: Please choose one out of (Self/Spouse/Relative/Others). Only in case of “Self” FIRA is not
admissible and Licence Fee/ Rent will be required to fill. In all other cases only HRA will be not
admissible as per rule.

& 7. Quarter Owned by and Custodian (Online filling of Details): There is one default value created in
the System “Directorate of Estate”™. In case of “Departmental Pool” multiple Custodians can be created
by the PAO office as applicable in the concerned Department/Ministry. The DDO may approach its
PAOQ office for creation of Departmental Pool Custodians.

Form: EIS/L/3 (Loan / Advance Details of Employee)
Note: In case of more than one Loan/Advance please fill Separate form for each type.

L.

3.
4.

wh

Select the Loan/Advance Type as per the details given.

Loan Amount Disbursed (Rs.}: it is total amount of Loan/Advance taken by the employee.

if the repayment of Principal amount is still due the details of the “Principal” will be given in the
columns No. 5 to §. If the principal amount is fully recovered, the detatls of “Interest” will be appear in
the columns no. 5 to 8.

Auto generated field equal to amount at SENo.3.

instaiment Amount: This is required to be filled. Other Details at point no. 6 to 7 will be calculated by
the System.

Last Instabment No. paid. : ltis the nwmber of instalment up to which repayment has deducted in the
Last Paid Salary.




DDO Code & Name: Date -
A SNo T particudans -  Dewails T
] __'—'l;pt(il’um(ml I)E,V';NI’_S_). B Iri " Pensionable l.;i-l-l_l]lll)Tt:(: ! ' NPS 41
. 3.0 Gender | i Male 7 f Female i
T 4 [pweorsin N I K
S S paN No, T T P
g 6. [ AadhaarNa, - ]
E 7.1 Date of Entry in Govt. service
- 8. Superannuation Date i
9.
10. | Date of joining above Controller i i ————— l “ l I l ‘ [
[1.
2 2. | Date of Joining above Office l I J‘ { I i | T
g 13. | City Class (where employee is working) ( City Class *X°, *Y" “Z") N
C:Sc 4.1 Current Post in the Office (Designation) .
‘E 5. 1 Group (Attached 1o post) { Group ‘A, ‘B, "O)
< . Date from which working in Current Post | I | l ' ’ l
I7. | Current Posting Mode
8. | Pay Commission 7" Pay Commission
g 19. | Pay Level LEVEL T ]
;53' 20. | Basic Pay
é-' 21| Pay wee.f. Date
22. ) Next Increment Date
2| 230 1 PF Type G.PF N.PS
<5 24 PAO -
a 23 25,
2| 26. | PF/PRAN No. | | | l ‘ i I I | |
27. | CGEGIS Applicable? Central Government
& 2| 28 | Current CGEGIS Group (Group *A, "B, "C")
§ g 29. | Membership Date (in this Group) 0 |1 ’ (U I | j
@ | 30. | CGHS Deduction Applicable (Y /N) YES NO
Q ¥ 3L | CGHS Card No - [ | .
S S 32 T Catesony , (General, OBC, SC, ST)
33. 1 Ex-Serviceman(Y / N) YES NO
3 34. | Employce code by employer-- |
S _ | 35 | Mobile No.
O F( 36 [ E-Mail @
S 2137 Physically Disabled? YES NO
o |38 [IFSC Code | | L T ]
§ 39. | Bank Name
‘s 40. | Bank Branch
ERETD ‘ ' i
& Bank Saving A/c No \ J
B. Have taken Govt. Quarter? YIS NO C. Have Loan details? YES NO

(if YES, please fill Form: EIS/Q/2)

(If YES. please fill Form: EIS/L/3)




(Juarier __--\llt_:_tmc_lu Detatls

Namge:
SNo. AL Quarter Location
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. Form: EIS/

20 | Address ! ‘
Lo L —
3. Address 2
! i B. AHotment Details
- B P . - T T T
‘ 4. [Allotted 10 ! (Sclf/Spouse/Rclzm\*e/()lhcrs)Ll)utc Occupicd\ ; ‘ 1 i b ‘
. - 1‘_ | 1 i |
Cos, Allotment Lelter No.i ] Date t ‘ N ‘ \ , 1 l
- _ et [ P !
C. Rent details
6. | Quarier Owned by L I}(Directorale of Estate/Departmental Pool/Other Pool)
7. | Custodian ‘l
8. | Quarter Type ‘ Al (Type-I/NAVIVNIVIZVI etc.)
9. | Rent Status { Rented/Rent Free) Licence Fee/Rent (Rs.)
"Additional Rem- 1 (Rs.) ’ e
10. ttecivical Charges) Water Charge (Rs )
l_l!. Garage Rent (Rs.) Service Charge (Rs.)

Form: El
Loan/Advance already talken by employee
{Name: PAN: Date:
SNo. | A. Disbursement Details
I. | Loan / Advance \
(Additional HBA / Car Advance/Computer Advance/GPF Adv Group ABC/ HBA Extension/HBA for
Construction/House Building Advances/Scooter Advance)
2. | Sanetion Order No. San. Ovder Date E ! ' \ ‘ L
3. | Loan Amount Disbursed (Rs) l \
B. Recovery Schedule for
4. . Principal t Interest
5 Total Loan Taken (Rs.) OR 1
L Total Interest Amount (Rs.) — :
|
L 6. | Instalment Amount | No. of Instalment including Odd instalment
i :
b7 '

Odd Instalment No.

1

|

- |
X 1 ‘ . |
§. | Last Instalment No. paid |

|
. (Odd instalment Amount '1
|
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