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Office Memorandum

Subject: Updation of data and uploading of documents of employees on HRIS - reg.

It has been observed that there are certain discrepancies in the basic data of
employees available on HRIS like their Name, Date of Birth, Date of Entry in Service,
Category(Gen/SC/ST/PwBD/OBC), Substantive Pay Scale of Post held (i.e without ACP/MACP)
etc. The updation and maintenance of the data lies with the respective Establishments/SCOR
wing of the Akashvani and Doordarshan Directorate.

2. All the HoOs of Stations/Kendras/Offices are requested to verify the aforesaid basic data
available on HRIS in respect of employees working there and, if any discrepancy is found,
approach to their respective authority for its updation as per the roles assigned for updation of
data in HRIS vide OM No. IT-HRIS/1/2019-lT Division, da|ed04.10.2021 and Order No.7112021-
PPC, dated 24.03.2021 (copy enclosed).

3. ln addition to the above, all the HoOs of Stations/Kendras/Offices are requested to
upload the following documents under the head "Employees Document Repository" on HRIS
i.r.o. PB Employees (recruited after 05.10.2007) within 30 days from the date of issue of this OM:

(i) copies of first few pages of the Service Book of the employee containing all his
personnel details

(ii) copy of Appointment order/Joining Letter
(iii) copy of Category Certificate (SC/ST/PWBD/OBC), if any
(iv) copy of Promotion Order, if any
(v) copy of Approval of Competent Authority for appointment under Compassionate

Appointment Scheme/Regularisation Scheme/Court Order, if any

4. This issues with the approval Competent Authority.
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Encl. : As above

To,

\3'
(D.K. Saini)

Dy. Director (PBRB Cell)

All the HoOs of Stations/Kendras/Offices of PB (through eOffice KMS/PrasarNet)

Copy to: (D ADG(lTyDDG(lT)
(iD DDG(T), PBS with request to get this OM uploaded on PB website
(iii) PS to ADG(HR)








