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Annexure - A

SOP Document (WRD Portal)
Module Name:- Medical Bills

i’STr."Nﬂ’ T PRt o MW
1 prpIi’céhtw\iliéﬂﬁﬁ{it”tﬁé case online onWRD Portal. | T [
2 The’cfbfrii:’ér*r{e‘daé’ri iﬁéﬁ{éééfb56Wi|’|~\zri’f}t_ﬁé detailsand may ‘ " T:;;__;
Teject or forwardit to DDO. | U

3 _7‘556515y"r€iéar forwardthemedicabilltoCivilSurgeon /

DHSforapprovalthroughsystem Ti+2=T,

| - 9eneratedletterviaofflinemode. ‘
4 a) For bills amounting up to ‘

Rs. 1 Lac, Civil Surgeon can give
approval and then senq it back to DDO.

To+X=T, |
b) For bills amounting more than Rs. 1 Lac, Civil Surgeon will (Xis the
forward bills to DHS for approval. After the approval, DHS wil| num:;:;fays |
send the bills to Giyjl Surgeon and Civil Surgeonwill down

department) |
markthesameto DDO.
——— .. \—‘1
.5 After the approval of CivilSurgeon / DHS themedicalbills

a) Amounting up  toRs.50,000/- DDOcan approve  the
billathis/herownlevel.

: T3 +2= Ta [
b) Amounting more than Rs. 50,000/-, DDO will send the bill along |

with  other supportingdocumentsto  Module Manager
(Medicalbill) in the office of Chief Engineer , Head Quarter.
6 Module Manager (Medicalbill) may reject or forward the case to Te+2=T.
=ls |
Chief Engineer Head Quarter for approval. ¢ |
|
7 Aftertheapproval from competent authority, Sanction will be Te+1=Tr 1
generated on Portal automatically. l
) X+9 |
Total Number of Working Days |
Days
S \J

Notefor T*6:-Chief Engineer/Head Quarter to clear the case on the same day, if request

is received before the working hours. In case, the request is received after working
hours, the request is to be cleared within next working day.




—

Total Number of Working Days

Annexure - B

SOP Document (WRD Portal)
Module Name: NOG Passport

Engineer/Head Quarter will online examine the case andmay

reject or forward jt to Chief Engineer, Headquarter for approval.

Chief Engineer/Head Quarter may approve, reject orforward the

réquest to Principal Secretary, Water Resources (if required).

After the approval from competent authority, Sanction

Letter will be generated on Portal automatically,

Note: T*s T* :-

clear the case on the same day,

Sr_ ] - - - - e ————— ——— — e p——

No. : Procedure Timeline
1 The applicant willrmakeién online fequesttb DDO. T -b;
1 - _— _ - —_— S N |
2 ConcernedclerkintheofficeofDDOwiIIexaminethe caseand may reject 1=7
+1= ;
or forward it to DDO. T Y
* ilexamine fremee—————— |
3 DDOwﬂlexamnne thecaseandmay reject or forward it to the Module ‘
Manager (NOG Passport) in the office of Chief Engineer,Head T+1=T, |
Quarter, ‘

4 Module Manager (Noc Passport)intheoffice of Chief ]

T3+2=T, ‘4

—

T4+1=T'5

Ts+1=T%

6 Days

Principal Secretary/Water Resources, Chief Engineer/Head Quarter to

if request is received before the working hours. In case,

the request is received after working hours, the request is to be cleared within next

working day.
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Annexure - C
SOP Document (WRD Portal)
Module Name:- Completing Probation Period and Confirmation

{?r. No.| Procedure Time Line
1 Theapplicantwi"makeonlinerequestto DDO T ]

2 ConcernedDDOwillexaminethecaseand may reject or T+2=T; |
forwardittoModule Manager (Probation Period and Confirmation) J
along with recommendations.

Module Manager (Probation Period and Confirmation)inoffice of Ti+2= Tﬂ
CE/HQ will verify the details and may reject or forward the case
toChief Engineer/Head Quarter forapproval.

|
|
|
|
|
|

Chief Engineer/Head Quarter may approve, reject or forward the To+1=T%4
case to PrincipalSecretary, Water Resources (ifrequired).

After the approval from competent authority, sanction letter willbe | Tz +1=T% |
generated on portal automatically.

Total Number of Working Days 6 Days

Note:

1. There should be no pendingenquiry,nocriminalcase or

nootherconditionagainsthim. Ifthe department later gets to knowabout any
charges against him, then his confirmationwillbecancelled.

2. T*3 T*4- Principal Secretary/Water Resources, Chief Engineer/Head Quarter to
clear the case on the same day, if request is received before the working hours.

In case, the request is received after working hours, the request is to be cleared
within next working day.




SOP Document (WRD Portal)

Annexure-D

Module Name:- Permission for applying for a post in any Government

Department

Sr. No o ~ Procedure e Time Line
K Theapphcantwullmarl;éonlmerequeston WRD Portalto ' ﬁT
DDO |
r 2 ConcernedDDOwillexaminethecaseand may reject ‘J
1 orforwardittoModule Manager (New Post) along with T+1=T4
' recommendations.
1 3 Module Manager (New Post) may reject orforward the T,42=T,
f case to Chief Engineer/Head Quarter for approval.
|
4 Chief Engineer/Head Quarter may approve, reject or
forward the case to PrincipalSecretary, Water T+ 1=T% |
| Resources (ifrequired). :
Smpetent authority, sanction Tor1=T% ﬁ
letter will be generated on portal automatically. ‘
Total Number of Working Days 5 Days |

Note for T*3 T*, :- Principal Secretary/Water Resources, Chief Engineer/Head Quarter
to clear the case on the same day, if request is received before the working hours. In

case, the request is received after working hours, the request is to be cleared within

next working day.



Annexure -E
SOP Document (WRD Portal)
Module Name .- Change / Correction in Name
Sr. No. | Procedure ‘ Timeline

4 R IO 10 N0 005
T Employee wil create an online request on the WRD Portal to DDO.
B - \_\\w‘— T
) Concerned clerk in the DDO office will examine the ¢
reject or forward it to DDO.

DDO will examine the case and may reject or forward it to Module
Manager (Change / Correction in Name)
Engineer, Headquarter.

in the office of Chief‘

, Module Manager (Change / Correction in Name) will examine the ‘

case and may reject or forward it to the Chief Engineer,

T, +1= Ts } :
Headquarter for approval.

| Chief Engineer, Headquarter may approve, reject or forward the ‘
request to Principal Secretary,

Water Resources Department (if | T;+1=T*
| required)

|

5 After approval from competent authority, sanction Letter will be T +1=Tr 1
=1

generated on Porta| automatically. * ‘

Total Number of Working Days

Note for T, T*; - Principal Secretary/\Water Resources, Chief Engineer/Head Quarter

to clear the case on the same day,

if request is received before the working hours. In

case, the request is received after working hours, the request is to be cleared within
next working day.
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