
-+:
UNIVERSITY OF JAMMU

CIRCULAR
(MOST URGENT)

Subiect:- Unloadinp of emoloyees data on CPIS portal

The Government ofJ&K Finance Departrnent, Civil Secretariat vide O.M No. FD-BDGTOD-8/54/2021-0iFD-Par, L I r

(67101) dated 03-01-2023 has issued directions for authorization to release 100?'o funds within BD 2022-21 or red,,i.(i
RE 2022-23 through BEAMS only after flill-in,lplementation ofe-HRMS and CPIS data(Annexure-l).
Earlier a circular vide no. FD-BDGTOGEN/19/2022-03 Finance DepartmenL Dated 07 -17-2022 (Annexure-ll) ,.vas

issued for uploading of employees data (including Teachers/Officers/Officials) data on CPIS porral irr respecr of
employees working on substantive posts whe|e it has also been mentjoned that the budgetary support/GlA reqrrirerr tor
dlawing salaries for last quarter shall not be released unless all the employees of autonomoris bodies and corporxL,orrs

are registered on the CPIS portal. A circular regarding same was earlier issued vide No. Establ22/22314 57 dated ili
12-2022 by lhe University where it was clearly mentiorled that sqlqry oJ only those entployees shcrll be disbursed j; unt

lreasury |hruugh Trercury Na Sofntffe) r)hose data is uplooded or CPIS portal.
It is, therefore, urged that last date for submitting CPIS forms (complete in all aspects) to the concerred fer:rns

(Annexure-Il! at Computer Lab of General Z6rawar Singh Auditorium (3'd floor) afte!' vefifying it Irom
Establishment section, G.P section & Accounts sectio[ shall be 25-01-2023.

After the last date, the University shall not be in position to enteltain any such request for uploading the drt, on

CPIS portal and the salary of all such employees may tre withheld for warrt of requisite information orr CPIS
poftal.
Mandatory copies ofdocuments required to be submit along with the CPIS form:-

1. PAN card

2. Aadhar Card

3. Passport color Photo

4. Initial Appointmcnt order
5. Promotior/De'putationorders
6. First four pages ofService Book
7. Salary Statement

8. Family Detail Form

IS R
No. Estab/z3l 2 5 Ll E' 5 I 2
Dated:01-01-202J

1. spec ia I Sec.etary to the Vic€-Chancellor for kind inform:tion ofthe Hon'ble Vice-Cha.ceilor p ea5e.

2 . Dea n Resea rch Studies/ Dean Aca demk Affats /Dea n Pla n nins & oevelopde nt fo r i.iorm atlo n plear e

3. Retktrar/ (onr,oller o. c,aminar onrcDa/oDE/D,QA ,o, .nto,mdl,on p'ed5e

4. AlRectors / Directors olthe Offsite campus€s ofthe University

5. A Heads/DirectoB oftheT€a.hing Department! ofthe Universirv

6. Dean students welhre/Provosts (Bovs/GnB Hostek)/Dean stuilents placeme.t/t/c Librartan {Dhanvanrri LibGry)

7. l/c Admin ist lator, 6 en era I zorawar sinsh Aud itorium

8. ,o nr ResBndr (Fi.an.e)/ lo'nr Resird, (cDC, .o nr Pesi, d (E\ar 1.t.o.s,

9. l/c computer centre/ l/c Uni!e6ity Website/coordinator Campuse!

10. Prosra mme Coordinator (Nssl

11. Allwardens ofuniveuitv Hostek

12. Aloy. ReBisvars/sE/ExEN/ I/c Media cell/ Manaser Guen Hous€

13. Medkalofficer, Universitv Health Centre

14. chief Accouitofficer

15. AlAssirtant Retistrars

16, chief securiryOffi.e.

17. All sect ions/Guard Fiie

18. Marager Guesr Housc

19. Preside.t, JUNTEU & JUNGEU

20. oumd lile

E

A,\t@
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Governrnent of lammu and Kashmir
Finance Department, Civil Secretariat

Jammrr/Srinagar
{ Eudget Division )

0 F'l tnl o : FD -BDGTOD" 8/54/ 20 2 1.0 3FD-Pa rt il ). (67 10 1 ).
Dated:03-01-2023.

Srrbjecl:,r\u lhorization to the release of furt]rer f unds under l(evenue
ComponcnL ior r:hc finor:cial year 20?2-23.

FLrll i ntatiorr rif tIRMS and CPIS data thereof
It ere slrall be du) € nc

discipllne while ulil izatinn of funds,

ha Yehya)
Rudgel
Itment.

j
J

i
i

loint

'\llAdminishative S e cre taries.
li rrance

d7' o ,,

r

ln continuaiirrn to thp Government Ordcr No. 9E-I oi Z0pl,
dated 31.03,202a o.M No FD-BDGTCICF.N/r7l2021_03- FINANCE
Dlil'ARTMENT tlateel: ?2.09.2021, OM of e'en No. elated: 07.11.202? an.{
oN1 No. FtJ-BDCl'OCIN/21/2021-!3-FD-(4r:316) dated 2B-12-?022,
f irrance D.part,lenI corlve]rs authorizatiorr to the release of 100% funds
rvithin l3E 202?-?3 or rr-,rluced RE ?0ZZ_13 through BEAM$ under
Revenue Componerrt in respcet o[ the following detaited lreaclsr

iil 00l-Salaries.

itr) 364-Wages(Outs,:Lrrcing),

lrrl) 641- Irensionery CIrar:ges.
(tr,) 670- Leave Encaslrmenl.

'fhe utilizatiorr of iunds shall bc subjerr to the deraireci

lll!'!ir* as sripulared 
'idc 

Government ori{cr No. 9B-I. of r0?2, darerl
31.03.202.

,^,,^,.,,_lT'd1l.the atrrhoriration crf funds shall be subjeet to thcrur rowrng cond ition-s:_



Government of Jammu & Kashmir

f i,.-u-n.u Oaput.tnrent, Civil 5e'retariat'

Srinagar/Jammu'
(Budget Division)'

i,"/e.:.il
An'ne rt
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bg.lefeased unles s a ll tlre emPloYees o{ Autononr

are registered on the CPIS Portal'

4)The Director Fina n ce(s )/

mpliance of the circular instructions'
FA&CAOs of all the Departme rrts shall e nstrre sttii t

5) This issues with the approval of the competent authority
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, AllFinancinl C('mm issloners'

i oi,".iot Ctn"ral ol l)olice J&K'j ;;i;;; ;;;":;^l;ll u-::::iiitlj 
lj,l,tl ; :i",i::f ii'l',li i',,
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7'l,r.incipal5ccrcti]ry1l)llol1,l)lcl,l(tlliJl]irl]l(;iltcrl](lI'
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ii il.t"ir"' ;&x ['trblic servicc ('txnmis'ion'

;;.'i;:;;;';' J&r" r'cg'srrtir e Assentbrv

24. Direclor Estates' J&K .. ^ :..1^- ! Einrn.p {).nnflrrrr-nl
il 6iil.;; b""'"r'";".1i111::::'i:i,ffi 'lli,t rnani c I )c p r 1')

26. Director, Accounts "' "tt'X".';J;il"'.r'i*i,,l"g lnstitrre lirmnrrr
27. Director/PrinciPal' Nortllcrn
')u ^ll nirecror Finance(s)/ Irnarlcial Advijori & ( /\()j
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12. Joinl Director(s) lrtlnds trrgi

J3 All Trcosury offrtflt''--'-.nt 
Press srinagar/Jrirnnrt''td Cerreral Marrager' Covernln

ii. t"'l'lli'i.i:;.-r.",y to lron'ble l ieutenant (iovernur''&* ,^ '

1/, Plivate Sccretary t'r out ''"''gl '" 'htt 
i'lor"l'l.. I r'"'ter"rnr C"r'cltr"r r'( r(

ii. r,,iu,'. Secrerrrv 
'"'1,. ll;,f.;;;i:;l'r,ir|,i,,r, r{ocrirr,,rr.,r ,'h,ci \cLrLra,,\ r r ,,,i,,,.

18. PrivBre SecrctarY Io the lrrli

,,, ? 
", i8Ti:"i, y:-:f :*l,li1 il *::ff ::,1 l:' ;ll'l;i'

40.-llc website. Fi',."t: Y:p.j,:l:;",,'"r"J"'pr"r.", rr"v.w lt g.,d nic.inr.
,l'tlr: website, Cetrer l Adml

Y, Lir..n",,,t orclcr filetW2scs)
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UNIVERSITY OF JAMMU
ORDER

lo em lo ta on CPlS

The Government of J&K Finance Department, Cjvil Secretariat vide Circular No. FD'

BDGTOG EN/19/2022-03 Finance Department Dated 07.11.2022 (,Annexure'l) has isstrrr(:l

directions for uploading of employees data (including Teachers/Officers/Officials) data on CP -s

Portal in respect of employees working on substantive posts. ln the circular under referenee, I

has also been mentloned that the budgetary support/ GIA required for drawing salaries for lalt
quarter shall not be released unless all the employees of Autorromous Bodies and Corporations

are registered on the CPIS Portal.

Accordingly, a team of following employees is hereby constituted with Departments / Sectior :;

assigned as mentioned against each which shall be responsible for uploading of employees clata

on CPls Portal

The following team under the Convenorship of Dr, Neeraj 5harma, 5pl. Secretary to Vr.r.r-

Chancellor and 5h, Nagesh lamwal, Chief Accounts Officer shail r,^,'ork daily from 11. a.m rIr 2

p,m in addition to their duties o,'r the assignment related to updating employees data on,: I'i5

portal ;-

Further, ln addition to these members, following officials shall be. engaged for providlrrg ot

employees' information required for CPIS portal:-

S. No Tea m Members Department/Section
Assi ned

1

2

4

Nidhi Vaid (N-1s82), CDC

Archa na Sharma (N"1585), Computer
VVin&/Ex a m
Vinod Kumar Parihar (N-1518)(Centre for
tr)

Annexure.ll

iatinder Kour N-2053 RUSA

1 Team-1

2 Team - 2 1.

2.

3.

4.

Anil (urnar Dubey, {N-1584), EDP

Satinder lamwal, (N-1588), I udget
Daleep tlhat, (N-1586), 6rant:

Annexure -li

Parvinder Si N-2 266 , lncome Tax

t.
2.

3.

Arun M a hajan, (N- 2236), Cash Section

Gourav Sahi,{N-2231), Establishmenr

Sumeet Nargotra, {N-2237), Computer
Ce ntre

Annexure -ll

4. Sourav Chalotra (N'2217), Esta blishnrent
1.

2.
x

4.

Ajay Kumar, N-2240), Computer Cenlre
Nipun Kohli, (N-2235), Adm TW

Vlnod Bali, {N-2234i, DIQA
Annexure -1,

Abh ima u sharma, N-2232. , Gel"4

Team-3

4 Team-4

W" {
q



For Teachers / offi€ers

1. Rajesh Kumar (Adm TVv)

2. Vineet Kumar lAdm TW)

For Non Teaching

1. For Officers / Ministerial/ Secretarial / Non-Ga2etted enrployees

a. Nidhi Sharma (Adm NTW)

b. Rajesh Kumar Sharma (Adm NTW)

2. For Technical / lsolated / Non Gazetted employees

a. Devender Singh (Adm NTW)

b. Dushyant Kumar Raina (Adm NTW)

3. For Assistants I Helpers I IMFA Emplyees

a. Tarun Sharma (Adm NTW)

b. Sourav chalotra (Adm NTW)

For Salary reiated information (Salary statements and other information) Mr Mar nr

singh from salary section shall be engaged and for NPS related intor larion one official from (rt)

section shall be e ngaged.

To complete the work in a time bound manner space shall be provided ln Genr:ral

Zorawar Singh Auditorium Lab maintalned by l/C Director, Computer Center with requirtd

number of computer systems including working internet corlnecticn, Printers a(ld Scanners.

Mr. Sahil kumar from Establishment NTW section will assist with the workinB teani irl

General Zorawar Singh Auditorlum from 11 a.m to 2 p.m dally till tlre completion of the above

assignment, which shall commence w.e.f 6.!2,2022

*lt is also informed that in the coming months, salary is likely to be linked with Ctrls

data whereafter salary of only those employees shall be disbursed from treasury (through

lreasury Net Software) whose data is uploaded on CPls

l)- ,7-
SIRAR,*l "No. Eslob /22/22314-57

Doted: 0$]2.2022
Copy lo:'.

l. 5pl. Secrelory 1o Vice-Choncellor for the klnd lnformotion of lhe Hon'ble Vice-Choncellor pl.
2. Sr. P.A to Regislror for informolion
3. Adminisirolor, GZSA
4. llc Dlreclor, Compulel Centre (wilh the ,equesl lo provlde lhe requisile no ol compute. rysie|'r5

lncludl g worklng lnlelnel conneclion, Prlnlerr ond Sconne6 ln GZSA lob. olong wilh one Lib.
As5lstqnt w.e.l 06.12.2022

5. Chiel Accounr5 Oificer
6. All concerned lleods ,/officers of the concerned olficioh
7 All Concerned
8 Guord File



the box provided below for the purpose

Affix a recently
Taken passport size
photo

PART-B PERSONAT DT]'AILS
(To be filled up by the prospective employee)

lf spouse workinB in Government / Public Sector Department

lt

Higher Education
Department

De pa rtm e nt

Permanent Resident Certificate File No.

First Name
(ln Ca pita I Letters)

Last Name

Date of Birth
(DD/MM/YY)

Sex (M/F)

Name of Father

Name of Mother

Category
(General/ Reserved)

Sc/Sr/OBc/RBA/ALc/
Sports/PHC/Ex-serviceman

Blood Group
(O ption a l)

Birth Place

District
Marital Status
(U n married/Ma rried/Divo rc

e

Profession of Spouse

{State/GOl/Public Sector
Spouse Name

Name of the
De pa rtm e nt

Designation

Signature of Employee
Dated:

Government of Jammu and Kashmir
Employee Personal lnformation

Form 1

lnstruction: This form is required to be duly filled up and submitted by the prospective employees while
reporting for duty on old/fresh appointment. The officer before whom the prospective employee
reports for duty and the appointing authority is required to counter siSn the duly filled up form
submitted by the prospective employee. After getting the form counter siEned by the DDO Subject

Assistant will feed the data into.lKCP|S and obtain Employee code from the system and write down it in

Specimen Signature Specimen Signature

PART-A (For Off ice Use)

UIDWE m ployee Code

l

Signature of Concerned Clerk
Dated:

Signatu re of Concerned Head/Officer
Dated:

l

Office

Nationality Religion



Joining Details:

] Date of loininB
* Pay Band of lnitial Post

5a lary Details

Current Pay Band

Grade Pay

Personal/special Pay

Dearness Pay/DA/COLA Yes/No

on-Practicing Allowance Yes/No

Charge Allowance Yes/No

lnrtial Designation
* lnitia Grade Pay

Basic Pay

*Optional Fields

YES

NO

NO

GIS/SLl N umber

City Compensatory Allowance

Yes/No

Defined Contributory
Pension-10% Employers

Share for NPS

Tempora ry Move Allowa nce Yes/No

Medical Allowance Yes/No

Risk Allowance Yes/No

Settlement Allowa nce NO

Record Allowa nce

NO

NO

Conveyance A lowance Yes/No YEs Total Sala ry
(includ ing Allowa nce

Rs.

Name of Salary Bank Branch

Accumulations u nder NPS (including earnings from
lnvestment of Contribution)

Leave Deiails
I Accum ulation of

Earned Leave

Number of Times Maternity Leave availed

Accumulation of Half pay Leave As on Date

Total Number of Days Accumulated

As on Date

1-
Period of HPL availed Recently 

1

From To

Date of Appointment

lnitlal.loining Department

Permanent/Temporary*lnitial Basic Pay

Gaz./Non Gaz./Class lVEmployee lnitial Cadre State/Div
* Present DDO Code

Deduction Type
GPFICPF (N PS)

YES

Gl5/SLl Member Yes/NoNO

2 % Days Pay Yes/No

Pocket Money Yes/NoNO

House Rent Allowance Yes/No

Border Allowance / Compensatory
allowance Yes/No

Special Duty AllowanceNO

Any othe r Allowance

Kit Maintenance Allowance Yes/No

NO

NO

Saving A/c No

Entitlement of Pension (Defined benefit/NPS)

Contribution to NPS (Employer + Employee)

Total Number of days EL Accumulated

Period of EL availed (Recently)

Major Penalty imposed (if any)

Period of suspenslon (if any)

Monthly lncome of Parents from all Sources

Signature of Employee

Dated:

Signature of Concerned clerk
Dated:

SiBnature of Concerned Head/Officer
Dated:

NA

Government of lammu and Kashmir
Employee Personal lnformation

Form 2

NO

NO

NO

Order No.

lnitial loining Office

PAN No.

GPF/PRAN No.NO

NO

YES

YES

Fixed T.A

Ration Money Allowance Yes/No

Hardship Allowance Yes/No

IK BANK NEW UNIVCRSIryCAMPU5

ToFrom



Government of Jammu and Kashmir

Employee Personal Information

Form 3

Empl ee Office Details

Current Designation

State

Tehsil

Villa ge

Signature of Em PloYee
Dated:

Signature of Concerned Clerk

Date d:

Signature of Concerned Head/Officer

Dated;

Current Post

Current Office
Cu rrent Cadre

state/Div
Permanent Address

Prese nt Address
House No./Street No

H ouse No./Street No

Street Name
PIacePlace

Pin Pin

State

DistrictDistrict
Te hsil

Whether Govt. accommodation al lotted in Jam mu/Srinaga r

P one No

Home Town
P hone No

Home Town

Details of Accommodation, if Hire d (Yes/No)

I

Street Name

Villa ge

E mail Add ressMobile No.



Government of Jammu and Kashmir
-i*PtoY"" 

Personal lnformation

Form 4

ACADEMIC qu nltf tCArtOr't

TECHNICAL QUnltrtcnrtot'l

PROFESSIONAT QUAltrtClttOt't

Signature of concerned Clerk
Dated:
Signature of Concerned Head/Officer

-- l

d o l

I
I

Grade

Degree/DiPloma

Degree/DiPloma

Dated

Grade

I

I
I

1

I'l

---)
G rade

Signature of EmPloYee
Dated:

Year of Passing
Marks Obtaine d

in % age
Name of Boa rdl

U niversitY

Year of Passing
Ma rks Obtaine d

(in %a e)
Name of Boardl

U niversitY
Degree/DiP loma

af nnT ade7c aeS p

Year of Passing
Ma rks Obtaine d

in % age)
Name of Boa rdl

U niversitY

CourseT rainin gRefresher
if5e



Government of Jammu and Kashmir

EmPloYee Personal lnformation

Form 5

ro oti n ta
Govt. Order No' / Date

Name of the Office Designation

Signature of Concerned Clerk Signature of Concerned Head/Officer

Signature of EmPloYee

Dated:
Dated;

Dated

Date of P romotion
Il

-



Government of Jammu and Kashmir

Employee Personal lnformation

ln itia I

Appointment

Signature of EmploYee

Dated:

Tenure of Postings

To

Signature of Conce rned Head/Officer

Dated

From

DesignationName of the Office

Posting

3'd Posting

4th Posting

Postin g5

Posting7

Postingg'

Postinggt

10t Posting

Form 6

Postins Detalls

Signature of Concerned Clerk

Dated:

6th Posting

11th Posting



Government of Jammu and Kashmir

imptoYee Personal lnformation

F rm 7

N omina tionD etai ls (G PF)

No tn to D a

Name of Nominee (,

G n5 ra N

N ml e Det ils ta il Pe

Share of

Amount (%)

Share of

Amount (%)
I

lls 1
I

I

I
I
l

Share ot

Amount (%)

n
Share of

lmount (%)

l

1

1Name of Nominee Relation with EmP loyee Date of Birth of Nominee

to h PT to the best of mY knowledge and are

The information furnished bY me in this joining rePort is correct
spect of all the information

based on valid docu ments' lalso herebY Produce ortg inal documents tn re

given below the reporting officer for verification l am also aware of the fact that penal action would be

take n against me if anY of the information Provided bY me is found fraud ulent

Signature of the EmPloYee

Dated:

Signature of Concerned Clerk Signature of Conce rned Head/Offlcer

Date of Birth of Nominee
Relation with EmP loyee

Name of Nominee (s)

Date of Birth of Nominee
Relation with Employee

Date of Birth of Nominee
Relation with EmP loyee

Name of Nominee (s)

Date d

(s)

D ate d;



l-r e tn il of o I s nnl

Date of
birth

Sntey6e= g;ff

Initial of IIetd
of OfficelDDO

l,

2.

3.

4.

5.

Narne of the Government servant

EmptoYqiNo
' : 'rl'il':

Designatiibn

Place of postinB/working

Dare of Biiill (as entered iu the

Service bbdk)

6 , Date of aBPointment

, II DivYa.$g, Please state

!. Delails ofifamilY as on

Ii,No, Name of meurbe r OccuPation Initial of- 
Government

- Yes,t'.Io. If Yes, please provide documentary evidence'

of fam

!A) rl Gove

e t
6

4

t nt:r
(f{ame

2, Mother (l'trame

/rt 3. ,.Dependent Sisters alougwith
t.,,i#dlr 

marital status ($ame/s & age

+. 
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