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Birth, Date of Joining & Date of Retirement on NSDL portal.
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PROCESS FLOW FOR MODIFICATION IN NPS DATABASE

ANNEXURE - A

A. MODIFICATION IN CASE IF HR DATA & NPS DATA OF EMPLOYEE IS INCORRECT

Sr. Activity From whom To whom Time Limit

No.

1: Submitting S-2 form for correction in Subscriber’s | NPS Subscribers Concerned controlling | As and when noticed/required
Name/DOB/DOR with supporting documents. officer of the employee.

* (For change in DOJ follow process flow as per B) i

2 Verify/Attest the S-2 form and forwarding the same with Concerned Concerned Establishment | Within 3 days after receiving
supporting documents e.g. Adhar Card, 10" Certificate, controlling officer | of the employee from employee. The
Copy of T page of service book, any other relevant of the employee. controlling officer to ensure
documents etc. the form is complete in all

respect.

3. Scrutinize/verify the changes requested and issuing office | Concerned DTO Office i.e. AO/NPS, | Within 5 days after receiving
order of correction in subscriber’s Name/DOB/DOR after | Establishment  of | PSTCL, Patiala. from concerned controlling
taking necessary approvals & forwarding of S-2 form with | the employee. officer of the employee.
office order & relevant supporting documents.

4. In case any discrepancy found or any other information is | Concerned Concerned  controlling | Within 3 days after receiving
required then form will be sent back. Establishment  of | officer of the employee. from concerned controlling

the employee. officer of the employee.

S After removing discrepancy or providing any required | Concerned Concerned Establishment | Within 4 days after receiving
information send the form & relevant documents. controlling officer | of the employee. from Concerned

of the employee. Establishment of the
employee.

6. Scrutinize/verify the changes requested and issuing office | Concerned DTO Office i.e. AO/NPS, | Within 5 days after receiving
order of correction in subscriber’s Name/DOB/DOR after | Establishment  of | PSTCL, Patiala. from concerned controlling
taking necessary approvals & forwarding of S-2 form with | the employee. officer of the employee.
office order & relevant supporting documents.

7. AO/NPS will scrutinized the same & if any discrepancy found | DTO  Office i.e. | Concerned Establishment/

in S-2 form, then send back the form.

AO/NPS, PSTCL,
Patiala.

Controlling officer of the
employee. (From which
office discrepancy will get
be removed)

Within 3 days after receiving
from Concerned
Establishment of the
employee.
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| 8.

| After receipt of S-2 form (After removing any discrepancy)

Concerned
Establishment/
Controlling officer
of the employee.
(From which office
discrepancy will get
be removed)

DTO Office i.e. AO/NPS,
PSTCL, Patiala.

Within 3 days after receiving
from  AO/NPS, PSTCL,
Patiala.

Forwarding of duly signed S-2 form with supporting
documents.

DTO Office i.e.
AO/NPS, PSTCL,
Patiala.

Directorate  of  Public
Enterprises and
Disinvestment office.

Within 3 days after receiving
from Concerned
Establishment/Controlling
officer of the employee.
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ANNEXURE - B

B. MODIFICATION IN CASE IF HR DATA OF EMPLOYEE IS CORRECT & NPS DATA IS INCORRECT
[Sr. Activity From whom To whom Time Limit
No.
1. Submitting S-2 form for correction in Subscriber’s NPS Concerned controlling | As and when noticed.
| Name/DOB/DOJ/DOR with supporting documents. Subscribers officer of the employee.
2: Verify/Attest the same and forwarding of S-2 with Concerned DTO Office i.e. AO/NPS, | Within 3 days after receiving
supporting documents like Adhar Card/10" Certificate/ controlling PSTCL, Patiala from employee.
Copy of I’ page of service book/any other relevant officer of the
documents. employee.
3: ["AO/NPS will scrutinized the same & if any discrepancy found | DTO Office i.e. | Concerned  controlling | Within 3 days after receiving
in S-2 form, then send back the form. AO/NPS, officer of the employee. from concerned controlling
PSTCL, Patiala. officer of the employee.
4. After receipt of S-2 form (After removing any discrepancy) | Concerned DTO Office i.e. AO/NPS, | Within 3 days after receiving
| controlling PSTCL, Patiala. from  AO/NPS, PSTCL,
officer of the Patiala.
employee.
5 Forwarding of duly signed S-2 form with supporting DTO Office i.e. | Directorate of Public Within 3 days after receiving
documents. AO/NPS, Enterprises and from concerned controlling

PSTCL, Patiala.

Disinvestment office.

officer of the employee.
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