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No.VI/401 lol 105 120 1.4

Government of India
Ministry of External Affairs

CPV Division
Patiala House Annexe, Tilak Marg

New Delhi, 26tr May, 2A$.

0FFICE MEMoRAI\iDUM

Subjecfi Issuance of 
"Ordinary 

Passport to Government Servants, PSU/
Autonomous body e-p,loy"esrlt al.

In tune with the Government's objective of 'ltdinimum Government, Maximum
Governance' and with a view to simplifying the procedure for issuance of Passport to
Government Servants, PSU / Autonomous body employees, et a[, the matter has been reviewed.
In order to facilitate issuance of Passport to Government employees, et al; who find difficutties to
obtain Identity Certificate QC) /No Objection Certificate (NOC) from their department, ir has
been decided to introduce a new feature which is termed as Prior lntimation' letter to the
coutrolling authority by the Passport appticant before submission of a Passport application.

2. Basically, Prior Intimation is a letter from the Passport applicant giving intimation
to his/her ControllinflAdministrative' Authority (emptoyer) regarding submission of
Passport applicatlon. This cau be submitted by the appticant in the format of 'Annexure-
N'. After submission of Passport application by such an employee, the copy of this Prior
lntimation would be sent to the sapc Cogtroning/ Administative Authority under which the
employee is working. ln case the employer'has any objection regarding issuance of Passport to
that employee, they may revert back to concerned Regional Passport Office mentioning the
details of such objection. However, the fiaal decision will be taken by the concerned Passport
Issuing Authority. lf Prior [ntimation is submitted by the applicant, Passport would be
issued on the basis of Pre-Police Yerifiiation, however the provisions of Police Yerilication
in reissue cases will remain applicable.

3. Heoceforth, anyone of the following documents can be submitted by Government
Servants, PSU / Autonomous body employees, et al. for subrrission of application for Passports:

(a) Copy of Prior Intimation to Controlling / Administrative Authority; or
(b) No Objection Certificate from Controlling / Administrative Authority; or
(c) Identity Certificate from Controlling I Administrative aurhority.

4. No Objection Certiflcate (NOC) iu issued in the format of 'Annexure-M' by the
Controlling / Administrative Authority of the employee working under them for obtaining
Passport by any Government Servants, PSU / Autonomous body employees, et al. If NOC is
submitted Passport will be issued on Post-Police Verification basis.-

5. Identity Certificate (IC) is issued in the format of 'Annexurrc.B' by the Controlling /
Administrative Authority of the employee working under them for obtaining Passport by any
Government Servants, PSU / Autonomous body employees, et al. It IC ts submitted Pasipori
will be issued on No-Police Verification basis. The spouse of such employees, and dependent
children up to the age of 18 years, has an option to submit IC for expeditious issue of pasiport. In
case of IC, the applicant is also required to submit 'Annexure-I'.



6. It may be noted that the following provisions will remain applicable as mentioned below:

a. While IC.should be issued preferably on Official Stationery (letterhead); NOC on plain
paper with signature / stanrp can be accepted, on the uss,*ption that such offices are
using-plain paper for day to day conespondence. Prior Intimation (pI) is required to be
submitted on plain paper"by the passport applicant.

b. Telephone,.fax- 
}1rd e-mail id of the Controlling / Administrative Office (to the extent

available) should be indicated in all the three dodrments for the purpose of confirmation.

c. Military personnel with c/o ApO address (e.g. 56 ApO /99 ApO) may submit
applications at their station of.posting or at their permanent address, and write their
permanent 

_address in passport [against present address otherwiseJ. Spouse of such
personnel [and adult children, when spouse has expired/divorcedj miy receive the
passport,.with authority letter, either by hand or by poit. This would appiy to similarly
placed Air ForceA.[avy penionnel as well.

d. If Government/PSU employees, et al. are transferred after submission of the passport
application or passport is returned undelivered due to such transfer, the sa.i b"'r.-
dispatched, on request (along with copy of transfer order), at the new address, after
correction/endorsement of address. However, if police verification was required and was

e- The validity of the documents mentioned at para-3 will be six months frcm date of issue.

7. While the revised prOVISIons deal only with passport issuance, the requirement by the
Government employees to obtain prior permission from his/her Departm*t / Uinirtry fo"
travelling lbryad as per Conduct Rules will remain unchangea as per the instructions
issued by the Department of Personnel & Training and respective authdrities.

8. Ministries of the Crntral. Government, and the State Governments/ Union Territories are
requested to circulate these instructions to all the employees working under them, including those in
attached and subordinate offices, and statutory bodies.

#,L.)*a,
[trflultcr.h XTEfracrHl

tlolnt tlcorotary{P3Pf &
Ghlof Prnrport OfIIcer

To,
All Ministries/Departments of the Government of India
All State GovernmentsruT Administrations
Copy to : All PIAs in India and Abroad
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ANNEXURE'B'

ALL CENTRAL GOVERNMENT EMPLOYEES, STATE GOVERNMENT
EMPI,OYEES, EMPLOYEES OF STATUTORY BObIES AND iUNI,IC SECTOR

UNDERTAKINGS, TIIEIR SFOUSE AI{D CHILDREN TJPTO THE AGE OF 18 YEARS
ARE REQUIRED TO PRODUCEAN

IDENTITY CERTItrICATE
' 

(Strike out options that are not applicable)

(To be given inDuplicate on Original Stationery)

Certified that Shri/Smt/Miss .... Sor/Wife/Daug[ter of Shri
who is an Iudian national, is a temporary/permanent employee of (office address)
from (date) and is at present holding the post of Shri/Smt.[\{iss/]vlst. ... ....
who is also an Indian nationar, is/ are a dependent family member(s) of Shrvsmt. ..............
and his/ter identity rs cenifieti. This Miuisny/DeparUrnenO,Orgaaisatfon has no objection to
his/her acquiring Indian Passport. I, the undersigned, am duly authorised to sign this Identity
Certificate' I have read the provisions of Section 6(2) of the Passports Act, 1967 and certify that
these are not attracted in case of this applicant. I recommend issue of an Indian passport to
himiher' It is certified that this organization is a Central/state Govemment/public sector
undertaking/statutory body. The Identity card Number of shri / smt / Miss (emproyee)

. IS .... .

Ref.No .&Date

Narne, Designation, Address & Tet No.

.Applicant's

photo to
be attested

Note: Refer Annexure F'for details of section 6e) ot the passports Act, 1967



arrrnavrr ANNEXARE'I'

(To be executed on appropriate non-judici{ rly.p paper of minimum value and attesred by a
Notary pubtic)

(ode original and one serf-attested photocopy to be submitted)

! ............... (name), son/ daughter/wife of Shri .....: ........ residing at ..... .........Date of Birth """"" beinian applicanr to, ir.u" oif*r*rL do here by sotemnly affirm andstate the following:

t. That the names of my parents and spouse are as follows:(i) Father
(ii) Mother
(iii) WifeAlusband
That I am a continuous resident at the above aentioned addre.ss from ..That I am a citizen of India by birth/descenurcgistratiorvnahnalization and that I have neitheracquired the citizenship of another country nor have surrendered nor been terminated/ deprived ofmy citizenship of India.

11ilj,11":":::T:L:T: during the period or {ive years immeciiatery preceding the date or this

;lffi : i:":":::i::': :1:,y-::' J in rndia ro.. anv "ii;;;;;,-#;#;,'ffi#r; Ti:
fl,:i:t:_11:lry"t thercof to imprisonment for not less than rwo years.

ffH:fl:,:::i:::T,1y::.:i.ill criminar ofrence a,eged to have been committed by me arepending before any criminal court in India.

2.

3.

4.

5.

6.

7.

That no warrant or summons for my appqarance, and no warant for my arrest, has been issued bya court under any law for the time being in force, and that my departure from India has not beenprohibited by order of any such court.

8.

9.
10.

PIace:

*11LT.t:-:I,Lt".n j*onuted from abroad back to India at the expense of Governmenr offfi;",-,;ilffililHlfaimhrrroorl a:-^-l!r---- :,-,
ion witi rrJ rrr"lr.nrr.TL^r t

I|111'1i::.::li1s" 
in activities prejudiciar to'the sovereignty and integrity of rndia..rrs urLwtsltlThat my departure from India witt noiue detrimentar to the lecurity oflndia.

ff:,y 
Presence outside India will not prejudice the friendly ,el"tions of India with any foreigncountry.

DEPONENT

VERIFICATION

verified on "' "' "' ' ""' (date) at '..... ....-.. (place) that the contents of the above mentioned affidavit aretrue and correct and nothing material has been concealed.

DEPONENT



ANNEXURE'N'

I*tter &om the Sovernment I PSU / Satuory body employess Svi(lg prior intimation to
his/her Administrative DeptU0ffice for submission of Passport application

Phce ..,'.;..;."........

Date:

[To be addressed to the Controlling / Adminisrati'r,e Authority with full postal address]

To,

Tel:

Fax:

Email:

Sir/Madnm,

I @.Sq,ruiep.il!@r $hat l,ae egply&'ffian ordinary pprt ro Regional

Tkh is fc ym,&&e@$rs @!Bcord.

,. ".i\

lr ii:
r,#rr,a

';,.!

Yo.ugg faithfirlly,

m,
ffi:.

m,
l'T

. . :' ' ' 
"-ffit"me ffOffico'where w-orking:'l::"

* :'. ' :"iea "rj: ' i';"r' -.- . : .'.':

Adlse&s of Present Office:
, i;, .j,i4 '..'$i RthWqS{ Addiess:

ti'
- 

-":f i'

"

Jl"" a
' ' t '. r



,/t

No Dated

(No objection certificate issuing offrcer should attest the photograph of
the applicant with his/her signature and rubber stamp in such a way that
half the signature and staurp appear on the photograph and half on the
certificate)

NO OBJECTION CERIIFICATE

Shri/Smt/lvliss ............ Vo, d/o ...................... ,who is an Indian

lviinistrl',1D,:partment/office has no objection to his/ her obttrining a passport.

,,i''
,ii!

n

Note:

;l\"b:_
-..,..1]

tHr$S"
gR ui n€stt Sarct

"i""ti-il Controlling/Administrarr".t]r?lTii
TelephonelFaxlE-mail id

\
.i

(a) The officer authorized to issue t-.tOC should sign with name and starnp and must
provide contact details for verificationby passport Authority.

strig:uaq/ta ?ottu? 3 colt+.3
(b) NOC will be valid for six months from date of issue.

A}INEXURE 'M'
i
I

Applicantis
Photo

gN ui n€gtr fiauct

nRqtarr, ctidactc

dL?o/t01?otq
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