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Maulana Azad National lnstitute of Technology Bhopal - 462003

(An lnstitute of National lmportance under Ministry of Education, Government of lndia)

No. AB/Estt./Gen. Corr.lMisc.l2026l lO Sl 'ate:31'07'2026

NOTICE

Subject : Procedures and format for issuance of :

(i)NoobjectionCertificate(NoC)forobtairringlndiarrPassport,
iiil Grant of permission for private travel outside country.

iilii nppticution foi Employment outside/within the Institute.

This is to notifu all concerned that to streamline the processing mechanism and maintain

uniforrnity in administrative functioning, the existing procedure regarding issuance of No

Objection Certificate (NOC) to employees of the Instituie for obtaining I,dian Passport' grant of

pennission for private foreign travel and issuance of No objection certificate (NOC) to

employees of the lnstitute for-Employment outside/with.in the Institute has been framed'

A copy of the revised Procedures and Format of application for issuance of :

(i)NoobjectionCertificate(NoC)toemployeesofthelnstituteforobtaininglndianPassport,
iii; C.unt Lf perrnission for private foreign travel;. and

(iii)No Objection Certificate (NOC) to ernployees of the Institute for Employment

outside/within the Institute is enclosed 
'herewith 

as Annexure-l' Annexure-ll and

Annexure-ll I, resPectivelY.

The revised Procedure and Formats shall supersede all the earlier procedures and formats being

followed in the Institute on the matter'

All concerned are requested to take note of the above and etrsure strict compliance with the

approved Revised Procedures & Formats on the above'

These procedures shalt take effect from the date of issue ofthis notice'

This notice is issued with the approval of the competent Authority.

ilit|g-I tilTl_
Registrar

Encl. - As above.

Copy to:

l. All Deans/lloDs/l-loCs/Section Irtcltarges - for infonnation of all cotrcerned'

2.In.cltarge,Website-Fortrploaditlgonthelnstittrte'sr-vebsite.
3.PAtoDirector-ForthekirrclinforrnationoftheDirector.

."-lJl#;o 

Registrar - For records
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Maulana Azad National Institute of Technology Bhopal - 462O03

(An lnstitute of National lmportance under Ministry of Education, Government of lndia)

Annexure - I

Procedure for Issuance of No Obi Certificate NOC) for Annlication of
Indian Passport by Emplovees of the Institute

(i) An ernployee seeking issuance of NOC for application/renewal of Indian Passport shall be

required to submit the request on its prescribed format [Appendix-1].

(ii) The request rnust be recornmended & forwarded by the concerned Head of Department (HoD)

/ Head of Centre (HoC) / Section Head, as applicable, and forwarded to the Establishment Section

for further action.

(iii) The Establishment Section shallexarnine tlre request in accordance with applicable rules and

Institute norms. The Establishment Section shall also verifl, and record all relevant service-related

details of the employee, irrcluding whether:

. Any disciplinary proceedings are pending or conternplated;

. Any criminal case is pending; arrd

. Any vigilance inquiry is pending or contemplated against the ernployee.

Thereafter, the matter shall be processed through Personal File of the concerned ernployee with
cornplete factual details and relevant observations.

(iv) Status of vigilance clearance shall be obtained frorn the Chief Vigilance Officer (CVO) of
the Institute.

(v) On receipt of vigilance status/comments from the CVO, decision of the Cornpetent Authority
on the matter shall be obtained regarding issuance of NOC.

(vi) On receipt of approval by the Competent Authority, the No Objection Certificate (NOC) shall

be issued by the Establishrnent Section.

w-**rc*r(
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Maulana Azad National lnstitute of Technology Bhopal - 462003

(An lnstitute of National lmportance under Ministry of Education, Government of lndia)

Annexure - II

Procedure for Grant of Prior ission for Pri Visits Abroad by mnlovees

of the I

(i) An employee intending to undertake a private visit abroad shall be required to submit the

request on its prescribed forrnat [Appendix-2]'

(ii) The request must be recommended & forwarded by the concerned Head of Department (HoD)

/ Head of Centre (HoC) / Section Head, as applicable, and forwarded to the Establishment Section

for furlher actiott.

(iii) The Establishment Sectiorr shall examine tlte request in ,".ordunce rvitlr applicable rules and

Institute norrls. The Establishment Section shallalso verif, and record all relevant service-related

details of the ernployee, including whether:

. Any disciplinary proceedings are pending or contemplated;

. Any crirninal case is pending; and

. Any vigilance inquiry is pending or contemplated against the employee.

Further, the Establishment Section shall ensure that all relevant particulars regarding the proposed

foreign visit, including country to be visited, duration of visit, purpose of visit, leave details, and

contact particulars abroad, if applicable, are properly nientioned in the application.

Thereafter, the matter shall be processed through the Personal File of the concerned ernployee

with complete factual details and relevant observatiotts.

(iv) Status of vigilance clearance shall be obtained frorn the Chief Vigilance Officer (CVO) of

the Institute.

(v) On receipt of vigilance status/cornrnents from the CVO, decision of the Cornpetent Authority

on the rnatter shall be obtained regarding grant of prior perrnission for the proposed private foreigrl

visit.

(vi) On receipt of approval by the Competent Authority, the pennission letter/order for

undeftaking the private visit abroad shall be issued by the Establishrnent Section.

ya-
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Maulana Azad National lnstitute of Technology Bhopal - 462003

(An tnstitute of National lmportance under Ministry of Education, Government of lndia)

Annexure - III

Procedure for Issuance of No Obiection Certificate (NOC) and Visilance

Clearance for Em Annlvins for Employment the Institute

A. Application for Employment Outside the Institute (Appendix-3A)

(i) An employee intending to apply for posts/positions outside the Institute may inform the

Institute by submitting the request in the prescribed format [Appendix-3A|.

(ii) Where issuance of a No Objection Certificate (NOC) is required, the employee shall be

required to subrnit a separate request along with the request forrn [Appendix-3A]. Such requests

shall be counted towards the total number of applications forwarded/\lOCs issued in a calendar

year. As per the NIT Statutes, a maximum of three (3) suih applicatiorrs shall be forwarded/NOCs

issued in a calendar year.

(iii) The ernployee shall also be required to submit an undertaking [Appendix - 4l in the

prescribed format stating that, in the event of selection, he/she shall either rejoin duties at MANIT
Bhopal or resign from the post held in the Institute after completiorr of the permissible period

/three years, in accordarrce with the provisions of the NIT Statutes.

(iv) The request must be recommended & forwarded by the concerned Section Head / Head of
Department (HoD) / Head of Centre (HoC), as applicable, and forwarded to the Establishment

Section for further action.

(v) In case of intimation only, the Establishment Sectioh shall:

. Record the intimation; and

. Inform the ernployee regarding receipt of the intimation and advise that a separate request

shall be submitted if issuance of NOC is required.

(vi) In case of request for issuance of NOC, the Establishment Section shallexamine the request

in accordance with applicable rules and Institute nonns. The Establishment Section shall also

verifu and record all relevant service-related details of the employee, including whether:

. Any disciplinary proceedings are pending or contemplated;

. Any criminal case is pending; and

. Any vigilance inquiry is pending or contemplated against the ernployee.

Thereafter, the matter shall be processed through the Personal File of the concerned employee

with complete factual details and relevant observations.

(vii) On receipt of approval by the Competent Authority, the No Objection Certificate (NOC)

shall be issued by the Establishment Section.

B. Application for Employmertt Within the Institute (Appendix-3B)

(i) An employee intending to apply for any post/position within the Institute shall be required to

submit the request in the prescribed format [Appendix-3B|.

(ii) The request must be recornmended & forwarded by the concerned Section Head I Head of
Depaftrnent (HoD) / Head of Centre (HoC), as applicable, and forwarded to tlre Establishrnent
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Maulana Azad Nationa! lnstitute of Technology Bhopal - 462003

(An lnstitute of National lmportance under Ministry of Education, Government of lndia)

(iii) The Establishrnent Section shall examine the request in accordance with applicable rules and

Institute nonns. The Establishment Section shall also verifi, and record all relevant service-related

details of the ernployee, including whether:

. Any disciplinary proceedings are pending or conternplated;

. Any criminal case is pending; and

. Any vigilance inquiry is pending or contemplated against the employee.

Thereafter, the matter shall be processed through the Personal File of the concerned employee

with complete factual details and relevant observations.

(iv) On receipt of the proposal, decision of the Competent Authority on the rnatter shall be

obtained regarding issuance of the No Objection Ceftificate (NOC).

(v) On receipt of approval by the Competent Authority, the No Objection Certificate (NOC) shall

be issued by the Establishment Section.

C.Issuance of Vigilance Clearance Certificate

(i) Vigilance Clearance shall not ordinarily be issued to the ernployee. It shall be issued only

where:

. The recruiting organization specifically requests the Vigilance Clearance; or

. The recruiting organization requires the Vigilance Clearance to be uploaded on its official

recruitment portal.

(ii) The Establishment Section shall process the mattei through the Personal File of the concerned

emiiloyee with complete factual details and relevant observations.

Status of vigilance clearance shall be obtained from the Chief Vigilance Officer (CVO) of the

Institute.

(iv) The existing fonnat of Vigilance Clearance presently in use shall be adopted only in cases

where the ernployee is applying for higher statutory or senior administrative/academic positions

such as Director, or such other equivalent posts as may be decided by the Institute. Irr other cases,

a Vigilance Clearance certificate shall be issued by the CVO.

(v) In cases of applications for employment outside the Institute, the Vigilance Clearance shall be

issued by the Chief Vigilance Officer (CVO) in a sealed envelope addressed to the concerned

recruiting organization. The Vigilance Clearance shall not be issued to the employee.

(vi) In cases of applications for posts within the Institute, the Vigilance Clearance, wherever

required, shall be processed by the Establishment Section on the basis of the vigilance status

available on record or as obtained from the Chief Vigilance Officer (CVO).

{<****
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$rrrftq qrs,frC il cnaeq Bg Gffirqft rqrur q* rqr.eil.fi.t
Application for No objection certificate for Indian passport

Maulana Azad Nationar rnstitute of rechnorogy Bhopar -
(An Institute of National Importance under Ministry of Education, Government

/EmtF-I Details
S-I qFI / Name of Em

Code
TfiIrl / Des on

ent/Centre/Section

6-I qFI / Father's/Husband,s
Name

/Date of Initial
A ent

w{ Level
/ Basic

Details of the Person for whom NOC is
[qrqqrr 3{tq{trc' FFil

uired
l. IFI/Name 2. IIII/Name 3. llrl/Name

/Date
of Birth

/Date
of Birth

lDate
of Birth

tioit{
/ Relationship
with Em

tioiE
/ Relationship
with Em

/ Relationship
with

@cNITtI /
Occu onOcc

qqtllg/ 4RITII/
Occ on

Btflr&cT b
+r{qT{ridf}d
qfuo-$qlt
w enflatu u

Whether the
above person is
dependent on
the employee as

per office
records

e[
3{Fdd}b
31-tsRri6ifD-d
6qfuodqit
qt eff*o tz I
Whether the
above person is
dependent on
the employee as

per office
records

4II
qfliMb
g{EHRticif}d
qfuodqt
qq 3frfrf,& I
Whether the
above person is

dependent on
the employee as
per office
records

ETII

lfr_
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a-dltroRrfrr
Marital Status

a-drfd-o. Rtfr r
Marital Status

aqTE-6Rftr
Marital Status

qrsfrCs|-q
o€o-ror-{q/
Reason for
Obtaining
Passport

qrq*dqlq
o€o-tonq/
Reason for
Obtaining
Passport

qrqfraqlq
o-Gor6-Rur/
Reason for
Obtaining
Passport

TdqH qnT /
Present Address

TfqH qnT /
Present Address

{+qH qEr /
Present Address

tF-ffi e1frqW / Employee Declaration

fi q-il{dRT *qqT o-{drroqfr d fu' gs B{Ia-fi fr d ,T{ qrr€ qtr+Tfr ft q-.iftq rlq \rd
Egrs b eEqri ss \rd e-fr Br fr qo fi dqqT m-rarre-rfr d fu fr fdsa ot{
@ ffitft qrq-f,r eiFo B{trqr ft-qRTfiq qd' t t

I hereby declare that the statements made in this application are true and correct to the best of my

knowledge and belief. I also declare that no disciplinary/vigilance case is pending or

contemplated agai nst me.

ofErfrfu'trsrtrq I
Signature of Employee

EIIIufq / Certification

trd-6 tDate:

R{l;l / Place:

offlfrS'uwrerz
Signature of Employee

ft rrrnq&i/+qrtu&r/egt+trfleq&r &' Eff r&R /
Signature of HoD/HoC/Section Head

TfFEWf fte{I / Important Instructions

1. qr-Fq fr qfi GIERtd qTrmTftqf q-fiT 3{M Br

Filling all the required information in the prescribed format is mandatory.

z. enileq qd &.qrq A qN+J sTcDR b eH Rfiqfl q-{r{-q fr qqr fuT qri &fi-{qrs tl
Two passport-size photographs must be submitted to the Establishment Section along with the

aPPlication' 
Page 2 of 2
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Maulana Azad National Institute of Technology Bhopal- 462003

(An Institute of National Importance under Ministry of Education, Government of India)

ffifde{rqmr cr{qfteg entfi
Application for Permission for Private Foreign Travel

otrTlfr OT fif.fWf / Employee Details

Offi 6T ql-q / Name of Employee

ffi otg I Employee code
qfll-q / Designation

ft unqZft -qZ 3fl Hl-{ / D e parrm e nt/C e n t relS e ct i o n

qefffi/ B^1" P"y

€ffis'Tqt o-l lLeave Details
31tlcF'IqI O'l FFR /
Type of Leave

31-E-6T{I efqfU I Leave

Period
Xffi-q-{r
Prefix

q-sf+s{/
Suffix

qr€fr-Crisr r
Passport Number

qI:tItF-I / Travel Details
qTflI of 3fifU / Duration of Visit

uwr fu eqAqir 6l qFI / Name of
Country/Countries to be Visited
glr{I6l ts{qq/ Purpose of Visit

AFI / Estimated Ex ture ln

fl:[I / Travel
3{IqN\fti frWqZ Accommodation & Food

ffiu / Miscellaneous

Q-f, / Total

tQmtqn ilil q ttr'I rr{ rrfir qErI(ofr) orfu+wil
Details of Foreign Visit(s) Undertaken DqMgLast Four Years

ffiionofVisit 1.

2.
J.

t{t / country I

2

3

qlril SI ts{qq/ Purpose of visit I

2

3

frl)-
Page I of2



/ Declarations
BII GITTI q.S qrfl q T+-fr €Hrf,A fr? / Ar" you
handling large amounts of cash?

Eifd-8r- YesA.{o

err erlrr rffi qrrd t ticifU-d o-d M B? / er"
you dealing with confidential matters?

Ef/Tfi- Yes/\to

wT 3{rqbfto,-eet{qiqdtrdBz I Ir any inquiry
pending against you?

6f/T8 - Yes/lrlo

flr q'Iqfrfifudti I ar. you under suspension? Efa{-S - YesA.,to

flr Gilqb fr={E 6}-i uuefiUBt{Trfrq ql-Erf,t

efRa tZ / Is any court/disciplinary case pending
against you?

EfF-S- YesA'Jo

gqfq=T / Certification

q sFro ffi-{dTrslfr dfu w{ffi A rr€ qrr-o-rt it udhq flq qd ftrrs b eEqR Ts qq

e-S Br

I hereby certify that the inforrnation furnished above is true and correct to the best of my knowledge

and belief.

ftEio- tDate:

R{FI I Place

o-ffi&'fweR-r
Signature of Employee

Ern nqArft-qq&yc1-{qmtqer &'Effir&R /
Signature of HoD/HoC/Section Head

Note:

1. It is mandatory to fill all the requisite information in the format / IFi{e fr gfi S5-0 ql;lf,l-fr
rnn olF-{dtr
Z.Theapplication shall be submitted at least 21 days in advance / .}ffilfiO-qt qq 21ftqq-d&
wilfrqrqHrqGqr
3. Applicant should get his/her permission and leave approved from the Compete_nt-Autho^rity befo_re

departure from the rnstitute/ sttt{6 el €BlI{ fr ffi t qfld q&H qTfffi e ef[fr rlrdr fr1
rr1qfr Gi{ gfl q-q{ o-iT-fr +fr r

Page2 ofZv
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Maulana Azad National Institute of Technology Bhopal- 462003
(An Institute of National Imporlance under Ministry of Education, Government of India)

€Rr'o ft. qrf,r frqqru tg ona(;T
Application for Employment Outside the Institute

ffi/EmployeeDetails
o{qtotsl Employee code

od4{ oT qIrT / Name of Employee
qfiIq / Designation

Eunt@q7*ltqrl /
Department/Centre/Secti on

Tdql-{ tcE w{ G frd-O / Present Pay Level

ffior*FttCqqfrd@t
Type of Appointment
(Resu larlLien/Deputation)

entfrt ThifYd fu{{uf / Application Details
.}l!a.RdqEe'IIFI/Name of the Post

Applied For

trdfq{ ffiqtfi' / Adverti sement Number
Grrtf,{ qqr o-{i 61 sifrq frft r
Last Date for Submission of Application

rierT{Airrdq e-[ qls, qEf Gflilfi fuqr qmr

Br
Name of the InstitutelOrganization where the
Application is to be Submitted

urr qE o'r ilq \rd rrf,r, qd qr-nfi 3Dtrd
fuu1qtnrS7
Name and Address to whom the Application
is to be Forwarded

ildqn &-dsr E{ b ftTq q-dd 8 edfr-d
erffio1€qr
Number of Applications Already Forwarded
During the Current Calendar Year

Hr efla.fie1efiqsfr tfrGBz r
Whether an Advance Copy of the Application
has been Sent?

Fn qffi qltfren olqf$ 1pps6a1lsn

Period) frBz I
Whether the Applicant is under Probation
Period?

W
Page 1 of2



tD-ffi e1frqqT / Employee Declaration

fr \'.rq-dT{T dquTr +rorzm-rff d fu- gs GtTild{ fr A ,T{ srrw qrffiT-S t{ e-dlnq {Tq q-d

Errs b er{qn tral qd E-fr er fr qo fi dqun +-qarr*rfr d ffi ft fr={E ot{ GflqiTD-*.

qrqf,yGr$ns{rdffi'sff/q-de-dT qiq eiFd GrrEI ldqrcrffq rfr t t

I hereby declare that the statements made in this application are true and correct to the best of my

knowledge and belief. I also declare that no criminal case/disciplinary action/vigilance inquiry is
pending or contemplated against me.

IIIIUIT / Certifica tion

ld{i-o tDate:

B{l;l / Place

o.ffiorsrqnr
Signature of Employee

fr rrFntqa/&<rw&rloqr+rnqer +'
Efinqr/
Sisnature of HoD/HoC/Section Head

Tf6-dWf Ffe{I / Important Instructions

l. srsqfrqfi Gdfeffiqn-+rftqf trrqr G{ft-drdBr

Filling all the required information in the prescribed format is mandatory.

z qet ttqrTrutEqrarfrsiE{fr efUo-aqd-{ qiilfi Gr}FafuqqKi e{trdrtr{ G1T}-fi

Bg efiMR qEil-q q;{ ftq1 wqrrr I

A maximum of three applications for outside employment shall be forwardedA',lOC shall be

issued in a calendar year.

:. frflM{, GaA-dr q; f,t{I efl-dqqfr-Tffi o1 qfr qT}aF &'qrq {ios orqr q6-qd B t

A copy of the advertisement, application, and required enclosures must be attached with the

application.

4. Ntr t M b qrEqr+r &. equn, aq pYflz fr qf, t:isttffiq Cfl{-qa €-f,fr tr-fiI
eifuqdtl
An undertaking in the prescribed format shall be submitted, in accordance with the provisions of
the NIT Statutes.

W-
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Maulana Azad National Institute of Technology Bhopal - 462003

(An Institute of National Intportance under Ministry of Education, Government of India)

€Rr|-qfr erqrki rR TlS.rRtgq,r+r
Intimation for Employment within the Institute

ffi/EmptoyeeDetails
FdqIfr ote I Employee Code

Ftffi ol qFI / Name of Employee
qtril-q/ Designation

ilrnqzlqZeqrflr
Department/Centre/Secti on

Edql;Ita-qklt G a-d-O / Present Pay Level

figfu q,t q-{-R (md/qfu / rype of
Appoi ntment (Regular/Contract)

ffit fdfYd ffflq / A p p I ica tio n Deta i ts

eflaRd q( fl IIEI / Name of the Post

Applied For

fr{fqq m-qi-f, / Advertisement Number
3ilndq qql o€ o1 eiftq frfU / Last Dare

for Submission of Application

tF.ffi e1frqun / Employee Declaration

fr q.r{dT{i dqqr o.rorf+rfr d fu-ee G{Ta-d{ fr A ,T{ strft qrffT-0 ft q-frq {T{ q-d

frflq b eEqR ss qq q-S tt fr q6 {t dqqT o-rmrorfr dfu R ffl{E ot{ GlTq{rfU-+.

qrqf,y3Eqlrsfl-flm.$ffi/q-dfidr qiq eiB-d 3{tlEr rdqnrfi-q rfr t t

I hereby declare that the statements made in this application are true and correct to the best of my

knowledge and belief. I also declare that no criminal case/disciplinary proceeding/vigilance

inquiry is pending or contemplated against rne.

sfErft&'trsrerr
Signature of Employee

yL
TIilUIT / Certification

Page I of2



ftqio- tDate:

B{]1/ Place:

6ffi&-rwreRr
Signature of Employee

fr rnmtqa/&<rtu&rier{r+5q1tq&r &'
Efin&rt /
Signature of HoD/HoC/Section Head

W-

llm Instructions

Filling all the required information in the prescribed format is mandatory.

2. - qTnfi u1 qfr €ilJ 6-€il Gflcrqqm. B r

A copy of the application must be enclosed.

I qr5q

Page? of?
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Maulana Azad National !nstitute of Technology Bhopal - 462003

(An lnstitute of Notionot lmportance under Ministry of Educotion, Government of lndia)

UNDERTAKING

Subject - Undertaking in accordance with NIT Statutes for institute ernployees applying for outside

employment.

I, Shri/Smt./Dr. presently working as

in the DePartment/Section

Maulana Azad National Institute of Technology

(MANIT), Bhopal, do hereby solemnly undertake that, in the event of rny selection and appointment to

a permanent post in anotherNational Institute of Technology (NIT), Central University, or any other

comparable Institution, I shall comply with the conditions prescribed by the Institute.

I further undertake that, after joining the new institution, I shall either:

l. Rejoin Maulana Azad National Institute of Technology (MANIT), Bhopal before completion

of three (03) years of service in the new institution; OR

2. Tender rny resignation from the post held by me at Maulana Azad National Institute of
Technology (MANIT), Bhopal, after completion of the aforesaid period of three (03) years.

I further affirm that the above declaration is true and correct to the best of my knowledge and belief.

Place:

Date:

Signature of the Employee
Narne:
Designation:
Department:
Employee ID:

lL


