AT STSTE AP TNt R HIUTE - 462003
(e FATTE, YRA TRER & Sfelid I Hed Pl )
Maulana Azad National Institute of Technology Bhopal — 462003

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

No. AB/Estt./Gen. Corr./Misc./2026/ lo g‘ Date : 31.07.2026
NOTICE

Subject s Procedures and format for issuance of :
(i) No Objection Certificate (NOC) for obtaining Indian Passport,
(ii) Grant of permission for private travel outside country.
(iii) Application for Employment outside/within the Institute.

This is to notify all concerned that to streamline the processing mechanism and maintain
uniformity in administrative functioning, the existing procedure regarding issuance of No
Objection Certificate (NOC) to employees of the Institute for obtaining Indian Passport, grant of
permission for private foreign travel and issuance of No Objection Certificate (NOC) to
employees of the Institute for Employment outside/within the Institute has been framed.

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

(i) No Objection Certificate (NOC) to employees of the Institute for obtaining Indian Passport,

(ii) Grant of permission for private foreign travel; and

(iii)No Objection Certificate (NOC) to employees of the Institute for Employment
outside/within the Institute is enclosed herewith as Annexure-I, Annexure-II and
Annexure-II1, respectively.

The revised Procedure and Formats shall supersede all the carlier procedures and formats being
followed in the Institute on the matter. '

All concerned are requested to take note of the above and ensure strict compliance with the
approved Revised Procedures & Formats on the above.

These procedures shall take effect from the date of issue of this notice.

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

1]

IiloF

Registrar

Encl. — As above.

Copy to:

All Deans/HoDs/HoCs/Section Incharges - for information of all concerned.
In-charge, Website - For uploading on the Institute's website.

PA to Director - For the kind information of the Director.

PA to Registrar - For records.

W
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Registrar
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AT SHTSATG TP TP HRIT HIUTe - 462003
(V& HAT, YR FRBR & el PG Heed BT Gei)
Maulana Azad National Institute of Technology Bhopal — 462003

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

Annexure - 1

Procedure for Issuance of No Objection Certificate (NOC) for Application of
Indian Passport by Employees of the Institute

(i) An employee 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 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 further action.

(iii) The Establishment Section shall examine the requeét in accordance with applicable rules and
Institute norms. The Establishment Section shall also verify and record all relevant service-related
details of the employee, including whether:

e Any disciplinary proceedings are pending or contemplated;
e Any criminal case is pending; and
e - Any vigilance inquiry is pending or contemplated against the employee.

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

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

(v) On receipt of vigilance status/comments from the CVO, decision of the Competent 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 Establishment Section.
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HIeTT STeTe IER MENTHT TR UIUTA - 462003
(VT HAITT, HRT RBR & e PG Hecd BT GeT)
Maulana Azad National Institute of Technology Bhopal — 462003

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

Annexure - 11

Procedure for Grant of Prior Permission for Private Visits Abroad by Employees
of the Institute

(i) An employee intending to undertake a private visit abroad shall be required to submit the
request on its prescribed format [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 further action.

(iii) The Establishment Section shall examine the request in accordance with applicable rules and
Institute norms. The Establishment Section shall also verify and record all relevant service-related
details of the employee, including whether:

e Any disciplinary proceedings are pending or contemplated;
e - Any criminal case is pending; and
e 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 mentioned in the application.

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

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

(v) On receipt of vigilance status/comments from the CVO, decision of the Competent Authority
on the matter shall be obtained regarding grant of prior permission for the proposed private foreign
visit.

(vi) On receipt of approval by the Competent Authority, the permission letter/order for
undertaking the private visit abroad shall be issued by the Establishment Section.
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AT ATSATE APTT TENRIBT HRITT HIUTe - 462003
(RI&T TAITT, YR RPN & HefiT YT Hed PT G&I)
Maulana Azad National Institute of Technology Bhopal — 462003

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

Annexure - I11

Procedure for Issuance of No Objection Certificate (NOC) and Vigilance
Clearance for Employees Applying for Employment Outside/Within 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 submit a separate request along with the request form [Appendix-3A]. Such requests
shall be counted towards the total number of applications forwarded/NOCs issued in a calendar
year. As per the NIT Statutes, a maximum of three (3) such applications shall be forwarded/NOCs
issued in a calendar year.

(iii) The employee shall also be required to submit an undertaking [Appendix - 4] 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 completion of the permissible period
/three years, in accordance 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 Section shall:
e Record the intimation; and

e Inform the employee 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 shall examine the request
in accordance with applicable rules and Institute norms. The Establishment Section shall also
verify and record all relevant service-related details of the employee, including whether:

e - Any disciplinary proceedings are pending or contemplated;
e Any criminal case is pending; and
e 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.

(vii) On receipt of approval by the Competent Authority, the No Objection Certificate (NOC)
shall be issued by the Establishment Section.

B. Application for Employment 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 recommended & forwarded by the concerned Section Head / Head of
Department (HoD) / Head of Centre (HoC), as applicable, and forwarded to the Establishment



HIATHT ATSATE APTT TENRIDT HRITT HIUTe - 462003
(V& T, YR GRPR & el YT Heed BT G&)
Maulana Azad National Institute of Technology Bhopal — 462003

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

(iii) The Establishment Section shall examine the request in accordance with applicable rules and
[nstitute norms. The Establishment Section shall also verify and record all relevant service-related
details of the employee, including whether:

e Any disciplinary proceedings are pending or contemplated;
e Any criminal case is pending; and
e 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 matter shall be
obtained regarding issuance of the No Objection Certificate (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 employee. It shall be issued only
where:

e The recruiting organization specifically requests the Vigilance Clearance; or

e The recruiting organization requires the Vigilance Clearance to be uploaded on its official
recruitment portal. ; :

(ii) The Establishment Section shall process the matter through the Personal File of the concerned
employee 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 format of Vigilance Clearance presently in use shall be adopted only in cases
where the employee 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. In 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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Appendix — 1

AT SITHATE MEHT TreNfras} T HiaTed — 462003

(RIS BT, HRA R 3 3fefi7 T G BT T2l

Maulana Azad National Institute of Technology Bhopal — 462003
(An Institute of National Importance under Ministry of Education, Government of India)

W?ﬁaumuﬁa?erﬁaq%gamﬁfwmuamﬁhﬁ.)

Application for No Objection Certificate for Indian Passport

FHHARY BT faa=or / Employee Details

HHARY BT 1 / Name of Employee

IR} Plg / Employee Code

YG-TH / Designation

favm/d/ 3T /

Department/Centre/Section

ﬁ?ﬂ/qﬁf DI FTH / Father’s/Husband’s

Name

URIYH ﬁ’gﬁ? fafd / Date of Initial

Appointment

dd R (U-990) / Pay Level

/ Basic Pay

forT safera /g SMTafRy UHTOT U Snawge® § @ faavor )

Details of the Person(s) for whom NOC is Required

1. A /Name 2. M /Name 3. A /Name
STHIATY / Date SR / Date SHHIATY / Date
of Birth of Birth of Birth
HHAR I Gae FHHAR T Gag HHART T Yoy

/ Relationship
with Employee

/ Relationship
with Employee

/ Relationship
with Employee

gayry / gqaqryg / gagrg /
Occupation Occupation Occupation
T S T By I P
SffHeral & il & it &
SR Heiferq SR Hafdd TR Feifdd
Hfad HHARY Hfad HHARY Hlad HHART
W SNy 2/ W ST g2/ W YT g2/
Whether the Whether the Whether the

above person is
dependent on
the employee as
per office
records

above person is
dependent on
the employee as
per office
records

above person is
dependent on
the employee as
per office
records

/R
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dares fRufd/ darfed fRufd/ darfed fRufd/
Marital Status Marital Status Marital Status
ORI T TRITE YT TRIOE UTed
PR B DRI/ PR B PRI/ PR Dl DRI/
Reason for Reason for Reason for
Obtaining Obtaining Obtaining
Passport Passport Passport

qdi/ IHH U/ A Ul /
Present Address Present Address Present Address

HHAR! B GYIT / Employee Declaration

A TAEaRT BN SR/l § [ 39 3H1ded B & s 90 SHeRt Y gaidd §H Ud
oy & IR 99 Ud T B H T8 ff Owun sRadRdt § v W fve I8
SR /Addhdl Saeht Arar dfad srar faarid= el &

[ hereby declare that the statements made in this application are true and correct to the best of my
knowledge and belief. 1 also declare that no disciplinary/vigilance case is pending or
contemplated against me.

FHUART & FEIER /
Signature of Employee
UHIUE / Certification
f&Hi / Date:
R / Place:
HUART &b GLER / Qe /bsedel/SIHRTIENE o BXT&R /

Signature of Employee Signature of HoD/HoC/Section Head

rmﬁqpf frd=r/ Important Instructions

. geg  #H @it onfdd @Rl WA efEd @l

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

2. 31deT UF & TIY & GRUIE MBR F Wil RITHT SHF & T fbt S SH1a=a ¢

Two passport-size photographs must be submitted to the Establishment Section along with the

application.
b
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Appendix — 2

AT 3TeITE AP TIRNFTST HRITT HIUTE - 462003

(FRI&T TATTY, HIRT FRBIV & el T APIT HE P G

Maulana Azad National Institute of Technology Bhopal — 462003

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

foroft fad=r ama ergafa &g smdaA

Application for Permission for Private Foreign Travel

HHAR! BT fIaIT / Employee Details
HHART T 9 / Name of Employee
HHAR] BIS / Employee Code
Ua-TH / Designation
ﬁ%{m@a’/aﬂw / Department/Centre/Section
Hd dd / Basic Pay
3[qBTY PT fAaUT / Leave Details
[T BT UBR / | fADIR Al / Leave | GATISIH / TS /| URIOIE S/
Type of Leave Period Prefix Suffix Passport Number
YTAT BT fAaT / Travel Details
AT DI 3fdfY / Duration of Visit
W%ﬁé’ﬂ/&?ﬁﬁm/Name of
Country/Countries to be Visited
AT bl m/ Purpose of Visit

Gl'ﬂ'm'ﬁ?f Yy | ) / Estimated Expenditure (in )

AT / Travel
3T Td HISTH / Accommodation & Food
fafaer / Miscellaneous

P/ Total
frod aR aul § @1 78 fag=h arn(sf) 1 faawur
Details of Foreign Visit(s) Undertaken During Last Four Years
AT DI 3{dIY / Duration of Visit L.
5 2
3
¥/ Country 1.
2
; 3
T 61 I8=4 / Purpose of Visit L.
%
2%
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fﬁ'WUTI'& / Declarations

T 31T TSt A1 H Adhal GHIA 82 / Are you Bl/81 - Yes/No

handling large amounts of cash?

T Y MU= AT § Tafod I ¢&d 82 / Are | 81/761 — Yes/No

you dealing with confidential matters?

R 3G oG DTS ofid dfed 82 / Is any inquiry | BI/T8l — Yes/No

pending against you?

7 3y FAefad 82 / Are you under suspension? 81/761 — Yes/No

T S oG PIs AT/ fAurg AmHar BI/781 — Yes/No

Fﬁ%ﬁ%? / Is any court/disciplinary case pending
against you?

THTUTA / Certification

B IO PBRaT/BRd g [ Suddd al T8 SHSRI TR Farad 1+ Ud fayr & SffdR 9 Ud
BNEE]

[ hereby certify that the information furnished above is true and correct to the best of my knowledge
and belief.

&1 / Date:

BT/ Place:
HHAR! P BEATER / fauTMIene)/drareael/SFUTTIE b BLIER /
Signature of Employee Signature of HoD/HoC/Section Head
Note:

1. It is mandatory to fill all the requisite information in the format / BIHE T FH TRe’] BRI
WRAT AT

2. The application shall be submitted at least 21 days in advance / 3Mded &1 J & 21 fe7 uga
ST fobaT ST e ul

3. Applicant should get his/her permission and leave approved from the Competent Authority before

departure from the Institute/ 3Tdee ! TR T Feaa ¥ ugd T&d UIeRI I U=t gl &1
AR SR @et HoR B gt
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Appendix — 3A

HIATHT SHTATE TP VTS HRATT HIUTe — 462003

(TR HFTY, YRT GRPIR 3 el PG HE T BT G

Maulana Azad National Institute of Technology Bhopal — 462003
(An Institute of National Importance under Ministry of Education, Government of India)

TRIT & F163 ASNTR 8 3HTdgA

Application for Employment Outside the Institute

HHURI PT faawor/ Employee Details
FHAR! IS / Employee Code
HHAR! BT AT / Name of Employee
UG-TH / Designation
TaHIT /g /SIHIT /

Department/Centre/Section

JAH I TR (ﬁ[ —m / Present Pay Level
gfad &1 ghR
(GRIECP U IREANEI I EIES)

Type of Appointment 4
(Regular/Lien/Deputation)

3Tde | HafYd faavur / Application Details

Gﬂa_ﬁ?{ Uq &I 914 / Name of the Post
Applied For

ﬁﬁﬁq:f $HIdD / Advertisement Number
3TAGH STHT B i 3w fafd /

Last Date for Submission of Application
GRYT/HTE BT AT, S8 SHlda fehar ST
8/

Name of the Institute/Organization where the
Application is to be Submitted

39 UG 1 19 T4 U, 6! 3de s
ERISISIY

Name and Address to whom the Application
is to be Forwarded

JAHM BeieX gy & GRI Usd o SR
3fTde! & J&AT/

Number of Applications Already Forwarded
During the Current Calendar Year

1 3fTdeA @Y 1w v Wolt 75 87/
Whether an Advance Copy of the Application
has been Sent?

] SHTdcTebdl URAIET 37afel (Probation
Period) T &7 /

Whether the Applicant is under Probation
Period?

/8

Page 1 of 2



FHAR! S GO9I / Employee Declaration

¥ TIEaRT HIY0T FRA/B § o 39 3Mded § & 75 IHd SHbR] 1R galad I T
Iy & IUR T U9 Tt 81 H Tg +ft GIoun e/ § b IR favg Pis SRS
AT/ SRS SRATs/Adbdl S dfad 3T faaried= 781 g

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.

YHTUTA / Certification

W/ Date:

{1/ Place:

FHHAN & &R / : fAurTwel/STwEel/ ST &
Signature of Employee BI&Y /

Signature of HoD/HoC/Section Head

W ﬁf&QT / Important Instructions
1. URey 7 gt 3ufdd SHeTar 1R sifard g |

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

2. TEd) AR 2 Teb Haiex a¥ # sifiiemem A et A Ry STt srar i omdert
®q SHTafT gHTT OF feam S |

A maximum of three applications for outside employment shall be forwarded/NOC shall be
issued in a calendar year.

3. TAITOAT, SH1dGT UF qUT SMTa<de Joiidh! ol Ufd e & 1Y oty ST If+ard g |

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

4. NIT & T & Ui & AR, 00 BiHe § Uh Sl (@<-Us) Jad SRl
et B

An undertaking in the prescribed format shall be submitted, in accordance with the provisions of

the NIT Statutes.
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Appendix — 3B

HATHT 3THATE IFTA WINFTS T TR HIUTE - 462003

(FRI&T TATT, YR FRPIX & ST TP HEA BT T
Maulana Azad National Institute of Technology Bhopal — 462003
(An Institute of National Importance under Ministry of Education, Government of India)

TR H 3 U R TR 8d ga-1

Intimation for Employment within the Institute

HHAR] BT f[daT/ Em ployee Details
FHHAR] BIS / Employee Code
HUTARY BT A1 / Name of Employee
J&-TH / Designation
TaHIT/dhgt/ SITHITT /

Department/Centre/Section

AHTT 9d9 TR (U-3dd) / Present Pay Level
g &1 gbR (afHd/faan / Type of

Appointment (Regular/Contract)

¥ FafYd fIavur / Application Details

3Mafed Ug &1 11 / Name of the Post
Applied For

fa3MU HHI® / Advertisement Number
3Tdc SHT HR @i 3ifad fafd / Last Date

for Submission of Application

HHAR! B YIYUT/ Em ployee Declaration

¥ UdgarT BINun HRdl/ERd § 5 39 omded B §f 18 IRd SMeR! IR JdiaH I Ud
YT & SR 94 U9 et &1 & T8+t Siwon Fray/@sdl g i IR foeg I suifie
HIH ST/ SRS BTHael/Adddl Sid dfad $riaT faarid= 781 g |

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

knowledge and belief. 1 also declare that no criminal case/disciplinary proceeding/vigilance
inquiry is pending or contemplated against me.

HHIRY P TEIER /

Signature of Employee

o

YTHTUTA / Certification
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la:i'W/Date:

BT / Place:
FHHAR & SR / fAumeel/FsTeael/SIgUTTHS &
Signature of Employee BI&IY /

Signature of HoD/HoC/Section Head

q‘éﬁq?f ﬁ%‘ﬂ / Important Instructlons

¥ T oOfed  wHemadl WAl offed R

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

2. 3TdcA Pl ufd T HIAT 3IIH &

A copy of the application must be enclosed.
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Appendix — 4

HIeTTT SMTSATG AP TeENfires! TR HIUTe - 462003

(PRl T, YR GRPIR & el IPIT HEd BT TRI)

Maulana Azad National Institute of Technology Bhopal — 462003

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

UNDERTAKING

Subject - Undertaking in accordance with NIT Statutes for institute employees 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 my selection and appointment to
a permanent post in another National Institute of Technology (NIT), Central University, or any other
comparable Institution, I shall comply with the conditions prescribed by the Institute.

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

1. Rejoin Maulana Azad National Institute of Technology (MANIT), Bhopal before completion
of three (03) years of service in the new institution; OR

2. Tender my 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.

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

Place:

Date:

Signature of the Employee
Name:

Designation:
Department:
Employee ID:




