
Government of wst Bengal
Department of Higher Education,

Science and Technology & Biotechnology
BikashBhavan, Salt Lake' Kolkata-700091

No. 371 - Edn(CS)/iU(rD-10/15 Date: 26.03.2018

'{OTIFICATTON

Wthaviewtoensunngtime|ydisbursementofpensiontotheteachingandnon-teaching

employeesofGrant.in.AidCollegesofWestBengal,theproposalfore.Pensionwasunderadive

consideration of the state Government for sometrme past' After careful consideration, the Governor is

nowherebypleasedtoallowinkoductonofe.PensionschemeasaninitiativeoflcTbased

Govemance Application to extend the service to all the regular full time teaching and non'teaching

employees of Grant'in-Aid Colleges of West Bengal'

TheschemeforpaYmentofpensionthroughe-Pensionsystemwillbeapplicableforall

pensionersorfamitypen'ionersofregularfulltimeteachingandnon.teachingemployeesappointed

in subslantive posts of Grant-in-Aid Cotleges of West B€ngal with effect from 2d April, 2018'

,e-Pension, Portali website with url: (https: / /eoengion.wbhed.gov.in) will be utilized by all the

stake-holders to discharge the roles assigned under the scheme to each of them'

Theproceduretobefollowedbytheconcemedstake-holdersinthe.e.Pensio,portalofthe

Departmentforteachersandnon.teachingemployeesofGrant.in.AidcollegesinWestBengalare

outiined in 'Standard Operating Frocedure' (SOP) as annexed hereto'

By order of the Governor,

I

O,S.D. and Ex-Officio
Crovemment of West B€ngal

Enclosure : As $ated



Standard OPeratiag Procedure

for
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il* t--G'Y#rn lor r'rhrnnnd stritr of Grrdtin ArJ co,*Sn m w'!r lknt,l

B. Ceneral lnformation:

A. lntroduction:

HJil"fi 'JL::Yir,r-":I:ilJ:^::i*.'"'-[*;:*1Jf :{jlffi **j:i+ir
extend rhc service to thr tcathrnB and non'teachinB:t"]:l::;;'";". ,pr'nttt* rvtrh rhc URL of

ri:*xl.l;:[ix:il;;ll:"rj^*ytrik*:#*i:[t,ir.#:1,:H"*1i:
:::fff**::i:St;;;:*il','"';$::'i,'*[ ;:[iiil;,r,oi,,r,u*..on,orpension,o

the employecs, The rnitiative hal bet"lt*^ o'^1" o"* f't n"*t'u 
'"ar 

20'l 6-l hvith thc preparatlon of

blue print. Iina[zatron of procJs 0orv,lcr orrentation prorru,nro tor college cmployoes'.guidelines for

-, 
p, J*. n,",,on,* :r':T-'fr 

, ffi I J: [;;x"" *:l',:lfft' :;l*':,li:,]:'] i::' ;::"i
etc. This onltne flPPlication

DePartmcntal authorities'

.. At the initial sta8c the application rvill be rolled out for the employees of Crant'in'

,. ll[r']':ff']ff:*:"lii"'*and non'teachins emplovees appornted in substantive

, f;f. ;:ll::lil:::'ffiXili!ilil;" dcar with the Pro'ire or the emprovees prior to

retir€ment of B nlonths

n. t"".lt" i"r"ge profilc rvlll also be approved by the system'-

s. Both the co[eg" ona orr ,utho;iii"r l." inroru.a in the process florv ofrhe npplication'

6. A default user ra ontr pt"*j'Iiriio" ot"''o"o t" 
"nch 

slflkeholder which has to be

chanS,ed according to the concern user'

C. Significance of ePension:

ltrt,illhalpin$melydisbursemcntofpensiontotheincumbxnlandproviilepropcrinformutiontothe
stakeholders. The appllcation n"'' t* It"'it'"t to send alc'rl'to the cmploycc to prepare their penston

papcrs.The sukct,otOers anO Uenenitrn* *iit tr*. the trackirrg facilitics at any given tiBle Thc pfocess

will enhance rhe scope ," ,r,a.ri,i"l ,tl irst mobtliation of pe,ision process Early action 
.may 

be taken

from administrati'. tna ro' nny'*'i;; il;;;i'*ement ftom incumbent or college authority end'

The said ICT syslem wlll providc the intacl database of Grant-in-aid collcges an<! employees r*hich rvill

n"t, ,1. Uirrir.nt to takc any adminlstrative decision'

D. Coverage:

All the 0rant'in'aid collef;'ss ere suppoJed to be covered under the e'Pension applicntion'
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E. lntroduction of Stikeholders:

Admln Levol
a) Additional Chief Secretrry(ACS)

tr) Sccretary (SEC)

DePartment AuthorltY
a) Director of Public Instruction(DPl)

b) Nodal Oflicer

c) Additionat DPI/loint DPI (Ac€ts /Pension) [Addl'DPl/lDPl Accounrs/Pension]

d) Head Assistant (Pension)[]lA(Pension)!

c)llcadAssistiurt(U6C/Ncc/Training)|lIA{UCC/NCclTraining)l
l) Dealing Assistant (Penslon) [DA(Pcnsion) I

g)DealingAssistan(Ucc/N0c/Training)[DA(UCC/N[ClTraining)]

Collegc AuthorltY
a) Presidcnt/ ndmlnistrator
tr) Prirrcipal/ Tcachcr in Charge/ Vice Principitl

c) Colltge rluthorized Tcacher

ti) Ilear! Clark/Authorired Non'TeachlnB Stxff(llC/AN'IS)

e) Dara Entry OPerator{DEOJ

EmPtoYee l,evel
a) lncumbcnt(PensionerJ

F. Stakehotder wise responsibilities:

l. Intra Collcge Proccs

1.1, Data Entry Opcrator (DEO)i

.AtlhevcrybeglnningDEootacollegtlwillinserttheconcernedcollegeprofileto
.r,"opprl.o.ion.,ndfinvardtoihelevcloftlcldC|ark/AulhorizcdNon.T(achinS
StafL

r oEO rs rcsponsible to insert the tntployee prolrle to thc system with duo

insrnjction of rrincipat and other college ruthority. DIiO nray hav€ the access to

insen employec profile after the approval of college prolrle from DPI end'

.DEowil|.t,ot,,u"rt,uoptionforeditemployceprolilcsaswellcollegeprofilesin
case of relcction or modification of proftlcs. changes in approved Employee

profile sublcct to permission of Principal'

DIiO will fonvard the filled'up employee profrle to Head AssistantlDealhg

Assistnnt to process at nc*t level ofapproval'
profile vtorv option and download college Pro{ile antl employee pronle (in PDF

fofllrat) arc alwnys avallable at Dtio level for random monitoring'

After approval of employee proflle penslon forms rvill be generatcd with

download oPtion at DEO end.
+
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- -;"r** *; fto'c$ingsvtltm r0r Istshin nn'l srrlft of Orl 'it'Aid collqp in wc* BcaC

DEo wtll be eligible to track the Penslon Forms submisslon staEs at AG details

lliitliliii.'i;re the derault passr''rord' provlded at dmc or llrst login' ror the

secudry PutPoso'

1,2, Head Clark/AuthorluEd Non'TeachingStaff(HC/AMTS):

r Head crark/Arthorired Non-Terching stat(Hc/ANTS)of coregc w r re*ive rhe

college and empl""t;;; ;;; oi6 to '*irv 
ana proress lt to next level'

r llead CfortleutmrfzJi No*fu"t'ing Staff lcvel 
'has 

the options lo edit the

protlle, vlew 
"r 

p'o;;: ;;ilitie Bursar and send it back to thc DEo for

. ;:f[?,::";" download emplovee profile. in PDF format is arailable under Head

Clark/Authorlzed Xoi'i""i*est'iraashboard for future reference'

o Employee pensron forms ire alJo avallahle to vier'e and dorvnload at thil end

r Head cta*<Teutno#ftl'"it"trti"e stafr will be eliSible lo rrdck the Pcnsion

Forms subntlssion stitus at A0 details update sectlon'

r Provldcd d"f*l' ;;;;t;must be changed accordlng to their choice ror the

seturlq reason'

13. Collegc Autlrorlzod Teachcr;

r college Authorlzed reacher rvlll recelve- the colleBc profile or cmployee profile

forwarded r'"* uiliNiil"J aReruerrncatton bursar mav forward it to the next

level i.c' Prlnclpat/tH;;';;;;i Vice 
-Princlpal 

or reiect it on *tt::l-::

encountering "t'''t;;'t; 'unJ 
tt" p,onlo back to the HCIANTS for necessary

rectlficadon'

. College Authorized Teacher may rlso rccclve profilcs fmm Principal for any kind

of changes or recdll;;;;: ;;;t it to roruaid thc received prollle to the HC/DC

. Hi[H;:ilx?t*rn* has iie lrtvile8e to vlerv the collese protile detairs

and employee lisi *tt ii" riat"td'ai deuils r"lth tho download opdon of profilc

. [#i*fjl-on of pension form i5 available at this end after appro'al of

emPloYee Prollle'

Prlnclpal/Teachcr ln charS,e/ vlce Prlnclpnl

. prlncipal ofthe colleBe is the hiBhesi authority to cl*l.l"o fonvard rhe

proliles to the DPf nno'rm p'it'iip'l oflhe college hasrhe online privilege to

unlock any emplortt ,ttntl tt 'oJitte 
the lnfor;rldon after approval of DPI

an(l befol c thc scnding of Pension form'

o Principal has the ndminlstratlve authorty to assign the any work pri'ilcgt ioany

strkcholdemfcolltg" 'utt'olJ 
i'o' Principal :'i :nll 

rvork responsibilitv among

u*itir"g t,"tuhofder in absence of other stakcholders'
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- sor lloEir. l-(,ltlql 
tT(tlfq.ivtl.nt for T(rry 5td srrth o' onol.lo'AH Cdkql-r! tctl Eo"c

. Any changts in thc proliles mal ue 1g[1!.Jubled 
to approval of the

f rincipaf ea"tter ln Charge/ Vlce PrincipaltTlC/VPI'

Presldert/ Admln lstrato n

2. Iotra Departrrc Procc$s

2.1. Dlrcdor of ?ubllc tnsructtontDPl);

r The verlfied College or Employee profile will be receivcd ai DPI end from college

authoriry for futther Pror*sdn$'
. ln case or cottcge piofile verlfleauon oPl wlll forwardthe college proffle to the

Prcsident/Adminlstratoris the authority lo verlfy and forward (he Principal/

tiif*rtf,i* ," OPI end. Presidert may unlock the PrlncipaflflC/VP profilc'

The stakeholder has the option to s"nd thc' pension form of Principal[lC/VP to

the DPl.

r,.sa.ntraa,ninistrator may view the proRle ofany employee ofthe collcge,

Nodal OfBcer (UCC, NGC and Trainingcolleges')

i,l".oitrgo and en,ployee profile r"ill be 
'"nt 

to DPI end for linal approval' aftcr

propc, vu-rification from Nodal Ofiiccr' llA and DA levels'

DPI is the last approval or reicctiorl autltortry of cotlege. profrle as wcll as

o*ptoy"" profile-'Bott the college and employec profiles rvill be functional after

gctting the approval from DPI'

. il';A; ;:;;;;iti' emplovee supposed to tc sent 
"1,: 

*lt:9:-111 
::, ::lfi ;#;il;', "t 

i'r.o'"r"' o'onte rtre DCRu paptrswill :":lll,1'-"t3:.'"slru rrrrs' 4 r' t' I v I s ! " ' - ' ' ' 
" 

' - ' - ior'oPl/lDPl' HA and DA of Pcnsion Branch'
after prior verlflcation o[ A< 

^, rri rr^n.i^^ f,rrar
ffi:,ffi; "il'-"t"" ,"itratuiry nmount miy bc initrated at DA Pensiorr after

approval of DCRB PaPers'

ColleSe profile and employce prohle may bc unlockcd trom DPI end lvith renlark

on request from the college end'

DPI maydownloadDCRB papers of employees'

Orf ,ray ,**,ft. pension calrulation and varlous pension related forms'

DPI has the option to view submisslon status of pension Papers to Accountant

Ccneralwost BenEal.

2.2. odd gffiter{UcC" NGC&TnhhgJr

. Nodgl Oflicer will receive the college protiles ofresPecdve establishment from the

DPI.

e The college profile is supposed to be drilled down to the llA UCCINCC/fralninB

lrom this levcl ofuser'
r Nodal o(ficcr wlll verify and forrrynrd college pro{ilc to DPI wtth rpmarks aftcr

ucrifi callou from Head Assistant U0C/NGCfl raining'

o Nodal olflcer h* tio optton to 
'iew 

college li$ and dorvnload collegcpmllle'
\o
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2.3'HeadAsslst,nt,UGc/Ncc/rralntnS(HAUGc/ilGCffralnrng):

r HA will recelve the college prolile from Nodal Oflicer for further verification'

r HA has the provision to allot receivcd t'U"u- O'n* to th€ chosen DA of

' H'ffii:ffiT'" totttgn profile and fonvard to the Nodal oflicer ofter the

veriffcatlon hom DA with remarks'

2.4'Dcrlln8'Assl'tant,UGc/NGcrfralnlng(DAUGc/NGcrrralnlng}:

' DA UGC/NGcfrrlnlnS'rrill recetve the'college profllc from t:tpttl]ll:'

o The college profrle rvill be verlfled t'ltt,r "it-us'io*ntents 
for authenttcation and

ttnt tutf toit"toncerned HA rvith proper remarks'

2.5'AddltlonrlDl'ectorofPubllslnstrudion/'olntolteitorolPsblictnstructlon'Accounts/
r"nrro,itijai.pp't"ni'fi"J;':0"il1"*'i",.0,,.*. pr"_T:, 

1T 
lDpr Pension will recelve the emplovee

. 13ffi;i#1il:lT;IJ::IiJllil";*'* the emprovees'prorire to the HA

. :::lH,hTi:::'i':::)lHi"TL" 'n' 
back the emprovee's prorrre aftcr

verification from HA'

. ;;;';;;.t"mplovee profile will be torwarded to the DPl"'

r Thereafter the ocnn paperj*oitil;;;il;*tlovees rvill bc recelved fronr DPI

. illfl'Jil,l'i' 
.o'"',l.lill'tT"'ffi 

e'|' has thc 
-option I i,'"n:::'n' 

DCRB pa p€ rs a'rd

other stlpporting tesrtmonlals after verification from llA^Pension'

r Adtll. DPI/IDPl n*""o'J*iit* *irr'r"*"tO the DCRB paperswith remarks' lf

any, to DPI for flnal approvalculation 
will be verified and approved by the Addl /

' ;Ji,Tl'J::"iitiT,lY.ffi;'ln"' *'"" rcrated fomrs wil be generared

ftom thts end'

2.6. ltead Assistant Penslon (tl^ Pcltslon):

. t{A Penslon tvill recelve the employee's prollle and DCRB forms from

. ffl::lf:iilTil:#:l"ilce prorrre and DGRB papers to the serected DA

. lT'J::j,'#ll1l.J::iJI and rorward.empl:L:-u o'oo'' and DGRB papers to the

. $:''iJJ,::'';f'ilIfT:""';$":"':I*Lrted 
pcnsion'mount to the

AddLDPl /lDPl(Accounts/Penslon)'

' HA peoslon o* l* lo'i*' t" visw strbnrtsslon stntus or DC&r prpcrs to

Acconntant GeneralWest Bengal'
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Cont'irAtd C:ry!$ T-Wa H"8d

2'7' Deallng Asst$rnt PeDslotr (DA Pcnslon):

t DA Penslon wlll receive the employee's prollle' DCRB forms hom HA PenslotL

' o.l will veriry tt* Siptoyou ptfiie and DCRB pap*s wlth all tha do'uments and

lnformadon ;nd send'bact o tlA Pension with remarks'

. penslon amount aalculstion and crat$lty wlll be done et DA end and various

penslon relatcd forms will be Eenerated thereafter'

r Details of subnrission o[ pcnsion papers at Accountant General Wegt Ben8d wlll

be submitted and updated fron this end

3.lncumbent(Peuslonerlr

Employees or the incunbents have the following provislons:

. Vlew Profile
o Track Prollle
r Download Prolile
I Track and vlew Pension staius

it. Ad mtntstrator/Nodat offtcer (ndmln)r

Adminlstrator/Nodal0ftlcerhasthescopetovlewreFortsandactivitlesforchansinstJqrlous
pecllDeters'

5, SscreterY [SEC):

Secrrtiry hal the provlsion to viow reports regarding dlsbursement of plnslon$

6. Aditltlonal Chtef Se6ctary(AC$)r

Addiuonal chiefsecreBryhas the provislon !o view various reports reS.rding disbursement

of ptnsion for fo ffitlon of admlnlstrltlw decisioni'

..Every stakehokler has the op sn for changing the password. All the stakehotderi mly change the

password at a regular tntcnral roi su*i v pi.p"*. ell the stekeholdcrs under college level and

Lupnrt*.nt und have the opportunity lo track each and every process'

Dat'caPturintformatrorthesuPeritnnuationcasesanrlDealhcasesareenclosedunderAppandix
$ection. Moreover tt u system Benergted Peo$lon Formg 36 3156 a[ached under the same'
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