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Date:'August 28,2018

OFFICE ORDER
119

Subject: Forwarding of applications for outside emgggymg_nt ‘

The existing guidelines / norms for forwarding of applications of the Institute employees for
outside employment has been reviewed by the Competent Authority and the following guidelines
have been laid down for adherence with immediate effect:-

(i) All permanent employees are permitted to send maximum 04 applications in a
calendar year, internal and UPSC applications shall not be counted in this regard.

(ii) All contractual employees are allowed to apply directly for outside employment
without any restriction on the number of applications in a calendar year with
intimation to Administration Section. However, only four (04) No Objection
Certificates (NOC’s) will be issued per calendar year for attending interview / trade
test (if any), provided the application was sent under intimation to Administration

Section.

(iii) Before applying for a post, an employee should check whether he is eligible for the
post advertised in terms of academic qualification, age, experience, essential
qualification and required experience as mentioned in the respective
advertisement. If the employee would not be meeting any of the conditions, his
application may not be forwarded by Administration Section.

(iv) Intimation and forwarding request through Administration Section has to be done in
the prescribed format (Annexure -1) only at least 14 days before the last date of
receipt of application by the concerned organisation. No separate application or
format will be entertained / accepted under any circumstances.

The above guidelines supersede all previous guidelines issued on the subject.

1%

K K Tiwari
Registrar

Encl: Annexure -1

Copy to: {’\1“3 .
. Director /\ 9‘%@

Deputy Director

All Dean(s) / Head (s) — Section(s) / In-Charge(s) / Unit (s) / Department(s)
Joint Registrar(Admin. & Legal)

Web master — For circulation amongst non-academic employees

File — Office Order
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INDIAN INSTITUTE OF TECHNOLOGY KANPUR

Annexure-1

PROFORMA TO BE FILLED BY THE INSTITUTE EMPLOYEES WHO SEEK EMPLOYMENT ELSEWHERE
(To be\ submitted in the Administration Section at least 14 working days in advance of the last date of receipt of application by the

Name of the employee

P.F. No.

Designation

Pay Level

Department/Section

Whether advance copy of the application

has already been forwarded? If yes, give
details as to the date sent

Post applied for (A copy of the
advertisement alongwith the application
duly filled in / already forwarded should be
enclosed)

Name and full mailing address of the
organisation to which the enclosed
application is to be sent

Status of the Organisation:

Central / State Govt/ Autonomous Body/
Corporate Body etc.

Particulars No., date and value of the IPO /
Bank Draft etc. if enclosed with the
application

Number of application(s) already sent
during the current calendar year

Last date of receipt of application in that
organisation

Any other remarks

Forwarding note of HOD/Section/Unit I/c.

advertised organisation).

Signature:
Date
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