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पįरपũ / CIRCULAR 

ͪवषय Subject: माͧसक और ğमैाͧसक ͪववरण समय पर Ĥèतुत करना Timely Submission of 
Monthly and Quarterly Statements  

सभी शाखाओं को Ǔनदȶश Ǒदया जाता है ͩक वे नीचे दȣ गई Ǔतͬथयɉ तक समÛवय शाखा को 
अपना माͧसक और ğमैाͧसक ͪववरण Ĥèततु करɅ। ऐसा इसͧलए ͩकया जाता है ताͩक मÉुयालय और 
आईसी (दͯ¢ण ¢ेğ) को आगे Ĥेͪषत करना आसान हो सके।  

All branches are hereby directed to submit their Monthly and Quarterly 
Statements to the Coordination Branch by the dates mentioned below. This is to 
facilitate onward transmission to Headquarters and IC (South Zone). 

माͧसक ͪववरण Monthly Statements:- 

Đ.सं 
SI.No 

ͪववरण का नाम Name 
of the statement 

संबंͬधत शाखा Concerned 
Branch 

Ĥèतुत करने कȧ Ǔतͬथ Date to be 
submitted 

1 Revenue Receipt F& A On or before 4th of the every 
month 

2 Monthly progress 
Report 

All revenue Branches, 
Legal, Inspection, 

Recovery 

On or before 4th of the every 
month 

3 Statistical Brief for IC All revenue Branches, 
Inspection 

On or before 4th of the every 
month 

4 C-19 All revenue Branches On or before 10th of the every 
month 

5 D-19 All revenue Branches On or before 10th of the every 
month 

6 Payments/Waiver of 
Excess Payment 

Benefits On or before 10th of the every 
month 

7 
Any other required 
data All revenue Branches As and when required 
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ğमैाͧसक ͪववरण Quarterly Statements:- 

Đ.सं 
SI.No 

ͪववरण का नाम Name of the 
statement 

संबंͬधत शाखा 
Concerned Branch 

Ĥèतुत करने कȧ Ǔतͬथ 
Date to be submitted 

1 Opening of Outstanding Dues in 
r/o. CPSU/SPSU/OTHERS 

All revenue Branches On or before 10th of 
the month 

2 Statement on Inspection & 

Survey 

Inspection On or before 10th of 
the month 

3 Statement on Review of 

Employer Files 

All revenue Branches On or before 4th of 
the month 

4 Statement on Refund made by 
AC/RD 

All revenue Branches On or before 10th of 
the month 

5 Statement on Defaulters more 
than 10 Lakhs 

All revenue Branches On or before 10th of 
the month 

6 Statement on Irrecoverable dues 

waived off 

All revenue Branches On or before 10th of 
the month 

7 Statement on outstanding dues in 

r/o. CPSU 

All revenue Branches On or before 10th of 
the month 

8 Statement on CPSU Units All revenue Branches On or before 10th of 
the month 

9 Statement on Excess payment. Benefits On or before 10th of 
the month 

10 Any other required data All revenue Branches 
As and when 

required 

 उपरोÈत ͪववरण और अÛय डटेा Ĥèततु करने कȧ िजàमेदारȣ सबंंͬ धत शाखा के सबंंͬ धत 
डीए/ओएस कȧ होगी। िजàमेदारȣ तय कȧ जाएगी और समय सीमा का पालन न करने कȧ िèथǓत मɅ 
सबंंͬ धत के ͨखलाफ ͪवभागीय कार[वाई कȧ जाएगी । 

The responsibility for submission of the above statements and other data shall lie 
collectively with the respective Officers/OS/staff of the concerned branch. Responsibility 
will be fixed and departmental action will be taken against the concerned incase of 
failure to adhere the time line. 

सभी शाखा अͬधकारȣ काय[ कȧ देखरेख करɅ और पǐरपğ का अनपुालन करɅ। All the Branch 
Officers may oversee the work and comply with the circular. 
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उप Ǔनदेशक )समÛवय(  

                                                                                           Deputy Director (Co-ord.)  
      For Regional Director (I/c) 

 
सेवा म ेTo  

 
1. आर.ओ. चेÛनई कȧ सभी राजèव शाखाएँ। All Revenue Branches of R.O Chennai. 

2. Ǒहतलब साखा, आर.ओ. चेÛनई । Benefits Branch, R.O Chennai. 

3. ͪवͬध साखा , आर.ओ. चेÛनई । Legal Branch, R.O Chennai. 

4. ͪवƣ एव ंलखेा साखा, आर.ओ. चेÛनई । F & A Branch, R.O Chennai 
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