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DELHI TRANSCO LTD.

A GOVT. OF NCT OF DELHI UNDERTAKING

REGD. OFFICE: SHAKTI SADAN.
KOTLA ROAD, NEW DELHI-110002.
HR-POLICY SECTION, 8" FLOOR,

SHAKTI SADAN, TEL.23230152.

No F.DTL/0%24108-HR(Policyy 294 Dated: 60%

OFFICE ORDER

Sulyject: Salary processing schedule in MIS System - reg' i

In order to implement the first module of MIS reg. automation of Employee
Payroll — Personnel — Finance domain in DTL and make salary processing and allied
activities online, it has been decided to adhere to the new salary processing schedule

for DTL employees and contractual employees as per annexure ‘A’ and ‘B’ respectively.

This issues with the approval of competent authority.
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Encl As stated

Copy to.
e OSD to CMD.
2. Dir(HR)/Dir(Oprs. )/Dir{Fin.).
3 All GMs/DGMs.
4. All Sectional/Departmental Heads.
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Office order folder of HRP Séection.
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Salary Processing Schedule
Sr.., | Job Responsibility | Target date | Verified By
No.
I Employee Master Respective Before 20" | Respective DM’s
] Information DM’s Office ol every
o Month
2. Attendance Location’s Daily
Punching Nodal Official basis(From
21" of
Previous
Month to
20" of
Current
8 Month)
3. OT/HP Sanction Employee/Nodal | Before 20" | Officer Not Below AM
OfTicials of every
g s o S ___| Month -
4. Lecave Sanction Employee/Nodal | Before 20"
Officials of every
B - N B Month ) o
5. Salary Processing Wages Section 21" of Every | AM(wages
6. ECS/ATM/Cheque | Wages Section | 23" of AM(wages)
el FTT Every Month
7. ECS/ATM List to Wages Section | 24" of AM(wages)
Bank Every Month -
8. Disbursement of Last Day of
Salary - Month B







