
jktif=r@xSj&jktif=r LVkQ }kjk le;ksifj HkRrs ds nkos dk la'kksf/kr izi= 
REVISED FORM FOR CLAIM OF OVERTIME ALLOWANCE BY GAZETTED/NON-GAZETTED STAFF 

 

nkosnkj dk uke ,oa inuke@ Name and Designation of the Claimant %  
dkfeZd dk ntkZ vFkkZr~ jktif=r@xSj&jktif=r@ Status of Official i.e. 
Gazetted/Non-Gazetted 

  

nkosnkj ¼,Qvkj&9 esa ifjHkkf"kr½ dk osru ¼ewy$fo'ks"k$oS;fDrd osru] ;fn dksbZ gS½@ 
Pay (Basic+Special+Personal Pay, if any) of the claimant (as defined 
inFR-9) 

%  

nkosnkj dks izkIr ifjyfC/k;ka ¼ewy osru$eagxkbZ HkÙkk$uxj izfriwfrZ HkÙkk½@ 
Emoluments (Pay+DA+CCA) of the claimant

  

ekg ds nkSjku Lohdk;Z vf/kdre le;ksifj HkRrk ¼fof'k"V vFkok lkekU; vkns'kkuqlkj] 
tSlk ekeyk gks½@Maximum OTA hours admissible (as per Specific or 
General Orders, as the case may be) during the month

%  

ekg ds nkSjku Lohdk;Z le;ksifj HkÙks dh vf/kdre jkf'k@Maximum amount of 
OTA admissible during the month 

  

 

fnukad
@ 

Date 

dk;kZy; 
vkus dk 
le;@ 

Time of 
Arrival 

AM 

dk;kZy; 
NksM+us dk 
le;@ 

Time  of 
Departure  

M~;wVh ds 
dqy 
?kaVs@ 
Total 
Duty 
hours 

le;ksifj 
M~;wVh ds 
dqy ?kaVs@ 

Total Over-
time duty 

hours 

dqy le;ksifj 
M~;wVh ls ?kVk, 
x, ?kaVksa dh 

la[;k@No. 
of hours 
deducted 
from total 
overtime 
duty  hrs. 

,d ?kaVk eq¶r dk;Z dks ?kVkus ds ckn le;ksifj 
dk;Z ds ?kaVs vkSj og le; ftl nkSjku dkfeZd 
us dk;kZy; esa nsj rd ;k yap ds nkSjku dke 

fd;k] tSlk Hkh ekeyk gks@Overtime 
duty hrs. charged after 
deducting  one hr of free work 
and the time by which the 
official attended office late or 
lunch, as the case may  be 

izfr ?kaVs 
le;ksifj 
HkRrs dh 

nj@  
Rate of 
OTA  
per 

hour 
(Rs.)

nkok fd, 
x, le;ksifj 

HkRrs dh 

jkf'k ¼:0½@ 
Amount of 

OTA 
claimed 

(Rs.) 

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

 

izekf.kr fd;k tkrk gS] fd eSa]  ------------------------------------------------------------------------------------------------------------------- mijksDr of.kZr izR;sd frfFk 
dh vof/k ds nkSjku dk;kZy;h ?kaVksa ds ckn M~;wVh ij FkkA mijksDr of.kZr fooj.k ds vuqlkj fd, x, le;ksifj dk;Z ds laca/k esa 
le;ksifj HkRrk jftLVj esa vko';d izfof"V;ka dj nh xbZ gSaA@Certified that I,  . . . . . . . . . . . ………………….. . . . . . . . . . 
was on duty for the period mentioned against each date above beyond office hours for official work.  Necessary  entries 
with regard to overtime duty performed as mentioned above have been made in the OTA register. 

 

 nkok fd, x, le;ksifj HkRrs dh jkf'k --------------------- ¼:i, - - - - - - - - - - - - - - - - - - - - - - - - - - - ek=½A@Amount 
of OTA claimed Rs. . . . . . . . . .  (Rupees . . . . . . . . . . . . . .. . . . .. . . . . . . . . . . . . . . . . . . . . . . . only). 

 
             

___________________________________ 
   nkosnkj ds gLrk{kj@Signature of Claiment 



izek.k&i=@CERTIFICATE 

 
 izekf.kr fd;k tkrk gS fd ljdkjh deZpkjh] ftlds uke ij bl fcy esa le;ksifj HkRrs dk 
nkok fd;k x;k gS] dks fof'k"V vkns'kksa ds rgr dk;kZy; esa nsj rd dk;Z djus] tks fdlh Hkh izdkj ls 
vxys dk;Z fnol ij Vkyk ugha tk ldrk Fkk] dk vkns'k fn;k x;k gS] us fofufnZ"V ?kaVksa ds nkSjku 
vfr&rRdky dk;Z fd;k gS@;k mlus iwoZ i`"B ij fn, x, fooj.k ds vuqlkj vfr&rRdky Lo:i dk;Z 
dks lkoZtfud fgr esa le;c) rjhds ls fuiVk;k gSA  
 
 izekf.kr fd;k tkrk gS fd bl fcy esa nkok dh xbZ jkf'k foRr ea=ky; ¼O;; foHkkx½ ds 
dk;kZy; Kkiu la0 15011@2@bZ0AA¼ch½@77 fnukad 11 vxLr] 1977 ds iSjk la0 7 vkSj mlesa fn, x, 
fl)karksa ds rgr fu/kkZfjr nj ds vuqlkj gS rFkk mu vkns'kksa ds vuqlkj fofufnZ"V le;ksifj HkRrs dh 
lhek dks ikj ugha djrhA **O;fDrxr LVkQ** }kjk fofufnZ"V lhek ls vf/kd dke djus ds fy, le;ksifj 
HkRrs ds Hkqxrku djus gsrq lac) vf/kdkjh ls vko';d izek.k&i= izkIr dj fy;k x;k gSA  
 
 ;g Hkh izekf.kr fd;k tkrk gS fd lac) ljdkjh deZpkjh¼fj;ksa½ us nkok fd, x, le;ksifj dk;Z 
ds fu"iknu ds fy, fdlh Hkh izdkj dk vU; dksbZ ikfjJfed@;k=k HkRrk ;k izfriwjd vodk'k ugha 
fy;k gSA dk;kZy; vkus dk vkSj NksM+us dk lR;kiu lac) fjdkMZ ls fd;k x;k gSA v/kksgLrk{kjh }kjk 
lHkh izfof"V;ka dh tkap dj yh xbZ gSa vkSj os Bhd gSaA 
 

Certified that the Government servant, in whose case the overtime allowance has 
been claimed in this bill was required under specific orders to sit late in office after 
having put in work during prescribed hours/ attended office as per details on pre-page for 
disposal of urgent work which, in public interest, could not be postponed till the next 
working day. 
 

Certified that the amount claimed in this bill is in accordance with the rate 
specified in paragraph 7 of the Government of India, Ministry of Finance (Department of 
Expenditure)’s Office Memorandum No. 15011/2/E.II(B)/77 dated the 11th August, 1977 
and is according to principles laid down therein and does not exceed the ceiling of over 
time earnings prescribed in those orders, necessary certificates having been obtained form 
the officers concerned for payment of overtime allowance to the ‘Personal Staff’ in 
excess of the prescribed ceiling. 
 
 Also certified that the Government Servant(s) concerned did not receive any other 
remuneration/conveyance charge or compensatory leave for the performance of that over-
time work.  Time of arrival and departure has been verified from the relevant records.  
All the entries have been checked and found correct by the undersigned. 
 
 
 
 
&&&&&&&&&&&&&&&      &&&&&&&&&&&&&& 
nkosnkj ds gLrk{kj          czkap vf/kdkjh@ izHkkxk/;{k 
Signature of Claiment     Branch Officer/Division Head 
 
 


