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PROEEB.IJ&EJQB B.ECORDING OF AMENDMENTS IN DATE OF
BIRTH/ NAME I PER}IANENT ADDRESS BY NAVAL ESMS

1. Rcfer to Naval Pension Office OJAVPEN) letter NAVPEN/GB/Fro*\mdt dared

22 Dec 14.

2. 'I'he amen<ied procedures proposed for recording amendment in the pefinanent

adclress or cletaris of dependanrs of naval ESlvIs in tire Discharge Book has been examined

ar. rhis hcadquartcrs, along with cornmerts received from I(endriya Sainik Board (i{SB)

ancl N:\\IPEN c,n the same. }t is consideted that the new ptocedue that is proposed would

obvrare the requirement of fonvarding onginal f)ischarge Certifi.cate to NAYPEN rvhich

has the inherent risk of likely loss / damage to tile original docunrent.

3. The Cornpetent i\lrthority has approved the amenclecl procedute as follorvs:-

(r) Procedur'e ro incorpotate "Change of r\ddress" by naval ESIvI in his

f)ischarge Book as placcd ar Enclosure L'

(t ) Ptocedure to incoqporate change rn personal detatls of dependa+ts of navai

ESMs in the Discharge Book as placed at Enclosure 2.

4. lt is therefore reclu,csted that the amended policv be clisseminated to all RSBs /
ZSBs, to irnplemenr rhe same wrth immedjate effect. Steps to disseminate the details to

nir.i'al yeteraqs is beisg ulderrakeg separately bV this Directorate.
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(A,ay Saxena)

Commoclore
PDESA
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Coov to:-

The FJ4g OfEcer Coritnranding-in-Chief

I{eadquartcrs Eastetn Naval Co;nnrand
Naval Base, Vishakhapatnam -530014

The Flag Offrcer Commanding-ip-Chief

[fot CSO(F&A)]
Headquarters rilTestern Naval Command
Ballatd Pier
Mumbai 400001

.'.
.!

The Flag OfEcet Comman,li.rg-in-Chief

fot CSO@&,\)]

. : jl.!:.. : 
:

The Logistics Officer-in-Charge
Naval Peasion OfEcc
c/o tNS Tanafi
Si,on-Trombey Road
MTFh-urq lv{rrybai - 40o0s8

lnte.nht DNPF DoP

rprt} a relluest tp disseririnate

to units under their conrmand



Ensfasruc l&-IFiO \4ODO,I)/DESA
re$er DX/VSF/165 115 dated l8

PROCEDURP FOB RECCIRDING CHANGE OF PERMAAIENT ADD'RESS

1 '['he procgcture to he f<rllorvecl for tecordiag cl"range of perrnanett addtess in the

ongurai Disclurge lJook n respect of Navai ESlvIs ts elaborated in the succeeding

paragraphs.

2. Application for Recording Amendment. The ESM vill submit an application

ro the Na*zl Pension Office (NI-AVPEI.Q through the concernedZile Sainik Boa-td seeking

to recorcl amencllnent in the petmanent addtess in Discharge Book. The ZSB is tequited

to fcrnvard the applicatiorr ro NA\rPEN"

3. Orisinal Discharee-Fook The originat Dischz*ge Book is to o'e tetalned by

-

applicant and not to be forwarded alongwith application for change of address"

4" Irroof of Address. The applicant should attach certified copies of atleast one

of the following rdocuments as proof of address:-

Ser Description Conditions

(") Water BilI
At least trvo bills are tegutred - one bill
each of curtent and pteviotls y€ats

(b) Teleptrone Diil (aod line or post-

pard mobile bi$
(.) Electricity Bill
(d) Bank stalement fot last one year

i copy of t}e bank passbook of
ruurring b ank accourrt.

(a) $taterrients ,/ P.assh'ool* of
accoutlts with Public Secto,r Bank witl
only be accepted.

.(b) The bank statement / passbook

copy should highlight :transactions.

(e) Incorne tax assessment order fo:
the current assessment year.

(q Voters identity Card rssued by

Election Commrssion.

(s) Current and valid l{ation card of
the applicant.

If only ration card is subrnitted, it should

be accompamed by atleasr one more proof

ofaddress listed here"



5. Actions at NAYPEN. The following actrons will be undenaken at NA\ipEN:- 
i

I

I(1) The requisire amendments rvill be carded out at NAWEN based on th{
proof of address provided.

&) NAVPEN order. i\ NAWEN orcler ro the effect of change of addresf
rvill be issued. The copies of the NAVPEN order (eqruvaicnt ro parr II odef
tssued by il"ecord Offices of rkmy) will be fornarded to concer.ed Zn^ Sr*+
Boatd. copy of the NA\rPEN order will also be forwarded to both the old and oe!,
addresses of the applicant. I

i

lti6. Y€$",fication and Endnrs,ernent of.,Amendment: The *:ppli.rnt will proceed (
coneer'ned Z$B with'the NAYPEN Order and the odginal Documentary Proof an{
ort$inal Discharce Book. ZSB rvilt verifr the documentary proof aad endorse the changi

ii.,
7 . In case of any discrerpancy observed dudng verification of documeotary proof , Znl
Saii:il bo*atd wrlll be tequired to noti& NAVPEN for eancellarion of the ivAVpEN Orde,rj.

i

I

Ser Description Conditions
&) In case of nlinors, attested

copies of the fi::st and last page

ofpassporr oI parents.

The copies should qierarl,r, rrdicate reler.ant

derails and photograph of passpolt holder.

0) Aadhat Card r\ttach ofle more proof of adclress hsted

here, tf the date of rssue of the i\adhar carcl

is less than one ycar from the date of
application. ',

G) Registered Rent Agteement, for a
period o-f more than one year.
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APPendix A

(Refers to Para +(a)(iii) of Enclosrirc 2)

spEcIMEN AFFIDAVJT=. T,O_ B,E $UIYIB'ITTED BY ILLI.ITERATE

AS
DOCUME

(To be executed oil non - iudicial stamP paper of minimum value)

i .............:..". S/o W/o D/o .....--...................'..Ptesendy residing at ....-...-......- hereby state the

followrng:

I rvas born on ............at .............siruated in the disttict .'....... in the State

..c(J 1..,.........,....

I have no docuurentary- proof in support of place and date of birth. I do not possess any

educational qualification and I am in illiterate Person.

I take oattr and solemnly declarer/affum that tlr.e patticulats furnished by me above ate

coffect and that I have not concealed or misrepresented any facts.

Datc.................

Vetified on this ..........,..... ..day of ........-.......;...of the'yem -.;.'.:i;...,i..'.. that the coateuts of
my above affidavit are rrue and coflect to the best of my kaorvledge and belief, and nothing

in material has been concealed thete ftom.

The contents of rhe affrdavit have been {ead'out to me

DePo;rent

Attested Signatue and official seal of attesting authority

Note: Affidavit to be attested byJudiciaifuIagistrate or Executive Magistmte/Notary

Public (tn case of notarf, notarial stamP rvould be tequii'ed)
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Apperdix B
(Reiers tr.r Para a(c)(i) of Iinciosure 2)

SPECIMEN DEED FOR CENTRAL GOVT. EMEtOEtrJEOs
CHAN GE OF NAM E/ SULNANdE

I

BY ,I'HIS DEED I the undersignecl

(Designation of the post held at the bv the Govt. seflraot)

(Place whete employed in the lvlinistry/Department of the Gort. of india)

Do hereby:-
1. \Mholly rerounce, relinquish and abandon on the use of my fcrtmer narne of

..-........and in place thereof assume from the date there of the

naine of ..... and so that I may hereafter be called, kr:orvn and

distingrrished rrot my former name of....... .........but by *rv assumed

name of
2. For the purpose of evidencing such rny determination, cleclate that I shall at all
dmes hereafter in all records, deeds aod vnting and in all ptoceedings, dealings and
transactions private as rvell as public and upon all occasions rvhatsoer.e.f use and sign the
name of ...........:......... as my name in place of and in substirution fot
my former name of
3. Expressly authodse and request all persr:4s at all times heteafter to designate aod

addtess me by such assumed name of ................
+ In wihress rvhereof I have here unto subscribed my fotmer and adopted name

my sealthis -.day of

Old Signature ...........,...........

Signed and delivercd by the above

Named

nme

\Xlitness No. - 1

Name.......... .....................
Dcsignation
Official Ad&ess.......

ftVith Rubber stanrp)

S7itness No. - 2

Signature
Name
I)esig11atloo .....:................

Of:ficrai address........

(Vith Rubber stamp)
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Enclosure 2 to trHQ NIOD(N)/DESA
. Letter DX./YSF/1.65/15 rlated {9 Feb 15

EEQCEDURE FOR &ECORDING CHANGE / INCLUSION OF DATE OF
BtKrH eNO CUANGE OF E

1 . 'Tihe procedure to be followed for recording change / inclusion of date of birth and

e{range of nan:e tn the origrnai Discharge Book in respect of Naval ESr\{s rs eiaborated in
the succecding paragraphs,

2. ApB}eauonjuBeesrcljsg&csdrnslt. The F,Sill rvill submit an epplicarion
to the Naval Pensiot Office (NAYPEND through the concemed Zila SanrfulJoard seeking

to record the nerv / amended detail in Discharge Book. The ZSB is required to fonvarci
dre applicatiou to NAVPENi.

3. Original Discharge Book. fhe origi.nal l)ischarge Book is to be retained irv
applicrnt anr-l not to bc forwarded along with applicauon.

4. Uqsurne$ary-Prco{. i'he applicanr should attach cerdfied copies of the

docurnents as applicable:-

G) Change of Date of Binh.

Ser Description Rema*c
(1' Rirth Certificate issued by a Municipal

Authonty or arly ofEce of authorised to

issue Birth and Death Certificate by the

Registrar of Births and l)eaths.

Mandatory if the person in
respect of rvhom the

applicauon is fonvarded is

bornr. on or after 26Jan89.
(ii) School Leaving Certifi"cate I Secoadary

School Leaving Cerrilicare of
Recogrused lJoards flrorn the School last

anended by the applicant of any other

recogrused edtrcational institution.
(ur) Affidavit sworrl before a Nlagistrate

Notary stating State/Place of Bkth
pet the specimen at Appendix A.

as

Applicable only in rcspect

of illiterate or semi-illiterate

depeldants of applicant.
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Changc of Namc Ofaior and h{inor).

Ser Dcscription Remarks

(, Publish chapge of tramc hr Gazette

"61sdia 
Pat IV and sibrnit tlul.v

attested printed mattet.

rii) Advertise chinge of trame in one

daily nervspapet and subnrit duly

aftested printed matter.

In casc clf minot:s, dre

adverlrsemettt ibr chauge of

namc in onc dailv ncrvspaper is to

be done by one of the patents.

(iii) Submit an affidavir cluly. attested

bv F-irst Class N{agistrate / Notary

/ aathConlnissioner.

G) change of Name / srrmame in respect of Govemrnent Employees.

Gor.ernment ernployees should follo*.ing procedure laid dorvn in GOI / DOP&T

OtuI 19016/1/87-Estt(A) dated 12 i\'Iar 87:-

(, Execute a <1ee<1 as per sarnple formatplaced at;\ppen<lix B and attach

the deed along rvith the applicauon.

G) Publish change of name in Gazette of Inclia Part IV and submit dul-v

a ttested printed matter.

(*) Advertise change of name in one clailv nervspaper ancl submit du-ly

attested printed matter.

8. Actions at NAVPEN. 'I-he requisite amendrnents will bc car-ried out at NAVPF,N

based on the documentary evidence provided and a NAVPEN Order (equivalent to Part

II Order issued by Record OfEces of Army) to the effect rvill be issued. The copies of the

NAWEN order rvillbe fonvarcted to concerned Zila Sainik lloarcl and the applicant.

9. Yerification and Endotsemerrt of Amendment. The applicant r,'dl proceed to

concemed 7,SB with the NAVPEN Order and the onginal Dr:cumer:tary Proof and

ongrral Discharge Book. ZSB rvill veri$, the documentary proof and endorse the change

of address in the odginal Discharge Book.

10. In case of anv discrepancy observed dur:urg verifi.cation o[ docunren taty proof ,7,t]a.

Sainik Board rvill be required to notify NAVPEN for cancellation of the NAVPER Order.

o)


