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GPF TA PREPARATION IN SPARK 
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�� ������� ����� � 75 	����# ��$%%� 
�&'() ����*�
������+ (3a-b)/4 (a = balance at credit, b = amount of 

consolidated advance outstanding). -��� ���./ 0�# 12��
����� 
���
3�� (a)16 ��5�3 	$63�� ��789�� (b) :�&�;�7�< 
������� ����� =��� >���?� ��%@ �A 
����*�
������+.  
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�7�� ��(�B%��� ����*�
������< ��CD��� 

• ��/ ��A��7�� ��(�B%��� �E�� 6 ��5�3 =���6   

• -(.��.- ��# ��A��7�� ��(�B%�# �E�� 4 ��5�3 
=���6 

• 5�H25��� ��5�� 3 ��53���<�� ����*�2��78. 

• J���7
/ ���5#K
 L��
�3 �M# 	B�
���� �� � 
��7�6��� ����*�2��78. 
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�< ����O�@ P&�
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��53��7 	$63�� ����# ��(�B�  P&�
6��� V��
� 
��������+. 

• ���
���� ��	
:����# ���� ����
B����7� 
P&�
� :��� ��5# V��
������+. 

     ��A��7�� ��(�B%��� ����*�
����U )���
/ 
���K� WX07���� ���M 5� �Y��
���+. =:����# 
1��%;/ �Z[N�  FORM II, C�78/ -��� ��:�# :��%���� 
]�1��
� ��� ��(�7�
������+ -�/ 03.01.2020 
�2������7 No.1395068/SL3/2019/Fin. -� ^3���� �
_��
���. 
(^3������� =���� `�
/ �Z[N�) 

��A��7�� ��(�B%��� - ��� ����*�
�( � �����Y��3���.N< 
^�*
�Pb����  ��������P� ���� ��� � 5#CD�O ^3�����. 

1. GO(P)No.64/2019/Fin. Dt. 31-05-2019        Download 

2. No. IGR/6694/2019-FIN-1 dt 25.07.2019     Download 

3. GO(P) No 37- 2018-Fin dt 13.03.2018          Download 

FORM II 

 12��
���� ��5�� GPF 5c):��d�( ^��Y��� 	$6 
C�78��� Encashment Details (Salary Matters�Encashment Details) �d�&;/ 
�Z[N�. 

       FORM II  �[�%�
����U Salary Matters�Provident Fund (PF ) �GPF 

Temporary Advance Application -� ������e  `�
/ �ZfA Employee �� 
�57gh  �Z���. ��Y�� ��%�/ ���� FORM II � ����� 

�B��Y�
�Y.�.N< i�P�� ����	� �O �	�# C�
� i�P�� 
Z���� �%��# :����# �B�3���
�#. 
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       :�� �# 7: =���� Amount of Advance Required (both in figures and words) :   

�7�X -���
� ��� �Z�
��. 

        :�� �# 8: Purpose for which it is Required    :  -k/ ��	
3���+ 

-��<A �Z�
��. 
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     :�� �# 9: Rule or Rules under which the request is covered: ����$� �C�g5��  
����# �57gh �Z[N�. 

:�� �# 10: Special reason for granting the advance (to be filled by DDO) :  V 
Wd�( 0�Y/ �Z[�( �;�78 .�:Yl�� ��1��  &�&�L 
�B��Y��
���+.  

    :�� �# 11: Number of installments in which the advance to be recovered:- P&�
� 
��7
 ��?�6��3
 �2����� -m# ���� submit  C.X `�g 

�Z���. 5c��;/ �Z���$�� “Application Submitted Successfully ”-�  

���no ����A ��?�#. 

 

    ���3 ����� �:Yl�� �Z[N� -��<��+. �������  
Salary Matters � Provident Fund (PF)-GPF Temporary Advance Approval -� ���� 
�p� Approval  ��1�� -3���. ����� ����3 5c��;/ �Zf� 
�q��
�( ��(&�r ��� ��?�# �����/ View  C.X `�g 
�Z��� select  `�g �Z[N�$�� �2��# FORM II ��1��7
/ �����#. 
=��� .��������3 ���6# &�&�L  �B��Y��
���+ Special reason 

for granting the advance 
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      �����7���3 ���63��� ���p ��� ��� �C�g) 
��?�( �p���# .=��� 05&�� GPF ����*�ON ����� 

WJ25%��� upper monetary  limit revised ����� ��?�( �p���# .�A 
���5��ON �7�� 05&�� ��?�� Department, Office, Designation, 
Name  ����$� �C�g5��  ����# �57gh �Z[N�.����� ���p 
��� ��?�� �C�g5�� Approval / Rejection comments   0�Y/ �Z��� 
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.����� ���p ��� L�� certificate ��?�# ������h �Z��/ 
��?�� �C�g5�# ��g  �Z���. ����� ���p ��� ���/ 
Wd�( ��?�#  (1) Approve (2)Generate Draft order (3)Reject  =��� �*
# 
Generate Draft order `�
/ �ZfA  ����� ������ 	�����?��� 
����	� �
�# ��;N��9�� Reject �Z[�#. 	�� ��?��� 
�:Yl@ �%��# (Approval �������U ��($/ DSC (Digital Signature 

Certificate) �?gh �Zf����
?#)  ��� ��/ ��n/ ��  �  s  ����� 

���M �B�3���
� Form II :���/ -��
�#. 

  ���3 ����� Claim Approval �+  ������� Accounts�Claim Approval 

-� Wd���� `�g �Z[N�$�� ����3 :����;/ �Zf� 
`��# 7�t/ �Z[�Y��#. ����� Select -� 7�9��  `�
/ 
�Z[N�.���U ���p Approve, Reject -����� ��/ C.?���  
��?�#. ����7 Approve -� C.?��  `�
/ �Z[N�.  
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=��   Accounts � Bill � Make bill from Approved Claims  -� ���� `�
/ 
�ZfA DDO Code, Nature of Claim -��� �57gh �Z[N�. ��� ��/  ��# 
�:�B@ �ZfA `��# 7�t�� Select -� 7�9��  `�
/ �Z[/A Make 

Bill -� C.?�� `�
/ �Z[N�. Make bill `�g �ZfA �X�J# ��� 
�p�u��  ���p Print -� L�� C.X  �B�� ��?�( �p���# . 
����  `�
/ �ZfA  :���/ -��
�#. �����/ C�78/ Accounts-Bills-

E_Submit Bill -� ���� ���K� E_Submit �Z[������+. 
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 :��%���� C�78�������Y# Form II  (Application and Sanction)��:�# 

5��Y�O�� ���. �B���� Form II �� L�� ���Y� :��%� 
�J25�
/ :���
�# �������+. 

Cancel Processed  Bill 

   C�78�� ��;N ^��9�� :��%����  =-5c���(   ��3� 
�p�u�� :��%����   �%u� �
�(5� �Z������/.:��%� 
L/c1M( ����	� �
�������� Accounts-Bills�View prepared contingent 

claims  -� Wd���� ����	� �
������+ .����� t�;) 
rejected �+ ��?�
��A -9��  Accounts � Bills � Cancel Bill -� 
�������  :���	�
��. ��Y��  ��# 1��%;/ �Zf� C�78�U 
���� ��g ��K�Y��3� Cancel  C.X  `�
/ �ZfA Claim Entry ���� 
&�72;/ �Z[�#. =��U Accounts �������  Claim Entry -� 5c 
�������  `�
/ �Z[N�. ����  ��# 1��%;/ �Zf� �`��# 
-U:��/ 7�t/ �Zf����
�#. =��U ������< Select 7�9��  `�
/ 
�Z[N�. ��Y��  `��# -(:�� �Zf� 12��
����� 7�t/ 
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��?�Y��#. ����� Delete Claim -� C.X  ��?�#. =���  `�
/ 
�ZfA V �`��# -U:��  &�72;/ �Z[�#. V �:Yl�� �Zf� 
�� -v 5�r�( W�&� ��;N ^��9��  �
�(5� �Z��# 
������� Salary Matters �Provident Fund (PF) �Cancel Approved GPF Temporary 

Advance Sanction order  =���� GO �%u� �
�(5� �Z[������+. 

 

 


