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GIal QIS SR crolad Saa as.

ODISHA POWER TRANSMISSION CORPORATION LIMITED
(A Government of Odisha Undertaking)
Regd.Office: OPTCL TECH TOWER, Janpath, Saheed Nagar, Bhubaneswar-751007.

Lifeline of Odlisha CIN: U41020R2004SGC007553

No. OPTCL-14015/25/2025-EE- pQ 7/ /Dated, OY.02.2026
OFFICE ORDER

(SAP 0.0 No. 1000000187) / Ms. Bhadra Bharadwaj, Manager (Law), [Emp ID- 70577], Legal Cell,
Hars Office, OPTCL, Bhubaneswar is hereby deputed to GRIDCO Ltd., Bhubaneswar, as per the
existing deputation terms and conditions until further orders.

She will be relieved from her present assignments by relinquishing her charges.

The deputation order shall be carried out in SAP only. The concerned Executive is
requested to process the Relieving and Charge Handing over in SAP.

This issues with the approval of the Competent Authority.

Jd\/\ Ahapalya

CHIEF GENERAL MANAGER (HRD)
MemoNo.: ) 872 / Dated, (7‘7’ O'S’ 20&'6
Copy to person concerned for information and necessary action. The detailed Manuil of
Relieving and Charge Handing over processes through SAP is enclosed for reference.

ASST. MANAGER (HRD) EE

MemoNo.. |37 3 /Dated, 0Y.02. 203¢,

Copy to All CGMs /All (O&M) Zones /Company Secretary, OPTCL / All Sr. GMs / All Circles
through webmail for information and necessary action. ,;

ASST. MANAGER (HRD) EE

MemoNo.: |87 /Dated, DY.02. 2026
Copy to GM (HRD), SAP / GM (HRD), MPPR / GM (HRD), NEE OPTCL Hars.,
Bhubaneswar/ DGM (HRD), GRIDCO / Land Officer/ HR Data Base Cell / PA Cell / Vigilance Cell,

OPTCL Hgrs., Bhubaneswar for information and necessary action.

ASST. MANAGER (HRD) EE
MemoNo.: |RF7( / Dated, 0Y/. 02-202¢
Copy forwarded to the CGM (Tel) I/c IT Cell, OPTCL, Bhubaneswar for uploading the

scanned copy of the Order in the OPTCL Official Website.
N

ASST. MANAGER (HRD) EE
Cc to:-

1) Sr.PS/PS to CMD, OPTCL/MD, GRIDCO for kind information of CMD, OPTCL and MD,
GRIDCO.

2) TA/ PS / Steno to Functional Directors of OPTCL / GRIDCO Ltd., for kind Information to
Directors.
3) Personal File of concerned Officer.
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ANNEXURE- 1

TERMS AND CONDITIONS OF DEPUTATION FOR THE EMPLOYEES OF OPTCL

1. Deputation: The deputation period will be counted from the date of relieve of the officer from
OPTCL till his/her re-joining on reversion to OPTCL service. :

2. Deputation Period: The deputation will be initially for a period of two years and extendable
up to a maximum of seven years at any instances. '

3. Pay on Deputation:

During the period of deputation, the employee will have the option either to get his/her pay
fixed in the deputation post under the operation of normal rules in borrowing office or to fix
his/her pay of the post held in parent department i.e OPTCL. In both the cases pay shall be
drawn at borrowing office.

The option once exercised shall be final except that on each occasion when such an employee
receives proforma promotion in parent department or reverted to a lower grade in the parent
department, a fresh option is allowed to the employee.

4. Dearness Allowances: During the period of deputation, the employee will be entitled to draw
the Dearness Allowances under the rules of the parent Department or under the rules of the
borrowing Department according to the option exercised to draw the scale of pay under par-
ent Department or in the scale attached to the post in borrowing office.

5. Accommodation & Licenses fees /House Rent Allowance:

During period of deputation the employee can retain the OPTCL quarters occupied by him/
her. The concerned DDO will intimate the license fee etc. of the said quarter to the DDO of the
borrowing office who in turn deduct the exact amount from the salary of the employee and
deposit the same with the DDO, OPTCL regularly.

OR

The employee will be allowed to draw House Rent Allowance (HRA) under the rules of the par-

ent Department or under the rules of the borrowing Department according to the opton ex-

ercised to draw the scale of pay.

6. TA, TTA, Transit Pay, Other dues:

a) The transit pay and TA for joining in the post of deputation and for re-joining on reversion

from deputation on expiry of terms of deputation shall be borne by the borrowing office.

b) During the period of deputation, the employee will draw TAMTA under rules of the bor-
rowing office or under the rules of the parent employer as per his/her option exercised to
draw the scale of pay and the expenditure shall be borne by the borrowing office.

¢) During the period of deputation, the employee will be governed by the LTC rules of the par-

ent employer i.e OPTCL and shall be borne by the borrowing office.

(d) The employee shall have the option to avail the medical facilities admissible under rules of
the borrowing department or under the rules of the parent department as per his/her op-
tion exercised to draw the scale of pay and shall be borne by the borrowing office.

7. Promotion: If the employee is considered for promotion to any post by the borrowing office,
the borrowing office shall obtain prior concurrence of the parent office.
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8. Service: The employee will continue to be borne in the OPTCL service during the period of his/
her deputation. .
9. (i) Contribution under GPF:
(a) Provident Fund contribution at the rate 10% of Basic Pay for each month to be deducted
from the salary of the employee.
{b) Employer’s Pension contribution rate on Basic Pay for each month of deputation period
will be borne by the borrowing office. (The rate will be as per Appendix-9 of OSC).
(c) Leave salary contribution at the rate of 11% of the pay per month or at the rates in
force from time to time.
(d) Gratuity contribution at the rate of 4% of the pay per month
(e) The monthly amount as per (a), (b) (¢) & (d) is to be remitted to OPTCL.

(ii) Contribution under NPS:

(a) Employees share of NPS contribution at the rate 10% of Basic Pay and DA for each
month is to be deducted from the salary of the employee.*

(b) Employer’s share of NPS contribution at the rate 14% of Basic Pay and DA for each
month of deputation period will be borne by the borrowing office.*

(c) Leave salary contribution will be borne by the borrowing office at the rate of 11% of the
pay per month or at the rate in force from time to time.

(d) Gratuity contribution at the rate of 4% of the pay and DA per month.

(e) The remittance of the monthly amount as per (a), (b) (C) & (d) is to be remitted to the
Funds Section, OPTCL with intimation to the executive establishment, OPTCL.

*The rate of Employee / Employer share may change as and when the change is notified by
Govt.

10. Charges for delay in contribution payment.

a) Contributions are due to be paid within seven days from the month in which the pay re-
lating to the month to which the contribution relate is drawn by the officer concerned.

b) Interest on unpaid contributions shall be levelled at the rat® of two paise per 100 a day
upon the amount due, from the date of expiry of seven days up to the date on which
the contribution is finally paid.

11. DA on Leave Salary: The borrowing office shall be liable to bear DA on leave salary in re-
spect of leave taken by the officer during the period of his/her deputation or on termination
thereof.

12. Leave salary in respect of any disability: The borrowing office shall also be liable to pay
leave salary in respect of any disability incurred in and through deputation Service even
though such disability manifests just after termination of deputation Service.

13. Financial Benefits: The employee shall not be entitled to any other remuneration or conces-
sion or pecuniary value unless it is specified in the terms of the deputation without specific
sanction of the parent emplover.

14. Over payment: Over payment if any made by the borrowing office / authority, will be re-
covered from the official even after the expiry of terms of deputation Service.
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ANNEXURE- I1

1) The NPS Employee's & Employer's contribution on month ly basis may be remitted to

Bank : UNION BANK OF INDIA.

Branch : Main Branch, Bhubaneswar.

Account Name: OSEB EPF TRUSTEE BOARD-NPS A/C
A/C No.: 380802010020965

[FSC : UBIN0538086

2 ) Leave Salary, Pension & Gratuity contribution on monthly basis may be remitted to

Bank Name- UNION BANK OF INDIA
Account Name- ODISHA POWER TRANSMISSION CORPN TD
woh Ce e
ﬂ\u'fmm \‘um;f er- 3808010100350
MICR Number- 7510; 2
IF “}i,m GS Code- U Hi‘”&ﬁy’b 086
Branch Address- Bhubaneswar Main Branch




Charge Report & Joining Report Submission Process in SAP
(In case of Transfer/ Promotion/ Additional Charge)

1. Transfer/ Promotion Initiation Notification:

a) Loginto SAP FIORI
O B Logon < [oF

<G & https://optclsapde.optcl.co.in:8443/sap/bc/ui2/flp?sap-client=110&sap-language=EN#Shell-home

OPTCL SAP EMPLOYEE PORTAL

YASH_USER24

Language

EN - English v

Change Password

Forgot Password?

b) Click on My Inbox Tile to check notification

Employee Self Services Payroll Services on Duty Application Al
[ Leave Request ) ,.:‘Ia‘v‘r‘awt'iupplication Charge Handover My Inbox ining Report mrﬁc:fm:p
2t a0 aa =19 11
(>
My Paystubs
View my paystubs
E

Payroll Services

Voluntary
Contribution

g

All Tasks (26) NOTIFICATION

(S

Search Q

Transfer Initiate Complete.

Voluntary Contribution
Yash HCM User-1 Medium Status:
Priorit

Crested on Sep 8, 2025, 5:36 PM

Voluntary Contribution
JYOTI BEHERA Medium

Voluntary Contribution
YASH_HCMO3 Medium

Transfer Initiate Complete.
Raulo Santosh Ku... Medium

On Duty Request

Workflow user Medium

Transfer action has been intiated. Please Initiate your Charge Handover [ Joining Process
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2. Charge Report submission:

A. Charge handover

a) Login as employee
b) Go to charge handover tile

W Home v

Payroll Services Employee Appraisal ESS APP mployee Self Services

Leave Request

A
2

Leave Application Charge Handover
Approver
S 10) &

My Inbox
All Items

5

The following screen will open.

w App Title v

Charge Report

Employee ID:

Designation:
Reference ID:

Position to be handed over:

Employee ID:

Designation:

Order No

Relieved Employee Details

00070759

Assistant General Manager-Electrical

File Name

Name:

Org Unit:

2 Reason:

2 Org Unit Of Relieved
Employee:

Relieving Employee Details

o Name:

Org Unit Of Relieving
Employee:

|}

Data Card.pdf

Joining Report My Paystubs
View my paystubs

E &2

Confidential

Q

(MM @ Attachment 8

Bisoi Chintamani

Note: Please click on the Attachment button to upload Charge Report / any other documents, if any
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Relieved employee details

c) Search drop down Reference ID
d) Select “Position to Handover” from dropdown

C (i_‘;’l hnps:.i.r‘opmlsapdﬂ.opul.no.h:BdﬂfsapfbcfuiZfﬁp?sap-dient-110&53p-languag::EMCHARGLHO_SEMON-mle a A {};} = .

Q

E&MR Sub-Division Puri
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Relieving employee Details

e) Select employee ID from drop down to handover the charge

<

f)  Click on attach document to upload documents related to Charge Handover
&« O G https://optclsapdel.optcl.co.in:8443/sap/bc/ui2/flp?sap-client=110&sap-language=EN#ZCHARGE_HO_SEMOBJ-create Q A Q_w o= .

upload

EXY  awrite

Q

Charge Report .
Relieved Employee Details
Employee ID: 00070759 Name:  Bisoi Chintamani
Designation:  Assistant General Manager-Electrical Org Unit:  E&MR Sub-Division Puri
Reference ID: 1000000018 Reason:  Transfer

Position to be handed over: 21010301

=) &) :

0Org Unit Of Relieved

Relieving Employee Details

E&MR Sub-Division Puri

Employee:

SACHIDANANDA PANDA

EHT (Construction) Division, Bhubaneswar

Employee ID: 00046707 o Name:
Designation:  Deputy General Manager-Electrical Org Unit Of Relieving
Employee:
Order No File Name
I 1000000018 ATTACHMENT.PDF (5).pdf o)

I -

Note: Please click on the Attachment button to upload Charge Report / any other documents, if any

g) After successfully filling all the details, Click on Initiate button (top right corner) to

submit the Charge Handover process
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B. Charge take over (Relieving Officer)

a) Relieving employee shall Log in SAP-FIORI and click on “My Inbox” Tile to view the
charge handover details initiated by the Relieved Employee.

23 optclsapdel.optcl.co.in:8443 fui2, nt=11C EN#
ETE o. @l SpineHRE03 O TimeSheetPortal .. @ New Tab 2 ! SA. Time Ev SA.. » 3 All Ba
My Inbox v Search In: Apps”

All Tasks (1) i=  Charge Report
Q C
Transfer

Medium
eciu Ready

Transfer

Medium

t received from Bisoi Chintamani Assistant General Manager-Electrical 00070759 posted at EAMR Sul ion Puri as per Office Order No J0018 dated 22.10.2025

\CCEPT to take over the charge.

< SAP My Inbox v
All Tasks (1) Charge Report

ac

Transfer

Transfer

Submit Decision

You selected "ACCEPT".

ted at E&MR Sub-Division Puri as per Office Order N
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C. Charge Report Approval by HOD

a) HOD shall Log in SAP-FIORI and click on “My Inbox” Tile to view the charge report. The
following details will be shown:

< w My Inbox Q

All Tasks (100) i= Charge Report Acceptance And Relieving Action
ac o B (&) (o)
Transfer o . .
Wiorkflow user Medium

Charge report request received on 22.10.2025 vide Office Onder No 1000000018
Relieved Employee And Relieving Employee Details.
transfer decision task

e . NDC Status of Relieved Employee:
Waorkflow user Medium Note: Before Relieving the employee, HOD should ensure to issug the NDC in favour of the employee.

Hand Over Employee Details

Emp ID : 00070758

Emp Name : Bisoi Chintamani

Designation: Assistant General Manager-Elecirical
Org Unit : E&MR Sub-Division Puri

transfer decision task

Workflow user Medium

Take Over Employee Details
Approval for Position Object
50000076. Emp ID : 00046707

Emp Name : SACHIDANANDA PANDA

D Deputy General Manager-El |

Qrg Unit : EHT (Construction) Division, Bhubaneswar

Workflow user Medium

Please click on RELIEVE ta relieve the employes.

Preek Saumenra HOD's Leave
Request

b) Click on Relieve Button to relieve the transferred out employee. The relieve date of the
employee shall be the system date and cannot be changed. Therefore, relieving in SAP should
be done on the same date.

Submit Decision

You selected "RELIEVE".

l Submit J Cancel
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c)

[«

After successful approval of Charge Report, the employee shall be relieved from his/ her
current place of posting and employee will receive a notification in the My Inbox Tile.

Transfer

RASA BIHARI

Created on Oct 22, 2025, 1:46 PM

@ @ @ @

Pursuant to Order No. 1000000018 you have been relieved from RASA BIHARI MOHANTYon 22.10.2025

EMP ID OF HOD : 00065061
NAME OF HOD : RASA BIHARI MOHANTY
Designation of HOD : Assistant General Manager-Electrical

ORG UNIT OF HOD : RASA BIHARI MOHANTY
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3. Joining Report Submission
A. Joining Report initiation by Employee

When the employee reports to the new place of posting, he/she is required to submit the Joining
Report in SAP only (both the main & additional charges)

Log in SAP-FIORI and click on “Joining Report” Tile to submit the Joining in the new place of posting.

& > G O https//optclsapdel.optcl.co.in:8443/sap/bc/ui2/flp?sap-client=110&sap-| EN#Shell-home Q A W 1= . - 0y

WHomev Q cpP

Payroll Services Employee Appraisal ESS APP Employee Self Services

Leave Request Leave Application Charge Handover My Inbox s
Approver All Items View my paystubs
i a0 a3 4 &

Confidential

Below screen will appear

Go to dropdown “reference ID” > select the SAP ID (In case of multiple orders, appropriate ID may
be selected).

& (C | @ hipsy//opiclsapdel.optcl.co.in:8443/sap/bc/ui2/fp?sap-client=1108sap-language =EN#zloiningReport_sem_obj-create a A ﬂ? = . - 0y
<« EX7 apprite v Q cp
Joining Report Initiate
Joining Report Details

Employee ID: 00070759 Name:  Bisoi Chintamani
Designation: ‘Org Unit:
Reference ID: = Reason:
Date:  22.10.2025 HOD Name:
Joining Position:
« G @ httpsy//optclsapde1.optcl.co.in:8443/sap/bc/ui2/flp?sap-client=110&sap-language=EN#zJoiningReport_sem_obj-create a A ) .

Select Reference ID
Search

Transfer

1000000018

Designation: Assistant General Manager-Electrical
Org Unit: Central Zone, Bhuba
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All other fields shall be filled up after selecting the Ref ID.

< (C O nhttps//optclsapdel.optel.co.in:8443/sap/be/ui2/fp?sap-client=110&sap-language=EN#zJoiningReport_sem_obj-create e A

< »-E‘ " App Title v

Joining Report

Joining Report Details

s

Q

Employee ID 00070759 Name: Bisoi Chintamani
Designation Assistant General Manager-Electrical Org Unit: ~ Central Zone, Bhuba
Reference ID 1000000018 =l Reason: Transfer
Date: 22.10.2025 HOD Name:  Senapati Jayanta Kumar

Joining Position: 20000007

Click on Initiate Button (Top Right Corner) to submit the Joining Report

B. Approval of Joining Report by HOD of new Org unit

g

CcP

HOD shall Log in SAP-FIORI and click on “My Inbox” Tile to view the Joining Report submitted by the

employee. The following details will be shown

<& > (G | O httpsy/optclsapdel.optel.co.in8443/sap/bc/ui2/fip?sap-client=110&sap-language=EN#Shell-home Q A W

w Home v

Employee Self Services Non-Executive Appraisal Non-Executive Admin Plant Maintenance

Employee Self Services

Leave Application My Inbox
Approver All ltems

#20 55

< w My Inbox v

All Tasks (55) %= Joining Report
Search Q C
L] L]
F's
Joining Report JOInlng Report
Workflow user Medium

Workflow user

. Created on Oct 22, 2025, 1:30 PM
Approval Request of Results recording

of Inspection lot 10000004917

i >
Workflow user Medium O @0
(&
A

Approval for Organization Object ICharge Report Initiates Work Flow: 1000000018 I
00310000.
Workflow user Medium
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Click on the Link Icon to view the details

{ SAP sAP
Menu
Employee No 70759 Joining Date ‘ """ e
Empl name Bisoi Chintamani New Position [20000007 }
Designation Assistant General Manager-Electrical
New Designation Assistant General Manager-Electrical
Org Unit Central Zone, Bhuba Employee ID 00000000
Office Order No 1000000018 Employee Name
Reason Transfer

Submit

Note :

Please select from the list of available positions which are vacant. In case of no vacancy, please contact HR Dept.

Joining date: The HOD may accept the joining date submitted by the employee or he/she may
change the joining date as per employee’s actual date of joining.

The submit button shall be enabled only in case where the position is vacant. In case, if any employee
is posted/ not relieved in the position, his/ her details shall appear under EMP ID/ Emp Name.

The HOD may relieve the existing employee first and then accept the joining report of the new
employee or the HOD can select any other vacant position by clicking on the “New Position” button.
If no position is displayed, HOD may contact Establishment for the same.

Click on Submit button to accept the Joining Report of the new employee.
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