


Functionality for issuing of Duty Cheque Pass has been enabled in HRMS
apply for it, online using the menu: Pass -> Duty Pass Menu 

Eligibility: All serving Railway Employees, including those under order of transfer (Transfer Out), can access this 
menu to apply for Duty Cheque Pass.  

  Employees whose Photo is not uploaded in the system won’t be able to apply for Duty Cheque Pass. 
                  Photo can be uploaded from ESS -> Edit My Details 

 Entitlement will be based on Pay Level as approved in Employee Master.

Duty Cheque Pass 

Functionality for issuing of Duty Cheque Pass has been enabled in HRMS Web Portal. All serving 
> Duty Pass Menu -> Applications: Apply For Duty Cheque Pass

All serving Railway Employees, including those under order of transfer (Transfer Out), can access this 

Employees whose Photo is not uploaded in the system won’t be able to apply for Duty Cheque Pass. 
> Edit My Details -> Photo & Signature. 

Entitlement will be based on Pay Level as approved in Employee Master. 

serving employees can 
Applications: Apply For Duty Cheque Pass 

 

All serving Railway Employees, including those under order of transfer (Transfer Out), can access this 

Employees whose Photo is not uploaded in the system won’t be able to apply for Duty Cheque Pass.  

 



Employees have to give details of the tour program as shown above while all the basic details are fetched from
Employee Master. The application can be sent to any Gazetted Officer 
which can be modified.  

 

Approval Process For Non-Gaz Employee:  

Duty Cheque Pass application can be approved by any Gazetted Officer. Present
For approval, pending applications can be approved under menu link 
Pending With Me 

Officers have option to either forward the application to any other officer or Sanction or Reject. If Sanctioned, it 
will show editable pass validity period starting from 3 days before the first “From Date” of the tour and 3 days 
after the last “To Date”. Officer can then preview & gener
employee. Thus the pass is generated along 
sent just like existing Privilege Pass. 

Employees have to give details of the tour program as shown above while all the basic details are fetched from
Employee Master. The application can be sent to any Gazetted Officer , who can be searched as per search range 

Duty Cheque Pass application can be approved by any Gazetted Officer. Presently there is no check on Pay Level. 
For approval, pending applications can be approved under menu link For Office Use:  Duty Pass Applications 

orward the application to any other officer or Sanction or Reject. If Sanctioned, it 
will show editable pass validity period starting from 3 days before the first “From Date” of the tour and 3 days 

Officer can then preview & generate the pass for the employee in case of Non
 with approval and can be accessed by employee. SMS notification is 

Employees have to give details of the tour program as shown above while all the basic details are fetched from 
ched as per search range 

 

ly there is no check on Pay Level. 
Duty Pass Applications 

 

orward the application to any other officer or Sanction or Reject. If Sanctioned, it 
will show editable pass validity period starting from 3 days before the first “From Date” of the tour and 3 days 

ate the pass for the employee in case of Non-Gazetted 
with approval and can be accessed by employee. SMS notification is 



 

Approval Process For Gazetted Employee:  

In case applicant is Gazetted employee, the approving authority
officer can then generate the pass from the menu item 

Gazetted Officers have the option of selecting family while generating pass. The option of selecting attendant is 
provided to all employees in Pay Level 6 and above.

 

licant is Gazetted employee, the approving authority can select Sanction and Submit. The applicant 
officer can then generate the pass from the menu item Reports: My Duty Program 

Officers have the option of selecting family while generating pass. The option of selecting attendant is 
provided to all employees in Pay Level 6 and above. 

 

 

can select Sanction and Submit. The applicant 

Officers have the option of selecting family while generating pass. The option of selecting attendant is 



My Duty Program menu shows the status of all applications and in case of sanctioned program, it gi
view ePass and generate ePass in case of Gazetted Officers. 
here before sanction or rejection. 

Creation of Pass Directly by Gazetted Officer

Gazetted officers can themselves create cheque 
can be done using the menu item Create Cheque Pass for Non
The pass is generated upon sanction and employee is notified by SMS.

 

Ticket Booking on Duty Cheque Pass: 

 Booking of tickets on Duty Cheque Pass is done in the same way as Privilege Pass. PIN is notified in phone and 
email and it can be resent from My Duty Program menu.

 

My Duty Program menu shows the status of all applications and in case of sanctioned program, it gi
ass in case of Gazetted Officers. Applicants can also withdraw their application from 

Creation of Pass Directly by Gazetted Officer 

fficers can themselves create cheque pass for Non-Gaz employees even if they do not apply. The same 
Create Cheque Pass for Non-Gazetted Staff (BY OFFICER)  

The pass is generated upon sanction and employee is notified by SMS. 

Booking of tickets on Duty Cheque Pass is done in the same way as Privilege Pass. PIN is notified in phone and 
Duty Program menu. 

My Duty Program menu shows the status of all applications and in case of sanctioned program, it gives option to 
can also withdraw their application from 

 

Gaz employees even if they do not apply. The same 
 under Office Use. 

 

Booking of tickets on Duty Cheque Pass is done in the same way as Privilege Pass. PIN is notified in phone and 



Limitations on number of Duty Cheque Pass

Presently there is no limit on number of times Duty Cheque Pass can be availed. It is understood that on the same 
day an employee may need multiple duty cheque passes for shorter r
if multiple Duty Cheque Passes exist for any employee, sanctioning officer gets a warning message along
details of existing applications. Similarly, If Gazetted officer issues cheque pass to staff on his own
message for existing applications is popped up.

Cancellation Of Pass: 

A pass can be cancelled if no PNR is booked against it. If PNR is already booked, it should be cancelled before 
cancelling the pass. The cancellation request is forwarded to 
can accept cancellation/reject or forward it to any other Gazetted Officer. 

Pass can also be cancelled by the officer directly by using the option in the menu 
Me. 

If application is not sanctioned / rejected yet, it can be withdrawn. All these actions are provided in 
Program. 

Reassignment of pending Duty Cheque Pass: 
restricted to Unit Admin. 

Reports: 

1. My Duty Program 

Employees can see details of all their duty cheque passes alongwith status. They can view generated pass here, 
resend sms/email, withdraw unsanctioned application or cancel unused pass.

2. Duty Programs Sanctioned By Me 

Access to Gazetted Officer is available for 
option to cancel the pass from here. 

3. All Cheque Passes for your Unit 

This report shows all cheque passes of last 3 months of the unit. This can be restricted to Unit Admin.

Apart from above, No specific role in HRMS is required for applying or approving Duty Cheque Pass.

Limitations on number of Duty Cheque Pass per employee: 

Presently there is no limit on number of times Duty Cheque Pass can be availed. It is understood that on the same 
day an employee may need multiple duty cheque passes for shorter routes. But one check has been provided that 

multiple Duty Cheque Passes exist for any employee, sanctioning officer gets a warning message along
Similarly, If Gazetted officer issues cheque pass to staff on his own

message for existing applications is popped up. 

A pass can be cancelled if no PNR is booked against it. If PNR is already booked, it should be cancelled before 
cancelling the pass. The cancellation request is forwarded to the authority, who had sanctioned the pass. 
can accept cancellation/reject or forward it to any other Gazetted Officer.  

Pass can also be cancelled by the officer directly by using the option in the menu Duty Programs Sanctioned By 

rejected yet, it can be withdrawn. All these actions are provided in 

Reassignment of pending Duty Cheque Pass: Option is given to re-assign pending duty cheque passes. This can be 

Employees can see details of all their duty cheque passes alongwith status. They can view generated pass here, 
resend sms/email, withdraw unsanctioned application or cancel unused pass. 

 enlisting all duty programs sanctioned by them. Officers also have 

This report shows all cheque passes of last 3 months of the unit. This can be restricted to Unit Admin.

Apart from above, No specific role in HRMS is required for applying or approving Duty Cheque Pass.

Presently there is no limit on number of times Duty Cheque Pass can be availed. It is understood that on the same 
outes. But one check has been provided that 

multiple Duty Cheque Passes exist for any employee, sanctioning officer gets a warning message along with 
Similarly, If Gazetted officer issues cheque pass to staff on his own, warning 

 

A pass can be cancelled if no PNR is booked against it. If PNR is already booked, it should be cancelled before 
who had sanctioned the pass. They 

Duty Programs Sanctioned By 

rejected yet, it can be withdrawn. All these actions are provided in My Duty 

assign pending duty cheque passes. This can be 

Employees can see details of all their duty cheque passes alongwith status. They can view generated pass here, 

nlisting all duty programs sanctioned by them. Officers also have 

This report shows all cheque passes of last 3 months of the unit. This can be restricted to Unit Admin. 

Apart from above, No specific role in HRMS is required for applying or approving Duty Cheque Pass. 


