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OFFICE ORDER 

 
Subject: Revised Procedure for Issuance of Vigilance Clearance Certificate 

 
           It is hereby informed to all faculty, non-faculty, nursing faculty and staff of the Institute that the 
revised procedure for obtaining Vigilance Clearance Certificate has been approved by the Competent 
Authority and shall come into effect immediately. 
 
 The following procedure shall be followed henceforth for seeking Vigilance Clearance: 
 

1. The faculty/employee/staff requiring a Vigilance Clearance Certificate shall download the 
prescribed “Proforma for Seeking Vigilance Clearance” from the Institute website under the 
‘Download Tab’ or obtain a hard copy from the Establishment Branch (Administration). 

2. Serial Nos. 1 to 11 of the Proforma are to be filled in by the applicant carefully and completely. 
3. The duly filled-in Proforma shall then be submitted to the Establishment Branch along with the 

application letter of the concerned employee with remarks of the concerned respective HoD. The 
same may be done by physical submission or through e Receipt. 

4. The Establishment Branch will peruse the application and fill in the remaining serials except Serial 
No. 18, after due verification of the service particulars and records. 

5. The Proforma will thereafter be forwarded to the Chief Vigilance Officer (CVO) of the Institute. 
6. The CVO shall scrutinize the Proforma, verify the vigilance status of the concerned employee, and 

fill in Serial No. 18. If the employee is found clear from the vigilance angle, the CVO shall sign the 
Proforma accordingly. 

7. The signed Proforma shall then be returned to the Establishment Branch, who shall: 
 

 Initiate a noting in the personal e-file of the concerned employee on the e Office system, and 
 

 Route the file through proper channel for seeking approval of the Competent Authority. 
 

8. Upon obtaining the approval of the Competent Authority, the Establishment Branch shall issue the 
Vigilance Clearance Certificate to the concerned employee. 

 
All employees are advised to strictly adhere to the above procedure to ensure timely processing of their 
requests for Vigilance Clearance. 
 
 This issues with the approval of the Competent Authority. 
 
 
 
 
 
 
 

I/c Administrative Officer 
 
 
To 
Team AIIMS, Mangalagiri. 
Copy to: 
1. ED/Dean/MS/DDA/FA, AIIMS, Mangalagiri 
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