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अͨखल भारतीय आयुͪ व[£ान सèंथान ,रायपुर (छƣीसगढ़) 
All India Institute of Medical Sciences Raipur (Chhattisgarh) 

G. E. Road, Tatibandh, 
Raipur-492 099 (CG) 

www.aiimsraipur.edu.in 

Admin/Rec./DR/Group ‘A’ /2019/ NGP/718                                                                          Dated: 08.02.2019 

RECRUITMENT TO THE POST OF REGISTRAR (GROUP ‘A’) 
ON DIRECT RECRUITMENT BASIS IN AIIMS, NAGPUR  

 
Opening Date:    21.02.2019 
Closing Date:     16.03.2019 

                  
The Ministry of Health and Family Welfare, Govt. of India has entrusted the 

responsibility upon AIIMS Raipur for filling up Group ‘A’ post on Direct 
Recruitment basis for AIIMS Nagpur, Maharashtra. 

2. AIIMS Raipur invites online applications from the citizens of India for 
recruitment to the post of Registrar (Group ‘A’) on Direct Recruitment basis for All 
India Institute of Medical Sciences (AIIMS), Nagpur, Maharashtra as per details 
given below:-  

 

This post is identified suitable for PwD:  

Physical Requirement 
Categories of Disabled 
Eligible for the post 

S.ST.W.SE.H.C OA.OL.B.LV.HH 

* Persons with disabilities as per the detail given below: 

Sr. 
No. 

Name of the Post, Pay-band & Grade Pay and Essential 
Eligibility Conditions. 

Upper Age 
limit for 
Direct 

Recruitment 

Number 

of 
Vacancies 

1. Name of the Post:  Registrar 
 
Pay Scale: 
Rs. 78800-209200/- (Level 12, Cell No. 1 As per 7th CPC)  
 
Qualification: 
  

1. Essential: 
i. A graduate of a recognized University. 
ii. Seven years experience of administration in a supervisory 

capacity or as a teacher in a University/teaching 
institution including conduct or examination and 
admission and assignment of teaching programmes for 
under graduate and postgraduate etc. 

2. Desirable: 
 i. A postgraduate degree in Science. 
 

Up-to 35 
years 

 
UR-01 
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ABBREVIATIONS USED : S=Sitting, ST=Standing W=Walking, SE=Seeing, 
H=Hearing, C=Communication, OL=One Leg, OA=One Arm, B=Blind, LV=Low 
Vision, HH= Hearing Handicapped. 

NOTE-I: 

1. Age and all other qualifications (Educational and Experience) will be 
counted as on the last date of receipt of application i.e. 16.03.2019. 
Experience will be counted after the date of possessing essential 
educational qualification. 
 

2. The above vacancies are provisional and subject to variation. The Director, 
AIIMS, Raipur reserves the right to vary the vacancies including reserved 
vacancies as per the Govt. of India rules/circulars and requirements.  
 

ABBREVIATIONS: 

EQ: Essential Qualification, DQ: Desirable Qualification, UR: Unreserved, GEN: 
General, Ex-S: Ex-Serviceman; GOI: Government of India; CBT: Computer Based 
Test; PwD: Person with Disability; 
 
3. GENERAL CONDITIONS 
 
i.  The aspiring applicants satisfying the eligibility criteria in all respect can 
submit their application only through ON-LINE mode. The On-line registration of 
applications will be available only on AIIMS Raipur website  www.aiimsraipur.edu.in 
from 21.02.2019 (11:00 A.M.) to 16.03.2019 up-to 5:00 P.M. 
 
ii. The requisite experience should be in a teaching institution/University. 
Administrative experience/Teaching experience in any other type of organization 
will not be considered. 
 
iii. The applicants applying in response to this advertisement should satisfy 
themselves regarding their eligibility for the aforesaid post and must fulfil all the 
eligibility criteria on or before 16.03.2019, failing which their application will be 
rejected. Candidature of applicants shall be purely PROVISIONAL at all stages of the 
recruitment process. 

4. HOW TO APPLY: 

Candidates must fill in the online application form as per the procedure given 
in Para 6 of this Notice and take a printout of the same. Duly signed print out of 
your application form along with self-attested photocopies of all the 
documents in support of age, educational qualification, experience, category 
etc MUST be sent by Speed/Registered Post to Recruitment Cell, 3rd Floor, 
Medical College Building, Gate No.-05, AIIMS Raipur, G.E. Road, Tatibandh, Raipur 
(C.G.) Pin 492099, within 15 (Fifteen) days from the last date of submission of 
online application form failing which your candidature will not be considered 
for the above said post. 

The envelope should be super-scribed “APPLICATION FOR THE POST OF 
REGISTRAR, AIIMS NAGPUR”.  
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Candidates who wish to apply for more than one post should apply separately 
for each post and pay the application fee for each post. 
 
5. APPLICATION FEE AND MODE OF PAYMENT: 

 For Unreserved Candidates :  Rs. 2,000/- (Rupees Two Thousand Only) 
 For Person with Disabilities : Exempted. 
 

Application fee is required to be remitted online only. Any other instrument of 
payment is not acceptable. Please make sure to correctly mention the Transaction 
number, Date/Time and Bank of which remittance is made in your application 
form for reconciliation. Also make sure to get the confirmation of the successful 
remittance by your bank and retain the proof of the same which may be required 
at the time of document verification. The application fee is non-refundable. 

 
6.  PROCEDURE TO FILL ONLINE APPLICATION AND PAYMENT OF FEE 

 

(A)  For filling up of online application, candidates must have the following 
  pre-requisites ready:-  

i. Valid e-mail ID 
ii. Scanned recent Passport size photograph of candidate (in JPG 

   format) 
iii. Scanned signature of the candidate (in JPG format) 
iv. Online payment detail of the required application fee 
v. Aadhar Card 

(B)  Guidelines for scanning the photograph & Signature: 
 

Before applying online a candidate will be required to have a scanned (digital) 
image of his/her photograph and signature as per the specifications given 
below: 

 
(i) Photograph: 

 

- Photograph must be a recent passport size colour picture.  
- The picture should be in colour, against a light-coloured, preferably white,      

background.  
- Caps, hats and dark glasses are not acceptable. Religious headwear is 

allowed but it must not cover your face. 
- Dimensions 200 x 230 pixels (preferred)  
- Size of file should be between 80 kb–100 kb  
- Ensure that the size of the scanned image is not more than 100 KB.  
 

(ii) Signature: 
 

- The applicant has to sign on white paper with Black ink pen.  
- The signature must be signed only by the applicant and not by any other 

person.  
- The signature will be used to put on the Hall Ticket and wherever necessary.  
- If the Applicant’s signature on the answer script, at the time of the 

examination, does not match the signature on the Hall Ticket, the applicant 
will be disqualified.  

- Dimensions 140 x 60 pixels (preferred)  
- Size of file should be between 50 kb – 80 kb  
- Ensure that the size of the scanned image is not more than 80 KB. 
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(C)   While applying online, in the preview of the form, the candidate’s Photo 
and Signature must be clearly visible to candidate, if photo/signature image is 
small in size or not visible in preview on website, then it means that the 
photo/signature is not as per the AIIMS prescribed format and your application 
will be rejected. So, be careful while uploading your photo and signature.  

 
(D)  Applicants must fill all the fields carefully since after submission of 
online application request for change in any information at any later stage will 
not be considered. 
 
(E)        Candidate may access the online application portal by clicking on the 
link (RECRUITMENT TO THE POST OF REGISTRAR (GROUP A) ON DIRECT 
RECUITMENT BASIS IN AIIMS NAGPUR) mentioned in the website 
(www.aiimsraipur.edu.in). 
 
(F)  Candidate may view various section viz. Advertisement, press release, 
helpline number, contact details, along with link to proceed for registration and 
further processing of the form. 
 
(G)  First time user shall click on the new registration link and fill the 
details correctly as mentioned. 
 
(H)  After completing the registration part candidate will receive the user ID 
and password through SMS on the registered mobile number and through E-mail 
on the registered email address. The same ID and Password shall be displayed on 
the logged screen. Candidates are requested to note down the User ID and 
password. Candidates are also advised to take a print of the Registered 
Application Form for their records and future reference.  
 
(I)  After registration part, the candidate may continue with the form filling 
process or may log out form the registration part. 
 
(J)  The candidates already registered shall click on existing user link and 
fill the correct user ID and Password for continuing the form filling process. In 
case of incorrect User ID/Password click on the ‘forgot password’ link. 
 
(K)  The candidate are requested to fill the correct details regarding 
name/age/sex/caste/address/educational qualification and other relevant fields 
mentioned in the application portal. Candidates are advised to upload the 
relevant documents/photographs in the desired format only. 
 
(L)  Once the details are correctly filled the candidate may proceed for the 
fee payment. 
 
(M)  Once a candidate clicks on SUBMIT button, a page containing some 
important instructions for payment, a Payment Reference Number and a Link to 
make payment of Application Fee will open. Candidates may please note that 
unless they make the payment of Application Fee, their application will be treated 
as INCOMPLETE.  Candidates who want to pay at later stage can use this 
Payment Reference Number for re-login and making the payment in order to 
complete  his/her Registration. 
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(N)  Once a candidate clicks on button for making the payment, they will be 
redirect to the Payment gateway site. There are various options available for 
payment on SBI site viz. SBI Internet Banking, other major bank’s Internet 
Banking; Debit/Credit Cards. Additional charges viz. bank charges, service tax 
etc. incurred while making online payment of application fees will be borne by the 
candidate.  

 
(O)  Candidates who opt for any Online Mode of Payment like Credit 
Card, Debit Card or Net banking: After making the successful Payment they will 
immediately be redirected to (www.aiimsraipur.edu.in) for generation of 
Registered Application Form. Candidates are advised to take a print of the 
Registered Application Form for their records and future reference. Thus the 
process for Registration of candidates who have to pay Application Fee gets 
completed. The Registration number along with Date of Birth can also be used for 
downloading the Admit Card 15 days prior to the date of examination which shall 
also be notified in the designated website i.e. www.aiimsraipur.edu.in 

  
(P)  Once form is submitted there shall be no provision for making changes 
in the application form.  

 

 
(Q)  Payment of application fees by any other mode viz Cash, Cheque, 
Money Orders, Postal Orders, Pay Orders, Banker’s Cheques, Postal Stamps, etc., 
will not be accepted. Such applications will be summarily rejected. The decision of 
Director, AIIMS Raipur in this regard shall be final and binding. 
 
,  

7. CRUCIAL DATE FOR ESSENTIAL QUALIFICATIONS (EQ) & AGE LIMIT: 
 
(i)  Essential Qualifications (EQs) & Age Limit for each Post are mentioned in 
Para - 2 of this Notice. 
 
(ii).  The Crucial Date for determining the possession of ‘AGE AND ESSENTIAL 
QUALIFICATION (EQs)/EXPERIENCE’ will be the closing date for filling up 
Registration Part/Application part of the application i.e.16.03.2019. 
 
(iii)  Before applying for the post, the candidates must ensure that they possess 
the ESSENTIAL QUALIFICATIONS including Experience wherever it is prescribed as 
Essential Qualification and also meet the Age Limit as on the crucial date 
mentioned in Para 7(ii) above. 
 
(iv)  For posts where EXPERIENCE in a particular field/discipline for a specified 
period has been indicated as an ESSENTIAL QUALIFICATION, the applicants should 
submit self-attested copy of CERTIFICATE in the prescribed format [APPENDIX-I] in 
support of their claim of possession of Experience in that field/discipline from the 
Competent Authority along with the print out of the application, failing which their 
application shall be rejected.  
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(v)  If candidates claim that their Educational Qualifications are EQUIVALENT to 
the prescribed Essential Qualifications, it is the responsibility of the candidates to 
submit the necessary Documents/Certificates (Order/Letter with Number & Date) 
in support of equivalence, issued by the Government of India or by the Competent 
Authority from which they obtained the Educational Qualification, failing which 
their application shall be rejected.  
 
8. AGE RELAXATION:  

Relaxation in age will be as per Government of India rules. Relaxation in 
upper age limit is admissible only when the applicant claims the same in the online 
application form & also properly fill the CATEGORY CODE. Relaxation in upper age 
limit is admissible to eligible categories of applicants as under: 
Category 
Code No. 

Category  Age Relaxation permissible beyond the Upper age limit. 
  

01 PH 10 years 

02 Ex-
Servicemen 
and 
Commissio
ned Officers 
including 
ECOs/SSC
Os – for 
Group A & 
B posts 

(a) Five years subject to the condition that on the closing date 
 for receipt of applications the continuous service  rendered in the 
Armed Forces by an Ex-Serviceman is not less than six months after 
attestation. This relaxation is also available to ECOs/SSCOs who 
have completed their initial period of assignment of five years of 
Military Service and whose assignment has been extended beyond 
five years as on closing  date and in whose case the Ministry of 
Defence issues certificates that they will be released within 3 months 
on selection from the date of receipt of offer of appointment. 
Candidates claiming age relaxation under this para would be 
required to produce a certificate in the prescribed proforma to the 
AIIMS, Raipur. 
 

 NOTE: Ex Servicemen who have already secured regular 
 employment under the Central Govt. in a Civil Post are
 permitted the benefit of age relaxation as admissible for Ex-
 Servicemen for securing another employment in any higher post 
 or service under the Central Govt. However, such candidates 
 will not be eligible for the benefit of reservation, if any for Ex-
 Servicemen in Central Govt. jobs. 
 

b) In order to qualify for the concession under (a) above, 
candidates concerned would be required to produce a certificate that 
they have been released from the Defence Forces. The certificate for 
Ex-Servicemen and Commissioned  Officers including ECOs/SSCOs 
should be signed by the appropriate authorities specified below and 
should also specify the period of service in the Defence Forces:- 
(i) In case of Commissioned Officers including ECOs/SSCOs: 
Army: Dte. of Personnel Services, Army Headquarters, New Delhi.  
Navy: Dte. of Personnel Services Naval Headquarters, New Delhi.   
Air Force: Dte. of Personnel Services, Air Headquarters, NewDelhi. 
 

(ii) In case of JCOs/ORs and equivalent of the Navy and Air 
 Forces: 
Army: By various Regimental Record Offices.  
Navy: Naval  Records, Bombay  
Air Force: Air Force Records, New Delhi. 
NOTE- Other provisions relating to ExS will be as per the 
existing GOI instructions.  
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9.  CONDITIONS ON SEEKING FEE CONCESSION, AGE-RELAXATION, ETC.- 
CERTIFICATES TO BE PRODUCED AT THE TIME OF DOCUMENT 
VERIFICATION 

 
A. FOR PHYSICALLY HANDICAPED (PH) (PERSONS WITH DISABILITIES) 

 APPLICANTS: 
 
i) PWD candidates with disabilities  mentioned in para 2 of this notice, 
with minimum of  40% or above disability are eligible for FEE CONCESSION, 
AGE-RELAXATION, RESERVATION etc. for the posts identified suitable for 
PWD. 
 
ii)  At the time of document verification, they shall invariably submit, 
along with the print out of their Application Forms, the requisite Certificate as 
per FORMAT applicable (Appendix-II) of the Notice, otherwise, their claim for 
PH (PWD) status will not be entertained. 
 
B. INSTRUCTIONS FOR EX-SERVICEMEN: 
 

Candidates fulfilling the conditions for claiming relaxation as                     
Ex-Servicemen are required to submit the certificates in the prescribed format 
(Appendix-III) at the time of document verification. 

 
NOTE 1:  If any document/ certificate furnished is in a language other 
than Hindi or English, a transcript of the same duly attested by a Gazetted 
officer or notary should be submitted. 

NOTE 2: Formats of certificates (PH) are also available in the website of 
AIIMS, Raipur. 

10. REASONS FOR REJECTION/CANCELLATION OF APPLICATION: 
 
APPLICATIONS / CANDIDATURE OF APPLICANTS ARE LIABLE TO BE 
CANCELLED/REJECTED SUMMARILY OR AT ANY STAGE OF THE RECRUITMENT 
PROCESS IN THE EVENT OF ALL OR ANY OF THE FOLLOWING: 
 
i.  Applications being incomplete. 
ii.  Any variation in the Signatures. 

[All the SIGNATUREs (in FULL NOT IN SHORT) done on the Print out of 
the Application Form and also on other Documents must be the same.] 

iii.  Scanned copy of photograph and signature uploaded are not as per 
specification given and/or blur or distorted or not clear. 

iv.  Non-payment of Examination Fees or non-receipt of fee through online mode, 
if not otherwise exempted. 

v.  Fee not paid as per instructions. 
vi.  Under aged/over aged candidates. 
vii.  Failure to bring (in original) all relevant Certificates/Documents issued by 

the competent authority, along with self attested legible copies in support of 
the information given in their  Application Forms about their Educational 
Qualifications; Experience; Percentage of Marks obtained; Proof of Age; Proof 
of Category [SC/ST/OBC/PH(PWD)/EXS] and the print out of Application 
Form at the time of verification of document. 
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viii.  Not having the requisite Educational Qualification/Experience/Category 
 Status as on the closing date. 
ix.  Incorrect information or misrepresentation or suppression of material facts. 
x.  For carrying mobile phones / accessories in the Examination premises/Hall. 
xi.  Any other irregularity. 
xii. Non receipt of hard copy of application form along with all required 
 documents. 
 
11. SELECTION PROCEDURE: 
 

Selection will be made on the basis of Interview. Shortlisting of candidates for 
interview will be done on the basis of educational qualification, experience etc. 
and/or as per the shortlisting criteria as may be decided by the Competent 
Authority. In case large number of applications are received for any post, a 
Screening Test may be conducted for shortlisting of candidates for which the 
Syllabus, Scheme and the method of Screening Test (Computer based test or offline 
test) shall be notified in due course on the website of AIIMS, Raipur. The decision of 
Director, AIIMS in this regard shall be final and binding. 
 
12. VERIFICATION OF DOCUMENTS: 

 Verification of documents will be carried out before the Interview. 
Candidates are advised that before applying for the post they should satisfy 
themselves regarding their eligibility for the aforesaid post. At the time of document 
verification, candidate will be required to bring (in original) all relevant 
Certificates/Documents issued by the competent authority in the prescribed format, 
along with self-attested legible copies in support of the information given in their 
Application Form about their Educational Qualification; Experience; Percentage of 
Marks obtained; Proof of Age; Proof of Category [SC/ST/OBC/PH(PWD)/ESX] etc. 
along with the print out of Application Form. In case the candidate fails to bring any 
of the documents in Original, or if he/she is not possessing the requisite 
educational qualification and/or experience or he/she is overage/underage , he/she 
will NOT be allowed to appear for Interview and his/her candidature is liable to be 
cancelled.  

14. RECOMMENDATION FOR APPOINTMENT 
 
(i)  AIIMS, Raipur will have the full discretion to fix separate minimum qualifying 
marks in Computer Based Examination/Written Test, wherever applicable, for each 
category of candidates [viz. Ex-S / General (UR)]. 
 
(ii)  After the Examination/Written Test, wherever applicable, AIIMS, Raipur will 
draw up the Merit List, on the basis of the marks obtained by the candidates in the 
Computer Based Examination. AIIMS, Raipur may prescribe minimum qualifying 
cut-off marks in the Computer Based Examination for different categories of 
candidates. Based on the position in the Merit List, candidates equal to the number 
of vacancies advertised will be recommended for appointment, subject to their 
obtaining the minimum qualifying cut -off marks prescribed by the AIIMS, Raipur 
for different categories of candidates. 
 
(iii)  An Ex-Serviceman category candidate who qualifies on the basis of relaxed 
standards will be considered against vacancies reserved for them only. 
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(iv)  In case of Ex- Serviceman, age relaxation is permissible against the reserved 
or unreserved posts and such exemption cannot be termed as relaxed standards in 
regard to age. 
 
(v)  Success in the examination confers NO right of appointment unless the 
competent authority in AIIMS, Raipur is satisfied, after such enquiry/verification of 
documents, as may be considered necessary, that the candidate is suitable in all 
respects for appointment to the service/post. 
 
(vi) Canvassing of any kind will lead to disqualification. The prescribed 
qualification is minimum and mere possessing the same does not entitle any 
candidate for selection.  

15.  ACTION AGAINST CANDIDATES FOUND GUILTY OF MISCONDUCT 
 
(A)  Candidates are warned that they should not furnish any particulars that are 
false or suppress any material information while filling in the application form. 
Candidates are also warned that they should in no case attempt to alter or 
otherwise tamper with any entry in a document or the attested certified copy 
submitted by them nor should they submit a tampered/fabricated document.         
If there is any inaccuracy or any discrepancy, an explanation regarding this 
discrepancy should be submitted. 
 
(B)  Without prejudice to criminal action/debarment up-to 3 years from  
examinations conducted by AIIMS, Raipur wherever necessary, candidature will be 
summarily cancelled at any stage of the recruitment in respect of candidates found 
to have indulged in any of the following activities:- 
 
 

(i) In possession of mobile phone and/or accessories and other electronic 
gadgets within the premises of the examination centres, whether in use 
or in switched off mode and on person or otherwise. 

(ii) Involved in malpractices. 
(iii) Using unfair means in the examination hall. 
(iv) Obtaining support for his / her candidature by any means. 
(v) Impersonate/ procuring impersonation by any person. 
(vi) Submitting fabricated documents or documents which have been 
 tampered with. 
(vii)   Making statements which are incorrect or false or suppressing material 
 information. 
(viii) Resorting to any other irregular or improper means in connection with 
 his/her candidature for the examination. 
(ix)  Misbehaving in any other manner in the examination hall with the 
 Supervisor,  Invigilator or representative of AIIMS, Raipur 
(x) Intimidating or causing bodily harm to the staff employed by AIIMS, 
 Raipur for the conduct of examination. 

 

16. OTHER IMPORTANT POINTS 
 

i. If an appointee wishes to apply somewhere else or resign within the first 
03 (three) months of joining, then neither he/she will be issued a No 
Objection Certificate (NOC) nor he/she will receive any Relieving Letter or 
Experience Certificate. 
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ii. The candidate should not have been convicted by any Court of Law. 
 

iii. The selected candidate is expected to confirm to the rules of conduct and 
discipline as applicable to the employees of the Institute. 
 

iv. The appointment will be subject to review and probation of two years. 
 

v. The selected candidate may have to work in shifts and can be posted at 
any place in the Institute. 
 

vi. The offer of appointment when made will be provisional and subject to 
verification of credentials (Educational & Personal) by competent 
authority.  
 

vii. The vacancies are provisional and subject to variation. The Director, 
AIIMS, Raipur reserves the right to vary the vacancies including reserved 
vacancies. No correspondence whatsoever would be entertained in this 
regard.  
 

viii. The Competent Authority reserves the right of any amendment, 
cancellation and changes to this advertisement as a whole or in part 
without assigning any reason or giving notice. 
  

ix. In case, any information given or declaration by the candidate is found to 
be false or if the candidate has wilfully suppressed any material 
information relevant to his/her appointment, he/she will be liable to be 
removed from the service and any action taken as deemed fit by the 
appointing authority. 
 

x. The decision of the competent authority regarding selection of candidates 
will be final and no representation will be entertained in this regard. 
 

xi. Appointment of selected candidates is subject to his/her being declared 
medically it by competent Medical Board AIIMS Raipur. 
 

xii. Name of the shortlisted candidates will be displayed in the institute 
website. No separate individual intimation will be sent. Beside, all 
information regarding examination will also be provided through the 
Institute website only. The Institute will not be responsible in any 
 manner if a candidate fails to visit / access the website in time. 
Candidates are requested to regularly visit the Institute website i.e. 
www.aiimsraipur.edu.in for updated information regarding the 
recruitment. 
 

xiii. In case of any inadvertent mistake in the process of selection which may 
be detected at any stage even after the issue of appointment letter, the 
Institute reserves the right to modify/withdraw/cancel any 
communication made to the candidate. 
 

xiv. The applicant will be responsible for the authenticity of submitted 
information, their documents and photograph. Submission of any false, 
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fake and/or suppression /concealment of facts shall lead to rejection/ 
cancellation  of selection/ recruitment. 
 

xv. No correspondence/queries will be entertained from candidates regarding, 
conduct and result of written Test/Computer Based Test and reasons for 
not being called for Written Test/ Computer Based Test. 
 

xvi. In case of need of any assistance or clarifications regarding the 
recruitment please contact: recruitment@aiimsraipur.edu.in - please 
mention your Application ID & Post applied in the Subject line of your e-
mail or call on 0771-2573777. 
 

xvii. If you need any technical support during filling the online form send 
e-mail at helpdesk.aiimsraipur@gmail.com please mention your 
Application ID & Post applied in the Subject line of your e-mail, or call on 
7000669535, 07554031427.  
 

xviii. For any updates please visit the Institute website i.e. 
www.aiimsraipur.edu.in regularly. 
 

xix. All disputes will be subject to jurisdictions of Court of Law of 
Chhattisgarh. 

 
 

Director 
AIIMS, Raipur. 
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APPENDIX-I 

The form of certificate to be produced by Candidates for claiming experience  
Experience Certificate  

Letter Head of the Institution/Issuing Authority 
Telephone No: ____________ 
 Fax No.: _________________  

  Name of Organization  
Address of the Organization 

Dated __________________  
 
 This is to certify that Shri/Ms________________________________________________ 
S/o,D/o,W/o Shri __________________________________________________________ was/is an 
employee of this Organization/Department/Ministry and duties performed by him /her 
during the period(s) are as under:  
 

Name of 
post held 

From  
dd/mm/yyyy 

To 
dd/mm/yyyy 

Total period 
dd/mm/yyyy 

Nature of 
Appointment- 

Permanent,regular
,Temporary, Part-

time, 
Contract,Guest, 
Honorary etc. 

Department/Sp
ecially/Field of 

experience 

(1) (2) (3) (4) (5) (6) 

1           

2           

3           

Pay Scale 
and last 
salary 
drawn 

Duties performed / 
experience gained in brief in 

each post (please give 
details, if need to be, in 

attached sheet) (in case of 
Medical posts, please 

mention field of 
specialization) 

Place of posting 

Worked at 
supervisory 
level/middle 
management 
level/head of 

branch 

(7) (8) (9) (10) 

1       

2       

3       

2. It is certified that above facts and figures are true and based on service records available 
in our organization/Department/Ministry.  

Signature  
Name of competent authority  

Stamp of competent authority  
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APPENDIX –II 
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APPENDIX-III 

CERTIFICATE TO BE PRODUCED BY SERVING/RETIRED/RELEASED ARMED  
FORCES PERSONNEL FOR AVAILING THE AGE CONCESSION  

 
A.  Form of Certificate applicable for Released/Retired Personnel  
 

It is certified that No. ____________________Rank ______________________ Name 

________________________________ whose date of birth is ______________ has rendered 

service from ___________to___________ in Army/Navy/Air Force.  

2. He has been released from military services:  

% a)  on completion of assignment otherwise than  
 (i) by way of dismissal, or  
 (ii) by way of discharge on account of misconduct or inefficiency, or  
 (iii) on his own request, but without earning his pension, or  
 (iv) he has not been transferred to the reserve pending such release  
 

%b) on account of physical disability attributable to Military Service.  
 

%c) on invalidment after putting in at least five years of Military service  
 

3. He is covered under the definition of Ex-Serviceman (Re-employment  in 
Central Civil Services and Posts) Rules, 1979 as amended from time  to time  

 

P1ace : ___________________ 

Date : ___________________ 

 
Signature, Name and Designation of the  

Competent Authority**  
SEAL  

 

% Delete the paragraph which is not applicable.  
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B. form of Certificate for Serving Personnel  
(Applicable for serving personnel who are due to be released within one year)  
 

It is certified that No. ______________________________ Rank ______________________________ Name 

_________________________________________________ is serving in the Army/Navy/Air Force from 

____________________.  

 

2. He is due for release retirement on completion of his specific period of assignment  

on____________________  

 

3. No disciplinary case is pending against him.  

 

 

Place : __________________ 

Date  : __________________ 

 

Signature, Name and Designation of the  
Competent Authority* *  

SEAL  
 

Candidate (Serving Personnel) furnishing certificate B as above will have to give the 
following undertaking:  
 

Undertaking to be given by serving Armed Force personnel who are due to be released 
within one year  
 

I understand that if selected on the basis of the recruitment/Examination to which this application 

relates, my appointment will be subject to my producing documentary evidence to the satisfaction of 

the appointing authority that I have been duly released/retired/discharged from the Armed Forces 

and that I am entitled to the benefits admissible to Ex-Servicemen in terms of the Ex-Servicemen 

(Re-employment in Central Civil Service and Posts) Rules, 1979, as amended from time to time.  

 

Place : ____________________  

Date : ____________________ 

 

Signature and Name of Candidate  
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C. Form of Certificate applicable for Serving ECOs/SSCOs who have already 
completed their initial assignment and are on extended assignment  

 
It is certified that No. ________________________ Rank _______________________ Name 
________________________________ whose date of birth is ______________ is serving in 
the Army/Navy/Air Force from________________________________  
 

2. He has already completed his initial assignment of five years on and is on  
extended assignment till ___________________________. 

3. There is no objection to his applying for civil employment and he will be released 
on three months notice on selection from the date of receipt of offer of appointment.  

 
Place : __________________________ 
 
Date : __________________________  
 

Signature, Name and Designation of the  
Competent Authority**  

SEAL 

  
**Authorities who are competent to issue certificate to Armed Forces Personnel for 
availing Age concessions are as follows:  

 
(a)  In case of Commissioned Officers including ECOs/SSCOs.  
 Army - Military Secretary Branch, Army Hqrs., New Delhi  
 Navy - Directorate of Personnel, Naval Hqrs., New Delhi  
 Air Force - Directorate of Personnel Officers, Air Hqrs., New Delhi  
 

(b) In case of JCOs/ORs and equivalent of the Navy and Air Force.  
 Army - By various Regimental Record Offices  
 Navy - BABS, Mumbai  
 Air Force - Air Force Records, New Delhi  

 


