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GOVERNMENT OF ODISHA 

FINANCE DEPARTMENT 

*** 

OFFICE MEMORANDUM 

  No.                11820               /F,    dtd.- 31.03.2018 

                               FIN-TRY-Estt-0011/2017 

Sub: Change in the Operational Procedure for submission of Annual Establishment 

Review Report. 

Ref: Finance Department Resolution No.Codes-27/2011(Pt.)-3602/F, dt.06.02.2013. 

  The need for submission of Annual Establishment Review (AER) has been envisaged 

in the above referred Resolution of the Finance Department. It has been provided that the 

AER will be electronically submitted by the Head of Offices/DDOs through the Treasury 

Portal (iOTMS). In the meanwhile, the Establishment Pay bills of all the Head of 

Offices/DDOs are prepared in HRMS. In the process of preparation of salary bills, the 

information regarding the sanctioned strength of various categories of posts available in the 

office, their scales of pay, men in position and the subsequent vacancies thereof are also 

recorded in the HRMS, whereas the above information were entered into iOTMS in the 

process of submission of AER manually by Head of Offices causing delay, difficulty and 

incongruity in collection of correct information. In view of the above difficulties, it has been 

decided that the report of AER will henceforth be submitted by the Head of Offices/DDOs 

using the HRMS application. The report submitted by the Head of Offices will be 

consolidated at the level of Controlling Officers and Administrative Departments for 

facilitating generation of information relating to Department-wise employee position. The 

compiled AER data of all Administrative Departments will be made available to Finance 

Department from the HRMS application.  

 The process to be adopted for submission of AER report in the HRMS application 

will be as below: 

2.0 Role of Head of Office/DDO : 

2.1 Head of Office/DDO shall log-in to the HRMS application available in the internet 

using the URL http://hrmsodisha.gov.in. 

2.2 The Authorized officer of the office after log-in to the HRMS application will click on 

the „My office Interface‟ link which will display the page containing a link for Annual 

Establishment Review under the Menu „Office Administration‟.  

2.3 The Annual Establishment link may be clicked to generate the report of Annual 

Review for the concerned Establishment.  

2.4 Various groups of services namely: A, B, C, D would appear on the screen of DDO 

where he/she can enter the actual sanctioned strength of his/her office. In the same form, 

information about Grant-in-Aid employees   can also be submitted by the DDO/Head of 

office in case he/she is responsible for drawal of Grant-in-Aid salary.  

http://hrmsodisha.gov.in/
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2.5 Head of Office/DDO may also view individual employee-wise detailed report 

containing the scales of pay, group, grade pay (6
th

 Pay), scale of pay as per 7
th

 Pay, levels in 

the pay matrix as per ORSP Rules, 2017. Head of Office/DDO may also view post wise total 

sanctioned strength, men in position and vacancy available in the said office as per the 

required format in Schedule-I of F.D. Resolution No. Codes-27/2011(Pt.)-3602/F, dt. 

06.02.2013. 

2.6 The facility for generation of Schedule-I-A (F.D. Resolution No. Codes-27/2011(Pt.)-

3602/F, dt. 06.02.2013) would also be available in HRMS. In this regard, it may be noted that 

the establishment of the office responsible for feeding data in HRMS must ensure correct 

entry of information relating to the G.O. No. and date in which various posts of the office are 

sanctioned/terminated/to be terminated.   

2.7 HRMS will also generate Schedule-I-B (F.D. Resolution No. Codes-27/2011(Pt.)-

3602/F, dt. 06.02.2013) in case of DDOs who are responsible for drawal of Grant-in-Aid 

salary upon furnishing of relevant information in the AER form of the HRMS Application.  

2.8 After due verification, the Authorized officer of the Head of office/DDO can submit 

the AER to the appropriate Controlling Officer/Heads of Department. The list of the 

Controlling Officer/Heads of Department will be populated automatically. The authorized 

officer has to choose the correct code and designation of the Controlling Officer/Heads of 

Department for online submission of the AER. 

2.9 In case the Head of office/DDO needs to submit AER report to multiple Controlling 

Officer/Heads of Department for employees working in the establishment, separate AER for 

respective Controlling Officer needs to be submitted. For example: a Block Development 

Officer may be required to submit separate AER report to Director, Panchayati Raj, Director, 

Elementary Education, Director, Social Welfare etc. 

2.10 In principle, HRMS will not be able to generate the salary bill for the month of 

January for the employees of the Head of office/DDO for which AERs have not been 

submitted to their respective Controlling Officers/Heads of Department. However, due to 

necessary functionalities for submission of AER in HRMS was not available during January, 

2018, the AER for 2017-18 may be prepared and submitted in HRMS during the month of 

April, 2018. Salary bills for the month of March, 2018 to be drawn in April, 2018 will 

not be generated in HRMS in case of non-submission of AER for 2017-18. 

2.11 After submission and approval by the Controlling Officer/Heads of Department of 

AER report, the DDO will print a copy of the report generated from HRMS and maintain in 

his office for future requirement.  

3.0 Role of Controlling Officer: 

3.1 AER report submitted by the Heads of office/DDO will appear in the task list of the 

Controlling Officer interface of the HRMS.  

3.2 The Controlling Officer may approve the AER or he/she can choose any of his/her 

subordinate as authorized officer. 
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3.3  In that case, the entire task of Controlling Officer will be reflected in the Task list of 

the authorized Officer. 

3.4 The authorized officer of the Controlling Officer will log into the HRMS Application 

to verify information submitted by the DDOs/Head of offices. 

3.5 If the authorized officer of the Controlling Officer/Heads of Department notices any 

incorrect or incomplete information in the AER submitted by the Head of office/DDO, he/she 

may modify the information or revert the AER for modification by the concerned DDO/Head 

of office. 

3.6  If the report of the Head of office/DDO is found to be correct, the authorized officer 

of the Controlling Officer/Heads of Department will approve the AER and enable the DDO to 

generate his/her final AER report in the HRMS interface. 

3.7 A consolidated information in Schedule-II, Schedule-II-A and Schedule-II-B of the 

F.D. Resolution No. Codes-27/2011(Pt.)-3602/F, dt. 06.02.2013 will be available in the 

HRMS application at the level of Controlling Officer/Heads of Department. Print copy of the 

consolidated report relating to Schedule-II, Schedule-II-A and Schedule-II-B will be kept in 

the office of Controlling Officer/Heads of Department for further reference. 

3.8  In principle, HRMS will not be able to generate the salary bill for the month of 

February for the employees of the Controlling Officer/Heads of Department who have not 

submitted AERs to their respective Department during submission of pay bills for the month 

of January. Due to necessary functionalities for submission of AER in HRMS was not 

available during February, 2018, the AER for 2017-18 may be approved and submitted in 

HRMS during the month of April, 2018. Salary bills for March, 2018 to be drawn in April 

will not be generated in HRMS in case of non-submission of AER for   2017-18. 

4.0 Administrative Department : 

4.1 The consolidated information relating to DDO/Head of office and submitted by the 

Controlling Officer/Heads of Department to the respective Administrative Departments 

would be available in the HRMS interface of the Department in Schedule-III, Schedule-III-

A & Schedule-III-B as per F.D. Resolution No. Codes-27/2011(Pt.)-3602/F, dt. 06.02.2013.  

4.2 The Administrative Department may authorize any officer in HRMS for view of 

consolidated information relating to DDO/Head of Office approved by the Controlling 

Officer. The authorized officer of the Department will access HRMS application to view the 

reports submitted by the Controlling Officer/Heads of Department. 

4.3 On approval of the AER submitted by the Controlling Officer/Heads of Department at 

the level of Administrative Department, HRMS will generate the schedules of AER in 

Schedule-III, Schedule-III-A & Schedule-III-B in terms of the F.D. Resolution No. Codes-

27/2011(Pt.)-3602/F, dt. 06.02.2013. 

4.4  In principle, HRMS will not be able to generate the salary bill for the month of March 

for the employees of the Department who have not submitted AERs. Due to necessary 

functionalities for submission of AER in HRMS was not available during February, 2018, the 

AER for 2017-18 may be approved and submitted in HRMS during the month of April, 2018. 
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Salary bills for March, 2018 to be drawn in April, 2018 will not be generated in HRMS in 

case of non-submission of AER for 2017-18. 

5.0 Certificate to be furnished by Head of offices/Heads of Department and 

Administrative Department in Schedule-IV (F.D. Resolution No. Codes-27/2011(Pt.)-

3602/F, dt. 06.02.2013). 

5.1 On submission of AER by the Head of office/Heads of Department/Administrative 

Department respectively as per the timeline indicated above, HRMS application will generate 

Schedule-IV which may be submitted along with salary bill to the respective Treasury 

Officers.  

6.0 Implementation strategy : 

6.1 The District Coordinators of CMGI will provide necessary support to all offices in 

their district for smooth submission of AER at each level.  

6.2 The user manual will be uploaded in the HRMS Odisha Portal. A copy of the manual 

is enclosed at Annexure-I.  

 

                     Yours faithfully, 

 

       (Tuhin Kanta Pandey)                                  

                                              Principal Secretary to Government 

 

 














