
SR-13-03/2019-SR-DoP
Government of lndia

Ministry ol Communicalions
Department of Posts

(SR Section)

Dak Bhawan, Sansad Marg
NewDelhi - 110001

Dated: 30thOctober.2026
To

All Heads ol Postal Circles

Subiect: Consolidated guidelines on appoinlment ol convenors for membership
enrolment and approval o, ad hoc bodies ol Service Associations - reg.

MadamiSir,

I am directed to refer to the subject cited above and to say that it has been
reported by various Postal Circles lhat requests frorn Servrce Associations/GDS
Associations, including unrecognised Associalions. ,or appointment of Convenors and
approval ot ad hoc commiltees at Circle/Divisional level. ln order to ensure uniformity in
dealing with such requests, the following consolidated guidelines are issued for
compliance by all Postal Circles.

2. Approval o, ad hoc commitlees: Requests {or approval of ad hoc committees
shall be examined in accordance with Directorate's letter No. 19- l/89-SR dated
20.01.1989, under the heading "Election and Disputes" in lhe Compilation of
lnstructions on matters concerning Associations.

3. Appointmenl ot Convenors lor enrollment ol members in a new branch: As
per Directorate's lotter No. SR-10/5/2024-SR-DOP dated 17 .04.2025. an Association
having zero membership in a particular Circle/Division may appoint a Convenor for the
purpose of enrollment ol new members.

4. Appointment ot Convenors Ior the Membership Veritication Portal: As per
Directorate's letter No. 10/6/2026-SR-DOP dated 26.10.2026. provision has been made
lor appointment of Convenors in the absence of the relevant olfice-bearers for the
purpose of the online Membership Verification process. This provision is not reslricted to
cases where an Association has zero membership in the concerned Circle/Division.

5. lllustrations and points o, doubt: Illuslralive cases and clarirications regarding
the distinction between appoinhont of Convenors and approval of ad hoc committees,
including treatmenl of combined requests, are explained below for guidance. These
illustrations shall be read in accordance with the applicable instructions ciled above.

6. Applicability and compliance: These guidelines shall apply to requests ,rom
Service Associations/GDS Associations, recognised or otherwise, subject to the relevant
rules and inslructions. All Heads of Postal Circles are requested to ensure uniform
implementation and to bring these guidelines to lhe notice of all authorities concerned.

7. This issues wilh the approval of the competent authority.

Encl: As above Digitally signed by
Raipal Yours faithf ullY,

Date: 30-10-2026
16:09:36 Rajpal

Director (SR & Legal)

o oharu

'v.
Eots r)



ILLUSTRA NS / CLARIFICATION S ON COMMON POI DOUBT

1. New branch with zero membership:

Situation: An Associalion has no members in a particular Circle/Division and seeks
to appoint a Convenor to enroll members.

Clarification: A Convenor may be appointed for enrollment of members under the
instructions dated 17.04.2025. Such appointment does not amounl to approval of
an ad hoc committee,

2. Oivisional Secretary not available

Situation: An Association has existing members in a Division but has no Divisional
Secrelary to process applications on the Membership Verilication Portal.

Clarification: The Circle Secretary concerned may appoint a Convenor for the
processing the application on membershrp portal in accordance with the guidelines
dated 26.10.2026. Zero membership is not a condition in this case.

3. Circle Secretary not available

Situation: An Association has no Circle Secretary in a particular Circle and requires
a designated functionary for the online verilication process.

Clarification: The General Secretary concerned may appoint a Convenor for the
Circle under the guidelines dated 26.10.2026.

4. Combined requesl lor Convenor and ad hoc committee

Situation: An Association seeks permission to appoint a Convenor and also
requests approval of an ad hoc committee.

Clarification: The two requests viz- appointment of Convenor and approval of an
ad-hoc commitlee shall be considered separately. The Convenor request may be
examined under the instruclions dated 17.04.2025 andlor 26.10.2026, as
applicable. Approval of the ad hoc committee shall be examined independently
under the instructions dated 20.01.1989 and other applicable provisions. However,
keeping in view the ongoing membership verification process and the need to
facilitate timely migration of data, requests for appointment ol Convenors may be
accorded priority, subJect to fulfilment of the prescribed conditions.
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De rt is betnc addressed.

10. The ad hoc committees formed by Seryice
Associations at different level.s will not be approved in a
nornal course as the same are against the basic teoets
of demtrcrzicy. flowever, if it becornes necessary for any
Association to appoint ad hoc committee of any level in
unavaoidable circunlstances, the same will be approved
subject to the follorving conditions :-

i) The corrstitution of the concerned
unions/associations contains a $pecilic provision in this
regard.

ii) No ad hoc comrnrttee will be approved at any level
for formation of a new brancl:.

iii) Ad hoc committee in circle oflice/administrative
ollices will bc approved by the Department of Posts for a
maximum period of three months on receipt of a
request from General Secretary of the
Union/Association explaining the necessity thereof in
detail along wlth a copy of the rcsolution passed by
CWC etc., dcpending upon the merits of each case.

iv) Ad hoc Conrmittees for Divisions will be approveil by
the Heads of Circlcs for a maximum period of 3 rnon, rs
on a receipt of request from the circle secrctary of tr
concerned union/association explaining thc necessit)
thereof in detail along with a copy of the resolution
passed by tl1e circle working committee etc., dePending
upon the rnerits of each case.

v) Ad hoc Cornmittees proposed to be appointed
at any level will not consist of more tharn 4 mernbers out
of whom one member will be designated as Convenor
subject to condition that they are otlerwise also eligible
to be elected as officc bearers ard no case is pending in
any court in this regard.

In case of a dis te when two lel hsts are

list of office bearers of theil. branches to the Department
for onw ard ttansrnission to the heads of circle s etc., for
necessa ry action excepting in cases where extraordinhty
situatiorr has arisen re.quiring consideration of thc lists
in the Departrnent. 'Ihe Department when addressed in
special csses, it should be indicatecl why the
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sB-10/5r2024-SR-DOP
Government ol lndia

Ministry ol Communicalions
Depertment o, Posts

(SR Section)
Dak Bhawan, Sansad Marg

New Delhi - 110001
oatea: 1l{" Aprit, 2025

Directorate has received various references from Associalions raising issues
ol Signalory Authorily at Circle and Division level, where lhere is no membership ol
the Association.

To
All Heads of Poslal Circles

SUbrecti Regarding enrollment ot new members at Clrcle I Division level.

Madam / Sir,

2. The matter has been examined and Competenl Authority has decided
following for enrollmenl ot new members at Circle and Division level, where there is
no membership of Association:

i. Any Association with zero membership in particular Circle / Division, can

appoint a convenor for enrollment of new members. That Convenor shall be

authorized by national level Association in case ol Circle and by Circle level

Association in case ot Division.

ii. Tne appointed convenor will be lreated as authorized signatory for signing

authorization forms of new members. ln case, no convenor is appointed,

General Secrelary (National level Association) and Circle Secretary (Circle

level Association) shall be lreated as authorized person for signing

mernbership lorms .

iii. Once Association reaches appropriale membership, it can lorm body ol Office

Bearers at Division / Circle level as per rule.

Yours failhlullY.

Digitally signed by
. Nahar Singh Meena

DqffiiarlsBsQ,fuS{|z5
Assistant Direti8 C,BCETdD(8B & Legal)

({. 3Ir. lrflr'
S. R. Sectloii
ild F,lfllrssuap't i-,ror"...l.1.l.Ll \(

File No. [noD/aosoll+gErlxBr€onBrElEolr.J..7)
Ge.eraEd nom eofice by Kapit, A5o(K8)-sR-ooP, AsO(SR), OOP on Orlla/rea Oap{m
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No. 10/6/2026-SR-DOP
Government of lndia

Ministry of Communications
Departmenl of Posts

(SR Section)
Dak Bhawan, Sansad Marg

Ne,atr Dethi - 110001
Daled: 

')6f(October, 
2026

To
All Heads of Postal Circles/ Regions.

Sublect: - Guidelines regardlng data mlgratlon and asslgnment ol roles ln
Membershlp Verif ication Portal.

Madam/ Sir,

I am directed lo refer to the subject cited above and to foMard herewith the
ggidelines rggarding data migration and assignmenl of roles in the Membership
Veritication Portal for information and necessaiT action.

? f!" Membership Verification Portal has currently been made available to the
Andhra Pradesh and Rajasthan Circles for testing purposes. Accordingly, these
two Circles are requested to instrucl the concerned to underlake the dala migration
and role assignment exercise strictly in accordance with the enclosed guidelines
and complete the same by 26.10.2026.

3. The remaining Circles are requested to take note ol the prescribed
procedure and make the necessary preparations lor its implemenlation. Upon
successful completion of the testing exercise in Andhra Pradesh and Rajasthan
Circles, the portal will be made available to all Circles for undertaking the exercise
in the same manner.

4. ln case of any discrepancy or technical issue encountered during the
exercise, the Nodal Officer designated by the Circle for the Membership
Verification Portal shall coordinate with lhe Directorate lor ils resolution.

Yours {aithtully,
rtlgttau!. stgned byNrnh-r stngtr i4 oG rr:tD-!€: 26.t-O-2926

(Nahar Singh Meena)
Assistant Director General (SR & Legal)

Copy to : All Service Associations/ GDS Associations (as per list attached) lor
information and necessary actions.

Guidelines regarding Data Migration and Assignment ot Roles in the
Members[iP Verif ication Portal

File No. B-o3/2Or9-5R (Computer No- lO933aO)

Generat€d from eofllre by (apil. ASo(Ka)-5R-DoP. ASo(SR). ooP oh o2llll2o25 ll,l5 am
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1. Migratlon ol Data o, Exisling Oflice-Bearers:

The data of one oflice-bearer at each level i.e. Divisional, Circle and National levels

(Divisional Secretary Circle Secretary and General Secretary, respectively), ol all

Associations shall be migrated from physical records lo the online portal-

2. Appointment ol Convenor ln the Absence ol Oflice-Bearers:

(i) ln the absence of a Divisional Secretary in a Division, the Ckcle Secretary
concerned may appoint a Convenor for that Division.

(ii) Where no Ckcle Secretary is available in a Circle, the General Secretary
concerned may appoint a Convenor lor the Ckcle and the Division concerned, as
applicable.

(iii) The Convenor so appointed shall perform the functions of the Divisional
Secretary or Circle Secretary as the case may be, lor the purpose of the aforesaid
process. The data of the duly appointed Convenor shall be migrated to lhe online
portal by the DDO concerned.

3. Responsibilities ot the DDO Concerned:

The DDO concerned shall ensure that the migration of data is carried out through
the designated DDO login in APT lT 2.0 only after due scrutiny of the relevanl
physical records and supporting documents. The migration o, data shall be limiled
to the purpose of enabling the subsequent assignment ol the appropriate role in
the portal and shall not, by itself, be construed as the assignment of such role.

4, Assignment of Roles after Data Migration:

After completlon of the dala migration, the role of Divisional Secrelary, Circle
Secretary or General Secretary as applicable, shall be assigned in the
Membership Verification Portal by the competent authority at the respeclive level,
as follows:

(i)Divislonal Secretary: The role shall be assigned by the Divisional Head
concemed.

2
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(ii) Circle Secretary:The role shall be assigned by lhe Circle Head concerned.

(iii) General Secretary: The role shall be assignod by the the Directorale Head

These roles shall be assigned in accordance with the prescribed adminislralive
hierarchy and jurisdiction.

The competent authorily concerned shall verity the relevanl records and supporling
documenls before assigning the respective role in lhe portal. ln cases where a
Convenor has been appointed under Para 2 above, the role shall be assigned, as
applicable, in accordance with the appointment and lhe prescribed procedure.

5. Applicability:



these guidelines shall be applicable to all Service Associations and GDS

Associations, whether recognised or otherwise.
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