
(Refer to Para 3 (a) of
Al?}L}slMP 8 (I of R) (a)

dt 03 APr 18)

i. The narne as appea.ring in service records will be taken cognizance of

and wrir remain appticable tilr the procedure of the correction / change in name

as refrected in the service records has been compreted with the approval of

Competent Authority i.e. Officer-in-Charge (OIC) cords"

The purPose of this PolicY is to

=trar fhc first name and Or the middle name in any fOrm fOr any purpOse and

name. The following wlll be constructed astchange of Name' :-

ia) lnclusion i deletion of a letter'

Inclusion/deletionofFirstName,Midd|eNameandSurname'

Inclusion / deietion of any part of the Name'

{d) Change in Niame on change of Maritai Status'

(e) Split / merger of any paft i parts (First Name' Middte Name and

Surname) of the Name.

(f) Any change that is not as recorde'd in the documents submitted

earlier,

an application to conce ffice thro gh respective 71la sainik

vi,eifare office (zswo), The ZSWO is requrred to process the application

(b)

tr\

4. The original Discharge Bcok is to be

retained by the Exsm and not to be forwarded alongwith application.

a iong'*rith aPPlication.

. The teran/Widow will submit
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5. The appiicant shculd
copies of following documents as applicable:-

attach original /certified

Description Rennarks

\dj A.adhaar Card Mandatory(CTC/Self
attested)

(b) Pens!on Certificate

OR

trAhl f.,rr-,'i

OR

Birth Certificate issued by the
registrar of Birth and Death

OK

Matriculaficn Certificate with
photograph issued by recognized
School Board

GR

Vcter icientitrT Card

OR

indian Passport

C/Seif attested

ILJ Aifidavii iSelf declaraiion duli*
attested by ZSB as per specimen
encl at Arinexure-I

Origina{

(d) News paper advertisement
change of name of spouse as
specimen encl at Annexure-II

for
per

Original

fr. On receipt of application from the Veterans/
Widows, ZSWO wiil scrutinize/check the same alongwith supporting docu as

mentioned abqve and countersign the application. Tliereafter, the same will be
l'wd to concei-ned Record Office with an intimation to the Veterans/Widows,



3

7. The docu submitted by ZSWO will be
scruiinized/checked with the Sheet Roll by cord Office. On scrutiny of
document the Brigadier Record/Colonel Record/Chief Record Officer will
endorse their recommendation and put up the case for approval of OIC
Records. Approval of OIC Records will be mandatory requirernent in each
case. On abtaining the approval of OIC Records it will be ensured by Record
tfflces that the occurrences will be publishecj in Non-E ctive Series of Part II
Order, A copy of the approval will be kept in the Sheet Roll of concerned
individual. A specimen for publication of Part ii Order for change of name is
encl as Annexure III"

8. On promulgation of Part Ii Order for change of name the service
records shall be amended by the dealing officer with annotation of authority.
In all existing service documents, the New Name will be recorded before the
old name which will be endorsed in brackets preceded by the word "Formerly".
In ali documents subsequently prepared, the new Name only will be used,
The annotation for change of name sc made shall be authenticated by the
il.ecord Officer in the Sheet Roll at Record Office.' A copy of Part II Order will
be forwarded to ZSWO with copy to the Widows/Veterans.

9. The Record Office will also process LPC-cum-data sheet for change of
name of Widows of deceased Veterans/Wives of Veterans for issue of
corrigendum PFO with regard to change of name.

10, The Widows/Veterans
will proceed to concerned ZSB with copy of Part 1I Order alongwith original
didchirge book. On verification change of name will be incorporated as per
procedure mentioned at Para B above in the original discharge book with full
signature of ZSWO"

11. The change of name of Widows of deceased Veterans/Wives of
Veterans will be allowed once in lifetime and no second change will be
pernr!ss!ble,



/
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(Refer to Para 3 (a) of
Al7010s/MP B (I of R) (a)
dt 03 Apr 18)

SOLDIERS

i.. Tlrc *;:i'ne as appearing in service recorcjs'wil[ ne taken cognizance of
r.ii:,; ''viil renralri applicable tiil the procedure of the correction / change in narne

as reflected ln the service records has been completed with the apprcval of
Ccmpeterrt Authority i.e. Officer-in-Charge (OIC) Records,

?-" The purpose cf this policy is i* ait-er
i:r* fiisi :-la,r"re and or the nridciie nanle in any fcrm for any purpose and iryhich

is nct as per the docunrents submitted uiill be considered as change of name,

The tollowing will be constructed as'Change of Name' ;-

{a} trnclusion / deletion of a letter.

ib) incluslnr"r 7' deietion of First Nlame, Middle Narne and Surname.

(c) trnclusion / deletion of any part of the Narre.

(d) Change in Nanie on change of Marital Status.

iu:j Spiif , iTierger of an'y part i parts (First Name, Middle Name and

Sr.,trnarire) of the Name.

( Any change that is not as recorded in the documents submitted

earller"

3.

A serving soldier will submit an appiication to his Commanding

Officer whenever such neecl arises on a plain paper.

4. The serving soldier shculd attach originai/
certlfied iLrp\/ of following documents as applicable:-

5er
frlo l

Description R.emarks

I A'I Aadhaar Card Mandatory( C/Self
attested)



5er
ffic

Description Rennarks

I t''l 1 Pension Certificate

OR

PAN Card

OR

Birth Certificate issued by the reElstrar
of Blrth and Death

OR

Matriculation Certificate with
photograph issued by recognized
Schcci Boarci

oR.

Voter Identity Card

_oR
Indian Passport

CiSeif attested

r'r) Affidavit /Self declaration duly affiested
by ZSB as per specimen encl at
Annexure-I

Original

(d) News paper advertisement for change
cf name of spouse as per specimen
encl at Annexui'e-Ii

Original

5. After securitizing of application the Conimanding
officer will recommend the proposed change of name. In case any doubt
arises CIn propcsed change of name, the matter will be investigated at
apprcpriate level, Thereatter, the same will be submitted to concerned Record
0fflce.

o. The documents submitted by the unit
will be scrutinized/checked with the Sheet Roll by Record Office. On Scrutiny
*f documents Brigadier Record / Colonel Record i Chief Record Officer will

case. The copy of approval will be forwarded to concerned unit for oub of
Fart II Order.








