




Annexure-1 

 

PUNJAB STATE TRANSMISSION CORPORATION LIMITED 
 

 

 

To 

   _______________(Concerned DDO) 

   PSTCL,_______________________ 

 

Subject: Request for Identity Card  

 

My identity card may please be printed as per my HR data information as available in HR/Salary 

software. 

 

1. Employee Code  

2. Name of the Employee  

3. Reason i. New Joining  

ii. Promotion  

iii. Lost  

iv. Damaged  

v. Correction  
 

4. In case of Lost ID Card i. BA-16 No. 

(Attach Proof) 

 

 

ii. Date of issue of 

BA-16 

 

 

iii. FIR No.(Attach 

Proof 

 

 

iv. FIR Date  
 

5. In case of Correction i. BA-16 No. (Attach Proof) 

ii. Date of issue of BA-16 

iii. Original ID Card 

6. Emergency Contact No. 

(To be printed on ID Card) 

 

7. Aadhaar No. (Optional)  

 

 

 

Signature of the Employee 

 

 

 

C/S 
 
 
 

Signature of the controlling 

Officer 
 

(Office Stamp) 

 

Note 

 
 

1. Attach original ID card in case of promotion, correction, damaged ID card. 

2. In case of updation in HR details, Annexure II should be submitted along with this request letter  to 

concerned DDO for updation of HR Data. 

3. Fill form in block capitals and place a tick  in the appropriate boxes. 



 

Annexure II 
 

 

              PUNJAB STATE TRANSMISSION CORPORATION LIMITED 
 

        Proforma for Updation of HR details for PSTCL employees  

 

To 

  _______________(Concerned DDO) 

  PSTCL,___________________ 

 

 
 

1) Employee's Code               Color Passport 

2) First Name 

              Size Photograph 
              

                  

 Middle Name                   

 Last Name                   
              

PASTE ONLY 3) Father's Name               

                    
                  

4) Designation                   
                  

5) Contact No.                   

 (in case of Emergency)                 
                  

6) PAN                   
                  

7) Address                   

 (Correspondence)                   
                    

                    
                  

8) Blood Group                   
                  

9) Present Office                   
                  

10) Specimen  

Signature                   

                    

 

C/S 
 
 
 

Signature of the controlling 

Officer 
 

(Office Stamp) 

 
Note: 

 

1. Fill form in block capitals and place a tick  in the appropriate boxes.  
2. This form is to be submitted alongwith Identity Card application, for other updation in HR details, 

please contact the concerned DDO 
 


