










   

Annexure-I 

Proforma for Grievance Registration 

 

1. Name of the employee:  

2. SAP No. and designation of the employee:  

3. Section /Shop where presently working: 

4. Place of posting:  

5. Sex: (Male/Female/Others):  

6. Address: (For communication): 

 

7. Contact Information: (i) Mobile number:                        (ii) email ID: 

8. Details of the Complaint: 

(i)  Nature of Complaint: (e.g., Delay in issuing policy, dispute, claim, etc.): 

 

(ii)  Specifics of the Complaint: (Detailed description of the issue): 

 

 

 

 

 

      

(iii)Whether any correspondence/reference made earlier: 

(iv) Whether the grievance department of the concerned SGRO has been 
consulted:  

9. Supporting Documents: Details of relevant documents in respect of Grievance 
(attached):(If applicable) 

 

10. Declaration: I/We declare that the information provided is true and correct. 

 

Date: ……………………..                              Signature of the Complainant/Employee.  



Annexure-II 

 

 

     GRIEVANCE REGISTER: Region………………… 

        

1. Particulars of the Complainants: 

Date of 
Receipt  

Name Employee 
ID/SAP 

Designation/Dept. Phone no./Email 

     
     
     
     

 

 

   

    2. Particulars of Grievance: 

Nature of 
Grievance 
(Policy/People
/Service/Hara
ssment/Finan
cial/Administr
ative 

Description 
of 
Grievance 

 

Supporting 
Documents 

 

Any 
Previous 
Action Taken 

 

Resolution Initials of 
SGRO/ 
RGRO 
 

      

   

 

 

 

 

 

 

 

 

      

      

      

     


