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1. Correction in Date of Birth
The Service Book record is the basis for Date of Birth correction. Therefore, a front page copy of the Service Book duly attested by the HRO concerned should be submitted for verification. In case of more than one Volume of Service Book, the first Volume should be considered for correction. 

In case, the Service Book is tampered, the correction should be forwarded to the MIS Committee Meeting (RCSC) for decision. The following documents (from RCSC personal file record) will be referred for Date of Birth correction when the Service Book record is tampered: 
a. Employment Application Form
b. Bio Data Format
c. Caderization Form
d. Academic Transcripts
e. CID

2. Correction in Name
The Original Court Affidavit is required for complete Name change – eg. Name correction from Sonam Dorji to Sonam Tashi
 In case of “name spelling correction”, CID should suffice – eg. Name correction from Sonam Dorji to Sonam Dorjee

A complete name change or name spelling may also be corrected based on the record in the Service Book copy duly attested by the HRO concerned when the information in the Service Book record is explicit. However, Court Affidavit is mandatory in case of tampered Service Book record.


3. Correction in Date of Appointment 
The Initial Appointment Order is the basis for Date of Appointment correction. Therefore, a duly attested Appointment Order/Office Order copy is required for correction. 

4. Correction in Transfer History
The Transfer Order along with the Joining Order should be submitted for correction in transfer history and current place of posting. 
5. Correction in Promotion details
The Promotion Order issued by the agency along with the Summary Sheet will be referred while updating the past promotions. 
6. Correction in Academic Qualification
In case of pre-service academic qualifications, the attested academic certificate along with the transcripts/marksheets should be submitted.
The documents required to update In-service academic qualifications are as follows:
I. Letter of Award
II. Attested Certificate and Marksheet 
III. Joining Report and 
IV. Training Reports 

7. Correction in Family Details and Addresses
Family details and permanent addresses will be corrected as per information provided by the individuals.




8. CV profile Photo 
A passport size photograph is required. 

9. Citizenship Identity Card (CID)
A photocopy of CID is required to update your CID Number in CSIS

10. Award 
Only National Awards and other awards specified by RCSC will be updated in the CSIS
11. Continuation Education (CE) Cl X & XII
The documents required to update CE:
I. HR Committee approval letter 
II. Academic Certificate 
III. Marksheets
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