
,ilmtarufrhrqqffi

TrttrTil ,TT{t

-,-.iii qii" ft FEt'q 1rytrF, €Trd<r qrq fli? *{flr ffig{ ilqr frAeil, rdflfrqqT, rsrft61q,qffi tur-tqm,ire$ @.n*. fi dtffi* F;; rqrqn qrqd {ifr ftfrr .aq-6 ftvrtn qrt Hfirr hqlil fr TG.{{t t q 
"q 

*i o1tfr,'+#fiin t + *nil dm-n+q, + fr{q Efrsfuqrtr ?rT qR rs srrqq d qq|trd ari +r yqrs mir .rqr't, tqc "drt * frq d* hqq.eqidir
r) RFftFIt ?Ft FTEfRat

P"q ry + Fftqil 6ffi'* iGrT 3Ii + Fdq aFD rq*ril <ts.d( iFTF{r tilirT ?r sd6 TE *ff{i rqrff{ qffit * il{ (d F+q qrt lr 6 Fitfrq} irr gqr .fug* fr qf,T nFrrrrT qrdr Br6{qrftq} fr +{r-ftqh, enq-q?, qwruil,ft/p{'srqr, {q, Tqritft.r qn qaarrmrn** $ qt
RM d{ v6fi Bl

n) RFRttT lFT rRt q|;It

ft4kd *( hrtfrd 6qr6r{'+if+ Td d rti q( qrrtF;{ +6 i{qft qrt{r qrrT tr amt€ v<on i
TTqq fi Tq, t<r-fufr-crqr qffi d +ror a+ qrfr F{rffim + qrcd ii,t+-q,r+ril', d &q
]l',Sggll*t q(qtqq rd d. $-+ st{q t t+}.rq rqril;ircr d +r<sr Ei m"rd Trs E .,t6 u6{s1" qqff fi fi, ft6 qr+{r t s*ftT q a+ qT+ sff ?effid qt *-wfr ai ;qr*{it + lnflPfi P(ffi +t HftrGe qrqql + +Til &{ {{ftRftrt .,+er **,*.} + qre fr tit;v+ar Br

ffi617qf wftrorfr

snFr{r{ruft{qq6'lrr .ttr''1" +rd+ft{qfufr{dT3ft151ft6pfilq{aqTg, BrftrqfrrfiF6gfi*qrsud
ifli.rdr 3Tiqrrfr effi{ q€q qfrrmr Br
6,po ffr-Il, wqkfuo *r trft qilq6 qt( lrgRur fuq|T6 * qd + kg qqff offi qq fiftr
ara nire r+q wil Fr

t r f f idERtr r< t * t ,

frrsftkc qfffi qqn qrd + sftqfrrd nntrd + qffic + kq F{rrFfrq r+f,k qfukq} * qr*o-{,
qqfi qk qTqi-fi $r 6rd oG Ft

Frtqq, rrrTrqR +qr, T{ ffi qftq qrulkk€

*tq qq qftf,rfilT, 3n6wrqr!ft (l) (quf *r + Fdq kqr,ftq Ttr[r qT*Fnil 6-r
qfuE T€fifuzr{ltaftftrrm/qrse eufiftn+q d + qffi
iF( qftrqiffi T6rr+t Et taVo prfffq} +i wrqr

3. +a Fq?{r6, qror{rqpt rral 41 1ry ter+rr/rsrf, kpr67qffrq FMrr
trqqrfr ftrc *<r (2) Tf+, fu rleffi.rc'

-n -,t\-qRTqTql

I

1,

, 1
l L

I]2.

4.

l .

2.



2.

AIR trIANUAL

APPENDIX-I

Establishment Matters

1. Detailed instructions for dealing with Establishment matters include formalities before

appointment viz, Recruitment, verification of character and antecedents, medical examination etc.,

and after appointment viz., probation,.QP, confirmation, promotion, retirement etc.,'have been
given in various Rules and instructions issued on the relevant subjects. However an attempt is made

to give in this Appendix a gist of such procedures for gendral guidance of Stations/Offices. For

details the relevant rules have to be referred to.

i) Determination of vacancies

Establishment Register is maintained to show the sanctioned strength of staff in an offipe.
Names of incumbents are entered against each post. Existing vacancies are ascertained from
the register. Fresh vacancies may arise due to retirement, resignation, dismissal/removal,
death, transfer and promotion/reversion of an official.

(ii) Yacancies to be filled

There are.general Ban orders for filling up vacancies both regular and staff artists posts.
However Government have relaxed Ban orders in respect of vacancies arising on the death,
retirement, or promotion of the official. Ban orders are also not applicable to new posts
sanctioned and vacancies caused by the transfer effected to fill up such new posts. All the
vacancies not affected by Ban orders can be filled up. Those affected by these orders can be
filled up only after obtaining the orders of Government for relaxation in special cases.

Appointing/Recruitment Authority :

The Head of Office is the appointing/ Recruiting authority for Group 'C'and Group 'D'posts in All
India Radio. Recruiting authority in respect of Engineering Assistant is the Zonal Chief Engineer.

For the posts of CG-II, Stenographer, Hindi Translator and Transmission Executive the Staff
Selection Commission nominates the candidates.-

Filting up by promotion:

The following authorities deal with conducting DPC, Selection and nomination of candidates for
promotion to the categories indicated against each.

3.

4.

i )  D.N.S. ,  AIR,  New Delh i
ii) Zonal Chief Engineer, AIR:

i i i) Station Director, AIR
State capital station

Sr. Steno.
i) Promotion to lA%o of vacancies of EA from

among Sr. Tech/ Tech/ Mast Tech by
conducting Deptt exam for the entire zone.

i )  A C I H C I S S K
i i )  cG r /sK

iii) Selection-grade Stenographer
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5. Direct Recruitment:

The Head of Office will initiate action for recruitment to the posts which are required to be filled up
directly. Recruitment Rules prescribed for various posts should be referred.

5. Special Roster:

Various instructions issued by Government
prescribed by DP&AR are to be followed.

(i) Model Rosters (Direct Recruitment)

Model Rosters have been prescribed separately for direct'recruitment on all India basis and

for local or regional basis. Since Stations/ Offices are to deal with recruitment on local or

regional basis roster points tixed for various States/ Union Territories are given in Anexure l.

(ii) Model Rosters (Promotions)
Roster to be followed for filling up by promotion is the same as prescribed for direct

recruitment on all India basis by open competition. Points reserved in a 40 Point Roster are l,

8,  14,22,28 and 36 for SC and 4, 17 and 3l  for ST.

(iii) Dereservation
A vacancy reserved for SC/ ST can be filled up by a general candidate if suitable candidate
belonging to the respective reserved community is not available only after getting it

dereserved. Froposal for dereservation of a vacancy to be filled up by direct recruitment and

for vacancy to be filled up by promotion in the proforma separately should be sent'to the

DPAR through the Ministry.

(iv) Carry forward and exchange
After dereservation orders are obtained the vacancy may be filled up by a general candidate,
and the reservation carried forward to subsequent three recruitment years (carry forward is
not permitted for promotion for group 'C' and 'B', within group 'B'and for group 'B'to the
lowest rung of group 'A'. If even in the third year candidate belonging to the particular
reserved community is not available the vacancy can be filled up by appointment of candidate
from the other reserved community. In other words exchange between SC and ST is permitted
in such cases only in the 3rd year. But for promotion for group 'C'and 'B'etc. for which carry
forward is not permissible exchange is permitted the same year.

(v) Carry forward of a single vancancy
If only one vacancy arises in a year which happens to be reserved for SC or ST, this should be
treated as unreserved and the vacancy carried forward to subsequent year. But in the
subsequent year the vacancy is to be shown as 'reserved'and even ifthere be only one vacancy
that year, it should be filled by the relevant reserved candidate. The provision applies to
promotion for group 'C' to 'B' etc. where normally no carry forward is permissible.

for reservation for SC/ ST contained in the Brochure

Some of the important points are mentioned below.
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(vi) Reservation in Promotions

(a) Separate 40 Point Roster is to be maintained for promotion through Limited

Departmental Competitive Examinations, (ii) by Selection and (iii) by Seniority-cum-
Fitness.

(b) In promotions through Departmental competitive examinations, SC/ ST candidates

who have not acquired the general qualifying standard should also be considered for
promotions if they are not found unfit for such promotion. The qualifying standard in such
examinations should be relaxed in their case.

(c) For promotion by selection in group 'C' and 'D'appointments, the select list of SC/ ST
officers should be drawn up separately to fill the reserved vacancies. Those who are
within the zone of consideration should be considered for promotion along with others
and included in the general select list. If the number of SC/ ST candidates thus included
in the general select list is less than the number reserved for them, the difference will be
made up by selected candidates in the separate lists. SC/ ST candidates for this purpose
will be adjudged separately.

(d) For promotion by seniority-cum-fitness, separate lists should'be drawn for SC/ST if
there are reserved vacancies. They should be adjudged separately by the DPC. Those
who are found fit for promotion should be included in the general list arranged in the
order of their inter-se-seniority and this combined list will be followed for promotions
in that year as and when vacancy arises.

(e) There is no reservation in ad-hoc promotions. Government have issued instructions that
ad-hoc promotions should be kept to the barest minimum and should not be continued
for long periods.

(vii) Grouping of posts
In the case of posts fil led by direct recruitment, isolated individual posts and a small cadres of
less than 20 may be grouped with the posts in the same class. A group so formed should not
ordinarily be of less than 25 posts.

Surplus Cell:
'Before 

filling up any post by direct recruitment Surplus Cell should be addressed for nomination of
candidate, if any available. Only after obtaining clearance from Surplus Cell action for direct
recruitment through Staff Selection Commssion or Employment Exchange, as the case may be,
should be taken.

8. Verification of Character and antecedents:

After selection of suitable candidates by a duly Constituted Selection Committee as prescribed
under the relevant orders action for verification of character and antecedents of the candidates
should be taken as per the detailed instructions issued by DP&AR in this regard.

7.
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9. Age requirements:

(i) Crucial date: The crucial date ol determining the age limit may be indicated in the
advertisement notifying vacancies or in the requisitions sent to Employment Exchanges.
Before call letters are sent to the candidates for interview/test it should be ensured.that they
fulfill the conditions of age.

(ii) Age relaxations.' Details of concessions granted in a few cases are given below :

(a)' SC & ST candidates

O) Retrenched Central Government employees

(c) Educationally qualified Group 'D'

employees registered with the Employment
Exchange for appointment for
Group 'C' posts

(d) Blind, deaf and orthopaedically handicapped
Persons

(e) Widows, divorced women and women judicially
separated from husbands who are
not married

(f) Departmental candidates applying for posts
against outsiders quota

Five years

Period of Service in Central Government plus
three years.

Period of service in Central Government

Ten vears.

Upto the age of 35
sc & sr)

years (40 years for

Upto 35 years of age subject to the condition
that they have put in 3 years service in the posts
which are in the same line or allied cadres

(iii) Proof of Age: Age declared by persons appointed to government service should be verified
with the documentary evidence prbduced viz, Matriculation Certificate, Municipal Birth
Certificate etc.
In the absence of such documentary evidence if they declare their year of birth or month and
year of birth the date of birth may be treated as lst July or l6th of the month respectively. If
they declare only the age, date of birth shall be assumed by deducting the declared age from the
date of appointment. Date of birth is to be similarly determined in ther,cases of ex-servicemen
who had declared only age at the time of entry into military service.

(iv) Alteration in date of birth: The tlate of birth as declared and verified at the time of
appointment is entered in the service book records, and is generally treated as final. However,
requests for alterations in date of birth rhdy be entertained by the Government if (a) such
Iequests are made within 5 years of entry'into service 1U) it ir established that a genuine
bonafide mistake had occurred and (c) the date of birth as altered would not make him
ineligible for the school/University Examinations in which they had appeared or for the
Government service at the time of intitial appointment.



ilr#rilErfifrTqrfifi

ttl. h{tffi IrcTT{ :

qqtrd sCtEqTt 4i Bqk e-kTFr qrt o.<i + ft{q qrr;il sq? BrttrftF-Il + kqr.rqr t R t rc rqt
q< ffi*e * sncrr+arcfr * er;rsq q"qtfi sq t {{ilfEil t+qt qr v+er ir

u. qi[ttF.[, rqTq-qii

ord qr<q 6d fr qqfu kq qri + $ *<<o + hEfrfr sr{ ql3rr{n.ttld sc* ffi+ w< *
qrt fr q+ fiqurT q=r \nRr +'< kqt qnr qrFqt

12. iqET * trqq :

T<+rfr tdr d qhGe di fr srrq arr g$ hqfr( qr{ d (qqq-a;d 3rtfr qrqr fr*q
Fcort qrqr t znqfrumr sTT{r {q srd + Pdrq qrftr{.d wq ffi <rdqf{d sftr{,ft fr wqe cr€ d

. {kqfin + qfu FTsr * qrqq ft vnft drftr Qft 
'flqq r6!t irl q6 Fc+rd rGT q[qq11 t

13. q-Trt qtq :

q* g sH€ Ai t qf r*+ sfrqqr( at<r h{m(d rq{ d vc{rt t{T d sifi + tcq q{ sq.qffifl €dfr
€rrdt srrM-rFT qrw f+.qr qnr qrPtqr Qt rnw-n qrft +,ti + kq sqTff Fqffiqr crftrffrt
tffir "t rqR di:-

(l) rrqqFm TE smct +d
(2) er<rqqh{ Tq Tw vqqfr * qrq+ fi nsP{q v$r qcrdr sqtqPftqr qfffir F{Fft if

(qir "{" t ftrfr) qffir vClqqrd, + kq +qq {r..FR FtRut frfir
A rfilrft (6rr€ vSt is-l (qi6qr) *< q;{ Tqrff
q-q 3rqfr( frr{dr q|R .iftqil qtdqr f{f{,Fw ary+qrfrt

(3) qs6 "s" s< S€q sffi * qsq d k+,es{ ffi stcnr srerettt
mr *rfrEa tqt+Fw 3Tiudz qq-{T rrc+rt tqt€eqr qfr+rtt
qf6qr ffi * qrqtit d'fur fr +sr t+ q6 (q)
+ kq.g.ft ftqfr(d Bl

fuqrfr: I qfri t r<rfro fr Fqtmrf + kq +rt smct sqrur-T{ qr<so r€t Br

14. ftqfT{ qrtqr

qs, gfu+ drftTr, ffi+-wr; Frrcur rftf ft eqryffitrr, s{rfr HEq;+ qqrsr rif fr frf}r{d qiqfiF{q \
qr{ + s{rtil Fqtff d Fr66r ff'mrq fq--rqr€( ord qr<q o,ri fi F"{qfu ft qrqt fu{fff wtn huffim
qrt (+-rqfl-s) t crft frqr ff{r qrtfl1

15. +{r ri* :

frufril c€ t fr{r qft c*+, ct+,rt zF{qrft + Fdq ffir{ Enft qrt6q fu{rq grd tr€ q6 srq t irq
3rqfg + Fcq q*qr{ qtqr< tr< Etr t+?Tr {rqr i d tqrft nqr + dr4 Tfr tr tqr.ift ts.+.rft+qlff
Fd'r qPdPdfu 6 qt{k i' srs-srq ft.ft.qs dqr qrqf+di fi {frE, stzttnrfi znar kqrre qFil .FrFIt
ilfr, *q-zrsq vqfi *qun, Tzrcsrf,r q-ES sm-ft IrsIM-tFt *t cfrER {Eeft kfiq fr d t+qr srmr
qrfdqr frEF<e qqqF.{qn q?FFFtr ercr ft t{r-'ifi fr rer qmr *r
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12.

Marital certilicate:

A declaration of marital status in the prescribed form (Annexure 3) is to be obtained from the

candiate before he is allowed to join.

Oath of Allegiance:

Oath of A-flegiance to the Constitution of India is to be taken by the candidates at the time ofjoining
Government Service, in the prescribed form in English (Annexure 4) or any official regional
langauge before the Head of Office or other gazetted officer authorised in this behalf. A record <if
such oath-taking is to be maintained

13. Medical Examination:

Medical certificate of fitness for entry into Government'service should be furnished in the
prescribed form by every candidate before joining service. The appropiiate medical authority for
issue of such certificates is as follows:

AIR MANUAL

10. Offer of appointment:

Model Form for issue
which may be suitably
relevant posts.

i) Gazetted posts

ii) Non Gazetted (other than Group 'D')

posts

6

of offer of appointment to the selected candidates is given in Annexure 2

modified to conform to the requirements governing appointments to the

Medical Board

Civil Surgeon or Dy. Medical Officer
in the case of male candidates. In the case
of female candidates Asstt. Surgeon Grade I
(woman) in CGHS at Delhi, and a registered
female practitioner possessing the required
qualifications at other places.

Authorised Medical Attendants or
Govt. medical officer of near dispensary
or hospital in the case of male candidates.
In the case of female candidates same
as for Gr. 'C'.

7^

i i i) Group 'D' posts

Note: No medical certificate is required for appointments not exceeding 3 months.

14. Appointment Ordert

After certificate of age, qualifications, marital status, medical fitness etc. have duly been verified,
the appointee may be allowed to join on taking the oath of allegiance. Appointment order in the
form prescribed (Annexure 5) should be issued.

15. Service Book:

Service Book in the prescribed form is to be opened for each government servant except for those
who are appointed temporarily for a period not more than one year and are not eligible for
permanent employment. The Service Book will contain entries for every step in the official career
besides record of GPF account number, receipt of nominations, availing of LTC etc., Declaration
of Home Town, medical fitness certificate and family details are to be affixed in the Service Book.
Leave account in the prescribed form is also kept in the Service Book.



1
16, ilrT qffi{ :

ffiFrerflTf lflqrf,rfi

(l) qfr 4t{ v{srft o,ffi ;Fr ;tnt ttrqT qrfiT ? qqqr rdqn qt-F t dvilffi ?FttT qrftn e fr s+ I
frrsrPqkd st*.qr em{rft dft:
(i) vfr qci qrc d qftc{dT Tqft €dr+q (*-r*q5y + FTuTTP<c qrr+ qlqilks cr t qrq-qRrd"

o<il qtf6g t vs q€ilr+q d w * qt{rd ar<r rrcqtfu{ fuqr qrfl qrFq, H vtr+ qrrqf-{q eraqeT iwrt dr l

(ii) s{r+ qn mr+rft F*{rt ar<r F{q qr € qrq qfir+dT d s{e *qrftq qlnqrt Ffr *( qrcfr *
rrqq{ffi dtrtrtrd6+qrft *'arq.Re6rft |T{Poznqrqrfr qrcedrrqqtfr Pfi rw*rorqrf,
+ fqq IFFnrt;r rqfs qr<e Trc.FR, rFFT{Fr rrqr, frP+q qrfi, ftefr t scd 6,qqr qrtdqr

( iii) ileff rnfr , vt wre s€erd *t wnqR-@rrwn occfr fr (rgft il eM qt6T €'qfdq 3rr4qx
d q6 qr+fi qr *qr qGqr

Fr ffisilrd * g<r q,<i qt( qrrrd ERrN * qr-il d qri * sq<rfl fr q+ Trq n6qr qq{r {drTri qrq * (
qf c+dq d qr+rt fr t qrqei q-{q fr qrqft r wrd €drH d veq cfrftfr rqf trdbd ErqFfl rErer ERr @
fr w$ftr
(2) qq 4t{ ql6qT qtt+qrt ffir<r< Tcd1t ffi d qqi ?nq I qFFdT +e 41i t( qr+...il fifi A

fr sqffi crifl.qr ?n q:-;FrrFr-{ t+qr qrqr 3n?rwFF'rfi Br ?Fr{TFc[qrqH Ertf Eq qri a (qftE6( t
+{r qqfq dTr t€ qrq I q6 qffiq ffiq<rq i6<trrn s[T (6r A sft{ {6 ft fu di.Bqri srdr Tqr
qrq srr$ cft 6r crq lr qTq qftTdr r.+rft et< q< sS sftrsrftd d qFre toqi qnr qrFqr

(3) Eq w ffif{ ctrqr qtffi eqq-ffie +.<* + s.nt<r qq+ crc n qffc{dq tn,r w.rtq arft t
srf<r qI q+ hrqr 5<P+{r6 di q< qqi qTq d qfiFd? eT {-;rtq olfr e d sqdffi t<r tt) d

: FTffte qfuqr .fi sFrrnrfr t+qr qmr qrtdqr

' 17. qtt*fi

(l) frt $rtrl5{r qfr s*Eard + ?aq qP{fieTT q4fF z q{ fi 41ft kqrq s{+ fr t{r d 3s qd fr qT{
q qPdq il tr e<ft rorq sffi( rrE rr< Tffi + qrril d ff qftfiHr qqfE 2 q{ fr,fti

(2) qftftHr w4fts * Ekrq E,rd-ftilqrEt q< Frra (d qKrtft *( frsfrcd qm d rw t qeqioE fufrJ '

ffi qr$frr ra rfr,rftq ffid A qPcftt dfir

(3) qonirq ft.i"f + silqm rrt HqFftq qffi sfuid aru-ffi T.6rft e{qrt d w"rm qrq qri+
ir{iil sq w{M + qr+{r ftqfrfl $FT ry{nrr-vu + 2 q{ Tt ili fi ilfrq t qqft arte t
qrft f6q qfi qTHgr

(4) qft rq{ * Etr + erd-frqre{ sdqw+o rfr qrqr rrnr t fr vkftHr wqf[ wttqdqr w sre qt( 'r
qgr{ qr q6ft tr ffi ff a,dqft qn qrrq t d ffi eo qffdwr qq qfi €r qnr qri6g t

ls. sr€wft tqr :
{

(l) wFrE ccsrtr offi'sr til-{rd *tqrq iqfrre c<r 1w*vr tnl frqqs6i, 1965 amfrriruiqe
dfi tt

(z) q€ sr€qr{ vc+rft 6{qrt ff W *ofuo tqr (crcfi{ ft{r) P{rcrrfr A Fmc s d rt'rqh fuqr
+t{ +r<q trdrq zr d a|o^ qffi 61 dft...( ?6( w Ece iltaq wdE A aiffi *< qd +r rrrcn 6.qd
qqrq fr qr qoft tr vc*rt 6Cqrt fr qqft tqrdt d vq6a + kq q6 rffi or ifus? rrmr
'tt
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16. Change of Name:

( l) If a Government servant desires to adopt a new name or to effect modification in his existing
name, the following procedure has to be gone through:

(i) He should formally adopt the change by executing a deed changing his name (Annexure
6), which should be attested by two witnesses preferably known to the Head of Office in
which he is working.

(ii) The change in name should then be published in the prominent local newspaper and in
the Gazette of India, publication being undertaken by the Government servant at his own
expense in both the cases. For the publication of the advertisement in the Gazette of
India, he should approach the Manager of Publications, Government of India,
Publication Branch, Civil Lines, Delhi.

(iii) He should then make an application to the Head of Office with true copies of the relevant
documents and paper/ Gazette.cuttings.

Only after these formalities have been complied with and the relevant documents are received. the
adopting of the new name or change in the existing name will be recognised officially and entries in
service records being amended accordingly. True copies of the relevant documents should be retained bv
the Head of the Office concerned.
(2) The procedure prescribed above need not be followed when a woman employee on her marriage

desires a change of name to be noted in the official records. It is enough if the Head of Office
concerned satisfies himself that the change sought for is in pursuance of marriage and that the new
name is to be added to the name of the husband. The change in name is to be notified to all
autlr-'o rities officially.

(3) When, however, a married woman employee desires a change in her name after getting a divorce or
when a widow desires a change in her name on re-marriage, the procedure in para ( l) above should
be gone through.

17. Probation:

(i) The period of probation for all direct recruits except for those with age of entry 35 years or
above will be 2 years. Similarly period of probation in the case of promotion to the higher post
is also 2 years.

(ii) Performance during the period of probation will be watched and annual assessment reports in
the prescribed form are written sepirately. This is in addition to the Confidential Reports.

(iii) After a government servant is adjudged suitable by DPC on the basis of assessment reports
orders to this effect in the form Annexure 7 should be issued with effect from the date
following the date of completion of 2 years.

(iv) Probationary period may be extended normally by one more year if.the performance in the
first 2 years is not found to be satisfactory. No employee should be kepi on probation for more
than double the normal period.

Temporary Service:

(i) The conditions of service of temporary governmenr servants are
(Temporary Service) Rules, 1965.

(ii) The services of a temporary government servant can be termi44ted
reasons under Rule 5 of ccs (TS) Rules either by giving one month's

governed by C. C. S.

without assigning any
notice or forthwith by

lE.
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24.

ilrffi$ralllfthTrtrfi

(l) tqT t flrqq lqqr wT frokoiqr (q,t,) ffi fr ann omqfi iqr + hq iltffi ftt $i t\ / 
fuq tr Fffi frr wr erfhrrft nn tron Poqrfiilr illTflrfi t fr tft dfrfr il kq di
qqq-rfrqr frqfrt-d ;rff ?t

(4) ak m46 qqftrd iffi T€f ?ilT A d sr* +il{ qA +t qee o<i or +t{ qrqqm nfi tt

(5) +fcq wdu ff rrqrk q( at{ ffi+ Frd-1Pn qFffir+'rfi ir

*qrft<at :

(l) qfrfiHr qqft wr< d qri ft €ffi tK rn r s{ fr wrqrfr +4r Tt o< ke vti + sr{iil !tr
Tc+rft 6dqrt +1 sfr .r( rR wrfrre dfre +-r tqqT qril Bt ftqmcil vm(er"tcrr+ vtu)fr go
qfq q'ft qqrfi ffi ffr A *< eqrfi+mr fr dqun t Td Fr+nr qrfffid qrt{r+iidtit

(z) ernfr*sr +{n q€ rr< rr< dF{ fr qrfi ir qft r qrq ff fr{r {ft- qti t qan fr f€ft rrc+rt
or+qrt fr T{fr d qrft B, qq tR rr< qffi d qrfr A fr s* ss* kqn tK rr< fr qft fr{rd
T-ctrw <et qq Frsilft .rE .n €lt'ftfi oqi q< F{qr< i6qT ttt q?Fil Br qft r sd fi ilcfE +
,q+ +e rerrfde fr vmr B d sq rrE rn fr qft t{r ai T-{t{w< <et qq st frrqfl tK rr<

' eqrft{c dnrd +,<i q< trqrc t+qt qr som *t

(3) €qrfiT{r dr*?ft slrt{r :'q{ fi {<fE Tft *i qrfr iltq + wT+ i{il t qrft P+,q qri f;t

(4) Fqrft{Rr t M z{Teil Ffirr qa B t+ qzFFRT, rdt w.tnmqrerr+ ffi, rqnrflur/qftrftTqtft
(rt 3f,q kqrq} + qri rR (tffi" € qri *( t{r fr ffi + qrqm d FqrftTd rc+rftFdht
wffi rrc+rt offi d qqm qri snt tt

qfua5<v :

(t) qsqrft fr Tq, tqT-iqfd qrft * qqqr tp wvrft qe * tvfi qs t qfir<ftld d qli d qtrseq
+t fi d{ tqtfi qE Bifi"s 6}ilr A fr ftq sr{tqqd d enftaor * kq hrrtft4 .rffi qfufr
or {*qr Fd {{ft ffi tft t fi qrft qftqt

(21 qftffirur f{fttvd w t qfi$dil + qTqrt toqt srmr qGq, d qrqfiffi qft/q^qP{d srrqrfr Tr
i{r{ B[ner"iti/qcr + qftf, Er{nr

(3) qft qew # d fr Skqrrqr Trrft ilftq trrTrft i€qrqT q?Fil tt we: tg cnil fr *{ qrqtfr
" Tfi A fs lkror eir*Tbffi fr gffitat ilft A qn qrt Poqfft I fr retuffin*

gtl-frort *i + rrur iF{ qcr gvfi Wltm hfi ili{ * qrE qq qrcr lt
(4) F{at{{rft{ a,dqrft 6q qq adarft Filcs qrt d krr{ft{ ffi qr<q di qt <fr d, q< wdff+\ ./ 

qTq fi k{F( i6qr qrqr qrt6g *( kqrtftq rffid qfufu A ffit d ft"FiE ffi t rer qnr
qrtfl *( P{trfirfr{/w"firc{rir6 EFrd{r& fi qflfi( q< st dcr qmr atfdg, {< q *
erfqT{ fi qrft qrtaqr tt cqq e+' tt o,dsrt + kq q6 fi(tm srnftrd (6 qrft qtPrqt

($ z16lrstt?16rBfrFqiq€wrtqif q+oqtqRrrfr+qrqr+<d,ive +<arcqrqnrqTrggr cqrd
lrst A fu s(fi qt<fiqr wqiq gqroil o< fr qrq qk sfir€<uT ffi qrt t T{ Tfr {er+ sc$t
q, dr+ei ilftT ddft srfr sqWcr qiq 4< fr qrgr

ffiqqnrqrdqk:

n) ftff Tff + fqq qfiF qq-q qiqRT frTqr{tr{ Tffic qFqrd t ffiT ffi Br t{qr{nq qArfr srcm Er\r' 
.ra ffi irm q< ifqn'q.<t + kq Ff,r qrfl t: 

- /

21.
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(iii) Resignation from service is different from a notice for termination of temporary service under

CCS 1f S1 Rules. The former requires acceptance by the competent authority and there is no

time limit prescribed for such acceptance'

(iv) There is no provision for forfeiture of pay and allowances if the employee does not give the

requisite notice'

(v) No formal relieving is necessary on the expiry of notice period'

19. Quasi PermanencY:

(i) After termination of probationary period and on completion of 3 years temporary service in

the same post a government servant is declared quasi-permanent in the post. Check list in the

prescribed form is to be completed and orders of the appointing authority obtained before

declaration of Quasi permanency (Annexure 8)' '

(i i) euasi permanency is declared in only one post. If a government servant is

transferred/ promoted to a higher post before completion of 3 years he may be considered for

quasi permun"n.y in the lower post taking into account his service in the lower post. If he is

reverted to a lower post within 3 years he may be considered for quasi permanency in the lower

post taking into account his service in the higher post.

(iii) Declaration of quasi permanency is issued from the date following the date of completion of 3

years.

(iv) Benefits that accrue from quasi permanency are that quasi permanent government servants

are treated at par with permanent government servants in the matter of leave, allowances,

disciplinary proceedings, retention of lien in case of transfer/ deputation to other departments,

and termination of servic.

20. Confirmation:

(i) As soon as a permanent post is available consequent on the death, retirement etc. of the

incumbent or on conversion of temporary post into permanent one action to convene DPC to

consider confirmation of the eligible candidates should be taken expeditiously.

(ii) Confirmation should be made strictly according to seniority subject to the reservations/
concessions applicable for SC and ST candidates.

(iii) Confirmation can be made with retrospective effect if otherwise due. There is, therbfore, no
objection if confirmation orders are issued even after the death/ retirement etc. of the official
and even if thefactof theavailabilityof vacancybecameknownafterhisdeath/retirementetc.

(iv) . Confirmation of employees under suspension or against whom departmental proceedings are
to be initiated is to be considered along with others and DPC's recommendations kept in
sealed cover to be opened after the termination of suspension/disciplinary proceedings, and
action taken therebf. Till such time a vacancy should be kept reserved for such official.

(v) It is not necessary that an employee should have been declared quasi permanent before
confirmation. But it is necessary that his probation period is terminated and his suitability
with regard to age at recruitment, qualifications etc. adjudged before confirmation is done.

21. Departmental Promotion Committee:

(i) Selection Committee consituted for direct recnlitment is different from Departmental

Promotion Committee. DPC is constituted for considering the following cases:

I



ort;ilrrqrothfirffi
(s) qfuftHr * {ufur
(q) ftrtor
\ I  J
(tr) amnls qR sqT
(q) qzn rq?ft qt( fk-Tfi wft ref q< vfrqfr

(2) fr{Fft{ qffi qn{ft 6r qFFr< rnf qcsqq F{+{rrd{ + ftre^ qT+tild hqfrtr Foqr rrqr ir u-eqFrw€ rfr e 16 ffirfr fr *i* rytr $q, T qS e h ffiri rfr)ffi d rffi+ v-q SF-w< t q€ qfffiqqrnfu'qiHte 
"nft 

t*rqr..t*+qFqr s*ntqqR s<i * q|q+ d kqFt{ T+qfr vffi 4 T6T ?F'r *.- fut fi d,tt'+.t ft;'fu + qrq+ d*ct *r .

w,, an^q:T ffi' qiqiii iFi rizliri?i FFIIIkT wrql<Rri|t q't FFqT qlqr qrr6q ilf6 q{ + +c{ d+ qr+qkm a Pqq qffi {qft *k6T u'rn'"q _Tft c q*rq(' G nfui- C # * qq v+rft i*< sq qqfu +t mq qrqqT d qtrq nfFsrt'ar(r o, q+[i #-tr-qr qFil Br
(4) Tffi qrfr + Fr{Rft{ sffi d qTFfr d kqrtfrq q+qfr rffi 6 ft11fr6n w t ficaq|ilur q?r rrEe tmr q-4 frr6:-

_F1qA^ftEEFQr * kqt{qRr*il fuqtqkd ofilftdt* +{rffifiqtq6<ft rrfrtqt( T6 Tq|ftd l+qr qer a fu Fre f|gr d ffi r+rc or ot{ *ea qa a,i,- 
-' '"*

\J, .--',"^",- .p' Wq' F q-iRilqT @ F lqg g-etiF t?tqFII.t rRtrTRf IfFnil 41 qq{f dtqrf
*( qfuqr sd oq-EF{ft qrfrqr qfr ff hqlil d Ftra. kq d{ftTT{r ; pdqr.Tqr d fi qrHr 

* 
6T

+t{ qrcqril rfi tr
(6) t -trq \t fft Td (uw^afrtqr-R{-sgmcr)+kqkqr{ftqTfrFftqftfte{ffidq1qffi

+ s+q{ t gn+ T<+rt +{T ffi * qrqR qt tt3qqR'" qrqr "qff qqFil qfi'; {ft'rq} + di;
ffi ?r "Bq6r" ei s{+ qftqrdr *q d qrk€r t <e t64r qrilr Ai' 

-'

(7) 3TJT {{.{ rdt q< Tffi + ftTq kqFftq rffi sn{fr o,ffi E} s{ft mq{r t qrqR T(
"sqtd- "qq6- qq1" *( "qq[" {ftffi d 6'ffi i r krrrftq rffi sfuft qi k" F* # ;qrq t€i *4 {fr-Fti<q +1 q. il ft fs sg+l qFrt-qMi fr *oft hqtnr f{€ mrt f*t *, a iqFreRt: kqrtft{ Tffi qfuft Ffffiff'* r{e1 g I t s ryn qfF+ qrr scft{qTt "n kqR s{ft
tr qk qurq qrrei qftSqr d 3Tqftrd rtel g qqFffi vrnTrqnm qq Ertil * v4*.' 
sqq-crr qh dt t d "q4q d{ft et{",F t q*j*;'*E* * 

"-;1 
ar s+6 qF d qr.r*rqrcgks.qfuaT *' qrqR tR IFFRT: "vqqt-" ft51 "qq6 ruT" qiT ha i,n=&,, *frwsCl-€Tt +i rs+< *qR fi qr$ftr

(8) 1ftro<ot, qffcftTr *( Eerdrtr + kq o{qrfcqT fr srhT dqdr qq kqR qrfi t6{r qrei *r
hqFft{ Tffi qn{ft +qil rrsqq6'" qt "eTS ssTff Tff" * sq d a}oftoor mfr ir R qrqd
t hntftq rffi qfrfil or \t6 lir d kd{r *< ,ir,rqrd * qceq< d** E .t 

"T*} 
q< trqR

?erqr qnr arst rfi tr
(9) FrdqqTffT-o{iltcfr q{r.r sr edqrffcd + qrt t ffi Ftca wtqnc<rcqo ffi +{d/

k-{r<rft{ i, "lftd'Q< kq1'6" fi Tfr qPfqT qq{r{ qRnft Sfr i{, tr.fu*rr * qlqq fr qqiT{
qrft ir

(10) tM{ f(frJ + o,{ilfufr d $rt c fr .r{ ,frg ffi'rdt +t kqFfrq rffi qftfu aRi qrq- - 
Tfr tor tn\',nr fts tcqfrfrfr, * |ltq fr qrq^+i{ ,ftafi FfiRrqh Et. * F{qFftr rffi
sfrft qt qrrdt ai hufq di ro €qftT o< v+fi ir

1tt) kvrfu Tffi $rfr q @, wt eo r{fu sr {eu B, wu**{R..s ilft e q1( T{S
orqftarq t T{ F{frfrr^qrfEorft + qg+e{ fr qtqr <afi tr ffir srfFftrft, kqFfrq rftifr
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(a) Termination of probation

(b) Confirmation

(c) Crossing of Efficiency Bar

(d) Promotion to selection and non-selection posts '

(ii) The size and composition of DPC is prescribed by relevant orders of the Directorate. It is not

necessary that the numbers of members should be odd one. It is necessary to induct an officer

of appropriate status belonging to SC or ST Community. Composition of DPC for

considering EB cases is the same as for confirmation.

(iii) DPC should be convened at regular intervals to draw panels for promotion against the

vacancies occuring during ayear. Normally the life of panel is one year which may'be extended

by 6 months in special cases by the competent authority.

(iv) Integrity certificate in the following form is required to be furnished to DPC in respect of
candidates being considered for promotion etc.

"The records of service of thefol lowingoff icerswhoaretobeconsideredforpromotion/conf irmationin
the grade have been carefully scrutinised and it is certified that there is no doubt about their integrity".

(v) Each DPC should decide its own method and procedure for objective assessment of the
suitability of the candidates. There is no provision for interview unless so indicated in the
Recruitment Rules.

(vi) For promotion to non-selection posts (i.e. Seniority-cum-fitness) DPC categorises the
officials as "fit" or "Not yet fit" for promotion on the basis of assessment of their records of
officials considered service. "Fit" are placed in the panel in the order of their seniority.

(vii) For promotion to selection posts DPC categorises the officials as "Outstanding" "Very good"
and "Good" on the basis of merit. It is entirely left to the DPC to have its own grading
irrespective of the grading shown in the CR's. Generally DPC considers 3 to 5 times the
number of eligible candidates, of the number of vacancies. Field of choice is extended to 5
times if the number of SC/ ST candidates required are not available within the normal zone of
consideration. Panel is drawn by placing "Outstanding' candidates first, "Very Good"
candidates next and "Good" candidates thereafter, maintaining intei:se seniority within each
group.

(viii) For confirmation, probation and Efficiency Bar, relative merit of the officials is not taken into
account. DPC categorises only "Fit" or "Not yet fit". ln such case DPC need not meet in a
session and cases considered by circulation of papers.

(ix) In the case of officials under suspension or against whom disciplinary proceedings are
pending/ contemplated "Sealed cover" procedure wilt be followed same as for "confirmation".

(x) Adverse remarks in CR's not communicated to the officials will not be taken into account by
DPC. In case representation against adverse remarks is under consideration DPC may defer
such cases til l the decision is taken.

(xi) Proceedings of DPC are recommendatory in nature and require approval of the appointing
authority before implementation. The appointing authority may disagree with the
recommendations of the DPC for valid.reasons which should be recorded in writing.
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(xii) Date of validity of the panel is the date of DPC meeting. If DPC meets on more than one day
the last date of meeting is taken as the valid date. Promotion takes effect from the valid date or
date of promotion whichever is later.

Note: For Probation, confirmation & EB cases date of effect could be the due date.

(xiii) Review DPC can be held for rectifying certain mistakes, but the zone of consideration and the
grading of CR's should not be changed. Such contingencies mayarise if (a)thereisanerrorin
the list of eligible candidates, (b) seniority is'revised subsequently, or (c) any other procedural
irregularity committed by DpC.

(xiv) If promotion is refused a written request is required to be made by the official explaining
reasons. If the reasons are acceptable to the appointing authority, the next candidate in the
panel is promoted and the official who refused promqtion is debarred for promotion for one
year. If the reasons are not acceptable the appointirlg authority may take disciplinary action
against the official.

22. Seniority:

(i) In case of direct recruits seniority will be with reference to the order of merit in which select list
is drawn (candidates nominated by Staff Selection Commission will, however, be given
seniority on the basis of date of joining).

(ii) The relative seniority of persons promoted for selection posts shall be determined in the order
of selection. For promotees on seniority-cum-fitness basis, their inter-se seniority in the lower
grade will be followed.

(iii) If a category of post is to be fil led partly by promotion and partly by direct recruitment and
quotas have been fixed say 5070 each, the relative seniority of promotees and direct recruits
will be fixed according to the rotation of vacancies based on the quotas reserved. However,
this is applicable only if the required number of candidates have been promoted/ recruited in a
recruitment year. In case the number of direct recruits falls short of the quota reserved, such
vacancies may be fil led by promotees who will be shown at the bottom of the seniority list. This
shortfall will be adjusted in the subsequent year when the direct recruits appointed in excess of
the prescribed quota for that year due to carry over of the unutilised quota for the previous
year and the appointees will be shown at the bottom of the list for the subsequ.ni y.u..

(iv) If the posts are fil led both by promotion and direct recruitment with fixed quotas foreach, the
roster to be maintained for the purpose will begin with the point for promotees. For example if
5070 quota is fixed for promotees and direct recruits each, the rosteipoint will be l. promLtee,
2 direct recruit and so on.

Note: If for any reason' direct recruit or promotee ceases to hold the appointment in the grade, the seniority list should not be
revised for the purpose of ensuring the proportion referred to above.

(v) For confirmation the seniority list drawn as above will be followed. Since reservation orders
are applicable for confirmation of direct recruits candidates belonging to the reserved
community will have to be confirmed, if otherwise suitable, before rorn" of their scniors in
order to utilise the points reserved during a year. Once confirmation is done all such confirmed
officials will be shown with their inter-se seniority above the persons yet to beconfirmed. For
further promotions the seniority so revised after confirmation will be followed.
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(vi) For confirmation in posts filled partly by promotion and partly by direct recruitment the

procedure indicated in sub-para (v) above will be followed for direct recruitment quota only as

no reservation is applicable for confirmation of promotees. Thus while promotees will be

confirmed in the oider of their seniority against the vacancies available for confirmation of

promorees, direct recruits will be confirmed on the basis of their seniority-subject to the

provision for utilising reserved posts by confirming candidates belonging to such reserved

community from below the seniority list. After confirmation all the persons will be shown as

per their inter-se senioritY.

(vii) An official under suspension, who, on completion of departmental proceedings, is fully

exonerated, suspension being found to be wholly unjusfified, should be given his due position

in the seniority-list and should be promoted in the first vacancy available, by reverting his

junior if promtted already. (The period between the date of promotion of the junior and the

actual date of promotion of the officer eoncerned will be reckoned as qualifying service for the

purpose of further Promotion).

23. Ad-hoc appointments/promotions:

(i) Government have issued orders that ad-hoc appointments/ promotions should be avoided and

timely action taken to finalise recruitment rules, concerning the DPC etc. However, necessity

for such ad-hoc appointments/promotions may arise in the following circumstances:

(a) for pending short-term vacancies caused by leave, training etc., it is considered

administratively difficult to appoint the candidate in the approved panel, or the

candidate may not be willing for short term promotion.

(b) existing panel is exhausted and it is essential to fill up the vacancy before DPC meets and

selects a fresh panel. (However only departmental candidates in the feeder cadre would

be eligible for such ad-hoc promotions).

(c) for filling up short term vacancies not exceeding one year for posts normally filled up

through SSC. Since the Commission will not nominate candidates for such short term

ad-hoc vacancies, appointments have to be made on ad-hoc basis through Employment

Exchange.

Nolc: In no case service in such ad-hoc appointments will count for seniority or entitle any claim for regular aPpointment.

(ii) For ad-hoc appointments against vacancies exceeding 45 days reservation orders for SC/ST

would apply. For ad-hoc promotions these reservation orders do not apply.

24. Casual employment:

(i) Casual employment should be restricted to work of a truly casual nature.'Remuneration

should be paid at the rates fixed by the State Government or CPWD,

(ii) Casual labourers appointed through Employment Exchange and possessing experience of

minimum of two years experience will be eligible for regular appointment without any further

reference to Employment Excllange. Benefit of 2 years experience may be given if the casual

labourer has put in at least 240 days of service during each of the two years service. In five days

week offices the minimum number of days is 206 instead of 240'

(iii) Th€ period of service as casual labourer will be deducted from his age for the purpose of age

limits for regular appointment. He should however possess minimum qualification required

for the post.
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25. Appoinlment of Safaiwalas, FTrashes, Security Guards etc. as Peon:

(i) Regular by appointed Group 'D'staff, such as Safaiwalas, Farashes etc. can be appointed as
Peon if they posses the minimum qualification prescribed for direct recruitment to the post of
Peon.

(ii) Those who do not posses the requisite qualification of middle school standard but possess
elementary literacy and give proof of ability to read either English, Hindi or Regional
Language could be considered for appointment on transfer to the Peon's Cadre and for this
purpose 2570 of the vacancies should be reserved for them.

26. Nominations for different purposes:

(i) Every Government servant is required to exercise nomination to the following cases:

(l) Death-cum-Retirement Gratuity.

(2) GPF/ cPF
(3) Central Government Employees Group Insurance Scheme, 1980.

(4) Arrears of pension.

(ii) As soon as a person is appointed to regular government service he should furnish family
details in the prescribed form.

(iii) Similarly nominations for DCRG & CGEGIS should be given immediately after the
appointment.

(iv) Nominations for GPF/ CPF are to be given at the time of commencement of recovery.

(v) Nomination for arrears of pension should be given before retirement.

(vi) All the nominations should be in favour of family members as defined in the relevant rules. If
any one had given nomination for DCRG in favour of others before acquiring family the
nomination becomes automatically invalid on his acquiring family and he is required to give
fresh nomination in.favour of family member as defined in the rules.

27, Voluntary Retirement:

(i)'A government. servant may retire from government service at any time after completing 20
years qualifying service by giving 3 months notice.

(ii) Such notice requires' acceptance by the appointing authority but if the refusal to grant
permission to retire is not communicated before the expiry of the period specified in the notice
the retirement becomes effective from the date of expiry of the noticc period.

(iii) Notice of less than 3 months also may be considered, but in such cases the official cannot apply
for commutation of pension before the expiry of 3 months notice period.

(iv) Once the notice is given the official cannot withdraw the notice except with the specific
approval of the authority concerned. Such request for withdrawal should be made before the
intended date of retirement.

(v) Normally notices for voluntary retirement are accepted except in cases where disciplinary
proceedings are pending/ contemplated.

(vi) Benefits of an addition of 5 years qualifying service is allowed in cases of voluntary retirement
subject to the condition that the total qualifying service is limited to 33 years and it does not
take him beyond the date of superannuation.
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(vii) pension and DCRG will be calculated on the basis of emoluments drawn before such

retirement and no benefit of notional fixation of pay etc. allowed for such increase of

qualifying service.

(viii) Date of effect will be the forenoon of the day following the expiry of such notice period.

2t. hemature Retirement:

(i) Under FR 56(i) the appropriate authority has the absolute right to retire pny government

employee as follows:

(a) Group A or B emPloyees

(b) Other cases excePt GrouP 'D'

appointed before 23.7 .66.
(c) All employees

: After attaining 50 Years of age, if

entry into government service is before

35 years of age.
: Aft er attaining 55 Years of ager

: After completion of 30 Years
qualifying service.

(ii) Cases of officials covered by FR 56 (i) should be reviewed 6 months before they attain 50/ 55

years of age or complete 3d y."rr qualifying service. Departments/offices have to maintain

suitable registers to be reviewed every quarter.

(iii)Composition of Review Committee/Representation Committee has been prescribed by

Government.
(iv) The criteria to be followed by the Review Committee in making recommendations for

retirement would be:
(a) Those whose integrity is doubtful.

(b) Those found ineffective; (if one is found unfit to continue in the existing post his fitness

for the lower post should be considered).

(c) Entire service record to be considered at the time of review; no employee would be retired

for ineffectiveness within a period of one year before due date for superannuation and

also in cases where the service during the last 5 years is satisfactory.

(v) On the recommendations of the Review Committee the competent authority shall record on

the file its decision to retire the official concerned in public interest.

(vi) There is provision for taking action for retirement in cases where an employee is found fit to

continue in service after the normal review, but, later, the continuance is not found to be in

public interest.

(vii) Three months notice should be given to retire an employee under these rules. The date of

premature retirement should be on the forenoon of the day (to be treated as non-working day)

following the day of expiry of the notice.

(viii) Notice should be issued in the form prescribed for each type of premature retirement.

(ix) There is provision to retire an employee forthwith by paying 3 months salary in cash in lieu of

notice period.

(x) Representation against or4ers of premature retirement may be considered by Government

and the Committie constituted for the purpose will consider and give recommendations.
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29, Pension and other retirement benefits :

l. Nature of benefits

The following are the benefits admissible to persons retiring from Government service:

(a) Pension
(b) Commutation of pension

(c) Death-cum-Retirement Gratuity
(d) Encashment of leave salary
(e) Savings Fund at credit under Central Government Employees Group Insurance Scheme,

1980.
(f) Final payment of GPF/ CPF balances.
(g) Travelling Allowance

2. Family Pension

In the case of death while in service or after retirement family pension is admissible to the eligible
family member(s) as per Rule 54 of CCS (Pension) Rules. No commutation is allowed in this case.
Other benefits mentioned at (c) to (g) of sub para (i) above are admissible.

3. Terminal benefit for temporary employees

Terminal/ Death Gratuity is admissible to temporary/quasi-permanent employees on retirement,
death etc. under CCS (Temporary Services) Rules, Terminal leave/ cash payment is also admissible '

under these Rules.

4. Procedural formalities (retirement cases)

The following are the procedural formalities in dealing with pension cases:

(a) A list of persons due to retire within the next 24 to 30 months should be prepared on lst
January and lst July each year.

(b) A copy of such list should be sent to the Pay & Accounts Officer concerned.
(c) In the case of retirements other than Superannuation intimation should be sent to the PAO

immediately on the facts becoming known.
(d) A copy of such intimation is to be sent to the Estate Office also in all cases.
(e) Preparation of pension papers in Form 7 should be done two years before retirement.
(0 Verification of service should be completed in respect of non-gazetted staff and action taken in

respect of any unverified portion as per Rule 59 of CCS (Pension) Rriles.
(g) Scrutiny of the entries in the service book should be done and any omission made good.

(h) Eight months prior to retirement Form 5 is to be obtained from the employee, along with
family details in Form 3 and nominations in Form I or 2 and 4 d. Nomination for arrears of
pension is also to be taken.

(i) Part I of Form 7 should be completed by the Head of Office.

C) Forms 5 and 7 duly completed should be sent to the PAO concerned with covering letter in
Form 8 along with the service book and any other documents necessary, at least 6 months
before retiretnent.
(Form 7 should be sent in duplicate if the payment is desired in another circle of accounting

unit).

t 4
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(k) Any event occurring after submission of pension papers to the Pay & Accounts Office and
' 

affecting pension should be reported promptly to PAO.

0) Particulars of Government dues, if any, should be furnished to the PAO two months before
retirement date.

Note. Amount of Pension, bratuity and Commuted value of pension is to be rounded off to the next rupee.

5. Issue of P.P.O. etc. by PAO

The PAO, after checking the pension papers, will record the account enfacement in part II of Form
7 and issue the Pension P4yment Order not less than one month before the date of retirement. If the
pension is payable in another circle of accounting unit the PAO will send the assessment with a copy
of Form 7 to the Accounts Officer of that Unit. Authorisation for drawal and payment of gratuity,
commuted value of pension and final payment of GPF/ CPF balances will be issued by PAO to the
DDO in respect of non-gazetted staff, PAO, IRLA, will make payment direct to Gazetted officers
aftqr getting advance receipts.

6. Provisional Pension

Head of office may sanction provisional pension/gratuity under Rule 64, inany case where it is not
possible to finalise and settle the pension/gratuity in accordance with the rules.

7. Commutation

In the case of superannuation it is permissible to send the application for commutation of pension
in form I along with pension papers. In other cases application for commutation should be
obtained and forwarded after the P.P.O. is received. No medical examination is necessary if such
application is received within one year of retirement.

t. Encashment of Leave Salary
' Leave account should be completely reviewed for non gazettedstaff and sanction to the payment of

encashment of leave at credit should be issued immediately oir retirement by the authority
competent to sanction leave. Cash equivalent should be calculated as follows:

No. of days of unutilised earned leave at
credit on the date of retirement

x subject to a maximum of 240 days.
30

The DDO will draw the amount sanctioned and make payment. For Gazetted Officers sanction will be

issued after ascertaining the period of leave at credit from PAO, IRLA. To avoid delay, sanction may

also be issued for payment of cash equivalent 'Tor the period of E.L. at credit not exceeding240 days".

9. Savings Fund under CGEGIS

Similarly, a formal sanction to the payment of savings fund under the Central Government
Employee Group Insurance Scheme 1980, should be issued obtaining a simple application in form 4
and the amount drawn from PAO, in a simple receipt form as in Annexure'C'to the said scheme.
For Gazetted officers sanction will be issued to PAO, IRLA for.payment.

r5

Pay plus DA on the
Date of retirement
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10. GPF/CPF payments

To eliminate delays in the final payment of GPF/ CPF balances the following procedure has been
introduced by Government.

(a) Application for final payment may be submitted by the official one year before due date of
retirement or superannuation in part I of the form.

(b) Subscription will be compulsorily discontinued during the last 3 months of service. As soon as
the subscription is discontinued Part II of the application should be submitted.

(c) The Pay & Accounts Officer will scrutinise Part I and Part II and authorise payment after
verifying credits atleast one month before retirement. The amount is, however, to be drawn
and paid on the date following the date of retirement.

ll. Procedural formalities (death cases)

In the case of death while in service the following steps are to be taken:
(a) Payment of immediate relief should be made to the family in the form of advance limited to 3

months pay or Rs. 1500/- whichever is less, provide, l  that theamountdoes notexceed the
estimated payments due to the family. The advance is adjustable against the arrears of salary,
DCRG, GPF/ CPF balances or any dues payable. The amount should be drawn in a simpie
receipt form enclosing copy of sanction. Formal application for relief need not be insisted
upon.

(b) The nomination for DCRG furnished by the deceased officials should be verified and the
nominee addressed in form l0 or form I I , as may be appropriate, for making claim in form 12.

(c) For family pension, the widow/ widower should be addressed in form l3 for making claim in
form l4 'andwherethedeceasedoff ic ial issurvivedbychi ld/chi ldrenbelowlgyearsguardian

' may submit claim in form 14.
(d) Simultaneously action for completion for Form l8 should be taken up within one month of

date of receipt of intimation of death.
(e) Verification of service, entries in service book etc. should be done and in case of any unverified

service action should be taken as per Rule 79 of ccS (pension) Rules.
(f) On receipt of claim(s), the Head of Office should complete item 22,23,24, 25 and26 of Form

l8 and send the form in original to the PAo concerned with covering i"tt.. in form I9, along
with service book and any other relevant documents, like death certil icate etc. (Form l g is to
be sent in duplicate if the payment is desired in another circle of accounting unit).

(g) The Estate office should be addressed, if the deceased official was staying in government

(h)

( i )

quarters, for 'No Demand' cert i f icate.

Dues to government, i f  lny, should be int imated to PAo.
Action for obtaining application and payment to the family should be taken in respect of
encashment of leave salary, savings fund in CGEGIS, ana CefT CpF, as also any arrears of
pay etc. due.
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tre (4,fr A fiiltrfr +dr el itcH t6,'( qr sv* qEn at|{ *< rdor T{rdrq o-<d sqrq t+qr llqr
I r qk 6ffi +{r t eFIq? *frr A fr sv& qrt fi sTtdd qae + 50 qtffre A rEn r+q <rftr?Fr
T{rdrr t+qt qr vom tr qcq 16 Trdrq 120 H eo fi ftfud ll

?euqfr: sS cFrcl t r+E Trdr{ q6{sr <+q fr fi fum qqqrl

15. t{r ftr5f, di srA odqrftq} +} sil+ qrR fr qd+frq qe + ffit fr ftFE T{-ilf{ toqr qr v+mt,
TrE t{rq *< erq qr$ Fr tqn (qqm sflT fuq .r< T6fi +t etr r+r< fr ffi qrA r+q r{rcrq t

' in-e kqr qwnr

16. itcq t+< qr *tcq fr 3rdflr A aT{ dr r€ i{q w+ t qrs frilftTfr t6i sni qrn +ffif ot
fr srHd 6"4 + qEi r+E {Erwfr fr qr v+fr ir rq r.{fi offi +1sq emfir fi;rry<
srqr{rft rrff fi srKnft ffi kq F'A 4ffil 3ft trtil ET Tq-il{ i+qr qr qst Br

17. sqiffi + t*ifufr Ttrdn trt aflv

ffiq ffsfrq t{r (t{H) ffi + ffiq 0s * s{ilfil Eo qrd 6 qfiq srcrT + t*{kil T{rdrq
rr< ailEr ?i fi q+eqr ir

18. Fr{ t<r Pr{S o,fuFrdt + F{6e kqrfi'q 6rt{ri * Tfr t s.F stitdq tqla:
ftrq odqrftqT + k€€ krr'ftq qr qftro q'fq qq rfr e rd ffiq RsPfr nqr (ftrq) F{{qR* +
ftrqq 69 * qfrq 3r"ffuq tt|'il eTfttqPd fi qr eEfr t t v<g **+ nst{q *{r ({{trF,'{sr, tTdTqr Bfk
3lftiT) Ftmr+ft + tffq lo i 3Tft{ *sr qqe Es ?i + kil rTrqfr * w-rqflT{rir+ qrd{r{ d Tft
* sd d.s+-r q"ffuq sq-qm tq T€i it q;i?tq {lr{ +t dfdq fr{r Frf,d Ti*Tn qrdf'* k€d
q{fud ?oqr qrqnr R fdq sq t drftW +{rt qft {dtdq Eqm + oq t d +ti q-fr Tfi ff
wqftr

13.

14.
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0) After forwarding the documents to PAo the Head of office may sanction provisional pension
to the family for a period not exceeding 6 months and 100/6 gratuity and the amounts drawn inpay bill form and paid. Provisional pension will cease from ihe date family pension isauthorised by PAo who may also permit continuance of payment of provisional pension if
further delay is anticipated. If any excess payment in provisional pension arises, the excess canbe adjusted by recovery in suitable instalments. But any excess in provisional gratuity is not tobe recovered and the Head of Office should, therefore, ensure thut 

"ur., 
of such excess are

avoided' officia(s) responsible for such excess payment shall be accountable for theoverpayment.

12' In case of death after retirement, action for sanction of family pension and residuary gratuity
should be taken as per Rure gr of ccs (pension) Rures.

13. Notification of retirement

Where a government servant retires from service a notification in the official gazettein the case ofgazetted staff and an office order in the case of non-gazetted staff should be lssued specifying thedate of retirement within a week and a copy thereoiforwarded to pAo concerned.

14. Errcashment of EL/HFL etc.

Encashment of earned leave at credit is also admissible as above on termination of services ofpermanent or temporary government servant by notice or by payment of pay and allowances in lieuthereof. If the official resigns from service encashment is allowed upto io% otthe earned leave atcredit subject to a maximum of 120 days.

f'Iote. Cash equivalent to leave salary is payable in one lump sum in all cases.

15' Encashment of Half pay leave at credit is also allowed for retiring officials but the pension andpension equivalent of other benefits and relief on pension shalibe deducted from such cash
equivalent of leave salary.

16' Encashment of Earned Leave at credit is admissible to persons retiring from service by giving
notice or are retired from service by payment of pay and allowances for the notice period but in
the latter case encashment is allowed for the p".ioo of leave excluding the period flr which pay
and allowances are paid.

17. Interest on delayed payment of gratuity

There is provision for payment of interest on delayed payment of gratuity subject to certainconditions under CCS (pension) Rules.

It. Provisional pension for retired officials facing Departmental proceedings
Provisional pension may be authorised under rule 69 of CCS (pension) Rules in respect ofgovernment servants against whom departmental or judicial proceedings are pending. Butprovisional gratuity is not payable except in eases where disciilinary pr"oceedings have been
initiated under Rule l6 of CCS (ccA) Rules for imposing any of the *ino, penalties. provisional
pension shall be adjusted against final retirement benefits sanctioned but no recovery shall be made
if pension finally sanctioned is less than the provisional pension.
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lg. rilitholding of Pension

(i) There is provision under Rule 8 of Pension Rules for withholding or withdrawing a pension or

part thereof if the pensioner is convicted of aserious crime.

(ii) Similarly, pension may be withheld wholly or partly and for recovery of any pecuniary loss

caused to the Government if the official is found guilty on any departmental proceedings

instituted while he was in service. There is also provision for instituting departmental

proceedings after retirement in exceptional cases (Rule 9 of Pension Rules).

20. Recovery of Government dues from DCRG etc.

(i) Dues from retiring officials towards Government accommodation, outstanding advances e.g.
house building etc., overpayment of pay and allowances/ leave salary orarrears.of income tax

recoverable at source can be recovered from DCRG.

(ii) Dues to Municipality/ Coop. Society are not treated as Government dues and recovery is not
permissible without the consent of the pensioner.

(ii i) Recovery of government dues from Pension Relief is permissible.

21. Check list

Check list for processing pension cases is given at Annexure 9.

22. Travelling Allowance on retirement/death

(i) On retirement:

(a) T.A. is admissible to the retiring official and his family as per transfer TA entitlements
including lump sum and transportation of personal effects for journey to home town or
to the place where he and his family are to settle down permanently on retirement. T.A.
for the family will be allowed only after the retiring official moves. Provisions under SR
I l6(b) (ii i) are applicable if the official and the family perform the journey separately.
For transportation of personal effects also the same time limit of one month/ 6 months is
allowed. The time limit of one month/ 6 months is to be counted from the date ofjourney
by the official. Relaxation for extension of these limits both for the journey by the family
and for transportation of personal effects is permissible as in case of transfers.

(b) The above concession is admissible at any time within one year of retirement.

(c) The concession is admissible only to persons who retire on retiring pension, or on
superennuation, or invalid or compensation pension and not to those who quit service by
resignation, dismissal, removal or compulsory retireinent as a punishment.

(d) The concession is.also admissible to temporary/quasi permanent employees with atleast
l0 years service on retirement on superannuation/invalid pension or retrenchment
without offering an alternative appointment.

(.e) If the place of settlement is abroad, concession.is admissible upto the Railway station
nearest to the port of embarcation, or upto the airport from which he travels by air, and
upto port of despatch for personal effects.

(0 This concession is admissible in addition to the LTC if any availed, by him within one year
before retirement.

(g) Claims will be drawn on the usual transfer TA form by the DDO duly countersigned bj
the competent authority. In case retiring officer was controlling authority for transfer
TA for himself his claim should be countersigned by next higher authority.

f h )  The  nnn t rn l l i no  a r r t ho r i t r r  chn r r l r l  c . a t i c f v  h i r nse l f  ahn r r t  f he  oen r r i neness  o f  t he  c l n i r n
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down at the last station of duty, TA may be allowed if there is a
No lump sum is al lowed.

(i) For persons settling
change of residence.

Note. There is no provision for grant of advances for the above claim after retirement. Advances can, however, be sanctioned

if the journey is performed during LPR.

(ii) On death:

(a) On death of an official in service, his family members as defined in SR 2(8) are eligible for
T.A., on the same basis as per transfer TA including lump sum, transport of personal effects
etc., for the journey to home town or any place where they are settling down. If the journey is
performed either frorn a station other than Hqrs and/or to a place other than the home
town/declared place the reimbursement will be allowed for the actual journey orfrom Hqrs to
the home town/declared place whichever is less. The amount will be paid in this order to the
family:

(i) Surviving widow,

(ii) Eldest surviving dependent child,

(iii) Any person who in the opinion of head of office is fit to receive the payment on behalf of
the family subject to furnishing Indemnity Bond, with sureties from 2 persons of higher
status. The usual certificates, modified suitably, are to be furnished by the claimant.

(b) Advance limited to 75Vo of the probable amount of TA can be sanctioned in the above case to
one member of the family on behalf of all either to the widow or any major dependent.

30. Commercial employment after retirement:

(a) Group'A' officers have to apply for permission in the prescribed form if theyintend taking up
commercial employment (i.e. employment under a private body including a co-op. society but
not including a State/ Central Government Undertaking or University) within a period of two
years of their retirement. The application will be considered by a Committee of Minister-in-
charge and the Minister of State in the Ministry of DAR in the case of officers drawing Rs.
2500 and above at the time of retirement and by the Department concerned in the case of
others. Within 60 days from the receipt of applicatibn the Government will grant permission
or refuse with reasons therefore, and if such decision is not communicated within 60 days the
Government shall be deemed to have granted permission. Within 30 days of receipt of orders
of refusal the officer may make a representation. If the officer takes up employment within two
years without such permission or violates any orders in this regard his pension is liable to be
withdrawn wholly or partly. They have to furnish a declaration half yearly in the prescribed
form about acceptance of commercial employment. The main criteria to be considered by
Government in examining cases for permission to take up commercial employment: (i) nature
of the employment and antecedents of the employer (ii) whether the proposed employment
will bring him to conflict with Government, (iii) whether he had any dealings with the firm
during his service, (iv) whether duties in such employment would involve liaison with
Government Departments, (v) whether his earlier official position or knowledge would give
any undue advantage to the employer, (vi) the emoluments offered and (vii)any other relevant
factor.

(b) In the case of Gr. 'B' officers permission is not necessary but intimation to the department
concerned should be sent.if they intend taking up commercial employment within a period of
two years indicating therein whether or not they had any official dealings with the firm during
service.

(c) Negotiation for such employment while in service are not allowed except with permission.

(d) Employment with black-listed firms will not be considered.
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3. Ff6R 14 l, g, 15, 22, 29, g 4, 17, 26,3g, 4g, 59
36, 43, 50, 57, &, 7I, 69, gL, 94
78 ,  85 ,92

4. Tdmd 7 4, lg, 32, 46, 60, 74, L4 1, g, 15, 22, 29, 36
,./ 88 43, 50, 57, 64, 71, 78

gs, gz

'  
5.  Ff fcqrun D l ,  6,  1 l ,  16,21,31, 5 4,24,44,64,g4

36,  41 ,46 ,  51 ,  56 ,6 t ,
71,  76, 81, E6, 91

b. Fqrrq gtqT 22 l ,  6,  10,  14,1g,22, 5 4,24,43,63, g5
27, 3L,35, 40, 45, 49,
53, 57, 61, 65, 70,75,
79 ,  83 ,97 ,92

7. qq *( o.rft( g l, 14,27, 4{i, s3, s 4,24, 44, a, g4
66, 79, 92

8. *Tq g l ,12,23,34,4s,s6,  s 4,  2s,  43,  g,  g4
67, 78,99



AIR MANUAL
20

Annexure I

(See Para 6(i))

Statement showing the points to be reserved for Scheduled Castes and Scheduled rribes in 100

point roster where recruitment is made on a local or regional basis.

Scheduled Castes Scheduled Tribes

s/. Name of sratel Percentage of Actual points ro be Percentage of Actual points to be

N o . I l n i o n T e r r i t o r y r e s e r v a t i o n r e s e r v e d i n a l 0 0 r e s e r v a t i o n r e s e r v e d i n a l 0 0
point roster pomt roster

5.3. 4. 6.
I .  2.

STATE
I . Andhra Pradesh 13

2. Assam 6

3.  B ihar  14

4. Gujara t 7

5.  Haryana 19

6. Himachal Pradesh 22

7.  Jammu & Kashmir  8

8. Kerala 9

1, ,9 , ,  17 ,26 ,  33 ,  40 ,  48 ,  56 ,  5

63 ,71 ,  78 ,  85 ,  93

4 ,  1 9 ,  3 8 , , 5 4 , 7 3 , 8 9  I  I

l ,  8 ,  1 5 , 2 2 , 2 9 , 3 6 , 4 3 ,  9

50 ,  57 ,  64 ,7  l ,  78 ,  85 ,92

4, 18, 32, 46, 60, 74, 88 14

1 , , 6 ,  I  l ,  1 6 , 2 1 ,  3 l  , 3 6 , 4 1 ,  5
46,  51 ,  56 ,  61 ,  71 ,  76 ,  81 ,
8 6 , 9 1

l ,  6 ,  10,  14,  18,  22,  27 ,  31,  5
35, 40, 45, 49, 53, 57, 61, 65,
7 0 , 7 5 , 7 9 , 8 3 ,  8 7 , 9 2

l ,  14,  27,40,  53 ,  66,  79,  92 5

l,  12, 23, 34, 45, 56, 67, 5
7 9 , 8 9

4,24, 45, 66, 87

l,  10, 21, 30, 40, 49, 58
67, 76, 85, 94

4, 17, 26,38, 48 ,  59, 69,
8 1 , 9 4

l ,  8 ,  1 5 , 2 2 , 2 9 , 3 6 ,  4 3 ,
50, 57 ,  64, 7 l ,  78, 85, 92

4, 24, 44, 64, 84

4,  24 ,43 ,  63 ,  85

4,24 ,  44 ,  64 ,84

4, 25, 43, 64, 84
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9, qu qttT

10. T6r(19

ll. qftfw

12. +qrq{

13. oqfafr

14. qr{nnw

15. s$qr

16. qqrE

17. (|tr€wn

l3 4,
48,
83,

t ,
86

l, 6, ll, 16, 21,26,31,
36, 41, 46, 51, 56, 61, 66,
71,  76,  g l ,  g6,  g l ,  96

13, lg, 24,33,
53, 59, 69, 14,
88

39, 20

lg, 35, 52, 69,

4, 54

l, g, 17, 25, 33, 41,
49, 57, 65, 73, gg, 97

4, l l ,  lg, 23, 31,
35, 43, 51, 59, 63,
71, 75, 93, 97, 95

l, 6, g, 13, 17, 21,
25, D, 33, 37, 41,
45, 49, 53, 57, 61,
65, 69, 73, 77, gl,
85, gg, 93, 97

l, 7, 13, 19, 26, 32
39, 43, 50, 56, 62,
67, 74, gl, gg, 95

l, 6, I l, 16,, 21, 26, 31,

u  l ,  6 ,9 ,  l l ,  13 ,  15 ,  lg ,  20
22, 2?1, 27, 29,31, 33, 36,
38, 40, 42,45, 47, 4g,51,
53, 56, 59, 61,63,65, 6g,
70, 72, 74,76, 79,90, 92,
94, 96, gg, 90, 92,94,96,
98

45 l, 4, 7, 10, 12, 14, 16, lg,
20, 22, 24, 26, 29,30, 32,
34, 36,39, 40, 42, U, 46,
49, 50, 53, 56, 59, 62, &,
66, 69, 70,72, 74, 76,79,
80, 92,94, 96, gg, 90, 93,
96, gg

l, 6, g, 13, 17 , 21, 25,29,
33, 37 , 41, 45, 49,53, 57,
6 1, 65, 69,73,77,91, 95, g0

4, 23, 43, 63, g3

4, l l ,2 l  ,  29, 35 ,  45, 52,
59, 69, 76, 93, 93

4,  24 ,  4 ,  & ,94

3 l l ,  6,9,  12,
27, 30, 33,
49, 52, 56,
71, 74, 77,
92, 95

13

l5

25

23

l6

imrtlErfimqffi

4, 21, 39, 55, 72, gg

15, lg, 21,24,
36, 39, 42,45,
59, 62, 65,69,
80, 93, 96, gg,

18. frilils l8

t2
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9. Madhya Pradesh

10. Maharashtra

I  l .  Man ipu r

12. Meghalaya

13. Karnataka

14. Nagaland

15. Orissa

16. Punjab

17. Rajasthan

Tamil Nadu

4, 13, 18, 24, 33, 38, 48,
53 ,  59 ,  68 ,  74 ,83 ,  88

l ,  18,  35,  52,  69,  86

4,, 54

l ,  9 ,  17,  25,  33,  41,  49,  57,
65 ,  73 ,8  l ,  89 ,  97

4,  I  l ,  19 ,  23 ,  31 ,  35 ,  43 ,  51 ,
5 9 ,  6 3 ,  7 1 , 7 5 , 8 3 ,  8 7 ,  9 5

I  ,  q ,  9,  13,  17 ,  21,  2.5,  29,
33, 37 ,  4l  ,  45, 49, 53, 57 , ,  6l  ,
65, 69, 73, 77,8 l ,  85, 89, 93, 97

| , 7 , I 3, lg, 26,, 32, 38, 43,
50,  56,  62,  67,74,  81,  88,  95

l ,  6 ,  l l ,  1 6 , 2 1 , 2 6 , 3 1 ,  3 6 ,
41 ,  46 ,  5  l ,  56 ,  6  l ,  66 ,  7  l ,  76 ,
8 1 ,  8 6

2r

l ,  6,  I  l ,  16, 21, 26,,  3 l ,  36
41 ,  46 ,51 ,  56 ,  61 ,  66 ,71
76, 81, 86, 91, 96

4,,  21, 38, 55,72, 89

l,  6, 9, 12, 15, 18, 21, 24, 27,
30, 33 ,, 36,39, 42, 45, 48, 52, 56,
59 ,62 ,65 ,  68 ,  71 ,74 ,77 ,  80 ,  83 ,
86, 89, 92,95

l ,  6 ,  9 ,  I  l ,  13 ,  15 ,  18 ,20 ,  24 ,
2 7 , 2 9 , 3 1 ,  3 3 ,  3 6 ,  3 8 ,  4 0 , 4 2 , 4 5 ,
47 ,  49 ,51 ,  53 ,  56 ,  59 ,  61 ,  63 ,  65 ,
68, 70, 72, 74,, 76, 78,80, 82, 84,
86 ,  88 ,  90 ,92 ,94 ,96 ,98

l ,  4 ,7 ,  10 ,  12 ,  14 ,  16 , ,  18 ,  20 ,
22, 24, 26, 28, 30, 32,34, 36, 38,
40, 42, 44, 46,48, 50, 53, 56, 59,
62, &,,66, 68, 70, 72, 74, 76,,  78,
80,  82,  84,  86,  88,  90,  93,96,99

l ,  6 ,  9 ,  13 ,  17 ,  21 ,  25 ,  29 ,  33 ,
37,  41,  45,  49,  53,  57,  6 l  ,  65 ,  69,
73,  '77 ,  81,  85,  90

4, 23,43, 63, 83

4 ,  l l , 2 l ,  28 ,  35 ,  45 ,  52 ,59 ,69 ,
76, 83, 93

4, 24, 44, 64, 84

t3 20

44

6

3 l

r3

45

23r5

25

t 2t 6

r 818 .
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19,

20, Rr( qt{r

21. qftrqq q{rrq

22. nsttrq

{q trrftrfr rraT

1. sfwrTFT F1-+tqR
ftq q6

2. cf€uIliTFT ge{f

3. qu€f{Tg

4, ll, lg, 25,
41 , J4, 61, 6E,
82, gg

1, 6, 11, 16, 21, 26,
31, %, 41, 46, 51,
56, 61, 66, 71, 76,
81, 96, 91, 96, gg

1, 6, 11, \6, 21, 26,
31, 36, 41, 46, 51, 56,
61, 6,  71, 76, 91, 96,
91, %

4, 23, 43, 63, g3

19, 28, 37,
65, 73, 92,

4, 24, U, 64,94

4,23 ,  3g  ,  54 ,73 ,  gg

l ,  6 ,9,  13,  17,  21,  25,29,
33, 37, 41, 45, 49,53, 57,
61 ,  65 ,  69 ,73 ,77 ,91 ,  95 ,
89, 93, 97

45

l, 7, 13, 20, 26, 32, 39,
4,  50,  57,  63,  69,75,91,
87, 93

1, 4, 7, 10, 12, 14, 16,
18, 20, 22, 24, 26,29,30,
32,  y ,36,38,  40,42,  M,
46, 49, 50, 53, 56, 59, 62,
64 ,  6 ,68 ,  70 ,72 ,74 ,76 ,
78, 80, 82,94, 86, gg, 90,
93, 96, gg

4, 24, M, 63, g4

43 1, 7, 10, 12, 14, 16, lg,
20, 22, 24,26, 29,30, 32,
34 ,36 ,39 ,  N ,42 ,  M ,46 ,
48, 51, 57,60, 62, 64, 66,
68, 70, 72, 74, 76, 79,90,
82,84, g6, gg, 90, 92,95,
98

ilin$Chlrrffifi
hqn

J
l3 1, 6, g, 13, 16, 20, 23,

21 ,30,33,39, n,45,49,
52, 56, 59, 63, 66,70,73,
77,90,94, g7,g l, 93,96, gg

31,40 n
75

2T

20

l 6

1, 10,
46, 55,
91 ,  I

4 a11q-( *(;r{r(ff

t2

4, 54



61 ,  68 ,  75 ,82 ,89

96. 98

20.  Ut tar  Pradesh 2 l  l ,  6 ,  I  l ,  16,21,26,31,  36,  5 4,24 '  4,  9,84
41 ,  46 ,  5 t ,  56 ,6 t ,  66 ,7 t , 76 ,

,  
8 1 ,  8 6 , 9 1 , 9 6 , 9 9

21.  West  Bengal  20 1,6,  l l ,  16,21,26,31,36,  6 4,23,38,54,73,89
41,  46,  51,  56,  61,  66,71,76,
8 1 ,  8 6 , 9 1 , 9 6

AIR MANUAL

19. Tripura

22. Sikkim

UNION TERRITORIES

22

13 4,  t  I ,  t8 ,  25,33,  N,47,  54,  29 l ,  6 ,  9,  13,  16,20,23,27,30,
35, 38, 42, 45, 49, 52, 56, 59, 63,
66,  70,  73,  77,80,  84,  87,  91,  93,

5  4 ,23 ,  43 ,  63 ,83 25 l ,  6, 9, 13, 17, 21, 25, 29, 33,
37, 41, 45, 49, 53, 57, 61, 65, 69, 73,
77, 81, 85, 89, 93, 97

16 1,7,  13,  20,26,  32,  38,  M,  50, ,
57 ,  63, 69, 75, 8 l ,  87, 93

45 l ,  4, 7, 10, 12, 14, 16, 18, 20,

r

2. Arunachal Pradesh
22,24,26,28,30,  32,34,  36,  38,
40,42,44,46, 48, 50, 53, 56, 59,
62, 64, 66, 68, 70, 72, 74, 76,
78, 80, 82, 84, 86, 88,90,93,96,99

3.  Chandigarh 12 l ,  10,  19,  28,  37,  46,  55,65,  5 4,24,4,63,84
73 ,82 ,91 ,99

43 l, 7 , 10, 12, 14, I 6, I 8, 20, 22, 24,
26, 28, 30, 32, 34, 36, 38, 40, 42,,
44, 46,49, 5l, 57, 60., 62,, 64, 66,
68 ,  70 ,72 ,74 ,76 ,  78 , ,80 ,  82 ,  84 ,
96,  88,  90,92,95,  98.

4. Dadra & Nagar 2 4, 54
Haveli
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ril{t, Errr *(
Fdq

7. iRTftq qq kk+,r{
frqw

J, frffi ffiilmqfrqunil
ilunq(hffi?tm
iFI qlir;T inril *rnr

2  4 ,54

45

8. qifsffi l 6 l, 7, 13, 20, 26, 32,
38, 45,50, 56, 62,69, 74,
80, 86, 92

g. fufrrq 45 l ,  4 ,  7  ,  10 ,  12 ,  14 ,  16 ,
18, 20, 22, 24, 26, 29, 30,
32, 34, 36,39, 40, 42, 44,
46 ,49 ,50 ,  53 ,  56 ,  59 ,  62 ,
64, 66, 69, 70, 72,,  7 4,  76,
78,  90,  92,  94,96,  gg,  90,
93,  96,  gg

nzlqrft lzPa taft qs rff c{ t kq + qq ct cli tr go t qfF6 d qRftrd rrF|T ErrErr sk q?q +dq c6 qE t d Et snRftrd
qFr nil$fi | qft gs qtsR v< qffrrfl oqT{re d qir$rd qm qril e fr qft qFFFtiF d Errcrvr EF} w!+ fri q\t d s[rn +
qm qrql

zffirrq/ds{rfrrd€rdqT{firdqfirfddsnrfrscfd{rdtoc6}ic(fts€egcra*Pqqscft{ril+elril{
qrcqc d enrqr 4t T{ it

ilmdhKd

l ,  21, 41, 6l

l ,  4 ,  7  , 10 ,  12 ,  14 ,  16 ,
18,  20,  22,  24,26,  29,30,
32, 34, 36,39, 40, 42, 44,
46,  49,50,  53,  56,  59,  62,
64, 66, 69, 70, 72,, 74, 76,
78 ,80 ,  92 ,94 ,96 ,  gg ,  g l , ,
93,  96,  gg

4, 24, 43, 64, g4
,l
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5. Delhi

6. Goa, Daman & Diu 2

7. L. & M. Islands

8. Pondicherry 16

9. Mizoram

Rosters prescribed
for recruitment on
All India basis to
be followed

4, 54, 5

45

1,, 7 , 13, 20, 26, 32, 38, 45, 5
50, 56, 62, 68, 74, 80, 86,92

45

23

l ,  2 1 ,  4 1 ,  6 l

l ,  4 ,7  ,  10 ,  12 ,  14 ,  16 ,  18 ,  20 ,  22 ,24 ,
26, 28, 30, 32,, 34, 36, 38 , 40,
42, 44,,46, 48, 50, 53, 56, 59, 62,,
64, 66, 68, 70, 72, 74,, 76, 78, 80,
82, 84,,86, 88, 91, 93.,  96, 99.

4 , 2 4 ,  4 3 ,  U , 8 4

l,  4, 7, 10, 12,,  14, 16, 18, 20,
22, 24, 26, 28, 30, 32,34, 36, 38,
40, 42, 44, 46,48, 50, 53, 56, 59,
62, 64,66, 68, 70, 72,,74, 76, 78,
80, 82, 84, 86, 88, 90, 93,96,99

Note ( | ) If there are only two vacancies to be filled in any recruitment year, more than one may be treated as reserved and if
there be only one vacancy it should be treated as unreserved. If on this account a reserved point is treated as
unreserved, the reservation may be carried forward to the subsequent three recruitment years, if necessary.

(2) Even though in a particular State/ Union Territory the population percentage of ST is less than 57o a minimum
reservation of SVo has been provided for that community.
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3F."{-qrd?F II

(sTT& 10 tffqq)

T(?T FT'F|.(
(*q/zrrqfqrT ?FT;m)

([o ilrtq

,ft74q6 lqo

qtrea/qdrqT,

d qE * kq strr+ sTrtqr/qrenffR * {E{ +'--"- (FqFn eTfr+rft or qrr) dqffi{q

(t) tre (r<firqfuvr6sF"{ftfr4/+rq1fiffi)e........... *<qc+ar+qn...........rrqqtr qk enqqrifrfi
trc$rft ftrs A * sTrr+ ieqileqq rff, vt+R + fril{q} qk'{rd * ermn< qff tffictc t fut-d Frqr
EilEn I qfr q<+.rft fT+, Tfr d d oTrr+] TE d ail{qn lrr;qftrq +trq tqqr qr\'rn r snq rrt S erri'q st c(,
ei< Efr ir* fr ffi qnfiRT sld Eri fiffi+i sfr( slr?ril i qftr+fte {rd + s{ftn cr+ + Fqq eeqrt di r

(2\ qTq* frtPft wI+ sTe{fr o+ {ufe: ercqrft tt

(3) wtr6 +qrq **4 FsP{fr t<r (wvrft fqr) Frm tqos d sTftq kil +t{ or<q rcrq ffi rft qfr t gF
qrq d if* q< qqrRr fr qri *rq ftft t nr{ ft mff qrfffi Bnrfi W ee+rc zn frtaq fi Fff6
smfE + q?R{Fr + T{, *fcq fi qqfE ar sgs, 3rf,{fud rnrr d kq, arc *r rttit t vr.ca <tRr +
Trdrt ERr sqrqr oti or srq{r sftsoR grk{ Tqfr t, 

,,
(4) mq Frqtm fr drtq t A E{ + kq qftftTr q< €tr qfirftqr d sT{tir ftt{t€ crftorft d |ai+ q<

qtr{ qr v+fi tr qffrftEr fi sr4fE ddqtil-{-+, 6T t Tft di + qqvtir qrq "'--""--- {uft.rc qfEqnft
ftqiff + kq EraqR Tfi dt *r rqnrcr;q ef{trd t qi €n *< qq ft ft fi r"+r tT{c} + qqR
sq *oft t Fqrft ftt< dft ir enq fr ffu fr qrEftr

(5) q-efi, urer qrTr, qrqrer qfrq FdE fr srftf,Eri, t{rt *{ t{r ff rnd t {dFF{ trft ffi d 3Trc
wnt-q{q q( r{tT rrc.FR d eq Frqd' *( ilt{il * er+eR {nnrd dn fr +6 t{r ff sq qrcn tn qrrl
ilt A, Vc+ airq tr

(6) wtrd qr<e t ffi ff rqr;r w tqre qr rqFFft toqr qr v+ar Br

(7) crFT rrE or zndqR rraq o<i + kq ftr ilcr'ffi qnr rrqr * 6iF<R Tfi dt tttr il.F t+ qrq c<+r< fi
BTfr{ ffi tqt* Fqtft or qftasft qs r€t qRq $r € I qr ffiq {rc.F'R d qftr w€qrft eff${( t
ftrTft T€f € *( ffiq fut{q frar (wvrft t{r) fu{q tqos d qftq wrftTfr S dqun lnft T€t'6( fr
rr{ tr

(8) rrE rrR raq oqi c(, .TIT+ qrttr * dkqm + cfu rr"qFrssl fi qrcq qr v€ crTrn-rr EF'r vstlq cfdilr nn
dt 3TceTr fr qrqttt

{
I

{
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Annexure II

(See Para-l0)

Government of India

(Name of Station/Office)

Dated
No.

Shri /  Smt. l  Kum.

Sir/ Mad&nr,

With reference to

at the Station/ Office,

the above Post on the

your intereviewfor the Post of ( ) ,

following terms and conditions:
is pleasedto offer you temporary appointment on

I . Thepos t i s (Na tu reo fpos t -M in i s t e r i a l / non -m in i s te r i a l ) ; and
carries a scale of pay of Rs. If you are already a Government servant' your

salary will be ri*ea in the above scate of pay in accordance with rules and conditions prevailing at

thetime.IfyouarenotaGovernmentstt""t ' ,youwil lbeentit ledtotheminimumofthepayscale
of this post. you *iii 

"rro 
be entitled to draw allowances at the rates admissible under the subject to

the conditions laid down in rules and o'Ottt lontrning the grant of such allowances in force from

time to time.

II. Your appointment is purely temporary and until further orders'

III. Your services will be terminable oh one month,s notice from either side in accordance with]l:

central civil Services (Temporurv s.rui.ri nuttt, 1965, without assigning^any reasons' The

appointing authority, however, ,rr.r*, ii.-iigr,t orittminating your services forthwith or before

the expiration of the stipulat.O p..ioJofi*ii by making payment to you of a sum equivalent to

the pay and allowan.., fo. the period of notice or the unexpired portion thereof'

IV. You will be on probation for two years from the date of 4ppointment' which period may be

.extended at the discretion of the competent authority. on completion of probationary period, you

will not become entitled of getting regular appointment in ihe category of - and

continue to serve in the officiating status-. whenever there will be a vacancy in that category you will

be confirmed according to prevalent rules'

v. In regard to Leave Travelling Allowances, contribution to General Provident Fund' Pension and

all other matters connected witl, s"rvice conditions, you will be governed by the rules and orders in

force from time to time and applicable to the branch of pubric service to which you may belong'

VI Yorr will be liable to be posted and transferred anywhere in India'



25 ililr{tlfrhrqqfir
(e) il'til R6R il qfiT il{l { ffi fr qTil qil hqil il qil.,

(r) w ft.u' 5w, ffi q{ r qfr{ q-fr qfiil tqrht qTil rfr t il,fqil $ifi llTilhfll hl
t \

t ql fi TS Eil t frt @t + *' + u, F*e op,*m e, +{r d @ * qnirq irir' ifi ftr irq irir F+ qrcc-vc+r< srrqT ,16 *"r + i #*'i[ w 6,t + hfrq ilql(kqqn t, rs Film + *+o +"qfr G:H"d,r t ft dr(s) qfr ffqtffr, fun6r fu 
"Gs ry rffi *'siln6,o + Eff hr6 +i++r<urq*€Qfrrt qr ksi Et E{p*T d wq ,.lrF F*, A'kg;t *#t+. 

-H* 
q 

";;,ffi l, +qr d ihqm +kq q'" iTirir.F rfi*.nvquo t G.d;'#; {TqTs,"di*q{-nHq qrsR Hqqrt'a, o'dw + *fi,-ii E# -F* ail ga o t +*affE{roG+teq
wa: ffi i'r lrRrn', qrrs sR hbd qfur +i $r s.i fr]'d qBr e dt( wq ilG sw derrr, {s vq * sq{q r t * r{ nwn ryo *# diq * 

"A 
.*dm{.rd d Kr rfi 6,Rfr qt( ffi h*q or<q t ,i 

"tud=#';'#dn i w,il 
"#{" 

qrqd Eq dqs dkkil rq d eoum 
"r+q 

q,.,-n *eaqi * S* +, fum; "*.U;*, 
qfg.n qt( 4t{qrG qqra.{ q( kqR ae + *n n*4.........*.ft'{'ft*-+.; fuf- hqr qrdr?*q:q+, qrq d qrqd qli qke f"* ,Kr,,r;"" 

'

(to) qfr qrr$ Era * T{ d{ nqqT qr * r{ qil{ 
{qnr .rcil 

Qe {*-e * qfr Esr qrln !fiilr ? fu ilqi
ffi,* 

no{r{ a + qto t' +dri'*+ t'qfr ##* * F*q erfr 6oo *
(ttl qfr ilq sqdrRT wd q< @ EFr TRn?T @< 6<t t d ilqt o$"-tt+ Enq 3Tqfr g;'fr .*H.,q*a<nrft +1 ti qt< wq? o *t t* "$ 

+""d + ** d" + G.-R{ Erd + frqftfft erfffi qr il{) +t RJ qdr 
'

(12) qrq+ qrts e p6 ft+d oG cqq fuftfue E*raq fr rqc ot:
(s) rlftro *< qq qf,drcil * qe rqTur q qt( qil# sr{rqrF'T qM or w te
(e) q 6r rrrm rtrt

kflE Er *qun tn

fuk{ Tdn/GrT6 frPtr{ ssn + t6 + F+€Rr qfffi + qrftfico Frfqil iFr lFnq qlr
T{ trds6 + ord 1k or qrfu qe qil{ tr

T{ft{,

W{il qfffi ir,r iTrq
q?rmr *( sr+ FRrFr(

(.r)
(q)

(e')

sfdftTfu'(mftrrdd)



AIR MANAAL 25

IX.In accordance with the prevalent rules in force in regard to the recruitment to services under the
Government of India:
(a) No person who has more than one wife living or who have a spouse living, marriage in any case

in which such marriages is void by reason of its taking place during the life time of such spouse,
shall be eligible for appointment to service provided that the Central Government may, if
satisfied that there are special grounds fot so ordering, exempt any person from the operation
of this rule.

(b) No such woman whose marriage is void by reason of its taking place during the life+ime of
such spouse or who has married to such a person whose wife is living at the time of marriage
shall be eligible for appointment in service unless the Government of India has granted
exemption to such a woman in accordance witl. this rule after being satisfied that there are
special grounds for so ordering.
This offer of appointment is therefore, conditional upon you satisfying the requirement
mentioned and to furni.shing declaration as in Annexure-I to this letter, alongwith your reply.
If however, you do not fulfil the above condition and you desired to be exempted from the
above mentioned rules for any rules for any reason, you should make a representation in this
behalf immediately. The offer to appointment should in that case be treated as cancelled and a
further communication will be sent to you in due course, if upon consideration of your
representation, it is decided to offer you appointment in the post of

X. If any declaration given or information furnished by you proved to be false or if you are found to
havc wilfully suppressed any material information, you will be liable to removal from service and
other action as Government rnay deem necessary.

XI. If you accept the offer on above terms and conditions you are requested to intimate your acceptance
to the undersigned and report yourself for duty immediately but in any case not later than

(by name to the appointing authority).

XII. You will be required to prodube the following documents at the time of reporting for duty:
(a) Original Certificate of Educational and other qualifications alongwith a set of attested copies.
(b) Certificate of Age.
(c) Declaration of marital status.
(d) A medical certificate of fitness from the Medical Officer of the rank of Civil Surgeon.
(e) A relieving order from the earlier employer, if any.

Yours faithfully,

Name of the appointing
ruthority and designation

with signature
Copy to all Concerned.
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ffilll

$rt.II
Tcorft ffi t Tt ilrl qril €qfird t kqt Enl qrdT *trqr qe

*, rft146ffi
ra iwr o<crffi t P+ '

*(l) fu d q6 qP*<rtffi&g(&ffir tr*(2) fu { tnFn E wr tt q6 mft/fc ?r
*(3) F{ iti qs qg atm t tfrr6 o-< ftur ? qr t*n s{atdr F€qr e ffi qq.r$Ffu fitm tr
*(+) fu ti qqfi Kfi/sci qft + frPfi rat q6 dr qnfr o< ft t qr *n srrgifdr fuqr t r sqfi s*s eqrT

o,d + frrq ftr snafr qr dilq tr

Z.dFrq-rrfu smdquno<crqf€ffi *qunrgtrd{6q1-qflrdf€qfr +tffiffi *qnttvmdqqrcrffs
qrfr qrq d $ +ot + FflFre i<qr qrqnnr

f<qfe FRnf(

rffi : * ErRT ttrtl r *ft fr qgwr vfr ore * r
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Annexure III

(See ParagraPh l0)

PROFORMA.II

Declaration to be taken from a new candidate joining Government service

I ,  Shri/smt./Kum. declare as under:

*i) That I am unmarried/a widower/a widow.

*ii) That I am married and have only one spouse living.

tiii) That I have entered into or contracted a marriage with a person having a spouse.

*iv) That I have entered into or contracted a marriage with another person during the life-time of my

spouse. Application for grant of exemption is enclosed.

2. I solemnly affirm that the above declaration is true and I understand that in the event of the

declaration being found to be incorrect after my appointment I shall be liable to be dismissed from

service.

Date Signature

rNote: Please delete the clause/clauses not applicable.
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Annexure IV

(See para t0)

FORM II

Form of oath proposed for Government servant who are foreign nrtionals

. . I .  . . .  . .a ci t izen of temporari lyresidinginand holdinga Civi l  postunder

the Government of India do swear/solemnly affirm that, having the faith and allegiance I owe to

. . . . . I will, during the period ol *y service as aforesaid, be faithful to India and to

the Constitution of India as by law established and that I will carry out'the duties of my office loyally,

honestly and with imPartialitY.
(So help me God)"

I
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Annexure V

(See para 14)

Government of India
(Name of Sta tion I Office)

S t a t i o n . . . . . . o , o . o . o

D a t e . . o . . . . . r . . . o

ORDER

The (name of appointing authority) is pleased to appoint Shri/Smt./Km............ in a temporary

capacity with effect from .

2.  Shr i /Smt/Km. . . . . .w i l lbe onprobat ionforaper iodof  2yearsf romthedateof  appointment .

Signature
Date "

>\
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Annexure VI

(See para 16(1) (i))

DEED CHANGING NAME/SURNAME

I' 
BY THIS DEED I, the undersigned " " "ABC

(new name)
' now latelv called . . A.C. " ' ' "employed as

(Old name)

(Designation of the post held at the time by the Government servant)
a t . . .
(Place where employed in the Ministry/ Department of the Government of India)

,  do hereby:

, l. For and on behalf of myself and my wife and children and remoter issue wholly renounce,
) relinquish and abandon the use of my former surname of C. (only) and in place thereof do assume

fromihe date thereof the surname of B.C. and so that I and my wife and children and remoter issue

may hereafter be called, known and distinguished not by my former surname of C. (only) but by my

, assumed surname of B'C.

2. For the purpose of evidencing such my determination declare that I shall at all times hereafter in all

records, deeds and writings and in all proceedings, dealings and transactions private as well as

public and upon all occasions whatsoever use and sign the name of B.C. as my surname in place of

and in substitution for my former surname of C. (only).

3. Expressly authorise and request all persons at all times hereafter to designate and address me and

my wife and children and remoter issue by such assumed surname of B.C. accordingly.
I

A.C.
A.B.C

Signed, sealed and delivered by the above named A.B.C. formerly A.C. in the presence of:

Witnesses l.
2.

IN WITNESS WHEREOF I have hereunto subscribed my former and adopted names of A.C' and

A.B.C. and aff ixed my seal this .  .  . .  .  .day of . .  .

]

I
I
a.

;\ .

I
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Annexure VII

(See para 17 (iii)

No.

Government of India
(Name of Station/Ofiice)

Station
Da te  " " " " " ' :

ORDER

The . . . . ( appo in t i ngau tho r i t y ) i sp l eased . t o te rm ina te thep roba t i ona rype r i odo f
Sh r i /Smt /Km. . . . . . (Des igna t i on )w i t he f f ec t f r om.

2. shri/Smt/Kum will continue in the said post in a temporary capacity until further

orders.
' Signature" " ' " " ' ' '

Date.

I
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Annexure VIII

(See para 19)

A. Check List for consideration of cases for Quasi-permanency

l. Name and present designation.

2. Date of birth and Educational Qualification (highest qualification).

3. Date of entry into continuous Government service and the grade/post in which appointed.

4. Appointment made through the U.P.S.C. or regularised by the Commission.

5. In case of affirmative answer to 4, quote U.P.S.C. reference.

6. (a) Character and antecedents verified or not.
(b) Medical fitness.

7. Eligibility.
(a) Whether initial appointment made in accordance with Recruitment Rules/prescribed

conditions.
(b) Length of service.

8. In case of relaxation under any of the heads under 7 please quote the authority.
9. In case of any break in service please state if the break has been condoned and authority thereof.

10. Is this the first occasion of quasi permanency? If not, please state reasons therefor.
ll. Character roll. Is it complete and upto date?
12. Grade/post, pay scale and classification of the post in which officer is proposed to be declared

quasi-permanent?

13. Whether considered eligible and suitable for quasi-permanency in all respects.

B. Form of Order of Declaration

Government of India, Ministry /Office

(Declaration and Grade of Appointment Under Rules 3 and 4 of the Central Civil Services (Temporary
Service) Rules, 1965).

In pursuance of rules 3 and 5 of the Central Civil Services (Temporary Service) Rules 1965, the
Presidentil being satisfied, having regard to the quality of work, conduct and character of

. . . . ., that he is suitable to be appointed in quasi-permanent capacity to the said
post/grade with effect from the said date.

Station
Dated

Signature . . . . . . . . . . . .
Designation . . . . . o . . . . . .

Note. The order must be signed by an officer who is authorised to authenticate orders in the name of President or by the
appointing authority, as the case may be. Where the appointing authority is an authority other than the President, the
appointing authority itself shall sign the order.
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10.
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Annexure IX

(See para 2l)

CHECK LIST FOR PROCESSING PENSION CASES ON SUPERANNUATION

( I ) Prepare Lists of Government Servants due to retire within the next 24 to 3lmonths-twice a vear-on
lst January and lst July of each year.

(2) Prepare and submit statements'prescribed in Deptt. of Personnel's O.M; No. F.
Unit/82 dated 30.9.82for proper monitoring and reporting.

(3) In case any military/war service is to be counted for pensionary and allied benefits
19 of the CSS (Pension) Rules, ensure that the same has been duly certified
authorities and the benefits received by virtue of such service like pensiorr, bonus,
refunded with interest.

(4) Make ciefinite entries of Extraordinary leave availed of by the Government Servant without
medical certificate in the Service Book. All spells of EOL, not covered by specific entries should be
deemed to be qualifying service. Pension cases are not to be delayed on this account in terms of
Ministry of Finance O.M. No. F.l l(3)-EV (A)176 dated 28.2.76.

(5) In case the Government Servant was under suspbnsion any time during service, ascertain whether
the same has been treated as wholly'unjustified. If not, to what extent the period of suspension will
count as qudlifying service. In the absence of any entries in the Service Book, the period of
suspension may be treated as qualifying service in terms of the M/F O.M. No. F.l I (3) EV (A)176
dated 28.2.76.

(6) Examine whether periods of absence without leave, if any, are to be Commuted retrospectively as
EOL in terms of Rule 27(2) of Pension Rules.

Condonation of interruption in Service may be examined in terms of Rule 28 of Pension Rules.

After consultation with P&AO, Communicate to the Government Servant in Form 24 of Pension
Rules, the verification of qualifyifig Service. This should be done after a Government Servant has
rendered 25 years service or has 5 years service left, whichever is earlier.

(9) Record receipt of pension and leave salary contributions in respect of deputation of foreign service
terms, if any. Non-receipt of contribution should be vigorously pursued. but bthis will have no
bearing on the processing and finalisation of pension cases in terms of the provision contained in
M/FO.M.No.F. r r (3) EV (A) 76 dated 28.2.76.

(t0) In terms of Rule 53(7) ensure that nomination for DCRG are received countersigned and kept in
safe custody.

(l l) In terms of Rule 54 (12), obtain the details of family in Form 3 and paste them in the Service Book.
This Form 3 should be updatid as and when the size of the family increases/decreases.

(12) In terms of Rule 54, undertake preparation of pension papers 2 years before the date of
superannuation of the Government servant.

20 (T)-Pension

in terms of Rule
by the Military
gratuity etc. are

(7)

(8)
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( l3) Follow instruction given in Rule 59.
the prescribed time schedule.

33
Divide work of preparing pension papers in three stages as per

t
f

I

(14) Ensure that Form 5 has been completed in all respects. Form 5 is to be filled very carefully. Ensure
the following while fil l ing up this Form:-

(a) In terms of Rule 6 I (3) if the pension is desired in another circle of accounting unit, prepare it in
duplicate.

(b) Keep in view the provision of Rule l3 to l8 while filling up Column 7 regarding date of entry
into Government Service. Check whether there is any intirruption of se-rvice and whether it
has been condoned or it entails forefeiture of past service. For emoluments for gratuity, see
provisions of Rule 33 and 50.

(c) Indicate in Column 8 the last day of the month in which a Government Servant's attaining the
age of 58160 years, as the case may be. In case the date of birth is the first day of the month,
indicate last day of the previous month.

(d) While fil l ing up columns l5&16 ensure the following:
Rule 2l-For counting of period spent on leave.
Rule 23-For counting of period of suspension.
Rule 27-For interruption in service.
Rule 28-For condonation of interruption in service.
Rule 29-30-For addition to qualifying service.

(e) In terms of Rule 14, only service paid from consolidated Fund of Indiaand in pensionable
establishment shall count.

(0 For calculating average emoluments during the last l0
For f i l l ing column 20 ensure the fol lowing:

months, see the provision of Rule 34.

(i) Only service gratuity (no pension) is admissible for less than l0 years qualifying service.
(ii) In terms of Rule 49"(3), express qualifying service in terms of six months period.

(Fraction of a year equal to 3 months and above shall be treated as a complete one half
year).

(iii) Amount of Invalid Pension should not be less than Family Pension as laid down in Rule
s4 (2).

(iv) In terms of Rule 49 (4), express finally determined pension in whole rupees. (Fraction of
a rupee to be rounded to the next higher rupee).

(v) Indicate graded relief at the rates applicable from time to time.

(vi) Pension including relief on pension does not exceed the lirnits prescribed.

For filling up column 21, the following points must be kept in view:

Thoroughly read the provisions of the Rure 50 of the pension Rules.

Examine whether the Government servant has completed 5 years'qualifying service and is
eligible for service Gratuity or pension under Rule 49.

For each complete six months of qualifying service workout DCRG at ll4 of his/her
emoluments.

(d) Ensure that the maximum limit of 16?ztimesand Rs. 50,000/- or limits prescribed from time
to time are made applicable.

(a)

(b)

(c)
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(e) Col. 24 deals with dues reboverable form DCRG. For filling up this column the following
points may be borne in mind:

(i) Government dues, as defined in Rule .?1, are assessed and adjusted.

(ii) Dues other than the dues relating to Government accommodation (as prescribed under
Rule 74) should be assessed and completed 8 months prior to date of retirement and
adjusted against DCRG.

(iii) Any dues which remain outstanding, apart from the above, shall also be adjusted against
DCRG.

(15) In terms of Rule 6l (l) forward the pension papers in Form 8, alongwith all enclosures to the PAO
not later than six months before the date of retirement of Government servant.

(16) Any event taking place after the sending of Pehsion papers having a bearing on pension should be
intimated to P&AO (forthwith).

(17) Intimate all Government dues at least two months in advance
light later, as and when they come to light.

( t 8) Ensure writing to the Director of Estates regarding issue of 'No

the anticipated date of retirement of the Government servant
eight months of the retirement of the allottee. (Rule 57).

to PAO and other dues coming to

Demand Certifica te'2years before
in respect of the period preceding

(19) Watchthereceiptoftheadvance'NoDemandCert i f icate' f romtheDirectorofEstatesandensure
full recovery of the amount shown as due in the advance'No Demand Certificate'. There after it is
not necessary to insist another certificate from the Director of Estates for releasing the withheld
amount of DCRG (Rule 72 read. with Director of Estates No.3/28/82 (P-l)/ RCS dated 4.5. 1983).

(20) Ensure that the pension payment order is issued not later than one month in advance of the date of
the retirement of the Government servant. The amount of gratuity is also intimated by the Accounts
Officer well in time and there is no occasion,for the payment of interest on delayed payment of
gratuity.

(21 ) In exceptional case where it is not possible to follow the procedure prescribed in Rule 59 and if there
is any likelihood of the Government servant to retire before his pension and gratuity can be finally
assessed and settled, initiate action and ensure that provisional pensio n and l007oof the gratuity, as
gratuity are sanctioned to him rinder intimation to the Accounts Officer in accordance with the
provisions of Rule 64.

(22) After issue of the sanction letter for the drawal of provisional pension and provisional gratuity
ensure that:-

(a) these are drawn and disbursed in the same manner as establishment pay and allowances.
(b) Deduction are made from the pqovisional gratuity the amount recoverable under Rule 63(l)

and Government dues mentioned in Rule 71.
(c) ' The amount of final pension and the amount of final gratuity is determined within six months

from the date of retirement.

(d) The Chances of disbursing the amount of gratuity in excess of the amount finally assessed are
minimised as the Government Servant shall not be required to refund the excess amount
actuallv disbursed to him.
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