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)
ii)

iii)

APPENDIX-I

Establishment Matters

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 anattempt is made
to give in this Appendix a gist of such procedures for general 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 office.
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)) Vacancies 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-11, Stenographer, Hindi Translator and Transmission Executive the Staff
Selection Commission nominates the candidates.

Filling up by promotion:

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

D.N.S., AIR, New Delhi Sr. Steno.

Zonal Chief Engineer, AIR: i) Promotion to 10% of vacancies of EA from
among Sr. Tech/ Tech/Mast Tech by
conducting Deptt exam for the entire zone.

Station Director, AIR . 1) AC/HC/SSK :

State capital station iil) CGI/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.

Special Roster:

Various instructions issued by Government for reservation for SC/ST contained in the Brochure
prescribed by DP&AR are to be followed. Some of the important points are mentioned below.

()

(i)

(iii)

(iv)

v)

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 fixed for various States/ Union Territories are given in Anexure 1.

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 Rosterare 1,
8, 14, 22, 28 and 36 for SC and 4, 17 and 31 for ST.

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. Proposal 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.

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 wordsexchange 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.

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 if there 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.



4

1

()

()

@®)

AT v v
IRGEGR K CuE

qerafa & foU S 40 argee Aeex ST ST AN
(1) &g fawria sfaaifiraress ademst @ aregw &

(2) =99 3T R
(3) afcsar-dg I9gFaar g

fersrita gferrene qlenstt & Arem & Rl § S° sgtad wif /sratad Sty # sefeart w©
W v # fo faam forar smr wfen, R e dverer-gae e w8 fea @) aord B ol
TerHfa & faT Iy qrg ) TE gferfrarst # S ArAet & qEar-wa7 # @ & w =tEw

g v “ﬁ”ﬁﬁw%mm%ﬁﬂﬁr,ﬁqﬁﬁ,mﬁﬁﬁﬁﬁm%ma@jﬁmﬁ/
e St @ sty # ga g daw s e S 9ES | & 9T $ g &, S
meﬁmuwmmmﬁqsﬁ?ﬁmmajﬁﬁwﬁwmﬁwmaﬁm
T Y AT YA g4 § afeatad fpg 10 Sefteard & dean 39 fau siefera waret <& g § &9
& A1 T8 S B e Al T afert # & g ferr S g yaiew @ AU serafeaa sy /sata
AN B IFEAT FN ARG BT AT q GodthT (HAT ST

ate syt fefwat @ At afoesar-wg-Iwaar arar 0T W@ty # T gae gta daw @ S
=fe) fawri qetmf afafa gy ¥ srom & geate far st =ifee) St gerny @ faw @ qro
ST 8, I7e eI afeaT & FH § qaiedd T AT g § Qe 7 Pt S =nte s 39 aw

qad qErla B fAU ST @ FE aedr 98 81 Ch A J7R9 9 feu 2 i ae o wdraty @y sty
FAGH QA qF @ A AT SR TR AR GHG gF IO @l @ aer =ie)

vii) &t T AHEFC :

At et g WR U 9T, U Ueher Ual 3T 20 A FH B FEAT ATt GE @ U bt G Aol & qef
T AT qHE FA9IC I AT 9 I SAC T TF g9 § qraraa: 25 & afyss 92 78 ae
fET)

AT qFrSS

Qe vl g Tl = @ W) I uge SEieEErd, afg #iE @ at, @ A @ fau afr iy yers
FAN G fopam ST 81 AT TP F FATL YT 2 AT A1 B I & S H =T =T ST 720t A
Ao, ST Al W &, @ e § Wit & o drtars @ s wnfer

AT NX gEIEt F g

Iq e & Fwaia g fuii &9 7 fafwaa wfsq =g= afafa g Swgs Sefear & saa
39 fawa # #fHe Ug yoratte g e g sl faega sMRel @ sMER IHfiear @ |ter sk
AT F HATIA FAA HAE FREE F A AT



AIR MANUAL 4
(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.

(¢) 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 filled 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.

7.  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.
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9.

(@)
(b)

©

(d)

e)

®

Age requirements:

(@)

Crucial date: The crucial date ot 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.

(it) Age relaxations: Details of concessions granted in a few cases are given below:
SC & ST candidates Five years
Retrenched Central Government employees Period of Service in Central Government plus

Educationally qualified Group ‘D’

three years.
Period of service in Central Government

employees registered with the Employment

Exchange for appointment for

Group ‘C’ posts

Blind, deaf and orthopaedically handicapped Ten vears.

Persons

Widows, divorced women and women judicially Upto the age of 35 years (40 years for
separated from husbands who are SC & ST)

not married

Departmental candidates applying for posts Upto 35 years of age subject to the condition
against outsiders quota that they have put in 3 years service in the posts

(iii)

(@iv)

which are in the same line or allied cadres

Proof of Age: Age declared by persons appointed to government service should be verified
with the documentary evidence produced 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 Ist July or 16th of the month respectively. If
they declare only the age, date of birth shall be assumed by deducting the declared agefrom the
date of appointment. Date of birth is to be similarly determined in thecases of ex-servicemen
who had declared only age at the time of entry into military service.

Alteration in date of birth: The date 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 may be entertained by the Government if (a) such
requests are made within 5 years of entry into service (b) it is 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.
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10.

11.

12.

13.

ii)

iii)

Note:

14.

15.

Offer of appointment:

Model Form for issue of offer of appointment to the selected candidates is given in Annexure 2
which may be suitably modified to conform to the requirements governing appointments to the
relevant posts.

Marital certificate:

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 Allegiance to the Constitution of India is to be taken by the candidates at the time of joining
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 of
such oath-taking is to be maintained.

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 appropriate medical authority for
issue of such certificates is as follows:

Gazetted posts Medical Board
Non Gazetted (other than Group ‘D’) Civil Surgeon or Dy. Medical Officer
posts 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.

Group ‘D’ posts 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.

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

Appointment Order:

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.

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.
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16. Change of Name:

(I) 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 by
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
authorities 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 (1) 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 reportsin
the prescribed form are written separately. 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 kept on probation for more
than double the normal period.

18. Temporary Service:

(i) The conditions of service of temporary government servants are governed by C.C.S.
(Temporary Service) Rules, 1965.

(i) The services of a temporary government servant can be terminated without assigning any
reasons under Rule 5 of CCS (TS) Rules either by giving one month’s notice or forthwith by
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(iii) Resignation from service is different from a notice for termination of temporary service under
CCS (TS) 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 rélieving 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). .

(ii) Quasi 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 permanency 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 service.

20. Confirmation:

o (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 DPCto
consider confirmation of the eligible candidates should be taken expeditiously.

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

(iii) Confirmation can be made with retrospective effect if otherwise due. There is, therefore, no
objection if confirmation orders are issued even after the death/retirement etc. of the official
and even if the fact of the availability of vacancy became known after his death/retirement etc.

(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 therewf. 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 recruitment is different from Departmental
Promotion Committee. DPC is constituted for considering the following cases:
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(a) Termination of probation
(b) Confirmation
(¢) Crossing of Efficiency Bar
(d) Promotion to selection and non-selection posts

(i) 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 a year. 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 the following officers who are to be considered for promotion/confirmation in
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 S 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 inter-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”. In 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 will 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 till 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 may arise if (a) there isanerrorin
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 promotion is debarred for promotion for one
year. If the reasons are not acceptable the appointing 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). '

(i1) 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 filled partly by promotion and partly by direct recruitment and
quotas have been fixed say 50% 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 filled 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 subsequent year.

(iv) If the posts are filled both by promotion and direct recruitment with fixed quotasforeach, the
roster to be maintained for the purpose will begin with the point for promotees. For example if
50% quota is fixed for promotees and direct recruits each, the roster point will be 1. Promotee,
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 some of their seniors in
order to utilise the points reserved duringa year. Once confirmation is done all such confirmed
officials will be shown with their inter-se seniority above the persons yet to be confirmed. For
further promotions the seniority so revised after confirmation will be followed.



11

T e

(6) &l a® ST TR S ser: ey W g R T wet F e @ gy 2, Fae At
m%mmw-wmmmmmmmi&zmm%
TP B P S STCEAN AT WA @1 S YT TR FHATAL Bl I A AT HH H T
FHatat & T @ fU Suerey Rt @ g far Sre, sate dra-srdf et B
Sy AT ® FH @ ATH 9T 39 TEUH B AT qent fpar S fF s wet @ @
Wmﬁmmﬁﬂa&w@ﬁﬁﬁzﬁaﬁt%wwmﬁw
) TR B I G FHATET BT IAHT TLEYICE ACSAT B HA fG@emar |

@) Pererarar T TSy Ry Fersireier el T € W @ S quiqa R AR 8 e S e,
Wﬁmﬂ{&mwﬁm@mﬁmwé,aﬁa&waﬁﬁmaﬁamﬁﬁ
mﬁaﬁqaﬁtmmﬂmm@,u&qﬁmm&mw%ﬁ,qua
RfRTH G AT ST SET) (RS s qae o ard i sefud st & e
& et ATiE ® S SRty B S garet & warsrd arrar dar & 9 & R s

23. wad Prfwat/adtaat :

(1) TP X ATy ST fopw @ i el frafrmt fadrstaat & s s o frvmit aerei ataf sfe
% frqm PrfeTe Pl Y AT €9 & a9 SO g9 4 FIRATE FHaEE AT 9L S HECS
Pt aideafadt & qed Pl fadrataal § sagasar & g 8

(%) TET AT FTYTETO, 1fe gray STA= ST wiere Feferat @ Srwifad ATHeR § aof SvEard
& T TR 3Tt & Aol AT & ST SRR ST T 3 o F9e T € 81

(@) et AT T ST 8 T S T e fop frwreie adraa afafa @ gars @ st T
grieare AT S, PR WY ST ey d s @l (T8 o <@ Fop erar wast & dae fawri
Irfea & A& qed q@ratt & 9 A1)

() I G @ FAT S AT HHA T T 3T S W E, U A § AP B FeTRIAA
fefraal @ forg <ifer s O& eTETT PRl @ fo SefieaTe AfHa & § awe TE 8,
ara: fraferat aadf ST U IS FATT & AIEAH & & [

Proqefy: Qﬁaaafﬁmﬁ?rwﬁmﬁ&m%ﬁmﬁﬁaﬁﬂmﬁﬁmaﬁﬁﬁﬁmsﬁtﬁmﬁqﬁm%mﬁxﬁﬁwmm%ﬁ

T T
) 45 fem & st o Feferrait o et frafe & fg e WMo /a0 IO B ATCEAW T &Y AT
AT & g qerafy @ fAT & SReTT JRET AN G ard €

24. ATFTERF AT

(1) ST RIS aTEE § AT Tty B P e A @ e ST A e b fA e
wwﬁﬁﬁﬁwmawﬁumﬁmﬁﬁwhmmhaﬁ‘maﬁvwﬁm

) LT Fraier @ AT A P W F A F G A B AT T AT AT AAGL A
mammwwmmmﬁmmmwm#amﬁw
# qairs a9 B ST B A B 240 Fat T P 8 A 9 2 a9 B I o v FeAr o w1
g R @ P GTE @ daW F faAt  wAaH qen 240 A S9™ 206 e €

(3) ﬁﬁmw$mﬁa&ﬂ€Wﬁmaﬁﬁuﬁwﬁqﬁﬂ$mmm$Wﬁm
I ® & wer fear som oy g WE g @ fAu M AW drard g S e

Proqfy : Prafie wal o Afwfae FHetEl B T SR 9 gl gfaey )



AIR MANUAL 11

(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 order of their seniority against the vacancies available for confirmation of
promotees, 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 promoted already. (The period between the date of promotion of the junior and the
actual date of promotion of the officer concerned will be reckoned as qualifying service for the
purpose of further promotion).

23. Ad-hoc appointments/promotions:

(@)

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:

(@) 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.

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

(i)

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)

(iii)

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.

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 Exchange. 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.

The 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 qualif;cation required
for the post.
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25. Appointment of Safaiwalas, Farashes, 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 25% 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:
(1) Death-cum-Retirement Gratuity.
(2) GPF/CPF ‘
(3) Central Government Employees Group Insurance Scheme, 1980.
(4) Arrears of pension.

(i) 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:

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

(i1) 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 notice 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.

28. Premature Retirement:

(i) Under FR 56(j) the appropriate authority has the absolute right to retire any government
employee as follows:
(a) Group A or B employees . After attaining 50 years of age, if
entry into government service is before
35 years of age.

(b) Other cases except Group ‘D’ . After attaining 55 years of age®
appointed before 23.7.66.
(c) All employees . After completion of 30 years

qualifying service.

(ii) Cases of officials covered by FR 56 (j) should be reviewed 6 months before they attain 50/ 55
years of age or complete 30 years 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 orders of premature retirement may be considered by Government
and the Committee constituted for the purpose will consider and give recommendations.



14

ATATAT FTW T

19, W 9 o iR A

1.

3.

4.

o 7 e
Y a1 § g @ AT st @ Pretatas wm frer q@ @

AT ST B AT ey 21 T a7 r-rgfer 3 e Befr et () R B B 543
A 9T 9RER qTer (Wet) A afa) 99 39 81 39 AT § ST B w9y T8 8 qa
ST I9-30(1) F AT (1) ¥ (W) 9% IfeAtad A w9 T g F

JEYTfY FH=TAN & PO Jaras W

Fei fafaet &ar (sreardt Fa) Frarmared & stafar sreaw /sreardtae et 9 dattat, g
Tfe X I A [ ST et Wepal 81 9% Aaiaeh/AaE AT A Tt Pt & arefi 3
g

wiwarew® fraariward (Jantaata & wraer)

T # AAel 9 gataq frefated afearcrs siaenfeat @

() e o oY et STty i TEelt o o I safat T A A S S ey 24 F 30 WERAY
H fartvad g+ ard &)

(&) = TebTT F G B T G AT AT a4 @ st @ 45y s

(M) T & Rae ar-frafa @ forelt wreer & wafua qer & s et & e qo S sty
& qeErd qfaT foar s

T Wb & 1 ATl H FaT ey # off T g A wfy s sy
T FASATA H FaTaiT & a1 a6 gt ®rf-7 § §AR FEE TEw)

b fafaet far (Ferm) frermrarclt & fram 59 o s sRreratsr vttt Gar & sraeante W
& AT ATE B Y HL o7 A8

qar-gSlt 1 yfafeedt @ St F A I A SR AW @ 3T F A =@

AT & TS AE Teot FHATY T 5 3 w3 F qfkare qaedt o faaor sewnd [ ar2ar4
H qrieRT afgd WL ST =ifeu) T & qTAT AT & a1 § AT off o o7 =t

BTH-7 & SRT-1 & fasmmener & q &< =ten)

TTH 5 3T 7 Bl T8 TTE FAT T AT AT Tor@l A S red I T @ i eprar & & 8 &
AN O F AT Far et & we W gger Risar faar s e

(afe e Tepier @ g AUSH H FIAT o ST s & @ w7 2 & it s deh )

233

ENC)

£)

)



AIR MANUAL 14

29.
1.

Pension and other retirement benefits:

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

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.

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.

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 Ist
January and Ist 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.

(f) 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) Rules.

(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 1 or 2 and 4 d. Nomination for arrears of
pension is also to be taken.

(i) Part 1 of Form 7 should be completed by the Head of Office.

() Forms 5and 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 retirement. . . ‘
(Form 7 should be sent in duplicate if the payment is desired in another circle of accounting

unit)_._
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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.

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

Note. Amount of Pension, Gratuity 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 Payment 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
after getting advance receipts.

6. Provisional Pension

Head of office may sanction provisional pension/gratuity under Rule 64, in any 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 1 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.

8. Encashment of Leave Salary

Leave account should be completely reviewed for non gazetted staff and sanction to the payment of
encashment of leave at credit should be issued immediately on retirement by the authority
competent to sanction leave. Cash equivalent should be calculated as follows:

Pay plus DA on the No. of days of unutilised earned leave at
Date of retirement 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 “for the period of E.L. at credit not exceeding 240 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 obtaininga simple application inform 4
and the amount drawn from PAO, ina simple receipt form as in Annexure ‘C’ to the said scheme.
For Gazetted officers sanction will be issued to PAO, IRLA for payment.
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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.

(@)
(b)

(c)

11.

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.

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.

The Pay & Accounts Officer will scrutinise Part I and Part Il 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.

Procedural formalities (death cases)

In the case of death while in service the following steps are to be taken:

(a)

(b)

(c)

(d)
(e

()

(2)

(h)
0]

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, provided that the amount does not exceed 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 simple
receipt form enclosing copy of sanction. Formal application for relief need not be insisted
upon.

The nomination for DCRG furnished by the deceased officials should be verified and the
nominee addressed in form 10 orform 11, as may be appropriate, for making claim in form 12.
For family pension, the widow/widower should be addressed in form 13 for making claim in
form 14, and where the deceased official is survived by child/children below 18 years guardian
may submit claim in form 14.

Simultaneously action for completion for Form 18 should be taken up within one month of
date of receipt of intimation of death.

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.

On receipt of claim(s), the Head of Office should complete item 22, 23, 24, 25 and 26 of Form
18 and send the form in original to the PAO concerned with covering letter in form 19, along
with service book and any other relevant documents, like death certificate etc. (Form 18 is to
be sent in duplicate if the payment is desired in another circle of accounting unit).

The Estate Office should be addressed, if the deceased official was staying in government
quarters, for ‘No Demand’ certificate.
Dues to government, if any, should be intimated 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, and GPF/CPF, as also any arrears of
pay etc. due.
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() After forwarding the documents to PAO the Head of Office may sanction provisional pension
to the family fora period not exceeding 6 months and 100% gratuity and the amounts drawn in
pay bill form and paid. Provisional pension will cease from the date family pension is
authorised 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 can
be adjusted by recovery in suitable instalments. But any excess in provisional gratuity is not to
be recovered and the Head of Office should, therefore, ensure that cases of such excess are
avoided. Official(s) responsible for such excess payment shall be accountable for the
overpayment.

12. In case of death after retirement, action for sanction of family pension and residuary gratuity
should be taken as per Rule 81 of CCS (Pension) Rules.

13. Notification of retirement

Where a government servant retires from service a notification in the official gazette in the case of
gazetted staff and an office order in the case of non-gazetted staff should be issued specifying the
date of retirement within a week and a copy thereof forwarded to PAO concerned.

14. Encashment of EL/HPL etc.

Encashment of carned leave at credit is also admissible as above on termination of services of
permanent or temporary government servant by notice or by payment of payand allowances in lieu
thereof. If the official resigns from service encashment is allowed upto 50% of the earned leave at
credit subject to a maximum of 120 days.

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 and
pension equivalent of other benefits and relief on pension shall be 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 period of leave excluding the period for 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 certain
conditions under CCS (Pension) Rules.

18. Provisional pension for retired officials facing Departmental proceedings

Provisional pension may be authorised under rule 69 of CCS (Pension) Rules in respect of
government servants against whom departmental or judicial proceedings are pending. But
provisional gratuity is not payable except in cases where disciplinary proceedings have been
initiated under Rule 16 of CCS (CCA) Rules for imposing any of the minor 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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19.
()

(i)

20.

®

(i1)
(iii)

21.

Witholding of Pension
There is provision under Rule 8 of Pension Rules for withholding or withdrawing a pension or
part thereof if the pensioner is convicted of a serious crime.

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).

Recovery of Government dues from DCRG etc.

Dues from retiring officials towards Government accommodation, outstanding advancese.g.
house building etc., overpayment of pay and allowances/leave salary orarrears,of income tax
recoverable at source can be recovered from DCRG.

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

Recovery of government dues from Pension Relief is permissible.

Check list

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

22.
(i)

Travelling Allowance on retirement/death

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
116(b) (iii) 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 monthsis
allowed. The time limit of one month/6 monthsis to be counted from the date of journey
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
superannuation, or invalid or compensation pension and not to those who quit service by
resignation, dismissal, removal or compulsory retirement as a punishment.

(d) The concession is.also admissible to temporary/quasi permanent employees with atleast
10 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.

(f) This concessionisadmissible 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 by
the competent authority. In case retiring officer was controlling authority for transfer
TA for himself his claim should be countersigned by next higher authority.

(hY  The contrallino antharitv chonld eatiefv himeelf ahant the oenninenece nf the claim
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(i) For persons settling down at the last station of duty, TA may be allowed if there is a
change of residence. No lump sum is allowed.

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)

(b)

30.
(a)

(b)

©
(d)

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 from 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 or from Hqrs to

the home town/declared place whichever is less. The amount will be paid in this order to the

family:

(i) Surviving widow,

(i) 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.

Advance limited to 75% 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.

Commercial employment after retirement:

Group ‘A’ officers have to apply for permission in the prescribed form if they intend 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 application 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.

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.

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

Employment with black-listed firms will not be considered.
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Annexure I

(See Para 6(i))
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Statement showing the points to be reserved for Scheduled Castes and Scheduled Tribes in 100
point roster where recruitment is made on a local or regional basis.

Scheduled Castes

Scheduled Tribes

Sl Name of State/ Percentage of Actual points to be Percentage of Actual points to be
No. Union Territory reservation reserved in a 100 reservation reserved in a 100
point roster point roster
1. 2. 3. 4. 5. 6.
STATE
1. Andhra Pradesh 13 1,9, 17, 26, 33, 40, 48, 56, 5 4,24, 45, 66, 87
63,71, 78, 85,93
2.  Assam 6 4, 19, 38, 54, 73, 89 11 1, 10, 21, 30, 40, 49, 58
67, 76, 85, 94
3. Bihar 14 1, 8, 15, 22, 29, 36, 43, 9 4, 17, 26, 38, 48, 59, 69,
50, 57, 64, 71, 78, 85, 92 81, 94
4. Gujarat 7 4, 18, 32, 46, 60, 74, 88 14 1, 8, 15, 22, 29, 36, 43,
50, 57, 64, 71, 78, 85, 92
5. Haryana 19 1, 6, 11, 16, 21, 31, 36, 41, 5 4,24, 44, 64, 84
46, 51, 56, 61, 71, 76, 81,
86, 91
6. Himachal Pradesh 22 1, 6, 10, 14, 18, 22, 27, 31, 5 4,24, 43, 63, 85
35, 40, 45, 49, 53, 57, 61, 65,
70, 75, 79, 83, 87, 92
7. Jammu & Kashmir 8 1, 14, 27, 40, 53, 66, 79, 92 5 4,24, 44, 64, 84
8. Kerala 9 1, 12, 23, 34, 45, 56, 67, 5 4, 25,43, 64, 84

78, 89
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48,53, 59,68, 74,

83, 88

1, 18, 35, 52, 69, 6
86

4, 54 31
4 44

1, 9, 17, 25, 33, 41,
49, 57, 65, 73, 89, 97

45

4, 11, 19, 23, 31, 23
35, 43, 51, 59, 63,
71, 75, 83, 87, 95

1, 6,9, 13, 17, 21, 5
25, 29, 33, 37, 41,

45, 49, 53, 57, 61,

65, 68, 73, 77, 81,

85, 89, 93, 97

1, 7,13, 19, 26, 32 12
38, 43, 50, 56, 62,
67, 74, 81, 88, 95

1, 6, 11, 16, 21, 26, 31, §

ST v

1, 6, 11, 16, 21, 26, 31,
36.41,46.51.56. 61 66,

71, 76, 81, 86, 91, 96

4, 21, 38, 55, 72, 89

1,6,9, 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 '

1, 6,9, 11, 13, 15, 18, 20
22, 24, 27, 29, 31, 33, 36,
38, 40, 42, 45, 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

0, 12, 14, 16, 18,
, 26, 28, 30, 32,

1,6,9, 13, 17, 21, 25, 29,
33, 37, 41, 45, 49, 53, 57,
61,65,69,73,77,81,85,90

4, 23, 43, 63, 83

4, 11, 21, 28, 35, 45, 52,
59, 69, 76, 83, 93

4, 24, 44, 64, 84
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9.

Madhya Pradesh

Maharashtra

Manipur

Meghalaya

Karnataka

Nagaland

Orissa

Punjab

' Rajasthan

Tamil Nadu

13

25

4,13, 18, 24, 33, 38, 48, 20
53, 59, 68, 74, 83, 88

1, 18, 35, 52, 69, 86 6
4, 54 31
4 44

1,9, 17, 25, 33, 41, 49, 57, —
65, 73, 81, 89, 97

45

4,11, 19, 23, 31, 35,43, 51, 23
59, 63, 71, 75, 83, 87, 95

1,6,9, 13, 17, 21, 25, 29, 5
33, 37, 41, 45, 49, 53, 57, 61,
65, 69, 73, 77, 81, 85, 89, 93, 97

1,7, 13, 19, 26, 32, 38, 43, 12
50, 56, 62, 67, 74, 81, 88, 95

1, 6, 11, 16, 21, 26, 31, 36, 5
41, 46, 51, 56, 61, 66, 71, 76,
81, 86

21

1, 6, 11, 16, 21, 26, 31, 36
41, 46, 51, 56, 61, 66, 71
76, 81, 86, 91, 96

4, 21, 38, 55, 72, 89

1,6,9, 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

1,6,9, 11, 13, 15, 18, 20, 24,
27, 29, 31, 33, 36, 38, 40, 42, 45,
47, 49, 51, 53, 56, 59, 61, 63, 65,
68, 70, 72, 74, 76, 18, 80, 82, 84,
86, 88, 90, 92, 94, 96, 98

1,4,7, 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

1,6,9, 13, 17, 21, 25, 29, 33,
37, 41, 45, 49, 53, 57, 61, 65, 69,
73, 77, 81, 85, 90

4, 23, 43, 63, 83

4,11, 21, 28, 35, 45, 52, 59, 69,
76, 83, 93

4, 24, 44, 64, 84
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1, 6, 11, 16, 21, 26, 6
31, 36, 41, 46, 51, 56,
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4, 23, 43, 63, 83 25
16
45

1, 10, 19, 28, 37, 5

46, 55, 65, 73, 82,

91, 9
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1, 6, 9, 13, 16, 20, 23,
17,30, 33,38, 40,45, 49,

52, 56, 59, 63, 66, 70, 73,
77,80,84,87,91,93,96,98

4, 24, 44, 64, 84
4,23, 38, 54, 73, 89

1, 6,9, 13, 17, 21, 25, 29,
33, 37, 41, 45, 49, 53, 57,
61, 65, 69, 73, 77, 81, 85,
89, 93, 97

1, 7, 13, 20, 26, 32, 38,
44, 50, 57, 63, 69, 75, 81,
87, 93

1, 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

4, 24, 44, 63, 84

1, 7, 10, 12, 14, 16, 18,
20, 22, 24, 26, 28, 30, 32,
34, 36, 38, 40, 42, 44, 46,
48, 51, 57, 60, 62, 64, 66,
68, 70, 72, 74, 76, 78, 80,
82, 84, 86, 88, 90, 92, 95,
98 '
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19. Tripura

20. Uttar Pradesh
21.  West Bengal
22.  Sikkim

UNION TERRITORIES
1. A & N. Islands

2. Arunachal Pradesh

3. Chandigarh

4, Dadra & Nagar
Haveli

13

21

20

2

4,11, 18, 25, 33, 40, 47, 54, 29
61, 68, 75, 82, 89

1,6, 11, 16, 21, 26, 31, 36, 5
41, 46, 51, 56, 61, 66, 71, 76,
81, 86, 91, 96, 99

1, 6, 11, 16, 21, 26, 31, 36, 6
41, 46, 51, 56, 61, 66, 71, 76,
81, 86, 91, 96

4,23, 43, 63, 83 25

45

1, 10, 19, 28, 37, 46, 55, 65, 5
73, 82,91, 99

4,54 43

22

1, 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,
96, 98

4,24, 44, 64, 84

4, 23, 38, 54, 73, 89

1, 6,9, 13, 17, 21, 25, 29, 33,
37,41,45,49,53,57, 61, 65,69, 73,
77, 81, 85, 89, 93, 97

1,7, 13, 20, 26, 32, 38, 44, 50,
57, 63, 69, 75, 81, 87, 93

1,4, 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

4, 24, 44, 63, 84

1,7, 10, 12, 14, 16, 18, 20, 22, 24,
26, 28, 30, 32, 34, 36, 38, 40, 42,
44, 46, 48, 51, 57, 60, 62, 64, 66,
68, 70, 72, 74, 76, 78, 80, 82, 84,
86, 88, 90, 92, 95, 98.
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80, 86, 92
9. Pyarw - - 45 1,4,7,10, 12, 14, 16,
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64, 66, 68, 70, 72, 74, 76,
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93, 96, 99
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S. Delhi Rosters prescribed
for recruitment on
All India basis to
be followed

6. Goa, Daman & Diu 2 4, 54, 5 1, 21, 41, 61

7. L. & M. Islands — 45 1,4,7,10, 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.

8. Pondicherry 16 1,7, 13, 20, 26, 32, 38, 45, 5 4, 24, 43, 64, 84
50, 56, 62, 68, 74, 80, 86, 92

9. Mizoram — 45 1,4,7,10, 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 (1) 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 5% a minimum
reservation of 5% has been provided for that community.
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Annexure I1

(See para-10)

' | Government of India
(Name of Station/ Office)

No. Dated
Shri/ Smt./ Kum.
Sir/ Madam,

With reference to your intereview for the post of ( ), . ,
at the Station/ Office,  is pleased to offer you temporary appointment on
the above post on the following terms and conditions:

1. The post is (Nature of post—Ministerial/ non-ministerial) ; and

carries a scale of pay of Rs. If you are already a Government servant, your
salary will be fixed in the above scale of pay in accordance with rules and conditions prevailing at
the time. If you are not a Government Servant, you will be entitled to the minimum of the pay scale
of this post. You will also be entitled to draw allowances at the rates admissible under the subject to
the conditions laid down in rules and orders governing the grant of such allowances in force from

time to time.

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

[1L. Your services will be terminable on one month’s notice from either side in accordance with the
Central Civil Services (Temporary Service) Rules, 1965, without assigning any reasons. The
appointing authority, however, reserves the right of terminating your services forthwith or before
the expiration of the stipulated period of notice by making payment to you of a sum equivalent to
the pay and allowances for the period of notice or the unexpired portion thereof.

IV. You will be on probation for two years from the date of appointment, 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 the 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 with service conditions, you will be governed by the rules and orders in
force from time to time and applicable to the branch of public service to which you may belong.

VI You will be liable to be posted and transferred anywhere in India.
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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 for so ordering, exemptany person from the operation
of this rule.

(b) No such woman whose marriage is void by reason of its taking place during the life-time 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 furnishing 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
have wilfully suppressed any material information, you will be liable to removal from service and
~ other action as Government may deem necessary.

XL If you accept the offer onabove 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 produce the following documents at the time of reporting for duty:
(@) Original Certificate of Educational and other qualifications alongwith a set of attested copies.
(b) Certificate of Age.
(¢) 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
authority and designation
with signature
Copy to all Concerned.
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Annexure 111
(See Paragraph 10)
PROFORMA-II

Declaration to be taken from a new candidate joining Government service

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

*]) That I am unmarried/a widower/a widow.
*ii) That I am married and have only one spouse living.
*iii) That I have entered into or contracted a marriage with a person having a spouse.

*jv) 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. 1 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

*Note: Please delete the clause/clauses not applicable.
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Annexure 1V

(See para 10)
FORM II

Form of oath proposed for Government servant who are foreign nationals

S SO a citizen of temporarily residing in and holding a Civil post under
the Government of India do swear/solemnly affirm that, having the faith and allegiance I owe to
....................... I will, during the period of my 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)”
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Annexure V

(See para 14)

Government of India
(Name of Station/Office)

Station .............
Date .............

ORDER
The (name of appointing authority) is pleased to appoint Shri/Smt./Km.......cccccoeevneev. in a temporary
capacity with effect from ........oiut i e
2.Shri/Smt/Km............ will be on probation fora period of 2 years from the date of appointment.
Signature ..........cen0n
Date .......ccvnvnnn
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Annexure VI
(See para 16(1) (i)
DEED CHANGING NAME/SURNAME

BY THIS DEED I, the undersigned .........c..ccovvunennenn ABC

(new name)
now lately called .................... AC. i employed as

(Old name)

........................................................

(Designation of the post held at the time by the Government servant)

- A

(Place where employed in the Ministry/ Department of the Government of India)
do hereby:

.  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
from the 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'shallatall times hereafter inall
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.

IN WITNESS WHEREOF I have hereunto subscribed my former and adopted names of A.C. and
A.B.C. and affixed my seal this ............ day of ...........

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

Witnesses 1.
2.
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Annexure VII
(See para 17 (iii)
No.
Government of India
(Name of Station/Office)
Station ....oeeeenen
Date ....ooevnee
ORDER

The ..ovevenenennnes (appointing authority) is pleased to terminate the probationary period of
Shri/Smt/Km. «.ooveirrerneenreneaneaeenn. (Designation) with effect from ...............
2. Shri/Smt/Kum ............ will continue in the said post in a temporary capacity until further
orders.
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Annexure VIII
(See para 19)
A. Check List for consideration of cases for Quasi-permanency

Name and present designation.

Date of birth and Educational Qualification (highest qualification).

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

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

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

(a) Character and antecedents verified or not.

(b) Medical fitness.

7. Eligibility.

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

AR S

(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.
11. 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
President/1 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 ............ Signature ............
Dated ............ Designation ............

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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Annexure IX
(See para 21)

CHECK LIST FOR PROCESSING PENSION CASES ON SUPERANNUATION

Prepare Lists of Government Servants due to retire within the next 24 to 30 months-twice a year-on
Ist January and Ist July of each year.

Prepare and submit statements prescribed in Deptt. of Personnel’s O.M. No. F. 20 (T)-Pension
Unit/82 dated 30.9.82 for proper monitoring and reporting.

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

Make definite 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.11(3)-EV (A)/76 dated 28.2.76.

In case the Government Servant was under suspension 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 qualifying 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.11 (3) EV (A)/76
dated 28.2.76.

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 qualifyinig Service. This should be done after a Government Servant has
rendered 25 years service or has 5 years service left, whichever is earlier.

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.11 (3) EV (A) 76 dated 28.2.76.

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

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 updated as and when the size of the family increases/decreases.

In terms of Rule 54, undertake preparation of pension papers 2 years before the date of
superannuation of the Government servant.
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(13) Follow instruction given in Rule 59. Divide work of preparing pension papers in three stages as per
the prescribed time schedule.

(14)

Ensure that Form 5 has been completed in all respects. Form 5 is to be filled very carefully. Ensure
the following while filling up this Form:-

()

(b)

(©)

(d)

(e)

®

(@
(b)

(©)

(d)

In terms of Rule 61(3) if the pension is desired in another circle of accounting unit, prepare it in
duplicate.

Keep in view the provision of Rule 13 to 18 while filling up Column 7 regarding date of entry
into Government Service. Check whether there is any interruption of service and whether it
has been condoned or it entails forefeiture of past service. For emoluments for gratuity, see
provisions of Rule 33 and 50.

Indicate in Column 8 the last day of the month in which a Government Servant’s attaining the
age of 58/60 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.

While filling up columns 15&16 ensure the following:

Rule 21—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.

In terms of Rule 14, only service paid from consolidated Fund of India and in pensionable
establishment shall count.

For calculating average emoluments during the last 10 months, see the provision of Rule 34.
For filling Column 20 ensure the following:
(1) Only service gratuity (no pension) is admissible for less than 10 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
54 (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 limits prescribed.

For filling up column 21, the following points must be kept in view:
Thoroughly read the provisions of the Rule 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 1/4 of his/her
emoluments.

Ensure that the maximum limit of 16%5 times and Rs. 50,000/- or limits prescribed from time
to time are made applicable.
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(e) Col. 24 deals with dues recoverable form DCRG. For filling up this column the following

points may be borne in mind:

(i) Government dues, as defined in Rule 71, 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) Interms of Rule 61 (1) 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 Pension papers having a bearing on pension should be
intimated to P&AO (forthwith).

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

(18) Ensure writing to the Director of Estates regarding issue of ‘No Demand Certificate’ 2 years before
the anticipated date of retirement of the Government servant in respect of the period preceding
eight months of the retirement of the allottee. (Rule 57).

(19) Watch the receipt of the advance ‘No Demand Certificate’ from the Director of Estates and ensure
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-1)/ 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) Inexceptional 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 pension and 1009 of the gratulty, as

~ gratuity are sanctioned to him under 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 prov1snonal gratuity
ensure that:—

(a) these are drawn and disbursed in the same manner as establishment pay and allowances.

(b) Deduction are made from the provisional gratuity the amount recoverable under Rule 63(1)
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
actually disbursed to him.
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(23) In the case of Government servant, against whom Departmental or judicial proceedings, referred to
in Rule 9(4) are pending, initiate timely action so as to ensure that the provisional pension is
authorised by the Accounts Officer in accordance with the provisions of Rule 69.

These check points are not exhaustive. For further details read the provisions in CSS (Pension) Rules
1972 and the instructions issued by the Government from time to time.



