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S2b)eet : Procedure to be fo3lowed i n  cases where appointment 
is to be made by t a m d e r  MI deputationltransfer baa,-. - consolidated inbrt:,-xtims on. 

The undersigned ir d i m d a d  to ray that 6 s  recruitment 
~ l e S  i n  respect of a number  of ports provide for appointment 
to the w s t  by transfer on deputation (including short-term contract) 
and transfer. Instructions have baa issued from time to time 
on the n roc ,dun  to  be followed i n  cases whero appointment is 
to be made under these m&r of recruitment. The various instruc- 
tions have bean consOU$atod for the facility and ~uidance of 
WinirtriesIDaprrtmnt~. A. copy cpf the consolidatad instructions 
is forwarded herewith. 

h 

DIRECTOR 

Encl.: A s  above. 

It.. . . L, 

A11 VtnistriesIDepartmsntar of the Government of India. 



Annexure D 

PAY SCALES I N  THE GOVERNMENT PAY SCALES FOR PUBLIC SECTOR 
UNDERTAKINGS -.- 

Placge of E x i ~ t i n ~  Scale of Pay b,Ra.vfsel) Maximua, 

- - - 
Miaimurn of the Rata of Mrximum of the Scale. of pry 
asde is not less increment e l l e  is not (for publie 
than more than sector under- 

trkinga 

R. Executives 

f i i )  Ra.3700 R s .  125-150 Rs.5000 

iv)  Rs.4500 Ro.150 Rs.5700 

C. Executives in Sealea 
~--WAJ to Schedylsd --- Scales 

a ?  Rs.5100 Ra.150-200 Ra.6100 Ra.3000-100-3700 



Annexure C 

Proforma shou~ ir ,~  names and aualifications possessed by 
candidates and those prescribed in R I R s .  - 
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post held 1 &red possessed ( in terms of scale of 1 
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CHECK LlST FCR TRANSFER ON DEPUTATIONITRANSF% 

1. R ~ R U I T K E N T  RULES 

a )  Whether dread y notified 

b) h k h  uptodate 
s 

c) Does i t  provide for transfer on 
deoutationltransfer. 

d )  Whether consultati~n with UPSC 
necessary. 

2. VACANCY CIRCULAR 

a )  Has it qeqe to dl concerned 
organis,? hionslaganciCs pres- 
cribed i n  RRs. 

b) .Whether l is t  given of organisations- 
to which circulated. 

C )  Whether prescr&d eligibility: . , 

conditionslfield of ' relectionl 
educational qualification and mode 
prescribed i n  the rectt. rules 
rnenPioned i n  the circular. 

d )  Whether vacancy recirculated i f  RR was 
subsequontlg amended (after initial 
appointment on deputation) to provide 
for transfer (applicable only for 
transfer cases 1 

3 .  VACANCIES 

Whether date and manner of occuqwnce 
given 

4. RELAXATION 

a)  Whether any-relaxation involved 

b) i f  so, arhether DOPI-s approval taken. 

C )  Whe?b?r relaxation inaicated 
i n  the vacancy circular. 

5. SENIORITY LIST (FOR COL!JaOSITE FIELD) 

a )  Whether seniority list i n  the feeder 
~ r a d e  recef ved 

b) If so, whether i n  preclzribed proforma 
(Anneuxre I of DOP C I  dated '$0.4.89) ' 

e)  Whether duly signed 1 .  an officer not 
below Under Secretar] s rank. 

d l  Is there any discrepal c y 



. . 
6. JOB DESCRIPTION - 

Whether given 
7. CONSOLIDATED COMPARATIVE STATEMENT 

a)  Whether i n  pplrescribed proforma 

b) Whether required particulars given. 

c )  Whether e?igibilitylnon-eligibility , 

indicated (with reason for non- 
e l i ~ i b i l i t y )  

8. BIO-DATA OF CANDIDATES 

a Whether received for a11 nominees 
(eligible mc! heligible) 

b )  whether signed by rornineea 

C )  whether received through 
proper channel 

9 .  CHARACTER 3OLLS - 
a)  Whether received for all. 

b )  Whether uptodate (Position to be 
indicated i n  a aeparate sheet) 

C)  In case of attersted copies of CR 
whether attested by an officer not 
below Under Secretary ' s rank. 

d )  Whether reanons for incomplete/ 
non-available CRs given. 

10. PREVIOUS SELECYaON 

a)  Has UPSC referenee number piven 

b) Whether roseme l is t  (still valid) 
available from previous .election. 

11. 6 EXISTING DEPUTATIONISTS 

a)  Whether certificate given that no 
other dcputationist was appointed 
prior to the officer who is being 
considered for transfer. 

b )  If there are other deputationi~ts, has a 
certificate of their unwillingness . 
for tranrfer given. 

12. @CONSENT FOP, TPANSFER -- - 
a) Whether available from officer(.). 

b )  Whether available from parent 
departmant(s! . 

@ Applicable only for transfer cases. 



Subject : Guidelines for prescribing transfer on deputation1 
transfer as  ta method of recruitment and the procedure 
to be followed i n  cares where appointment i s  to be 
made by Transfer on h ~ u t a t i o n  (including short-term 
contract) o r  Transfer basis. 

1. Introduction 

1.1. The Recruitment rules for ,I number of posts provide for 
appointment by transfer on deputation (including short term con- 
.tract) and tranrfer. 'Transfer on Deputation-nd *Transfer1' 
are not synonymous terms. There is mubatantid difference between 
them, Under the provision "Transferu, the officer is regularly 
absorbed i n  the postlgrade. Under "Transfer on Deputation 
luding short-term contract)', .n officer from outsida is rpp0int.d 
for a limited period by thn end of which he will have to  revert 
to  his  parent cadre. u n d e ~  Trcmlatar on Deputation or  Trandor. 
suitable officers having the reads i te  qualifications and experinnce 
working i n  other Central Govement Departments o r  State Govern- 
ments are considerd for appointment, 'Short term contract' 
also is i n  the nature of deputation and th i s  method is followed 
when servdces of suitable officers belonging to non-Government 
oruanisations e.g. Univnraitien, recognised research Lnstitutions, 
public sector undertakilgs etc. r r e  required for appcintmsnt 
to teaching, research, sclrs,iFic er technical p a t s .  

1.2. In cases ahore  the fieLd of promotion corI8fttt of only 
one post, the method of r s c ~ ~ i t m a n t  by UTransfer on deputation 
(Pneludinp short-term cantractEIPGomotionn is prescribed so  that 
the departmental officer holdiag the feeder post is considend 
alongwith outsiders who have appliee for appointmeat by transfer 
on deputation. This mnd&od is also known a s  the ucomposite 
methodn. If the departmental candidate i8 selected for appoint- 
ment to the wst, it is to be *eated , a s  having been filled by 
promotion; otherwise, the post is filled by deputationicontract 
for the prescribed perfad of deputationlcontract at  the end of 
which the departmental officer w i l l  again be afforded ur o p p o r  
tunity to be considered for appiatmcnt to the post. 

2. Recruitment Rules 

2.1.  While providing for ilrander on deputation (including short 
term contract)ltransfer rs n methad of recruitment, the sources 
of recruitment (Central Gowt., .?tats Governments, Public Sector 
Undertakings etc.) and the categcrir;~ and levels of officers (includ- 
ing pay scales) eligible for coe,sidelrtion including conditions 
of eligibility i . .  number of years of ~ r v i c e  i n  a particular 
b ad el scale) and the qualifications and experience required, if 
any, should ba clearly specified in the recruitment rules. The 
period of deputationlcontraot should also be clearly indicaOd 
i n  the following standard form:- 



"Period of deputationEcont~ace including the period . 
of deputation/contx~ct i n  another ex-cadre post held 
immediately preceding this appointment i n  the eame 
or some other or~aniration/Dspartment of the Central 
Government shall ordinarily not exceed.. . . . years" . 

2.2. Lateral induction of Armed Forces Personnel i n  Civilian 
posts 

A l l  HinistrieslDepa2-ements should examine and identify 
the posts i n  which military axpericnce either i n  general o r  i n  
a specific field or posts would ba of distinct advantage and 
to provide for such experience as an essential or desirable audi- 
fication. in respect of Group ' A '  & ' 8 '  poats reauired to be 
filled by transfer on deputatim of Government servants belonging 
to more than one servioe, 1 prevision should be made i n  the 
recruitmeat rules, whereby armed forces ~ersonnel due to  ret ire 
or to be traneferred to rcservc within a period of one year 
and having the reauiaite experiesce and aualificationr can also 
be considered for apponntcrasn+ to ruch posts. The following 
provisions for lateral induction of armed forcer personnel may 
be incorporated i n  the recruitment rules of the identified postsr- 

In col.10 (Method of recruitmentL 

"FOP Ex-Servicemen 

Transfer on deputation he-amployment . 

In col.11 t 

UFor Ex-Servicemen 

, Transfer on deputationire-employmentu 

@The Armed Forces "ersonnd due to n t i r e  or who are 
to be transferred to reserve within a period of one year and 
having reauiaite ex~ t r i ence  am.$ audifications prescribed shall 
aiao be considered. Such per3tlons would be given deputation 
term up?o the date on vhich they are due for release from 
the Armed Forcer: thereafter they may be continued on re-employ- 
ment" . 
3. Consultation with Union Public Service Commission 

3.1. When the field of deputation for Group !A1 posts consists 
of Central Government Group? # A '  officers only, prior consultation 
with the UPSC is not necesaarp for selection of an officer. 
#hen the field for consideration includes State Government officers 
also, prior consultation with the Commission is necersary before 
appointing a State Government offiesr. When the field for consi- 
deration is made more brcrad-bared and consists of not only 
CentrallState Government officers but also officers from non-Govern- 
ment institutions, the sal~r t ion shall always be made t n  conrulta- 
tion with the UPSC. 

3.2. The UPSC are to be ccis&~~lted for appointment of a Central 
Group B1 officer on deputation to a Group l A i  post. 



3.3. When the ;composite method" of recruitment is prescribed 
for Group A or Group B posts, I , ,  the departmental zandldate 
i s  to be considered alongwith outsiders, the selection shall be 
made by the Commission only. 

4. Procedure to be followed for appointment by transfer On 
deputationltransfer : - 

4 An accurate assessment of the vacancies to be filled by 
the above methods should be made sufficiently in advance 50 

that the MinistrieslDenartmentq w i l l  be able to follow the pres- 
cribed ,procedures properly. 

. Wherever the recruitment rules prescribe different sources 
cf recrxitment and where various categories of officers are eligible 
for heir:? considered, the circulation of vacancies w i l l  be consider- 
ed proper only where the Ministry concerned ensures that al l  
such categories are tap~;ed simultaneously. In other words, the 
Departments should not co:?Fine' circulation of the vacancies to 
only uxie or two sources mention& i n  the Recruitment Rules. 

4.3. As a corollary to para 4.2. above, wherever employees 
of the public sector undertakkngslautonomous bodies and non-sect$ . 
officers are also eligible under the Recruitment Rules, the Adminis- 
trative Ministry cor.cerned should spckifically request the Dtpert- 
ments to circulate the vacancy to al l  such organisations with 
whom they are concerned so that the reauiremente of the Recruit- 
ment rules are duly met. 

4.4. The vacancy circular should invariably be published i n  
the "Employment Newelf. 

4 . 5 .  The minimum time allowed for receipt of nominations should 
be two months. If i n  a few cases where thire are compelling 
reasons to f i l l  up the vacancy on urgent basis, a shorter time 
l i m i t ,  which should not be less than six weeks, may be prescri- 
bed with the approval of: t b ~  Joia~t Secretary concerned. 

4.6. A l l  the salient features oP the vacancy circular ( e . ~ . , )  
o&s?lfications and experience, ofl'icers eligible, last  date for 
vrceipt of nominations as  prescribed by the originating Department 
should invariably be published i n  the "Employment News". 

4.7. The circular should be addresser! to al l  the agencies or 
sources of selection specified i n  the Recruitment Rules. A s  a 
proof of having complied with this instruction, the Departments, 
snould, while making a reference to the UPSC for selection, render 
a certificate to the Comrniss~on that the vacancy circular has 
Seen despatched to dl the agencies prescribed i n  the rules. 

4.8. While calling for applications for appointment on transfer 
on deputationltransfer basis, the Ministries / Departments may call 
for t h e  bio-data o the c:nndidates i n  the proforma given at 
Annexure-A . 
4.9. After circulation of vie wst, the proposal should. be sent 
to the UPSC as  early as  possibl;? and i n  any case within three 
roonths from the closing date for receipt of applications. While 



forwarding the proposal to the U.P.S.C. the reauisite details 
i n  the proforma given at Annexure-B should be sent to the Commis- 
sion. Further, the detaj.1~ sf the applicants, both eligible and 
ineligible, alonfircvlth the Department's comments on 
their eligibility or  otherwise should also be furnished i n  the 
proforma given at Annexure-C., 

4.10. In the vacancy circular, it should be specifically mentioned 
that the candidates who apply for the post w i l l  not be allowed 
to withdraw their candidature subseaucntly. 

5. Analo~ous posts 

5.1. Whenever the recruitment rules for a post prescribe "transfer 
on deputationltransfer" as  w method f filling up the post, they 
generally contain an entry i n  column 12 of the standard form 
of schedule stating inter-alia that the Utransfer on deputation1 
transfer" shall be made from amongst the officers holding analogous 
posts on regular basis under the CentrallState Govts. This Depart- 
ment has been receiving references from various b?inistrieslDtpart- 
ments asking for the definition of 'analogous posts1. It has, 
therefore. been considered oqppropriate to lay down the following 
criteria for determining whether a p3st could be treated ae %nalo- 
gous to a pest under the Central 6 ~ ~ t . : -  

i )  Though the siale of pay of the two posts which are  
being compared may not be identical, they should be 
such as  to be an extension or a segment of each other, 
e.g. for a post carrying the pay scale of Rs.3000-5000, 
persons holding posts in the pay scale of Rs.3000-4500 
will be eligible. 

ii) Both the paslea should be falling i n  the same Group 
of posts as defined i n  the Department of Personnel 
and Administrative Reforms Notification No. 1301212187- 
Estt.(D) dated the 30th June, 1987 viz. Group ' A '  
Group 'B1 etc. 

iii) The levels of rcspnaibi l i ty  and the duties of the 
two posts should also be comparable. 

i v )  Where specific aualifica'Liuns for transfer on deputation1 
transfer have not been prescribed, the qualifications 
and experiencz of tho o-ficers to be selected should 
be comparable to those prescribed for direct recruits 
to the  post where direct recruitment has also been 
prescribed as  one of the methods of appointment i n  
the recruitment rules. 

Where promotion is the method of filling up such 
posts, only those persons from other Departments may 
be brought on transfer on deputation whose qualifications 
and experience are comparable to  those prescribed 
for direct recruitment for the feeder gradelpost from 
which the promotion has been made. 

5.2. A s  far as  the posts under the State Govt.lPublic Undertakings 
etc. are concerned. i t  is nuite likely that even posts with idonti- 
cal desi~nations may not hav* comparable scales of pay and they 



may also differ with reference to the extent and stage of merger 
of D.A. with pay. The levels ir  the heirarchy and the nature 
of duties. may not aiso be comparable. 'These posts may not 
also be classified into four groups as has been done under the 
Central Govt. Taking these factors into consideration, the selec- 
tion authorities may have to be guided more by the nature of 
duties oerformed by the candidates i n  their parent organisation 
vis-a-vis those i n  the posts under selection and qualifications 
and ex~er ience  required for the posts under the Central Govt. 
for making selection for appintment by transferldeputation (includ- 
ing  short-term contract) from outside the Central Govt. service 
Since details of the Recruitment rules for the pasts under the 

' State Govt . /Public Undertakings etc. may not be available, bio- 
data sheets, signed by the officers themselves and certified/counter 
s i ~ n e d  by their employer indicating their qualification, experience, 
assignments held i n  the past,  contributions made by them i n  
the field of research, puSi.lcatians to their credit and any other 
information which the officers a-ieht consider relevant for asses- 
s ing  th-ir  suitability for the ?.,st i n  question may be obtained 
i n  the proforma at Annexure-A. 

6 .  Crucial data for determination of eligibility 

6.1. Where a post is reallired to be filled by transfer on deputa- 
tion (including short term contract)/transfer, it is normally laid 
down i n  the recruitment rules that officers holding posts i n  a 
particular scale of pay who have comdeted specified years of 
regular service i n  the male axe eligible to be considered. ?he 
crucial date for determination of eligibility w i l l  be as  follows:- 

i )  In the case of a vacancy already eristing a t  the time 
of issue of the communication inviting nominations, the 
eligibility may be determined with reference to the 
last date prescribed for receipt of nominations i n  the 
Ministry / Depar:~en~!Organisation responsible for making 
appointment to tt.t post i.e., originating Ministry etc. 

ii) In the case of an an:b:ipated vacancy the crucial date 
for determ1ni.n~ e!t~ibillt.y should be the date on which 
the vacancy is expected to arise. 

7. Eligibility of departmental officers for appointment by  
deputation: 

7.1. In a situation where the field of promotion consists of 
only one post. the method of recrultment by transfer on deputation 
(including short-term contract)/pramotion is prescribed so that 
thr  departmental officer is considered alongwith outsiders. If 
?he departmental officer is selected for appointment to the post, 
i t  is treated as having been fil?.ed by promotion. Otherwise, 
the post is filled by deputationlcontract for the prescribed period. 
In other cases, where the field of promotion is adequate i.e. 
there are adequate number s f  sanctioned posts i n  the feeder grade. 
promotion is provided ar ;he f irst  method or certain percentage 
of vacancies is earmarked for -x-omotion and certain percentage 
for appointment by transfer o- ieputation or direct recruitment. 
I n  such cases, departmental officers i n  the feeder grade are  
considered for promotion when they are fully aualified for 



discharging the responsibilities of the higher post and satisfy 
the eligibility criteria. If the departmental officer is not consid- 
ered eligible or f i t  for promotion, i.. will not be proper to consi- 
der him again for appointment hy transfer on deputation. Deputa- 

tion is ~ c t u a l l y  an appointment outside the normal line. I t  has, 
therefore, been decided tk r t  the departmental officer i n  the 
feeder category who, accor; ng to the provisions i n  the notified 
recr~itment rules, are i n  direc? line of promotion should not 
be cons.dered for appointmeqt b . 'ransfer on deputation. Similar 
l y ,  the dsoutationists shall not b.* eligible for being considered 
for appointment by promotion. 

8. Filling u p  of posts on short term contract from Public 
Sector Undertaking- - -- Equation of pay scales: 

8.1. The Recruitment ruler for sore  posts under the Central 
GOP. provide for,  inter alia, consideration of officers of the 
public s,,c'or undertakings for appoi~tment on short term contract. 
Ths Kccpuitment Ru:es pb-escribe certain years of service i n  a 
particular scale or  scales of pay which are obtaining i n  the 
Central Govt. Difficulty is often experienced at the time of 
making selectfon i n  determining whether a candidate from a public 
sector undertaking is holding a post equivalent to the one under 
the Central Govt. as en--isr,oed I n  the Recruitment Rules. mainly 
because the scales of ?ac are different i n  the Public Sector 
Undertakings. 

8.2. The pay r c d e r  followed i n  the Public Sector Undertakings 
are generally of two :y;2es, one where the pay scale carries 
the DA as  under the Central govt. and the other where Industrial 
DR pattern is adopted. While there is no difficulty i n  examining 
the eligibility of public sectcr employees where the pay scales 
and DA are on the lines obtaining i n  the Central Covt., difficulty 
is experienced i n  other cases i n  the absence of any guidelines 
about equation of pay scales. 

8.3. The Department of Public Enterprises follows the equations 
mmtioned in Annauxre D while examini~g carer involving movements 
of .Csnr,.al Govt. servants to posts -ur;der the public sector unde r  

taki~igs (not following the Central pattern pay scales and DA) 
and vice versa. For the Uma being, the same equations may 
be followed for the purpose of deciding the eligibility of public 
.rector employees for a~.~c!rtmant by U s h o e  term contract" to 
posts under the Central S- :,:. The appointing authorities may 
vlcase keep these equations in s Y c 3  i n  addition to other factors 
whiie examining the eligibility ar candidate* from public sector 
uridertakings. 

8.4. With a view to facilitating scrutiny about eligibility, the 
vacancy circulars should contain a specific direction that candida- 
tes from public sector undertakings should clearly indicate wheth- 
e r  the pay scale held by them is cn the Central D.A. pattern 
or the Industrial DA pattern. 



9. Tenure of Lkputation : 

9.1.  The period of deputation shell be subject to a maximum 
of three years i n  al l  cases except for those posts where a longer 
period of tenure i s  prescribed i n  the Recruitment rules. 

9 . 2 .  The Administrative Ministries may grant extension beyond 
this  limit upto one year, after obtaining orders of their Secre- 
tary ,  i n  cases where such extension i s  considered necessary 
i n  public interest. 

9.3.  The borrowing MinietrieslP* L... ~ e m e n t s  may extend the period 
of deputation for the fifth year 6- for the second year in excess 
of 'the period prescr ib~d  i n  the Recruitment rules, where absolu- 
tely necessary, subject to the folloving conditions : 

i) While according extension for the fifth year or  the 
second year i n  excess of the period prescribed i n  
the Recruitment Rules, the directive issued for rigid 
application of the tenure rules should be taken into 
consideration and only i n  rare and exceptional circum- 
stances such extension should be granted. 

ii) The extension should be strictly i n  public interest 
and with the specific prior approval of the concerned 
Minister of the borrowing Ministry 1 Department. 

iii) Where such extcr~sion is granted, it would be on tho 
specific underst- ,:din3 that the officer w d d  not be 
entitled to draw deput-.t:on (duty) allowance. 

iv )  The extension would be subject to the prior approval 
of the lending ox ganisation, the officer on doputation, 
and wherever necessary the U.P.S.C. 

9.4. In cases where the extendos i s  beyond the fifth year 
or beyond the second year i n  exccra of the period prescribed 
i n  the Recruitment Rules, the same would be allowed only after 
obtainirg the rior a p p r ~ v d  of the Department of Personnel and 
Training. Pro* i n  this  regard should reach this  Department 
a t  least three months before the expiry of the extended tenure. 

9.5. When extension of the period of deputation is considered, 
the period of extension may be so decided upon as  to enable 
the officer concerned to coqtinrre on deputation till the completion 
of the academlc year i n ,  cae.63 where the officer has schoollcollege 
going children. 

9.6. For computing the t o m  pcriod of deputation, the period 
of deputation, including the 2eriod of deputation i n  another ex 
cadre post held immrdiat* preceding the current appointment 
in the same or some other organisationldcpartment of the Central 
government shall also be taken into account. 

9.7. If during the period of deputation the basic pay of an 
employee exceeds the maximum qf *he scale of pay of the post 
or the fixed pay of the post, on account of proforma promotion 



i n  his cadre under the N ~ x t  Below Rule or  otherwise, the deputa- 
tion .of the employee should be restricted to a maximum period 
of six months from the  date on which his pay thus exceeds such 
maximum and he shou1.d be reverted to his parent department 
within the said period. 

9 . 8 .  If during thc period of deputa'ion, on account of proforma 
promotior1 i n  the parent cadre unc'er the Next Eelow Rule the 
employee becomes entitled to a scale of pay higher than the 
scale of pay attached to the ex-cadre post, he may be allowed 
to complete the normal tanure of deputation subject to 9.7. 
above but no extension of the period of deputation should be 
allowed ir,  such casts. 

9 .9 .  Extension of dep.itaticn appointments beyond the period 
laid down i n  the Recruit-: n t  rules would reauire consultation 
with the Union Public Service Cc,mmission i n  al l  cases where 
the  relevant recrr'tment rvles .: '8 framed i n  consultation with 
the i'nfon Pvhlic Serv~cr: Commission. 

9.10. Such consultation would also be necessary i n  all  cares 
where such deputation appointments w e n  made i n  consultation 
with the Union Public Service &mmiss~.on. 

. . 

9.11. The Unic- Public Service Gomrnission has, however, agreed 
to the fo!lowing relaxation : 

Where the word '0r.3.inarily1 is used i n  the recruitment 
rcles to 8overn the period of deputation, the period 
of deputation may be extended by the competent authority 
by  not more than or? year except i n  cases where the 
period mentioned i n  the recruitment rules is 5 years 
or more. In -he  latter case, consultation with the UPSC 
would always be qec-ssary. 

9.12.  If the deputation period i- not laid down i n  the recruitment 
rules, then' the' extension 0.f- t1.e period of ,deputation can be 
granted b y  the Administrative ?/inistryIDepartment subject to - ,.a . ., 9.:. to para 9.6 .  above. In  such a case reference to  the 
C:ovaisslc:i would be necessary only if the appointment on deputa- 
tior, had been made i n  consultation with the Commission and if 
i t  is intended to exten? th+ tenure, if any, indicated i n  the 
Cornmissj.cn' s rdvice. 

9.13. In cases; w'lcre the initial appointment/ pl:d&f deputation 
wae decided with the approval nf the Appointments Committee 
of the Cabinet, any extension therecf can he granted only with 
the aeoroval of t h ~  Appointments Committee of the Cabinet. 
The Administrative Ministries/Oepartments would no doubt consult 
the UPSC, wherever nrzesctary, before seeking approval of the 
Appointments Committee of the Cabinet through the Establishment 
Officer. 



10. Absorption of an officer on Transfer basis 

10.1. Recruitment Rules for some rants prescribe inter-alia 
'Transfer' as a mode of r e c ~ ~ i t m m t .  'Transfer means permanent 
absorption i n  the post. Consultation with the UPSC is necessary 
xn a l l  cases of appointment by 'Transf-r' to Group 'A '  and Group'B1 
posts. With e view to having a uniform approach and to enable 
the UPSC to consider proposals for absorption by 'Transfer' 
expeditiously. the followic- g:xdclirres are laid down. 

10.2. Cases of transfer fall :.,TO two categories viz. 

a )  Where Recruitment rules piovide for appointment by Trans- 
fer on DeputationITrarlsfer and the proposal is only to 
absorb an officer already selected on deputation. 

b)  Where Recruitment Rules provide for Transfer on Daputa- 
tion only at the time af initial selection of the officer 
concerned. but have been amended subseauently to include 
Transfer. 

So far  as the f i rs t  ca tqory i r  concerned, the Commission will 
consider the proposals for abssrptior where the following condi- 
tions are fulfilled:- 

i) The initial selection on deputation basis should have 
been made i n  consuitatdon with the Commission. 

ii) The administrative Ministry should certify that there 
is no other deputationi-1: i n  position appointed earlier 
to the officer now pro1:5:?d for absorption, and i n  case 
there is any such person, he is not willing to be consi- 
dered for appointrncne on Transfer basis. 

iii) The person concerned and the lending authority have 
given their willingness for such permanent absorption. 

i v )  The original circular letter calling for nomination for 
deputation should have clearly mentioned the possibility 
of permanent absarption ( i . r .  Transfer). 

In the second ca te~ory  of cases, i.e., where 'Transfer' has 
been provided i n  the Rules aubeasuent to the  selection of a 
person on Deputation, the HdnistrieslDepartments should re-circu- 
late the post, clearly indicating 'Transfer' a s  a mode of recruit- 
ment and then only ma1-.e * reference to the Commission. Such 
circulation will also be n- -ssary i n  the other category of cases 
S the original circular letter calling for nomination for deputation 
did not clearly mention tke pm-ibi l i ty  of permanent absorption 
vide ( i v )  above. 

11. Seniority of persans absorbed after being on deputation 

11 .I. The instructions on seniority of transferees contained i n  
para 7 of the Annexure to DOPIS O.M. No. 9111155-RPS dated 
22.12.59 mainly deal with cases where persons are straight away 
awpointrd on Transfer, It is, hov~ever, observed that mast of 
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the cases of permanent absorrtion are those where the officers 
were taken on Deputation inibLally upder the method of 'Transfer 
on De~utationITransfer' contained i n  the relevant Recruitment 
Rules. 

11.2. Even i n  the type of cases mentioned above, i.e., where 
an officer initially comes on De>utation, and is subsequently 
absorbed the normal principle that the seniority should be count- 
ed from the date of such absorption, should mainly apply. 
Where, however, the officer has already been holding on the 
date of absorption the same or eau iv~\en t  grade on regular basis 
i n  his uarent Lkpartmeat, it would be equitable and appropriate 
that buch regular service i n  the grade should also be taken into 
account i n  determining his seniority subject only to the condition 
that at the most i t  would be only from the date of deputation 
to the grade i n  which absorption is be in^ made. It has also 
to be ensured that the fixation of seniority of a transferee i n  
accordance with the above princiole w i l l  not affect any regular 
promotion made to the n-x!. higher grade prior to the date of 
absorpti,:~. Accordingly, i t  !,as been decided to add the f o l 1 0 ~  
ing s h  para ( i v )  to para 7 0.' principles communicated - vide 
O.M. dated 22.12.59:  

" iv)  In the case of a person who is initially taken on 
deputation and absorbed later ( i . .  where the relevant 
Recruitment rules provide for Transfer on DeputationlTrans- 
f e r ) ,  h is  seniority i n  the n a d e  i n  which he is absorbed 
w i l l  normally be counted from the date of absorption. 
If he has, however, been holding already (on the date 
of absorption) the same or equivalent grade on repular 
basis i n  his parent Department such regular service* i n  
the grade shall also be taken into account i n  fixation 
of his seniority, subject to the condition that he w i l l  
be given seniority from 

- the date he ha8 been kdding the post on Deputation 

0' - the date from whi.;i he has been appointed on a regular 
basis to the same or equivalent grade i n  h is  parent 
Department. 

whichever is later. 

The fixation of seniority of a transferee i n  accordance 
with the above principles w i l l  not, however, affect any 
regular promotions to the next higher ~ r a d e  made prior 
to the date of auch absorptic.1. In other words, it w i l l  
be operative only i n  f i l l i n g  up vacancies i n  h i ~ h e r  grada 
taking place after auch absorption. In cases i n  which 
transfers are  not strict:,{ i n  public interest, the transfem- 
ed officers w i l l  be placed below all  officers appointed 
regularly to the grade on the date of absorption. 



12. Whether an officer on deputation can be c o n s i d ~ r -  
for appointment for another deputation without con:pieting 
cooling; off period 

12.1. No general order has been issued regarding coolind 
off period between one speli of deputation and another spel l  
of deputation. It is for the cadre controlling authority to 
dccid: whether there should be any cooling off period or not. 
However, i n  view of the rigid application of Tenure Rules, 
officers should not stay away Prom their respective cadres 
beyond the normal permissible deputation period. This aspect 
should be kept i n  view while deciding whether there should 
be any cooling off pericd a: not. 

13. Redeployment of surplus --- staff against vacancies to be 
filled by Transfer --- 

13.1. No vacancy shall he filled by transfer (otherwise than 
on deputation basis) without obtaining a certificate of non- 
availability of surplus staff for redeployment against the vacan- 
cy i n  the first instance from the Central (Surplus staff) Cell 
i n  the Department of Personnel and Training i n  respect of Group 
A  Group 'B' or Group 'C' posts or from the Spacial Cell 
i n  the Directorate General, Employment and Traininc, Ministry 
of Labour i n  respect of Grour, 'D' posts. 

Where a Group ' A '  or Groun 'B' post is to be filled 
up by transfer i n  consultation with the Commission, the control- 
ling authority i n  respect of the post shall f i rs t  intimate the 
vacancy to the Central (Surplus Staff) Cell i n  the Department 
of Personnel and Trainilia,h'inistry of Personnel, Public Grievan- 
ces and Pensions, who, 1 '  i t  hss a surplus employee on its 
rolls who i s  prime facle su.-able for appointment thereto, 
shall sponsor him to the Ccr ~ i s s i o n  under intimation to the 
controlling authority concerned. for being considered for absorp- 
tion against the post i n  oues:ion. Such a post w i l l  be circulat- 
ed only if the Cell communicete non- availability of suitable 
surplus employee fro= i t s  rol ls  to sponsor for absorption i n  
i t .  or the Commission holds the surplus employee sponsored 
3; the Cell to be unsuitable for apnointment '0 the post. 



Annexure A 

BIO DATA PROFORMA -- .- 

1. Name and Address i n  Blrck 1c:trrs 

2 .  Date of Birth ( i n  Christian era) 

3. Date of retirement under Central1 
State Govt. rules 

4. Educational Qualifications 

5. Whether Educational and other 
uualifications reauired for the 
post are satisfied. OCf any quali- . 
fication has been treated as cqui- 
valent to the one prescribed i n  the 
rules, state the authority for the same). 

Qualificationrl Qualification! 
experience Experience posses- 
reo 13 i.3 i d  aed by the officer 

Essential (1) 

(2) 

( 3 )  

Desired (1) 

( 2 )  

6. Please state clearly whether i n  the 
light of entries made by you above, 
you meet the requirements of the 
w s t  

7.  Details of Ernploymertt, i n  chronolo~ica? order. Bnclose a 
separate sheet, duly at:- .ent!cated by your signature, if the 
space below is insufficie,ir 

Office/Instt./Orgn. Post From To Scale of Nature of 
held pay and duties 

basic pay 
- 

7. Nature of present emplcJv,ycA i.e ., 
adhoc or temporary or auasi 
permanent or  permanent 



9 .  In case the present employment is 
held on deputationlcontract basis, 
please state - 

. - 

a)  The date of initial app:.n&ent 

b) Period of appQintment on 
deputationleontrac~ 

c )  Name of the parent office1 
organisation to which you belong 

10. Additional details about prest?t 
employment 

Please state whether working under 

a Central Govt. 

b) State Govt. 

c )  Autonomous Orgranisations 

d )  Government Uncle:{-lakinus 

e )  Universities 

11. Are you i n  Revised Scale of Pay? If yes. 
give the date from which the revision 
took place and also i n d i c a r  the 
pre-revised scale. 

12. Total emoluments per month now drawn. 

13. Additional informati,on . if any, 
which you would like to mention i n  
support of your suihbPlity for the 
post. Enclose a separate sheet, if 
the space i s  Lnaufficient. 

14. Whether belongs to SClST 

15. Remarks 

Date 

Countersigned 

(Employer) 

Signature of the candidate 

Address 



PROFORNA FOR REFERRING PROPOSAL TO THE UNION 
PUBLIC SERVICE CONNISSIO?; FOR SELECTION OF 
OFFICERS FOR APPOINTMENT ON DEPUTATIONITRANSFERI - 
CONTRACT 

1. Yame of Ministry lDepartmentl0ffice 

2. GradelPost for  whieh selection is 
to be made for appointment on 
demtation Itransfer/contract - .- 

a )  Designation 

b )  Classification 

C )  Scale of Pay 

3. Total number of pos t (s )  i n  the 
Grade - 
a )  Number of posts fi l led on 

regular basis: 

By direct  rectui.trnent 

By promotlo. 

By Deputation 

By Transfer 

By Contract 

b )  Number f i led on ad-hoc basis,  
if any. Initial da,te(s) from 
which ad-hoc aopointments had 
been made 

C )  Number unfilled 

4. a )  Number of regular vacancies 
falling under deputation auota 
now reported. (In terms of 
instructions contained i n  
para 4.1. of DOPkAR OM No. 22011/5/86- 
Estt.(D) dated 10.4.89) 

b )  Datc(s) of occurrenee of 
vacancy(s) i n  (a )  above 

5. Complete job descr rp t ic !  i . e .  
duties attached to t h e  post 
(separate  sheet to be attack. 1)  

6. Recruitment Rules for the ~ r a a e l p o s t  -. 

a )  Date on which the Recxuitment 
rules were notified i n  the  
Gazette of India and UPSC 
reference number under which 
they were apvroved 



b) Vethod of recruitment l -  

% direct recruitment 

% promotion 

c )  Whether up-to-date copy of the 

recruitment rules has been enclosed? 
( this  shoulcl invariably be sent 
for reference). If any change 
in the Recruitment kulea has been 
aneed to by the Commission after 
they weTe notified, detail8 
should be ::r:ached. 

7. Relaxation 

a )  Whether any relaxation involved 

b )  if so. whether M)Pts approvd 
taken 

C )  Whether relaxation indicated 
i n  the vacancy circular 

8. Method of recruitment followed for 
f i l l i n g  up the last vacancy i n  
the grade. 

9 .  UPSC reference number under which 
selection for appointment on 
deputation was lost considered. 

10. a )  Whether .+?c poat was circulated 
to all  the authr.~it ies provided 
i n  the Recsuftcsnt rules? if 
not, state reasons (Please 
enclose a copy of the circular 
issued alongwith a list or 
organisations to whom i t  
was sent) A certificate to the 
effect that the copies of the 
vacancy circular have been der- 
patched to all the authorities 
meptioned i n  the recruitment 
rules to be attached. 

b)whether the post was publirhed 
i n  the 'Employment News' vide 
Deptt. of Personnel & Training 
No.0.M. No. 14017/17/83-Ewtt(RR) 
dt.17.7.85 & 12.5 .86 ,  if 80, 

a copy 01 relevant extract6 to 
be enclased. 

C )  Total n u m b e r  of epplicrtions 
received i n  response : o  the 
circular/Employment News. 



d )  No. of applicacts considered 
eligible 

e )  No. of applicants considered 
ineligible. 

f )  Whether bio-data in original 
of a l l  applicant6 ha-re baon 
e n c l o d .  

g) Whether the proforma s h ~ s ~ 9 g  names 
and qua1ificatt:as pormssed by 
the applicant and thoee pres-c 
cribed in the Recruitment 
Rules has been enclosed (vide 
DOPlR O.M. N0.3901118/81- 
Estt(B) dt. 18.7.81). 

11. Character rolls : 

Complete and uptada:e chasacter rolls 
of a l l  the applicants are required. 

a )  Whether a list has been attached 
showing the names of afficers whose 
character roll8 are enclosed with 
thin reference. 

b) Are the character rolls icmplete 
and uptodate? 

12. Whether a self-contained note explaining 
the proposal for deputation is enclosed. 

13. Whether a check list on the format 
circulated by Deptt. of Personnel & 
Training vide their O . M .  No. 
2201116186-Estt.(E) dated 20.5.86 
is enclosed. 

Signature - -=. 

Designation 

Date -- 
Office Tel. No. --- 




