No. 22011/5/86-Estt.(D)
Government of India
Ministry of Personnel, Public Grievances
and Pensions
Department of Personnel and Training

gk k%

New Delhi, dated the 10th April,1989

OFFICE MEMORANDUM

Subject Departmental Promotion Committees and related
matters - Consolidated instructions on -

The undersigned is directed to say that instructions
on the constitution and functioning of Departmental Promotion
Committees and the procedure to be followed in Processing
and implementing the recommendations of D.P.Cs. were issued
in a consolidated form, vide this Department's OM No.
22011/6/75-Estt.(D), dated 30th December, 1976. . I:'Estructmn.ﬁ
have also been issued subsequently clarifying/modifying certain
aspects of the procedure. The various instructions h_ave
been updated and consolidated in the form of "Guide Lu:;es
on Departmental Promotion Committees", a copy of which
is forwarded herewith.

(S.K. PARTHASARATHY)

JOINT SECRETARY TO THE AN s
OF INDIA

To

All the Ministries/Departments of the Govt. of India.
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FUNCTIONS AND COMPOSITION OF DEPARTMENTAL PROMOTION
COMMITTEES

A post is filled by promotion where the Recruitment
Rules so provide. In making promotions, it should be ensured
that suitability of the candidates for promotion is considered
in an objective and impartial manner. For this purpose,
Departmental Promotion Committee should be formed in each
Ministry/Department/Office whenever an occasion arises for
making promotions/confirmations etc. The DPCs so constituted
shall judge the suitability of officers for :-

(a) promotions to 'selection' as well as 'non-selection'
posts;

(b) confirmation in their respective grades/posts;

(c) assessment of the work and conduct of probationers
for the purpose of determining their suitability for
retention in service or their discharge from it or
extending their probation; and

(d) consideration of cases of Government servants for
crossing the Efficiency Bar.

2.1 Members included in DPCs for Group A & B posts should
be officers who are at least one step above the posts in
which promotion/confirmation is to be made as indicated below:-

Pay scale (revised) of the Minimum status of officers who

post in which confirmation should be members of the DPC
or to which promotion is

to be considered by the DPC

1. Rs.2200-4000 or equivalent| Officers of the rank of Deputy
Rs.3000-4500 or equivalent| Seeretary to the Government
of India or above.

2. Rs.3000-5000 or equivalent| Officers of the rank of Director
or above.

3. Rs.3700-5000 or equivalent] Officers of In such case the
Rs.4100-5300 or equivalent| the rank of Secretary/Addi-
Rs.4500-5700 or equivalent| Joint Sec- tional Secy. of

retary to the Department/
the Govt. Ministry should
of India or invariably be
above. one of
the members of
the DPCs.

4. Rs.5100-5700 or equivalent| Secretarv/Additional Secy.

Rs.5900-6700 or equivalent! to the Govt. of India
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2.2 The Union Public Service Commission (UPSC) should
be asscciatedwith DPCs in respect of all Central Civil Services/
posts belonging to Group A where promotion is based on the
principles of selection unless it has been decided by the
Government not to associate the UPSC with a Group A  DPC.
The UPSC need not be associated in respect of posts belonging
to Group A, if the promotion is based not on the principles
of selection but on seniority-cum-fitness.

2.3 The Commission need not be associated with a DPC
constituted for considering the cases of confirmation of officers.
The proceedings of the DPC which considered the confirmation
of Group A officers should, however, be sent to the Commission
for their approval. While doing so, the cases of officers
not considered fit for confirmation along with their records
should be specifically referred to the Commission for their
approval.

2.4 Whenever the UPSC is associated with a DPC, the
Chairman or a Member of the Commission will preside at
the meeting of the DPC.

2.5 In respect of a DPC for Group C & D posts the Chairman
of the DPC should be an officer of a sufficiently high level
and one of the members of the DPC should be an officer from
a Department not connected with the one in which promotions
are considered. The other member(s) should be an officer
of the Department familiar with the work of the persons whose
suitability is to be assessed. The officer of another Depart-
ment appointed as a member of the DPC should also beof an
appropriate level keeping in wview the level of the other
members of the DPC and the post to which promotion is to
be made. In the case of a DPC constituted for promotions
to a technical post it may alsoc be ensured that the officer
nominated by another Department has also the requisite tech-
nical competence to advise on the suitability of the candidates
under consideration.

2.6 Endeavour should also be made to nominate an SC/ST
officer on the DPC constituted for various posts/services
particularly where a DPC has to make bulk selection for
a large number of wvacancies, say 30 or more at a time.
Where an outside member has to be associated with the DPC
for Group C or Group D posts, there would be no objection
to nominate on such a DPC, a SC/ST officer from such other
Ministry/Department in the event of such officer not being
available in the Ministry/Department itself.

2.7 In Group A and Group B Services/posts if none of
the officers included in the DPGC as per the composition given
in the recruitment rules is a SC or ST officer, it would be
in order to coopt a member belonging to the SC or ST if
available within the Ministry/Department. If no such officer
iz available within the Ministry/Department, he may be
taken from another Ministry/Department.
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2.8 The composition of the DPC for considering the cases
of Government servants for crossing the EB in a time scale
of pay should be the same as the DPC constituted for the,
purpose of considering the cases of confirmation of the Govern-
ment servants concerned with the only change that the UPSC
need not be associated for considering EB cases.

P' AR Tl

FREQUENCY OF DEPARTMENTAL PROMOTION COMMITTEE
MEETINGS

3,1 The DPCs should be convened at regular annual intervals
to draw panels which could be utilised on making promotions
against the vacancies occurring during the course of a year.
For this purpose it is essential for the concerned appointing
authorities to initiate action to fill up the existing as well
as anticipated wvacancies well in advance of the expiry of
the previous panel by collecting relevant documents like CRs,
integrity certificates, seniority list etc. for placing before
the DPC. DPCs could be convened every year if necessary
on a fixed date/ 1st April or May. The Ministries/Departments
should lay down a time schedule for holding DPCs under

their control and after laying down such a schedule the same
should be monitored by making one of their officers respon-
sible for keeping a watch over the various cadre authorities

to ensure that they are held regularly. Holding of DPC meetings

need not be delayed or postponed on the pground that recruit-
ment rules for a post are being reviewed /amended. A vacancy
shall be filled in accordance with the recruitment rules in
force on the date of vacancy, unless rules.made subsequently
have been expressly given retrospective effect. Since Amend-
ments to recruitment rules normally have only prospective
application, the existing wvacancies should be filled as per
the recruitment rules in force.

3.2 The requirement of convening annual meetings of the
DPC should be dispensed with only after a certificate has
been issued by the appointing authority that there are no
vacancies to be filled by promotion or no officers are due
for confirmation during the year in question.

4/-
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PREPARATQB_Y ACTION FOR HOLDING DEPARTMENTAL
PROMOTION COMMITTEES

4.1 It is essential that the number of vacancies in respect
ot which a panel is to be prepared by a DPC should be
estimated as accrately as possible. For this purpose the wvacan-
cles to be taken into account should be the clear vacancies
arising in a post/grade/service due to death, retirement,
resignation, regular long term promotion and deputation or
from creation of additional posts on a long term. As regards
vacancies arising out of deputation, only those cases of deputa-
tion for periods exceeding one year should be taken into
account, due note, however, being kept also of the number
of the deputationists likely to return to the cadre and who
have to be provided for. Purely short term wvacancies created
as a result of officers proceeding on leave, or on deputation
for a shorter period, training etc., should not be taken into
account for the purpose of preparation of a panel. In cases
where there has been delay in holding DPCs for a year or
more, vacancies should be indicated year-wise separately.

4.2.1. In the case of promotions, the proposals should be
placed before the DPC in the proforma given in Annexure-Il.
As regards cases of confirmation, the proposals should be
put up before the DPC in the proforma given in Anneuxre-II.
These proforma~ should be completed and submitted to the
DFPC, whether the UPSC is associated with the DPC or not.

4.2.2. Where a member of the UPSC has to attend a meeting
of a DPC, the necessary documents should be sent to the
Commission along with the references requesting the Commission
to nominate one of their Members to preside over the DPC.
The papers should be complete as per the Check List given

in Annexure-I1II and should be sent in good time before the
meeting.

4.2.3. No proposal for holding a DPC or Selection Committee
should be sent to UPSC until and unless all the ACRs complete
and uptodate are available. In certain cases involving collec-
tion of large number of ACRs, the proposal can be sent only
if at least 90% of the ACRs (uptodate and complete) are avail-
able. Every effort should be made to keep the ACRs dossiers
upto date, lest this aspect is advanced as the reason for
not holding DPCs in time. The officer referred in para 3.1

should also be responsible for monitoring the completion of
the ACR dossiers.
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4.2.4, The ACR folder should be checked to verify whether
the ACRs for the individual years are available. For this
purpose, the proforma enclosed (Annexure-1V) should be filled
in and sent to UPSC. If the ACR for a particular year is not
available and for valid/justifiable reasons it cannot be made
available, a certificate should be recorded to that effect and
placed in the ACR folder.

4.2.5. The integrity certificate on the lines indicated below
should be furnished to the DPCs constituted to consider cases
for promotion or confirmation:

"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".

If there are names of persons, in the list of eligible candidates,
whose integrity is suspect or has been held in 4goubht at one
stage or other, this fact should also be specifically recorded
by the Ministry/Department/office concerned and brought to the
notice of the DPC.

4.2.6. Where the UPSC is associated with the DPC the certi-
ficate will be recorded by an officer not below the rank of
a Deputy Secretary to the Government. Where UPSC is not asso-
ciated the officer-in-charge of the Administration section in
the Ministry/Department/Office concerned who processes and
submits names and particulars of eligible officers to the DPC
should himself record the certificate.

4.2 W It should be ensured that the information furnished
to the UPSC/DPC is factually correct and complete in all respects.
Czses where incorrect irformatior has  heen furnished chould
be investigated and suitable actinn talken againgt the persaon
responsible for it.

%, 3,15 The names of the officers who are on deputation,

either on their own wvolition or in public interest (including
foreign service), should also be included in the list submitted
to the DPC for consideration for promotion in case they come
within the field of choice for promotion and fulfil the prescribed
eligibility conditions. Similarly, the names of the officers
on deputation should also be included in the list of names to
be considered by the DPC for confirmation, in case they are
eligible for confirmation and come within the range of seniority.

4.3.2, Very often a certain number of years of service in
the lower grade is prescribed as a condition for becoming eli-
gible for consideration for promotion to a higher post/grade.
In such cases, the period of service rendered by an officer
on deputationffnreign service, should be treated as comparable
service in his parent department for purposes of promotion

6/~
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as well as confirmation. This is subject to the condition
that the deputation/foreign service, is with the approval
of the competent authority and it is certified by the compe-
tent authority that but for deputation/foreign serwvice, 'the
officer would have continued to hold the relevant post
in his parent department. Such a certificate would not
be necessary if he was holding the departmental post in
a substantive capacity.

4.4, An officer proceeding on study leave should be treated
on the same basis as an officer proceeding on deputation
if the study leave was duly sanctioned by the competent
authority and the competent authority certified that he
would have continued to officiate but for his proceeding
on study leave. Such a certificate would not be necessary
if he was holding the said departmental post substantively.
These instructions would also apply in the cases of Govern-
ment servants who are granted special leave for training
abroad under the wvarious training schemes.

4.5 It may happen that a Government servant who is
recommended for appointment to a post as a direct recruit
may also be among those eligible for consideration for
promotion to the same post. An officer does not lose his
right of consideration for such promotion merely because
he has been recommended for appointment against the direct
recruitment quota. Therefore, such officers, if they are
within the field of eligibility, should be included in the
list of officers for consideration by the DPC, excepting
where an officer was holding the lower post in a temporary
capacity and has been appointed to the higher post as
a direct recruit before the date of the meeting of the DPC.

4.6 Instructions have been issued from time to time by the
Department of Personnel and Training regarding reservations
and concessions to SCs and STs in the matter of promotions
and confirmations. These instructions should be duly taken
into account by the appointing authorities while formulating

proposals for promotion/confirmation for consideration of
the DPC.
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PROCEDURE TO BE OBSERVED BY
DEPARTMENTAL PROMOTION COMMITTEES

S Each pepartmental Committee should decide its own
method and procedure for objective assessment of the suita-
bility of the candidates. Ne interviews should be held
unless it has been specifically provided for in the recrunit-
ment rules for the post/service. Whenever promotions
are to be made by the method of 'Selection' by DPC and
the administrative ministry desires that an interview should
form part of the selection process, necessary provision
should be made in the recruitment rules.

e
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6.1.1 Where promotions are to be made by selectlonﬂ
method as prescribed in the recruitment rules, the.DP("
shall, for the purpose of determining the number of foT_.CEI'S
who will be considered from out of those eligible officers
in the feeder grade(s), restrict the field of choice as
under with reference to the number of clear regular vacan-
cies proposed to be filled in the year:

No. of Mo. of officers
vacancies to be considered
1 5
2 B
3 10
4 3 times the number

of wvacancies

6102, At present DPCs enjoy full discretion to devise
their own methods and procedures for objective assef:.sment
of the suitability of candidates who are to be FOHElderEd
by them. In order to ensure greater selectivity in matters
of promotions and for having uniform procedures for 1?\55&85'
ment by DPCs, fresh guidelines are being prescribed.
The matter has been examined and the following broad
guidelines are laid down to regulate the assessment of suita-
bility of candidates by DPCs.

6.1.13: While merit has to be recognised and rewarded,
advancement in an officer's career should not be I"E!ga‘r"dE‘d
as a matter of course, but should be earned by dint of
hard work, good conduct and result oriented performance
as reflected in the annual confidential reports and based
on strict and rigorous selection process.

6.1.4. Government also desires to clear the misconception
about "Average" performance. While "Average" may not
be taken as adverse remark in respect of an offlrcer, at
the same time, it cannot be regarded as complimentary
to the officer, as "Average" performance should be regarded
as routine and undistinguished. it is only performance
that is above average and performance that is rea}l.y B
worthy which should entitle an officer to recognition and
suitable rewards in the matter of promotion.

6.2.1. Confidential Rolls are the basic inputs on the
basis of  which assessment is to be made by each DPG.
The evaluation of CRs should be fair, just and non-diseri-
minatory. Hence -

(a) The DPC should consider CRs for equal number

of years in respect. of all officers considered
for promotion subject. to (c) below.
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(b) The DPC should assess the suitability of the
officers for promotion on the basis of their
service record and with particular reference -
to the CRs for 5 preceding years. However,
in cases where the required qualifying service is
more than 5 years, the DPC should see the
record with particular reference to the CRs for
the years equal to the required qualifying service.
(If more than one CR has been written for a
particular year, all the CRs for the relevant
year shall be considered together as the CR
for one year).

(c) Where one or more CRs have not been written for
any reason during the relevant period, the DPC
should consider the CRs of the years preceding
the period in question and if in any case evel
these are not available the DPC should take
the CRs of the lower grade into account to comp~
lete the number of CRs required to be considered
as per (b) above. If this is also not possible,
all the available CRs should be taken into account.

(d) Where an officer is officiating in the next higher
grade and has earned CRs in that grade, his
CRs in that grade may be considered by the
DPC in order to assess his work, conduct and
performance, but po extra weightage may be
given merely on the ground that he has been
officiating in the higher grade.

(e) The DPC should not be guided. merely by the
overall pgrading, if any, that may be recorded
in the CRs but should make its own assessment
on the basis of the entries in the CRs, because
it has been aoticed that some times the overall
grading in a CR may be inconsistent with the
grading under various parameters or attributes.

(£) If the Reviewing auvthority or the Accepting
authority as the case may be has over-ruled
the Reporting Officer or the Reviewing authority
as the case may be, the remarks of the latter
authority should be taken as the final remarks

LRSEESIBIT.IET”. for the purposes of Lrelevant entries that the
Pprovided it : higher authority has come to a different assess—
1s apparent ment consciously after due application of mind.
from the If the remarks of the Reporting Officer, Reviewing

authority and Accepting authority are complementary
to each other and one does not have the effect
of over-ruling the other, then the remarks should
be read together and the final assessment made
by the DPC.

6.2.2. In the case of each officer an overall grading

shnulujl be given. The grading shall be one among (i) Out-
standing (ii) Very Good (iii) Good (iv) Average (V) Unfit.

9/-
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6.2.3. Before making the overall grading after considering
the CRs for the relevant years, the DPC should take into
rccount whether the officer has been awarded any major
or minor penalty or whether any displeasure of any superior
officer or authority has been conveyed to him as reflected
in the ACRs. The DPG should also have regard to the
remarks against the column on integrity.

6.3.1. The list of candidates considered by the DPec
and the overall grading assigned to each candidate, would
form the basis for preparation of the panel for promotion
by the DPC. The following principles should be observed
in the preparation of the panel:

(i) Having regard to the levels of the posts to which
promotions are to be made, the nature and impor-
tance of duties attached to the posts 2 bench
mark grade would be determined for each category
of posts for which promotions are to be made
by selection method. For all Group 'G', Group 'B'
and Group 'A' posts upte {and excluding) the
level of Rs.3700-5000 excepting promotions for
induction to Group 'A' posts or Services from
lower groups, the bench mark would be 'Good'.
All officers whose overall grading is equal to
or better than the bench mark should be included
in the panel for promotion to the extent of the
number of wvacancies. They will be arranged
in the order of their inter se seniority in the
lower category without reference to the overall
grading obtained by each of them provided that
each one of them has an overall grading egual
to or better than the bench mark of 'rwood ' .

Wherever promotions are made for induction
to Group 'A' posts or Services from lower groups,
the bench mark would continue to be 'Good'.
However, officers graded as 'Out standing' would
rank en block semior to those who are graded

as 'Very Good' and officers graded as 'Very Good'

would rank en bloc senior to those who are graded
as 'Good' and placed in the select panel accord-
ingly upto the number of vacancies, officers with
same grading maintaining their inter se seniority
in the feeder post.

(ii) In respect of all posts which are in the level
of Rs.3700-5000 and above, the benchmark grade
should be 'Very Good'. However, officers who

are graded as 'Outstanding' would rank en bleoc
senior to those who are graded as 'Very Good'
and placed in the select panel accordingly upto
the number of wvacancies, officers with same grading
maintaining their inter se seniority in the feeder

post.

10/-
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(iii)  Appointments from the panel shall be made in

the order of names appearing in the panel for
promotion.

(iv) Where sufficient number of officers with the
required benchmark grade are not available
within the =zone of consideration, officers with
the required benchmark will be placed on the
panel and for the unfilled vacancies, the appoint-
ing authority should hold a fresh D.P.C. by
considering the required number of officers
beyond the original zone of consideration.

6.3.2. (i) In promotions by selections to posts/services
within Group i'A! which carry an ultimate salary of Rs.5700/-
pP.m. in the revised scale, the S5Cs/STs officers, who are
senior enough in the zone of consideration for promotion
S0 as to be within the number of vacancies for which the
select list has to be drawn up, would notwithstanding the
prescription of 'benchmark' be included in that list provided
they are not considered unfit for promotion.

(ii) In  promotion by selection to posts/services
in Group 'B' within Group 'B' and from Group 'B' to the
lowest rung in Group ' A', selection against vacancies reser-

ved for SCs and STs will be made only from those SCs/STs
officers, who are within normal zone of consideration pres-—
cribed vide the Department of Personnel and A.R. O.M.
No. 22011/3/76-Estt.(D) dated 24th December, 1980. Where
adequate mumber of SCs/SIs candidates are not available
within the normal field of choice, it may be extended
to five times the number of vacancies and the SCs/STs
candidates coming within the extended .field of choice should
also be considered against the vacancies reserved for them.
If candidates from SCs/5Ts obtain on the basis of merit
with due regard to seniority, eon the same basis as others,
lesser number of vacancies than the number reserved for
them, the difference should be made up by selecting candi-
dates of these communities, who are in the zone of consi-

deration, irrespective of merit and 'bench mark' but who
are considered fit for promotion.

(iii)
and Group 'D' posts/services, Select Lists of SCs/STs
officers should be drawn up separately in addition to the
general select list, to fill up the reserved vacancies.
SCs/STs officers who are within the normal zone of consi-
deration, should be considered for promotion alongwith
and adjudged on the same basis as others and those SCs
and STs amongst them, who are selected on that basis
may be included in the general Select List in addition
to their being considered for inclusion in the separate
Select Lists for SCs and STs respectively. In the separate
Select Lists drawn up respectively for SCs and STs, officers
belonging to the SCs and STs will be adjudged separately
amongst themselves and not alongwith others and, if selected,
they should be included in the concerned separate list,

L1 —

As regards promotions made by selection in Group 'C'
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irrespective of their merit as compared to other officers
and the 'bench mark' determined by the cadre authorities.
If candidates from SCs/STs obtain on the basis of their
position in the aforesaid general list, lesser number of
vacancies than are reserved for them, the difference should
be made up by selected candidates of these communities
in the separate Select Lists for SCs and STs respectively.

6.4. 1. Where for reasons beyond control, the DPC could
not be held in an year(s), even though the wvacancies arose
during that year (or years), the first DPC that meets there-
after should follow the following procedures:

(i) Determine the actual number of regular vacancies
that arose in each of the previous year(s) imme-
diately preceding and the actual number of regular
vacancies proposed fo be filled in the current
year separately.

(ii) Consider in respect of each of the years those
officers only who would be within the field of
choice with reference to the vacancies of each
year starting with the earliest year onwards.

(iii) Prepare a 'Seleect List' by placing the select
list of the earlier year above the one for the
next year and so on;

6.4.2. Where a DPC has already been held in a year
further vacancies arise during the same year due to death,
resignation, voluntary retirement etc. or because the wvacan-
cies were not intimated to the DPC due to error or omission
on the part of the Department concerned, the following
procedure should be followed:- B

(i) Vacancies due to death, wvoluntary retirement,
new creations, etc., clearly belonging to the category
which could not be foreseen at the time of placing
facts and material before the DPC. In such cases,
ancther meeting of the DPC should be held for
drawing up a panel for these vacancies as these
vacancies could not be anticipated at the time
of holding the earlier DPC. If, for any reason,
the DPC cannot meet for the second time, the
procedure of drawing up of year-wise panels may
be followed when it meets next for preparing
panels in respect of wvacancies that arise in subse-
quent year(s).

(ii) In the second type of cases of non-reporting
of vacancies due to error or omission (i.e. though
the wvacancies were there at the time of holding
of DPC meeting they were not reported to it)
results in injustice to the officers concerned by
artificially restricting the zone of consideration.
The wrong done cannot be rectified by holding
a second DPC or preparing an year-wise panel.
In all such cases, a review DPC should be held
keeping in mind the total wvacancies of the year.
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6.4.3, For the purpose of evaluating the merit of the
officers while preparing year-wise panels, the scrutiny
of the record of service of the officers should be limited
to the records that would have been available had the
DPC met at the appropriate time. For instance for preparing
a2 panel relating to the wvacancies of 1978 the latest available
records of service of the officers either upto December
1977 or the period ending March, 1978 as the case may
be, should be taken into account and not the subsequent
ones. However, if on the date of the meeting of the DPC,
departmental proceedings are in progress and under the
existing instructions sealed cover procedure is to be followed,
such procedure should be observed even if departmental
proceedings were not in existence in the year to which
the vacancy related. The officer's name should be kept
in the sealed cover till the proceedings are finalised.

6.4.4, While promotions will be made in the order of
the consolidated select list, such promotions will have
only prospective effect even in cases where the vacancies
relate to earlier vear(s).

7. Non- Selection Method:

Where the promotions are to be made on 'non-
selection' basis according to Recruitment Rules, the DPC
need not make a comparative assessment of the records
of officers and it should categories the officers as 'fit'
or 'not yet fit' for promotion on the basis of assessment
of their record of service. While considering an officer
'fit', pguidelines in para 6.1.4. should be borne in mind.
The officers categorised as 'fit' should be placed in the
panel in the order of their seniority in the grade from
which promotions are to be made.
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8. Confirmation :

In the case of confirmation, the DPC should not dete::mine,
the relative merit of officers but it should assess t_he officers
as 'Fit' or 'Not yet fit' for confirmation in their turn__c-n
the basis of their performance in the post as assessed with
reference to their record of service.

9. Probation :

In the case of probation, the DPC should not determine
the relative grading of officers but only decide whether they
should be declared to have completed the prnbaﬁmn satlsfa}l’:“
torily. If the performance of any pmbationgr is not sat?r
factory, the DPC may advise whether the period of probation

should be extended or whether he should be discharged from
service,

10. Efficiency Bar :

The DPC constituted for considering cases of cht‘ernment
servants for crossing the EB need not sit in a meeting é&;(t:
may consider such cases by circulation of papers. The 7
may consider such cases on the basis of up-to-date recm‘ts
of performance, results of a written test Erm:_:l."or trade teDst
if any, prescribed by the administrative Ministry. ITl‘fF;II
may recommend whether the officer concerned is F}t c—;‘
‘Not yet fit' to cross the Efficiency Bar. The review o
the case of a Government servant who has been‘held up at
the EB stage on the due date should also be done in accordance
with the same procedure by the DPC.

11.1 At the time of consideration of the cases of Government

followed lgi_D_P'fJ servants for promotion, details of Government servants in

in respect E'i

Government ser-

vants under
cloud

the consideration zone for promotion falling under the fc-l_lowit;%
categories should be specifically brought to the notice
the Departmental Promotion Committee:-

(1) Government servants under suspension;

(ii) Government servants in respect of whom dliclphgz;}l;
proceedings are pending or a dt‘:t.l‘.lﬁlﬂn as
taken to initiate disciplinary proceedings:

(iii) Government servants in respect of whom progecutlon
for a ecriminal charge is pending or Isanctmn for
prosecution has been issuved or a d.ec:lsmn has been
taken to accord sanction for prosecution; and

(iv) Government servants against whcmlan invra;tlgatlzg
or serious allegations of corruption, brl_tir}; b
similar grave misconduct is in progress ei 1;&1 oi
the C.B.I. or any other agency, departmenta
otherwise.

14/-
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11.2 The D.P.C. shall assess the suitability of the
Government servants coming within the purview of the circum-
stances mentioned above alongwith other eligible candidate
without taking into consideration the disciplinary case/crimi- \
nal prosecution, pending or contemplaced, against them or
the investigation in progress. The assessment of the DPC,
including "Unfit for Promotion", and the grading awarded
by it will be kept in a sealed cdver. The cover will be
superscribed 'Findings regarding suitability for promotion

to the grade/post of in respect of
S (name of the Government
servant). Not to be opened till the termination of the dis-
ciplinary case/criminal prosecution against Shri it {

The proceedings of the DPC need only contain the note "The
findings are contained in the attached sealed cover". The .
authority competent to fill the vacancy should be separately |
advised to fill the vacancy in the higher grade only in

an officiating capacity when the findings of the DPC in respect

of the sunitability of a Government servant for his promotion

are kept in a sealed cover.

11.3 The same procedure outlined in para 11.2 above
will be followed by the subsequent Departmental Promotion
Committees convened till the disciplinary case/criminal prose-
cution pending or contemplated against the Government servant
concerned is concluded, '

12.1 Where adverse remarks in the GConfidential Report
of the officer concerned have not been communicated to him,
this fact should be taken note of by the DPC while assessing
the suitability of the officer for promotion/confirmation.

12:2 In a case where a decision on the representation
of an officer against adverse remarks has not been taken
or the time allowed for submission of representation is not
over, the DPC may in their discretion defer the consideration
of the case until a decision on the representation.

13. An officer whose increments have been withheld
or who has been reduced to a lower stage in the time scale,
cannot be considered on that account to be ineligible for
promotion to the higher grade as the specific penalty of
withholding promotion has not been imposed on him. The
suitability of the officer for promotion should be assessed
by the DPC as and when occasions arise for such assessment.
In assessing the suitability, the DPC" will take into account
the circumstances leading to the imposition of the penalty
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and decide whether in the light of the general service record
of the officer and the fact of the imposition
of the penalty he should be considered suitable for promotion.
However, even where the DPC considers that despite _thE
penalty the officer is suitable for promotion, the officer

should not be actually promoted during the currency of the
penalty.

14. The DPC should record in their minutes a certificate
that the Department/Ministry/(ffice concerned has rendered
the requisite integrity certificate in respect of those recom-
mended by the DPC for promotion/confirmation.

s The proceedings of the Departmental Promotion
Committee shall be legally valid and can be acted upon
notwithstanding the absence of any of its members other
than the Chairman provided that the member was duly invited
but he absented himself for one reason or the other and
there was no deliberate attempt to exclude him frcm‘ tl:le
deliberation of the DPC and provided further that the majority
of the members constituting the Departmental Promotion Com-
mittee are present in the meeting.

PidiRe T o= ¥

PROCESSING AND IMPLEMENTATION OF THE
RECOMMENDATIONS OF DEPARTMENTAL
PROMOTION COMMITTEE

16.1 The recommendations of the DPC are advisory inm
nature and should be duly approved by the  appointing autho-
rity. Before the recommendations are so approved the

appointing authority shall consult all concerned as indicated
below, without undue delay.

16.2 The recommendations of the DPC whether it included
a Member of the UPSC or not should be referred to the
Commission for approval, if -

(i) Consultation with the Commission is mandatory
under Article 320(3) of the Constitution, read
with UPSC (Exemption from Consultation) Regula-
tions, 1958. However, a refernece may be
made tc the Regulations, as and when necessary.

(ii) The Member of the Commission who presides
over the DPC specifically desires that the
Commission should be consulted.

16.3 Where the posts fall within the purview of the

Appointments Committee of the Cabinet, the approval of ACC
should also be obtained.
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16.4.1. There may be certain occasions when the appointing
authority may find it necessary to disagree with the recom=
mendations of the DPC. The procedure to be followed in
such cases is indicated below.

16.4.2. Where UPSC is associated with the DPC the recom-
mendations of the DPC should be treated as recﬂmt‘nendatl_ﬂﬂﬁ
of UPSC. If it is so considered necessary by the appoint—
ing authority to vary or disagree with the recommer]datlcﬁs
of the DPC the prescribed procedure for over*rul{ng e
recommendations of UPSC (not incorporated in these guidelines)
should be followed.

16.4.3. The recommendations of the DPC on which UPSC
is not represented should be dealt with as under:—

(a) Where the appointing authority, being 1Dwe5rh ﬂ;;:
the President of India, does not agree ik

3

|

recommendations of the DPC, such appointing authority

should indicate the reasons for disagreeling and
refer the entire matter to the DPC for reconsidera-
tion of its earlier recommendations. In case t.he'
DPC reiterates its earlier recommendations, glv%ng
also reasons in support thereof, th!‘a appn?mtmg
authority may accept the recommendations, _1f ﬂ'{?
reasons adduced by the DPC are convincing; 1
that authority does not accept the recommendatmni
of the DPC it shall submit the papers to the nex
higher authority with its own recomme:-ndatmnsi
The decision of the next higher authority shal
be final. '

(b) Where the appointing authority is the Premderf;
of India, the recaommendations of the DPC shou
be submitted to the Minister in Charge of the
Department concerned for acceptance or otherwise
of the recommendations. In case the circumstances
do necessitate, the Minister may refer 1:'1"1& mat‘r:er
again to the DPC for reconsideration of its earl%er
recommendations. If the DPC reiterates .1t5 EEI.TllE:
recommendations giving also reasons 1N EUPPE';
thereof, the matter should be placed Lbzefc-re e
Minister for his decision. The decision tal:ﬁn
by the Minister either to accept or to wvary €
recommendations of the DPC shall be final.

16.5.1. In cases excepting those which require the app_l"-'}t‘ifal
of the Appointments Committee of the Cabinet the appointing
authority should take a decision either to accept Gr‘dlsigrﬁi
with the recommendations of the DPC within att1me— 1m}:
of three months (from the date of the ppc meeting or tlE
date of communication of the UPSC's approval to the gal:l_zn*
where such approval is required). Where the appﬂsf‘lqg
authority proposes to disagree with the recommenda_liﬂ.r
the relevant papers should be submitted l:_rY the appoin ‘-“E
authority to the next higher authority with its own recumm{»}e;r
dations/cases in which the UPSC is asscciatgd with t_hi theJ
and the appointing authority proposes to disagree wit .
re commendations of the DPC, the case should be forwarde

17 /-

=24



to the Establishment Officer in the Department of Personnel
and Training for placing the matter before the Appointments
Committee of the Cabinet as soon as possible and, in any
case, not later than three months from the date on which
the validity of the panel commences.

16.5.2. In cases where the panel prepared by the DPC
requires the approval of the A.C.Cy proposals therefor along-
with the recommendations of the Minister-in- Charge should
be sent to the FEstablishment Officer before expiry of the
same time-limit of three months.

emenfation of 17.1 A clearance from the Vigilance Section of the Office/
recommenda- De partment  should also be obtained before making actual
'Pi_DEE:_ promotion or confirmation of officer approved by DPC to
ance Clea- ensure that no disciplinary proceedings are pending against
the officer concerned.

rder_in 1#.2 Promotion of whatever duration should as far as
khich_promotions possible be made in the order in which the names of the
be made officers appear in the panel. Exception to this rule may
be necessary where a large number of wvacancies are to be

. filled within a comparatively short period or it is convenient
and desirable to make postings with due regard to the loca-

’ tion and experience of the officers concerned or where short

Jr term wvacancies have to be filled on local and ad-hoc basis.

/ifl.f'-___s___rﬂ eligible 17.3 If a person's name is included in the panel for

oy direct rec- promotion to the higher post (to which appointment can
guitment and be made by promotion as well as by direct recruitment)
umaLIen and also in the panel for direct recruitment to the said
higher post, he should be appointed as a direct recruit
Or as a promotee, having regard to the fact whether his
turn  for appointment comes earlier from the direct recruit-

ment list or from the promotion list, as the case may be.

17.4.1. If the panel contains the name of a person who
has gone on deputation or on foreign service in the public
: interest including a person who has gone on study leave,
deputation provision should be made for his regairing the temporarily
lost seniority in the higher grade on his return to the cadre.
Therefore, such an officer need not be reconsidered by a
fresh DPC, if any, subsequently held, while he continues
to be on deputation/foreign service/study leave so long as
any officer junior to him in the panel is not required to
be so considered by a fresh DPC irrespective of the fact
whether he might or might not have got the benefit of proforma
pPromotion under the NBR. The same  treatment will be
given to an officer included in the panel who could have
been promoted within the currency of the panel but for
his being away on deputation.

Fromotion of
officers on

18/-
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17.4.2. In case the officer is serving on an ex-cadre post
on his own volition by applying in response to an advertice-
ment, he should be required to revert to his parent cadre
immediately when due for promotion, failing which his name
shall be removed from the panel. On his reverting to the
parent cadre after a period of two years he will have no
claim for promotion to the higher grade on the basis of
that panel. He should be considered in the normal course
along with other eligible officers when the next panel is
prepared and he should be promoted to the higher gz:ade
according to his position in the fresh panel. His seniority,
in that event, shall be determined on the basis of the posi-
tion assigned to him in the fresh panel with reference to

which he is promoted to the higher grade. (If the panel.

contains the name of an officer on study leave, he should
be promoted to the higher post on return from the study
leave. He should also be given seniority according to his

position in the panel and not on the basis of the date of
promotion).

17.5 The recommendations of the DFC in the case of Govern-—
ment servants for crossing the EB have to be considered
by the authority competent to pass an order under FR 25.
Where a Government servant who has been held up at the
EB stage on the due date on account of unfitness to cross
the ER is allowed to cross the EB at a later date, as a
result of subsequent review of his case by the DPC, the
increment next above the EB shall be allowed to him from
the date of such order to cross EB. Where it is proposed
to fix his pay at a higher stage taking into account the
length of service from the due date for crossing the EB,
the case should be referred to the next higher authority
for a decision. Instructions regarding overruling of recom-
mendation of DPC for promotion/confirmation would apply
in this case also.

17.6.1. If the proceedings of a DPC for promotion cuﬁta::m
findings in a sealed cover, on the conclusion of the disci-
plinary case/ criminal prosecution, the sealed cover or covers
shall be opened. In case the Government servant is comp-
letely exonerated, the due date of his promotion will be
determined with reference to the position assigned to him
in the findings kept in the sealed cover/covers and with
reference to the date of promotion of his next junior on

the basis of such position. The Government servant may
be promoted, if necessary, by reverting the junior-most
officiating person. He may be promoted notionally with

reference to the date of promotion of his junior but he wfill
not be allowed any arrears of pay for the period preceding
the date of actual promotion.

1915
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17.6.2. [f any penalty is imposed on the Government servant
as a result of the disciplinary proceedings or if he is found
guilty in the criminal prosecution against him, the findings
of the sealed cover/covers shall not be acted upon. His
case for promotion may be considered by the next DPC in
the normal course and having repard to the penalty imposed
on him,

17.7.1. It is necessary to ensure that the disciplinary
case/criminal prosecufion instituted against any Government
servant is not unduly prolonged and all efforts to finalise
expeditiously the proceedings should be taken so that the
need for keeping the case of a Government servant in a
sealed cover is limited to the bearest minimum. The appoint=
ing authorities concerned should review comprehensively
the case of a Government servant whose suitability for promo-
tion to a higher grade has heen kept in a sealed cover
on the expiry of & months from the date of convening the
first DPC which had adiudged his suitability and kept its
findings in the sealed cover. Such a review should be
done subsequently also ewvery six months. The review,
should, inter-alia, cover the following aspects:

i} The progress made in the disciplinary proceed-
ings/criminal proseention and the further
measures to be taken to expedite their comple-
tion.

ii) Scrutiny of the material/evidence collected
in the investigations to take a decision as
to whether there is a prima-facie case fcl'
initiating disciplinary action or sanctioning
prosecution against the oificer.

If, as a result of the review, the appointing authority comes
to a conclusion in respect of cases covered by item (ii)
above that there is no case for taking action against the
Government servant concerned, the sealed cover may be opened
and he may be given his dune promotion with reference to
the position assipned to him by the DPC.

17672 The procedure ontlined in the preceding paras

should also be followed in considering the claim for confir-
mation of an officer under suspension ctc.

20/ -
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17.8.1. In spite of the six monthly review referred to
in para 17.7.1. above, there may be some cases where ths
disciplinary case/criminal prosecution against the Government
servant are not concluded even after the expiry of two
years from the date of the meeting of the first DPC, which
kept its findings in respect of the Government servant in
a sealed cover. In such a situation the appointing authority
may review the case of the Government servant, provided
he is not under suspension, to consider the desirability
of giving him ad-hoc promotion keeping in view the follow-
ing aspects:-

a) Whether the promotion of the officer will be
against public interest;

b) Whether the charges are grave enough to warrant
continued denial of promotion;

c) Whether there is no likelihood of the case coming
to a conclusion in the near future:

d) Whether the delay in the finalisation of proceedings,
departmental or in a court of law, is not directly
or indirectly attributable to the Government servant
concerned; and

e) Whether there is any likelihood of misuse of offi-
cial position which the Government servant may
occupy after ad-hoc promotion, which may adver-
sely affect the conduct of the departmental case/
criminal prosectuion.

The appointing authority should also consult the Central
Bureau of Investigation and take their views into account
where the departmental proceedings or criminal prosecution
arose out of the investigations conducted by the
Bureau.

17.8.2. In case the appointing authority comes to a conclu-
sion that it would not be against the public interest to
allow ad-hoc promotion to the Government servant, his case
should be placed before the next DPC held in the normal
course after the expiry of the two years period to decide
whether the officer is suitable for promotion on ad-hoc
basis. Where the Government servant is considered for
ad-hoc promotion, the D.P.C. should make its assessment
on the basis of the totality of the individual's record of
service without taking into account the pending disciplinary
case/criminal prosecution against him.

e




17.8.3. After a decision is taken to promote a Government
servant on an ad-hoec basis, an order of promotion may be 5
issued making it clear in the order itself that:-

i) the promotion is being made on purely ad-hoc
bais and the ad-hoc promotion will not confer
any right for regular promotion; and

ii} the promotion shall be "until further orders".
It should also be indicated in the orders that
the Government reserve the right to cancel at
any time the ad-hoc promotion and revert the
Government servant to the post from which he
was promoted.

17.8.4. If the Government servant concerned is acquitted
in the criminal prosecution on the merits of the case or
is fully exonerated in the departmental proceedings, the
ad-hoc promotion already made may be confirmed and the
promotion treated as a regular one from the date of the
ad-hoc promotion with all attendant benefits. In case the
Government servant could have normally got his regular pro-
. motion from a date prior to the date of this ad-hoc promo-
tion with reference to his placement in the DPC proceedings
kept in the sealed cover(s) and the actual date of promotion
of the person ranked immediately junior to him by the same
DPC, he would also be allowed his due seniority and benefit of
notional promotion as envisaged in para 17.6.1. above.

gl o T
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17.8.5. If the Government servant is not acquitted on merits
in the criminal prosecution but purely on technical grounds
and Government either proposes to take up the matter to
a higher court or to proceed against him departmentally
or if the Government servant is not fully exonerated in the
departmental proceedings, the ad-hoc promotion granted to
him should be brought to an end.

"Sealed cover 17.9 ) A Government servant, who is recorlnmended fc?r
== promotion by the Departmental F‘romotionLCmmmTttee but in
applicable to whose case any of the circumstances mentioned in para 11.1
S o E"'—'"SE after the recommendations of the DPC are received
= P e lr:nut before he is actually promoted, will be considered as
e if his case had been placed in a sealed cover by the DPC.
| ——— . He shall not be promoted until he is completely exonerated
promotion of the charges against him and the provisions contained
in this part will be applicable in his case also.

22[=
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17.10 The pgeneral principle is that promotion of officers
included in the panel would be regular from the date of
validity of the panel or the date of their actual promotibn
whichever is later.

17.11 In cases where the recommendations for promotion
are made by the DPC presided over by a Member of the
UPSC and such recommendations do not require to be approved
by the Commission, the date of Commission's letter forwarding
fair copies of the minutes duly signed by the Chairman
of the DPC or the date of the actual promotion of the officers,
whichever is later, should be reckoned as the date of regu-
lar promotion of the officer. In cases where the Commis-
sion's approval is also required the date of UPSC's - letter
communicating its approval or the date of actual promotion
of the officer whichever is later will be/ relavant date.
In all other cases the date on which promotion will be

effective will be the date on which the officer was actually
promoted or the date of the meeting of the DPC whichever
is later. Where the meeting of the DPC extends over more
than one day the last date on which the DPC met shall be
recorded as the date of meeting of the DPC.

Appointments to posts falling within the purview
of ACC can, however, he treated as regular only from the
date of approval of ACC or actual promotion whiever is
later except in particular cases where the ACC approves
appointments from some other date.

17.12 When a Government employee does not want to accept
a promotion which is offered to him he may make a written
request that he may not be promoted and the request will
be considered by the appointing authority, taking relevant
aspects into consideration. If the reasons adduced for refusal
of promotion are acceptable to the appointing authority,
the next person in the select list may be promoted. How-
ever, since it may not be administratively possible or desi-
rable to offer appointment to the persons who initially refused
promotion, on every occasion on which a vacancy arises,
during the period of validity of the panel, no fresh offer
of appointment on promotion shall be made in such cases
for a period of one year from the date of refusal of first
promotion or till a next wvacancy arises whichever is later.
On the eventual promotion to the higher grade, such Govern-
ment servant will lose seniority vis-a-vis his juniors promoted
to the higher grade earlier irrespective of the fact whether
the posts in question are filled by selection or otherwise.
The above mentioned policy will not apply where ad-hoc
promotions against short term vacancies are refused.

e g
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17.13.1 The panel for promotion drawn up by DPC for
'selection' posts would normally be wvalid for one year.
It should cease to be in force on the expiry of a period
of one year and six months or when a fresh panel is pre=
pared, whichever is earlier.

17.13.2 The date of commencement of the validity of panel
will be the date on which the DPC meets. In case the DPC
meets on more than one day, the last date of the meeting
would be the date of commencement of the wvalidity of the
panel. In case the panel requires, partially or wholly,
the approval of the Commission, the date of validity of
panel would be the date (of Commission's letter) communica-
ting their approval to the panel. It is important to ensure
that the . Commission's approval to the panel is obtained,
where necessary, with the least possible delay.

Review of 17.14 The 'select list' should be periodically reviewed.
Panels The names of those officers who have already been promoted

(otherwise than on a local or purely temporary basis) and
continue to officiate should be removed from the list and
rest of the names, if they are still within the- consideration
zone, alongwith others who may now be included in the
field of choice should be considered for the 'select list!'
for the subsequent period.

P AR Tah Ml

REVIEW D.P.C.s

When Review 18.1 The proceedings of any DPC may be reviewed only
s sad Lo may be if the DPC has not taken all material facts into consideration
held or if material facts have not been brought to the notice

of the DPC or if there have been grave errors in the proce-
dure followed by the DPC. Thus, it may be necessary to
convene Review DPCs to rectify certain unintentional mistakes,

e.g.

a) where eligible persons were omitted to be consi-
dered; or

b) where ineligible persons were considered by
mistake; or

c) where the seniority of a person is revised with

retrospective effect resulting in a wvariance of
the seniority list placed before the DPC; or
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d) Where some procedural irregularity was commit- 1
ted by a DPC; or

e) Where adverse remarks in the CRs were toned w=
down or expunged after the DPC had considered '
the case of the officer.

These instances are not exhaustive but only illustrative.

Scope and 18.2 A Review DPC should consider only those persons
procedure who were eligible as on the date of meeting of original

DPC. That is, persons who became eligible on a subsequent
date should not be considered. Such cases will, of course,
come up for consideration by a subsequent regular DPC.
Further the review DPC should restrict its scrutiny to the
CRs for the period relevant to the first DPC. the CRs
written for subsequent periods should not be considered.
If any adverse remarks relating to the relevant period,
were toned down or expunged, the modified CRs should be
. cnnSiIdered as if the original adverse remarks did not exist
l_- at all.

18.3 A Review DPC is required to consider the case
again only with reference to the technical or factual mistakes
that took place earlier and it should neither change the
grading of an officer without any valid reason (which should
be recorded) nor change the zone of consideration nor take
into account any increase in the number of wvacancies which
might have occurred subsequently.

T —— T e -

Cases where 18.4.1. In cases where the adverse  remarks were toned :
adverse re- down or expunged subsequent to consideration by the DPC, |
marks have the procedure set out herein may be followed. The appoint- !

been expunged ing authority should scrutinise the case with a view to -
or toned down <Ge€cide whether or not a review by the DPC is justified, !
taking into account the nature of the adverse remarks toned |
down or expunged. In cases where the UPSC have been
associated with the DPC, approval of the Commission would
be necessary for a review of the case by the DPC.

18.4.2. While considering a deferred case, or review of
the case of a superseded officer, if the DPC finds the officer
fit for promotion/confirmation, it would place him at the
appropriate place in the relevant select list/list of officers
considered fit for confirmation or promotion after taking
into account the toned down remarks or expunged remarks
and his promotion and confirmation will be regulated in
the manner indicated below.
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’/:.E;ié'/-ﬂ the officers placed junior to the officer concerned '’
been promoted, he should be promoted immediately .
and if there is no vacancy the ‘junier most person officiating
in the higher grade should be reverted to accommodate him.
promotion, his pay should be fixed under F.R. 27 at
the 'stage it would have reached, had he been promoted:"
from the date the officer immediately below him was promoted
but no arrears would be admissible. @ The seniority of the
officer' would be determined in the order in which his name,
on review, has been placed in the select list by DPC.
If in ‘any such case a minimum period of gqualifying service
is prescribed for promotion to higher grade, the period.
from which an officer placed below the officer concerned
in the select list was promoted to the higher grade, should
be reckoned towards the qualifying period of service for
the purpose of determining his eligibility for promotion
to the next higher grade.

18.4.4. In the case of confirmation, if the officer concerned
is recommended for confirmation on the basis of review by
the- DPC, he should be confirmed and the seniority already
allotted to him on the basis of review should not be  distur-
bed by the delay in confirmation.
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-0 ANHEXURE - I
(Para 4.2.1)

Proforma for referrin
r g proposals for promoticn to
Union public Service Commnissian, -

l, Hame of Ministry/Department/ S
Office,

L b e S Rt i Rl L Rl Lol Ll Lol Tt Tl Tl Sl Bttt Tt St Tl bl

2. Names and designatiom of members cf.tha DEpartmEﬂtal Promoticn

Committee (copy of the orders constituting the DPC to be
attached) ,

T g g =

- e e e - g™ "
4" 8" A7 2™ 5
-
+ s a"™a  w

BT ™ i T e i g R L L e L g e T g, g g T e ha i

Name Designaticn Office Tele No,

B Ll R T e
L L] L] - - .---.-'-.-‘—-—.-q—-.ﬂ-ﬂ"‘-.ﬂ--,—.—.-‘-‘-.‘-"'.--‘I-l-..-.l.'-

1. 2. 3‘ 4.
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3+ Grade or post to which promction is to be made, L

- e o
- - ™ .l'lll-.-.---.h‘-..—‘—'—‘-.-‘-'-'-.-'---"4—‘-‘—.‘ - -._.,.‘_.'.-'u-..u-...-,_.

Designatieon Classification Scale o Pa-;y' lio, of posts
: in_the grade

£illed unfilled
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Total No, of posts No, of regular vacancies Total
fadded on ad-hoc kasis fallipg ip prompticp cuota
Pmt, Teup, Total Existing ﬁnticipatﬂﬂ for

current year panel
. anly)
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: a
., Yearwise break up of the number of regular vacancies indicate :
in columa 7 of item 3,

'-'"'""'-'F_UF-’-"'m'“Q'-—'f-l"'l-"!"l""'l"l-l‘-l-i""-""."!-l"l

Year General sC ST Total

______ .-.-.,--.-'l"l"
P et LRt Rt Tt L R Lt L e PP Pl Sl bl Tk el b
+ RBegrpuliment Rules for the arade/post:
(a) Date an which the Recruitment Rules
were notified in the Gazette of

ul-.-.—.---‘--."‘-

India and UPSC reference under which
they were approved,

(b) Method or recruitment prescribed:
(1) % direct recrultment
(11) % Promotiocn
(114) % deputation/transfer

(c) Whether an uptodate copy of the recruitment rules msﬂi‘g?”:

enclosed, (This should invariably be sent for mferi-eed to
T£ any changes in the recruitment rules have been agshou
by the Cowmission after they were notified, detalls

be attached,

other
If, after the epproval of the recruitment rﬂlziuggg o
post has been created which should normally be in
the field of proamotion, give details.

. Grade or posts from which promcticn is to be mades Bl menie g

g g g g g g g g, L L e T = T AT e e T T T ice
Designaticn clagsification Scale of Pay gigcribﬂi
J for eligi-
2 pility for

-.“--‘-

—
-—a=g=— a8
s T g T T = g Ty T g g T a T T AT A ™ e e A A= s T T e Ta T s s 4
.
1.‘ 2. 3" -_".-__._..-.1-
-
L R g e g TR em g e gm g L T e e = g .—‘—.-.-ﬂ.‘.-i-l"—i"" =
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T g o B B T T AT T T AT T LT G T T AT T T T T g g e T A A
7, UPSC refersnce No, under which promoction
to the grade/post was last cansidered,

.-.-'l".."l--;-"

5 AT gy T g T o g g Gy
8 Egn‘igﬂ;x Ligt
{a) Whether the seniority list as in the
prescribed proforma (attached) has been
enclcsed, If there are more than ane feeder

grade, enclcse separate seniority lists

for each grade together with combined
seniority List,

o
- L il bt B
-.'-'i'-0'-"‘l-'-i'i"l-iﬁ""'.‘l\'._.-. - [ ] = &

(b) Whether all eligible officers including

those belonging to SC/ST and thbse on deputa-
tion etc, are included and whether thode
elonging to SC/ST and those who are on

deputatiom are clearly indicated in the
senlority list,

vhether the list, before f£inalisation
was 2irculated to all concermned,

-nether there are any officers whose

seniority has not been finalised, If so,
give detalls. .

; Whether the seniority list has been duly
authenticated by an officer not below the

: cank of Under Secretary to the Govt, of India

|

“hether the list has undergmme any changes
rince it was last plared before the DPC,
l£ 80, give details(in the proforma attached).

T

le
s eliglbility list showing separately officers who are eligﬁd
"5 different vears for which the Select List is to bzﬁm
stould be dravn up and enclosed. The ellalbility Lis
vears should be di: 318t D -
for wiich the panel is Grawp. In cases where there are MoZC
than ocne feeder grade for which no specific quotas havzd
aarmarked, a common eligibility list should be forwarded,

Je fharacter Rolls

Ceomplate and uptodale character rolils of all
~he eliglble officers are required,

.29/~
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(a) Whether a list (in duplicate) has been
attached showing the names of officers
whose character rolls are enclosed with
this reference 7

(b) Are the character rolls complete and
uptodate? (Character rolls should be :
sent aly after they have been completed) .

1. Intearity Certisicate:

(a) Whether an integrity certificate in terms
of the instructins contained in DPET OM Mo,
1/9/11-Estt (D), dated 22.1.1972 has been
enclosed,

(b) Whether there are any officers against
wWhom Vigi lance proceedings are either
rending or contemplated, if so please
indicate their names,

(If the space is insufficient please
attached separate sheet) .

12, 38 3 e ve DPC,

Wh_ther a self-ccntained note for the DPC
eXplaining the proposals for promoticn, has
been enclosed,

13. ¢chegk Ligt
Whether a check ligt in terms of the DP&T

OM No.22011/6/86-Estt (D), dated 30.5.1986
has been enclosed,

Signature

Designation

Date

L] lED./
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|
Particulars of changes Jn the senloxity lisk
Vide Item 8(f) of the DPC Peoforma g i.
_i
(1) o
Wamey, of the Officers which were Reascng for deletiom L
included in the last seniority list Pe
rut have been deleted in the present :
senlority list, -y g
e _"'I-i"c"‘a'--l-l"'t-i"‘i"l"g"l"l-‘t---q—--l—c—i-i " 2. e
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| 10, : T'
l £2i) 1
| inme. _of officers added ipn the present sendordty list. ,
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Seniority list of officers in the grade of

as
Vide Item 8(a) of the DPC Proforma ’
+ NHame of the Whether Vate of Date of regular
+ Officer belongs to birth appointment to the grade
S/C or S,/T
If not, say
neither
-|-i-l-----'---‘nﬂr.-.-ﬁ‘—*_'.—_._.---_-_'_‘-._ - - H__‘_._._...__.._'#,-.-4—'|-
L ] 3. 4- 5.
--H.---.'—.-‘—'-.—.1—_-.-._._'_.__.___‘_‘_...._‘_'_.._..‘...'_...__,,.-‘-r.q-_-.- —=—a™ e
13
L;I.—l'--'I“.-.-.'-"-."‘—."---l-.—-—-.-—-.-'—.—.-.-‘III-.'—i._l"-i_'-l'-*“‘-l-'-‘-._'—.-—
[
reference Post held Pemarls
which recanmended/ substantively
roved
S —"—"-.'"‘"*"-—t“"'i"---""t"-"'l-"-"-"'-—-"l.-‘—."'t"'."i"l""-_'l""_“‘_"-"_'ﬂ
7- Bi
l-h.""'----“".".-"g"'.-l.—‘_‘_-—._._._'_-___ e .-'.-.-'_-...-.-—.—Q‘-'F--'i""l---'.—'.‘-'.-

* Signature of authenticating
Officer

Designatimn
Date

* To be signed by an officer of or above the
rank of Under Secretary,




r AUNEXURE- II,
(Para 4.2.1)
PROFORMA FOR REFERRING PROPOSALS FOR CONFIRMATION

l, Name of M.‘LHiEtrYfD@ﬂrtmEHtfoffice= fl
_.'_._.-._.___.'h'--_'H‘-.#‘_.-._‘_._-_.H'_._-_‘__,....,.,-.*4"*"'-'_.-._.-..#?:
2. Names and designations of Members of the Departmental Promotion
Committee:-
Hame Resignatian office Telephone Noa
(Hote:-Copy of orders comstituting the DPC to o atta‘:hﬂ
"""-"'-'-'n"".-t--"‘l—.—.--"'-"-"'.‘--";"r"'-_a'-"-"r_l-"-"-'”"-.-.—..-.—.-‘-'-"_—*E
de 8 St dn which cenfirmation is to be made |
(a) Designation t
(b) Classification 3

Scale of pay

Total nunber of permanent posts in the gradee

(e) (1)

Total number of vacancies availabple for

confirmation and the dates an which
available

*(14) Humber of vacancies falling in the
direck recruitment guota with dates
on which they occurred

* (ili)Humber of vacancies falling in the
promotion quota with dates o
which they occurred.

* (iv) Number of vacancies available for
beldg filled by transfer with dates
on which they occurred.

(v) Whﬂthe:- appropriate reservation for
SC/ST in serbice/posts has been made ¢

(vi) Details of vacancies reserved for
Scheduled Castes/Tribes.

*- (To be furmished cnly in cases of posta/services Where specific
quotas have been prescribed for substantive appointment of td
promotees/direct recruits/departmental examination candidates G2

Cmtd.. - e 8 33.’
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4, UPSC refersnce number under which
confirmation to the post/grade fmomict't

L last conaidered,

5. Recrudiment Rules for the drade/post

(a) Date an which the Recrultment

(b)

(e)

(a)

(b)

(c)

(4a)

(e)

(L)

rules were notified in the
Gazetlte of India and UPSC
reference number under which
they were approved,

Method of recruitment preacribed:-

(1) 7% direct recruitment
(11) % promotion

(114) % deputatim/transfer

t

Whether an up-to-date copy of the
Recrultment Rules has been enclosed ?
(This should invadably be sent for
reference), If any changes in the
fecruitment Rules have been agreed
to by the Commission after they were
notified, details should be attached,

6. Sepilorltv Ligt:

Whether a seniority list as in the
prescribed proforma has been enclosed 7

Whether all eligible officers, including
those an deputation and those holding
the higher posts an a local or purely

ad-hoc or temporary basis are included
in the list 7

Whether o the list before s‘inalizatim
was circulated to all cacerned 7

Whether there are any officers whose
seniority has not been finalised ?
If so, give details,.

Whether the seniority list has been duly
authenticated by the officer not below
the rank of an Under Secretary to the

covernment of India @
Whether the list has undergme any

changes since it was last placed
before the DPC? If so, give

necessary detalls(in the preacribed proforma)

Cmtd‘. aaw 3&{-
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i)

-

(g) In cases of confirmakian of officers

c

appointed by different methods, €.Je:
promotion, direct recruitment or
transfer, please enclose separate -
seniority lists also in additiom to
comolined list,

R HE

Complete and up-to-date character rolls of all the officers

10,

(b)

(c)

(a)

assessed as 'Not Yet Fit' are required.

(a)

Whether a list (in duplicate) has
been attached, showing the names of
offlcers whose character rolls are
enclosed with this reference 7

Are the character rolls complete and
up=to-date? (Character rolls should
be sent mly after they have been
comleted) ,

Names of officers, if any, in whose
Cases adverse remarks in their
charact-~er rolls were commnicated to
them and the time allowed for submissin
Oof a representation is not yet over.

Names of officers, if any, who have
submitted representations against

adverse entries in their character

rolls, but decisions on the representatims
have not yet been taken.,

Exobation: -

Whether the officers have completed satisfactorily
the pericd of probation ? The date of regular
appointment and the date of comletion of
probatian should alsoc be given,

dntequity Certificate:-

Whether integrity certificate in terms of
M.H.ANo,1/9/71-Estt (D) dated 22nd
January, 1972 has been enclosed ¢ A
certkficate regarding integrity should
alSo be recorded in the DPC minutes,

Whether the DPC for confirmation has been
convened in time ? If not, state the
reasons therefor,

contd, ., ,35/-



11,

3 5

= I 1e DPC:

Whethezf a self-contained note for
the DPC explaining the proposals for
confirmation has been enclosed 7

Signature

Degsignatiecn —

Date e

Office Tele NHo.

NOTE: This proforma is to be suitably modified when
proposal is submitted for confirmation in
accordance with the procedure outlined in the
Department of Personnel & Training OM No,
18011/1/86-Estt, (D) dated 28,3,1988,
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CHECK LIST FOR _PROMOTION CASES

8 RECRU 1T MEHT

RULES

(a) Whether

already notified

(b) Whether uptodate,

() Does it provide for promoticn
on selectlon basis.

() Whether promotien is fram
Group B to A,

(e) whether promotion within

Group A,

2. DPC PROFQLMA

ANNEXURE=_ILJ )

(Para 4,2 .2}

¥

|

s

(a) Whether in (revised prescribed form.
(b) Whether signed by competent Offlcer,
(c) Whether all colums filled properlY.

@'IIGBIIY LIST
(a) WYhether in the prescribed profoma.
(b) Whethar conmplete Auptodate,

(c) Whether duly authenticated by an
ofricer not below Umndder Secy., rank,

(d) Whether there is any discrepancy.

(£) Whether UPSC reference number given
under which officers appointed.

ELIGIBILITY LIST

(a) whether educaticmmal qualification
prescribed for direct recruitment
applicable to promotees or otherwise
Specifically prescribed.

(b) If so, whether detalls of educaticmal
qualification of officers given

(c) Whether geparate yearwlise eligibility
list for preparation of yearwise
panels given where applicable.

(d) Whether full quantum of cfiiﬂer’f‘ _i.n
consideration zone (including SC/5T
in the extended zme) available,

OCCURREICE OF VACANCIES

(a) Whether vearwise break-up of N
occurrence given for extending vacancles.

b) Whether detalls for anticipated
vacancies given,
(

Whether reservatton position given for
Group o to Group A,

S
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7

1l0.

11.

- g -

SELF~_OuUTAINED NQTE FOR DPC
Whether encloged.,

RELAXAT TGN

(a)
(b)

Ch

(a)
(b)
({c)

(d)

Whether any relaxatiom involved.
Ir so, whether DOP&AR approval taken,

T E ROLLS

Whether received for all eligible
officers.

Whether uptodate (w.r.t. Yyear of
vac.ancieslﬁ

Any incomplete CRs 7 (positim %o be
indicated in separate sheet).

Whether any reason given for
missing/incomplete (R,

DITEGRITY CERT IFICATE

{a)
(b)

(c)

Whether in the prescribed form.

Whether recorded by an officer
of Deputy Secretary rank,

Whether recorded for all eligible
officers,

PREVICGUS DpPC

(a)

(L)

Has UPSC reference number, if
any, for previous DPC,' given.

Whether panel drawn earlier has
been exhausted,

REVIEW DpPC

Whether proposal is covered by DOP
guldalines dated 30.12,1976.

ee38 /=
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: ANNEXURE -IV
& (Para 4.2.4)

i POSITION REGARDING YEAR-WISE AVAILABILITY OF ACRS.

Sl. Name & Date of Whether GRs available for Be-
No. Birth of the the years 3 marks
Officer =g-egaaiden® by 1 8 |

* If not availabe use the marking 'x'
If available use the marking “/'






