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S o No. 8/3/92-CS(1I)
/ ; ' Government of India’
Department of Personnel and Training

Dated 14th January, 1994

'OFFICE MEMORANDUM

: Subjectf Personal Staff of Ministers/Deputy Ministers/ Parliamentary Sécretaries - Entitlement and

related matters - consolidated instructions - regarding

-----

The undersigned is directed to say that instructions have been issued by this Department from time
to time indicating the scale of personal staff admissible to Ministers/Deputy Ministers/Parliamentary
Secretaries in the Union Council of Ministers and related matters. For facility of reference, the orders issued
on the subject have been updated and consolidated in this O.M.

2. The expression "single Ministry or independent Department" used hereinafter would mean any single

Ministry or g separate Department, as mentioned in the First Schedule to the Govt of India(Allocation of
Business) Rules,1961 as amended from time to time. This would not include different Departments of a single

Ministry, like, Department of Expenditure, Department of Economic Affairs,etc., of the Ministry of Finance,

but would include separate independent Departments such as the Department of Space, Department of

Electronics,ete. -

3. NORMAL ENTITLEMENT

The scale of personal staff normally admissible to the Ministers/Deputy Ministers/ Parliamentary
Secretaries when they hold charge of a single Ministry or a single independent Department is as follows:-

'CABINET MINISTER

Category of  No. of Scale of pay - Remarks
Staff posts . (as revised
wef 1.1.86)
Private Secretary 1 (Rs.3700-5000/ : ;
(Rs.4500-5700) :
Addl.Private Secy. 2 (Rs.3000-4500) ' : n
Asstt. Private Secy. 2 (Rs.2000-3500) Included in Grade ‘A&B’(Merged) of the Central
Secretariat Stenographers Service (CSSS).
First P.A. 1 (Rs.2000-3500) -do-
Second P.A. 1 (Rs.1640-2900) Included in Grade ‘C’ of the CSSS.

|



Hindi Stenographer 1 (Rs.1400-2600) Not included in CSSS (If réquired by the Minister)
Clerk 1 " (Rs.950-1500) Included in L.D. Grade of the Central Secretariat Clerical |
: Service (CSCS). '
Driver 1 (Rs.950-1500)
Jamadar 1 (Rs.775-1025)
~ Peon 4 (Rs.750-940)
Total:b 15
MINISTER OF STATE

Category of No. of scale of pay Remarks
Staff posts  (as revised -
‘ wef 1.1.86)
Private Secretary 1 (Rs.3700-5000)/
» (Rs.4500-5700)
Addl.Private Secy. 1 (Rs.3000-4500)
Asstt.Private Secy. 1 (Rs.2000-3500) Included in Grade A&B (merged) of the CSSS. A MOS

' holding independent charge of a Ministry/ Deptt.may be

given one extra Asstt.P.S., if required.
First P.A. 1 (Rs.2000-3500) included in Grade A&B (merged) ofthe CSSS
Second P.A. 2 (Rs.1640-2900) Included in Grade C of the CSSS.
Hindi S.teno. 1 (Rs.1400-2600) (Not included in the CSSS).(If required by the Minister).'
Clerk 1 (Rs.950-1500)  Included in L.D Grade of the CSCS.
Driver 1 (Rs.950-1500) : ;
Jamadar 1 (Rs.775-1025) :
[

Peon 3 (Rs.750-940)

Total 13




DEPUTY MINISTER

(Rs.2000-3500) lnclixded in Grade A&B (merged) of the CSSS.

Category of No. of scale of pay Remarks |
Staff posts  (as revised ' '
wef 1.1.86)
Private Secy. 1 (Rs.3700-5000)/
(Rs.4500-5700)
First P.A. 1
Second P. A, 1 (Rs.1640-2900) Included in Grade C of the CSSS.
Clerk 1 (Rs950-1500) Included in L.D. Grade of the CSCS.
Driver 1. (Rs.950-1500) |
Jamadar 1 (Rs.750-1025)
Peon 1 (Rs.750-940)
Total 7
PARLIAMENTARY SECRETARY
Category of No. of scale of pay - - "~ Remarks
Staft ' posts  (as revised co
wef 1.1.86)
Private Secretary 1 (Rs. 3700-5000)/
‘ (Rs. 4500-5700)
First P.A. 1 (Rs.2000-3500) Included in Gr.A&B (merged) of the CSSS, |
2nd P.A. 1 (Rs.1640-2900) Included in Gr.C of the CSSS.
Driver | (Rs.950-1500)
Peon - 1, (Rs.750-940)
Total 5

(O.M.N0.8/5/85-CS.II dated 2.4.85, 4.4.85 and 11.6.91)
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4. ENTITLEMENT IN SPECIAL/SPECIFIED SITUATIONS

(a) Cabinet Minister holding charge of two independent  Ministries:

In situations where a Cabinet Minister is holding charge of two independent Min.istries on
‘regular basis (not holding temporarily), the complement of staff laid down for a Ca‘binet:Mnmster as
mentioned in para 3 above will be admissible separately for each of the two Ministries.

(0.M.No.8/7/89-CS.II dated 22.6.90)

(b) MOS holding additional charge

A Minister of State holding additional charge of another Ministry or a separate independent Department
under another Ministry will be entitled to one additonal post of Special P.S.(Rs.3700-5000) if the same is
required by the Minister. This will not be admissible to a Minister of State holding charge of more than
one Department within the same Ministry. -

(vide O.M.No.8/5/85-CS.1I dated 6.8.91).

However, it has been decided to keep in abeyance the provision of udmissibilify of special P.S,

(vide 0.M.No.8/5/85-CS.1I dated 8.12.92).

(¢) Minister _holding additional charge temporarily

When a Minister is given, temporarily, additonal charge of a portfolio held earlier by another Minister who
has quit the Council of Ministers by resignation or otherwise, he is  entitled to a separate set of personal
staff for the additional charge to the extent indicated below for the duration he holds the additonal charge:-

1. Private Secretary/ ‘

Addl. Private Secretary 1
2. First P.A. 1
3. Second P.A. 1
4. LDC 1 ' : ':
5. | Jamadar 1 '
6. Peon | : 1

Note-1 If Private Secretary is already there, he need not be changed and may be allowed to continue for

the reason that sometimes officers are taken from various services as Private Secretary and it may -

be desirable to allow him to continue till & permanent incumbent takes charge,

Note-2 The above mentioned decison will not be applicuable in a case where a part of any
Ministry/Department is clubbed with the existing portfolio of the Minister, In doubtful cases, the test
that may be applied is whether any particular Ministry/Department which has been put under charge
of a Minister, as an additional one, was earlier having any Minister in charge of it.



Naw—; The post of Spl. Private Secrotiaey adiinitde o @ Miniswe of State for-Polding chaoge W'

. one independent Department as mentioned in sub-para(b) above will not be awﬂaﬁi‘e ~
the additonal staff indicated above to a Minister of State when he is given additional charge
' temporanly in the above sxtuajlon

(0.M.No.8/6/86-CS.II dated 4.6.87)

When a Deputy Mmlster is given charge of another Ministry/ Departmen( in addition to his original
charge due to any reason, and is required to function from two different locations he is entitled to have the
following staff in addition to the normal entitlement as mentioned in para 3 above:-

Personal Assistant  (Rs.1640-2900) 1
Peon (Rs.750-940) 1

(0.M.No.8/17/88-CS.11 dated 30.5.89 read with O.M.dated 7.6.89)

5. LEVEL OF THE POST OF PRIVATE SECRETARY

All members of the Council of Ministers are entitled to have Prnvute Secretaries of the same rank,i.e.

~ Deputy Secretary (Rs.3700-5000)/ Director(Rs. 4500-5700).

(0.M.No.8/10/89-CS.1I dated 3.&90)

6.  CREATION OF POSTS IN EXCESS OF THE PRESCRIBED SCALEI UPGRADATION OF POSTS
IN THE PERSONAL STAFF OF MlNlSTERS

6.1 - The posts beyond the prescribed scale of personal staff admissible to Ministers, etc.
cannot be created except after obtaining prior approval of the Ministry of Finance and the Department of
Personnel.

)

(0.M.No.8/7/85-CS.1II dated 28.5.85).

v

6.2 Propos als for creation of additional posts on the personal staff of Ministers are

~considered in the Ministry of Finance and Department of Personnel & Training subject to matching savings

being made available from within the ‘entitlement of personnel staff of the concerned Minister, by
surrendering some posts admissible. However, the post of Private Secretary cannot be allowed to be
surrendered for providing matching savings. Ministries/Departments should also ensure that, as far as
posssible, the lower level posts including the posts meant for stenographers servnce are not surrendered for

.pmvadmg matching savings for creation of additional posts in excess of the entitlement.

(0.M.No.8/5/85-CS.II dated 6.8.91).

. 6.3 Upgradation of posts in the personal staff of Ministers to higher scales of pay with
a view to regularise the appointment of officials drawing pay in higher pay scales against posts carrying lower
pay scale should not be resorted to. Upgradation of posts-amounts to creation of new posts in lieu of the
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existing posts on the personal staff and as such it can be done only after ob‘tu'ining prior upproval of the
Ministry of Finance and the Department of Personnel & Training. B . v

(0.M.No.8/11/85-CS.11 dated 18/20.12.85).

7. TENURE OF PRIVATE SECRETARIES AND OTHER CONDITIONS OF THEIR APPOINTMENT

Ministers have discretion in the matter of selection of persons- serving officers or outsiders-for
appointment in their personal staff and such appointment will be co- terminus with the office of the Ministers.
However, the policy laid down in regard to the tenure of Private Secretary is as follows:- ‘

N Appointments to the post of Private Secretary to Ministers, Ministers of State, and Deputy Ministers
should not be above the rank of Director in the Govt. of India(scale of pay Rs.4500-5700). The
question as to what scale of pay should be allowed to an officer would be decided keeping in view his
eligibility for Central deputation in the rank of Under Secretary, Deputy Secretary or Director, as
the-case may be, ' ‘

(i) A Private Secretary’s tenure would be three years or until he ceases to be a Private Secretary,
whichever is earlier.

(i) On completion of his term as Private Secretary, an officer would be entitled to continue, unless there

are other reasons for his not being so appointed, at the appropriate level in the Ministry, for the

~ balance period of the normal tenure of the Central deputation. In this respect, no distinction would

be made between officers picked from the ’offer list’ prepared by the Establishmnent Officer or

directly from the cadre. Appointment at the appropriate level will be subject to availability of
vacancy and approval by the competent authority in each case. :

(ivy - Anofficer appointed as a Private Secretary in relaxation of the normal ’cooling off? rules, where such
relaxation exceeded period of six months; would be entitled to hold office for a maximum period of
three years or till he ceases to hold the post of Private Secretary, whichever is earlier, and he would
not be entitled to any further tenure.

(v) Officers of the Central Secretariat Service appointed as Private Secretaries to Ministers would be
exempted from the rule of rotation of CSS officers on promotion in the event of their being promoted
while serving as Private Secretaries. On their ceasing to hold the post of Private Secretary, they
would, however, have to move to a Department other than the one in which they had gained
experience as a Deputy Secretary. :

i

(0.M.No.31/22/90-EO(MM) dated 13.8.90). | :

8. While the scale of personal staff admissible to a Minister holding charge of more than one
Ministry/Department is regulated by the instructions mentioned above, there is no objection to some of the
posts being created in one Department and the remaining in other Department under the charge  of the
‘concerned Minister. The concérned Ministries/Departments should also ensure that as far as possible
’included posts’of Ist P.A.,APS, and the lind P.A. are credted in different Departments under the charge of
the Minister in equitable proportion.

(0.M.No.10/53/77-CS.1I dated 3.2.78) and
(0.M.No.15/2/78-CS.1I dated 20.5.78).




9. The Staff Car Driver may be provided to Ministers from the sirength of the Ministry/Department
‘concerned. Appointment of Driver from outside for the official car of the Minister may be avoided.

(0.M.No.13/19/83-CS.1I dated 2.12.83).

10. DEMITTING OF OFFICE BY MINISTERS AND €ONTINUANCE OF PERSONAL STAFF TO
WIND UP THE OFFICE

All the members on the personal staff of outgoing Minister may continue to hold their posts for a period
not exceeding 15 days so as to enable the Ministries/Departments fo make arrangements for their
repatriation,etc. Thereafter, only two members on the pérsonal staff of the outgoing Minister should be
allowed to continue for another 15 days, if required by the outgoing Minister to wind up his office.

(0.M.No.10/20/79-CS.1I dated 2.8.79).

1i.  VERIFICATION OF CHARACTER AND ANTECEDENTS OF NON OFFICIALS APPOINTED ON
THE PERSONAL STAFF OF MINISTERS

Relevant instructions for verification of character and antecedents of persons to be appointed to the
personal staff of Ministers, should be observed while making the appointments. Instructions on the subject
have been issued by Establishment Division(Estt.B) of Department of Personnel & Training.

12. APPOINTMENT OF GOVERNMENT SERVANTS/OUTSIDERS ON THE PERSONAL STAFF OF
MINISTERS

While no recruitment rules have been framed for the personal staff of Mmlsters/Dy Ministers, it is
clarified that-

@ No upper age limit need be insisted upon provided the incumbent cannot hold any post aftcr
attammg the age of 58 years; : ,

{ii) Educatlonal qualifications including typing, shorthand speed for corresponding posts, will have to be
satisfied, and ;

- (iii) Relaxation in (i) and (ii) above can be done only with the concurrence of the Department of Personnél

& Training.

'(0.M.No.8/7/87-CS.1I dated 21.1.88).

13. ENTITLEMENT TO PERSONAL STAFF OF FUNCTIONARIES HAVING STATUS OF A
MINISTER BUT WHO ARE NOT MEMBERS OF COUNCIL _OF MINISTERS :

Norms]and down for entitlement of personal staff by this Department in this and other Office
Memoranda are not applicable in the case of functionaries having status of a Minister but who are not

members of Council of Ministers. Their entitlement depends on the actual worklead, which may not be

identical with those of the members of the Union Council of Ministers of the corresponding rank, who have
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to deal with a substantial amount of work connected with Cabinet and its comimittes, parliament and :tg
committees besides discharging their Ministry’s functions and public responsibilities. Therefore, the
entitlement of such functionaries to the personal staff has to be determined by the concerned Ministry/
Department without reference to the norms applicable in the case of members of Union Council of Ministers,
on the basis of actual workload, and in consultation with the Ministry of finance.

L4

14. Since the object of this OM is only to give a comprehensive view of the policy/instructios on
the subject, for detailed provisions on different aspects of the policy, various OMs issued from time to time
may. be referred to. . e S B - ~ S : ‘

All the Ministries/Depurtments are réq‘uésted to brin\g‘ this to the notice of all concerned. |

Hindi version will follow.,

e ¢ ] o
. '\i‘ Pt e -
.

(M.S.BALY)
~ DIRECTOR(CS) |

To
All Ministries/Departments of Government of India.



