
2. Date of Birth (in Christian era)

3. Date of retirement under Central/State
Govt. rules.

5. Whether Educational and other qualifications
required for the post satisfied. (If any quali-
fications has been treated as equivalent to the
one prescribed in the rules, state the~cauthority
for the same).

Qttalificaiidns/
expeqence
required

Qualifications/
Expe~nce;possessed by
the officer

6.. Ple~se,~,t~teclearly whether in the light of
entries niatle by you above, you meet the re-
quirements of the post.

7. Details of employment in chronological order. Enclose a separate sheet, duly authenticated by your
signature, if the space below insufficient.

Scale of pay and
basic pay

Nature of
duties



8. Nature of present employment i.e., ad hoc
or temporary or quasi permanent or permanent

9. In case the present ll11ploVI11t'nf is held on deputation/
~',!¥caet basis. please state-

(a) The date oI"initial appointment
(b) Period of appoinrment on deputation/

contract
(c) Name of the parent office/organisation

to which you belong
10. Additional details about present employ-

ment
Please state whether working under
(a) Central Govt.
(b) State Govt.
(c) Autonomous Organisations
(d) "Government Undertakings
(e) Universities

11. Are you in Revised Scale of Pay ? If yes, give
the date from which the revision took place
and also indicate the pre-revised scale.

13. Additional information, if any. which you
would like to mention in wpport of your
suitability for the post. Enclose a separate sheer,
if the space is insufficient.

Signature of the candidate

Address ---------------- ..--.-



ANNEXURE-B

PROFORMA FOR REFERRING PROPOSAL TO THE UNION PUBLIC
SERVICE COMMISSION FOR SELECTION OF OFFICERS FOR

APPOINTMENT ON DEPUTATION/TRANSFER/CONTRACT

2. Grade/Post for which selection is to be made for appointment 011

deputation/ transfer / contrac t
(a) Designation
(b) Classification
(c) Scale of Pay

3. Total number of post(s) in tbe Grade

(a) Number of posts filled on regular basis:

(b) Number filed 011 ad hoc basis, if any. Initial date(s) from
which ad hoc appointments had been made

4. (a) Number of regular vacancies falling under deputation
quota now reported. (In terms of instructions contained in
para 4·1 of DOP&AR OM No. 22011/5/86-Estt. (D)
dated 10-4-89)

5. Complete job description i.e. duties attached to the post
(separate sheet to be attached)

6. Recruitment Rules for the grade/post

(a) Date on which the Recruitment rules were notified in the
Gazette of India and UPSC reference number under which
they were approved.

% direct recruitment
% promotion
% deputation/transfer



(c) Whether up-to-date copy of the recruitment rules has been
enclosed ? (this should invariably be sent for reference).
If any change in the Recruitment Rules has been agreed
to by the Commission after they were notified, details
should be attached.

8. Method of recruitment followed for filling up the last vacancy
in the grade.

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

10. (a) Whether the post was circulated to all the authorities pro-
.. .,
vided in the Recruitment rules? if not, state reasons

, (Please enclose a copy of the circular issued alongwith a list
or organisations to whom it was sent) A certificate to the
effect that the copies of the vacancy circular have been
despatched to all the authorities mentioned in the recruit-
ment rules to be attached.

(b) whether the post was published in the 'Employment News'
vide Deptt. of Personnel & Training No. O.M. No. 14017/
17/83-Estt.(RR) dt. 17-7-85 & 22-5 86, if so, a copy of
relevant extracts to be enclosed.

(c) Total number of applications received in response to the
circular/Employment News.

(f) Whether bio-data in original of all applicants have been
enclosed.

(g) Whether the proforma Showing names and qualifications
possessed by the applicant and those prescribed in the
Recruitment Rules has been enclosed (Vide DOP&R O.M.
No. 39011/8/81-Estt.(B) dt. 18=7-81).



11. Characterrolls:
Complete and up-to-date character rolls of all the applicants
are required.

(a) Whether a list has been attached showing the names of
officers whose character rolls are enclosed with this reference.

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 a.M. No. 22011J6J86-Estt.(D)
dated 20-5-86 is enclosed. - •



CHECK LIST FOR TRANSFER ON l)EPUTA~
TION/TRANSFER

(c) Whether relaxation indicated
in the vacancy circular.

(b) Whether uptodate.

(c) Whether prescribed eligibility'
deputation/ transfer.

S.SENIORITY LIST (FOR COMPOSITE
FIELD)

(d) Whether consultation with UPSC
necessary.

(a) Whether seniority list in the feeder
grade received.

(a) Has it gone to all concern~d
organisations / agencies pres-
cribed in RRs.

(b) If so, whether in prescribed proforma
(Annexure I of DOPOM dated 10-4-39)

(c) Whether duly signed by an officer not
below Under Secretary's rank.

(b) Whether list given of organisation
to which circulated.

(e) Whether prescribed eligibility
conditions/field of selection/
educational qualification and mode
prescribed in the rectt. rules
mentioned in the circular.

7. CONSOLIDATED COMPARATIVE STATE-
MENT

(d) Whether vacancy recirculated if RR was
subsequently amended (after initial
appointment on deputation) to provide
for transfer (applic~ble only for
transfer cases).

(c) Whether eligibility/non-eligibility
indicated (with reason for non-
eligibility) .

(a) Whether received for all nomineea
(eligible and ineligible).

(b) whether signed by nominees.

(c) whether received through
proper channel.



(a) Whether received for all.
(b) Whether uptodate (Position to be

indicated in a separate sheet).
(e) In case of attested copies of CR

whether attested by an officer not .
below Under Secretary's rank.

(a) Whether ~ertitlcate given that no
other deputationist was appointed

. prior to the officer who is being
considered for transfer.

(d) Whether iea~ns for incomplete/
non-available CRs given.

(b) If there are other .deputatiQniats, has a
certificate of their unwillingness
for transfer given. . ..

12. @CONSENT FOR TRANSF'ER
(a) Wheth~r available from officer{s).

(a) Has UPSC referen.ce number given.

(b) Whether reserve list (still valid)
~v~ih~bl~from preViO\lliliele~til~Jl.

(b) Whether available from plreat
departnlent(ll).

(fApp1icable only for tratl.lilferc~~,



Sl. Name of Officer Present
No. ahoJ)ate of post held

Birth with date
and scale
of pay &
pay
therein

Essential Qualifi-
cations

Eligibility Service Whether
in terms of scale of C. Rs.

pay complete/
Required possessed -------,- received
as per by officer Reqd. as Posses-
R. Rs. per ;sed by

R. Rs. the
office"r

Bio-
data

Remarks
Eligible/

Ineligible
If ineligi-
ble, the
reason
therefore



ANNEXURE-iJ

PAY SCALES FOR PUBLIC SECTOR
UNDERTAKINGS

Minimum of the scale is
not less than

Rate of increment Maximum of the
scale is not
more than

Scales of pay (for public
sector undertakings)

A. Supervisors

(i) Rs. 1640 Rs. 60-75 Rs.29OO Rs.715-40-1355
< (ii) Rs;2ooo Rs. 60-75-100 Rs.35oo Rs. 900-50-1650

B. Ex:ecutives
{i)Rs. 2200 ' Rs.75-100 Rs.4OO0 Rs. 1050-50-1350-60-1470.

-'(ti) Rs. 3000 Rs.loo-125 Rs.45oo Rs. 1450-60-1750-70-2240.

(iii) Rs. 3700 Rs. 125-150 Rs.5ooo Rs. 2050-70-2400-85-2740
(iv)R.s. 4500 Rs.150 Rs.57oo Rs. 2625-100-3225

C. I:xecutives in Scales AnaloioUi
to Scheduled Scalel

(i) Rs.51oo Rs. 150-200 Rs. 6700 Rs. 3000-100-3700.

:'(ii) Rs. 5900 Rs.2oo Rs. 7300 Rs. 3500-100-4000.
(Hi) Rs. 7300 Rs.200-250 Rs.8ooo Rs.4000-125-45oo.



GUIDELINES ON DEPARTMENTAL PROMO-
TION COMMITTEES

PART-I

FUNCTIONS AND COMPOSITION OF DEPART-
MENTAL PROMOTION COMMITTEES

Functions of DPCs

A post is filled by promotion where the Recruit~
ment Rules so provide. In making promotions, it
should be ensured that suitability of the candidates
for promotion is considered in an objective and im~
partial manner. For this purpose, Departmental Pro-
motion Committee should be formed in each Minis-

. try/DepartmentlOftlce whenever an occasion arises
for making promotions/confirmations etc. The DPCII
so constituted shall judge the suitability of officers
for:-

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

(d) consideration or cases of Government ser-
vant's for crossing the Efficiency Bar.

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

(b) confirmation in their respective grades/
posts;

2.1 Members included in DPC~ for Group A &: B
posts should be officerswho are at least one step above
the posts in which promotion/confirmation i! to be
made as indicated below:-

Pay scale (revised) of the post in which
confirmation or to which promotion is
to be considered by the DPC.

Officers of the rank of Deputy Secretary to the Government
of India or above.

Officers of the rank of Dir~ctor or above.

1. Rs. 2200-4000or equivalent
Rs. 3000-4500or equivalent.

2. Rs. 3000-5000or equivalent.

3. Rs. 3700-5000or equivalent
Rs. 4100-5300or equivalent
Rs. 4500-5700or equivalent.

Officers of the rank of Joint
Secretary to the Govt. of
India or above.

In such case the Secretary/
Additional Secy. of the De-
partment/Ministry should
invariably be one of the
members of the DPCs.

4. Rs. 5100-5700or equivalent
Rs. 5900-6700or equivalent.

Secretary/Additional Secy. to the Govt. of India.



2.2 The Union Public Service Comtnission (UPSC)
should be associated with DPCs in respect of all Cent-
rill Civil Services/posts belonging to Group A where
promotion is based on the principles of selection un-
less it has been decided by the Government not to
associate the UPSC with a Group A DPC. The UPSC
need notbeassociatcd in respect of posts belonging
to Group A, if the promotion is based not on the prin-
ciples of selection but on seniority-cum-fitness.

2.3 The Commission need not be associated with a
DPC constituted for considering. the cases of con~rma-
tion of officers. The proceedings of the DPC which
considered the confirmaticn 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 conlirmation along with their records
should be specifically referred to the Commission for
their approval.

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

25 In rcspect of a DPC for Group C & D posts the
Chairman of the DPC should be an officer of a suffi-
ciently high level and one of the members of the DPC
should be an ofticcr from a Department not connected
with the one in which promotions are considered. The
other member(s) should b~ an officer of the Depart-
ment familiar with the work of the persons whose suit-
ability is to be assessed. The officer of another De-
partment appointed as a member of the DPC should
also be of an appropriate level keeping in view the
level of the other members of the DPC and the post
to which promotiQn· is to b3 made. In the case of a
DPC constituted for promotions to a technical post it
may also be ensured that the officer nominated by an~
other Department has also the requisite technical com~
petence to advise on the suitability of the candidates
under consideration.

2.6 Endeavour ~bould also be made to nominate an
-SC/ST officer on the DPQ constituted for various
posts/services particular!y where a DPC has to make

-bulk. selection for a large number of vacancies, say 30
or more at a time. Where an outside member has to
be associated with the DPC for Group C or Group D
post'S,there would be no objection to nominate on such
a D.eC~ a SC/ ST officer from such other Ministry /
Department in the event of such officer not being avail-
able in the Ministry /Department i~elf.

2.7 In Group A 3ndGroup B Services/posts if
none of the officers included in the DPC as per the
composition given in the recruitmetlt rules is a SC or
ST officcr, it would be in order t{),~otJ1.Pt a member be-
longing to the SC or ST if available within the Minis-
try/Department. If no suchoflicer isavtiblble ,wittItn
the Ministry/Department, he may be taken from an"
'other Ministry/Department.

2.8 The composition of the DPC for considering
the cases of Government servants for crossing the ED
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 Government servantscooceftl\'C1
with the only change that the UPSC need not be iiSS~

ciated for considering BE cases.

PART-II

FREQUENCY OF DEPARTMENTAL PROMO·
TION COMt."UTTEE MEETINGS

Frequency at which DPC should meet

3.1 The DPCs shouid be convened at regular annual
intervals to draw panels which could be utili sed on
making promotions a\Sainst the vacancies occurdng
during the course 'of a year. For this purpose it is
essential for the concerned appointinb authorities "to
initiate action to fill up the existing as well as antici-
pated vacancies well in advanCe of the expiry of the
previous panel by collecting relevant documents like
CRs, integrity certifkates, seniority list etc. for plac-
ing before the DPC. DPC~ could be convened every
year if necessary on a fixed date e.g., 1st April ~1

May. The Ministries/Departments should lay ,down
a time schedule for holding DPCs under thcir:conttol
and after laying down such a schedule the same
should be monitored by making one of their officers
responsible for keeping a watch OWl' the various ca\:fre
authorities to ensure that they are held regularly.
Holding of DPC meetings need not be delayed or
postponed on the ground that recruitment 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, unlesc; rules made subse~
quently have been expressly given retrospective effect.
Since Amendments to recruitment rules normally ha.Ye
only prospective application, the existing vacancies
should be filled as per the recruitment rules in force.

3.2 The requirement of convening annual. m~tings
of the DPC should be dispensed with only aftor a
certificate has been issued by the appointing authority
that there arc no vacancies to be filled by promotion
or no officers are due for confirmation during the yeti
in flUestion. _ ..,"'",



PREPARATORY ACTION FOR HOLDING DE-
PARTMENTAL PROMOTION COMMITTEES

Determination of regular vacancies

4.1 It is essential that the number of vacancies in
respect of. which a panel is to be prepared by a DPC
should be estimated as accurately as possible. For
this purpose the vacancies 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 vacan·
cies arising out of deputation, only those cases of
deputation for periods exceeding one year should be
taken into account, due note, however, being kept also
of the number of the dcputationists likely to return to
the cadre and who have to be provided for. Purely
short term vacancies created as a result of officers pro~
ceedi~g on leave, or on deputation for a shorter period,
training etc., should not be taken into account for the
purpose of prepartion of a panel. In cases where
there has been delay in holding DPCs for a year or
more, vacancies should be indicated. year~wise sepa-
rately.

4.2.1. In the case of promotions, the proposals
should be placed before the DPC in the proforma
given in Annexure-I. As regard" cases, of confirma-
tion, the proposals should be put up before the DPC
in the proforma given in Annexure-II. These pro-
forma shouldbe completed and submitted to the DPC,
whether the UPSC i~ associated with the DPC or not.

4.2.2. Where a membt~r 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 ~r th~ Check List given in Annexure-
III and should be sent in good tim~ before the meet~
ing.

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 collection of large number of
ACRs, the proposal can be sent only if at leait 90%
of the ACRs (uptodate and complete) are available.

Every effort should be made to keep the ACRs dos-
siers 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 responsi9le fer
monitoring the completion of the ACR dossiers.

4.2.4. The ACR folder should be checked to verify
whether the ACRs for the individual years are avail-
able. For this purpose, the proforma enclosed (An-
nexure-IV) should be filled in and sent to UPSC. U
the ACR for a particular year if>not available and for
valid/justifiable reasons i~ 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 promotiQn 0;: confirmation:

"The records of servic~ of the following officers
who are to be considered for promotion/ con-
firmation in the grade have been carefully scru~
tinised 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 doubt at one stage or other, this fact should also
be specifically recorded by the Ministry /Departmentl
office concerned and brought to the notice of the DPC.

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

4.2.7 It should be ens!lred that the information fur-
nished to the UPSC/DPC is factually correct and
complete in all respects. Cases wher~ incorrect infor-
mation has been furnished should be investigated and
suitable action taken agatnst the person responsible
for it.

4.3.1 The name~ cf the officers who are on deputa-
tion, either on their own volition or in public interest
(including foreign service), should also be included in
the list submitted to the DPC for consideration iot



pvomotlOn in case they come within the fidd of choice
for promotion and fulfil the prescribed eligibility con-
ditions. Similarly, thenamcs of the officers on depu-
tation 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 ser-
vice in the lower grade is prescribed as a condition for
becoming eligible for consideration for promotion to
a higher post/grade. In 'Such cases, the period of ser-
vice rendered by an officer on deputation/foreign ser-
vie.e, should be treated as comparable service in his

; parent department for purposes of promotion as well
as confirm~tion. This is. subject to tlIe condition that
the deputation/foreign service, is with the approval of
the competent authority and it is certified by the
competent authority that but for deputation/foreign
service, the officer would have continued to hold the
relevant post in his parent department. Such a certi-
ficate 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 auth~ity and the competent authoriy
eertiied that he would have continued to officiate but
for his pmceeding 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 Government servants
who· are granted special leave for training "broad
under the various training schemes.

4.5 It may happen that a Government servant 'Nho
is recommended for appointment to a post as a direct
recruit may also be among those eligible, for considera-
tion for promotion to the same post. An officer does
not lose his right of consideration for sllch, pJ;oIl)otion
merely because be has, been recommended fprappoint-
ment against the direct recruitment quota. Therefore,
such officers, if they are within the field of elig!~i!,
should be included in the list of officers for C011Sid
tion by the DPC, excepting where an officer was. hol -
iug the lower post In a temporary capacity and has
been appointed to the higl1er post as a direct recruit
before the date of the meeting of the DPC.

Reservation for SCs/STs

4.6 Instructions have been ~ued from time to time
by the Department of Personnel and l'raiPJnR regard-
ing reservations and concessions to SCs aud STs in
the matter of promotions and confirmations. These
instructions should be duly taken into account by the
appointing authorities while formulating proposal'S for
promotion/ confirmation for consideration of the
DPC.

PART-IV

PROCEDURE TO BE OBSERVED BY
DEPARTMENTAL PROMOTION COMMITTEES

5. Each Departmental Commjtt\':;c shQulqd~cide its
own method and procedure for objective assessment
of the suitability of the candidates. No interviews
should be held unless it has been specifically provided
for in the recruitment rules for the post/'Service. When·
ever promotions are to be mll'le by. the~method of
'Selection' by DPC and the adl;l1ini$.tra.tjve min,i.<ltry
desires that an interview slIou~d.form. paxt Qf the ~lec-
tion process, necessary prQvision should be made in
the recruitment rules.

Sektction Method

6.1.1 Where promotions are tOi,be nmde by selec-
i10ii method as prescribed i1,1t1lc r:ecr~ut rules, the
DPC shall, for the purpose of determining the number
of officers 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 vacancies propose,d to be filled in the
year;

No. of
vacancies

No.·.·of officers
to be considered

5
8

10
3

times the ,number
of vacancies

Guidelines for DPCs

6.1.2 At present DPCs enjoy full discretion to
devise their own methods and procedures for objec-
tive assessment of the suitabi!lityof candidates who are
to be considered by them. In order to ensure greater
selectivity in matters of promotions and for having
uniform procedures for assessment by DPOs, fresh
guidelines are being prescribed.



The matter haS' been examined 3nd the following
broad guidelines are laid down to regulate the assess-
ment of suitability of candidates by DPCs.

6.1.3 While merit has to be recognised and re.-
warded, advancement in an officer's career should not
be regarded as a matter of course, but should be earn~
ed by dint of hard work, good "conduct and result
oriented performance as reflected in the annual conti:
dential reports and based on strict and regirous selec-
tion process.

6.1.4 Government also desires to clear the miscon-
ception about "Average" performance. While "Ave-
rage" may not be taken a:s adverse remark in respect
of an officer, at the same time, it cannot be regarded
as complimentary to the officer, as "Average" per-
formance should be regarded as routine and undistin-
guished. It is only performance that is above average
and performance that is reany noteworthy which
should entitle an officer to recognition and suitable
rewards in the matter of promotion.

Confidential Reports

6.2: I Confidential Rolls are thebasfc input" on the
basis of which assessment is to be made by each DPC.
The evaluation of CRs should be fair, just and non..
discriminatory. Hence--

(a) The DPC should consider CR.s for equal
number of years in respect of all officers
considered for promotion .ubject to (c)
below.

(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. How-
ever, 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. or more than one CR
has been written for a particular year, all the
CR.s 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 plecetling the period in ques~
tion and if -in any case even these are not
available the DPC should take the CRs of
the lower grade into account to complete
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~e number of CRs required ao be Cl6D.~
sidered as per (b) above. If this is also nol
possible, all the available CRa should b.
taken into account.

(d) Where an officer is officiating in the next
higher grade and has earned CRr, in that
grade, his CRs in that grade may be con-
sidered by the DPC in order to assess hi.
work, conduct and performance, but no
extra weightage may be given merely on
the ground that he has been officiating in
~e higher grade.

(e) The DPC should not be guided merely by
the overall grading, if any, that may be re-
corded in the CRs but should make itll
own assessment on the basi" of the entriel
in the CRs, because it has been noticed
that some time'S the overall grading in a
CR may be inconsistent with the gradin:
under various parameters or attribute,.

(t) If the Reviewing authority or the Aecept.
ing authority as the caSe may be has over-
ruled the Reporting Officer or the Review-
ing authority as the case may be, the re#
marks of the latter authority should be
taken as the final remarks for the purpose.
of assessment provided it is apparent from
the relevant entrie~ that the higher autho-
rity has come to a different assessment con-
ciously after due application of mind. It
the remarks of th~ Reporting Officer, Re-
viewing authority and Accepting authority
are complementary to each other and one
does not have the effect of over-ruling tht}
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 grad-
ing should be given. The grading shall be one among
(i) Outstanding (ii) Vt,-ry Good (ill) Good (iv) Ave,.
rage (v) Unfit.

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



-'. 6.3.1. The list of candidates considered by the
DPC and the overall grading assigned to each candi-
date, would form the basis for preparation o~ 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 i:nportance of duties attached to
the posts a bench mark grade would, be
determined for each category of posts foi'

.which promotions are to be made by selec·
tion method. For all Group 'e', Group
'B' and Group 'A' posts upto (and exclud-
ing) the level of R.,. 3700-5000 excepting
promotions for induction to Group 'A'
posts or S~rvices 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 extcnt of
the number of vacancies. 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 have an overall grading equal to or
better than th~ bench mark of 'Good'.

Wherever promotions are made for in-
duction to Group 'A' posts or Services
from lower group", the bench mark would
continue to be 'Good'. However, officers
graded as 'Outstanding' would rank en
block senior to those who are graded as
'Very Good' and officers graded as 'Very
Good' would ralli,( en bloc senior to those
who are graded a~ 'Good' and placed in
the select panel accordingly upto the num-
ber of vacancies, officers with same grad-
ing 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 bench-
mark grade should be 'Very Good'. How-
ever, officers who are graded as 'Outstand-
ing' would rank en bloc senior to those
.who are graded as 'Very Good' and placed
in the select panel accordinglyupto the
number of vacancies, officers with same
grading maintaining their inter se seniority
in the feeder post.

(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 bench mark grade are not avail-
able within the zone of consideration, offi-
cers with the required benchmark will be
placed on the panel and for the unfilled
vacancies, the appointing authority should
hold l,l fresh D.P.C. by considerinJ the re-
quired number of officers beyond the origi-
nal zone of consideration..

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

(ll) 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 vacan-
cies reserved for SCs and STs will be made only from
those SCsjSTs officers, who are within normal zone
of consideration prescribed vide the Department of
Personnel and A.R. a.M. No. 22011/3/76-Estt.(D)
dated 24th December, 1980. Where adequate num-
oer of SCs/STs candidates are not available within
the normal field of choice, it may be extended to five
times the number of vacancies and the SCsjSTS
candidates coming within the extended field of choice
should also be considered againsI the vacancies re-
served for them. If candidates from SCs/STs ob-
tain on the basis of merit with due regard to
seniority, on the same basis as others, lesser number
of vacancies than the number reserved for them, the
difference should be made up by selecting candidates
of these communities, who are in the zone of consi-
deration, irrespective of merit and 'bench mark' but
who are con&ideredfit for promotioI'l.



(ill) As regards promotions made by selection in
Group 'c' and Group 'D' posts/services, Select Lisb
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 with·
in the normal zone of consideration, should be con-
sidered for promotion alongwith and adjudged on the
same basis. as others and those ses and STs amongst
them, who are selected on that basis may be included
in the general Select List in addition to their beina
considered for inclusion in the separate Select LUb
for SCs and STs respectively. In the separate Select
Lists drawn up respectively for SOs and STs, officers
belonging to the SCs and STs will be adjudged sepa-
rately amongst themselves and not alongwith others
and, if selected, they should be included in the con-
cerned separate list, irrespective of their merit 31

~ompared to other officers and the 'bench mark'
determined by the cadre authorities. H candidates
from SOs/STs obtain on the basis of their position
in the aforesaid gen.eral lis•., lesser numbc.r of vacan-
qies than are reserved for them, the difference should
be made up by selected candidates of these communi-
ties in the separate Select Lists for SC, and ST. 1'QI-

pectively.

Preparation of Yearwise panels by DPC where they
have not met for a number of years

6.4.1 Where for reasons beyond control, the DPC
could not be held in an year(s), even though the
vacancies arose during that year (or years), the first
OPC that meets thereafter should follow the follow~
ing procedures :

(i) Determine the actual number of regular
vacancies that arose in each of the previous
year(s) immediately preceding and the
actual number of regular vacancies p~
posed to be tilled in the current year sepa-
rately.

(ii) Consider in respect of each of the yean
those officers only who would be within
the field of choice with reference to the
vacancies of each year startin& with the
earlHil* year onwards.

(iii) Prepare a 'Select List' by placing the seleet
list of the earHer year above the one for 0.-
next year and so on;

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

(i) Vacancies due to death, voluntary retire-
ment, new creations, etc., clearly belongina
to the category which could not be fore-
seen at the time of placing facts and mate-
rial before the DPe. In such cases, an-
other 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 OPC cannot meet for
the second time, the procedure of drawing
up of year-wise panel'S may be followed
when it meets next for preparing panels in
respect of vacancies that arise in lIubie-
quent year(s).

(ii) In the second type of cases of non-report-
ing of vacancies due to error or omission
(i.e. though the vacancies 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 se-
cond DPC or preparing an year-wise panel.
In all such cases, a review DPC should be
held keeping in mind the total vacancies of
the year.

--6.4.3 For the purpose of evaluating the merit of
the officers while preparing year-wise panels, the
scrutiny of the record ot service of the officers should
be limited to the records that would have been avail~
able had the DPC met at the appropriate time. For
instance for preparing a panel relating to the vacan--
cies 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 subsequent ones How-
ever, if on the date of the meeting of the DPC,
departmental proceedings are in progress and under
ta m.tlna in~etions ~ rover procedu!e is to



be followed, such procedure should be observed even
if dePl!iiniental-proc.;:edings-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, pro-
ceedings 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 year(s~.

'7. Non-Selection Method

Where the promotions are to be made on 'n01;1-
:selection' ..basis according to Redruitnien~Rules, the
ope need not make a comparative assessment of the
~ecor'ds of officers and it should categ6rise the Offl-
'cers as 'fit' or 'not yet fit' for promotion on the basis
of assessment of their record of service. While con-
sidering an officer 'fit', guidelines 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 fwm which promotions are
to be made.

8. Confirmation

In the case .of.confirmation, the DPC should not
determine the relative merit of officers but it should
'assess the officers as 'Fit' or 'Not yet fit' for confirma-
tion in their turn on 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 deter-
mine the relative grading of officers but only decide
whether they should be declared to have completed
the probation satisfactorily. If the performance of
any probationer is not satisfactory, the DPC may
advise whether the period of probation should be
exte.nded,or whether be should be discharged froD)
service.

. The 'DPC cqDstituted fot considering cases of
,Government servants for crossing the EB need not
sit in a meeting but may consider such cases by cir-
culation of papers. The DPC may consider such

:cases on the basis of up-to-date records of performa-
nce, results of a written test and/or trade test, if any,
prescribed by the administrative Ministry. The DPC
IDaY .recommend whether the officer concerned is
'FIt' or "Not yet fW to CToett the ~ Bar, ~

review of the case of a Government servant who h,a,s
been held up at the EB stage on the due date should
also be .done in accordance with the same proc:edure
by the DPC.

Procedure to be followed by DPe in respect of Govern-
ment serval1jts under cloud '

11.1 At the time of consideration of the cases of
Government servants for promotion, details of Govern-
ment servants in the consideration zone for promotion
falling under the foLlowingcategories should be speci-
fically brought to the notice of the Departmental Pro·
motion Committee :-

(ii) Government servants in respect of whom
disciplinary proceedings are pending or a
decision has been taken to initiate discipU'"
nary proceedings;

(iii) Government servants in respect ot whom
prosecution .for a criminal charge is pending
or sanctiotl for prosecution has been issued

,, or a decision has been taken to accord sane'"
tion for prosecution; and

(iv) Government servants against whom an inves-
tigation or serious allegations of corruption,

•bribery or similar grave misconduct is in
progress either by the C.B.!. or any other
agency, departmental or otherwise.

, 1Vi The D.P.C. shan assess the suitability of the
Government servants coming within the purview of
the circumstances' mentioned above alongwith other
eligible caildidate without taking into consideration
the disciplinary case/criminal prosecution, pending or
contemplated, 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 cover. The cover will be
superscribed 'Findings regarding suitability for promO"
fion to the grade/post of ....................•..•.
in respect of Shri . . . . . . . • . . . . .
(name of the Government servant). Not to be opened
till the termination of the disciplinary case/criminal
prosecution .against Shri 'c' :".

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
shollld 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 suitabiHy of 'a
-Government servant for his promotion are kept in a
sealed emu.. . ,



11.3 The same procedure outIi:ned in para 11.2
abpve will be followed by the subsequent Departmen-
tal Prom~tion Committees convened till the discipli-
nary easel criminal prosecution pending or contem-
plated against the Government servant concerned is
concluded.

12.1 Where adverse remarks in the Confidential
Report of the officer concerned have not been com-
municated 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 representa-
tion of an officer agains~ adverse remarks has not
been taken or the time allowed for submission of re-
presentation is not over, the DPC may in their dis-
cretion defer the consideration of the case untU a
decision on the representation.

13. An officer whose increments have been with-
held 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 assess-
ing the suitability of the DPC will take into account
the circumstances leading to the imposition of tho
penalty and decide whether in the light of the general
service l'ecord of the officer and the fact of the impo-
sition of the penalty he should be considered suitable
for promotion. However, even where the DPC con-
sidors that despite the penalty the officer is iuitable
fOr promotion, the officer should not be actually prO-
moted during the currency of the penalty.

14. The DPC should record in their minutes a
certificate that the DepartmentlMinistry jOffice con-
cerned has rendered the requisite integrity certificate
in respect of those recommended by the DPC for
promotion/confirmation.

Validity of the proceedings of DPCs when one member
is absent

15. The proceedings of the Departmental Promotion
Committee shall be legally vaLid and can be acted
upon notwithstanding the absence of any of its mem-
bers other than the Chairman provided that the mem-
ber was duly invited but he ibsented himself for ~
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reason or the other and there was no deliberate attempt
to exclude him from the deliberation of the D~ an'
provided further that the majority of the members
constituting the Departmental Promotion Committee
are presen~ in the meeting.

PART-V

PROCESSING AND IMPLEMENTATION OF THE
RECOMMENDATIONS OF DEPARTMENTAL

PROMOTION COMMITTEE

16.1 The recommendations of the DPC arc
advisory in nature and should be duly approved by
the appointing authority. Before the recommenda-
tions are· so approved the appointing authority shall
consult all concerned as indicated . below, without
undue delay.

Conaultatio1t with U.P.8.C.

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 man-
datory under Article 320(3) of the Consti-
tution, read with UPSC (Exemption from
Consultation) Regulations, 1958. However,
a reference may be made to the Regula-
tions, as and when necessary.

(ii) The Member of the Commission who pre-
sides 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 Cabin~" the
approval of ACC should also be obtained.

Procedure to be followed when the Appointing AlIjtho-
rity does not agree with Recommendations of DPC

16.4.1 There may be certain occasions when the
appointing authority may find it necessary to disagree
with the recommendations of the DPC. The proce-
aure to be followed in such cases is indicated 1,Jelow,



16.4.2 Where UPSC is associated with the DPC
the recommendations of the DPC should be treated
as recommendations of UPSC. If it is so considered
necessary by the appointing authority to vary or dis-
agree with the recommendations of the DPC the pres-
cribed procedure for over-ruling the 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 lower
than the President of India, does not agree
with the recommendations of the DPC, such
appointing authority should indicate the
reasons for disagreeing and refer the entire
matter to the DPC for reconsideration of its
earlier recommendations. In case the DPC
reiterates its earlier recommendations, giving
also reasons in support thereof, the appoint-
ing authority may accept the recommenda-
tions, if the reasons adduced by the DPC
are convincing; if that authority does not
accept the recommendations of the DPC it
shall submit the papers to the next higher
authority with its own recommendations.
The decision of the next higher authority
shall be final.

(b) Where the appointing authority is the Presi-
dent of India, the recommendations of the
DPC should be submitted to the Minister-in-
Charge of the Department concerned for
acceptance or otherwise of the recommen-
dations. In case the circumstances do
necessitate, the Minister may refer the
matter again to the DPC for reconsideration
of its earlier recommendations. If the DPC
reiterates its earlier recommendations giving
also reasons in support thereof, the matter
should be placed before the Minister for his
decision. The decision taken by the Minis-
ter either to accept or to vary the recom-
mendations of the DPC shall be final.

Appointing Authority to take decision within 3 months

J6.5.1 In cases excepting those which require the
approval of the Appointments Committee of the
Cabinet the appointing authority should take a deci- ~
sion either to accept or disagree with the recommen-
dations of the DPC within a time-limit of three
months (troin the date of the DPC meeting or the
date of communication of the UPSC's approval to the
panel, where such approval is required). Where the

appointing authority propoSes to disagree with the
recoDUi1endations, the relevant papers should be sub-
mitted by the appointing authority to the next higher
authority with its own recommendations by the expiry
of the period of three months. In those casel in
which the UPSC is associated with the DPC and the
appomting authority proposes to disagree with tho
reco1lll11endationsof the DPC, the case should be
forwarcled to the Establishment Officer in the Depart-
ment of Personnel and Training for placing the matter
before the- Appointments Committee of the Cabinet a_
soon a~ possible and, in any case, not later than tbreo
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.C., proposals
therefor alongwith the recommendations of the
Minister-in-Charge should be sent to the Establishment
Officer before expiry of the same time-limit of three
months.

Implementation of the recommendations of DPC-
Vigilance Clearance

17.1 A clearance from the Vigilance Section of the
Office/Department should also be obtained before
making actual promotion or confirmation of officer
approved by DPC to ensure that no disciplinary pro-
ceedings are pending against the officer concerned.
Order in which promo.tions to be made

17.2 Promotion of whatever duration should as far
as possible be made in the order in which the names
of .the officers appear in the panel. Exception to this
rule may be necessary where a large number of
vacancies are to be filled within a comparatively short
period or it is convenient and desirable to make post-
ings with due regard to the location and experience
of the officers concerned or where short term vacan-
ci~ have. to be filled on local and ad-hoc basis..•
Where eligible by direct recruitment and pronwtion

17.3 If a person's name is included in the panel for
prpm,otion to the higher post (to which appointment
caU,be,made by prgmotion as well as by direct recruit-
ment) and' also in the panel !or direct recruitment to
the said higher post, he shouJd be appointed as a direct
recruit or as apromotee, having regard to the fact
whether his turn for appointment comes earlier from
the direct recruitment list or from the promotion list,
as,the case may be.

Promotion of officers on deputation
17,4,1 If 'the panel contains the name of a person

who lias gone on deputation or on foreign service in
the public interest including a person who has gone
on study leave, provision should be' made for Iris



regalning the temporarily lost semonty in the highel
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 promotion under theNBR. 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 depu-
tation.

17.4.2 In case the officer is serving on an ex-cadre
post on his own volition by applying in response t,o
an advertisement, 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
ueriod of two years he will have no claim for promo-
tion to the higher grade on the basis of that panel.
He should be considered in the normal course along
with other eligible officers \vhcn the next panel is
prepared and he shou1d be promoted to the higher
grade according to his position in the fresh panel. His
seniority, in that eYcnt, shall be determined on the
basis of the position assigned to him in thc fresh panel
with reference to which he is promoted to the higher
grade. (If the panel contains the name of an offieer
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 DPC in the case
of Government 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 EB is allowed to
cross the BB at a later date, as a result of subsequent
review of his case by the DPC, the increment ne~t
above the EB shall be al10wed 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 fOl" crossing t1Ie
EB, the case should be referred to the next higher

authority for a decision. Instructions regarding over-
ruling of recommendation of DPC for promotion!
confirmation would apply in this case also.

~ m;~: &.iI)'lmf;;q;j 0f11l.~f<rcfi m'~Of c6 ~ ~
plinary / criminal prosecution

17.6.1 If Ithe proceedings of a DPC for promotion
contain findings in a sealed cover, on the conclusion
of the disciplinary case/criminal prosecution, the
sealed cover or covers shall be opened. In case the
Government servant is completely exonerated, the due
date of his promotion will be determined with refer-
ence 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 da!e of promotion of his junior
but he will not be allowed any arrears of pay for the
period preceding the date of actual promotion.

17.6.2 If any penalty is imposed on thc Govern-
ment 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 regard to the penalty imposed on him.

17.7.1 It is necessary to ensure that the disciplinary
case/criminal prosecution 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 appointing authorities con-
cerned should review comprehensively the case of a
Government bervant whose suitability for promotion to
a higher grade has been kept in a sealed cover on thc
expiry of 6 months from the date of convening the
first DPC which had adjudged his suitability and kept
its findings in the sealed cover. Such a review should



be done subsequently also every six months. The
review, should, inter-alia, cover the following aspects :

(i) The progress made in the disciplinary pro-
ceedings/criminal prosecution and the further
measures to be taken to expedite their com-
pletion.

(ii) Scrutiny of the material/evidence collected
in the investigations to take a decision as
to whether there is a prima-fade case fOI
initiating disciplinary action or sanctioning
prosecution against the officer.

If, as a result of the review, the appointing authority
comes to a conclusion in respect of cases covered by
item (n) 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 due
promotion with reference to the position assigned to
him by ,the DPC.

17.7.2 The procedure outlined in the preceding
paras should also be followed in considering the claim
for confirmation of an officer under suspension etc.

17.8.1 In spite of the six monthly review referred
to in para 17.7.1 above, there may be some cases
where the 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 following
aspects :-

(a) Whether the Promotion of the o1ftcer 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 pro-
ceedings, 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
official position which the Government
servant may occupy after ad-hoc promoti-:m,
which may adversely affect the concuct of
the departmental case/criminal prosecution.

The appointing authority should also consult th8
Central Bureau of Investigation and take their view
into account where the departmental proceedings or
criminal prosecution arose out of the investigation~
conducted by the Bureau.

17.8.2 In case the appointing authority comes to a
conclusion 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 promo-
tion, the DPC 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.

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

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

(ll) 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
an.d revert ifhe Government servant to the
post from which he was promoted.

17.8.4 If the Government servant concerned 111

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 Goverment servant
could have normally got his regular promotion from
a date prior to the date of his ad hoc promotion 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
,~_nvisaged in para 17.6.1 above.

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 ser.
vant it not fully exonerated in the department a!_pro-
ceedings, the ad hoc promotion granted to hila should
be brought to an end.

Sealed cover procedure applicable to officers coming
under cloud before promotion

17.9 A Government servant, who is recommended
for promotion by the Departmental Promotion Com-
mittee but in whose case any of the circumstances men-
tioned in para 11.1 above arise after the recommen-
dations of the DPC are received but before he is
actually promoted, will be considered as if his case
had been placed in a sealed cover by the DPC. He
shall not be promoted until he is completely exonerated
of the charges against him and the provisions con-
tained in this pat1 win be applicable in his case also.

Date from which promotions are to be trea,ted as
Regular

17.10 The general 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 promotion 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
regular promotion of the officer. In cases where the
Commission'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
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will be the relavant date. In all other cases the date
on which promotion V'rillbe 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, be treated as regu:ar only
from the datE1of approval of ACC or actual promotion
whichever 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.
However, since, it may not be administratively possible
or desirable 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
pane), 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 vacancy arises whichever is later. On the even-
tual promotion to the higher grade, such Governm:,nt
servant will lose seniority vis-a-vis his juniors promoted
to the higher grade earlier irrespec,tive 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.

17.13.1 The panel for prom otjon drawn up by
Dpr: for 'selection' IXJcts would nOL,dly be valid for
one ye<'.L It should cease to be in force on the expiry
of a period of 'One year ?~ld six months or when a fresh
panel is prepared, whichever is earlier.



n.13'.2 'tile date of commencement of the validity
of panel will be the date on which the DPC mccts. In
case the DPe meets on more t,han one day, the last
date of the meeting would be the date of commence-
m0l1t of the validity of the panel. In case the panel
requires, partially or wholly, the approval of the Com-
missum, the da~ of validity of panel would be :the
dale (of Commission's letter) communicating their
approval to the panel. It is important to ensure that
the Commission's approval to the panel is Qb~ned,
whore necessary, with the least possible delay.

17.14 The 'select list' should be periodically revie-
wed. The names of those officers who have already
been promoted (otherwise than on a local or purely
temporary basis) and cootinue to officiate should be
removed from the list and rest of 'be names, if they
are still within the cOilsideratioll zone, alongwith
others who may now be included in the field of choice
should be considered for the 'select list' for the sub-
iCquent period.

When Review DPCs may be held

18.1 'The proceedings of any DPC may be reviewed
only if the DPC has nQt taken all material fact~ into
consideration or if material facts have not been brought
to the notice of the DPC or if there have been grave
errors in the procedure followed by the DPC. Thus,
it may be necessary to convene Review DPCs to rectify
certain unintentional mis~es, e.g.

(a) where eligible persons were omitted to be
comidered; or

(b) wlw'e ine-ligible persons were considered by
mistake; or

(c) where the seniority of a person is revised
with retrospcct,ive effect resulting in a varia--
pce of the seniority list placed before the
DPC; or

(d) Where some pl'ocedural irregularity wu
committed by a DPC; or

(e) Where adverse remarks in the CRs were
toned down or expunged after the DPC had
ccnsidered the case of the officer.

These instances are not exhaustive but only illustra-
tive.

Scope and procedure

18.2 A Review DPC should consider only those
persons who were eligible as on ~ date of meeting
of original DPC. That is, persons who became eligible
on a subsequqlt date should not be considered. Such
cases will, of course, come up for consideration by a
subsequent regular DPC. Further the r~view DPC
should restrict it,s scrutiny to the eRs for the period
relevant to the first DPC, the CRs written for suhse-
quen periods should not be considered. If any adverse
remarks relating to the relevant period, were toned
down Or expunged, the modified CRs should be con-
sidered as if ~e original adverse remarks did pot exist
at all.

18.3 A Review DPC is required to consider the
case again only with reference to the techincal or
factual mistakes that took place earlier and it should
neither change the grading 'Of an officer withoutl any
valid reason (which should be recorded) nOJ: change
the zone of consideration nor take into account any
increase in the number of vacancies which might have
occurred subsequently.



Cases where adverse remarks have been expunged or
toned down

18.4:1 In ~kses where the adverse remarks were
toned down Orrexpunged subsequent to considerat;iop
by the DPC, the proccdl>re set out herein may be
followed. TIle appointing authority should scrutinise
the case with a view to decide 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 beetl 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 tp,e appropriute place in the relevant
select list/list of officers considered fit for confirma-
tion or oromotion after taking into account the ton d
dowllre~ark!> or expunged remarks and his promotion
and confirmation .will be. regulated in the m~1ner
indicated i>Cio",. ..:' C

18.4.3 If the officers placed junior to the officer
concerned have been promoted, he should be promo-
te<.limmediately and if there is no vacancy the junior
most persOfl officiating in !,he higher grade should be
reverted to accommodate him. On promotion, his
pay shouk! be fixed underF. R. 27 at tbestage" if
would have reached, had he been promoted from the
date the otlicer immediately below him was PIomoted
butj no arrears would be admissible. The seniQrity of
the officer would be detennined 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
qualifying service is prescribed for promotion to
higher grade, the period from which ap officer placed

. below the officer concerned in the select list was pro-
moted to the higher grade, §hould be reckonecJ
towards the qualifying period of service for the pur-
pose of deternlining his eligibility for promotion. to the
next, higher grade.

18.4.4 In the case of confirmation if the officer
concerned i~ reco.mmended for confirmation on the
basis of, review by the DPC, he should be collfiqned
and the· seniority already allotted to him on the basis
of review should not be disturbed by the delay in COD.-
firmation. . .-TT,'"F'j7



ANNEXl/R1!-1
(Para 4 ·2 ·1)

Proforma for referring proposals for promotion to Union Public Service Commission.
---------------- ----------~--.------ •..._._--_. ----_ .. _-~.~---- - -~----~, -----
I. Name of Ministry/Department/Office.

- - ~ ~. , ._. ..._..__..~ -----0 .. ~.________ _

2. Names and designation of members of the Departmental Promotion/Committee (copy of the orders ~nsti·
tuting the DPC to be attached).

N'llme Demgnation
------- ~-----_._-

1. 2.
Office Tele. No.

-,-_.__ ._---~ ---_._----~.

3. 4.

3. Grade or post to which promotion is to be made.
Designation Classification Scale orPay No. or pOlStSin'thgrade

filled/unfilled

4.

------------------------ ------ ..._-----------------
Total No. of posts filled on ad-hoc basis No. of regular vacancies falling in Total

promotion quota

Anticipated for
eurr~nt year panel
only---- --------------------------- ..--------5. 6.

I ,.',; ;

4. Yearwise break up of the number of regular vacancies indicated in column 7 of item 3.

'YWt General SC S1 TOfal

(a) Date on which the Recruitment Rules were
~fiedin the Gazette of India and UPSC
r.e~rence under which they were approved.



(i) % direct recruitment

(ii) % Promotion
(iii) % deputation/transfer

(c) Whether an uptodate copy of the recruitment rules has been enclosed. (this should invariablY be
sent for reference.). If any changes in the recruitment rules have been agreed to by the Commis.
sion after they were notified, details should be attached.

If, after the approval of the recruitment rules any other post has been created whiChshould
normally be included in the field of promotion, give details.

6. Grade or posts from Whichpromotion is to -be made.
-- ----~----_._.__._--~----_._.~._-_._-~--------_._-------~ ---------------_.

Designation Classification Scale of Pay Service prescribed for
eligibility for promotion.

------ ------------ ------_._-_._-----------------'----<.-.--_,.-_ ..~. __ . ----,_ ..-
7. UPSC reference No. under which promotion to the

grade/post was last considered.

(a) Whether the seniority list as in the prescribed
proforma (attached) has been enclosed. If there are
more than one feeder grade, enclose separate
seniority lists for each grade together with
combined Seniority List.

(b) Whether all eligible officers including those
belonging to SC/ST and those on deputation
etc. are included and whether those belonging
to SCjST and those who are on deputation
are clearly indicated in the seniority list.

(c) Whether the list, before finalisation was circula-
ted to all concerned.

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

(e) Whether the seniority list has been duly authen-
ticated by an officer not below the rank of
Under Secretary to the Govt. of India.

(f) Whether the list has undergone any changes
since it was last placed before the DPC. If so,
give details (in the proforma attached).

20:-237 P & Trg/9'(i



9. An eiigibility list showing separateiy officers who are eligible for different years for which the Select List is to
be prepared should be drawn up and enclosed. The eligibility list for past years should be drawn up aJ on the
31st December of the year for which the panel is drawn. In cases where there are more thanonelfeeder grade
for which no specific quotas have been earmarked, a common eligibility list should be forwarded. ~

10. Character Rolls
Complete and uptodate character rolls of all the eligible officers are required.

(a) Whether a list (in duplicate) has been attached showing the names of officers whose character rolls ate
enclosed with this reference ?

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

11. Integrity Certificate

(a) Whether an integrity certificate in terms of the instructions contained in OP&T OM No. 1/9j11-Bstt(D),
dated 22-1-1972 has been enclosed.

(b) Whether there are any officers against whom Vigilance proceedings are either pending or contemplated,
if so please indicate their names.
(If the space is insufficient please attach separate sheet).

12. Self Contained note for the DPC
Whether a self-contained note for the OPC explaining the proposals for promotion, has been enclosed.

13. Check List
Whether a check list in terms of the DP&TOM No. 22011j6/86-Estt(D), dated 30-5-1986has been enclosed.

Particulars or changes in the seniority list

Vide Item 8(f) of the DPC Proforma

--_ .. ,---- --- -- ---------_._-_._---_._-----~~-~_.- ---_.- -~--------------
(I) Names of the Officers which were included in the Reasons for deletion

last seniority list but have been deleted in the present
seniority list.



Vide Item 8(a) of the DPC Proforma
---------------------------------------~------,-----~.-----------------_._---

S1. Name of the Officer Whether belongs Date of birth Date of regular
No. to SIC or SIT appointment to the grade

If not, say
neither

UPSC reference in which recommendedl
approved

*Siillature of authenticating Officer

Designation



ANNEXURE-II.
(para 4.2.1)

PROFORMA FOR REFERRING PROPOSALS FOR CONFIRMATION

1. Name of Ministry/Department/Office.

2. Names and designation:; of Members of the Departmental Promotion Committee;-
_._- ._-._.. '--~--' .._.---'-'--'-- ------ ..... ,.-----_._---------- .._-_.-- ---~. _.-. ----------_ ..-_._--- - _.--_._~ -_._---- - --.~----

Name Designation Office Telephone No.

3. Grade or post in which confirmation is to be made
(a) Designation
(b) Classification
(c) Scale of pay
(d) Total number of permanent posts in the grade.
(e) (i) Total number of vacancies available for confirmation

and the dates on which available.
"'(ii) Number of vacancies falling in the direct recruitment

quota with dates on which they occurred.
*(iii) Number of vacancies falling in the promotion quota

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

transfer with dates on which they occurred.
(v) Whether appropriate reservation for SCjST in service!

posts has been made ?
(vi) Details of vacancies reserved for Scheduled Castes/

Tribes.
"'(To be furnished only in cases of posts/services where specific quotas have been prescribed for substantive

appointment of promotees/direct recruits/departmental examination candidates etc.

4. UPSC reference number under which confirmation to
the post/grade was last consic!er.:(1..

5. Recruitment Rules for the grade/post
(a) Date on which the Recruitment rules were noti-

fied in the Gazette of India and UPSC reference
number under which they were approved.

(b) Method of recruitment prescribed;-
(i)

(ii)
(iii)

(c) Whether an up-to-date copy of the Recruitment
Rules has been enclosed ? (This should invariably
be sent for reference). If any changes in the Re-
cruitment Rules have been agreed to by the Com-
mission after they were notified, details should
be attached.

% direct recruitment
% promotion
% deputation/transfer

6. Seniority List

(a) Whether a seniority list as in the prescribed pro-
forma has been enclosed ?

(b
'

Whether all eligible officers, including those on
deputation and those holding the higher posts on
a local or purely ad-hoc or temporary basis
are included in the list ?



(c) Whether the list before finalization was cir-
cUlated to all concerned ?

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

(e) Whether the seniority list has been duly authenti-
cated by the officer not below the rank of an
Under Secretary to the Government of India ?

(f) Whether the list has undergone any changes since
it was last placed before the DPC ? If so, give
necessary details (in the prescribed proforma)

(g) In cases of confirmation of officers appointed. by
different methods, e.g., promotion, direct recruit-
ment or transfer, please enclose separate seniority
lists also in addition to combined list.

7. Character Rolls
Complete and up-to-date character rolls of all the offictrs asseSsed as not yti fit are required.
(a) Whether a list (in duplicate) has boon attached,

showing the names of officers whose character
rolls are enclosed with this reference ?

(b) Are the character rolls complete and uP-ta-date ?
(Character rolls should be sent only after they
have been completed).

(0) Names of officers, if any, in whoso cases adveuG
remarb in their character rolla were eommuni-
cated to them and the time allowed for subtttia-
,ion of a representation is not yet over.

(d) Names of officers, if any, who have submitted
representations against adverse entries in their·
character rolls, but decisions on the represen-
tations have not yet been taken.

8. Probation
Whether the officers have completed satisfactorily
the period of probation? The date of regular appoint-
ment and the date of completion of probation should
also be given.

9. Integrity Certificate
Whether integrity certificate in terms of M.H.A. No.
1/9/71-Estt(D) dated 22nd January, 1972 has been
enclosed ? A certificate regarding integrity should
also be recorded in the DPC minutes.

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

11. Self-contained Note for the DPC,
Whether a self-contained note for the DPC explaining
the proposals for confirmation has been enclosed ?

Signature

Designation

Office Tele No.----------------

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-E8t. (0) dated 28-3-19.88.



1. RECRUITMENT RULES
(a) Whether already notified
(b) Whether uptodate.
(c) Does it provide for promotion on selection basis.
(d) Whether promotion is from Group B to A.
(e) Whether promotion within Group A.

2. DPC PROFORMA
(a) Whether in revised prescribed form.
(b) Whether signed by competent Officer.
(c) Whether all columns filled properly.

::I. SENIORITY LIST
(a) Whether in the prescribed proforma.

(b) Whether complete/uptodate.
(c) Whether duly authenticated by an officer not

below Under Secy. rank.

(d) Whether there is any discrepancy.
(f) Whether UPSC reference number given under

which officers appointed.

4. ELIGIBILITY LIST

(a) Whether educational qualification prescribed for
direct recruitment applicable to promo tees or
otherwise specifically prescribed.

(b) If so, whether details of educational qualification
of officers given.

(c) Whether separate yearwise eIibibility list for
preparation of yearwise panels given where
applicable.

(d) Whether full quantum of officers in consideratiol1
zone (including SC/S! in the extended zone)
available.

5. OCCUkRENCE OF VACANCIES
(a) Whether yearwise break-up of occUrrence given

for extending Vacancies.
(b) Whether details for anticipated vacancies given.

(c) Whether reservation position given for Group :a
to Group A.

ANNEX URE-l1i
(Para 4.2.2)



6. SELF-CONTAINED Non 1'0It. !DPC
Whether enclosed.

7. RELAXATION
(a) Whether any relaxation involved.
(b) If so, whether DOP & AR approval taken.

8. CHARACTER ROLlS
(a) Whether received for all eligible OflicelS.
(b) Whether uptodate (wor.toyear of vacancies).
(c) Any incomplete CR3 ? (position to be indicated in'separate sheot).
(d) Whether any reason given for missing/incomplete CR.

9. INTEGRITY CERTIFICATE
(a) Whether in the prescribed form.
(b) Whether recorded by an officerof Deputy Secretary rank.
(c) Whether recorded for all eligible officers.

10. PREVIOUS DPC
(a) Has UPSC reference number, if any, for previ9us DP€,

been given.
(b) Whether panel drawn ellrlier has beeR0xh!.mNd.

11. REVIEW DPC
Whether proposal is covered by Dap guidelines dated

30-12-1976.




