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GOVERNEMNT OF TAMIL NADU

Miscellaneous

1994
PERSONNEL AND ADMINISTRATIVE REFOREMS DEPARTMENT,

(G.0.Ms.No.368, Personnel and Administrative Reforms (Personnel-S)Department, dated
18th October 1993 as amended from time to time.

PUBLIC SERVICES PREPARATION OF PANEL FOR APPOINTMENT BY PROMOTION /
BY RECRUITMENT BY TRANSFER - DETAILD INSTRUCTIONS - ISSUED.

READ:-
1. G.O. Ms. No. 624, Public (Services -C) Department, dated 17ht March 1967.

2. G.O. Ms. No. 11, Personnel and Administrative Reforms (Per.R) Department,

dated 5th January 1984

3. G.0.Ms. No. 603, -Personnel and Administrative Reforms (Per.M)

Department, dated 12th June 1985.
4. G.O.Ms. No. 381, Personnel and Administrative Reforms (Per.S) Department,
dated 28th June 1988.

5. G.O. Ms. No. 440, Personnel and Administrative Reforms (Per.S) Department,
dated 26th October 1990.

6. G.O. Ms.No. 367, Personnel and Administrative Reforms Department,
dated 12th November 1992.

7. Government Letter No. 16013/93-l, Personnel and Administrative Reforms
(Per.S) Department, dated 8th March 1993.

. 8. Government Letter No. 99628/92-2, Personnel and Administrative Reforms
(Per.S) Department, dated 23rd April 1993.

ORDER:

Instructions have been issued by the Government from time to time in the matter of
preparation of estimates of vacancies and drawal of panels based on such estimates. In spite
of those instructions, proposals are not received in complete shape from the Heads of
Department. Incomplete particulars, personal files without up-to-date reports, non-production
of a copy of the latest printed or cyclostyled seniority list published/communicated by the

departments, etc., are some of the causes resulting in delay in approval of panels causing

dislocation of work in offices and also hardship to officers awaiting promotion.Advance action
to finalise the estimate of vacancies and to draw panéls is not also taken as per the
programme fixed in the G.O. third read above. Copies of updated ad-hoc rules/special rules
relating to the posts are also not furnished along with the proposals sent for drawal of panels.

A _Iis_t pf defects noticed, causing delay in appoval of panels is given in Annexure 1. In order to
minimise the delay in the approval of panels it has become necessary to consclidate and

reiterate the provisions under the Gzneral Rules as also the vanous instructions already
issued in the matter.

2. The following instructions are accordingly issued:

|. Preparation of Estimate of Vacancies:



Z
(1) Provision in General Rules:- According to Rule 4 (Approved candidates) in Part I
of the General Rules for the Tamil Nadu State and Subordinate Services, the Isit of approved
candidate for appointment by promotion and by recruitment by transfer to all categories of
posts in the Tamil Nadu State and Subordinate Services shall be prepared annually against
the estimated number of vacancies expected to arise during the course of a year.

(i) Estimate of vacancies for posts to be filled up by recruitment by transfer /by
promotion where consultation with the Tamil Nadu Public Service Commission is necessary:-
- In the case of recruitment to a State Service by transfer from the normal feeder subordiante,
services or by promotion from a lower post to a higher post within the same State Service
where consultation with the Tamil Nadu Public Service Commission is prescribed, the Heads
of Department should take advance action to get the approval of the Government for fixing
the estimate of vacancies and furnish the approved estimates to the Commission on the
appropriate dates specified in column 2 of Annexure Il (i) (Recruitment transfer) to the G.O.
third read above. The estimate of the number of candidates required should cover a period of
12 months from the daté following the date on which the list of selected candidates is due to
be communicated to the appointing authorities by the Commission according to the
programme in the said Annexure Ill (ii). The Heads of Department should ensure that the
proposals for fixing the estimates of vacancies are sent to the Government atleast 2 months
before the prescribed dates mentioned therein.

(iii) Estimate of vacancies for posts to be filled up by the recruitment by transfer or by
promotion where consultation with Tamil Nadu Public Service Commission is not necessary:-
kn respect of appointments by recruitment by transfer or by promotion to posts included in the
.-+ State Services where consultation with the Commission is not prescribed,the estimate should
cover a period of 12 months from the date following the cruical date on which the candidates
should possess the required qualification prescribed in the Special Rules/Ad-hoc rules for 1
appointment to the higehr post. the Heads of Department should ensure that the proposals for
fixing the estimate of vacancies are sent to the Government, alteast 2 months in advance of
the crucial date.

“n

(iv) Ingredients for estimates and mode of preparation of estimates:- The estimate of
vacancies should be prepared taking into account the total number of permaﬁent posts in a
category,. the numT:er of temporary posts in existance, the anticipated sanction of new posts
during-the panel year, the provision for leave reserve (5 per cent of cadre strengfh) and un-

* expected contingences, vacancies caused due to retirement, promotion etc., as envisaged in
the first proviso to General Rule 4(a). The estimate covering the ingredients shouid be sent to
the Go'yernment by the Heads of Department in the format given in Annexure-I! to this order.
An example of estiamtes prepared is given in Annexure |I-A to this order. Provision for un-
expected contingencies should be made in accordance with the instructions contained in the
Government letter seventh read above. the percentage fixed for providing for un-expected
contingencies is given in annexure II.

However, vacancies which are likely to arise after the panel year should not be
qonsidered. Such vacancies should be reckoned only in the next panel.year. Nevertheless,
where a panel is prepared after the relevant panel year, only the actual number of vacancies . g
which really arose should be reckoned. = « <« 7 do Lo CGweried ;’W'rtwl*»‘ [NIX S
(re Biu:.;/qg' /D02 -4 &0 oIl ewd
(v) Number of persons to be included for a single vacancy in a post other than'the &;
Head of Department.:-According to the instructions issued in the Government letter seventh §.,88
read above when the estimate of vacancies arrived at is between 1 and 10, provision for
unexpected contingency at 50- percent subject to a minimum of 1 should be made. Hence for
a single vacancy estimated one more number should be added to the estimate in order to
meet unexpected contingencies, and a panel consisting of two names should be drawn.

(vi) Propotion to be maintained for selection of persons for a single vacancy or more
than a single vacancy:- According to rule 4 General Rules for preparmg panels to fill up a




category or of the service should be considered and the same proportion should be
maintained in making selection for more than a single vacancy. If the first 2 qualified
candidates. after consideration of their claims are found not suitable Tor the post, the claims of
"the next 2 qualified candidates should be considered.

(vii) Filling up of posts of Heads of Department:- (1) To fill up a single vacancy in
respect of Head of Department, the claims of the first 5 qualified candidates in the seniority
list should be considered and a panel of atleast two names should be got approved in order
to, meet any contingency. According to the orders issued in the GovernmentOrder fifth read
above to be eligible for promotion as Head of Department, an officer should have not less
than one year's service left before retirement. Those who do not have such a minimum
period of left over service but are otherwise found to be fully qualified and are fit for
promotion as Head of Department and deserve recognition on the crucial date of preparation
of panel, should be compensated by appointing them as officers on Special Duty with a spefic
assignment and with the same scale of pay as that of the Head of Department.

(2) Proposals to fill up the posts of Heads of Department(non-IAS) will have to be
initiated by the Secretaries to Government themselves 3 months in advance of the
prospective date of retirement of the existing incumbent as all the relevant particulars would
be available in the Sectetariat. If the initiative to send proposals .is left with the Heads of
Department themselves there are found to be delays caused by subjective considerations.
Sucn promotion proposals will have to be suitably monitored by the Secretaries to
Government themselves so that orders are issued before the retirement of the existing
incumbent and the cases of those who have a minimum service of one year from the date of
~ retirament of the previous incumbent are not omitted because of administrative delay. .

(viii) Prepatation of estimate of vacancies to posts to be filled up by direct recruitment:-
(i) According to the orders issued in the Government Order first read above,the substantive
vacancies which should be filled up by direct recruitment shall be calculated covering the

following:- ) .

(a) Vacancies that are expected to arise by the retirement of permanent incumbents in
the panel year for which recruitment is made; and

(b) Vacancies that had arisen from the following causes during the panel year previous
to tne date when the vacancies for direct recruitment are due to be -estimated:-

(i) Appointment and confirmation of permanent incumbents in another Service:
(ii) death of permanent incumbents; and
(iii) permanent retention of a temporary post.

After arriving at the substantive vacancies.as above, vacancies for direct recruitment
an”c other methods of recruitment have to be apportioned as prescribed in the relevant special
ruiizs,

(2) The respective appointintg authorities nominated for the purpose by the Heads of
Deoartment in the case of Tamil Nadu Ministerial Service and Tamil Nadu Judicial Ministerial
Se-vice, the Heads of Department in the case of the other Subordinate Services, and the
Secretaries to Government in the case of State Services should send to the Tamil Nadu
Puolic Service Commission estimates of the number of candidates to be selected for each
se-vice by direct racruitment accordmg to the programme given in Annexure Ill to the G.O.
thi-d read above.

(3) When forwarding the estimates to the Commission in the case of direct
recruitment, the appointing authorities should, in addition to giving information as to the
number of candidates to be selected, send to the Commission their roster relating to
reservation of appointments for-the-Scheduled Castes,-Schedueld Tribes, Most Backward

1 --'
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Classes and Denotified Communities and Backward Classes and the appointments filled by
open competition, showing all the appointments made to the service up-to-date.

Il. Preparation of Panels:

(i) Particulars/Documents to be sent to Government for preparation of panels.-
Particulars / documents to be sent to Government by the Heads of Department for
preparation of panels should be as shown in Proforma | in Annexure Ill to this order.
consequently, all panel files should contain particulars/documents ‘as required under the
columns in the proforma | given in Annexure Il to this order. The panel files should also
contain seniority list as per instructions contained in Annexure V.

(i) Opening of sectional notes for preparation of panels:- The cases of persons to be
considered for inclusion in the panels should be examined by opening sectiuonal notes in the
Proforma Il given in Annexure V. There should be an index for the sectional notes in the

following proforma:-

Serial no. Name of Person Page No.of sectional note
(1) (2) (3)

(iii)y Preparation of temporary panels to be avoided:- According to explanation Ill under
General Rule 4 no temporary panel shall be prepared in respect of posts for which
consultation with the Tamil Nadu Public Service Commission is not required. Only regular
panels in accordance with the rules will have to be drawn. If, for valid reasons like non-
regularisation of services in feeder category, etc., a temporary panel for promotion has to be
drawn, the fact should be clearly indicated in the panel file and the panal has to be drawn in
relaxation of the said explanation under General Rule 4., |n respect of appointment to the
posts for which consultation with the commission is necessary temporary list8 may be arawn
and published following the procedures prescribed for drawmg reguiar panels In order o meet
gxigencies of service and to avoid administrative delay. 5

I

(iv) Consideration of persons against whom enquiries are pending and specific
charges.have been framed or charge sheet has been filed in criminal cases-(I) As per orders
in the Government Order sixth read above, in the case of pending enquires including
Vigilance enquires and in cases where specific charges have not been framed promotions
and appointments shall be considered on the basis of the performance of the officers coming
under the Zone of selection as on the date of consideration for promotion/appointment as
reveiled through the personal Files /Record sheets and the seriousness of the punishments,
if any previously imposed. In cases where specific charges have been framed or gha’ge sheet
has been filed in criminal case, promotion/appointment of such persons shall beferred till the
proceedings are concluded. They must however, be considered for promotion if they are

exonerated or acquitted from the charges If found su[tab[e with reference to all relevem

their juniors were promoted.

(2) The “specific charges” referred to are those framed under Rule 17 (b) of the Tamil'
Nadu Civil Services (classification, Control and Appeal)Rules or its equivalent. Mere calling for
explanation of a Government Servant under Rule 17 (a) of the said rules need not be treated
as a bar for promotion on that score alone. This would equally apply to promotion to ordinary
posts and Selection Category posts as well as to recruitment by transfer from one service to
another.

(3) The case of a Government Servant whose promotion, etc; has been deferred
should be reopened after disposal of the charges and appropriate orders should be passed on

merits i.e {a) giving him his promotion as aforesaid if he was proved innocent and exonerated
or acquittéd of the charges and if there are no other adverse factos to be reckonad: or (b)
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denying him the promotion or giving the promotion from a later date depending upon the
nature of punishment and other factors to be reckoned in other cases. In all such cases the
Heads of Department must take suo-moto action within 15 days from the date of issue of final
- orders inthe departmental disciplinary case/ciminal case.

*(4) wherever the disciplinary proceedings under rule 17 (b) of the Tamil Nadu Civil
Services (Discipline and Appeal ) Rules against Government Employees are merely stayed by
a Court/Tribunal, their cases shall be deferred till the proceedings are concluded, unless a
contrary order is passed by the Court/Tribunal and it is decided not to challange the same. If
on the other hand, the Court/Tribuanl quashes the charge memo, then the name of the
Government employee concerned should be ccnsidered for inclusion in the panal for
appointment to the higher post by promotion/recruitment by transfer if he is otherwise
qualified,

*(5) If specific charges are framed or chargs sheet is filed in the criminal case before
actual promotion, the person concerned shall not be promoted not withstanding the fact that
his name has been included in the panel. The instructions in para (3) above will apply in such
cases thereafter.

*Amended vide Govt.letter No.90505/94-2. P&AR (S),Dept. dated 17.5.96.

(V) Consideration of adverse remarks:- (1) Adverse remarks relating to a period of 3
years or more, prior to the date when ths matter is noticed or brought to notice and which
were not communicated at all to the officer concerned will have to be wholly ignored while
considering promotion as per the instructions contained in paragraph 8(4) (ii) of the
consolidated instructions issued in G.O.Ms.No.11 Personnel and Administrative Reforms
(Per.R) Department.dated 5th january 1984. This is not withstanding the fact that the officer
might have perused the personal file under the open system of maintenance of the same.

(2) Adverse remarks are recprded in the Confidential Reports to enable the officer
reported upon to rectify himself of the defects pointed out. Where adverse remarks have been
communijcated and have not been modified/expunged on representation, it shall be-the duty of
the reporting officer and the scrutinising officer to specifically consider and state in the
- Confidential report for the following year whether the defects have been rectified or not;
silence on the part of the reporting officer or coun:ersigning officer will be construed to mean
that the defects have been rectified (vide para & (4) (iv) of G.O.Ms. No.11, Personnel and
Administrative Reforms (Per, R)Department, datec 5th January 1984).

(vi) Effect of punishment on promotion/recruitment by transfer:-
e
(1) The effect of a punishment on promation / recruitment by transfer, will depend
upon:- =
(a) the nature of the higher post, i.e., whether it is a “selection Category” or an
ordinary post:

(b) the period during which the irragularity took place; and

(c) the nature of the irregularites(rathe- than the guantum of punishment). For
example, an Assistant tears off the Currant File. On the charges framed against. him for the
above |apse, one officer may merely award him a “censure” taking a “lenient view" while
another officer may impose the punisnment ci “stoppage of increment with or without
cumulative effect” holding the lapse as “serious”. Yet another officer may even “dismiss” him
from service holding the lapse as “grave’ . Thus. different officers may take different views
and impose different punishments for one and :he same lapse. Therefore the quantum of
punishment is not the oojective criterion to assess the gravity of the charge.



(2) In S.L.P. (C) No.14612/91, against the Tamil Nadu Administrative Tribunals order
in O.A. Nos. 2851 and 2604/90, the Supreme Court in its order dated 19th August 1992 has
said that it did not subscribe to the view that punishment and non-inclusion in the panel would
amount to “doudble jeopardy”. Therefore, the following courses of action are avilable:-.

(a) In the case of "selection category” posts, the inclusion of names in the panel for
promotion will be based on merit and ability seniority being considered only when merit and
ability of the contesting candidates:are nearly equal. Therefore, strict comparison of the cases
of the individuals, over a specified period of service (Say 5 years) taken up for analysis, is
quite necessary before deciding upon the question of inclusion or exclusion as the scope for
subjective satisfaction and interpretation is limited for purposes of compariosn, the proved
irregularities which took place during the said specified period of service have to be taken into
consideration, whether or not the person concerned was proceeded against under Rule 17
(a) or Rule 17 (b) of the Tamil Nadu Civil Services (Classification, Control and Appeal) Rules.
The number of individuals considered for this purpose should be as per the scales laid down
in the General Rule particularly General Rule 4 (a).

(b) The same principles as above will have to be followed in the case of recruitment by
transfer from one service to another. !

(c) For ordinary promotions, the fitness of the person with reference to all relevant
factors has to be considered. The unfit presons have to be eliminated. As far as punishments
are concerned, (except where a specific punishment of withholding of promotion for a
specified period is awarded), it should be examined whether the proved irregularities took
place within the specified period of service taken up for analysis and whether the irregularities
were such as to make the individual unfit for the job in the higher category in the year in which
his case is considered for inclusion in the panel for appointment to the higher post by
promotion/by recruitment by transfer.

(vii) Consideration of persons outside the general line:- According to the proviso to

Rule 8 of the General Rules, a member of a service who has been appointed to another
service outside his regular line shall not be permitted to hold membership in the second
service beyond five years. if he is to be considered for promotion or for appointment by
‘recruitment by transfer to a higher post in his regular line eventhough he is otherwise qualified

"~ under the rules for such promotion or appointment, unless he puts in a fresh service for a
minimum pericd of one year in his post in the former service on reversion from the second
service. This should be borne in mind while considering the cases of those outside the regular

line.

(viii) Consideration of appointments to posts as per existing statutory rules:- When
temporary posts are newly created and "'ad-hoc” rules are yet to be framed for the posts,
appointment to such posts can be made on "ad-hoc” basis. However, in the case of posts
governed by rules, when any amendments to the existing rules are to be issued promotion or
appointment should not be made on "‘ad-hoc” basis with reference to the proposed
amendment to rules but shall be made only with reference to the existing published (notified)
rules. Promotion or appointment cannot also be made on the basis of the executive orders
seeking to modify the rules, as rules framed under the proviso to Article 309 of the
Constitution cannot be modified by an executive order. Any modification to rules should be by
amendment to rules, and they will come into effect only whan published by notification in the
Tamil Nadu Government Gazette. Therefore while selecting candidates for appointment, the
claims of contesting candidates have to be weighed with raference to the notified rules and
not with reference to executive orders or comtemplated change in rules.

(ix) Appointment of a member to a higher category not to be considered if he had been
on leave for three years or more continuously:- (1) A member of a service who had been on
leave for a period of three years continuously for any reason except higher studies or for a
period of four years continuously for higher studies shall not be considered for appointment to
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. a higher category either by promotion or by recruitment by transfer uniess he has comnleted
service for a period of one year from the date on which he joins duty on return from leave,-
vide rule 36(c) of the General Rules for the Tamil Nadu State and Subordinate Services,

(2) All the above aspects shall be considered while weighing the merits and fitness of
the Officer concerned coming in the zone of selection for appointment to higher posts.

(x) Validity period of Panel:- According to the provisions contained in Rule 4 of the
General Rules, all lists (panels) prepared for a year shall be published in the Tamil Nadu
Government Gazette in respect of appointments to State Services and in the Notice Board in
the office of the appointing authority in respect of appointment to subordinate services. The
list should alsc be communicated by Registered Post to all persons concerned whose names
are found in the list as well as to persons senigr to the junior most person included in the list
whose names have not been included in the list. The list so published shali be valid for a
period of one year from the date of approval by the competent autherity. It shali lapse at the
expiry of one year. If the estimate of vacancy for any particular year is nil, a “"Nil" list should
also be published in the aforesaid manner.

3. The above instructions shall be followed scrupulously by all the panel-drawing
authorities while preparing sending proposals for approval of the estimates and panels.

4. The receipt of this orfer shall be acknowledged.

(By Order of the Governer)

T.V. VENKATARAMAN,
Chief Secretary to Government.

To

All Secretaries to Government, Departments of Secretariat, Madras-9.

All Heads of Department.

District Collectors/District Judges etc.

The Secretary, Tamil Nadu Public Service Commission, Madras-2 (w.e.£).
The Registrar, High Court, Madras-104 (w.s.1.).

The Registrar, Tamil Nadu Administrative Tribunal, Madras-6 (w.e.L).

Copy to

All Officers: Sections in Personnel and Administrative Reforms Department, Madras-9.
All Departments of Secretariat (all) sections.

'(Forwar_ded by Order)

S. ARUMUGAM,
Section Officer.
(Annexure)

ol \
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ANNEAURE !
(Vide paragraph 1 of G.O,j

DEFECTS USUALLY NOTICED CAUSING DELAY IN FINALISATION OF PANELS.

1. Non-availability of original papers relating to approve! of the previous panels which
are required for verifying whether persons overlooked are being considered in the present
panel.

2. Non-availability of updated perszonal files. In a partirju!ar depariment, only a
certificate for the entire period of service is sometimes put up for consideration to second

level post.
3. Non-availability of printed or cyclostyled <copy of seniority list
communicated/published. In certain depariments, typed copy of seniority list alone is

furnished. Sometimes only the seniority list of persons in a category one level below the
feeder category is furnished.

4. Panels prepared not in accordance with the existing rules but prepared with
reference to the amendments proposed but not yet approved by the Government. Panels
should be prepared only in accordance with the existing notified rules and not in accordance
with the preposed amendments which are yet to be approved by the Government.

5. Non-furnishing of updated Speciéf Rules/Ad-hoc Ruies for the posts.

6. Incorrect estimation of vacancies.

7. Inclusion of persons who are outside the reguiar line for over five yesrs who are not
eligible for inclusion in the panel as per provisc i¢c Rule 8 cof the General Rules.

8. Furnishing of particulars in obsclete proferma.
9. Incorrect fixation of inter-se-seniority of persons in feeder categories.

All the above defects or irregularities have to be avoided.
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ANNEXURE I
(Vide Paragraph 2 (iv) of G.O.)
'PREPARATION OF ESTIMATES

(Vide G.O. Ms.No.525. Personnel and Administrative Reforms (Per. M) Department,
dated 28th May 1984).

As enlisted in the Rule 4(a) of the General Rule-: of Tamil Nadu S:ate and Subordinate Serwces
the following ingredients should be taken into account for estimating vacancies:-

1. Total cadre strength:-

(i) Temporary ... .. ..
(i) Permanent ...

2. Number of vancancies on retirements (For 12
months as in para 14 of G.O. Ms.No.603,
Personnel and Administrative Reforms (Per.
M) Department, dated 12th June 1985) (or
on the crucial date prescribed in the rules).

Note:-If the panel year is over, number of actual
retirement vacancies should be taken into
account.

3. 5 percent leave resesrve vacancies with
reference to the working strength (Not
applicable for direct recruitment).

4. Number of likely promotions ...

5. Number of new posts likely to be sanctioned
during the panel pericd and the Number of
posts sanctioned earlier but not included in
the previous year estimate.

Add:-

6. Number of vancancies to be provided for un-
expected contingencies on a staggered
scale as indicated in G.O. Ms.No381,
Personnel and Administrative Reforms (Per.
S) dated 28th June 1¢39 (with reference to
the actural estimate computing the items
from 2 to 5 above) (Not applicable for direct
recruitment).

Deduct --

7. Number of posts disbanded during the
- recruitment year.

8. Number of vacancies zoportioned for direct
recruitment.
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Number of persons who have been
promoted against leave vacancies and
subsequently reverted to the lower
cadre from the approved list already
drawn up.

LA

Number of persons who have been
deputed to other post for a specified
period and subsequently reverted to the
lower cadre for want of vacancy.

TOtE] i

*10.

* Added vide Government letter No.13435/S/98-1, dated 26. 6. 98.

(A copy of the Special Rules relaiing to the post should be put up in file relating to the estimate of

vacancies).

2. COVERAGE OF 12 MONTHS PERIOD FOR WORKING OUT THE ESTIMATE.

1. For promotion from lower post to higher --- 12 months from the crucial date.

Post within the same Service.

2. For direct recruitment
3. For recruitment by transfer ---

12 months from the date following the date on

which the Tamil Nadu Public Service
Commission should communicate the approved
list to the appointing authority- Vide the
Programme listed in G.O. Ms.No.603,
Personnel and Administrative Reforms. (Per.
M) Department, dated 12th June 1985 and
instructions in paragraph 14 thereof. |

(A model for preparation of estimates for the year 1993-94 in respect of Assistant
Director of employment is given in Annexure || A) '

3. PROVISION FOR UNEXPECTED CONTINGENCIES

The provision for unexpected contingencies, while estimating the vacancies for the
formulation of panel for appointment by promotion or by recruitment by transfer will have to
be fixed on a staggered scale as indicated below:-

When the total vacancies arrived at with
reference to General Rule 4 are between.

(1)
1and 10
11and 20
21 and 40
41 and 100

Above 100

Provision for unexpected contingencies at a
Percentage of total vacancies.

(2) L

50 per cent subject to @ minimum of 1.
40 per cent subject to a minimum of 5.
30 per cent subject to @ minimum of 8.
25 per cent subject to @ minimum of 12.

20 per cent subject to a minimum of 25.



(Vide Paragraph 2 (iv) of G.O.)

MODEL FOR PREPARATION OF ESTIMATES FOR THE YEAR 1893-94 IN RESPECT OF
ASSISTANT DIRECTOR OF EMPLOYMENT.

(Vide G.O. Ms.No.525, Personnel and Administrative Reforms (Per. M) Department,
dated 28th May 1984 and as enlisted in Rule 4(a) of the General Rules for Tamil Nadu State

and Subordinate Services). .

1. Total cadre strength .. ..
(iy Temporary ...
(il) Permanent 5 5

2. Number of vancancies on retirement ...

P Y
N~ N

(For 12 months as in para 14 of G.O.
Ms.No.603, Personne! and
Administrative  Reforms  (Per. M)
Departmeni, dated 12th June 1985) (or
on the crucial date prescribed in the
rules) (2nd Feb 1993 to 1st Feb 1994).

3. 5 percent leave reserve vacancies with 1
reference to the working strength (Not
applicable for direct recruitment).

4. Number of likely promotions Nil.

5. Number of new posts likely to be Nil
sanctioned during the panel period and
the Number of posts sanctioned earlier
but not . included in the previous year
estimate.

Add:-

6. Number of vancancies to be provided for 1.5o0r2
un-expected  contingencies on a
staggered scale as indicated in G.O.
Ms.No.381, Personnel and
Administrative =~ Reforms  (Per.  S)
Department dated 28th June 1989 (with
reference to the actural estimate
computing the items from 2 to 5 above)

(Not applicable for direct recruitment).

Deduct;-

7. Number of posts disbanded ering the Nil.
recruitment year.

8. Number of posts apportioned for direct Nil.
recruitment.

Note:- If the panel year is over, ri‘umber of
actual retirement vacancies should be
taken into agcount.
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OFORMA |
ANNEXURE i

(Vide paragraph 3(i) of G.O.}

=
P
5

Particulars/Documents to be sent to Government for Preparation of Fanel.

+ by

1. Grade of post to which appointment by promoticn or by recruitment by transfer is to be mad

2. Whether the post is a selection category post or not and the scale of pay attached to the post

3. Year of the panel.

4. Crucial date for preparation of panel.

5. The estimate of vacancigs for the post under reference.

6. Whether the posts are within the purview cf the Tamil Nadu Public Service Commission™”

7. Whether the last panel has been exhausted and the nersons, if any, not promoted are considered for
this panel, if not, the reasans therefor?

8. Whether all the persons cver looked in the previous panel are being considered in this panel.
§. (i) Whether all the persons on C.D. have been considered for inclusin in this panetl.
(i) Details of the persons who are outside the regular line for over 5 years.

10. Whether all the eligible persons in all the fesdar categories for the post have besn considersd jor
this panel.

11. If there is more than one feeder category indicate the scale of pcy of each category.
. 12. Whether rule of reservation is applicable to the post and, if so, to state whether it has been followed?

13. Original of the order epproving the provicus panel,
14. Updated copy of the Special/Adhoc Rules gaverning the post (copy to the furnishegd)

4 iority list covering all the feedar categories for the post should be furnished. If more than one
156. The seniorily list covering all the feed teg for the post ldb hed If th
feeder categories, enclose separate seniority list for each category together with combined seniority list.
(Instructions regarding seniority list are given in Annsxure-1V).

16. Copies of orders of punishments imposed on officer, in the zcnz of consideration to be added to
Sectional Notes. -

17. (a) Updated Perscnal Files/Pecord Sheets, Where F’ersonat Filas couid not be written for short
priods, a certificate of the Heads of Department that the persons concerned has not coms to adverse
notice during the concerned period and that no punishment has been awarded should be furnished.

(b) A similiar certificate to be giféra by the Departments of Secretariat whether charges under
rule 17(b) of the Tamil Nadu Civil Services (CiESS‘fECGtIC‘F‘ Control annd Appeal) Rules are pandiny as on
date.
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PROFORMA |

EXURE 4l

by S

(Vide paragraph 3(i) of G.G.}

Particulars/Documents to bs sent to Government for Preparation of Fanel

1. Grade of post to which appointment by promaotion or by recruitment by transfer is to be made.
2. Whether the post is a selection category post or not and the scele o' pay attached to the pos
3. Yeer of the panel.

4. Crucial date for preparation of panel.

5. The estimate of vacancizs for the post under reference. ,

6. Whether the posts are within the purview of the Tamil Nadu Public Service Commissio

7. Whether the last panel has been exhausted and the persons, if any, not promoted are considered for
this panel, if not, the reasons therefor?

8. Whether all the persons cver looked in the pravious panel are being considered in this panel.
9. (i) Whether all the persons on O.D. have been consigered for inclusin in this panel.

(i) Details of the persons who are outside the regular line for over 5 years.

10. Whether ali the eligible persons in all the feeder categories for the post have bsan considersd jor
this panel.
11. If there is more than on= feeder calegory indicate the scale of pov of each category

12. Whether rule of reservation is applicable to the post and, if so, to siate whether it has been followed?
13: Original of the order approving the provicus panel.
14. Updated copy of the Special/Adhoc Rules governing the post (copy to the furnished)

15. The seniority list covering all the feedar categories for the post should be furnished. If more than on
feeder calegories, enclose separate seniorily iist for each category together with combined seniority 'st
{Instructions regarding seriority list are given in Annaxure-1V).

16. Copies of orders of punishments imposed on officer, in the zone of consideration to be added to
Sectional Notes,

17. (a) Updated Personal Files/Record Sheets, Where Personal Files couid not be written for short
priods, a certificate of the Heads of Department that the persons concerned has not come to adverse
notice during the concerned period and that no punishment has been awarded should be furnished.

(b) A similiar certificate to be given by the Departments of Secretariat whether charges under
rule 17(b) of the Tamil Nacu Civil Services (Classification, Control and Appeal) Rules are panding as on
date.
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ANNEXURE - IV

(Vide paragraph 3(i) of G.0O.)
Instructions: Relating to Seniority List.

1.| The seniority list should be a printed or cyclostyled one, published and
comminicated to all the persons concerned. (With No. and date of reference in

| which the list was communicated).

While furnishing the seniority list in the panel files, the following particulars should
also be typed against the name of each individual:- '

(i)  Date of birth:

(i)  Date of superannuation:

(i) Whether he is now in service or whether he has voluntarily retired
resigned dismissed or removed from service after publication of the list.

(iv) The post now held by him.

1

(v) If the officer has relinquished his right for appointment to the post, state
2 By whether the relinquishment was temporary or permanent (No. and date of
o K o AT order of acceptance to be indicated). In case of temporary relinquishment
VAL \ the date on which the temporary relinquishment would expire should be |\ -
indicated.

3. Typed seniority list which has not been published/communicated should not be '1
N, sent or accepted. R :




FRU-FURNA-I
ANNEXURE-V
(Vide paragraph 3(ii) of G.O.)
BRIEF PARTICULARS ABOUT THE OFFICERS TO BE CONSIDERED FOR INCLUSION IN THE
PANEL.

1. (a) Name and designation of the officer and
the scale of pay attached to the post
now held. -

(b) Classification of community
(S.C./S.T/B.C/M.B.C/D.N.C/O.C)

(c) Name of the community as specified in |
. the General Rules (except O.C)

P

(Colums (b) (@nd.(c)-are applicable only . _ .
for the posts for which rule of X :
reservation is followed for recruitment F
by transfer to higher posts. -

2. Age and date of birth
3. Date of retirement

4. Educational gualification. Special
quelifications. if any

5. Training undergone

6. Datz of regular appointment, date of
completion of probation and total service in
the post presently held. If, on O.D. period
from which he is on O.D. -

7. Whether the officer has acquired all the
-quelifications prescribed in the Special or
Ad-hoc Rules for higher post including
previous experience, teaching experience,
special training. ...

8. Whether any charges ar pending against the
offzer, and if so, indicate the period to
wh ch chargss relate, nature of charges and
da:z from which pending, the present stage.
Reasons for delay in finalishing the
disziplinary proceedings. ‘Whether any
apoeals are pending and if so, the present
stzje. -

(a) Extract of charges pending urder rule 17(b)
of the Tamil Nadu Civil Services
(C assificaticn, Control and Appeal) Rules:

)

(ii)

(iii)
(b) Extract of Iapses_for which disziplinary action
urder rule 17(a) of the Tamil Nadu Civil

Service (Clessification. Control and Appeal)
RLles have peen instituted.

—— - e — . —
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Rules have

a) Whether any vigilance or other enguiries

@ﬁm\ci’

are pending against the officer and, if so,
indicaty, the details therzof nature of
irregularXjes lapses for which he is
procesded\ against, perivd to which
lapses relat
C'f@ e)
(b) Present sta of disciplinary

proceedings.

s

10. Whether anyv penalities have baen

send penalties imposed and dale
impositicn of the punishment
orders
attached.

. imposed
on the officer and, if so, the nature of iapses
of
Copies of
imposing  punishment should be
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given effect lo, if not, lie reasons o
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details therefor and whether they have

been.commiunicated to the ingivicual

ci:mne of Personal File of for the la
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(i

7

}f_

st| Frem 7o Rating

Adverse remarks, if
any (if there are no
adverse remarks put
"Nil'. (In no case, it
shou!ld be left blank.

(3

{4)

T ey

12 Whether thp mdwidua. has Deei ccn31dered
earlier in the last Panel, and passed over. If

S0, Teasons herefor may beindicated.



13, Specific recommendation of the Head of
Department

14, Sbecial remarks of the Secretary 1o
Government of the Administrative

Department.

15. Views of the Personnel and Administrative
Reofrms Department.

16. Recommendations of the Departmental
Promotion Committee (i.e. whether
considered FIT/NOT FIT/DEFFERED)

17, If considered Fit, orders of preference will be
the order of their seniority unless contrary
intention is expressed by the Committee)

( )

Chariman, Departmental Promotion

Committee and Chairman/Member,
Tamil Nadu Public Service Commission.

( )« ) )

Member, Departmental Member, Departmental Convernor and Member,
Promotion Committee Promotion Committee and Deparimental Promotion
and Head of the Department  Secretary/Nominee to Committee and Secretary to

Secretary to Govenment, Government of Tamil Nadu,
Personnel and Administrative

Reforms Department, Department, Chennai.
Chennai.

** Added vide Government letter No.54997/5/2001-1, dated 23.10.01.

Note:-

(1) Particulars in respect of persons retired and those whose relinquishment of right for
_prornotion has been accepted and final orders accepting such relinquishment have been
iIssued by Government, need not be furnished.

(2) Pro-forma particulars in respect of persons who have relinquished but whose
relinquishment has not been accepted and orders issued by Government should be
furnished. ‘ '



