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TAMIL NADU PUBLIC SERVICE COMMISSION  

Office Order No. 160 , dated  12 .01 .202 1  

(Amended vide Commissionôs orders dated 28 .04 .2021)  

 

Sub.:  Vehicles and Machineries Department ï Purchase 

and Maintenance ï Hardware Policy -  Training  ï 

Regarding . 

 

-------  

  

        The following order s are  issued  with regard to the purchase  

and maintenance of personal computers, printers, scanners, servers,   

copier  machine s and other electronic gadgets , hardware / software policy  

and  training . 

 

(1)  The concerned  Assistant Section Officer  (ASO) /  Assistant Section 

Officer cum Programmer  (ASOcP)  / Personal Clerk ( PC)  / Personal 

Assista nt ( PA)  /  Private Secretary  (PS)  / Typist /  Data Entry Operator  

(DEO) / Assistant / other staff shall be  responsible for proper cleaning 

and usage of the given Personal Computers (PCs) . Care sh all  be taken 

to  proper ly  shut down the provi ded electronic items after use, without 

causing any physical or  software damage.  

 
(2)  The section / staff after receiving the Tablets , Laptop s and other 

electronic gadgets , shall  use  the m, taking care to avoid  any damage 

and shall hand it over to the  Vehicles and Machineries  

Department ( VMD)  safely,  upon  completion of the work,  with  due  

acknowledgement.  

 
(3)  The s ections /  PC / PA / PS provided with copier  machines  and 

scanner s shall  avoid multiple handling.   The respective  staff sh all  learn 

to use such devices . 

 
(4)  All air conditioners installed in the  Commission's office premises  

(viz. ,  officers ô chambers,  board rooms,  confidential areas , etc.) shall be  

installed and regularly serviced by the Public Works Department (PWD)  

in co -ordination  with the VMD.  
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(5)  The h igh -capacity generator installed for power back -up shall  

be regularly serviced by the PWD in co -ordination with the VMD.    

Fuel ( diesel) for the generator shall be  provided by the Commission ôs 

office . Video conferencing facility,  public address system s, projectors , 

franking machines  and  binding machines shall be  maintained by VMD.  

 
(6)  All PCs,  printers,  servers, scanners,  copier machines, shredder 

machine s and other electronic gadgets  shall be  maintained by VMD .  

 
(7)  The R everse Osmosis (RO) s ystem inst alled to provide potable water  

to the staff of the Commission and candidates shall be  maintained by  

the VMD.  

 
(8)  Biometric entries relating to  staff attendance and  the Entrance 

Control  System with Automatic Boom  Barrier shall be  maintained  

by VMD .  

 
(9)  All surveillance cameras installed in the Commission ôs office premises 

shall be  maintained by  VMD.  The VMD shall ensure that adequate 

storage facility is made available so as to satisfy the pre -determined 

storage criteria . 

 
(10)  Installation and maintenance of Local Area Network  (LAN) and Wide 

Area Network (WAN) shall be  done by VMD.  Web connectivity shall be  

provided by IRCTC  (Rail Tel, TNSWAN and BSNL) . 

 
(11)  All vehicle s (cars,  vans and  Jeep s) belonging  to the  Commission   

shall be  maintained  by VMD  in co -ordination with the Director,   

Motor Vehicles Maintenance Department , Chennai -42 . 

 
(12)  The vehicles  belonging to  the Commissionôs office are  intended for use 

by the Chairman and  Members of the Commission , the Secretary  and  

Controller of Examination s as well as  the staff , for official purposes.  

 
(13)  At  the close of day (i.e., during nights) the vehicles  shall  be parked in 

the office garage.  
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(14)  A log book shall be maintained and necessary entries shall be  made 

therein by the driver s and countersigned by the person using the 

vehicle .  The log book sh all  be put up to the Under Secretary every 

Monday for scrutiny. A running note file for the log book sh all  also be 

maintained to facilitate verification . 

 
(15)  Drivers attached to the officersô official vehicles shall  be paid admissible 

rate of pocket money  and bus pass / conveyance as per the existing 

rule s from the contingenc y fund.  Drivers claiming pocket money  and 

bus pass shall  maintain proper attendance for their claims.  In cases 

where  public t ransport is not available  / d uring odd hours , drivers shall 

be permitted to  claim auto fare from their residence to office or office 

to residence ( one-way fare only).  All drivers shall  ensure that  vehicles 

are maintained properly . I n case of  any damage , the respective  driver 

shall be  liable for recovery a s well as  disciplinary action.  

 
(16)  Machineries,  computers,  printers,  laptops,  scanners and all other 

essential electronic gadgets  purchased shall be  entered in the  

Stock Register maintained in VMD and  periodically submitted to the 

Under Secretary and Accounts Officer  for verification a s well as audit 

by the Accountant General . 

 
(17)  Used  and obsolete electronic items,  machineries , etc .,  used in the 

Commissionôs office shall be disposed then and there, following the 

Government ôs e Waste guidelin es. 

 
(18)  The Commission's website is being  maintained by  ELCOT from 

04.11.2020 , in  co-ordination with the Tamil Nadu State Data Centre .  

Until  03.11.2020 , it was maintained by National Informatics Centre 

(NIC ) . Modification,  alteration,  updation,  t raining  and  security auditing 

of the Commissionôs website as well as  other softwa re modifications 

sha ll be the responsibility of the VMD.  

 
(19)  All machineries,  electronic gadgets,  etc. ,  shall be  purchased  through 

ELCOT / other s, by calling for quotations from the o pen market.  

 

(20)  Problem s in the given computer s or other electronic machine ry  shall  be 

informed to the VMD by making an entry in the Complaint Register . 

The  VMD shall  take immediate steps to solve the issue , through  the 

service engineer.  
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(21)  Hardware Policy  

 

(a)  Computer s and related hardware shall be purchased through 

ELCOT or by open tender.   

 

(b)  All technical sections , viz., Post Selection Department ( PSD) ,  

Oral Test Department ( OTD) , Confidential Department ( QD) ,  

Application Processing Department ( APD)  and  Evaluation 

Department ( ED)  -  [Onscreen Marking ( OSM) ]  as well as  the 

Certificate Verification  Hall shall  be provided with the latest 

desktop computers once in three  years.   

 

(c)  The used desktop s from the said section s,  after s ervic ing  by 

technical staff,  shall  be provided  to other section s.  

 

(d)  Used computer s which cannot be utilized further shall  be 

earmarked as  scrap after a proper certificate regarding their  

non -usability, from the tech nical  committee constituted for this 

purpose from time to time.   

 

(e)  A l ist of computer s, servers, copier  machines, scanners, printers 

and other electronic utility are given in the Annexure.  

 
(22)  Software Policy  

 

(a)  From time to time, the Commission undertakes  several  initiatives 

to automate the execution of work effectively, efficiently and 

systematically in the form of design and usage of  software 

applications.  

 

(b)  At present, s uch automation  include s:   
 

(i)  Examination related activities like Computer -Based Tests, 

Examination Management System, Onscreen Evaluation, 

OMR Scanning / Processing , etc.  
 

(ii)  Non -examination activities like Counselling, Onscreen 

Certificate Verification, Access Control Entry System, etc.  
 

(iii)  Personnel related issues like Leave Management, Deputation 

Management, Posting / Transfers  Management, etc.  
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(c)  The software application based  systems shall  be periodically 

updated by revisiting both  the  logic (based on the rules 

governing examinations  / other activities)  and the language in 

which the application is written .  

 
(d)  The updation shall  reflect the latest advances in the field ,  

in order to ensure  that the software application  does not be come  

a legacy product , depend ant  on the  vendor.  

 
(e)  Vendor s shall be engaged  only for software  development  and 

upkeep , by way of an a nnual maintenance con tract .  

 
(f)  The day - to -day operation of the software s hall be undertaken  

solely by  the staff of the Commission .  

 
(g)  In achieving such an objective, periodical software training  

shall be given to the staff ( in the cadre of Assistants  /  ASOs /  

ASOcPs)  of the  Commission.  

 
(h)  At present,  applications such as  Man Management, Examination 

Management System, Onscreen Certificate Verification, 

Counselling, etc.,  have been written / are in the process of being 

written . As many as twenty staff have been given training in  

general, in Power Point, G Suite, Development of Web/Windows 

application ï HTML, CSS, Java Script, JQuery, C#, Asp.NET and 

SQL Server , for a month , to give them first -hand experience  of  

the above said applications. Addition ally,  staff have also been 

given job -specific software application training in handl ing  these 

applications on a day - to -day basis.  

 
(i)  In the future, such in -house, job -specific software training sh all  

be given in the month of June / July, for a period of not more 

than one month.   

 
(23)  Training to the Staff of the Commission  

 

(a)  The staff of the Commission shall be  given Hardware , Networking 

and Server Maintenance  Training  regularly every year, for the 

purpose of rectifying defects occurr ing  in the hardware used in 
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the Commissionôs office  so as to attend to the defects  in  their 

section computers themselves , in  the  long run.  

 
(b)  The trained staff shall be posted to VMD section for half -a-day on 

rotation basis , to utilize their hardware knowledge to rectify the 

issues aris ing  in various hardware components , from time to 

time. In the fourth year, the first batch of  trainees shall be 

relieved from compulsory pos t ing in the VMD section.  

 
(24)  Staff Pattern in VMD  

 

One ASO cP and  two  ASOs possessing  technical qualification such as   

BE in Computer Science and Information Technology  /  Electronics  

and Communication Engineering , M aster of Computer Applications ,  

MSc (Computer Science and Information Technology ), etc. , shall be 

posted  in the VMD . 
 

 

 

 

é Annexure               K. NANTHAKUMAR , I.A.S.  

                                                                                                Secretary  
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