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No , fol.:t(14)-E ( Coord)!?7 
Go..:e:"",snt of India 
r"'inistry of Finance 

(Oepart"'ent of Expenditure ) 
•••••• • 

" 

New Delhi , t h .. 25th Octobor , 1977 . 

orr I CE rm~O)!EJ&I:!!l 

Subject : Transfer of posts within an otganis atiol'l - applic tian 
or ban orders , .. .. .. 

Tna undersigned is direc t oL.! t o say that instances haVS come 
to nolica uhan II post sanctioned for a specific pU r pose in an 
otganba t ion is dive r tod for another pu r pose at the SB'110 or 
differenl station and/or utill,,~d as a standby to accon"'1odale 
an officer awa i ting pos t ing ordnts or to !'lake use of the service" 
of an officer for some spacial ito .. of uork otc . Such diversion 
of PO'its obviously l"ads to the conclusion that the purpose for 
unich the post UilS originally crtat"d ha9 c8ssod to exist and 
diver,ion h effected t o cope witl1 so",e nO!o.I i hrtl of OJe r k , Ilot
uitt:standing the fact that such an·angemont i!l within tl1e 80me 
ced:"e/orgillnl,sation and/at at the same or different !Iutions . It 
has been daoided that such oa.!l'" of divotsion/tr<'lnsfor/adjust
mont of posts uould amc.unt to c r eating now posts end thcr<lfore , 
attt ~ct the ban orders at presont in force on creetion of fresh 
posts-vide this f"linist.ry I, o . r·I . NO . F" . 111(1I) - E(Coord)/71 dated 
27th I·;ay , 1977 - and prior cleaunco shoulJ till obtained ;,t the 
appropriate level bllfore resorting to such a practice . 

so/
J . P. ba, 

Joint Seo r e t ary t o tho Govt . of tndie . 

11. 11 Minbtries!OepH, . of the Gov t . of India ege • 

.... .. .. . 



N~_ 7(7).£ (Cl)OrdWJ 
Gov,ml<nl Df India 
M1n"tty of FLnance 

D'IJ(mmtM (}J £xP/' I1<i """ 

on'lct: MI::MORAr'WUM 

~"bj""l: h,v",JInY on llIimJ",mmr>" tXptttd,llUe of 1M Go\lUrlmt"' 
Il,," ",II Crtal"'" of fJ(wsl[rllmg up of\'n,ar.c,~s 
G"~k"",, far prlXl'SImg oj ,OJ'S. 

n.. 'J!ldel" ~ned ,,<l.rocltd 10 "Ie' '" IIHS "II" iSIT), '5 O.M, No, F. 7(l)-E. Cooni/84 dated 1ll.2Oth lU I '0. 1 9~ '" '" ,,,,nd~<l "0m wnc 10 
LU,," ,,,, \I," .u bje,;, indlCaloJ abo'e ",,<I \0 >!ale thai inSIruC'.'u. already ~'i>' for han {)Il cmtut>nlfi lhn £ UpOI posts ontllll< p,aced .. , 10( 

""_.",,n !helC~'1 III C>«P<JMOI.I ciocllln,,,,,,,,,,_ Some oJoubl.< ,,"'hich arose in Ill" I.gard ""('~ alw clarifle<l from Un", U) "'tIC, FL"')":! 
,.mf'G' U L ,," :1J c, hOY.-,· ,'C'. be Ln~ ><lUg h I by ,1lI"ious Mini,UWsl!)cp,uun.nt.> c!C. n:gardm£ the f olioI<' ins 1""0 point.>. Tbe ffLl<Iltt ha.; !)t'<JL 

,.,,_kle,«l HI "' .. ~lmi"'Y and !he COf"feCl position i. cl."r",d below aj!.inSl<""h po;n~_ - -
P{)I~TS 

'." \>"hc""'er hig!lc, Ie,'ol po ... .." 
"bol"hc~, ",beth« JUIU", lewl 

1"'" "'" ,tl>o W bc aboli'hed '" a 
''''''''GU"'''''' 1 ~e,,'01 

I, ,r i"'" " · .. . (anl or be ld '" 
",,"yaH"" t, ~ ,,>me Ilmc. wbelllcr 

lhe I" ,,' e"" t>< I, 11'-" up or ,e \' L 'c<I. 
"" ill< c .. '" In.) l;c, h)' ill, 
al!mm','!faUI'<' Dcr"IM in,,,'Y 

GROl'I"A' I'OST~ 

GIWU I' ·U". 'C' /1<'11 I'OSTS 

'(),~·I'I.AJIII'OSl·~ 

(II I;fWUI' ',1. ' POSTS or AND 
AIIOVE Tim LEVEL m' 
JOlW SEC II ETA IUES (R" 
5900.6700) 

IU) (;1I0UI' 'A' I'U!>T~ BELOW 
THE l.EVEI. m' JOINT 
S~.CRETAIW AJIIll GROUI' 
'11'. 'c· /I< ' 0' I'OSTS. 

CLAIIU'ICATIONS 

Ye,. whcno"Cf highe' Iev.1 posts art obolLsbal. il will be """e>.>afY to abohw 
1",.-..onaI/,upponing <<aff of!h3l bigll<r Ie"el jlOOl(,) . i",ultanwusly In ad<!iUOI' 10 ,",'II 
obo~u on. it will alw bc dcs!J1\ble 10 ha.c • work Slud)' COOL:i L."N[lO do l"nni"" w"", milc' 
r< '''''''''unng and .boliuoo of lower I. ,'el pow I<'Ould be n:<j U Lr<d "-" " "'SU II of abol LIJOn 01 lhc 
h'gbe,poSl(s), 

[( a p,m is MId in "OCyAAct '" rema;ns unfilled for " peri od or on. yoaror morc. il I<'oo.ld be I 
dctUlOO 10 bc :.bolishe<l. In lCSfllled Finance of eoch Mi''''\l)'J"D<:panmenl rrul)' ITIOI,itm 
abolm<)n of SUCh ["(l'" an<! en.llle ma, abOhtIDn 01 <\<'" arc ;'"uoJ ""~ Li" ,~'" ,no"~r of ihc 1"'," 
fcrnamml un!illed/hol~ '" abey''''''" f'" !he pcrir;>d ~f <me )'e .. If lh< po>! ;. requ i ... d 
,ubs"'J u.lUly , !be l'fC>'TiM pf("""IU,efOlCfe.a~{)Il of ne'" P'= will hav" 10 be f(~lw"tl , ,~' 

as trion), >e' 00 ' 0010,,",'_ 

AftP'O'-alofFinance M;"I>II.'f w;1I bc r"'lUlfai 

May be c"t",,,,<l ,,',Ill ill. "WO)'ai of Secrelal) of 1M aoJmu",U"al"'< Mm',!ry/J)Cpar1m'"1 
pro.ldtd;_ 

(i) 1bc expeooil"'. 0/\ "'13l>1i.<I .. """, i, ... ,ilHn 10% of tlle projoci COSI; 
(il) Tho roo"" '" tc Cf""",01 ''''' in cooform, L), "' illo llo. pre>Oib<d "00",; ;,nd 

(iii) GfOIlr 'N posH,). If n« .. ""Y. ha,. bet:n appro;'ed by !be Finance Mini."" 

Moy be "",,alal "",llo !be approval of Cabmel of"" obtaining the appro,a! of Fin",,,,, 
MilU'lOr 

Ma)' be <Toaled "'Lm !be "I'proval of Finance Mm,-"c, 

C""UOIIIfLlhng up of po5U bot.b PIM and Noo-PIarI " u) be Jooc ;\fIe, 110. posts which have 
been fOIl"" ,u'I'lu, as a .... "It afre",el<' , ha'e bet:n abolir.he<l, 

For ere O!;o" ofN 0<" Plan posts ma'chl ng "'" lng' "'" .-equ;""d , which slk"uld bc h y suncndr!r of 
)lO<'-' in \1\0 >alr>< group or of post.> In lhe iflLffiN[lale line of promotion 

, PaM" whIch are foooo ju.Ur.~d "" !he t'mj, of "'llr~1oaJ ami funcuuml jUSlu,catioo "an (01)' 
be ,..-.:al,,j, 

All MLlUM'" "'''' Oeparunc,,1' "'" rcque,,,,d to kmdly 1IO\e!be abo". clanl,cauoo, for luir;. ronplianc •• pankul",ly In "io'" 01 
Ilk' I,,'cd t<~ ado!j1u"¥ ~U"I<-riIY mea,""" 'Of coo"""u's CoO,ernmen' C'p<,,,lilure in II,. prc>;em """"OID'C =nari<>. Tbcy ma), aho i ....... 
m,IfU<LlOn, to !bel.- alLlrikd and ,ubo<dulalC offIce, (ill.:lOOmg U.T. Adm".) . nJ mon,tor compliaHce, AUIC)nOII'LOOS BO<lic~ under Ihe 
"""",1 (If Mm<>l",,-v"Dep.anmenl.> ilia), ai,,, be """c"" 10 fl~low these datU'",>",." mutah, mutaflLlis. 

loint S 

All Mmis!Iler.iDeparrrn<nlS 10 tho Go"emmem of India .• tc. e!C, (0& pc' ,w\<l.\[" .,_"ribuu(", liSl). 
All FA. (by nam.) 

{r~ 
(D. " 
"")' 10 ~,c ( lVI_ of In(! .. 



No.7 ( 2) [ . COo rd/9 5 
Ministry )f Finance 

Department of Expenditure 
E. CO"l rd Branch 

••• 
N! w De Ihl, the 30th May , 1995 . 

OFFl CE MEMORA~DUM 

Subject:-Proc!dure to be followed in rege~ to creation/ 
continuance of high level posts • 

. . .. .. . 
The undersigned is directed t o refer to this 

Ministry's O.M.No . 7(17) - E. (Coo rd) /90 dated 28.3 .90 on 
the subject indicated abnve an= to clari fy nelow the 
correct orocedUre as ;Jer latest instructions/omctice 
for creation/continuance of high level posts: 
Con tinuance : 

Pro~osals ror continuance of pos t s of'Secretaries, 
Soeciel Secretarie s , Additional Secretaries and equival ent 
p . sts are required to be referred t o t he Deo.rtment of 
Ex:::oenditure on !ile t hrough 1FU for examinetion/approval 
of the secretary(S), Sec re tary( ~ersonnel ) and Cabinet 
Secreta ry . For continuance of the Secretary level posts 
B:)oroval of the P.N. has also to be obtained by the 
ad~inistrative Ninistry after cabinet Secretary has cleared , 

This need not be routed throu gh the Ministry of Fina~ce. 

£rea tion; 
(1) Proposals for creation of ADn-Plan posts of 

Secreta~i es , Syecio l Sec r~taries , Add~tlonal Secretaries , 
Joint Se-c re,taries or equi valen t require the appro va l of 
the Cabinet (aHer off e ri ng mat~hing savings by abolitiQn 
of P~sts of the same gr oup or in imme diate l ine of 
promotion) and for this purDO se administrative Ministries 
at'e required to :lreoare a draft Note for the Cabinet an-!, 
t'efer the same to the Department ot Expenditut'e for examin
ation and getting aporoval of the Finance Minister before 
the same is subcitte~ by t he a~inistrativa MiniGtry 
(aftet' inCOrJ,)orating ... iews of Finance Ministry) to the 
Cabinet for approval. 

;1;~(,;i:'~)t~;T~h;'~~~:~~:1![~1;f:~l~ii~[;::~~~~:r!: of 
the appMval 

r eQU ire!!. to 
prepare a Note the Cabinet and the sa'1:Ie 
l after getting the appr oval of EFC/PIB to the Scherr.e) to 
the Depnrt~ent o f Expenditure fat' examination and getting 
ap~roval of Finance Minister b~fore the same 1 s submitte~ 
by the ad~nistra tive Ministry (after incorpo ra ting views 
of Finance ~1inis try) to t he Cabinet for a;Jproval . Plan 
posts of Addit ional Secretaries , Joint Se r r etaries or-
equivalent pos ts could be crea t ed with the appr oval of the 
Finance Ninister and orooosal~ 1n this reBa~ are required 
t o be sent to the Deoa rt~nt of Expenditure on file 
alongwith other lower \.lOst!!! , if any , after EFC/PIB ' s 
aPDroval to t he Sche::1e , with ell requisite details/1nfor
~ation (lncludinr, funct i onal justification for the oosts) 

eon td •• 
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through Integrated Fi~anc~ £or deteiled e xami ne~ion and 
approval in Ministry of Finance . 

of 
b. 

(iii) Proposals relating to continuance ~r cr~atton 
personal s t aff of the se nior level ~cSt5 shcUtl 3150 
simultaneously orojected . 

Hindi version is enclosed . 
• 

i) All Financial Advisers. 

(I;..K. }ful) 
Directcr ( Pay) 

ii) All Ministr1es/Depart;nents of Govt . of India. 
iii) Private. .Secretaries t o Secretary( E) , 

(Persorme l) and Cabinet Secretary . 
Secretor y 

\Y"/ 
(I;..K. HUl) 

Director (Pay) 

• 



F.No.2(2)-E.Coord 1/2003 
Government of India 
Mini~try of Finance 

Department of Expenditure 
••••• 

New Deihl. the 30 th October, 2003 

OFFICE MEMORANDUM 

Subject:- Staff Inspection Unit - implementation of reports - Instruction 
regarding. . .... 

Th~ instructions r~garding impl~m~ntation of reports of the Staff 
Inspection Unit [SIU] of this Department were issued to all 
Ministries/Departments vide Department of Expenditure O.M.No.F.I(S7)
E.Coord/80. dated 20'" November, 1980 and O.M.No.F.l(49)-E.CoordJ87, 
dated II'" January. 1988. 

2. As per provisions contained in para (g) of the O.M. dated 20'" November, 
1980, the staff declared surplus in autonomous bodies is not re-deployeC! by 
the Central Surplus Cell of the Department of Personnel & Training but is 
required to be adjusted against the furure vacancies and normal waste out. 

3. Th~ above mentioned instructions have been examined in the light of 
experi~nc~ gained Over the last two decad~s. It has been observed that whilt: 
surplus manpower had remained unadjusted in certain autonomous bodies, 
few other bodies were found to be recruiting persons from open market as 
there existed no provision to re-deploy/engage the persons from one 
autonomous body to another. To obviate delay in adjustm~nt of surplus 
manpower and to gainfully utilize their services, by way of re-deployment in 
such autonomous bodies wh~re th~ additional manpower is needed. it has 
been decided that as and when any autonomous body intends to go for fresh 
recruitment from open market after observing the instructions issued by the 
Department of Personnel & Training vide their O.M. dated 16.5.2001 on 
optimization of direct recruitment to civilian posts. SIU of this Ministry would 
invariably be consulted. This would enable SIU of this Ministry to explore the 
poS5ibilities of re-deployment of staff from sueh autonomous bodies where. as 
a result of study by Slu. surplus staff is still awaiting adjustment and could be 
adjusted elsewhere. In no case, autonomous bodies would go for direct 
recruitment from open market without getting the 'No Objection Certificate' 
from the Staff Inspect Unit of this Ministry. 

4. Ministry of Home Affairs etc. ar.:. requested to kindly issu~ suitable 
instructions to all autonomous bodies under th~ir control for strict compliance. 

~ 

;I /,-J.......Ll 

To 

lsUshama NathJ 
Joint Secretary to the Government of India 

All Miai.tries/Departmeat. (u per .ta.adard list[ 

Copy to:- 1. All Financial Advisers 
2. Department of Personnel & Training 
3. Staff Inspection Unit 
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No,F. 7 ( l }/E (oo~d.I /M(>6 
Government of India 

Department of ExpenditUTC 
Ministry of finance: 

•• • 
l\cw Delhi. the 24th ]'ebruary 2006 

OFFI CE MEMORA:oIDli~1 

Sub:· \lan on trcaliun of pOSIS' C hecklist for processing cases. 

The undersigned is directed to Tt'fer \0 OM No.7(2)1E.Coordl2005 dated 2Jrd 
I\o,ember 2005 regarding Budget/Expenditure Management" !:ooJlOmy measures, 
rationalisation of expendirure, and measures for augmentation of rc\'cnues. 10 p3ra 8 of 
Ihe 0\4 \1inistries!DepartmenlslAutonomous Institutions have bl-c;, instructed thallhefl~ 
shall be' a ban 00 Cl'l'3lion of new posts till [unher orders. Any unavoidable proposals for 
lhe creation nfposl:>, includillg Groups B,C and D posts, \\-ill (:ontinue 10 be Tt'fo::rred to the 
Ministry of Finance (Departn'lCnl of Expendi ture) for approvaL The proposals would 
necess..rily ha~c \0 be based on new organisation and accompanied by malehing sa'-mgs 
from existing related establishments, Outsourcing of routine services ~uch IU clcaning. 
maintenance, moving papcrsldak CIC may be encouraged. 

2. Mlo Finance has been receiving various proposals for cn:ation of POStS from 
difrerent Ministries/Departments. A perusal of the proposals reveal Ihm oftcn such 
proposals arc incomplete and do not contain critical d~tails such as name, designation. 
pay ~Ic. categoryfgrode, functions, .... orklo.ld, Recruiuncnl Rules of the poSI$ and so on. 
More<wer, details of the organization sueh as the existing hierarchy. sanctioned and 
existing poslli calegof}-wise. \'acancies irocluding dale of vacancies, posts abolished in the 
lUI five years as 8 consequellCe of 10% CUI or implemenullion of Expenditure Reform~ 
Commission (ERe) recommendations. functional justificallon, matching sa'-mgs. 
possibilities of redeploymentlOUl'lOurcinglhin: etc. which are absolutely imperativc for 
appraising the proposals are missing_ This leads to back refert.'nccs and dclays 

3. Kecping the abovc in ~iew. a comprehensive checklisl has now tx:cn dcvised 
laking into ~ccount the latest extant orders on the subject. All Minislrics/l)cpanmenl5 are 
requested 10 refer fresh proposals for creation of posts complying with the oew checklist 
(copy enclosed) 10 avoid back and obviale delays. II may be notc<llh~1 any 
proposal which is not sent wo.,ld be rctumed, The proposals 
m~y invariably contain the i I Adviser. 

To 

(i) Al l Financial Advisers. 
(ii) All Minis1ries/Departments oflhe Government of India, 

L;·, r ,A. 

(Anumdlul Milr.l) 
Dim:tor (Pay) 

Tele: 2309 2907 



Chft'k,Li,t of IDronnationlll~ulls 10 be fllrnlshed ",itb casa ror creation of potlll. 

l"ame and DeSIgnation of the posl 

2. Pay ",ale of the post 

3 Gradelcat~gOl)" of tile post 

~ Scicnllfic/te;:hnical or adminimntivc nature of the po~1 

S. functional ju,tificatlon i For e~d\ of tne cattgory separately). 

6 How "en: the functions oflhe post being managed in the absencc ofil. creation 

1. Duties and responsibilities of IIIe post (Job d<:seriplioo for each position). 

I. EHential and minimum qualifications oftbe posl 

9. Ft«ruitmcnt Rules rc1evantlo the POSI 

10 Mooeoffiliingup Iheposi. 

t I Immedmtc feeder po.t jn the tine of pro mOl ion. 

12 Immediate promotio" POSI itt Int hien"chy 

13. Workload oflhe post (Exln1cl ofS1U study. if any). 

14. FinanCial implications for crealio~ of the post. 

The OI""l:"Di~~liun 

I. NanteofthcorganiJ.3.lion. 

2. Detailed san<.:tiOMd stn:ngth (~tegor)'-wise) wilh pay ",al..,. . 

. 1, Octailed actual strenglh (calcgory·wise) 

4 Details of ,·."aneies datc·wl'" 

S Whether the organisation has I>ccn studied by SIUlIWSU. Is So, dctail~ 

6. OelailJ of post. abolished in me la$t fi.'e years under various catego-ric$ like a) de<:m~-d 

abolition; b) 10% cut; c) SIUI1WSU study; d) ERe rooornmcnd3lions: e) DO!'T O~ dll1w 

16.S.2001 on OfItimisation of dir«t nx:",I~nl to ei"ilian pos,.; and I) any OtMr ICasons 

~uch IS periodic rc..'"",.,., "'indlng up etC 

1. P<nsibililics of re-deploymcnlloulSOUTClIIglhiring OUI of sen>ien. 

8 Matching savingi' {With specific po$U. which an: 10 be surrendered. 

9. Cosu ([loth recurring and lIon.rectlrring), 

10, Additional information , specific to this proposal. 

... 


