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The Pril1cipal Director, Defence Estatcs 
Ministry of Defence 

\:Y S PEED PO,,' I 
N o. 25;MisclCIDEr2,"}~ 

Go·1t. of India, Ministr: of DelCl·cc 
D irectorate General De :ence ES(a° ~:; 

Raksha Sampada 8 ha"a:1 
Clean 8ataor Marg, De lhi Caon· IO 
New Dclhi·1 100 10 
Datcd: l. l Septcmber.20 13 

Central/Eastern/ Northern/Southern/ Westem Commands 
Lucknow/KolkataiJammufPuneiChandigarh 

S ub:- Revisetl Guidelines to St ,·oomlio . th e Proced ure for Direc t 
Recrui tmen t of C antonment Board Staff 

,0 1'\ ~ 
Reference DGDE letter '[0. dated l2'" November 2(1l0 on streamlining tile 

procedure fo r direct recru;tment of CantorU11ent Board staff. 

2. . In ·order to streamliLle the procedure COL' recruirmcnl of employees in 
Cantonment Boards, the following revised instructions are issued for observance and 
compliance by the Cantoomeot Boards/CEOs:-

(a) Cakulation of Vacancies 

(i) Thc appo inting authorilY should ascertain the vacancies whicll 
actually exist and are likely to arise by the time selection process i3 
finalized. Tho vacancy position shall invariably be determined with 
rereron ce to the Scale Regis ter which should be duly updated. 

(ii) The number of vacancies proposed to be fdled up against 
sanctiOl:ed strength, shall be split up amongst various categories, e.g. 
general category,. SC, ST, OBC etc, in accordance · wi th the lat~st 
instructions issued by the Central Goven unent from timc to time. 

(iii) As already instrtlcted under DGDE letter No. 
251MisclCfDE/2004 dated 13.01.201 1, if a vacancy could not be tilled 
within one year of its having arisen, then prior approval of rDDE shall 
be obtained to fill up the vacaLlcies, be ir on regular Or contracl basis. 

(b) Public Notice 

After ascertaining the vacancies and obtaining approval of the 
competent authOiilY , wherever required, the CEO should glve a public Notice 
in two local newspapers having wide circulation ;n the area and tile 
Employment News. The demruld should be sent to the Employmcnt ['.xchange 
also. The public notice should contain thc follow ing:· 
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l i) DCl3.ils of posts to be ri ~kd tl) lllLl die post:; re~er vcd. 

(ii) Deta ils of lower/upp"r age li mit fu r ea.:: h post, alongwith tile age 
rel~:(at:on as applicable for euch :atcgory, Cut orf Lhte for c,etennining 
rhe age (wh!ch shodd cor:nal iy be Ihe laSt date for r,ce 'pl of 
a"p lication) . 

o:\'"n l 'l -, ~. , 

(iv) The last clat" of rece ipt of applicatio!1 (under no circumstances 
should the applications received after the last date be considered) . 

(v) Examination fee, if any, and how it is to oe dep03ited (the mode 
of payment of examination fee shou'd generally be a demand draft or 
Banker' s cheque). 

(vi) The details of mode of selection i.e. wl1ether the selection will be 
based on ski!! test or written test or interview or a combination of t\vo or 
all of :hese. The subject of written test, duration as well as the types of 
questions to be asked (objective/descriptive) in the test should also be 
mentioned. 

(v ii) Details of docl1n\ents to be enclosed with the application form, 
such as caste certifica.te', ql..lcllification certificates, certificates showing 
date of birth as well as nLlmber of self addressed envelopes, number of 
passport size photographs, acknowledgment card, etc. be given. 

(viii) If the applicant wishes to apply to more than one pOSt, separate 
application for each post should be obtained from the app licant. No 
application should be accepted which is incomplete. It should be 
mentioned in the .advertisement that in the absence of these documents, 
the application is liable to be summarily rejected. 

(ix) The date of examination 

(x) Application format. 

(e) Screening of Applicatio ns 

(il All the a?plications received on or before the last date of the 
receipt of applicat ions, should be acknowledged by stamping the 
acknowledgement card and posting it back to the candidate. 

(ii) The Screel1ing of applications received upto clue elate should be 
done by a Screening Committee constituted by the CEO. The Screening 
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Cuuminee. should ha;,:e minimum tiu-ec officidls of {he 30ard.\The 
s.e[2.i!s Qf each npplicalion should be entered Oil the ~:<.cc:l shl!et w\th <:\ 

'remarks' co lumn giving reasons in case of rejection O~- an JPplica~ion. 
N;) application should ordin,.-ily be rejected merely dLle t;) 0'Pogra?~ical 
~rrors. In sucb cases, candidates SilO Llld be in fo rmed about sl10rtcomings 
0r riefici~ rv::i~.s in rt ppli r:'llioll ~nd ask,,:rl tn chi'; h: rll '~ same ~':inl 
";'j(,t",tlilt;..; ,J,,·' t!ll'':: ltl -:. '.ll l Itt,,;; ILtY u~ :..bP t '~:;t\l;ii \'L~n t::.-:~_: II .... r:: .. :l;"':·:·, .1,~ 

the case may be. 

(d) Iss uance o f Ad mit Card for lhe T est 

(i) IIall Ticket: Screened-in candidate; will be informed' of their 
eligibiliry by way of a Call Lener and a !-Iall Ticket issue': to them 
th;'ough the self-addressed envelope at le~st or,e month cefere the date 
of ex:amination. The Hall T icket will contain photograph, name, sex, 
caregory and the date of birth of the candid,te, name of P OSt app' ied'for , 
llis roll number, date, time and place of test, the name and telepllone 
number (mobile number) of the contact Derson in the Cantonment Board 
office etc. . ; 

(ii) The details of percentage/ weighmge assigned to the written resr, 
skill 'test and the interview shall also be mentioned in the Admit Card. 

(e) '"veigh t,,!!c to "V ri ttch Tes t/Skill Tcst{[nte,'vicw 

(il Where the selection is based on. the written tests and interview. 
the weightage ofwrilten test should be 80% and that of ir.terview 20'l{0. 

(i i) Where the selection is based on the written as well as sl<ill 'test 
and interview, the weightage of \.vritten test and skill test combined 
together s~lould be 85% and of interview 15%. 

(iii) Where the selection is based on the skill test and interview,: the 
weightage of skill test should be 80% and that of interview 20%. 

(I) Written T est 

(i) The question paper should clearly mention t!le time prescribed for 
answering the questions as we ll as the maximum marks assigned to each 
question, including the total maries . 

(ii) The identit), of candidates Sllould not be made known to Ithe 
evaluator of the answer sheets. The appointing authority should adopt a 
coding ;ystem to conccal the identity of candidates and hand over 
answer she'ets to the evaluator bearing code number and not the names 
and other palt iClllars of the candidate. 
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I.g) Skill Tcstii n tc rvi cn 

(h) 

ti) l he sk ill t~S t should b,= conducted to fi:i up ';1e pOSt:) 0:' 

Stenographer, T ypist. D~la Entry Operator, Computer Opeu ror, Ma3Dn. 
Cook, Moli, Dresser etc. The appo inting autho ri ty shou ld dec ide before 
iS3uing the public no~ice of vacancies whether or not the 5kill test would 
be given for filling a part icular post. 

(i:) The: 1111'mh,"~':: ,j:~ t t·,,: :": : ~ t! t L~ ..l t C v rl: h l ltL ': >.! 11"; l..: d L1U L Ih..:I.....: ;,.. ... ...:. .ih '.;;; 
confined to Cantt Board. The committee may be composed of members 
fro m various organizations having expenise in the related fteld. The 
r<1ethodoiogy for assessing capabilities, aptitude and skills o r cand'dates 
and maximum maries to be given fo r each attribu~el skill shou!<'. be 
decided well in advance befo re conducting the skill test and a record of 
tile deliberations to this e f.ect be preserved for. 

(ii i) The Interview Commit:ee consti tuted by the appointillg au6 0rity 
need not necessarily be conticed to Cantonment Board. The committee 
may be composed of members from various organizat ions having 
experti se in the related field. TIle committee should consist of minimum 
dU'ee members. If the interview is [or the post of reserved category, 

'. efforts should be made [Q associate one member belonging to such 
category. Effo rts sbould also be made to associate a lady member, if 
there are WOIT.en carrdidates in the fray . 

(iv) The distributio n of total mark3 re3erved for in~erv ie\~, 'L9ver 
various parameters should be decided well in advance and a recoca of 
deliberations should be kept. 

Declaration of Result 

(i) In case , the number of candidates is less than 100 and the wrinen 
test/skill test is conducted at one place, the fes\llt of the tests sh6ut<;! '"be 
declared the same day and the interview shOUld COmmence from the;~ex,t 
day. . . ,: ,.: 

(" , 
. ~';. ' : ~ 

(ii) If the number of candidates is higher or if the test is conducted~ at ./ 
more than one place, the written test sbould be held on one date at·.pla~es 
to be specified in the call letter in advance. Answer sheets for the' "vritten 
tes ts and skill tests should be checked and cross checked within 03 [days 
of completion of written aneVor skill tests. : ; :" " 

,::,~ , 

(iii) Answer sheets checked by one examiner shall be cross ched{~d 
by another examiner and signed by both of them. . . 
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(iv) T he cate ;;ory-\.vtse r..:!sdls (s~parate lists t~') r general and rc:servcd 
c.atcgories to be issued) of canc. i. c~C'_tes short list.:!d fo r inteLllie\N on lh~ 

basi, of written test and skill tests (ii any) sball be disptoyed on t~1e office 
notice board III the evening 0 f the 3,d day from the date of completion of 
',yri ltcll/sl.::i1.l ~ " " ': .t'1 T!l.e ,.-;1j-?::'0'~/ • ., : ~- I i,.. !"" :-:,h:1 ll ;'1 \:-;0 h'" ,..li ".p1:1..-1r::d '10 tbl"' 
'N t:'t':..,: i i:-: ')[ lilt:: C:..u~tU1l1!.1, - al E lJanl. 

(v) Ttle short listed candidates shall be called for interview (if not 
interviewe" on the next day of wril1erJskili test) by issuing call te tters on 
a date which should be at least 02 weeks later from the date of iSSLlC of 
call letter. The dates so tixed fo~ the intel-view shall not be later than 04 
weeks from the date of issue of callierter. The call letter should be issued 
by speed post or courier. If the number of candidates to be interfiewed is 
higher than 30, thc lnterviews may be conducted at an average rate of 30 
candidates per day on a conti:ruoLl3 basis lIntil these are completed. 

(vi) The results of successful candidates, categot-y'-wise, should I:e 
dechred on the day of complet:on of i:rte(vie'NS. 

(hh) General PrCC3tltions 

(i) No dilution in the up per age litnit should be done by the 
appointing autho rity under any circu:n3tances except wlth the previous 
approval 'of GOC-in-C, tile Command in accordance with provisions of 
CF3R, 1937. There shall not be any relaxation l!1 the minimum age limit 
and ecucational qualifications prescribed for a particular post. 

(ii) In case candidates are to give typing/stenography tests su:flcient 
number of computers should be aLnnged in advance. All typing tests will 
be conducted only on computers. There may, however. be instances 
wl:ere the typing/stenography tests cannot be completed in one day 
because of a large number of canaiclates. In such an event, the tests may 
be continued on the' days following thereafter and all effor", shall be 
made to complete it as quickly as possible preferably in a couple of days. 

(iii) The answer sheets should be kept under lock & key by Chief 
Executive Officer for a minimum period of one year. However, in case of 
an inquiry/litigation, the answer sheets shall be kept till the 
inquiry/litigation has achieved fmality . 

(iv) A Waiting List should also be prepared so that in case any 
selected candidate does not opt to join the offered post or is disallowed 
due to any defiCiency etc, there is a panel of candidates wl10 can be 
offered appointment in the order of merit. 
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(\;) T~1c appticat i<) o Co nn should conuin 3. d~l'lse INhere app!J(::1::: is 
required to Jisdose if he is related to any member or emp~o yee of the 
Board. 

3. Apart frOlTI the ab')'Ie guidelines, the appointing authoriry shouid exercise dl_e 

4_ The PDs DE are advised to also exercise due diligence and monitor U:e 
rec",itments conducted by the CantonmelOt Boards/CEOs on a monthly basis. They 
should obtain momhly repons from CEOs as on 7' 1> of the succeeding month and 
enSlue that t~e recn.liunent are carried out in· a fai.r Zind transparent mmU1er_ 

5. The aforesaid guidelines may bo disseminated to all Cantonmen, Boards/CEOs 
in your Co:nmand which shall app ly to all recmitments to Cantomnent Boards . 

6. This issues in supersession of this office letter No. 76/67/Misc/ Corr/CIDE,:IO 
dated 12''' Novembcr, 2010. 

7. Tilis issues with the approvd of DGDE. 

~<) 
A&cll Director General (C & CRD) 
['or DGDE 

Copy to:-

L Director, NIDEM !- . 

2. All CEOs (bye-mail) 

3. Cbdata 

4. DMS 

;:; 

-., 

i'. 
'.' 
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