
GOVERNMENT OF PUDUCHERRY
DEPARTMENT OF PERSONNEL AND ADMINISTRATIVE REFORMS

(PERSONNEL wrNG)
***

No.A.1202illl2024lDPAR|CCD(21 Puducherry, dated25.Ol.2024

I,D. NOTE OFFICE MEMORANDUM

Sub: Public Services - Submission of proposals for recruitment
to Union Public Service Commission (UPSC) on annual
basis - Instruction_s - C;mmunicated.

A copy of the Office Memorandum No.39O22lO2l2O23-Pers. Policy (B)

dated 07th November, 2023 of the Government of India, Ministry of Personnel,

Public Grievances and Pensions, Department of Personnel and Training, New

Delhi on the subject mentioned above, is communicated herewith for information

and strict compliance.

2. All the Cadre Controlling Authorities are requested to furnish the details of
proposals already submitted to the UPSC and proposals to be taken up with
UPSC for conduct of direct recruitment in the following Proforma on or before

29;o1.2o24 so as to apprise the UPSC in the meeting to be held on O1.O2.2O24:'

Name of
the post Group

No. of
vacancies
under DR

If already notified to
UPSC

Reference No.& date

If not, probable
date of notification

to UPSC

/ BY ORDER / "'q
t>1

UNDER SEC TO GOVERNMENT
To

All Secretariat Departments / Head of Departments.

Copy to:

1. The Commissioner-cum-Secretaries / A11 Secretaries to Government,
Puducherry.

2. The Secretary to Lieutenant Governor, Puducherry.
3. The OSD to Chief Minister / Home Minister / Public Works Minister /

Civil Supplies Minister, Puducherry.
4. The Private Secretary to Chief Minister / Speaker / Sr. P.A. to Deputy

Speaker, Puducherry.
5. The Collector, Karaikal ; Regional Administrator, Mahe / Yanam.
6. The Director of Accounts and Treasuries, Puducherry.
7. The Private Secretary to Chief Secretaqr, Puducherry.
8. Stock File / C.R.B.
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No.394240212Q23-pers, policy (B)
Governmenl of lndia +

\ L

.,-l
,t

lr/inistry of Personn

en

m.rln ,i . tr.

1 0 ilcl 2C2l

el, Public Grievances and Pensions

t of Personnel and Training

North Block, New Delhi

Dated the'/November, 2023

I

ETi\
FFICE MEMORANDUM

ls for reeruitment to Union Public Service Commissionbmission of propo

(UPSC) on annual basis - reg.

The undersigned is directed to say that the union Public service commission

(upsc), makes selection s, inter-alia, by Direct Recruitment through interviews, and;

in the process, if the situation so demands, also conducts Recruitment Tests to

shortlist/l,mit the candidates, to be called for interview.

Z. Every year, the Commission receives a large number of requisitions from

various Miniskies/Departments, on piecemeal basis, for filling up various posts under

their purview. Also, vacancies in different disciplines like Medical, Engineering, Law,

Admin istration discipline etc. are reported at different times of the same year. Since

each of the proposals has to be advertised and processed Separately, the Commission

has to undergo the entire recruitrnent process which cohsumes a lot of time and

eneryy.

3. ln view of the above, it is advised that the indenting Ministries/Departments

may send their consolidated requisition to the Commission in 
_iespect 

of all the

vacancies in a single or different stream (s), as the case may be, for a calendai year

(incorporating both the existing as well as the anticipated vacancies), by 31't March

of the concerned year. Time schedule to be adhered to by the indenting

Ministries/Departments for this purpose is enclosed (AnnexureJ). Such reporting will:

Subject: Su sa

ll

Enable the Commissioh to work out plan, including plans rfor holding of
Recruitment Tests,.
;;r;;i;it; iire-necessity of processing individual requisitions on piece meat

basis which wil/ save a lot of tiine and energy of UPSC
Enable the Commission to pJan its recrultrnent activiUes for a pa'iticular period
or for full year well in advance, which will result in efficient conduct of
examination and early processing of resulis.
After receipt of consoiidated requisitions, the Commission wiil strive to complete
the recruitment process, and make recommendations within nine months of
reporting of vacancies.
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(Jasmine)

Under Secretary to the Government of lnd ia

Tel. No.: 230-q2508

To
.,/

,Att tn" Ministriesi Departments of the Government of lndia'

4. The indenting Ministries/ Departments are advised to submit the requisitioil\' tc

tire Commission, complete in all iespects, well before or by the date indicatad in the

schedule (Annexure-1). While finalizing their consolidated indent, they may ensure

that:

i. The requisitions is in consonance Wth the'Check List' (Annexure-ll)

ii. The Recruitment Rules have been updated in accordance with the ex:sting

instructions and the requisitions propdeed to be submitted are in accotdance

with the updated Recruitment Rules ior each category of post..

5. All the Ministries/ Departments arti, therefore, requested to anticipate arrd work

out the vacancies tikely to occur in a year, well in advance and send the requisitions,

complete in all respects, to the Commission by. the date stipulated in tfe Time

Schedule.

/l coPY /l

A"'*W
(G. RATHTNAVELOU)

SUPERTNTENDENT (CCD)

Copy to:

The Secretary, Union Public-Service Commission, Dholpur House, Shahjahan Road,

New Delhi.,-.r.v't Lth^.r.,, . tltrzlz-rs-?(c+ d .J.&l as . ro.2r's
'I

1,9,-



a
Annexure-a

Schedule for Direct Recruitment through Selection

N{ilestones Timelines
Submission of requisition in
UPSC-33 proforma

By 3l"t March

Settting
requisitions
UPSC

de{iciencies
pointed out

in
by

By 15tu April

Publication of Advertisement 30 days
acceptance
requisition)

(from
of

Closing date of applications By 30th Jule

Holding of RTs From August to
October .

Interviervs From July to
November

Deciaration of final result ,Iuly to
er

F!_
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Reguisition for Recruitment by Selection-Check-List

I sl.
iNo.
I

3

5

Inforraation to be provided Item
I{o.

Yes / Iio

YeslNo

I

\{leether the requisiLion has
prescribed proforma?

been submitted in the1

Yes/ Itlo\lthether requisition has been signed in original shou'ing
the nane, designation and telephone number of the
requisitio nin g authority?

2

Yes/ NoWhether the Requisitioning Authority is empowered by
the Administrative 1\4inistry/ Departrnent to place the
Requisition u'ith the UPSC directly?

1 Yes/NoIf yes, rvhether tfie relevant document/order
enclosed?

has been

Yes/No

Cadre ald total number of posts sanctioned (perriranent
arld temporary) have been indicatgd as per Recruitment
Rules?

havearticular
esignatiofo ay

din

1noS thf o tb en IWheth S givenp p
o_ ialton SIEe d tfiaa oab tu caledth pqu1re
en'lS&GrouRAH &uum1 ts exclo enmtr pccA)(

Yes/No6

Yes/ltlo

Yes/No

Whether the existing v- acancies and a:rticipated vqcan

Whether the reservation for SC, ,ST, OBC art

upto one year frop the date of regqisition have been

included as per MILA. OIVI No. 9/27/68-RPS dated
10.06.1969 read with OM. No. 23138169-Eett (B) daJed
13.03. 1969 ahd subsequent amindments/instructions
thereto/iJrereunder?

been vrorked out on the basis of general principles for
r::raking and operati:rg post-based reservation roster as

laid dor.rin in the DOP&T OM No. 36012/2/96-Estt.(Res)
dated 02.07. 1997, and newly recast'grouP \ilise,post-
based reservation roster register.for direct regrurtaent in
hccordance with format given in Annerure II,"ilI, IV and
\r, as t}.e case ma51be, aq raentioned 1rI paJa S o! DOP&T
OM No. 35039 / t / 20 l9-Estt [Res] dated 3 1.0 1.20 19?

J

J

J

cles

d EWS hai7

8

1

been



a

9 Whetler ihe reasons of occui-rence of r-aca:-icl:s L,- -..

been i:rdicated in the reopisition along u'ith the daie oi
occurrence?

I ro. \Vhether tJre requirements of the P:ghts of Perscns r'.rrh 3 Yes l iic

\.Vhetler the suitability and resen'a tion for persons ri'i-.h

Disabilities Aci, 2016 arrd dre polici' relating ;o

reservation for persons with benchmark disabilities
have been taken care of r'hi1e sending this requisi'uion?

benchmark disabilities has been considered/ r'r-orked

out on the basis ol DOP&T OL{ No. 3603-0/0212017-
Estt (Res) dated 15/01/2O!8, erd have taken noiice of
amendnients / reviews rnade from time to time bv Lhe

Departrnent of Empowerment of . Persons rvith
Disabiiities (Ministry of Social Jus'ice and

Eaporverment) in respecl of identificatioi of pcsis

suitable for Persons q'ith Benchreark Disabilities?

detdils of court cases, if any, arising after sending the

requisition and effect such court case(s) may have on

th; requisition sent shalI. be conveyed .to the

Commission immediately and nithout fail?

? Yes/Nc

L2. If the tacancies are being reqilisitioned on tenporai-y
basis, whether such vacan'eies $rould,

exibt for more than t1-r'ree 1'eals as per M/o Home Ai-iairs

O[4 ]io. F.2/4157-Estt.(B) dated 08,A6.L967 and

subsequent amendments / ins"rrucLions Lhereto /

13. lVhether the details of Court cases/ii tigation/decisions
heve been mentioned a-1on n.ith impact, if an1'?

W-trether it has been certified urder NOTE that the D

4
i 
Yes/ lio

c Yes I No

Yes/No

Yes / No6&
7

Whether cerhEed copy of notified Recruitro ent Rules/
Sersice Rules have been enclosed?

6 ,i'es ,'Nc

8 Yesi No

\[4re'uJ:er.complete details
Sen,ice Rules riiz notific

regarding Recruitm
ation, reYiew etc'

ent Rules/
har.e beea

mentioned corh

15.

16.

77.

Yes/No9

S'hether the vacancies to be
etrt quota as per thg notified Recruitment

dY.

Corrurrission advice to the lr{inisky/Depar-rrnent to

resort to . direct recruihaent has ,been indicated ald a

copy of the same has been enclosed?

li11ed come rloder Direct
Reoruitm
Rules?

tic for direct
ent al1ng

numberq'hfaiied

no1SL'16-encrulnthe enS tfI requlslp
hh-ne ofd ecrulrot SI ome rho m thounarco

1o tndadanthe rher refe n

theieunder ?

11.

74.

18.



\r'Ihether the
deiails haye

-7

Essentia-I a-nd

been rvorked
1c)

20.

22.

27

cor,rpi:ehensi.'!'e marlner in accordance with the Notified

Recruitment Rules/ Sen'ice Prules?

In case, the above indicated Educational
includes the term "or equivalent",

Desirable Qualification
out in a' clear a:rd

Qualiircation
rvhether the

Relaxations are as Per
en'ice Rules ald exta::t

10 Yes/No

i0 Yes/No

.. ., ii: .

. -,-r-'+r+
..-€4rrn4*i!itp

exhauslive iist of equivalent Educational Qualifications
has been provided in consultation wiih Lhe

Commission?
In case, the above indicated Experieoce Qualification is

not clear/arabiguorrs or not quantified or not clearlY

prescribed the speciic area(s) in which the experience

is required, $'hether the samb haS been redefi:red

explicitly ald clearly in consultation with the

Commission?
Whether the Age Limit and
Notified Recruitmerit Rules/S
instruction of GovL. of lndia on the subject?

i :ji:;.:ir '5

--,.,--iiaiFa+t*r,.1

ffi *-"- *+=--*rFirrtffi[ill!t.rF.* F*-'

10 Yes/No

Yes/No1i

Yes/ NoIn case, 'J:e Age relaxation under any
provisions/ Special circumstances/ Court orde
t."tr indicated, whether the copies of
corre spondence / decision obtaining prior concurrence
of the DOP&T/ Home Iltinistry and prior consulta'uion

r.vith the Commission have been enclosed?

i1Specific
rs have
notes/

L2 &,

t4
Yes/No

other detajls etc. a-re as per Notified Recruitment
Rules/ Service Rules a:rd ertant instructions of Govt'

of India on the subject?

^+; danSPoe foP1apPro cnIodoe P r1th1e\i/h rh

13\Vhether duties have been
exceeding 40 rl'ords?

indicated in brief noto<

16 Yes/NoWhether information on any o

conditions not covered above has been given, if any?
orther reqr.rirement26

l7 Yes/Noif direct recruitment was made earlier for identical
fe

ti
di

1 Ste tetirfotedaa_n dnrereSo St rhhp
u lnci din1nnoSSIComln]the11ru on mfrooc ITUTI

dne lnhasSfru otu LL
77 Yes/Nou.ithinti

havrnrh

di ated

rhEIfroSoITI thnt:aS1 onre n L SfI tfl p requl
hason SASICe rth (no euo Sev1p

2abe 1taln c

2E

2L.

Yes/No

the

satisfactory
1S

)



29, trVhethel the nare, address & takp:ic::.: r- fi:lrJ':t t-'.

tlie lr4iaistry's Represen'raii;e ''-,.irh ri'aor:r r-.:.: prcpo-<al
(s) is to be discussed has been inri.icaieC?

Whether the clauses s-hich aie not apllicable ha're
been crossed?

\Vhether all required relevant certiircates har.e beelt
enclosed along ri'ith the iequisition?

i

,)I i'es.t , . t

Ye s / 1".:

1-gs 1Nr.r

Yes/Nc

lc,

i9

#lsltsrplr/Lrrr* F''}''..{ ni'.sLfltu!+trL.e,*rTr.*e*'nra**''-'

30.

from the Surplus Celi of the DOP&T (nori' desig:nated
as Division of Retraining and Redeplolr.rent) a:rd ihe
Director Generai (Resettlenent), M/O Defence, and
placed as annexure to this requisitioi?

Whet}ler IrIo Objection tes hai'e been obiaineda-

c

I9\\ihether the name of the ofiicer not belo$'the le'"el of
Joint SecretarylAdditional Secreia4, concerned, ri ho
has approved the requiqition, has been indicated?

33.

o1


