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File No AR-114/2016

GOVERNMENT OF ARUNACHAL PRADESH

ARUNACHAL PRADESH CIVIL SECRETARIAT

,;;;;;;r*i oo ADM TNT'TRATIvE REF'RMS

BLOCK NO.4, FLOOR NO _4
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---lt

u ]O'-suRtember, 2016

ITANAGAR

Dated ltanagar th

of Office Procedure

To
a

1. 'All Development commissioners

Government of Arunachal Pradesh

Itanagar'

2. All Commissioners

Government of Arunachal Pradesh

Itanaga r'

3. 

^ll 
Secretaries- 

Lou",n'nent of Arunacha[ Pradesh

Itanagar'

Sub]ect-ComplianceofGuidelineslaiddownintheofficeMemorandums

sir, 
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being Head of O"pt't"nt without any examination
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GOVERNMENT OF ARUNACHAL PRADESH
DEPARTMENT OF ADMINIS'TRATIVE REFORMS

ITANAGAR

cFFrcE t\' 
=l'f 

oRA\Dut.l

The 4lh,Vlarcn . 2011

Subject : Procodure for submission of tlles and correspondence for concurrence/advlco €tc. of
Administrative Reforms Oeparlmsnt,

t
No. AR-'16/2011,-lt lras been observed that many routine and petty matters are being referred tothe

Adminiskative Reforms Department for examlnation and advice, which has resulted in an unnacessary
increase in the workload of the Administrative Refornrs Departmenl. To deal wlth routlne and pelty matt6rs,
the Governmont has notified rules, regulations and procedures from tim6 to tim€ and the departments are
advised to follow the same in the disposal of such matters.

However, the issues which involve interpretation of rule, service rules/procedures etc. or rvherein a
policy decision mav be required may be fonvarded to the Administrative Reforms Department for clarification/
advice, The follow,ing guidelines may be adhered to in foryarding reference to the Adminitrative Reforms
Depariment :-

(i) The caq1es where interpretation of rules, service rules and procedures etc. is requireo shall be
referred. No routlne or administrative nlatters may be reterred.

(ii) All progosals referrd to the Administrative Reforms Deparlment should be within the delegated
power of the head of the department (Secretary/Commissioner). All th6 proposal referred to lhe
"Administrative Reforms Department shor-rld be routed through the Secretary/Commissioner of the
Department.

(iii) lf the tield oflices require clarificatlon or ad,rice on any matter, it shall be routed through the
resDective HeaC of lhe depar'.,"nent and no ccrresf,cndence shall be made directiy by the freld

CffiCeS lC !F,S Cepadmenl

ivr The Aci.rn slraiive Depariment shall crrlically axamrne the malter proposed to be referred to this
oepart{cnt oeforehand and clfer their cornments on the matter by enclosing a self contained note
clearly indrcating the problem area where advice, opinron, viows are required from Administrative
Reforms Depaament.

(v) All thB pages in the file are to be properly numbered, docketed. referenced, cross-refcrenced.

, (vi) A legible copy of orders/rules/instntctlon/circulars/Office Memorandum etc. issued by the Administralive
Dopartment or Administrative Reforms Department or any olher deoartmcnt and cited in the noting
portion is to bo placed on the.file under reforenco with flag marks.

(vir) The proposal relating to amendments/kaming o( Recruitment Rr-rles/Service Rules etc. shall be

submitted in accordance with the procedure prescribed in OM-1 3/87 dated 19th August, 1 9BB along
wilh a oopy of Gazette copy of the RecruitmenUService Ruie of the feeder and promotional post.

(viii) Proposals for creation of posts shall be processed in prescribed format along with required

documents as per tho guidelines lssued vide OM-25/87 dated 5th May,'1 987 and Memo No.

OM-22/90 dated 6th September,l 994.

(rx) Each caso shall be processeri in separate files, lf any refergnce is available in anothor flle, it may

. be llnked neatly along with tho main file. No, volumrnous iir Oulry files shall be submitted.

\
Nandini Paiiwal,
Secretary to the

, Oovernment ofArunachal Pradesh,
Itanagar
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CF pERSONI'IEL ADN4ll'llSTRAIl VE REFORMS AND TRAINII''1G

DEPARTT\,IENT OF ADI/INISTRAT IVE REFORMS

^r.-r--1 
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OFFICE I.J.] EMO RANDU N4

The 9th March ' 2011

sr-rblect : checkrist for subnrission of proposals for creation of post(s)-regarding'

No. AR-19/201t *lt is to invite rcf91e13c to it.\c proCCcju,.e.laid down for SL]b,,Il:::or::f proposals for

crear on or posrs ,,u" ilili"*n o* 2,'u' [i*i:,Y#'H1-i[:'sxiLti11""'X;11fi:"i:ffi
6rh sepre,nber, 1ee4 "^;;;;;;t;"*"',"i!:i. have norbeen s.bnrrti.t).*io'"tu t1o3:-t''t 

rn prescribed

above arrcl to state ,,,ui'*" ouParlnrcntsiotfice t sometrnres ror,r= ro'inJ retectron of ttre proposal in the

formats whrch not only results in.delays 0i

o'n',,*ir,;;t';e Reforms Department 
-. ^){..r ti.rrr q36rs. The conrnrissionerisecretary 

of the

Herrce{orrh, a,,check List' as b::,": i-li'i:"::?:iJllxli,l'](t)r;;;il;;.. ot',nu details as prescribed

deoartme;rl cclrlc'ert'ed may enstrre that at th

i; fi"";;;;J:1,:;"ffi1::J,",r".r 
Reporl or ure srucry !ear' oi the Adnrrnistrative Rerorrns Department

? Forn,-r , and 
'i 

durv nlred t" ,llll.;ix1iJ"g i:ili::n:$:T?[t::3'"?"f:[iill;riH
iForrn-lV not be required in' case c

l.,i?asi:er.'1e.l Study Reco( 
! -^.{ 2' rrhenticat€d by the Secretarylconrmissioner

3 Organrzaiioirai Chart (exrsting) dr'rly aporovecl and arrthe

oi tnc currccrnccl <1epai'tment 
,.r:.-...r6r,n_.haroe of tlre clepartment (Chref Minister,in

4 Adniirisrrarivr approvar ":''.- :"lT;:",:,T1"",.1-t:i[,f1Jt:ll**jr*:il::::[""' "' 'n"
case p ro nos ar 

l:ii :.:i'::il'?;tH:;;J'v'o'hi Gou*

Dellartnret

s rhe pro,osai for crea,,on q rlt*l:l |:"[:i'il,::,',H;-[[J]'',u0"#"-".t 
as per the

Business of the Govertrnrent nt "'u.'::'-'- 
^_,r,.., tn tt is department afler conrpleting all ttre

Any pr-oposal for creation of oo;|- shoulcl be submitted to

,"',i:::"1*:"!:: :;ffil}iijo *n,i* {onrvardins p'c'>posarrs ror creati,': or p.st to the

p,,f *inir]r"] i"in Ref orms Oepartment'

'faborrr Barn

Chief Secretary io tne

Gouorrinrent of Aru nachal Pradesli'

Itanagar'

t
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GOVERNN4ENT OF ARUNACHAL PRADESH
DEPARruENT OF ADMINISTRATIVE REFORMS

CIVIL SECRETARIAT oLD DC's oFFICE.c" secrbn
ITANAGAR

OFFICE MEMORANDUM

, ,he 17th Juty, 2011

sub,iect Procedttre for framlng/amendmenurelaxatlon of Rocruitrnont Rules.
No' AR-7212011 '-corrsoquenl up on adoptions of the centrat civil Service (Reviser! pay) Rutes, 2008and ptlrsuanl to implementation of the recommendation of lhe 6th pay commission, there was certainchanges made in the service,condltions of the posts/cadres by the Government of lncjia vide Dop and pwot{ice tulemorandum No. 7t7lzoo}-P&w (F) daied 13th February, 2009, in which the benerit of adding yearsof qualifying service is withdrawn for lhs purp65s ol computing pension as woll as oiher related benefits suchas gratuity Therefore, the proceduros for framing of the Recruitment Rules issued vrrje No. oM-13/g7 dated19th August' 1988, is hereby partially modifieo Jna the following;;o;u;r;;rre prescribod in acjdition to theexistrng procedures for franring of the Recruitment/amendmenurelaxailon of Recruitmenuservice Ruies to ailcategory of DoSts/services ;-

1 'Ihe 
Department shall submit the proposal for framing of tlre Recruitment Rules/amendmenvrelaxation

rn lhe format along-with required informationS in (he annexures appended herewith.
(a) Proforma for subm jssion of proposal for frzmi69 of Recruitrnent Rules to the Administrative Refornrs

Departmerrt Annexrlre-1.

(b) Drafl Notification for the Rocrurtrnent Rules (sampl6 form-Annexurc_il).
(c) S.nedule cf the Recruitment Rules-Annex!re.lll.
id) Proiorma for submission of proposal for amenrjment of Recrultment Rules-Annexurc-lV
(o) Proforma for submission of pr6p6ssl f.r relexetir:n of Recruitment Rulos-V
(f) Drift Notif ication for arnendment ol Recruitnrent Rtries-Vl
(S) Draft Notificatron for repeal of Recruitment Rules_Vll

2 whiie franring the Recruitment Rules to a new postsigrar e, the department shalt subrnit the job
description (duties and functlons) of the posts, the Pay Band inr] Grade paylpay Scale of lho post andcreation order of the post with upto-date conilnuailon order.

3 The departments shall enclose the Recruitment Rutes of the feedor post and the pronrotional postalong-wilh the proposal.

4. The proposal for amendnrerrt of the recruitment rules shall be submitted rn Annexure-lV along withrequrred informations by placing a eazette copy of the 6xistlng Recruitment Rutss and cJraft notifrcation
5. The d8partrnent shail irnrnediatety initlate proposal lor amendmont to incorporate the changes nladein the Recruitrnsnt Rules of tho post(s) as and when any changes occurred in the servicc conditions of thepost(s )/service(s ).

6 in case the sorection of the post rs direct recruitrrent or through Imited departmentar examination.the department shall submit draft syllabus of the cxaminationloptional iapers if any atong with the proposal.
7 ' The Departments will process the draft recruitment rulos through the ar]minislrativo departrrent

concorned and afler obtainlng the approval of the Secretar/ conccrned, this will betorwarded to lhe Adrninistrative
Reforms Do5;an.nent

8. Wherc existing recruitment rules are proposed to be amended the Departments shoutd alSo s(,frmil
the details in tl'rqrlrrescribed forms as ln Annexure_lV, enclosed.

9. ln the case of cadres forminq a service by itsetf, efforls should be macle for lraming of reg91s. service
ru es insteaC o{ recruitment rules. For this purpose ali tho essentia! information which is included in theproposal for framlng of recruitment rutes will have to be Iurnlshod.

t
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1 0. The Administrative Reforms Department will return the cases with their suggestions/obssrvations to
the Departrnerrt concerned for obtaining the ve[ing of Law anrj Jrrdicial Department as well as lo consult the
Arunachal Pradesh Public Service Qommission.

11 Once the draft RecruilmenUServico Rules are cleared from the Law and Judicial Departmenl and
the Arunachal Pradesh Public Service Commission lhe department shall obtain the approval of 6e Minister
in chargt.: throtrgh the Secretary and the Chief Secretary to the Government of Arunachal pracJesh invariably
in respect of Group-C posUservices. However, in case of Group-A and B posUservices the c,epartrnenl shall
oblain lhe approv3l of the Chief Minister and Minister in-charge through the Secretary ol ttre Dep611n1pn1 ,.6
the Ctrief Secretary, invariably,

I hcrr-'fore, all ttro deparlrnents and oflices under tho Governnrent of Aruoachal Pradesh ar€ hereby reeuested
to:iirir;llyfolior.vtlreguirlelineswhrleforwardingproposal forframingof theRecruitnrenL'ServiceRuics, Arnenrlnrerrt
or rclaxalion of the RecrtritmenUservice Rules,,

Huzar Lollen
Secretary to the

Government of Arunaclral Pradesh
Itanagar

ANNEXURE-I

Fornr to be filled by the Ministry/Department while forwarding proposals to the Department of Personnel and
Tr6ining and the Union Public Service Commission forframing Recruitment Rules for posls.

J
1 . (a) Narne of the posts

(b)Name of the Ministry/Department :

(c) Numt:er of posts .

(d)Scalc of pay

(e) Class and service to which the post belong :

(f) Mrnisterial and non-Ministerial of FR I (17)

2 Apporntrqg Ou,6srity

3. Dulies of th6 post in delaii

4. Doscribe briefly the method (s) adopted f or filling the posts hithorto :

5. Methods of recruilment proposed- :

6 lf promotion is proposed as a method of recruitment :

(a}DeS'gnationandnLlmberofthepropoSedtobeincludedinthe
field of pronrotion.

(b) Numhlr of years ol qualifying services propgsed to be fixod
beford persons in tho fiold become eligigle fel promotlon
(As per extant GOI instructions)

(c) Percentage ol vacancies in the grade proposed to be filled :

by pronrotion.

(d) l'lave Recruitment Rules been framed for the post :

proposed in the field of promotion ? lf framed in consultation
wilh the Commission, please quote Commisslon's reference
No. lf consultation with the Commission was not required
please attach a copy of rules frameC, A copy of the rules
shoul{ be senl Department of Administrative Reforms along
with the proposal.

(e) lf Recruitment Rules were not framed for lhe oosts in the field
6f promotion. :

(i) ploase indicate brlefly the method of rocruitmont actually
adopted for filiing the posts" Plesse also state the
percenlage of vacancies filled by each of the nrethods. :

(ii) Please state briefly the educational qualifications
possessed by the persons in the field of promotion. :

(rii) lntase the feeder posls are filled by promotion, lhe
Recruitment RuJes for the still lower posts including the :

lowesl Dost to which direct recruitment is one of the
methods ol reciuitment may be furnished.

a

a

a

a
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(ii)

(s)

(h)

(f) (i) ls the promotion to be made on selection
or non selection basis ?

r $easons lor the progiosal (i)above

l{ a DPC exisls, what is its composltion ?

lndicate if the feeder posts are fravinq promotion channels
other lhan the ono under consideration

lf promotion is not prcposed as a method, please state
why it is not considered desirable/possible/necossary.

lf direct recruilment is groposal as a method of recruatrnent
please state

(a) Tlf,r percentage of vacancies proposed to be fillerJ

by direct recruitment.

(L.\ inC ca'e '{ 1lr9:g 3rg any grcmo:ror,a avenues for tfre
d,re:i'eCru'ls ?

(c) (r) Age for direct recruits (As per extant Govornnrent of
Arunachal Pradesh instructions)

iii) ls age relaxation for Government servants ?

(ri) Educatronal and other qualifications requlred for direct
recruits, (it may please be noted that the essential
q$alifications prescribed are relaxable at Commission's
dlscretron in case of candidates otherwlse well-qualified

Essential :

Desirable :

(e) Whether essentiai qualificatlon to be prescribed are in
accordance with any Act (s) ? lf so please quote the
relevant Act (s) under which is necessary and also
supply relevant €lxtracts from the Act(s)

(0 Flas the post bben advertised by the Comrnission in the
parst ? lf so, ploase quola Commission's referencs No.

lf direct recruitment ls not proposed as a method, please
state why it is not considered desirablelpossible/necessary.

(r) lI pronoi,on and direct rec'rJitment are bolh proOosec
as rnelhoos cf recru;lnen: . rvill lhe educatronal quaiillcalions
Df apOSed ,tr a,:eCi reC'U,tS apply ln CaSe Of prOmOliOn ?

(ii) lf not. to what extent are the educaticnal qualtfications
proposed to be relaxcd ln case of promotions,

(a) lf depr-rtatlon/absorption proposed as a melhod of recruitmonts ?

lf so please stats the reasons for the proposal Please state
cleariy whether deputation or absorptlon or both are prdposed.

(b)-[lre percentage of vacancies proposed to be fillod by thls mothod

(c) The period to which deputation wlll be limited.

(d) Tho nanros of the posts of grades or services etc. frorn which
deputation/absorptlon is proposed

(a) lf any of the methods proposed fails. by what methods are
sr.rch vdcancies oroposed to be filled.

(h) Whethar the recruitment Rules relate to a post whlch has
been upgraded from Group'C'to Group'B'or Group'B'to
Gror,rp 'A'or within the same group ? lf so, whether the
necossary orovislons for initial constitLltion has beon proposed.

(c) Whether lhe recruitmc.nt Rr-rles relate lo a oost which is
proposed to be downqraded ? lf so, whether nocessary
safegr.rards have been suggestod in respcct of th6 existing
rncurnbents of that post ?

(a) Spe,tiai circumslances, lf any, other than those covered
by the rules, in which the Commission nray be required to
be consulted.

B
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(b)Whether the Deparlment of Administralive Reforms have
concurred in the proposal ?

14. lf these proposals are being sent in response lo any
reference from the Commission, please quoLe Comrnission,s
reference No.

15 Nanre. address and telephone number of the Department,s
representatives witlr whom whose proposals may be c,iscussed
if nccessary, for clariflcation/early decision

Signature of the Officer se nrjing the groposals

place ................. Date : ...........

felephone No

ANNEXURE.II

GOVERNMENT OF ARUNACHAL PRADESH

, DEPART|TIENT OF

ITANAGAR

NOTIFICATION

Dated ltanagar, the .............

No,........ .- ln exercise of the powers conferred by thc proviso to article 309 of the constilution of lndia,
the Gove-'rnor of Arunachal Pradesh is pleased to make the following rules to regulate the method of recruilment
to the posl(s) of .. .. ........Group..........,...,......... Non-Gazetted/Gazotted), Non-Ministerialihtinisterial in the
Deparlment of ..... ........... .undor the Governmenl of Arunachal Prarlesh. narnely :-

a

1. Short titlo and commenc€ment : (i) These rules nray be called" the Recruitmr.:rrt Rulcs, for lhe
post(s) of ..20..............".

(ii) They shall come inlo force on the date of their publioation in the Arunachal Pradesh Gazette

2. Those rules shall apply to the posts as sp€cifled ln column 1 of the Schoduln Annoxcd
to the Rulcs.

3. Number of posts, classification and scalo of pay : The number of posts. llreir classilications
and the Pay Band and Grade PaylPay Scale attached lheroto shall be as specificed in column 2 to 4 in the
Schcdrile aforg;aid.

d Method of Recruitment, age llmit and other qualifications : The mothod of recruilment to the

!osls, age lin'it. qualincations and othermallers relating lhere to shall be as specified in columns 5 tc 13 of thc
Schecr.lle a[oresard

5. Disqualification : No person :-

(a) who has enterod into or contracted a marnage with a person having a ripouse living or

(b) Whohavrngaspouseliving,hasenteredintoorcontractedamarriagewithanyperson,shall be
eligible for the appointment to the said posl.

Provided lSat the Governor of Arunachal Pradesh may if satlsfied lhat such marriage is permissible under
the personal Law applicable to such person and the other grounds {or so doing. exemol any person for lha
ooeratron of this rule.

6. Power to relax U/here tlre Governor of Arunachai Pradesh is of opirrion lhat it is necessary oi
expediont so lo do, he may by order {or reasons [o be recorded in writing and in consultation wilh the Selection
Board/Arunachal Pradesh Public Service Commission/Deparlment of Administrative Rel'orms relax any of tlre
provisions of these rules with respect to any class or category of person.

7. Repeal and saving :AIl rules and orocedures corresponding to these rules and procedures in foroe

immediately before the commencement of these rules ai'e hereby repealed. providod that any order made or

action laken ugder tho rules so repealed shall be deemed to have been validly made or taken under the

corresponding provisions of these rules,

Nolhing in these rules shall cffect reservation/relaxation of age limit and olher concessiorts reqLlired to

provide for the Schedulod Caste and Scheduled TriboE and olher special categories of persorts in accordance
wilh the orders issued by the Govornment of Arunachal Pradesh fronr time to time in this regard

SecetarY to lhc
Government of Arunachal Pradesh,

Itanagar.
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