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CENTRAL SECRETARIAT CLERICA et i
‘RICAL  SERVICE (REORGANTSA-
TION) SCHEME x

SECTION—T]
Preliminary

S L 'Igle Central Secretariat Clerical Service (referred to hereafter as the
Service”) will be organised in the manner described in this memorandum.
y_The posts borne on the cadre of the Service (referred 10 as “Duty Posts”) will
“sbe settled as described in Section II. The authorised strength of the Service and
the different grades therein will be regulated in relation to the duty posts as
described in Section III. Initial constitution of the Service will be made as
Oegfieadn Section IV, The Service will be maintained in future—that is to
ﬁ,ﬂﬁf—iiﬁf@ﬁ

» 7 t, training, promotions and transfers, leave and other conditions
of servme‘*-“@( v regulated as described in Section V.

1 3‘—3}_‘,;1"3 . \":/6
N ey kS SEcTION—II
S / Schedule of Duty Posts

ategory D : Upper Division.
Category E : Lower Division.

The existing designations of the Second and Third Division Clerks will cease to
exist. '

-
NoTe :—The letters D & E are reserved for this Service since the posts encadred

. in the Central Secretariat Service are divided inte  Categories A, . ...,
e e e B & C-

3. All posts of clerk designated as posts of Second Division, Upper’ Division,!

= Third Division or Lowetr Division Clerk either in the Central Secretariat ori

- in included Attached Offices will be classified as “Duty Posts” of either of the!
two categories referred to in para 2 unless specifically declared to be excluded *~
posts in the manner prescribed in paragraph 4.

Not1e :—({i) An included Attached Office is one in which posts have been included
| in Grades I, I1, IIT or IV of the Central Secretariat Service,

(z) The Central Secretariat excluded the Sectt. of the Railway Minstry.

4. (1) Any post which is classifiable as a “Duty Post” of either of the twc
grades may be declared to be an excluded post if the incumbent thereof is
required to possess special or technical qualifications or experience.

(2) The declaration of any post as an excluded post will require the con-
currence of the Ministry administratively concerned and the Ministry of Home
Affairs. On such declaration and as long as the declaration is in force, excluded
posts shall be deemed ot to be “Duty "Posts”.

5. (1) The Ii‘ungbéf-’ef gosts of*each’ category in the Ministries and offices

in which posfs are ingluded will be determined by the Ministry of Home Affairs

“n consultation with' the administrative Ministry and the Ministry of Finance
svd a Schedule of Duty Posts prepared.

(2) The Schedule will show in respect of each Ministry :

(@) the total number of duty posts in each grade in the Ministry
proper and each of the offices under its administrative control ;

(b) how many of such posts are permanent, and how many temporary;
and '

(¢) particulars regarding the excluded posts if any, under the adminis-
trative control of each Ministry.

(3) The Schedule thus prepared will be revised annually and will provide
the basis for a periodical review of the authorised strength of the
Service and of the grades thereunder and for its allocation among
the Ministries.



S¥cTIoN—II1
( Grades and Authorised Strength

6. There will be two Grades of the Service :—
(@) Grade I : Upper Division Clerk.
(#) Grade II : Lower Division Clerk.

They will carry the scales of pay given below :—
Grade I—Rs. 80—5—120—EB—8—200—10/2—220.
Grade II—Rs. §5—3—85—EB—4—125—5—130.

Officers of both the Grades will .be Class IIT Officers.

7. (1) The Authorised permanent Strength of the Service shall be fixed
separately for Grades I & II thereof,

(2) The Authorised permanent Strength of Grades I & II at the initial
constitution of the Service shall be as follows :—
(a) Grade I —1450.
() Grade II-—3100.

NOTE :—(3) The Authorised Permanent Strength of the Service as a whole has
been determined so that along with the Authoriscd Permanent
Strength of the Assistants’ Grade the total number is Approximately °
equal to two-thirds of the sum of the following numbers :—

(@) number of posts of Assistant (permanent and temporary) in
the Secretariat and Artached Offices ;

(6) number of posts of Upper & Lower Division Clerk (permanent
and temporary) in the Secretariat and Attached Offices ;

(#5) The Authorised Permanent  Strength  of Grade T has been
o ~ determined as o be approximately equal 1o two-thirds of the
excess of the actual number of posts of Assistant over the per-

the Secretariat and Attached Offices,

(##) The Auvthorised  Permanent Strength  of Grade IT represents
the dlﬂ'erenc_e between the total Authorised Permanent Strength
of the Service as. derived under (i) above and the Authorised

_ Permanent Strength of Grade I,
@3) ;The Authorised Permanent Strength of Grade | pertaining to the

“General quota” (see para 11) will be allocated among the Ministries
including their Attached Offices; the “Reserve quota” will remain

unallocated at the disposal of the Ministry of Home Affairs,
(4) The Authorised Permanent Strength of Grade IT wi]
among the Ministries mcluding their Attached Offices,

(5) The Authorised, Permanent Strength o
triennially.

be allocated
f the Service: will be reviewed

8. Confirmations at }t&he initial constitution wil] be made on an
(0}

basis against the total th all-Secretariat

orised Permanept Strength of each Grade.

SECTION—]V

Initial Constiyyigy, of the Service

9. All existing Permanent an
appointed substan_rivgly (0 higher G

sttength of . ¢ confirmed agajngr the permanent
Ngh of the respectiye grades of the Service, These gwiu alsoejxf)clude—
(¥) Displaced Permanent Ceng

already been confirmed 1al Governmeny Servants who (z) have

n either of ¢, : lerks ;
01 .(b) have been confirmed or gpe eugié?éo %équs Cogff;rfnid in

i



vupCBULCLALY POSTS OR equivalent sq:
cipating in the Scheme : quivi S‘.“H};:%-'TJ’TZT"TQS part-
cheme ; ,, SR o]
) N . T LeSn order ¢f ser
(1) Clerks who have teen nominated to vit grade. The S purely
1emporary vacancies on the iesults of the NmiStenal Service
Exammatlon, 1947, or earlier examir ations ; )

(212) Persons who have been or may te, nominated by the Ministry of
Home Aftairs for vacancies other than purely temporary vacancies
in the clerks grade on teing eligible for concession under sub-para-
graphs (6) and (¢) of paragiaph 2 of the Ministry of Home Affairs
Office Memorandum No. 23-20-48-NGS, dated the 25th May 1948.

NOTE —Tne term di§placed_ Central - Govermnent Servants Licludes employees of
Baluchistan who did not indicate their willingness for service in Pakistan.

10. After deducting from the sanctioned peimanent strength of the service
m each grade the number which may be fiilled in accordance with para 9 above
the 1emaining number of permanent vacancies in the grade will be filled from
amongst the eligible categories enumerated in paragraph 12 subject to the follow-
ing reservations oiz :

(@) 124% of available vacancics will be reserved for Scheduled Castes
and 5% for Scheduled Tribes, subject to evailability of suitable
personnel.,

(6) Of the total number of vacancies available for candidates not belonging
to the Scheduled Castes or Scheduled Trites, a quota of vacancies
will be reserved for permenent displaced Government Servants.

11. The number of permanent vacancies available in Grade I will be divided
into two quetas —

- (2) Reserved quota : 600
(#%) General quots (consisting of the balarce of the availeble vacancies).

NoTe :—The provision for the ‘Rescrved quota’ is a temporary one. It will be _con-
sidered at the triennial review if this quota could be either reduced or abolished
altogether or transferred in full or in part to the “General quota”.

12. (1) The categories of candidates specified in sub-paragraphs (2] to (4)
below will be eligible for confirmation in the respective grades at the time of
initial constitution of the Service : Provided

(a) they were employed on Ist January 1953 in the Central Secretariat
or an included Attached Office ;

(b) they are recommended by Ministry or office concerned as suitable
for confirmation in the relevant grade; and

(c) they are available and willing to hold posts for which they are eligible
tc be appointed in the cadre of this Service or of the Central
Secretariat Service. A

(2) Grade I—Reserved quota.

Persons included in the Regular Temporary Establishment of Assistants
excluding those who are entitled to confirmation under para 9 atove, or are
confirmed in the Central Secretariat Stenographers’ Service.

(3) Grade 1—General quota.

(¢) Persons who have officiated as Assistant, Upper Division Clerk, or
Second Division Clerk or in ‘A’ Grade for not less than three years
on or before 15t January 1953 provided they are at least Matriculates
and were born on or after the Ist January 1904.

manent and quasi-permanent Thirgl[Lower Division Clerks
© A”v}f}}?é have officiated as Upper/Second Division Clerks or in a post
ein the Central Secretariat Service for not less than one year on or

before 1st January 1953.
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pe 15t July 1949)
— 1 8/40-R, dated the Ist Ju
(Cy ;tgi as 'Uﬁgér?éicgfd Division Clerks or i1 a post
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. : t Servants not confirmed

(d) Displaced permanerét gggﬁglad%(gggei? Government Servants who

under para 91i?1ent capacity posts in Sind and North West Frontier

heldn apefﬁ ‘who were nominated or are deemed to have been

Proxr}ncf 51 by the Transfer Bureau to posts of Upper Division

nomlkna e13xssi3;tant and who have completed one year's Service in

Ci,llerc r?liie of Upper/Second Division or in a post in the Central
tSeirgt;riat Service on or before the 1st January I1953.

\ s and Scheduled Trites not covered
© Me‘glb?:f:usgs (i;tégd(uc})egbg\?s tvevho have officiated for at least one year
ig the grade of Upper/Second Division or in the Cc_antral Secrg—
tariat Service on or tetore the 1st January 1953 provided IIhey are

at least Matriculates.

(4) Grade II.

(@) Persons of the categories mentioned in sub-paragraphs (2) and (3)
above and not confirmed in the Upper Division.

(b) Persons not covered by clause (@) who have officiated in the Third/
Lower Division or in a higher grade for at least a period of three

years on or before the Ist January 1953 provided they are at least
Matriculates.

(c) Deputationists (Cf. O. M. No. 5/28/49-R, dated the 1st July 1949)

I who have officiated as Third/Lower Division Clerks or in a_higher

T

grade for at leasta period of one year on or tefore the 1st January
1953, provided they are at least Matriculates.

“d) Displaced permanent Central Government Servants not confirmed
under para 9 and displaced permanent Government Servants who
held in a permanent capacity posts in Sind and North West
Frontier Province and who were nominated or are deemed to
have teen nominated by the Transfer Bureau and have completed

at least one year’s sexvice in the grade of Third/Lower Division ot
a higher grade on or before the 1st January 1953.

(¢) Memters of Scheduled Castes and Scheduled Trites not covered by
clauses (@) to (d) above who have officiated for at least one year in
the grade of Third/Lower Division or in a higher grade on or before
the 1st January 1953, provided they are at least Matriculates.

Notg :—(1) For purposes of sub-paragraphs (3) and (4), only service in the Secretariat
or other included offices in the appropriate grade will count for eligibility.

\
El

(2) Broken periods of service will be counted provided that if the Government Servant

ceased to be in Government service for any period, the service prior to his re-
appointment will not be taken into account.

(3) For purposes of claus_e _(b)_of sub-paragraphs (3) and (4), persons who have been
recom mended by Ministries concerned for the grant of quasispermanent Status
but in whose case no final decision has yet been taken will be provisional ly consideret

eligible. If they are within the zone of confirmation, permanent vacancies wil
be rescrved for them pending deicsion on the grant

s : ¢ of quasi-permanent status
If t'hxs status is grantc?d, they will be confirmed with retrospective effect; if not
their names will be ceicted from the list of eligible pe

rsons.
13. The names of candidates who
Grades of the Service in terms of
Ministry of Home Affairs by
regarding their qualifications,
14. The candidates eligible for confirmation in the ‘Reserved quota’ ¢
Grade 1 shall be confirmed in order of their seniority | jar Torr
Establishment of ecimea ir seniority in the Regular Temporar

are eligible for confirmation in the tw
para 12 above will be communicated to th

the Ministries concerned with full particular
age and service.
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quota’ of Grade I and in Grade II sha] N ¥ General

> 1 and I be arranged in 1% in ordes . samics
or deemed seniority in that grade or in an eq%ivalenﬁzg?r;gec.’rds%h% :&ligﬁiy
for this purpose shall be determirnied on the basis of the longest stretch of conri}z
nuous service in the grade or in an equivalent grade on or tefore the 1st January
1953. 'The date or deemed date of senjority shall be calculated by prefixing
to the st January 1953 the longest stretch of continuous service in the grade
or In an equivalent grade. The lists will be arranged in accordance with the
dates or deemed dates of seniority.

Note —Service in an e

quivalent grade for the above purpose will be determined as
follows :

(&) In respect of posts referred to in Ministry of Home Affairs O. M. No. 31/223/50-
DGS, dated the 27th April 1951, the provision of that O. M. apply.

(i) In respect of posts not so covered service on a pay cfover Rs. 8o/- and Rs. 55/-
will be regarded respectively as service in grade equivalent to the Upper Division
and the Lower Division,

16. Candidates will be confirmed in the order of seniority arranged as des-
cribed in para. 15 (subject to the reservation in favour of Scheduled Castes,
Scheduled Tribes and displaced Government Servants). Candidates entitled
to confirmation according to their seniority will be required to pass a typing
test conducted by the Union Public Sexrvice Commission at a speed of 30 words
per minute before they are actually confirmed. A candidate who fails to pass
the typing test within two years from the date on which he is eligible to be confirm-
ed will be regarded as having finally failed to pass the test and the permanent
vacancy reserved for him will thereupon te made available to the next person
on the list. Provided that persons above the age of 45 years on the 1st January
1953 may be confirmed without passing the typing test but will not be eligible
for promotion (permanent or officiating) to any higher grade until they pass
the test.

SECTION—V
Future Maintenance of the Service

17. (1) Permanent vacancies in the ‘General quota’ of the authorised
strength of Grade I of the Service will be filled in the following manner :

(a) in accordance with the provisions of sub-paragraph (4) ;

(&) by confirmation of quasi-permanent holders of posts of Upper Divi-
sion Clerk in a proportion of vacancies to be fixed for the purpose
with the concurrence of the Ministry of Home Affairs ;

(¢) half the balance of vacancies in each Ministry by promotion of perma-
nent Lower Division Clerks, selections for promotion being made
on the basis of merit with due regard to seniority; and

(d) the other half to be filled on the results of a combined competitive
examination for Ministerial Service to be held by the Union Public
Service Commission:

Provided that for a period of three years from the initial constitution
of the Service, there will te no direct reciuitment. The question
whether direct recruitment will te resumed thereafter, either fully
or partially, will te considered by the Ministry of Home Affairs in
consultation with the Union Public Service Commission. This
consideration will relate to the succeeding period of three years.
Direct recruitment in accordance with clause (d) will be resumed
fully on completion of six years from the date of the initial
constitution of the Service. Until such time as direct recruitment
is resumed the quota of vacancies which are earmarked for direct
recruitment will te filled by confirmation of persons in the list
prepared under para 15 above, who are not confirmed at the
initial constitution of the Service.

(2) The minimum educational qualification for admission. to the examination
will be a University degree or an equivalent qualification. The mini-
mum and maximum age limits shall be 20 and 22 respectively, provided
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.. ,or the examination 1f they are not above the 4 ¢

age relaxation for Scl}eduled Castes and Sche_:dulec

For the purposes of promotion and recruitmen
a4 Ministry and 1ts Attached Offices will be treated as one unit,

ies in the Reserved quota’ of the authorise
emanent vacancies in the ‘Res wota’ orisec
G Iziglrﬁjt?f lof Grade I shall te filled by confirmation of persons in th
i{ecruTﬁr Temporary Establishment of Assistants.
o <

(4) In Ministries or Atta_ched Offices having S_ubordmate Offices, a pro-
portion of the posts in the grade may, W:I,lh the concurrence of the
Ministry of Home Affairs and the Union Public Service Commission,
be set apart for recrultment irom such offices. A_ppomtments made tc
such posts shall not count as either direct recruitment or promotion.

"ermited u
of 30. The sual
Trites will apply.

(5) Temporary vacancies whatever their duration shall, unless required
for posting a member of the Regular Temporary Establishment, be
filled Ministry-wise by promotion of suitable permanent Lower.
Division Clerks, quasi-permanent Lower Division Clerks, and
temporary Lower Division Clerks, who are graduates in that order of
preference. .

18. Direct recruits to Grade I will be on probation for one year and will
undergo such training as may be prescribed by the Ministry of Home Affairs.
During probation they shall be required to pass a test in typewriting at the
rate of 30 words per minute to Le held by the Union Public Service Commission
or such other authority as may be prescribed failing which they will be liable
to be discharged from Service.

19. Permanent officers of Grade I who have completed three years of ser-
“vice in the grade or in a higher grade will be eligible for promotion in the quota
of vacancies reserved for promotion from the clerical grades to the grade of
Assistant of the Central Secretariat Service. Promotion will be made on the

basis of seniority subject to the rejection of the unfit. T

20. (1) Permanent vacancies in the Authorised Permanent Strength of
Grade 11 as well as temporary vacancies likely to last for more than three months
shall, subject to such adjustments as may be necessary for the absorption of
quast-permanent holders of posts of Lower Division and to the provisions of
sub-paragraph (3), te filled by direct recruitment on the results of an examination
to be conducted annually by the Union Public Service Commission. The
minimum educational qualification for admission to the examination will
be a pass in the Matriculation or an equivalent examination and the minimum

and maximum age limits 17 and 20 years, with the usual relaxation for Sche-
duled Castes and Scheduled Tribes.

(2) Persons recruited on the results of the Union Public Service Commission’s
examimation will receive two advance increments ;'if they pass 4
yping test to be held by the Union Public Service Commission ot
such other authority as may be prescribed at a speed of 40 words per
minute they will receive two further increments. :

(3) In Ministries or Attached Offices having Subordinate Offices, a

ploportion of posts in the grade may, with the concurrence of the

Nl- 4 efean . . B . . 3 1 1
beuggtxy of thme Affairs and the Union Public Service Commission,
apart 1or recruitment from such offices.

21. Candi i
for one yeg;lcélgét:s aglp%mted to the Lower Division will be on probation
by the Ministry gf WHocmethlgy‘V‘Vf11 undergo such training as may be prescribed
L0 Pass a typing test at 30 words ner. During probation they will be required
Service Commission of such Per minute to be conducted by the Union Public

. - ot 3 ; . . eqr .
they will be liable to be dischpese Trom Sepsyonay be prescribed fuling which
22. Permanent :

Sl Lower Divis
service in the grade or j Division Clerks who have completed three years of

. or in a hi : o A
Upper Division as laid down ighgérﬁgggh“’;}} 1(313) zltlj%l\lgele for promction to the
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23. (1) Officers of Grade I who are members of<gat Regular&\”(emporary
Estglbhshment of Assistants at its initial constitution shall te considered to be
senior to all others and shall have the same seniority sifer se as in the Regular
Temporary Establishment of Assistants.

(2) The seniority of all persons confirmed in Grades I and II at the initial
constituticn of the Service other than those referred to in sub-para
(1) above shall be determined as follows :—

The names of all existing permanent Second and Upper Division Clerks|
Third and Lower Division Clerks who were appointed on a per-
manent basis in the grade prior to the 1st January 1944, will ke
arranged in accordance with the rules in force tefore the 22nd
June 1949. Such permanent clerks in each grade will te consider-
ed as senior to all clerks in that grade appointed on a permanent o1
quasi-permanent basis on or after the 1st January 1944. The order
of seniority of all clerks appointed permanently on or after the
1st January 1944 will be determined on the basis of longest stretch
of continuous service in the grade or in an equivalent grade on
or before the 1st January 1953, service in an equivalent grade
being defined as in paragraph 15 above.

(3) All persons confirmed in each grade at the initial constitution of the

' Service shall be senior to those not so confirmed. The sekiity
of persons confirmed in each grade of the Service after the initial
constitution is completed shall te determined according to the date

of their confirmation in the grade.
24. (1) Leave, pension and other conditions of service will te as for other
Class IIT officers.

(2) Nothing in the provisions regarding pay contained in this Section shall
affect the scales of pay to which pre-1931 entrants are entitled, or the
scale of pay of Rs. §5—170 to which certain persons have keen
appointed substantively.
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