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Subject:-Introduction of Single Window System:

No. 3901 1/05/2012-Lsit (
Govermsent 0! India
Ministry of Personnel, Public Grievanc

T 5 aypvy il PSE RNoarre s

)

5 and Pensions

(Department of Personnel and } -aining)

e S

OFFICE MEMORANDLT1

Commission for receiving requisitions for
he filled by selection through interview- rq

The undersigned 15 directed to say that in order

recruitment proposals due (o shortcomings/discrepan
Public Service Commission (LIPSC) has decided to s

System for accept)

g reguisitions(in UPS(C-33 proi
to be fiiled by Selection through b
already  urganized  workshop

Under this new system, the requisitioning

now be required to bring their complete proposa.

toliowing documents by hand for on the spot scruting
UPSC in terms of the Checklist annexad: -

(1v)

(V)

(V1)

{v11)

Notified Recruitment Rules/Service Ruies alor

All up-to-date notificd relevant amendements
Rules alongwith the date.

Act and regulation referred to in the REF
amendments in RRs/Service Rules.

All up-to-date reievant amendments (n the Act
the RRs/Service Rules or in the amendments u

All up-to-date  NotficationvInstructions
Qualifhcations™  treated  as  equivalent
Quahtications tor the post. This 15 of s
equivalent™ is specified under Essential/Desira

All up-to-date Notifications/Instructions reg:
(Quahfications’™ treated as equivaient t
qualifications for the paost. This s of s
equivalent” s specificd under Essential/Destra

Certified serial numbered index fist o chi
details (including date) of the above mentonec

North Block . SNew Deths,
Dated the 04" July. 2012

in Union Public Service
iirect reeruitinent posts to
arding,

o reduce delay in hnalizing
25 In requisition, the Union
tch over o Sinzle Window
rma) henceforth for direct
crvicw, In this context, the
pprising  the  indenting
hortcomings found in the

anistries/Departments shall
(requisilions) along with
by the designated officer m

with the daie.

1 recruitment Rules/Service

Service Rules or in the

nd regulation referred to 1n

LRs/Service Rygles,
regarding  “T.ducational

the  bBssencial/l Jesirable
ntficance only  when or

e Qualifications.

Jing “Foreign ducational

the  Essential/Desirabie
aflcance  only  when “or
e Quahifications.

wlogical order. mdicating
locuiments.
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I's Anmil Rle/UPSC Matters

2.

ﬁ

3, Henceforth, the All Ministries/Departments are required to authorize a
representative  not below the level of Under Secretarv to appear in the
Commission’s offi. + in person with a prior appointment (Ph No. 011-23098591,
Extn-4784) and h: «d over the requisttion, complete in all respect, with all the
relevant document  records to Under Secretary (IFC). The requisition received at
the window would utially he scroumzed in terms of the information sought in the
protorma and 1 onsonancy with the checklist. Incomplete cases would be
returned at the cou ter ttself atter pointing out deficiencies. Only cases, which are
complete in all re »ect as per the checklist, would anly be accepted for further
detailed scrutiny ar: | examination.

4, All Ministri: s/Departments are requested to take note of above new system
being ntroduced »y the UPSC and bring the same to the notice of all
requisttioning Dep - tments. It may also be ensured that whenever a requisition for
direct recruitment by Selection through Interview is to be referred by the
requisitioning Min tries/Departments to the Commission, an officer not below the
level of Under Sec. :'tary may be depuied in the Commussion’s office alongwith the
complete case recor Is and duly filled in proformascheck-list as indicated above.

He, -

(P.Prabhakaran)
Director

F
+
L]

All Mhr stries/Departments of Government of India.
Copy to:-

L nion Public St vice Commission/Central  Vigilance Commission/Election
Commussion  of  ndia/Comptroller and Auditor General of India/Central
[nformation Comn ssion/L.ok-Sabha Secretariat/Rajya Sabha Secretariat.

All attached office under the Ministry of Personnel, P.(5.& Pensions.

All Officers and Se tions in the Ministry of Personnel, P.G. and Pensions

NIC, Departmer of Personnel and Training, North Block, New Delhi.
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Requisition for Recruitment by Selection-ChecX-List

e A - - - — — — i p— - e i e s —i o —

|Si Ne ~Information to be provided  item . Yas/No
| . _ — No. - '
1 Whether the requisition has been ‘[ Yes/No
submitted in the prescribed i
| proforma? N
2 Whether requisition has been - Yes/No
| signed in original showing the

' name, desighaton and telephone

| number of the requisitioning | |

., authority? L |

- 3 Whether  the  Requisifoning | 1 - Yes/No

Authority is empowered by the

| Administrative

| Ministry/Department {o place the :

; Requisition with the UPSC

| ' directly? I

4 if yes. whether the relevant| 1 1Yee!Ne

f document/order has been -

| | enciosed? B -

3 Whether brief particulars of the | 2 Yes/No
post have been given in the

required format atout designation,
pay scale & total Emoluments
{excluding HRA & CCA), Group & |
Service Cadre and total number of é
posts sanctioned (permanent and
Temporary) have been indicated
| as per Recruitment Rules?
6 Whether the existing vacancies | 3 Yes/No
! and anticipated vacancies upto |
| one vyear from the date of
requistion have been included as
per MHA OM No. 9/21/68-RPS
dated 10.06.18969 read with
OM.No. 23/38/69-Estt (B) dated | |
, 13.03.1968 and  subsequent 'f .
| amendments/instructions |
| theretothereunder?
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7 "Whether the reservation for SC, | 3 Ye /N ]|
| | ST and OBC has been worked out :
J on the basis of post-based roster |
'as  per DOP&T OM No. .

- 36012/206-Estt.(Res) dated |
- 02.071997 and  subsequent |
. amendments/ instructions thereto/ |
... | thereunder?
| B | Whether the requisiion has been | 3 | Yen/No
piaced after scrutiny of all Direct :

Recruitment  vacancies  and l
enforcing the reduction as per | [
- procedure given in the DOP&T | ,
L OM  No.  2/8/2001-PIC, dated J*

1 16.05.2001, if the date of |
| oceurrence of vacancies is prior to |
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31.03.2008;

:

Whether

occurrence
. been indic:
along with {

Kk

it
el

14

S |

e e

: Whether t
Fersons

ang the

- whife sendi

- reservation :
" disability h: 3

ied in the requisttion
e date of occurrence?

‘the  reasons of| 3
.of vacancies have

Yes/No

© requirements of the

“th  Disability (Equal
Oppoertuniti- s
and Full &

, Protection of Rights
rticipatior) Act, 1995
policy relating to
for persons with
been taken care of
3 this requisition?

Yes/No

Whether
reservation
considered.

basis of
36035/3/20

29.12.2005

Notification
31.05.2001

dated :
No. 360351

Pdated 121

' No. 3¢
dated 29 Q7
amendmen
theretofher
It the v
requisitione
whether si

per Mo

08 .06.1567
- amendmen’

\ theretofther.

| Whether t:
, cases/litigat

OM}, No. 3.

exist for mc-

No.F.2/4/67

’been Me
impact, if ar.

“he suitability and
for PH has been

worked out on the
DOPE&T OM No.

4-Estt.(Res) dated
{Nofification no. 16-
70/20040D -
15.03.2007

dated 18.01.2007

supersedes the |
do. 16-25/39N1.| dated

aferred in the DOP&T |

135/8/2003-Estt (Res) |

26.04.20086,
2006-Estt.(Res)Desk
2008, DOP&T OM

30/2/2012-Estt.(Res.)

2012 and subsequent

finstructicns
ander’?

Yes/No

_——— e e —— e ————— e

ancies  are  being
on temporary basis,
A vacancies would
2 than three years as
Home  Affairs OM
=stt.(B) dated |

and subsequenti
/ instructions |

hder ?

Yes/No

> details of Court

in/decisions have

oned aiong  with
7

Whether it

court case
| sending the
" such court

" the requis.

- conveyed
- immediately

under NOT

has been certified
that the details of
if any, ansing after
requisition and effect
ase(s) may have on
on  sent shall be

y the Commission |

ing without fail?

' Whether
' regarding

- Senvice R

complete

—_———— [ETH — —

YesiNo )

Yes/No

detailsTS &
Kecruitment Rules/ | 7
es viz notification, |

N

Yes/No

T.5 Anl-file/UPSC Matrers
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| review etc. have been mentioned |
completely? |

Whether certified copy of notified
Recruitment Rules/ Service Rules
have been enciosed?

&

Whether the vacancies to be filled
| come under Direct Recruitment |
quota as per the notiﬁed!
Recruitment Rules? '

If the present requisition for direct
. recruitment is on account of some
- other method of recruitment
having  failed, whether the
- reference number and date of the |
- Commission  advice to  the
Ministry/Department to resort to
direct recruitment has been
indicated and a copy of the same
has been enclosed?

'
N T

8
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—_—

Yes/No |

Whether the Essential and
- Desirable Qualification details
have been worked out in a clear
and comprehensive manner in
accordance with the Notifiad

Recruitment Rules/ Service
Ruies?

10

in case, the above indicate
Educational Qualification includes
the term "or equivalent”, whether
the exhaustive list of equivalent
Fducational Qualifications has
pDeen provided In consultation with
| the Commission?

10

| Yes/No

27

- In  case, the above indicated
' Expenence Qualification is not
' clearfambiguous or not quantified
“or not clearly prescribed the
. specific area(s) in which the
experience is required, whether
Ithe same has been redefined
explicitly and clearty In
consuttation with the
Commission?

22

Relaxations are as per Notified
Recruitment Rules/Service Rules
and extant instruction of Govt. of

PO

10 1 Yes/No

Yes/No

Whether the Age Limit and |

11

Yes/No

In case, the Age relaxation under
any Specific provisions/ Special |
circumstances/ Court orders have
been indicated, whether the
copies of notes/ correspondence/
decision obtaining prior
i concurrence of the DOP&T/ Home

11

Yes/N E’__Ha

'r
|
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Miristry anc prior consultation with
the Comussion have been
enclosed? ..

24

- —_— -

e —————— e T

Whether tt =+ Period of Probation,
Place of Pxsting and other details
etc. Are  as per Notified

 Recruitmern! Rules/ Service Rules

land extant nstructions of Govt. of
India on thevsubject?

12 &
14

Yes/No

Whether -~ duties have  been
indicated it -brief not exceeding 40
words’

13

Whether ir :armation on any other
requiremer . or conditions not
coverad at wwe has been given, if
any’ I

p—rr — = r——

if direct r.zruitment was made
earher for /- entical posts, whether
the refere..ce and date of the
latest con nunication from the

Commussic:. {including infructuous !

case) has t 2en indicaked?

16

Yes/No

28

if the pres:=at requisition is within
stx months rom the previous one,
whether gsatisfactory reason(s)

| has/have b:zen ndicated?

17

Yes/No

Whether t-= name, address &
telephone r; imber of the Ministry's
Represents ‘'ve with whom the
proposal (- 15 to be discussed

. has been r -iicated?

18

- Whether th: clauses which are not
. applicable nave beencrossed’?

19 |

Yas/No

Yes/No

Whether N Objection Certificates

have beer: obtained from the

Surplus Ce! of the DOP&T (now
designated as  Division  of
Retraining and Redeployment)
and the Director  General
{Resettlem::nt}, M/Q Defence. and
placed as annexure to this
requisition’

19

Yes/No

Whether ) required relevant
certificates nave been enclosed
along with the requisition?

19

Yes/No

Whether th¢: name of the officer
not below the level of Joint
Secretary// iditonal Secretary
concerned, vho has approved the

| requisition, - as been indicated?

18

Yes/No

T.5 Anlb-hie/UPSC Matters




oilowing details in respect of Suitabiity! Reservation of the posts for Fnysically '

Handicapped Persons are to be given;

Note: Degree of disabiiity is 40% and above.
reserved for PH only if the same is suitable for PH.

A} Number of Vacancy: Horizontal Reservation

— — e

Further, post can be

a i-lj-q._'.l:! ey A HH AR

Annexure
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Horizontal Reservation _| Permanent

Temporary [ Total |

| . Physically Orthopedically [ |

' Handicapped Handicapped o
- Visually Handicapped | i
Hearing Handicapped ) :

D) FPhysical Requirements

'S.. | PhysicalRequirements __Yes/No_

i) | MF—Can perform work by manipulating with fingers ?

o — o — — ——— g b

i) ' PP- Can perform work by pulling and pushing
iy | L —Can perform work by lifting .
tv)__| KC — Can perform work by kneeling and crﬂuchlng—‘

———— 1 ..

v) BN~ Can perform work by bending

vi) | S - Can perform work by sitting

viiy | ST = Can perform work by standing
viip - W - - Can perform work by walking

[ S

X} | SE — Can perform work by seeing

_X) | H = Can perform work by hearing/speaking

xi) | RW—Can perform work by reading andwriting

| e 3--

' xii) | C ~ Communication

—
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T.S. Ant:-Iilet. PSC Matiers

c) Functional Classification

PH Category | PH Sub-Category | Suitabiity | Reservation
(Yes/No) (Yes/No)

Orthopedically | BL-Both legs affected but not
Handicapped |[armms .
or Locomotor | BA-Both Impaired
Disability  or | arms affected | Reach i
| Cerebral | Weakness of j
- Palsy L Grip
OL. One leg | Impaired
- affected (R or | Reach
L) Weakness of |
Grip :
“ Ataxic '
OA One arm | Impaired
affected (R or | Reach i
L) Weakness of |
Grip
. ] Ataxic
BH-Gtiff back and hips
(cannot sit or stoop) |
BL/.- Both legs and both arms |
affected
MW . Muscular weakness and
limi >d physical endurance

- LR T AT i S

OLi.- , One ! Impaired
One Leg (R | Reach '
Lecand | ort) | Weakness ' b
; One- ofGrip
Arn Ataxic | N
: Affected | One | Impaired -
Arm | Reach ?
| (R or | Weakness | |
Ataxic |

‘Blindness or | B-Bind
LowVision | PB-Partially Blind

Heanng D-L 2af
mparrment | PD- Partially Deaf

= —u _—
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15 Antd-NileUPSC Malters

d} *Certified that:

o the requirements of the Persons with Disability (Equal Opportunities,
Protection of Rights and full Participation) Act, 1995 and the policy relating to
reservation for persons with disability has been ‘aken care of while sending
this requisition.

o the suitability and reservation for PH has been cansidered/ worked out on the
basis of DOP&T OM No. 36035/3/2004-Esit.(Res) dated 29.12.2005
{Notification no. 16-70/2004-DDIlil dated 18.01.2007.15.03.2007,22.032007
supersedes the Notification No. 16-25/89-NI.| dated 31.05.2001 referred in
this DOP&T OM. No. 360358/2003-Estt (Res)} dated 26.04 2006
No. 36035/102006-Esti (Res) Desk dated 1. 122006 and subsequent
amendments/ instruction tzreof.

“1) thatthe postof .................... .. under this r2juisition has been identfied
as being suitable for being manned by persons with disabiliies. The Vacancies
reported In this requisiton fall at points no............ of cycle no.... of 100 point
reservation roster out of which ...... no. of Vacancies are reserved for persons
with disabilties (i.e. Post is Suitable and Reserved fir PH).

*ii) thatthe post of ............................... under this requisition has been
identified as being suitable to be manned by perscrs with disabilites. None of
the proposed vacancies is earmarked as reserved .or the disabled (i.e. Post is
Suitable but not Reserved for PH).

OR

"ii) that the post of .. . _ .beiyg requisitioned has not been
tdentified as being suatabie tu be manned by persm with disabilities (i.e. Postis
not Suitable and thus not Reserved for PH). '

OR
"Iv) that the agency for which this requisiton . ... . .15 being sent,
IS exempt from the provision of Section 33 of the Porsons w:th Disabtllhes (Equal
Opportunities, Protection of Rights and full Participason) Act, 1985

[*Strike out the clauses that are not appiicable]
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