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RECRUITMENT, APPOINTMENT, SENIORITY AND PROMOTION
I. RECRUITMENT
Sl. No. 1
Civil Servants (Appointment, Promotion and Transfer) Rules, 1973
In exercise of the powers conferred by section 25 of the Civil Servants Act,
1973 (LXXI of 1973), the President is pleased to make the following rules, namely:–
PART I – GENERAL
1.
These rules may be called the Civil Servants (Appointment,
Promotion and Transfer) Rules, 1973.
2.
context,–


**

In these rules, unless there is anything repugnant in the subject or

(a)

"appointing authority", in relation to a post means the person
authorized under rule 6 to make appointment to that post;

(b)

*

(c)

"commission" means the Federal Public Service Commission;

(d)

[“departmental promotion committee” means a Committee
constituted for the purpose of making selection for promotion or
transfer to posts under a Ministry, Division, Department or Office of
the Federal Government in basic pay scales 18 and below and
equivalent; and].

(e)



(f)

**

["selection board" means a Board constituted by the Federal
Government, for the purpose of selection for promotion or transfer to
posts in basic pay scales 19 to 21 and equivalent, consisting of such
persons as may be appointed by Government from time to time].

["departmental selection committee" means a Committee
constituted for the purpose of making selection for initial
appointment to posts under a Ministry, Division, Department or
Office of the Federal Government in basic pay scales 1 and above
other than appointments which fall within the purview of the Federal
Public Service Commission under rule 3 of the Federal Public Service
Commission (Functions) Rules, 1978; and]
[Omitted].

Subs. vide Estt. Div.’s Notification S.R.O. No. 430(I)/2000, dated 26-6-2000.
Omitted clause (f) vide Estt. Div.’s Notification SRO No. 146(I)/84, dated 9-2-1984. Related to
promotion to posts in BPS 18 with special pay through CSB.
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3.
(1) Appointments to posts shall be made by any of the following
methods, namely:–
(a)

*

(b)

by transfer in accordance with Part II of these rules, and

(c)

by initial appointment in accordance with Part III of these rules].

[by promotion [*

* * *]

in accordance with Part II of these rules;

(2) The method of appointment and the qualifications and other
conditions applicable to a post shall be as laid down by the Ministry or Division
concerned in consultation with the Establishment Division.
**

[(3) "Notwithstanding anything contained in sub-rule(I), or the method of
appointment laid down in the recruitment rules, a person who is rendered surplus
as a result of the reorganization or abolition of a Division, Department, Office or
permanent post in pursuance of any Government decision or as a measure of
economy may be appointed to a post in the basic pay scale to which he belonged,
if he possesses the qualifications, and fulfils other conditions, applicable to that
post"].
***

[(4) Where a person referred to in sub-rule (3),–-

(i)

possesses educational qualifications which are considered
interchangeable with, or equivalent to, the qualification prescribed in
the relevant recruitment rules; or

(ii)

fulfils the prescribed qualifications and the conditions for initial
appointment to the post in the relevant rules except the condition
relating to prescribed experience, the appointing authority may, for
reasons to be recorded in writing, relax the requirement of
educational qualifications or, as the case may be, the prescribed
experience].

4.
(1) In each Ministry, Division, Department or Office of the Federal
Government, there shall be one or more Departmental Promotion Committees, and
Departmental Selection Committees, the composition of which shall be determined
by the Ministry or Division concerned in consultation with the Establishment
Division.
(2) Each such Committee shall consist of at least three members one of
whom shall be appointed Chairman.
*

Subs. vide Establishment Division Notification S.R.O. No. 742(I)/2002, dated 28-10-2002.
Added vide Establishment Division Notification S.R.O. No. 57(1)/93, dated 25-1-1993.
*** Added vide Establishment Division Notification S.R.O. No. 961(1)/99, dated 25-8-1999.
**
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5.
Where an appointing authority for *[posts in basic pay scales 15 and
below and equivalent] does not accept the recommendation of a Departmental
Selection or Departmental Promotion Committee, it shall record reasons therefor
and obtain orders of the next higher authority.
**

[6. ***[(1)] The appointing authority specified in column (3) of the table
below shall be competent to make appointment to the various posts in the basic pay
scales specified in column (2) of that table.
TABLE
S.No.

Basic Pay Scale of Posts

Appointing Authority

(1)

(2)

(3)

1.

Posts in basic pay scales 20 and
above or equivalent.

@

2.

Posts in basic pay scales 17 to 19 or
equivalent.

Secretary of the Ministry or Division
concerned.

3.

Posts in basic pay scale 16 or
equivalent.

An officer notified by the Secretary of the
Ministry or Division concerned.

4.

Posts in basic pay scales 3 to 15 or
equivalent.

An officer notified by the Secretary of the
Ministry or Division concerned.

5.

Posts in basic pay scales 1 and 2 or
equivalent.

An officer notified by the Secretary of the
Ministry or Division concerned].

Prime Minister.

@@

[Provided that appointment to posts in Basic Pay Scales 20 and above
or equivalent in the President’s Secretariat shall be made by the President].
@@@

[(2) Notwithstanding anything contained in sub-rule (1), the Appointing
Authority specified in column (4) of the table below shall be competent to make
appointments to the posts specified in column (3) of that table in the department
specified in column (2) thereof.

*

Added vide Establishment Division Notification S.R.O. No.961(I)/99, dated 25-8-1999.
Subs. vide Estt. Div.’s Notification S.R.O.No.276(I)/2000, dated 25-5-2000.
*** Renumbered vide Estt. Div.’s Notification S.R.O. No.829(I)/2000, dated 16-11-2000.
@ Subs. vide Estt. Div.’s Notification S.R.O. No.1(I)/2003, dated 1-1-2003 w.e.f. 23.11.2002.
@@ Added vide Estt. Div.’s Notification S.R.O. No.607(I)/2002, dated 10-9-2002.
@@@ Added vide Estt. Div.’s Notification S.R.O. No.829(I)/2000, dated 16-11-2000.
**
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TABLE
Sl. #

Name of Department

Basic Pay Scale of
posts

Appointing Authority

1

2

3

4

1.

**

[2.

***

[3.

*

Pakistan
Audit
Department
and
Officers
of
InterDepartmental Cadre of
Pakistan
Audit
&
Accounts Group*

Intelligence Bureau

Controller General of
Accounts

(i)

17 to 19 or
equivalent.

Auditor-General of Pakistan.

(ii)

16 or equivalent.

An officer notified by the AuditorGeneral of Pakistan.

(iii)

3 to 15 or
equivalent.

An officer notified by the AuditorGeneral of Pakistan.

(iv)

1 to 2 or
equivalent.

An officer notified by the AuditorGeneral of Pakistan].

(i)

17-19 or
equivalent

Director-General Intelligence Bureau.

(ii)

1-16 or equivalent

(i)

BS-17 & 18 and
equivalent posts in
the offices specified in Section 6 of
the Controller
General of Accounts (Appointment,
Functions and
Powers)
Ordinance, 2001
(XXIV of 2001).

(ii)

BS 1-16 or
equivalent posts in
the offices
specified in
Section 6 of the
Controller General
of Accounts
(Appointment,
Functions and
Powers)
Ordinance, 2001
(XXIV of 2001).

Officer(s) notified by the Director
General, Intelligence Bureau].
Controller General of Accounts

(Officer(s) notified by
General of Accounts.

Controller

Now Pakistan Audit and Accounts Service vide Estt. Div.’s OM No. 1/17/92-CP I dated 10-12-2002.
Added vide Estt. Div.’s Notification S.R.O. No.891(I)/2000, dated 14-12-2000.
*** Substituted vide S.R.O. No. 630(I)/2011, dated 13-6-2011.
**
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PART II –- APPOINTMENTS BY PROMOTION OR TRANSFER
*
7.
[Promotions and transfer to posts in basic pay scales 2 to 18 and
equivalent shall be made on the recommendation of the appropriate Departmental
Promotion Committee and promotions and transfer to posts in basic pay scales 19
to 21 and equivalent shall be made on the recommendation of the Selection
Boards].
**

[7-A. (1) The Competent Authority may approve the promotion of an
officer or official from the date on which the recommendation of the Central
Selection Board or, as, the case may be, the Departmental Promotion Committee
was made.
Notwithstanding anything in FR 17 the officer or official who expires or
superannuates after the recommendations of the Central Selection Board or the
Departmental Promotion Committee and before the issuing of the notification, shall
stand exempted from assumption of the charge of the higher post. The Principal
Accounting Officer or an Officer so authorized, will give a certificate to the effect that
the officer or official has expired or superannuated].
8.
Only such persons as possess the qualifications and meet the
conditions laid down for the purpose of promotion or transfer to a post shall be
considered by the Departmental Promotion Committee or the Central Selection
Board, as the case may be.


[8-A. No promotion on regular basis shall be made to posts in basic pay
scales [17] to 22 and equivalent unless the officer concerned has completed such
minimum length of service, attended such training and passed such departmental
examination, as may be prescribed from time to time].
@

8-B. (1) Where the appointing authority considers it to be in the public
interest to fill a post reserved under the rules for departmental promotion and the
most senior civil servant belonging to the cadre or service concerned who is
otherwise eligible for promotion does not possess the specified length of service the
authority may appoint him to that post on acting charge basis.
(2)

*

**



@@

[omitted ]

Subs vide Estt. Div.’s Notification S.R.O. No. 430(I)/2000, dated 26-6-2000.
Added vide Estt. Division Notification No. S.R.O 733(1)/2005, dated 22-7-2005.

Subs. vide Estt. Div.’S Notification S.R.O. No.850(I)/98, dated 25-7-1998.
Amended vide Estt. Div.’s Notification SRO No. 835(I)/2000, dated 17-11-2000.
@@ Omitted vide Establishment Division Notification S.R.O No.269(I)/2000, dated 19-5-2000. It provided
that as long as a civil servant holds the acting charge appointment, a civil servant junior to him shall not
be considered for regular promotion but may be appointed on acting charge basis on a higher post.
@
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(3) In the case of a post in *[basic pay scales 17 to 22 and equivalent],
reserved under the rules to be filled by initial appointment, where the appointing
authority is satisfied that no suitable officer *[drawing pay in basic pay scale] in
which the post exists is available in that category to fill the post and it is expedient to
fill the post, it may appoint to that post on acting charge basis the most senior officer
otherwise eligible for promotion in the organization, cadre or service, as the case
may be, in excess of the promotion quota.
(4) Acting charge appointment shall be made against posts which are
likely to fall vacant for a period of six months or more. Against vacancies occurring
for less than six months, current charge appointment may be made according to the
orders issued from time to time.
(5)
Appointment on acting charge basis shall be made on the
recommendations of the Departmental Promotion Committee or the Central
Selection Board, as the case may be, save in the case of **[post in basic pay scale
22 and equivalent]
(6) Acting charge appointment shall not amount to appointment by
promotion on regular basis for any purpose including seniority.
(7) Acting charge appointment shall not confer any vested right for
regular promotion to the post [ ] held on acting charge basis.
9.
Appointments by transfer shall be made from amongst the persons
holding appointment on a regular basis in ***[posts in the same basic pay scale or
equivalent to or identical with the posts to be filled].
PART III __ INITIAL APPOINTMENT
10. ***[Initial appointment to the All-Pakistan Services, the Civil Services
of the Federation and posts in connection with the affairs of the Federation in basic
pay scales 16 & above or equivalent, except those which under the Federal
Public Service Commission (Functions) Rules, 1978, do not fall within the purview
of the Commission, shall be made on the basis of tests and examinations to be
conducted by the commission] ; and
11. ***[Initial appointments to posts in basic pay scales 1 to 15 and
equivalent, shall be made on the recommendations of the Departmental Selection
Committee after the vacancies have been advertised in newspapers].

*

Subs. vide Establishment Division Notification S.R.O. No. 146(I)/84, dated 9-2-1984.

**
***

Subs. ibid.
Subs. vide Establishment Division Notification S.R.O.No. 773(I)/2013, dated 28-07-2003.
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12. A candidate for initial appointment to a post must possess the
educational qualifications and experience and, except as provided in the rules
framed for the purpose of relaxation of age limit, must be within the age limit as laid
down for the post *[ ] ;
*[Provided that unless otherwise specified in the method of appointment,
qualifications and other conditions applicable to a post as laid down under sub rule
(2) of rule 3, the experience prescribed for initial appointment shall be the postqualification experience].
**[12-A. Alteration in the date of birth.–The date of birth once recorded at
the time of joining government service shall be final and thereafter no alteration in
the date of birth of a civil servant shall be permissible].
13.

A candidate for appointment shall be a citizen of Pakistan;

Provided that this requirement may be relaxed with the approval
of the Establishment Division:
Provided further that, in the case of candidates to be
appointed on temporary basis to posts in the Pakistan Missions
abroad, such relaxation shall not be accorded for a period
exceeding one year at a time.
14. Vacancies in the undermentioned posts shall be filled on AllPakistan basis in accordance with the merit and provincial or regional quotas
prescribed by Government from time to time:
(i)
(ii)

All posts in ***[basic pay scales 16 and above and equivalent].
Posts in ***[basic pay scales 3 to 15 and equivalent] in offices,
which serve the whole of Pakistan.

@

[Provided that if no suitable person holding the domicile of the Province
or Region to which a vacancy has been earmarked and fulfilling the prescribed
qualifications is found even after the vacancy has been advertised twice, the
appointing authority may fill up the vacancy on open merit on contract in the
following manner, namely:(i)

*

contract appointment shall be made initially for a period of one
year, and if the post falls under the purview of the Federal Public
Service Commission, the Commission shall be informed about
contract appointment;

Omitted and added vide Estt. Div.'s Notification S.R.O No. 970(I)/98, dated 9-9-1998.
Subs. vide Establishment Division Notification S.R.O. No. 520(I)/2000, dated 31-7-2000.
***Subs. vide Establishment Division Notification S.R.O NO. 146(I)/84, dated 9-2-1984.
@ Subs. and added vide Establishment Division Notification S.R.O. No. 784(I)/2002, dated 7-11-2002.
**
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(ii)

if nomination is not received from the Federal Public Service
Commission within one year, contract appointment may in the
public interest be extended for another one year; and

(iii)

the Federal Public Service Commission shall ensure that the
nominations of the qualified candidates are made within a period
of two years. If Federal Public Service Commission does not find
a suitable candidate, it shall advise the appointing authority, for
the extension in the contract].

15. Vacancies in posts in [basic pay scales 3 to 15 and equivalent] in
offices which serve only a particular province or region shall be filled by appointment of
persons domiciled in the province or region concerned.
16. Vacancies in posts in *[basic pay scales 1 and 2 and equivalent] shall
ordinarily be filled on local basis.
17. A candidate for appointment must be in good mental and bodily
health and free from any physical defect likely to interfere with the discharge of his
duties. A candidate who after such medical examination as Government may
prescribe is found not to satisfy these requirements, shall not be appointed.
PART-IV. –- AD-HOC AND TEMPORARY APPOINTMENTS
18. **[When under the Federal Public Service Commission (Functions)
Rules, 1978, a post is required to be filled through the Commission, the
appointing authority shall forward a requisition to the Commission on a prescribed
form immediately. In exceptional cases, ad-hoc appointment may, however, be
made for a period of six months or less with prior clearance of the Commission
as provided in rule 19.
19. When the appointing authority considers it to be in public interest to
fill a post falling within the purview of the Commission urgently pending
nomination of a candidate by the Commission, it may proceed to fill it on ad-hoc
basis for a period of six months or less after obtaining prior clearance of the
Commission. The post shall be advertised and the same procedures as laid down
for initial appointment in Part III shall be followed in making ad-hoc
appointments].
20. Short term vacancies in the posts falling within the purview of the
Commission and vacancies occurring as a result of creation of temporary posts
for a period not exceeding six months, may be filled by the appointing authority
otherwise that through the Commission on a purely temporary basis after
advertising the vacancy.


Subs.vide Establishment Division Notification S.R.O. No. 146(I)/84, dated 9-2-1984.
Subs. vide Establishment Division S.R.O. No.122(I)/2000, dated 15-3-2000.

**
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*20A. Appointment on deputation.- (1) A person in the service of a Provincial
Government or an autonomous, semi-autonomous body or corporation or any other
organization set-up, established owned, managed or controlled by the Federal
Government who possesses the minimum educational qualifications, experience or
comparable length of service prescribed for a post shall be eligible for appointment to
the said post on deputation for a period not exceeding three years which may be
extended for another period of two years on such terms and conditions as may be
sanctioned by Federal Government in consultation with the lending Organization.
(2) Subject to any rule or orders on the subject issued by the Federal
Government, a civil servant who fulfills the conditions and is considered suitable
may be sent on deputation to an autonomous, semi-autonomous body or
corporation established by law or to the Provincial Government on such terms
and conditions as may be decided by the lending and borrowing organizations.
(3) In case of appointment under sub-rule (1) or sub-rule (2) pension
contribution shall invariably be made by the borrowing organizations”.
** “Provided that posting of serving husband and wife at the same station,
unmarried female government servants at the place of residence of their
parents/family and that of married female government servants at the place of
residence/posting of their husbands who are not in government employment shall
be exempted from the said rule.”
***PART V –- PROBATION
21. (1) Persons appointed by initial appointment, promotion or transfer shall
be on probation for a period of one year.
(2) The period of probation may be curtailed for good and sufficient
reasons, to be recorded, or, if considered necessary, it may be extended for a
period not exceeding one year as may be specified at the time of appointment.
(3) On the successful completion of probation period, the appointing
authority shall, by specific order, terminate the probation.
(4) If no order is issued under sub-rule (3), on the expiry of the first year
of probation period, the period of probation shall be deemed to have been extended
under sub-rule (2):
Provided that, subject to the provisions of proviso to sub-section (2) of section 6
of the Civil Servants Act, 1973 in the absence of an order under sub-rule (3), the period
*

Inserted vide Estab. Div. Notification No. 3/54/2006-R.2, dated the 3rd May, 2007.
Inserted vide Estt. Division’s Notification S.R.O No.375(I)/2012 dated 16-04-2012.
*** Added vide Establishment Division Notification S.R.O. No. 968(I)/82, dated 21-9-1982.
**
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of probation shall, on the expiry of the extended period under sub-rule (2), be deemed to
have successfully been completed.
[Authority:– Estt. Div.’s Notification S.R.O.No.1498(I)/73, dated 20-10-1973].

1.1

Conditions for Appointment, Promotion and
Transfer Rules for Assistant Incharge, Stenotypist,
Assistant, UDC and LDC

ln exercise of the powers conferred by sub-rule (2) of rule-3 of the Civil
Servants (Appointment, Promotion and Transfer) Rules, 1973, the following
method, qualifications and other conditions are laid down for appointment to the
under-mentioned ministerial posts in the Ministries/ Divisions/Departments of the
Federal Government:–
Sl.No.
1.

Designation of Post
Assistant Incharge

2.

Stenotypist

BPS
15
14
rd

(Upgraded
BPS-14
w.e.f.
23
December,2011
vide
Finance
Division’s
O.M.No.19(55)
LegalII/2010-1055)
3.

Assistant

14

4.

U.D.C.

09

5.

L.D.C

07

METHOD OF APPOINTMENT
2.

The method of appointment to the posts shall be as under:-

Sl.
No.

Designation and BPS of
the post

1.

Assistant Incharge (BPS 15)

2.

Stenotypist (BPS 14)

3.

Method of Appointment
By Promotion
By initial
%
appointment
%
100%

—

—

100%

Assistant (BPS 14)

50%

50%

4.

U.D.C. (BPS 09)

50%

50%

5.

L.D.C. (BPS 07)

10%

90%
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Provided that:
(i)

if no suitable person is available/eligible for promotion to the posts of
Assistant Incharge the posts shall be filled in by transfer.

(ii)

failing promotion, the posts of Assistant, U.D.C. and L.D.C. shall be
filled in by initial appointment and failing that by transfer:

(iii)

failing initial appointment, the post of Stenotypist shall be filled in by
appointment by transfer.
CONDITIONS FOR PROMOTION

3.
Promotion to posts in column (2) below shall be made by selection
from amongst persons holding posts specified in column (3) on a regular basis
and fulfill the conditions prescribed in column (4).
Sl.
No.
(1)

Designation and BPS of the
post
(2)

Person eligible

Conditions of eligibility

(3)

(4)

1.

Assistant Incharge(BPS 15)

Assistant (BPS-14)

2.
3.
4.

Assistant (BPS 14)
U.D.C. (BPS 09)
L.D.C. (BPS 07)

U.D.C (BPS-9)
L.D.C. (BPS-7)
Employees holding
posts BPS-06 and
below.

03 years service as
Assistant
03 years service as U.D.C
03 years service as L.D.C
Matric with a minimum
typing speed of 30 w.p.m.

QUALIFICATION, EXPERIENCE AND AGE LIMIT
FOR INITIAL APPOINTMENT
4.
On the closing date for receipt of applications as fixed in the
relevant advertisement, a candidate for initial appointment to a post must possess
the educational qualifications and experience and must be within the age limit as
mentioned against the post concerned in the Schedule to this notification:
Provided that the maximum age limit shall be relaxed in respect of the
candidates specified, and to the extent indicated, in the Initial Appointment to Civil
Posts (Relaxation of Upper Age Limit) Rules, 1993, as amended from time to time.
QUALIFICATIONS / CONDITIONS FOR
APPOINTMENT BY TRANSFER
5.
Appointment by transfer shall be made in accordance with the
provisions of Rule-7 and 9 of Civil Servants (Appointment, Promotion and
Transfer) Rules, 1973.
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PROBATION
6.
Persons appointed by promotion or initial appointment or transfer
shall be on probation in accordance with the provision of Section 6 of Civil
Servants Act, 1973 read with Rule 21 of the Civil Servants (Appointment,
Promotion and Transfer) Rules, 1973.
7.
The Recruitment Rules of Ministerial posts notified vide S.R.O. No.
1077(I)/2005, dated 15-10-2005, amended from time to time, are hereby
repealed.
SCHEDULE
(See para 4)
S.
No.
1.

Designation and BPS
of the post
Stenotypist(BPS-14)

2.
3.
4.

Assistant (BPS-14)
U.D.C (BPS-09)
L.D.C. (BPS-07)

Qualification/ Experience
(i) Intermediate.
(ii) Minimum speed of 80/40 w.p.m in
shorthand/typing respectively.
(iii) Must be computer literate
Graduate
Intermediate
(i) Matric.
(ii) Minimum typing speed of 30 w.p.m

Age Limit
Minimum Maximum
18 years
25 years

18 years
18 years
18 years

28 years
25 years
25 years

[Authority:– Estt. Div.’s SRO 139(I)/2012, dated 31st January, 2012]

1.2

Conditions for Appointment, Promotion and Transfer Rules
for Private Secretary, Superintendent and Stenographer

In exercise of powers conferred by sub-rule (2) of rule-3 of the Civil
Servants (Appointment, Promotion and Transfer) Rules, 1973, and Section-7
(1)(b)(i)&(ii) of FPSC Ordinance, 1977 (XLV of 1977), the following method,
qualifications and other conditions are laid down for appointment to the following
posts in the Ministries/Divisions/Departments of the Federal Government:—



S.No.

Designation

BPS

1.

Private Secretary

17

2.

Superintendent
th
Grant BPS-17 w.e.f. 10 September,2014 vide Finance Division
O.M.No.1(3)/R-I/2010/2014.

16

3.

Stenographer
rd
(Upgraded BPS-16 w.e.f. 23 December, 2011 vide Finance Division’s
O.M.No.19(55) Legal-II/2010-1055 and re-designated as Assistant
th
Private Secretary w.e.f. 28
Feb.,2013 vide Finance Division’s
O.M.No.1(110)-R-I/2012-124-13).

16

Now Assistant Private Secretary.
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METHOD OF APPOINTMENT
2.

The method of appointment to the posts shall be as under:—

Sl.
No.

Designation and BPS of the post

(1)
1.
2.
3.

Method of Appointment
By Promotion
By initial
(%)
appointment
(%)
(3)
(4)

(2)
Private Secretary (BPS-17)
Superintendent (BPS-16)

Stenographer (BPS-16)

—
—
50%

100%
100%
50%

Provided that:—
(i) if no suitable person is available/eligible for promotion to the posts of
Superintendent and Private Secretary the posts shall be filled by transfer.
(ii) failing initial appointment the posts of *Stenographer shall be filled in by
transfer.
CONDITIONS FOR PROMOTION
3.
Promotion to posts in column (2) below shall be made by selection
from amongst the persons who hold the posts specified in column (3) on a
regular basis and fulfill the conditions of eligibility as prescribed in column (4):—
Sl.
No.

Designation and BPS
of the post
(2)

(1)

Person eligible

Conditions of eligibility

(3)

(4)

03 years service as
*Stenographer.

1.

Private Secretary (BPS-17)

*Stenographer (BPS-16)

2.

*Stenographer (BPS-16)

Stenotypist (BPS-14)

03 years service as
Stenotypist.

3.

Superintendent (BPS-16)

Assistant Incharge (BPS-15)/
Assistant (BPS-14)

03 years service as
Assistant Incharge or 05
years
service
as
Assistant.

QUALIFICATION, EXPERIENCE AND AGE LIMIT
FOR INITIAL APPOINTMENT
4.
A candidate must possess the educational qualifications and must
be within the age limits as mentioned against the posts concerned in the
Schedule to this Notification provided that:—
(i)



the maximum age limit shall be relaxed in respect of the candidates
specified and to the extent indicated in the Initial Appointment to
Civil Posts (Relaxation of Upper Age Limit) Rules,1993 as amended
from time to time ; and

Now Assistant Private Secretary.
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(ii)

eligibility of candidates shall be reckoned, as on the closing date
fixed for submission of applications in accordance with these
Recruitment Rules and the Instructions issued by the Federal
Government and the Federal Public Service Commission from time
to time.
APPOINTMENT BY TRANSFER

5.
Appointment by transfer shall be made by selection from amongst
the persons holding appointment on a regular basis under the Federal
Government in the same basic pay scale in which the post to be filled exists,
provided that the person concerned possesses the qualifications and experience
prescribed for initial appointment to the post concerned.
PROBATION
6.
Persons appointed by initial appointment or promotion or transfer
shall be on probation for a period of one year. This period may be curtailed for
good and sufficient reasons to be recorded, or if considered necessary, it may be
extended for a period not exceeding one year as may be specified at the time of
appointment. Appointment or probation shall be subject to the provisions of
Section 6 of the Civil Servants Act, 1973 read with Rule 21 of the Civil Servants
(Appointment, Promotion and Transfer) Rules, 1973.
7.
This Notification issues with the concurrence of the FPSC vide its
letter No.F.2-4/2012-RR, dated 18-04-2012 and supersedes Establishment
Division’s S.R.O 1077(I)/2005, dated 15-10-2005 as amended from time to time
to the extent of the post of Stenographer and Superintendent and S.R.O
99(KE)/87, dated 22nd October, 1987.
SCHEDULE
(See Rule 4)
S.
No.

Designation and
BPS of the post

Qualification/ Experience

Age Limit
Minimum
Maximum

(1)

(2)

(3)

(4)

(5)

1.

*Stenographer
(BPS-16)

(i) Second class or Grade “C”
Bachelor’s
degree from a
University
recognized
by
HEC.

20 Years

28 Years

(ii) A minimum speed of 100/50
w.p.m in shorthand/typing
respectively.
(iii) Must be computer literate.
[Authority :— Estt.Div’s S.R.O. No.526(I)/2012 dated 18-04-2012].


Now Assistant Private Secretary.
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1.3

Method and Conditions of
Appointment to Posts in
BPS 4 and Below

In pursuance of sub-rule (2) of rule 3 of the Civil Servants (Appointment,
Promotion and Transfer) Rules, 1973, the following method, qualifications and
other conditions are laid down for appointment to the post in BPS 4 and below in
the Ministries and Divisions, Attached Departments and Sub-ordinate Offices
under the Federal Government:
METHOD OF APPOINTMENT
2.

(1) The method of appointment to the posts shall be as follows:

1.

(i) Staff Car Driver ( BPS 4)
(ii) *Omitted

100% by initial appointment.

2.

(i) Despatch Rider ( BPS 4)
(ii) Omitted

100% by initial appointment.

3.

(i) Duplicating Machine
Operator (BPS 4)
(ii) Omitted

50% by promotion,
50% by initial appointment

4.

(i) Daftry ( BPS 2)
(ii) Omitted

100% by promotion

5.

(i) Qasid (BPS 2)
(ii) Omitted

100% by promotion.

6.

Naib Qasid ( BPS 1)

100% by initial appointment including 10%
by Farashes having 10 years satisfactory
service.

2.
Provided that if no suitable person is available for promotion, the
post or posts reserved for promotion shall be filled by initial appointment and
failing that by transfer.
3.

Vacancies in posts in BPS 1 and 2 shall ordinarily be filled on local

basis.
4.
Upto 50 per cent of the vacancies in posts in BPS 1 - 4 shall be
reserved for ex-servicemen.
*Omitted

vide SRO 1231(1)/2006.
Note: 'Qasid', literally means 'Messenger', hence Naib (Deputy/Assistant) Qasid.
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CONDITIONS FOR PROMOTION
3.
Promotion to the posts in column 2 below shall be made by
selection from amongst the persons who hold the posts specified, in column 3 on
a regular basis and possess the qualifications and experience prescribed in
column 4 :Sl.
No.
1.

Name & BPS of
the Post
Duplicating
Machine Operator
( BPS 4)

Persons eligible


[(i) Daftry ( BS- 02)

(ii) Qasid (BS-02)]

Conditions of eligibility
(i) 3 years service BPS 2
(ii) Knowledge of operating
Duplicating Machine essential.

2.

Daftry ( BPS 2)



3.

Qasid ( BPS 2)

Naib Qasid / Farash ( BPS 1)

Naib Qasid (BPS 1)

3 years service in BPS 1
3 years service in BPS 1

QUALIFICATION, EXPERIENCE AND AGE LIMITS FOR INITIAL
APPOINTMENT
4. (1) A candidate must possess the educational qualifications and
experience and must be within the age limits as mentioned against the post
concerned in the schedule to this notification.
(2) Provided that the maximum age limit shall be relaxable in
accordance with the provisions of Initial Appointment to Civil Posts (Relaxation of
Upper Age Limit) Rules, 1993.
(3)



(4)

***Omitted

(5)

All the vacancies in posts in BPS 1 - 4 shall be advertised in the

Omitted

press.
QUALIFICATION / CONDITIONS FOR TRANSFER
5.
Appointment by transfer shall be made from amongst the persons
holding posts under the Federal Government on a regular basis in the same
Basic Pay Scale in which the post to be filled exists provided the person
concerned possesses the qualifications/experience prescribed for initial
appointment or promotion to the post concerned.



Amended vide Estt. Division’s Notification S.R.O.No.1152(I)/2009 dated 31-12-2009.
Subs. Estt. Div.’s Notification SRO 1231(1)/2006, dated 7-12-2000.

Omitted vide Estt. Div.’s Notification SRO 719(1)/2005, dated 13-07-2006.
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PROBATION
6.
Persons appointed by promotion or initial appointment or transfer
shall be on probation for a period of one year. This period may be curtailed for
good and sufficient reasons to be recorded or if considered necessary, it may be
extended for a period not exceeding one year as may be prescribed at the time of
appointment. Appointment on probation shall be subject to the provisions of
section 6 of Civil Servants Act, 1973, read with rule 21 of the Civil Servants
(Appointment, Promotion and Transfer ), Rules, 1973.
7.
The other provisions specifically applicable to the employees
holding posts in BPS 1 to 4 are given in the Appendix to this Notification.
8.
These rules shall not apply to those Government Organisations who
have their own recruitment rules in respect of the posts included in this
Notification. However, the terms and conditions specifically applicable to the said
employees as given in the Appendix to these rules shall also be applicable to
them.
9.
This Notification issues with the concurrence of the Establishment
Division (R-Wing) as contained in U.O No. F.9/4/90-R-5 dated 29th October, 1990.
SCHEDULE
( See para 4 )
S. No.

Designation and BPS
of the post

Qualification and Experience

Max age limit

1.

Staff Car Driver ( BPS 4)

(i) Primary Pass
(ii) Valid driving license holder and well
versed in the traffic rules.

30 years

2.

Despatch Rider ( BPS 4)

30 years

3.

Duplicating Machine
Operator

4.
5.
6.

Daftry ( BPS 2)
Qasid ( BPS 2)
Naib Qasid ( BPS 1)

(i) Primary Pass.
(ii) Valid driving license holder and
well versed in the traffic rules.
(i) Primary Pass.
(ii) Knowledge of operating
duplicating machine essential.
Primary Pass.
Primary Pass.
Primary Pass.

25 years

25 years
25 years
25 years

Note – 1.

The candidates should be put through an elementary test in
reading and writing and an interview by the Departmental Selection
Committee, Marks should be awarded in ratio of 40% for the test and
60% for interview.

Note – 2.

In case of technical appointment such as Drivers, Despatch
Riders, Duplicating Machine Operators etc. marks may be
awarded in the ratio of 60% for practical and reading and writing
test and 40% for interview.
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Note – 3.

In case of Drivers/Despatch Riders, in addition to the routine
medical examination, the report shall also cover drug addicts.
Drivers/Despatch Riders shall be required to undergo such
medical test every year to ensure safe driving. However, if
considered necessary, the Drivers/Despatch Riders may be
required to undergo the said medical examination during any
period of the year in addition to their annual medical examination.

Note – 4



Note – 5

The minimum academic qualification for initial appointments to
BPS 1 posts (other than the post of Naib Qasid) shall be primary
pass and the maximum age limit shall be 25 years.

Omitted

[Authority:– Estt. Div.’s S.R.O 1302(1)/90, dated 15th December, 1990].

1.4

Grant of BPS-17 to the Superintendent (BPS-16) in the Federal
Government Ministries/Divisions/Attached Departments/Subordinate Offices.

Prime Minister has been pleased to accord approval to the grant of higher
time scale to the Superintendents (BPS-16) in the Federal Government Ministries/
Divisions/Attached Departments/Subordinate Offices with immediate effect as
under:—
(a)

One time grant of BPS-17 to all Superintendents working in BPS-16
irrespective of their length of service.

(b)

In future three(03) years satisfactory service as Superintendent
BPS-16 may be prescribed for grant of BPS-17 to them.

2.
The grant of higher time scale will be subject to the following terms
and conditions:—

(i)

The recruitment rules, nomenclature/tier of the posts and seniority of
the Superintendents shall remain intact.
(ii) The grant of higher time scale will be subject to fitness of candidate
and recommendations of the relevant DPC.
(iii) On grant of higher time scale pay will be fixed at the next above stage
in BPS-17 and no pre-mature increment is admissible.
(iv) On grant of higher time scale there shall be no change in the
entitlement/admissibility of rental ceiling/House Rent Allowance/
Medical Allowance.
[Authority:– Finance Division (Reg. Wing) O.M. No.1(3) R-I/2010/2014 dated 10-9-2014].
Omitted vide Estt. Div.’s Notification SRO 1231(1)/2006, dated 7-12-2006.
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Sl. No. 2
Framing of Recruitment Rules
The methods of appointment of Federal civil posts are regulated under the
provisions of the Civil Servants (Appointment, Promotion and Transfer) Rules, 1973
framed under Section 25 of the Civil Servants Act, 1973. As these rules provide the
basic framework for appointment to Federal civil posts, instructions were issued
vide Establishment Division O.M.No. 9/1/73-D.V., dated 29.11.73 laying down a
simplified format for notifying recruitment rules since the earlier pattern of detailed
recruitment rules for various posts/cadres was no longer considered necessary.
The system has its advantages but over the years, the framing of recruitment rules
has become an increasingly mechanical exercise and is now reduced to simply
inserting uniform standards (of educational requirements, experience, age limits,
etc) for equivalent posts in various departments. As a result, the recruitment rules
are no more viewed as important and essential instruments of career planning nor
do they properly reflect the job requirements particularly in technical posts/cadres.
This trend should be reversed and recruitment rules for various posts/cadres should
be framed with greater care to serve, on the one hand, as instruments of career
planning for the officials concerned and on the other, be tailored around the job
requirements particularly in technical cadres.
2.
It is, therefore, requested that, while framing recruitment rules, due
consideration should be given to job descriptions for laying down the
qualifications/experience for posts and the composition of cadre for prescribing
percentage, for direct recruitment and promotions. Efforts should be made to
safeguard both the department's interest in raising a fully-qualified and experienced
cadre and the career interests of its members whose promotions are governed
under the provisions of recruitment rules.
3.
Establishment Division has also noticed that some Divisions/
Departments have framed recruitment rules for isolated posts or very small cadres
(comprising 3-4 posts) like telephone operators, lady health visitors, teachers of
departmental schools, etc. This is not a satisfactory arrangement because such
isolated posts or tiny cadres do not offer adequate prospects of promotion to the
incumbents. In such cases, it would be advisable to fill the posts by having officials
on deputation from departments which have large cadres operating in the relevant
field, such as T&T Department* in the case of telephone operators, Federal/
Provincial Health/Education Departments in the case of lady health visitors and
teachers, etc. The Divisions/Departments are, therefore, advised not to frame
separate recruitment rules for their isolated posts or very small cadres where
officials with requisite skills are available in other federal/provincial departments.
The posts of the type under reference may be filled by deputation on tenure basis.
*

T&T Department **was converted into Pakistan Telecommunication Corporation Ltd. (PTCL) which
has been privatized as Pakistan Telecommunication Company Ltd. (PTCL) by the Government of
Pakistan. However, there is now National Telecommunication Corporation (NTC) for the
telecommunication needs of government.** [Erstwhile] Telephone and Telegraph Department.
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4.
As a matter of general policy, a person below the age of 18 years
cannot be employed as a government servant. Other than this limitation, prescribing
minimum age limits for each post is not only unnecessary but leaves the possibility
of denying opportunity to some otherwise qualified and capable candidates on a
mere technicality. It has, therefore, been decided that, while framing recruitment
rules, no conditions regarding minimum age be mentioned. In the existing cases,
Ministries/Divisions may consider the matter and take steps to amend the rules,
wherever necessary.
[Authority:– Estt. Div.’s O.M. No. 9/1/73-R.5, dated 22-8-1984].

2.1

Bar Against Making Recruitment
Without Framing Recruitment
Rules for Civil Posts

Instances have come to the notice of the Establishment Division that
appointments to certain posts have been made by the Ministries/ Divisions without
framing recruitment rules for these posts. Not only does this practice cause
hardship to the individuals themselves but also creates administrative difficulties at
the time of their promotion/ recruitment. It has, therefore, been decided that:(i)

Appointments (by promotion, transfer or direct recruitment) to the
posts for which recruitment rules do not exist or have not been
finalized in consultation with Establishment Division/ FPSC, may not
be made in the absence of recruitment rules; and the practice to
place the requisitions with FPSC, through the Establishment
Division, allowed vide this Division d.o. letter No.9/2/74-DV, dated
15th February, 1975 may be stopped forthwith.

(ii)

Recruitment rules for all posts sanctioned with the concurrence of the
competent authority, if not in existence, should be framed/ finalized
within three months of the issue of this circular.

(iii) In future, the proposals regarding recruitment rules referred to this
Division after the expiry of three months of the creation of posts, will
not be entertained by the Establishment Division.
2.
In order to simplify the procedure of framing recruitment rules, it has
further been arrived at that the decisions contained in para 1 above should be
implemented according to the procedure indicated below:Every new proposal forwarded to the Establishment Division regarding
recruitment rules, should contain the following information/ documents:(i)

Number of post(s) to be filled and the number of the feeding post(s), if
any.
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(ii)

Job-description of the post(s).

(iii)

Where a post is to be filled by promotion, the recruitment rules of the
feeding posts(s) (if any) may also be furnished.

(iv)

Copy of the sanction regarding creation/continuance of post(s), duly
endorsed by the Finance Division.

(v)

Organizational Chart of the establishment where the post(s) in
question exist.

3.
All the instructions, issued by the Establishment Division on the
subject from time to time, may be deemed to have been superseded to the extent
they are inconsistent with the instructions contained in this Office Memorandum.
[Authority:– Estt. Div.’s O.M. No.11/1/81-R.5, dated 20-8-1981].

2.2

Amendment in the
Recruitment Rules of
Civil Posts

In pursuance of sub-rule(2) of rule 3 of the Civil Servants (Appointment,
Promotion and Transfer) Rules, 1973 recruitment rules of civil posts are made by
Ministries/Divisions in consultation with the Establishment Division. Where the
recruitment rules provide for filling a post through promotion, the following
standard proviso is laid down in Rule-2 (Method of Appointment): “Provided that if no suitable person is available for
promotion, the post or posts reserved for promotion
shall be filled by initial appointment and failing that by
transfer.”
2.
Sometimes it may be necessary, in the public interest, to fill
promotion posts through temporary transfer / posting of a highly qualified civil
servant or by deputation of a highly qualified employee of a public sector
corporation. In order to make an enabling provision for this purpose in the
recruitment rules, the Chief Executive has been pleased to approve that the
following proviso shall be added below the above cited proviso in the recruitment
rules of all civil posts:“Provided further that if no suitable person is available
for promotion to a post, it may be filled, in the public
interest, by temporary transfer/ posting of a civil servant,
or by deputation of an employee of a public sector
corporation, in consultation with his appointing
authority”
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3.
Similar proviso may be incorporated in recruitment rules that may
be made by Ministries/Divisions in future.
[Authority:– Estab. Div.’s OM No. 9/2/2002-R.5, dated 28th October, 2002]

2.3

Framing of Recruitment
Rules – Making Ad-Hoc
Appointments

It has been observed that the Ministries/Divisions resort to making ad-hoc
appointments either in the absence of recruitment rules or during the course of
finalization of these rules. It has also been observed that the finalization of
recruitment rules take considerable time and the F.P.S.C. do not entertain
requisitions for regular appointments or proposals for first extension in ad-hoc
appointments unless the rules have been notified. This leads to avoidable
administrative complications besides causing financial hardship to the ad-hoc
appointees. Ministries/Divisions are, therefore, advised to invariably draft their
recruitment rules in the light of model rules already circulated and follow up their
finalization/notification on top priority basis so that the time-lag is reduced to the
barest minimum. Wherever necessary, Ministries/ Divisions may hold joint meetings
with the Establishment Division/FPSC so as to eliminate delay in the finalization of
the recruitment rules.
[Authority.– Estt. Division’s O.M.No.2/7/85-CP.5 dated 10-6-1987].

2.4

Consultation with F.P.S.C. in Respect of
Recruitment Rules

F.P.S.C. not to be consulted in respect of posts in BPS 15 and below.– It
has been brought to the notice of this Division by the FPSC that the Commission
are receiving references in respect of recruitment rules for posts in BPS 15 and
below from various Ministries/Divisions.
2.
In this connection attention is invited to para-3 of this Division O.M. of
even No. dated 27th August, 1978 wherein it has been mentioned that the
Commission will advise the President on matters relating to qualifications for and
methods of appointment to, the services and posts recruitment to which is required
to be made through the Commission.
3.
The Ministries/Divisions are, therefore, advised that the recruitment
rules for posts in BPS 15 and below (which do not fall within the purview of the
FPSC) may not be referred to the Commission.
[Authority:– Estt. Division’s O.M.No.11/2/78-DV., dated 19-2-1979].
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2.5

Framing of Recruitment Rules :
Consultation With FPSC

Recruitment rules for various posts are required to be framed by the
Ministries/Divisions concerned in consultation with the Establishment Division in
pursuance of rule 3(2) of Civil Servants (Appointment, Promotion and Transfer)
Rules, 1973. Concurrence of the Federal Public Service Commission is also
required with regard to qualifications for, and methods of recruitment to posts in
BPS 16 and above, in the light of Section 7(b) Federal Public Service Commission
Ordinance, 1977 read with FPSC (Functions) Rules, 1978.
2.
The question of finding ways to cut down the inordinate delay often
involved in the finalization of the recruitment rules due to protracted correspondence
between the Ministry/Division concerned, the Federal Public Service Commission
and the Establishment Division has been receiving the attention of the
Establishment Division for some time past. It has now been decided on the
recommendation of the Committee for Decentralization of Powers recently
appointed by the President to appoint a standing committee comprising one
representative of the Ministry/Division concerned and one representative of the
Establishment Division to finalize the recruitment rules by discussion whenever their
finalization is delayed due to difference of opinion between the Ministry or Division
concerned and the Establishment Division or between any of the above two and the
Federal Public Service Commission will also be invited to the meeting of the
Committee where there is a difference of opinion with F.P.S.C.
[Authority. Estt. Division’s O.M.No.7/6/87-R.5, dated 10-7-1988].

2.6

Standardisation of Pay Scales and Recruitment
Rules for Librarians Working in the Federal
Government Organizations

Since long, the question for standardisation and rationalization of pay
scales, qualifications and experience for Librarians working in the Federal
Government organizations has been under consideration of the government. The
President has now been pleased to approve the proposal contained in paragraph-3
of Education Division's Summary bearing u.o.No.F.6-13/84-AD(Lib), dated 2-1-1984
and approval conveyed vide Establishment Division U.O.No.8/50/83-R.I., dated
21-8-1985. The contents of paragraph-3 of the Summary approved by the President
are reproduced below:Group

Name of Post

Basic Pay
Scale

I.

Chief Librarian/
Director General

20

Qualifications/Experience required

Type of Govt.
Library

At least Second Class Master's
Degree in Library Science/
Information Sciences with 17 years
professional-cum-administrative
experience in BPS 17 and above.

1. National
Library
2. Federal
Department of
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Group

II.

III.

IV.

V.

Name of Post

Principal
Librarian/
Director

Basic Pay
Scale

19

Senior Librarian/
Senior
Documentation
Officer/Senior
Bibliographer/
Senior Editor,
National
Bibliography/
Deputy Director.

18

Librarian/
Bibliographer/
Planning Officer/
Editor, National
Bibliography/
Documentation
Officer/Research
Officer/Assistant
Director.

17

Assistant
Librarian/ Junior
Librarian/
Assistant Editor/
Assistant
Research

16

Qualifications/Experience required

Type of Govt.
Library

Experience relaxable by one year for
those holding Degree from a foreign
university.
OR
Ph.D. in Library Science with 15
years experience in the relevant field.

Libraries.

At least Second Class Master's
Degree
in
Library
Science/
Information Sciences plus 13 years
professional experience in BPS 17
and above. Experience relaxable by
one year for those holding degree
from a foreign university.
OR
Ph.D in relevant subject plus 10
years post qualifications experience
in the relevant field.

1. National
Library

At least Second Class Master’s
Degree
in
Library
Science/
Information Sciences/ Documentation plus 6 years post qualification
experience in the relevant field.
Experience relaxable by one year for
those holding Degree from a Foreign
University.

1. National
Library

At least Second Class Master's
Degree
in
Library
Science/
Information Sciences.
OR
Graduate with Diploma in Library
Science from a University or
Bachelor of Library Science, plus 5
years post qualifications professionnal experience in BPS-16 otherwise
8 years if not in BPS-16.
OR
Second Class Master's Degree in
relevant subject with Diploma in
Library Science or Bachelor of
Library Science.

1. National
Library.

At least Second Class Bachelor's
Degree with Diploma in Library
Science or Bachelor of Library
Science preferably with experience.

1. National
Library.

2. Federal
Department of
Libraries.
3. Other
Libraries with
150,000 or
more volumes

2. Federal
Department of
Libraries.
3. Other
Libraries with
50,000 or
more
volumes.

2. Federal
Department of
Libraries.
3. Other
Libraries with
15,000 to
50,000
volumes.

2. Federal
Department of
Libraries.
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Group

Name of Post

Basic Pay
Scale

Qualifications/Experience required

Officer/Assistant
Documentation
Officer/Deputy
Assistant
Director
VI.

VII.

Sub-Librarian

Library
Assistant/
Technical
Assistant/
Reference
Assistant/
Documentation
Asstt/
Cataloguer/
Classifier

Type of Govt.
Library
3. Other
Libraries upto
15,000
volumes.

15

(1) BPS
12

(2) BPS
10
(3) BPS 9

Graduate with Diploma in Library
Science from a University or
Bachelor of Library Science.
OR
Graduate with Certificate in Library
Science from Institutions recognized
and notified by the Ministry of
Education
plus
two
years
experience.

1. National
Library.

Graduate with Certificate in Library
Science from Institutions recognized
and notified by the Ministry of
Education.

1. All
government
libraries.

2. All other
government
libraries.

Intermediate with Certificate in
Library Science from Institutions
recognized and notified by the
Ministry of Education.
Matric with Certificate in Library
Science from Institutions recognized
and notified by the Ministry of
Education.

2.
All Ministries/Divisions/Departments are, therefore, advised to initiate
action to upgrade/re-designate the existing professional/technical posts of
Librarians and to amend their relevant recruitment rules so as to bring the same in
conformity with above provisions of the approved Summary. It may, however, be
clarified that the upgradation of post implies abolition of the existing post and
creation of a new post in a higher grade*. Upgradation of a post does not mean
automatic upgradation of its incumbent. Appointment to the upgraded post will have
to be made in the manner prescribed for the post under the existing rules. If a post
is upgraded with immediate effect, the incumbent would be left without any post (in
his pay scale) until he is approved for appointment to higher grade. In view of this
position, Ministries/Divisions are requested that, while sanctioning upgradation of
the existing posts, it should be clearly provided in the sanction letter that
upgradation of the posts would take effect from the date the post is actually filled by
a person in the higher grade*. This would ensure that until the existing incumbent is
formally appointed to the higher *grade, the post and the incumbent would continue
to be in lower grade*.


BPS. Besides, appointment is made to posts, not BPS as in Civil Servants Act, 1973, read with
Civil Servants (Appointment, Promotion and Transfer) Rules, 1973.
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3.
If the incumbents working against the posts which have been
upgraded do not possess the requisite qualifications/ experience of the upgraded
post they will continue to work in their present grade * and they will be allowed to
improve their qualifications within a period of 5 years, failing which their grade*
would be a dying cadre.
4.
The incumbents of posts under Group-VII carrying BPS 13 - 14 will
continue to draw their pay in their present scales as personal to them, so long they
hold the post and that would be a dying cadre.
5.
This issues with the approval of Finance Division and Establishment
Division vide No.F.2(59)R.2/83, dated 21-11-1985 and No.8/50/83-R.I dated
14-11-1985 respectively.
[Authority.– Education Division O.M.No.F.6-13/84-AD(Lib), dated 26-12-1985].

2.7

Recruitment Rules for the Posts of Private Secretary (BPS 17)
to the Secretaries/ Additional Secretaries and Other Officers in
BPS 21/22 Provided with the Services of P.S in the Federal
Government

A copy of the Gazette Notification No.SRO 99(KE)/87, dated 22nd October,
1987 on the subject (Annex) is given for information of all the Ministries/Divisions.
2.
It may be noted that only those officers in BPS 22/21, other than the
Federal Secretaries/Additional Secretaries, are entitled to a Private Secretary who
have either been specifically allowed ex-officio secretariat status or have been
allowed, with the approval of Establishment and Finance Divisions, to have a Private
Secretary (BPS 17) on their personal staff.
[Authority.– Estt. Div.’s O.M. No.9/2/74-R.6(Pt.2), dated 21-1-1988].

*

BPS. Besides, appointment is made to posts, not BPS as in Civil Servants Act, 1973, read with
Civil Servants (Appointment, Promotion and Transfer) Rules, 1973.
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(ANNEX)
NOTIFICATION
Rawalpindi, the 22nd October, 1987
S.R.O.99 (KE)/87:
In pursuance of sub-rule(2) of rule 3 of the Civil Servants (Appointment,
Promotion and Transfer) Rules, 1973, the following method, qualifications and other
conditions are laid down for appointment to the post of Private Secretary (BPS 17)
to the Secretary/Additional Secretary and other officers in BPS 22/21 in the Federal
Government:2.
Method of Appointment.– Appointment to the post shall be made by
promotion on the basis of selection by the DPC of the Ministry/Division/ Department
concerned and with the approval of the appointing authority, from amongst the
regularly appointed *Stenographers of the Ministry/ Division/Department concerned:
Provided that failing promotion, the post of Private Secretary shall be filled
by transfer in accordance with para 4 below.
3.
Conditions for Promotion.– Promotion to the post in column 1
below shall be made by selection from amongst the persons who hold the post
specified in column 2 on a regular basis and possess qualifications and experience
prescribed in column 3;
Name of the Post
Private Secretary
(BPS 17)

Persons eligible

Conditions of eligibility

Regularly appointed *Stenographer
including those in the selection grade.

Seven years satisfactory service as
*Stenographer including service in
selection grade.

4.
Qualifications/Conditions for Transfer.– If no suitable person is
available for promotion to the post in the Ministry/ Division/ Department concerned,
the vacancy shall be filled in by appointment from amongst the regular
*Stenographers, employed in other Ministries/ Divisions/Departments who fulfil the
conditions for promotion to the post as laid down in para 3 above, in consultation
with the Establishment Division.
5.
Probation.– Persons appointed by promotion shall be on probation
for a period of one year. This period may be curtailed for good and sufficient
reasons to be recorded or if considered necessary, it may be extended for a period
not exceeding one year as may be prescribed at the time of appointment.
Appointment on probation shall be subject to the provisions of section 6 of the Civil
Servants Act, 1973 and rule 21 of the Civil Servants (Appointment, Promotion and
Transfer) Rules, 1973.
6.
This supersedes Establishment Division's Notification No.S.R.O.118
(K)/66, dated 8th February, 1966.
*Now

Assistant Private Secretary.
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2.8

Recruitment to the Posts of Private Secretaries
to the Federal Ministers and Ministers of State

In supersession of the Cabinet Division's O.M.No.112/2/80-Min.I, dated
10th November, 1980 and No.112/18/81-Min.I, dated 13th March, 1982, it is stated
that the Federal Ministers and Ministers of State shall appoint their Private
Secretaries from the normal source (not from outside), provided it does not involve
out of turn/accelerated promotion for the Private Secretary, as follows:Federal Ministers:
A BPS 16, 17, 18 officer or a Deputy Secretary in his own pay and
allowances with a special pay.
Ministers of State:
A BPS 16, 17, 18 officer in his own pay and allowances with a special pay
or a government servant in lower pay scale in his own pay and allowances
with a special pay.
2.
Finance Division's O.M.No.F.1(1)-Imp/83, dated the 18th August,
1983 and No. F.26(1)R-1/80(ii), dated 30th June, 1981 and No.F.1(1)-Imp/83-Pt(iii),
dated 15th September, 1983 are modified to the above extent in respect of rates of
special pays admissible to the Private Secretaries to the Ministers.
3.
This issues with the concurrence of Establishment and the Finance
Division conveyed vide their O.M.No.12/1/88-OMG-I, dated 7th April, 1988, and
No.F.2(55)R.3/88-615, dated 1st August, 1988 respectively.
[Authority:— Cabinet Division O.M.No.112/6/87-Min.I, dated 20-11-1988.]

2.9

Framing of Recruitment Rules
of Project Posts

The Establishment Division keep on receiving references on the following
points from Ministries/Divisions for advice:(i)

Whether project posts fall within the purview of the FPSC?

(ii)

Whether the recruitment rules of project posts require approval by the
Commission in terms of FPSC Ordinance, 1977?

2.

The position is clarified in the succeeding paragraphs.

3.
The term “project posts” has not been used in the Civil Servants Act,
1973 and the rules made thereunder. The Civil Servants Act, 1973 uses the
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expression ‘civil posts in connection with the affairs of the Federation”. Thus the
formulation of the question referred to in para 1 is flawed. Projects are executed by
the Ministries/Divisions/ Attached Departments/Subordinate Offices, as well as
autonomous bodies. If a project is executed by a government department, i.e.
Division/Attached Department or Subordinate Office, project posts shall fall in the
category of civil posts in connection with the affairs of Federation and fall within the
purview of the FPSC in terms of section 7 of the FPSC Ordinance, 1977 and
recruitment rules for these posts require the approval of the Commission. Where a
project is being executed by an autonomous body, project posts would be outside
the purview of the Commission.
[Authority:– Estt. Div.’s O.M.No. 7/8/2000-R.6, dated 27.07.2002].

2.10 Detailed Recruitment Rules Not Necessary:
only Method of Appointment, Qualifications,
Experience etc. to be Notified
Reference Civil Servants (Appointment, Promotion and Transfer) Rules,
1973. It is stated that in view of these rules, it is no longer necessary to frame
detailed recruitment rules on the pattern of model recruitment rules. It would suffice
if only matters specified in sub-rule (2) of rule 3 of the Civil Servants (Appointment,
Promotion and Transfer) Rules, 1973 i.e. method of appointment, qualifications/
experience etc., are laid down in a notification (specimen at Annex).
2.
The Ministries/Divisions are therefore advised to take action
accordingly in respect of the posts under them for which recruitment rules have not
been framed so far and inform all concerned under them.
[Authority.– Estt. Division’s O.M.No.9/1/73-DV., dated 29-11-1973].

ANNEX
(See para 1, 2.10)
GOVERNMENT OF PAKISTAN _______
MINISTRY OF _________
_________________(DIVISION)
NOTIFICATION
In pursuance of sub-rule (2) of rule 3 of the Civil Servants (Appointment,
Promotion and Transfer) Rules, 1973, the following method, qualifications and other
conditions are laid down for appointment to the posts of _______ (Designation and
Basic Pay Scale of the posts under the Ministry/Division_____________).
METHOD OF APPOINTMENT
2.
Specify method of appointment to the posts i.e. whether by promotion
or direct recruitment. Where posts are required to be filled partly by promotion and
partly by direct recruitment, the percentage for promotion/direct recruitment may
also be mentioned.
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For example:
S.
No.
(1)
1.

Designation and BPS of the
Post
(2)
Name of Post

By Promotion
(3)
%

By Initial
Appointment
(4)
%



Provided that if no suitable person is available for promotion, the post or
posts reserved for promotion shall be filled by initial appointment and failing
that by transfer.
*Provided further that if no suitable person is available for promotion to a
post, it may be filled, in the public interest, by temporary transfer/ posting of a
civil servant, or by deputation of an employee of a public sector corporation in
consultation with his appointing authority.
CONDITIONS FOR PROMOTION
3.
Promotion to posts in column 1 below shall be made by selection
from amongst the persons who hold the posts specified in column 2 on a regular
basis and possess the qualifications and experience prescribed in column 3.
Name of the post
1

Persons eligible
2

Condition of eligibility
3

QUALIFICATIONS/CONDITIONS FOR TRANSFER
4.
Appointments by transfer shall be made from amongst the persons
holding appointment on a regular basis in the same grade** in which the post to be
filled exists, provided the person concerned possesses the qualifications/experience
prescribed for direct recruitment or promotion to the post concerned.
QUALIFICATIONS, EXPERIENCE AND AGE LIMITS
FOR DIRECT RECRUITMENT
5.
A candidate must possess the educational qualifications and
experience and must be within the age limits as mentioned against the post
concerned in the schedule to this notification. ***[Unless otherwise provided, the
experience prescribed for initial appointment will be the post qualification]:
Provided that the maximum age limits will be relaxed by 3 years in the case
of candidates belonging to Scheduled Castes, Budhist Community, recognized
Added in pursuance of Estt. Div.’s OM No. 9/2/2002-R.5, dated 28-10-2002.
BPS.
*** Added vide Estt. Div.’s Notification No. F.9/3/92-R.5, dated 31-10-1992.


**
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tribes of the Tribal Areas, Azad Kashmir and Gilgit-Baltistan (Districts of Gilgit,
Skardu and Diamir), in accordance with the instructions issued by the
Establishment Division:
Provided further that for government servants who have completed at least
2 years service, maximum age limit may be relaxed by not more than 10 years upto
the age of 55 years.
PROBATION
*[6.(1) Persons appointed by initial appointment, promotion or transfer shall
be on probation for a period of one year.
(2) The period of probation may be curtailed for good and sufficient
reasons, to be recorded, or, if considered necessary, it may be extended for a
period not exceeding one year, as may be specified at the time of appointment.
(3) On the successful completion of probation period, the appointing
authority shall, by specific order, terminate the probation.
(4) If no order is issued under sub-rule (3), on the expiry of the first year
of probation period, the period of probation shall be deemed to have been extended
under sub-rule (2):
Provided that, subject to the provisions of proviso to sub-section(2) of
section 6 of the Civil Servants Act, 1973 in the absence of an order under sub-rule
(3), the period of probation shall, on the expiry of the extended period under sub-rule
(2), be deemed to have successfully been completed].
7.
Division.

This notification issues with the concurrence of the Establishment
SCHEDULE
(See para 5)

S. No.

Designation and
grade of the post

Qualifications and
experience

Maximum

Age Limit
Minimum

Deputy Secretary

*

Subs, vide Estt. Division’s Notification No. S.R.O. 968(1)/82, dated 21-9-1982.
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2.11 Bar Against Revising Qualifications
Prescribed for the Posts in the
Recruitment Rules
The Federal Public Service Commission have brought to notice that the
Ministries/Divisions, while placing requisitions for recruitment to posts under
them, deviate from the qualifications and other conditions prescribed for the posts
in the recruitment rules. In some cases, requests were received by the
Commission for modification of the qualifications after the posts had been
advertised.
2.
Ministries/Divisions are requested to ensure that qualifications and
other conditions prescribed for various posts in the recruitment rules are strictly
adhered to. If for any reasons these qualifications and conditions are required to
be modified, the revised qualifications should be settled in consultation with the
Establishment Division before requisitions are placed with the Commission.
Once a requisition has been placed for recruitment and the post has been
advertised by the Commission, the qualifications etc., should not be revised.
[Authority:– Estt. Division’s O.M.No.9/3/73-D.V., dated 26-11-1973].

2.12 Procedure for Creation of Posts of
Officer on Special Duty (O.S.D.) and
Making Appointments Thereto
A question had arisen whether a procedure should be laid down for
creation of posts of O.S.D. and making appointments to such posts. The posts of
O.S.D. may be created for the following reasons:(1)
**(2)

Government servants (member of a regularly constituted service or
otherwise permanent) waiting for posting orders.
Deputation of a government servant (member of a regularly
constituted service* or otherwise deputed) for duty or course of
instruction or training in Pakistan or training abroad, for a period
exceeding two months, in accordance with the instructions contained
in the Ministry of Finance O.M.No.3005-EGI/52, dated 7-5-1952.
(Annex)

(3) For doing work of a special nature, e.g. examination and/or
implementation of reports of Commissions/ Committees etc.
(4)

For overcoming technical difficulties.

2.
In all such cases, concurrence of the Ministry of Finance/ Financial
Adviser concerned will be necessary before the posts are created.


or ‘group’.

** Amended

vide Estt. Division O.M.No.11/3/79-DV, dated 11-10-1979.
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3.
As to the question of appointment to such posts, the matter has been
considered in consultation with the Federal Public Service Commission and it has
been decided that Establishment Division and the Commission need not be
consulted in regard to appointment to the posts created for the reasons stated at
para (1) and (2) above.
4.
In regard to posts created for the reasons stated at para 1 (3) and (4)
above, it has been decided that such posts may be filled by suitable officers either
by transfer or by promotion or by direct recruitment on the recommendation of the
authority concerned.
5.
It has also been decided that the Establishment Division should be
consulted before the Ministry of Finance are approached for creating a post of
O.S.D. for the reasons stated at (4) above.
6.
Apart from the cases as mentioned above, there may be instances in
which a temporary government servant holding the post of O.S.D. may be sent for
duty/training abroad. It has been decided that in such cases if the temporary
government servant is holding the post with the approval of the Federal Public Service
Commission or the Selection Board, no consultation will be necessary either with the
Commission or the Establishment Division in the case of deputation for duty, but in the
case of deputation for training the Establishment Division should be consulted. In the
case of officers appointed without consultation with the Commission or Selection
Board, the Establishment Division and the Commission both should be consulted
before any such officer is deputed for duty or training abroad.
[Authority:– Estt. Division’s O.M. No.5(I)/8/67-DV, dated 19-9-1968].

ANNEX
(See para 1(2))
[Copy of Finance Division O.M.No. 3005-EG.I/52, dated 7-5-1952.]
Officiating Arrangements in Vacancies Caused by Deputation of Officers
Abroad.
There has been some confusion in the past in regard to the necessity or
otherwise for creation of posts for making officiating arrangements in vacancies
caused by the deputation of officers abroad. The matter has been examined and
the following instructions are issued for the guidance of Ministries/Divisions etc:(1)

When the officer hands over charges of his post.– The officer
concerned is placed on Special Duty and is entirely detached from the
duties of the post which he ordinarily holds. A post of Officer on
Special Duty would have to be created in the Ministry sponsoring his
deputation and the vacancy created in his own Ministry can be filled
up in the normal course.
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(2)

When the officer does not hand over charge of his post.- The officer is
not detached from the duties of his post and it is not necessary to
create a temporary post. In case, however, it becomes necessary to
make arrangements for the disposal of the work relating to the post
due to the absence of its incumbent, a new post in a lower grade may
be created with the sanction of the authority competent to create such
lower post for the period of the officer's absence on duty.

2.
The instructions contained in this Ministry's Office Memorandum
No.4561-EB.I/ 1/51, dated the 12th July, 1951, are hereby cancelled.
Sl. No. 3
Provincial/Regional Quotas for Recruitment to the Civil Posts under the
Federal Government
Provincial and Regional quotas prescribed in 1973 for direct recruitment to
civil posts under the Federal Government vide Establishment Division’s OM No.
8/9/72-TRV, dated 31.8.1973 have been reviewed and it has been decided by the
Federal Government that with immediate effect the following merit, and
provincial/regional quotas shall be observed in filling vacancies reserved for direct
recruitment to posts under the Federal Government which are filled on All-Pakistan
basis:- Merit quota

7.5%

- Punjab (including Federal Area of Islamabad)

50%

- Sindh

19%

 The share of Sindh will be further
- sub-allocated in the following ratio:
- Urban areas namely Karachi,
Hyderabad and Sukkur,

40% of 19%
or 7.6%

- Rural areas i.e. rest of Sindh excluding
- Karachi, Hyderabad and Sukkur

60% of 19%
or 11.4%

- K.P.K

11.5%

- Balochistan

6%

- Gilgit Baltistan/FATA

4%

- Azad Kashmir

2%

[Authority:– Estt. Div.’s OM No. 4/10/2006-R-2, dated 12th February, 2007]
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3.1

Observance of Provincial/
Regional Quota by Making
Contract Appointments

Refer to the subject cited above and to state that a number of references
have been received in the Establishment Division seeking clarification on the point,
whether Provincial/Regional Quota are applicable to contract appointments.
2.
The matter has been considered in the Establishment Division and it
is clarified that as the contract appointments are initial appointments within the
meaning of Section 2(1) (c) of the Civil Servants Act, 1973, the instructions relating
to Provincial Regional Quota are applicable to such appointments
3.
Ministries/Divisions are requested to bring the above instructions into
the notice of attached department/autonomous bodies/semi-autonomous
bodies/corporations etc. under their administrative control.
[Authority:- Establishment Division’s O.M. No.2/38/2002-CP-I dated 15-08-2002].

3.2

Reservation of 10% Quota for Employment of
Women Across-the-Board in Federal
Government Services

It has been decided by the Federal Government to reserve with immediate
effect, 10% quota for employment of women to all posts across-the-board in
Federal Government Services including CSS to be filled by direct recruitment, in
addition to their participation in the open merit.
2.
This reservation will count as part of overall provincial allocation as
contained in the Establishment Division’s OM No. 4/10/2006-R-2, dated 12-2-2007
and will be calculated against the quota of the province of origin of women
candidates concerned.
3.

The above reservation will not apply to:-

(i)

the percentage of vacancies reserved for recruitment on the basis of
merit;

(ii)

recruitment made by promotion or transfer in accordance with the
relevant rules;

(iii)

short term vacancies likely to last for less than six months; and

(iv)

isolated posts in which vacancies occur only occasionally.

4.
The vacancies reserved for women for which qualified women
candidates are not available shall be carried forward and filled by women.
5.
These orders shall also apply to initial appointments in all
autonomous/semi-autonomous bodies/corporations etc. which are administratively
controlled by the Federal Government.
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6.
Ministries/Divisions are requested to kindly bring the above
instructions to the notice of all concerned for information and compliance while
making future recruitment.
7.
The instructions contained in Establishment Division’s OM No. 4/2/89R-2, dated 26.9.1989 and 3/17/2005-R-2, dated 26.9.2006 stand modified to the
above extent.
[Authority:– Establishment Division’s OM No. 4/15/2006-R-2, dated 22nd May, 2007].

3.3

Reservation of 10% Quota for Women
in the Central Superior Services

Reference this Division’s O.M No. 4/2/89-R-2, dated 26-9-1989
whereunder instructions for reservation of 5% of all vacancies in posts in the
Federal Government offices to be filled by direct recruitment for women have
been issued. The said instructions lay down that the reservation will count as a part
of overall provincial allocation as contained in the Establishment Division’s O.M
No. 8/9/72-TRV, dated 31-8-1973 and will be calculated against the quota of the
Province of origin of the woman candidate concerned and will not apply to:
(a)

Vacancies reserved for recruitment on the basis of merit;

(b)

Recruitment made by promotion or transfer in accordance with the
relevant rules;

(c)

Short term vacancies likely to last for less than six months;

(d)

Isolated posts in which vacancies occur only occasionally; and

(e)

Vacancies reserved for women, for which qualified candidates are
not available; these vacancies shall be treated as unreserved and
filled on merit.

2.
It has been decided by the Federal Government that henceforth a
10% quota for fresh recruitment through Central Superior Services (CSS), be
reserved for women in addition to their existing eligibility to compete against the
laid down provincial/regional quotas for recruitment to civil posts under the
Federal Government. This additional 10% reservation will count as a part of
overall existing provincial/regional quotas as contained in this Division’s O.M No.
8/9/72-TRV, dated 31-8-1973.
3.
Allocation of seats to various occupational groups filled in through
the CSS* examination shall, in future, be worked out and filled accordingly.



Note: Occupational Groups/Services appointment to which is made through the Combined
Competitive Examination conducted by the FPSC.
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4.
The Ministries/Divisions, are requested to kindly bring the above
instructions to the notice of all concerned for information and compliance.
[Authority:– Estab. Div.’s OM No. 3/17/2005-R-2, dated 26th September, 2006]

3.4

Provincial / Regional Quotas for
Recruitment to the Civil Posts under
the Federal Government

The provincial/regional quotas prescribed in 1973 for direct recruitment to
civil posts under the Federal Government vide Establishment Division’s O.M No.
8/9/72-TRV, dated 31-8-1973 have been revised vide Establishment Division’s
O.M No. 4/10/2006-R-2, dated 12-2-2007. A question has arisen as to the date
from which the revised provincial/regional quotas direct recruitment to civil posts
will apply. The matter has been considered in consultation with the FPSC and it
has been decided that where the process of recruitment had been finalized and
approval of the competent authority obtained prior to 12-2-2007, the provisions or
quota prescribed earlier shall apply and appointment letters issued accordingly. In
all other cases the quota prescribed vide Establishment Division’s O.M No.
4/10/2006-R-2, dated 12-2-2007 shall apply.
2.
Ministries/Divisions are requested to bring the above instructions to
the notice; or Attached Departments, Subordinate Offices, Autonomous/SemiAutonomous Bodies/ Corporations etc. under their administrative control for
compliance.
[Authority:– Estab. Div.’s OM No. 4/10/2006-R-2, dated 1st August, 2007]

3.5

Reservation of 05% Quota for Employment of Minorities
(Non-Muslims) Across-the-Board in Federal Government
Services/Jobs

It has been decided by the Federal Government to reserve, with
immediate effect, 05% quota for employment of Minorities (Non-Muslims), as
defined in Article 260(3)(b) of the Constitution of the Islamic Republic of Pakistan
1973, to all posts across the board in the Federal Government Services/jobs to
be filled by direct recruitment including CSS, in addition to their participation in
the open merit.
2.
This reservation will have the same parameters as were prescribed
for reservation of quota for women vide Establishment Division’s
O.M.No.4/15/2006-R.2 dated 22-05-2007 and will count as part of overall
provincial allocation as contained in the Establishment Division’s O.M.
No.4/10/2006 R-2, dated 12-02-2007 and will be calculated against the quota of
the province of origin of the Minority (Non-Muslim) candidate concerned.
3.

The above reservation will not apply to:-

i)

the percentage of vacancies reserved for recruitment on the basis
of merit;
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ii)

Recruitment made by promotion or transfer in accordance with the
relevant rules.

iii)

Short terms vacancies likely to last for less than six months; and

iv)

Isolated posts in which vacancies occur only occasionally;

4.
The vacancies reserved for Minorities (Non-Muslims) for which
qualified candidates are not available shall be carried forward and filled by
Minority (Non-Muslim) candidates.
5.
These orders shall also apply to initial appointments in all attached
departments / autonomous / semi-autonomous bodies / corporations/Public
corporations and Companies etc. Administratively controlled by the Federal
Government.
6.
Ministries/Divisions are requested to kindly bring the above
instructions to the notice of all concerned for information and compliance while
making future recruitment.
7.
For removal of any difficulty the interpretation of the Establishment
Division shall be final.
[Authority:- Estt.Div.’s O.M.No.4/15/94-R-2 dated 26-05-2009]

3.6

Quota for Posts in Islamabad Capital Territory
Administration and Autonomous/Semi Autonomous Bodies

Rules-15 and 16 of the Civil Servants (Appointment, Promotion and
Transfer) Rules, 1973, provide as under:"Rule-15.

Vacancies in posts in BPS 3 to 15 and equivalent in offices
which serve only a particular province or region shall be
filled by appointment of persons domiciled in the province
or region concerned.

Rule-16.

Vacancies in posts in BPS 1 and 2 and equivalent shall
ordinarily be filled on local basis."

2.
Recruitment to posts upto BPS 15 in all the offices of the I.C.T.
administration and other Federal Government offices whose functional jurisdiction is
restricted to the Islamabad Capital Territory, is required to be made on regional/local
basis in accordance with the above quoted rules.
3.
Attention is also invited to the Estt. Division's O.M. No. 8/9/72TRV/R.2, dated 29-09-1973 under which the provincial/regional quotas have been
made applicable to appointments in or equivalent to BPS 17 and above in all
Autonomous/Semi-Autonomous Bodies under the administrative control of the


Islamabad Capital Territory.
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Federal Government. As such, recruitment to posts upto BPS 16 in
autonomous/semi-autonomous bodies located in Islamabad is outside the
provincial/regional quotas.
4.
All Ministries/Divisions and Heads of Departments are requested that
the above rules/instructions may please be observed strictly while making
recruitment to the posts upto BPS 15 in offices/organizations under their control.
[Authority.– Estt. Division’s O.M. No.8/9/72-TRV/R.2, dated 25-2-1990].

3.7

Adherence to Quota for GB & FATA

Reference Establishment Division's O.M. No. 8/9/72-TRV, dated the 31st
August, 1973. It is stated that a combined quota of 4% had been fixed for the Gilgit
Baltistan and FATA for recruitment to federal civil services/ posts filled by direct
recruitment on an all-Pakistan basis. It is requested that while making recruitment
to civil posts under the Federal Government and to posts/vacancies equivalent to
BPS 17 and above in corporations/ autonomous bodies, set up or controlled by the
Federal Government, the aforesaid quota may kindly be strictly adhered to.
[Authority.– Estt. Division’s O.M. No.4/3/80-R.II dated 8-5-1986].

3.8

Employment of Balochis and Sindhis in Federal
Government Organizations at Karachi

Rules 15 and 16 of the Civil Servants (Appointments, Promotion & Transfer)
Rules, 1973 lay down that “Rule-15.

Vacancies in posts in BPS 3 to 15 and equivalent in
Offices which serve only a particular province or region
shall be filled by appointment of persons domiciled in the
province or region concerned.

Rule-16

Vacancies in posts in BPS 1 and 2 and equivalent shall
ordinarily be filled on local basis.”

2.
Recruitment to posts in BPS 3 to 15 in the offices like Coast Guards
and other Federal Government offices, which serve only a particular province or
region, shall be made in Sindh & Balochistan by providing employment to locals in
accordance with the provisions of Rule 15 of the Civil Servants (Appointment,
Promotion & Transfer) Rules, 1973. Vacancies in posts in BPS 1 to 2 and equivalent
shall be filled on local basis as provided in Rule 16 of the rules ibid.
3.
Ministries/Divisions are also requested to bring the above
instructions to the notice of their Attached Departments, Subordinate Offices,
Autonomous/Semi-Autonomous Bodies/Corporations/Authorities under their
administrative control for strict compliance.
[Authority:– Estt. Div.’s OM No. 4/1/2004-R.2, dated 11th February, 2005]
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3.9

Regulation of Provincial/Regional Quotas

Reference Establishment Division's O.M. No. 8/9/72-TRV, dated August
31, 1973 provincial/regional quotas in respect of posts filled in a particular year are
to be worked out to 1000th fraction. A province/region, having larger fraction in
accordance with the prescribed quotas, is allocated the vacant post for recruitment
whereas the province/region not allocated the post due to smaller fraction, gets
those fractions carried forward and added to its share in the subsequent year. The
procedure for calculating and carrying forward the share of province/region, is
indicated in Annex.
2.
Ministries/Divisions/Departments etc. are requested to regulate the
Provincial/Regional allocations in respect of posts in grade-17 and above filled by
direct recruitment after August 31, 1973. A copy of the up-dated statement should
invariably be forwarded alongwith summaries sent to the Establishment Division
for seeking approval of the competent authority for initial appointment to posts in
grade 17 and above.
[Authority:– Estt. Division’s O.M. No.9/7/80-A.III, dated 23-9-1980].
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ANNEX
Province/
Region

Quota
(%)

No. of
Vacancies

Share

Last
Year's
C/F
Balance

Total

Vacancies
to be
allotted

Balance
to be
carried
forward

1

2

3

4

5

6

7

8

Merit

7.5%

3

0.225

-

+0.225

-

+0.225

Punjab

50%

3

1.500

-

+1.500

2

- 0.500

19%

3

0.570

-

+0.570

1

-0.430

7.6% of
19%
11.4%
of 19%

3

0.228

-

+0.228

-

+0.228

3

0.342

-

+0.342

1

-0.658
+ 0.345

ST

1

YEAR:

Sindh
Sindh (U)
Sindh(R)
K.P.K

11.5%

3

0.345

-

+0.345

-

Balochistan

6%

3

0.180

-

+0.180

-

+0.180

GB/FATA

4%

3

0.120

-

+0.120

-

+0.120

2%

3

0.060

-

+0.060

-

+0.060

Merit

7.5%

5

0.375

0.225

0.600

1

-0.400

Punjab

50%

5

2.500

- 0.500

2.000

2

-

AJ&K

2ND YEAR:

Sindh

19%

5

0.950

-0.430

0.520

1

-0.480

Sindh (U)

7.6% of
19%

5

0.380

+ 0.228

0.608

1

- 0.392

Sindh(R)

11.4%
of 19%

5

0.570

- 0.658

-0.088

-

- 0.088

11.5%
6%

5
5

0.575
0.300

+ 0.345
+0.180

+0.920
0.480

1
-

-0.080
+0.480

GB/FATA

4%

5

0.200

+ 0.120

0.320

-

+0.320

AJ&K

2%

2

0.040

+ 0.160

+0.200

-

+0.200

3RD YEAR:
Merit
Punjab

7.5%
50%

2
2

0.150
1.000

- 0.400

-0.250
1.000

1

- 0.250
-

Sindh

19%

2

0.380

-0.480

-0.100

-

-0.100

7.6% of
19%
11.4%
of 19%

2

0.152

- 0.392

- 0.240

-

- 0.240

2

0.228

-0.088

+0.140

-

+0.140
+0.150

K.P.K
Balochistan

Sindh (U)
Sindh(R)
K.P.K

11.5%

2

0.230

-0.080

+0.150

-

Balochistan

6%

2

0.120

+0.480

+0.600

1

-0.400

GB/FATA

4%

2

0.080

+0.320

+0.400

-

+ 0.400

AJ&K

2%

2

0.040

+ 0.160

+0.200

-

+0.200
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3.10

Clarifications Regarding
Application of Revised Provincial/
Regional Quotas

Reference.-Establishment Division O.M.No.F. 8/9/72-TRV, dated the 31st
August, 1973.
2.

The following clarifications are issued:-

(1)

Posts in each grade should be considered separately for purposes
of allocation of the prescribed merit and provincial/ regional quotas.

(2)

The provincial/regional quotas do not apply to posts filled by
promotion. These are applicable to direct, including lateral entry,
appointments.

(3)

Vacancies which cannot be filled by candidates belonging to the
province or region to which the vacancy is allocated should be
carried over and re-advertised at a later date.

(4)

Posts in the Ministry/Division should be allocated separately from
posts in Attached Departments and Subordinate Offices. In other
words, the allocation should be made separately for each
department, office or institution.

(5)

Provincial/regional quotas do not apply to posts filled by transfer of
government servants to posts in equivalent grades whether on
deputation or on secondment as in the case of military officers.
[Authority:– Estt. Div.’s O.M. No.8/15/73-TRV, dated 28-11-1973].

3.11

Isolated Posts - Application of
Provincial/Regional Quotas

Refer to the Establishment Division’s O.M.No.8/1/77-W.C., dated
18-04-1977 on the above subject and to say that it is laid down in that office
Memorandum that an isolated post should be filled on the basis of merit. The
matter has been considered again and it has been held that observance of merit
and provincial quota in filling vacancies on all-Pakistan basis is a statutory
requirement vide Rule 14 of the Civil Servants (Appointment, Promotion and
Transfer) Rules, 1973. It is not, therefore, permissible to fill in an isolated post
on merit only. Such a post will also have to be filled in, in accordance with the
Rule-14 and the instructions explaining the procedure to be adopted in allocating
vacancies to the merit and provincial quotas vide Establishment Division’s
O.M.No.9/7/80-A.III., dated the 23rd September, 1980.
[Authority:- Establishment Division’s O.M.No.8/1/77-W.C./R.2 dated 3rd October,1981].
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3.12

Recruitment to Civil Posts
in the Administration of
Gilgit Baltistan

Except appointment in grade 17 in Revenue and Police, recruitment to
civil posts in Gilgit Baltistan shall, in future, be made only from amongst the local
population of those areas provided they possess the requisite academic
qualifications. Persons other than the local residents of Gilgit Baltistan shall not
be entitled to apply for appointment to such posts.
2.
However, technical posts requiring specialization may be filled, with
the prior approval of the Establishment Division from amongst non-residents
provided that local candidates with the requisite technical qualifications are not
available.
3.
The Gilgit Baltistan shall continue to be excluded in respect of the
posts in these areas from the purview of the provincial/regional quotas fixed by
the government. The Establishment Division's O.M.No.F. 8/9/72-TRV dated the
31st August, 1973 whereby Gilgit Baltistan have been allocated quota for
recruitment to civil posts under the Federal Government, shall apply to All
Pakistan posts only.
4.
This supersedes the Establishment Division's O.M. No. 8/9/72-TRV/
R.II dated 25th June, 1978.
[Authority:– Estt Division’s O.M.No.4/l/83-R.2, dated 24-7-1983].

3.13

Allocation to Balochistan –
Measures to Improve the
Representation

Reference.-Government of Balochistan, S&GAD, letter No. SO.II-LIV(20)/
S&GAD-71(II), dated 18th June, 1978, (Annex).
2. All Ministries/Divisions, Attached Departments, Subordinate Offices
and Autonomous Bodies under your administrative control may kindly be directed
to ensure that the quota fixed for Balochistan vide Establishment Division
O.M.No. F.8/9/72-TRV, dated 31st August, 1973 is duly followed by them in
making direct recruitment and that vacancies allocated to Balochistan are filled by
candidates domiciled in that province. If candidates with the required
qualifications/experience are not available for vacancies other than those required
to be filled through Federal Public Service Commission, or if such vacancies have
been lying unfilled for want of candidates from Balochistan, full particulars of the
vacancy or vacancies in grade in which they exist, the qualifications/ experience
prescribed for the post and age requirements etc., may be communicated to the
Government of Balochistan for recommending suitable candidates. In the case of
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these vacancies which are required to be filled through FPSC and for which the FPSC
have failed or fail to make any nominations, the FPSC may be requested to intimate
the vacancies to the Government of Balochistan for recommending suitable
candidates to them.
3.
This D.O. letter may kindly be given wide publicity in the Divisions,
Departments, Offices and Autonomous Bodies under your administrative control.
[Authority:– Estt. Secretary's DO letter No.4/3/78-R.II, dated 7-8-1978].

ANNEX
[Copy of Government of Balochistan, Services and General
Administration Department letter No. S.O. II-LIV (20)/S&GAD-71 (II), dated
the 18th June, 1978]
I am directed to refer to the Cabinet Secretariat (Establishment Division)
Office Memoranda No. F. 8/9(A) 72-TRV dated 18th October, 1973 and F.
8/9/72-TRV, dated 31st August, 1973 and to say that in view of the serious
problem of unemployed graduates in Balochistan, the MLA Zone `D' has desired
that the attention of the Federal Government may be invited to implementing, in
full, the provisions of the above mentioned memoranda. The problem is being
tackled at the provincial level within the financial constraints. However, the
Federal Government including Corporations and Autonomous Bodies under its
control could contribute a great deal in meeting this problem by implementing the
quota fixed for this province.
2.
I further request that this government would appreciate if the
Government of Pakistan, Ministries/Divisions including the corporations and
autonomous bodies are directed to take immediate steps in this direction. They
may also kindly be advised to intimate to the Government of Balochistan, the
share of posts at various level for Balochistanis in accordance with the prescribed
regional quota, the actual occupancy position and the difference.
3.14

Direction to Ensure
Implementation of
Balochistan Quota

All the Ministries/Divisions and Attached Departments and Autonomous
Bodies under their administrative control are once again requested to kindly
ensure the implementation of *6% quota fixed for Balochistan while making direct
recruitment. In this connection reference is also invited to Establishment
Division's instructions on the subject issued from time to time.
[Authority:– Estt. Div.’s DO letter No.4/4/80-R.2, dated 31-10-1985].
*

Amended vide Estt.Div.’s O.M.No.4/10/2006 R.2 dated 12-02-2007.
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3.15

Provincial/Regional Quotas for Recruitment to Posts in
Autonomous/ Semi-Autonomous Bodies/Corporations/Public
Sector Companies etc. Owned and Managed by the Federal
Government

From the information received in the Establishment Division from the
Ministries/ Divisions regarding observance of provincial/regional quota, it has
been observed that certain Autonomous Bodies/ Corporations etc. are not
adhering to regional quotas as laid down in Establishment Divisions’ instructions
referred to in paras 2 and 3 below.


2. The Establishment Division’s OM No. 8/9/72-TRV, dated 31-8-1973
prescribes the following quota for vacancies reserved for direct recruitment to be
filled on all Pakistan basis in the Ministries/ Divisions/Departments/Autonomous
Semi-Autonomous Bodies/ Corporations etc.


Merit

7.5%



Punjab (including ICT. Islamabad)

50%



Sindh

19%



Sindh (R)

11.4% of 19%



Sindh (Urban)

7.6% of 19 %



KPK

11.5%



Balochistan

6%



GB/FATA

4%



Azad Kashmir

2%
100%

3.
The instructions regarding merit and provincial/regional quota issued
vide Establishment Division’s OM dated 31-8-1973 were made applicable to senior
appointments viz. appointments in or equivalent to grade-17 and above in all
Autonomous Semi-Autonomous Bodies which are administratively controlled by
the Federal Government vide this Division’s OM NO. 8/9/72-TRV, dated
29.9.1973. The provincial/regional quotas as applicable in the federal services, in
BPS 3 and above was also made applicable to the autonomous/semiautonomous bodies/ corporations vide Establishment Division’s OM No. 8/5/92R,7, dated 2-2-1992.



Revised vide Estt.Division’s O.M.No.4/10/2006 R.2 dated 12-02-2007.
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4.
Ministries/Divisions are advised to monitor the situation and ensure
that all Autonomous Bodies/Corporations under their administrative control
observe provincial/regional quotas. Violation of these instructions will render the
appointments made as irregular and liable to termination in accordance with the
relevant law rules on the subject.
[Authority:– Estt. Div.’s O.M No. 4/6/2004-R.2, dated 4th May, 2005]

3.16

Advertisement of Federal
Government Posts in the
Regional/Provincial Press

The Prime Minister has been pleased to direct that advertisements for
recruitment to Federal Government posts should be published in the
regional/provincial newspapers also in addition to the national press.
2.
All Ministries/Divisions are, therefore, requested to take necessary
action accordingly and also to issue instructions to the organizations under their
control for taking similar steps in this regard.

[Authority:– Estt. Division’s O.M. No. 46/2/85-R-5 dated 10-10-1985].

3.17

Publicity of Federal Posts in FATA

Reference the instructions contained in Establishment Division Office
Memorandum No. 8/9/72-TRV, dated the 31st August, 1973 wherein a combined
quota of 4% had been fixed for the Gilgit Baltistan and Federally Administered
Tribal Areas (FATA) for recruitment to federal civil services/posts filled by direct
recruitment on an all-Pakistan basis.
2.
During
a recent meeting with the President of Pakistan, a
delegation of Senators and MNAs from the Federally Administrated Tribunal
Areas (FATA) , complained that the advertisements for recruitment against
federal civil services/posts reserved for FATA were not being given due publicity
in FATA.
3.
Ministries/Divisions are requested to bring the above instructions to
the notice of all Attached Departments/Subordinate Offices/Autonomous/Semiautonomous Bodies/Corporations etc., under their administrative control for
compliance.
[Authority:– Estab. Div.’s O.M No. 3/59/2003-R.2, dated 24th October, 2003]
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3.18

Compulsory Employment of Disabled Persons

Establishments* to employ disabled persons.- Not less than one per cent
of the total number of persons employed by an establishment at any time shall
be disabled persons whose names have been registered with the Employment
Exchange of the area in which such establishment is located and against whose
names in the register maintained under section 12 an endorsement exists to the
effect that they are fit to work.
2.
The disabled persons employed against any post in pursuance of
sub-section (1) shall be entitled to the terms and conditions which are not less
favourable than those of the other persons employed by the establishment
against similar posts.
3.
When calculating the percentage of the posts in an establishment
for the purposes of employment of disabled persons, the fraction of 0.5 and
above shall count as a whole number.
[Authority:– Disabled Persons (Employment and Rehabilitation) Ordinance, 1981]

3.19

Strict Observance of 2% Quota for
Employment of Disabled Persons in
Federal Government Services/Jobs

Refer to Establishment Division’s O.M. of even number dated 15th October,
1998.
2. In pursuance of the Prime Minister order the Federal Government have
issued instructions vide Establishment Division’s O.M. under reference, regarding
reservation of 2% quota for employment of disable persons to the posts in BPS-15
and below in Federal Government jobs to be filled by direct recruitment in addition
to their participation in the open merit, it has, however, been observed that some
Ministries/Departments are not being yet providing for the reservation of 2% quota
in jobs for disable persons in their advertisement.
3. In view of the above, it is requested to kindly ensure implementation of
this very important decision of the government.
[Authority:- Establishment Division’s D.O.No.34/3/86-R-5 dated 10-02-2015].



"Establishment" means a government establishment, a commercial establishment or an industrial
establishment, in which the number of workers employed at any time during a year is not less than
one hundred.
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Sl. No. 4
Upgradation of Posts and Procedure for Filling-up of Upgraded Posts
Establishment Division has been receiving proposals for upgradation of
posts with immediate effect and also for upgradation of their incumbents. It is
clarified that upgradation of a post implies the abolition of the existing post and
creation of a new post in the higher grade. Upgradation of a post does not mean
automatic upgradation of its incumbent. Appointment to the upgraded post will have
to be made in the manner prescribed for that post. If a post is upgraded with
immediate effect, the incumbent would be left without any post (in his grade) until he
is approved for appointment to higher grade.
2.
In view of the position explained above, all Ministries/Divisions are
requested that while sanctioning upgradation of the existing posts, it should be
clearly provided in the sanction letter that upgradation of the post would take effect
from the date the post is filled by a person in the higher grade. This would ensure
that until the existing incumbent is formally appointed to higher grade, the post and
the incumbent would continue in lower grade.
[Authority:– Estt. Division O.M.No.8/10/83-R.I, dated 6-3-1983].

4.1

Upgradation of Posts

In continuation of Establishment Division’s O.M. No. 8/130/91-R.I, dated
3rd December, 1991, it is stated that the President under sub-para ‘F’ of para 3 of
the Presidential directive No. 57/1/CMLA, dated 2 nd August 1979 had, inter-alia,
frozen upgradation of posts till further orders. Prior to this, the upgradation of
posts used to be made with the approval of the Finance Division and
Establishment Division. However, after the directive, all the cases of upgradation
of posts are submitted to the Prime Minister for approval, in relaxation of the
above Presidential directive with the concurrence of Finance Division and
Establishment Division.
2.
It has come to the notice of the government that Ministries/
Divisions/Departments etc. are upgrading the posts without the approval of the
competent authority i.e. the Prime Minister and concurrence of the Finance
Division (Regulations Wing) and Establishment Division. Similarly, the
appointments against the upgraded posts are being made by the
Ministries/Divisions/Departments etc. without going through the prescribed
selection process or approval of the competent authority. It may be pointed out
that the upgradation of posts does not mean automatic upgradation of the
incumbents. The appointment against the upgraded post will have to be made in
the manner prescribed in the recruitment rules for that post and with the approval
of the competent authority. Therefore, upgradations of posts made by the
Ministries/ Divisions/Departments etc. and appointment of their incumbents
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against such posts without going through the prescribed selection process or
approval of the competent authority are irregular.
3.
In view of the above, Ministries/Divisions are requested not to make
any upgradation without the concurrence of Finance Division (Regulations Wing)
and Establishment Division and the approval of the Prime Minister. The
upgradation of posts, made by the Ministries/ Divisions without this process, may
be submitted for regularization etc. in the prescribed procedure and for approval
of the competent authority. The above position may also be brought to the notice
of all Departments/Autonomous/Semi-Autonomous Bodies/Corporations etc.
under the administrative control of the Ministries/Divisions.
[Authority:– Estt. Div.’s OM No. 8/130/91-R.I, dated 12th May, 1992]

4.2

Policy for Upgradation/Re-designation of Posts

On a summary submitted recently to the* Chief Executive, he has been
pleased to approve the policy for upgradation/re-designation of posts as indicated in
the proceeding paragraphs.
2.
Henceforth, the upgradation of posts shall be considered in the
following cases only:
(a)

When it is considered necessary to up-grade certain posts in order to
rationalize the administrative structure of a Ministry/ Division or a
Department to make it more effective or to bring about uniformity of
pay scales of similar posts in different organizations.

(b)

Where the duties and responsibilities attached to a post have
considerably increased.

(c)

Where pay scale of a post is considered grossly incommensurate with
the qualifications and experience prescribed for appointment to that
post.

(d)

Up-gradation of a post on personal basis may not be allowed except if
any officer, already holding on regular basis a higher grade post, is
posted against a post, carrying lower grade, due to exigencies of
service.

3.
Subject to the observance of the parameters referred to in sub-paras
(a) – (d) above, the future proposals for the up-gradation/re-designation of posts
shall be processed as under:-

* Now Prime Minister.
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(i)

The cases for up-gradation/re-designation of the posts in BPS 1 to 19
will be decided by the Finance Division in consultation with the
Establishment Division. However, the decision about the proposed upgradation/re-designation of posts in BPS 1 to 19 will be taken at the
level of Secretary, Finance Division and the Secretary Establishment
Division.

(ii)

Cases of up-gradation/re-designation of posts in BPS 20 and above
will be submitted to the* Chief Executive for approval but after seeking
the concurrence of Finance Division and the Establishment Division.

**
4.
[When the competent authority approves the up-gradation of a post
in the situations mentioned in sub-paras (a), (b) and (c) of para 2, appointed to the
up-graded post should be made in accordance with the provisions of the Civil
Servants (Appointment, Promotion and Transfer) Rules, 1973, and the specific rules
which regulate appointment to the post.]

5.
The above instructions may please be noted by the Ministries/
Divisions for strict compliance.
6.

**[ ]
[Authority:– Estt. Div.’s O.M.No.F.8/36/2000-R.I, dated 20.1.2001].

4.3

Upgradation of Clerical/Auditors Posts

The President has been pleased to approve the up-gradation of the
following Clerical/Auditors posts as detailed below w.e.f. 01-07-2007:—
S.
No.
1.

Name of the Post

Existing BPS

Lower Division Clerk
(LDC/Junior Clerk)

BPS-5

Up-graded
BPS
BPS-7

2.

Junior Auditor

BPS-5

BPS-7

3.

Upper Division Clerk
(UDC/Senior Clerk)

BPS-7

BPS-9

4.

Assistant/Head Clerk

BPS-11

BPS-14

5.

Senior Auditor

BPS-11

BPS-14

The incumbents of the up-graded posts will also stand up-graded and their
pay will be fixed at the stage next above their basic pay in their lower pay scales.



Now Prime Minister.
Subs. and deleted vide Estt. Div.’s O.M.No.F.8/36/2000-R.I, dated 3-2-2001.

**
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2.
The President has also been pleased to approve that employees from
BPS-1 to BPS-4 would move one scale up in the pay scales w.e.f. 1st July, 2007.
3.
The Establishment Division will amend the recruitment rules of the
ministerial posts, whereas amendments in the recruitment rules of other posts listed
at para 1 above shall be made by the concerned Ministries/Divisions/Departments
in consultation with the Establishment Division.
4.
As a special dispensation, the annual increment falling due on
1st December, 2007 shall be admissible to the above mentioned employees in the
upgraded pay scales.
[Authority:- Finance Division’s O.M.No.F.6(4)R.I/2006 dated 29-06-2007].

4.4

Appointment to Upgraded Posts

Refer to the Establishment Division’s O.M. No.8/36/2000-R-I dated
20-01-2001 containing policy of upgradaiton/re-designation of posts and to state
as under:—
i)

The instructions contained in Establishment Division’s O.M.No.
8/36/2000-R-I dated 20-01-2001 as amended on 03-02-2001 provide
that when the competent authority approves the up-gradation of a
post on regular basis, appointment to the upgraded post should be
made in accordance with the provisions of the Civil
Servants(Appointment, Promotion and Transfer) Rules,1973, and
the specific rules which regulate appointment to the post.

ii)

The instructions contained in Establishment Division’s O.M.No.
8/10/83-R-I dated 06-03-1983 and O.M. No.8/130/91-R-I dated
12-05-1992 provide that up-gradation of a post does not mean
automatic up-gradation of its incumbent. Appointment to upgraded
post will have to be made in the manner prescribed for that post. If a
post is upgraded with immediate effect, the incumbent would be left
without any post (in his grade) until he is approved for appointment
to higher grade. Therefore, upgradation of posts made by the
Ministries/Divisions/ Departments etc. and appointments of their
incumbents against such posts without going through the prescribed
selection process or approval of the competent authority, are
irregular.

2.
It would be highly appreciated if the above mentioned instructions are
complied with in letter and spirit in order to avoid administrative complications and
future litigation.
[Authority:- Estt.Div’s D.O.No.8/36/2000.R-I dated 31-12-2008]
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4.5

Upgradation of the posts of
Stenotypist, Stenographer
and Private Secretary

Consequent upon approval of the Prime Minister of Pakistan, the posts of
Private Secretaries, *Stenographers and Stenotypists have been upgraded with
immediate effect, subject to fulfillment of the conditions mentioned against each.
Sr. #
1

Name of the Post

Existing
BS

Upgraded
BS

Condition

17

-

Will continue to remain in BS-17 and will
be granted BS-18 after putting in 5 years
satisfactory service instead of 7 years.
The Private Secretaries in BS-18 will
further be granted BS-19 after putting in
12 years service in BS-17 and above
taking
benefit
of
Establishment
Division’s OM No. 1/9/80-R-II dated 2-61983. However, on grant of BS-19
nomenclature of the post will be Senior
Private Secretary.

Private Secretary

The existing Private Secretaries in
BS-17 will be granted BS-18 on one
time basis, irrespective of their length of
service in BS-17.
2

*Stenographer

15

16

With enhancement of qualification for
initial appointment from intermediate to
Graduation.

3

Stenotypist

12

14

With enhancement of qualification for
initial appointment from Matriculation to
Intermediate.

The incumbents of the upgraded posts will also stand upgraded and their
pay will be fixed at the stage next above their basic pay in their lower pay scale.
2.
The Establishment Division will amend the recruitment rules of the
above said posts, accordingly.
[Authority:– Finance. Div.’s O.M.No.F.19(55)Legal-II/2010-1055 , dated 23-12-2011].

4.6

Re-designation of the post of
Stenographer (BS-16) as Assistant
Private Secretary (BS-16)

In exercise of the power conferred by sub-rule(2) of rule 3 of the Civil
Servants (Appointment, Promotion and Transfer) Rules, 1973, the following
amendment shall be made in the Recruitment Rules of Establishment Division


Stenographer re-designated as Assistant Private Secretary.
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notified vide SRO. 526(I)/2012, dated 18th April 2012, namely:
In the aforesaid Recruitment Rules,
The brackets/words/figures “Stenographer (BPS-16)”, where occurring shall
be substituted with the brackets/words/figures “Assistant Private Secretary
BPS-16)”.
2.
This Notification issued with the approval of Establishment Division
vide O.M No. 7/6/2002-R-6 (Pt-I), dated 09-4-2013 and FPSC vide letter No. F. 1204-2012-RR dated 23rd July, 2013.
[Authority:- Estt. Division’s S.R.O. 785(I)/2013, dated 23-07-2013]

4.7

Upgradation of posts alongwith
incumbents in the Pakistan Military
Accounts Department (PMAD)

In observance of Finance Division Islamabad O.M No. F.9(9)- R-I/2008/-09,
dated 3rd April 2010, and Supreme Court of Pakistan Order dated 15th April, 2010,
Secretary, Ministry of Defence has been pleased to upgrade following posts
alongwith incumbents in Pakistan Military Accounts Department in terms of authority
vested with him vide Schedule-3 Serial No. 15 Rules of Business 1973, without
prejudice to the Nomenclature or office work /authority of these employees, with
effect from 03-04-2010:Sr.#

Name of the Post

Existing Scale

Upgraded
Scale

1

Accounts Officer

BS-17`

BS-18

2

Assistant Accounts Officer

BS-16

BS-17

3

Senior Auditor/ Assistant Supervisor

BS-14/15

BS-16

4

Junior Auditor

BS-7

BS-11

[Authority:– Defence Division’s Notification No.1/8/D-7(MAG)/2010 , dated 12-05-2010].

Sl. No. 5
Physical Fitness
Please consult Fundamental Rules 10 and 10-A and Supplementary
Rules 3, 4 & 4-A of the Compilation of Fundamental & Supplementary Rules,
Vol.I, regarding determination of physical fitness of government servants on first
appointment and during service.






FR 10, 10-A: Medical Certificate of health on appointment to government service; appearance
before a medical authority for medical examination.
SR 3, 4, 4-A: Medical Certificate of fitness for government service to be signed by a medical
officer; exemptions from producing medical certificate to specified classes of government
servants or nature of appointment e.g. temporary/short term or re-employment.
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5.1

Verification of Antecedents
on First Appointment

Revised procedure for vetting of government employees.– In supersession
of all previous instructions on the subject, it has now been decided, in consultation
with the Intelligence Bureau, to introduce a simplified and less time-consuming
procedure for the verification of antecedents of employees at the time of their first
appointment in government service.
2.
According to the revised procedure, all Federal Government
Ministries/Divisions/Departments, including Federal Public Service Commission, will
make simultaneous references for security clearance of fresh employees to the
following agencies:(a)

Intelligence Bureau, Government of Pakistan.

(b)

District Police.

(c)

Special Branch of Provincial Police concerned.

3.
The Intelligence Bureau has undertaken to give a political record
check of the candidates direct to the departments concerned within a maximum
period of one month. In case a report from the Intelligence Bureau is not received
within one month, the department concerned will allow the selected candidates to
join their posts on production of character certificates from two government officers
not below BPS-17. It will, however, be understood that the appointees will remain on
probation for a period of six months or till the receipt of their vetting report. During
the probationary period, the new appointees will not be entrusted with sensitive
duties/assignments.
4.
The District Police and the Special Branch concerned will be required
to give clearance in respect of the character and antecedents of fresh/entrants in
government service within a maximum period of two months. These agencies will
return the verification rolls, after conducting local enquiries, direct to the department
concerned and not through the Intelligence Bureau except in cases where the
conduct of the candidate has come to adverse notice and this aspect is considered
relevant to his appointment in government service.
[Authority.– Cabinet Division’s letter No. 12(3)/76-MW(S), dated 31-5-1977].

[Note.- The prescribed form for verification of character and antecedents of
candidates selected for appointment under the Federal Government is Form S. 190.
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(ANNEX)
(See Sl. No. 5.1)
Form S.190(Revised)
PHOTO

GOVERNMENT OF..................
Federal Public Service Commission
Ministry/Division/Office
Verification Roll for candidates for appointment under the Government to
be filled in by the candidate in his own handwriting.
1.

The name of the post in which the candidate to be appointed.............................

2.

Full name (in block letters)
Mr./Miss/Mrs............................

3.

Previous name (if any) and reasons for change...........................................

4.

Father's name in full with occupation and income (if any).............................

5.

Date and place of birth of the candidate
give full address...........................................

6.

Description
a.
(1) Height........................
(2) Build i.e., heavy/medium/light..............
(3) Frame i.e., large/medium/thin...............
(4) Complexion...................
(5) Colour of hair.................
(6) Colour of eyes.........
(7) Visible marks of identification.............
b.

7.

with

surname

(1) Religion by birth............
(2) Present Religion.............

Residential address (with telephone number if any)
a.

Present.......................

b.

Permanent......................

and

aliases

if

any
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8.

Nationality:
a.

Pakistan National by birth/migration/naturalization

b.

If naturalized/migrated:

c.
9.

(1)

Previous nationality and address...............

(2)

Date of migration...........

(3)

Citizenship/Naturalization Certificate Particulars i.e No.
date and place of issue etc........................

National Identity Card No., date and place of issue.

Local and other addresses during the last 10 years where the candidate
has stayed for more than six months.

Address

From

To
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10.
Educational qualifications showing places of education from the age of 10
years.
Name and place
of school and
college etc.

From

To

Major field
of study

Certificate/
diploma degree
obtained

Note.- A certificate of good character from the Head of Educational Institution last
attended by the candidate (to be attached).
11.

Knowledge of language:

Can understand

Can speak

Can write

12.

Special training, any field...............

13.

Any distinctions obtained in literary, sports or miscellaneous fields:

14.

a.

Are you capable of sustained physical and mental activity?
..............................................................

b.

Have you had any serious illness or any operation in the past three
years?

c.

How many days you lost from work in the past three years?

15.

16.

Has there been any case of mental/nervous illness in your close relatives?
.......................................
a.

Do you take alcohol?

b.

Do you gamble?
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17.

a.

Offices/
Firms

b.
Offices/
Firms

Government offices or firms, with full description and addresses
where the candidate previously worked, and the reasons for
leaving:
Designation and
Pay

From

To

Reasons for leaving

Present occupation if any:
Designation and
Pay

From

To

Reasons for leaving

Note.- Certificate of performance from the Head of the Institution last
served by the applicant (to be attached).
18.
Offices/firms with full descriptions and addresses where the candidate
previously applied without success:
Office/Firm

19.

When applied for
appointment

Job for which applied

Particulars of wife (or husband as the case may be) of the candidate:
a.
b.
c.
d.
e.
f.
g.

Full name with father's name...........................
Nationality .......................
Religion...........................
Date of birth.....................
Place of birth...................
Occupation, if any..............
Income, if any.....................
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20.

Particulars of children:
Name Sex
Date of Birth
Recent Address
a. .......................................................................
b. .......................................................................
c. .......................................................................
d. .......................................................................

21.

Particulars of children or dependents educated or receiving education:
a.

b.

c.

d.

e.

a. Name of Child
b. Relationship
c. Name of institution
d. City/country
e. Period of education abroad
f. How financed
22.

Full particulars of the candidate's near relations, who are in Government
service in Pakistan and elsewhere, specifying the posts held, and where
posted.
Name of relations

23.

Relationship

Post held

Place of duty

Particulars of near relatives/dependents abroad:

Name with
Nationality
Relationship
a. ..................................................
b. ............................................... …..
c. ..................................................
d. .................................................
e. .................................................
f. ..................................................
g. .................................................
h. .................................................

Occupation

Place of
Resident
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24. (a) Assets:
Immovable

Value

Mode of acquiring

..........
..........
..........

.......
.......
.......

........
........
........

(b)

Movable of more than Rs. 10,000/..........................................................................
..........................................................................
Total value..........................................................

25.

Membership of Clubs, Political Parties and Associations (Past and Present)
(Name of Organization with date of joining and leaving):

Name of Club, Party
a. .....................................
b. .....................................
c. .....................................
d. .....................................
e. .....................................
26.

27.

To

Details of Travels Abroad (including travels for education or training):
a. Passport particulars, if any....................
including No., date and place of issue.................
b. Countries for which valid..............................
c. Issuing authority....................
d. Period of validity..................
Names with addresses of at least two references in Pakistan who can
testify to the candidate's character and antecedents:
Name
-------------------------------------

28.

From

Address
----------------------------------------------------------------------------------------------------------------------------------------

Name and address of your close friends:
Name

Address

----------------------------------------

----------------------------------------------------------------------------------------------------------------------------------------
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29.

Whether arrested, prosecuted, convicted, restricted or externed in any
case, political or otherwise, if so full particulars including dates should be
furnished..............

30.

Finger prints:

Place----------------

Date----------------

Signature---------------------

a.

I....................... candidate for appointment to............hereby certify and
solemnly affirm that my answers to the above questions are correct to the
best of my knowledge and belief.

b.

I fully understand that if the above statement is false in any material
respect, or omits any material information my appointment is liable to be
rejected/terminated and shall render me to legal and disciplinary action
including dismissal if I am already in Government service.
Signature....................
Place........................
Date.........................

To be filled in by the Superintendent of Police, etc. concerned at the request of
Ministry/Division/office/Federal Public Service Commission.

Remarks by:
Superintendent of Police

Place---------Date-----------

D.I.G. Special Branch

Place---------Date-----------

Director Intelligence Bureau

Place---------Date-----------

Annex

Relationship

(2)

(1)

(3)

Age

(4)

Nationality

(5)

Religion

(6)

Sect

(7)

Occupation with
complete details

(8)

Whether
dependent on you

(9)

Residential address

(10)

Political
affiliations if any

(11)

Remarks

Full information in respect of Wife (husband in case of female employees), Father, Mother, Brothers, Sisters, Father-in-Law and Mother-in-Law
should be furnished as under. In case of wife (or husband as the case may be) additional information in respect of her maiden name, date and
place of birth, date and place of marriage, nationality and religion before marriage should also be furnished in remarks column.

Full
Name

Note.-

FAMILY PARTICULARS
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5.2

Appointment to Higher Posts
Without Observing Due
Process

In the Establishment Division O.M.No.2/25/69-C.I., dated July 31, 1979,
instructions were issued that appointments of officers of lower grades* to posts in
higher grades without observing the prescribed process must cease. It was also
laid down that if it was necessary to do so due to exigencies of services the post
should be down-graded with the approval of the Establishment Division.
2.
In January, 1981, Rule 8-A and 8-B were inserted in the Civil
Servants (Appointment, Promotion and Transfer) Rules, 1973 vide Establishment
Division Notification No.S.R.O.41(I)/81, dated 12th January, 1981. Rule 8-A lays
down that no promotion on regular basis shall be made in grades* 19 to 21 unless
the officer has completed the prescribed length of service. Rule 8-B provides for
acting charge appointment in case the most senior civil servant otherwise eligible
for promotion does not possess the specified length of service, or in the case of a
grade* 17 post and above, reserved under the rules for initial appointment, no
suitable officer of the grade* in which the post exists is available. For vacancies of
less than 6 months, or in other cases not covered by Rule 8-B, current charge
arrangement can be made in accordance with the Establishment Division
O.M.No.1/21/76-AR.I/R.II., dated 18th June, 1980, as amended from time to time.
With the issue of the instructions relating to acting charge appointments and
current charge arrangements, there should be no difficulty in filling vacancies.
3.
The Ministries/Divisions and Departments are once again requested
to ensure that all appointments to higher posts, whether on regular basis or on
acting charge/current charge basis, should henceforth be made strictly in
accordance with the rules, and after observing the prescribed procedure and that
on no account should a person be appointed to a higher post otherwise than in
accordance with the rules, or without observing the prescribed procedure.
[Authority.– Estt. Division’s O.M.No. 5(1)/81-D.II-R/4, dated 12-12-1981].

5.3

Appointment to Higher Posts Other
Than in Accordance With Rules
and Procedure

It has been observed with regret that despite repeated instructions issued
by the Establishment Division regarding appointment of government servants
against higher posts other than in accordance with rules and prescribed
procedure, Ministries/Divisions and Departments of the Federal Government and
the Provincial Governments (in the case of officers belonging to Occupational

*

BPS.
Ref. Sl.No.1, Chapter II, Estacode, 1989.
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Groups controlled by the Establishment Division) continue to make appointments
to higher posts occasionally in disregard of the above instructions. Officers
appointed to higher posts without going through the prescribed selection process
and approval of the competent authority claim pay and allowances of the higher
posts on the basis of judgments of the Federal Service Tribunal and the Supreme
Court of Pakistan in a number of such cases. This places the government in an
awkward position as pay and allowances of the higher posts have to be allowed
to individuals who have not been regularly promoted and who are sometimes not
even qualified or eligible for promotion. It also causes heart-burning and
resentment among their seniors who were serving elsewhere or were bypassed
at the time of making such irregular appointments.
2.
While such irregular appointments are claimed to be made in public
interest and under unavoidable circumstances it has once again to be
emphasized that appointments to higher posts in disregard of the prescribed rules
and procedure should be avoided under all circumstances. Various provisions
already exist in the rules for making appointments, on acting charge, current
charge and additional charge basis, to tide over temporary difficulties. It is,
therefore, again reiterated that in future appointments against higher posts should
only be made either on a regular basis in the prescribed manner, or on acting
charge or current charge basis in accordance with the provisions of Civil Servants
(Appointment, Promotion and Transfer) Rules, 1973 and relevant instructions
issued by the government from time to time.
3.
Disregard of the above instructions would be viewed seriously and may
result in bringing the matter to the notice of the Prime Minister.
[Authority.– Estt. Div.’s O.M.No.14/4/86-R.I, dated 2-5-1988].

5.4

Requirement of Attested/Photo Copies
of Supporting Documents From
Employment Seekers

At the time of inviting applications for initial appointment through
advertisements Ministries/Divisions/Departments etc. require the applicants to submit
attested photo copies of Degrees/Testimonials/Experience Certificates/NIC/Domicile,
and photograph etc. In the prevailing environment in the country, a job seeker has to
apply for a number of posts before he/she succeeds in getting employment. The
expenditure and effort involved in the entire process can be well imagined. Similarly, it
is difficult for the employer to scrutinize and verify such a large number of documents.
Keeping in view the hardships of the job seekers and difficulties of employers, the
Prime Minister has been pleased to approve that the following simplified system be
followed in general by the Ministries/Divisions unless it is necessary for better selection
to call for more detailed documentation at the initial stage of the selection process:-
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(i)

At the stage of calling the applications, only personal data on a plain
paper may suffice to short list the candidates on the basis of
suitability.

(ii)

Those called for interview may be asked to bring along the original
documents.

(iii)

Those selected may be required to submit certified copies of the
documents for record.

(2) Ministries/Divisions are requested to bring the above instructions into
the notice of Attached Departments/Subordinate Offices/Autonomous Bodies/
Corporations under their administrative control also for compliance.
[Authority:– Estt. Div.’s OM No. 10/51/2004-R-2, dated 2nd March, 2005]

5.5

Checking the Genuineness of
Educational Certificates/
Qualifications etc.

Instances have come to the notice of the Federal Government wherein
forged educational certificates have been submitted by certain persons seeking
employment under government. It is, therefore, necessary to check thoroughly the
genuineness of certificates where the bonafides of persons employed after the 15th
August, 1947 are in doubt. One method of checking is to make a reference to the
universities which issued the certificates. If this method does not prove successful,
cross examination (and other suitable methods which may be possible according to
the merits of the case) of the individuals concerned by the appointing authorities
themselves may be resorted to. The candidates concerned may also be required to
produce two certificates from Gazetted officers in support of their claim to
educational qualifications.
2.
There may also be cases where the certificates produced are
genuine but there is a reasonable doubt that they do not relate to the persons
producing them. In such cases, the matter will have to be referred to the District
Police authorities for investigation and report.
3.
In so far as the competitive examinations conducted by the Federal
Public Service Commission are concerned, the original age and educational
certificates submitted by the candidates with their applications are fully checked, and
necessary enquiries made in all doubtful cases. But, as regards recruitment by
selection, the candidates are not generally required to submit their original certificates
with their applications. Only attested copies are called for. In these cases, it is
essential for the appointing authorities to verify the claims of the candidates as regards
age and educational qualifications in the same manner in which their antecedents are
verified before appointment. If it is found that a forged certificate has been produced or
that the individual, producing a certificate, is not the one to whom it was issued,
suitable disciplinary action must be taken against the person concerned, including
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dismissal from government service, (if the persons are in government service) and a
ban on future employment. In specific cases the matter should be reported to the
Police for criminal prosecution.
4.
Generally, candidates for recruitment made by selection are required
to send passport size copies of their photographs with their applications. But this is
not compulsory. It is considered desirable to ask all candidates to submit such
photographs with their applications.
[Authority:– Estt. Div.’s Letter No. F.40/650-S.E.I. dated 21-6-1950
to all Provincial Governments].

Endorsement:Copy to all Ministries/Divisions with the request that the genuineness of
educational certificates produced by persons in the ministerial service of the
Federal Secretariat and its Attached Departments, who have been declared fit for
retention in government service in pursuance of the instructions contained in the
Establishment Division O.M. No. 33/l/48-Ests. (ME), dated the 15th March, 1948
should also be checked and, in case of doubt, verified in accordance with the
procedure laid down above.

5.6

Recognition of Defence/Staff Colleges
Qualifications as Equivalent to University
Degree for Government Employment

Where some posts were advertised by the Establishment Division in the
past, the minimum requirement for which was a university degree, some senior
officers of the armed forces, who wanted to apply for these posts, did not hold a
university degree but they had qualified in various service courses e.g. National
Defence College*Course, Imperial Defence College Course (now called Royal
College of Defence Studies Course), Army War Course, Joint Services Staff College
Course, Staff College Course etc.
2.
In view of the above position, a proposal made by the Services to the
effect that Staff College qualifications may be recognized as equivalent to a
university degree for government employment, was considered by the Defence
Council, in its meeting held on 11th August, 1973. The President was pleased to
approve the proposal to recognize Staff College and other higher defence
institutions qualifications given to officers of the Pakistan Armed Forces (Army,
Navy and Air Force) as equivalent to the university degree for government
employment. The President, however, was further pleased to direct that this
recognition would, in no way, encourage the serving officers of the Pakistan Armed
Forces (Army, Navy and Air Force) to apply for employment in the civil services,
except for their rehabilitation after retirement. The above decision of the Defence
Council is conveyed for information and guidance.
[Authority:– Defence Division’s O.M. No.111/73/D-A, dated 14-6-1974].

*

National Defence University (NDU).
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Sl. No. 6
Determination of Domicile
Reference Establishment Division's O.M. No. 2/2/67-D.V., dated the 26th
August, 1968. It has been observed that the instructions contained therein for
determining the domicile of candidates while making appointment to posts are not
being complied with faithfully in some cases. These instructions clearly provide that a
candidate belonging to Pakistan by origin should be considered for appointment on
the basis of domicile of his father. Similarly, a migrant candidate should be considered
only against the quota of the province/region where his parents are domiciled and
where they have resided for at least three years. In case the parents of a migrant
candidate have not migrated to Pakistan, he should be considered for appointment on
the basis of his own domicile. All the Ministries/Divisions are requested that, while
making ad-hoc appointments against the posts required to be filled through FPSC,
they should carefully examine the domicile of the candidates in the light of the above
instructions. This may also kindly be brought to the notice of all the departments/
organizations under their administrative control for strict compliance.
[Authority:– Estt. Division’s O.M.No.2/2/77-W.C/R.2 dated 13-10-1987].

6.1

Determination of Domicile for the
Purpose of Appointments Against
Provincial/Regional Quotas

According to the decisions contained in the Establishment Division Office
Memorandum No.25/113/ 54-SE I, dated the 4th January, 1956 and Office
Memorandum No. 1/12/56-R, dated the 14th February, 1958, while a candidate
belonging to Pakistan by origin can claim appointment only against the quota of
the province/ region to which the father of such a candidate belongs, the
candidates who have migrated to Pakistan have different options for claiming
appointment against provincial/regional quotas. The matter has, therefore, been
reconsidered with a view to rationalizing the policy regarding determination of
domicile of the candidates for government service, and the following revised
orders are issued, in partial modification of the existing instructions:(i)

There should be no change in the policy regarding the persons
belonging to Pakistan by origin, i.e., they should continue to be
considered for appointment only against the quota of the
province/region to which the father of such a candidate belongs.

(ii)

A migrant candidate, whether residing in Pakistan or abroad, should
be considered for appointment only against the quota of the
province/region where his parents are domiciled and where they
have resided for at least 3 years. However, the condition of 3 years'
residence should be deemed to be fulfilled if the parents are
officially domiciled in a particular province/region but have been
living in some other areas for a number of years due to exigencies
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of service. For this purpose, the candidate will be required to
produce a domicile certificate from a competent authority that his
parents are domiciled in the province/region concerned.
(iii)

In case the parents of a migrant candidate have not been
considered for appointment against the quota of the province/region
where he himself is domiciled and has resided or has been
educated for a continuous period of three years immediately before
applying for appointment and consideration against the quota of a
province/ region.

2.
The decisions above may please be brought to the notice of all
concerned for guidance in future.
[Authority:– Estt. Div.’s O.M. No.2/2/67-DV, dated 26-8-1968].

(ANNEX I)
(See 6.1 para 1)
[Copy of Estt. Div.’s O.M.No.25/113/54-SEI, dated the 4th January, 1956].
Provincial Quotas on the Basis of Domicile Certificates: The recruitment
policy of government, according to which recruitment to the Central Services is
made, is based on a system of Provincial quotas. These quotas were meant for
candidates who belonged by origin to the provinces of Pakistan, or who, on
migration from Indian provinces had permanently settled down in one of the
Pakistan Provinces. However, by means of domicile certificates, a large number
of candidates who had come over from India but had not permanently settled in
any Pakistan Province were able to enter the *Central Services, thus shutting out
candidates belonging by origin to Pakistan provinces from their due share in the
administration of the country. What these candidates did was to file declarations
before District Magistrates, to the effect that they had renounced their previous
domicile and that they had resided for over a year in such provinces as (East
Bengal), Sindh and the **N.W.F.P., where competitive conditions were
comparatively easier. Having obtained such certificates of domicile on the
strength of these declarations, the veracity of which could seldom be properly
checked, these candidates would leave that particular province and have no
further connection with it. They would then prepare themselves for examinations
in areas where educational facilities were better but, by virtue of their domicile
certificates, they demanded to be considered for appointment against the quota
of one of the above provinces in which they claimed to be domiciled, provided, of
course, that they had qualified in the examinations. In actual fact, the Domicile
Certificate merely made a refugee candidate eligible for appearing in an
‘Federal Services/Groups’.
** Now Khyber Pakhtunkhwa.



121
examination for appointment to a post in Pakistan and did not confer any right on
him to be appointed against the quota of a particular province.
2.
In order to ensure that government's recruitment policy is properly
carried out and that no candidate enters the Central Services against the quota
of a province who does not belong to that province either by origin or through
settling down permanently there, government consider it necessary to provide a
check against the entry into the Central* Services of candidates who claim to be
considered against provincial quotas on spurious grounds. It has, therefore, been
decided that, in the case of candidates who qualify for appointment to the
*Central Services, but who do not belong, by origin, to any Pakistan province,
they should be admitted against the quota of the province in which they claim to
have settled permanently, provided there is proof of three years' residence/
education in the province against whose quota they claim to be considered. This
can be established in most cases from educational certificates which the
candidates will file with their application. In other cases, where a candidate has
been educated in a province for a shorter period although he claims to have
resided there for 3 years, other evidence must be produced by the candidate to
support his claim. In the case, however, of a refugee candidate studying abroad,
or in some parts of Pakistan other than the province against whose quota he
claims to be considered, the condition of three years' residence in that Province
should be deemed to be satisfied, if the parents of such a candidate have resided
in the Province in question for three years.
3.
The decision outlined in the preceding paragraph does not mean
that refugee candidates, who fail to prove their claim that they belong to a
particular area, are shut out from appointments to the *Central Services. As
Ministries are aware, the recruitment policy provides a 20% merit quota and a
refugee candidate, who does not satisfy the above requirements, can take his
chance in that quota. Finally, it may be added that, in the case of a candidate
whose father belongs by birth or by origin to a Pakistan province, it is immaterial
where he has received his education or has resided. Such a candidate will be
considered, for appointment against the quota of vacancies reserved for that
province without any check.
4.
The above decision will not be affected by the coming into existence
of one province in West Pakistan as no change in the existing recruitment policy
is contemplated. The recruitment policy in respect of services and posts under
the **Central Government will continue to operate in those areas which constitute
the previous Provinces and which will now be expressed in terms of districts
comprising those areas.


**

Federal Services/Groups’.
Federal.
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(ANNEX II)
(See 6.1, para 1)
[Copy of Establishment Division Office Memorandum No. 1/12/56-R,
dated the 14th February, 1958].
Attention is invited to the Establishment Division Office Memorandum No.
25/113/54-SEI, dated the 4th January, 1956 (Annex I) in which instructions were
issued that in the case of a refugee candidate studying abroad or in some parts of
Pakistan other than the province against whose quota he claims to be considered, the
conditions of three years' residence in that province should be deemed to be satisfied,
if the parents of such a candidate have resided in the province in question for three
years. It, therefore, follows by implication that in the case of those candidates, whose
parents have acquired the domicile in a province/zone, but who, due to the exigencies
of service, have been serving outside that province/zone, for a number of years, the
conditions of 3 years residence for that province (for the candidate) will be deemed to
have been fulfilled for the purpose of being considered against the quota of that
province/zone.
6.2

Married Female Candidates Determination of Domicile

According to the decisions contained in the Establishment Division Office
Memorandum No. 2/2/67-DV, dated the 26th August, 1968, the domicile of a
candidate is to be determined on the basis of the domicile of his or her parents
and if the parents of a migrant candidate have not migrated to Pakistan, on the
basis of his or her own residence and education in the province in which he or
she is domiciled. A question has arisen whether a female married candidate can
be considered to have the same domicile as that of her husband. The matter has
been considered and it has been decided that the domicile of a married female
candidate may be accepted to be the same as that of her husband for the
purposes of direct recruitment.
[Authority:– Estt. Division’s O.M.No.F.8/5/75-WC, dated 12-8-1975].

6.3

Candidates Not Required to Show
Place of Birth of their Fathers for
Purposes of Domicile

As the Ministries/ Divisions are aware, the government observes
provincial/regional quotas in filling vacancies reserved for direct recruitment to
posts under the Federal Government. It has been brought to the notice of the
government that candidates for appointment to federal posts are sometimes
required to state the place of birth of their father. This information is not relevant
to the determination of domicile of a candidate. The government have, therefore,
decided that, in future, no candidate will be asked to state the place of birth of his
father. However, the requirement of stating the domicile of father and other
particulars like name, address etc., will continue to be observed as before.
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2.
The Ministries/Divisions are requested to give wide publicity to
these instructions.
[Authority:– Estt. Div.’s O.M.No.2/5/77/WC/R-IX, dated 11-1-1978].

6.4

Change of Domicile After Entry
into Government Service

A question has arisen whether a person who entered (into) government
service on the basis of domicile of a particular province/ region of Pakistan can
subsequently change his domicile during his service. As a citizen of Pakistan, a
government servant can change his domicile according to the law and the rules
made thereunder. It has, however, been decided that the domicile of a
government servant as declared by him and accepted by government at the time
of entry into government service should be treated as final throughout his service
career and no subsequent change in his domicile should be recognized for the
purpose of terms and conditions of his service including his allocation and liability
to transfer.
[Authority:– Estt. Div.’s O.M. No.1/14/71-TRV, dated 20-9-1971].

Sl. No. 7
Initial Appointment to Civil Posts (Relaxation of Upper Age Limit) Rules,
1993
In pursuance of Rule 12 of the Civil Servants (Appointment, Promotion
and Transfer) Rules, 1973, the President is pleased to make the following rules,
namely:–
PART I – GENERAL
1.
These rules may be called the Initial Appointment to Civil Posts
(Relaxation of Upper Age Limit) Rules, 1993.
2.

They shall come into force with immediate effect:

Provided that nothing in these rules shall apply to the appointment to the
posts in BPS 17 to be filled through C.S.S. Competitive Examination.
PART II – GENERAL RELAXATION
3.
Maximum age limit as prescribed in the recruitment rules shall be
relaxed in respect of the candidates mentioned in column (2) below to the extent
mentioned against each under column (3):–
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Sl. No.

Category of candidates

(i)

a)

Candidates belonging to Scheduled
Castes, Buddhist Community, recognized
tribes of the Tribal Areas, Azad Kashmir
and Gilgit Baltistan for all posts under the
Federal Government.

b)

Candidates belonging to Sindh(R) and
Balochistan for posts in BPS 15 and below
under the Federal Government.

Age relaxation admissible
3 years.

3 years.



(ii)

Released or Retired Officers personnel of the
Armed Forces of Pakistan.

[15] years or the number of years
actually served in the Armed
Forces of Pakistan, whichever is
less.

(iii)

Government servants who have completed 2
years continuous Government service on the
closing date for receipt of applications.

10 years, upto the age of 55
years.

(iv)

Disabled persons for appointment to posts in
BPS 15 and below.

10 years

(v) 

Widow, son or daughter of a deceased civil
servant who dies during service

05 years

(4) Where a candidate is entitled to age relaxation under more than
one categories specified in rule 3, he shall be allowed relaxation in age only in
one category.
***

[4A. (1) Subject to sub-rule (2) the maximum age limit prescribed for initial
appointment under any rules for the time being in force shall be relaxed by a
period of five years;
(2) The relaxation in upper age limit shall be over and above the
relaxation of age admissible to candidates specified in rule 3 or in any other rules
for the time being in force].
@

[4B. Notwithstanding the provisions contained in these rules or any
other rules for the time being in force, the President or the Prime Minister may, on
extreme compassionate grounds, grant age relaxation to an individual candidate
for a period not exceeding three years over and above the relaxation in upper age
limit already admissible, if any].
Amended vide Estt. Div.’s Notification SRO No.576(I)/2000 dated 17-08-2000.
Added vide Estt. Div.’s Notification SRO No.1056(I)/2007, dated 24-10-2007.
*** Subs. vide Estt. Div.’s Notification S.R.O No.586(I)/99 dated 18-05-1999.
@ Added vide Estt. Div.’s Notification No.9/2/91-R.5 dated 23-01-1995.
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*[4C. Notwithstanding anything contained in these rules, or any other
rules for the time being in force, one-time relaxation in the upper age limit shall be
admissible to the persons appointed to the posts, on ad-hoc basis, from the 1st
October, 1981, to the 31st December, 1995, to the extent they are overage for
initial appointment to the posts, held by them, as and when advertised by the
Federal Public Service Commission].
** [4D. Notwithstanding anything contained in these rules or any other
rules for the time being in force, the President or the Prime Minister*** may grant
age relaxation to the widow, son or daughter of a deceased civil servant who dies
during service for such period as may be considered appropriate].
(5) Repeal.– All existing rules, orders and instructions relating to age
relaxation issued from time to time are hereby repealed.
[Authority:– Estt. Div.’s Notification No.S.R.O 1079(1)/93, dated 4-11-1993].

7.1

Clarification Regarding General Relaxation
of 5 Years in Upper Age Limit Prescribed in
Recruitment Rules

Refer to the Establishment Division’s O.M. No.9/2/91-R-5 dated 28th
November,2000 on the above cited subject directing the Ministries/Divisions/
Departments that whenever vacancies are advertised by them, it should be
clearly highlighted in the advertisement that a general relaxation of five (5) years
in upper age limit SHALL be admissible to all the candidates and to state that the
Senate Standing Committee on Cabinet Secretariat, Inter Provincial Coordination
and Special Initiatives, in its meeting held on 11-06-2010, observed that
Departments, while advertising various posts had fixed the age limit as 25 years.
The Ministries/Divisions did not mention in their advertisements that the
candidates shall be entitled to 5 years relaxation in age over and above the age
limit prescribed in the Recruitment Rules. The Committee took serious view of
this on part of the Departments due to which injustice could have been caused to
the people.
2. In light of the recommendations of the Senate Standing Committee,
the Ministries/Divisions/Departments are advised that henceforth, the concession
of 5 years general relaxation in upper age limit shall be clubbed with the
maximum age limit of the post in their advertisements. In case usual upper age
limit of posts in various Basic Pay Scales is as in column(2) below, the maximum
*

Added vide Estt. Division Notification No. S.R.O. 798(I)/98, dated 10-7-1998.
Added vide Estt. Division Notification No. S.R.O. 294(I)/2002, dated 31-5-2002.
*** The words ‘Chief Executive’ subs. with the words ‘Prime Minister’ vide Estt. Div.’s Notification
SRO 1056(I)/2007, dated 24-10-2007.
**
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age limit shall be as in column (4) below:Basic Pay
Scale
(1)
1-15
16
17
18
19
20
21

Age Limit
(2)
25 years
28 years
30 years
35 years
40 years
45 years
50 years

General
Age Relaxation
(3)
+ 5 years
+ 5 years
+ 5 years
+ 5 years
+ 5 years
+ 5 years
+ 5 years

Maximum Age
Limit
(4)
30 years
33 years
35 years
40 years
45 years
50 years
55 years

3.
The Ministries/Divisions are further advised that the following
relaxation age limit available to the category of candidates specified below (to the
extent mention each) should be clearly mentioned in their advertisements for
vacant posts:—
Sl.
No.
(i)

Category of candidates
a)

Candidates
belonging
to
Scheduled
Castes,
Buddhist
Community, recognized tribes of
the Tribal Areas, Azad Kashmir
and Gilgit Baltistan for all posts
under the Federal Government.

3 years.

Candidates
belonging
to
Sindh(R) and Balochistan for posts
in BPS 15 and below under the
Federal Government.
Released
or
Retired
Officers/
personnel of the Armed Forces of
Pakistan.

3 years.

b)

(ii)

(iii)

Age relaxation admissible

15 years or the number of
years actually served in the
Armed Forces of Pakistan,
whichever is less.

Government servants and contract 10 years, upto the age of 55
employees who have completed 2 years.
years
continuous
Government
service on the closing date for receipt
of applications.
(iv)
Disabled persons for appointment to 10 years
posts in BPS 15 and below.
(v)
Widow, son or daughter of a 05 years
deceased civil servant who dies
during service
Note: Where a candidate is entitled to age relaxation under more than one
categories specified above, he shall be allowed relaxation in age only in one
category.
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4.
In addition to above, the President/Prime Minister may, on extreme
compassionate grounds, grant age relaxation to an individual candidate for a period
not exceeding three years.
5.
Further, where the Ministries/Divisions/Departments have recently
advertised various posts and the candidates have appeared in written test but their
interviews are yet to be held i.e. their selection process is not over, the said posts
may be re-advertised for additional applications with clear rule position about age
limit and age relaxations as at paras 2 and 3 above.
6.
It may be added that the upper age limit relaxations mentioned at
paras 2 and 3 above have been provided in the Initial Appointment to Civil Posts
(Relaxation of Upper age Limit) Rules,1993 which are not applicable for recruitment
to posts to be filled through Annual Competitive (CSS) Examination conducted by
the FPSC.
7.
For recruitment to BS-17 posts to be filled through the Annual
Competitive (CSS) Examination, the upper age limit is presently 28 years which is
relaxable by 2 years for Government Servants, Armed Forces Personnel and other
specified categories of candidates.
8.
The Ministries/Divisions are requested to strictly observe the above
mentioned instructions and also bring the same to the notice of the
Departments/Organizations under their administrative control for strict compliance.
[Authority:- Establishment Division’s O.M No.9/2/91-R-5 dated 24-06-2010.]

7.2

Relaxation in Upper Age Limit to
Persons Employed in Government
Department on Contract Basis

Sub rule (iii) of rule 3 of Initial Appointment to Civil Posts (Relaxation of
Upper Age Limit) Rules, 1993, notified vide SRO 1079(I)/93 dated 4th November,
1993 provides *[15] years relaxation upto 55 years in the upper age limit
prescribed in the recruitment rules for Government Servants who have completed
02 years continuous government service on the closing date for receipt of
applications.
2.
A question has arisen whether the above mentioned relaxation in
upper age limit is also available to those persons who are employed on contract
basis in government departments? The matter has been examined and it is
clarified that the above mentioned relaxation in upper age limit is admissible to
“government servants”. The persons employed in a government department, (as
distinct from a body corporate established by or under an Act of Parliament) on
contract basis are “government servants,” and are eligible for and entitled to
*Substituted

vide Establishment Division’s Notification SRO No. 576(1)/2000, dated 17.8.2000.
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relaxation in upper age limit under sub rule (iii) of rule 3 of the Initial Appointment
to Civil Posts (Relaxation of Upper Age Limit) Rules, 1993, subject to fulfilling the
other conditions laid down in the said rules.
[Authority.– Establishment Division’s O.M.No.9/2/90-R.5, dated 11-9-2000].

Sl.No. 8
Recruitment Policy
Corporations-2014

for

the

Federal

Services/Autonomous

Bodies/

Refer to Establishment Division’s O.M.No.4/1/93-R-I dated 25-09-2014
regarding lifting of ban on recruitment under the Federal Government and to state
that Ministries/Divisions/Attached Departments/Subordinate Offices/Autonomous
Bodies/Semi-Autonomous Bodies/Corporations/Companies/Authorities etc. are
required to follow the recruitment policy as under:—
(i)

Recruitment to posts in BPS-16 and above shall continue to be
made through the Federal Public Service Commission as
hithertofore.

(ii)

Initial appointment to posts which are required to be made on All
Pakistan basis shall be made under rule-14 of the Civil Servants
(Appointment, Promotion & Transfer) Rules, 1973.

(iii)

Initial appointment to posts in BPS-3 to BPS-15 and equivalent in
offices which are required to serve only in a particular
Province/Region shall be filled by appointment of persons domiciled
in the Province/Region concerned under rule-15 of the Civil
Servants (Appointment, Promotion & Transfer) Rules, 1973.

(iv)

Vacancies in posts in BPS-1 and BPS-2 and equivalent shall
ordinarily be filled on local basis under rule-16 of the Civil Servants
(Appointment, Promotion & Transfer) Rules, 1973.

(v)

Initial appointment shall be made strictly in accordance with the
provisions contained in the Recruitment Rules of the post
concerned. In the absence of Recruitment Rules, Ministries / Divisions/Attached Departments / Subordinate Offices/ Autonomous Bodies/Semi-Autonomous Bodies/Corporations/Companies/ Authorities
etc. are first required to frame the Recruitment Rules and lay down
the eligibility conditions for such appointments. No recruitment shall
be made in the absence of approved Recruitment Rules.

(vi)

NOC from the Surplus Pool of Establishment Division shall continue
to be obtained for all recruitment.
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(vii) The vacancies in each Ministry/Division/Department/Autonomous
Body/Corporation, as per the Provincial/Regional quota etc., shall
be advertised through widely published National/Provincial/Regional
newspapers.
(viii) Minimum of 15 days time limit may be given for receipt of
applications.
(ix)

Applicants may be required to apply on a prescribed format without
being asked for copies of educational qualification etc. However, at
the time of written test/interview, the candidates may be asked to
bring with them original certificates/documents for satisfaction of the
authority.

(x)

Regional/Provincial quota, Women quota, Minorities (Non-Muslim)
quota and Disabled Persons quota, or any other quota prescribed
from time to time, should expressly and clearly be indicated against
the vacant post(s) advertised.

(xi)

Required qualification and age limit as provided in the recruitment
Rules, including general age relaxation, should also be clearly laid
down in the advertisement.

(xii) Vacancies in posts should be filled only against the approved
sanctioned strength of the said category.
(xiii) Ministries/Divisions/Departments/Attached
Departments/Sub-ordinate
Offices/Autonomous Bodies/Semi-Autonomous Bodies/ Corporations/Authorities etc. are required to finalize the recruitment within 60
days from the date of advertisement.
(xiv) Deficiency in the existing Provincial/Regional representation, if any,
in the Federal Services including Autonomous/Semi-Autonomous
Bodies may be adjusted.
(xv) Administrative Ministries/Divisions shall ensure
transparency in the recruitment process at all levels.

merit

and

(xvi) The candidates using or attempting to use any extraneous influence
at any level shall be liable to be disqualified.
(xvii) Draft advertisements to be published for recruitment may be
submitted to Establishment Division for routing of same to Ministry
of Information, Broadcasting and National Heritage. No direct
advertisements would be placed by any organization.
[Authority:- Establishment Division’s O.M.No.F.53/1/2008-SP dated 22nd October, 2014]
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8.1

Mechanism to Ensure Merit Based Recruitment
in the Ministries/Divisions/Sub-ordinate
Offices/Autonomous/Semi-Autonomous
Bodies/Corporations/Companies/Authorities

Refer to Establishment Division’s O.M of even number dated 22 nd
October,2014 regarding recruitment policy for the Federal Services, Autonomous
Bodies/Corporations and to say that the Federal Government is pleased to devise
following mechanism, to ensure transparency and merit based recruitment in the
Ministries/ Divisions/Attached Departments/Autonomous/Semi-Autonomous Bodies/Corporations/Authorities:a)

Initial Screening/Short Listing
The initial screening of the applicants would be conducted by the
centralized screening test to be carried out by a Testing Agency which
would be hired by the Administrative Ministry/Division in consultation with
the Establishment Division. Top 05 (Five) candidates would be short
listed for interview for each post to be filled through fresh recruitment.

b)

Interview
The short listed applicants, as a result of screening test, would be
interviewed after verification of academic/professional credentials and
testimonial. The Departmental Selection Committee (DSC) constituted
vide Rule 2(e) of the Civil Servants (Appointment, Promotion & Transfer)
Rules, 1973 would adjudge the applicant on the following criteria for
selection:- Score in the test would have 70% weightage
- The rest of 30% weightage would be allocated by the members
of the DSC as under:1.
2.

Chairman
Two Members

40%
30% each

Further the DSC would assess the applicants as under:1)
2)
3)
c)

Relevant qualification/experience
Knowledge/Skill relevancy
Personality/Interpersonal
Communication skills

30%
40% and
30%

Type of Test
While considering suitability for particular jobs, objective type tests will be
organized through testing agency with prior permission of the
Establishment Division.
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d)

Autonomous Bodies/Corporations/Companies/Authorities
The present system of recruitment to MP Scales and Management
Grades M1 to M3 or equivalent will continue. However, for recruitment to
other Executive as well as non-Executive grades equitable with
government BPS, the selection criteria given above be adopted.

2.
In order to oversee and monitor the implementation of above
mentioned mechanism of recruitment in the Ministries/Divisions/ Departments/
Sub-ordinate Offices/Autonomous/Semi-Autonomous Bodies/Corporations/ Companies/Authorities, the following monitoring committee shall be constituted in the
Establishment Division:a)
b)
c)
d)

Additional Secretary (BS-21)
or equivalent
JS(BS-20) or equivalent
DS (BS-19) or equivalent
SO (BS-17) or equivalent

Chairman
Member
Member
Member/Secretary

[Authority:- Establishment Division’s O.M. No.F.53/1/2008-SP dated 16-01-2015].

8.2

Procedure for Making Recruitment
from Abroad

The question of the procedure which should be adopted when it becomes
necessary to resort to recruitment from abroad to civil posts under the Central
Government has been engaging the attention of the Establishment Division for
some time. It has now been decided by the Government of Pakistan that
recruitment from abroad should be made in the manner indicated in the following
paragraphs.
2.
If a Ministry considers that it is necessary to make recruitment to
civil posts from abroad, it should make a reference to the Federal Public Service
Commission, asking them to agree to such recruitment and if they agree, to
proceed without delay to take all the steps necessary to make such recruitment.
The Federal Public Service Commission will themselves advertise the post or
posts abroad and make necessary arrangements for the candidates to be
interviewed by Special Selection Committee. Thereafter, the Federal Public
Service Commission will make recommendations for the filling of the post or
posts in question. In no case should the Ministry itself take steps to advertise the
post.
3.
There may, however, be exceptional cases in which the Ministries
concerned are of the view that recruitment from abroad through the Federal
Public Service Commission will prove infructuous, e.g., in the case of
appointments to highly technical posts or other posts of considerable importance
in connection with which persons of high standing abroad are not likely to respond


‘Federal’.
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to advertisements and appear for interviews. In such cases, which should be
very rare, the prior approval of the Prime Minister will be necessary for
recruitment to be made by the Ministry concerned without the assistance of the
Federal Public Service Commission. The procedure to be adopted in such cases
will be that the matter should be referred to the Establishment Division so that the
orders of the Prime Minister can be obtained.Such reference to the Establishment
Division should be made only after the Federal Public Service Commission have
first agreed to recruitment to the post in question being made from abroad, and it
should be accompanied by a Summary for the Prime Minister, explaining why it is
necessary for recruitment to be made otherwise than through the Federal Public
Service Commission and showing what steps the Ministry have in mind for filling
the post or posts in question.
[Authority:– Estt. Division’s O.M.No.11/18/49-SE-II, dated 17-1-1951].

Sl. No. 9
Advertisement for Ad-Hoc Appointments
Attention is invited to Establishment Division's Notification No. 1498(I)/73,
dated 20th October, 1973 regarding Civil Servants (Appointment, Promotion and
Transfer) Rules, 1973.
2.
In accordance with Part IV dealing with ad-hoc and temporary
appointments, rule 19 lays down that the post shall be advertised and the same
procedure as laid down for the initial appointment in Part III shall be followed for
making ad-hoc appointments.
3.
A number of cases have come to notice where ad-hoc
appointments have been made from amongst departmental candidates or from
other applicants without an advertisement having been made in the press.
4.
This is irregular in future, no proposal for ad-hoc appointments will
be entertained unless the post has been duly advertised. The summary of the
case submitted to the Establishment Division should invariably state that the post
has been advertised and the clipping of the advertisement should be enclosed
with the summary.
[Authority:– Estt. Division’s O.M. No. 2/23/78-D.III, dated 17-4-1978].

9.1

Ad-Hoc Appointees to be Clearly
Told of the Conditions of Their
Appointments

It has been noticed that various Ministries/Divisions etc. while advertising
posts, falling within the purview of the FPSC, for purposes of making ad-hoc
appointments thereto, do not take into account the fact that the appointees on the
basis of such advertisements, being replaceable by the FPSC nominees, should
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be clearly told of this condition of their appointments. This omission on the part of
various Ministries/ Divisions, etc. may give rise to complications later on.
2.
It is, therefore, requested that, while advertising for ad-hoc
appointments to such posts, the Ministries/Divisions etc. should categorically
state that the candidates appointed on the basis of such advertisements will be
replaceable by the FPSC nominees. The condition may also be communicated to
the candidates in the letters/notifications of such appointments so that no
appointee claims regular appointment subsequently on the basis of
advertisement or appointment letters/notifications.
3.
It may also be ensured that requisition for such posts should
invariably be sent to the Commission within two months of the filling up of such
posts on ad-hoc basis.
[Authority:– Estt. Division’s O.M.No.2/6/74-F.IV, dated 14-6-1974].

9.2

Proposals for Continuance of
Ad-Hoc Appointments

It has been observed that placing of requisitions on the Federal Public
Service Commission in respect of posts required to be filled through the
Commission are delayed by the Ministries/Divisions without any justification and
ad-hoc appointments made on such posts are continued for long periods.
2.
In this connection, attention is invited to Rule 18 of the Civil
Servants (Appointment, Promotion and Transfer) Rules, 1973, which requires that
a requisition in the prescribed form shall be forwarded to the Federal Public
Service Commission immediately when it is decided to fill the post in question or,
if that is not practicable and the post is filled on ad-hoc basis, within two months
of the filling of the post.
3.
It is, therefore, reiterated that while making ad-hoc appointments
against posts falling within the purview of the Federal Public Service Commission,
a requisition should be placed on the Commission immediately and in any case
not later than two months from the date of filling the post on ad-hoc basis. All
proposals relating to ad-hoc appointments and their further continuance should,
in future be accompanied by a copy of the requisition sent to the Commission as
far as possible, otherwise the Establishment Division may not consider such
proposals.
[Authority:– Estt. Division’s O.M.No.2/9/76-D-III, dated 4-6-1976].

9.3

Ad-Hoc Appointments and
Approval for Extension

Reference Establishment Division's Office Memorandum No. 2/9/76-D.III,
dated 14th March, 1981. It is stated that the instructions contained therein for
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making appointment to posts on ad-hoc basis and seeking extensions thereto are
not being complied with faithfully. These instructions clearly provide for making
ad-hoc appointment for a period not exceeding six months with the approval of
competent authority as laid down under rule 6 of the Civil Servants (Appointment,
Promotion and Transfer) Rules, 1973, as amended. The first extension beyond
the initial period of ad-hoc appointment is required to be given after obtaining
approval of the FPSC. As such, the approval of the competent authority for this
extension is not required. Subsequent extensions for periods not exceeding six
months in the ad-hoc appointment shall not require concurrence of the FPSC but
approval of competent authority shall, in any case, be obtained. All the
Ministries/Divisions are requested to bring these instructions to the notice of all
the departments/organizations under their administrative control for compliance.
[Authority:– Estt. Division’s O.M.No. 10/8/86-R.2, dated 15-12-1986].

9.4

Ad-Hoc Appointment –
Relaxation in Age Limit

Reference Establishment Division O.M. of even number dated 22nd
January, 2000 wherein the period of ad-hoc appointments was extended upto
30.6.2000 or till the availability of FPSC nominees, whichever is earlier, and to
say that recent amendments in the FPSC (Functions) Rules, 1978 notified vide
SRO/123(1)/2000 dated 15.3.2000 and the Civil Servants (Appointment,
Promotion and Transfer) Rules, 1973 notified vide SRO No.122(1)/2000 dated
15.3.2000 do not contain any provision for extension of ad-hoc appointment. No
ad-hoc appointment can, therefore, be allowed to be extended beyond the period
notified under the aforesaid O.M. of 22nd January, 2000.
2.
In order to provide ad-hoc appointees, whose period of ad-hoc
appointment stood terminated after the last extension on aforesaid date, an
opportunity to appear before the FPSC in line with the policy decision circulated
vide para 1(11) of Establishment Division letter No.2/3/94-CP.5, dated 21st
October, 1997, the upper age limit fixed in the relevant recruitment rules of a post
may be refixed/enhanced in consultation with the Establishment Division and the
FPSC, if such persons are found to be average to apply to the FPSC even after
availing 15 years age relaxation admissible under SRO No.1079(1)/93 dated
4-11-1993 and SRO No. 586(1)/99 dated 18-5-1999.
[Authority:– Establishment Division’s O.M.No.2/3/94-CP.5, dated 8.9.2000].

9.5

Submission of Summaries Regarding
Ad-Hoc Appointments

In the appendix to the Establishment Division d.o. letter No. 4/20/74-A.IV,
dated the 29th June 1976 detailed procedure governing the submission of cases
of ad-hoc appointments has been outlined. It has, however, been noticed that
proposals for ad-hoc appointments, which have considerably increased of late,
are not submitted in accordance with the instructions laid down therein. Ad-hoc
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appointments are to be made only in cases of extreme urgency. But
non-adherence to the prescribed procedure leads to delay in their finalization. It is,
therefore, reiterated that–
(i)
(ii)
(iii)
(iv)

the device of ad-hoc appointment should be resorted to only in
cases of genuine urgency;
the post should be widely advertised/circulated;
regional/provincial quotas should be strictly observed; and
particulars of all the applicants should be sent alongwith detailed
reasons why the person recommended has been selected.

2.
Cases where the above procedure has not been followed will have
to be returned to the Ministries un-disposed of.
[Authority:– Estt. Division’s d.o. letter No.4/20/74-A.IV, dated 9-4-1977].

9.6

Seniority of Ad-Hoc Appointees for Purposes
of Reversion or Termination of Services on
Availability of Regular Appointees

No rules or instructions regarding determination of the seniority of ad-hoc
appointees have so far been issued. This is due to the fact that ad-hoc service
does not reckon for purposes of seniority when the ad-hoc appointment is later on
converted to regular appointment. Instructions have also been issued in
Establishment Division's O.M. No. 3/29/70-D- III, dated the 7th January, 1971 that
ad-hoc appointees should not be promoted to a higher grade . The question of
determination of the seniority of the ad-hoc appointees for purposes of promotion,
therefore, does not arise. However, sometimes the question which does arise is
as to which one of the several ad-hoc appointees should be reverted when the
F.P.S.C. qualified candidates become available. It has been decided that
reversion should be made in the reverse order of ad-hoc appointment. However,
when the date of ad-hoc appointment of more than one officer is one and the
same, the reversion should be made in the reverse order of the seniority in the
lower grade if available, otherwise the younger in age should revert first.
Reversion for the purposes of this O.M. includes termination of service where the
ad-hoc appointee was recruited directly from outside.
[Authority.- Estt. Division’s O.M.No.1(8)/72-D.II, dated 4-5-1972].

(ANNEX)
[Extract from Establishment Division O.M.No.3/29/70- D.III, dated the
7th January, 1971].
The following further instructions are issued for regulation of ad-hoc
appointments:

BPS/Post.
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(i)

Persons appointed on ad-hoc basis should possess the required
qualifications and experience prescribed for posts;

(ii)

Persons appointed on ad-hoc basis should not be promoted to
higher posts.

9.7

Recruitment of Ad-Hoc Appointments
Made Between October, 1981 to
December, 1990

The issue of regularization of ad-hoc appointments made between
October, 1981 to December, 1990 has remained under active consideration of
the government from time to time. The Prime Minister was pleased to appoint a
special Committee under the chairmanship of Secretary Law, Justice and
Parliamentary Affairs.
2.
The Committee after an indepth discussion of the issue in the light
of Supreme Court's judgement in case No. 104 of 1992 recommended the
following course of action as the most appropriate manner in which the
Honourable Court's judgement is implemented while ensuring simultaneously that
the human aspect of the problem gets taken care of to the maximum possible
extent:
(i)

Cases of ad-hoc appointees who were fully qualified and recruited
after properly following the prescribed procedures including
invitation of applications through advertisement and observance of
provincial quotas. It was agreed that such cases may be referred to
the FPSC for confirmation.

(ii)

In cases where the prescribed procedures in terms of qualifications,
observance of provincial quotas and invitation of applications
through advertisement etc. were not observed while making the
recruitment, it will be necessary for such appointees to appear
alongwith fresh candidates before the FPSC for selection. To
enable such ad-hoc appointees to appear before the FPSC as they
may have crossed the prescribed maximum age limit for a particular
post, it was agreed that appropriate age relaxation may be allowed
through an amendment in the relevant SRO .

3. The recommendations of the Committee have been approved by the
Prime Minister.
4. The FPSC may process the cases of ad-hoc appointees for
regularization of their appointments accordingly.
[Authority:– Estt. Division’s d.o. letter No.2/3/94-CP.5, dated 29-6-1994].



Ref. Estt. Div.’s Notification No. SRO 1079(1)/93, dated 4-11-1993.

