F. No. 20-03/2017-SPN-II
Government of India
Ministry of Communications
Department of Posts

Dak Bhavan, Sansad Marg,
New Delhi* 110001
Dated: 37 July, 2019

To

The General Manager,

Centre for Excellence in Postal Technology (CEPT),

Mysuru — 570010.

Subject: - Regarding uploading of Rule-1 to Rule-98 of Postal Manual Volume-IV.
Sir,

Please find enclosed herewith Rule-1 to Rule-98 of Postal Manual Volume IV
for uploading on the website of India Posts as a part of serial no.8 of Postal Manual
Volume IV.

This issues with the approval of DDG (P).

Encl. As above

Yours faithfully,

%l%
(Muthuraman C

Assistant Director General (SPN)
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CHAPTER I

APPO[NT;\{ENTS AND PROMOTIONS—GENERAL RULES

GENERAL RuLes

L. The following general rules
all the different branches of the service unless it is otherwise
expressly specified as applicable to a particular branch or to a
particular class of Government Servants. The special rules

which are applicable to particular branches are laid down in
Chapters V to XVIII of this Volunie.

apply equally 10 officers of

Powers

2. The powers of the Director
Circles and their subordinate office
officials sub-ordinate to them are ]
Telegraphs Manual, Volume IT1.

-General and of Heads of

S to appoint and promote
aid down in the Post and

ENQUIRIES REGARDING CHARACTER

3. Before app
the Department,
persons who do
posts or who are

ointing or nominating persons to vacancies in
or employing as extra-departmental
not hold Government or quasi-Gover
not Government pensioners,
garding their character and a

be employed in the Departmeny
to furnish satisfactory references,

agenis
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careful enquiry
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No person who has been
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Chap. I] APPOINTMENTS AND PROMOTIONS—GENERAL RULES [3-—3

dismissed for misconduct from any Government post may be
J employed. The papers showing the result of enquiries into

the character and antecedents of permanent  departmental
officials should be kept with their character sheets or confidential
records as the case may be, in which a note, duly signed and
dated, should be made to the effect that the papers have been
appended to them. In respect of candidates, the enquiry papers
may be kept by the recruiting officer concerned in a special
guard book, arranged in the order of entries in the gradation
list of such candidates and these papers should be transferred
to the character sheets or confidential records, as the case may
- be, as soon as they are given permanent appointments. In the
case of extra-departmental agents in mspec: of whom the usual
enquiries regarding their character and antecedents have not
* been dispensed with the enquiry papers may be kept with their
security bonds with necessary remarks in the register of security
bonds. If, however, an e:zt-ra-departmemul agent is cxempted'
from furnishing a security bond the enquiry papers in this
case may be kept along with the security bonds of other officials
in the place where his security bond would otherwise have
been kept, i.e., in the order of entries in the register of security
bonds had he not been so exempted, necessary remark being

: recorded in the register,
)

N
|
9

NOTE.—A statement duly attested by the appointing officer and containing
marks of identification and other descriptive particulars including thumb and
finger impressions, as recorded in the first page of a service book or service
roll should be filed along with the enquiry papers regarding the character and
antecedents in respect of candidates for future appeintments in the Posts and
Telegraphs Department, A similar attested statement should be obtained in
respect of all exra~-departmental agents, the statement in the case of extra-
denartmental branch postmasters being attested by the inspector of post-office,
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Chap. I] APPOINTMENTS AND PROMOTIONS—GENERAL RULES [3—6

The statement in respect of extra-departmental agents should be filed along

. with their enquiry papers, and in the case of those for whom no enquiry papers

are prescribed, it should be kept with their security bonds according to the pro-
cedure laid down the above rule for the filing of enquiry of extra departmental
agents,

RE-EMPLOYMENT OF PERSONS WHO RESIGNED, ABSCONDED OR
WERE DISMISSED

4. Applications for re-employment in any capacity from
persons who have either been dismissed from the depart-
ment or who have resigned their posts‘to avoid dismissal or
absconded must usually be rejected. When, however, the re.
employment in the Department of any such person is considered
necessary on special grounds, the previous approval of the
Director-General must always be obtained.

\_RE-EMPLOYMENT OF PENSIONERS

5. The Head of a Circle may sanction the re-employment
of pensioners in non-gazetted posts under Article 520 (iii), Civil
Service Regulations, subject to the conditions in article 520 ibid.
An appointing authority of gazetted rank in charge of a Divi-
sion, first class head post office or telegraph office may also
exercise this power provided that the pensioner re-employed is
in receipt of a pension not exceeding Rs, 100 per mensem.
No pensioner whose past records, and present circumstances are
not fully satisfactory, specially in regard to financial solvency,
should be considered suitable for re-employment.

HEALTH CERTIFICATE

6. The rules regarding production of a medical certificate
of health by a candidate for permanent appointment to Gov-
ernment service will be found in Fundamental Rule 10 and

4—2 DGP&T/ND/75
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Chap.I] APPOINTMENTS AND PROMOTIONS—GENERAL RULES [6-10

Supplementary Rules 8, 4 and 4-A of the Posts and Telegraphs
Compilation of the Fundamental and Supplementary Rules.

7. When a candidate for appointment is sent up for medical
examination, he will be supplied with a letter addressed (o the
medical officer, furnishing a brief description of him, mention
being made of some special distinguishing mark (such as a scar)
or other peculiarity by which the medical officer may identify
the individual to be examined,

AGE ON APPOINTMENT

8. The rules regarding conditions of age on appointment
to Government service will be found in the relevant rules of
recruitment to the cadres concerned.

9. Deleted.

10. Candidates whose age exceeds the prescribed maximum
age limits will not be eligible for recruitment to the cadres con-
cerned. The maximum age limit cannot be relaxed by the Heads
of Circles or by any subordinate authority unless powers for such
relaxation have specifically been delegated in the rules of recruit-
ment.  Where no such delegation has been made, the powers
for such relaxation will vest in the Government and all such
cases will be referred to Director-General prior to recruitment.

Nore 1—The age; limits are to be followed at the iime of recruitment, No
sanction is necessary in a case where a candidate is within the maximum age
imit at the time of recruitment bt is over-aged at the time of appointment,

Note 2—Where the maximum age limit is relaxed by the competent
authority, suitable entries along with the particulars of the sanction granting
age relaxation should be entered in the Service Book of the candidate concerned.
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Chap. T] APPOINTMENTS AND PROMOTIONS—GENERAL RULES [10A—15

DETERMINATION OF DOMICILE

10.A. With respect to posts and services to be filled by
direct recruitment of persons of Indian domicile whether by com-
petition or by qualifying examination or by selection, the do-
micile of candidates should be determined in accordance with
the rules, contained in Appendix B to Schedule IV of the
Superior Ctvil Service Rules with the omission of Rules 5(2)
and 10. These rules will be found in Appendix No. 1-A of
this Manual.

OFFICE, PETTY AND CLASS IV ESTABLISHMENTS
11, Office establishment will be held to include all non-

gazetted servants engaged on clerical duties, as well as class IV

servants employed in offices, except sweepers.

12. Petty establishment will include store-keepers, artificers,
guards, watchmen, messengers, and class IV servants, who are
not attached to offices employed on general duties, and whose
salaries are not provided for in any estimate for a work.

Nore,—The above definition of petty establishment does not apply to the
post Office,

GeneraLl RuLes

13. Deleted.
14. Deic ted.

ORDERS OF APPOINTMENT, PROMOTION OR TRANSFER

15. In every case in which a person, whether in superior or
class IV service, is newly appointed to a permanent or officiating
post or is promoted or transferred, a written order will be given
to him over the signature of the officer authorised to make the
appointment or order the promotion or transfer and a copy of
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Chap. I] APPOINTMENTS AND PROMOTIONS—GENERAL RULES [15-16

such order will be sent without delay to the official by whom the
pay of the person appointed, promoted or transferred will be

"drawn, In the case of wansfers of officials of the Post Office

-

from the jurisdiction of one head post office to that of another,
a copy will also be sent to the postmaster by whom the pay of the
person transferred was last drawn.

16. (1) In the case of a person newly apponted to a post, the
Controlling Officer will, before allowing him to assume his
duties, arrange for the adminstration of an oath of allegiance to
him and record a note to that effect, if the oath was taken orally,
in his confidential record or character sheet. Conscientious
objectors to oath taking may, however, make a solemn affir-
mation to the same effect. The form of oath is given below:

“I, A. B., do swear/solemnly affirm that I will be faithful
and bear true allegiance to India and to the Constitution of
India as by law establishad, that I will uphold the sovereignty
and integrity of India, and that T will carry out the duties of
my office loyally, honestly and with impartiality.

(So help me God)”

(Conscientious objectors to oath taking may make a solemn

affirmation in the form indicated above).

The Controlling Officer will also obtain from him the decla-
ration or declarations as indicated below:

(a) In the case of telegraphist, postal signaller, munshi,
wireless operalor, telephone operator, telephone inspec-
tor, engineering supervisor.

I hereby declare that I have read the Indian Telegraph Act,
the Indian Official Secrets Act and the Central Civil Services
(Conduct) Rules, 1955 and clearly understand that I become




14
L [ Pyl site wdefaai— e fraw [ereama I
S w7 & g @ 0t 9 afafarm i
fversraely & swen sive anfeamt o= e am @i
UL FAAILY & gEares
afres afawtdr & zeqmes
(%) v &1 & st wdafol, T4 S T # a9 o
arfeat stz afafm fmeier oozt & o 5
EO F1T A Ao g7ar 7 B i fafae g (sr7=rzom)

fauaraey, 1959 9 9 &1 §/9F 1@ T WA A T § 4y 77
98 aefratfa e frar &

a————19 BEATET

(W) 9% silx =gd SR £ darat & vt R aar
gfafor feanitn o= & aime &
(37 sfafer fawrie =19 anst i sfafem franfor
faaa TSHE ¥ sparrar o Seria qeqE a1 am LELl
ﬁmararaﬁrﬁr%maé’f%ﬂm‘r)
TuE ara & S war g

T
fir

BF-AN faaw qeaw, ave2 w1 @Mt femr 103, frg

-

kit
w4 W ag wwras of 5o 187 arda TEATTATE 1949 FIT HAIHA
fwmy mm &, o7 farar g #1T F 3u fw & wat w1 g

awan faar war g
wer W fan wgwa F
v 19 gAY

(2) o wufier disf @t s a9 mer # 7g/% Tt
Py wavsfvn sy v 3 dare frar s/ oy
wifi |

15

Chap. I] APPOINTMENTS AND PROMOTIONS—GENERAL RULEs . [16

liable to the provisions and penalties therein on being appointed
Azt e o TR in the Posts and Telegraphs

Department.
Signature of the Officer.

Place.. .. . Lor e :
r .
Signature of the Superior Officer.

(b) In the case of other officials in superior service, all
officials in the class IV service and extra departmental
agenls.

' have read

I do hereby declare that I : the Ceniral
had explained to me

Civil Services (Conduct) Rules, 1959 and thoroughly understood

them.

Signature

(¢) In the case of all officials both in superior and Class
IV services and extra-departmental agents.

“(except extra-departmental mail carriers and extra-depart-
mental delivery agents who are not entrusted with the
work of delivery of accountable articles and are not
required to furnish security.)”

have read
I do hereby declare that I the amended

had explained to me
rule 103 of the Posts and Telegraph Manual Volume IT as
amended by correction slip No. 187, dated 1st July, 1949 and
I agree to abide by the terms of the rule.

D7 1ros EPMRRRERRERE. L 18 . Signature

(2) In the case of those not knowing English the declaration
or declarations should be prepared in a local Indian language.
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Chap. I] APPOINTMENTS AND PROMOTIONS—GENERAL RULES [16-18

(3) The declaration or declarations should be attached to
the character sheets or confidential records, as the case may be,
of the officials concerned, and, in the case of extra-departmental
agents, to their security bonds, except that, if an extra-depart-
mental agent is exempt from furnishing security, his declaration
will be kept along with the security bonds of other officials at o
place where his security bond would have been kept accordinz
to the entries in the register of security bonds, had he not
been so exempt.

Each appointing authority should maintain a record in a
separate register for cach grade of Government servants that he
is empowered to appoint. The Cover and first page of the
register should show the grade of Government servants in respect
of whom the record of the oath/affirmation is kept in the
register.  The form of the Register is indicated below:—

Duwe on which Whather Dasignation ol  Signature
oath/affirma-  oath or officer before of

Sl.  Name of Govt. tion taken  affirma- whom oath was officer
No. servant [made tion taken or affirma-
tion made
1 2 3 4 S 6

17. In the case of an outsider newly appointed to a perma-
nent or officiating post in which security has to be furnished,
the officer” making the appointment will specifically state in
the order of appointment whether the person appointed has
furnished security or not.

I18. There must be a clear understanding at the time a
clerk is engaged, on the question whether he is or is not eligible
for compensatory allowance and the officer having the power
to appoint will make a note to this effect in the letter of
appointment and in the orders of appointment,
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Chap. I] APPOINTMENTS AND PROMOTIONS—GENERAL RULES [18/1-18/2

LEAVE RESERVE

18/1. A staff of clerks not exceeding 14 per cent. of the
operative clerical staff is sanctioned for the following officers
to form a leave reserve which provides for all vacancies caused
by the absence on leave of the officials of the clerical class of
those offices:

(1) Offices of the Postmasters-General and Directors of
Posts and Telegraphs, and the administrative offices
under their contiol,

(2) Offices of the Controllers Telegraph Stores.

(%) Offices of the General Manag it Posts and ‘I clegraphs
Workshops and Manager&msﬁ; ," Worfszc?ps.

e

Jabalpur.

(4) Office of the Chief Accounts Officer, Telegraph
Stores and Workshops, Alipore.

(5) Office of the Accounts Officers, Telephone Revenue.

(6) Offices of the General and District Managers of Tele-

phone Districts,

(7) Office of the Divisional Engineer, Telegraph Train-

ing Centre.

18/2. When in a non-gazetted establishment having a sanc-
tioned leave reserve, including the office of the Director-Gene-
ral of Posts and Telegraphs, the number of absentees (whether
on ordinary leave or on leave on medical certificate) is equal
to or in excess of this rescrve, the grant of further leave is sub-
ject to the condition that no extra expenditure is caused there-
by to the State. When, however, in such circumstances it is
necessary to grant leave on medical certificate, officiating
arrangements can be made and outsiders employed in the
leave vacancies so caused, but such arrangements should cease
and outsiders should be discharged as soon as the total number
of absentees on leave of all kinds is brought within the sanc-
tioned leave reserve.
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Chap. I] APPOINTMENTS AND PROMOTIONS—GENERAL RULES [19-25

TRANSFER OF SERVICE TO ANOTHER GOVERNMENT OFFICE OR
DEPARTMENT

19. "The conditions governing the requests of Govern-
ment Servants to transfer their services to another Govern-
ment Office or department are prescribed in the Government
Servants” Applicatiens for posts (Central Service Rules). These
rules along with the instructions issued by Government under
these rules for the guidance of the authoritics receiving the
applications are given in Appendix 22 of this Manual.”

Nore—An E Nerl‘:s Supervisor, Wireless Operator or Carrier Atten-
dant shall not b?lgm: peggi‘;sion to seck other employment, whether
within or outside the Department, or to appear in any examination
Fcucruiw to mlgng ll;d:l emplg;ent ather than = the | 2 ﬁg?d for the

tment to the Te ph neering Service, Class 1 i that a
Cwm‘ Attendant mayeg?pemi'tted m?pm:ﬁ%%ing Super-
visor's examination. i |

20. Deleted.
21. Deleted.
22. Deleted.
23. Deleted.

PROMOTION TO HIGHER POSTS

24. It is to be understood that no officer is to be promoted
to fill a vacancy in a higher grade unless he is considered de-
serving of advancement.

25. The Government of India have decided that the
following principles will govern promotions to the higher
posts in the Department:—

Promotion to the Grades of Senior Time Scale in the
Indian Postal Service, Class I and Divisional Engineers, Tele-
graphs, should be made from the cadres of Junior Time
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Chap. 1] APPOINTMENTS AND PROMOTIONS—GENERAL RULES  [25-26

Scale of the Indian Postal Service, Class T and Assistant Divi-

* slonal Engineers, Telegraphs respectively by seniority subject

.

to the rejection of the unfit.

Ovdinarily an officer should not be superseded for pro-
motion to the grade of Divisional Engineer, Tclegraphs until
he has been tried ‘Wuring a perviod of probation (which will
confer no elaim to eventual confirmation) in an officiating
capacity.  An ofbitiating appointment will be vefused to an
officer who is obyiously unsuitable.

26. Promotion to the grades mentioned below should be
by selection from the best  officers in the Department, senio-
vity being regarded only where oth lications are prac-

tically equal, ¥ ‘r-lfp-:. .
Posr Mki _"'

Deputy Divector-General;  Postmaster-General: — Directon
of Postal Services; Presidency Postmaster;  Assistant
Deputy  Director- General, and  Junior Time Scale
of the Indian Postal Service, Class 1 Postal Superin-
tendents Sevvice Class Il Postmaster Service Class
11.

Telegraphs

Chief  Engineer;  Deputy Director-General Telegraphs;
Deputy Chiel Engineer; Divector of Telegraphs, Tele-
graphic Traflic Service, Class I and Assistant Deputy

Divectors General (Telegraphs and Telephones).
General

Accounts Ofhcers:

Nore.—Selection for the posts of Assistant Deputy  Director-General
is generally made from among ollicers not above the age of 50 vears,

5—2 DGP & T ND/75
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Chap. 1] 'APPOINTMENTS AND PROMOTIONS—GENERAL RULES [27-29

27, For officiating appointments, once the lists of ap-
proved officers are prepared by Departmental  Promotion
Committees and finally approved by Government or the ap-
pointing authority, no departure from the order in the list
should ordinarily be made, provided that when administra-
tive exigencies require it, a person not in the list or not
first in order in the list, may be appointed for a period not
exceeding three

IN OF OFFIGERS OR OFFICIALS HOLDING SURSTAN-
IPOINTMENTS APPOINTED TO HIGHER POSTS

S
2 wu‘. Where a period of training is fixed, it must ordi-
narlly he spent on active service, i.e., in calculating the time
spent on trafning for the purpose of confirmation, leave other
than casual leave must be excluded.

Nore.—The Director General has discretionary powers fo make any
exception to the rule.

PROMOTION TO SELECTION GRADES

27-B. Promaotion to the lower or highey sclection grade of
the clerical cadre should be made normally in order of seni-
ority, but the appointing authority may in his discretion,
pass over any senior official whom he does not consider fit for
such promotion, In a case where the first three senior men
are all fie for promotion, but the first man is good, the second
better and the third the best, the first man and not the third
or the second man should be promoted.

28. Deleted.
. NormpicaTion 1IN THE GAZETTE OF INDpiA

20, Every important event in the official career of a gazeit-
ed Government servant affecting his pay and other condi-
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R Chap. [] APPOINTMENTS AND PROMOTIONS — GENERAL RULES [23-39
| ey o
R tions of service ¢z, appointment, promotions, leave, retire-
I

« ment, reversion, suspension, removal, dismissal, ete. should
be notified in the Gazette of India.  Appointment of an offi-
cer 1o hold curvent chige of the routine dutics of a gazetted

post does not involve any change in his emoluments but such

nppomtmem lhﬁl also he notilied if it is considered desir

A the officer concerned s required 1o

sontolling officer or exercise statutory or

1 holders of the post.  Notifications

:I'df India are published in ]‘;111 I

[

SCHEDULE OF APPO) !

30. Appointments (whether  substantive  or officiating)
to the following posts require the previous sanction of the
Government of India and are notified in the Gazelte of India
B by them:—

| (1) Director-General,
(2) Chief Engincer, Posts and Telegraphs.
iF : (3) Senior Deputy Director-General,

(1) Deputy Director-General.

(5) Postmaster-General.

(6) Directors of Telegraphs,

(7) Deputy Director-General, Telegraphs.

(%) Deputy Ch;ef Engincer,

() Officers of the Indian Postal Service, Class 1.
(10) Assistant Deputy Directors-General.

(1) Presidency Postmasters,
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Chap. 1] APPOINTMENTS AND PROMOTIONS — GENERAL RULLS [30-31

(12) Officers of the Telegraph Traffic Service, Class T
(13) Superintendent, Telegraph Workshops.
(14) Assistant Sujperlh-tend%m. Telegraph ~ Workshops.
(15) Assistant Divisional Engineers, Telegraphs.
(16) Controller, Telegraph Stores,
(17) Assistant Gontroller, Telegraph Stores.
(18) Mﬁmm -_ ief Engineer, Telegraphs.
a9 . Chief En‘_ln'eer, Wircless,

(i) Non-Minis f'_;J_"’ :

¥ 1. All Gazetted Officers in Class I

9. (a) General Central Service Class 11

Assistant Engineer, Telephoncs
Contract Officer, Telephones
Assistant Manager, Telephones
Assistant Traffic Superintendent, Telephones
Assistant Engineer, Workshops
Security Officer, Workshops
Accounts Officer including Administrative Officer
Assistant Secretary, P, & T. Board

«  Stamp Officer }
Manager, Mail Motor Service

(b Tclegraph"Engincering and Wircless Service Class T1

—

Sub-Divisional Officer, Telegraphs
Sub-Divisional Officer, Telephones
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g oofrfaas, are Assistant Enginecrs, Telegraphs

Assistant Engineer, Telephones

Assistant Electrical, Engineer

Personal Assistant (Engincering)

Deputy Divisional Engineer, Telegraphs

Construction Officer, Telegraphs

Assistant Engineer, Wireless

Assistant Engineer, Development

Fault Controller Assistant Enginecer, Carrier
s Assistant Engineer, Maintenance

Assistant Engineer, Cables

wamaw Ififare, 2w
mgraw  AwAr sfaue
syfda® #gmas  (SSlFaa)
3IT WEA TANAAT, AT
fagtor sifasdy, am
agraF ToNfAAY, A
qeas  Tofrfaae, fawma
Tgraw Pehfaae, wa-Tan
qEEE  IAMAAL, FA

(1) =% sefraw @an, f3Ava A0
TFEAT AT IA-B|F sAaeqr qefvaAw, fadra Aofr

(¢) Postal Superintendents Service, Class IT
Superintendent of Post Offices & RAM.S, Class 11

(d) Postmasters Services

2 Sl : .
(o) drezamwee Han . Postmasters Grade A’
TrREATEEY T T (¢) Telegraph Traffic Service, Class 11
(¥) ar ’{IIFTI"Q'FH T’a‘r. facfta s Superintendent &  Assistant  Superintendent  of
T FoadrAF A AT A Aw— Telegraph Offices,
afas FEaT (A AAR) Personal Assistant (Traffic)
3. FIEAA AT AGEAF  BIOIT 3. Foreman and Assistant Foremen
< 4. THOET TAEET 4. Workshop Supervisors
p : 5. Examiners
5. IEAH # = _ =
A 6. Instrument Testers
8. ST crﬁaﬁ'q: i 57 7. Engineering Supervisors in all branches.
7. Tt wmaEral F fEfEd qigaw 8. Wireless Supervisors
8, AT AIAF ] 9. Telegraph Supervisors
9, AT qIAAT - " 10. Telegraph Masters
10, @TT HARFEX 11. Telegraphists including those holding allowanced
11. A #@%a® (Fad geaEs (W‘m) W AR posts of Teleprinter Supervisors; Repeater Supervisors,

Testing Telegraphists, Instructor in-charge of Tele-
graph Training Class, Sectional Assistants io Tele-
graph Masters, efc.
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Chap. I} APPOINTMENTS AND PROMOTIONS — GENERAL RULES  [31

12. Repeater Station Assistants

13. Wireless Operators
I4. Telephone Inspectors
15. Line Inspectors

16. Sub-Inspectors

17. Telephone | Operators

18. Monitors (including Selection Grade Monitors &
Instructor }uf Telephone Operators training class).

'- Sdecuon Grade
P

29. Serangs other than those in Class IV
30. Inspectors of Peons

31. Conservancy Inspectors

32. Building Overseers,

33, Sanitary Inspectors

34, Caretakers '

35. Draughtsmen and Tracers of all grades
36. Air Conditioning Supervisors

37. Air Conditioning Attendants

38. Plumbers and Head Plumbers

39. Observation Supervisors
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a0, fafperr afaed (sreraafas) 10, Medical Officers (Non-Gazetted)

41, 9ANTATET HETAE . g 41, Laboratory Assistants

42, TEraEy 42, Chemists

43, FEIIT ' 43, Compounders ‘

44, 99 7 44, Nurse |

45, @ET UAFFR  qATE » 45. Auto Exchange Assistants ‘

46, ITH HATX 2 46. Despatch Riders

47, ufgar wemm sfvas faa¥ Az o Ta9 G249 o { 47. Lady Welfare Supdt, including Matrons & Tea Room

mfgar 2 1 . . Matrons.

48, gger-farady fAfreas o sifadeas | 24 48. Inspectors & Sub-Inspectors of Watch & Ward

49, HU-HEF : . 49, Ferro-Printers

50, FIfaET ; g ' 50. Compositors ,

51. fefgapee ' 51. Distributors i { I

52. SHA ¥ 52, Pressmen . I.

53, WOAAA . 53. Machinemen

54. wdifew forr wforers 54. Physical Training Instructor

55, TETE FIT ATE TAFATA ATAT 55, Staff Car and Station Wagon Drivers

56. A1 HITAT 56, Yard Foremen |

57, FATHET g - ' 57. Artists |
¢ 58, =mfag 58. Metallurgists ‘

59, wiw fadas (2fAsm) '- 50, Tuvestigating Inspectors (Telephones)

gvas 3w ofwe fany qgam : Bombay Telephone District, Special Designations
B iS¢ o aw 11 ofre oo " E.ml:(.:llli;:lcl]|i|;p::‘1}'r-.ns Gr. 1 & Gr. 1T including Selection
m ar @z W mfaa #) _ ' Power Supervisors
e Electric Plant & Power Room Attendants

famey sim s frmT wa afeae
wwfaw (sarw amtor s Taem)
sfvare fordrers, woma Gz afed

Mechanics (Block Wiring & Testing)

Instrument Inspeetors including Selection Grade, if any
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JInspectors  (Instrument), Installation, Flectrical or
Line i
Cable Foremen
Masons
Assistant Supervising Test Clerks
Test Clerks
Linemen (Cables)
Fitters Gr. 1L
Bombay Telephone Workshéps, Special Designations
Wellare Superintendent

Head Test Clerks o
Assistant Supervisory Test Clerks
Electricians ‘i ;
Exchange Inspectors Gr. I &
Planning Inspectors. « !
Madras Te!ephone District, Speﬁal Designation
Masons -

Line Inspectors Grade A & Grade B
Cable Inspectors Grade A
Exchange Inspectors Grade A & Grade B

~ Instrument Inspectors
g Superyisor C.T.0. -
Instructor Telephone Operator Training Class
Supervisor Local Exchange.

 Calcuta Telephone District, Special Designations
1 Chief Exchange Inspector

] Mange Inspectors Grade A & Grade B.

mlidf. Test CEIR: 1k

Test L Clerks including those in L.S.G.
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ument Inspectors

s

© Record Clerks (LS.G)
~ Chief nmughtsmn ¢ Record Clerk
". ?m&uﬂm‘ Bchool Teacher

< “Iraffic Inspector

‘Main's Inspector, Grade 11

~ Public Relation Officer.

= (i) Ministerial
Circle and Administrative Ofhices
1. Office Superintendents
2. Sorting Assistant Superintendents
3. Head Assistant (H.S.G.)
4. Head Clerks (L.S.G.)
- b. Senior Accountants

I .
62 DGP&T/ND/75
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1

4 I g

l

6. Junior Accountants
7. All officials in the cadre of Inspectors of Post Offices
and Inspector Railway Mail Services.
8. Wireless Investigating Inspectors
. Wireless Licence Inspectors
10. Librarian
11. Clerks (Supervisors)
12, Storekeepers (All grades)
18. Upper Division Clerks
14. Lower Division Clerks
15. Stenographers (All grades)
16. Typists
17. Steno-typists
18. Munshies (in Calcutta
19. Cash Overseers
20. Stock Verifiers
21. Head Clerks Directory
22, Copy Writers
23. H.S5.G. Clerks
24, Assistant Supdt. of Post Offices.

Returned Letter Offices

. Managers

. Assistant Managers

, L.S.G. (Supervisory) Clerks
. Time Scule Supervisors

5, Clerks

= U 1D e

Stock Depots

1. Managers
2. Assistant Managers
-
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28.
24.
25,
26.
27.
28,
26
30.
31
G
33,
34,
35.

{ ]

b

36.
37.

)
2‘

Departmental Stamp Vendors
Dak Sevaks

Mail Overseers

Cash Overseers

Postman

Village Postman

. Reader Postman

Sorting Postman

Head Postman

Overseer Postman ta ._* A&
Treasurers (Post Offices) :HW
Assistant Treasurers :'_
Asstt, Deputy Presidency Postmasters
Head Assistants

Supervisor Accounts

Mail Motor Service

. Junior Accountant

. Head Clerks

. Clerks

. Log Book Supervisors

. Traffic Supervisors

Railway Mail Service including Foreign Post

Assistant Superintendent (H.S.G.)

Sorting Assistant Superintendent.
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’,' stem-wplm

20, Mailguards

i 21 French Assistants

'%! Asstt. Accountants (Time Scale)

i '@i, Bag Clerks

‘.':_II 24, Asstt, Reli'ord'(flcrks (Time Scalc)

25, Asstt, Sub-Record Clerks (Time Scals)
96, Head Sorters (HLS.G.)

b d
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' 1]  APPOINTMENTS AND PROMOTIONS — GENERAL RULES  [31

~ Telegraph Engineering (including Stores & Workshops)

1. Senior Accountants

2. Selection Grade Clerks (H.S.G. & L.S.G.)
3. Clerks (All grades)

4. Stenographers

5. Steno-typists

6i. Store-keepers (all grades)

7. Divisional Store Depot Clerks

8. Junior Accountants

9. Junior Clerks :

. * st 1Y 8’

1. Selection Grade Clerks (Lower as well as higher)
2. Telegraph Office Accountants

3. Telegraph Office Clerks

4. Signal Room Clerks

5. Munshi-markers

i
-
o Inspectory

2 %
~ Norv.—Leave reserve staff of the cadre concerned is also ministerial.
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}'

~ 8. Record-suppliers other than those specially classed as :
. ‘superior.’

& Duftries other than those specially classed as
‘superior’, record-lifters, form-supplicrs other than
those specially classed as  ‘superior’, form-pickers,
markers, remprinter operators other than those spe-
cially clussed as ‘superior’ ferro-typers other than

those specially classed as ‘superior’ and attenders.

Note.—Although the pay of the Record suppliers and Duftries of the
D.-G., P. & T. was raised from the lst March, 1921 to 2 time scale of
Rs. 20-1-35 P.M. their claim for being _as superior was turned

only *‘inferior

down. Thus all the Record supplic
‘Now Class IV}." o --ti

. b. Inkers,

v .
6. Farashes, packers, porters, hamals, runners, bhisties

holding permanent posts substantivelly on Ist April
1912, sweepers specially declared as pensionable, fire-
men, lampmen, khalasies, ayahs, electric plant atien-
dants, battery attendants and women attendants (for
women telegraphists and women clerks).

. Following classes of officials borne on fixed establish-
ment:— Watermen, khansamas, mazdoors (including
engine mazdoors, battery mazdoors, line mazdoors.

~ telephone mazdoors, wire mazdoors and mazdoor
~ oilers), cleaners (including motor cleaners).

. |

B, Messengers, orderlies, peons and other petty ofticers

~including telegraph delivery peons, gazette delivery
f boy messengers, taskwork peons, office peons,

t_
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l]  APPOINTMENTS AND PROMOTIONS—GENERAL RULES [31

. mail peons, letter box peons, flag-peons, van peons,
~ whole time attendants of R.M.S. Rest Houses, stampers,
batterymen, chowkidars, darwans, watchmen, gate-
men, cable-guards, jamadars other than those special-
ly classed as ‘superior’ trolleymen, coachmen and
ser;mgs.

Y9, Boat employees including boatmen, dandies, manjhis,

lascars, rowers of the Rangamati-Barket line and tin-
dals other than those specially classed as ‘superior’.

10, Weighmen.
11. Commissionaries.

12. Dak-wallahs of Mokokchung-Wokka- Kohama subsidis-
ed line.

Ttem 13— G i e

13. Stamp-Vendors appointed 0-11-1923  but
before 1G-1949 will be tre
the respective date of their appointment, provided they
were all along borne on regular establishment and were
whole time servants.

Such of the stamp-vendors who were in the service of the
3 ~ contractors between 21-11-1923 and 31-5-1949 (both inclusive)
~are not entitled to count the service under the contractors for
pension.  But however, if they had served under the contrac-
tor, in the beginning of the service and were later on brought
~ on Lo regular establishment as whole time employees of the
_.Dep'utment they will count their service rendered in the Depart-
~ ment towards pension.

12. H@MET A6 FEAT SEIAT T ATET T ST AT |

T 13— fewe fasan

13. 20-11-1923 % 1@ farg 1-6-1049 ¥ wgwr fagsm
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3 e Contingency paid staff brought over to regular esta-

blishment.

~ Such of the whole time contingency paid-Staff and such
- others working side by side with regular employees or em-

_._.@b.yecs in work-charged establishment who have been
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APPOINTMENTS AND PROMOTIONS—GENERAL RULES [31

l, - brought over to regular establishment in cadres which are
~ already admitted to pensionary benefits, under the orders
contained in Government of India, Ministry of Finance
O.M. No. F-1 (10) Est. (Spl)./49, dated the 16th June, 1949
will be admitted to pensionary benefits with effect from
1-6-1949 or from any other later date they are actually
brought on to the regular establishment.

Others who have been brought on to the regular establish-
ment under the aforesaid orders as per list below, but in cadres
«which did not carry any pensionable status, the grant of pen-
sionary benefits as admissible to other class IV servants on the
regular establishments of which they formed adjuncts is auto-
matic with effect from 1-6-1949 or any mm date they are
actually brought on to the regular establishment

e v

LisT REFERRED Tﬁ'ﬁ

Sweepers (including conservatory Sweepers) Gardeners,
Malis, Head Malis, Watermen, Bhisties, Watercarriers, Gestetner
Operators, Cleaners (including lorry cleaners and Motor
cleaners), Lorry drivers (including Motor Drivers), Scavangers,
Cartmen, Mechanical workmen, Instrument cleaners, Masalchies,
Cobblers, Punkhapullers, Halalkhores, Dressers, Putoutmen, Ins-
pector and Sub-Inspector Watch and Wards,

Item 15. Mazdoors fall into two categories:—

(i) certain categories of mazdoors or (workmen) who did
not enjoy pensionable status before but were granted
pensionable status from 1-6-49 under this office Memo.
No. SPA 244-]1 /48, dated 2-3-51, and

(ify mazdoors oiher than those mentioned in (i) above who
were borne on fixed establishments and enjoyed pen-
sionable status before the issue of this Memo. No.

72 DGP&T/ND/75
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Chap. I] APPOINTMENTS AND ritomnons—-umn RULES [32A-32B

(f) Inspectors of post offices and head clerk to Superin-
tendents of post offices; and Inspectors, Railway Mail
Service;

(g) Telegraphists;

(h) Line Inspectors;

? v,
(i) ,%:s;
g ter Station Assistants;

¢ Inspectors;

¢ Operators and Monitors.

blished in parts according to each Branch
'S, asmfy“Be‘ ered suitable by

’ --ﬁg& = . -

$2.B. Any other appointing authority will keep a Grada-
tion List of all officials, appointments to whose posts, if vacant,
are made by him, as also of other officials, if any, under his
control, who are either ordinarily liable to be transferred by him,
or qualified for promotion to 2 higher grade appointments
to which are made by him, or whose names, though shown in
the list of officers of the Department published by the Director-
General, or in the Circle Gradation List, are not shown therein
in a separate list. The list will be issued in the years in
which the Circle Gradation List is required to be issued, correc-
ted upto lst July of that year, by the authority keeping it, to
all offices concerned, as also to his immediate superior o whom

“a certificate will also be submitted to the effect that the Grada-

]

on Lists of all classes of .officials to be kept by him are duly

“maintained and kept up-to-date. An authority immediately
Kb dh‘late to tﬁc Head of a Circle will also submit to the latter
,mf'ﬂmf of the year in which the Circle Gradation List is re-
‘qwﬂlﬂ 1o be published, a copy of the Circle Gradation List cor-
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Chap. 1] A.vmtmm AND PROMOTIONS —GENERAL RULES [32B-32D

vected upto the Ist July of that year in so far as the staff under

his control are concerned to enable the latter to compile that
list.

$2.C. All gradation lists should be maintained in form
App. 44. In each gradation list the names of the officials
oF eadh class shouid be entered separately, and in strict order of
seniority, one or more pages being left blank after each class.
Each list should be kept corrected up-to-date.

The list may be maintained in print or in manuscript at
the discretion of the authority required to maintain it.

Notr.—When (here are two or more m& the same name in a
particular cadre, they should be distinguished Dy serial numbers placed
against their names, these numbers being quoted whenever the names
are recorded.

39.D. Heads of offices will arrange to have all gradation
lists received by them circulated among the staff in their offices
concerned as soon as received, so as to enable the latter to see
at once how they stand in the list. If there be any mistake in
a gradation list, the official or officials affected should point them
out to the authority concerned for rectification within one year
of the date of issue of the gradation list, or else his petition will
be treated as time-barred. If after the issue of a gradation list the

seniority of an official is altered to his disadvantage, the autho-

rity ordering the alteration will communicate the fact to him.

No appeal against such alternative willie to a higher authority
unless it is submitted within the usual time-limit of six months
from the date of communication of the order appealed against.
No such intimation of alteration of seniority will, however, be
issued in the cases in which the seniority is altered in pursuance

of a general order of the Director-General regulating the fixation
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Chap. I] APPOINTM"NTS AND PROMOTIONS—GENERAL RULES [32D-32E

of seniority of officials, e.g,, when an official fails to pass the
efficiency bar on the due date, or cannot be confirmed in his
" appointment on the due date, owing to inefficiency etc.

Seniorily

32-E. Subject to any special rules prescribed for any parti-
cular service, the seniority of an official in the cadre to which
he belongs should be fixed according to the date of his perma-

. nent appointment to that cadre. When this date happens to
_be the same in the case of two or more officials, seniority should
be determined according to the following principles: —

'i’.:gﬁréugh an exa-

(a) In cadres to which recruitment is mac
mination, AL

(i) If the examination is cnmpehhve, seniority should
be fixed according to the order of merit in the exa-
mination. Where recruitment is made partly from
departmental candidates and partly from outsiders,
the former should always rank senior to the latter.

(ii) If the examination is qualifying, seniority should
be fixed according to the position of the official
on the waiting list.

(b) In cadres to which recruitment is made by promotion,

(i) If it is on the basis of pure selection seniority should
be fixed according to the nr_der of preference; and

(ii) If it is on the basis of seniority subject to the rejec-
tion of the unfit, seniority should be fixed accord-
ing to the position of the official in the cadre from
which promoted.
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CHAPTER II

TRANSFERS AND POSTINGS
GENERAL RULES

33. The following general rules apply equally to officcrs
of all the different branches unless it is otherwise expressly spe-
cified as applicable to a particular branch or to a particular
dass of Government servants. Further rules regarding “Trans-

fer of office” are given in the Posts and Telegraphs Financial
Handbook, Volume I.

PowgRrs

34. The powers of the Director-General, the Head of a
Circdle and subordinate authorities to sag;;wa transfers and
postings of a member of the Department are laid dowv in the
Schedule of administrative powers in the Posls and Telegraphs
Manual, Volume IIL

35. All transfers, changes of headquarters and special duties
of gazetted officers should be communicated to the Director-
General and to the Audit Office as laid down in the Posts and
Telegraphs Financial Handbook, Volume 1.

CONDITIONS OF TRANSFERS

36. The rules regarding transfers of officials otherwise than
for the public convenience will be found in Part VII of the
Administrative Instructions issued by the Governor-General in
Council and published as Appendix No. 3 to the Posis and
Telegraphs Compilation of the Fundamental and Supplementary
Rules. :

37. All officials of the Department are liable to be trans-
ferred to any part of India unless it is expressly ordered other-
L]
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TRANSFERS AND POSTINGS [37-38

for any particular dlass or classes of officials. Transfers
d not, however, be ordered except when advisable in the
e -

posts of the public service. Postmen, village postmen and

runsferred from one district to another. All transters must
{ pubject to the conditions laid down in Fundamental Rules

h and 22.
_ - 47-A. Transfers snould generally be made in April of each
Near so that the education of school going children of the staff

pot dislocated. In emergent cases or cases of promotion this
pestrictions will naturally not operate. :

} s a i
y B
é ! g IV servants should not, except for very special reasons,
#13 5 b
4
I i
j 1=

$8. Transfer at one’s own Teq

L) Transfers of officials when desired for their own con
~ yenience should not be discouraged if they can be made without
_ injury to the rights of others. However, as 2 general rule,
an official should mot be transferred from one unit to another,
~ gither within the same Circle, or to another Circle unless he 18

~ permanent. As it is not possible to accommodate an official

" borne on one gradation list into another gradation list without
injury to the other members in that gradation list such trans
 fers should not ordinarily be allowed except by way of mutual
~ exchange. Transfers by way of mutual exchange, if in them-
: ¢ inherently unobjcctionable, should be allowed, but in
or to safeguard the rights of men borne in the gradation lists
of both the offices, the official brought in should take the place,
in the new gradation list; that would have been assigned to him

~ had he been originally recruited in that unit or the place vacated
~ ly the official with whom he exchanges appointment, whichever

s the lower.
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) @re not permanent in the grade,
d with the personal approval of the

at his own request.bul.
hange, he will rank junior in

o ull officials of that unit on
o order issued, including also
oved for appointment to that

’-""‘ﬁ f a wider unit
( he transferee
retain his origi-

. wider unit.

o the
- (whether by mutual exchange or o
«  nal seniority in the gradation list of |

P

s
7

Example (i):—A post office clerk transferred from Mehsana

Division to Kaira Division in the same Circle will not lose his

~ seniority in the Circle gradation list for promotion to the lower

~ selection grade.

Example (ii):—A telephone operator transferred as an
Engineering clerk, even under the same D.E.T. will have his

~ seniority regulated both in the Divisional and the Circle Grada-
~ tion List of Engincering clerks in accordance with sub-rule (2)
"~ s the Circle Gradation Lists of Telephone Operators and

~ Kugineering clerks is not common.

a9

g~ i | . 3
A8 Example (iii): —An R.M.S. Sorter transferred fyom the A.
~H j'LDMlion to the P. Division will have his seniority in the grada-

l . m::" )
K 1
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Chap. 1) :

_II :'ﬂpl'l list of P. Division as well as of Bihar Circde fixed in

geordance with subsrule (2).

Lxample (iv):—A post office clerk transferred from Poona
Division to the Bombay G.P.O. will have his seniority fixed in
gradation list of Bombay G.P.O. as also of Bombay City Units
f - in accordance with 'sub-rule (2) as the Bombay City Units and

Y the moffusil units have separate gradation lists for promotion

to Lower Selection Grade.

ie zone to another
¥ in the Stores Organisation will ha\ne B}{rsenwnty fixed in the

gradation list of the new zone in accordance with sub-rule (2).
&

unit L‘ag:dmg to hls position in the new
_ ,,!wgc_ any claim 10 go back to his
b he holds his lien there. A declaration

' __ﬂtul., he will not have any claim w go
I:hmﬂd be obtained before an official is
4 tule.  Any special privileee to which an
Wy be ,ﬂ.mm by virtue of his position in the grada-
il (e it From which he is transferred will, ordinarily,
on “hiiu ’a'nmfcr o a new gradation list.
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TRANSFERS AND POSTINGS [38—40

) The transter of an official from one arm of service to
@iher within or outside the Circle can be allowed only with

'pﬂxmml approval of the Head of the Circle oy Heads of
Wireles concerned and subject to the following conditions: —

(a) the mode of recruitment to the post to which the official

secks transfer is the same for the post he is holding;

and

(b) whenever additional qualifications are prescribed: for

Aappointment to a certain post ni 1 height,
he post of

Telephone Operators, the aj satisfy those

conditions in all respects; whenever any training is re-
quired or prescribed for the post, the applicant must
undergo that trai:hing satisfactorily and the period of
such training must be covered by the official by taking
leave due and permissible for the period.
- 39, A Government medical officer is prohibited, under the
~ tles of his Department from recommending that an official
e wansferred from, or that he be excused from proceeding 1o
|?' particular station on the score of health: nor he is at liberty
an opinion as to the nature of the duties or the place of

aployment of an official unless requested to do so by the

ul's superior,

must report his movements to the officer under whose

¢ ate orders he may be proceeding to serve. These TEpOorts
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be made, first, on being relieved secondly, on starting;

i Wlierwards, once a week while in progress to join.

1

"T'RANSFERS OF CHARGE

h @1, The rules regarding the transfer of the charge of an
will be found in part L1 of the Administrative Instructions
sued by the Governor General in Council and published as
mdix No. 3 to the Posts and Telegraphs Compilation of
¢ Pundamental and Supplementary Rules,

{ ¥

42, The orders of transfer must in
sw the transfer is to be carried out
nder what circumstances each official

m whom and

concerned will 1make or

fuke over charge, and whether charge is to be relinquished or
assumed on a specified date or as each official is relieved< 1n .

ial cases, the Head of a Circle may authorise two officers to
hange charges by telegraph. As a general rule when o
urs are to exchange charges, the oflicer to be first relieved

“yliould be ordered to make over charge to one of the next senior

icer who will hold charge temporarily until relieved.

43. Tnn cases where an officer is relieved of a charge without

muking it over to any one, he should sign the charge report in

A.C.G .61 alone as having relinquished charge, altering the
¢ 10 suit the requivements of the case. In cases where an
cer takes over charge of an appointment which is not held
sother officer, he should sign the charge report alone as
assumed charge, altering the entries to suit the require-
of the case. '

o Ll oGt
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p. ) TRANSFERS AND POSTINGS [44 48

41. An officer transferred may not, without urgent necessity

_ or special orders of the Head of the Circle, leave the siation
before the arrival of the permanent succesor, and there must be

no delay in making over charge after the arrival of the relieving
officer.

45. When the charge of an office is transferred from one

officer to another, the relieving officer must before signing the
~ charge report check the several books, registers and accounts of
" the office including stores and all valuable, and verify the
balances in hand as prescribed in Ar

Posts and Telegraphs Financial
Edition). - '

46. When the Head of an office is granted informal leave,

it will rest with the authority granting such leave/to decide how

far the provisions in the preceding rules are to be observed

in making over charge of the office. Cash, stamps and other

valuables of the office should however, be taken charge of

and a formal charge report should be signed by the relicving

and relieved officials and submitted to the officer sanctioning the
leave.

47. In the event of any disagreement between the relieved

and the relieving officers, a reference should be made to the
Head of the Circle.

REPORTS OF TRANSFERS OF CHARGE

48, Reports of transfers of charge of gazetted officers includ-

g Head of Circles and P. & T. Accountants should be sent

W post (and not by telegraph) to the next higher authority and
i

5
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Chap. 1] TRANSFERS AND POSTINGS [48-50

~ to the Audit Officer concerned and the Director-General in
5 form A. C. G-61. When 2 non-gazetted officer is appointed to
~ officiate in a post which entitles him to gazetted rank, a copy of
~ the charge report should also he sent to the head of the office
in which the non-gazetted officer was employed.

_ 4 49, Intimations of the date on which officers like Assistant
. Divisional Engineers and Assistant and Deputy Assistant Engi-
~ neers who are merely attached to Circles or Divisions or Assis-
~ tant and Deputy Superintendents who are merely attached to
~ departmental telegraph ¢ fices, leave or \eir stations, should
h?' sent in duplicate t ) " Head of
~ Circles or Superintendents in-cl ; nental telegraph
» offices, as the case may be.

qﬁmal to fill up temporary
racticable. The follow-

officiating arrangements in
om month’s duration may
the section or branch of the office
the vacancy occurs even if this
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Chap. 11] “TRANSFERS AND POSTINGS (50

—

(2) In the cadres in which promotion is made from officials
working in different stations, sub-divisions or divisions in a
Circle a distinction should be made between—

(a) Vacancies of not more than one month’s duration, and

(h) Vacancies! of more than one month’s duration but not
of more than four month’s duration.

(i) In the case of (a), the officiating arrangement may
be mﬁm&d to the oﬁmalﬁ he .statmn where the
the super-
by a junior
act. In the
more offices than
others, the officiating
discretion of the sanction-
ed to the office where: the

1y which strict adberence to
I be practicable or desirable from
ol view, the sanctioning authority

¢ dcting arrangements according to
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hap. 1) TRANSFERS AND POSTINGS [51-52

POST OFFICE AND RAILWAY MAIL SERVICE
TRANSIT MEMO.

51. A copy of the tiansit memo. in form A.CG. 76 will be
Jeccived by the Head of the Circle or the Superintendent from
" {he head postmaster or head record clerk, as the case may be,
" of the office to the jurisdiction of which any official in respect
of whose travelling allowance bill the Head of the Circle or
the Superintendent is the countersigning officer, 1s transferred.
~ The memo. should be examined with refernece to the travelling
allowance bill of the official and the joining time checked, and
~if the joining time has been exceeded, or if any other error
is found, instructions should be issued to the head postmasier
or head record clerk, as the to adjust the
matter, and, if necessary, the brought to the
notice of the Audit office. T ,  the memo.
should be initialled by the cou officer 'and filed in
his office.

CHARGE REPORTS OF NON-GAZETTED OFFICERS WHOSE PAY 1S
DRAWN ON ESTABLISHMENT PAY-BILLS

52 In the case of non-gazetted officers in superior service
whose pay is drawn on establishment pay-bills, every transter
or assumption of charge must be reported by post on the same
day, in the prescribed form of charge report (Form A. C. G61).
to the Superintendent or in the case of postmasters who are not
subordinate to the Superintendent, to the Head of the Cirdle,
Similarly in the case of Class IV servants a transfer or assumption
of charge must he reported to the head office concerned in the
form a charge report duly signed by such servant if he is literate.

If he is illiterate the charge report should be filled up by the
~ head, sub or branch postmaster or overseer concerned and the
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te employee should be taken
e place provided for signature.

hg selection grade appoint-
of the Circle. Transfers of
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head clerks

'S pay

(i 10 a new
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”.‘. ypointment. All the
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ber of blank charge
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ving officers.
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btloe will be given by the Superinten-
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mp. 1] TRANSFERS AND POSTINGS [56-60

When necessary, contain a sufficient description of the overseer 1o prevent
wisibility of personation,

ROTATION OF CHARGES

57. Ordinarily a Superintendent of Post Offices or Railway
Mail Service should not remain in charge of the same Division
for more tham four years at a time, and an Assistant Director
of Postal Services should not also occupy that post for more
- than four years at one stretch.

58. Every Superintendent of Post Offices should hold charge
of a Railway Mail Service Division for at least four years, and
- every Railway Mail Service Superintendent should hold charge
- of a Postal Division for not less than

. , ga
Note.—The provisions of this ru!e=-dﬂ‘.‘nm
who are above 45 years of age. o |

o Superintendents

59. An Assistant Superintendent of Post Offices or R.M.S.
and an Inspector of Post Offices or R.M.S. should not ordinarily
remain in the same Division or Sub-Division, as the case may be,
or at the same post for more than 4 years at a time,

While ordering transfer or promotion of the officials, care
should be taken to ensure that they are not transferred to or
posted in their home areas.

60. The following posts should not ordinarily be occupied
by the same officials continuously at a time for more than the
- period shown against each: —

(1) Head clerks of Superintendents b Wy

(2) Investigating inspectors and sorling inspectors in 4 years
Circle Offices S Uniale T

(3) Head clerks of sections in Circle Offices

9—2 DGP&T[ND/75
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[60

offices dealing with staff cases

(5) Time-scale clerks in offices of the Superintendents of
post offices and Railway Mail Service except sorting
clerks in offices of Superintendents, R.M.S.

(6) Clerks working in the correspondence and accounts
Branches of head"post offices

Time-scales clerks working in the Philatelic Bureau

Note.—The Divisional Supdt./PPM /G
tly under the Head of the Ci‘l:\r_le may at h order

the tenure of 4 years for administrative reasons,

(6-B) Foreign Post Units

(i) Class 1V, Time Scale Clerks and L.S.G. officials in
all branches of loreign post (except Store MLO. &
C.E.D. and strong rooms 5

(i) Class IV, Time Scale Clerks and L.S.G. officials in
Store, M.O. & C.E.D. and Strong rooms

(6-C) LDCs/UDCs/Supetvisory staff (i.e. Junior/Senior Acc-
ountants and Accountants in SSG in SBCO/ICO in all

offices (subject. .. .. to rotation among themselves every

3

(4) Clerks in General Post Offices or first class head post ]

* | 4 years

working direc-

transfer of

the staff working in the Philatelic Bureau any time before completion of

4 years

2 years
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| with more than one

3 years

6 months
‘discretion extend the
i Savings Bank, Branch
in status than the 1.5.G.

. wir
_‘l ., I
) _ orting elerks in offices of Superintendents, R.ML.S. . 5 years

Village postmen attached to offices having two or

‘more village postmen 6 months

Time-scale Accountants in Head Post Offices where
there is more than one Head Post Office in a Division
on the same scale of pay. lasingle handed offices, the
Sub-postmaster will invariably be transferred every
three years L AR A « . 4years

¢,—The Scale Accountants in Head Post Offices can be rotated with
countants in the Postal Divl. Offices also.”
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'i'l TRANSFERS AND POSTINGS [60—60C

§) Sorters in Record Offices and Sub-Record Offices 4 years
1.8.G. and HS.G.  Sorters in R.M.S. offices 4 years
{16) Clerks in R.L.Os. who handlc cash or valuables . 1year
Clerks (including cashiers and Store-keepers) in differ-
ent section of MMS Organisation under the control
of Gazetted Managers only : 4 years

Cashiers in Telegraph Engineering Divisions, Tele-
graph Offices, T.R.A.Os., P. & T. Training Centres,
Mail Motor Service, Office of Accounts Officer, Stores
and Workshops, Organisations under the Additional
Chief Engincer, T. & D. Circle, and in Postal Store
Depots. ’ e i e

“H.S.G. and LS.G.", officials and clerks in
Postal Stores Depots not mdﬁw
unijts : " 7 DT e i . 4 years

~ Nore—The period may be extended upto six years in the case of
dlorks at the discretion of the Supdt. of the Stores Depot concerned.

~ G0-A. A derk in circle and Administration officer should

ordinarily remain in the same section for more than four

yeurs at a time except in the case of mail and sorting section

'..'r~ PLI Section where he should not ordinarily remain for
ye than five years at a time.

§0.B, Clerks including Lower Selection Grade Clerks in
¢ subordinate units of the Telegraph Stores Organisation
hould not ordinarily remain in the same section for more than

Qir years at a time.

 §0.C. Deleted.
|




94

600 2% | wTATAL St Aarfaat

60-9. A% wores Far FAiad & fRdr Faw w1 fAad

HoraE aw ft mifew g, oF & ¥WE H amare 4 &5 0§

afas a9 ¥ fav wF A aafy 7@ & awr wfgw g

#t feafaal & Ftey semer oy foig & ag wEfy oF 3o
¥ fao aegr a9

61, frdy sifaardl 1 swalT 9T 9 % IAT WEA, 39-
e T 9% 9% 99 Ael @ Aen v % fFoaw sad @
T & fau agt & awz @ w gw & e aww g g
framii & smame. wifas & afas smdias 99 93 9T a9 | FEAOE |

61-%, frarg 0% wweil # wa fEd s (9%2) F fag
srfee =i wafy 4 Far fadie ®q & fraif @1 9 & ar fF) fad
snywfeas FTevit & wiFe qersr F Eul F drare 77 06 FIAT TiEF
g1, ®1¢ A FAFTE u5H A & A THaT F AvAw 7 oo &
o # AT Z8Y Tl & mAs § 36 e #, 5 9 & afuw
o FEY TEY SO A< IHY ATET 1 STREL 6, St iy qiwer &, a9
aw ararq frafee wF &7 o ALY ER 99 9F I9 QFE F IER
qa frafae i ardva & i 74 dra T 030

62. I fagw 59 & 61 ¥ fRu wu w9z & sn@wmy &1, @0
aw gAwT "aw frawt § shafas st & 2, zzar & g fEar
. AT =TfET 1% 5iF 9% i qeqe fFaa &5 § #1¢ g8 a7 g
sravaan ¥ aft gwg-2 7 &1, T4 a9 37 gt # fed o & af@da
#t safa 7@ &= =z )
62-%. T ¥ fao #7 s¥ Frey AfEwa argarat F
sfafor waq sifafat s1—
(%) Faarfedi F1 a3-a3 F2t ¥ fayw o=@ awAral AT
T ATT AT 91T FIA F1 glAar w7 Aqfow w=w
FEUAT T AT T A ATTLIA
(@) swldm Fawfad #1 07 398 & w@¥ szt g% s
TR & §A1 & fgm § soa qEfew I g AFar ;W%

[spam 1T

95

TRANSFERS AND POSTINGS

[60D—62A

. 60:D. No clerk, including Selection Grade Clerk, in Tele-
lione Revenue Accounts Offices should be allowed to remain
W one Section for more than a period of four years at a time.
W exceptional cases, heads of offices will have discretion to
wxtend the said period by one year.

61. An officer should not ordinarily be brought back to the
same Division. Sub-division or post until the lapse of an
Anterval equivalent to the maximum period for which the post
iy be held as fixed in the above rules.

. 61-A. Except when a longer tenure of service against a post

‘has been specifically prescribed or is authonsad by orders of the
'ﬂnd of the Circle in any special contingen moﬁ‘:ﬂal shall be
etained in the same branch, in the
Oﬁce or in the same office, in the
more than 5 years and shall not be ¢
1o the same branch or office, as the case may be until after three
jears of the date of his last posting there.

62. The rotation orders contained in Rules 59 to 61 above
in so far as they relate to officials mentioned therein should be
ollowed strictly and any deviation therefrom should not be
allowed unless the Head of the Circle is personally and fully
satisfied about the need for the same.

62-A. In addition to any personal requests for transfer
which may be made the considerations: —

(a) of affording the staff an equitable opportunity of avail-
ing themselves of the facilities for better technical
knowledge and experience in larger exchanges or ser-
vices in better stations;

(b) of retaining suitable officials in duties the continuance
in which might enable their utilisation to the best
advantage of the service: and
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TRANSFERS AND POSTINGS [64-70

) of sclecting suitable men for special duties, and
_ __ ‘of meeting the general needs of administration.

Transfers required due to the occurrence of a vacancy, are
he made in accordance with the following principles:
heud of Circles should maintain a register for each office
i ng the names of Telegraphists and Telegraph Masters
i have applied for transfers. When a vacancy occurs in an
le, it will be filled from this list, as far as possible. If there
0 official who wants transfer to the office in which there is
yacancy, it will be filled up by the transfer of an afficial from
W office in the Circle after taking into account the require-
ents of the offices concerned. b

- * -'72:5: " F% vy
65. Deleted. T
b, Deleted.
7. Deleted.
68, Deleted.
H8-A, Cancelled.
(8B, Delected.

" 9. Telegraphists and telegraph masters under order for
usler are on no account to be struck off duty until their
unces have been arranged for and paid to them.

0. When a telegraph master or telegraphist is temporarily
wehed to camp offices opened in connection with the tours
President or other high Officials, the Circle erder should

0 )' distinguish between—

(1) A transfer of a man from one headquarter to another.
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n A temporary detachment on special duty to a camp
office, by the addition of the words in the Remarks
“column of the order “Headquarters remain at ......... e

71. Applications for transfers from one Circle to another
o officers of the Telegraph Traffic Service, Class 11, telegraph
ters and telegraphists may be disposed of by Heads of Circles.
Iduling with the applications the following procedure should
ed: —

- (a) If a telegraphist can be spared without relief and is
' willing to be transferred to another Circle at his own
expense, the Head of the Circle aiter consulting the
Head of the Circle cuncemed a.qpi.r ining the latter’s
consent may order the transfer. % port of the fact
should, however, be madc w &&’e irector-General for

his information.

~ (b) If a man who cznnot be spared without relief, is unable
to arrange an exchange or to travel at his own expense,

or, cannot be accommodated in the office he asks for,
the Head of the Circle should note his name for the
transfer when a suitable opportunity occurs and inform

the applicant accordingly.

(¢) Only in very exceptional cases when there are good
grounds, which should be stated, for a transfer at the
expense of the State, and provided the Head of the
Circle can spare the man without relief and has ascer-
tained that the man can be accommodated in the office
he asks for, the application should be forwarded to
the Director-General for his decision.

,—A man's name will remain in the waiting Circle list so long

1.. the Circle. When he is transferred (except when the transfer be
1Y) his name should be struck off the waiting list and he should,
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WY, renew his application and have his name registered in the

W : ’ .
e o which he is transferred.

TransFERS OF CIARGE

The relict of the head of an office and the transfer of
hiirge of departmental telegraph offices will be conducted
tling to the gencral rules laid down at the beginning of
Lhapter and the following rules.

The relieved officer must give fb,% ' '.S officer the

. _,_ of his local knowledge, and point ou &n}: orders which

y have been issued specially for the guidanee of the officer
Whinge of the office. He must also give him his opinion as
the character of the different employees attached 1o the office.
Wil also make over a memorandum of orders remaining Lo
tomplied with, objections outstanding, deductions to be
g, ¢tc, sending a copy to the Head of the Circle. The
pved officer should also trace out with the relieving officer
Bllice connections and explain the technical artangements of

il

L'i'u-. » generally.

P4, Officers incharge may not put forward, as an excuse
-.r- non-submission or late submission of periodical office
4, and for the non-performance or irregular performance
routine work, that they were not instructed on these
by their predecessors in-charge.  Such excuses are entirely
-:f"- and show that the persons making them have a very
" I'Cl notion of their duties and a very unsatisfactory know-
Ol the rules. Tt is the first imperative duty of every officer
*ing charge of an office to acquainr, himself thoroughly

W DGP&ETND/T5
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toutine work of the office in all its details, and he
Immediately after assuming charge, carefully read the
il telegrams on the office file, so as to avoid unnecessary
. Heads of Circles should satisfy themselves that this
gon done, as much time is unnecessarily expended in
Mor overdue returns, explanations, etc.

. ‘Ihe relicving officer will then report to the Head of
{ that he has taken charge. The relieved officer will
Wl one copy of the receipts (Form A. C. G-61) obtained
the relieving officer to the Head of the Circle and one
the Deputy Accountant-General, Posts and Telegraphs,
tied, retaining another in his own possession and will then
tlutely proceed to his destination.

I bm"‘ed. 4 .:."" o
1. Deleted. -
|
TELEGRAPH ENGINEERING

-

POWERS

8. The powers of the Head of a Circle to santion transfers
jostings of a member of the Engineering Branch are laid

the Schedule of administrative powers in the Posts and

hs Manual, Volume III.

. Deleted.
CHARGE OF DIVISIONS

D the occasion of the transfer of the executive charge

sion from one Divisional Engineer to another the
tash, stores and works in hand must be made over ac-
10 the general rules and under the following rules.

e relicved officer will make over to the relieving
‘st of the Maintenance Tools classes I, 11 and III in
of each subordinate and will take a receipt for the

*"“"‘
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{ 111 and 1V which are in his own personal
@ teceipt amd list will be sent to the Head of the
Micate of the list being retained by the relieving and
ol the receipt by the relieved officer.
ual
Ll relieved officer will draw the special
' officer to any local or supplementary trolly rules
y be and wilil mention that he has done so in his
i on transfer of charge.
=
[he relieving officer will then proceed with the relieved
ispect the records, cash, stores and works under the
officer, if any, at the headquarter station. He
gine the accounts, count the cash, inspect the stores
L weigh and measure certain se! " les in order

attention of

accuracy of the returns, and shall minutely examine
n progress as to its quality, and as to its correctness
to the sanctioned plans and estimates.

M. The relicved officer will
memorandum showing all the works in hand, orders re-
g 10 be complied with, objections outstanding, deduc
40 be made, muster rolls made over and such matters as
Seauire his attention, with full explanation of any pecu-
'}.‘j gircumstances or apprehended difficulties. Keys and
s made over should also be included in the list, a copy
el together with a copy of the memorandum must be
L e Head of the Cirde who will see that nothing neces-
W heen omitted.

give relieving officer a list

2+
N

The relieving officer will then report to the Head of the
and shall describe the state

e that he has taken charge,
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A list of line inspections to be made within the next

i months.

3, All orders remaining uncomplied with and any matter
with reference to the Division which would be likely
to prove of use to the relieving officer.
), Ihe copy of the Manual for the Guidance of Officers
the Public Works Depaytment in their relations with con-
{ors, which is kept in the custody of the Divisional Engineers,
d he made over by them personally to the relieving officer
Wl the fact should be specially mentioned in the “Memo-

jum of Transfer of Charge” submitted to the Head of the

=

— _3‘ & iy

CHARGE OF SUB-DIVISIONS, SEGTIONS OR WORKS

90. Transfers of Sub-divisional officers and subordinates
will be conducted on the same principles as those of Divisional
-'Engineers, the same documents being made out, but forwarded

1o the officer in charge of the Division.
Nore.—No line inspector, or subinspector or lineman is to leave one
Division for another, unless his bills for expenditure against (hat Division

Bave been paid in full np-to-date of transfer.
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CHAPTER 1L
LEAVE

LEAVE APPLICATIONS

91. Application for leave must be submitted in form

-1

 Nore,—An application for leave from extra-departmental Sub-Post-
must be prepared in form App. 45. It should be preserved for
years after the connection of extra-departmental Sub-Postmaster

1 Uu departmental ceases.

92, An application for leave must be submitted ordinarily

j¢ month in advance so as to enable the necessary arrangements

o be made for the performance of the applicant’s duties during

iy absence. Where an application is not submitted one month
dvance, in the absence of adequate reasons for such delayed

nission, the leave applied for is liable to be refused or post-

98, An application for leave will be submitted to the appli-
Wnt's immediate superior who, if he is not the authority com-
petent to sanction the leave, will record his recommendations
il proposal for filling up the vacancy during the applicant’s
bience and forward the application without further delay to
the officer who maintains the applicant’s service book /record
hd leave account (in the case of Gazetted Officer, the Audit
Micer concerned). That officer will examine the Service Book/
- and leave account and record the total amount of
give at the credit of the applicant in the certificate of ad-
imibility in the application form or in such other form as
iy be prescribed in the case of Gazetted Officers, and forward
o form expeditiously to the authority competent to sanction

the leave.
2 113
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Ofhcers.
specifying the arrangements ordered in comsequence of the

vacancy, if any.

LEAVE

= Chap. 111

94. Deleled.
95 f]f'.’!'fr'n'l.
96. Deleted.

7. An officer who is authorised to sunction the leave will

satisfv himself as to the title to the leave applied for by reference
1 the certificate of admissibility of leave recorded on the leave
Application or such other form.as may be prescribed for Gazetted

If the officer grants the leave, an order will be issued

A copy of the orders will be furnished to the
Head of the applicant’s office and to the Head of the office
from which applicant’s pay is drawn, and to each to the officials
concerned: and in the case of leave application submitted to the
Head of the Circle through a supervising officer, a copy of the
order passed should also be Furnished to the supervising officer.
In the case of Gazetted Officers, a copy of the order sanctioning
leave will also be furnished to the Audit Officer concerned.

IT yegarding

NoTE.—Please see Rule 250 of P. & T. Manual. Volume

appointment to posts which require the incumbents to furnish security.

98. Dele!ed.

CASUAL LEAVE

99. As indicated in Part V(2) of the administrative instruc-
tions in connection with the Fundamental Rules reproduced in
Appendix No. § to the Posts and Telegraphs Compilation of the
Fundamental and Supplementary Rules Vol. 1L causal leave is
not a recognised form of leave and is not subject to anv rules




