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ANNE~I
Name of the Public Undertaking

Statement showi ng the total number of employees and the number of Scheduled Castes and Scheduled
Tribes amongst them as on 1st January

Group/Class Total No. of Out of CoI.2 %ageofSC out of Col. 2 %ageofST Remarks
Employees Scheduled to total. Scheduled to total

Castes employees Tribes employees
1 2 3 4 5 6 7
A

(i) Other than lowest rung of
Group A

Qij Lowest rung of Group A
B

C
o (excluding Safai Karmacharies)

0 l(safai Karamcharies)

Signature .
Designation .

NOTE: 1.This statement relates to persons and not to posts. Posts vacant etc. should not therefore be taken into
account
2.Persons on deputation should be included in the establishment af the borrowing undertaking and not in
the parent office.



Stat t h .' ANNEXURE-II
emen s .OWing the number of reserved posts filled by SC and ST cand,·da';'e d -' "h

A P" t F;!I db' ~ S ullng l e year. ..,5 S ... e y Direct Recruitment

Class of posts Backlog OT vacancies CUrrent vacancies
Notified Filled Balance Total Out of Col. B Filled Icarried BalanceNo. reserved for carried Re-forward* Notiiied forward as

,
marks

SC ST SC ST backlog #SC ST SC ST SC ~T SC1 2 3 4 5
.... ST

6 7 8 9 10 11 12 13 14 15Col. Col.
2-4 3-5 Col. Col.

A 9-11 10-12
B
C
D

(Excluding
Safai

Karamcharies)
D

[Safai
Karamcharies)

* Details of efforts a

ANNEXURE-ill
B-Posts Filled by Promotion

Class ot posts Total No. of Out ot coi.z posts No. ot Posts Balance' Remarks
vacancies Notified reserved for filled by

SC ST sc ST SC Col.3- ST Co1.4-
5 6

(1) (2) (3) (4) (5) (6) (7) (8) (9)

A

8

C

D
(Excluding satai
Karamcharies)

D
Sarai Karamcharies)

* Details of De-reservation, C/F, Exchange (as admissible) to be gicven in separate sheets ..
Certifiedthat whenever postsreserved for SC/ST arefilled by non-reserved candidate, the procedure laiddown forsiereservation,
C/F (where applicabef), exchange, etc. has been followed and prior approval of the competent authority has been taken.

(Annual Report Formats Changed Signature ..
Please refer DOPT's OM dt.19.12.2003)



-"~-.
• ANNEXVRE-IV.A

Proforma for obtaining dereservati~n for Gr. A posts of rare and exceptional characher w~en filled
Direct Racruitment on All-India basis up by

Note: Th~ authority to dereserve vests in the Cabinet Minlster-l - harce l , 'India In c arge 10 the Administrative Ministry, Govt. of

1. Name of PSE

2. Name of Division/Unit

3, Designation of the post

4. Sanctioned Strength

5. Scale of pay

01o

6,

7.

7.1

7.2

8,1

8.2

Why is the post considered to be of rare and exceptional character

Mode 0 f filling

By Direct Recruitment through a written competitive test on All India ba .
B d' t R SIS

Y tree ecruitment otherwise than by conducting a w itt ' ,. fI en competitive test
Details of Roster Requirement .

status·of Present incumbents

Yes/No

Yes/No

SC/ST/OBC

SC/ST/OBC

•. ," r. ~ -- -, ,,,-_, "F_" ~.-~,..--,;..~.,........":",.~.~-- ~ .. ~ .. ', -. _'.. '•.' : ...;2::<~ ~dj<'; , • .' . . , -' "'~1'; .';~r-:: ::".-~.:~.'.:~~'}??:;,.':." .' os. ". :", '. 5',",,:'I't;,t":": '#"::"'·,!·.t1~:lO!~.~~,~_!.A\W."-;,,,,,,," ....tiii\}®..... '," _'.: ~ .,~~ •• ,-~·c~~· . )~.~ _'I>-.~,.:>."'-:, .. :".·.:

9.1 Detials of vacancies reserved out of Co1.8,1 above

9,2 Number of vacancies in 9.1 for which SC/ST candidates have ffecome available

9.3 . Nu mber of vacancies proposed for dereservation

10,1 If the recruitment is through competitive examination, please indicate the
number of SCs/STs who qualified in the written examination

10.2 Number of SCs/STs out of 10 1 above who appeared for the interview
(if any, prescribed)

10.3 Number of SC/ST finally selected (separately)

(a) On own merit

(b) By relaxed standards of suitability

(c) Total
11.1 If recruitment is through interview (i.e. otherwise than through written competitive test), please indicate.\

Whether the vacancies were first advertised as exclusively reserved for SC/ST only Yes/No

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

.......,.. .. .. ..~ .

11.2 Whether any SC/ST candidates responded and if so, whether considered by relaxed

standard.

12.1 Whether the vacancies were re-advertised

12.2 Whether any SC/ST candidates responded and if so, whether considered by relaxed

standards

13. Whether SCs/STs were interviewed separately

Yes/No

Yes/No

Yes/No

Yes/No



'.
I

Certified that:
CERTIFiCATE

(a) The ~osts ~or.which dere servation is being sought is of rare and exceptional character due to the "'~'"
mentioned In Item (6) a boye u reasons

(b) SC/ST candidates were not available even by relaxed standards

(c) This proposal is being made with the full knowledge and concurrence of tile Liaison Officer; and

(d) The proposal has the approval of the Board of Directors

01
N

Signature of Liaison Officer Signatura .

Name: (Competent Authority)

Designation:

Date: Designation , .

"

':'~-"""-~ ~~'~"""".-',,~ . ,.":' :;"1 "< < \' ,II, i:~':~~~~~ ...~\'?,:: ,~;.' ~~~i;t~I''',·.~~:"f!:~ji~~~~~~:.,'·t}.I>::::/.~;):~: ..,'i' -::;_.,

'\:' \:,,','

ANNEX(rR~rY.B .
Proforma for submitting proposals for dereservatio n of vacancies reserved for Schedule'd castes and

Scheduled Tribes in Group B & C Technical posts filled by Direct Recruitment .'

Note:The authority to dereserve vests in the Board of Directors

1. Name of the Division/Unit

2. DeSignation of the post and Group

3. Sanctioned Strength

4. Scale of pay

5. Nature of post 01
W

Tech.lNonTechnical

6. Why is the post considered to be rare and exceptional character

7. State/Region in which the vacancies are located

8. Details of Roster Requirement (SC, ST, aBC, UR)

9. Status of present incumbents (SC, ST, aBC, UR)

10. Whether requisition was sent to the Employment Exchange

11. Whether reserved vacancies were intimated/copies of advertisement were endo rsed to:

i) The recognized association of SCs & STs

li) The Director(s) ofWelfare/SC & ST Welfare of the State GovernmentiUT concerned

iii) Whether the vacancies were also again announced over the All-India Radio

Yes/No

Yes/No

Yes/No

Yes/No



• 12.

ii)

The number of SC/S T c didan I ates who passed in the written test (if any held)
13. The number of SCs/ST . tervl ..s In ervieweo (If Interview prescribed)

i~4. Number of candidates finally selected after applying relaxed standards

Number selected on own merits i.e. within the number of unreserved .
Bya I" . vacancies

pp icatton of relaxed standards

Total

15. Whether SCs/STs were interviewed se aratel i " . .
tnan the one on/In which general candi~ates :e~:'i~t~~~~~~~r In a slttmg of the Selection Committee other

Yes/No

CERTiFICAT.E
Certified that:
(a) The post(s) of , .for which dereservaf " .
(b) ~d~e reaso~s mentioned in item (6) above IOn IS being sought ISof rare and exceptional character due

ST candidates were not availabl
(c) This proposal is being made with th efevl1eknby relaxed standards
(d) The leu nowledge and con. proposa has the approval of the Ma . D' currence of the Liaison Officer' and

Signature of Liaison Officer nagmg irector '
Signature .
(Competent Authority)

Name ..

Date .. .....................

in III year

In II year

In I year

" ,. ...,.(, \,', . ,,~ .

Proforma for submitting proposal to the Board of Directors/Managing Directorfor d~res~rv~ti(mof vacan-
cies For Scheduled Castes and Scheduled Tribes in Group A (lowest rung) B. C & D filled by promotion

Note: The authority to dereserve vests in the Board of directors for Group A & B and Managing Director for Group

C & D posts.· .

1. Name of the Division/Unit

2. Designation

3. Sanctioned Strength & Group

4. Scale of pay
5. Mode of promotion i.e whether by selection, seniority-cum-fitness or throug h a departmental limited competitive

examination
6. Criteria for determining eligibility for pro motion (as prescribed in the Recruitment Rules)

7. Total number of vacancies (reserved & general) being filled in the present proposal

8. Number of points in the roster against which these vacancies fall

9. Number of vacancies reserved out of 8 above
a) Due to carried forward reservations (separately for each year of carry forward)



10.1 Number of vacancies in Col. 9 for which SC/ST candidates have become available

10.2 Number of reserved vacancies proposed for deraserlfation

11. In the case of promotions on the basis of seniority subject to fitness

11.1 Whether the SC/ST candidates who are eligible for promotion including those holding lower positions in the
general seniority list were considered for promotion on the basis of their separate seniority list for filling the
reserved vacancies YesIN a

.............. , .

11.2 Number of SC/ST candidates considered fii for promotion

11.3 !f sufficient number of SC/ST candidates were not eligible for promotion the date on which the senior-most SCI
ST candidates in the grade will become eligible for promotion .. ..

12. In the case of promotion by selection in Group C (Class-III) and Group 0 (Class-IV) posts

12.1 Size of normal zone of consideration for all candidates

12.2 Number of SC/ST candidates within the normal zone of consideration found fit for promotion on. the same
basis as other .SC ST

12.3 In case required number of SC/ST candidates were not available within normal zone, whether zone was
extended to 5 times the number of vacancies Yes/No

12.4 If required number of SC/ST candidates were not available even in the extended zone (five times the Number
of vacancies) whether separate list were drawn for SC/ST candidates Yes/No

U'I
OJ

12.5 Number of SC/ST candidates considered fit for promotion

12.6 Number of SC/ST candidates considered not fit for promotion

. 'dates were not eligible for promotion, t~e date . . ..
12.7 If sufficient number of SCt~sc0~~nC~ndidate will become eligible for promotion . II) d

on which the senior mas B (Class-II) within Group B (Class an
. I ction from Group C (class-II) to Group .. .

13. In case of promotions by s~he I est rung of GroupA (Class-I) ."
from Group B (Class-II) to e ow .

. sideration for all candidate .
13.1 Size of normal zone of can I f onsideration found fit for promotion .. .
13.2 Number of SC/S~ candidates within the normal zone 0 c .

on the same basis as others . 'th' 'the normal zone of consideration
ndidates were not available WI In. ..........

In case required number of SC/ST ca t ded to 5 times the number of vacancies .
13.3 nether the zone of consideration was ex en . .. ........

W . idered fit for promotion including those13.4 Number of SC/ST candidates consi

mentioned in Co1.13.3 . d t fit for promotion including those
b of SC/ST candidates considers no13,5 Num er

mentioned in Col. 13.4 . '
. h de artmental competitive examinatIOns14 In case of promotions throug P . .

. dldates who appeared at the exarninatlon
14.1 Number of SC/ST can I . l' s per the qualifying standard .

f SC/ST candidates who qualified in the exarnma Ion a14.2 Numbero



••

.".-, .

14.3 In case required number of SC/ST candidates were not available by the genera! qualifying standards whether
qualifying marks/standard of evaluations were relaxed in their cases. Yes/No

14.4 Whether suitable general category candidates are available in the select list for appointment against vacancies
sought to be de-reserved

14.5 If interviews are prescribed, whether SC/ST candidates were interviewed on a 'day or sitting of the Selection.
Committee other than the day/sitting on which general candidates were interviewed Yes/No'

CERTIFICATE

Certifled ~:'at th,s proposal is being made with the full knowledge and concurrence of the Liaison Officer.
c..,
co

Liaison Officer
Signaure .

Sign atu re/Na me/Design atio n
Name/Designation .

Date:
Date ..

1.

2.

3.

4.

5.

ANN EXURE-V

Requisition form for Recruitment through Employment Exchange

Office/Department and Address

Name and designation of Indenting Officer Tel. No. d rt
. h plicants shoul repod d . nation of the Officer to w am apName an eSlg

Date, time and place of interview

(a) Designation of the post(s) to be filled

(b) Scale of pay and allowance

6.

(c)

(d)

(a)

0)

Place of work

Whetherwomen are eligible

Number of posts to be filled

Reserved for SCs/STs/OBCs

(b)

Priority · ..

NO~::~~~d·f~·~..d·i·~~bi·~d·person~ (VH,HR,OH)
0) Reservation for ex-servicemen
(ii) Unreserved

Priority .
Non-Priority ..



(b) Duration of Permanent
~NEXURE V

vacancies
Temporary (Jess
3 months)

Temporary (between
3 months & 1 year

Temporary (!i~e!y
to continue
beyond one year)

l I
77~"--~Q~U~a~li~fi~ca~t~io~n~S~r;eqq~U~ire~dd(i(i~n~CI~u~d~in~g~a~g~e~)------------~--------------~--------------------~I

Priority candidates

j) Essential

ii) Desirable

Non-Priority candidates

i) E:ssential

Olo

8.

ii) Desirable

Whether willing to wait and consl .available onslder applicants from other Excha ." . nge areas In case local applicants are not

Any other mformation considered relevant '9.

Certified that while placing this demand, the orders/instructions on"special repre~~~tatiQns in the services ~~ve"
been strictly followed with due regard to the' roster maintained in accordance with these orders ""

Dated
Signature of the Head of Office .

To
The Employment Officer,

Employment Exchange

Note: 1. Please use a separate form for each type of posts.
2. Where advertisements are inserted in the newspapers, a copy of the advertisement should be attached to

the requisition form which should be sent to the Employment Exchange in any case.

_ ~ ~: ~ : :.. : ,- t. - • '; _ .. ~ , •



1. Whether separate rosters are being maintained for each grade or groups of posts and within such grade/
group, separately for (i) direct recruitment and (ii) for posts fil!ed by promotion (where reservation is applicable
in such posts filled up by promotion) and whether all the appointments made during the period covered by theinspection are shown in the roster

2. Wh ether the appropria te mod eI roster viz the one prescribed for (i) di rect recru itm ent on an a" India basis by
open competition (ii) direct recruitment on all India basis otherwise than by open competition; (iii) Direct
Recruitment on a local or regional basis; or (lv) promotion, as.the case may be is being followed.

3. Whether the rosters are being maintained in the proper form.

4. Whether the points have been earmarked in the roster for Scheduled Castes, Scheduled Tribes and OBCs
correctly according to the prescribed model roster tor the particular type of recruitmenUpromotion .

S. Whether, immediately after an appointment has been made, the particulars of the person appointed are entered
in the register in appropriate columns and the entry signed by the appointing authority or by the officer authorizedtodoso.

Proforma for conducting inspection of rosters maintained for providing rasaiiiations
for Scheduled Castes and Scheduled Tribes in services

ANNEXVRiE- VI

• '. . '. '. . other than for whom it is reserved: (i) prior approval of
Whether before filling reserved .vaca.ncy by ~ ca~d~d~~ de-reservation was obtained and (ii) whether the steps
the Competent Authority prescnbed In the Dlr,ecd,cv tes/Scheduled Tribe candidates were taken.

. ti to secure Schedu e as . tl
prescribed in the Direc rve to secun . ided in the Directive are stric y

'. d f d (where applicable) as proviWhether instructions regarding carne orwar
followed.

B. Any other remarks.

6. j •.

7.

9.

Summing up

. . otieed in the maintenance of the rosters an~ any other
Brief recapitulation of deficien~les an? shortcotmlng~; with particular reference to the remarks dunng the last. hich the Inspecting Officer has 0 rna ,suggestions, W l

inspection.

Signature of Inspecting Officer. .. Date ..

Remarks of Chief Executive ................Designation , .



ANNEXURE-VB
Form of certificate to be produced by a candidate belonging to Schaduled Caste or

Scheduled Tribes in support of his claim

This is to certify that Shri/SmUKumari* son/daughter* of of village*/town* in districU
Division Of the State/Union Territory* belongs to the caste/tribe- which is
recognized as Scheduled Caste/Scheduled Tribe* under:

@ The Constitution (Scheduled Castes) Order, 1950
@
@
@

The Constitution (Scheduled Tribes) Order, 1950
The Constitution (Scheduled Castes) (Union Territories) Order, 1951
The Constitution (Scheduled Tribes) (Union Territories) Order, 1951

(as amended by the Scheduled castes and Scheduled Tribes Lists (Modification) Order, 1956, the Bombay
Reorganisation Act, 1960. The Punjab Reorganisation Act. 1966; the state of Hmachal Prades, Act, 1970, the North
Eastern Areas (Reorganisation) Act, 1971 and Scheduled Tribes Orders (amendment) Act, 1976.

@ The constitution (Jammu & Kashmir) Scheduled Castes Order, 1956

@ The constitution (Jammu s Kashmir) Scheduled Tribes Order, 1989
@ The constitution (Andaman & Nicobar Islands) Scheduled Tribes Order, 1959
@ The constitution (Dadra & Nagar Haveli) Scheduled Castes Order, 1962 .
@ The constitution (Dadra & Nagar Haveli) Scheduled Tribes Order, 1962
@ The constitution (Pondicherry) Scheduled Castes Order, 1964
@ The constitution Scheduled Castes (UP) Order, 1967
@ The constitution (Goa, Daman & Diu) Scheduled Castes Order, 1968
@ .' The constitution (Goa, Daman & Diu) Scheduled Tribes Order, 1968

.-- .... ..

*

Th e constttution (Naqaland) Scheduled Trib~s Order, 1970'
The constitution (Sikkim) Scheduled C~stes Order, 1978
The constitution (Sikkim) Scheduled Tribes Order, 1978
The constitution (Scheduled Caste) Orders (Amentment) Act 1990
The constitution (Scheduled Tribes) Order Amendment Act, 1991
The constitution (Scheduled Tribes) Order second Amendment Act, 1991

Application in the case of Scheduled castes/Scheduled Tribes persons who have migrated from another
State/UT: .

*
*
*

*
*

2.

. I d stes/Scheduled Tribe Certificate issued to Shri/Smt.* ..
This certificate is iss~ed on the bas~; of the Sc~edu fn distnct Division , of the State/Union territory '. " .
father/motherofShn/SmUKuman ......... :........... . d s a Scheduled Caste/Scheduled Tribe* In the
who bel~ng to t~e caste/tribe" Whl~~~~:~~~;~:'~ ., " (Name of pre-
state/Union Terntory , dated .
scribed authority) Vide their No... ...... ..... . . . . .

.' and/or his/her" family ordinarily residers) In vllI~ge/
3. ShrilSmt.*/Kuman* · ·.. ·.. Dlstrict/Oivision of the State/Union Territory

Of Itown* · .
of .

Date

Signaure .

Designation .
with sea! of office)

Place State/Union Territory



* Please delete the words which ar,e not applicable

Please quote specific Presidential Order

Delete the paragraph which is not applicable.

**

%

Note: The term 'Ordinarily reside(s) used here will have the same meaning as in Section 20 of the Representation
of the Peoples Act, 1950

** List of authorities empowered to issue Scheduled Castes/Scheduled Tribe Certificate:

District magistrate/Additional District magistrate/Collector/Deputy Commissioner/Deputy Collectorllst Class
8tipendary iVlagistrate/City Magistrate/sub-Divisional MagistratelTaluka Magistrate/Executive Magistrate/Extra
Assistant Commissioner (not below the rank of tst Class Stipendary Magistrate)

2. Chief Presidency Magistrate/Additional Chief Presidency Magistrate/Presidency Magistrate

1.

enen
'3. Revenue Officer not below the rank of Tehsildar

4. Sub-divisional Officer of the area where the candidate and/or his family normally resides

S. Administrator/Secretary to Administrator/Development Officer (Lakshdweep Islands)

r
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