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As a neasure of staff welfare, Departmental Canteens/Tiffin Rooms have
b@ st#ry in Cmat Government Offices/Establishments to make available

hmiroh FGSEcil bcvereges" snacks and meals to the employees during the
ilqiH_r;hmnffirrnE$

L Thc ()ffie of, [!tm of, M in the Department of Personnel &
Training uder thc hfinfulry of fusmd" hblic Grievances and Pensions is the
nodal agency for layiag doum-@ guidelines on the various
aspects of running Canteens, details of nfrich-as syailahle in the compilation
"Administrative Instructions on Departmental Cantm in Crcvernment Offices
and Industrial Establishments" (known as'Green Book)-

3- Th Compilation of Administrative Instructions was brought out, first in
I9fi) and second in 1988. Since then, many decisions have been taken for
gnoo*r running of Departmental Canteens and its employees. On the basis of an
ord€r passed by the Hon'ble Supreme Court of India, the Canteen employees have
boa treated as Government employees with effect from 1.10.1991. They have
aome under various CCS Rules as applicable to other Government ernployees of
comparable status. Accordingly, the Fifth Fay Commission's pay scales and other
benefits including ACP have also been extended to the Canteen/Tiffin Room staff.
The existing canteens have been re-categorised as per SIU norms in 2004.
Scholarship Scheme in favour of children of canteen staff showing merit in their
academic studies was introduced in 1998, and is being implemented. All these
orders have been compiled in the third edition. This edition will update the
Administrative Instructions issued so far.

4. The credit for compilation of this edition goes entirely to Shri Lal Singh,
Director (Canteens) and his staff. The Department wishes him more success in his
efforts to improve the working conditions of the Departmental Canteens and the
quality of the products and to secure maximum consumers' satisfaction.

5. Any suggestions for improvement would be welcome.

lU"--
( Dr. S.K. Sa*il )

Joint Secretary to the Govemrnent eflndin,
Department of Personnel & Training

ilEr Dethi, dated lltl necember, 2008
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CHAPTER- I
Introduction

Meeting the refreshment needs of employees in Govt. Offices and workers
serving in Industrial Establishments, during their working hours is an organizational
commitment. This responsibility can be fulfilled only by departmentally running a welt
organized refreshment canteen. Such a canteen will meei the welfare n""d, of em-ployeesand make them more eflicient at their work. The Heads of
Departments/EstablishmentVOffices etc- are, therefore, expected to be liberal in setting
up such a facility in their organizations.

t.t Obiec!

Once a Department/Office/Establishment decides to run a canteen, for obtaining
satisfactory results, it has to be managed by following the prescribed norms and methods.
A comprehensive set of guidelines and instructions for thii purpose was first brought out
in the year 1980. Second Edition was brought out in 1988. 

'Since 
then, several important

dnnges, with regard to the emoluments payable to canteen employees, audit of accounts
of6e canteens, payment of sales tax etc. aiTecting the functioningtf canteens have comeql The present attempt is, therefore, to update the compilation of existing
g*Hines/instructions.

t2

A canteen is run departmentally as a measure of Staff Welfare. There is a need toFFG eid make available various items of beverages, snacks and meals to the staff atq* rres' For this purpose, Government provides nec€ssary accommodation atro5r-drcl-

C-c (r-'+ing drme set up under Section 46 of Factories Act) being run inhr'til Es*fisbccs of the Govemment are required to follow the provisiomcid in dtis booH€t' rnless any of the MinistrieVDepartments have framed sepadecdcrs fur glch cantselE' lrlfu intimation to the Department of personnel & Training{h. l-4)-

[3 Scope

Yrthin the ambit of the rules set out under this publicarion. the follorvi€rlpcsdcEs ad tiffin rooms, will be covered :_

(a) canteen/tiflin rooms set up on Deprtned bEdG d rr es pcr
scheme issued by the Deprtnent ofMdT11i1g.
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(b) Canteen/tiffin rooms set up in lndustrial .Establislunenb 
(dH. &tr}

those covered under section 46 of the Factsies Act) af &e

Government and which have not been exempted from foltcwing Sle

rules in this publication due io the availability of a ry*e and

distinct set of rules and guidelines framed by tre wrfirolling

MinistrY/DePartment'

AsperthepolicyoftheGovernment,canteens,ifany,runtkorrgh.pirrm
contractors will cease to exist and no newlfresh contracts will be given'

Under no circumstances Tea" Coffee etc. will be allowed to be prepaed by tfte

OfIice ernployees within the office rooms'

1.4 Aoplicabilitv

General- . The orders issued under this publication, for- the sake of uniformity" dtatl

apply to all *n*rtimn ,*n1, funciioning or to be set up, in any *dini*y"

Departrnen! Office, Establishment, installation,lof t\ C.ve1m91! of igr4-{ildtxsial
or non-industrial) which should be centrally registeredlpith the office:of'tlrc'-Pry$q,ef

Canteens, Department of Personnel and Training, New klhi, including&rytEre@fug
under the Ministries of Defence, P&T and Rai'iways, unless these three Mintsfiies hsd

pr""iourty decided ;;11-*e, any of their€antee.nyti.ffln rooms from fhe pnnielxo of thm
instructions due to specific Feasons and that they have framed or Fft)pcFe tc frame a

separate set of instructions for such exempted canteens'

Canteens/tifftn rooms run by the ManagementdCooperative Sogi*ie of

Autonomous Bodie#Govemment Undertakings are not cov-ered-by the ruks- Tley

rnay at their discretion, however, follow the frovisionsof these insrrrcfsrs ad @id€
lwally the quantum of subsidy on wagee etc' required to be given'

I { I'nr Seientilic & Research Institutions

The instnrrctions may be modified with resPect to *Ydfi" t*YfiEh
Establishments fik; th; 

"ontt"ff"A.by 
the Departments of {tqlq-'ryg' Defutse

R&D etc. or other stablishments .ng;g"d in spialid *odc, trry rpon their

local conditions and functional nootiii"q witii Oe cTs,llffi of their cu*refling

MinistrieVDepa*ments and the integr*ed iina*ciat Advisors' in css*t*im $fi& tt*
Director of Canteens, Departmqrt of Personnel and Trairing

1.6 Tvpes of canteens/tiffin rmms

Althoughalargenumberofcanrmltiffinnoomsrcgist€redwith
Director{Canteens) are departmental but only a few ae still running on coryrdive

l*ir lyitre -ooperatine bocieties. These *"p"tai* canteenJtiffin nxlffi$ might

have been established when the staff was not declared as Govsnmert enployees

and a subsiOy of ZOX of the salary bill was reimbursed by Governnnqt- Irlevsq&sr

cant@n staff have been declared as Govemm€nt employees, dle cwmd
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nmnlstrynepartlnelrts may consider converting these cooperative canteens/tiffin
tgryq to deparmental wrteens. It was suggested that the corrce.nedu@ffrce may get these Coopeiitive Canteen#Tifffin Roomsmnwt{ to depafirental canteenvtiffin rooms. For this purpose following steps
ae raquired to be taken :-

(i) A rsolution may be passed by the General Body of the society to
the winding up ofthe Cooperative Society.

(ii) Clwance of arrears of loans etc. which may be still due to be paid
by dre Cooperative Society.

(iii) Details of assets and liabilities on the date of
I iqridationld issol ution of cooperati ve soc iety.

(ii) Tlrc diryosal to be done or already done of the assets/prcperry oftk sqciety which were acquird out of Government loans etc.

{v) Aulit- objltion, if any with present position pertaining to the
period under the society.

(vi) No objation from the Registrar, Cooperative societies.

(vii) Views and acceptance of the necessity to the conversion by theHd of the Department.

ldinisry cf Agriculhrre etc. are requested to bring the above contents of&c cirrlilar to th€ .*otice of chairman of the cooperativi 
"un,onvtirnn;;;,(rylged with this Deeartnent) for immediate nceisary rction.

(D0PT o.Ir{- No-r7?r90-Dir.(c) dated rlt Deember, r9}2 }
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Based on the recommendations of Staff lnspection Unit llvtinistry of Finanee), the
Canteens have been re-categorized as per the norrns issued vide O.M.
No.l3l10/2001-Dir(C) dated22.12.2004 as given below '-

Total Strength of the
Departmentloflice
Establishment

25 to 49

Type of Canteen/ Tiffin
Room entitled to

fifltn Room 'B'Tr,*
50 to 99 Tiffin Room'A'Type
100 ro 500 Canteen'D'TyDe
501 to l00O Canteen'C'Tvoe
t00 to 1500 Canteen'B'TyDe
ls0 to 2000 Canteen'A'TyDe
200 to 2500 Canteen'2A'Tvne
254 to 3000 Canteen'3A'Tvpe
300 to 3500 Canteen'4A'Type
350 to 4000 Canteen'5A'Tyoe
400 to,t500 Canteen'6,4'Type
450 to 5000 Canteen'7A'TyDe
500 to 5500 Canteen'8A'Tvoe
550 to 6000 Canteen'9A'T
600 to 6500 Canteen'l0A'T

While doing so, the Ministries/Departments should adhere to the following stipulations:-

(a) T'he Tiffin Rooms should exist only in the buildings where other types of
Canteens are not in operation. Therefore, all Tiffin Rooms presently located in buildings
where other types of Canteens are functioning need to be closed.

(b) If any Canteen is required to cater to more than 6500 employees {Annexure A (i)
to (xv) contains staffing pattern for the Canteens catering upto 6500 employees|, the
matter should be reported to the Minisry of Personnel, Public Grievances and Pensions
(Department of Personnel and Training), Office of the Director of Canteens. In such
eases, DOPT would consider the matter and may prescribe the revised category and the
staffing pattern of such a Canteen, as may be warranted, in consultation rvith the Staff
Inspection Unit of the Departmenl of Expenditure, Ministry of Finance, etc.

(c) .fhe 
staff rendered surplus, if any, as a result of the re-categorisetion of the

existing Canteens will be governed as per the existing Government instructions issued b,v

the Re-training and Re-deployment Cell of the Ministr.v of Personnel, Public Grievances
and Pensions, Department of Personnel and Training vide their OM No. li l/2002-Cs.lll
dated 26.3.2002 read with instructions issued vide DOPT OM No. l1l8i88-(lS.lll dated
1.4.1989, as amqnded from time to time.

( DOPT O.M. No.13ll0l200l-Dir.(C) dated 22.12.2W4 |
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1.7 Shift.Canteens

In the cffice/establishrnent or trainee hostel, where the work is dane in shifts,depending upon the local needs and the strength of employeeJtrainqes requircd io oer*in the Znd or 3'd shifts, additional funds, ftanpower etc. are authorized as p€r scales laiddown in chapter-lll for funels and chapter-v f*r personner.

THE GOVT.

If the work places of an office/establishment are loeated at rnorc than onelocation, where service from:one cante-n is not practicablg additional canteensltiffin
rooms are authorized as per the scales laiddcwn i* cfrapter-lll for funds and Chapter-V
for Personnel.

After issue 
"f o-d"T revokingilifting the ban on creation *nd fiiling up.the posts

in canteens vide o-M.No.3llt92-Dir(c) daLd zz.c.lggt,this Deparrment;; in receipt
of numerous requests for upgradation of existing Canteens/Tiffin it**, and fcr cperringof new Canteens/Tiffin Roorcs also.

Upgradation olexisting canteen#Tiffin Rooms would inevitably invotrve cre*tionof posts, resulting in additianai expenditure. As such approval for creation of additionalposts on account of upgradationlopening is required to G obtained from ,rr* g*pu**n,
of Expenditure, Ministry of Finance by ine eoncerned DepartmenffMinistries thernselves.
Needless to add, therefore, that each a*d_ every proposal ro, upgruaatiouopdng orcanteen/Tiffin room would need to be carelulty jrocessea and cnly irre -erit#oors casesrecommended to the Gow-- ln this regard, the following imprtant aspects should begiven due weightage before any .ur* is taken up" ror upgradationlopning ofCanteen/Tiffin Room :-

(i) Date of setting up of office in the pnssent location {The oflice reguird tc
be catered to)

(ii) Sancrioned staff strength of the office to be carered to {onry the staff
strength of the concerned office under which it is being set up te be taken
into account)

Details of cther offices in the vicinity or
alongwith sanctioned staff strength.

(iii) in the same Building8lock
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iiv) Is there some other CanteeruTilirn Room functioning in the vicinity or in

lhe samg BuiidrnStsiock ?

1*r,? 1l hai is the present ar'r€ngem€ni ior ca9'er:ng ?

t'-ui) Whai are th: prerstng reasotis

coniin":c *
il:a.l the pcessnt arrangement cannot

{vi!} Whs{ &se th* arrangernents i'-,r accomrnuiation, infrastructural

requirements availairle to facilitate open!:rg oft!:e Canteen/Tiffin Room ?

eeggRE- UPCF'FTDATLON oF EXIS"IING

f* A ,'\'TF F}IT.f !E E' I LT P., (}$M S 1 S P. : CO ?d T}IENDED ?C Ti]E G GVERN MENT-

i:i whether the exisri::g car,teen-iiilt;i R:---1r. sta::ds registered with the

oflice of Directadc*t *rr*;3rgi i::c t*e 
=:5[rai:on 

numi:er aliotted. [f
.si, wiscthf di3 fr'!ctic::!nS ci *e ca.qt#llrilffin Rcoms srands

. regu!*nz*r tr., t3ee: oi this oriice G.*'{- Ho.3/4/9+Dir-{ci dated

:*.1 !94:.

i!;! Sanctioned sla.f.l streng$r af tlre ofil:: ii !:- catering'.4 (only 3",1{{
sirengii cf lhe coneerrd offic*" tlride' whic!: it is fimcnsriitg should be

taken into efsclint for &ciding the eftgibilirv of 11.6 cf Canten/fiffin
Roorn;;.

iii:) Wi* off'cther oifices in k vicinitv or in the same BuildindBq
atrmgri&sanctioned staff l.

{tv} is thsc sme ofur canteen/Iiffiq.Roorts fu*ctioning in the vicinity m in

tfo sane BuiHingtstock?

{s} wll* are tls in Grc sanctioned fq sb€ngth ol th" *ffiT -$
qryqit4; r1,*.#d"-t shff, ggr args time of establishment oflli!
Ctfug",i1pr Roorrs, @rg to ddtry-le,eat€gorisation {upgradxiott}

of ttre elmeedfiffEn Rofln ?

,{yi} lfurhd are tlm,,p1tssigg lesiffis.dlat, tlre'ctgigg ryry be ry@ u
:"{tsrxi$ti efui4* Cdfiegtt?' . ': '' 'i.t,,tl'

{vii} sk a]c fi3.. .for,.1 €I"*^"^T:Cryfiafi*"eg"sr'd:,+W6*si:- 
-tu .'',; r ?l _9'+ry*nemd::

Cairtexxgn&,,Ro@#-' .rit|wGl.rtr ur qEra&rl Cartrrr can teq9r.t.re

w;;J ,*uti* tu existing aciitv -s -frs. d.if4
.t*,:ll"a"d*r .€er={Fild be requk€d ? If so, ullqh*'s|4&, qlE

availabie for rrygradirgfu gcility ?
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Prepts fcr xpgradaticn af t}le existing Cantee#Tiffr* Rooms and for
opening of neqr Caslteen/Tiffffi Rcarcrs may be rcferd to this affice s$routs *E
Mini*y of Finance {Sep*rtnrent af Exp*diture} thro&gl} Bryartmerfial Channets
gg!g. It will nat bre pcssibEe tc prrcs appticcions rcceivd directly k:rrl dre
Esteblishments in tlrc snatter withorx tfue recommendatioris ef gire contrc&limg
Minislry/Departments.

I€ is Frtinent to me*tian lrcrc that the ba:i cn ei:e*ticry'filling *p of
vmncies was impod soleEy due to fircncial canstraints. After erriew cf &e
rrreer" ;t hd been deeided to lift €he baEE rnainly, tc allorar filli*g up of vamncies
in the exi*ing Csrt€#Tiffin R*orrxs ca{isd due tc deal*rs" cdiFcnerltL
terc#retiuts etc. which urere in some caffi leadi*g tawarrds elosurc of wstain
Certffir/Tiffin Rooms- Tlrough the iifting up of ban cn creatiffrlfilling arp cf
vacancis does nat prelude upgradation of the existing CanteerdTifficlRaemq alt
tlle tvlinistridtkp*nents rnay eensider Fresing only tlre nrc$ pwing and
de*rving cases.

Appvat fsr er@tien cf pests as and wfuen given hy the Scparnne* of
Expnditure, rnay ir*ariably be repe*d to the cffice_of E!;recto{Cartcerns} *ith
all relevart Frtic*lars $ike dte type cnd [wation of Caneee#Tiffin Rmms; Ho-bf
Exisfiing/Additionai pcsts snctiond etc.

(IXIFT S"F{. FFeSllFT-I}ir"€C} da8ed g* .}nne" 199* }

l.l0 Me*ns

Ycctfirian"- The actual sEleffls may k decided and adop&d by the mmaging
Gurmittees kepi*g in view the locat needs a$d tast€s of tfue customers- A@rrdc
v-iety in prryrdions rnay be rotatd as desired by the benefieiariw" An illu*r*ive li*
drrg*arian iterns ofrnenu is given hereun&r -
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Sauce may be served at nominal extra cost.

l.tt htrodnction of Herbal Tea and Sharbat/Bnttcrmilt in Non-statutorv
Dsrtmental Canteens/Tiflia Rooms

All Ministries/Departments are requested to take suitable nreasrmes in this regard
and issue nec€ssaq/ directions to all the Managing Comminees of tkpartmental
Canteens/Tiffin Rooms running in their Minisry/Deparment and also
Subordinate/A$ached OfficeVEstablishments etc. to e:dn€ fte possibility of
intnrduction af the Herbal Tea and Sharbat/Butter Mi& in &eir Departmental
Canteens/Ti{fin Rooms atleast on 'Trial' basis and give a &cd bd. lo the Ministry of
Health & Family Welfare, Department of l.S.M. &H dirGdy-

iDOPT O.M. No.l9l312fiX)-Dir{C} dGl lf^tprg. 2fi}O )

1.12 S{oa-Yesetarian Food

Eg prcparalions, non-vegetarian disfrcs*- E5rbFcparcd as needed.

t.t3 Coat Coatrol

Sa{e price of egg nm+qrlrirr f,rlcs erc. will be fixed in
cornparison to those prevailing in odrer DEfr-c-t Crcs rrd a prescribed by the
Managing Committee colsaed ard mry bc sH & rrs in trtelve months.

!.14 ()ualitv Control

tf the quality of an eatable prcfd L e crt:r b H o be sub-srandard by
any of ihe inspection authorities specificd L p 9-l *giy of thar eatable will
be desfroyed and disciplinary action initid rydft*s.mened for recovery
of the loss suffered by the canteen.

1.15 Oursfitv Control

lf $e weight of an individual $rce of trt1red d is lesser or if lesser
quantity of raw<naterial has been usd dar fu rc*f-v prescribed limit by the
Managing Csrmittee, disciplinary action will be hii-d 4eins the defaulting canteen
employee(s).

1.1$ Poliev matfcrs snd Coordination

Policy rndters and coordination dl cilrtecn rn&ni uill be centrally done by the
Dryrtrrent of Pemonnei & Training (Direc*cr of Catcrrs)- This action, in the case of
ofuestablistrments exempted from the apdiebility of the orders (as per para 1.4)
rvill bc &ne by drc controlling MinistrieVOepatnrats of thos€ officeslestablishments
tlremsclves. Any matter required to be referred to tle DcFu- of Personnel & Training
should be dressd through the adminisrrdive MinisrytDcprtnrent.

(ii)
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t.t7.t

(central Registration with Director (canteen) is not required now).

l'17'2 It has Been decided that alt canteens which were opened before l.l0.l99l butcould not be registered by the cut-off date due to various ."uroor, be allowed to continueto function as before. The employees working in such 
"una"gn. 

will also be declared asGovernment employees w'e.i i.to.tqqt in- terms of the instructions issued videDepartment of Personnel and Training O.M. No.l2l5/9t_Dir.(C) dated Zg.l.lgg2.However, the above benefits will acJure to trre 
-canteens 

on fulfilling followingconditions:-

(a) That the canteen/Tiffin Room was set up by the departmental authorities
before I't October, l99l; and

(b) That the employees in the canteen/Tiffin Room were recruitd in a onopermanner and such recruitment was made on a regurar basis.

The onus for executing the above decision in respect of individual case willdirectly rest with the concerned Ministry/Department. 
- --r

(DOPT O.M. NoJ/4D6Dir.{Cl OaieO 20rh March , tgm )
Llt

The Dilpctor of canteens, Department of Personnel & Training has 5*,'r'*'ly operating a fund known as *iirector of canteens'niscretionfr-;;#. ThisH h been built up frgm the monelreceived from the canteens in the form of initialrrlt$m fee and annual subscriptions, etc which has since been discontinued.
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2.1 Basic Requirements

AccommodationforthecanteensistobeproviHbyfuryt/offrce
concerned in consultation with their Estate Agency' tlffi poviCr:-of frrures and

,.q"tr"d number of fittings in the canteen building like thosc ofccf'g hs' flrnrescent

and ordinary lighting arrangements, power plugs' ryi.fi gGc' ry fuis' geyser'

water cooler, room"cooleri wash basins, sinks, glud f,ct' nth @ counters'

shelves/slabs, fly pro0f doors, adequate running t"uto frGilft fi _zl{' Sga.g" tanks'

Hoodforfumes,Exhaustoverthe-cookingu."]u'."hiF",N*ry.Paint/Polish
etc. and their maintenance thereafter willie responsitril-lty ofe tfrr'itr works agency of

that Department/office. If the funds for this purpose d"u pw*a by the civil

Works Agency, the funds will be arranged by ihe-D.naturffi cmcerned otrt the

rheir own budgetary ;;ar in consultatiJn with their ktlcgdfuial Advisrs'

2.2 Floor Area

The Floor area for a canteen slrould be decided dhglore*mt the strength oi

the Department/Offrce, in consultation with the Ciril ffi ngrysX" which. slrould be

suffrcient to provide a dining hall of a size wirerc 1,3:r dt 5"' strergth courlcl be

entertained at a time with the-provision of a separate h&_m ai preferably separate

rooms for kitchen, Ounrry, store, gas/fuel room, dr-.'; rd;en" hLttcEftbles roo.l rvith tire

Bins/Racks designed to follow the system of "Firs ia fu (y- (F-1FO)' cabin for the

coupon clerk and the dish washing room, etc'

. The floor area for canteens set up afier Februay" l$i frcluding- the space for

dinning-hall and the kitchen etc.) may b* ,o * to c&r t Sq8- (0-0-9. Sq' Ii4etre) per

employee of an office canteens set up prior to Febtury" ls5 muld continue to be

governed by the earlier provision'
(Deptt. of Per. & Trg. O.M. No.4/8/81-Dir.1C) eleS! February' 1985)

2.3 Rent

The nominal rent payable by the Departnrental Crcs and tiffin rooms for the

oflice accommodation ocluiied bathem rvas Re.l/- (Rc- m urly) per aRnun'r prior to

l"l0.l99l on being declared employees of non-Sa*ry Dgrtrnental.Canteens/Tiffrn

rooms as central Government Employees. These calleeEs ild its employees are under

the adrninistrative control of respective MinisrriesfDep{@fJoffices under which

these are functioning"
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2.4 Sublettins or sub cqntractins of canteen prennisps

Subletting of canteen premises to any person or party for any purpose like setting

up a cigarette shop, fruit shop etc. is not permissible. However, if the dernand for such

items exists, the lvlanaging Committee rnay arrange to sell these in the canteen by taking
the assistance of a canteen worker out of the existing authorized strength. Income and

expenditure etc. on this account rvill be credited and debited to the canteen Accounts.

2.5 Pavment of Electricitv and Water Bills

Payment of Electricity and water bills pertaining to Departmental Canteens will
be made directly by the concemed sections of the Departmeni/Office coneemed. Cost of
electricity charges for lights, fans, refrigeration, sterilization and water charges rvill be

bome by the Office/Establishment eoncerned.

2.6 Alternativg cate.ninE arraneements for Central Government gsices.

It has been decided to continue the "ban" on filling up of the vacancies arising in
the existing Canteens. However, sorie alternatives that could be considered are for the
departrnents to locally identify organizations rvhich may be interested in arranging
catering through mobile catering vans for their offices, or catering packed l*nches.
Service af paeked snacks eould also be another alternative. Vending machines fcr
Tea/Coffee and eold drinks are becoming veny popular and the Departments eouid
recommend installation of these machine by 'MinistrieslDepartments. lhe
hitinistry/D€partment were requested to eNamine the above possibilities and make
arrangements tn supplen:ent/substitute existing arrangements already available in each

\lin istrviDeDartrrnent.

.A.nother alternative which could be considered to man the Canteens without
mrOg saff strength is to identify excess Group 'D' staff in the
ilf*fridlepartments and tc post them with their consent, to the vaeani posf in the

(D(ff Off. No.3(4)193-Dir(C) New Delhi, dated the 26e Feb,1996 )

ffi
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CHAPTER-III

FUNDS

3.1 Cenitel Grenb

The provision for financial support to Departmental Canteens for the purpose of
Capital Grants/Replacement Grants, Grants br repairing of main equipmeng loan or
advance has since been discontinued vide DOPT O.M. No.ll5l9l-Dir-(C) dated
9.4.19y2.

3.2 Subsklv on Waees and Grrtuity

As the pay and allowances of the employees of these Canteens who are treated as
Central Government strvants w.e.f. l.l0.l99l are borne by the administration, the
practice of granting a zubsidy to meet 70o/o of the wage bill ofihe staff of these canteens
and the grant of intert* ftee loan to meet 3Uo/obalance thereof stands dis-continued from
1.10.1991.

I DOPT OJVI- NoIU5/1991-Dir.(C ), dated 29.t.t992 |

Loans

All MinishieVDepartments were reqrNed to take necessary action to waive off
the outstanding Loans advanced by them to their Non-statutory
DepartmentaVCooperative Canteens for the purpose of meeting their shortfall in

:1{}ltfitry jrygd on payment of the un-subsidised 3(P/o of wages for the period from
26.9.83 to 31.3.92.

I DOPT O.M. No.3/9/90-Dir.(C), dated 24o September, tg99 |

3.4 Replacement Grgnts

The provisisn for financial support to Departrnental Canteens for the purpose of
Capital Grants/Replacernent Grants, Grants for repairing of main equipment, loan or
advance has since been discontinued vide DOPT O.M. No.l2l5/91-Dir.(C) dated
9.4.t992.
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35 SourceofFunds

The funds are to be met out of the budgetary grants of the Departnenloffice
concemed, unless otherwise specifi ed.

3.6 Head of Account

Separate Head of Account will be opened in the Dernands for Grant of theAdministrative Ministry/Department for maintenance of the n"putt,',"n1"i-C*-t*rtr.

Expenditure on accGunt of bonus payments to the canteen staff is debitable to the
same head under which their salaries are booka.

(substituted vide cGA u.o. No.B(3)6slTA/rs5t dated 2t.t2.tgs7)

3.7 Pavment of Sa.les Tnx

The Departmental/Cooperative CanteenyTiffin Rooms will be governed by Sales
Tax laws of the concerired State/U.T. in whose tenitorial jurisdiction the canteens andtiffin rooms are located.

(DOPT O.M. No.2 I t tB2-Dir(C) dated 24.03. I 986)

3.8 Utilisation of Frrnds

The profit eamed under the head 'Canteen Funds' is meant only for the purchaseof equipments/utensils for the Canteen/Tiff;n Room only. The employ"u o? Non-Stat{ory Departmental Canteens/Tiffin Rooms are Ceniral Govemment employes,w.e.f. 1.10.1991, these canteens and the employees are functioning unig thedministrative control of the respective Ministry/beiartment/office under which these
are functioning. Therefore, the satary and other ierts of ttre non-statutory Canteer/Tiffinp1* employees are required to be apiropriated from the 

-buaget 
cf theDfinisry/Department/Offi ee.

(DOPT o.M- No.3$izf,&2-Dir(c) dated 2nd september,za}2)

- As the.practice 0f annual subscripiion anC regrstratlon fee has been discontin,t€d
nffim declaration of eanteen ernptoyees as Cential Government employe€s w.e.f-l-1fi-4991 vide O.M. cfleven nurnber datec26h April, 1995, such feelsuUscription ismtr d required to be sent.

{SOFT G.M. No.2ZfitZW2-Di(C) dated 20JJ{n3}



(b)

- 14'

The following points are clarified for information and necessary action :-

(a)

(c)

Thesystemofreceivingannuat_subscription/renewal.ofregistration.for
existing regisered cantlnsrliffin Rooms has been discontinued and no

fee on rhis accounr i;;;;mitted for the year 1995-96 (and bevond).

AnnualsubscriptioninthecaseofDepartmentalCanteens/TiffinRooms
whoseregistrationry3-silotrsnewedannuallyforperiod.uptolgg4-95and
paynlent in this ,"gJo'iu outstanding is to be paid, their registration is

required to be reneilJ una annual suls*iption upto 1994-95 remitted to

this DePartment.

In the case of Cooperative Canteens/Tiffin Rooms rvhich have not been

convertedintoDepartmentallandnewregistratio*lYT?:..lotgotallotted
in rerms of DopT a.nr. No.ll l2ig0-Di;.{c} dared 26.10..1993 so far' the

up_todate annual *J"ap,i"" andregistration fee_upto the year 1994-95

and not beyond ir;;;;; tc be rerniued to thls Department along rvith

application r"r rrurtu rlglri*tion and allotmentof new registration number'

' (IIOPT 0.M" No.2CIl118&Dir(C) dated 26'4'1995)

3.10 No finant'gl support for thc nurpos€ of Departmental Cantee s

{I}OPT O.M. No-l}llFlL-ItirTC} dttd 9'4'1992'

NoCapitalCrants/ReplacementGrants,Grantsforrepairingofmain
equipment loan or advance may, be sanctioned for the purpose t0 the Departmehtal

€ante€ns by Ministries/Departments'

It may also k noted that the activities of the canteen are to be kept out of

the Government.activrliat. irr"*r"re, also proceeds_of the Departmental Canteens

may continue te be itp"ui"A in the- Nationalised Bank as hitherto and accounts

operated as pei,fr* inrii*tioas contained in the Green Book' lt may be noted that

the sale proceeds are not to be deposited under government revenue'

Thefundsformakingp$r€has€sofrawmaterialsoffoodstuffand
eatables etc" should be drawn 6,o *it assrnt 4-*io vigilance.to be kept on

the expnditure. The cash bbolc, sock regist€r and^adrer account of the canteens be

regularly cheeked irlli* cr'x'*utu#""t""y of the Managing Committee in

addition to the nor*ui audit which is beingdme at prsenl
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CHAPTER-TV
' EOUIPMENT

{t Eouinment

The standard, illustrative list of articles of equipments, kitchenwares utensils etc.

to be provided at economical antl competitive rates for use in the canteens are as under:-

Main Equipment:- Refrigerator, Gas Cooking Range with fittings, Steritiser Electric,
Hot Case Electric, Water Boiler Electric, Urns Thermal Stainless Ste€!, Grinder Electric,
Espresso Coffee Machine, Stoves Kerosene large, Hot water Bath (Bacine Marie
quipment).

The need for regulating all sales made by the canteens through proper billing is a
nrust. The provision of Electronic Billing Machines may be rnade a part of the standard
equipments.

{.1 Replaccment ofequir}ment,crockerv/utensils

Managing Committee rnay carry out revierv for replacernent of
equipmenVcrockery/utensi !s :-

To be reviewed by the Managing
Committee after every

i) For equipntent 7 to 8 vears

) For Crockcrv/ utensils 3 to 5 years

( i) For furniture 8 to l0 vears

4J LPG:- The scale/size at- LPC equipment approved for the various types cf
Dep:rinrenfnl Cantcens are given belorv ferr the guiclance of the Managing Comnrittees of

,* C'anleeirs aird the fuiinistries/Departments conccmed :-

blore than 'A' Cantesns may, however, instali LPG equiprnents cornaining
,pmprunionalell' higher number of cyl inders-

I{OTE: Ty'pes of Canteens,Tiffin Rooms have sinne bccm rwid vi&
DOPT O.M. liio.liliCl3ml-Dir.lC; CaI€d 22.13-20O4. rerymremm of i-PG wilt
be bas€d on acfual corlsumption-

Tvoes crf Csnii:enslTiffin Rooms Recornnrend*d number of LPG wlinders
'A" Trpe Ctnlcens l0 No.
*S'Tlpr Cantccns I No.
-c' Trre Cantcens 6 No.
-D' Tvoe Cantcens 4 No.
'A' TvDe Tiffin Rooms 2 Na.
-B'TrDe TifTln Rooms 2 No.
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Ministry of Petroleum & Natural Gas has directed the oil Marketing companies

for continuing ttre supply of subsidized (packed LPG)1o all the non-domestic exempted

categories of custo$e6 in t r*s of ireir earlier gn.6er No-P-2001614187'PP dated

13.4.1987.
I D-rr6- Na-15/1(iii)Dffi3-Dir-{C) dated the 17th June,2003 J

The Government has reviewed the matter and has decided to restore the suppty of
subsidized LPC Cylinders (i.e. Domestie) to all Non-Domestie Exempted categories of
custom€r. Aecordingly, the Ministry of Petroleum & Natural Gas has vide their letter

No.p.l70l ll3l}t0g2-l,6it. Dated 29.4.20&3, directed tlie OMCs for continuing the supply

af subsidized (Packed) LPG to all the Non-Domestic exempted categories of customer in

terms of their earlier Order No.P.2001614187-PP dated 13.4.1987. A copy of the Ministry

of Petroleum and Natural Gas letter No.P. fiAlV3l2g*2-Ml<t datd 29.4.2003 is annexed

for information and guidance, in this regard.
( DOpT C.lrt. f,{o.1511(iiiyz003-Di(C} dated the l7th June,2003 )

No.P- I 70 I I I 3 12082-Mkt.

Government of lndia
Minisry of Petrcleum & Natural Cas

Shastri Bhawan,

New Delhi, dated the 296 APril,2003

The Director (Marketing),
IOCL/BPCL/HPCUIBP Co. L&1.

Mumbai.

Subject:-
customers'

I am directed to refer to this Minis-ry-'s leruer of evcn nc- dated 29'h January,2003

on the above subject and to say that the rnalt€r h6 b€n reviewed again by the

Government in ui** of the various repres€ntatio{ts rseived from State/Central

Departments and other Institutions" tt has now been decided that Oil Industry may

continue to supply the subsidized (packed) LPC to alt tl,e l.ion-Domestic Exempted

Categories of cusiomer which were included in the earlier order No.P.2001614187-PP

dated 136 April, 198? of the Ministry-

To
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:. Necessary action by the oil Marketing companies may kindly be taken
:rrmediately. OMCs are also requested to apprise the Government decision to various
State/Central Departments and other concerned Institution who will be supplied
subsidized (packed) LPG as per this order, immediately.

Yours faithfully,

sd/-

( A.K. Srivastava )
Director - Marketing

Tel. (0ll) 2338s339
E-mail: dirm.png@sb.nic.in

Copy to : The Executive Director, PPAC, New Delhi.

1.4 Kitchenware

Angithi Small, Basin aluminium medium size. Belna Buckets (enamelled)
Chakla/(Pastry Board) small Chatni pots, Seives attalmaida, Degchi with Lid aluminium
12" dia, Degchi with Lid Aluminium 10" dia, Dori Halwai, egg-frier (Palta), Frying pan
medium steel, Grinding stone large, Jugs aluminium, Keddu Kash, Karaha-iron large,
Karaha iron small, Kettle with lid aluminium, Khoncha small and large Kitchen knife,
Knife for Halwai, Measures one litre aluminium, Nail Brush, Parats aluminium, Pona for
boondi, Peni iron, Punch for coupens, Sil batta, Soap box, Spoons (Karachi aluminium)
Tarvas iron, Tin box for coupen clerk, Tin cutter, Toaster wire, Tongs, Tub galvanized,
\\'eighing scale small with r.veights.

45 Crockerv and Cutlerv

Coffee pots (4 cups capacity) Cups and saucers flowery, Cups and Saucers
ordinary, Store ware forks, Knives and table spoons, (Stainless steel), Jugs water, Glass
urnblers, Katories stainless steel, Milk pots (2 cups capacity), Plates full, Quarter, Salt
and Pepper containers plastic, Forceps small white metal Sugar Pots (2 Cups capacity),
Tea pots (4 Cups capacity), Tea sets (21 pieces Bengal), Tea spoons stainless steel, Tongs
t srainless steel) Trays ash medium, Trays lunch stainless steel.
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CHAPTER-V
MENPOWER

5.f .1 Review of norms for Departmental Canteens'

As the Ministries/Departments etc. are aware' the norms for staffing in the non-

statutory Central Government run Departmental Canteens functioning under various

Ministries/Departments and their Attached/Subordinate offrces had been in vogue for

quite some time. Wirt, u view to achieve efficient functioning and rationalization of

manpower in the non-statutory Departmental Canteens located in various Ministries/

Departments/Attached and Su6ordinut, Offt."s of the..Central Government' the Staff

Inspection Unit (sIU) of the Depantment of Expenditure, Ministry of Finance had

undertaken a study to review the ;id staffrng norrns' {ter conducting a detailed study

for review of norms for the non-statutory Deiartmental Canteens' the SIU had submitted

its recommendations, inter-alia, with regard io the revised norms in these Canteens' As

these recommendations contained in th-e SIU Report had far reaching implications' the

matter was further deliberated upon through Inter-Depa*mental Meetings/ Consultations'

consisting of the representatives of the fuinistry of P"ttonnel, Public Grievances and

PenEions lOepartmelt of Personnel and Training), Ministry of Finance' Department of

Expenditure, Staff Inspection Unit (SIU) and th!'Ministry of Home Affairs (lntegrated

Finance Division), to huu. further in-depth examination of the implications and

repercussions of the said recommendations. Accordingly, SIU has submitted its revised

report with regard to certain aspects of its earlier recommendation' After careful

examination of all the aspects, the competent authority lus decided to give effect to the

;;;;;Jations of the Stu in the manner detailed here-in-after'

5.1.2 Accordingly, it has been decided to implement the SIU recommendations in the

following manner:-

(i) Re-catesorisation of canteens and the revised stafrlns Dattern therein -

As per recommendations of the slU, the existing canteens will be re-categorised

as per the norms prescribed in Annexures ati) to A(xv) as at Annexure-l' The details of

the staff to be engaged in the re-categotis.i Canteens have been mentioned (therein)'

rivt,ii" aoing ro, tG iltinistries/Departments should adhere to the following stipulations:-

(a) The Tiffrn Rooms should exist only in the buildings where other types of

Canteens are not in of"*tion. Therefore, all tiffrn Rooml presently located in buildings

where other types of banteens are functioning need to be closed

(b) If any canteen is required !o c{erlo more than 650O employees {Annexure A (i)

to (xv) contains staffing pattern for the Canteens catering upto 6500 employees)' the

matter should t" ,tpoJJaio the Ministry of Personnel, Public Grievances and Pensions

(Department of Personnel ancl Trainingi, Office of the..Director of Canteens' In such

cases, DOPT would consider the matteiand may prescribe the revised category and the
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saffing pattern of such a Canteen, as may be warranted, in consultation with the Staff
lnspection Unit of the Department of Expenditure, Ministry of Finance, etc.

{c) The staff rendered surplus, if any, as a result of the re-categorisation of the
existing Canteens will be governed as per the existing Government instructions issued by
the Re-training and Re-deployment Cell of the Ministry of Personnel, Public Grievances
and Pensions, Department of Personnel and Training vide their OM No. l/l/2002-Cs.lll
dated 26.3.2002 read with instructions issued vide DOPT OM No. l/18/88-CS.lII dated
L4.1989, as amended from time to time.

(ii) Up-gradation of Pay Scales of certain posts:-

While laying norrns for re-categorisation of existing Canteens, the SIU have also
recommended up-gradation of pay scales of certain posts. The hierarchy of these posts
and the pay scales attached thereto in the re-categorised Canteens should be as under:-

S.No. Desienation

l. General Manager
2. Deputy General Manager
3. Manager Grade II
4. Manager-cum-Accountant
5. AssistantManager-cum-StoreKeeper
6. Cled<
7. Halwai-cum-Cook
8. Assistant Halwai-cum-Cook
9. TealCoffee Maker
10. Bearer
I I Wash Boy
12. Safaiwala

Pav Scale

5500-9000
5000-8000
s000-8000
5000-8000
4000-6000
3050-4590
3200-490A
30s0-4590
2610-3544
2610-3540
2550-3200
25503240

A statement indicating the existing and the revised designations with
oorresponding pay scales is also enclosed as Annexure 'B'

iliii) Chanse in nomenclature of certain nosts/ designations:-

'ft-ldr a view to have proper utilization of available manpower in the non-stafirtory
]emartmental Canteens, the following posts should be redesignated as under:-

S5,m ExistineDesisnation

-{ccountant
Hdxai
Assistant Halwai

Revised Desienation

Accountant-c um-Man age r
Halwai-cum-Cook
Assistant Halu'ai-cum{ook

ti
fr
$
f
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(iv)

The issues concerning out-sourcing/contracting out Canteen services are
separately under examination of.this Department. The possibility of out-sourcing is
considered before giving clearance for setting up new Canteens and in the exisiing
Canteens also, the possibility of out-sourcing some of the services is considered provided
the existing staff is not affected. However, as and when a final view is taken, the same
will be communicated to all concerned for appropriate action.

(v) Prqper liaisoninp between the Departmental'Canteens and the Office of the
Director(Canteens) -

With a view to have a proper system of liaisoning betr+'een the non-statutory
Departmental Canteens functioning in Govemment Offices and the Ministry of
Personnel, Public Grievances and Pensions {Departrnent of Personnel and Training -
Office of the Director (Canteens) ) after implementing the above recommendations in
their Canteens, allthe Ministries/Departmenb of the Govemment of India including their
Attached and Subordinate offices are required to intimate the details of the recategorised
Canteens, in the prescribed proforma as ai Annexure'C', to this Ministry {Office of the
Director (Canteens), Department of Personnel and Training).

5;1.3(i)All the Ministries/Departrnents are" therefore, requested to initiate prompt action
to give effect to implement the above instructions at the earliest, preferably withln 3
(three) months from the date of issre of this O.M i.e.22.12.2A04. It should initially be
ensured that the Tiffin Rooms exise only in th€ buildings where other types of Canteens
are not in operation. Therefore, all Tiffin Rooms presently located in buildings where
other types of Canteens are functioning shall need to be closed in consonance with para
5.2.2(i)(a) of the O.M. Thereafter. it should be seen if some of the services of the
Canteens can be outsourced. Once this is done, the Canteen should be re-categorised and
revised pay scales be granted after informing this Department as per the prescribed
format (Annexure-C).

5.1.3(ii) If any further clarifications are required in the matter, the same may please
be referred to this Department ersugh the concerned administrative
Mini stries/Departments.

5.1.3(iiD It is requested that this should be mended to on ufinost priority basis and
implementation on the follow-up action be intinrced to this Departrnent early not later
than three months from tfre date of issue ofthis O.M. as mentioned in para-5.2.3 above.

I O.M. No.13/10/2001-Dir.(C] drted 22.72.20A4 |
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From: Annexure -C

The Head of the Department/office under whom the canteen is functioning

To
The Director (Canteens)
Department of personnel & Training,
Room No.361,3.d Floor,
Lok Nayak Bhawan, New Delhi_l 10003.

Subject:

Sir,

The undermentioned canteen/Tiffin Room functioning in thisMinistry/Departmenr/office may;;;r. be re-categor*o with the Department ofPersonnel & Training, Ministry of P..ronn*|, Public d.i"uunr", and pensions.

L Name of the Existing Canteen/Tiffin Room

2. Existing Registration No. of the CanteeniTiffin Room

3- Date since when it is functioning

4' Name & address of the controiling Ministry/Departmenvoffice

5. Type of re-categorised Canteen.

e Canteen

z A statement i".9:1i"9 existing staff strength and the revised staffstrength (afterrecaegorisation of the canteen) with correspond'ing pay scales is enclosed.

L Ttrc department running the canteen shourd send the originer c€rtificdes' r4.6,[Edfre um offices and their *iilingn"s, with the strengfh ,iur*,ur

Yours faithfully,

NrE:
l ' In case of Tiffin Rooms, the Department has to submit a certificare b fteeffect that there does not exist any type of Departmental canteen for the wetfareof the staff in th: 

:aTe buirding. 
'rne 

rirnn Room ,ilid ;; ** ffi *.""b no departmentar canteen. fieference is arso invitJ to parag'phs s22fi[a]nrd 523(i) of the Department of personnerand rraining o.M dat*i'72-n2004-

ildr*rrerue.



-22 -

I DOPT O.M. No. 13/10/2001-Dir.(C), dated 22nd December,20(H I

5.2 Conditions of Service

In pursuance of the judgement passed by the Hon'ble Supreme cgYn of India in

writ Petition Nos.6l 89-7044 una gz+o-s5 (Shri c.K. Jha and others Vs' Union of India

and others), canteen employees working in the departmental/cooperative canteens

registereA *itt Oir""ior(bunt""ns) and locited in Central Govemment Offices have been

declared as'Govemment Employees w.e.f. l.l0.l99l vide DOPT O'M' No'l2lsl9l-

Dir.(c) dated2g.l.tggz anathey have been extended all benefits as are available to other

Government employees of comparable status. Prior to this order, the service conditions

of canteen employees *"r. gou"ined by 'Departmenta] C-alteen Employees (Recruitment

and conditions of service) il.ules, 1980 known as GSR-54- These rules have since been

,"p"ur"o vide Notification dated 15.l2.lgg4 (F.No.3/l/93-Dir-(C) (Annexure-Il)'

With the declaration of canteen employees as Crovemment employees w'e'f'

l.l0.l99l and the necessity for the operating Departlnents to take the canteen employees

on the rolls of ttteii- tegufar establishment, queries with regard to ree.ulllization'

;;;,;";;;bni,rrution erc. of canteen ernployees are being received for clarification'

The position on these aspects are as follow :-

All canteen employees who were working on regular basis (other than those appointed on

ad-hoc/casual basis) prio.,o l.l0.l99l Jitt 6" Ao-ed to be appointed on regular basis

w.e.f. l.l0.l99l in their respective grades

(ii) Prohtion:\__/

All canteen emptoyees who have comphed the probation period satisfactorily in terms of

GSR_54 prior to r.l0.l99r wiu be dffi"€d to have comprited the probation satisfactorily

as on 1.10.1991. For post l.l0.l99l recrgits' if any, probation period as prescribed under

the relevant recruitm;t rules will be applicable. In th" 
"ut" 

of those canteen employees'

who were recruited;;;;;;1.10.199r'u,rt r,uc not completed their period_of probation as

on 1.10.1991, their p"riod of probation will be regulated in terms of Rule 8 of GSR-54'

(iii) Conlirmation:

(a)Confirmationwillbemadeonlyonceintheserviceofanofficialwhichwillbein
the entry grade.

(b) All canteen employees who_have completed the probation satisfactorily as on

l.l0.l99l will be deemfd io be confirmed in thlir respective grades as on l'10'-1991' In

their case, a specificorder of confirmation will be issuid whereafter an entry to this effect

;1i;;;i in tt"i, Service Book. For post l.l0.l9l recruits, if any' normal

confirmation rules ipi"r..iu"O for the Government employees) will apply. Those canteen

(i)



employees who were recruited prior to
probation as on 1.10.1991, they will
completion of their probation period.
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l.l0.l99l but had not completed their period of
be deemed to be confirmed immediately on

5.3 Status of Canteen Workers

The employees of these Departmental Canteens have been extended all benefits
as are available to other Central Government employees of comparable status from
I .10.1991 on being declared Central Govt. employees. Prior to that the employees of the
Departmental Canteens and Tiffin Rooms have been declared as holders of civil posts in
connection with affairs of the Union with effect from I .10.1979, vide Government of
India Notification No.6(2)123177-Welfare dated the I lth December, 1979 reproduced at
(Annexure-lll).

5.4.1 Scales of Pay

The Canteen employees have been declared as Central Gofi. employees w.e.f.
1.10.1991 and they are entitled to draw the regular Central Govt. pay-scale. The pay
scales as per the 5th Central Pay Commission were made applicaUle to the Canteen
employees w.e.f. 1.1.1996 vide. G.1., Department of Personnel & Training o.M.
\o.3/l/(iv)/97-Dir.(C) dated 24.9.1998 read with addendum of even number, dated
:1.10.1998 as under:-

S.

No
Designation Pre-revised Pay Scale

(Rs.)
Revised Pay Scale
Approved (Rs.)

Safai Karamchari 750- 2-870-EB-14-940 25 s0 - 5 s,-2660-60-3 200
2 Wash Boy 750- 2-870-EB-14-940 2550-55-2660-60-3200
3 Bearer 750- 2-870-EB-14-940 2610-60-31s0-65-3s40
4 Tea/Coffee Maker 750- 2-870-EB-t 4-940 26t0-60-3150-65-3540
5 Cook 825- 5-900-EB-20- 1200 30s0-75-3950-804s90
6. Assistant Halwai 82s- 5-900-EB-20- 1200 3050-7s-3950-804s90
7 Clerk/Salesman 825- 5-900-EB-20-1200 30s0-75-395G.804590
8 Halwai 9s0-20-t l 50-EB-25- l s00 3200-854900
9 Cashier 9s0-20- 1 r 50-EB-25- I 500 3200-854900
l0 | Store Keeper/

I Asstt. Manager-

I cum-Store Keeper

iL\tm"g-r G*de
III

950-20-t I s0-EB-25-l 500

950-20- I I 50-EB-25- I 500

3200-854900

32mt5-4900

l: -{ccountant 1200-30- 1440-EB-3tr 4{XX}-1fi}.6fi}0
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r 800

l3 Manager Gr.ll 1200-30- 1440-EB-30-
I 800

4000-100-6000

l4 Deputy General

Man ager

r 200-30- I 440-EB-30-
I 800

4000-100-6000

l5 General Manager | 350-30- I 440-40- I 800-

EB-50-2200

5000- I )u-uuuu

8.4.2 The grant cf revised scale of pay of Rs' 3050-4590 to Cook/Assistant Halwai'

as mentioned above, in various Departmental Canteens is subject to Recruitment Rules

being amended to provide for 7 5a/o of vacancies in these posts being filled by prcmotion

of Bearers and Tea/Coffee Makers and the remaining 25sh being filled b-y Direct

Recruitment failing which by promotion. A Trade Test rvill also be prescribed for Direct

Recruits as well as those prornoted to these posts'

5.4.3 Similarly, the grant of revised scale of pay of Rs-3050-4590 to Clerk/Salesman

is subJect to Recruitm",it Rul* being amended^to provide for 509/o of the posts being

filled up by direct Recruitment of Matriculates, the remaining 5Q%;o of the posts being

filled by promotion oionty matriculates from among the Bearers and TealCoffee Makers'

It is also emphasized that the recruitment to all the posts in Departrnental

canteens would be required to be done strictl-v in conformity with the Recruitment Rules

for which a Model t,u, *tr"uOy been circulut.d to all Ministries/Departments, vide this

Departments o.M. No.3l2l9i-Dir(c) dated 1.3.95. Recruitment Rules for the post of

Cooks, Assistant Halwai and Clerkslsalesman may be suitably amended incorporating

the provisions mentioned in Para 5'5'2 and Para 5'5'3 above' 
c --r^*r-^- iooer

IDOPTo.M.No.3/1(iv)/97-Dir(C)datedthe24thSeptember,l99S|

5.4.4 On the recommendations of sixth central Pay commission relating to canteen

staff in Para 3.8.7 of its report, contained in Part-A of pittt Schedule to the CCS (RP)

Rules, 2008, notifiJ, viAe tvtinistry of Finance, Department of Expenditure Notification

No. GSR 662(E) O"t"O ttr. Zt'h eugust, 2008, the revised scales of pay to the common

category of Non-statutory Departmental canteens employees/staff in various offices

under the MinistrJO"pun-.nO of Govemment oi Indiu circulated vide O'M'

No.3/6/07-Dir.(C) dated I 5ft October, 2008 (Annexure-lV)'

recommendations

Statement indicating existing designations and the revised designations (after re-

categorisation of Canteensfwith corresponding pay scales

5.5
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No Designation Pay scale adopted on the
recommendations of the
Sru

prescribed on the
recommendations
of the SIU.

I General Manaser 5000-8000 General Manger 5500-9000

2 Deputy General
Manaser

4000{000 Deputy General
Manager

5000-8000

3 Manager Grade II 4fi)0-6000 Manaqer Grade II s000-8000

4 Accountant 4000{000 Manager-cum-
Accountant

s000-8000

5 Assistant Manager-
cum-Store Keeper

Store Keeper
Cashier
Manaser Grade III

32004900

3200-4900
3200-4900
3200-4900

Assistant Manager-

:_:1--:l*" 
Keeper

4000-6000

6. SalesmarlClerk 30504590 Clerk 30s0-4590

7 Halwai 32004900 Halwai-cum-Cook 32004900

8 Assistant Halwai/
Cook

30504590
30504590

Assistant Halwai-cum-
Cook

050-4590

9 Tea/Coffee Maker 2610-3540 Tea/Coffee Maker 2610-3540

l0 Bearer 2610-3540 Bearer 2610-3540

ll Wash Bov 2sso-3200 Wash Boy 2550-3204

t2 Safaiwala 2550-3200 Safaiwala 2550-3200
deted the I)eeember"20g4I DOPT O.M. No"13/10/2001-Di(C]

55 Sp€eblAllprYanqe :-

5.6.(i) The Special pay adrnissible to certain categories of Canteen employees i'e"

General Manager, Deputy General Manager, Cashier, Store Keeper and A'ccountant @
5% of their basle pay and tr0% of their basic pay for having under their charge a group of
more than 2-A type Canteens or 4-A type Canteens, respectively, has been discontinued

and it has now been decided that only a fixed monthly amount should be adrnissible as a

Special Allowance for above mentioned posts at the following rates:-

Fosts Canteen category as being

above Type 2-A (Arnor"rnt of
Spl. Allownce P.M.)

Canteen Category as

being above Type4A
(Amount of Spl.

Allownce P.M.)

Cashier. Store-Keeper Rs.l25l- Rs.250/-

Accountant/Deputy
General Manager

Rs.l50/- Rs.300/-

General Manager Rs.l75i- Rs.350/-

if,(ii) The special pay henceforth be ternned as "special Allowance" and the

ne will be admissible w.e.f. l't January 1996.
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5.6.(iii) .The drawal of pay in the revised scales, revised oglign,.fixation of initial

pay, date of next increment etc. witt be settled in terms of ccs (RP) Rules, 1997 '

IDOPTo.M.No.3ll(iv)197-Dir(C)datedthe24thSeptember,l99S|

5.7 Procedure for Disciplinarv Action

TheCCS(CCA)Rules,lg65areapplicabletotheCanteenemployees.

5.8 Trainins

Periodical training programmes for managerial and other canteen staff may be

centrally arranged by the Director of Canteent in liuiton with recognized Catering

Instinrtps. The names of persons to be trained as recommended by the Managing

Committee to the Director of C*t *nr' O"pu**ent of-Personnel and Training will be

sponsored, if tn- numUer of prospective irainees is sufficient to form a group' The fee

chargeable by the Institutes i, to U" borne by the Department/Offrce under whom the

trainee is emPloYed-

(A)

(i)

(ii)

5.9.1 Pension. Gratuitv and General Provident Fund

TheretirementbenefitspensionandprovidentfundoftheCanteen
employeeswillberegulatedinthemannerhereinafterprescribed;-

PENSIONARY BENEFITS:

Those appointed on or after 1.10.1991 will be compulsorily govemed by

the provisions contained in the CCS (Pension) Rules'. 1972' CCS

(Commu,tation of P";;bt) Rules, lryl and the CCS (Extraordinary

Pension) Rules.

Thoseappointedpriortol.l0.lgglandwerestillinserviceonthatdate
will have an oPion :-

(a) either to elect pension scheme under Clause (i)' or

(b) be governed by the Contributory Provident Fund Scheme' The

optiol win i# to be exercised within six months frorn the date of

theissueoftheseordersintheformatannexuretotheseorders.
The option on"" 

"""'"ised 
will be final' Those who do not

exercise *v opiio" within the stipulated period will be deemed to

have opted in fuuout of the pension scheme'

Those who opt for pension scheme will also be eligible for benefits of

familypensionandretirementgratuity/deathgratuityundertheCCS
(Pension) Rules, 1972.

(iii)
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(iv) Those who opt for GPF Scheme shall also be eligible for retiremenrgratuityrdeath gratuity admissibre under tn" ccstpension) Rures, r972.They will not, however, be eligibl. ro. a.iit *rti"" benefits thereunder.

(v) In the case of persons who have retired between 26.9.19g3 and r.r0.r9gl.since they wourd have rendered..ress tt un io ]ea.s quatifying Servicereckoned from 26.9.r9g3 and wiil norbe'"i[itL for monthry pensii;ntherefore, their settrement of retirement u"n"ri, ur."ady done under theDepartmentar 
lr1een Emprovees R;il;"; and conditions ofservice) Rures,.rg!! qnomurgated vide GSR No.5+, dated 23.r2. rgg0 wiilnot be disturbed' Similarly in the case of thos" *no have retired betweenl'10'1991 and the date of issue of these orders since they wouid also haverendered r".r: 

'h1r .r! r9u^ quarifving r"*i." ;;;koned from 26.9.trt]83and will not be eligible for montnli pei*ion, irr*ir retrlemenr of retiremenrbenefits arready done under the 
'Depart;";;;i 

canteens Emproyees(Recruitrnent and conditions of servicej Rr;;; 1980 wiil arso not bedisturbed.

("i) T'he famiri"., g.f th.e ernproyees who died wirire in service betweenl.l0.r9gl and the date oi issue of these or<jerc u,rd *ho are erigibre orhave beel 
flowef. famiry pensions benefirs under the EpF andMiscellaneous Provisiogrs nct. 1952 rvill have an option either to continueto draw famiry pension under the said dcr o;ro"ieceive famiry pensionadmissibre under the ccs (Fensioni Rr",ies, rgiz. rn the rater case thefamily wiil have to ref,und the emprc,yer,s contribution of EpF incrudinginterest thereon received b,"* them.aiongwirh ,irnpi* interest at 6ya perannurn from the date 'f drawar to thr da]e of ,"t. The option wi, beexercised within six rnonths of' the date or- irrr"'"r these orders. Thecption o:}c€ exereisecr ,,vir! be fi.nar. lf nc option is exercised ivithin thestip,,rlated pericd, rhe iamiiies w,ll t,r: de"n.-*jro frur* retained the benefitsunder the EpF and Miseeilaneour pr'r,isions a.i, igsz. ,fhe 

ernployeeswho were nor.subscribing io EpF ii:err fbiniries wiil be erigibre for thebe*efit +f furniry pensi*n inder {.as i l}ensi""i a-r--, r qzz.

iB} F&*]{ESESCAfuFS:

ii) J'hr *mF**yees anpcinted on cr after r.r0"r99r wit be eonrpursoriryg*ver*ed by tiie cenerar prclvident Fun<t (centrar services) Ru!es, rg60.

{it) In the case *fl ernpr+yees reeruited prior to 1.r0.199r and were sti|r inservice on ti':at date and are subscribing to grpl"v.* provident Fund andopt for pensio'i in terrns cf these orderi rhdl t:-;;g;red as follcws :-
(a) The amcunt standing in the EpF accounr as on 30.9.i9g3rerres3nljns the.. ernproyer's contribution ano the emproyeescontribution, sharr rernain in the gpe *""o"* u"ing operated by
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the Chief Provident Fund Commissioner g-T'd to the employees

as and *h"n they retire from Govemment servtce'

(b) As far as contributions made beyond 30'9'1983 are concerned' the

entirebalancelyingtothit";i;;intleEPFaccotintshallbe
transferredtotheCon"i'*"nl*f'ointurnwillcreditthe
employee,scontribution*iir,in."'"stthereontotheirrespective
cPF account and tt," ",npiov*,t.*noiuu'ion 

with interest accrued

ttrereon Jall be resumed by the Government'

(iii)Inthecaseofthosewhowere-subscribingtoEPFs!notoptforpension
scheme in terms of these "td"tt';;t 

;11i ut e'rielute for contributory

provident Fund benefits under- ri,""dpf Rules (l;dia)' 1950' For this

purpose tf"it'Cpr ""t*nts 
will ;*-*d bi-*: respective departments'

The entire balance lying to ,n.ir-.fii, in EPF - uottr employees and

employers .*i,iu,*i"" ii.r, in.","o u".*"0 thereon shall be transferred

to their cpF account to be "*#;?;*i"l 
each emplovee' This can

be done from a prospective a"tt * and when their respective CPF

accounts are oPened'

(iv)InthecaseofthosewhoarenotsubecribingtoEmploveeProvidentFun4
(a}thosewhooptfor-qelsion-fi;;i.iJ,oGpr"benetjtswithef}-ect
tiom l.!0'1991 and (b) tt'o" *ho;; opt for pension scheme will be

untitled to CpF benefits r'O.r'L.*Ct""iiu,o'y'Provident 
Fund Rules

(lndia), 1960'

AlltheMinistries/Departrngfltsarerequested,,f:y.instructionstotheir
a$ached/suUorOinaie- ;ff,;*' and S€ 

-Chai;adsecretaries of the Managrng

cornrnittee of the aforesaid D.pr*t.t; canteen etc' to take inrrnediate

necessary action uno ,"nr. the EFf t ".**ts 
orthe above employees as indicated

in the toregoing paragraphs. 
"tl.T "Iyt;irrg 

the necessary option fromr the canteen

ernployees etc' as indicated in this O'\{'

PROFOR}{A ( De!ete,4)

I DOPT O'M' No'1213'9]-Dir(C] dated the l6th Novesothen' 19821

s.g.?ti)itrvasdecidedthatinthecascofCanteen**p.19Y*uuretiredbetween
l.10.9r to 25"9.93, ,iJr.*i.. ,.norri p.l.rl" ii.q.s3 ^willbe 

taken into account

as q u,al i ry in g u** i 

"' 
iJii "i* "' 

th't th ; ;;;*"i e"'ii rv' 

"19 
l:iliiJ;Tl tXT ;i

H r;r 6"ru, i:*; * uyJij, i,T $lT":lil:l K i.', i #z rr'i' *' r'

however, be subject i*'ir" "n'nj 
or t*plJ1i;i;:"?icontri6ution to the EPF

fortheperiodof,*,uicetakenintou..oun,forpensionarytlenefits,including
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interest received by them, alongwith simple interest at the rate of 6 percent per

annum from the date of receipVwithdrawal to the date of refund.

5.9.2(iD Such of the employees who retired between l.l0'91 and 25.9.93

may therefore, be given an option as per proforma enclosed, if they want to opt
for the pension scheme as specified above, the option form may be sent to them to

their addresse by Registered post, clearly indicating the details of amount which is
required to be refunded. The option will have to be exercised within six months

from the date of issue of these orders i.e. l6th December, 1993 in the forrn at

annexure to this order. The option once exercised will be final. ln case no option
is received within the prescribed time limit, it would be deemed that the employee

is not interested opting for pension scheme and the case be closed.

5.9.2(iii) The Ministries/Departments are requested to issue instructions to

their attached/subordinate offices and the Chairmen / secretaries of the lvlanaging

Committees of the aforesaid Canteens/Tiffin-rooms to take imnnediate necessary

action to settle the cases of the employees as indicated in the above paragraph

after obtaining necessary option from them.

PROFOLMS

Name of the Ministry/DepartmenvOffices
(with full Address)

Name of retired employee

Designation

Scale of pay and last pay drawn.

5. Canteen where he was working.

6. I do hereby opt for the pensionary benefits.

(oR)

I do not opt for the pensionary benefits.
I am fully aware that the option once exercised will be tjnal.

L

7.

3.

4.

Dated:

flltnesses

Signature.
Name & Designation of the emplovee(s)

with present address



L
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Signature, Name & Designation (l).
& Full postal address

2. Signature, Name & Designation (2).

& Full postal address

Countersigned by immediate superior

Inapplicable clause to be scored out

Note. The employee who was contributing to EPF and now opting for pensionary

benefits is required to refund of Employ'er's contribution to EPF for the period of

service taken into. account for calculating pesnionary benefits including interest

thereon received by the employee along*'ith simple interest 60/o pet annum from

the date of withdrawal to the date of refund'

IDOPT O.M.Irlo.l2 /3192-Dir(C) dated the l6th December, 19931

It is clarified that in case of canteen emplo;*ees who have retired or died before

Ll0.9l, their gratuity shall be regulated b1 Rule 15 cf the Departmental cantegn

Employees lReIruitmlnt and conditions oi sen'ice) Rules' 1980" Itr case of

tempoiaryleuasi permanent cr permanent empiolees who have retiredidied on or after

t.tti.gt, itreir grarulty shall be regulate<i b1'Centrai Civil Services (Pension) Rules 1972,

as the .uu" *uy be. it may furthJr be ciarified thai for the purpose of neckoning gratuity,

they shall be entitled to count iheir service from the date of their actual appointn'rent in

the canteen on regular basis.

As regards enti8lerfient of pension. the sarne ri'ili be settle{ 
?s- 

per o.rders.already

issued vide this Ilepartment's O.l'4. l{o. lj,3''92-DiriC) dated 15" November l992 and

O.**4. No. l2l3l92-Dir(C) deted 16'\ Decernber r99-l'

I$GPT G'Fvf' F{o'i2 i3.92-*ir (c'r iated 18th May' 1996 }

5.1$.1

It has heen decided in eonsuitati*;i with i"4iii:rr-;' cl iinence {Departnrent *f Expenditure)

t!.iat €tre employees af qrcn-*qtet:;i-rry Depa-mentai'Cooperative Cantoens/Tifl]n Rocgns

registered with- Dir*eior{Car:tee*si and rvhc liaye been granted the status cf Central

CJvemrnent empleyees wlth cf,fect from 1 ,i'gi in pursuance of the judgement of

H*n'ble Supreme C,*urt of Imdia daied I LiC.9l mei' Lre extended tlie besrefit of Centrai

Gsvernmeni Ernployees Croup lcsuiran:e Sihegre. 1980. For this palipose they nray be

assurned to have joined the C*vesr,:ner;': se:,'lce 't.e-f. ! |:tj.91 and shall be enroileeJ in

terms of elause 4.3 *f ilee afriresaid s*h*rne =s 
iuli-le.iged srembers cf the scheme rv'e'f'

lu'Ju***ry, 1992 and ic? t*ffiYes *f; eiause 5 ct ihe -rcireme, ;!ii:y will be eovered fcr an

appropriate insuranee c{ivsr againe€ subscriptiac of Rs.5l-iRupees Fivei p^er month as the

p**iu* for every Rs.i5,G$6 crf ths insur*nce ccvei for ihe period frorn Lle9llfe
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it.l2.9l from I't January, 1992 they will subscribe at the appropriate rares of Rs. l5/-,
30;, 667-, l20l- per month according to their salary scale. In accordance with para 3.1 of
dre aforesaid scheme it will not apply to the persons who have attained the age of 50
) ears on I . 10.91 .

5.10"2 As no subscription will be payable to the saving fund for the period l.l0.9l to
-11.12.1991, no benefit on this account will be admissible. Other benefits will
automatically come from I't January 1992 when the Canteen employees will start
subscribing at the appropriate rates given in para 5.ll(l) above. The employees
appointed in aforesaid Canteens/Tiffin Rooms in future or after this date will
automatically be governed by this scheme.

5.10.3 All the Ministries/Departments are requested to ensure that the recovery of the
premia particularly from those who have retired/resigned and settlement of death claims
occurred between l.l0.9l and the date of issue of these orders are taken into
consideration.

5.10.4 All the conditions of the Central Covernment employees Group Insurance
Scheme, 1980 will remain the sarne as in the ease of other Central Government
employees.

5.10.5 Option in favour of the scheme frorn those who were canteen employees earlier
rnav be invited latest by 14.8"92. Option once exercised will be treated as final. Those
Dersons who do not exercise any option by this date will be deerned to have opted for the
scheme.

I DOPT O.M. No.t2/2/92-Dir (C) dated 28.5.1992 |

s".il CanteeF Emplovees wil!_not be diverted to nglr-egnteen see_ts

In the Departmental Council (JCM) the staffside has raised the question of sorne
ssntoen employees having been diverted to non-canteen seats belonging to CSCS in some
lryrartments is not proper.

All Ministries/Departments are requested to ensure that the cante€n employees
rilri,,nrh In canteens only and are not diverted against CSCS Posts.

IDOPT O.M. No.l5/3/92-Dir (C) dated 26.2.19961

qlJL] Liimitcd Departmental Comp€titive Examination for oromotbn to Grouo'C'
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lthaskendeciderJthatGroup.D'lGroup.C'Canteenemployeescannot
be permitted to take ;;;;";".**ntur 

'con,p"tiriu! e*u*inations for promotion to

the posts of LDC in CSCSlbther Group;CI oi Group 'D' cadres of the respective

MinistrievD"pu**"no etc. as su"t, scternl, nuu. been evolved to primarily

provide acEelerated'p**o'ions for ttF* t'""9i11* within their own

cdrc/stream. The non-staguto.y .**-*ff already have avenues for promotion

in their set up and, therefore, they 
'**"i u" considered f,or an additional

promotionalavenuesinothercadres/streams.However,non-staiutory
Canteerr/Tiffrnnoomsstaffwill"on'i*"-."beetigibletoapplyandseek
appointmen*,o po* '*t'ith "t" 

filled ui J^?]::::"ditment basis and will also

tiigiur" for the provision relating to age concessron"

( DOPT o-t'l' x" rsnrqCnir(i) dated the 9'h Feb'2000;

s"13

AttentionofthevariousDepartrnentsisinvitedtotheDoPT'soffice
Memorandum r".:, iiqi-;i, rc; i."i-o'i'oil Junuury, 199213'o Februarv' 1992

irnposingacompletebanoncreatiort-"onill-e*o.o'postsinCanteenstill
further instmctions ;";" *ur,*, *nd to-*"y ttit ugrc' a fresh review of the

position and after ."-rii"l"g or,. 1gryU*"itv 
ir urrunging office catering through

alternative means. ,;'il;;; decided t-'il""r- tr'"iai with immediate effect'

As a result the "*iou, D*purt*""t-''&uuUliuL*ents ,having 
Departn'lental

canteens/ Tiffin Rooms s€t up under uh- ;#-l;:; issued bv the Departrnent of

Personnel and Training are **. ft;: ;-:l;i.':f" ihe., vacancies in their

Canteens/Tiffin Rcoms.leepi*g in view the irrstrueticns issued by'the Ministry of

Finance from time 
"c 

time'

Whiietakinsnecessar}acti$*{ofill*pt-hevacancies,thefollorving
aspects m^]- be f'o*i in mind and s"'rictly adhered to :-

(i) Yacancies rvhich remaiclcd unfiiEe<J tbr a period of more than one

5ear uouid be deen'red ;;;;;il; lapsed-in terms of h4inistry cf

: inan'e'- oepa*ment -i e.e-''aTu-:i : y 
: J";l(ll;5i??';?i1:

dated-l.5.i993.Ttrerefi:re.suchvaeanet€Sc
Departments€stab!isir*--""-"-iyun*ofollorvingthenormal
procedure for creatiorlrevival cf the pssts'

(ii) Any vacai';ev rvhich.has remained vacaret for less than one year

---, ;;;;;;-.r. t*-nit*d up direcfv Y*ii9 
irnrnediate nes€ssarv

aetion anC thsreby avord iapsing o'f such vaoancies also"

(iii)Ase:nplcynrentir:tht]anteenshasbeendeclaredasemployrnent
undertheGoo"***,,-t,..tt.,"proeedure.laiddownforsuch
empioyment rvil! u. ,"iftiy'roi-r**.a in all cases. Besides, the
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recruitment would be required to be done strictly in conformity
with the Recruitment Rules for which a Model has already been
circulated to the Departments vide this Department's o.M.
No.3l2/94-Dir.(C) dated I't March, 1995.

(iv) Before resorting to direct recruitment, the vacancies may be duly
considered for filling up by promotion (if so provided in thl
Recruitment Rules) in the first instance. .Further, the claims of
casual/adhoc employees already borne on the strength of the
Canteens rnay be considered for regularization providedihey fulfill
all the conditions enforceably for emproyment in the Government.

(v) Fending requests for employment on compassionate grounds from
the next ol kin cf deceased canteen erirproyees may also be duly
considered as per the normal procedure.

(vi) In no,case, recruitment will be resorted to in the canteen over and
above the staff strength already authorized and sanctioned by the
eornpetent authority for the purpose. The authorization for
different canteens/Tiffin Roorns is laid down in Annexure-lil in
the booklet 'Administrative Instructions on Departmental
canteens' {Green Book). The yardstick for categorization of
canteens into varicus types !s also laid dcwn vide chapter-I {para
1.6) of the Creen Book. Relevant extracts of these provisions are
enelcsed. Registration numbers had been allotted to tlicse eanteens
whietr had sought registratian prior t<l 3l't July, i9g3 indieating
fheir categorization. ln the case of canteenslT'iffin Rooms whose
fun*tioning had been regularized under the provisions of tltis
*epargment's o.M. No.3/4196-Dir.{c) dated the zcftt'March, lgg7
nlso, the noffrls relating to categorizati*n as ,A, Type, .B' Type
etc. will be strictly acfl'rcred to and ihe tctan *n:plclyrnent in thern
kept within the prescrib*d ruraxirnurn limits. F{igher categorizaticn
will nnt be adopted rvhere the user strength has oniy' rnarginall1,
exeeeded. In ease of any dcubt in the matter, this Department mav
be ecnsulted so as to ensure that there is *q: sase of employment
over ancl above the authorized stre*gth. In ease additional staff is
.lustified cn the basis of autherrization, then c?$rmal procedure for
creation oflp*sts will have to be follcwed.

{ }SFT G.h{. No 3l{/92-Dir{C} dated rhe ZZnd June, I99g )
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CHAPTER-VI
UNIFORMS/LIVERIES

6.1 Uniforms

6.1.1 The pattern and scale for provision of uniform/livery items to the

employees working in the non-statutory Departmental Canteens/Tiffin Rooms and

the cost ceilings therefor were laid dorvn vide Annexure-ll of the "Administrative
Instructions on Departmental Canteens in Government Offices and Industrial

Establishments (Called Green Book) and were subsequently revised vide DOPT,

Ministry of Personnel, Public Grievances and Pensions O.M. No.l8(l)/89-Dir.(C)
dated 15.06.1990 and O.M. No.l8(l)/95-Dir.(C) dated29.l1.l995. A Section of
Canteen Employees had petitioned before the Principal Bench of CAT (Vide O.A.

No.273l2001) regarding providing uniformsllivery items to all the Canteen

employees on the same pattern and scale as is being provided to other Group "C
& "D' Central Government Employees.

6.1.2 The Hon'ble CAT has disposed off the petition with the following
directions:

"The respondents shall consider the issue of paltern for provision oJ

unifurms/livery items to Canteen employees considering the stotus

accorded to them by the Hon'ble Supreme Court vide their order dated

11.10.1991 and pass orders v.ithin ttso months from the date of
communication of these orders. "

6.1.3 At present. specified categories of Canteen staff are being provided with

the articles of uniform as per the administrative/functional requirements. The

pattern and scale (quantity) entitlement of uniforms being provided to the Canteen

Lmployees is in accordance with their service conditions, nature of duties and

responsibilities. After declaration of Canteen employees as Governmqnt

employees on the orders of the Apex Court, these provisions, though reviewed,

were not changed since the functional requirements, nature of duties and

responsibilities of the Canteen employees remained the same. The uniform items

entitled to employees are to be in-consistence with the functional requirements of
the job performed by the employees. As the funciional requirements of Group

"C' & "D" Canteen staff are quite different from the one prevailing in the case of
Grourp "CD & "D" employees in Government offices/Central Secretariat, the

entitlement of items of uniform in the case of these two sets of employees cannot

be the same. The O.M. No.l8(l)/95-Dir.(C) dated 29.11.1995 issued after this

review, therefore, takes care of only the price escalation in respect of uniform

materials and stitching charges.

6.1.4 Consequent upon the said judgement of the Principal Bench of Hon'ble

CAT, the provisions relating to the pattem and scale of uniforms/livery items to

the employees of non-statutory Canteens/Tiffin Rooms in Central Government
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Offices have again been reviewed. Keeping in view the directions contained in
the judgement, the functional requirements of canteen employees and in
supersession of this Department's o.M. dated 15.06.1990 and zg.ll.lggs
mentioned in para I above and after careful consideration, it has now been
decided, as a matter of policy, in consultation with the competent authorities, that
the supply of uniform to the specified categories of Group uc' & "D" canteen
employees is to be regulated as per the pattern and scale indicated in the
Annexure-V.

6.1"5 Cloth for the uniforms will be purchased from N.T.C. outlets * (and also
from other approved authorized agencies like Khadi Gram Udyog/Kenclriya
Bhandar/ Co-operative Stores approved by the Central/State Government as
prescribed by this Department). As regards cost ceilings for the liveries/Uniforms
to the Canteen employees, the existing rate on the subject as laid down frorn time
to time by the JCA Divisio;r of the Department of Personnel& Training rvould be
applicable in respect of Canteen employees.
*(substituted vide DOPT o.M. IYo.18/2/20a3-Dir.(C) dated 24th November,

2{}CI3).

6.1.6 ** (The rate of stitching charge of uniforrns supplied to canteen
employees will be as per the rates notified by this Department vide o.M"
No.1414/2000-JCA dated 18.12.2AA0 (copy enclosed). It is further stated that rhe
reimbursement of stitching charges at the prescribed rate should be done only
after the stitched uniforms are produced which are duly stamped with an indelible
ink at an appropriate place on the wrong side of the stitched dress for
identification. A proper record and procedure should be followed as is done in
the case of other common category of employees like Peons, Sweepers, in the
IU in i stri eslDepartrnents).
**(Substitr:ted vide DOPT o.M. No.l8l2l2803-Dir.(c) dated 24th Noverntrer,
2{}S3).

XXXXXXXXXXX

6.1.7 In the case cf canteen employees retiring on superannuation pension :-

(i) No uniforrns be issued to those employees who are due to retire
within three nronths from the date they become eligible for issue of
uniforrns.

(ii) One set of uniform be issued to such of those employees who are
due to retire within one year (not less then three months) from the
date they become eligible for the issue of uniforms.

(iii) cornplete set of uniforms may be issued to such of those
employees who are due to retire after one year from the date they
become eligible for the issue of uniforms.

{ DOPT O.M. No12ftn0[-Dir(C) dated the 2t't Janurrr, Z0ff2l
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A section of Canteen employees had petitioned before the Principal Bench of

CAT (vide OA No. lg$DA12) demanding winter uniforrns comprising of a woolen coat

and pant as being provided to Group 'D' employees working in the Central Government

Offices.

The Hon'ble CAT disposed of this petition with the following directions: -

"The respondents must review annexure A-l dated 2l.l .2002 making a provision

for a woolen pant in addition to the existing winter uniforms for the Canteen ernployees"'

After carefu! consideration of the judgment pronounced by the Hon'ble CAT in

consultation with the competent aulthorities, it has been decided that hencefo*h specified

Canteen employees, as detailed in Annexurre to this Department's O'M NEI' 12i4l2001-

Dir.(C) datg,J 2t .1.2QA2, in addition to the existing pattern of summer/winter uniforms

pr*u.riir"d in the lbid O.M. (dated 21.1.2002), will be entiticd to, a woolen pant

iWi'rlt*/Cr"y) for rnale/Woolen Salwar or appropriate Woolens for female employees

once in twoyears. Other conditions stipulated in the ibid O.lv'!. shall remain thre same'

{ D$PT O.NI. No.12l8/2A02-Dir(C ) dated B'h Ju!y,2SS3 }

6.2 S!itc-hi$e-C-hg'ree; I

Basecl on the demand of staff side in National Council (JCM) the question inter-

alia of revising th€ stitching charges of uniforms supplied to commsft categories of

employees like-Peons, Sweefers, Farashes. Staff Car Drivers, Despatch Rieiers etc' in the

Central Secretariat and its attached and subordinate offices has been under eonsideration'

It has now been decided that rhe rares wrll be as follows witlr inrqqqediele g$-gg*

rnoditying the earlier instructions vide this Ministry o.M. No.l4l2l95-JCA dated 22',-

May, 1995.

WINTER

(1)
(2)
(3)

SUMMEB

(l)
(2)
(3)
(4)
(s)

Buttoned-up-coat and Pant
Over Coat for StaffCar Drivers
I-adies half-coat

Fant (Terricot)
Bush Shirt (Polyvastra)

Blouse
Pettieoat
Saiwan Kameez

: Rs.375l-
: Rs.300l-
: Rs.300l

Rs.68.25
Rs.29.25
Rs.22.50
Rs.15.00
Rs.45.00
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Rs.12.00
Rs.30.00
Rs.22.50

Note:- Previously, lining cloth used to be supplied in addition to the stitching
charges as prescribed. Since May, 1990, however, the cost of lining cloth
have been taken into account while prescribing the revised stitching
charges.

It may please be noted that the reimbursement of stitching charges at the
prescribed rates should be done only after the stitched uniforms are produced which are

Jul-r' stamped with an indelible ink at an appropriate plaee on the wrong side of the
*itched dress for identification. A proper record and procedure should be evolved to
eTlsure that the employees produee the stitched uniforms within a reasonable period (say
me month) after the cloth i,vas supplied to them.

{ DOPT O.M. No. I4/4/20A8-JCA Dated the 18th Decernber,2000 }

fi-3 Clarifi cation resqfll ip_gclqth foUuoolen pant_azuL _Stilghingjharges

It has been decided that henceforth the specified Canteen ernployees will be

provided a woolen pant cloth of 1.20 Mtrs. The stitching charges of the pant will be

reimbursed at Rs" l20l- far a pant once in two years.

{ DOPT O.M. No. f 8/3/2003-Dir.(C) Dated the 8th Jrely,2005 }

6-{ WaghiEglUlowance

6,1.1 With effect from lTth January, 1986 Canteen/Tiffin Room employees entitled for
ss-re of uniforms, are to be paid Rs. l5/- per month as Washing Allowance.

{ DOPT O.M. No. a/5/79-Dir.(C) Dated 12"2.1986 |

6",{l The Canteen employees mentioned in the Annexure are also eligible for grant of
sashing Allowance at the rate of Rs.30/- per month. It is for the
Departments/Establishments to satisfy themselves that the allowance is actually spent

mr the purpose for which it is granted. No deduction what so ever, need to be made for
tfoe period of any leave taken by the employees concerned.

{ DOPT O.M. No. l2l4/200'L-Dir.(C) Dated 21.1"2CI021

(t)
(2)
(3)

Pajama
Short (Half-Pant)
Shirt (Cotton)
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CHAPTER-VII

MODEI, RECRUITMENT RULES

7- Model Recruitment Rules

A copy of the R.evised Model Recruitment Rules for various categories of group
,C' and .D' posts (as at Annexure-Vl) in the Non-statutory Departmental CanteensiTiffin

Rooms locaied in Central Government Offices and registered with Director (Canteens)

(except for the post of General Manager which, will be circulated later) have been

circulated to all the Ministries/Departments for adoption with suitable modifications, if
any, depending upon their peculiar requirements. The Establishment Division (Estt. R/R)

oflpOie,f had earlier issued guidelines vide their O.M. No. 1401712197-Estt.(R/R)'

dated 25.5.1998, asking lvlinistries/Departments to revise/amend/frame Recruitment

Rules in respect ofvarious posts/cadre under their contrcl keeping in view the

recomrnendationi of the 5th Central Pay Commission and other relevant factors, which

are necessary to keep them in conformity with the changed position. The revised Model

Recruitment Rul*r, tirerefore, are based on the suggestions contained in this

Department's O.M No. AB/14fr17112187-Estt.(RR). dated 18.3.88 read with O.M No.

14017/21g7-Estt. (RR), dated 25.5.98 and oiher related instructions issued from time to

time by the Establistrment Division of the DOPT. Ttre changes in the designations of

various posts in Non-statutory Departmenial canteens/Tiffin Rooms, which were

intimated vide this Department's O.M. No. l3/10/2001-Dir( C), dated 22.12.2A04 arc

also indicated in the attactred Annexure -A as rvell as in the Model Recruitment Rules,

on the basis of SIU recommendations. In case of any deviation from these Model

Recruitment Rules, the clearance of Director (Canteens) in the Department of Personnei

and Training may b,e obtained. The Admi:ristrative Ministries/Departments themselves

are requiredlo g"t their recruitment rules vetted from the Ministry of Law and then notify

it in the Gazette of India.

ANNEXURB-A

S.No Existing Designation Exisiing
Fey Scale

Rs.

Designaticns now
adopted on the
recornmendations cf
the SIU

Pay scale prescribed

on the
recommendations of
the SIU w.e.f
22.12.2004
Rs.

I General Manager 5000-8000 Ceneral lt4aciaeer 5500-9000 *

) Deputy General
manager

4000-60s0 Deputy Ceneral
managef

5000-8000

3 Manaser Grade-ll 4000-6Gfls Manager Crade-II 5000-8000

4 Accountant 4000-6000 Manager-cum-
Accou*tant

5000-8000
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Assistant manager-
cum-Store Keeper
Store Keeper
Cashier
Manaser Grade-lll

3200-4900

3200-4900
3200-4900
3200-4900

Assistant Manager-
cum-Store Keeper
**
*'t
**

4000-6000

6 Salesman/Clerk 3050-4590 Clerk 30s0-4590

Halwai 3200-4900 Halwai-cum-Cook 3200-4900

Assistant Halwai
Cook

30s0-4590
3050-4590

Assistant Halwai-
cum-Cook

3050-4590

d TealCoffee Maker 26 I 0-3540 Tea/Coffee Maker 2610-3540

t0 Bearer 2610-3540 Bearer 2610-3540

ll Wash Boy 25s0-3200 Wash Bov 2550-3200

[] Safaiwala 2550-3200 Safaiwala 2550-3200

* Model Recruitment Rules for the post of General Manager will be issued

separately.

** As per the revised staffing pattern effective from22.12.2A04, these posts have

been abolished.

{ DOPT O.M. No"3l2l94-Dir.(C)(vol.Il) dated 14"02.2007 \
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CHAPTER_VIN
MANAGING COMMITTEE

8.1 Constitution of Managins Committee

The Managing Committee for each canteen, as far as possible, should be

constituted separately, out of the officers and staff of the Department/Office occupying
the building in which the canteen is located. If a canteen in a building is shared by more

than one Department/Office, the Managing Ccmmittee should be a combined one. The

funds, in such a case should be proportionately shared, based on the office strength of
each office, or the funds should bd borne in full, by each Department/Office for a term of
three years in rotation. The Chairman and the Honorary Secretary for a term will
normally be appointed from tliat Department/Office, rvhich provides the funds.

8.2 Strength-o{Mggasing Cqinmittee

A model Managing Ccmnrinee shoulC be constituted of seven members
(including the Chairmani as *xpiained in paras 8.3 to 3.9 below. This strength may.

how€ver, be varied at the cliscreticn of the Cheirman accorciing to the local needs.

8"3 e_ltai$EaEr, l4gneging ecm mittee

Tire Chairman shouiii lreierabiy 5e ihe ilead of the )epartment/Office hirnself ar
his ileputy. F{iglter the ievel +f biessines. n'icr: ailicrnsiic rvii! be ihe results"

S.4 F{qs_g{+ ry_$eqre*arr:, lHa qs g lEgj:glqm iggg

Ttre }{oncrai;+ Sec;etar; shr-ruti ili'rmaiii" be ihe Welfare Offlcer, cr tlte

Ad:ministrative Officer ci rhe ]epa:.nisrir"35lie cif ;he rninimurn rank of, a Sectiosl

Sfficer or a Major ar equivai*iri in ierri;ss. '"..{:o shali 5e no:ninated by the Head of tBie

CIffieelBstt. and !n ihe ease.riC:;'p::atr',E Ca:,i:'ens msy ce elected as perthe bye laws

of the Soeicty.

* ilt i:as b*en declieej ;hat:i:e Honorar. Seerela.ies of the eanteens ireed not be

neeessarily an effieer sf :he Ainrin,stiaiive Wlng of tiie coneerned

S{lnistrylE}epartrcen#'Sfflee. Th* :ie:c of }epaimeni n'iay alsc n*rninate an offlcer as

F{cnorary Seenetary wh* is not itom Adminisrratire *Ving and, is *onsidered suitable acld

fulfills the basic erlt*ria of eiigibiii:;,, specifieJ .:: the rules. This decision would be

applieable to ali the Canteens/T'iffii': R.orrms iegistered srith this cifice and located in

Central Government OfHees).
* {BGPT 8.F5. F{s" 35/3192-Sir.{Ci da{e{i the Xi'tr1.9993 I
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fi.5 Official Member

one official Mernber of the rank *f section officer/Major or above, is to bern-rminated by the Chairman of the Managing Committee.

fi"6 Staff Side Members

one each of the staffside members to represent croup ,c, and croup ,D, staff,:a1' be recommended by the staff side of the office councii (JCM) if any f^uncrioning in:mat Department/office, or by the. recognized service associationu oi the employeessrubject to acceptance by the chairrna* thut the members recommended are the real:enresentative of the staff or the chairman may himself noniinate these two members at: -. discretion.

** (The number cf staff sice rnernber would be three instead olrwo as at present.ll-rese members rnay be recommended by the staff Side of the council (JCM), if any,'-;nctioning in that Departrnen#Gffice oi uy the recognir"d .*.ui". Association of the*:ployees. This decision wi*, however, appry o-nt:r to the canteens, which areY'egorized as 'A' and abgve. The representation ortnethff side members in the otherm''lteens/Tiffin Rooms will remain the same as has been provided in ihe above nurq.** (DOPT O.M. Ir{o.15 /3/92-Dir.(C) Dated ZZ.Z.tggS}

$.- Ladv Member

_ One lady member, iflavaitrable in the Department/Office
-'ril:man as a co-opted mernber.

-"_3: "unager 
of the_canteen clr any other canteen worker may be iiominated

-:rsiirnan as a c**opted Member to represent the canteen workers.

Tenure of &Ianagi&c Comrnittee

lhe tenure of the.Managing Committees of the Departmenta! canteens shall bertrmrui-, iorthree years durat;cn, uniess dissolved o."t,*g:.d eariier bv the Head of the- (fls,*. E s-gtr I i shment.

fr": I

l*e Committee functions in the Department/office/Establisirr:renrs. of thelu'r",*r**'r oi India- ior the werfare of the cou"**"n; .;pi;);;:;;::r;,,;orders ofl!& ;,1"i*;nent of India and its functiOns are connected ,,vith the afibirs ol the tjnion.

may be ncminated by the

f$

Iur

by
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The Committee, therefare, does not enjoy' an autonornous status. With respect to the
contractual obligations it functions "fsr and cn behalf o,f the Fresident of !ndia". The
prcceedings of the committee.,.sill not be eanducted or decided on resol*tions or vcting
system, but the officia! decisioe rvili rest **-itlr the Chairn'ran of the Managing Cammittee
i:r llie Head of the Departmerrii0ffice cilrrcsm€d. itrn the case cf cant€ens run by tlie
co$perative societies this provision r,vill appl3'as per tlre bye laws of rhe society end the
cooperative law in force).

8.tl $uorum for rneetisgs

Tire preseilce <lf the Chainnan, the H*narary Secretary and one rnore member wili
eanstiiuie tlie qlrorum for holding a rneeting of the Managing Committee.

8.12 C_a$liuct of busiqessldgfies and resgonsibilities

The ruies of business, specifving the pon'ers. flunctions, dutieslrespcnsibilitles oi
thc m*mbers of the Cornrnittee and cf the Caateen fo{anagers/Workers etc. and the
sysierni; prclcedures, methods etc. to be followed for running of a canteen rvill be framed
by the h{anaging Committee of that Canteen.

s.t3
eanteen

Head of the Department/Office may depute a Covernment servant qrf the rank of
Section Officer/equivalent or below if he can be spared of the existing strength of the
Department/Office for part time or w.hole time assistance to the Managing Committee of
the Canteen.

8.14 Office assistance

Stationery. Stencils, Cyclostyling facility, Postage Stanrps, officc assistance etc.
required to conduct the business of the Managing Committees of the Departmental
Canteens rvill be provided by the Department/Office concemed.

8.15.1 *** (Decanl[lalization of porvergl ][ixA!!en of p[ices of gatable

To meet the additional expenditure if any on the above aceount after withdrawal of
grant, all the Ministries are requested to ask the Managing Committees of the
Departmental canteens to rgview the prices of the eatables sold in the canteens and raise
them with immediate effect. They rnay also keep in view the increase in the raw rna'rerial
and other inputs needed to ru* ths canteen. These instructions may be brought to the
notice of Chairman of all the Departrnental Canteens under your Ministry for strict
cornpliance).

*** ($OPT O.M" Ns. l2l3l9l-Dir.(C) Dated 9th April, 7992)
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fi"I5"2 It was discussed in the 41" Ordinary Meeting of the National Council of the JCM
m{d on the l2th January, 2002 {Agenda Itern No.9}-. The staff side concurred with the
$Dposal to dscentralize and delegate powers to t?:e Managing Cornrnittees of the
:',:ncerned Departmental CanteenslTiffin Rcoms to fix the prices of various items
:repared and sold through the Canteens. However, the Departmental Managing
-;Tnmittee should ensure that while determining the sale prices, a reasonable margin is
rrc"r'ided to cover wastage, wear and tear, breakage of crockery, etc. as no financial
essisrance/grants-in-aid is to be given for maintenance of Canteens/Tiffrn Rooms.
tuti,reover, they should also take care to fix the prices of eatables evenly keeping in view
:he prices fixed by other Departmental Ca*teens in the same b,uilding or adjoining areas.
l: is felt that this would ensure a healthy compe€ition among different Canteens with
:eFrd not only to the quality of the eatable iterns but also their prices. The Managing
-,rrnmittee would be responsible for the quality oiproducts and the prices.

It should also be ensured that representatives/nominees of the staff side are'
ryresented in the said Committee, as at present.

(DOPT O.M. No. 15/4/93-Sir.{C} .Dated 1Itb June" 2002}
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CF{APTER.IX
HYGIENE AND S,qNITATION

9.1 Insnecticns and Surprise Cheeks

Inspections of the canteens should be carried out at regular intervals and surprise
checks by the follcwing authorities :-

(1) The Head of the Department/Office or the Chairman of the Managing
Ccmmittee or their nominee

(2) The Honorary Secretary or any other Member or a Sub-Committee deputed to
do so by the Managing Committee.

(3) The Director of Canteens, Deptt. of Pen. & Trg, New Delhi on any rnatter
concerning the quality of eatables. cost. sanitary conditions, personal hygiene
of ttre canteen workers. physical stocks. account books, ,"rh, p."p"rty, raw
rnaterials etc.

(a) The Medical Officer of the Departnrent or of the local Medical Establishment
of the Govemment of India"

9.2 (Periodical insoection

It has been decided that to hare a becer check on the activities of the functioning
of the canteens, the canteens shoul,l be bnought under the periodic inspection like that ofo&M inspections. the in-op*:i,:;rs being *ndertaken by all the
Ministries/Departmen.o-'Oflfices the;nselies. For the present sucll ins;rections of the
Departmental Canteens'Tiffin roon:s nral be done oncgill two y"u., und- the periodicity
of these inspections be increa,cei ic oncE a \ear in due r"u.r.. The inspeciion of the
canteens of Type 'A' and abore must be c".nducted by an officer not belowin the rank of
Under Secretary, whereas other canteens ci lo*e: category and tiffin roonls may be
inspected by any Cazetted Ot-ficer. ro b,e norninated by the l{ead of Office/Department.
For inspecticn of the canteens a prci-onna has been de.reloped and is enclosed lAnnexure-VII)' A copy of the inspection repoi-t ma1 be put up to the Head of the Departrnent for
appropriate action and a copy of the same ma\ be sent to this Departrnent.

If rnay be advisable that the first inspection in respect of Cante::l/Ti.ffin Room in
various organizations is carried out at the earliest and reaetionichanges ifl :any, that rnay
be suggested in its enclosed Inspection Format in vierv cf your lnspection ernperience are
intimated tqr this Department within a period of rrvo *onih, of the issue of this Office
Memorandum i.e. by 22nd April.lgg3).

{DGFT o.Fv€. No.r5/3/92-Dir(c) dated rr:e 22*d February,rgg3 }
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9J SanitarvDiarv-cum-insDectan Resisfeg

The Managing Committee will arrange to nnainiain a recorci *i'these inspecticns
in the Inspection Register-cum-Sanitar;; Diary lvhieh wili contain tlre ibl!r..wing eoiumns :

, Dat
:

;e
Inspection carried cut by Signatures of

9.4 Suge,estion-cum-Complaint Book

A Suggestion-cum-Compiaint Book in the forrn of a register. containing the
similar columns (as in paru9.2) shall also be rnaintained and produceci fcr ir':specticn to
the inspecting authorities mentioned in para 9.1 at the time of their inspecrion oi rlre
canteen, or as and when required.

9.5 Sanitarv Rules

Model sanitary rules as issueci vide Order No.5/l 1172-Dir.{C} dateci the 28&
August, 1972 are reproduced as (Annexure-Vlil). It must be made clear to every eanteen
worker at the time of his joining service and at regular frequent intervals, t!'rereafter that
any negligence on the part of a eanteen ernployee, with regard to sanitary conditions, will
be responsibility of thai employee under the overall responsibiiity of the
Manager/Supervisor concerned against u'hich prompt administrative action shall be
taken.

9,6 Measures to avoid adulteration cf, fccd articles

The quality of important raw materiais like Milk, Vanaspati, Cooking Cil etc.
used in the Canteens should be clearly displayed at conspicuous places inside the canteen
such as :-

MOTHER DAIRY MILK USED
GROUNDNUT REFINED OIL I.JSED

MILK NOT FCR SALE
I_IYDROGENATED VANASPATI USED

Stern disciplinary actior: shcuid be taken against any employee of the eanteen,
lound indulging in or doing any act wl:ich may lead to the aduiteraticn of food articles
and the Manager/Superviscr c+n*erned will be jointiy held resporesible.

Obser-
vation
Made

i6)

Acticn
t aKen

7\ I {8'}
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9.?

The Eieads *f, tire $epa*mencs/*ffices wiii ara*ge i* iiave tl:e canteen workers
plt3'si;all5' ex*n:i*s.d" il: crder t+ i;'ispe*.€ ihat tfue *.,orfuers*q: tak* reg*lar anei prcper hair
*uts. Lle*p:fu*ir a;si?s tr!*rrne.ir'and *!ean, ii**;* dc :ioi iis..,e eny sig* of a skin diru*r* o. *
s-v:'a:lpta* *f sii;xtents *f the alirne*eary;a:rai, i;:::iai!y r;-!*li:i:rg cf service and thereafter
as end '*hsx r*qr":tred" Fteguiar :neii:ai ex*n':ir*atio* uf tfre iangeen workers may be
arra:lg*ri i* b* d*rle ihrougii ii:e i.'jejira! *fficer cf rhs **paetrnent/Office, or through
any *tlrer fui*eical Agency" ?a;,',*e;:r iiaily, reqarired cr, be made flar this purpose, wiil be
nTaei* by tfu* **caE*Eenl/*f;jre.

S.8 *ri$E far cjgs*ii*g *re*kqi*;f**ide-" *t*.

iqi il*ilecCi*r: *f used er*.*ke1'lcurl*ry' Scr:: dining iabies to a decided spot in the
washiaig m*s?:"

i3) ,R.em*ors.i *f left ::ver focd fi*m tile piates i*i+ a receptaclelcontainer and
passi*g tn*e c:.c t+ wasfu sinl"- .C*"1.

i3,' Finsing *f;crcrek*1ire*tl*r-r anieles ir:cividualiy under running water in wash
sifik Se.l and passing them cn tr: was$? sink r\i+.Z.

q4i Tleating tFrem wltis a wsg *;i*iil,p*ff rvigh a t{ruc* ol detergent powder and
pEacing iircs:: ind:rriduaEiy und*r the r*nning water in wash sink No.2 and
eassi*g them, fbr sterilization

{:i} St*r'jiiaatloci * Th* ivashei arti;les *f'crc*xery ;:utlery *tay either be passed
tilraug& an eiectric ste:liizer or b3"dipping t$rrougfu wash sink No"3 containing
a iigirt soiutie* af potassiuffi F*r:nanganate sr equivalent to be changed
@uen:iy and piating them on e tiited top tii draic ou€ the excess water.

{*} &"ipe thelr; dry witii e clean tewei" exarnine ii" ar'.,y portion of articles of the
crocX<eiy has go?, chipped ofF or therc is a crack, remove it immediately to a
decide<i piac* for a systematic repiacement.

{?} T* be carefuliy store{i ir; storage racks or tc be laid on the shelves for r+
service.

{ei In case c,f tiffin rooms or smaller canteens where lesser number of articles of
crockerylcutlery are involved washing, cleaning, sterilization, operations may
be carried or.lt with the help sf one wash sink {with running water) plus a
couple ofBuckets, Tubs etc,

{9} The last one hour, before closing hours of the canteen, should be utilized for
cieaning all utensils kitchenware, shelves, racks, {looring, sinks, basins etc. to
keep thern ready for use for the next day.

9.9 Licence

_ The Managing Committees of;the Departmental CanteenVTiffin Rooms being run
in various MinistrieslDepartments/Offices wil! obtain the requisite licence from the
concemed authorities under the P.F.A Act, 1954 and the Municipal Act applicable to
thern.

{DOPT S.M" No.Z/E-Dir.{C} dared 22"$S.t9S6}.
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In a court case fi*'?:2'"*4i *i)fiserfiir:g the $..dlnistry cflllefecce $epa*r**ntr:icanteen, the special Metrop*lican tuiagiscrat*, *'b}rgc, li** *errr: has direrrJt{ ,*e saidcanteen to procr:re 'F{eatrti': Lie**se' rr** iin* ryn#* ,* tlaat stri*t *ircek *o*id hemainrained in rhe canteen Kilche:': a:.r* cjeanrin*r* #;;di:: the sa**t;;.-';;* hdir:isiryof Defence has been asked:* rake *pprcpriarr;-"*r*;:;ro*ln ,i* *?o*r""'"
2' The office of the Dir*et*r{iantee*s} ir: {he **pan:r:e*t *f Fers*ni:etr & .}"m!*iirg,
Ministry of Personnel, P'G. and F**si$*s is e**ce;i;; ."viti: ti.re {ayi:.:g *jcrvn brradpolicy guidelines far runni*g sa:cr": ca:':{e*r:s" i-iai+,e"*r. dai-l*-,cay adrninistrat;*n *i ti:ecanteens are the responsibiiii-l' *f :he ccnce*rec! futinisrries,,sepai?r*er:g:i *:r*ugi: tli*irManaging Committees set up for this pL:{p.*se.

3' It may alsc be stated !"Eer* ihai -rtriel hygienac ec:':ci:i+n are t* be $:aintsi?3eti rvl:iieoperating these canteens by t?:e adn:inls*aJve vl;n;u*ii*urg*partyn€** thr*ugi: th*irManaging Committees rv'hlsh ar* iread*d b3i tfoe *ire**r,rDeputy Secretar,,.tAd*?n,).Periodic inspections are r*quirec r* be unde*aken by r!:e cilncerrledMinistriesDepadments ss as tG saairmin u**et :ry!;eErle *on*;*c*s isr {}:es* ea*aeens.Furtlrer' adequate precauti*xs are sle* req,r:ired *o ** tak*n t* ensirre hygiea:ie andsanitary conditions in the Gcvern!*sni run faileeens whic*: er* s*bject tc el.:eeklinsp*c:i*nby the concemed MinistriesEepargmer?as- Aisc perscna! hygiene of the ca*teenemployees is to be kept under sirict vigil through'*fuoaing at regular inrervais a,*dsubjecting them to regular rneEiicai chick l'lp I-* e-ri.-* v*ecinaticns. setaiiedinstructions in this regard have air*ady been'issued l:,-l**i* Dep*rtc.lent vide O.M.l-lo'3/l/99-Dir'(c) dated 3l-$3.i999. Fu*irer as pe, ri",-J i*strmctions eonralned in thecreen Book (clause 9'8), it is ti:e responsibiiity oi tlre h,!*nuging commiftees to obtainthe requisite license from the concemed authorities **a". the Freventicn cf FoodAdulteration (pFA) Act, r954 and the Municipar aor upp*"uule to the$:!-

4' The Non-statutory Depa$rnenta! canteens are spread through out the length andbreadth of the country and the {-ccai Municipai Laws "*?q* place to prace. Thoughutrnosr care, as stated in 
para 3 abcve, is to be taken to *uunt*;" Irigrdt;;dards orh1'giene and sanitary wh]lg running tli*se canteens. yet !n t!:e wake of the orders passedb;* the Hon'ble Speciai Met,-alciita* Magistrate, F;DfuIC, New Deihi alr the!{inistriesrDepartments are required tc take apfrepr;ae n***r*ry acilon ic compry with:!re loca! Municipal Larvs 
-{suc!' as procuring t;*"*r* fo. ,lr*ni*g the canteens, etc.l*trerever such taws are applicable to ti:e Cante*n.

i- Accordingty, a!r the Ministries/Departnxents are requested to takef,ecessary action, as suggesred abcve. wit!.: ieference to a:l canteens r"*c*l"gmir administrative control in attached and $ube;niinate officevfield lorrnationsmrinution to this Departrnent.

{soPT o.IVr. No.tsil/?*s.€ltsir.{c} dated Itrrb Augusi, z{}$4).

further
under
under
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CF[AP3ER-X
WELFAEaE, OF F'F{E CANTEEF{ EMPLOYBES

18.1 Welf*re Cougcils

canreen Employees welfare counciis will be ccnstituted in all the main cities'

?he Del,ni carrteeft Ernpioyees welfare c*unrit (DCEWCi "vill 
be headed by the chief

welfare cffrcer, D*p&T. The *irecto, oilunreens rvill be its Honorary Secretary' six

Members wii! be democraiically elected, liuing iepreseniation to all categories of canteen

**pity**n as per lhe liistribuiion cf merniiership given belorv:-

- Cne ir'lember

- 3ne ir4errrber

- 3ne ir'lember

{i} Safaiwaiar5iiasir **Ys

{7\ *earers

{r?} Tea,Cofiee t*iakers

iej Asstt. Halv;ai-cu:s'r-Cocks'J

iiai'"vai s*ctl :.;i -Cr:* i<s

{5i Cierks , Assis. iv'{anager-e';m-3icre

KeePer

{6i l,{anager Crad*-iE.
h4areag*r *cuirr-Aoc+unta.l'

*Y. Generai Ma:-'ager:, Gei-ierai

Manegers

*ne MemiJer
Jne lvier:rber

3ne iviember

If'the names ci any ci" :he =iecte'j 
,viail'*ers ott'i *i' above six'categories of,

*nnpioyees b.v lt+iding a prcpe. eieclicn "* Ii"t 
intimated ts] the chairman of the council

within a period of 50 ca-vs frcm t-he d"i: ;; iirc noti"e tc this efiect' the Mernbers against

tl:ese ca*siitr:e:.:cies wiii be nominated by the ChairrriSn :*t of the concerned categories

*f'rire employees at his <iiscreticn, so * loi i* ieiay the formation of the Council' Four

to six Mernbers will be nominaiec ay tire 
-nairman 

as officiai side Members out of the

staff e*rpioyed in Depar:ments,'Cffices^Jf iftai clty or th1 Manageriai staff of the local

Depart*ental Canreeis. The:enure oiit. Ccuncit will.be renewed every three years'

urrless dissoivea *r changed ^*riler :r-" *r* Chair:nan. fuleetings will be held once in a

Guarterar eariier:in.t.r!ur". The,-]*" iu*"tien elf thi:; Council *'ill tre to attend to ail

r*:eifare maiters !n general iother *tun i,rCioiiuai cases) with respect to the employees of

the Departn:efitailcooperatlr.'e cunt*.nt-un'J-tiffrn roorns' weliare councils on similar

Eines wiil be set up in ail the cther 
"',";o, 

Jii*= under the Chairrnanship of the Chairman

Central Governrnent En:pici'ees \r'leliaraCoordinaticn Committees of those cities'

1r)"? *:Ug::al_eases)

crievane* is anything vihich :irltates a work*r *n a working condition which is

not tc his liking, rvhicii must be taken itp anJ settted irnmediatciy' A model grievance

settlenreilt proeedure is gi.ren behw,. ilt;h iay Ve suffi*lently rnade clear to all

conc€rneei, provid** 'ihst {iie gri*va*e e is ccnnecieS *'ith +r aiising cut of the wcrk of the

*ggrievei Fersen'
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lilJ G4ev4lgegIaeedure :

Staee I:- trf an employee of a canteen has a grievanceo he should take it up with the\{anager concerned, as soon as possible. The Manager wili settle the grievance normally
e'rd satisfy the individual within two working days. (Most of the gri-"uunr., should be
;enled at this stage).

Stage II :- If reply given by the Manager does not satisfy the aggrieved ernployee or"e does not receive any repry from the Manager, within 
-mu. 

*liting aays, he may;-:mit his grievance.to the Honorary secretaiy of the Managing c|*r;ttl*. The
:-.'-rnorarY Secretary will deal with the grievance and reply wittrin aiother four working
J3'r S.

Staee IIL :- If the ernployee still feels that his grievanee has not been dealt vcith
;;alisfactorily, he may place his grievance within four working days before the Chainnan,
'"{anaging Committee f,or deeision.

Imporlant Note: 
-lf a canteen employee has submitted a grievance through proper

;rannei, while the grievance will be dealt with by the concemed officers, in"the rnean
: ne the aggrieved persons must cornply with the existing orders and continue to perform- s *,ork without any interruption.

111.1 Trade Unions/Se{yice Assoqiations

xr't'4,1 Slnce the employnnent of thecanteen employees is connected with the affairs of
:'-'i I' nion, laboun laws do not apply to these .*pioy."r. As such Trade Union activity is-':l permissible in the Departmental Canteens. The canteen employees rnay, however,

: r: Service Associations, comprising of the office bearers from within the employees of
'::€ Departmental/Cooperative Canteens provided that prior permission to ibrm such
s 
"srciation is granted by the Managing Committee concirned for the local Associations

*:-3 b1 the Director of Canteens, DOP&T for the All india or multi-Canteen Associations
r:er going into their bye laws etc.

I a '4-: (After eareful consideration and taking into account all relevant information and
;h;l'--l's as furnished by various Departments, it has been decided in consultation with the
;':'.l€ient authority that recognition of Associations of Canteen employees either on All:c I basis or Department-wise may not be warranted. It has also been observed that in
.l'r:'-e i i the Departments, C_anteen employees are being represented through Associations
':n *i b}' other category of 'C' & 'Dt Group employeis ut D.p"rt.ental level. Separate
*'''r5n:n;i^3iions for Canteen employees are not found to be either practicable or feasible
rrrirtrr :rg in view the verY small strength of these employees in a particular unit of
-#n:'**Department. It has, therefore, been decided that'there may not be separare
'r,';"ilrlh:r:li&:i3ns exclusively of Canteen employees and they rnay be represented thiough
rii;i$iijri:*; ,ln;rns formed by other comparabie categories of employees.
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All Ministries/Departments rnay. accordingly review the existing arrangements so

that the canteen employees get appry!-r;;i;;i"r settlement of theii grievances at the

Deparrmental tevel ;;ift?ilh'JCM ;; .t.o"gt' trtt p'o""t' of consultation rvith the

recognised nrro"rioirrunionsl l*u"Jo|"ot"ton tlft-:" J the Central level will'

however, continue t"i" Aftt"tsed in-tle National Council(JCM) )'

PoPT o'M' tto'27t2196-#(c);;'"J itt" zoin Februarv' 2003 )

lCI.4.3Itwasdecidedthattherecognitionofaseparatgassociationforthecanteen
employees either ""-eii-mJia 

basis or Departm"nt- *i'" *ay not be warranted'

However, it was o".io"o that the "u*Jn ""*iroy"""t'ouio-get 
appropriate lorum for

settlement or their ;;;;";;; at 
Jhe. #ffiffii':::f*itt'*uer' lct'nt o' through

the process "r """"*i,"ii"", 
*i,r., ,n" lrognizec Associuiiontluni'ns and' therefore'

Ministries/D"ounr*iiJ*Ir* ,"qu"rt"d vide ihi' o"p"tt*"nijt o'M'' dated 20'2'2003 to

review ttre anangerirerit;';;; lir." ,uit"ui" ;:;il io tTl^. the canteen emplovees are

representedtrrrougtlcomparablecategoriesoftherecognisedserviceassociations.
(ooil,o.,[l*o'"1219!1i";,Gio"."oitrel3.bJuiy,2007)

10.5 Meals to Canteen Ernplqvees

Providingoffreemealstothecanteenenrpiol,ees'durlnqtheirlvor}:ing}tounshas
been stopped. rn 

"ur" 
*.uls are allorvJ il;;: 'ui'uult "t''o'"g*u 

may be levied by the

Managing Committees'

Familv &!&"E9
10"6

rhe employ ees o f the D e p artrn en"t : 1f ', : 1: "'",|1 ::ff 
go? 

ff :HiL-* ;J'-ffiT:The employees of the Departrnenmr \'clttrwwrr - 
rnt"of Speciai Casual Leave

under the Familv w;lr*" l':s'h1"^::::l*:l[i".:n-i"::s" Besides such empiovees

;:i:'Jfi'iilti#3ffiitffiTJ".'Jffi :ili?."trT,f-ilX:1;H:;T$?i'ilin*miJil:l::;:s:JJ"ffi1:"ffi H*i{-,{:H:J;1:T:L:T;iHl'ff ::;t-;i;;;tGible for the grant of special-tncrement r* 'rt rvrr* 
;;;.- and ietnains {ixed

amount of next i""'"*5"1i* ui 
'rtt 

time of grant of the co

during the entire servlce'

10.?

Thestaffemployedinthelon;statutoryDepartmentalCanteens/TiffinRoorrtsin
various Minist*eslilrpl**.n , ,*,n*rto*it- Jn*u*g"a 'J-Go** 

the me*'oers of

Depaftmentur sp*rt;'fi;;jl ctuu, *i;; s"4ti*, ri** cooperatives' credit and

Thrift sociery, ete.'arong with the ;il; of the "*pt"y"*u 
in the respective

Ministries/D"pu**L*l*"*ui3**' !u'l::T intnci es of work'

(poPro'NI"x-o"elzlzCIoo-iii<iiJ"i"*tn"23odJannary'2s01)
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10.8 Departrnental Exarrinations - nermiss_ion to take

The enTployees of the Depar-tmental Canteens will be perniitted to appear as
Departmental Candidates to take the interviews/examinatiocis for recruitnrent tL! the posts
Edvertised by any of the Covernrnent Departments/Offiees, if tiiey otherwise f*lfil the
oualifieations and conditions so speeified.

The Departmental candidates ane eligible to avail ef age eoneessigrr upto 35 5,ear:s
only in cases where direct reerultment is made to Group'C'&'!)' postslsel'vices in tlreir
o*n departrnents. This coneessicn is not adrnissible tn L)*par{menral sandi*iates
o.npearing in the .joint examination eonducted by the Staflf S€lection C*rnmisslc,rr for
recruitment to Croup 'C' posts in various *ffices { 3( I y27l83-Dir.{Lr} dareel I 5"S9. I 983 ).

I0.9 AJlqlnleqt_-qf Sgeers! eqq& g"Siaeunsdation :

The date of priority of the employees of rhe non-staturory
Departmental/Ccoperative CanteenslTiffin Rocms shall be reckoned from the date ,:i
ttreir appointment in service, f,or purposes of allotrnent of aeeommodation from Cenerrai
Pool.

(Ilirectorate of Estates O.M. No"n2035/6/87-Pol.IH datet! the l3th Novemtrer, 1997 )



-52-

No.12035/6/87-Pol.ll
Government of India
Directorate of Estates

New Delhi, dated 13.11.1997
OFFICE MEMORANDUM

Subject:- Canteen Employee's eligibility for General -Pool Residential
Accommodation

As per the existing instructions the date of priority of the employees of non-
statutory Departmental/Cooperative Canteen/Tiffin Rooms for detennining the
entitlement of Govt. residential accommodation is taken into account w"e.f. 26.9.1983"

The matter has since been re-considered in the light of the order dated23.9.lg97
passed by the Central Administrative Tribunal, Prineipal Bench, New Delhi in the O.A.
No.26l4196, Canteen Mazdoor Sabha Vs. Union of India and others. trt has since been
decided that the date of priority of the employees of the non-statutory
Departmental/Cooperative CanteenVTiffin Roorns shall be reckoned flrom the date of
their appointment in service, for purposes of allotment of accommodation frorn General
Pool.

concerned are requested to take necessary action accordingly and include the
such canteen employees in the waiting list as per their revised date(s) of

sd/-

{R.D"Sahay}
Dy. Direator of Estates(P)

To:-
(i)
(ii)

Copy to :-

PS to AS(UDy JS(UD)/PS to DE-yDE-ll
Shri S.T. Rajan, Director(Canteens), Deptt. of Personnel and Training"
Lok Nayak Bhavan, New Eelhi-3.
Canteen Mazdoor Sabha (Regd. No"2542, LP-37-B,l\4aurya Enclaee,
Pitam Pura, New Delhi- I10034.

( Mahendra Singh )
Asstt" Director of Estates

Ail
names of
priority.

Al I MinistrieslDepartments
All Officers and Sections in the Dte. Of Estates

Ii.

2"

.}
J,
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cHep"L"o-"t
A$SURED CAREER PROGRES$ION SCHEME

, . " 1 ASP_UR.EDCAIEEER IBQGEIESSIQNSEHEIVTE

ln eonsultation with tl.le Establishment Division of the Department of personnel
.*': Training, the employees of the non*statutory Departmental ianteens/Tiffin Rooms
l{:rilrC in Central Covemment Offices have been extended the benefits of Assured
"ur:ei Progression Scheme (ACPS) vide this Departmenr,s O.M. No. 3/4/99-Di(C)
ffiIn::{ lJ'l.1000 (read with the clarifieatory O.N'!. of ibid nunnben dated 9.5.2001 and
:'r ;:001). The trierarehy oflthe pay scales, that has been applicable to the Canteen staff
r:r: Placement in the highen pay scales under the ACPS, has-also been given in the ibid
- r.{ dated 25"7.200A"

_ I The Staff Inspeetlora Unit (Sl{.J} under the Ministry of Finance, (Department of
I.t.:T rCiture) undertook a detaitred study cif the norms for the staffing pattern'in the non-
ir.lli*tlry Departmental Canteems in Central Governrnent Of'fices and hac! submitted its
r':r: T:nendations. Tlieso reeomrnendaticns have hsen circulatec! for implementation vide
*'-i'T Ofu{ t{o.lfllAlzAA!-Dir{e ) dated 22"12.20A4. These recornrnendations, inrer-
,-" ,r,. irovide up-graded pay scales and revised designations for eertain categories of!lir:i ii the non-statutory Depantn'lenta! Canteens. After implementatic,n oittre Stt-.1,il: -',ilendations w.e.f'22.12.2A04" the hierarchy of posts and pay scales attached thereto

nderulr anteens are as u
Sl.No ffesignaatiom Pav Seales
l. 9_*l*rul Ltelggq1 5500-9000

Deputy Oeneral il4anager s000-8000
Manager Grade I[ s000-8000

+, &{4nage{:q um-A ceountant 5000-8000
Assrstant Manager-curn-Store Keeuer 4000-6000
gqrbq* 3050-4590
Halwai*curn-Cook. 3200-4900
Assistent Halwai-curn-Cook 3G5S-4590
Tea/Coffee Maker 26 r0-3s.40
Eearer 26 I 0-3540
Wash 2550-3200
Safaiwala 255CI-3200

f

r- -lsequent upon revision cf pay seales fon eertain categories of pcsts in the non-
rnlrurl-r . - )::anmental Canteens, as indieated ahove; tlre hierarehy of pay scales that wili

I illltnr ":-: -i'-.'to the Canteen staff fon placement im tire higher pay seales under the ACpS
I wl*rL- : : : - undergo a ehange. Aecordingly, it has now been decided that w.e.f.

[ 
* 

- : '-'] lhe hierarehy of the pay scales that wil! be applicable ro the Canteen staff
I ulilmnrn;rn -":-, r:ns eiigible for tlie grant of tr't and 2"d Financial up-gradations under the

J *n- ' '' : e 35 per ihe restruetured prorcotional hienarchy and it has been given in the

I 'silttltttltltrr^ 
;; 1::e\ure. T'he grant of Finaneial Up-gradation wil! be subject tit the

I 
tiJurrrr-- * :- : '=., pro'nolional nonns.

I
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ll.l.4 The non-statutory Canteen staff, who will be becoming eligible for grant of
Financial Up-gradations under the ACPS w.e.f. 22.12.2}CI4 will be entitled to I't and 2*
Financial Up-gradations as per the nestructured promotional hierarehy on!y. Also.
entitlernent under ACPS in respect $f those cant€en staff who have already got financial
up-gradations as per the earlier hierarchy would also need to be revised w.e.f 22"12"2AA4
as per the restructure<! prcinctlonal hierar*hy given in the Annexure.

l!.t.5 Ai! tlie fu{inistries/Dsp6{tmsnts are r€quested to bring these instruetions to the
notice of a!! the carncerned estabtrishm*nt functioning under them for appropriate actiCIn.

ll"l.6 Thls issues in *onsultati*n with the Estabiishment Division of this Departn:ent
vide their l.D. r,Jo. C-124105-N,JS{[}} dated ?.4.2006 and Ministry cf Finanee {Deg:artrnent
erf Exg:enditure) i"C" U"O. i{* I69l$/2S 6 -tr.C. dated 17 .2.2A06.

Annexure
*******+*'t ** *

{Deleted)
{ [e$PT {}.M. Ns.3l4lZ005-Dir.(C)(Pr) lOlt3th Apnit, 2SS6 |

11"2 Clari$catioe iS..s*ued

The lssue of ACF Scheme has been examined in consultation with Estt. Dlvision
of'this Department and also in accordance u'ith the Mode! Recre.ritrnent Rules circulated
vide this Depanment's O.M. No.3l2i94-Dir.(C{Vol.il), dated 14.2.2A87. Since there is
no requirement of educational qualification ''Matriculate" in promotion to the next grade
in respect cf' the following categories of staff working in the canteens, it has been
decided that the following categories of staff will be given pay scale f<rr the posts for
which they are eligible for promorion to rhe next grade in the standard hierarehy,
{Annexure} :-.

{;) Safai Karamchari
{ii) Wash Bo.v (Dish Cteaner)
{iii} Bearer

{iv} Tea/Coffee lv{aker

The standard pay scales available to the staff of non-statutory departmental
canteensltiflfin rooms functioning in Central Government Offices were mentioned in the
annexure in the O.M. dated 10,/l3th April, 2006, the pay scales to be granted to the
canteen staff on their placement in next higher scale of pay on impiementation of ACP
Scheme, as per standard hierarchy, as mentioned in the annexure attached with this
O-M., will be admissible.

The Min.lDeptts. are reque.sted to implement the ACP Scheme afresh for the
canteen employees holding above categories of posts. Recoveries if made earlier while
implementing the ACP Scheme, may be adjusted in future as per procedure.
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ANNEXURE

STANDARD PAY SCALES AVAII,A8I.E TG TEIE STAFF OF NON-
STA.TUTORY RBFRESF{MENT CANTEENS/TIFFIN ROOMS

t-ocAr

s.\o. Designation Pay Scale
Rs.

Ist ACF
Scale Rs

2" ACF Scale

Safaiwala 2550-3200 26tCI-3540 3050-4590
Wash Eoy 2550-3200 26r0-3540 3050-4590
Bearer 26 I 0-3540 3050-4590 3200-4900
TealCoffee Maker 26 r 0-3540 3050-4590 32004900
Asstt. Halwai-cum-Cook 3050-4590 3200-4900 4000-6000
Cierk 3050-4590 4000-6000 5000-8000
Halwai-cum-Cook 3200-4900 4000-6000 s000-8000
Asstt rnanager-c{Jrn-
Store-keeper

4000-600c1 5000-8000 s500-9000

Manager-curn*
A*ciluntent

5000-s000 55CIO-9000 *

fulanage_r Grade lX s000-800s 55SS-9S{:}0 *

Deputv Cenernl ManaEer 5000-80CIO 5500-9$0$ *
Ceneral IVfanaqer 5500-900$ *

{&SE}T S"fuI. I{o"3/,$l?SS5-Dir.{C} cln{etl the fl4rh Januan"y, Z00S }
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CHAPTER-XII

(DOPT o.M. No.rs/ 4/2007-Dir.(c) dared the 30rh ocrober, zton I

Deleted

12. DELEGATLON OF POWERS

In order to avoid undue delay in the settlernent of cases in future, it was decided
vide DOP&T O.M. No.l5l4l2007-Dir.(C) dated 30th October, 2007 thar reference in the
matter of giving concurrence in respect of the following subjects/items is not required :-

(i) trmplementation of the policy relating to Non-Statutory Departmental
Canteens functioning in Central Governrnent Offices.(iil Opening/Closingfupgradation/Downgradation ofCanteens/Tiffin Roorns.(iii) ACP Scheme to canteen employees.

(iv) Court Cases on the subject.

2' The matter has since been reviewed. It appeared that the delegation of power in
respect of item No. _(i) Policy reiating to irion-Statutory Departmental banteens
functioning in Central Government olficei has created an apprehension that references
on this item is also not required to be made to DOFT. lt ii hereby clarified that the
power has not been delegated on this item and it shall stand deleted from the aforesaidO'M" It is, once again, stated that the policy relating to Non-Statutory Departmental
canteens will remain with Dopr. the other item-s i.e. (ii), (iii) & rirl will be
renumbered as (i), (ii) & (iii).

(DOPT o.M. No"ls/412007-Dir.(c) dared the l2rh Decernber, 2007 I
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13.1

The question of extending certain powers tc Canteen lhr{*negers as ref'erred tc in para
55'?5 of the Fifth Central Pay Cammission's recornrnenrJ.rtions relating to Canteen Staff
has been under examination in this Department. Therefc.:*. keeping inlview the fact that
the Canteen Manager plays a vital role in tire h4anagemr,irr and suieruisory flunetions in
th-e 

day+c-day running of the Canteen, it has oo* bcn',, decidcd ," ,r*ri the Canteen
Manager with the following responsibilities :-

{i) Ta initiate ACR/Probation Reports etc in respect of all ernployees
working in the Canteens as and when due; and

(ii) In cases of minor indiscipline to issue non-recordable warning in respect
of all empioyees working in the Canteens.

While issuing wamings etc. as above, the proeedure laid down/instructions
contained in the Department of, Personnel & Administrative Reforms o.lv{.No.2l0ll/ll8l-Estt.(A) dated 5.6.199r should be kept in view.

(DOPT O"M. Nc.3/3/2000_Dir(C) dated rhe tgth Juty,200l )

13.2 h{onthlv Accounts

It will be responsibility of the Manager concerned to complete and submit all
accounts progressively prepared as on the_last day of every month, within seven working
darl o_flhe following month, after internal audit, to the Honorary Secetary for.puaing uf
to the Managing Committee.
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CHAPTER-XIV

ANNUAL CONTIDE$TIAL BEPORTS

14. ANN{.IALCONEIpENTTAI,REPORTS

After i't October, 1991, the Canteen staff, having become Government
employees, come under the purview of various CCS Rules.

Consequent to the lifting of ban on filling up of vacancies in the Canteens,

it is expected that various Departments/Offices would need to take up cases for
promotion of their employees working in their Canteens. In this context it has

been decided that there should be a system of periodical assessment of the
performance of the ernployees for which Reporting System has to be devised.
Accordingly, Forrns for rendering Annual Confidential Reports on allsategories
of Canteen staff (except Group 'D' staff; have been drawn and are enclosed
(Annexure-lX). Suitable instructions may be issued by all
Departments/Ministries to all concemed including their attached and subordinate
offices.

(DOPT O.M. No.3/l/98-Dir(C) deted the I't February,200l)

*,1** !t *!i* *tf * ** ***:r*:l**'t *'f
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cH4PTER-xy
scHot.dRSHIP SCHEryE

15.1 Scholar,s$ip for.childreq of Canteen staff

It has been decided to institute a'scholarship Scheme'out of the funds available
in the Discretionary Fund of Director of Canteens, as an incentive, for the children of
employees serving in the non-statutory Canteens/Tiffin Rooms functioning in the Central
Govemment offices/Establishments in accordance with the guidelineJ given b5, thg
Department of Personnel and Training.

15.2 The Scheme has been introdueed to encourage higher studies by those children
rvhose past performance had been meritorious. Minimurn standards havgbeen prescribed
for consideration of applications for the award of scholarships. The Scholarshi'ps will be
available for pursuing studies in the standard IX, X, XI & XII at Schoof level or
equivalents like Matriculation and Intermediate/PUC at pre-college level and Under-
Craduate and Post-Graduate level in all established streams oi academic/technical
studies. The details of Scholarships being instituted and the conditions which will apply
are given in the sulcceeding paragraphs.

15.3 Seholprships

The category-wise details of the Scholarships are as below :-

sl.
No

Narne of ScholarshiplClass of
Studies

No. of Scholarships Amount of
each
Scholarshio

Class IX, X or Matriculation Eight (four
Scholarships per
class)

Rs.600/- per
annum

il Class XI, Xtrl or Intermediate or
PUC (for Science Stream)

Four (Two
Scholarships per
class)

Rs.600/- per
annum

Iu Class XI, XII or Intermediate or
PUC (for Non-Science Stream)

Four (Two
Scholarships per
class)

R.s.600/- per
annum

lv. Under Graduate Studies of three
yearso duration (for Science Stream)

Three (One
Scholarship per
class)

Rs.8S/- per
annum

v. Under Graduate studL.s of tlree
years' duration (for Non-science
Stream)

Three (One
Scholarship per class

Rs.8@i- per
annum

vl. Post Graduato Studies of trvo years'
duration (for Science Stream)

Two (One
Scholarship per
class

Rs.l000/-
per annum
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idies of two years'
-Science Stream)

Two (One
Scholarship per
class)

Rs.l000l-
per annurn

rma Courses in
itecture

One Rs.800l- per
annum

greeslBE/B;Tech./
Coursesffinancial

0ne Rs.20001-
per annum

15.4 Awards will be given r.r* yearly basis and every aspirant will have to meet the
prescribed norrns in regard sc r..e percentage of marks in the previous year of study for
beirrg considered for grant i:i' 'resh award during the course of his/her studies. The
awards will be given strictly in ;rccordance witli the principle of the highest one or next
highest one (if tliere are more i!r;* one Scholarship) getting the Scholarship.

Cor'ditions:

(a) Candidates seeking dr*;::.ds of Sehoiarship should have obtained a mlnimum of
60% marks in the aggregate hr liue previous year of examination.

(b) Children belonging to SC/ST categories and Handieapped chil,Jren would be
given a relaxation of l0% rnarks in the minimum standard: '25% oflqhe awards for school
level and under graduate leve! studies (serial No.(D to (v) of p\ra 15.2.t) will be
earmarked for such candidates. However, being an award Scheme theie will be no strict
application of general orders relating to SC/ST/Physically Handicapped. In the event of
the earmarked awards remaining unutilized due to non-s*".::fuction of the minimum
prescribed norrns, the award will be transferred to the generel *iltegory.

(c) Notwithstanding the pre;cribed minimum percentage the award will be given to
those securing the highest mart's. Only aggregate marks will be taken into account.
However, every applicant shouid have obtained the minimum pass mprks in all subjects.

(d) Children of only thosE Canteen employees who are working in Central Govt.
OfficeslEstablishments and wh* have been declared as Central Govt. Employees will be
eligible to apply.

(e) The Canteen Employees from the Departments of Telecommunication, Posts etc.
which are already having separate Scholarship Schemes are to certify that their children
are not already in receipt of Scholarship under.the Schemes of their Departments.

15.5 The Scheme will commence from the academic year 1999-2000 by considering
the performance of the candidates in 1998-99. In case the studies were discontinued in
the previous year(s) i.e., prior to academic year 1998-99 but an applicant otherwise
becomes eligible for consideration, detailed justification for break in the studies during
the preceding year(s) will have to be submitted. All applications will be submitted in the
appended format only (Annexure-X). Applications will .have to be accompanied by the
attested true copies of the Mark-sheets given by the recognized institution such as School,



f3: ?.:g:9f Education/Universities. Original certificates wiil be submitted, ifror, Ior venfication^

fir.}]^#_[Tiry of applicatigns-jn the oflice of Eirector(canreens) wiu
It is expected that

T_*t} I$i* b1*," ro@wing year. rn no case any
ryfcdion received after the prescribed date wilibe entertained.
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**************

It? Application will be forwarded to the oflice of the Director(Canteens) DOpT, Lok
Bhawan, 3d Floor, Room No.32r, New nerri- I l0 003 through concerned Head

Organisation who in--turn will get the same routed throughl;" 
"'H"uJ"oi',f,"

nesment in the controiling Ministry/Department.

rfl The awards of Scholarships will be decided by a duly designated Committee, asry be appointed from time to time. The decision t"krn uy itre Committee will Le finald no representation in the matter will be entertained after award;;; #i;;.' "

l5J It is requested that wide publicity of this award scheme maycemm. grven amongst all

{ DOPT o.M. No.20lr/88-Dir(c) dated rhe 3'd December, t99g }

fFrffiF'*:R
l. 2333 i\ ;'+\J

\ \:. ,-J -1
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Annuar accounts comprising of Income & Expenditure, Trading Account, pi

ft #$"ff#J"1,#::T".".;*i::i i;f f,:' b3 ilf *i'i*,.oiatery on the crose orFinanciatvear.rheseaccountsuft ,,huuing";J#iri,H jffi:tl..i:,l:"ti;"#ffi I
SJhXH;?.|T::K,:| g 

^"- :r:rrrnentar canteen with copies to the Director
F,H'ff'T',ff :&r'N**o"rni"**ffi ffi :ffit":';Jfi ffit:'i,l:'n:':T

16.2 Monthlv Apcounts

16.t

16.3

NOTE:

(a)

CHAPTER.XVI

ft will be responsibirity of the Manager concerned to comprete and submit
il;:SilrJtrnTTir*1T1"*:f :,,11the"ral.g"G;;;;;,oonth,withinsevenworki
iJfi."i,'l'"f-';::;;;:f ,"n*i"i.*"''""oitiJ;n:";?"1::r1;:H?lT;iJ;

The undermentioned books and records are required to be maintained tDepartmentallCooperatiu" Cunt".n, ;'-
(l) Cash Book
(2) Ledger
(3) 

:j:f,"*?,:ler 
(for expendabte irems, coupon books, crockery, (

(4) Dead Stock Register(5) Prepararion Relister (to show eatables produced)
19] Sates Register (Work_sh"u,J 

-

\I Coupon Sales Register(8) Salary R.egister(9) Attendance Regisrer

tl9l BiltRegister{6r sates on credit)(l l) Kitchen Register (if 
" ;r;;;; of canteens is grouped rogether for kit,functions)

(tz) j::#:ifff;ttot, of daily transactions of credit sales and credit purch
(13) Annual Aceounts (as explained in para 9.l)

Annual Accounts

The monthly accounts shourd comprise af triat barance, trading accountand profift snd loss account. The nonthty pro?t ini iorJ)|)rr* may be



-63-

drawn without taking into consideration the adjustments such as
depreciation an assets purchased from canteen fund, prepaid expeses,
outstanding expenses, interesl etc. This would reveal the trend of piofit or
Ioss incurredfrom time to time.

(b) The list of Boolu/Registers given as above is illustrative and not
exhaustive and more subsidiary Books/Registers could be rnaintained by
the canteens, if need be, for efficient functioning. The formats can be
decided locally and got approved by the Managing committee.

{DOFT's O.M. No.3/10/90-Dir.( C) dated 2f November, l99g }

It will be the overall responsibility of the Manager concerned to maintain all
:ooks etc. posted up-to-date and to submit the annual accounts within one month of the
:.ose of financial year and the rnonthly accounts within seven worklng days of the close
:t a rnonth.

16.{ Audit of Accounts

The audit of the Accounts of Canteens/Tiffin Rooms would be canied out by the
)epartmentalised Accounts organisation of the concerned
\{inistries/Departments/Offices. In conducting the Audit the following points would be
rept in view.

Scone of Alldit :

The audit would be carried-out on the basis of the following documents :

(a)

(b)

Administrative Instructions contained in this hand-book and arso
instructions, if any, issued by the Deptt. of Pers. & Trg. (Director
of Canteens), New Delhi from time to time.
Other instructions/orders issued by the Agency of the Director of

Canteens from time to time.

Periodicitv of Audit :

The time schedule of audit prescribed is as under :

(a) Type'D'canteens and Type 'A' &.B,Tiffin rooms - once in 2
years

(b) Other types of Canteens - once a year
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Flowever, the departmcnta! accounts organizations may earry out the audit eal

than the prescribed schedule, ifconsidered necessary'

(iii) Ouqntsry of AuCit : One month's transactions shall be ehecked in d

;jg"mingcheckingcfcastingrnaybeexercisedintheremai
months.

(iv) Form for conduct o.f Au4it : While conducting audit, the audit team

.o*ptutffir collecting organizational, functional and other

lf 'necessary the audit tearn may add mere columns to this fonn' Departmentali

Accounts Organisation while forwarding the report to the Chairman of the

roonn need also endorse a oopy of the riport to the ,A'gency of the Direetor of Can

Ttre Chairrnan of the cantelnltiflin rocm while furnishing oompliance report to

;;il;Organisations should send a copy of such compliance repqfi to the Director

Canteens.
(DOp&T O.M. No.23/3/83-Dir.(C) dt.31.1.1985 and 0.M. dt. the 10th June,19SS)

16"5 Statq$orv Audit

(a) it has been decided in consultation with Ministry of Finance and the Comptrol

and Auditor General of India, that nc statutory audit is required ta be carried out w

respect to the Departmental Canteens/Tiffin Roorns'

(b) With a view to ensure that Managing Committees follow the prescri

inrt*ction, and procedulres issued by the Dlpartment of- Personnel and Training

sanitation/cleanliness, fire-safety measures' maintenance of proper accounts books

observe provisions oith" Food idulteration Act on overall inspectionand advisory i

oi tt " Iiepartmental/Cooperative canteens/tiffin rooms, in and outside Delhi' will

undertaken by the Centralised Agency on canteens set up under the Director of Canter

OOpAf 
"* 

i.gut"r intervals. Tte copies of these inspection reports will be sent to

following for follow up immediate action :-

(i) The Controlling Ministry/Department

iiU Head ofthe Department/Offrce concerned;

iiiil The Chairmurli{ono.*y Secretary of the Managing Committee.

16.6 Retention oerio{ for Records of the Canteen

The following periods for retention of the records of the canteens have

prescribed in consultation with theNational Archives of India:-

(a) Cash Book
(b) Block Register
(c) Dead Stock Register
(d) Preparation Register
(e) Attendance Register
(f) Salary Register

10 Years
l0 Years
l0 Years
5 Years
I Year
35 Years
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.l Y:"r from completion of auditJ years or I year after
completion of audit which-ever is later

=ltates of
rates of depreciation

Furniture
Equipment
Crockery

will not be

l0%o p.a.
20% p.a.
33o/o p.a.

allowed to exceed the under

Authoritye@

I.l

ft ;s;j;tr,j}Tr reasonabte rate of depreciation within I

&ft !'eanindepenr#;:ij":':'j:^',t*:;;:iliJJ:'l.ii*;o:l"i'Tfi {f:*^,:::)r&eme an in d epen d,"; #"Jff 
"',T," 

:i#.:l?,,$l 
. 
Tl ;?"ff ?,":1# rr*r#:hd are cateloriry ur."e;vo;i#*g1*i n"p"i*; {"r*y, thesi articres wi, beffiT ffi::: lTii::::Ti;j:k;;fceived wi,, be credited to the canreen

Responsibilitv for losses

Fach member of tfe. commiftee sha, as.sumg furr responsibirity for efficientry of the canteen and. to ;"d;;;.;; ,r.ir r". 
"r"i;#:" of rosses as far as

ft' as per the duties alrocatedlJitr'ut 
r"n3 committe;,;il; member wi, be herd

di-r liable for overall *giil;,"rrfrii'r,t. .*r-""n1-u","rr"""0 otherwise proveciffi'*::ftr'iloi:n" *i"i'"r i"*"in*" ";;;;;.*prov"" has raired tod to him. st",o oirJp?iljf ;?*:TllljlT{t,,h"l"rp",*airiry of which wasT |11 Stern d.isciplinary ;ffiffi,"fi'"?-ff ;":ffi:Ility or which was

tr#ffi1i';1tr,:?i:nJl*:Ti:ifi ';THJHHT#ffi ,y;i:*H

yTs*@
f.t . 

the aisc.eaon 
* 
or trrEChairman, fr{unuging

Commi$ee

rhe c@
Lommrftee in consultation *it[

A^, jhr_ d isc.eti on-TFEETEd
of the Department office

Heaa.o@
consultation with I.F.A.Gou"*%
controlling Ministry/D"p*r"ii
and the Minisrry of finani"
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16.11 Profits utilization of

Departmental canteens in some of the Departments/Offices which are open to
outside public, like those of DGS&D, Hospitals, Offices of Income Tax, Revenue etc.
with the enormity of sales, are able to make huge profits. The surplus net profits of these
canteens will be utilized equally for the undermentioned three purposes :-

(a) As the Canteens have to run at no profit-no,loss, one third of the amount
of net surplus profits may be used to further reduce the saie prices of
eatables to the extent feasible.

(b) As the success of a canteen directly dep€nds upon the hard labour put in
by the low paid employees of the canteen, the second one-third amount
may be distributed proportionately among all the employees of the profit

' making canteen.

(c) In order not to create a feeling of disparity among the fellow employees of
the other canteens, the remaining once-third amount may be remitted to
the Director of Canteens' Fund, DP&T (para l.16) for welfare of the
canteen employees in general.

16.12 PROCEDURE FOR INYENTORY CONTR.OL IN CANTEENS

Anothec issue whieh bas been engaging the attention of this Department for some
time is the deviation from the p*ocedure established for issue and receipt of stores in the
Canteen/Tiffin Room. This rihimately results in wastages, losses and pilferages. In
order, therefore, to keep proper check and control in the matter it is impressed upon all
the Canteens/Tiffin.Rooms to follow the undermentioned procedure :-

(a) Receipt of Stbres : All materials received shall be examined, counted,
measured, or weighed as the case may be, when delivery is taken, and they should
be taken on charge by a responsible person who shall see that the quantities are
correct, their quality is good and they are according to approved specification
(where prescribed) and a certificate recorded to that effect. The person receiving
the stores shall also be required to give a certificate that he has actually received
the material and record them in the appropriate Stock Register. For Inventory
Control and Physical verification of the stores, the provisions contained in
General Financial Rules, as applicable to Government Offices, may be followed
in principle.

(b) trssue of ,Stores : When materials are issued from stock for use, manufacture,
sales etc., the Store-Keeper or any other person working as Store-Keeper shall see
that an Indent in the prescribed form (may be prescribed by the Managing
Committee as per the requirement/needs) has been made by a duly authorised
person, and examine it carefully with reference to the orders or instructions for the
issue ofStores and release the Stores.
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In view of the emphasis given to maintaining Accounts Reports properly and
controlling Inventory/Stock an attempt has been made to illustrate, through the
Annexures to this O.M., as to how data pertaining to a day's tansactions (assumed here)
of a Canteen will get reflected in the different Books and Registers. It is expected that
the illustration given herein will adequately reflect the step by step actions to be taken by
the Accountants/Store-Keepers/Managers etc. It is requested that the
Forms/Formats(Annexure-Xll) as used in the illustration rnay be adopted for casting of
the Canteens/Tiffin Rooms Accounts from the financial year 2000-2001. It is also
requested the illustrations may be gone through in detail so that no difficulty is
experienced in compliance.

The above instructions may be strictly followed by all concerned.

This issues with the concurence of Controller of Accounts, Ministry of
Personnel, Public Grievances and Pensions and Controller of Accounts, Ministry of
Finance, Department of Expenditure.

{DOPT's O.M" No.3/10/90-Dir.( C) dated 24th November, 1999 }
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ANNEXURE-: I
( Para 5.1.2(il )

ANNEXURES TO DOPT Q.M. NO.1.3/10/2001-Dir.(O dated 22.12.2004

Annexure A (i)
NORMS FOR TIFFIN ROpM 'B' TYPE

Revised Range: 25-49 employees

Annexure A (ii)
NORMS FOR TIFFIN ROOM 'A' TYPE

Revised Range: 50-99 employees

* Note:One Bearer may be provided instead of Counter Clerlc/Sales Man.

The work relating to Counter Clerk/Salesman can be looked after by
Tea/Coffee Maker. As there is a very nominal collection, the record can

be maintained by the concemed Section dealing with the Canteen mafters.

Annexure A (iii)
NORMS FOR'D' TYPE CANTEEN

Revised Range: 100-500 employees

S.No. Name of Post Scale of Pav Revised Norms
Tea/Coffee Maker 2610-3540

2 Wash Bov 2550-3200
Total 2

S.No. Revised Desisnation Scale of Pay Revised Norms

Clerk 30504590 +

2 Tea/Coffee Maker 2610-3540
J Bearer 26r0-3540
4 Wash Boy 2550-3200 l

Total 3

S.No. Revised Desisnation Scale of Pav Revised Norms
I Manaser -cum-Accountant 5000-8000
2 Clerk 30504590
J Halwai -cum-Cook 32004900
4 TealCoffee Maker 26rc4544
5 Bearer 261A4540 2



6 Wash Boy 2550-3200 l
7 Safaiwala 25s0-3200 Services to be outsourced

in the long run
Total 7
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Note:
l. 'D'type Canteens should provide for lunch facility.

Annexure A (iv)
NqRMS FOR,.C' TYPE CANTEEN

Revised Range: 501-1000 employees

Annexure A (v)
NORMS FqR'B' TYPE CANTEEN

Revised

S.No. Revised Designation Scale of Pay Revised
Norms

I Manager Gr. ll 5000-8000 I
2 Asstt. Manager -+um-Store Keeoer 4000-6000 I
J Clerk 3050-4s90 2
4 Halwai-cum-Cook 3200-4900 I
5 Asstt. Halwai --cum-Cook 30504s90
6 Tea/Coffee Maker 2610-3549
7 Bearer 26t0-3s40 4
8 Wash Boy 2550-3200 2
I Safaiwala 2550-3200 Services to be

outsourced in
the long run

Total l3

ev l00l-1500
S.No. Revised Designation Scale of Pay Revised

Norms
I Manager Gr. II 5000-8000 I
2 Asstt. Manager --cum-Store Keeper 4000-6000 I
3 Clerk 3050-4590 2
4 Halwai-cum-Cook 3200-4900 2
5 Asstt. Halwai -+um-Cook 3050-4590
6 Tea/Coffee Maker 26rc4540 I
7 Bearer 2610-3s40 5
I Wash Boy 2550-3200 2
I Safaiwala 2550-3200 Services to be

outsourced in
the lons run

Total l5



NORMS FOR'A' TYPE CANTEEN

l50l-2000 employees '

NORMS FOR'2A' TYPE CANTEEN

Revised Range: 2001-2500 employees

Revised Designation

Asstt. Halwai +um-Cook
26tA-3s40

2ss0-3200

Scale of PayRevised Designation

Asstt. Halwai -cum-Cook
2610-3540
2610-3540

TealCoffee Maker

2550-3204
2550-3200
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Revised Range:

NORMS FOR '4A' TYPE CANTEEN

NgRMS FOR'1A' TYPE CANTEEN
An,nexure A {viii)

2501-3000 employees

Annexure A(ix)

3001-3500 employeesRevised Range:

S.No. Revised Designation Scale of Pay Revised
Norms

I General Manager 5500-9000

2 Denutv General Manager s000-8000

3 Manaser-eum-Accountant s000-8000
4 Asstt. Manaser-cum-Store Keeper 4000-6000

5 Clerk 3050-4590 4

6 Halwai -cum-Cook 32004900 2

7 Asstt. Halwai -cum-Cook 30s0-4590 J

8 Tea/Coffee Maker 2610-3540 2

9 Bearer 2610-3544 r0
l0 Wash Boy 2550-3200 4

ll Safaiwala 2550-3200 Services to be

outsourced in
the lons run

Total 29

S.No. Revised Designation Scale of Pay Rbvised
Norms

I General h&nager 5s00-9000 I

2 Deputv General Manager 5000-8000 I

J Manager-cum-Accountant 5000-8000 I

4 Asstt. lVlanager-cum-Store Keeper 4000-6000 I

5 Clerk 3050-4590 5

6 Halwai -cum-eook 3200-4900 J

7 Asstt. Halwai -cum-Cook 3050-4590 J

8 Tea/Coffee Maker 2510-3540 J

9 Bearer 2610-3544 t2
l0 Wash Boy x5a42A0 5

ll Safaiwala 2554-3200 Servicesto be

outsourced in
the lons run

Total 35
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Revised Range:

Revised Range:

Annexure A (x)

3501-4000 emPloYees

4001-4500 emPloYees

Revised
NormsRevised Designation Scale of PaY

S.No.

5500-9000 I
1 \Jttllgtcr rvl4rrs6vr

Deputy Generai Manager

Manager-cum-Accountant - -

Assil]ffi nager-cum-Store Keeper

Cierk - -
Halwai-+um-Cook

T-t-n H--4lyui*u*-cook
Tea/Coffee Maker
Rearer

r Wash Boy
I Safaiwala
I

I

I rotal

5000-8000 I

?
3

s000-8000 I

4000-6000 I
4 ros0-+sqo 5
5

3200-4900 J
6 3050-4590 4
7 26t0-3544 J
q
9

2610-3540 t3

2550-3200 5
l0 2550-3200 Services to be

outsourced in

the long run
l1

37

Scale of PaY 

-
Revised Norms

S.No. KOVIS9o tlgstBtlarturt

General Manager
T-\cnr rrw General Managgr

5500-9000 I

5000-8000 I
2 1

fuanager-cum-Accoulant - -
, Q+nra l{aener

<nnn-Rnoo
J

4000-6000
4 A SStt. tvtdl l4Hsl

Clerk
LIa lrrrq i ---r'r rm -Ceiok

roso+sq0 6
5 43200-4900
6 4

ilsstt- Hahn"i *um{ook
Tea/Coffee Maker

Bearer
\lloch Flnv

30504590
7 32610-3540
e

2610-3540 l5
9 62550-3200
l0 Services to be

outsourced in the

long run

Safaiwala

Total

2550-3200ll

42
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AlnqxurgA (xii)
hIORMS FOR:7A' T}IPE CANTEEN

Revised Range: 4501-5CI00 employees

An n eLrI re_,{_.:ig! i i }
L*rAeMS fAB j8A: TYFE_CANTEEj\I

Revised Range: sCICI l-5500 employees

S.No. Revised Designation Seale *f Fay Revised
Norms

I General Manager 55*S-90S+
2 Deputy G*neral fulanager s00(i-s*00
J Mam ager-curn-Accountant 5*00-80fi0
4 Asstt. Manager*cum-Store Keeper ,4S0r}-6000
5 Clerk 305CI-45qC) 7
6 Halwai --eum-eook 3200-49CIO A+
a Assft. Halwai -curn-Caok 3CIs0-4590 5
I TedCoffbe Maker 26 I S-3s40 J
0 Bearer 26 I 0-3540 l7
l0 Wash Boy 2ss0-3200 6
ll Safuiwala 2550-32fiO Services to be

outsourced in
the long run

TotaN 46

S.No. Revised Design*ti*n Scale of Pa3, Revised
Ncrms

I
I General fu{anager 5500-900s 1

I

2 Dgprrty Gqlreral Mqnager s000-8000
) Manager-cum-Aceountant s000-800s 1

l:
1l
tl

\1

4 Asstt. Manager-cuan-Stene Keeoer 4000-600CI
5 Clerk 305CI-4590
6 Halwai *cqrm-Cook 3200-490G
I Asstt. Haiwai *eum-Cook 3050-4590 5

aJ

18

I T'ea/Caffee Maker 26rc-3540
9 Bearer 26rc-3540
ts Wash Boy 2550420A

25s0-3200
7

S.*r*s t" b.
outsoiirced in
the long run

1t Safaiwala
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Total 49

Anr=cx-lrc A (xjv)
NORMS qOR.' 9A' ryPF GCANTEEN

. Revised Range: 5501-6000employees

Annexure A (xv)
NORMS FOR 'IOA' TYPE CANTEEN

Revised Range: 6001-6500 employees

S.No. Revised Designation Scale o{Pay Revised
Norms

I General Manaser s500-9000 I

2 Deputy General Manaser 5000-8000 I
3 Mana ger-cu m -Accountant 5000-8000 I
4 Assff. Manager-cum-Store Keeper 4000-6000 I
5 Clert 30504590 I
6 Halwai -cum-Cook 32004900 5

7 Asstt. Halwai --cum-Cook 30504590 6
8 Tea/Coffee Maker 26rc4s40 J
I Bearer 2610-3540 20
l0 Wash Boy 2s5A42AA I
ll Safaiwala 2ss042a0 Services to be

outsourced in
thei lons run

Total 54

S.No. Revisd Designation Scale of Pay Revised
Norms

I General Manager s500-9000 I
2 Deputv General Manaeq s000-8000 I
3 Manager-cum-Accountant 5000-8000 I
4 Asstt. Manager-cum-Store Keeoer 4000-6000 I
5 Clerk 30s0-4s90 9
6 Halwai --cum-Cook 32004900 6
7 Asstt. Halwai --cum-Cook 3050-4590 6
8 TealCoffee Maker 2610-3540 4
9 Bearer 2610-3544 2l
l0 Wash Boy 2ss44200 8

ll Safaiwala 2ss44200 Services to be
outsourced in
the lons run

Total 58
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ANNEXURE-II
(Para 5.2)

Depa rtmentaE Canteexe Ennployees (Recruitnnent a nd
Cosrditfions of Seruice) R.ules, lg8CI

NOTIFICATION

C.S.R- 866(E) [n exercise of the powers eonferred by the proviso to Article 30g of
!l* Constitution, fres!{9nt hereby repeds the Departmenral Canteen Employees
(Recruitment and Conditions of Serviae) (ules, 1980 on and from the firs1-day of
October, 1991.

I F,No.3/l/93-Dir.(C) j

Date: IJ.12.1994
sd/-

(Sarita Prasad )
.Ioint Secretary to the Covt. of India

In pursuance of the orders of the Hon'ble Supreme Court dated the I le October,
{99! in Writ Fetition Nos.6l89 to 7044 and 8246 to 8255 of 1983 in rhe case of C.K. Jha
and other€ Vs. Union cf India, Central Government declared the departmental canteen
ernployees €s CentraE ecvernrnent ernployees with effeet from I" bctober, 1991. In
view ofl tiris, the Depaltrnental Canteem Employees (Recruitrnent and Conditions of
Service) Rules, 1980 have become inoperative. Since then, the departrnental canteen
employees have been govemed under the relevant rules and regulaiions applicable to
hslders of civil posts under the CentraE Governmeftt and are biing given'the senice
benefi* as applicable to other Centra! Governrnent employees of compirable status. For
rernoval of any doubt about the applicability of the relevant rules and in vier+, of the
above sirc0tnstances, it has been decided to repeal the Departmental Canteen Employees
{Recruitrnent and Conditions of Service) Rules, 1980 withretrospective effect i.e. on and
from the first tlay of October, 1998. {t is certified that none will be adversely affected b1.
the reason of giving reftospective effect to the repeal of the aforesaid rules.
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GOVERNMP}IT OF INDIA/BHARAT SARKARMINISTRY oF H T\aE AFF;iiSiGn,u naaNTRALAYA(DEPTT' OF PERSONNEL AH;ilSTRATIVE REFORMS)

New Delhi, the I Ith Decembe r, l9T9

NqTIFICATION

No'6(2)/23177'welfare' It is hereby notified for the inf,ormation oflail concernedthat the Govemment of india h"";;;i;; a crecision tol.L-i, *rrl, effect rronq the i,,day ofoctober' r97g, an posts in tlt* .uni"ens and timn ,ocuns run departmentary by the
fi::!,Tf*?J-li:*:::fu'f i1,on"*.,;on *vith the ;r'#; 

"ili," ri-i"nl'f,'Jo,c;"gry
ir,*c*,,i.*rd;;;;;T'K:._:*!1ilif;?i'*,d;*g**,,:,n,"#,;*nn*
FL'f#3[t#;'i;rg *"1-r-l[siiii,* co*ur;r*rion to'nl"e rsrrospective errect rrom

sdA
(T.V. RANCARAJAN)

Joint Secrefarv
No.6(2)123i?g-lVeifare dared the I lrh Deeember, l9?9

Copy forwarded fcr infornation and:ree*ssary ac{iein to :

l' AII fvfinistriesr*epartrnents ort!: cc1t",cf India {As.per,standarc! risr,\, f6glx*trsecretariat' Lok sabh"a 
's"t."l"rr-i'r-oiv* 

sabha seeretsriat, union Fublic service
lffiiij??;fffi,on::""' ";J;;;*, d***,ur ,,ri-*i-, i"n*olrer Gan*rar *r 

'ereg:ce

3;",*,x:ff.*J.?,:.oils::x,ji-f 
i,,:;nteens 

riffin Rooms run deparrrnenrally in

fl-!/

Under Secrerary to the Cor,. ol liJJ

(Para 5.3)
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Annexure-fV
No.3/6/07-Di(C) faI'a 5"4'4)

- Govenun# of India
Ministry of, Personne!,-puUlic Cr;evances & pensions

(Deparnnenr 
"J_r_"ff Trr 

& T;fu;d 
v'drvrrr

RoomNo.36l , 3d Floor, Lok Nayak Bhawan,
New Delhi, dated the tSe OctoUer, iOOg

{AXsi} f;esews*.,:-effi :.

Gr*'':'p *D', canteen- Emproyees 
-wher 

<!o rist psssess eduea:ic:raiq*ea*!fi*atien' ar* ** he plaeed fiJi,,',:l; Fay B*xd iss under :-

The undersigle$,;l direeted to state that the Government,s decisioq on t"\erecorrur:endarians cf sixrh celtrar eay comr-G;; ;#"igto canreeu staffinPara 3"8"7 of irs report, eoctnined m Farg-a of First **;r**&* rp the ccs (Rp)F-*!es'20's*, na:ified' 
"ide M;i*hy oi nin*.., o*p*o*-.* of ExpenditureNcr ! f: ;at i o* ts, o Gf R_ 662(s) JriJ',i,_'z s-f ;;H,ffi fr i* *,, consideredin cossq*fa'lo* wirrr i-'{ini;e" *r n*""* ($rgmeirr of Exp*nttiture) and ithas b'e*e deeicr*d to-grar:t rlr roHondng revised scares of;;; to *re coflunoncategCIql, erf Ncrt-srerE:€*ry separr**n,ir c*il -*il;I_J,n*e in variouscffic*s ucsdes cire h4inisrr!i*rn*l-rt*-.Iirt** csver€?nlc&t of 

'grdi*: 
_

{AX*} fu:"rie-i-i:g$ss :-

Ali *"uislin,q Gr*u,p.*, il*,Rteen empic.y**, *re :,: be pi;ccC ir, Fg_t withSnrde Fa;, of R.:-lsq;0,,- i..*-F; i;;r#Tu* 
.o, Canreen [mpi,:3,*es who donot possess rire *idr:urn .du*:r**nai q*ui;u,*u,ro,rs; *: rec*ier :-

Subject:-

s3.

rt'*"
f$arcr* tt€
Pet

Frr*re*'is*d
aexle ogpe3

il€fte
of E*s3*

Ean<is

e*rra*;r*xci-
6egFsy F]*mc$s

{5}

eorreepoudin
g Grade Fay

(ti f:)
{3} t4

I bdlatwala Rs.255{}-32*i) PS-I Fc {?ni}-a* iEE R.s. l8G02. W*sh Fov *e ?i€l"r 1 Pb-t
1 Bearer

fq$. JJUU-3{J.:$S fi.s" 1800
r{:r,"ds I i-r*J34{J PE.I R{.52#S-2*"?ilS Rs" 1800Tc.*rCoflfe

il,iaker
Rs.3Sl&.j54S PS-I R*" 52SS-?*,2CIS Rs.1800

dr) {3} {4} f5i
R-s. t3O0

_$*&is$s"
Wae!; Eav

tu.zsi0-i2s0 -ts R*q.4440-7444,i
&.

-lb Rs.444*-7440aJ.; E?Aljqi

El
Rs.

l4ii0
l.+{ic

l1s,JqltF."i54g -is Rs.444r.)-74.43
"{ *,e,'{'-ofFk
h€*&er

es":6:s-ja:40 -r$ F.s.444+-744i1
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Such Grorry 'D" EmPloYees fl€ to
mutti-skillsd aad threa$er plrced in PB-i
tban six mondrs from the datc of rptification.

bc zuitabiy tc-trained and made

rs s{Dn as Possible but not llter

(B) Gronote' ooats - Tbe following pry rtrccturre will be appliceble :-

{t} {2} {3} f4i {s} (6)

I Assistpnt Hclwai-
eum€ook

R$.3SS&4s90 PB-I Rs.520CI-20200 900

Clerk Rs.3050-4590 PF.! Rs.5200-20200 90u

3. !trslwai+um-Cook Rs.3200490S PB-I Rs"5200-20200 2000

A{t" Assisant Maneger-
sus:n Stcrekeep€r

Rs.40&6SS$ PB.! Rs.5200-2020S 2400

) lv{anager-cum-
Accounlant

Rs.50SS,80$$ PB.2 Rs" 9308-34800

6 Manager GradFU Rs.500$-E00S yB-a Rs.9300-34800 4290

I I}v.Gentral Managcr Rs.5000-9100 P*2 Rs-9300-34800 4240

o Ger,eral Manager Rs.550&9@8 PB-? Rs.930&34t00 4200

2. The drawel of pay in the revised sqles, ogtion" Iixation of initial pay'

date of,next incremcat ete" will be ssfrled in reordree with CCS (RPlRuies'

?ffi8, issred by the Ministry of Finmce'

3. These orders will be appllcable w'e'f i* Januar-v,2006'

4. ?his issues with the concrrrren€ of tvfinislT of Finance, (Deparrnent

of Expenditurej (Implerreatation Celti U.C. No-rs-2/26f2008 IC

dat€d i3.10.2008. r ^

t",t b'^{4
( l-al Singh )'-

Fircctor (Canteans)
Tcle" 24624893

js:-

l. All Minisa'iesr'Depastrneats ofthe Gaverrnneat of ladia ss per standstd List

2" flSire*t*rl3)eputy Secretaries incherge, Administrative Divisio''t/Wing)- for

"*u*t**ty "i'iot/fintho 
dissernin*isn to all csncsmed establishrnents under

thesft.
3. Minist y of, Finance, Departrnent of Expenditure ilmplementation cell) with

ref,erei*se tc theic U.O' refered io above.

4. tr€pury Se*rerry {Admn.}, DOPT' North Biock, New Sellei

5. Compeoiier & Asditor Generat of Indi+ New Seihi'

6" DirreSor sf'Audit, Ccatral Revecue, New Delhi'

7. Controller Genera! of Acecuntg Babdur $foak zafst Masg- New Deihi'

S. $uprem* eo$s* of lgtdie, Tilak Mu'g New futhi'
9. Contrstler Genemt of Defence Accoamtso R-K. Fusarq Wect Bisclq N' trethi'

I S. CAfr's Sfiice Minisry of *efeg:c€, DIIQF&" ?S*rv Selhi- ! g 0s 1 I .

? X. Adr*!sli$$$ai$r" all {.Isiioct Territcries 8s Fsr mndard tig
i3. Ses€i*a {}ffi*er {faxateems}, =**th 3$* eopies"
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ANNEXT}RF-V
(Penr 6.1.4)

Articks of Uniforms suthorised

(i) Set of Coar, Pant & Cap (Terene
Cotton) White/Grey

(ii) lVhite Canvas Shoes

(i) $arees (Mem Sahib Light
Blue Terene Cctton), Blouse and
Fall for Sarees OR Salwar Kameez
(Light Blue Terene Cotton)

(ii) ChappalVCanvas Shoes

2 s€ts per
year

3 pair per
yeff

2 sets p€r
year

3 pair per

Halwais, Assft.
Halwais, Cooks &
Tea/Cofee Makers

(a) Male

(b) Female

(i) Set ofBush-Shirg P€et, Aprwr &
Cap (Terene Cofton)Grey

(ii) rilhiteC.anvas Shoes

(i) Sarees {Mm Sahib Light
Blue Terene Cotton), Blouse and
Fall for Srcs OR Salwar Kameez
(Light Blue Terene Cotton) and
Apron

(ii) Chappals/Canvas Shoes

I pair per
year

3 sets per
two years

3 sts per
t!rc ]@s

I pair per

Dish Cleaners

(a) Male (i) Set of Over-all and Cap (Terene
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(b) Female

(ii) White Canvas Shoes

(iii) Gum Boots

(i) Sarees (Mem Sahib Light
Blue Terene Cotton), Blouse and

Fall for $arees OR. Salwar Kameez

{l-ight Blue Terene Cottoni

tii) ChappaEs/Caftvas Shoes

(iii) Gun-r Boots

I pair per
year

Once in
three year

3 sets per

two years

I pair
year

Once
y€ars

per

Jtn

A Safaiwala
(a) ktale

{b} Female

(i) Set of Bush-Shirt, Pant & CaP

(Terene Cotton Khakhi)

(ii) White Canvas Shoes

(i) Sarees {Mem Sahib Light
Blue Terene Cotton). Blause and

Fali for Sarees OR Sahvar Kanieez

(Light Blue Tenene Cottsn)

iii) ChappalVCanvas Shoes

3 sets per

two years

I pair per
year

3 sets per

t$/0 years

3 pair per
vear

For ail caiegories
mentioned at St.

Nos.l to 4 at

Winter Staiions

(a)Male

{b}Fer:'rate

(;) Jerseys

{ii} Woaien Socks

i:) Cardigans

{ii) Wooien Socks

2 in 3 years

? palrs in 3
ysers

2 pairs in 3
years

2 pairs in 3
vears

6 For the esrtitled

categories

Turbari for Silrtr emploves 2 per year
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ANN.EXURE.VI
(Para-Z)

SCHEDULES CIRCULATED WITH Dopr o.M. No.3 t2/94-Dir.(c)(vot.rl)
dated 14.02.2Afi7

SCHEDULE. 1

I Name of Post Safai Karamchari (Safaiwala)

) No. of Post tt

(Year of framing should be indicated)

* Subject to variation dependent on work-load.
J. Classification Service (Group 'D') Non-Gazettefi,General Central

Non-Ministerial.

4. Scale of Pay Rs.25 5 0-5 5 -2660 -60 -3200.

5. Whether Selection Post
or Non-selection Post

Not Applicable.

6. Whether benefit of added
years of service
admissible under Rule 30
of the Central Civil
Services (Pension) Rules,
1972"

No.

7. Age limit for Direct
Recruits

18-25 years, relaxable upto 40 years lupto +S years in
respect of SC/ST Government servants) in accordance ,

with the instructions or orders issued bv the Central
Government. 

i

Note: (i) The crucial date for determining the age limit
shall be the last date upto which the Employment
Exchange is asked to submit names.

(ii) The upper age-limit shall stand inreased br.
two years i.e upto 27 yearc in case the post is filled bf. ,

the method of Direct Open Competitive Examinarion in
terms of DOPT Notification No. l5AW6/99-Esn.(D) 

I

dated 21.12.98.
I

8. Educational and other
qualifications required
for direct recruits

Desirable Primary Standard.

Note: The qualification(s) regarding experience iVare
relaxable at the discretion of the competent authority in



Schedules

Castes/Scheauled TriUes if, aj anv stase oli:]t::,tg:'1:
:;'ilH;";il;itv 

-i' 
oi ti'" tpinion that su{Iicient

number of candidatt'Lttonging to these communities

n""."r"t in. '*qui'it' '*pJ'i'i":i::ff:lil:Y 
t" o"

fi;'*i. ?"'iJl u;' the vacan

Not APPIicable.Whether - age and

educational
qualifications Prescribed
iot direct recruits will
apply in the case of

F;rtoil;f nrobation, if

rrailttoa "i Recruitment, DIRECTIrTngcnIJITMENT.

whether bY direct

recruitment or bY

proniotion or bY

deputation and

percentage ofthe Posts to

be filled bY varlous

promotion/dePutati on,

srades from which

iromotion/dePutation 
to

inEs. cf recruitment bY Fot APPlicable

:#t#"";:6;;;ti.J '"*po'ition 
of the DPC mav

be given as per tht ;;;;; issued bv the DOPT in the
Departmentallf a Liepanmentar

Promotion Committee

exists, what is the

Circumstances ln Not ePPlicable'

the Union Public

Commission is

consulted in

which
Service
to be

making
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SCHEDULE _ 2

Name of Post Wash Boy (Dish Cleaner).
2. No. of Post *

(Year of framing should be indicated)
* Subject to variation dependent on work-load.

a
J. Classification General Central Service (Group 'D') Non-Cazetted,

Non-Ministerial.
4. Scale of Pay Rs.2550-55 -266A-60-320A
5. Whether Selection Post

or Non-selection Post
Not Applicable.

6. Whether benefit of added
years of service
admissible under Rule 30
of the Central Civil
Services (Pension) Rules,
t972.

No.

7. Age limit for Direct
Recruits

l8-25 years, relaxable upto 40 years (upto 45 years in
respect of SC/ST Government servants) in accordance
with the instructions or orders issued bv the Central
Govemment.

Note: (i) The cruciai date lor determining the age limit
shall be the last date upto which the Employment
Exchange is asked to subrnit names.

(ii) The upper age-limit shall stand increased by
two years i.e upto 27 years in case the post is filled by
the method of Direct Open Competitive Examination in
terms of DOPT Notification No. 15A1216198-Estt.(D)
dated 2l .12.98.

8. Educational and other
qualifications required
for direct recruits

Desirable Primary Standard.

Note: The qualification(s) regarding experience isiare
relaxable at the discretion of the competent authority in
case of candidates belonging to Schedules
Castes/Scheduled Tribes if, at any stage of selection, the
competent authority is of the opinion that sufficient
number of candidates belonging to these communities
possessing the requisite experience are not likell' to be
available to fill up the vacancies reserved for them.

9. Whether age and
educational qualifications
prescribed for direct
recruits will apply in the
case of promotes

Not Applicable.

10. Period of probation. if anv Two
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ll Method of recruitment,
whether by direct
recruitment or by
promotion or by
deputation and percentage
of the posts to be filled by
various methods

DIRECT RECRUITMENT.

12. In case of recruitment by
promotion/deputation,
grades frorn which
promotion/deputation to be
made

Not Applicable

13. If a Departmental
Promotion Committee
exists, what is the
cmnposition?

Group 'D' Departmental Promotion Committee (for
confirmation) - (Detailed composition of the DPC
may be given as per the orders issued by the DOPT in
the matter).

r4,. Circumstances in which
the Union Public Service
Commission is to be
consulted in making
recruitment.

Not Applicable.

SCHEDULE - 3.

Name of Post Bearer
2. No. of Post

(Year of framing should be indicated)
+ Subiect to variation dependent on work-load.

J. Classification General Central Service (Group 'D') Non-Gazetted,
Non-Ministerial.

4. Scale of Pay Rs. 26 1 0-60-3 I 50-65-3540.
5. Whether Selection Post or

Non-selection Post
Non Selection

6. Whether benefit of added
years of service admissible
under Rule 30 of the
Central Civil Services
(Pension) Rules. 1972.

No.

7. Age limit for Direct
Recruits

l8-25 years, relaxable upto 40 years (upto 45 years in
respect of SC/ST Government servants) in accordance
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with the instructions or orderi@
Government.

Note: (i) Ttre crucial dale for determining the age
limit shall be the last date upto which the Employment
.Exchange is asked to submit names.

(ii) The upper age-limit shall stand increased
by two years i.e upto 27 years in case the post is filled
by the method of Direct Open Competitive
Examination in terms of DOPT Notification No.
I 5012/ 6/98-Estt.(D) dated 2 I .12.98.

Educational and other
qualifications required for
direct recruits

(a) 8"'Standard Pass or Equivalent.
(b) Experience - 6rnonths

Note: The qualification(s) regarding experience iVare
relaxable at the discretion of the competent authority
in case of candidates belonging to Schedulei
Castes/Scheduled Tribes if, at any stage of selection,
the cornpetent authority is of the opinion that
sufficient number of candidates belonging to these
communities possessing the requisite experience are
not likely to be available to fill up the vacancies
reserved for them.

Whether age and
educational qualifications
prescribed for direct
reuuits will apply in the

Period of probation, if any Two years, NIL for promotees.

Method of recruitment,
whether by direct
recruitment or by
promotion or by deputation
and percentage ofthe posts
to be filled by various
methods

Any of the following methods of recruitment:
(i) Promotion, failing which by

deputation/absorption.
(ii) *Percentage by promotion failing

which by deputation/absorption and
percentage by direct recruitment.

(The percentage for promotion or direct
recruitment may be fixed taking into account the
number of sanctioned posts in the feeder

In case of recruitment by
promotion/deputation,
grades from which
promotion/deputation to be
made

Safaiwala/Wash Boy with atleast two years regular
service in the scale of Rs. 255A-3200.

Depufation/Absorption :

Officers of the Central Govemment
i) Holding analogous Dosts on
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basis, or
Safaiwala/Wash Boy with atleast two
years regular service in the scale of Rs.
2550-3200.

Note : The period of deputation including the
period of deputation in another ex-cadre post held
immediately preceding this appointment in the
same or some other organization/department of the
Central Government shall ordinarily not exceed 3
years. The maximum age-limit for deputation is
56 years as on the closing date of receipt of
applications.

(Where the method of recruitment is both by
promotion and
deputation/absorption, it may be specifically
provided that department officials in the normal
channel for promotion to the post will not be
eligible to be considered under
'deputation/absorption' and viee-versa).

(The deputationists/persons on absorption
should possess the educational qualifications and
experience prescribed for direct recruits under
column 8. Where direct recruitment is not a
method of recruitment and the post is to be filled
by promotion/deputation/absorption only, the
educational qualifications and experience should.

( ii)

b€ specifically
depu tation istslpersons
recruitment rules).

incorporated for
on absorption in the,

13. If a departmental Promotion
Committee exists, what is
the composition?

Group 'D' Departmental
confirmation) (Detailed
may be given as per the
in the matter).

Promotion Committee (for
composition of the DPC

orders issued by the DOPT

14. Circumstances in which the
Union Public Service
Commission is to be
consulted in making
recruitment.

Not Applicable.
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SCHEDULE _ 4

I Name of Post Tea/Coffee Maker.
2. No. of Post

(Year of framing should be indicated)
* Subiect to variation denenelent nn r.r.,nrlz-lnert

J. Classification Service (Group D ) Non-Gazetted,ueneral uentral
Non-Ministerial

4. Scale of Pay Rs. 26 I 0-60-3 I 50-65-3540.
5. Whether Selection Post or

Non-selection Post
Non

Nt

Selection.

6. Whether benefit of added
years of service admissible
under Rule 30 of the
Central Civil Services
(Pension) Rules. 1972.

l?
Age limit for Direct
Recruits

t 6-l) years, relaxable upto 40 years (upto 45 years in
respect of SC/ST Government servants) in accordance
with the instructions or orders issued by the Centgal
Government.

Note: (i) The crucial date for determining the age
limit shall be the lasr date upro which the Employme-nt
Exchange is asked to submit names.

(ii) The upper age-limit shall stand increased by
two years i.e upto 27 yearc in case the post is filled by
the methbd of Direct Open Competitive Examination
in terms of DOPT Norification No" 15012/6/9g-Estt.
(D) dated 21.12.98.

8. Educational and other
qualifications required for
direct recruits

8"'Standard Pass or Equivalent.
Should be competent to make Tea/Coffee.
Experience - One year in a Government
Department/Government Undertaking,
preferred.

Note: The qualification(s) regarding experience iVare
relaxable at the discretion of the competent authority
in case of candidates belonging ro Schedules
Castes/Scheduled Tribes if, at any stage cf selection.
the competent authority is of the opinion thar sufficient
number of candidates belonging to these communities
possessing the requisite experience are not likely to be
available to fill up the vacancies reserved for them.

(a)
(b)
(c)

No.9. Whether age and
educational qualifications
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prescribed for direct
recruits will apply in the
case of promotes

t0. Period of nrobation. if anv Two years, NIL for promotes.

ll Method of recruitment,
whether by direct
recruitment or by
promotion or by
deputation and percentage
of the posts to be filled by
various methods

Any of the following methods of recruitment:
Promotion, failing which by(i)

deputation/absorption.
(ii) _Percentage by promotion failing which by

deputation/absorption and percentage by direct
recruitment.

(The percentage for promotion or direct
recruitment may be fixed taking into account the
number of sanctioned posts in the grade and the
feeder erade).

12. In case of recruitment by
promotion/deputation,
grades from which
promotion/deputation' to
be made

Promotion:
Safaiwala/Wash Boy with atleast two years

service in the scale of Rs. 2550-3200.

Deputation/Absoxntion :

Officers of the Central Government
(iii) Holding analogous posts on

basis, or

regular

regular

(iv) SafaiwalalWash Boy with atleast two
yeare regular service in the scale of Rs.

25s03240.

Note : ThJ: p.eJrigd of dgputation includiqe
the period old.gpqtption in another ex-cadre

post trgld jlnl4gd iqtctv, pJecedine th is
aDDointment in the same or some other
onsanization/department of the Central

Goygfnmgnt_slnpll ordinarilv not exceed 3

vea$r- Thg maximum aee-limit for
deputation is {6 yeafs as on the closins date

of receipt of applications.

(Where the method of recruitment is both by
promotion and deputation/absorption, it may be

specifically provided that department officials in
the normal channel for promotion to the post will
not be eligible to be considered under
'deputation/absorption' and vice-versa).

(The deputation ists/persons on absorption
should possess, the cdrrcational qualifications and
exoerience nrescribccl fcrr direct recruits under
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If a Departmental
Promotion Committee
exists, what is the
composition?

colurnn 8. WPrcre ilirect reeruitment is not a
method of recruitment and the posi is to be filled
hy promotionideputation/absorption only, the
educational qualiiieations and experience should be
specificatrly incorporated for deputationistslpersons

in the recruifment rules
Group 'D' Departmental Fromotiori Committee for

i confirrnation. (Detaiied cornposition of the DpC may
I be given) as per the orders issueci by ihe DOPT in the

matter).

Not Applicable.

SCIIEDULE _ 5

I Assistant Haiwai - cum - Cook.

i General Centrai Service (Group 'C) Non-Gazetted,
I Non-Ministerial.
I Rs. 30s0-75-3e50-E04590.

No.

Circumstances in
the trJnion Public
Commission is
consulted in
recruitment.

which
Service
to be
making

Name of Post

Ciassification

I Scale of Pa

Whether benefit of added
years of service admissible
under Rule 30 of the
Central Civil Services
fPension) Rules" 1972.

No. ofPost | *
(Year of framing should be inciicated)
* Subiect to variation dependent on work-ioad.

Whether Selection Post or I Selection.

Age limit
Recruits

18-25 years, reiaxable upto 40 years (upto 45 years in
respect of SC/ST Government servants; in accordance
with the instructions or orders issued by the Central
Govemment.

Note: (i) The cruciai date for determining the age timit
shall be the iast date upto which the Employment
Exchange is asked to subnrit names.

(ii) The upper age-iimit shaii stand increased by
two years i.e upto 27 yealrs in case tne post is filled by
the method of Direct Open Competitive Examin:aion
in terrns of DOPT i,iotificaiion Na. 15012/6A&
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8. Educational and other
qualifications required for
direct recruits

(") 8* Standard Pass or Equivalent.
(b) Experience - One Year
(c) A Trade Test will be prescribed for direct recruits

and promoteesideputationists to this post.

Note: The qualification{s) regarding experience i#are
relaxable at the discretion of the competent authority in

case of candidates belonging to Schedules

Castes/Scheduled Tribes if, at any stage of selection,

the competent authority is of the opinion that sufficient
number of candidates belonging to these communities
possessing the requisite experience are not likely to be

available to fill up the vacancies reserved for them.

9. Whether age and

educational qualifications
prescribed for direct
recruits will apply in the
case of promotes

No.

10. Perioci of probation, if any Two vears. NiL for promotes.

lr. Method of recruitment,
whether by direct
recruitment or .by

promotion or by
deputation and percentage
of the posts to be filled by
various methods

-% 

by Promotion failing which bY

deputation/atrsorption and failing both by direct

recruitment.

(The o/o age for the various methods to be decided

based on the number of posts in the grade and the

feeder srades)

12. In case of recruitment by
promotion/deputation,
grades from which
promotion/deputation to
be made

Promotion :

Tea/Coffee Maker/Bearer in the, scaie of Rs- 2610-

3540 with atleast six (5) years regular service and one

(l) year experience as helper to Halwai-cum-Cook-
(The appointment to this post is subject to quralifying a

Trade Test).

Deputation/Absorption :

Officers of the Central Covemment
(i) Holding analogous posts on regular basis, or

(ii) TealCoffee Maker/Bearer in the scale of Rs-

2610- 3540 with aileast six (6) years

regular service and one (l) year experience

as helper to Halwai-cum-Cook. (The

appointment to this post is subject to
qualifying a Trade Test).
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14.

Note : The period of deputatioii rncluding the
period oi deputation in another ex-cadre post held
immediately preceding this appointment in the
same or some other organizaiionidepartment of the
Central Government shall ordinarily not exceed 3
years. The maximum age-limit for deputation is 56
years as on the closing date of receipt of
applications.

(Where the method of recruitment is both by
promotion and deputationlabsorption, it may be
specifically provided that department offieials in
the normal channel for promotion to the post wilt
not be eligibtre to ' be considered under
'deputationlabsorption' and vice-versa).

(The deputationistslpersons on absorption
should possess the educational qualifications and
experience prescribed for direct recruits under
column 8. Where direct recruitrnent is not a
method of recruitment and the post is to be fiIIed by
promotion/deputationiabsorption only, the
educational qualifications and experience should be
specifically incorporaterl for depu tation ists/persons

in the recruitment rules

Not Applicable.Circumstances in
the Union Public
Commission is
consulted in
recruitment.

which
Service
to be
making

13. llf aIf a Departmental
Promotion Comrnittee
exists, what is the

Group 'C' Departmental Promotion CommiueE
(Detailed composition of the DPC may be given as Fr
the orders issued by the DOPT in the matter).
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SCHEDUI,E-6

I Name of Post Halwai-cum-Cook.
2. No. ot'Post tF

(Year of framing should be indicated)
* Subiect to variation on work-load

3. Classification Generai Central Service (Group 'C') Non-Gazetted,
Non-Ministeriai.

4. Scale of Pay Rs. 3200-85-4900.
5. Whether Selection Post or

Non-selection Post
Non Seiection.

6. Whether benefit of added
years of service admissible
under Rule 30 of the
Central Civit Services
(Pension) Rules. 1972.

No.

7" Age limit for Direct
Recruits

Not Applicable

8. Educational and other
quaiifications required for
direct recruits

Not Applicabie

For Deputationists/Persons on Absorption :

(a) 8h Standard Fass or Equivalent.
(b) Experiene - Two Years in a Government

DeparnnenUGovernment Undertaking.

Note: The qualification(s) regarding experience i#are
reia-,able at the discretion of the competent authority
in case of candidates belonging to Schedules
CastesiScheduied Tribes ifl, at any stage of'selection,
the competent authority is of the opinion that sufficient
nurnber of candidates belonging to these communities
possessing the requisite experienee are not likely to be

avaiiable to fill up the vacancies reserved fbr them.
9. Whether age and

educational qualifications
prescribed for direct
reciuits witl appiy in the
case of promotes

No

10. Period of,probation, f anv NIL
ll IvXethod of recruitment,

whether by direct
recruitment or by
promotion or by Ceputation
and percentage ofthe posts
to be filled by various
metliods

Promotion fai I in g wh ich by Deputation/Absorption.

12. In case of recruitment by Promotion
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promotion/deputat

ff:R"rr|!L,."Tluil i *s"il;;*ice in,r'" 
'*i" "inr. :oso-05e0. ' ''-- 

]made jo"put"U*n/Absorption, j

i OfTicers of tlre Central Government _ 
ii C;; nola;n! an"i"-s;';.srs on regular basis, j

! o' -JrJ ('rr lcgulatr O^tt' 
,

i rtt; Assistanr Ffarwai-cum-cook with atreast i| five (5) years regular service in tf," ,.u[ tj of Rs.3o5oa59il u'v rws,v 
Ii--s,l

f Y:,t^$" peri*d of deputation includins tlr" j

i flT",of depuration in anoiher ex_cadre oorit.tO j

I 1T_*"diately 
preceding this appoinr*."t ii 

'rf,. 
i

| tr"-::.u""**^orher organ;zaiilrUOep**"i,-of 
fj ::-:eltrat Govemment shail *C.;r*ily *"i ii exceed. j years. The maximum age_timit for j

i deputation is 56 years as on the closlng ;;;. 
^;i 

j
I rec*ipt of applications. -- ----"'E -*'* -' 

,

ii}T::^:he^ 
rnerhod of recruitment is. bcth b,v 

i
i f^"_T::i:n 

and depurafion/absorption, ii may u" i

I ;i:jrj11,],j lJ"-lid:d rhat department ofriciaL in II rne normat channel for prornotion to the post will i

I ::, be. etigibte ," 'J*---"onsidered 
unOer jj 'depr:fationrabsorptlon, and vice_versa) 

i!i
i , {The deputaticnists/oersons on absorotinn j

i :::::l3^":sess the educationat quatirlcatioo, 
"oJ 

j
r sxpenence prescrihed for direct recruits unde. iicotuntn 8. Where direct ._."_j***ru ffi; ij *:rn:j^glScryjrn:en* uno ir,-J port is ro be nued II sy prornotio:a/deputation/absorption oniy, th; ;J *ducational quatifications und 

"'"pe.l*n." .nouiJ i
i ?t .. specillcally incorpora.ted for i

i ;j_:::i"^1,jts/persons on ebsorption in *" ;

r3. If a Dep'artmentatr
Fromotion Committee
exists, what is the
composition?

- -:r srErrreirf I ults t-

-

9i""ry. 'C' $
(Detaiied composition ol the DpC ;;; fi;;;;; ip*r the orders issued by the DOPT in rhe lrrater). i

Not Appiicable. :
l
i
i
I
I
i
I
i
I

14. Clrcumstances i; *hichlhe
Union Fublic Service
Corcn:ission is to be
consuited in making
recruitment.



Name of Fcst
Ne. of Fost

Scale cf Pay

Whether Seleetion Post or
Non-selection P*si
Whether benefit of' add*d
years of service admissibl*
urider F"aiie 3S of th*
Centr*! Civil Ser";icei;
Pension) Rules, i*?2
ltge lin"rit ftir illrect
P\eoru;ts

AA-a+-

SCHEDULE - 7

Cleri</Saiesman.
*

(Year of lraming strould be indicated)
. Subject to variation dependent on work-load.

Ceneral ilentral Sen,iee {Group 'C') Non-Cazetted,
Non-Ministeriai"
Rs. 3050-75-3950-80-4590"

SeleL.iErsl"

:\#.

tS45 yearsJelar=bl;;rtr 40 ye'.s ("pto 45 rc
respe*t *r SC/=T Government servants) in
aceordance with the instructions or orders issued by
the Central Govemneni.

Note: iii The cn:eia! date for deterrnining the age
Iimit siratt be as advertised by Staff Selection
Commission (SSC}. In ease the direct recruitrnent is
done through SSC, the following note may be
inserted:-

"The crueia! .4ate for determining the age

Iimit shall be th* *losing date for receipt of
applications from eandldates in India (and not the
closing date presenlbad for those in Assam, Mizoram,
Manipur. Nagaland" I\4eghalaya, Arunachal Pradesh,
Nagaland, "fripur*. $ikkim, Ladalch Division of J&K
State, Lahaul &. Spitt Districts and Pangu Sub
Division of Chaneba Sistrict of Himchal Pradesli,
Andaman & Nicibar Islands or Lakshadweep)".

ii;) The uppcr age-limit shall starrd increased
by lwo years i.e alp€* 27 years in case the post is
filled by ine me**d *f Direct Open Cornpetitive
Examlnation in ter,ms *f DOPT Notification No.
I 5*"4 6198-Estt.(tli da€rd ? I .12.98
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Educational and cther
qualifications required f'or
direct recruits

{ai Matriculate or Equivaient.
{bi Experience - $ne Year in a Covernn:ent

ilepa*rnent/Government Undertaking.-Sote: Tire qualifrcation(s) regarding experience islare
relaxable at the diseretion of the competent authority
in c€se of eandidates belonging to Schedules
Castes/Scheduled Tribes if, at a:ry stage of selection,
{he ccmpetent authority is ,*f the *pinion that
sufficient number of canciidates belonging ta these
*ornmunities possessing the recuisite experience are
not likely to 'be avaiiable to fill up the vacancies
reserved for thern,

Age - blo.

Educaticnal Qualifications - Yes.

5A% by Promotion i'ailing which by
deputationrabsorption and 50% by Direct Recruitment.

Promotion:
Tea-Coffee Maker/Bearer with atleast six (6) years
reguiar service in the scale of Rs. 2610-3540.
Deputation/Absorption :

Officers of the Central Covernment -
(a) {-i} Holding analogous posts on regular basis,

or
{ii) Tea-Coffee Maker/Bearer with atleast six

{6} years regular service in the scaie of Rs. 26iG
3540 and pcssessing the qualifications and experience
prescribed for direct recruits uncier column 8.

Noie : The pericd of dep*tation including rhe
periad cf deputation in ancther ex-cadre post held
immediately prec*ding this appointment in the
same or some otirer *rganizaticnidepartment cf the
Central Cov*rnrnent shall orciinarily not exceed 3
years" The rraxi*'lu*r age-limit for deputarion is
56 years e's st'! th* clcslng date of receipt cf

Whether
educational
prescribed
recruits will

age as:<i

qualifications
for direct
apply in lhe

case of

Method of recruitrneni,
whether by direci
recruitment or
promotion or

by
b""-

deputation and percentage
of the posts to be filled by
various methods
In case of recruitment by
promotion/deputation"
grades from which
promotion/deputation to be
made

Period of on, if any i Two years, NtrL for

gg€ilgglgjut.
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(lVhere the method of recruitmesrf is both by
promotion and depufation/absorptiom, it nnay be
speeilically provided that depar{ment offieisls in
the normal channel for promotion fe the past will
not be eiigibEe te be consiqiered under
'deputation/absorptio*, and vice-versa).

(The deputafionisfslpersons oEt absonption
should possess the edueational qualifications and
experience preseribed for direct recrults under
colurnn 8. Wh*re direct recruitment is not a
method of reeruitrne*f gnd the post is to he fllled
by promotion/deputation/absorptiona onEy, the
educational qualifications and experience should be
specifically rncorporafed for deputationists/
persons cn absorption isr the recruitment ruies).

Circumstances in
the Union Public
Conamissio* is
consulte<i in
recruitrner:t.

*'!rich
Serv'i**
t* be
making

If a Departmental
Promotion Committee I confirmation {Detailed composition of the DFC may
exists, what is the I be given, as per the orders issued by the Dop&T incomposition? | the matter).

Not Applicable.



-97 -

SCHEDULE _ S

I
! Narne of Pmt Assi stant Maragei-cum +toid feffi

(Year of framing should be indicafed)
o Subject to variation dep0nUentorrwork_load.

.,
No. of Post

a Classiffcadon
I uenerar {-entrat tiervice (Group .g) Non-Sazett*,
i.ion-Ministeria!.

A Scale of Fay It$. 'rVUU-TUU-OUUU.

Selectbn-

No.

Whether Sc{ectbn post or
Non-selection P&

5" Whether benefir of ad&
years of service admisible
under Rule 30 ofthe Central
Civll Services (pension)
R"ules, 1972"

Age limit for direct recruit; i6*n years, retaxable upto 40 years (upto 45 years in
respect of SUST Govemment 

'servan6) 
in

accordance wit& the instructions or orders issueO by
the Cefttra! Gdvemrnent.

?'lote: {i} Tfie crucia! date for determinine the aselimit shatt he &s advertised by, Satr iAectiin
Cornmission-{SSC}. In case the direct recruitment is
dmre through SSC, che fofl,cwing ndte mAy be
inserfed: -

'?he cnsia! &te fun determining the age limit
;hail bs t*ffi obsing dare for reeeipt 

-of 
applLatior,s

Fone candiddes in tndia fand noi th* elnsino rtqrorrone canol{I€res rn tndia (and not the closing date
prescribed for those in Amarn, Mizoram, Manipur,
Nagaland, Meghaiaya, Arunachal pradesh, *agaland',
t rrpur4 srkkim, Ladakh Division of J&K Stare,

!$uu.e & Spiti Eistrices and pangu Sub Dvision of
Chamba Distriet of Himaehal pridesh, Andanan &
Nicibor Islands or tr akshadweep)".io.qtr\r$ ur Lall(slliluwcgp/ ,

I
I

I Gi) The upper age-limit shall stand incrased by rwo
I Vears i..*. yp19 27 years in case the post is filled by the
I method of Direct Open Competitive Examination in
i TT: :.1 -ry^T Notification No. I 50 I 2/6/es_Esr1.(D)

dated 2t.12.98.
Educational and other Grduare or Equi"AentE-lsre



qualifications required fon
direct recruits

Diploma in Book Keeping/Store Keeping.

(b) Experience - Three Years in a Govemment
Department/Government Undertaking.

Note: The qualification(s) regarding experience
is/are relaxable at the discretion of the competent
authority in case of candidates belonging to
Schedules Castes/Scheduled Tribes if, at any stage
of selection, the cornpetent authority is of the
opinion that sufficient number of candidates
belonging to these communities possessing the
requisite experience are not likely to be available to
fill up the vacancies reserved for them.

9. Whether age and
educational qualifications
prescribed for direct remuits
will apply in the case of
promotees

No but person must possess atleast a matriculation
or equivalent qualifi cation.

t0. Period of probation, if any Two years, NIL for pron'lotes.
lt Method of recruitment,

whether by direct
recruitment or by promotion
or by deputation and
percentage of the posts to be
filled by various rnethids

Any of the following rnethods of recruitment:
(i) Promotion, failing which by
deputation/absorption.
(ii) _Percentage by promotion failing

which by deputation/absorption and
percentage by direct recruitment.

(The o/oage for the various methods to be decided
based on the number of posts in the grade and the
feeder grade)

t2. In case of recruitrnent by
promotiorldeputati on,
grades from which
promotion/deputation to be
made

Promotion:
Clerks/Salesmen with atleast eight (8) years regular
service in the scale of Rs. 3050-4590.

Deputation/Absorption :

Oflicers cif the Central Govemment -(i) Holding analogous posts on regular basis,
or
(ii) Clerks/Salesmen with atleast eight (8) years

regular service in the scale of Rs. 3050-4590.

Note : The period of deputation including the
period of deputation in another ex-cadre post
held immediately preceding this appointment in
the same or other



tf a OepartmentJFromotlon
Committee exists, what is
the composition?

CircumstanGiln
Union public
Commission is
consulted in
recruitment.

Service
to be
making

organization/d.e
Government snatt ordinarily no, 

"".1"0 , ,rurr.
}r_^*:"trum. age_timi, r"r'J"*"r",i"i ,, ,u
ffi:"n# the closing 4","-'"?-.*Lipt or

recruitment ru!es).

Not Applicabie.

(Where the method.of recruitrnent is both bypromotion and denutation/absorpij"", i, may bespecificarv providfd ,.ni; lJi;;iil"lllrn.iars inthe norrnal channel ro. p.o-*lt^i*,io the post
:11 l"l. be etigibte ," U.'.""r*"*o under' depu ta rion/a bsorpfion, 

"oJri.l_u"iJul.

,n"Iff "o*pff tionistsrpersons on absorprion

and exper;; ;;i:".1if;o[T,o ,1[l'Tr:,"",7under column g.^ Where Oi.*r;;not a method of recru_irment and'ii.h*,"il,T Ibe fiiled by promorion/d"p;il;;bcorpfion
only, the educafiona, ;r",#;;* andexperience should U* *p"*idofn i*rpo*r*Ofor deputationists/n
rpeFrr;rh^-4 _-_r^,\ ^€rsons on absorption in the

per the orders issued by the DOi,i;;ffi5*ff
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SGIIEDT'LE..9

Manager-cum -A ccountant'
Name of Post

ri

(Year of frarning should be indicated)

o Subject to varbtion dependent on workload'

-Gazetted'
Classification

Scale of PaY

frn-ettrer Selection Post or

Non-selection Post

Whether benefit of
vears of service admissibl€

under Rule 30 of the

Central Civil Sewices

Not APPlicableng" titit for direct

direct recruits

EdlrAtto."t and other

qualifrcations required for

Whether zge and

educational qualificati:lts
orescribed for direct
."cruits will aPPIY in tlre

Pffid;f probation, if anY

AbsorPtion'
fufttnoa of recruitment,

whether bY dirwt
reeruitrnent or bY

prornotion or bY

denutation and Percentage

of the Posts to be filled bY

various methods
Promotion :

Assistant Manager-cum-Store Keeper with atleast

;;h;6t;uit,""g"rut ttrvice in the icale of Rs' 4000-
I" case 0f recn"litment bY

promotion/dePutation,
grades from which

deputation to
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be rnade

Deputation/Absorption :

Officers ofthe Cerrtrd Covernment -
(i) Holding analogousposts on regtrlar basis, or
(iii) Assista* folanager-curn-Store Keeper in

Depafimenlal Canteens with 4tleast eigfu
(8) years ragular service in the scale of Rs.
4000-6000 and possessing the following
educati o,nal quali fi cations :-

(a) B. Com.

(b) Three years exper{ence in Accounts in 
^Government Department /Government

Undertaking"

Note : The period of deputation including the
period of deputation in another ex-cadre post held
immediately preceding this appointment in &e
same or some other organization/department of tb€:
Cenhal Govemment sha&l ordinarily.not exceed 3
years. The maxirnurn 'age,Iimit for dqltation is
56 years as on the closing date of r€o€ig of
applications.

(Where the m*thod of recruitrnent is botl by
prormotion antN deputation/absorption, it nay be
*pecifically provided that department ofllciab in ,

the norilnatr channel fnn promotion to the post wiH
not b€ eligible to b€ considered under:
"deputation/absorption' amql vice-versn). 

.

I

{The deputationists/persons on absorption 
,

should possess the edtaeational qualifications and j

experience pnescribed for direct reeruits under ]

colurnn 8. Where direct recruitment is not a 
]

tuefsod af reeruitment snd the post is to be filled by 
]promotion/deputatiernlabsorption oilly, the

edueational qualificaticns and experience should be 
]

speci{ically ineorpora ted fc r deputa tion ise/persons 
J

on absorption in the recruitment rules). i

13. If a departmental
Promotion Committee
exists, what is the
comoosition?

Group 'C' Departmental Promotion Comminee
(Detailed composition of the DPC may be given as p€r
the orders issued by the DOPT in the matter).
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t4. Circumstances in
the Union Public
Commission is
consulted in
recruitment.

which
Service
to be
making

Not Applicable.

SCHEDALE - 10

I Name of Post Manager Grade - II

2. No. of Post rt

(Year of framing should be indicated)
o Subject to variation dependent on work-load.

3. Classification General Central Service (Group 'C') Non-Gazetted,
Non-Ministerial.

4. Scale of Pay Rs. 5000- I 50-8000.

5. Whether Selection Post or
Non-selection Post

Selection.

6. Whether benefit of added
years of service admissible
under Rule 30 of the
Central Civil Services
(Pension) Rules. 1972.

No.

7. Age limit for direct
recruits

Not Applicable.

8. Educational and other
qualifications required for
direct recruits

Not Applicable.

9. Whether age and
educational qualifications
prescribed for direct
recruits will apply in the
case of promotees

Not Applicable.

10. Period of probation, if any NIL

ll Method of recruitment. Promotion failine which bv Deoutation/Absomtion.



whether by direct
recruitment or by
promotion or by
deputation and percentage
of the posts to be filled by
various methods

- 103

In case of recruitment by
promotion/deputation,
grades from which
promotion/deputation to
be made

Assistant Manager-cum-Store Keeper with atleast
eight (8) years regular service in the icale of Rs. 4000_
6000.

Deputation/Absorption :

Officers of the Central Government -(i) Holding analogous posts on regular basis, or(ii) Assistant Manager-cum*Store Keeper withatleast eight (B) years regular service in the
scale of Rs. 4000-6000.

Note .: ,The perlod of deputation including the
periad of deputation in another ex-cadre porih.iC
immediately preceding this appointment in the
same or some other organizationldepartrnent of the
Central Covernment shall ordinarily not exceed 3
years. The maxirnurn age-limit for deputation is
56 years as on the ctrosing date of receipt of
applications.

{Where the naethod of recruitrnent is both by
prornotion and deputationlabsorption, it may trl
speciflcally provided that department officia-ts in
the normal shannel for promotion to the post willctot be eligible fo be considered under
'deputation/absorption' and vice-versa).

{The deputationists/persons on absorption
should possess the edueaeiona! qualifications and i

experience prescribed for direct recruits under
eolumn 8. l#here direct recruitment is not a
method of recruitment and the post is to be filled by.
promotionldeputation/absorption only, th;
educational qualifications and' experience should be
specifically in corporated for deputa tio n ists/pe rsons
:qg-qbqqrytiqlr_ !4 i{fa

Fromotton
eiepartmental

eelmrnittee
#roup uC' Departmental prornotion CommitG

th,eexlsts, qlhaJ
: illetarled composition of the DpC may be given as p€r'.4 ,11{sps :ssued b.v" the DOPT in the maner).
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t4. Cireumstanees in which
the Union hblic Service
Commissioil is to be

consulted in making
recruitment.

Not

SCE{BDULE.- 11

i. Name of Post Deputy General Malrager.

2. N$. sfPast
(Year of framing droeif;d be'itrdicatec!)

" Subie* to vmiation dependent on work-load.

J. Sassfff€utFon {kixrera& €enaal Serviee (Group 'C'} Non-Gazetted,
Non-lVfinisteria[.

4" $eafe of Pay Rs Sffii5esffi,

Nil€c:
Eep*y Csleraf Man*ger having under his charge a

gr+{rp o$-nnrethar 2.4 type C:nteens wilt in'addition
€* lii* pn: be albwed spec;ai allowance of Rs. f 50/-
mici o* hav*ng a gfiotry of rnore than 4.4 tyBe Cmteens
under, his charge witl be aflo{rcd specia! slloumnee of
Rs.30S/-

5" lYlptlw SPe*fiom Pos:. or
Rcr-reiqtbrvFost

Selectio*.

6. Wh*thffi benefrt of added
yeffi af ser*iee atimissible
emdes Rsie 3$ of lhe
Cem}d CH'il Sswices
{Fension} Rules. 1972.

Ha.

7. Age
reeruits

fimit ior direc€ N*t AmFisleie. t

i

&. Hd*caficnal and o{fter
qtialifieatio*s required ftr
direct resruits

tticut Applic*b{*.

9. lfiether ege and

e&lcaicnaE qualifications
presenibed for dinect

rEcruits wilt a'ppFy in the
case of promotss

Hc-r; &pplieahe.

r0. Feriod of probation. if,anv ].{rL
tltl Method of recruilmer*t,

whether by direct
recruitment or by
prornotion or bry

depu&tion and percentage
of the oosts to be filled bv

Fromoti*ar fai{ing which by Deprxatio#Absorption.



In easc af recruitmemt bY

promotisslldePutation,
grades tlom whio?:

prs$notio#dePutation t0
be s*ade

-r05-

h.lot Applicable.

Assistamt fuXanager-eum-Store Keeper with atleast

eight {Ei years regulan serviee in the scale of R's' 4SS0-

5CI00.

SeputationlAhserPtiom :

Offieers of the Central Gslvernsnent -
(i) I-{olding analogous posts on regular basis, or
qiii Assistant iv{anager-eua::-Store Keeper with

at:€aet eigltt {&i years regular seruice in the

sq.sls cf R"s. 4c0fi-S{i*CI"

l.i*te : Th* period of d*pr:taticn includi*g the

p*riod *f deput*tion in an*thei' ex-cadre post held
'isnrn*di*tely 

prc*eding tl'lis i:ppcintment !e tlre
$afiis ctr scme c$Lser *rganiraeiorrideparimeni tf the

. ee*tra! Gcvernnncnt sltall *rdirnxrily i:ct exceed 3

years" The fftaximum agc-lirnit for cieputaiicn is-

5S y*urs &s on the cl*sing date ef recelpt of
appiieati*ns.

{Wfuere ibe ree*tkr*d ef s"eerwBtr*emt is b*ih hy

g,rer""a*ciom a*d e3*pwda€fisca/abscrpti*el, it may be

e;pe*Effi*a$ly previd*d €hat c$*partsnenat *fficials in
t&e ax*rm*l ehams*eE for pn'*re'netiem t* €he psst rvill

sn*t be e5Egih&e $* be ccacasider*d i:nder
nde g:mt**iomlnbs*s'g:€6enu scxd vi**-versa)"

{ff}:s d*pu€atioaxisfslp*rs*uls eB? *hs*:i=iicn

shpsi€d p*s${s.s *ke edcleati*xaaE quaEifficatisms a*d

exp*riera** presertb*d f"*r d€a'e*€ r*cr$€ts r**d:r

eoiesmfla S' Where d[re*€ rcerelitme*t $s s:*t a

mre*hcd ef r*enui$Ec?era€ amd the pcst is te be frlled by

pnomo{ieu/depu€a€iom/nbsorBtioeE oxtly, the

educa€io*sl qilat$freations amd experience skould be

spe*ifi ca Ely imeerporatcd f* r" deputation ists/persons

cm ashssrpfioee im ghe qecr&itm€qqglgs].--
ffi**mt Promotion Comrrittee

in*tailed compositiom of the DFe may be gived as p€r

the or ers issued by the DOPT in the matter)'

gf a dePartnnental

Fremo€ion eemmiuee
exlsts, what is *rc

Cireugastanses in whieh

the Uriion Puhlic $enriee

eommission is to b€

comsulteC in making
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ANf.{EXURE-VII

q9"
E PERIODIC T ION

( To be completed by the Inspecting Officer )

Regn. No. of Canteen

OfficelDepartment
(Full Address)

Date of Inspection

GENERAL

** l. Accommodation & Clennliness:

(i) Main Hall4)ipine H*$:

(a) Area
(b) Floor
O White Wash
(d) Exhaust Fans

(ii) Kitehen:

(a) Area
(b) Floor
@ General Cleanliness
(d) Shelves/Platform,

if any:
Exhaust fans provided:
FIy-proofing/
Wire-mesh fixed
Drainage Facility

Store€q$)m :

(a) Genet'al Condirion
of Stere Roorn

S uflicienUUnsuffi cient
Satisfactory/Unsati sfactory
Satisfactory/lrleeded
Adequate/lnadequate

Adequate/lnadequate
Sati sfactory/Unsati sfactory
Sat i s factorlUnsat i sfactory
Sati sfactory/Un satisfactory

Adequatellnadequate

YesA.lo
AvailableA{ot avaiiable

Provided/lr{st Provided

Clean/Unclean

Stores pncperly arranged/
NIot prorerly anranged

Exhaust f*ns providedl
Not pnovrci*d

(e)
(0

(g)

(iii)

(a)

(b)

(e)
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i

i

t

t

t

I

t

t
t

t

(iv) Furniture : Satisfactory/Unsatisfactory

** In case the condition is found 'Unsatisfactory', details/nature
of deficiency/defect may be specified.

2. (a) Personal hygiene of : Nails Trimmed
employees:

Hair Cut

Shave".

Cleanliness

Any Skin Disease

(b) Required vaccination of : DoneA.{ot done
Cook/Bearers

(C) Regular Mdical : YeVlrlo
Examination:
{Mediel fimess C.ertificate in respect of ..-
each Cook/Bear€r etc. be seen by the f.O)

Whether the employees were in : YeJNo
proper uniform

Adify of Crockery : SatisfactoryArleeds replacement

Ilill for cleaning Crockery : Satisfactory/Unsatisfactory

Use of detergent/Disinfectant : YesrNo (indicate Periodicity)

Suggestion/Complaint Book kept : YesA.lo
(Gist of recorded complaints & action taken thereon by
the MC be enclosed separately with the Repon)

Sanitary Diary-cum-lnspection : AvailableA,,lot Avaitable
Register

Separate ladies roorn/cabin provided : YeVNo

Eisplay.of Menu with rates : Yes/No
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9. Rates

10. When the rates were last fixed

I I . Quality of eatables/beverages

12" Whether the no,nns for usage of
Materials- qr:al ity-wise *% quantity-
Wise are in relation to the selii;:g
Price

83" Opinicn abcut Custerner's
satisflaetio:l

t4" Dri;:hi*g wftt*r faeility pr*viii;:,3

45" Fis:sc-*id ffi+x f*r eant*en &nip-lst'**=
pr*vid*d

1$. F!i'*-s.*,fu-ty' *-te,?slir*s pi*vr*iit.i

i i ^ 1':"';:* +f f i:',,1 ::1*ii i;1 ,.ire fstij,:r:;l

e9. I-edger

zfi. Stoek Regiseer qraw m*terialsi

Reasonab I elUn Eeasonah 3 e

Sati sfaetoryl{J n sat i s faetory
(Detailed observations on tiiis
aspect be appendcd by tlie I.S.
witlc the Report)

Yars/hr*

Yesihi*

\,..,.it..,

-... i- :,, i

!'r,:i :;,::'.,i :i:: r.l i i
r' i i'--' ;'i'.1:!.: :lj::i.: {:{-ii:,

e*r:,tplete uplfi .*_^--_:*_.**{eiat,*i\

Carr:ple t* ripfu -_- *-, _drrt "riei

e$*€i-ll€.-1;1;11s::::+5i=:.':l-r.:-!-'=i.i,:i:1;

BB. eash Bcsk ; {r,\ ...ir:;i.l;liir iipi"l.r - _.:_*.__,-_-,,-{ri:rtc;
i!ii :ri-i:;i:':i;ii*iied : Yec/l.jrr

2\" St*ck Registen {fe"rrnitr*relcr{,ick€ry : cJ<w:nrlete upl* id*te}

*:te .)

Ceirr,li'r1*iu Lr+iii,! _*_ ___ - _ iti*,:r:jl
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1?

.lA
t-*.

Saies Register

(a) Monthly Accounrs being
prepared :

{b) ,4nnua! Acenunts e,onrpiete
npto:

{c) l{hether submirred to
Int*grafed Fir:a*ee

C*slt i* h*r'ld

eesh in Be;rk Accauns

Aii..-*$=::e* Regisf *r **rn pl*t* xpt*

lud*::th!y S*ies

Cernplete $ptc _-_*idate)

Lasii l

;-. I *.;;l:

'gl l.:,;t-]',ir.:

i t-: r'; tl lii.l;.i-:i;::

Ll-

Fi"*ee :

' p';;:..i :, : g Ji:: i:',; : ;:ary, a::ti*ri

:\;n -";,: t:a ;h;lfgeS

Fv{.*.?tei' per:dir: g si n*e'shen

-!tJ"

!- !--,' -. "
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ANNEXURE.VIII

(Para 9.5)

SANTTARY RULES FOLggq$. EI-OUSE" FANTRY
AND DINENG HALL

l. No one who has suffered from typhoid, paratyphoid fever or dysentery' or who is

suffering frono, or ir unC*i treatrnEnt i*t, ""nit"al 
or.any infectious disease etc' must

ernployed in any r"iJ;ti" the ccok ho*s*, pantr!, dining hali and in handling the food'

2. The unifonns provided will be washed and changed minimum two to three times

a weeh cloth *oit, be used for those wha are directly, concerned with

cookinfPreParation of food'

3. A basin, clean water, soap' nail brush and clean towei will be provided in each

eook.houseu"op*nt.y.err,'*nernplcyedTj?*ku'Td^inhandlingoffoodwillkeep
their nails trimmed ani will invariably *Lh tn"ir.trands befcre they handle the food'

4. No porsonal clothing necessaries as private property of men employed in the

cook-hcuse' pantry 
".* 

*irr 
"be 

kept there. nor will nnen *ast, and dr,v their clothing in the

*ook house

5. srnoking in the eook-ha$se is strictly farbidden, workers should go out in case

a,1y sne wants to smoke and wash his hands ptop"tty before resuming his duty'

6'TheManagerswill€ns$'ethatthere!salwayssr:ffrcientsupplycfcleanpiecesof
*l*ttr'i available for washing *nd <irying tl:re dishes Lnd the cooking utensils. The cloth

used for irandiing hct and sccty vesselu *;f f bu u*p*'u'" and oistinit' After the last meal

the r,lsed cloth piece, *-rt be b*i!e<i !n lvater e*ntaining rvashing soda and hung up to

i^.1*.'

v. f'll pots and pans wili be &eed.frcr,,: greas€, cleaned and driad after the iast meal,

a*d pi*e** *n * ,r,iiJ;;h;;; J**t *itl.t theiiinteriors expcseci t* the air and to view'

E.Thecook-house,pantrye,tc.sinks,tabies,ctroppingbloeks,cuttingboards'pastry
slabs, rnincing *-;hilA knives, farks, and all othii utensils will be kept as clean as

possibiera,hileiruseandwilluetlraroughl3,cleanedaftereae}rmeal.Allutensils,when
nct !n use, rvil! be kept in the places urio?** f,or then* and will be avaitrabie for inspection

at any time.

9. snty food which is to be ursed during the cun"ent day will be kept in the sook-

irouse. lVher? not in prCIeess af ccoking, ir in preparations for cooking' it will be

ptt*"C from {lies, o"okto*lt*s, etc' in flyproof food safes'

ifi- A steaffi sterilizer should be pr*vided fur sterilizing eup& plates, etc'
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ii;. "r""."t:nT: 
must never be placed in the same sink or receptacre in which pors and

12' Food scraps' vegetable peelings and such like refuse will not be thrown on thefloor but depositei in 
"o"uroJ 

.Jt'li.'uin, p."io"o d.-rr,l purpose.

13' All cutting-uq 
9f bread, pasrry etc. wit be done on the cutting board or pastrymarble srabs provideu ro. *tr p".p*; and never;*-;.den top tabres.

14' The weekly/daily menu of food preparaticns win be hung up to be avairabre rorreference in the cook_house * 
"=if i'in ti,. dining hall.

l5' Any defect in.the ccoking apparq5 or in the urensils will.be reporred at once bythe cook in charge to his superio.-*iro wiil take il*.,.J.eps to have defects remedied.
16' Fuel' e'g' Gas cylinders, coal,-wood, efc., wifi be kept in a fuer store oubice thecook-house; coar boxes rvittr ric *"t'*t# inrio*'rt.Lu-nouse to hord one meat,sfuel. In case oir, is arso *r.j, it'rrr"rri u" kept separarery from coar rvood.
l7 ' The froor 

:lfr_ cook-house panrry wiil be creaned by scrubbing rvith hot r.v3p1containing soda or scap and crescl 'rotuiion 
uR"-.l'fr**u;n **t. Ali .*..r, rvarermust be dried uo after scrubUing Uy *opping. The drain:have a slope and kept in good staie "r.*p*lr. 

rge and the floorings should

l8' The canteens prernises should be rvell ventilated, kitchens and pantries *hite-washed quarterly andihe.oth-' or--ti-r*" reast,cnce;; In addition to rhe naturalventilation, provision of ersctric[;;; fans shair ue maie * n"""r*ry.
19' Anti-rat, anti-pest measures wiir 

. 
be strictty adopted, where food it€r's(ccoked/uncooked) are stored in order to avoid 
"o,ro*i,iu*iii ana wastage of food-

2a' wooden racks for fresh rations may be buirt on raised regs, kept near a phcehaving cross ventirut;o* *nJ-rt;ri;;;;- againsr tr,* *uirr. 
'Trre 

racks/sherves shourd bemade in such a manner'-that there l'c"irc"ularLn or n"ri, "ll*o First in First oui alFrFo)
;:iHil 

':"r,?j[T#*"t'"', 
;; l"!i** vegetabres- *J i.,in be spread ou, * rar as
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g'QRl{s sflffirygxwL REP&RT c{eg_qit&gg&wg&
S-Sffi &S-Sp. 3l UPE-Brg{e} dated ebe-l*' 

s 
S'"ebrs*e ry* ?@

ESPARTh4ENT SF

Forrc ef ecnfidecltial Rep+fi ir: Respeet of Assistant Hatrwai,&€*trvailessk {Depe*rnental
Canteen SEaffi

3?.*pcre for t&e 3'e*elpeni,*<3

f&$.T-E re
{?c be fi9ied by the ACc'*inisiras.;va Ss*ticn *oercerned ef tlae fu{ittistryf#*partrare*tcl**1ee}

pass--gs ASsCffi4ESg ffi pSSSSH*egESSffifr&e

I
n Name *f Sff;qr*r
j
L *esisnati+n/Post hcid
J *ate *f E9inth

4+ i W*'iether th* *ffi*'er b*l*ngs to

i $pL*gqiqd {qqq".$qhq,4$!*4 ribqe ---
j Date nf eersrtinuous appci:rtr**stt t'* tits

! Brese*t graCe

trVh*tla*r
nen, r*rnentf€**r*orarvl*ifi csagis: g

7 Feriod of el?sercc* fr*m d*ay {r::: ieave,

trsininq st*.] rir:risE the veariperiod

I Peri*d *l seR'iee under {he Rep*r{ing
*ffi*er

2 Nature of icblduties
3 State of health

4 Regularit-v and E]$nctuali{y in

attcndance
5 Amenabiligv te discipiine
6 Relationship with superi*r#ec-

workers
Fersonal lavgiene & eEeareliness

I Le*-e! of pro fieierley :

ii) Quatity of prcdarcts

{ii} Ffygieni* aspnets

{iii} EeonCImie aspects i"e" svoldsnee
*f wastag* durirag preperatiom of
food produats



Perform-anG
Excellen?V$il;;:Tt::: ^ cood ---rc-ooD

trffi

Ouisra;:dinilV%ry"* -_.**Cdl(jooil
Average/&efow Averege

Uuulrt

i;;.", ",on rcuttfie? If.so, spac,fy ;h;

HastnecrrffiE*,fua;
ror inditTerenr welk _, e;"-;;;
ffi#itegl4e e,"o4 gui*j*, i*ol ni'

*sc€jlffi.-€ %
l:1:.T*":" for sradlng rhe ofii:cen a.s.qu$hndinfl" be_ pecif;edl sr

Place:

Date:

Signature of the Repo*ing Offieer

Narne in Block lefters

Eesignation during rhe period of Repo*

N*€ 
,ffilic;iTl 

M*"ser or the c::r":i wilr a* a1_Re.rorr;ng officer **i!e"a*u'iJrios*i;:,i*iX3, 
ot the canieeo n**nusi# F'n**itt** *it; ..i'* the

P&sT:r.ru

bH*fG-* ;*;"0_, 
r # q__ffiG

Officer. it *o** 
*' 'rtv !\uPorl!flP

precse specify *l,u .lj^-ditugt****ni
anl'lhlns vft,r rr",i*r, .^t:1to.T:' Is there

y":qli tq modify o, ucuzRemarfs-G-rhE
?ssessmen/gradie

lf rn"
ii:ember oi e^L^:--r
c*tt7s*n*du!ed 

ttt-'' $eheduled

R-r;;;;"["u-[*u."'u*t' does the

attitude o?,#';:'"",1fi:t^*ut,l.
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assessing the performance of, the

offtcer has been fair and just

5 General Remarks/Comments on the

canacitv/oerformance of the offi cial

6 A-)' specific commenU

recommendation

Flace: Signatr.rre of the R"eviewing Of"ficer

Date: Name in Bloek letters

Designation during the perlcd cf R'eport

DEI'ARTMEITT OF

Fo*, of Confidential R-eport in resoect gf Clerk/Salesman/CashiariStCIrc

@um-SJge Ke€Der {Depaltnnental Canteen Staf-f}

P.{tsT-[

R.eport for the year/Period

PER.SONAI, DATA

(To be fi1ed by the Administrative Section concerned of the Ministry/DepartmenVoftiee)

II Name of Offrcer
j Desisnation/Post held

J Date of Bi*h
4 Whether the Officer belongs to

Scheduled Caste/Scheduled Tri.brl-
5

6

Date of continuous appointment to the

Dresent grade

Vitretner psrmanent/ternporaryl

offrciating
7 perioA of absence frcm duty (on ieave,

trainins etc.) during the yeariperio! 
-

PA$T.I{ Sflg,F APPRAISAL
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l. Brief description of duties"

2. Brief resurne of the work done by you during the year/period frorn
bringing out any special achievement during the year/period. In

the event of shortfal! in aehievement furnish reasons.

(The resume is to be furnished within the space provided limited to 100 words
and is required to be signed)

Signature:

Date:

PAR.T.IIT ASsrls$MEN3' oF TIIE REP_gsrTI_ryG o_4i$CER

I Does the Reporting Cfficer agree with
the statement nnade in Part-Itr ? If nct,
the extent of disagreement and reasons
therefor.

2 State of health
J Regularity and punctuaiity in

attendance
jl.+ Amenability to discipline

{i} Relaticnship with
sup.er!ors/co-rvorkers

(ii) Bai"l*,.,'i*ur tcrvards
customers

f.
Li Inteiligence, Keenness and Industrv
ry fufaintonanre *f eash/accounts etc.

with reference to assigned tasks during
the period sf report.

o(} l{as the officer ever been entrusted
vrith rvork other than routine? trf so,
indicate his capacitv.

I Has the oflicer ever been reprimanded
for indifferent wcrk or for other
causes durinc the oeriod under reDort?
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l0 Intesritv
ll Overall Grading

(Reasons for grading the officer as

'outstanding" be specifi ed)

Outstanding/Very Good/Good/
AveragelBelow Average

Place: Signature of the Reporting Officer

Date: Name in Block letters

Designation during the period of Report

Note: Manager/General Manager of the Canteen will act as "Reporting Officer" while

Honorary Secretary of the Canteen Managing Committee will act as the

"Reviewing Officer."

[,ART-TV

Place: Signature of the Reviewing Oft'icer

Date: Name in Block letters
Designation during the period of Report

Length of serviee under the Reviewing
Officer

z Do you agree with the assessnrent of
the officer given by the RePorting

Officer. In case of disagreement,
please specify the reascns. Is there

anvthine vou wish to modifY or add ?

J Remarks on the assessment/grading

eiven by the Reporting Officer
4 If the officer rePorted upon is a

member of Scheduled

Caste/Scheduled Tribes, does the

Reviewing Officer agt'ee that the

attitude of the Reporting Officer in
assessing the performance of the

offrcer has been fair and iust
5 General Remarks/Comments on the

caoacitv/oerformance of the offi cial

6 Any specific comment/
recommendation



DEPARTMENT 
OF

R"po.t for the yearlperiod

-___

-lt7-

PART-I

(To be filled by theAcrmin;.+-^.:- 
PERSqNAI' DATA

;___-_-_ 
{dminishative 

Section concerned ofrh. tr;_:^

PART-&

I. tsriefdescripfion 
of duties.

SELT'APPRAISAL

Baf*:

Brief resume cf the work cone by vo,, drrri^^ .r,,f-amr-;'"?i-?-ffi ,!tg;g-gg.'g;t,g,f :T_*,m;
i#-t,':ilil:-f ,Tf:,,I:H;ted rvithin *,,0,* o*vided rimited ro r00 _";

@ofli*.
Darep-milh

otttn

permanenf/t_rp"*.yl

the Min istry/Departm 
en ilOffi ce)

Signafure:



PART-III

Flace:

Date:

_l18_

ASSESSMENT' $T TI{E REPORTING OFFICER

Signa'ruie of tiie lt"eoorting Sl'flcer

Narne in S!o.;k le;iers

Designation during the pericd of Report

Nqte: General Manager of the Canteen will act as "Reporting Officer" whiie F{onorary

Secretary of tlie Canteen Managing Cornmittee rvill act as the "Reviewing OfTicer."

I Does the Reporting Officer agree witir
the staternent made in Fart-ll? if not,
tl'le extent of disagreement and reasons

therefor.
2 State of health
J Regularity and puncturaiity in

attendance
4 Amenability to discipl ine

5 Relationship with superiors/co-
workers

6 State.of accounts of the Canteen

7 Level of knorvledgelabiiity to perfarrn

other functicns in the Canteen {e.g.
Store-Keeping functions, clericall
vending funetions, Managerial
functions as also technical aspects cf
preparation cf meals, refreshments,
tea. cof{be etc.)

I Levei of pr*ficiency r/cr-v L{igh/Coodi Average/Below
Average

Fericnnauce Excelisnt/Very C*od/Average/ Eeicrv
Average

t0 Has the ofl'icer ever been entruste<J

rvith rvork other than routine? trf so.

indieate his capaeity.
ll
II Fias the officer ever been reprimanded

for indifierent rvork Gr for other
causes ciuring the perio'd under report?

tr!
'L

integritv
Ovcra!l_-G&dine

{Reasons for grading tile otilcer as

' outstaneiins" be snecifi ed)

Su{stitrrdingiVery GoodiGcatii
Average/Below, Average



le_lsthorse@
Offieer

?o yo_u agrGe Gth the assessrnent orthe cfficer, given by the Rd;;l"sOfficer. in .u.. of dir"gr;;;;,:
pleT: specify the reasons. Is rhere

ryish to lnodify or add ?
Remarks on ttre assessrn6@aCirlg
given by the Reporting Officer 

v e

lf the office@
nrember of Scheduled
Caste/Scheduled Tribes, d";;--;;
Reviewing Officer agree thar the
attitud€ of the Reporting Officer 

-'iri

assessing the performance of, the
officer has been fair and iusr
General ne@

of the olficial.---ftriy specrttc commenil
recommendation

ilg-

PART-TV
%

Flace:

Date:

Signature of the Reviewing Oflicer

Name in Bloek letters

Designation during the perlod of Report

SET'ItRT&{ENT OF

Fonn cf Confidentia! Report in respect ofCanteensliGen eral Man ug", (Depr**r" i_l Canteen
Manager (A, B, C and
Staff)

Report for the year/period

PEf{$QryAL P4T4

D Type

ilART-T
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(To be filled by the Administrative Sec{on concerned of the Ministry/Department/Office)

I Name of OfTicer
2 Desisnation/Post held
J Date of Birth
4 Whether the Officer belongs to

Scheduled Caste/Scheduled Tribes

5 E)ate of continuous appointment to the

Dresent srade
6 Whether permanen€/temP.traryl

offrciatine
7 Period of absence from duty (on leave,

trainins etc.) during the year/period

PART.TT

l. Srief deseription of duties"

'\i1

SELF "4PPRAE$AL

J Brief resume of tlee work done by you during the year/period frorn

bringing oilt any speeial achievement during the year/period- In

the event of shortfal! in achievement furnish reasons.

{?he resume is to be furnished within the space provided lirnited to 100 words

and is required tc be sigped)

Signatetre:

Date:



t2t -

PART-TTI

(Please read
entries)

carefull.v the instructions grven at the end of the form belore filling the

Amenabilit to disci
RelationshF
workers superiors co-

uirh

Qru,rrrrfu

outstandin?Vdi-
Average/Below Average

Good/Cooor-

Place:

Date:
Sigriature of the Reporting Officer

Name in Block letters

Designation during the period of Report

Note: 
!33orarf Secrerary of the CanrerOfficer" while il.,'","L_ " :alteen Managing Comm.*n.ui.*;n;3'rr,!!:il#tT::?#:ff 'ilff ;ffi 'Jn#11::1fi .I:X,"il:

'?.?'l,r,. .*,.ni'ii;H;:ian-rr I Irnor,
therefor. _ ernent and reasons

Stare of healE

punctualit\

r ll *;rrurdute work meritinJcommendations?
them. tsrieflY mention'

-(Keasons for gradir
'ortrtunoi,",g.i u?'il:irJff orficer as



PART.IV

Place:

Date:

-122-

REMARKS BY REVIEWING OFFICER

Signature of the Reviewing Officer

Name in Block letters

Designation during the period of Report

I Length of service under the Reviewing
Officer

2 Do you agree with the assessment of
the officer given by the RePorting

Officer. In case of disagreement,
please specify the reasons. Is there

anything you wish to modifY or add ?

J Remarks on the assessment/grading

siven by the Reporting Officer
4 If the officer reported upon is a

men.ltrer of Scheduled

Castelscheduled Tribes, does the

Reviewing Officer agree that the

attitude of the Reporting Officer in
assessing the performance of the

officer has been fair and iust

5 General Remarks/Comments on the

caoacitv/performance of the offi cial

6 Any specific comment/

recommendation
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ANNEXURE - X
I Para 15.5 |

LATED WITH D
dated the 3'o December. l99g

A. Details of Canteen Employee (Applicant) :

(l) Name

(2) Designarion

(3) Full Office Address with
Telephone Number

(4) Residential Address

(5) Whether SC/ST ( if yes,
documentary proof may be
attached)

B. Details of son/Daughter of canteen Employee for whom scholarship
is sought :

(l) Name

(2) Date of Birth

(3) Whether handicapped
(lf yes, attach Medical
Certificate including nature
and percenrage of disability

(4) Signature of applicant's Son/Daughter:

C. Details of Education for which schorarship is appried for :

(l) Name of course

(2) Duration of course

(3) Stage at which student is
studying (Standard in School/
Year in College)



124 -

Narne of the instittltion :

BoardiUniversity bY which :

reco gnized/to wh ieh affi liated

D. Details of marks (subject-wise) obtained in the previous year ef study:

Note:-

1" Attested true copies of mark-sheet(s) should be subrnitted.

2. If there is a break between the previous stage of study and joining the

current educational course reasons for the break should be clearly stated'

3. Details of any other Scholarship already received or applied for in resBect

of the child and the organization concerned with the award of the same

should be indicated herein clearly'

I declare that :-

The particulars given in pre-page are true and complete to the best of my

knowledge and belief.

(4)

(s)

Name of the Examination



Date:

-125-

Certifleel that the entries unden Col.,A'

Signature of the applicant
(Canteen employee)

are correct as per office records"

Staticn:

Forwar<led to Uneler Seeretary (Adrnn.)
Iv{ in istry cf/Department of

Signature of Head of
Office with Seal

Counter Signature of the Head
of Departrnent in Minisnry/

Department with Seal
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ANNEXURE - XI
I Para l6.a (iv) |

FORI,I FOR CONDUCT 9F AUDIT OF ACCOUNTS
oF THE CANTqEN/TIFFIN ROOM

l.
2.

A- Oreanisational set-uP

Name of the Organisation with postal address

Name of Accounts Office which passes the Canteen/

Tiffin Room bills
Contro I ling M inistry/Department
Name of the CanteenlTiffin Room with postal address

Period for which the audit is being carried out

Date of audit
Name of the Chairman with official designation

Name of the Honorary Secretary with officialdesignation

J.

4.
5.

6.
7.
8.

9.
10.

ll.

(Note:- Chairman should be the,Head of Deptt. or his Deputy and the Honorary

Secretary should be of the rank of Section Officer or equivalent or above) 
-

Number of office emPloYees

Type of the Canteen/Tiffin Room
Registration Number allotted to the Canteenitiffin room

by the Agency of the Director of Canteens

Annual subscription Paid uPto

Whether the Canteen/Tiffin Room is correctly graded

in accordance with the scale givdn in para 1.6 of the

Green Book
Number of Canteen EmPloYees

(i) Regular
Any other relevant information

(ii) Ad-hoc

B- Audit Objection
(To be filled by the Audit Team)

C- General Observations
(To be filled by the Audit Team)

t2.
13.

14.

15.

i
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Annexure-XII

tLllrsrrrtlor
=!:3ta!rg!Et!a

rn l 'tr" t'rye r)'p*tncntrl centeen of lrlnretrv of ,x, r{ar Derhi. thefolloring traneoctions tooh ploce on 6.ll.g?.,fheae cre lo ba recorded inverl,oug preeoribed lecorde, rcglatue in thr ranner e*plained beloy {!o[ ermtr.dl
I.Cloainj Caeh,Brnt and Stool Erllnce gorltlon rt on l.lt.l00? totlo* to br tlgr(i) Cash Balance; fl.e.5000,00
(iilBank Balance:fi.s.r0000.00 to b€ t.t€n ea eenlne Ealenoe

as on 6.1].9? in the Caah Boof
{Fon f) ,

Xrv lfltrrtel/f,crdfi caod./CorrDon gtoct Clortnt lalrncc
on 0{.11.92.

Iteor

l.2l

$u:rr
fee (ned Lablcl
?€a fcr€en Lable)
HEide
Ghce (Vanrspnti)
Pateto
Rloe
Ba€sn

CaI (Channa)

Dal{Urdl
DalfArhatl
Onion
Canln gola
Lince
Slecults
l{i th
Patt,i€B

eutntlty

(3)

10H3.

lKt.
2Ks.
rltt.
5K;.
5Ke,

lOHe.
5f,1.
5ltl.
$Ks.
5Ii*.
5f,s.

4Cratea
SCrat€s

3O Paoteta
Iri I
t{i I

netrflr. )
Pcr f,t.

(1t

Yalur{t)rf {tk,

1.6 )

15.50 'per t(s. 15S.00
190.00 per f,s. 160.00
e68.S0 ?er tig, ig6.00

8.0O per tit. ,10.00
113.00 per f,3. 2IS.00
8,0S pep tia, 40.00
8.00 per K9, A0.00

18.00 per Ht. 90,00
I 5.00 per rtg. 7i.00
22.00 Fer fir. tt0.00
26.00 per ti3. 110.00
6.C0 ger l{], 30.00

168.00 ! por 6?e.00
168.00 | Crate 036.00

3.?0 per pkt lll.00
Nil il{l

Total 2780.00
Hotr: -

Al'1 thcea iteos ehou3d spgreer in eol'(21, {3} * {{! in c0nruaable lteas $toeh ReSister (FoE tro.{} aneapoett've tra8ee/fclioe as Balsncs Brorlght fonnend fcts) and the verue of Ean, r,reterial rn stocr Er'oldbe avndrahr'a (b6rh &p€nins Enrence and eroetns ,-;r;;; ;;; ;* Da-v.rlro*rhlraer in tha Ravllet'ortallgsneuaable trtwps $to k fteg!.ster for preparat.isn of 6onthrvlannuer Acaount€"

.. .2
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(c) Bal an*e CouaoR $toe k on 04. '! 1 " S7

O*nml i*at'lon $er'lal ffo.

F'rm

"^tt! $r.-

En t.1
r Jdr I r

TE fJ
.l\r l !

1.S$ lt*"

tlOTil; *

To be noted '!n esupoNl $tock Reslste!^ {Femn No' n0}

II. AEt{vtt{e* on S,11"$?
*J;a"*

A. Failstclns tt.e** idst"* purf,heged on Crsh baets fmn

Pr&n&ret {*l"' i*,gle 
'

Total

To

s000
460S
4000
5CI0s

I

1

1

1

5000
4SS0
40oCI
ss00

{.Ftir*hases are tc
Kendrtrye Shendar
negard.

be ciane from Qoap"$tcres/ $uper Eaaar
ste "as oer orders/'lnet*ruet$cne 'ln t'h1*

$. No.
{1i

Items
{2}

Quantitv
{3}

Rete Rs.Fsr
{4}

Amount Rs, I
(s)

4219.00

0'1.
0e.
03.
04.
0s"
0€"
07.
08.
09.
10.
11.
12,
13"
1rt.
15.
10.
1?.
18.

Khova
gugar
Tea {Red Lable}
Tea (Green Lable)
flalda
ch6e (Vanagpati)
P6tato
Rlca
B€gan
Dal (Channa)
Dal (Urd)
Da1 (Arhar)
Onlon
Camoa Cola
Limca
Bl scults
t{t lk
Pattles

'l0Ks.
25Kq"
'tKg,

eKc.
5Ke.
5Ks.
20Kc.
t0kq,
6Kc"
5Kq.
6Kc.
5Kg.
5Kq.
4Crates
2Crates
30 Packets
36 Ltr.
30 Pleces

60"s0
15"50

1 60, 00
268.00

8"00
43.00
8*00
8"00

18"00
15. 00
22.00
26. 00

6 .00
I 6E. 00
1 68. 00

3. ?0
11"00
3. 00

Tolal

under:

P6r Ks. 600"s0
Per Kg. 388.00
Per Ks. 160.00
Fer Kg. 536,00
Per Ks. 40'00
Per Ks, ?15.00
P€r Ks. 1E0.00
P€r Kq" 80.00
Per Ks. 90'00
Per Kg, 75.00
Per Kq. 110.00
Per Kq. 130.00
Per Kq. 30.00
Per Crate 672.00
Psr Crato 330.00
Fer Pkt. 111.00
Per Ltr. 396,00
Per Plece 90'00

Inmedietelv on purchase the entrles

Stock R€glst€r

To be noted
( Form No.4)

Caah 9ook

'ln Rarl l,leterlal/Constrmabie lteme $tock Reglster
tn resoect,lve follos (Co].No.5,e,7 & 8)

are to be made as

Entrv to be mad* 'ln Cash Book {Fonn
s'lde and corrssoondlng Seb'lt Entrv
Ledser (Form t'{o"2},

No.ll on Pevment
ln the 'Purchase Ar'e ' lrt ths

u**&
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:ll:f::_y:::::* deteire for rbove ttsns {voucher ro.16l
l."l c.lt" ruo" I Jutu;--ilil;--------
lbl q-Y'll""is i.ted 5.11,e? Rg' 600'00 {Iter Ho'11

i:l c.u.rco.ii iii.a i.ri.e? Rs' 1e0'00 II!". rlo'? t t3l
idi !.ry'u""eti i.il* s.il.e? Ps' 10cB'00 (Iter ro' u r-isr
l:l c.u'tl""ss ili-c s.tl.e? Rs' 3e6'00 llt* l{o.1?}
{f} c,}r.$;:;; jii_o s.lt.s? pB. e0.00 (rrer r{o.18i

I11llll0 f rrer f,o.z to s,8to12&16iTotal 4?19.00

01, Khove
!l' 6;;*i 10'000fin' 60.00 Per Kr. 600.00
lf i"l-ip.a tabrel Z4"ooosc'

lf: ;:io:i'"".;1ili.' 1:f33[l: 133:33 5il [a: -f;lfgig. cfi*I-rvenasoari l:333$X: *l:BB l:: [i: ;ii,g3iq: $i::'" ti:gggil: 8.oo per ns. r?o.oo
??" il;;' 1'oook(' s.oo Per xs. Ju.oo
]9' iil*icr,*nn*r '500&q' 18-00 p". rq. e.oo
]i" r.iru"al '260xe' 15.00 per xc. 1.00
:?, n*iii-i,rrt t'000Kr' 22"aa Per Ks. zz.aors, ;;;;;"'*" s.:9151. e6"oo e"" xa. ;;:;;
11' c**"* c.in '500Ks' 6.00 Fer Kg. J.00i5. i;;;; ""'" 4 Cretes 168.00 per erete 6?2.00ls, ni-"Ji* creteg 16g.00 ;,"i crate 336,0c
li. ;;l;*'"' S0Packets J.?0 per Fkt. 111.0CItR h,J.. 3$.ttr. 11 ''A n-- r-

) For
r the

petties rru,rrLrr 11.00 per Ltr, 396.00J0 pieces r.Co p*n pi;;_ "6i.oo

Tolal 34?g.00

anrjving at' the Rete and Yalue of lfet,eiial ieaued, the.Aver*qe Eate rorrec out,telal 
euanitv {0perrin*T*r*ii-iru" rru*rr-eu";;;;) and ita totar velue rey be

) Ises*ee
Co!.ouen fi;:'ffi.$-,f;;1"$r:rr:l3ff.fiarer for *-he sa$ reteriar/consusebre rrer{Forr Fo.4r

l ?o be noted in l(itchen Register bv f,itchen Clerk in Fonr No. 5(Suantity r€c€ived I) Approved indent,/SiErtature
tchan y'Counter Clerk'ee the

in token of lcsuel*eceipt of rfateriar to he obtqirrrd frorce,se tep be {Fon Ho.lZ for Indent}
) Rsedy ltess iesued fron S{ores to be teken in Daily Sale Reeieter. aer Sele on the basi.s of tteEs 

-inJ"*tua 
and receivedl Quentity leceived'

::-ff ffi:";lrfi:"};"?i"":;i:-_:;,:*:" in the consunabre srock Beeieter and taren on
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(E) coupong rith followin$ nunber nnd denonineti.ong Hene igsued on 0$.ll,g?----.--.-
__-_____ |S.No. Denocinstion Fros To Totcl nusber ;

___ 
*----' 

I

01. .25 p ., ,^^-;-------- -----i
02. .50 P I 1000 1000 

I
nou,r. . ic p | aaoo 2ooo 

'il: r. oo n" i000 2000 I
1 1000 1000 :

Notes; -

( i ) To be noted

{ 2 } To be noted
Couoon Clerk

in Cour,on Stock ftecigter

in Counon Sale Register
(Form No.11 I

{ Forn No. 10 I

(as Counon received) by

(Fl Coupons Sold s,s on 05, i 1" S?

S.No. Denoninetion Froe ?o Totel nusben Agount
Rs.

01. .?5P 1 qqo ;;;-------------;;;:;;-oe. .50 P I 63+ gr+ irr"oo03. .75 p 1 looo 1dil iuo.oo_11__::31_y:__-_ i eoo -Boo 
soo.oogvg r vU

l{obes: - Total I 992. 00

{l } The Cash to be deposited r*it,h Cashier/i{ena(er a{ainst Fropsr receipt,

( ? i Caahier,/Accountant/DlanaEer
Book Receipt Si,le.

t 3 I The entry in the Cash Book to
aoount received for iash Salebe credited to 'Sale, iJ;.'*-

should iuaedietely note the auount in Cash

be recorded on ,Receipt Side'bein€ the
and in Ledqer (Forn No"Zi the amount to
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