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Copy of Memorandum No. F.5 (1) DP/O & M/Gr. L 72, dated

24-2-73 issued by Department of Personnel (O&M).

Sub:- —Guidelines for propar cadre Management -Setting up of
Cadre Management Committees-Implementaion of Ad-
minisistrative Reforms Commission's Reccmmen-
dation No. 10.

The Administrative Reforms Commission, whici examinred the

{1 ! existing machinery for the management of different All India and
' Central Service Cadres, had in their Report on Personnel Administration

made the following recommendation:—
RECOMMENDATION No. 10.

1 (1) For all services advance projections should be made of the
| requirements of personnel for five years at a time. Mid-
i , terinappraisal also should if circumstances warrant it and
S necessary corrections made on the basis of the appraisal.

‘ \ (2) Such projections should be made by Cadre Management
' Committee which should be constitutid in the martiner
: ! described in para 5.
Al ' 2. The Commission had further suggested that the cadre manage-

i, B ool B
.\l. g
)

| ment committees may include, in addition to the cadre controlling
' authority, representatives of the Central Personnel Agency and of the
¢ user interests, if any (User interest) in this context mean the organisa-
| tions other than the controlling authority which are likely to make a
. substantial use of the services of the concerned personnel on deputa-
tion).
3.The Government of Rajasthan have accepted this recommen-
dation of the A.R.C. with the modification that the review should be
made, instead of every five years asrecommended by the Administrative
Reforms Commission, after three years and it would not be necessary to
associate the user interests with the review committee bui their require-
ments should be taken into consideration whife making the review. The
Commission of the Committee should be as follows:--

] ] (1) Chief Secretary. Chairman.
I | ! (2) Financial Commissioner.”  Member.
; ! (3) Special Secretary, _
iy Deptt. of Personnel. Member.
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(4) Secretary of the Adm.
Deptt. Member-in-Secretary.

The Departments are accordingly requested to take immedigs
action on the lines indicated above to constitute cader managemes
committees for review of the State Service cadres under their adminif
trative control under intimation to this Department. £

4. A copy of the note indicating the broad guide lines formulat:
by the Government of lindia is enclosed herewith for guidance. I
expected that these  general guidelines, if followed systematicalls
would remedy to a considerable extent, the defenciencies pointed out}®
the A.R.C.and ensure a balanced and scientific management of cadt
apart from helping in establishing uniformity in the principles/prog@
dures employed in the managgement of the Service Cadres.

5. All the Secretaries, who will act as Member-Secretary of th.
committee are requested to review immediately the cadre controllod—
them in the light of the enclosed guidelines and prepare a detaill
personnel plan foreach cadre, taking 1972 as the base year. Acopy of .
plan will also be sent to theSpecial Secretary to Government Departmg’
of Personnel (Gr. A. II).

6. All the committees should submit their reports to the gov
ment within a period of three months.

DEPARTMENT OF PERSONNEL
(v&M) (Gr. L),
GUIDELINES FOR CADRE MANAGEMENT.

General:--(1)The basic purpose of cadre management is to
ensure that consistant with the maintenance of morale, the cadre is
recruited trained and utilised in a manner calculated to fulfill the
subjectives for which the cadre was constituted.

The structural aspect of a cadre:-(2)The fixation of strength
of a cadre shuold be related primarily to the current and anticipated re-
quirements of personnel for discharging the functions for which a cadre
has been created. .

(3) In fixing the strength of the cadre due regard should be paid
to the duties and responsibilities of the posts to be included in the cadre.
Every cadre should, therefore, have a schedule of duty posts identified,
on the basis of detailed job evalution, either individualiy or in groups,

k.'.‘-“mu.ﬁ‘—_-‘!\'-ﬂ':.;"'_'i_ e
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which constitute the core of the cadre.

(4) The strength of each cadre should essentially reflect the

permanent requirement for cadre personnel.

(5) The following three reserves should be builtinto the structure

of every cadres:--

(i) Deputation Reserve:--Hence the deputation reserve is a-
mechanism for sending Cadre Officers to hold Ex-Cadre
posts, this reserve shiould be fixed by assessing the needs of
the outside (or ex-cadre) agencies for the services of
Officers of particular Cadres, having regard to the experi-
ences of expertise developed in such cadres such deputation
reserve should also bear a reasonable proportion to the duty
posts in the cadre in order to ensure that cadre personnel are-
primarily available for filling up cadre posts.

(ii) Training Rreserve:-This reserve should be rationally fixed
with due regard to the particular needs of the cadre for the
development of suitable professional expertise and genera-
tion of adequate specialism though the training (both posts-

“entry and in service) of cadre personnal.

(1ii) Leave Reserve:--This reserve should be related to its actual
utilisation.

(6) Where recruitment rules provides,for multiple points of
entry into the service, the promotion quotas should be so determined as
to ensure adequate opportunities for promotin between the various
grades in the cadre-schedule. :

(7) The personnel aspect of a cadre:- A rational recruitment
policy should be framed so as to take intc account maintenance needs of
the cadre quality of recruits promotional prospects of recruits.

(8) The rate of annual recruitment should be so worked out that

gaps in the cadre a readequately taken cadre of in a phased manner and
there is no excessive recruitment in particular years leading to eilution

5oora

in the quality of recruits or blook in promotion at a later stage.
_ (9) Except to the extent provided for in particular recruitment
rules for any cadre, cadre posts should be held by cadre officers.

(10) A scientific plan for the developrient and development of
officers in a cadre should be devised. This plan should spe!l ou: in detail




the requirements in terms of skills/specialities, desirable experierice,
etc., for different positions, and the various programmes required fc he !

attainment of this objective. .

(11) The placement of officers in and outside the cadre should be |

in line with the skills/experience acquired by them. It should, therefore,

be done after a careful screening of eligible personnel in relating to the
type of posts of be filled up. - Ei. o

(12) Deputation to ex-cadre posts should be for a fixed tenure,
and unless there are exceptional grounds, an officer sent on deputation
should return to his parent cadre on the expiry of his tenure.

(13) Machinery and procedures for batter cadre maragement:-
There shculd be high-level comperhensive review, at regular intervals

of three years, of the managemen: of each cadre in the light of these
guidelines.

(14) The specific object of the triennial review should be to:-
= --determine the rate of growth of the cadre after analysing
past trends and anticipting additional needs;

--assess the trend of growth of the ex-cadre posts requiring
the services of cadré officers and adopt measures to out

imbalances arising between deputation reserves and the
number of officers in ex-cadtre posts;

--fix and rationalise the strength of the cadre;

--draw up a personnel plan, for three years indicating for
each year;

--the size of the cadre;

--fresh in take of personnel;

--utilisation deputation and other reserves;

--overall needs and gaps.

(15) A review committee should conduct the triennial reviews
in respect of all cadres. The composition of the Revise Committee will
be such as may be decided by the Government from time to time.

[Enclosure to Q&M No. E. 5 (1) DP/O&M/Gr. 1/72, dated, 24-2-73]
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