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Civil Service Rules, 2050 (1993)

Date of Publication in the Nepal Gazette

2050.3.28 (12 July 1993)

Amendments:

1. Civil Service (First Amendment) Rules, 2050.7.3 (19 Oct. 1993)
2050 (1993)
Health Service Rules, 2055 (1999) 2055

3. Civil Service (Second Amendment) 2056
Rules, 2056 (1997)

4. Civil Service (Third Amendment) Rule
2059 (2003)

5. Civil Service (Fourth Amendm
2060 (2003)

6. Civil Service (Fifth A
2061(2004)

31D99)
Aug. 1997)

0.23 (6 Feb. 2003)

Rules, 2061.5.28 (13 Sept. 2004)

7. Civil Service (SiX ndment) Rules, 2061.12.1 (14 March
2005)

8 Seventh Amendment) 2064.8.20 (6 Dec. 2006)

9 ce (Eighth Amendment) Rules, 2067.5.15 (31 Aug. 2010)

2067 (2010)

In exercise of the powers conferred by Sectioro¥7te Civil Service
Act, 2049 (1992), the Government of Nepal has ficathe following rules.
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Chapter- 1

Preliminary

Short title and commencement (1) These Rules may be called as
the "Civil Service Rules, 2050 (1993)".

(2) These Rules shall come into force immediately.

Definitions: Unless the subject or the context otherwise reguimn

these Rules,-

(@) "Act" means the Civil Service Act, 2(

(b) "Head of Department” me - official as #@ec in

Schedule-1.

(c)  "Chief of Office” m
Schedule-2.

Chief of Office apecified in

(d)  "Chief of ce" means the Chief of Urifffice under the

Chief

of these Rules (1) If any civil employee is aggrieved

erpretation made by any official whégercising any Rule

se Rules, such a civil employee may make polication to_the

Government of Nepal, Ministry of General Adminisioa.l

(2) The interpretation made by the Government epd in
regard to the application made pursuant to Sub-(ale shall be
circulated by the Ministry of General Administratioto all the

concerned government offices for information anaigoce.

1

Amended by Second Amendment.
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3A° Procedure relating _to_management audit (1) The Ministry of

General Administration may, pursuant to Section .7@Rthe Act, may
carry out casual management audit of all bodiethefGovernment of

Nepal on the rotational basis.

(2) The Ministry of General Administration may alsause its
subordinate departments and agencies to carry anagement audit

pursuant to Sub-rule (1) and to submit a repontetbie

(3) The concerned bodies of the Government 6f Nsipall show

arege audit

concerned records and documents while m

pursuant to Sub-rule (1) or (2).

(4)3 The Ministry of General ation shall putite the
submittethiécGovernment of

e Act and sirid the body of

annual report of the manageme
Nepal pursuant to Section
een carried out. Itil sha the

ed Chief of Officertmke clearance of the

which management audit.

responsibility of the ca

departmental action against the Head of Departroe@hief of Office

who does not make clearance of such remarks, diguesor

irregularities within the period so specified.

N

Inserted by Second Amendment.
Amended by Seventh Amendment.
Inserted by Seventh Amendment.
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Chapter-2

Provision of Organizational Structure and Posts

Organizational structure and provision of permanen post: (1)

No later than Fifteen days after the receipt ofrapg@l to prepare the
organizational structure of ant office or alter tile organizational
structure or creating or cancelling permanent paste Ministry of
General Administration shall write to the concerneady, and the

concerned body shall update the records of pa

after the date of receipt of the information a ation thereof

to the Ministry of General Administrat heviC Employee

Records Office.

(2) If any permanent po 0 be created orealtén the

course of preparing th tional structure abtering the
organizational structure jthe description & fyost intended to be

added or altered ha rattached.

, accounts chief and storekeeper shall beopedd through the

service contract.

(4) Notwithstanding anything contained elsewherthia Rule, if
in making agreement with donor bodies and donoamegtions for the
operation of various programmes by various bodfeth® Government
of Nepal, the matter of human resources requiregdch programmes

Is also mentioned in the agreement, consent oMinéstry of General

Amended by Second Amendment.
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Administration and the Ministry of Finance shalk@lbe obtained in

relation to human resources prior to making suckegent.

Creation of special post(1) Special posts may be created in any of
the following circumstances:

(@) If any civil employee delays to attend the aafiof
transfer owing to the circumstance beyond his or

her control,

(b)  If the work of former office could

owing to the deputation of

(c) If any civil employee n deputed on ingin

scholarship, se

(d)

ee has been on leave exasgdi

(e) nd has been made for a post to be vacant
ant to Sub-section (3) of Section 7A. of the
ct, and an employee is recommended by the
Public Service Commission prior to being such post

vacant.

(2) While creating special post pursuant to Sule-r@l), a
decision shall be made at the Secretary level ®ttincerned Ministry,
Commission or Secretariat in respect of the gadepest and at the

Head of Department level in respect of a non gadgtbst, by obtaining

consenf of the Ministry of General Administration.

Inserted by Seventh Amendment.
Amended by Second Amendment.
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Provided that, in cases where a special post lietoreated for a

period of less than one month in the circumstamdéeSlauses (a), ()

and (eg of Sub-rule (1), conse9nt0f the Ministry of General

Administration shall not be required.

(3) If circumstance of Sub-rule (1) ceases to extise special

post so created shapiso facto be cancelled.

Registration _of post to_be made The concerned Ministry shall

compulsorily register the posts created pursuarfidotion 6A. of the

&tlo with the Civil Employees Record Offi mentng the

service, group or sub-group and class, wi from the date
of decision for the creation of the p f Isuegistration of the
post, the Civii Employees Reco shall sd¢hd Notification
thereof to the Ministry of G dministratiothe Ministry of
Finance and the concern The post may likeflilonly after

receiving such informatio registration osp

nder different classes of the civiviseras
5 of the Act shall be as to@m®d in the rules

Civil posts The
referred to i

relating to cerned service and group.

d_sub-groups The groups and sub-groups of the civil

service pursuant to Sub-section (1) of Section éhefAct shall be as

set forth in Schedule-3.

Grounds for changing service, group or sub-qroo: The

Government of Nepal shall adopt the following grdsinvhile changing

10
11

Amended by Seventh Amendment.
Amended by Second Amendment.
Amended by Seventh Amendment.
Inserted by Second Amendment.
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the service, group and sub-group of any civil emeé pursuant to
Section 26 of the Act:

(@) If any civil employee willing to change serviogroup or sub-
group has the qualification as referred to in theeR relating to
the service, group or sub-group, and the servioajpgor sub-
group intended to be changed requires the skillsexperience

of such a civil employee.

(b)  If the civil employees in the service, groupsab-group intended

to be changed are not sufficient.

sts as refertedn
erned teegreHead of
of sudh glescription shall

Job description (1) The job description

Schedule-4 shall be enforced by t
Department and Chief of Office.

istration.

y shall approve the jobsgription of

the case of the job description of the chief
secretary of the Government of Nepal, the

Government of Nepal,

In the case of the job description of the civil
employees of gazette special class, the chief

secretary,

(¢) In the case of the job description of the civil
employees in the Ministry, Secretariat, Commission
or other civil employees at the central level and

Heads of Department, other than those employees

9.
be sent to the Ministry of Gen
(2) The followin
the following posts:
12

Amended by Seventh Amendment.
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as referred to in Clause (b), the concerned sagreta

or gazetted special class civil employees;

(d) In the case of the job description of the gazeivil
employees in the department, regional, zonal,
divisional, district and area level offices, otltlean
those employees as referred to in Clauses (b) and

(c), the concerned Head of Department,

(e) In the case of the non-gazetted and clasplests

of the offices as referred

concerned Chief of Offic

(3) The concerned authority s orove and eefdhe job

description of the civii emplo service ate thime of
commencement of this Rul Six months aftbe tdate of

commencement of this Ru

(4) The job

state objective criter at can be measured hadndicators of each

n as referred to in Sub-r{ile shall also

job shall alsc

subordinate Departments shall be monitdsgdthe

Ministry, the subordinate offices by Bepartment and all
les, Secretariats, Commissions or centralié® by the Ministry
of General Administration as to whether the prawisof job description

has been enforced.

(6) The Competent Authority shall, on the recomnadimh of
the Ministry of General Administration, warn thecsstary or Head of
Department or Chief of Office who fails to enforitee job description
pursuant to this Act and these Rules. If the jolscdption is not

enforced even upon receiving such warning, the Gemt Authority
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shall take departmental action against him or hesyant to the Act

and these Rules.

(7) The supervisor shall evaluate the work perforoeaof each
civil employee on the basis of work progress ofigatbrs set forth in

the job description.

(8) Each gazette civii employee shall, on the bas$ishe job
description of his or her post, prepare an annc@bm plan of the jobs

to be done by him or her, get it approved by theefadf Office within

the First Four monthly period of each financial

her job accordingly.

Provided that, the civil employe
within the Second Four monthly

commencement of this Rule.

Secretariats, Departments, Offices ¢ tGovernment of
Nepal, Constitutional Bodies and agencies and thiece&rned civil
employees themselves shall send necessary detaistime to time to

the Civil Employees Record Office.

(2) The Ministries and Departments and Offices ¢bader
operating the service and group shall also mainipito-date records of
the civil employees working thereunder in consisteith the records of

the Civil Employees Record Office.

10. Records of civil em
Employees Record
Mi

13

Inserted by Second Amendment.
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14(3) The Civil Employees Record Office shall inspastrequired
whether or not the personal details and recordh®fcivii employees
have been maintained up-to-date in consistent thighrecords of the
Civil Employees Record Office by the Ministries, g2etments and
Offices thereunder operating the service and gfmuguant to Sub-rule
(2). If any error is found during such inspectiting Civil Employees
Record Office shall notify the concerned MinistDegpartment or Office
for the rectification of such error. It shall beetduty of the concerned

Department or Office to make rectification of threoe s@ notified. The

Ministry of General Administration shall take be taken

departmental action against the concerne g@ does not

rectify such notified error within Three m

15(4) The Civil Employees R Office shall maintaip-to-

date records of civl emp obtained from thanistries,

Secretariats, Departments; s of the GovertnegnNepal and

Constitutional Bodies other agencies. The Mi®f General

Administration sha ct from time to time whet or not the Civil

months. The Ministry of General Administratichall take
departmental action against the Chief of the (inhployees Record
Office in cases where the errors are not corregigdin the period

notified for rectification.

*10A Records to be managed1) Details of appointment, transfer, posting

of, receipt of medical expenses, availing of stlebve, extra-ordinary

14
15
16

Inserted by Second Amendment.
Inserted by Second Amendment.
Inserted by Seventh Amendment.

10
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leave, maternity leave, maternity care leave amwdenithout pay by,
civil. employees shall be updated in the seat m@drgonal description)
of the concerned employees maintained in the Eimployees Record
Office.

(2) No salary, allowance shall be paid without abtey the
symbol number by certifying the seat roll of anypéoyee to be

appointed fresh.

(3) In making payment of the amount of medical edg@s to nay

e records

civil employee, no payment shall be made withg

of amount to be paid within the Civil Employ ffice.

(4) If so written for the purpos tainingoeds of the
matters set forth in this Rule, the
manage the records on the sa no laterthieaiollowing day if

not possible on the sam nd give informati@reof to the

ble official implementing the deaiswithout

s pursuant to this Rule shall liable to

ient not to be made without the post (1) No employee

shall*be appointed without vacancy of a post oatio@ of a post in any

office.

(2) If any employee is appointed and salary paitito or her in
contravention of Sub-rule (1), the amount of salsoypaid shall be

recovered from the official making appointment.

11
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Cancellation of post 17(1) If a post of the civil service is not fulfilled

permanently until one year after the date of comatr vacancy of that
post, such post shalpso facto, be cancelled. The concerned authority
shall compulsorily give the details of the post cancelled to the
Ministry of General Administration and Civil Emplegs Record Office
within Seven days of the cancellation of such at.pAfer obtaining
such details, the Ministry of General Administraticand Civil

Employees Record Office shall maintain up-to-dat®rds thereof.

Provided that, the post, initiation for the ft of which

18(1a) The concerned shall compulsorily egiv
information to the Ministry rI Administrati and Civil
Employees Record Offic “the initiation of ge@edings for
promotion or recruitment, fro e Public Servicen@aission in regard

to any post.

(2) The C ployees Record Office shall giméormation of
d pursuant to Sub-rule (1) tavimastry of General

Admi , Ministry of Finance and concernednletry related

the posts

rvice.

19(3) The Competent Authority shall take departmemietion
against any official who does not give informatminthe cancellation of
the post which has fallen vacant until One yeaspant to Sub-rule (1)
considering that he or her has not discharged égponsibilities of his
or her post pursuant to Clause (d) of Section 6Ghef Act in a

responsible manner.

17
18

Amended by Second Amendment.
Inserted by Second Amendment.

12
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Provided that, in the case of a class-less civiplegee, this
provision shall apply only after distinguishing tip®sts discharging

main business from those performing subsidiaryriass.

19 Inserted by Seventh Amendment.

13
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Chapter-3

Vacancy Fulfillment and Lien

“13. Requisition for permanent civil employees(1) In cases where any

gazetted post has been newly created or fallennvamaing to any
reason, the concerned Ministry, Secretariat or Cigsian shall send
the details related with such post to the Ministoy General
Administration within Seven days. After obtainingch information, the

Ministry of General Administration shall, after with the

records maintained with the Civil Employe fice and with

itself, send requisition to the Public Servi n for fulfillment

with necessary details in every Two

(2) In cases where any ted post has bmely oreated
reason, the concermézhd of

hall send the dstadlated with such

or fallen vacant owing
Department or Chief o
post to the Public
t

ommission for requsitof permanent civil
employee withi onths, and information to tledfect shall be

given to th ned Ministry, Ministry of GeneAadministration,

Civil E es Record Oﬂ‘iczé1

) Notwithstanding anything contained in Sub-ru(&} and
(2),

adjusting the civil employees of the concernediservgroup or sub-

equisition for fulfillment of vacancy shallebmade only after

group being redundant with the vacant posts.

20 Amended by Second Amendment.
21 Amended by Seventh Amendment.
22 Amended by Seventh Amendment.

14
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23(4) In making requisition for posts to be vacanthw the
financial year pursuant to Sub-section (3) of SsclA. of the Act, the
grounds and reasons for the vacancy of the posi ble clearly
mentioned. The authority making requisition for théfillment of
vacant posts with false details shall be subjedi@ddepartmental

punishment.

**13A. Details of vacant postsThe concerned Head of Department or Chief

of Office shall prepare details of the non-gazetted employees whose

posts have fallen vacant and who get retired

on the notice-
it Office and Office
rd tlaene to the Public
Fifteen dayhef month of

throughout the current financial year, publis
board of the concerned Office, District Ad
of District Development Committee
Service Commission no later tha

Shrwan for fulfillment of vaca

25

14. Determination of nu osts on the basisf @ercentage of

fulfillment of vac After obtaining the details of requisition

for employees p t to Rule 13, the Public 8er@iommission shall

determine ber of posts on the basis ofepe¢age of posts from
nt posts to be fulfilled through open petition or
of work efficiency, internal competitiexamination and
ent of promotion from evaluation of work fpemance and

experience, pursuant to Section 7 of the Act.

(2) In determining the number of posts pursuarab-rule (1),
the number of posts to be filled pursuant to Sudtise (7) of Section 7

of the Act, out of the number of posts to be fillddrough open

23 Inserted by Seventh Amendment.
24 Inserted by Seventh Amendment.
25 Amended by Seventh Amendment.

15
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competition pursuant to Sub-section (1) of the s&aetion, shall also

be determined.

(3) For the purposes of Sub-section (7) of Sectiarf the Act,
the details of economically and socially backwardomen,
indigenous/nationalities,Madhesi, Dalit communities shall be as
specified by the Government of Nepal by publishingotice in the

Nepal Gazette.

section (7) of Section 7 of th pplicatiors ha be made on the

following basis:

(a) ase of indigenous/nationalities, as ther
nlisted in the Nepal Indigenous/Nationalities
pliftment National Foundation Act, in relation to

the tribes enlisted in the Act,

Provided that, if there are more than one
surname within a tribe enlisted in the Nepal
Indigenous/Nationalities  Upliftment  National
Foundation Act, a letter of certification made by
the Chief District Officer, on the recommendation
of the Chief of the concerned Local Body, that the
surname is within the enlisted tribe has to be

submitted with the application.

16
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In the case dDalit, as per the list enlisted by the
NationalDalit Commission, in relation to the tribes

enlisted in the list,

Provided that,, if there are more than one
surname within a tribe enlisted by the National
Dalit Commission, a letter of certification made by
the Chief District Officer, on the recommendation

of the Chief of the concerned Local Body, that the

surname is within the enliste e has to be

submitted with the applica

In the case of the. ed, on the basis of

certification of by the Social Welfare
Council on mmendation of a recognized

doctor,

adhesi, on the basis of certification
pplicant iMadhesi, made by the body as
ed by the Government of Nepal by a

notification in the Nepal Gazette,

Provided that, until the body is specified by
publishing notice in the Nepal Gazette, a letter of
certification made by the Chief District Officem o
the recommendation of the Chief of the concerned
Local Body, that the applicantMadhesi has to be

submitted with the application.

In the case of backward region, on the basthef
citizenship certificate obtained from the concerned
district, mentioning the permanent residence in any

district set forth in Sub-section (7) of Sectiorof/

17
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the Act and certification by the concerned Village
Development Committee or Municipality the
applicant has permanent abode in the place at the

moment.

(5) If there is not any candidate for the post asile for
fulfillment through adjustment of promotion by tkeealuation of work
performance and experience pursuant to Sub-rules(ioh a post of

that year shall be included in the posts of proamtby evaluation of

work efficiency.

*14A. Special _provision relating to fulfillmen ancy (1) The
@ sub-section (8) of

\égpof disabled shall be

matter that which of the posts determin
Section 7 of the Act is inappropriat
as specified by the Governme pal by pubiigha notice in the

Nepal Gazette.

(2) In making co ition between the women empdsygerving
in the permanent

Sub-section (14

Women Development Pragepursuant to
Section 7 of the Act, competitshall be made for
permanent ssthat have been converted from ajavelnt to regular
n Development Programme operated by Wwmmen

nt Offices situated in various districtsder the Women
De pment Department. In making such competitioompetition

shall be made only between the employees servittggisimilar posts.

(3) Those who have not attended the competitivenexation as
referred to in Sub-rule (2) or who have attendetdldmen unsuccessful

shall be given retirement from the service.

26 |nserted by Seventh Amendment.

18
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*"15. Minimum gualification: (1) The minimum qualification required for

different posts under the groups and sub-groupthefcivil service
pursuant to Sub-section (2) of Section 6 of the Aball be as

mentioned in the rules relating to concerned seygooup.

16. Procedure for appointment (1) Any candidate recommended from

the Public Service Commission through open compatipursuant to
Section 8 of the Act shall be appointed by the Cetapt Authority

within Two months, in the case of gazetted post aithin Fifteen

days, in the case of non-gazetted post, from the mission of

the recommendation letter, and a notice of ent shall be
shesns. In cases
been redeiby the

en retuaneakice asking the

given to the concerned candidate thro
where the notice of appointment
concerned candidate or the notice
concerned candidate to e appointmenterleshall be
y giving the tinmet of one month.

t letter has not mEmived even within

published in a public news;
In cases where the ap
such time limit, , alternate candidate mentionéd the
recommendati ay be appointed according to arfiererit. A notice
of the apg nt so made shall be given to théli®uService

Comn in Fifteen days after the date qgd@ptment.

17. A

official shall issue the letter of appointment oancellation of

ment letter to be issued or cancelled(1) The following

appointment to the following civil employee:

28(a) In the case of the gazetted civil employee,

Secretary of the Ministry related with the service,

29
group or sub-group

27 Amended by Seventh Amendment.
28 Amended by Second Amendment.
29 Amended by Seventh Amendment.

19
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(b) In the case of the non-gazetted and class less

employee, the Competent Authority.

(2) While issuing the appointment letter to anylcdmployee
pursuant to Sub-rule (1), the concerned officiay firathe date for him
or her to join the office. The concerned employeallgoin the office
on the same date in cases where any specific deteoden fixed for
joining the office, and within Thirty Five days aftthe date of receiving

such appointment letter, excluding the time reqlifer journey, in

cases where any date has not been specified.

(3) Except where information is gi ompankzd the
evidence, that a circumstance beyond frabhas arisen, the

appointing officer may cancel the a nt ketifea civil employee

18 of the Act.

Bond to be made or wealth guarantee to be takeWhere it is

necessary to take a wealth guarantee or have afoomdan employee
being appointed to any civil post according to tfaure of his or her
work, the appointment letter shall not be givensteh an employee

until such bond is made or wealth guarantee isi\goyethat employee.

30

Inserted by Seventh Amendment.

20
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Certificate of physical fitness to be submitk (1) No one shall be

given permanent appointment to a civil post withsulbbmission of the

certificate of physical fithess as per Schedule-5.

(2) The certificate of physical fithess has to liamed from a

medical practitioner recognized by the GovernmédiNepal.

Oath (1) Each civil employee to be appointed pursuaréction 14

of the Act shall take an oath in the form set fantlschedule-6.

(2) While administering the oath pursuant
Secretary of the concerned Ministry, in respe

the Competent Authority, in respect of . -g&zk post, shall

(3) One copy of the oath tered by a civipbyee shall
' rd Office, andther copy shall be

h employee igirsgr

dismissed employee igjaited: 31(1) If any

sed from the service has besmnstated by a
ourt to his or her service, sucheaployee shall
atteng oncerned Ministry within Three montlterathe date of

e notice of such decision.

(2) The civil employee who does not attend withie time-limit

as referred to in Sub-rule (1) shall not be posted.

Sheet-roll_ form _and _reqistration_in_book (1) The Competent

Authority shall cause to be prepared five copiestadet roll (personal

details) of each civil employee pursuant to Schedul

19.
20.
administer the oath.
be sent to the Civil Employe
maintained in the office
21. Posting to be m
civil employe
decision
re
22.
31

Amended by First Amendment.

21
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32(1a) If the sheet roll as referred to in Sub-rulg i not filled
in by any employee who is in service at the timéhef commencement
of these Rules, such an employee shall compulsidtilg the sheet roll
within One year after the date of commencementhesé¢ Rules, and
any newly appointed civil employee shall fill inettsheet roll within
One month of his or her appointment. The salarthefcivil employee
who has not filled in the sheet roll within eventivim such time-limit
shall be withheld.

(2) One copy of the sheet roll prepared pur: -rule (1)

shall be caused to be maintained with th mpes Record
5 concerned with

«coply thie Department,

Office for entry into book, one copy with
the service and group of the employ
one copy with the Ministry of G ministrati@and one copy

with the office where the empl service.

employee is in ursuant to Sub-rule (2)llslhe sent

immediately to of transfer if the empéayis transferred.

employee obtained pursuant to Suber (2) for
and maintain the sheet roll with desdtion specifying the
date of birth of such an employee and the dat@wipeiisory retirement
pursuant to Section 33 of the Act, and if it ismhed necessary for the
purpose of certification of date of birth and atige Civil Employees

Record Office may also require the concerned eng@oto submit

.. . 34
necessary original certificates.

32 |nserted by Second Amendment.
33 Amended by Second Amendment.
34 Amended by Seventh Amendment.
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35(5) If a civl employee has to include any detailshis or her
sheet roll, he or she has to send such to the Embloyees Record
Office through his or her office, and the Civil Elmpees Record Office
shall include the details so obtained in the shektof the concerned
employee and give information thereof to the Miyisbf General

Administration and to the employee and the officaaerned.

Not more than one employee to be appointed peanently in

one post Not more than one person may be appointed perrtigrten

a permanent post at the same time.

No appointment to be made Tulfilling pocedures

determined by Public_Servic lission (1) While making

)pointment is madesuant to the
Service Commissithe officer
make appointment only rafteking an
such a post and follgwh® procedures and

s determined by the Public Ser@ommission.

cases where it appears that there has beate m
1ent to the post required to be appointeduisuant to Sub-
) without observance of the specified prared and terms and

conditions, and it has been written by the Pubbecvise Commission

. . . 38
that the appointment is against the Rule,........ such person shall be

removed from that post within One month.

(3) If, in making appointment pursuant to Sub-rulg),

appointment is made without observing the specipedcedures and

23.
36
24, i

25.
appointment to a post to w
authority conferred by t
making appointmen
advertisement in reg
terms and condi
a
rul

35

36
37

Amended by Second Amendment.
Repealed by Second Amendment.
Amended by Fourth Amendment.
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.- . 39 .
terms and conditions, departmental punishment st taken against

the official making such appointment.
Chapter- 4

Provisions Relating to Expert Post

26. Expert post The Government of Nepal may, by publishing ac®iin
the Nepal Gazette, specify any particular postazietted class of the

civil service as expert post in cases where itde®me essential for the

development of expertise in view of qualificatic and nature
of job. Specific qualification necessary fo t shall also be

mentioned in such a notice.

27. Transfer (1) The Government ay transfer a cimpéoyee
holding expert post without ng-the respongibof similar nature
of job and work performa in the limit of tipeescribed service,

group and sub-group.

ee who has been transferred pamn$uo Sub-

rule (1) shall sferred along with his or pest.

28. ) While making recommendation for the promotafra
yee holding an expert post, the Promot@©ommittee shall

do so'on the basis of work efficiency.

(2) While evaluating the work efficiency, the Pradioa
Committee shall do so on the basis of criteriadixe this regard, and if
deemed necessary, it may also form an expert cdesnitor this

purpose.

38 Deleted by Seventh Amendment.
39 Amended by Fourth Amendment.
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(3) While promoting a civil employee holding an erppost to
upper class, the existing post of the employeel dbalupgraded to
upper class with addition of suitable designatiéfier the vacancy of
such upgraded post, it shall automatically be razmeid to the post of

fresh appointment.

(4) A civil employee holding expert post shall roet allowed to
be candidate for any other promotion to be madethan basis of

evaluation of work efficiency.

(5) Five years of service period in the exi ost has to

be completed for the promotion from one cla class.

Other provisions relating to expert matters other than

those mentioned in this Chapter i odkeert post shall be as

prescribed in the rules relating andigro
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Chapter- 5

Provisions Relating to Classless Posts ad®Posts of Non-

gazetted Fifth Class

*30. Classless posts and posts of non-gazetted fiftlass (1) The posts

having similar nature of job with skill developmeon the basis of work
experience, as prescribed in Schedule-8, shalbhsidered as classless

posts.

(2) If the civil employees serving in th 6sts as referred
to in Sub-rule (1) intend to be affiliated v

section (2) of Section 4 of the Act, th

pursuant to Sub-
isalkhe set as the non-

gazetted fifth class.

previously by the ceshployees
etted fifth ghagsuant to Sub-rule (2)

(3) The salary bein

whose level is set as

shall not be lesse

post of non-gazetted third class pursuant to tle&ti®& and awarded

retirement.

(5) The civil employees whose class has been séheason-
gazetted fifth class may also take part in the rivee competitive

examination as referred to in Sub-section (6) atiBa 7 of the Act.

40
41

Inserted by Seventh Amendment.

Amended by Seventh Amendment.
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Fulfillment of post (1) While fulfilling the classless posts through

new appointment, the appointment shall be made waittitlement to

the basic salary of the approved pay scale.

(2) If class-wise posts are converted into classlessts, the
concerned civil employee shall be adjusted on thasbof his or her

existing salary to the appropriate and equivalatdrg of the approved

Transfer. (1) A civil employee serving in the classless paist non-

. 42
gazetted fifth class postmay be transferred to sless post and

. 43 ..
non-gazetted fifth class posof similar natu

44(2) Transfer of a classless yee andvd employee
ade dmalinade by the Chief

iate offices and the Head of

of the non-gazetted fifth class s

civil employee serving in the dess post
4D2. of the Act after the cemoement of this
ng shall be made with effect ftbm following day

2tion of the service period as refetedt Sub-section (3)

Provided that, where punishment is recorded putsieaSection
18E. of the Act, upgrading shall be made with é¢ffeem the following

day of the completion of the term of punishment.

31.
pay scale of classless posts.
32.
of Office, in respect of s
Department in respect
45 .
33. Upgrading: In up
pursuant to Se
Rule, suc
of the
of Section.
42

43
44
45

Amended by Seventh Amendment.
Amended by Seventh Amendment.
Amended by Seventh Amendment.
Amended by Seventh Amendment.
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Chapter- 6

Posting and Transfer

34%

34A"" Provisions relating to posting (1) In making initial posting of the

civii employees who have been recommend throughm aqmenpletion

and promotion pursuant to Section 7 of the Acthsemployees shall

be provided with the information of the vacant |sca used to set

the order of priority according to their inter re, and their
posting shall be made to the place n by themthe

recommended order of merit.

Provided that, in the cas ponees whdabe posted

after the pre-service trainin g may be malde on the basis of

the order of merit of traini de by the trainingfitution.

work performance contract with the official settfoiin Schedule-8A.
pursuant to Sub-section (2) of Section 15 of the, Alce following

officials may make it:

(@) In the case of the Head of Department of a central

level Department of the Government of Nepal or

46 Repealed by Second Amendment.
47 Inserted by Seventh Amendment.
48  Inserted by Seventh Amendment.
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the Chief of Office at the departmental level,
between the secretary of the concerned Ministry
and the Head of Department or Chief of Office at

the departmental level,

(b) In the case of a chief of project, between the
secretary of the concerned Ministry and the chiief o
project, if the project is under the Ministry,

between the concerned Head of Department and

is under the

erned Chief of

the chief of project, if the pr

Department, and between

(1) sh ut the following matters:
(@) Goals of the Department or project or Office,

(b) Budget, human resources and other resources and

means required to achieve the goals,
(c) Time frame to achieve the goals,
(d) Results to be achieved or expected achievements

(e) Indicators of the work performance evaluation,
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() Conditions for the cancellation of the work

performance agreement,

(99 Powers required for the implementation of thorkwv

performance agreement,
(h)  Terms of the work performance agreement,
() Other necessary measures.

(3) The concerned Ministry and departme!

monitor whether work as referred to in the wor agreement

has been carried out or not.

(4) There shall be a committ f the convemorshthe

concerned Ministry, consisting ntatives bé tMinistry of
General Administration, the of General Admtration, the

ynal Planning Comsioirs, for annual

concerned Ministry and t

appraisal of the work a rred to in the workgrenance agreement.

(5) In th

in accordan

failure to make excellent parfance of work

Office until Two years.

(6) If the Head of Department or chief of project ©hief of
Office fails to perform the work as mentioned inbSule (5) for more
than once, he or she shall be liable to departrhgmiaishment

pursuant to Clause (a) of Section 59 of the Act.

Provided that, if a civil employee who has beenaesd once
from the post of special responsibility pursuanSiuab-rule (5) obtains

again such responsibility after a certain periodimé and demonstrates
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satisfactory work progress, the deficiency in th@gpess of work
performance of the period during which he or she @&en special
responsibility before that shall not be taken iatgount as a ground for

the departmental action as referred to in this Rule

(7) The details of the terms of the work performreagreement
and annual appraisal shall be made public withie @onth after the

completion of such work.

(8) In making posting to the Head of Departmentadbody in

relation to which the work performance agree

the Chief of Office or chief of project, the po ployees shall

be required to furnish a strategic plan iplan and action

plan of such a body for Two yea ompanied Hyy éxpected

achievements, and the employe rnishes agllext plan may be

posted to that post, by maki ork performaagreement with the

official as referred to in le (1), on the osenendation of the

committee as referre 1y Sub-rule (4).

(9) The G ment of Nepal may as required prepackissue

guidelines anagement of the work perforreaagreement.

34C" Prg relating to additional group (1) If the position of

employees subjected to redundancy purstlaBub-section (2)
of Section 18D. of the Act is in the additional gpoof the Ministry of
General Administration, the Ministry of General Adrstration may
depute such employees to other bodies subjectcwivieg salary and

allowances from the offices where they are so depita.

(2) The position of employees who have been depbtethe

Ministry of General Administration pursuant to Ssdetions (2) and

49

Inserted by Seventh Amendment.
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(2a) of Section 18A. of the Act may be transfertedhe additional
group.

(3) In making requisition for the fulfillment of snpost, such
requisition has to be made only after deducting thenber of

employees who are in the additional group.

50

35.

36." Time frame of transfer and criteria for transfer: In aking transfer

of the civil employees pursuant to Section 1 he transfer

shall be made in accordance with the followi

(a)

(b) _the first day ofFalgun to the last day of

tral body or Department,

From the first day oChaitra to the last day of

Chaitra of each year by the regional level bodies,

Provided that, if it is required to make
transfer to a post fallen vacant in any Office at a
time other than the prescribed time frame, such
transfer may be made with the consent of the

Ministry of General Administration.

(2)  The transfer of civil employees shall be masléoows:

50 Repealed by Second Amendment.
51 Amended by Seventh Amendment.
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In the case of the employees of gazette speleiss
and gazetted first class, by a decision of the

Government of Nepal, Council of Ministers,

Provided that, in transferring the civil
employees of gazetted first class to the bodies
under the same Ministry, such transfer may be
made by a decision at the concerned departmental

minister level.

The transfer of the civil emp

the geesk

e made by a decision of the decision of the

cerned Head of Department.

The transfer of the non-gazetted and classlegs
employees, by a decision of the Joint Secretary of
gazetted first class looking after the personnel

administration, of the concerned central body.

Notwithstanding anything contained in Clausg (c
the transfer of the non-gazetted as well as clsssle
employees in the same Department or thereunder to
the same Department or other bodies under that
Department, by a decision of the concerned Head

of Department.
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(3) Any employee, who has completed Fifty yearsagdé, shall
not be transferred to the geographical regionsatdgory "A" unless so

demanded by him or her.

(4) Priority shall be given to transfer the nongsed and

classless civil employees to the districts of tlteinvenience from home.

(5) The non-gazetted and classless civil emplogeesng in the
offices in the districts of their convenience frdrome shall not be
transferred to other districts except in cases a/hieey veluntarily make

application for such transfer or where it is pro have done

any undisciplined and undue act.

(6) A civili employee who ha year or less thketa

compulsory retirement by age sha ransteaxcept where he

or she so requests.

Administration has transfer any
completion of the pefias referred to in
Sub-section (3) .of Seetion 18 of the Act, it shmallke transfer only on
the ground se Sub-section (4) of the saattion. In making

indica ng the clear reason for the transfer ptmrthe completion of
period has to be sent to the Office of the Primaister and Council of

Ministers.

(8) In transferring a civii employee whose engagema the
Office is not appropriate pursuant to Clause (dB5aob-section (4) of
Section 18 of the Act, the transfer shall be magehe Competent
Authority, with the consent of the Ministry of Geak Administration,

after it has been written by the concerned ChieOfiice stating the
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clear reason why it is not appropriate to contihigeor her engagement
in that Office.

(9) In requesting for consent to make transfertli@ purpose of
entrusting the special responsibility for the pusg® of Clause (b) of
Sub-section (4) of Section 18 of the Act, such eohdas to be asked
for, indicating that there exists a situation rempg to entrust the
responsibility of the Head of Department or Chiefddfice or chief of

project.

(10) Where the consent of the of General

Administration is sought to transfer any prior to the
completion of period, the Ministry of ¢ Admsimation shall
made decision in that respect withi nthr dfte date of receipt
of the letter for such consent “informationwriting to the
concerned body. If informa t sent withinat period, the
| | Administratiomal be deemed to

transfer.

consent of the Ministry of

have been given for s

Provided the Ministry of General Adminastion asks for

additiona t may give consent within Omenth after the date

of receipt details.

Notwithstanding anything contained in this &ubnce any
civil ployee under any body or thereunder has lissnsferred and
he or she has completed the period, that body siwdllagain transfer
such an employee prior to the completion of onéopeas referred to in
the schedule of transfer by the Ministry of Genefaministration

pursuant to Sub-rule (1).

Provided that, this provision shall not apply toosh civil

employees who serve as the acting or officiating.
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(12) Notwithstanding anything contained in this &uany civil
employee who has already served as chief of thésiviynor Department
or central body or regional office or district-bdseffice shall not be
transferred to any body or office lower than thatthe post of same

class unless such employee requests for sucheramdtintarily.

(13) Notwithstanding anything contained in this &uho civil
employee shall be so transferred or so posted asnbain under an
employee junior to him or her in any circumstantieeo than where the

period of departmental punishment imposed on

expired or where he or she requests fo

voluntarily.

ied in this Kuafter the
ny vacamton-gazetted and
nd sent, swdshts shall not be

(14) Notwithstanding anything
requisition form for the fulfillme

classless posts has been fi

(17) The format of application form for transferaihbe as set
forth in Schedule-9.

2 I . . .
36A.5 Facilities to be given where transfer made prior tacompletion of

period: (1) If any civil employee is transferred prior tfoe completion
of period for transfer as referred to in Sub-r8g ¢f Section 18 of the

Act, an amount equal to the salary of one monthvdray such a civil

52

Amended by Seventh Amendment.
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employee shall be given to him or her for settleimerthe new place,

for the purposes of Sub-section (8) of that Section

(2) The amount as referred to in Sub-rule (1) shalpaid by the

previous office in which such a civil employeerisservice.

(3) In transferring any civil employee prior to thempletion of
period for transfer as referred to in Sub-rule ¢8)Section 18 of the
Act, the letter of transfer itself shall clearlyast whether he or she is

entitled to the amount for settlement in the neacpl

of Sub-section (8) of that Section, and a reqg
referred to in this rule shall also be accomp y of the letter

of transfer.

Details relating to transfer The y empowered to transfer

ails relating to transfer of civil
e-10, and send suthisdé the

.. 3
civil employees shalf prepare

employees pursuant to

Ministry of General A stration and the Civil Bhoyees Record

Office.

Procedure aking transfer (1) The Competent Authority shall

maintai ate details as referred to in Saled 1 for the transfer

(2)54 The following procedures shall be followed while

transferring a civil employee:

(@)  While transferring a civil employee from oneq
to another place, the decision to make transfdt sha
also state the office and the geographical regmon i

which the employee is in service, period of service

53
54

Amended by Second Amendment.
Amended by Seventh Amendment.
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the office and geographical region proposed for
transfer, the period of transfer and the reason for

making transfer.

(b) After a decision to make transfer of a civil
employee has been made, the letter of transfer as
referred to in Schedule-11A. shall have been issued
within Three days after the date of such a decision
to the employee to be transferred. Upon receipt of

d Office shall

to in Schedule

ed to in Rule 40.

such letter of transfer, the co
give the dispatch letter a

12 within the time-limit

(c) If the salary as v allowance is paid hg t

Office from civil employee is transferred
instead of dispatch letter within thaet

' to in Clause (b) to the employee
been transferred, the salary and allowance
d above the time-limit for the issuing of
atch letter so paid to such a civil employee,
without issuing the dispatch letter, shall be
recovered from the Chief of Office and Accounts

Chief paying the salary and allowance.

(d) The Competent Authority making transfer without
following the procedures as referred to in Clause

(a) shall be liable to departmental punishment.

39.° To attend office of transfer Any civil employee shall attend the

office of transfer within the time limit as predwed in the dispatch

letter. No civil employee shall be transferred twther post or office

55 Amended by Second Amendment.
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without once attending the office of transfer. Deépental punishment
shall be taken imposed on any civil employee whesdaot attend the

office within such specified time limit.

Time limit for assuming charge (1) In cases where a civil

employee is required to move from one place to laroplace upon
being transferred and hand over the charge, suemptoyee shall get a
time limit not exceeding Twenty-one days for thendraver of charge

and a time limit not exceeding Seven days for piapan, excluding the

time required for journey, and during the time tirfoi ration, the

employee shall not be required to attend th ses where it

takes more than Twenty-one days for ha &wver the charge,

the time-limit for handing or taking ov hampay be extended

6 .
upto One mont?1 by the concern retary, setting out the clear

by employee being transfergk (1) In

oyee holding the post of chiahy office is to be
ther office, he or she has tosklafl have to prepare
indicating the work performance leation forms,
and settled arrears and details of duau@maonfidential
documents, and status of advance payment andtsoof other works
to be settled by the office under his or her respmlities and hand

over than to the successor or, in his or her alesaiocthe immediate

(2) Where a civil employee other than the ChiefQifice is

transferred, such employee shall prepare detaglarlgl indicating the

40.
reason for the same.
57
(2)
58
41. Report to be sub
cases where.an
transferre
detai
a
senior civil employee.
56 Amended by Seventh Amendment.
57

Deleted by Second Amendment.
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dues and arrears in his or her custody, and tleeityriof the works of
the office yet to be performed and details relatmghe jobs according
to his or her job description and hand over the esam the civil

employee designated by the Chief of Office.

Provided that, in the event of failure to hand ower details in
time owing to a circumstance beyond his or her mnthe employee
shall prepare the details and forward the saméhéoptrevious Office

within Seven days of attendance in the office ahsfer.

(3) The Competent Authority shall departraknt
punishment on the civil employee who fails rt pursuant to

Sub-rules (1) and (2).
Chapter -

Provisions Relating. putation and Acting

42%°

42A.%° Provisions relat deputation (1) In order to depute any civil

employee dy having no post of the civil mernand to an

appra emporary position pursuant to Section.18#Athe Act, a
re

ting out the following matters shallnteede for the consent
of the

inistry of General Administration:

(@) The objective reason why the proposed civil
employee himself or herself has to be deputed to

the body to which deputation is so proposed,

58  Amended by Seventh Amendment.
59 Repealed by Second Amendment.
60  Inserted by Seventh Amendment.
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(b) Where the civil employee to be deputed is to
receive any facility other than the salary and
allowance to which he or she is entitled according
to the Rules from the office to which he or she is

deputed, details of such facility,

(c) The reason why it is appropriate that the civil
employee proposed to be deputed himself or
herself has to be deputed on the basis of the work

efficiency, work experie educational

gualification, seniority, trai

(3) In giving consent to make deputation pursuarthese Rules,

the Ministry of General Administration shall examiwhether the terms
as referred to in Sub-rule (1) have been fulfikedhot, whether consent
has been sought to make deputation by giving pyitoi the senior-most
employee out of the qualified and interested @wiployees or not and
shall, if matters are found followed accordingliyegconsent only until

the end of one financial year to make deputatiotht projects other
than the projects with specific term, within Onentioof the request for

consent.
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(4) Where civii employees under one Ministry, Searmat,
Commission are to be transferred to any body uadether Ministry,
Secretariat, Commission pursuant to Sub-sectiof(Section 18A. of
the Act, the central body related with the body mehéhe civil
employees are in service shall make deputation thighconsent of the
Ministry of General Administration at the requesttioe central body

related with the body where deputation is made.

(5) In making deputation to a commission or coneeitbard of

. 6
permanent nature pursuant_to Sub-section ](erhﬁe

Act, deputation shall be made only to the co board having

no position of the civil service.

“Sub-rule (6 central

' is in servicealls with the

(6) In making deputation pu
body of the body where the
consent of the Ministry of dministraticand obtaining the
details of request by the ed commissionoard for the civil

employee, make dep

1o deputation to Local Body (1) In transferring

ffices of the Government of &ldp the Local Body
ub-section (4) of Section 18A. of e, the civil

shaII be deputed as follows:

(@) The Ministry or body operating the service,upo

or sub-group may depute the civil employees to the

office transferred upon the district-based offices

being transferred to the Local Body. The lien & th

employees so deputed shall remain in the reserve

(pool) position of the body operating the service,

group or sub-group.

61

Amended by the Eighth Amendment.
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(b) If the post of any civil employee whose lienins
the reserve (pool) position pursuant to Clause (a)
does not remain in the reserve (pool) position for
any reason whatsoever, such a reserve (pool)

position shallpso facto lapse.

(2) The concerned Local Body shall bear the salanyg
allowance receivable by the civil employee depupedsuant to Sub-
rule (1) pursuant to the laws in force relatinghis or her service,

group. In relation to the facilities other than lsisal allowance,

the rules o such a Local Body shall apply.

(3) The Ministry or body operat ervice, ugroor sub-

group may transfer the civil employ edyansto Sub-rule (1)

to another office.

$ to the Ministry or deal body in

(4) If any Local Bo
which any civil emplg service in that Locabdy has lien,
accompanied by the nable reason, that it iapuropriate to keep
that employee at Body, such Ministry or cehtbedy may
withdraw

that

er depuration and depute anothelr employee to

planation: For the purposes of this Rule, the term "district-

level office” includes a village, town or area leg#ice.

43. Provision relating to_appointment as acting (1) The following

official may make appointment as acting to thedaihg posts:

(@) The Government of Nepal, in respect of the pbst

Head of Department,

62 Inserted by Seventh Amendment.
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Provided that, the head of constitutional
body may do so, except as otherwise provided, in
respect of the head of department of the office of

constitutional body,

(b)  The concerned Head of Department for the pbst o
Chief of Office and Chief of Unit Office,

(c) The official as specified in the Rules relatiteg

government attorney for the post of government

attorney,

(d) The Government of N onsultation witle t

Chief Justice, for t of chairman of the
Revenue Tribu hat of the Administrative

Court.

(2) Except as refel in Sub-rule (1), no apiment as

acting shall be mad other civil posts.

erson may be appointed asten@ in one

one civil employee shall be appairds acting in

- 63 .
one C Y eiiiirinnn.... at the same time.

made in any civil post pursuant to Section 13 @& #&ct, information

shall be given to the concerned Ministry and thenidMry of General

Power_of Chief of Office to be exercised1) If the chief of any

office becomes absent for a short period owingdimdpill or any other

reason, his or her immediate subordinate seniot-mivé employee,

44. Not more than
post Not
45,
Administration.
46.
63

Deleted by Seventh Amendment.
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out of his or her subordinate employees within plosition or special

position or employees deputed in the vacant pesitiorking under him

or hec64 shall carry out day-to-day business, indicatiraj e or she is

officiating.

(2) Until the period of appointment or transferaofuccessor to
the vacant post of the Chief of any Office, theieemost employee as
referred to in Sub-rule (1) shall take custodyhe& tash balance, seal of
office, documents and inventories necessary forogmeration of day-to-
e Chief of

day business of the office and carry out the residi

Office as the officiating until other arrangem

(3) The civil employee so serving officigtishall give

information of the situation arisen drtBub-rule (2) to the

level higher than that of him or

(4) If any civil empl as served in a postaatng or as

officiating pursuant t -rule (1) or (2), the@ayee shall also be
responsible for the of handing over of cagaccount) for the

period of se out by him or her in saghost.

at, for the handing over of charge fa whole year,
the g-over shall be made by the successothi®eryear that
suc r has taken the charge, and by the pezsangsas the acting

or offmating for the year if the successor has taien the charge.

47. Salary and allowance to be obtainable for worlcarried out as

acting or officiating: (1) In cases where any civil employee serves as

the acting in any post, or as the officiating iny goost for a period of

more than Fifteen days, such a civil employee wae $0 served shall

64 Amended by Seventh Amendment.
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be entitled to obtain the salary and allowancéefgost in which he or

she has served, with effect from the date of secice.

(2) The salary and allowance obtainable by a ewiployee who
has served as the acting or officiating pursuargub-rule (1) shall not
exceed such salary and allowance as may be obtaynwéim or her if

he or she is promoted to one class higher post.

Provided that, the amount of salary and allowarncebé¢ so
obtained shall not be less than the salary andvalice being drawn by

him or her.

for Study and Traning

49.

Grounds for nomin r study, training or sudy tour: While

nominating any ci ployee for a study, trainiagstudy tour, the

concerned Mini hall nominate the employee framongst the
Ministry and thereunder within seevice, group or

the following grounds:

he subject of study, training or study tour useful and
necessary for the service, group or sub-group tactwithe

concerned civil employee has been serving.

(b)  On the basis of the priority from amongst thal @mployees
who have secured highest marks for educationalifapadion,
seniority, experience of service in the geographiegion and
evaluation of work performance in accordance welsti®n 24 of

the Act, giving priority to the prescribed requiremis for the
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nomination in the scholarship received for the gfurhining and

study tour.
(c) Completion of the permanent service period o€ years.

(d) Below the age of Forty Five years, in respettstudy of

bachelor's, master's or any educational degree.

Explanation: For the purposes of this Chapter-

(1) "Study" means a study to be de in order to

obtain bachelor's, master's educational

degree on the subject rel the service.

(2) '"Training” mean Ing programme to be

conducted by a orate body within the fixed
period as fixed curriculum except where

ter's or other educational degree is

3 u tour" means a workshop, seminar or
pservation tour to be organized for a period not
exceeding Six weeks, other than a study and

training.

50°° Priority to _be qgiven_in_making nomination: (1) In making

nomination of civil employees for a study, trainiog study tour in a
foreign county, such nomination shall be made devs subject to
Rule 49:

65  Repealed by Second Amendment.
66 Amended by Seventh Amendment.
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(@) A civil employee who has not obtained earliey a
opportunity for study, training or study tour

abroad,

(b)  Where all civii employees have already got the
opportunity, a civil employee who has spent the
most time in the concerned body after such

completion of study, training or study our,

(c)  Where order cannot be determi for nomination

pursuant to Clauses (a) an ivil employee

who has spent the most eriod in the same

post.

Provided the matter where any
specific and age is required,
nomina be made in consonance with
Cla and (b) only from amongst the civil

ees who have such qualification and are of

(2)- ough an invitation is received in theneaof any civil

emple r participation in a training or stuayt to be nominated
overnment of Nepal, the concerned body toasmake

nomination in consonance with Sub-rule (1).

Provided that, for a seat related with any spegfroject,
nomination may be made pursuant to Sub-rule (Ihfnathin the same

project.

(3) Notwithstanding anything contained elsewhere tlrese
Rules, the civil employees who have got an oppartun take part in

any study or training abroad on any subject thatseful and necessary
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for the service, group or sub-group in which theg aerving, upon
being selected in the global competition, afteragbthe prior approval
of the Government of Nepal in such a manner asbtaio scholarship
from various countries of international organizai®f which Nepal is a

member shall also be nominated for study or trginin

Restriction to _nomination Notwithstanding anything contained

foregoing in this Chapter, no civil employee sha#l nominated for a

study, training or study tour during the period whee or she is

ineligible to be a potential candidate for promotjou
22 of the Act.

to Section

67

Repealed by Second Amendment.
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53A°° Other provisions relating to study, training or study tour: (1)

The concerned authority shall give information tieg to the
opportunities of study, training or study tour abé&al directly from
donor agencies to any body where any office beartre civil service is
in service to the secretariat of the committee ttwied pursuant to
Sub-section (3) of Section 40B. of the Act. The oottee shall make

70 . .
a recommendation to the concerned body for ataheaction

against the chief of the body failing to give ation, and

amount equivalent to the salary and allowa grawable by a
CoemgeAuthority
od which he or she has

rom thatg@tent Authority.

civil employee, who has been nominate

without giving such information, for t

been so nominated, shall be re

(2) It shall be the

send yearly details of

he concerned body tepare and
larships to be obtainea different donor

agencies under th act agreements in the cairiseplementation
" e secretariat of the committemstituted in

accordance ub-section (3) of Section 40BhefAct.

e civil employee shall attend the concerned effigthin
th from the date of completion of the studgining or study
tour. The civil employee who does not attend thicefwithin that
period shall be liable to departmental punishmertept where he or
she has requested for a leave, accompanied bysanaale reason, and

the leave has been sanctioned.

68
69
70
71

Repealed by Second Amendment.
Inserted by Second Amendment.

Amended by Seventh Amendment.
Amended by Seventh Amendment.
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(4) If any civil employee does not attend the effwithin Ninety
days after the date of completion of study, tragrom study tour or does
not serve in the civil service as per the bondedsrired to in Section
40D. of the Act, such a civil employee shall payhe concerned office
the expenses incurred or obtained in such a stualgjng or study tour
and the salary and allowance obtained during thaiog, within
another Three months after the expiration of tmeetispecified for
study, and in the event of failure to make suchnpay, the same shall

be recovered as governmental dues.

(5)72 For the purpose of maintaining re whethanvil
employee who has gone for a study, trai odr has attended
Suke (3) after the

ourtadls setting out the

the office within the period as refer
completion of the study, training
name of such an employee, c re he or ahgdne for study,
period and subject of stu ning shall bepared in duplicate
within the last day of th &rwan each year and one copy
thereof shall be s he secretariat of thengittee as referred to in
Sub-section (3) ection 40B. of the Act and aopy shall be
ncerned body. It shall be theorespility to prepare

details shall be the chief of the@med body.
Chapter - 9

Attendance and Leave

Whole time of civil employee to be under Govement of Nepal

Except as otherwise provided for in these Rules,vhole of the civil
employee shall be under the Government of Nepal, tae employee

may be engaged in the government business atrany ti

72

Inserted by Seventh Amendment.
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55. Office time, punctuality and attendance(1) [

74(2) The concerned Chief of Office shall mark asaarabsentee
a civil employee who does not come to the officetmme specified
pursuant to Section 41 of the Act, and who come$eooffice late and
leaves it early from time to time and who leaves dfffice during office
hours without obtaining approval other than for fhepose of office

work.

Provided that, the Chief of Office may per ilcemployee

who comes to the office fifteen minutes late thias d time for a

maximum of Three times in one month to m

(3) No civil employee shall t from his @r loffice

without obtaining leave except easonablesaora The civil
employee being so absent s it an applicdto leave within

Seven days.

55A.” Determination o ours The office hours of the government

offices shall as, determined by the GovernmentNepal by

publishing ¢ in the Nepal Gazette.

56. Ca e_and festival Iea\l7e6(l) A civil employee shall be

7. ..
0 get a leave of a total of Twelve Jayls each year consisting

of a casual leave of Six days and a festival led\&x days.

(2) A civil employee who goes on the casual andvisleave

shall be paid full salary.

(3) The casual and festival leave may also be tékehalf a day.

73 Deleted by Second Amendment.
74 Amended by Second Amendment.
75 Amended by Seventh Amendment.
76 Amended by Sixth Amendment.
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Explanation: For the purpose of this Sub-rule, "half a day"

means half the time of the daily office hours/time.

(4) The casual and festival leave of One year chnm®

accumulated and taken in the next year.

(5)The authority empowered to grant leave may samcthe

casual and festival leave even on the basis oftzal/eequest.

Provided that, in cases where the casual and dédgave have

been so sanctioned, the authority empowered ta“ shall have

to cause to be maintained the records thereo

Home leave (1) A civil employee shall ed to the hoteave

at the rate of One day for every ys of peeiod of work

performed by him or her.

Provided that, the civi oyee who is entitledget the winter
or summer leave shal be given the home leawperavided for in

this Rule.

Jrposes of this Rule, the "period ofkV includes

estival leave, sick leave, matetaive, maternity care

ning leave and public holidays taken duringhsperiod.

(3) The employee shall be entitled to get full salahile staying

on the home leave.

(4)79The employee shall be entitled to accumulate ufihe

Hundred and Eighty days of home leave earned byohilrer.

77
78
79

Amended by Seventh Amendment.
Inserted by Seventh Amendment.
Amended by Second Amendment.
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(5) In cases where any civil employee is detachmedn fthe
service due to any reason, such an employee shathbtled to get a
lump sum amount against his or her accumulated Heawe at the rate
of the salary being drawn by him or her in the gosivhich he or she

has lien.

(6) In cases where any civil employee dies befereiving the
amount payable in lieu of the accumulated homeelethe person as
referred to in Sub-section (5) of Section 39 of #ut shall be entitled

to receive the amount payable against such accted

(7) In cases where a civil employee entitledget the
winter or summer leave is deputed in t entitling him or
her to that leave, the office making utesioall have to pay to
such employee an amount in i said leavbearate of salary

receivable by him or her in t which hesloe has lien.

(8) A civil empla 0 is on the home leave, stlehve or

extra-ordinary leave not be entitled to det home leave during

that period.

going home once a year on the home |led\a least
and returning to office from home aijtenpleting the home
civil employee shall get a time for jowynat the rate of One
day for every Eighosh (Sixteen miles) if he or she travels on foot, and
in the case of travel by vehicle, train or aeronplaas many days as

required to complete such journey.

Sick leave (1) A civil employee shall be entitled to get eksieave of

Twelve days in each year.

(2) A civil employee shall be entitled to get fidalary while

going on the sick leave.
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(3) In cases where a civil employee falls seriouBlyand the
accumulated sick leave is insufficient, an advascg leave of a

maximum of Twelve days may be granted to him or her

(4)80A civil employee going on the extra-ordinary leared on a
leave other than the leave without pay as refetwed Section 71A. of

the Act shall also be entitled to get the sick éeduring that period.

(5) A civil employee requesting for the sick ledoe a period of

more than Seven days shall have to submit a lissued by a

recognized doctor.

Provided that, in cases where th empedvéo grant
ridicads not generally

ave evdrout certificate, by

leave believes that submission of
possible, he or she may sanctio

having recorded the matter

(8) In cases where any civil employee dies befereiving the

amount payable in lieu of the accumulated sick dedlie person as
referred to in sub-section (5) of Section 39 of Awt shall be entitled
to receive a lump sum of the amount payable agaungt accumulated

sick leave.

80 Amended by Seventh Amendment.
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(9) In cases where the accumulated sick leave anttheave are
insufficient for the treatment of a civil employeseffering from any
serious or major disease, an additional sick lesieexceeding Forty-
five days may be taken in advance upon submissioa certificate
issued by a recognized doctor on conditions thah deave shall be
deducted from the sick leave and the home leavebdoearned
subsequently. The civil employee taking such adeaeave shall be

entitled to full salary.

(10) In cases where the leave taken pursu rdeb(9) is

insufficient and additional leave is require n, the civil
employee may, on recommendation of th Idbdasignated by
the Government of Nepal, take the e inaayéefor a maximum
period of One year during the s ilod on ¢bedition that it
shall be deducted from the ary leaveviach he or she is

entitled.

(la)81lf a female civil employee who is on the materngave

pursuant to Sub-rule (1) so wishes, she may sottakenaternity leave
without pay for an additional period of Six monthsmaximum as not

to be deducted from any leave.

Provided that, the leave as referred to in Subsr(lg and (2)

shall have to be taken continuously.
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(1b)82 The period on which an employee has gone on the lea
without pay pursuant to Sub-rule (1a) shall be dditethe period of

service.

(2) A female civil employee going on the maternégve shall be

entitled to get full salary.

(3) The maternity leave shall be given only for Tiaes during

the service period.

leand dhe

nce in a lump

83 ..
(3a) A civil employee who has got the
maternity care leave shall be given an infa
sum of Five Thousand Rupees for eac oragimum of Two

infants pursuant to Sub-section (3) Bihe Act.

(4) The concerned office ve to maintainaipd records

of the maternity leave.

1) In cases where the wife of a male civil

‘baby, such an employe# Bhaentitled to a

f Fifteen days before andft@r delivery.

il employee going on the maternity carave shall be

get full salary.

(3) The maternity care leave shall be given onlyTwo times

during the service period.

(4) A civil employee who has gone on the materoaye leave

shall have to submit the birth registration cegéife of the child within

81
82
83
84

Inserted by Seventh Amendment.
Inserted by Seventh amendment.
Inserted by Seventh Amendment.
Inserted by Seventh Amendment.
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Three months after the date on which the emplogsetdéken the leave

to the office in which he is in service.

(5) The period of such a leave of the civil emplyeho fails to
submit such a certificate within the period asnmef to in Sub-rule (4)

shall be deducted from other leave to which heigled.

(6) The concerned office shall have to maintainaipd records

of the maternity care leave.

to observe
if the father,

Obsequies Iea\zfe(l)85 If a civli employee w

obsequies himself or herself as per the rites
mother, grand-father, grand-mother, or f -lanother-in-law of
such an employee dies or his wif the adsa male civil
employee, such an employee s titled tobmequies leave of
shall alsognen the obsequies

ind has to olesebsequies.

going on the obsequies leatallsbe

(4)87The period of such a leave of the civil employe®4ils to

submit such a certificate within the period asnref@ to in Sub-rule (3)

shall be deducted from other leave to which heigled.

60.
Fifteen days. A female civil
leave for Fifteen days if he

(2) A civil

entitled to full sa

85  Amended by Seventh Amendment.

86 Inserted by Seventh Amendment.

87

Inserted by Seventh Amendment.
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61. Study leave (1) A civil employee who is to go to pursue studpon
being selected in the open competition or interad@pental

competition by obtaining approval of the concermdidistry or upon

being nominated by the Government of Nepal forraim\%scholarship
available for the Government of Nepal in a subjbett is useful and
necessary for the civil service may get a studydeduring the period of

study.

(1a)89|f a recommendation is made by the concerned body t

make nomination for study in scholarship or g from any

university within the country or any educati e or faculty

under it or at the expense of the Govern alNep any subject
that is useful and necessary for th greup-group, and it is
approved by the committee as refe in Subese¢3) of Section
40B. of the Act, a study leav

during the period of study

granted thscivil employee

1b™ Even

the Governme

ployee who has obtained prior aparo¥

pal in a manner to obtain saisblp from various

foreign country shall be nominated pursuant to 8ub-(1) and be

granted the study leave for study and training ¢egjmn for training.

(2) A civil employee shall be entitled to the stuldave for a
maximum period of Three years at One time or variomes during the

service period.

88  Inserted by Seventh Amendment.
89 Inserted by Seventh Amendment.
90  Inserted by Seventh Amendment.
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Provided that, if the Government of Nepal so coarsd

necessary, it may add the period of the study l&avep to Two years.

(3) Notwithstanding anything contained in Sub-r(#§ any civil
employee who has gone on the study leave for ardysin nomination
shall not be granted any additional study leave tloe study of
additional subject or for obtaining additional degmor shall the extra-

ordinary leave be granted.

(4) The civil employee going on the study leavellsha entitled

to full salary.

(5) Any civil employee, who is going. y withand outside

91 . . .
the country in a subject that is useful ssary forctimzerned

group, sub-group, on personal : the pragproval of the
the study lpavsuant to Sub-

g contained in Suke (4), the

Government of Nepal, may be

rule (2). Notwithstandin

employee going on su eave shall not bidehto salary.

Iyee who has not served in thesggament

service for T s shall not be entitled tatlge study leave.

If a temporary service period of any civil
as been included in his or her permasenice period
pursuant to these Rules, such temporary servick alsa be counted

for purposes of this Sub-rule.

(7) In cases where a civil employee is nominated deputed by
the Government of Nepal to take a training thaessential for the
implementation of any project or programme, heha shall be sent on
deputation for the whole period of such training d® paid full salary

for such period.

91 Inserted by Seventh Amendment.
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Provided that, such type of deputation shall beexady for the
purpose of training, and training deputation sinalt be granted to any

employee sent to obtain an academic degree.

(8)92A civii employee who has got the study leave tosper
study in an educational institute shall not be tldito change that
educational institution without obtaining prior appal. If the employee
so changes the educational institution or does staty in that

educational institution, his or her study leave llsiigso facto be

leave so
d the Civil

cancelled. The concerned body shall give de
canceled to the Ministry of General Admi

Employees Record Office.

(9)93 Once a study leave w y has been sanctidored

study pursuant to this Rule, od of thatvéeahall not be

A civil employee going on the extra-ordinargve shall not

be entitled to salary during that period.

Provided that, the civil employee going on the adrdinary
leave pursuant to Sub-rule (10) of Rule 58 shallebé&tled to full

salary during the period of such leave.

92
93

Inserted by Seventh Amendment.
Inserted by Seventh Amendment.
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(3) No civil employee shall be entitled to the extrrdinary leave

without completing Five years of government seryieeod.
Provided that,

(@)  This Sub-rule shall not be deemed to preveat th
taking of the extra-ordinary leave as an additional

sick leave pursuant to Sub-rule (10) of the Rule 58

(b) A civil employee who intends to pursue studyiat

time or at various ti ct to Sub-rule (1),

after completing Tw f service period.

wife or husl the Nepalese embassy or anyamisbroad.

ivil employee may take the leave as refeteeth Sub-rule

maximum period of Five years at one tonat several times.

(3) The leave as referred to in this Rule may berayped by the
Government of Nepal.

95 . . . .
Leave may be granted to serve in national and inteational

organization _or_association In cases where any civii employee

94
95

Inserted by Seventh Amendment.
Amended by Seventh Amendment.
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applies for leave to serve in_a national and mattwrmafa organization

or association and if there exists a sufficientugia that it will also be
useful to the Government of Nepal if he or sheeist2o so serve, the
Government of Nepal may grant permission to theleyge to go on
leave and join such service on the conditions sbhah period of leave is
to be deducted from the extra-ordinary leave oltaim by him or her
pursuant to Rule 62, by making a bond with himer to the effect that

he or she will return to perform the civil service.

63A. Provisions relating to bond A civil employee w for a study,

training or study tour shall execute a bond a in Schedule-

12A., a civil employee who goes on th eawesuant to Sub-
s refeto in Schedule-

to work in aiamal and

rule (5) of Rule 61 shall executed
12B., and a civil employee who
international organization or lon by takthg extra-ordinary

leave shall execute a bond: red to in Sc¢aediC.

64. Procedures for reg g leave (1) For the sanction of a leave, the

civil employee shall’ have to submit an applicatitm the official

empowered nt leave through his or her owisefin the format as
prescribet heduel-13, indicating the periodeafve required for
him .0
ab

a notice of approval or disapproval of leave tohsemployee.

he reason for the same and otherldataiequired to go

nd the official empowered to grant leéadl @lso have to give

(1a)98 The following leave, out of the leave requested fo
pursuant to Sub-rule (1), has to be approved capgioved in the

following period:

96 Amended by Seventh Amendment.
97 Inserted by Seventh Amendment.
98  Inserted by Seventh Amendment.
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(@) Within Seven days, in the case of the home leave

and the sick leave,

(b)  Within Sixty days, in the case of the extra-ordynar

eave and the study leave.

(1b)99If information of the decision of approval or digapval of
leave is not given within the period as referredndsub-rule (1), the

leave shall be deemed to have been approved.

(2) The official empowered to grant leave
from the date preceding the date of applicatiot al is satisfied

with the following matters:

(@) That it was not 0 obtain prior amptcf

the official ed to grant leave,

(b) cant had made every attempt to
rior approval,
(3) While ng for the study leave, mainly tfalowing

matters s be indicated, in additioontteer matters:

Details of the subject intended to be studigdiln

or her,

(b) Details of acceptance for admission to the
university, institution or training centre where ¢re

she intends to study,

(c)  Such other necessary details as may be heipful

the Government of Nepal in respect of such leave.

99 Inserted by Seventh Amendment.
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Official empowered to grant leave (1) The following official may

Type of leave

Official empowered to

approve leave

(@) Casual and

100
Head of Department

(b) Home leave

101
Head of Department

(d) Maternity leave

103
f Department

d1) " | Maternity care leav

oncerned Chief of Office

Head of Department

Obsequies'le

)

Concerned Chief of Office

105
Head of Department

The Government of Nepal

The Government of Nepa

overnment of Nepal shall sanction the deawther

Provided that, the chief of a constitutional organcommission

alConcerned Chief of Office ar

Concerned Chief of Office|or

or

ied Chief of Office|or

or

e of the special class employeesfaisae to in Clause (a)

may sanction the leaves other than the leavesgétih Clauses (f) and

(g) of Sub-rule (1), for the special class emplasyetthe office of the

constitutional organ or other commission.

65.
sanction the following leave:
leave
(©) Sick leave
(e)
(9
tha
of le (1).
100 Amended by Second Amendment.
101 Amended by Second Amendment.
102 Amended by Second Amendment.
103 Amended by Second Amendment.
104

Inserted by Seventh Amendment.
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(3) Notwithstanding anything contained in ClauseofaSub-rule
(1), the Head of Department or Chief of Office niagnself or herself

sanction his or her casual and festival leave.

105 Amended by Second Amendment.
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106 .. . .
(4) If any civil employee makes an application thatttleave
taken by him or her is not necessary for him or trex official empower
to sanction the leave may cancel such a leave andifphim or her to

attend the office.

Leave not to be convertedA civil employee shall have to utilize the

same leave which he or she has taken pursuanist@€hapter. In cases
where one type of leave has been sanctioned eatien leave shall not

be converted into another type of leave after secve, except the

obsequies leave or the maternity leave.

here falls a public

holiday within the period of any type o Key a civil employee,

other than the casual and festival omeelaad sick leave, that

period shall also be included ve takethlay employee.

ending_office Any civil employee

.office without takingeanay be subject to
entee and deduction of sardydepartmental

Such period of absence stwllbe counted in

f leave (1)108The official empowered to grant leave shall

to be maintained the records of leave ofcitie employees
working under him or her. Each office shall send thcords of leaves
other than the casual and festival leave to thd Employees Record

Office and to the office responsible for salary exges.

(2) In cases where any civil employee has beensfeamd or

promoted from one office to another office, a netid such transfer or

68. _Action to be taken for
remaining absent fro
being marked as a
punishment
the period vice.

69. R
cau

106

Inserted by Seventh Amendment.

107 Amended by Seventh Amendment.
108 Amended by Second Amendment.
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promotion and a copy of the records of leave di@lke to be sent to the
current office. The records of such leave shallehavbe maintained as
per Schedule-14.

(3) A copy of the records of leave referred to mbSule (2)
shall also be given to the concerned employee.htll sbe the
responsibility of the concerned Department or Mmyisof the civil
employee to submit such records of leave while n@akaction for

promotion.

Substitution leave The civil employees servin

airports, hospitals, fire brigade offices, pos museum offices

where service is to be delivered on pub 3ll be entitled to a
substitution leave for their service balys; and they have to

go on such leave by rotation wit month.

Leave not matter of righ not a matter of right, it is merely a

privilege.
hapter-10

Promotion

Committees There shall be the following promotion

co tees for the following offices for making pmotion to the non-

gazetted posts, pursuant to Sub-section (2) oi@e20 of the Act:

(a)109 For the Commission for the Investigation of AbuseAuthority,

Office of the Auditor General, Public Service Corsson,
Election Commission, Office of the Prime MinisterdaCouncil
of Ministers, Secretariat of the National Plannidgmmission,

Ministry, Ministry level central bodies and centraével

109 Amended by Seventh Amendment.
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Departments, other than the courts and officesefsred to in

Clauses (b), (c), (d), (), (f), (9), (h), (i)..(@k) and (I):

() Gazetted first class official
designated by the Public Service

Commission -Chairperson

(i) Gazetted second class officer
designated by the Secretary at the

Ministry of General Administration -Member

(iir) Chief of the administration s
of the Ministry or body

the service, grou fficer

designated by retary or

equivalent offi -Member

(b) For Ministry of L e and Parliamentary Affairs:

(i) Any of the Nepal Judicial
esignated by the Chairperson

Judicial Service Commission -Chairperson

Gazetted first class officer designated

by the Secretary -Member

(i)  Chief of the Administration Section -Member

110 . . . . .
(c)  For the district-based regional, zonal, district ad area level
offices under any Ministry, Secretariat or Commisson other

than the courts and offices as referred to in Clawss (a), (b),

(d), (e), (). (9). (h), (i), (), (k) and (I):

110 Amended by Seventh Amendment.
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(i) Any official designated by the Public
Service Commission
-Chairperson
(i) Concerned Chief District Officer or

officer designated by him or her -Member

(i) "“Chief of the District Funds and
Accounts Controller Office or the

officer of that Office designated by him

or her
(d) For the Supreme Court:

(i) Any official of Nepal Service

designated by th erson of the

Judicial Servic -Chairperson

(i) Gazetted s officer designated by

the Regi f the Supreme Court -Member

(iii) - the Administration Section or
er designated by Registrar of the

upreme Court -Member
(e) ™ Forthe Appellate Court
(i) Chief Judge of the Appellate Court or

Judge of the Appellate Court designated

. -Chairperson
by him or her

(i) Registrar of the Appellate Court -Member

(i) Officer designated by the Registrar of the

111 Amended by Seventh Amendment.
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Appellate Court

-Member
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() For the District Court:
(i) District Judge -Chairperson
(i) Officer designated by District Judge -Member

(i) District Attorne12 of the District

Government Attorney Office
-Member

() For the Office of Attorney General

(i) Any official of Nepal Judicial S
designated by the Chairm

Judicial Service Commissi -Chairperson
(i) Officer designated Attorney
General -Member
(i) Officer of the Istration Section -Member
(h)  Forthe Ap Government Attorney Office:
113
Attorney  of the Appellate
overnment Attorney Office -Chairperson
115
Deputy Attorney  of the Appellate
Government Attorney Office -Member
(i)  Officer of the Appellate Government
Attorney Office designated by the Joint
Attorney116 -Member

112
113
114
115

Amended by Seventh Amendment.
Amended by Seventh Amendment.
Amended by First Amendment.

Amended by Seventh Amendment.
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0] For the District Government Attorney Office:
(i) District Judge -Chairperson

y o 117 .
(i)  District Attorney of the District

Government Attorney Office -Member

(i) Officer designated by the _ Joint
Attorney118 of the Appellate

Government Attorney Office Member

()] For the Judicial Council Secretariat:

(i) Any official of the Nep
Service designated by t erson of

the Judicial Service -Chairperson

ted by Secretary of

the Judi ncil Secretariat -Member

(iir) ‘the Administration Section or
r designated by the Secretary of the

udicial Council Secretariat -Member

or the Administrative Court:

(k)

(i) Any official of the Nepal Judicial
Service designated by the Chairperson of

the Judicial Service Commission -Chairperson

(i) Officer designated by the Chairperson of -Mamb

116 Amended by Seventh Amendment.
117 Amended by Seventh Amendment.
118  Amended by Seventh Amendment.
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the Administrative Court

(i) Officer designated by the Registrar of the

Administrative Court -Member
0] For the Revenue Tribunal:

(i) Any official of the Nepal Judicial
Service designated by the Chairperson of

the Judicial Service Commission -Chairperson

(i)  Chairperson of the Revenue Tribun

member designated by him or he -Member
(i) Officer designated by the
the Revenue Tribunal -Member

73.119Pr0visions relating to sec the promotioncommittee and

recommendation (1) stry of General Administration shall

e secretariat of therpotion committee as
ction (1) of Section 20 of #at for the gazette

carry out the functi
referred to in S
d through promotion by the evalhmatof work
n accordance with Sub-section (1)eafiBn 7 of the Act

posts to
perfor
and stment of promotion by the evaluatiomnvofk performance

an

(2) The Ministry or body operating the service, upoor sub-
group shall perform the function of the promotioonunittee for the

purposes of promotion as referred to in Clausearfd)(b) of Rule 72.

(3) For the vacant posts in the bodies as refetweih Clauses
(d), (9), (1), (j) and (k) of Rule 72, the bodya&td with the vacant posts

shall perform the function of the promotion comett

119 Amended by Seventh Amendment.
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(4) In the case of vacant posts in the courts astfict-based

regional, zonal, divisional, district and area les#fices:

(@) The court or government attorney office dedigda
by the Chief Judge of the concerned Appellate
Court shall perform the function of the promotion
committee for the non-gazetted posts vacant in the

court and government attorney office.

he functiaof

vacant non-

(b)  The following office shall perfor

the promotion committee
gazetted posts other t se mentioned in

Clause (a):

(1) The Dist nistration Office of the

conce rict for the technical and non-
officers of the services, groups or
oups other than the administration

ervice, accounts group,

The Funds and Accounts Controller Office

for the administration service, accounts

group.

Pu

After the determination of percentage of fulfillntemd number of posts

cation_of notice on fulfillment of post and application: (1)

pursuant to Rule 14, the Public Service Commisgball publish a
notice, along with the details of posts subjectptomotion through

evaluation of work efficiency_and adjustment of mdion by

. . 120 )
evaluation of work performance and experiencélowever, it shall be

the function of the secretariat of the concernemimmtion committee to

120

Inserted by Seventh Amendment.
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publish such a notice and collect applicationshiea tase of the non-

gazetted posts.

(2) The notice to be published pursuant to Sub-fU)eshall also
state the period of service required for the pasiext to promotion,
period for calculating seniority to become eligilckndidate (calculated
from the last day of the month di&shad (mid-July), educational
gualification, details and number of the posts sabjto promotion,

office of the vacant post, time limit and place frbmission of the

application.

bmétpgutication
oenfdission within
ef@rto in Sub-rule (1).

(3) The concerned candidate shall h
in the format as determined by the Pu
the time limit as prescribed in the n¢
blic Service Commission shall
submitted to Hueetariat of the

ttee to initiate procegslin on

12
In respect of the gazetteé posts
have to send the applicati
concerned promotion

recommendation for ion.

on_relating to_educational gualificdion: (1) In

cas any service or group is constitutedarcivil service, even
the educational qualification of any subjeas been fixed for
entry into service in such a service or group, he tase of the civil
employees who have been in service since beforedhstitution of the
service or group and group in the new service ouy the minimum
educational qualification in the subject relatedhwihe then service,
group obtained by them while entering into the iserghall be counted

for the purposes of promotion.

121 Amended by First Amendment.
122 |nserted by the Fourth Amendment and repeal&klgnth Amendment.
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(2) Even though the minimum educational qualificatspecified
for any post at the time of entry into service mieged subsequently,
the educational qualification specified at the timhédis or her entry into
service shall be considered to be the minimum eghrea qualification

in the came of him or her.

76. Potential candidate for promotiont (1) For the promotion through
evaluation of competency to the vacant posts otctieservice, group
or sub-group, the employees having completed th@cseperiod as
referred to in Clause (b) of Sub-section (1) oftieec
the post that is one level lower than the
concerned service, group or sub-group
candidates, in the case of gazette
gazetted posts, the following e
required service period for
candidates:

(a)
of Rule 72:

(1)126 For the vacant post of non-gazetted first
class, all civil employees working in the one
class lower post of the concerned service,
group or sub-group in all Ministries,
Secretariats or Commissions and
Departments and central level offices
thereunder.

123 Amended by Seventh Amendment.

124 Amended by Seventh Amendment.

122 Amended by First Amendment.

Amended by Seventh Amendment.
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(2) For the vacant post of non-gazetted second
and third classes all employees working in
the one class lower post of the concerned
service, group or sub-group in the Ministry,
Secretariat, Commission, Department or

central level office having the vacant post.

127
(b) In the case of the vacant posts irthe court and

district based regional, zonal, division, distrctd

area levebffices:

(1) For the vacant “the court and the

e government attorney office in
oncerned district, and who have

mpleted the service period.

For the vacant ........ " hon gazette post

other than that referred to in Sub-clause (1),
all employees who are working in the one
class lower post of the concerned service,
group or sub-group in all offices situated in
that district, and who have completed the

service period.

127 Amended by Seventh Amendment.
128 |nserted by Seventh Amendment.
129 peleted by Seventh Amendment.
130  peleted by Seventh Amendment.
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(c)  Notwithstanding anything contained in Clausss (
and (b), even though, after the determination of
percentage of fulfillment of posts and the allogati
of the number of posts for promotion pursuant to
Rule 14, an incumbent employee is transferred to
another office prior to the allocation of number of
posts, such employee shall not be deprived of being
a potential candidate for promotion to the post
allocated in his or her previous, office (prior to

transfer).

evaluation of
purstaSection 24 of
Jres the dsgimarks shall be

Promotion on the basis of compe

competency of a civil employee shall be
the Act and the civil employee w

promoted first of all.

Provided that, in resg the civil employeesusieg equal

marks on the evaluati ompetency, promoticall ¢fe made on the

basis of seniority; e determination of setyarf such employees

shall be made

n the basis of the date of appointment orsi@tifor

promotion in the class of post held at the moment,

(b) On the basis of date of appointment or decision
promotion in the class that is one level lower tisach

class if seniority cannot be determined pursuar@leuse

(a),

(c)  On the basis of the merit list recommended Hey Rublic
Service Commission if seniority cannot be deterchine

any basis mentioned in Clauses (a) and (b).
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Provided that, in cases where recommendation obples
competition and that of the competition for proroati
have been received from the Public Service Conmniss
on the same date, the seniority of an employee
recommended through open competition shall be

maintained.

77A.131Adiustment of promotion by evaluation of performance and
experience (1) In making adjustment of promotion by the ewdion

of performance and experience pursuant to Sube

Section 7

Section 24D1. of the Act:

(@ On the the date of seniority in thesslof

(b) basis of date of appointment or decifion
" motion in the class that is one level lower than
such class if seniority cannot be determined

pursuant to Clause (a),

On the basis of the merit list recommendedhsy t
Public Service Commission or the promotion
committee if seniority cannot be determined on any

basis mentioned in Clauses (a) and (b).

Provided that, in cases where
recommendation of the open competition and that
of the competition for promotion have been

received from the Public Service Commission on
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the same date, the seniority of an employee
recommended through open competition shall be

maintained.

(2) In making adjustment pursuant to Sub-rule fithe case of
a civil employee serving in the post of typist, temployee shall be
gualified for adjustment in the post set asidetfoe service, group for
which service, group under the non-technical seg¢riraming has been

taken.

. 132
78. Evaluation of work performance: = (1) The erformance
evaluation form to be used for the e ofnwal work
133 ..
performance of the_ non-gazetted ci oyees shall be as
mentioned in Schedule-15, and t erforman@uation form
to be used for the evaluati alf-yearly andnual work
134 . .
performance of the gazette ployeeshall be as mentioned in
Schedule-15A.
135 . " . ..
(2) Fo valuation of work performance of a civil
employee, t rned employee who is one clgbrhthan the
employee work performance is to be evaluatel be the
super: nd the concerned employee who is @ss tligher than the
su r shall be the reviewer.
Provided that,-
(@) A non-gazetted employee shall not be the
supervisor of a non-gazetted employee except
131 |nserted by Seventh Amendment.
132 Amended by Second Amendment.
133 Inserted by Seventh Amendment.
134 Amended by Seventh Amendment.
135

Amended by Seventh Amendment
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where a non-gazetted employee is the Chief of
Office.

(b) In cases where there is no gazetted employée to
the reviewer of the gazetted employee in the daffice
located at district, the officer designated by the
chairperson of the review committee shall be the

reviewer.

() class eemligy

(d) he Chief of Office or

Explanation: In cases where an employee
o is to be evaluated and an employee acting as
his or her supervisor are of the same level antl bot
of them are potential candidates for promotion in
the same service, group or sub-group, for the
evaluation of work performance of such employee,
the employee working as such supervisor shall have
to submit such work performance evaluation form,
along with his or her written views taking into
account the above-mentioned matters to the
reviewer or to the employee of the class highen tha

that of him or her for supervision.
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(e) The chief secretary shall act as the supervisor and
reviewer as well as the promotion committee for the
evaluation of work performance of the civil
employees serving in the gazette special class and

the civil employees serving as acting in the pdst o

. 136
special class .

(3)137 There shall be the following review committee fdret

evaluation of work performance of the non-gaze#egloyees:

(a) Secretary of the concerned
Secretariat or Commissio
officer designated by cerned

Head of Departme -Chairperson
(b) The concern -Member

-Member

(€)

(4)There
evaluation performance of the gazettedt fickass civil

employees

(@)  Chief Secretary -Chairperson

(b) Secretary or special class officer
of the concerned Ministry,
Secretariat, Commission,

Department or Office -Member

136

Inserted by Seventh Amendment.

137 Amended by First Amendment.
138  Amended by First Amendment.
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(c)  Secretary of the Ministry relating

to the service, group
-Member

(4a)139NotWithstanding anything contained elsewhere ins thi
Rule, in cases where such a post is vacant in akdg bf which chief is
an official of special class post or where actiag been designated to
such a post, the evaluation of work performancthefgazette fist class

civil employees of such a body and the Head of Biement under that

body shall be made by the following officials:

(@) Supervisor and reviewer
me Minister and

ouncil of Ministers

(b) Review committee

(i) Chief Se -Chairperson
-Member
Secretary at the Office
of Prime Minister and
Council of Ministers -Member

ided that, in cases where the Secretary @tMmistry of
General Administration is acting one, the seniostmeecretary shall
represent as a member of the review committeeh@pace of the

Secretary at the Ministry of General Administration

139 |nserted by Seventh Amendment.
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140 . . .
(5) There shall be the following review committee fdret
evaluation of work performance of civil employedsgazetted second

class and third class:

(a) Secretary or special class officer of
the concerned Ministry, Secretariat,

Commission or Office -Chairperson

(b) Secretary of the Ministry relating to

the service, group or gazetted

class officer of the con

Ministry, Secretariat, Com

Office, designated by h -Member
(c) Gazetted first c icer of the
Ministry of dministration
-Member

Provided that ses where all three officialstree review

committee are fro same Ministry, the officerbe designated as

per Clause (b) shall be designated from anothersimn

The supervisor, reviewer and review committéallsgive
marks for the work performance of an employee insomance with the

grounds set forth in the work performance evalunataym.

142 . .. .
(7a) In cases where a retired civil employee has bemstated
by a court decision, such an employee shall bengwarks in the ratio
of marks secured by him or her in the evaluatiowafk performance of

the year immediately preceding his or her retireémen

140 Amended by First Amendment.
141 peleted by Second Amendment.
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Provided that, in respect of the civil employeesowlave been
reinstated before the end of the monthAshdh (Mid June), while
evaluating the work performance of such employeesuation shall be

made taking as total period of that year.

(8) The review committee may follow the followingogedures
in respect of the work performance evaluation fayimthe gazetted
employees:

(@) To examine the submitted k performance

evaluation forms and maint

(b)

(c) . Is found necessary to do so, to seek
rification from the reviewer or the supervisar o
the submitted work performance evaluation forms

or send them back to them for reconsideration,

If the clarification re-submitted on the work

performance evaluation form is not rational or even
the marks stand unchanged, the review committee is
to make comments on this and write to the
concerned agency to maintain records of such

supervisor or reviewer.

142 |nserted by Second Amendment.
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143 . .
(8a) If the review committee has to grant marks moranth
Ninety-five percent and less than Seventy-five petdor the evaluation
of work performance to any civil employee, the oeador the same

shall be mentioned clearly.

144 . . .
(9) While calculating marks of the evaluation of work

performance after the commencement of these Rillesaverage marks

shall be calculated on the basis of the evaluatiowork performance
145

of the previous fiscal years for promotion. ........

78A."*° Evaluation of work efficiency. (1) For the p of Clauses (a)
and (b) of Sub-section (2) of Section 1

work efficiency shall be made on the fo

be evaluation of

(@) The result ity of work of the currently

working when the official to be promoted

creativeness and initiation shown by the

official to be promoted while performing the work.

The commitment and discipline of the official ie

promoted towards the work.

78B.*'Period for evaluation of work performance (1) A civil employee

shall fill up his or her work performance evaluatiorm, register it with
the office and submit it to the supervisor withieventh day of the

month ofShrawan (Third week of July) of each year. After the foisn

143 Inserted by Second Amendment.
144 Amended by Second Amendment.
145 peleted by Seventh Amendment.
146 |nserted by Second Amendment.
147 Amended by Seventh Amendment.
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so registered with the office, a receipt of registm has to be given to

the concerned employee.

(2) The supervisor shall make evaluation and subimitsame to

the reviewer within the last day of the monthShfwan (Mid August).

(3) A gazette civil employee shall fill up his oerhalf-yearly
work performance evaluation form, register it wikie office and submit
it to the supervisor within Seven days after thpimtion of each half-
yearly period. The supervisor shall make evaluabbnhe half-yearly

work performance evaluation form and give fee concerned

employee within another Seven days. A gaz oyee shall also
arfance evaluation

‘evaiom form.

submit to the supervisor the half-year

form, along with the yearly work per

(4) In evaluating the ye performance esdilon form of

a gazette civil employee, rvisor shall #dée the half-yearly
work performance eva rms filled up purdu@nSub-rule (3) as

the basis.

“September). The review committee shall mekeew and
deliver the form to the promotion committee and &hablic Service
Commission within the last day of the month Rifadra. The body
serving as the secretariat of the review commitkall publish the
details and name-list of the civil employees solwai@d by the
committee on its notice board and also in the web® the extent

available.
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(6) The promotion committee shall not be bound tddhits
business by the reason that the work performanatuavon form of

any civil employee has not been submitted or dediven time.

(7) In registering the work performance evaluatiorm after the
addition of the time-limit pursuant to Sub-sect{@®\.) of Section 24A.
of the Act, it has to be registered with the offo@rently in service
within that fiscal year. If the work performanceakiation form is

registered after that fiscal year, such a formlstat be recognized.

Provided that, the work performance ev pditfor the

years before the commencement of this R cepistered and
evaluated within Three months after th dbmmencement of

this Rule.

(8) If any civil employe ot fill up the woplerformance

evaluation form of any ye ercent markstted full marks shall

period, the concerned Head of Department shaltingebut a proper

and reasonable reason, may get it evaluated bytenbent evaluator
with the consent of the concerned Ministry, in ttese of a non-
gazetted civil employee, and that of the Ministry General

Administration, in the case of a gazetted civil éogpe.

Provided that,
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(1) In the case of a non-gazetted civil employee of
Ministry or Ministry level central body, the
Secretary of the concerned Ministry or Ministry
level central body may cause evaluation to be made

by the incumbent evaluator.

(2) In the case of a civil employee of Nepal Juici
Service, the concerned Head of Department may

cause evaluation to be made by the incumbent

evaluator.

(10) The chief and the chief re e for pensdn
siide for holding a

atdmvork performance

administration of the concerned body s
meeting of the review committee for t

of the civil employees.

(11) If there exists tance that the megatinthe review

committee cannot be in the prescribedgoebecause of the
post of Head of ment of anybody being vaanthe time of
holding the m g of the review committee makavgluation of the
of the civil employees up to theeaite second class,
the Ministry of General Administya shall designate
ost officer, out of the gazette firkdss civii employees
in the same body, to act as the chairpexsothe review
committee and cause the work performance evaludatiobe made in

time.

78C*® Grounds for making work performance evaluation (1) In the

course of evaluating the work performance of cefhployees, the

supervisor shall make such evaluation of the foith@vgrounds:

148  |nserted by Seventh Amendment.
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To give a maximum of excellent grade marks,
without giving most excellent grade marks, for one
appropriate segment out of the four segments (cost,
time, quantity and quality), to a civil employeeavh
remains absent for more that Thirty consecutive
days without getting a leave approved or without

making an application for leave,

To give a maximum of excellent grade marks,

without giving most excellent marks, on the

ground relating to the over ty of work, &0

civi employee who en awarded the
punishment of cen
promotion in re he year in which he or she

has been aw at punishment,

cept where a civil employee has
d certification by the Funds and Accounts
ller Office that a circumstance beyond his or
control has arisen in relation to any advance
obtained by him or her, where the civil employee
has not been able to settle the advance within Six
months, subject to the laws in force relating for
financial administration and settlement of advances
to give a maximum of excellent grade marks,
without giving most excellent grade marks, on the
ground relating to the overall quality of work, to

such an employee.

Where a civil employee holding the post of Cloie
Office or Head of Department or chief of project

has not been able to achieve Fifty percent goal or
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result throughout the year despite the sanction of
funds and approval of programmes during the first
four monthly period of a fiscal year, to give a
maximum of excellent grade marks, without giving
most excellent grade marks, on the ground relating

to the overall quality of work, to such an employee

The goal of business to be performed by a civil
employee holding a post other than the post of
Chief of Office shall be determin

meeting of employees withi

y a collective
t four monthly
period of each year. | - evaluation of al civi
employee who fails e Fifty percent goal so
determined, to ximum of excellent grade
marks, witho most excellent grade marks,
on the elating to the overall quantity of

erred to in Clause (d), to such an

Provided that, if the goal specified in Clauses
(d) and (e) could not be achieved due to other
reason than that of the concerned employee, the

marks shall not be decreased.

If there is any evidence that any civil empleyeas

done an undisciplined act, to give a maximum of
excellent grade marks, without giving most
excellent grade marks, on the ground relating € th

overall quantity of work,

To give a maximum of excellent grade marks,
without giving most excellent grade marks, on any

one of the two grounds relating to the overall
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guantity and quality of work to a civil employee
who does not fill up the half-yearly work
performance evaluation form within the time-limit
as referred to in Sub-rule (2) of Rule 78B. and a
civil employee who does not evaluate the yearly

and half yearly work performance.

(2) Where, in reducing marks on the grounds asrexfeto in this

rule, marks are to be reduced in relation to thmesaivil employee on

more than one ground, it shall not be requiredetiu rks on more

than two grounds out of the four grounds in O

(3) If it appears that marks have n redwawbrdingly
rrexl Bub-rule (1), on

the waaiormance of such

despite the existence of the reason
mark shall be reduced in the eva

an evaluator.

(4) Even if mar be reduced pursuant to-r8ié (1),

there shall be atta locuments accompaniedehy asons for the

80A "'Details of geographical regionsFor the purpose of granting marks

for the evaluation of experience for work carriedt dy the civil
employees in different geographical regions, thitbeof geographical

regions shall be as set forth in Schedule-16.

149 Repealed by Second Amendment.
150  Repealed by Second Amendment.
151 Inserted by Second Amendment.
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8OB.152Marks of geographical region to be obtained in thesvent of

80C.

reinstatement If any civii employee continues the work upon

reinstatement after having retired from the cieing&e, in granting
marks for the work carried out by him or her in te®graphical region
for the year of his or her retirement, marks shallgranted as applicable

for the same category of geographical region as fsich he or she has

retired pursuant to Sub-sectionl(r’43)of Section 24C. of the Act.

Provided that, the marks of geographical regiofhsategory

"ol_"154 shall be granted for the remaining period.

55Marks of geoqgraphical region durin period of breign

training : If any civil employee has a foreign tmagfor a

period exceeding Two months at o or sevanals, half marks of
the marks specified for cate
Section 24C. of the Act
such training shall be

"d

pursuant td-Section (5) of
eographical regionthe period of
such an employed, marks equal to
that of category .be given to any civil@oyee who has for a

foreign training for.a period of Two months or Iéisan Two months.

copy of educational qualification and traning to be

submitted: After entering into the civil service, any civimployee
shall be submit the certificate of educational dicaktion awarded by a
foreign university in any manner within Three monfrom the date of

such award except the certificate of educationallification awarded

152 |nserted by Second Amendment.
153 Amended by Seventh Amendment.
154 Amended by Seventh Amendment.
155 |nserted by Seventh Amendment.
156 Repealed by Second Amendment.
157 Inserted by Second Amendment.
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by a foreign university or recognized educatiomatitution upon being
nominated by the Government of Nepal. While subngttsuch a

certificate, the following documents shall be sulbaoi compulsorily:
(@) Mark-sheet.
(b)  Certificate.
(© Evidence of taking leave indicating the period

(d) Transfer certificate.

(e) Certificate of equivalency.

()] Examination programme indi e date anekt

(9@ Receipt or proof ent of examination feed

admission card o ther evidence relating tbere

educational _gualification: (1) A

civil employee whe nto the service uponngepermanently

appointed to th ervice shall, for the dardition of certificate of
education cation obtained by him or heimself or herself
vo duplicate copies of the marks sheet aedificate of the
gualification obtained by him or hed aubmit the same
with irty Five days after the date of his orrheining the office

where he or she has been appointed to.

(2) Provision of Sub-section (1) shall also applycases where
any civii employee has obtained and submitted tkdificate of
additional educational gualification after he oe ¢tas entitled into the

service or for promotion.

158

Inserted by Seventh Amendment.
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(3) Upon receipt of duplicate copies of a certticaursuant to
Sub-rules (1) and (2), the concerned office shaivérd them to the

concerned Ministry or Ministry level central bodytin Two months.

(4) Upon receipt of the certificate pursuant to Sebtion (3),
the concerned central body shall, for the purpdseedification, send
the certificate of educational qualification ob&inby any educational
institution within the country to the concerned vansity or council or

board and the certificate of educational qualifmatobtained from a

foreign university or educational institution toetlte
university, council or board through the unive er Secondary
Education Council or Council for Techni tiand Vocational

Training recognized by the laws in for

(5) The concerned cen ' shall, upon beingifieel

pursuant to Sub-rule (4) ormation ther¢ofthe concerned
her

nd update the recordetier

employee, the office r she is in senacel the Civil

Employees Record Q

ional gualification _and training: (1) While

(2) In the case of the educational qualificationvbich division
IS not set out, the division determined by the Auan University or
other university of Nepal on the basis of marksaot®d or the division

according to the policy thereon shall be set.

159

Inserted by Seventh Amendment.
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(3) Marks of second vision shall be given for thdueational
gualification of which division is not set out puest to Sub-rules (1)
and (2).

(4) Marks of second vision shall be given for thairting of

which division is not set out in the concerned iteste.

) After the
Sub-section (4)

Date of promotion and promotion appoi

publication of a promotion name-list in acc

of Section 20 of the Acltef2 the candidat mended for promotion

shall not be given appointment b e pud iwaiting list until

ication otmame-list, for the
otion. If no clzamp is filed against
appointment gtk to be given,

. In the class to be praemfrom the date of

ay w(next day of the lapse of tirmnit for filing

ublication of that name-list.

cases where a complaint is filed against ghemotional

ndation in accordance with Section 24F. hof tbxct,163

appointment shall have to be given by fixing théedaf seniority as

(@) In cases where a decision has been made todamen

the promotional recommendation in accordance

160
82. ...l
161
83. ...
84.
Thirty Five days from the date
purposes of complaint ag
such recommendation
with seniority bein
the Thirty-sixt
complaint) -
re
follows:
160  Repealed by Second Amendment.
161 Repealed by Second Amendment.
162 Amended by Second Amendment.
163

Amended by Second Amendment.
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with Sub-section (2) of Section 24F. of the A%‘t,

from the date of publication of the name-list so
165

(b) In cases where a complaint has been repealed or

the original promotional recommendation has been

confirmed, frorrll66 the date of the Thirty-sixth day
of the first publication of the promotional

recommendation, and

167

(¢) In cases where a complai de with the court

in relation to any prom the promotion is
voided and a decisi omotion is made again
the promotion e, from the date of last

promotion committee.

made pursuant to Section 20dhe
/s after the date of putdtion of the
suant to Sub-rule (1), thenmtion committee
may not incl name-list of such employeesha promotional

recommes

promotion __committee to _make _necessary

arrangements In case where, in taking action on promotion te th

gazetted posts, there arises any unforeseen dificon a matter not
incorporated in this Chapter or any matter, despie being
incorporated in this Chapter, in respect of whicé tule does not make

any hint on action, the promotion committee may enalecessary

164
165
166
167
168

Amended by Second Amendment.
Deleted by Seventh Amendment.
Amended by Seventh Amendment.
Inserted by Seventh Amendment.
Inserted by Seventh Amendment.
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interpretation or arrangement, without prejudicehe objectives of the
Act and these Rules. Such interpretation or armaegé shall have to

be sent to all concerned agencies for guidance.

86. Advertisement for promotion through internal competitive

examination: The Public Service Commission shall have to phbdis

advertisement for the information of the concercaddidates for the

fulfillment of the gazetted posts to be fulfilleg 569 ........... promotion

through internal competitive examination, as pee thercentage

determined pursuant to Rule 14. Such advert | have to

indicate,inter alia, the number and details of be promoted to,
required educational qualification and e, deadline for

application and place for submission o

on of promotionthrough

internal _competition: ( e promotion through internal

competitive examination he advertisemebtighed pursuant to

g7a'" Special provision relating to promotion (1) While promoting any
civii employee pursuant Section 20A. of the Acte tBovernment of
Nepal, Council of Ministers shall make decision foaking promotion
to the posts of gazette first class and above, taedSecretary of the
concerned Ministry, Secretariat, or Commission Istmalke decision for

making promotion below gazette first class.

169  peleted by Seventh Amendment.
170 Amended by Seventh Amendment.
171 Amended by Seventh Amendment.
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(2) In making promotion pursuant to Sub-rule (hguiry shall
be made about the continuity of service and agh®femployee from
the concerned Head of Department or Chief of Ofacel the Civil
Employees Record Office, and the information thesball be given to
the Ministry of General Administration and the ClEmployees Record
Office.

(3) A civil employee who is promoted to the posittis one class
higher pursuant to Section 20A. of the Act shall grevided with

facilities not less than those receivable by him

ile getting

retirement from the lower post.

87B.172Promotion through evaluation of erformance ard

experience (1) The promotion th the evaluation of work
performance and experience . to Section 2dixhe Act shall

be as follows:

(a) nistry operating the concerned service,
all publish a notice inviting applications

the civil employees who have completed the
rvice period pursuant to Sub-section (1) or Sub-
section (2) of Section 24D1. of the Act, specifying

the period of Thirty days, on the first day of the

month ofAshwin and the first day o€haitra each

year.

Provided that, application shall be invited
within Seven days after the commencement of these
Rules for the first time after the commencement of

these Rules.

172

Inserted by Seventh Amendment.
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(b)  Within Sixty days after the expiration of therjpd
for the submission of application forms, the
concerned promotion committee shall examine all
application forms received and make
recommendation for promotion within the month of
Poush and that ofAshad in a manner that the
seniority is effective from the first day of the ntb

of Magha and that oBhrwan.

(c) The notice on recommendati r promotion

pursuant to Clause (b) sha de public. A civi
employee who is isfied with the
recommendation m a complaint in the
Public Service sion within Twenty-one

days.

(d) Ing complaints made pursuant to
(c), any civil employee is to be promoted,
Pubic Service Commission shall also include
name of such an employee in that promotion

and recommend for making promotion.

In the course of hearing a complaint, the Rubli
Service Commission may review the
recommendation for promotion within Fifteen days
after the date of complaint on promotion, also in
the case of the civil employees recommended by

the promotion commission.

(2) Notwithstanding anything contained in Sub-r@lg, if an
employee whose name is included in the name-list pimmotion
pursuant to this Rule is also included in the prbom through the

evaluation of work efficiency prior to receiving gwnotional
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appointment, the employee shall be caused to makho&ze and
appointed in any one promotion, within Fifteen dafter the date of

publication of the promotion name-list pursuanths Rule.

88 Fulfillment of post of typist and promotion: (1)  Notwithstanding

anything contained elsewhere in this Chapter, tiifdlfent of vacant
posts of typist of the civil service and the proimot of the civil
employees serving in the post of typist shall belenas per the "typist

categorization planning" and procedures as presdridoy the

Government of Nepal from time to time, by publig tice in the

Nepal Gazette.

(2) Notwithstanding anything c in Sub-ryB), the

typist civil employees shall be entitl 'Iaal candidates for the
promotion of non-gazetted po he non-teeahsegment of the

concerned service.

Provided that, provision of this Rule shall rmdt the

promotion on the work performance and B&pee.

 be a potential candidate as refetoein Sub-rule
ed civil employee shall have tawbsuch training of at
onth in a subject related with the seras operated by the
ient of Nepal or a body specified by the Guvent of Nepal
and the minimum educational qualification requifedthe post to be

promoted to.

(4) If the post of typist falls vacant upon pronoestipursuant to
this Rule or for any other reason whatsoever, &edcboncerned office
writes to maintain that post or convert it into thest of computer

operation within One month, the Ministry of Genefadministration

173 Amended by Seventh Amendment.
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shall make decision to maintain that post or caniwanto the post of

computer operator within Fifteen days.

(5) If action is not taken to maintain the posinmke conversion
of post within the period as referred to in Suker(#), such a post shall

lapse.

(6) The provisions relating to promotion as congdinn Sub-
rules (1), (2) and (3) shall also apply to thelawnployees serving in

the posts of computer operator and assistance de rator.

Basis_of promotion_in_competitive _exami hile making

e tgo internal

promotion to the vacant posts of civ

............... competitive examin uant to Rule &g
f recomme@ndabade from

the exammhbatd by the Public

promotion shall be made on the
amongst the successful candi

Service Commission.

promotion: (1) In maintaining the civil

employee of the,non-gazetted Fourth class in thst pbthe gazetted

(2) The Chief of Office shall make promotional appment to
the post so created of the non-gazetted employheshave completed
the service period required for the post to be mteohto and possessed
the minimum education qualification prescribed reg¢ time of entering
into service in the current post, as required fakimgy auto promotion

pursuant to Sub-section (3) of Section 7 of the, Artd write to the

174 peleted by Seventh Amendment.

175

Inserted by Seventh Amendment.
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Civil Employees Record Office for the registratiohthe Non-gazetted

Second class post so created.

(3) For the civil employee who has become redundanrteen
placed in the position in the additional grouphe Ministry of General
Administration and been deputed to another body hilgher post shall
Ipso facto be created in the office where he or she is sgrimmaking
auto promotion of such an employee, promotion ghalinade pursuant

to Sub-rules (1) and (2) also on the basis of hisher letter of

permanent appointment and the evidence of reg® e sheet roll

with the Civil Employees Record Office.

104



www.lawcommission.gov.np

Provided that, of such employee has been deputadamporary
position or a body having no post of the civil segy the position of
higher level shall be created in the body where oneshe is in

redundancy or in the Ministry of General Adminisiva.

(4) The concerned Chief of Office shall have poward

responsibility to take action for promotion pursutmthis Rule.

(5) A civil employee who is not satisfied with thetion relating

to promotion to be made pursuant to this Rule A petition to

the authority higher than the authority to take motion.

(6) If a petition is made pursuan rule (®al decision

on the matter of the petition shall b nthimrty Five days after

the date of petition.

g9B." Adjustment of promoti “cases where, upon a case being

any promotion, theomotion of a civil

sly promoted is not maneidiand another

s promotion is so voided can be prednon that
ent, the civil employee who is substdutapon the
pro |on being so voided shall be appointed bymmtion to the
vacant post if any and in a manner that his orpost is to be adjusted
subsequently with the post of the concerned sergimaip if the post is

not vacant.

(2) In making promotion pursuant to Sub-rule (hg promotion
committee shall re-evaluate the grounds of promotid such a civil

employee between the period from the advertisettettie voidance of

176 Inserted by Seventh Amendment.
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promotion of the employee and recommend for prosmoéiccording to
the order of merit where the promotion name-list Im@t yet been
published and where the employee is in a posiboobtain more marks
that that obtained by one who has got the minimuankenin that

advertisement if the promotion name-list has alydagen published.

(3) The seniority of a civii employee who is recoemd for
promotion pursuant to Sub-rules (1) and (2) shalhiaintained as that
of the other civil employees who have been recondmdnn the same

advertise as from which his or her promotion i®éom ned.

90. Inapplicability of age bar Age bar shall cable to a civil

employee for being a candidate for prom

91" Provisions relating to leadershi tion(1) There shall be
mmittee for thelwation of

gazette spetiss:

formed a leadership evalu

leadership of the civil empl¢

(@) Chi etary of the Government of
-Coordinator
tration and management expert

ignated by the Government of

Nepal -Member
(c) Executive Director of Nepal

Administrative Staff College -Member

(2) There shall be formed a leadership evaluatmmmittee for

the evaluation of leadership of the civil employeégazette first class:

(@) Chief Secretary of the Government of
Nepal -Coordinator
(b) Senior-most Secretary of the

Government of Nepal -Member

177 Inserted by Seventh Amendment.
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(c) Secretary at the Ministry of General
Administration -Member
(d) Administration and management expert
designated by the Government of Nepal -Member
(e) Executive Director of Nepal

Administrative Staff College -Member

(3) The committee as referred to in Sub-rules (ig &) shall
evaluate the leadership capacity of the gazesediass civil employees

who have completed the service period requiredbfng potential

candidates for promotion to the gazette specia ntil the last

day of the month ofAshad each year anad a report to the
Government of Nepal within the mon of each year. The
concerned body shall provide mation reegiirfor this

committee.

(4) In making evalu eadership, the leadiprevaluation

committee shall make h evaluation on the grouider alia, of

progress of annu grammes of the organizatésh By the civil

employee, ca f policy analysis, capacitytake leadership in

discharging ons, capacity to make decisioatjsiction of the
pients, progress of settlement of il@gamounts, irregular
dicated in the annual report of a camsbmal body, group
work™ style, professional sensitivity, inter-persbneelation and
constructive and creative reforms made in the bodvhich he or she is

serving.

In making evaluation of leadership pursuant to ub-rule, the
committee may secretly collect information abowt br her behavior
and conduct in relation to work from the employeethe body where

the concerned civil employee is serving.
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(5) The report as referred to in Sub-rule (3) shidarly state the
grading/standard of the concerned civil employeeso@ling to the

grounds as referred to in Sub-rule (4).

(6) The Government of Nepal may make posting pursua
Section 15 of the Act, transfer pursuant to Secfi8hand promotion

pursuant to Section 19 on the basis of the saidrtep

(7) The report submitted pursuant to Sub-rulesafig (2) shall

be kept secret.

Provided that, if the concerned civil e sndnds by

making an application, information as t lgeading shall be

given to him or her.

(8) Other grounds and s of the leaderstapuation

shall be as specified and d by the comenitt

(9) The committees as referred to in Sub-rulesafid (2) shall

remain in the Office e Minister and CourdfilMinisters.

Chapter - 11

Salary and Allowance

Salary scale (pay scale)(1) Any civii employee, who has been

freshly appointed to the post carrying salary astpe determined pay

scale, shall get starting salary mentioned in fuashscale.

(2) Any civil employee who is promoted to any po$thigher

pay scale shall get the starting salary prescribestich pay scale.

Provided that, in cases where the present salaepyvable by him

or her is equal to or more than the minimum sat#ryhe said higher
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pay scale, his or her salary under the said higlagr scale shall be

prescribed as follows:

(@) In cases where the present salary receivablarby

or her is only equal to the starting salary of the

higher pay scale, the salary shall be prescribed by

adding one salary increment in that salary.

(b) In cases where the salary being received frioen t
previous post is higher than the-starting salary of

the promoted post, salary of pay scale shall

be prescribed by adding

his or her existing sa ne salary increment

riod of service has Iseérior
ant to Sectionr3Sub-section (3)
mount of salary @ment for the period

ded for the purposesmsion.

receiving salary and allownce (1) Any civil

been transferred or promoted frave office to

post for the time limit of Seven days for prepamatand the time limit
for journey receivable pursuant to these Rulesrotento attend the

current office and leave the existing office.

(2) In cases where the Government of Nepal dedudlegve any
training to any civil employee who has been tramst promoted from
one office to another office or freshly appointeddepute him or her on

any other government work, prior to joining theremt office, the salary

109
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(except local allowance) of the transferred, pradotor newly

appointed post shall be given for such period.

(3)179In cases where the appointment of promotion cowldhe
obtained by a civii employee immediately due to tleason of
participation in a study, training or study tourr@dd on his or her
nomination by the Government of Nepal in the scrsbl available to
the Government of Nepal or where any civil employkes before

obtaining the appointment of promotion after bgimgmoted, such an

employee shall be entitled to the salary, all facilities

applicable to the promoted post from the trecision of

promotion.

93. Local allowance Only a civil emplo? 0 serves in a place where

the local allowance is receivabl e entitledet such allowance.

Even though any civil em as been posted ptaee where the
local allowance is recei or she shallbwentitled to get the
local allowance duri . period or he or she imayentitled only to
ed for the place concerndueifor she is not
nce because of deputatioatierwise or if he or

she acts.i ce where lesser allowance is payab
Chapter-12

Medical Expenses

94. Medical expenses(1) Any civii employee shall be entitled to the

medical expenses in a sum equal to the currentysald welve months
if he or she is an employee of gazette class andlem the current
salary of Eighteen months if he or she is an enmgdoyf non-gazetted

first class and classless employee equivalent thheeand equal to the

178 Inserted by Second Amendment.
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current salary of Twenty One months if he or sharisemployee of
other non-gazetted first class and classless emplogiuring his/her

service period.

(2) If any civil employee or any member of his ar iamily falls
sick, the Government of Nepal shall give the mddespenses incurred

as follows, not exceeding the amount receivablesyant to Sub-rule
(2):

(@) The fees incurred for medical examination iedrr

out by a recognized doctor expenses for

medicines purchased as prescription after

the examination, for t ent of disease,

(b) The expenses in the admission to or

treatment i institution as per the bill,

(c) The s as certified by the Head of
jlent in respect of the other civil employees
than the Head of Department and by the
cretary at the concerned Ministry in respect of
the Head of Department, incurred in the treatment
in a place where any hospital and recognized

doctor are not available,

Explanation: "recognized doctor" includes a
doctor, Kaviraj, health assistant oVaidhya
incumbent in the government service or registered

as a doctor pursuant to the laws in force.

179

Inserted by Second Amendment.
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(d) The expenses incurred in all kinds of operstio
(surgical operations) except plastic surgery, as pe
the bill,

(e) In the event of medical treatment in anothstridt

or abroad leaving home or rented house, total
amount of transport expenses for the patient and
one attendant, if the attendant is required, to go

and back from such place and the amount of

expenses for food equal to Se

the daily allowance receiv.

civil employee as per force.

(3) If any civil employee wish et an advaoéenedical

allowance receivable pursuant ule andhef teason therefor
appears to be reasonable ount may be gwveadvance on
conditions of settling d account laterorpjsct to this Rule.
While settling down count of the amount taksnan advance
exceeds the amou ivable for treatment, sonduat of difference
shall be deduct m the salary of the concewigtemployee by
installme concerned civil employee oe timember of his or
prior to the recovery of such ampohdeduction, the

e to be deducted shall be remitted.

(4) Departmental action may be taken against & emiployee
who demands for or receives medical expenses utiderRule by
submitting false details, including the recognizixttor (if he or she is

an employee) who has certified such false details.

(5) While releasing the expenses for medical treatnin cases
where any temporary employee falls sick, the penddwenty years
shall be regarded as the total period of serviog e expenses for

treatment shall be given under this Rule by caloudain proportion

112
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thereto, the period of service of such temporarplegee who has

fallen sick.

Provided that, medical expenses under this Ruld sivd be
given to any temporary civii employee when beingeved of the

service.

(6) Except in cases of dismissal from the servisgudlifying for
the government service in the future, the civil @ygpe who is detached

from the service on whatsoever ground shall getu um payment

of such remaining amount of medical expense ins, out of

the medical expenses to be received under e entire period

of service, with or without having receive of such amount.

Provided that, any emplo ched from the cEran
pension shall be entitled to g sum amoaiite calculated by
adding an additional Ten g Fifteen percewt &wenty percent
to the remaining amo received for the nad@xpenses if the

civii employee ha pleted the service periodTefenty years,

Twenty-five years.and more than that, respectively.

ving the medical expenses to any @wiployee who
pleted a service period of Ten yeaesathount prescribed
le shall be regarded as an amount toues dor Ten years of
service period and only the amount being calculategroportion

thereof shall be given.

(8) If any civil employee requesting for medicalperses under
this Rule shall have to take the sick leave as lamghe sick leave is
due, in cases where he or she could not be prasehe office as a
result of falling sick. Other leaves may be reqgeeésonly when the

balance of sick leave is over.
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(9) Except in cases where treatment has to be @oaehealth
institution or abroad pursuant to this Rule, anyl @mployee may be
given, in one year, the medical expenses equalntcamount not

exceeding his or her current salary of One andrhatith.

(10) The records of medical expenses given to ih employee
under this Rule shall have to be maintained bydffiee maintaining
such expenses and such details shall have to lhecséhe concerned

Department and the Civil Employees Record Offigetliee maintenance

of records.

(11) If any civil employee serving in a ardaere means
dns or her disease
tutrchereby putting his

and facilities are not available has fall
could not be treated at the local he
or her very life under threat, and a cigimployee is carried to
any other nearest well-equi alth institutrathin Nepal from
that place for treatment by stest means, wWith approval of the
Ministry, the transpepenses in carrying

the health institution shiad borne by the

Secretary at the co
him or her to an

Government

ncial assistance (1) Such financial assistance as

appropriated by the Government of Nepal e t
recommendation of the following committee, on thasib of the
recommendation made by the medical board condiitutg the

Government of Nepal for the treatment_of any awitployee or of his

. 18 ey . . .
or her wife or husband1 within or outside the country, shall, in

addition to the medical expenses receivable putsiwaSub-rule (1) of

Rule 94, be given:

180  Amended by Seventh Amendment.
181  Amended by the Eighth Amendment.

114



www.lawcommission.gov.np

(@) Secretary at the Ministry of General

Administration - Chairperson

(b) Secretary at the body where the civil
employee greeting additional
financial assisting is serving or a
representative designated by him or

her - Member

(c)  Secretary at the Ministry of Fin

or a representative designat

or her

(d)  Senior doctor

- Member

Explanation: For the purposes of this Rule, the term "severe

disease" means kidney, heart and cancer disease.

(3) The Government of Nepal may frame and enforsepmarate

manual on additional financial assistance.
Chapter-13

Pension and Other Facilities
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96. Disability allowance (1) If any civii employee is physically or

mentally handicapped for the government service i@sult of disability
or injuries in an accident whilst performing govwment work, such
employee shall be entitled to get pension as deto in Sub-rule (2)
as the disability allowance for life for maintaigihis or her livelihood,

as well as to the disability allowance (grant) efemred to in Sub-rule

3).

(2) If the period of service of the civil employe®o has become

disabled in the manner indicated in Sub-rule (1p nable, such

employee shall be entitled to get the disa equal to the
pict on the basis
usofethat if he or she
rsuantRule 46). If the

/il employsenot pensionable,

amount to be calculated pursuant to Se
the salary currently drawn by him or
has also worked as acting or offi
period of service of such di
deduction shall be made fre amount of pengroportionately for
each year or part of uired to comple¢epnsionable year
under the Act and.
While so dedu

the amou

ining amount shall beiged as pension.

mount, it shall not be mben one-thirds of

civil employee who has become disabled yams to
1) may be provided with a maximum amowft Ten
Thou:

nd Rupees as a financial assistance, takingaccount of the
182

INJUFIES. ..

(4) The concerned civil employee shall be entitledget cent
percent of the medical expenses incurred in thatrirent of sustained
injuries pursuant to Sub-rule (1). Such employeallsmot be

considered to be prevented from getting the meaixpénses receivable

182 peleted by Seventh Amendment.
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pursuant to Sub-rule (1) of Rule 94 in the eventloéss in the future

by virtue of the fact that he or she has got suelioal expenses.

(5) The amount of additional monthly disabilitycalance to be
receivable by the civil employee, in addition te tthisability allowance
to be receivable pursuant to Sub-rule (2) shalleaal to Twenty

percent of the salary being drawn by him or her.

Explanation: If any civil employee having obtained or been

held entitled to obtain the disability allowanc@nes an

assistance.

(6) If any civil employe

r her own willful gross recklessness andraby becomes

disabled, he or she shall not get any facilityedsrred to in this Rule.

97. Facility receivable in the event of disabilityor injury : (1) In

cases where any civil employee sustains injury eviperforming the
government business and if such injury affects drisher growth of
efficiency but does not lead to his or her retiratndiis or her salary

may be increased to the final scale or he or shg b®a given a

183  Amended by Seventh Amendment.
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maximum of Ten Thousand Rupees in lump sum as andial

assistance, taking into account the nature oftieeo injuries.

(2) The civil employee shall be entitled to the lyfupaid
additional sick leave, which shall not be dedudtedn any type of his
or her accumulated leave, for such period as mayehaired for the

treatment of his or her injuries as referred t&ub-rule (1).

(3) Such civil employee shall be entitled to get¢ tient percent

of the medical expenses incurred in his or hertitm pursuant to

Sub-rule (2). The fact of having received sucht
ttihe medical
bttylof Rule 94 if

not be considered to prevent him or he
expenses that can be receivable pursu

he or she falls ill subsequently.

(3a)184 If transplantatio hand or leg has to laenin
0 Sub-rule (3 &ub-rule (4) of

ee shall be entitled lloeapenses incurred

carrying out treatment p

Rule 94, such civil e

in such transplant organ.

(4) If

sustain

employee becomes disabled as altes injuries
0 his or her own willful gross reskhess, he or she

sha the facility as referred to in thisI®

5)185|f any civil employee dies in the course of treatine
pursuant to Sub-rule (2), the amount of treatmaperses incurred in
such treatment shall be given to the family meméereferred to in
Sub-rule (2) of Rule 101.

184
185

Inserted by Seventh Amendment.
Inserted by Seventh Amendment.
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(6)186CIaim has to be made within Three months for the

treatment expenses as referred to in this Rule.

Extra-ordinary _family allowance and gratuity: (1) If any civil

employee dies immediately in an accident in thers®wf performance
of the government business or dies subsequentdyasult thereof prior
to recovery, the wife or husband of such employeal e provided
with an amount to be set by Fifty percent of th@imum pension as
referred to in Sub-section (2) of Section 37 of Awt as the monthly
quo Three

family allowance for life and a lump sum amo
months' salary being drawn by the deceased e additional

gratuity.

(2) The widow or widowelr vil employee shall be

recognized only on the followi

(@  Marital ship should have already been
ed with such civil employee prior to the

ce of the event of death due to the above

He or she should be living jointly with thatviti

employee at the time of his or her death.

3) The occasional gratuity as prescribed in Sue-(l) may be
given proportionately in lump sum to the offspring the deceased
employee born before re-marriage of such widow @opéed son in
cases where there is no widow or she had sepdratachim before the
death of husband. But, if the offspring or adoped is below Eighteen
years of age, the Government of Nepal may also giveadditional

family allowance at such rate as deemed appropoat@ro rata, not

186

Inserted by Seventh Amendment.

187 Amended by Seventh Amendment.

119



www.lawcommission.gov.np

exceeding Two-thirds of the family allowance reabie by the widow

until they reach Eighteen years of age, for thelrssstence.

(4) In cases where there is no widow or widowefspoing or
adopted son or daughter of the deceased civil graploboth the
dependent mother and father of such employee ooaayamong them,

whoever is there, shall be provided with an amawttexceeding Two

Thirds of the family allowance receivable by thelew or Widowe1r88as

the life-long family allowance for their subsistenc

(5) In cases where there is any disput
widow, widower or offspring of the dece m@oyee, the
Government of Nepal may make take in a re@Ase and

justifiable manner.

. . 189 .
(6) In cases where t o widow, widoweroffspring,

190 ..
adopted son, daughter or* and father of the deceased civil

employee but there pendent brothers or uieuaisters of such

employee, the Go nt of Nepal may give thempmmate basis,

Exglanationlgz: For the purposes of this Rule, the term "mother
and father" includes her father-in-law and mottmelaw in the case of a

female civil employee.

188  Amended by Seventh Amendment.
189 Amended by Seventh Amendment.
190 Amended by Seventh Amendment.
191 Amended by Seventh Amendment.
192 |nserted by Seventh Amendment.
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Education_and offspring_allowance (1) In cases where any civil

employee dies in an accident whilst performingdgbeernment business
or becomes unable to work for life due to suchamrags maximum of
two children of such deceased or disabled emplshed be provided
with yearly education subsistence at the followiaig, until they reach

the age of Eighteen years:

(a) For each offspring of the gazette employeep Tw

Thousand Four Hundred Rupees

andstéess
ndred Rupees.

(b)  For each offspring of the no

employee, One Thousan

(2) A maximum of two children
shall rogiged with the

entagelod basic salary scale

in the course of the government
offspring allowance by the follg
of the post held by the de

allowance as referred
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Post of employee Percenta
of basic
salary
(@) | Chief Secretary -6
(b) | Secretary and equivalent to that 6.5
(c) | Additional Secretary and equivalent to that -7
(d) | Joint Secretary and equivalent to that -8
(e) | Under Secretary and equivalent to 10
() Section Officer and equivale 12
(9) | Nayab-subba and equiva 12
(h) | Kharidar and equivale Tat 12
(1) Mukhiya and equi hat 13
()] Bahidar and ant to that 14
(K | Classless and hon-gazetted fifth class 15
(3) The concermed offspring shall be entitled te tilowance

pursuant to Sub-r

years.

100.

ntil he or she complétesage of Eighteen

ge

lon: For purposes of this Rule, the term "offspring”

son or daughter of the concerned cipl@yre.

the following members to make recommendation on dhewance,

. 194 . . . .
medical expenses or gratuity receivable by the family or offspring

any civil employee who dies in an accident, whaaus injury and is

193 Amended by Seventh Amendment.
194 nserted by Seventh Amendment.
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195 . . .
to make treatment or who becomes disabled for life, in the course of

the government business :

(a)

(b)

In respect of the civil employees of the office

situated in the Kathmandu Valley:

(1) Representative of the Ministry of General

Administration,

(2) Representative of the Ministry of Finance,

196 . .
(3) Representative of t ry, Secretariat,

Commission or ere the concerned

civil employe

Il employees of the office
ts other than the Kathmandu

In respect o
situated

Valley:

ief District Officer of the concerned

district,

Chief of Office of Funds and Accounts

Controller in the concerned district,

(83) Chief of Office of the concerned deceased

employee.

Provided that, if the Chief District
Officer himself or herself is the Chief of

Office, officer designated by him or her.

195

Inserted by Seventh Amendment.
196 Amended by Second Amendment.
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(2) The committee constituted pursuant to Sub-rdle shall
have powers to make recommendation ioker alia, whether any civil
employee died in the course of the government vemidtk on disability,

as well as on whether any civil employee sustaingay in the course

197
of government work.

(3)198The recommendation as referred to in Sub-rulesud) (2)

shall be made on the basis of the following docusien

(@) Evidence or travel order ting for the

government work,
(b)  Deed of public inquiry @ report,

(c) Document or bi hospital where treatine

was carried

(d) Recom on of the body where the civil

e to be treated is in service.

4)**The

Sub-rule (:
additional s ave pursuant to Sub-rule (2) ofeR97.

commendation of the committee as referrednto

also be taken into account ats@pproving the

lanation: For the purposes of these Rules, the term "in the
course of the government work" mean the followiitgagion except as

otherwise proved:

(&) Where, at any time while going to or coming from
the office or where deputed in any place on the

business of the office within or outside office hgu

197 Inserted by Seventh Amendment.
198  |nserted by Seventh Amendment.
199 nserted by Seventh Amendment.
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(b) Where deputed elsewhere for the government

business, during the period of deputation.

101. Procedures relating to pensian1l) Any civii employee getting

compulsory retirement because of age or servicegahall have to fill

up the_form as referred to in Schedule f%?ﬂand send the same to the

Civil Employees Records Office, through his or leerrent office, no

later than Six months before the date of his oragrement.

(2) In cases where any civil employee dies b ppieting the

form pursuant to Sub-rule (1), the nominee, i deceased
employee and, failing such nominee, any o mily members,
whoever is alive, in the following orde atee send the duly

completed form to the concerned au ithix Bonths:

(@) Husband ng in undivided family,

(b)

d daughter, adopted son, unmarried

. . 201
daughter or widow daughter-in-Jaw

Father, mother living in undivided family,

(e) In the case of a male employee and an unmarried

203
female employee  grandfather, grandmother

whom he or she himself or herself has to maintain

. . 204
and subsist, and in the case of a marricfegmale

200
201
202
203
204

Amended by Second Amendment.
Amended by Seventh Amendment.
Deleted by Seventh Amendment.
Inserted by Seventh Amendment.
Inserted by Seventh Amendment.

125



www.lawcommission.gov.np

employee, mother-in-law, father-in-law and

grandson from the son’s side,
()] Separated husband or wife,

(9 Separated son, unmarried daughter, adopted son,

unmarried adopted daughter or widow daughter-in-
205

law,
(h) Separatecf % ther,
0] Brothers,207 ........... and un grand-daughter

from the son’ side livin vided family,

208

1),

..living in undivided

(k)

step-mother, separated grandson
's side, unmarried daughter living in

family,

cle, widow aunt, sister-in-law, granddaughite

law living in undivided family,
(m)  Separated brothers,

(n) Married sisters, separated grandfather,

grandmother?10 .......... daughter-in-law, nephew.

205 Amended by Seventh Amendment.
206 peleted by Seventh Amendment.
207 Deleted by Seventh Amendment.
208  Amended by First Amendment.
209 peleted by Seventh Amendment.
210 peleted by Seventh Amendment.
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Explanation: In cases where more than one
relative is prescribed in the same order, all the
relatives prescribed in such order may be entiibed
get the equal share of pension of the deceased

employee.

(3) After obtaining a form pursuant to Sub-rulg ¢t (2), the

Civil  Employees Record Office shall, after makingecassary

examination, have to issue a letter of pensionaiith in the format as

pu nt to Sub-section (3) of the said Sectioll Slegprovided to such

an offspring until minor offspring attains the ageEighteen years.

(2) In providing pension to the minor offspringaotieceased civil
employee pursuant to Sub-section (5) of Section.38CGhe Act, the
amount equivalent to that receivable by the husbandvife of the

deceased civil employee pursuant to Sub-sectionf(he said Section

211 Amended by the Eighth Amendment.
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shall be provided to such an offspring until theoni offspring attains

the age of Eighteen years.

(3) If there is more than one offspring entitled pension
pursuant to this Rule, equal portion of the amaectivable pursuant

to this Rule shall be provided to each such offgpri

(4) If, in providing pension pursuant to Sub-rul8),(any
offspring has attained the age of Eighteen yeadsaay offspring has

not attained the age of Eighteen years, the pouiopension shall be

set by working out between those who have

Eighteen years.

102. Withholding of gratuity or pension 1e” eveh of failure to

is so handed owee divil employee

h governmental cash, goodkind and

month and day in the sheet roll, citizenship deetke and educational
gualification certificate and all do not contaireteame date, retirement

shall be awarded from the date on which he or she=s earlier.

(2) The birth date shall be set as follows in segtthe birth date

on the basis of a certificate containing yeaBambat only:

212 |nserted by Seventh Amendment.
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(@) In the case of the citizenship certificate, the

basis of the date of receipt of the certificate,

(b) In the case of the educational qualification
certificate, on the basis of the date of issuehef t

certificate,

(¢) Inthe case of the sheet roll, on the basthefdate

of original recruitment.

(3) In cases where only year is mentioned
full birth date is mentioned in another cert
between the birth dates mentioned in su

One year, the full birth date shall be t

Provided that, if the differ een the bitdtes mentioned

in such different certificate One year biith date shall be set

pursuant to Sub-rule (2) or asis of the deat# containing year

only.

hapter-14
ent of the Service Period and Ratement

215

Chapter-15

Punishment and Appeal

213 Repealed by Second Amendment.
214 Repealed by Second Amendment.
215 Repealed by Second Amendment.
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106.216Authoritv empowered to impose ordinary punishment The

authority empowered to order punishment as refeied Clause (a) of
Section 59 of the Act against any civil employeefding the following

posts shall be as follows:

(@) In respect of Chief of Office and employee of kior her
Office:

Post Authority empoweredAuthority to award
to award punishmentpunishment of

of censure wit of

n for up td
years ot
withholding of a
maximum of Two
salary increments,
withholding of
promotion for Two tg
Five years or
withholding of Two to

Five salary increments

U

2 3
(1) Other non+ Chief of Office Chief of Office who is
gazetted civil of at least one class
employees except the higher designation
Chief of Office than the concerned

civii employee, and
failing such Chief of
Office, the Head of

216 Amended by Seventh Amendment.
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Department

(2) Other
civil employees exceq
the Chief of Office

gazette

dChief of Office who is
tof at least one clag
higher designatiof
than the concerne

civii employee, anc
failing such Chief of
Office, the Head o

Department

Head of Department
S

S
d
I

(3) Non-gazetted
Chief of Office

Head of Department

partmen

(4) Gazetted Chief @
Office

fHead of Departm

ncerned Secretary

In

(b)

respect of

Ministries or Secre

their offices

other

nd civil

f Department under té

employees seing in

3

Head of Departmer

or gazetted office
designated by him @

her

tHead of Department

r

=

Other gazette

Ary

(2) dHead of Department Concerned Secretary
civil employees except

the Head of

Department

3 Head of Concerned Secretary] Concerned Secreta
Department

(¢) Inrespect of Secretaries of the Ministries oBecretariats and

civil employees serving in their offices
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1

3

(1) Non-gazetted civi

employees

| Gazetted officer Gazetted first

designated by theofficer designated b
Secretary of thethe

concerned Ministry of Secretary

concerne(

clas

1A

Secretariat
(2) Other gazettedConcerned Secretary] Concerned Secretary
civil employees except
the Secretary of the
Ministry or Secretariat
(3) Secretary of theThe Government ofThe sovernment  f

Ministry or Secretariat Nepal

(d) In respect of non-gazetted

courts

Judge o
office

r District Judge

-

Court signated by him ar
her
civil Gazetted officer Registrar of Appellatg
e of designated by theCourt

Registrar of Appellats

Court

\D

A\1%4

(3) Non-gazetted civi
employees of Suprem

Court

| Gazetted second cla
1eofficer designated b
the Registrar 0

Supreme Court

sGazetted first

fthe Registrar

Supreme Court

clas

yofficer designated b

0

T

(4) Gazetted civi
employees of Distric

Court

District Judge
t

District Judge
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(5) Gazetted civi

employees 0
Appellate Court othe
than the Registrar ¢

the Court

Registrar of Appellats
f Court
r
f

2Registrar of Appellate

Court

U

(6) Gazetted
employees of Suprem
Court other than th

Civi

Registrar of the Court

Registrar of Suprem
ieCourt

e

eRegistrar of Suprem

Court

eCh ge of the

Court

D

(7) Registrar 0] Judge of the Appellat

Appellate Court Court designated b
the Chief Judge of t
Court

(8) Registrar o] Judge of

Supreme Court Court

ieddudge of the Suprem
yCourt designated b
the Chief Justice

e

(e)

In respect 0

Abuse of authority,

mployees of the Commissiofor the

Office of the Auditor

lic Service Commission and Election
(1) Non-gazetted civil Gazetted officer Gazetted first class
employees designated by theofficer designated by
Secretary of thethe Secretary of the
concerned concerned
Commission or bodyCommission or body
or official equivalent or official equivalent
thereto thereto
(2) Gazetted civil Secretary of theSecretary of the
employees other tharconcerned concerned
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the  Secretary grCommission or bodyCommission or body
official equivalent or official equivalent or official equivalent
thereto thereto thereto
(3) Secretary orThe Government ofThe Government df
official equivalent Nepal Nepal
thereto
() In respect of civil employees of the Revenue iunal

1 2 3
(1) Non-gazetted civil Member designated h signated hy

employees the Chairperson person

(2) Gazetted civil Chairperson irperson
employees

(@ In respect of civil em of the Office of tforney

General and the Gov

Office

Attorney Offices under that

1

3

(1) Non-gazette
employee
District

district Attorn ey

Deputy Attorney o
any other officer o
the concerne(
Appellate Governmen
Office
by th
Joint Attorney of tha
Office

Attorney

designated

=

i

—t e

4%

[

(2) Non-gazetted civi
th

Appellate Governmen

employees of

Attorney Office

| Deputy Attorney of

cany  other  officef

tdesignated by th
concerned Join
Attorney

The concerned Joir
Attorney
e
t

It
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(3) Non-gazetted civil Gazetted

employees of thedesignated by

Office of Attorney| Attorney General

General

officer Joint

thedesignated

Attorney
by th

Attorney General

(4) Second and thirdJoint Attorney of the Senior-most

class civil employeesconcerned Appellat

of District | Government Attorney

Government Attorney Office

Office and Appellate
Government Attorney
Office

Deputy

eAttorney General

N

(5) Gazetted secondSenior-most

and third class officersAttorney Ge

of the Office of

Attorney General

D

rney General

(6) Gazetted first clagsSe

officers of the Offic

of Attorney Gene

ney General

yAttorney General

Attorney General

Attorney General

(h)  Inrespect of civil employees of the Administrave Court

1 2 3
(1) Non-gazetted civil Gazetted officer designatedRegistrar
employees by the Chairperson
(2) Gazetted officers otheiChairperson Chairperso
than the Registrar

=

135



www.lawcommission.gov.np

(3) Registrar

Chairperson

Chairperson

(i)

Judicial Council

In respect of the Secretary and other civil emjpyees of the

1

3

(1) Non-gazetted civil Gazetted

employees

designated by

Secretary

office
the

r Joint Secretary

(2) Gazetted secondloint Secretary

and third class civil

employees

(3) Gazetted first clagsSecretary

civil employees

(4) Secretary

dicial Council

th
Council
th

of the

eMember of  the

ill Judicial Councill
edesignated by the
2Chairperson of the

Judicial Council

In resp

@)

ervice Training Center

of Training Chief and other civil enployees of the

2 3
(1) Non-gazetted civil Gazetted officer Deputy Training Chief
employees designated by the
Training Chief
(2) Gazetted secondrlraining Chief Training Chief
and third class officers
civil employees
(3) Training Chief Secretary of the&ecretary of  the
Ministry of Law,| Ministry  of Law,
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Justice ang

Parliamentary Affairs

1 Justice

ang

Parliamentary Affairs

(k)

In respect of civil employees of the Special Gt

1

2

3

(1) Non-gazetted civi

employees

by the Registrar

| Gazetted officer designate

2dRegistrar

(2) Gazetted

employees other than tk

Registrar

Civi

Registrar

ne

Registrar

(3) Registrar Chairperson Chairpersor
0] In respect of civil employees of th cevy Tribunal

1 2 3
(1) Non-gazetted civi Member designated L

| Shrestedar:

)y

employees the Chairperson
(2) Gazetted civi signated byChairperson
employees hairperson

(m) In respect

2 3

(1 etted civi] Shrestedar Appeal Hearing
employees Authority
(2) Gazetted civil Appeal Hearing Appeal Hearing
employees Authority Authority
(n) In respect of civil employees of the Labor Cour

1 2 3
(1) Non-gazetted civil Shrestedar Case Trying Authority
employees
(2) Gazetted civil Case Trying Authority Case Toylsuthority
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employees

Suspension_and opportunity for defensg1) In cases where any

civil employee has to be suspended, the authoniyosvered to order
punishment shall have to deliver a letter of susmenand a letter
asking for making defense in accordance with Subiese (1) of Section

66 of the Act to the concerned employee.

(2) Prior to asking any civil employee to make defs the
authority empowered to order punishment may hinmgeHerself hold,

or cause to be held by any other officer, dep stigation in

accordance with Sub-section (2) of Secti

report, along with his or her findings.

ating fider: (1) The

‘powers to halépartmental

Procedures to be followed by

investigating officer shall h

investigation by following th dures as foltow

(@) cise the same powers as may be exdecisab
court on matters of taking depositions,
iring production of written proof and evidences

and issuing of summons in the name of witness, etc.

To examine proofs and evidences in the presehce

the accused civil employee.

(c) To give an opportunity to the accused civil
employee for cross-examination with the witness
and submission of proofs and evidences against the

charge.

(2) After the completion of investigation as re@sfrto in Sub-
rule (1), the investigating officer shall have tgbmit a report to the

authority empowered to order punishment. He or sh@&l have to
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submit his or her findings, along with the reastrspunishment, and

all proofs and evidences so available.

Non-requirement _of departmental investigation In any of the

following circumstances, the departmental invesibga shall not be
required to be held by the authority empoweredrteopunishment in

respect of imposition of the following departmenpainishment to any

(@) To impose ordinary punishment pursuant to @Gda} of Section

(b) To impose departmental punishm y emlployee who

has gone away and whose w yuts are not knowniso

impossible to make contact or her for atlyer reason.

(c) To impose departm shment to any eiviployee on the

by the court for a crirhinffence

(d) ' lepartmental punishment to any civil leyge

or being unsatisfied with defense be set out While

~ clarification from any civili employee byhe authority
empowered to order punishment in accordance witli®@e67 of the
Act, if the clarification submitted prior to thatipuant to Sub-section
(1) of Section 66 of the Act has been found unfsattisry, the reasons
for the same shall have to be set out. If the departal investigation
has been made in respect of such employee in amtoedwith Sub-

section (2) of Section 66 of the Act, the resuftsuch investigation and

109.
civil employee:
59 of the Act.
basis of convictio
217
110. R
req
217

Inserted by Seventh Amendment.
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justification of the proposed punishment shall alsave to be

mentioned in such clarification.

Procedures for seeking consultation of PublicService

Commission Prior to issuing the order of departmental punishitio

any civil employee, the authority empowered to omenishment shall,
while seeking consultation of the Public Servicar@assion in writing
in accordance with Section 68 of the Act, haveeiodsa file containing

the proposed departmental punishment held to besegpon the basis

of the evaluation of submitted defense, clarifn roofs and

evidences thereof and all original documents.

Procedures relating to order of punis andluplicates (1)

While making a decision of depart nishmegeinst any civil

employee, the authority empo order punistirekall have to
make a decision by me he explicit reasop®n proper
evaluation of the defen cation submitbgdsuch employee and
all available proofs a ences after havingremad whether or not
the concerned em e has been given an adeqpptatonity for
submission e or clarification. The autiyoempowered to so
order p shall have to make decision aSpleedule-17, along

with er clear opinion in respect of theardf punishment.

) Notwithstanding anything contained elsewhere thns

Chapter, once the defense and clarification haen lteemanded from
any civil employee by proposing one punishmentjsi@e has not to be
made in a manner to impose another punishmentid&ahat, in cases
where there arises a situation to increase or dsengunishment for any
reason, the procedures as referred to in Ruleafdd 11 shall have to

be fulfilled again.
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(3) While making decision to impose departmentahighiment
on any civili employee pursuant to Sub-rule (1), thethority
empowered to order punishment shall not make decigiith effect

from a date prior to the date of that decision.

Provided that, in imposing punishment in relationthe offence
as referred to in Clause (g) of Sub-section (1$@dtion 61 of the Act,

decision may be made with effect from the followidgy of the

expiration of Ninety days as mentioned, and in ismpg punishment in

113.

114.

against the departmental punishment imposed to bammher in
accordance with Clause (a) of Section 59 of the, Alcé following

procedures shall have to be followed:

(@) An employee making an appeal shall have taafil@ppeal by his
or her own name, and such appeal shall have torhitenvin

proper and respectable language.

218 |nserted by Seventh Amendment.
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An employee making an appeal shall have to gualong with
the appeal all the proofs and evidences availaménis or her
defense and also duplicate copy of order of punestinagainst

which such appeal is to be filed.

While filing an appeal, the authority empowetedhear appeal

shall have to be addressed and appeal filed with th

.. . 219
Administrative Court

An appeal shall have to be filed within Thi ays after the

receipt of order of punishment. Provi , NE tperson
peal, submits
ns, and thieorty

e reasons taabenable, an

making an appeal, after the expiry of
an application showing adequat
empowered to hear appeal ho

appeal filed within Twé20 'may also be registered.

Miscellaneous

of award (1) One excellent employee shall be selected

istrict each and from each Ministry, $&mnat, Commission

or Dpartments and Offices thereunder and such anasuspecified by

the Government of Nepal shall be provided to sueipleyees as a

(2) There shall be a committee as follows in orteselect the

employees as referred to in Sub-rule (1):

(b)

(c)

(d)
1157
116°* Prov

fron

reward.
219

220
221
222

Amended by Seventh Amendment.
Amended by Seventh Amendment.
Repealed by Seventh Amendment.
Amended by Seventh Amendment.
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(@) In the case of selection of employee under the

Ministry, Secretariat, Commission:

(1) Secretary of the concerned
Ministry, Secretariat,

Commission -Chairperson

(2) Heads of Department
under the concerned

Ministry, Secretariat

Commission -Member
(b) In the case of selectio t levelpdoyee:
(1) District Ju -Chairperson
(2) ive of the District
ration Office -Member
presentative of the Office of
the District Development
Office -Member

criteria and grounds for the selection ofplyees

#to this Rule shall be as determined byGobgernment of

Ne

(4) The secretariat of the committee as referrad lause (a) of
Sub-rule (2) shall be in the concerned Ministry,cr8&ariat or
Commission and that of the committee as referreid ©lause (b) shall

be in the concerned District Court.
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116A°* Civil service award (1) On the recommendation of the committee

referred to in Sub-rule (2), the Government of Negbell provide the

following civil service award to the civil employgevery year:

Name of award Amount Number
(a) Excellent Civil Rs. 2,00,000.00 For One
Service award person

(b) Best civil service Rs. 1,00,000.00 For Ten
224

award persons

(c) Cuil Service Rs.50,0 For Thirty
award persons

(2) There shall be a committ ows to recemuinfor the

award as referred to in Sub-rule (

the

- Chairperson

ary of the Ministry of Law

d Justice - Member

Any Secretary of the
Government of Nepal designated

by the Government of Nepal - Member

(d A person designated by the
Government of Nepal from
amongst the employees retired

from the service of special class - Member

223 |nserted by Second Amendment.
224 pmended by the Eighth Amendment.
225  Amended by the Eighth Amendment.
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(e) Secretary of the Ministry of
General Administration - Member-Secretary

(3) For awarding the civil service awards pursueniSub-rule
(1), the committee as referred to in Sub-rule (dalls make
recommendation by selecting the civii employeestba following

grounds:

(@) Recommendation of the concerned Ministry,

Secretariat or Commission,

(b)  Work performance evaluati
(c)  Work efficiency and

(d)  Seniority, dedc

efficiency.

uty-bound and profesaio

) The Secretariat of the committee as referreid ®ub-rule (2)

shall be situated at the Ministry of General Adsiration.

116B7*° Civil service day (1) The civil service day shall be observed on the

Twenty Second day each year.

226 |nserted by Seventh Amendment.
227 |nserted by Seventh Amendment.
228 |nserted by Seventh Amendment.
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(2) For the observance of the civil service dagiva service day
ceremony committee shall be formed under the caesgmship of the

Chief Secretary of the Government of Nepal.

(3) The secretariat of the committee to be formedsypant to
Sub-rule (2) shall be situated at the Office ofnferi Minister and

Council of Ministers.

116C *Work performance incentive fund: (1) The Government of Nepal

may establish a work performance incentive fundspant to Section

28A. of the Act in order to bring effectivenes

work performance of the government office

(2) A Ministry, Commission, S evel badgy establish

a work performance incentive f ject to thedfto be formed

pursuant to Sub-rule (1).

(3) The conce

added as an incentiv

al body may also credit dheunt

he Government of Nepsddan the balance
upon spending nt less than that spentipiévious financial
general expenses and officeatipaal costs of that

s thereunder to the fund as refear@d Sub-rule (2).

year in th

body a

he concerned central body may give a prizeuarh@s an
inc tive to any employee and office on the bakisark performance
evaluation of the civil employees based on theegatof evaluation of
civil employees of that body and the bodies thedenrdetermined by

that body, from the amount credited pursuant to-Gus (3).

(5) Nobody may make a work performance incentivedfin a

manner contrary to this Rule.
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(6) The Government of Nepal may frame and enforsepmarate
manual for the management, operation and fixatidnthe work

performance incentive fund.

Requirement of approval for establishment of anpany and

operation of trade, businessAny gazetted civil employee, and non-

gazetted and classless civil employee wishing tke tpart in the
establishment, registration or operation of anykban company, to

carry on any trade or business or to accept anyg kih service

proval from
Head of the

elsewhere, pursuant to Section 48 of the Act, &
the Ministry concerned with the service, gro

Department, respectively.

asslessamployees in
uch apprdvam the Chief

Provided that, the non-gazette
any district-based office shall @b

District Officer of the conc

loyees (1) In order to obtain registration

union of civil employedesbe formed pursuant
section (2) of Section 53h& Act, the office-

by the executive committee s an application
set forth in Schedule-17C., acconguhby the statute,

he central office-bearers and membert)d Department of

of a national level
to Clause (a) o

bearer desi

nd Employment Promotion.

(2) The application and statute to be made and stdahfor the
registration of the trade union pursuant to Sule-r(l) shall be
accompanied by the details of the formation attl8agenty district
executive committees of the trade union and sigeatd at least Five
Thousand members certified by the concerned bodythef civil

employees who have obtained the membership oféde tunion.
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(3) A Fifteen-day notice shall be published for imlaand
objection in relation to the application made parguto Sub-rules (1)
and (2), and examination of the claim and objectibany made, shall
be carried out and registration shall be made artificate thereof
issued within Fifteen days after the expirationtbé& time-limit for
making claim and objection, also examining whetther requirements

for registration have been met.

(4) There may be formed a departmental level exexut

committee at the center and district level distazee committee

under the central executive committee of the at the national

level.

(5) A departmental level ex mittee mayfdoened in

and‘eligible to be associated with the trade ursball have obtained

membership.

(7) In order to obtain registration of the tradeams as referred
to in Sub-rules (5) and (6), an application, accamgd by the
signature of the employees who are associatedthatlirade unions, has
to be made to the concerned Labour Office. If guliagtion is so made,
registration shall be made by fulfilling the procees as referred to in
Sub-rule (3).
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Provided that, registration is not required pursuanthis Sub-
rule for a national level recognized trade uniorrdmain active at the

district level.

(8) No civil employee shall be a member of morentbae trade

union at the same time.

(9) If a civil employee who is a member of a tradeion
becomes the Chief of Office, his or her membergliithe trade union

shallipso facto be ineffective, and he or she shall have no tightote

in the trade union.

to Suésrg8) and
d ikimgarenewal, the
halge to be fulfilled.

(10) The trade union registered
(7) shall be renewed in every Four y:
terms set forth in Sub-rules (2), (5)

Provided that, the sai re not requiredetdulfilled in

order to obtain the rene

Twenty percent vo e election held immed@tviously for the

formal trade union.

tute of a trade union shall include fbléowing

matter
Name and address of the trade union,
(b)  Objectives for the establishment of the traden,

(c) Mode of formation and term of the executive

committee (not more than Four years),

(d)  Ordinary membership, number of office-bearerd a

procedure of their election,
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(e) Provision relating to the fund of the tradeami
and its audit,

()] Provision that a vote of no-confidence may be
moved against office-bearers,

(9 Provision relating to the national conventidrtlce
trade union, functions, duties and powers of, and
meetings of, the executive committee,

(h)  Procedures for the amendmen statutbeof
trade union,

(1) Provision relating to olution of theade
union, and prowvi ating to its assets and
liabilities in the of such dissolution,

()] g to representation in, receyl

mal trade union.
(12) Provisio lating to the election of thenfat trade union

shall be asf

(b)

(€)

A central level formal trade union shall becedel
from amongst the national level trade unions and a
departmental/district level formal trade union $hal
be elected from amongst the concerned

departmental/district level recognized trade unions

On the basis of votes secured in the electibn o
formal trade union, the concerned trade unions

shall select the office-bearers and members.

The form/structure of formal trade union shadlas

follows:
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(1) A central level formal trade union shall

consist of the following office-bearers and

members:

(@) Chairperson -1

(b)  Vice-chairperson -1

(c) General Secretary -1

(d) Secretary -1

(e) Treasurer -1
Membe -16

Chairperson -1
Vice-chairperson -1
Secretary -1
Joint Secretary -1
(e) Treasurer -1
() Members -6

(d) The process of formation of a central levehial

trade union shall be as follows:
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The distribution of office-bearers of the
trade union from amongst the national level

trade unions shall be made as follows:

(@) Who secures the first -Chairperson
vote and Treasurer

(b)  Who secures the -General
second vote Secretary

(c) Who secures the third

vote hairperson
(d Who secu
fourth vo -Secretary

f the members of the
union from amongst the
el trade unions shall be made on
asis of the percent of votes secured,
nsidering the total number of Sixteen

members as Hundred.

Provided that, where Four trade
unions are not elected in the election of the
formal trade union, additional posts as
follows shall be obtained in making

distribution of posts:

(@) Where only Two trade unions are
elected, one who secures the first vote
shall get the post of Vice-chairperson
and who secures the second vote

shall get the post of secretary.
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(b) Where only Three trade unions are
elected, one who secures the first vote

shall get the post of Vice-chairperson.

(e) The process of formation of a departmentaklidtst

level formal trade union shall be as follows:

(1) The distribution of office-bearers of the
departmental/district level formal trade

union shall be made as fo s, on the basis

of the percentage o cast at the

concerned depar level and the
district level in tion to the formal

trade unio

(@) ures the first -Chairperson
and Treasurer

ho secures the second -Vice-

vote chairperson

Who secures the third

vote - Secretary

Who secures the fourth  -Joint

vote Secretary

(2)  The distribution of members shall be made
on the basis of the percent of votes secured,
considering the total number of Six members

as Hundred.

Provided that, where Four trade
unions are not elected in the election of the

formal trade union, additional posts as
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follows shall be obtained in making

distribution of posts:

(@) Where only Two trade unions are
elected, one who secures the first vote
shall get the post of secretary and
who secures the second vote shall get

the post of Joint Secretary.

(b) Where only Three trade unions are

elected, one wh

the first vote

d time of election to the formal trade union
e case of the central level, and the concerned
or Office shall so specify in the case of the
departmental/district level. The date of the
subsequent election shall be settled with mutual
consent of the concerned formal trade union and
the Department of Labor and Employment

Promotion or concerned Labor Office.

All procedures relating to the election of themal
trade union shall be as set forth in the bye-laws o

the election of the formal trade union.

The Department of Labor and Employment

Promotion shall, in consultation with the national
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level trade unions formed pursuant to Sub-rules
(1), (2) and (3), issue the statute of the formade¢
union, bye-laws on election and fund operation

manual.

(13) The provision of the formal trade union funtbk be as

follows:

(1) There shall be a fund in the name of the formal

trade union.

(2)  The fund shall consist of t g amounts

(@) Such amount membership fees as
received f members of the trade
the formal trade union as

vy the formal trade union,

ounts received from the Government of

(b)

epal,

Amounts received from various

organizations and persons,

Amounts earned or enhanced from the

operation and management of the fund,
(e) Amounts received from other sources.

(3) The distribution and use of the amounts creldite
the formal trade union fund shall be as determined

by the formal trade union.

(14) The formal trade union formed pursuant to 8uk-(12)

shall be entitled to make social dialogue and ctife bargaining as
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follows on the matters related with the rights amdrests of employees

such as security of service of civil employees.etymfacilities, career

development, security of body of employees and gssional security

of employees:

(a)

It may present the demands related with various
bodies at the local district level or below thaatth
with the concerned body. Efforts shall be made to

resolve the problems by holding mutual discussions

at the local level in relation e demands so

presented. If the resolutio blems cannot be
made in such man demands shall be
istrict Administration

uty of the Chief District

submitted in writing
Office. It shall
Officer to
holding

withjn'Tw

s to resolve the problems by
ns on the problems so submitted
y One days. If problems cannot be so

such problems, accompanied by their

details, shall be forwarded to the Ministry of

eneral Administration.

Demands related with a Ministry, Department,
Constitutional Body, Commission shall be
presented with the concerned body, and the
Ministry, Department, Constitutional Body,
Commission shall fulfill the legitimate demands
than can be fulfilled by its decision upon holding
discussions on the demands so presented within
Twenty One days and, in the case of the matters
that are required to be submitted to another body,
shall forward them to the concerned body and give

information thereof to the trade union, and the
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respective bodies shall also seek solution within
Twenty One days through the process of social
dialogue and collective bargaining. If the problems
cannot be so resolved, such problems, accompanied
by their details, shall be forwarded to the Minjstr

of General Administration.

The central level formal trade union may présen
demands in writing, on the matters related with the
es, with the
t shall be the

rights and interests of civil em

Ministry of General Admini
duty of both th

Administration and

y of General

mal trade union by

holding discussi een them. If the Ministry

of General tion does not show readiness
ent of dispute or settlement of
ot be made within Twenty One days,
‘mal trade union shall take this matter te th
employees fro discussion. If a total of Sixty ec

of executive committee of the formal trade union at
the central, departmental and district levels espre
support to the demands, the demands, along with
the support, shall be again submitted to the
Ministry of General Administration. If the dispute
cannot be settled by mutual consent within Twenty
One days after the submission of such demands, the
matter shall be forwarded to the Ministry of Labor

and Transport Management.

The Ministry of Labor and Transport Management
shall make effort to resolve the dispute within

Twenty One days by holding negotiations between
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both parties on the matters submitted pursuant to

Clause (c).

If the dispute cannot be resolved pursuant to
Clause (d) and the employees wish to launch a
protest programme, the formal trade union shall
give a notice containing its demands, claims and
rationale for the same, a resolution adopted by

Sixty percent votes of the members affiliated with

the central, departmental and ict level trade

unions and a notice in writi the Ministry of
General Administratio ce of Thirty days,
and give informatio f to the Ministry of
Labor and Tra anagement, Ministry of
Department of Labor and
motion, and may exercise the
ective bargaining like propagation,
"on back strap, pen down, peaceful

onstration and peaceful strike.
Provided that,

(1) Activities such as extortion against
one's will, coercion, making
presentation in a wulgar manner,
damaging public properties, locking
out offices, closure of vehicles and

NepalBandh are not allowed.

(2) It is not allowed to make obstruction
in such place, in such circumstance
and in the operation of such essential

service as specified, strike is
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prohibited in consideration of special
circumstance and as specified by the
Government of Nepal by publishing a

notice in the Gazette.

() The Government of Nepal shall make efforts to
fulfill the financial demands presented by the
formal trade union pursuant to this Sub-rule, tgkin

into account the economic condition and capacity

of the country, and the decisio e Government
of Nepal (Council of Minis 1all be final in

this respect.

(@@  Notwithstanding g contained in this Sub-

rule, making e in the business of another
office and ¢ n relation to the problems of/an

t allowed.

6) In holding negotiations for collective bargam pursuant to
Clause (d) of Sub-rule (14), representation of mdrties shall be had

in the equal number.

(17) Notwithstanding anything contained in Sub-r{dd), the

claims or demands as follows shall not be made:
(@) Contrary to the Constitution,

(b) Contrary to any one's interest on the basis of

unproved or baseless charge,
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(c) Matter affecting the personal conduct of any

employees,

(d) Matter not related with civil employees, and if
there is a dispute as to whether any matter isa@la
with civil employees pursuant to this Clause or, not

decision of the Attorney General shall be final.

(e) Without expiration of Two years after the haolgli

of social dialogue and collective bargaining.

titis Rule

r anbransport

1(0°g

(18) An agreement made to settle disp
0

shall be registered with the Ministr
Management. The agreement so regis all cumdorce on the
date, if such date is mentioned in emerdt,cm the date of its
registration with the Ministry © and Transpdanagement if
such date is not mentione agreement. It Beahe duty of both

parties to observe the et forth in the ageed.

(19) If there s any dispute in relation to ithplementation

of the agre the dispute shall be settled utfiro mutual
discussion e dispute cannot be settled grodiscussions, an
ay be made to the Labor Count foritli@ementation of
ment. The decision of the Labor Courthan matter shall be

final.

11787 Employee relation committee (1) There shall be the following

committee to make suggestions and implement timedyters, upon
holding mutual discussions in order to make the service pro people,
boost up morale of employees and develop good wgrkulture by

making timely reforms in the civil service:

231
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(@) Minister for General
Administration -Chairperson
(b) Chief Secretary -Member

(c) Secretary at the Ministry of

General Administration -Member
(d) Secretary at the Ministry of Labor

and Transport Management -Member
(e) Secretary at the Ministry of

Finance -Member

(H  Chairperson and General Se

of the formal trade union -Member

(2) The Chairperson shall call t gs ofdcbmmittee as

required.

(3) If, by making a dec at effect by ajondy of the

central executive committ ormal tradeoanian application in

writing is made to irperson for calling a etngg, the

Chairperson may eeting within Fifteen glajter the date of

118 Statements of property to be submitted (1) Each civil employee

shall, within Sixty days after the expiration ofdncial year, submit
statement of property as referred to in Scheduletd8the Civil

Employees Record Office through the concernedenffic

(2) An employee who is appointed newly shall subthie
statements of property as referred to in Sub-rli)ewithin Sixty days

after the date of appointment.

232 Amended by Seventh Amendment.
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119. Information of purchase of immovable propertyto be given In

cases where any civil employee has acquired, by efgyurchase or
otherwise, any immovable property in his or her eamin the name of
any member of his or her family, the details inahgdthe value thereof
shall have to be submitted to his or her officchimitOne month after he

or she has so purchased or acquired.

120. Restriction on polygamy, child marriage, unegal marriage: No

civil employee shall conclude, or cause to be catetl, polygamy,

child marriage and unequal marriage in contraven
Marriage of theMuluki Ain.

Chapter on

120A”% Provision relating to identity card mployee (1) Each

ime when he or she is

civil employee shall bear the identi

serving in the office.

(2) The format of th
as per Schedule-19

y card of the civil ployee shall be

121. Restriction on ngo Ioss and_damagBotwithstanding anything

contained € here in these Rules, no civil engdoshall cause any
damage to the Government of Nepajovernment
rying out any work with gross negligeror indiscipline or

isconduct.

122. Requirement to work in office or place of depiation: Any civil

employee shall have to attend the office or plaberein or whereto he

or she is posted or transferred and dischargerdgsepbed duties.

122A%* Moral obligation of civil employees In performing their duties,

the civil employees shall pay attention to the dwling moral

obligations:
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To make equal treatment towards the service retipie
To give priority to greater interests of the natard the people,

To maintain transparency of the criteria and proces of the

distribution of goods and services,
To protect public properties,

To mobilize means and resources economically,

To simplify the process of work performanc

To remain effortful to discharge bilitiesithin  a

minimum of time,

To respect basic human val

To make equal tr nd respect with equalepéomn

towards all comm

previous service(1) While calculating the

period of preyviou

follows:

vice of any civil employdeshall be calculated as

For purposes of the calculation of seniority fo
promotion, cent percent of the period of service
rendered previously in_the ci#db service or post
after having permanent appointment thereto (if
service has been discontinued in the meantime,
after deducting the period of discontinuity
therefrom) shall be calculated, and in the case of

civil employee who has previously served in a post

233
234
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towards development and kept that service
continual or a civil employee who has previously
served temporarily in a post towards the regular

stream of the civil servic&sfor more than One year

and kept that service continual and permanently
appointed to the civil service, the previous
development or temporary service period shall be

calculated as follows:

(1) For the period of service i

ty Three

class percent
(2)
the
secon -Fifty percent
(3) iod of service in
of Gazetted third -Sixty-six
Ss percent
For the period of service in
the Non-gazetted class and
-Seventy-

in the post of helper five percent

For purposes of pension, the period of service
rendered previously in the government service or
post after having permanent appointment thereto (if
service has been discontinued in the meantime,
after deducting the period of discontinuity

therefrom) and in the case of a civil employee who

235  Amended by Seventh Amendment.
236  |nserted by Seventh Amendment.
237 Amended by Second Amendment.
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has previously served in a post ......... 238,

towards development after getting appointment
thereto prior to 2026.8.11(26 Nov. 1969) and kept
the service in such post continual and then
permanently appointed to the permanent service,
the period of service rendered permanéftiyn

such post towards the development and general

stream.

(2) Notwithstanding anything contained in

where any person, who has already obtaine ANy previous

240 . . . .
government service, is appointed again to
or her previous service shall be coun
Rule only if he or she returns the a

her previously.

commencement of
commencement-of
commence

such a

the

wi

gecurpost under this
f gtgtabtained by him or

(3)241The civil emp erving in the civil servicela time of
‘Rules shall, within One yean date of
uIe, and the civil employgg®ointed after the
ese Rules shall, within One frean the date of
nt, have to get added the periogreice pursuant to
In cases where the period of senasenlot been added

ch period, the period of such service Ishat be added.

(3a)242No previous service period may be got added aaititya

obtained by adding the service period in any pr@odker than that set
forth in this Rule.

238
239
240
241
242
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(4)243 The civil employee intending to add the periogpdvious
service to the current service pursuant to Sub-{8)eshall submit the
details of study leave, extra-ordinary leave, maldexpenses and record
of insurance taken prior to the addition of servime the Civil

Employees Record Office.

. 244 .
Explanation: For the purposes of this Rule, the term
"government service" means the civil service, pamént service and
health service with entitlement to pension from #tate fund of the

Government of Nepal.

Hand over and take over to be m nless otherwise

prescribed by the Government of Nep eypke shall have to

hand over all such cash, inventori s anduaxts and books of
incomes and expenditures und her respibtysds required to
be handed over by him o

with Section 74 of the

concerned graplom accordance
Twenty One dagsid the employee
required to take ove ame shall have to take the charge within

that time limit.

Il employee shall have to give Notifioa of the day
r she intends to assume office tgptiedecessor and the

r shall also have to be ready to make#dnar on the same

(3) After completion of the hand-over, a Notificati thereof
shall have to be sent to the concerned highereofficthe event that the
successor has not yet joined, the predecessor sl to make hand-
over to his or her immediate subordinate employe® @oceed to join
the new office within the time limit, and such saolwinate employee

shall also have to take over the charge.

243

Inserted by Second Amendment.
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(4) For the purpose of handing over the charge, amy
employee may make arrangements for taking or hgnalmr the charge
by appointing his or her brother, son or trustedspe as his or her

attorney.

Result-oriented _action plan _to _be prepared (1) Each Chief of

Office or Head of Department shall have to prepamd maintain an
annual action plan clearly showing the division vadrk of all the

employees under him or her on the basis of thetiiumg duties and

responsibilities prescribed for each post.

fulb-(1), the

dishall have to be

(2) While preparing an action plan
detailed description of work, quantity, ¢
mentioned to the extent possible in mhakeviork performance

of the concerned employee resul

ormance evaluationform: The

work performance ion form of a civil empleyshall be kept

secret as prescrib Competent Authority.

ixation _committee (1) If there is a doubt as to

education degree obtained by a civilleyee is related
with« oncerned service, group or sub-grouptlier purposes of

n, the following committee shall make dexisthereon:

(@) Secretary of the Ministry or
chief of body operating the

service, group or sub-group -Chairperson

(b)  Secretary of the Public Service

244 |nserted by Seventh Amendment.
245 Amended by Seventh Amendment.
246 Amended by Seventh Amendment.
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Commission or a gazette first _\, oo
class officer of the Commission

designated by him or her

Secretary of the Ministry of
General Administration or a
gazette first class officer

designated by him or her -Member

One professor or expert of an

university of Nepal related
the subject of

equivalency/relevan

fixed -Member
Officer the
Secret he Ministry or
-Member
secretary

Secretary of the Ministry or chief of

body operating the service, group

or sub-group -Chairperson
Secretary of the Ministry of

General Administration or a

gazette first class officer designated

by him or her -Member

Gazetted first class officer of the
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Public Service Commission -Member
designated
(d) Chief of training institute or
training chief related with the
subject of training of which
equivalency/relevancy is to be fixed
or one representative designated by
him or her -Member

(e) Such expert related with t

training as designated b
Secretary of the Ministr
related with the servic p or
sub-group -Member
/ the Secretary

body operating -Member

up or sub-group secretary

to the educational quadifion and training
ial candidate for promotioiemio the holding of
the pro mmittee, the marks of such edunatigualification

and shall also be calculated for promation

(4) The Ministry or body operating the service, upoor sub-
group shall publish a notice of subjects of edweeti qualification of
which equivalency has been fixed by the commitizeseferred to in

this Rule in the Nepal Gazette.

(5) The secretariat of the committees as referoenh tSub-rules
(1) and (2) shall remain in the Ministry concernstdh the service,

group or sub-group.
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127A%* Prior approval to be obtained (1) A civil employee who intends

128.2 48Provision relating to festival exp

to study at his or her personal effort within otsade the country after
the commencement of this Rule shall obtain priopragal of the

Competent Authority of the concerned body.

(2) Notwithstanding anything contained in Sub-rlg, prior
approval is not required to be obtained by a @wiployee to appear in
an examination as a private student and studyenpthce where he or

she is in service outside office hours.

Provided that, such an employee shall gi athereof to

the body where he or she is in service.

civil employee shall

be entitled to an amount equal ary of @amth obtainable by
ection (1) aftida@ 32 of the Act

ain festivalalation to which he or

him or her in accordance wi

in advance of Fifteen days ‘of

she intends to obtain estival expenses, exeay. While so giving

the festival expen salary of the precediogth shall also be

paid by debitin >'expense even though the momngkefing that

cept in the circumstance as referred to ib-&ue (10) of
‘a civil employee who is on the extra-oadjnleave and on the
leave without pay as referred to in Section 71Athef Act shall be not

be entitled to the festival expenses during thegdesf such leave.

(3) Information in writing as to the main festival relation to
which they intend to receive the festival experees possible months
falling in such festivals shall be given to the cemed office within

Three months after the date of the commencemettti®fRule by the

247

Inserted by Seventh Amendment.
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civii employees who are in service in the servidetlze time of
commencement of this Rule and after the date afngggon of office
by the civil employees who are appointed after cbemmencement of
this Rule. After an application is so made, the lewyge shall not be
entitled to demand for expenses at another fesiwahg the period of

his or her service.

128A°* Provision relating to resignation (1) If a civil employee intends

to resign his or her post voluntarily, he or sheder resignation in

writing with the office where he or she is serving

(2) The office with which resignation
to Sub-rule (1) has to be got identified by

med pursuant

gied employee.

Provided that, while id the resignation ky civil
employee staying outside o such employeg make such
identification before the Nepa embassy or kefbe notary public
of the concerned c ere there is not Nepadesassy and send

the same to the cot office.

3)

resignatie

owing body or office-bearer may accetite
tted pursuant to Sub-rules (1)(@hd

(@) The Government of Nepal, Council of Ministears,
the case of civil employees of gazette first chasd

of posts higher than that,

(b)  The Secretary of the Ministry operating thevieer
or Head of Depart equivalent thereto, in the cdse o

civil employees of gazette second and third classes

249 |nserted by Seventh Amendment.
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(c) Head of Department or Chief of Office in thesea
of civii employees of non-gazetted and classless

posts.

129. Letter of retirement The competent Authority shall have the powers

to issue the letter of retirement to a civil emmey

129A " Provision relating to letter of authority: (1) On the

recommendation of the concerned office, the Civiipgioyees Record

Office shall issue a letter of authority entitliagivil em

pension to gratuity, pension, family pensio

subsistence obtainable by him or her on

(2) Notwithstanding anything in Sub-r(ilg where a

once issuey the Civil

duplicate copy of a letter o
Employees Record Office ha sued by theore¢hat the pages
of letter of authority have rt r it has béest or where the name
of person entitled }

that the holder of p

pension has to be gednby the reason
letter or family pendietter has died, a new
letter of aut e issued in accordandh Rules by the Funds
and Acco roIIer Office of the district whethe bank from
which nt of pension was being received. ThedBwand Accounts
Office shall give information of the usmce of such new
Iett of authority to the Civil Employees Recordfi€@ and theKaushi

Toshakhana.

(3) The Funds and Accounts Controller Office shsdlue the
letter of authority pursuant to Sub-section (2) e basis of the

following documents:

(@) Duplicate copy of the citizenship certificate

250 Amended by Seventh Amendment.
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(b) In the event of a need to change the name of a
person entitled to family pension as a result ef th
death of the holder of letter of pension, the
previous letter of authority, certificate of death
registration and certification of relation, among

others.

(4) It any civil employee has got payment of salangl allowance

upon holding service for a period longer than tleathis or her

retirement, the letter of authority of pension $hoed only upon

recovering the salary and allowance drawn ployees from

the pension payable to him or her.

e to be méined: (1)

been dised from service,

130. Record of employee dismissed fr

In respect of any civil employe
with being disqualified for nment servicethe future, the
authority empowered to, iss rder of dismissall dheve to send a
notice thereof, mentig ter alia, the details of three generations
and identificati employee to the Pubkrviee Commission,
Police Head s and the Civil Employees Re€ifide. The Police

hall have to send such notice to Basthict Police

2) In cases where the person so dismissed fromséngce

pursuant to Sub-rule (1) has been re-appointeceoctvil service or
post, the salary obtained by him or her upon sygomtment shall be
recovered from him or her, and he or she shalhtmeadiately dismissed

from the service.

130A%" Duplicate copy to be given While requesting for the duplicate

copy of any record related to him or her and mauei with the Civil

251 |nserted by Second Amendment.
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Employees Record Office, any civil employee shakesuch a request
through the Ministry, Secretariat, Department olic®fwhere he or she
IS in service. If the civil employee makes a direetjuest for such a
duplicate copy in the event that the request falidate copy could not
be made through the Office where he or she is micge the Civil
Employees Record Office shall give a duplicate copthe record after
completing the procedures in accordance with Numbér of the
Chapter on Examination of Documents of theluki Ain (General
Code).

es of the fixed
. of the Act, the

131*Provision relating _to_insurance (1) For th

term life insurance fund as referred to i
Government of Nepal may, by publishi icéhia Nepal Gazette,
designate any insurance compa the couptryany body
formed pursuant to the laws or the operabf the fixed term
life insurance, in considera ter alia, the transaction, financial

capacity of that com

(2) The body
term life insuran

40A. of th

erred to in Sub-rule (1) shaNehthe fixed

nd as referred to in Subieec{l) of Section

Vhere an employee has taken the extra-orditeaye or
ave without pay or leave without pay, tlev€&nment shall add
the amount for that period and credit the sameht fund for that
period only if such employee pays amount in comsiien for

insurance.

(4) Even a civil employee who has been dismissenh fservice,

with being disqualified for the government seniicghe future shall be

252 Amended by Seventh Amendment.
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entitled to the amount deposited in his or her fand interest accrued

thereon.

(5) If in providing the insured amount pursuanthe Rule, it is
required to provide the amount exceeding the amdepbsited in the
name of the concerned civil employee, the GovernroémNepal shall
deposit the excess amount with the company or lasdseferred to in
Sub-rule (1).

(6) The body designated pursuant to Sub-ru

updated records reflecting severally the accour:
employee credited to the insurance fund ieimils of each

year to the concerned employee.

(7) The Government of Nef ssue and enfoecplired

manual for the operation agement of thed fikerm life

insurance fund.

Provisions on leavi 2a Any civil employee shall not leave the

district or area wh “or her office is locawgthout approval of the

authority empow to grant leave, except in cadese he or she is

deputed.in overnment service and is on leave.

ded that, in cases where it is required tosdethne office
casually, the civil employee may travel within autside the country
with the approval of the Chief of Office submittiag application with
the reasons for the same and where such approvil not be obtained
due to lack of time, by submitting a written or lvak report to the
concerned Office, Department or Secretariat, gitimg reason for the
same. While so leaving office, necessary arrangersieall have to be
made so that the office work is not hampered andergonental

property is not misappropriated.
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133. Reasonable and justifiable actianOn the basis of an application

submitted by any civil employee mentioning that dreshe has been
aggrieved from the privileges or facilities grant@ader these Rules in
respect of the privileges or facilities being reedi prior to the
commencement of these Rules, the Government of INep§ take

action in a reasonable and justifiable manner.

133A253Pr0visions relating to disadvantage, grievance anthtandling

thereof: (1) If civili employees have presented disadvantagel

grievance suffered by them before the concernedr

Office pursuant to Section 73A. of the Act
grievance cannot be resolved or handled #vey may present

such disadvantage and grievance bef ollpaammittee:

(@) District a al level office grievance

manage mittee:

0] rned Chief of Office -Coordinator
icer representative of the
Appellate Government
Attorney Office, in the case
of a regional level office,
and that of the District
Government Attorney
Office, in the case of a
district level office -Member
(i) Officer representative
designated by the Chief
District Officer, in the case
of a district level office, and

that designated by the -Member

253 |nserted by Seventh Amendment.

176



www.lawcommission.gov.np

Regional Administration
Office, in the case of a
regional level office

(iv) Chairperson of the
concerned district or region
of the formal trade union of

civil employees -Member

(b)  Ministry, Commission, Secretariat, Department o

central body level office grievance management

committee:
(i)
concerned __ -Coordinator
(i) Represe least

class of the

of General

Istration -Member
int Attorney of the Office

of Attorney General

designated by the Attorney

General -Member
Concerned departmental
Chairperson of the formal

trade union of civil

employees -Member
(c) Central grievance management committee:

(i)  Chief Secretary -Coordinator
(i)  Secretary at the Ministry of-Member
General Administration

(i) Deputy Attorney General -Member
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134ADeemed to be disappeat

135.

www.lawcommission.gov.np

designated by the Attorney
General

(iv) Central Chairperson of the
formal trade union of civil -Member

employees

(2) The secretariat of the committee as referred ®ub-rule (1)
shall be situated in the office as designated ey dbordinator of the

concerned committee.

(3) The Ministry of General Administratio sa manual

on disadvantage and grievance managemen

Restriction on fulfilment of post: N

lling vacant in the civil
service shall be fulfilled in any oth 2r gtcas mentioned in the

Act and these Rules.

he purpose of providing pension

and gratuity obtain y a civil employee who lisappeared

pursuant to Secti . of the Act to his or reanify, such employee
has to have ared for at least ZFfvgears and it could not be

r he or she is alive or dead.

n_of authority (1) The Government of Nepal may so

delegate the powers conferred to it under theseRtd any civil

employee as to be exercisable by such employee.

(2) Any official may so delegate the powers corddrto him or
her by these Rules to his or her subordinate employee as to be

exercisable under his or her general supervision.

254

Inserted by Second Amendment.

255  Amended by Seventh Amendment.
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136. Powers to make alteration, addition and delaein in Schedule

The Government of Nepal may, from time to time, enakeration and
addition or deletion in the Schedules or conterdstained in the

Schedules, by publishing a notice in the Nepal Gaze

137. Special provision relating to the employees of theepal Judicial

Service Notwithstanding anything contained elsewhere irs¢hRules,
in relation to the matters as referred to in thencfions, duties and

powers as well as jurisdiction of the Judicial $@vCommission in

accordance with the Interim Constitution of Ne®

specified in the Constitution, the laws in for
Service Commission and the Rules R
Recruitment, Transfer and Promoti Employeestled Nepal
Judicial Service shall be as ref n suchgbtution, laws and

Rules, and the other matter governetidsetRules.

138. Repeal and saving (1 ivil Service Rules, 2021 (1964) is,

hereby, repealed.

one and actions taken under the @wutvice

Rules, 20 64) shall be deemed to have beea aloth taken under

257, . . . ..
) The matters set forth in these Rules in relatiomht civil
service shall be governed by these Rules, andttier mnatters shall be

as set forth in the rules framed separately foasp services or groups.

(4) Notwithstanding anything contained in Sub-r¢8), these

Rules shall apply to promotion.

256 Amended by Seventh Amendment.
257 Amended by Seventh Amendment.
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Schedule-1
(Relating to Clause (b) of Rule 2)
Heads of Department

Chief Commissioner of the Commission for theektigation of Abuse of
Authority.

Chairperson of the Public Service Commission.

Chief Election Commissioner.

Attorney General.

ecretariats/Constitutional

ent commissions

Heads of central level Departments of the Guvent of Nepal.

Chiefs of Offices at the department level aedtral level offices with

gazetted first class officers as the chief.

258  Deleted by Seventh Amendment.
259 Amended by Seventh Amendment.
260  peleted by Seventh Amendment.
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13. Chief of General, Adjutant General, Quarteremnast or

Commanders (only the agency where civil employeesmployed).

14.  Chiefs of regional level offices.
15. Chiefof............ ?61 embassies and missions aboard.

262 ..
16. Secretary of the Water and Energy Commission.

17. Chief District Officers.

18. Registrars of the Appellate Courts.

19. Joint Attornevzénof the Appellate Govern ney Offices.

20. Local Development Officers.
21. Registrar of the Administrativ

22. Other officials as speci he GovernmehtNepal from time to

time by publishing a n the Nepal Gazette.

24A°%° Regional Administrators at the Regional Adminigstna Offices.

25.267 Chief Officer of the National Vigilance Center.

261 Deleted by a notice in the Gazette dated 206419 Dec. 1992).
262 Amended by Seventh Amendment.
263 Amended by Seventh Amendment.

264 |ncluded by a notice of 2053.6.14 (30 Sept. 199€)al Gazette, dated 2053.6.14 (30 Sept.
1996).

265 |nserted by a notice of 2054.4.20 (4 Aug. 199@pal Gazette, dated 2054.4.20 (4 Aug. 1997).

266 |ncluded by a notice of 2058.1.17 (30 April 200M8pal Gazette, dated 2058.1.17 (30 April
2001)
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26.268 Chief Post In-charge of the General Post Office.

27.269 Registrar of Nepal Copyright Registrar's Office.
270 . .

28. Registrar of the Special Court.

29.271 Appeal Hearing Official of the Debt Recovery Aplp& Tribunal.

267 |nserted by a notice of 2060.6.9 (26 Sept. 2003)al Gazette, dated 2060.6.9 (26 Sept. 2003).

268 |ncluded by a notice of 2058.9.16 (31 Dec. 200&pal Gazette, dated 2058.9.16 (31 Dec.
2001).

269 |nserted by Seventh Amendment.
270 |nserted by Seventh Amendment.
271 Inserted by Seventh Amendment.
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Schedule-2

(Relating to Clause (c) of Rule 2)
Name of Offices
1. Zonal Offices of the Public Service Commission.
2. District Courts.

3. District Government Attorney Offices.

6.
7.274 The following offices unde
(a)
(b)
(©) Seeds Laboratory.

(d onal Plant Protection Laboratory.
(e) Plant Quarantine Offices.

()] Aquaculture Laboratories.

7" The following offices under the Department of Linesk:

272 Repealed by Nepal Health Service Rules, 20559199
273 Repealed by Nepal Health Service Rules, 20559199
274 pmended by Seventh Amendment.

275 Inserted by Seventh Amendment.

183



www.lawcommission.gov.np

(a) District Livestock Services Offices.
(b)  Animal Quarantine Offices.

(c) Regional Laboratories.

(d) Regional Training Centers.

(e) Farms/ Offices.

()] Breeding Centers.

7B.276The following offices under the Department nology and

Quality Control:
(@) Regional Food Technology a Control Office
(b) Food Quarantine Labora
(c) Apple Processing Ce

8. Division and Co-0 s Train|2r7160fﬁces.

9. v opment Training Centre.

10.

12. Division279 Irrigation Offices.

13. Cottage and Small-Scale Industry Offices.

276 |nserted by Seventh Amendment.
277 pmended by Seventh Amendment.

278  pltered by Notification dated 2052-11-10 (Feb, 2896 ) (Nepal Gazette dated 2052-11-10
(Feb. 22,1996)

279 pmended by Seventh Amendment.
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14. Zonal Offices under the National Transportatiddanagement

Department.

15. Division-leveTSOOfﬁces under the Department of Roads.

16. Zonal Offices under Nepal Standards and Weilflgasurement

Department.

17. Commerce Offices under the Ministry of Commerce

18. Division-leve?81 Offices under the Department of ing and Urban

Development.

19. Division-leve?82 Offices under the Depa f Water Supply and

Sewerage.
20. District Forest Offices.

21. National Parks, Wild

levek83 Conservatio

erve, Hunting Reseand Division-

22, ardenGodawari.
23. District servation Offices.
24. D sed Offices of the Department ofd&ot.

25. Main Customs Offices.

26. In-land Revenuzg5 Offices.

280  amended by Seventh Amendment.
281  aAmended by Seventh Amendment.
282 pmended by Seventh Amendment.
283 amended by Seventh Amendment.

284 Deleted by Notification in the Gazette dated 206#(19 Dec. 1992).
285  Amended by Seventh Amendment.
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287
28.
288
29.
30. Tourism Office, Pokhara, and Tourism Informat@enters.
289 .
31. Land Revenue Offices.
290 .
32. Land Reform Offices.
.291 ..
33.  Survey, General Survey Officesand Survey Training, Centers under
the Department of Survey.
292
34. ...
293
35. ...
294
36.  ........
37. Central Recovery Offi
38. The following office der the Department ostal Services:
(@) t Offices having the gazetted effias the chief.
(b) ral Postal Stamps Store.
(c) “Central Money Order Office.
(d) Postal Training Centre.
286  peleted by Seventh Amendment.
287 Deleted by Notification dated 2053-6-14 (30 S&96).
(Nepal Gazette dated 2053-6-14 (30 Sept. 1996).
288 peleted by Seventh Amendment.
289 peleted by Seventh Amendment.
290 Attered by Notification dated 2051-6-2 (Oct. 994)
(Nepal Gazette dated 2051-6-23 (Oct. 9, 1994)
291 Amended by Seventh Amendment.
292 peleted by Seventh Amendment.
293

Deleted by Seventh Amendment.
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() Nepal Philatelic Bureau.

(g)296 Area Postal Offices having the gazetted officethaschief.

39. Labor Offices having the gazetted officer aschief.
40. Social Welfare Offices having the gazettedceffias the chief.
297 I . . .
41. Building Construction and Maintenance Division.
298 . . .. .
42.  Libraries under the Ministry of Education and
43. National Archives.
44,
45.
46.
47.
48.
49.
50. ...
302
51. ...
294 peleted by Seventh Amendment.
295 peleted by Notification dated 2058-9-16 (Dec. 3101)
(Nepal Gazette dated 2058-9-16 (Dec. 31, 2001)
296 |nserted by Notification dated 2058-9-16 (Dec,. Z101)
297 Amended by Seventh Amendment.
298 Amended by Seventh Amendment.
299 peleted by the Notification in the Nepal Gazett®064.9.4 (19 Dec. 2007).
300

Repealed by the Nepal Health Service Rules, 2095).
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54.

55.

56.

30
S7.

58305 Municipalities.
59.7
60."

61"
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Kaushi Tosha Khana (Treasury named so).
Central Jail Hospital.

Juddha Fire Frigade.

Other offices specified by the Government gbdldrom time to time by

publishing a notice in the Nepal Gazette.

4 .. . .
Area Administration Section and Boundary

having the gazetted officer as the chief.
° Immigration Offices having the g icertlae chief.

! Unit Offices under the Department of Revenue lhgaton.

8 . . . ,
District Election Off

301
302
303

304

305

306

307

308

309

Repealed by the Nepal Health Service Rules, 2095).
Repealed by the Nepal Health Service Rules, 2095).

Deleted by Notification dated 2051-1-15 (April, 2294), with effective from 2050-11-1 (Feb. 1394p
(Nepal Gazette dated 2051-1-15 (April 28, 1994).

Included by Notification dated 2051-1-15 (Ap#&,2.994)
(Nepal Gazette, dated 2051-1-15 (April 28, 1994).

Inserted by Notification dated 2051-6-23 (Oct1994)
(Nepal Gazette dated 2051-6-23 (Oct. 9, 1994)

Inserted by Notification dated 2052-1-18 (MayL 295)
(Nepal Gazette, dated 2052-1-18 (May 1, 1995)

Inserted by Notification dated 2053-12-25 (AI¥, 1997) (Nepal Gazette dated 2053-12-
25(April 07, 1997)

Inserted by notification dated 2054-12-24 (April1998)
(Nepal Gazette, dated 2054-12-24 (April 6, 1998).

Inserted by the notice of the Ministry of Gengkdiministration, dated 2061.4.18(26 July 2004).
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65.312 Prison Offices.

310 |nserted by the notice of the Ministry of Genekdiinistration, dated 2061.6.4(20 Sept. 2004).
311 |nserted by Seventh Amendment.
312 |nserted by Seventh Amendment.
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Schedule - 3
(Relating to Rule 8)
Groups and sub-groups under the civil service
The following groups and sub-groups shall be md¢ivil services:
(@) Groups to be under Nepal Administration Service:

(1) General Administration Group.

(2)  Accounts Group.

(3) Revenue Group.

(4) BB
(5) 3.
315The civ loyees serving in the diplomatic groatp
the time of t mencement of these Rules sleatiomverted

(b)  Grou be under Nepal Forestry Service:
(1) General Forestry.
(2) Forest Research.

(3) Soil and Water Conservation.

(4) Botany.

313 Deleted by the Fifth Amendment.
314  Deleted by Seventh Amendment.
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(6) Hattisar

@) National Parks and Wildlife.

(d)318 Groups and sub-groups to be under Nepal Engineerin§ervice:

(1) Civil Engineering

(@) General
(b)  Highway
(c) Sanitary
(d) Building and Arc

(e) lIrrigation

(2) lectrical Engineering:

(@) General Electrical Engineering

(b)  Awviation Electrical Engineering

315
316

317
318

Inserted by Seventh Amendment.

Deleted with effective from 2050-12-29 (April 11994)
(Nepal Gazette, dated 2050-12-29 (April 11, 1994).

Deleted by the Nepal Health Service Rules, 20%99.)
Altered with effect from 2051.2.9(23 May 1994 )efdl Gazette dated 2051.2.9(23 May 1994).
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(3) Electronic and Telecommunications Engineering
(4) Mechanical Engineering:

(@) General Mechanical Engineering

(b)  Aviation Mechanical Engineering

(c)  Construction Equipment Maintenance

(5) Aeronautical Engineering

(6) Mining Engineering

(7)  Chemical Engineering
(8) Metallurgical Engineering
(90 Metrology
(10) Meteorology

(11)

ydro-geology

Engineering Geology

(12) Civil Aviation Operation and Engineering
(@)  Civil Aviation Operation.
(b)  Flight Operation
(c) Awviation Fire Services

(13) Survey

192
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(14) Chemistry

(15) Agri-irrigation Engineering
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Group and sub-groups to be under Nepal Teachingervice:

1)
(2)

3)

Teaching
General Education

(@) Education Administration

(b) Science

(c) Mathematics
(d)  Social Studies
(e)  Agriculture (Agri

()] Industrial

ome Science
Secretarial Science
(k)  Adult Education

() Sanskrit

Printing:

(@) Press Engineering

(b) Press Management
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(4)  Physical Education

(5)  Painting and Photography
(a) Painting
(b)  Photography

(6) Archaeology

(7)  Guidance and Counseling

(8) Test and Management
(@) Education Test and Measu
(b) Personal Test and M
(9) Library Science

Groups to be under Nepa ulture Service :

(1)
(2)
3)
4) vestock, Poultry and Dairy Development
(5) Agronomy

(6) Plant Pathology

(7) Entomology

(8) Agri Economical, Marketing and Statistics

(9) Soil Science
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(10) Veterinary
(11) Agri Engineering
(12) Food Processing, Analysis and Nutrition.

(h)  Groups and sub-groups to be under Nepal Fiscall@nning Statistic

Service:

(1) Fiscal Planning Group

(2)  Statistics Group
(@) General Statistics
(b)  Bio-statistics
(c)  Agriculture Stati
(d) Demograph

Parliament Service:

o be under Nepal Judicial Service:
(1)  Judicial Group
(2) Legal Group

(3) Public Prosecutor Group

319 Inserted by Notification dated 2051-12-19 (A@il1995)
(Nepal Gazette dated 2051-12-19 (April 2, 1995)

320 |nserted by Notification dated 2051-3-6 (JuneZ994)
(Nepal Gazette, dated 2051-3-6 (June 20, 1994)
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0] Such other groups and sub-groups of the Civil iEesvas prescribed
from time to time by the Government of Nepal, byjhing a notice in

the Nepal Gazette.

Schedule-4™
(Relating to Sub-rule (1) of Rule 9)

Model of Job Description Form

The Government of Nepal Post code

Job Description Form Service

Group/Sub-grou

Class
1. Name of Post................... 5.....

Permanen] Tempora__]
2. Salary (Monthly) ......... | a8 Office

3. Working time ............... .. Section

try
Department

4. Name of and code number, (Desk...................

employee ...............

Responsibilities Work | Source of
performance | Indicator

indicator

8. Duties

=

321  Amended by Seventh Amendment.
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9. Required qualification:

The description of the abov&he description of the above functions,
functions, duties, responsibilitiesluties, responsibilities and powers
and powers related with my post| ielated with the above post is complete

complete and true. and true.

Signature of employee

Date: .............
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Schedule - 5
(Relating to Rule 19)
Format of Health Certificate

| have examined Mr./Ms......................... , who has becomenadidate for
the post of ------ in ------ office of the Nepal Civbervice and, in the course of
examination, | have not found him or her sufferfrgm any communicable

disease or major disease or any kind of physicahdity or internal disease.

Even though he or she suffers from .................. ' not make

him or her incapable of discharging the dutieshefsa
His or her identification markis ... ... ....
(@) Impressions of the right thumb:
(b)  Signature of the concerne
(c) Date:
Certifying doctor's:
(@) Name:

(b) Si
(c) Registration number of the Nepal Medical Colnci

(d) Date:
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Schedule- 6
(Relating to Rule 20)
Format of Oath

Lo , hereby, swear in the name of God thaas a civil
employee, shall discharge the duties assigned ttaibhdully to the best of my
knowledge and wisdom, by being disciplined and lagahe country and the

government, subject to the Civil Service Rules, @@5--) and the laws in

force, without fear, partiality or favor, malice greed | shall not

disclose to any one other than the authorized pex mental secrecy

related with the service which is known to m
any time, irrespective of whether or not I r
Oath taking employee’s: lgertifying authority’s:
(@) Name: (&) Name:
(b)  Signature: (b) Signature:
(c) Date: (c) Date:

(d) Servi (d) Designation:
(e) Gr (e) Office:

() Class:

199



www.lawcommission.gov.np

Schedule - 7
(Relating to Rule 22)

Personal Description (Sheet Roll) of Civil Employee

Guidelines:

(1) Mention the date of birth as mentioned in teediicate of educational
gualification indicating the date of birth.

(2) Mention clear details, if you have previouslgnk permanent
post of the government service, and sub aitiftmpies of the
documents pertaining thereto.

(3) Submit copies of educational qual anitzenship certificate.

Name of employee:

Code No. (to be filled by
Office) :

Employees Record
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02.

03.

04.
05.
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Form No. 01

Sheet Roll

The Government of Nepal

Full name and surname of employee :

Permanent address :
Zone :

District:

VDC / Municipality :

Ward No. :
Village/Tole:
Block No.
Temporary A
Zone:
District
VD

Ward No.:
Village/Tole:
Block No.
District where house is located :
Date of birth :
Month:

Year : Day:

322

Inserted by Seventh Amendment.

201

Secretariat/Commission/Ministry/Departméifice

Photograph of

employee,

pearing both eafs

) reach the age of 58 years:

to complete 30 years of service

08. Citizenship :
09. Religion :
10. Sex:
11. Complex:
322
(11a.) Race

12. Name of husband /wife, if married:

Mr./Mrs.
13. Occupatibhusband /wife :
14. Number of sons :

15. Number of daughters :
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16. Name of father :
17. Occupation of father :

18. Name of grand-father :

18A.323 Name of mother:

18B 324 Occupation of mother:

21. In the event of previous service in a
19. Name, surname of the nominee : permanent post of the government

service, detail ereof:

Zone : Name of
District:

VDC/Municipality:

Ward No.:

Villagefole:

Employee's relationship with Post :
nominee: Class :

Date of appointment :
20. Details of appaint Date of leaving :

Name of offic

Pos
Level:
Service / group:

Date of appointment :

Year: Month: Day:

323 |nserted by Seventh Amendment.
324 |nserted by Seventh Amendment.
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The above mentioned contents are true and comdecpunishment has been
awarded to me, with being disqualified for the goweent service. | hereby
sign covenanting that | shall bear punishment abogrto law if it is proved

that any false matter has been set down or anyemadis been set down with

intent to conceal or hide any true fact knowingly.

Employee's: Signature of certifying

Chief of Office:
(Thumb impressions)  Signature:

Right Left Seal of Office

vil Employees Record Office

1. of the employee :
2 D complete the age of 58 years:
3. Date to complete 30 years of service period:

Signature of Head of Department or competent aitthor

Seal of Office:
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Form No. 02
Description of Service
Name of employee: Code No.
SN | Group and| Name of| Class| Name of| New appointment, Date of office Salary| Allow Record | Remarks
sub-group post 04 Office | transfer, promotior cision| 09 ance | entry page 12
01 02 03 05 06 10 No. (to be
filled by
Civil
Employee
Records
Office)
11

204
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Educational qualification, training, seminar, confeence
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(Degree, Diploma from SLC or civilMadhyama examination to the highest)

Name of employee: Code No.:

SN | Certificate or degree Subject of study, Name of office | Class| Educatio stitution| Details of training, | Remarks
From To ress seminar or conferende

01 02 03 04 05 09 10
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Form No. 04

Description of decorations. titles, letters of appeciation”

SN

01

Description of
decorations, titles,
letters of appreciation

02

Date of

receipt

03

Reason for conferring of
decorations, titles, letters ¢
appreciation
04

f

Facilities

05

325  Amended by Seventh Amendment.
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Form No. 05

Description of Departmental Punishment

Name of employee: Code No.:
Serial Types of Date of order of Appeal
_ _ Remarks
No. punishment punishment Decision

01 02 03 04 06
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Form No. 06
Description of Leave and Medical Treatment

Name of employee: Code No.:

Home leave Sick leave 326\jaternity Extra ordinary leave Period Medical expenses
o leave/Maternity care of g
3 leave absent 8
Q (O]
o Total | Utilized| Due| Total| Utilized Due Total Utilide| Due Due Obtainable | Utilized | Due Obtained| Amount | &

period date

01 02 03 04 05 06 07 08 09 12 13 14 15 16 17 18 19 20

326 pmended by Seventh Amendment.
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Form No. 07

Description of work carried out in categorized regons

Name of employee:

Serial
No

01

Period

From To

02 03

Place or
area of

posting

04

Place or

area of

Category of area of serving to be

this sign (....)

service

05

Category
IIAII
1

Category
IIBII
2

Category,

327

Signature of concerned
employee or certifying

officer

07

Remarks

08

01

02

03

04

05

06

327  Deleted by Seventh Amendment.
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Name of employee: Code No.:
To be filled by the Civil Employees Record Offite,case any amendment has to be made other thsmt fsth above.

(1) Change of address:

(2) If change of nominee has been made, detaitedifie

(3) Ifany amendment has been made in other arayislatietails thereo
Concerned employee's:
Signature:

Date:

211
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Schedule-8*
(Relating to Sub-rule (1) of Rule 30)

Classless and Non-gazetted Fifth Class Posts

1. Light and heavy vehicle driver

2. Office assistant or equivalent posts

3. Posts as prescribed in the Rules relating ta service, group

4. Such other posts as prescribed by th ofeéepal, from time

to time, by publishing a notice in t

328 Amended by Seventh Amendment.
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329

Schedule-8A:

(Relating to Sub-rule (1) of Rule 34C.)

Description of offices in relation to which work pe&formance agreement

can be concluded and official making agreement

A work performance agreement may be concluded legtwiee officials of the

following offices on the basis of nature of work:

10.

11.

12.

13.

Director General, Department of Agriculture, iCdfur
Office and Project under Chief of Project
Director General, Department of Livest
Director General, Department o
Director General, Departm ater Supply Sedierage
Director General, Dep

nt of Urban Developnaerd Buildings

Director Gene tment of Irrigation

Director G Department of Water InducesbBlier Control

neral, Department of Customs

Director General, Department of In-land Revenue

Director General, Department of Local Infrastires and Rural Roads
Director General, Department of Education

Chief, Educational Human Resources Developi@enter

Chief, Curriculum Development Center

329

Inserted by Seventh Amendment.
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14.

15.

16.

17.

18.

19.

20.

21.

22.

23.

24.

25.

26.

27.

28.

29.

30.

31.

www.lawcommission.gov.np

Chief, Informal Education Center

Director General, Department of Health Services

Director General, Department of Women Develapme

Director General, Department of Industries

Director General, Department of Cottage andllSsnale Industries

Director General, Bureau of Standards and Measnt

Director General, Department of Commerce
Director General, Department of Mines
Director General, Department of
Director General, Departme

II'and WditedsConservation

Director General, Dep of National PaMd|dlife Reserve,

Hunting Reserve an rvation

General, Department of Labor and Empient Promotion
Director General, Department of Transport Manaent

Director General, Department of Drugs Admirmigtm

Registrar, Office of the Company Registrar

Special class chief of the Ministry, Commissi@ecretariat or Center
with the Head of Department with the DepartmentCtiief of Office

being chief of project.
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Schedule-%o
(Relating to Sub-rule (17) of Rule 36)

Form of application for transfer

Date:

Re: Request for transfer.

Dear sir/madam,

| hereby make this application, accom yrébevant documents, along

with my true and factual details, portyrit serve the nation being

transferred to the below-mention

n of employee

Name p-Class | Date| Date of Home
of of attendance address
office birth in the and

office citizenship
certificate
number,
date
(district)

330 Amended by Seventh Amendment.
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Description of previous work (mention the recent fist)

Name| Post| Service/group/sub-Class| From | Year/mont | Geographica
of group ..to...|h region

office

District and office intended to be transferred to 6n basis of priority

order)

1. ing service done in the conceoiff:

tents mentioned herein are true, if proasef | am ready to

bear punishment pursuant to laws.
Applicant:
Name, surname:
Post:

Employee code No.:

217
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Office:

218



Check-list of application for transfer:
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1.

Period of service required to

done in the
region/office pursuant to the Ciy
Service Act, Rules as well

transfer policy

geographical

be Completed

AS

Not completed

Already service in the office

First time

Repeite

Convenience to home

Yes

No

Both husband and wife are in the

government service

Yes

No

Age of employee

Not having

attained 50 year

U)

Whether in redundancy

No

Having gone for study or traini
deputation/ done work |
international institution '

been in

Letter

Ministr ment

Yes

No

he position
tely vacant in the boc
where he or she intends to

transferred to

S Yes

ly
be

No

10.

~

In the case of those who ¢
appointed to the non-gazett
posts after 2064.4.1 (

whether in the concerned Zone

ire  Ten years

ed completed

),

Ten years not

completed

11.

Period of compulsory retiremen

t Less than Orn

year

e More than One

year
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12.

In the body in service currently

Days of

attendance

220

Yours sincerely,
Name, surname:

Post:

ee code No.:

Office:



Format of details relating to class wise transfer ooffices under him or

www.lawcommission.gov.np

Schedule -10

(Relating to Rule 37)

To be kept by the authority empowered to transfer

her
Office :
District : Date of filing
Class| Service Total Number | Number Number of | Number
group/sub| positions of of total request | of actual
) (9]
2 group fulfiled | vacant rred to | made to the| vacant %
'g posts vacant posts  Public posts é
0
ut not having Service (6-7-8)
assumed office] Commission
1 2 3 4 7 8 9 10
Note: (1) - at is to be maintained by each effic

)

Is details shall be up-dated in every Sixithg.

(3) This details shall be sent to/maintained i khinistry, operating service,

group, concerned Ministry and Department.

Preparing Officer's -

Signature :

Post:

221

Certifying Officer's -
Signature:

Post:
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Date: Date:
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Schedule -11

(Relating to_Sub-rule (1‘3310f Rule 38)
Description of transfer
(To be included in the personal file)
(1) Name: (6) Group:

(2) Code No. of employee: (7)  Sub-gro

(3) Designation: (8) Ed qualification:

(4) Class: 9)

(5) Service: Other details (If any):
Previous Office of Date of | Reason Date of | Remarks
office transfer or r | attendance  for completion
postin transfer | of period for
the next
transfer

Note: The details as per this form shall be mamwet@ior caused to be maintained up to
date by each Chief of the Office by duly filling it

331 Amended by Seventh Amendment.
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Preparing Officer's -

Signature:

Post:

Date:

www.lawcommission.gov.np

Certifying Officer's -

Signature:

Post:

Date:
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332

Schedule-11A
(Relating to Clause (b) of Sub-rule (2) of Rule 38)
Format of letter of transfer
Dear sirfmadam,

Pursuant to the decision of the Government of Nepal...... , dated........ :

you are transferred as follows on the condition tthdhe

Ministry/Secretariat/Commission/Office of your ted@r or for the period

(o] FURNURIRRIN
Previous post and office Post a of transfe
Nepal....... Service...... Group .Service...... Group

Gazetted/non-gazetted..... tted/non-gazetted.....

Class Class

333
Mr.............. Employee code No.:

Copy for n and action:
The Public Service Commission.

The Civil Employees Record Office.

The Employee Provident Fund.

332 |nserted by Second Amendment.
333 Inserted by Seventh Amendment.
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Schedule- 12
(Relating to Clause (b) of Sub-rule (2) of Rule’38)
Dispatch Letter
The Government of Nepal

.......... Ministry /Department/Office

gfed to that office,

tails and sent to attend

It is hereby informed that Mr./ Ms. .......

has been given this dispatch letter with t

that office.

1. Name, surname of employé

2. Code Number of em{

3. Previous (b) Elas

(d) Group, sub-group:

(e) Office:

4. Transfer: (a) Date of decision:  (c) Class:
(b) Post: (e) Group, sub-group:
(d) Service: (f) Office:

5. Details in regard to hand-over of charge:

334 |nserted by Second Amendment.
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Done| | Not dond |

6. Date of dispatch:

7. Leave utilized up to the date of dispatch order:
(@) Casual leave and festival leave
(b) Home leave
(c) Sickleave

(d) Maternity leave/maternity care le

(e)  Study leave
® Extra-ordinary leave
(g)336 Leave without

8. Accumulated leave up e date of dispatdieret

. . 337
Maternity leave/maternity care leave

(d)  Study leave

(e) Extra-ordinary leave
(f)338 Leave without pay

8A.339 Date of full attendance in the office:

335 Amended by Second Amendment.
336 |nserted by Seventh Amendment.
337 Amended by Second Amendment.
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0. Being drawn monthly: (a) Salary (Rs.) : (b) $piacrement (Rs.):
10. Last date of payment of salary allowance:

11. Employees provident fund deduction amount:

12.  Amount of payment of medical expenditure: Date

13. Advance amount taken for daily travel allowance

14.  Starting date of salary increment:

15. Citizen Investment Fund deduction amount

16. Income tax deduction amount:

340

17.  (a) Year....month....and day. sit in the fixestim life

insurance fund:

(b)  Year....month of payment of annuahpuen for

the fixed term i rance fund:

19.342 Name of festival at which festival expense isereed and date and

possible month of that festival:

338 |nserted by Seventh Amendment.
339 |nserted by Seventh Amendment.
340 |nserted by Seventh Amendment.
341 |nserted by Seventh Amendment.
342 |nserted by Seventh Amendment.
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20.343 Details of payment of infant care allowance to ¢hgloyee:
Copy to:

The Civil Employees Record Office, Harihar Bhawan.

The Employee Provident Fund, Tridevi Marg, Thamel.

Mr./Ms. ............ (concerned employee) : You are hersdryuested to attend

the office to which you have been transferred.

344The ................ (name and address of the organi

deposited with as per the new pension sche

343 |nserted by Seventh Amendment.
344 |nserted by Seventh Amendment.
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345

Schedule-12A.
(Relating to Rule 63A.)

Format of bond executed by a civil employee who gsdor

study/training/tour upon being nominated by the Govenment of Nepal

(This bond must be submitted along with the appbcamade for approval of
the study leave with pay/deputation)

WheEreas, | in

............................. /Office have,

(b) bserve the policies/rules/coddsonduct specified by the

the period of the study/training/programme.

(c) Ishall return to the home country immediatetyexpiration of the prior
approved period of the study/training/tour andradtéhe body in which
| have lien and compulsorily serve for up to theigee as referred to in
Section 40(c) of the Civil Service Act, 2049(...) (Amended).

345 Inserted by Seventh Amendment.
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(d)

Official causin
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If | fail to attend the body in which | havesth within the time-limit as
referred to the rules immediately upon completibthe study/training/
tour or fail to serve for up to the period as nefdrto in Section 40(c) of
the Civil Service Act, 2049 (...) (As Amended), Iljuconsent that the
Government of Nepal may recover from me, as govenindues, all
amounts equivalent to the salary, allowance anderotticonomic
facilities obtained by me during the period of gtedy/training/tour and
air fare obtained to go to and come from the sardgg@amme,

scholarship and other economic facilities recei the donor

agency from the salary, allowance, pension or able by me
dent fund and

nerable by me in

from the Government of Nepal and the e
citizen investment fund held in my na
lieu of my accumulated home leav lean@uant receivable
by me for medical expenses, e amount agdcwith joint
investment of the Governme al and of meamdmovable and
immovable property in my. n

40(d2) of the Civil S

within Nepal, purduém Section

r ct, 2049(...).

) be executed: Civil em@eymaking bond:

Signatu Signature:
Name: Name:
Post: Post:
Office: Office:

Date: Date:

231



www.lawcommission.gov.np

Schedule-12B™
(Relating to Rule 63A.)
Format of bond executed by a civil employee who ge®n

study leave pursuant to Sub-rule (5) of Rule 61 ahfor

study/training/tour upon taking extra-ordinary leav e pursuant to

Clause (b) of Sub-rule (3) of Rule 62

(This bond must be submitted along with the
made for approval of le

Whereas,  |---------mm--- , serving in of .

Ministry/Commission/Secretariat/Dep fficav, vide the decision of
the Government of Nepal (....level),.dated.......... , ofeal prior approval to
------ , tbe held from ............to

ee.v....in...(country),

as mentioned above, and shall compulsorily servehe period equal to the
period of my leave upon returning from the studilly consent that if | fail to
attend the body in which | have lien immediatelyonpexpiration of the
approved study leave for the said purpose or taikdrve for up to the said

period, the period of my leave may not be incluahechy service period.

346  |nserted by Seventh Amendment.
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Official causing bond to be executed: Civil emm@eymaking bond:
Signature: Signature:

Name: Name:

Post: Post:

Office: Office:

Date: Date:
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Schedule-12C."
(Relating to Rule 63A.)

Format of bond to be executed by a civil employea ithe course of
requesting for extra-ordinary leave to serve in a ational and

international organization/ institution

(This bond must be submitted along with the ajgpiosy made for approval of

extra-ordinary leave)

Whereas, |-------------- ,serving in the post of.
Ministry/Commission/Secretariat/Department/Off e the decision of

the Government of Nepal (....level), dated edl prior approval to

Now, therefore, | hereby make quest for éx&ra-ordinary lever to

service in the said organizati tion foetkaid period. If the leave is
approved, | shall attend y in which | haes limmediately on the
expiration of the peri ve, and shall, upeturning from the leave,

eriod equal to the @eiof my leave.

d to be executed: Civil emmeymaking bond:
Signature:
Name: Name:
Post: Post:
Office: Office:
Date: Date:

347 Inserted by Seventh Amendment.
234
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Schedule -13
(Relating to Sub-rule (1) of Rule 64)
Application of Leave

Government of Nepal

To be used by employee

348
Name ............... _Employee Code No: | Departmer

Please mark ave Reason

Signature o

letter of

employee

Date:

Date of leave

348 |nserted by Seventh Amendment.
349 Amended by Seventh Amendment.
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For use by the Personnel Administration Section

Type of leave Previous due Demanded ato remain

present then

Casual leave and festival leave

Home leave

Sick leave

=l BRI N

Maternity leave/maternity care

350
leave

ol

. Study leave

o

Extra-ordinary leave

Signature of employee Date: .........
Personnel Administration Sectio
Recommendefl | ommended | Date of completion
of leave
Immediate higher officer Date: .........
To mention matter , ifany..................
Approvedm UnapprovecD Date of completioD
of leave
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Officer empowered to approve

Date: .........
Post
Designation
For information of employee
The Government of Nepal
Ministry of Health
Notice of approva
Ref. No Date:

Type of leave Starting date Date to atteficeo

Signature of informing employee

350  Amended by Seventh Amendment.
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Personnel Administration Section
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Schedule-14

(Relating to Sub-rule (2) of Rule 69)

Description of leave and medical exp

Name of Employee Level and Post: Service group:
. Signature
c .
S ] Maternity Received for @
=1 Casual and festival . . ) _ of the 5
= Home leave Sick leave leave/maternity care Study leave Extraordinary legve medical i €
2 leave Certified o
) leaves®l expenses ) 4
o Officer
3 3 3 3 3 3 € €
© ko c Il ko c Il ko c I ko c < ko c < ko c S e S e
23 2| 8| 5| 5| 8|35 ¢ ) 2| B 3| 2 B 3| E| B 5| £ s
[ = [ = [ = [ = [ = [ = g g

Tra
nsfe
r of

prev

ious

year

351  Amended by Seventh Amendment.
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Schedule-15~
(Relating to Sub-rule (1) of the Rule 78)

Work performance evaluation form of non-gazetted ad classless civil

employees
Guidelines for filling the work performance evaluation form:

1. This form shall have to be filled every fiscaay (on the basis of work

carried out from the 1st day of the monthShfawan
the month ofAshadh (July 15 to July 14)).

2. The work performance evaluation fo eevidell into the

following three sections:
Section a: Details and achie f the worfopeed.

Section b: Evaluation of work perfamce.

Section ¢c: Evalu he review committee.

employee shall fill all sedfs, goals and

specified in his or her job description and incldde the annual action
plan. The employee shall also attach copies obhiser job description
and approved annual action plan. A maximum fiveks@overing, to the
extend possible, all works carried out by him or Wehin the Seventh
day ofShrwan each year shall have to be mentioned in brief. dineual

work performance evaluation form filled in pursuaatRule 78B., also

putting name, signature and date thereon, sha# tmbe registered and

352 Amended by Seventh Amendment.
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submitted to the supervisor within the specifiedetior where it has to be
sent by post, it has to be sent to the supervisoretaluation by a

registered post within the specified time.

After receiving the form filled in by the conoed civil employee, the
supervisor shall make comments taking into accdbatachievements
filled in by the employee, in the columns specifiesl to be filled and
commented by the supervisor as set forth in Sec¢apnOn the basis of
achievements of works as filled in by the civil dayge and comments,

the supervisor shall fill the portion "Evaluatioh®upe

(b). In so making evaluation, the supervisor e whether the

employee has presented the description mIhents of works
specified in his her job description and he annual action plan
n so makiuaduation, the

rformancduan form, also

and make evaluation on that ba
supervisor shall so submit the

putting his or her name, p ature and datdé,do the reviewer

puttig his or her name, post, signature and datet,oas the review

committee can receive it.

If, in relation to the work performance evaloatiforms submitted to the
review committee, the review committee is not $atis with the

evaluation of the supervisor or reviewer or bothmay seek clarification
from the reviewer or supervisor or send it backrémonsideration, along
with the grounds for re-evaluation. In relationth® work performance

evaluation forms so sent, the supervisor and thiewer shall make re-

242
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evaluation or set out rationale, reason, if is netessary to amend the
evaluation made before, and submit the same taewiew committee

within Three days after the receipt of the formstihg supervisor and the
reviewer. If the work performance evaluation forsossubmitted again do
not contain reasonable reason or marks are notaatemded, the review
committee shall make comments on this matter andewo the

concerned body to record such supervisor and reviamd reconsider

their work performance evaluation.

The review committee shall evaluate the workfques

forms submitted also on the basis of the eval y the reviewer

and the supervisor and forward them to /iGe Commission
and the secretariat of the promotion ¢ iwithe last day of the

month ofBhadra each year.

In respect of a civil employe as workederrthe supervision of

more than one supervisor fc period, one whbesupervisor at the

Where any civil employee has filled in the wgeeformance evaluation

form in time as required to be submitted within Hpecified time, and the
work performance evaluation form already registewath the office is
destroyed due to fire or similar other divine catstor natural disaster,
the incumbent evaluator shall, with the approval tbé pertinent
Ministry, send the work performance evaluation fdilied in by such a
civil employee, accompanied also by the causesafatstroy and evidence
thereof, back to the employee to again fill in tWwerk performance

evaluation form. The evaluator shall mention th&sos for re-evaluation
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in, and also attach the evidence with, the workgperance evaluation

form so evaluated.

11. In the course of evaluating the work perforneantcivil employees, the

supervisor shall make evaluation on the followiagib:

(@) To give a maximum of excellent grade markshautt giving
most excellent grade marks, for one appropriatensag
out of the four segments (cost, time, quantity godlity),

to a civil employee who remains absent for moré Thnarty

consecutive days without getting approved o

without making an application fo

(b) To give a maximum of exc de markshuadtt giving

nt of censure or withholdingradie

pect of the year in which hesbe has

except where a civl employee hasioéd

(€)

cation by the Funds and Accounts ControlB#fice
at a circumstance beyond his or her control higsrain
relation to any advance obtained by him or her,relibe
civil employee has not been able to settle the rachva
within Six months, subject to the laws in forceatelg for
financial administration and settlement of advantegjive
a maximum of excellent grade marks, without givingst
excellent grade marks, on the ground relating eoaverall

guality of work, to such an employee.

(d)  Where a civil employee holding the post of GloeOffice

or Head of Department or chief of project has redrbable
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to achieve Fifty percent goal or result throughthe year
despite the sanction of funds and approval of Enogr
during the first four monthly period of a fiscalayeto give
a maximum of excellent grade marks, without givingst
excellent grade marks, on the ground relating eoaverall

guality of work, to such an employee,

(e) The goal of business to be performed by a embloyee
holding a post other than the post of Chief of ¢@ffshall

be determined by a collective meetin

the first four monthly period of
evaluation of a civil employet ails to achidwfty
percent goal so determine a maximum oékant
grade marks, without t excellent gradeks)aon
the ground relatir overall quantity of woak

referred to in C d), to such an employee,

hat, if the goal specified in Clausbsand
(e) cou ot be achieved due to other reason thahof

ned employee, the marks shall not beedsed.

re is any evidence that any civil empleyeas done an
ndisciplined act, to give a maximum of excellenadg
marks, without giving most excellent grade marks,tbe

ground relating to the overall quantity of work,

(9 To give a maximum of excellent grade markshuiitt giving
most excellent grade marks, on any one of the twargls
relating to the overall quantity and quality of wao a civil
employee who does not fill up the half-yearly work
performance evaluation form within the time-limits a

referred to in Sub-rule (2) of Rule 78B. and a lcivi
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15.
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employee who does not evaluate the yearly andyealfly

work performance.

Where, in reducing marks on the grounds asregfeo in serial
number 11, marks are to be reduced in relatiorhéosame civil
employee on more than One ground, it shall notdzpiired to
reduce marks on more than Two grounds out of the Gmunds

in One year.

If it appears that marks have not been redacedrdingly despite
ber 11, One

the existence of the reasons as referred t
mark shall be reduced in the evaluati wmekformance

of such an evaluator.

Even if marks are to be re pursuant t@mlseumber 11,

there shall be attached nts accompaniedelay okasons

for the same.

In making wo jormance evaluation, the wpkformance

evaluator ¢ ake such evaluation by clearlytimgimarks in

246



www.lawcommission.gov.np

Format of Work performance evaluation form of non-gazetted ad

classless civil employees

Office where details are submitted to:

Registration No

Date:

Name of employee:

Code of employee:

Period of evaluation: From..... To.......

1. Post 2. Class: 3. Service:

4. Group: 5. Sub-group

6. Name of the Office:

7. Date of appointment to the

8. Offices transferred g this period oflaation:
Serially:

9. Date of Su ymission to the supervisor:

Part-A

Details of Work Performed

Works of which| Details to | Quantity Cost Time Quality
targets specified be filled by
and not employee
specified
(a)
(b)
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(€)

(d)

(e)

Other works
done at one's

own Iinitiative

(a)

(b)

If any work could not be performed, the reaso Comment of

supervisor:
Works Reasons

(a) Rationale of

(a) (a)

reason:

Correct |:|
Incorrect |:|

(b) Attempt made

to resolve reason:

Correct |:|
Incorrect I:I

Signature of

Supervisor:

Date:
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Note: (1) Possible attempt shall be made to fdl gnounds specified for the
works of which targets are specified, namely qugnttost, time and
guality).

(2)  While filling the details of works of which tgets are not specified,
the civil employee shall point out the quantity,sc@and time, to the
extent possible.
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Part-B

Evaluation of supervisor and reviewer

Date of submission to the supervisor:

Date of sg&iom to the reviewer:

Standard of work

Evaluation of supervisor

Evaluation of Reviewer

performance

(on the basis of job

Standard

Most
excellent

Excellent

Normal

Low

Most
excellent

Excellent

Normal

Low

description)

Marks

6.25

5.25

4.25

3.2

2.5

1.5

1. Overall quantity
of work

performed.

2. Overall cost of
work

performed.

3. Overall time of
work

performed

4. Overall quality
of work

performed

Total:

25

Marks obtained

Full marks

10

Reason to b
out for giving®
more than 95

percent and
less than 75

percent marks

Employee code:

Signature:

Date:

me of Suprevisor:

Employee code:
Signature:
Date:

Name of Reviewer:

If it is not possible to evaluate the cost, the kmaset aside for this may be

distributed to the rest three grounds proportioyaté description cannot be

accommodated in any column, it shall be set fortraiseparate sheet and
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certified and attached. The supervisor and theeweasi shall make evaluation,
on the grounds specified in Section 24A. of thal@ervice Act and the Civil
Service Regulation and submit the forms to theesegsr or review committee
within the period as referred to in Rule 78B. of @Givil Service Regulation.
Reason is to be set out clearly for giving morentB& percent and less than 75
percent marks pursuant to Sub-rule (7) of SectidA.f the Civil Service
Act, and less than 75 marks are given, informatieereof shall be given to the
concerned civil employee, and if the employee makgscomments, the form

shall be accompanied also by such comments andittedno the review

committee. The Competent Authority shall take dep ion against

the evaluator who uses tipex over the marks obdai
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Part-C

Evaluation by the review committee

Name of employee:

Post:

Date of submission to the review committee:

Class:

—

Personal quality and condug

Standard

Most

t

Excellen

excellen t

Normal

Low

1

0.2%

For non-gazetted

(a)

employees

(1) Knowledge of subject

matter and skills

(2) Ability

secrecy.

to maintain

(3) Ability to act as pe]

direction

(4) Attendance, ti

discipline

(5) Honest

Full marks

Total marks obtained|:|

Marks

Standard

Most

t

Excellen

excellen t

Normal

Low

(b) For classless employees

Marks

0.7

).25

—+

(1) Knowledge of subjec

matter and skills
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(2) Ability to act as per

direction

(3) Interest in work, and

enthusiasm

(4) Obedience and discipline

(5) Vigilance and promptness

Full marks
Total marks obtained| |

Marks

Review committee officials'.
Name Post Employee code Signatur

In figure:

1.

2. In words:
3.

Date:

ittee is to give more tlednpercent and less than 75
t to Sub-section (7) of Se@A. of the Civil Service

Note: If the rev

shall be assigned for the same.
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Schedule-15A

(Relating to Sub-rule (1) of Rule 78)

Semi-annual and annual work performance evaluatiorfiorm of gazetted

civil employees

Guidelines for filling the work performance evaluation form:

1.

The semi-annual work performance form of this Sciedhall have to

be filled on the basis of every semi-annual peaod nnual work

performance evaluation form shall have to be filbe basis of every
@ 1st day of the

Athadh (July 15 to

fiscal year (on the basis of work carrie
month ofShrawan to the last day of th |
July 14).

The work performance ev orm has beendell into the

following three sections:.

Section a: Semi-a ork performance evaludtom.

Section b: ork performance evaluation fdewaluation by

supervisor and the reviewer)
Evaluation by the review committee.

The concerned civil employee shall fill all colas from 1 to 4 specified
as to be filled by the employee, as prescribedeittiSn (a). Works have
to be mentioned in short in a manner to cover altk& performed by
him or her in the specified period, to the exteosgible. The works so
mentioned as to have been performed by the emplbgee to be
included in his or her job description and in theaal action plan.

Generally, works which are not included in the gscription and the

353

Amended by Seventh Amendment.
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action plan and which are included in the job dpsion and action
plan of another post shall not be filled. The famfilled, also putting
name, signature and date thereon, shall have ted&ered with the
concerned office for the purpose of submitting twe tspecified
supervisor, within Seven days of the expirationewéry period. In
submitting such a form, the employee shall alsachttcopies of his or
her job description and approved annual action.plamrvaluating the
semi-annual work performance evaluation form dedilby the gazetted

employee, the supervisor shall examine whethey mentioned as

his or her

heleyee has
iksvepecified in his

performed by the concerned civil employee ar
job description and approved action pla
presented the description of the achiev
or her job description and included nwiba plan, and shall
return it, along with his or her fe s to tlmmeerned employee

within another Seven days. ual work perfogeaevaluation

within th d time or where it has to betd®npost, it has to be

sent supervisor for evaluation by a regstepost within the
time. On the basis of the semi-annualkwoerformance
evaluation form filled in by the civil employee,alsupervisor shall fill
in the portion "Evaluation of Supervisor" of Secitifb) for annual work
performance evaluation within the last day of trenth ofShrwan each

year.

After making such evaluation, the supervisorllshputting his or her
name, post, signature and date on it, submit thek vp@rformance

evaluation form to the reviewer so that the reviegan receive it.
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5.

The reviewer shall fill the portion "Evaluati@f Reviewer" of Section
(c) on the basis of the annual work performanceluat®n form
received from the supervisor, within the Fifteery dd the month of
Bhadra each year. The reviewer shall submit the work qrardnce
evaluation form so filled, also putting his or heme, signature and

date on it, to the review committee.

If, in relation to the work performance evaloatforms submitted to the
review committee, the review committee is not $atis with the
may seek
it back for

evaluation of the supervisor or the reviewer o

clarification from the reviewer or superviso
n. In relation to
t,stigervisor and the

t ralenreason, if is not

reconsideration, along with the grounds
the work performance evaluation form
reviewer shall make re-evaluation
e beforeswndit the same to
ays after theengt of the forms by

necessary to amend the evalug
the review committee within
the supervisor and th viewer. If the work perfance evaluation

forms so submitted do not contain reasonaaison or marks are

w committee shall evaluate the annuatkwperformance
evaluation forms submitted also on the basis ofeteduation made by
the reviewer and the supervisor and forward themméoPublic Service
Commission and the secretariat of the promotionmidt@e within the

last day of the month d&dhadra each year.

In respect of a civil employee who has workedarrthe supervision of
more than one supervisor for one period, one whib@ssupervisor at

the end of that person shall fill this form for twhole period.
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9.

10.

11.

In registering the work performance evaluatiomt after the period as
referred to in Sub-section (6a) of Section 24Athe Act, it has to be
registered within the current financial year. Tlegiew committee shall

reduce one mark in the work performance evaludtom so registered.

Where any civil employee has filled in the wpdtformance evaluation
form in time as required to be submitted within 8pecified time, and

the work performance evaluation form already regesd with the office

Is destroyed due to fire or similar other divindacaity or natural

employee to again fill rk performance ewion form,

accompanied by the e The evaluator shaitiore the reason

for re-evaluation | “also attach the evidemgd, the work

performance evaluation form so evaluated.

In the cour valuating the work perforneaatcivil employees, the

super shall make evaluation on the followiagib:

(a) 0 give a maximum of excellent grade markshauit giving most
excellent grade marks, for one appropriate segroentof the
four segments (cost, time, quantity and quality, & civil
employee who remains absent for more that Thirtyseoutive
days without getting a leave approved or withoutking an

application for leave,

(b)  To give a maximum of excellent grade markshuuit giving most
excellent grade marks, on the ground relating te dverall

guality of work, to a civil employee who has beameded the
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(€)

(d)

o

punishment of censure or withholding of grade aynpotion in
respect of the year in which he or she has beemdadathat

punishment,

In cases, except where a civil employee haaiobd certification
by the Funds and Accounts Controller Office thatraumstance
beyond his or her control has arisen in relatiorangy advance
obtained by him or her, where the civil employes hat been
able to settle the advance within Six months, sulije the laws

in force relating for financial administratio

advances, to give a maximum of exce
giving most excellent grade marks rouridtirey to the

overall quality of work, to such a yee.

he post of Ghié Office or
f project has not babte to

Where a civil employee
Head of Department

r result throughout year despite

marks, without giving most excdlignade marks,

d relating to the overall quality ofrilyato such an

e goal of business to be performed by a eviployee holding
a post other than the post of Chief of Office sha&ldetermined
by a collective meeting of employees within thestfifour
monthly period of each year. In making evaluatidnaocivil

employee who fails to achieve Fifty percent goadstermined,
to give a maximum of excellent grade marks, withgivihg most
excellent grade marks, on the ground relating te dverall
guantity of work as referred to in Clause (d), tocls an

employee,

258



12.

13.

14.

15.

Provided that, if the goal specified in Clausesddj (e)
could not be achieved due to other reason than ahahe

concerned employee, the marks shall not be dedease

()] If there is any evidence that any civil empleyBas done an
undisciplined act, to give a maximum of excellerdadg marks,
without giving most excellent grade marks, on theugd relating

to the overall quantity of work,

(9 To give a maximum of excellent grade markshuaiitt giving most

11, marks are to ced in relation to the sammeemployee on

more than One , it shall not be requirecettuce marks on more

than Two g out of the Four grounds in On&.yea

that marks have not been redacedrdingly despite the
e of the reasons as referred to in seualber 11, One mark
shall be reduced in the evaluation of the workgrenince of such an

evaluator.

Even if marks are to be reduced pursuant talseamber 11, there

shall be attached documents accompanied by clasoms for the same.

In making work performance evaluation, the wopkerformance

evaluator shall make such evaluation by clearlyevmarks in such
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column of the work performance form as specified tfte purpose of

giving marks
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Part-A

Format of semi-annual work performance evaluation form of

gazetted civil employees

1. First semi-annual work performance evaluation érm

Period of evaluation: From the month ofShrwan of year.... to the

last day of the month ofPoush

Office where details are submitted to:  Regt&n No.:

Name of employee: Code of employe
Post and Class:

Service:

Group or Sub-group:
Name of the Office presen
Date of appointment t
Offices transfe

ring this period of evaioma (Serially):

Date of s on to the supervisor:

Date:

To be filled in by employee

Performed Work performance indicator Progress of
works 2 work
(of which Unit (mention| Semi- | Annual | discharged
goals/targets quantity, cost| annual | targets | according to
specified and not and time, to | targets work
specified) the extent performanc
1) possible) e indicator
3)

In the event
of non-
performance
of work,
reason for

the same

(4)
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Works as per the
job description
and annual

programme

@)
(b)
(©)
(d)
(€)

Other works
performed at
one's own

initiative

@)
(b)

Average

percent

Signature of t

Date:

Criteria for measurement of time

taken in performance of work

Criteria for measurement of

progress of work performance

work out of the whole

work is performeg

percent

1 | Work performed in of Most 1 From 80 to 100 Most
prior to the specified excellent percent excellent
time

2 |Up to 15 percentExcellent From 65 to 79.99 | Excellent
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after the specified

time

Up to 30 percent Normal | 3| From50to 64.99| Normal
work out of the whole : percent

work is performeg

=

after the specifie

time

More than 30 percent Low 4 | Less than 50 percent Low
work out of the whole

work is performeg

=

after the specifie

time

(a)

Level, feedback or view of the ned super:

Supervisor's signatur

®

Name:
Post:
Employee code:

Date:

ment of the concerned employee:

(2)

The concerned civil employee shall fill thewadtdetails up to columns
1, 2, 3 and 4 of the above form for the first samnual evaluation and
register it with the concerned office for the pwspf submitting it to
the supervisor within the Seventh day of the moaotiMagha every

year.

A minimum of Five works have to be mentionedhe description of the

works performed.
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3)

(4)

)

(6)

(7)

Works mentioned have to correspond to the obgs of the

organization and the job description of the post.

For any work of which annual target cannot lpecsdied at the
beginning, the works performed throughout the wbaill be considered

to be the annual target.

The supervisor shall make evaluation of theisemual evaluation form
submitted to him or her within Seven days and miewa copy of the

evaluation form to the concerned civil employee.

be made by
ndity achieved. If
unghall be set forth

If it is not possible to evaluate the time, lead
making analysis also on the basis of the
description cannot be accommodated

in a separate sheet and certified a

Evaluation shall be made b g the markghe column specified

for the purpose of giving
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Format of semi-annual work performance evaluation

form of gazetted civil employees

2. Second semi-annual work performance evaluation form

Period of evaluation: From the month ofMagha of year.... to the

last day of the month ofAshadh

Office where details are submitted to:  Regt&hn No.:

Name of employee: Code of employee
Post and Class:

Service:

Group or Sub-group:

Name of the Office presently in
Date of appointment to t t post:
Offices transferred

this period of evaioma (Serially):

Date of sub o the supervisor:

Date:

To be filled in by employee

Performed Work performance indicator | Progress of| In the event
works (2) work of non-
(of which Unit Semi- | Annual | discharged | performance
goals/targets| (mention | annual| targets | accordingto of work,
specified and| quantity, | targets work reason for
not specified)| cost and performance the same
D time, to the indicator (4)
extent 3)
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possible)

Works as per
the job
description
and annual

programme

(a)

(b)

(c)

(d)

(e)

Other works
performed at
one's own
initiative

(a)

(b)

100

t

percen

100 Average

percent| percent

Signature of the employee:

Date:

Criteria for measurement of time

taken in performance of work

Criteria for measurement of

progress of work performance

1 | Work performed in  Most 1 From 80 to 100 Most
or prior to the excellent percent excellent
specified time

2 |Up to 15 percent Excellent | 2| From 65 to 79.99 | Excellent

work out

of the

percent
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whole work IS

performed after th

D

specified time

3 |Up to 30 percent Normal 3| From50to64.99| Normal
work out of the percent
whole  work is
performed after the
specified time
4 | More than 30 Low 4 Low

percent work out of

the whole work is

D

performed after th

specified time

(a) Level, feedback or view of the con

per.

Supervisor's signatur
Name:

Post:

Employee code:

Date:

f the concerned employee:

Note:

1)

(2)

The concerned civil employee shall fill thewadtdetails up to columns

1, 2, 3 and 4 of the above form for the second -seamual evaluation

and register it with the concerned office for thegnse of submitting it

to the supervisor within the Seventh day of the thasf Magha every

year.

A minimum of Five works have to be mentionedhe description of the

works performed.
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3)

(4)

)

(6)

(7)

Works mentioned have to correspond to the obgs of the

organization and the job description of the post.

For any work of which annual target cannot lpecsdied at the
beginning, the works performed throughout the wbaill be considered

to be the annual target.

The supervisor shall make evaluation of theisemual evaluation form
submitted to him or her within Seven days and miewa copy of the

evaluation form to the concerned civil employee.

be made by
ndity achieved. If
unghall be set forth

If it is not possible to evaluate the time, lead
making analysis also on the basis of the
description cannot be accommodated

in a separate sheet and certified a

Evaluation shall be made b g the markghe column specified

for the purpose of giving
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Part-B

Format of annual work performance evaluation form of

gazetted civil employees

Period of evaluation: Financial year:........ From themth of Shrwan to the
last day of the month @&shadh

Office where details are submitted to:  Regt#hn No.: Date:

Name of employee:

Post and Class:

Service:

Group or Sub-group:

Name of the Office presently i
Date of appointment to t
Offices transferred

Date of subn '

o the supervisor:

Code of employee

t post:

this period of evaioia (Serially):

To be filled in by employee

Performed Work performance indicator | Progress of| In the event
works (2) work of non-
(of which Unit Semi- | Annual | discharged| performance
goals/targets| (mention annual | targets | accordingto of work,
specified and| quantity, targets work reason for
not specified)| cost and performance the same
D time, to the indicator (4)
extent 3)

269



possible)
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Works as per
the job
description
and annual

programme
(a)
(b)
(€)
(d)
(e)

Other works

performed at

one's own

initiative
(a)
(b)
100 100 Average
percen| percent| percent
t
Signature of the employee: Date:
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Criteria for measurement of time Criteria for measurement of

taken in performance of work progress of work performance

1 | Work performed in Most| 1 From 80 to 10C Most
or prior to the excellent percentf excellent
specified time

2 |Up to 15 percent Excellent| 2 From 65 to 79.99 Excellent
work out of the percent
whole  work is
performed after the
specified time

3 |Up to 30 percent Normal Normal
work out of the
whole  work is
performed after the
specified time

4 | More than 30 « 4 | Less than 50 percent Low
percent work out
the whole w
performeg
specifi ?

Note:

(1) The concerned employee shall fill the actuaaikeup to columns 1, 2,

(2)

3 and 4 of the above form for the annual evaluasiod register it with

his or her office for the purpose of submittingatthe supervisor within

the Seventh day of the monthS&frwan every year.

A minimum of Five works have to be mentionedhe description of the

works performed.
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3)

(4)

Works mentioned have to correspond to the obgs of the

organization and the job description of the post.

For any work of which annual target cannot lpecsdied at the
beginning, the works performed throughout the wbaill be considered

to be the annual target.
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Evaluation by supervisor and reviewer

Date of submission to the supervisor:

Date of sgbimin to the reviewer:

Standard of work

Evaluation of supervisor

Evaluation of Reviewer

performance

(on the basis of job

description)

Standard Most | Excellent| Normal| Low Most | Excellent| Normal| Low
excellent excellent
Marks 6.25 5.25 4.25 3.2b 25 2 15 1

1. Overall quantity
of work

performed.

2. Overall cost of
work

performed.

3. Overall time of
work

performed

4. Overall quality
of work

performed

Total:

10

Total marks obtained: in figure....in word

Reason to be set
out for giving
more than 95
percent and le
than 75 percent

marks.

Name of Reviewer:
Post:

Employee code:
Signature:

Date:

Remarks:

If it is not possible to evaluate the time, evaluatshall be made by making

analysis also on the basis of the overall quaatityieved. If description cannot

be accommodated in any column, it shall be sehforta separate sheet and

certified and attached. The supervisor and theewai shall make evaluation,

on the grounds specified in Section 24A. of thel@ervice Act and Rule 78
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of the Civil Service Regulation and submit the ferta the reviewer or review

committee within the period as referred to in Rd&B. of the Civil Service

Regulation. Reason is to be set out clearly fomgivnore than Ninety Five

percent and less than Seventy Five percent mansti@ot to Sub-rule (7) of
Section 24A. of the Civil Service Act. The Compdtéwuthority shall take

departmental action against the evaluator who wigex over the marks

obtained.

Note

1)

(2)

3)

The supervisor shall, based on the semi-anava
by the civil employee, evaluate the annual nce evaluation
form of the gazette civili employee an mét tthe reviewer

receives it within the month &hrwan

The reviewer shall evaluate ual workigserance evaluation
0 him or her andssgbmit that the

ithin the Fifteenthydof the month of

form of the employee su
review committee rec
Bhadra.

Reason is ta ut clearly for giving mibran 95 percent and less
marks by the supervisor or revielwerthe work
evaluation to be made annually; andrevless than 75
e given, information thereof shall be giventhe concerned
civil employee, and if the employee makes any comgje¢he form shall
be accompanied also by such comments and subniditélde review

committee.
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Part-C
Evaluation by the review committee
Date of submission to the review committee:

To give the mark of the same level if agreed with evaluation made by the
supervisor and the reviewer, and in the other ¢asesnake evaluation by

setting out remarks:

Name of employee: Post:

Standard Most Exc - ormal | Low

Personal quality and condugct excellen

Marks 0.50 0.25%

(a) For gazetted first class

civil employees

(1) Ability to analyze
policy

(2) Ability to discuss

negotiate.

4) Leadership and
organizational capacit
Ability

<

(5) Professional sensitivity

(Honesty, secrecy etc.)

Full marks: 5 Marks obtaine In figures: In words:

(b) For gazetted second classStandard Most | Excellen| Normal Low
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civil employees excellen t
t
Marks 1 0.75 0.50 0.25%

—

(1) Knowledge of subjeq

matter and skills

(2) Ability to use wisdom and

make decision

(3) Capacity to bear work

pressure

(4) Creativeness and initiation

(5) Effective use of means and

resources

Full marks: 5 Marks obtal res: In words:

Excellen| Normal| Low
t

(c) For gazetted third class Standard

civil employees

1 0.75 0.50 0.25

(1) Knowledge of subj

matter and skills

(2) Ability to use w

make decisi

(3) Capacity bear work

pressure

(4) Creativeness and initiation

(5) Professional sensitivity

(secrecy and decency)

Full marks: 5 Marks obtaine In figures: In words:

Review committee officials":
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Name Post Employee code Signature Total marks obtained

Note

1)

(2)

In figure:

In words:

The review committee shall evaluate the workiggenance evaluation

forms so received by the committee and forwar

Service Commission and the secretariat of

within the last day of the month Bhadra.

If the review committee is to give amély Five percent and

less than Seventy Five percent any ampleyee for the work
performance evaluation, ns shall bgressifor the same.
The Competent Author take departmentaloactgainst the

evaluator who uses er the marks obtained.

278



Schedule -16
(Relating to Sub-rule (2) of Rule 80)
Details of geographical regions
"Category A"
1. Taplejung of Mechi Zone

2. All area of Sankhuwasaba of Sagarmatha Zone

including Num.
3. Solukhumbu of Sagarmatha Zone
reaotiiia District

4. Janakpur Zone, Lamabagar and R

5. Bagmati Zone, Singhar area n etibashafding District

Jumla, Mugu, Kalikot and Dolpa of Kair@dne
10. Jajarkot of Bheri Zone

11. Bajhang and Bajura of Seti Zone

12. Darchula of Mahakali Zone

"Category B"

1. Panchthar of Mechi Zone
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10.

11.

12.

Bhojpur, Terathum and sourthern area of Sankkall@a including

Num.
Okhaldhunga and Khotang of Sagarmatha Zone

Janakpur Zone, remaining area of Dolkha Distextept, Lamabagar

and Rolwaling area, Ramechhap
North area than Ramchhe of Rasuwa District g@nisi Zone

North area to Khudi of Lamjung of Gandaki Zone

Aarghakhanchi and Gulmi of Lumbini Zone

Southern area of Myagdi, Parbat, Mu ram Tukuche and
Ratamatagéillocated at

ttee of Bagljrict situated

Dhorpatan area of northern Bagl
Tara Gaun Village Development
at south of Niskot Hill of

than eastern part of nor atitude of Gubmstrict.

"Category C"

llam of Mechi Zone

Dhankuta of Koshi zone
Udayapur of Sagarmatha Zone

Sindhuli of Janakpur Zone
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10.

11.

12.

Sindhupalchowk and remaining areas of Dhadingridt other than
Singher area of north of Setibas and south a@dading Ramchhe of

Rasuwa District of Bagmati Zone.

Tanahun, Syangja and remaining Gorkha other tivaith area of Lakre
of Sirdibas and remaining part other than northemma of Khudi of
Lamjung District of Gandaki Zone

Palpa District Lumbini Zone

Remaining part of Baglung District located ast
latitude touching Gulmi District extending f
located at Tara Village Development e, Bagl District,

situated at south from Niskot hill of My
Dang of Rapati Zone
Bardiya and Surkhet of h
Kailali of Seti Zon
Kanchanpu kali Zone

"Category D"

echi Zone

Morng and Sunsari of Mechi Zone

Saptari and Siraha of Sagarmatha Zone

Dhanusha, Mahottari and Sarlahi of Janakpur Zone

Nuwakot and Kavrepalanchowk of Bagmati Zone

Bara, Parsa, Rautahat, Chitwan and MakawanpNadyani Zone
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7. Kaski of Gandaki Zone
8. Rupandehi, Nawalparasi and Kapilvastu of Lumbamne

9. Banke of Bheri Zone.

10354 Kathmandu, Bhaktapur and Patan of Bagmati Zone

"Category E

354 Amended by Seventh Amendment.
355 Deleted by Seventh Amendment.
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Schedule- 17
(Relating to Sub-rule (1) of the Rule 112)
Format of Decision of the Departmental Punishment

Form of punishment order decision

Made ... ... ... ... ... ... by Mr/Ms...... ...... ... of

< v ... ...(employee code numb@bp. in the post of

...in the ... Department/Ministry
/Commission/ Secretariat, clarification s ' or her in respect of
the clarification demanding to produ ayd has been given to Mr.
e eer ... tO submit def accordance withh-Section (1) of
Section 66 of the Civil Se

proof and evidence submit

049 (----the statement of defense,
/ him or her havehsan found satisfactory
due to ... ... ... ... re Therefore, a clarificatias been demanded in
accordance with Segtion -----of the Act stating tivy should not be taken an
action to ... .« . offence in accordance with dau.. ... ... ... ... of
......... days have been givefutrnish proof, evidence
asons for not taking an action,a$ been found that he has
submitted clarification stating ... ... ... ... ... In thisonnection, the
documents, proof and evidence collected and alssidering the submitted
clarification, it has been found from ... ... ... ... praaid evidence that Mr.

.. ... ... has committed the offence in accordandlh sub-section

. of section ... ............ of the Act, hence, ...... ...
offence in accordance with Clause ... ... ... of the ®acb9 of the Act has
been proposed and ... ... ... ... ... as per the advice of..... office of the

356 Amended by Seventh Amendment.
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Public Service Commission in accordance with clause. of clause (---) of
Section 59 of the Act, therefore, the order of gsiea of punishment has been
made in accordance with Clause (--) of Section 71th® Act against
Mr./Ms.... ... ... ... ...

In case of dissatisfaction with this order, an abpeay be to ... ... ... within

the time limit as referred to in Clause (d) of Rill.

Signature:
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Schedule-17A”
(Relating to Sub-rule (1) of Rule 101)
Pension Requisition Form
To,
The Director General,

Civil Employees Record Office.

Whereas, | am going to retire/have retired fro vice for the

following reason from date................. ,

Now, therefore, | have set out the detai Ny service and necessary

details as follows:

To mention the reason for retire
(@) Retirement from age
(b)
(c)

| have sé or Twenty years or more pursuaraoction 37(1) of the Civil

Service Act, 2049(....). | have, therefore, filled and sent this form for the

preparation of the pension authorization.

1. Name, surname:

1A.358 Employee code number:

2. Permanent address (district, VDC/Municipality veell):

357 Inserted by Second Amendment.
358 Inserted by Seventh Amendment.
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3. Age to complete on the date of retirement: Yeakonth...... Day

4. Designation on the date of retirement:

5. Office in service when retired:

6. Office of initial recruitment and date of red¢roent:
7. Testamentary heir's:

(@) Name, surname:

(b)  Address (district, VDC/Municipality, as
(c) Relation (set out relationship):

Address where the letter of authorizatio pt by the Civil Employees

Record Office:
Signature:

Date:
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Schedule-178"
(Relating to Sub-rule (3b) of Rule 116)
Format of certificate to be given to recipient of wvil service award
Government of Nepal

(Crest)

The Government of Nepal has awarded . extedecellent/civil

service award of financial ..for having
performed.................. in the post . of the Civie&ice of the

Government of Nepal.

The Government of Nep ts special contributffom you even in the

future.
Secretary Chief Secretary Minister
Min of Ge Government of Nepal /MinistdrState

General Admin

359 Inserted by Seventh Amendment.
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Schedule-17C”
(Relating to Sub-rule (1) of Rule 117A)

Format of application to be made for the registraton of trade union of

civil service
To,

The Department of Labor and Employment Promotion.

trade union
Section 53 of

Whereas, the executive committee has authorizetb
of civil employees pursuant to Clause (b) of Sudti
the Civil Service Act, 2049 (...);

Now, therefore, | have made this aqeanmed also by the
ule 117A.tlhe Civil Service

of thad® union of civil employees.

documents set forth in Sub-rule

Regulation, 2050(...), for the regi
Sincerely,

(On behalf of ....trade union)

360 Inserted by Seventh Amendment.
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Schedule-18

(Relating to Rule 118)

Statement of Property Form

Employee’s name and code numek

Name:

Class and post :

Office where to statement is submitted:

Office:
(@ Immovable property (house, la
SN Brief Measure| Ad ame of owner How Remarks (in the
details of | ment and under whose | property| case of house,
house, land other e and | ownership itis,), was |storey is also to be
and other| details nd are and in case of obtaine| mentioned) (in th¢
immovable located others, state d case of land, are
properties (Village, relationship or measurement
Municipality, | with him or her (Ropani or other)
District) is to be
mentioned)

D

361

Amended by Seventh Amendment.
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(b) Cash, jewels, gold, silver etc.

SN Brief details of the Measurement, | How the property Remarks
properties weight and quantity was obtained
(c) Statement of Shares and the Bank Balance
SN | Brief | Name and| Total er | How the| Remarks
details| address of value whose property
of the prope : in case of was
proper| company tate relationshipobtained
ties or bank ith him or her
(d) Detai mortgage borrowed and given
SN | De Name and Reasons | Total valye Term for | Remarks
loan / | address of lender repayment

mortgage

/borrower
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(e) Details of loan or mortgage, if any lent or undrtaken:

SN

Details of|
loan/

mortgage

Name and address Reasons

of borrower or

mortgagee

Total valu

eTerm for | Remarks

repayment

| hereby sign covenanting that the above-menti

to the best of my knowledge and information.

Note :

1.

In cases wher

this statem

Date:

true and correct

Name and post:

operty is increased oredsed after submission of

h details have to be submittedsealed envelope to

ement shall not be used for other paepexcept for legal

proceedings to be undertaken as per law againstgtdvwernment

employee. No person other than the concerned afstiall be allowed

to see this Statement. This Statement shall betamed as confidential

without publication.
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Schedule- 19*
(Relating to sub-rule (2) of Rule 120A.)
Format of identify card of civil employee
Front

Government of Nepal

(Crest)

Photograph

ode number:

Reserve
fying official's signature: Employee’s sigure:
Designation:
Name:
Designation:
Office:

362 Amended by Seventh Amendment.
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Note:

1)

(2)

3)

(4)

()

(6)

(7)

(8)

The employee identity card's length shall lBand breadth 5.5 cm.
The employee identity card shall be in whitpga

On the front side of the employee identity ¢ah& words "Government
of Nepal" shall be written in 12 font letters, theme of the concerned
office in 14 font letters, the name of employeelth font letters, and

designation and citizenship number below the dasign in 16 font

letters.

The crest of the Government of Nepal sh n red on the
' ntard, and an auto

nriglet hand side.

upper part of the front side of the empl

size photo shall be glued on the low

Code number shall be written t lettensthe lower part of the

reverse side of the identit d below itlsha the signature of
the certifying official o

the left hand side.

hand side amahployee's signature on

There shall n the name of employeanaaf office and

designa ployee in 14 font letters on thevdr part in the

revers of the identity card.

There shall be written a notice in 12 fontshe rest part of the reverse
side of the identity card that" if any one findsstidentity care, one is
requested to hand over it to the concerned Offigastrict

Administration Office or Police Office".

The offices under a Ministry and Departmentlish@ntion only the

name of their respective offices.
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(9)

(10)

(11)

(12)

(13)

(14)

The Chief of Office or the officer responsibl®r personnel
administration, as authorized by him or her, slealftify the identity

card.

The employee identity card shall be put inasiic (transparent) cover
and be put on in such a manner as to fall Brtea lower in the left

chest and as to be clearly conspicuous to othesopsr

In distributing the employee identity cardsey shall be distributed at

the expense of the concerned office for the fasg if another card is to

be obtained because of loss or torn out, the obtain it at

his or her own expense. The details of o identity card
because of loss or torn out shall be recc LAt received from
him or her shall be credited to the Paalithat if an employee
Is transferred, promoted or de as actlmg,concerned office

itself shall provide the emplo y card.

The employees of ent and semi-gowent offices shall

compulsorily put loyee identity card wleintering into and

serving in the o \nd use it in other placepar necessity.

The cong ief of Office shall be resjgadador using and causing
to be | the employee identity card. The ChieOffite may not
allo mployee who does not so put on the eyseladentity card
or does not obtain it to enter into the office amyntake action against

such employee to maintain discipline.

If any employee relieves of service, he or shall immediately return

his or her identity card to his or her office.
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