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ANNEXURE-II 
 
 
Certificate to be given by Head of Office of  
 
Shri / Smt. ………………………….. 
 
Designation…………………………. 
 
 
1. It is certified that the particulars furnished by the Officer are correct and he / she fulfils the 

eligibility criteria. 
 
2. It is certified that no disciplinary / vigilance case is pending or contemplated against the 
 applicant and that he / she is clear from the Vigilance and Administrative angle. 
 
3. His / her integrity is certified. 
 
4. It is certified that no Major / Minor penalty has been imposed on the Officer during the last 
 10 years. 
 
5. Copies of APARs for the last 5 years from 2020 – 2021 to 2024 – 2025 are enclosed.  
 
 
Dated, 
 
     Signature of the forwarding authority along with office seal.  
 
 



 

 

 
 
 

ANNEXURE-III 
 

PARTICULARS OF THE OFFICER FOR WHOM VIGILANCE  
COMMENTS / CLEARANCE BEING SOUGHT 

 
(To be furnished and signed by the CVO or HOD) 

 
1. Name of the Officer (in full) :  

2. Fathers’ Name :  

3. Date of Birth :  

4. Date of Retirement :  

5. Date of Entry into Service :  

6. Service to which the officer belongs 
including batch / year cadre-etc. 
wherever applicable 
 

:  

7. Positions held including whether the 
officer has functioned as a CVO in 
part time or additional charge 
capacity 
(During the ten preceding years) 
 

:                            
 

Sl. 
No. 

Organisation 
(Name in full) 

Designation & 
Place of posting 

Administrative / 
Nodal Ministry / 

Department 
Concerned (in case 
of officers of PSUs 

etc.) 

From To 

1.      

2.      

3.      

 
 
 
 
 
DATE:                     
 

(NAME AND SIGNATURE) 



 

 

-2- 
 

VIGILANCE PROFILE OF OFFICERS FOR WHOM VIGILANCE COMMENTS / 
CLEARANCE BEING SOUGHT 
 
  ( To be furnished by the CVO or HOD) 
 
 Name of the Officer            :    

8. Whether the officer has been placed on the 
“Agreed List” or “List of Officer of 
Doubtful Integrity” 
[If yes, details to be given] 

:  

 
9. Whether any allegation of misconduct 

involving vigilance angle was examined 
against the officer during the last 10 years 
and if so with what result (*) 
 

:  

10. Whether any punishment was awarded to 
the officer during the last 10 years and if 
so, the date of imposition and details of the 
penalty (*) 
 
 

:  

11. Is any disciplinary / criminal proceedings 
or charge sheet pending against the 
officers, as on date. [if so, details to be 
furnished - including reference no. if any, 
of the Commission] 
 

:  

12. Is any action contemplated against the 
officer as on date [If so, details to be 
furnished (*)] 
 

: 
 
 

 

13. 
 
 
 
 
 

Whether the officer / official has 
submitted his / her annual immovable 
property return of the previous year as 
required under Rule 18 of the CCS 
(Conduct) Rules, 1964 within the 
prescribed limit. 

:  

14. 
 

Whether any complaint with vigilance 
angle is pending against the officer[ if so, 
details to be furnished]  

:  

 
 
DATE:                      (NAME AND SIGNATURE) 
 
(*) If vigilance clearance had been obtained from the Commission in the past, the information may 
be provided for the period thereafter. 



 

 

 
ANNEXURE – IV 

 
TERMS AND CONDITIONS OF DEPUTATION FOR 

HALDIA DOCK COMPLEX, SYAMA PRASAD MOOKERJEE PORT, KOLKATA 
 

1. Period of Deputation: The Officer shall be on deputation for a period of three years, 
which is extendable to four years. In exceptional circumstances, this can be extended to five 
years with the approval of Ministry. 
 
2. Pay: While on deputation, the Officer may, within one month from the date of his joining 
the Major Port, elect to draw either the pay in the scale of pay of the post in the Major Port or his 
basic pay in the parent organization plus deputation allowance thereon. 
 
3. Deputation allowance: The deputation allowance will be payable at the rate of 5% of 
basic pay subject to a maximum of Rs. 4500/- per month in case of deputation within same 
station and payable at the rate of 10% of basic pay subject to a maximum of Rs. 9000/- per 
month in case of deputation involving change of station. 
 
(a) In cases where the basic pay in parent cadre has been upgraded (upto Level 13 A) on 
account of Non-Functional Upgradation (NFU), Modified Assured Career Progression Scheme 
(MACP), Non Functional Selection Grade (NFSG), etc., and the officer has opted for such 
upgraded pay of the parent cadre, in that event, the upgraded basic pay under such 
upgradations shall not be taken into account for the purpose of Deputation (Duty) Allowance. In 
such cases, the Deputation (Duty) Allowance will be calculated taking the basic pay of the 
parent cadre which the officer was getting before such upgradation and the amount of the same 
would be further regulated every year on the basis of the pay arrived at by giving annual 
increments on the presumptive pay.  
 
(b) However, if the upgradation is to Level 14 or above, he shall be given the option to draw 
the upgraded basic pay under such upgradations without Deputation (Duty) Allowance or the 
pay which he was drawing before such upgradation with Deputation (Duty) Allowance, 
whichever is more beneficial as per the option of the officer. 
 
4. Dearness Allowance: The officer shall be entitled to dearness allowance at the rates 
prevailing in the Major Port or in his parent organisation depending on whether the officer opted 
to draw pay in the pay scale of the post in Major Port or the pay in parent organization plus 
deputation allowance.  
 
5. Cafeteria Allowance: The Deputationist, if opting for the pay of the borrowing 
organization would be granted perks and allowances subject to a ceiling of 35% of Basic pay 
under the concept of Cafeteria approach. List of allowances and or exclusions shall be 
governed by the applicable rules of the borrowing organization.  
 
6. House Rent Allowance: The Officer shall be entitled to draw House Rent Allowance 
(HRA) at the rates prevailing in the Major Port or in his parent organisation plus deputation 
allowance. He shall be entitled to residential accommodation on payment of standard rent 
according to the rules of Major Port.  

 
7. Joining time pay and transfer traveling allowance:  Joining time pay and transfer 
travelling allowance, both on joining the post of deputation and on reversion, shall be paid by 
the major Port Trust as per rules. 

 
8. Travelling allowance for journey on duty during the period of deputation: Officer 
shall be entitled to Travelling Allowance and daily allowance for journeys undertaken after 
joining on deputation according to the relevant rules of Major Port. 

(Contd…2) 



 

 

 
(2) 

 
9. Leave (Earned Leave, Half Pay Leave & Casual Leave) 
 
(a) Major Port, will maintain a leave account of the officer concerned, on the basis of extract 
of the leave account received from his parent organisation. The Major Port will determine the 
leave admissible to the officers / staff concerned and sanction it under intimation to the parent 
organisation. That means the copy of the leave sanctioned to the officer during deputation will 
be sent to the parent organisation. 
 
(b) Officer shall continue to be governed by the Leave rules of his parent organisation. The 
procedure laid down as per the rules and regulations of parent organisation should be followed 
scrupulously. On being relieved from deputation he/she will not be allowed to proceed on leave 
directly by the Major Port i.e. without first joining his parent organisation. 
 
(c) In the case of a female Officer/staff, the leave salary for the period of maternity leave 
availed by her during the period of deputation shall be borne by the Major Port. 
 
10. Leave Salary / Pension / NPS Contributions: The leave due and admissible to him/her 
from parent organisation during the deputation period will be entitled as per parent organisation 
rules and regulation policy. During the deputation period, the admissible leave to the officer/staff 
as per rules, the reimbursement for that period leave admissible to him, will be reimbursed to 
parent organisation by the Major Port as per the parent organisation Policy.  
 
Leave salary contribution (except for the period of leave availed on deputation) and pension 
contribution (Employer’s share – if pension scheme is available in the parent organisation) will 
be paid by Major Port to the parent organisation. 
 
In case of employee covered under New pension Scheme (NPS), the Major Port shall make 
matching contribution to the NPS account of the employee. 
 
11. Leave salary on account of disability leave:   The Major Port shall be liable to pay 
leave salary in respect of any disability leave that may be granted on account of disability 
incurred in or through deputation even though such disability manifests itself after the 
termination of deputation. The leave salary charge of such leave shall be recovered from the 
Major Port. 
 
12. Leave travel concession: The Officer/staff shall be entitled to the leave travel 
concession according to the relevant rules of the parent organization/ Major Port on the subject. 
The expenditure in this respect shall be borne by the Major Port. However, the Deputationist 
opting for LTC shall be entitled to only 30% of basic pay as Cafeteria Allowance. In that case 
the Deputationist shall be allowed LTC as per the rules of the Borrowing Organization. 
 
13. Medical Facilities: The Officer/staff shall be entitled to medical facilities in accordance 
with the rules of the Major Port. 
 
14. Employee Provident Fund subscription: The Officer/ staff shall continue his 
subscription to the Employee Provident Fund of which he/she is a member in accordance with 
the prescribed rules. The Major Port should reimburse the E.P.F. amount deducted every month 
from his/her salary due amount and also Foreign Employer equal contribution amount to parent 
organisation by Demand Draft. The same will be credited in his/her E.P.F. regular account 
under his/her common Universal Account Number (U.A.N.). 
In case of employees covered under the New Pension Scheme (NPS), the Borrowing 
Organization shall make matching contribution to the NPS account of the employee. 

(Contd...3) 
 



 

 

 
 

(3) 
 
15. Departmental Inquiry: If a departmental inquiry is to be initiated against the officer / 
staff during his / her deputation, the Major Port can revert back the officer to his parent 
organization. 
 
16. The subsistence allowance only for the period between suspension and repatriation shall 
be paid by the Major Port. 
 
17. Premature reversion of deputationist to parent organization: As and when a 
situation arises for premature reversion to the parent organization of the deputationist, his 
services could be so returned after giving an advance notice of three months to his parent 
organization and the employee concerned. However, Ministry, in exceptional circumstances, 
may return the services of the deputationist to his parent cadre without such advance notice. 
 
18. Residuary matters: In all matters relating to conditions of service and benefits/ facilities 
in the Major Port not covered by item Nos. 1 to 17 above, the Officer/ staff will be governed the 
existing rules, regulations and orders of the Major Port. 
 
19. Relaxation of conditions: Any relaxation of these terms and conditions will require the 
prior concurrence of the Ministry. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


