
 

Item No. 17   Introduction of non-functional grades in respect of Lower 
Division Clerk (LDC), Stenographer and Upper Division Clerk 
(UDC) for promotion to subsequent cadres. 

 

 Recruitment Rules are in the process of amendment as per the recommendations of 
Organisational and Cadre Restructuring proposal approved by Central Board and also by 
Government of India vide letter No. A-32022/10/2014-SS-I dated 27.12.2016 [Annexure-
17A]. 

2. A proposal for amendment of RRs for the post of Social Security Assistant (SSA) and 
Stenographic Cadres were sent to the MoL&E.  MoL&E forwarded the said proposal to the 
Ministry of Law & Justice (MoL&E) for vetting the RRs. MoL&E while considering the said RRs 
has observed that “the officers of the administrative Ministry have also referred to the Report 
of Anomaly Redressal-cum-Implementation Committee, in which it recommended for the one-
time relaxation for the Stenographers Cadre. On the basis of the same, necessary corrections 
have been made in the proposed regulations.  However, the same is in deviation from the 
guidelines and instructions of the Department of Personnel and Training, the administrative 
Ministry may obtain the approval of the said Department” [Annexure-17B].   

3. The observation of the MoL&E has been examined with the DoP&T’s norms. As per 
DoP&T OM No. AB-14017/61/2008-Estt. (RR) dated 24.03.2009 and dated 12.03.2010 
[Annexure-17C], the qualifying service for promotion are as under:-  
 
Field of promotion: 
 

From Grade Pay (in Rs.) To Grade Pay (in Rs.) Qualifying Service (in years) 
1900 2400 8 years 
2400 2800 5 years  
2400 4200 10 years 
2800 4200 6 years  
4200 4600 5 years 
4600 4800 2 years 

 
4. The hierarchy of post approved in the cadre restructuring in the cadre of Lower 
Division Clerk, Upper Division Clerk, Assistant, Social Security Assistant and Stenographers is 
as below:-  

 
Name of the post  Grade Pay ( as per 6th CPC)  
Lower Division Clerk  1900 
Upper Division Clerk 2400 
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Assistant  4600 
Social Security Assistant  2800 
Stenographer  2400 
Personal Assistant  4600 

  
In Field Office (i.e. Regional Office), the channel of promotion is as under:- 
 

Name of the post  Grade Pay ( as per 6th CPC)  
Lower Division Clerk  1900 
Social Security Assistant  2800 

 
In Head office, the channel of promotion is as under:- 
 

Name of the post  Grade Pay ( as per 6th CPC)  
Lower Division Clerk  1900 
Upper Division Clerk 2400 
Assistant  4600 

 
In Stenographers cadre, the channel of promotion is as under:-  
 

Name of the post  Grade Pay ( as per 6th CPC)  
Stenographer  2400 
Personal Assistant  4600 

 
5. From the aforesaid, post cadre restructuring, anomalies were observed in the 
promotion from  

(I) Field Offices:- LDC (Grade Pay Rs.1900) to SSA (Grade Pay Rs.2800),  
(II) Head Office:- UDC (Grade Pay Rs.2400) to Assistant (Grade Pay Rs.4600) and  
(III) Stenographers Cadre:- Stenographer (Grade Pay Rs.2400) to Personal Assistant 
(Grade Pay Rs.4600).  

 
6. To address the gaps in the promotion to the above said posts, Anomaly Redressal-
cum-Implementation Committee in its meeting held on 20.07.2017 [Annexure-17D] 
recommended the proposal for introduction of non-functional grades in the posts of LDC 
(Field Office), UDC (EPF Headquarters) and Stenographer and decided that the proposal be 
sent to the Government with the recommendation of the Committee for approval. The said 
proposal was forwarded by EPFO vide letter No.HRD/1(1)2011/Cadre 
Restructuring/Vol.II/921 dated 04.09.2017 [Annexure-17E] for approval of the Government.  
MoL&E vide letter No.A-32022/10/2014-SS.I (Pt.III) dated 03.10.2017 [Annexure-17F] 
required to submit financial implications involved in the proposal, availability of funds and 
approval of Central Board of Trustees, EPF. 
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7. Recommendation of the Anomaly Redressal-cum-Implementation committee in its 
meeting held on 20.07.2017:- 

 
TABLE-I 

 
Existing Recruitment Rules of LDC is common for both field offices and Head office, but 
channel of promotion is separate i.e. LDC (Head Office) > UDC (EPF HQ) > Assistant and LDC 
(Field Office) > SSA.  Therefore, it is proposed that separate RRs may be prepared for LDC 
(Field Office) and LDC (Head office): 
 

Name of the 
Cadre  

Scale of Pay  Method of recruitment 
whether by direct 
recruitment or by 
promotion or by 
deputation/ absorption 
and percentage of the 
vacancies to be filled by 
various methods. 
 

In case of recruitment 
by promotion  or 
deputation / 
absorption, grades 
from which promotion 
or  deputation / 
absorption to be made 

Lower 
Division 
Clerk (Field 
Office)  
 
No. of post - 
568 

Level-2 in the Pay 
Matrix [19900-
63200] 
[Pre-revised PB-1 
Rs.5200-20200 with 
Grade Pay Rs. 1900]. 
 
 
On completion of 
regular service of 8 
years in the grade, 
LDC (Field Office) will 
be placed in Level-4 
in the Pay Matrix 
[25500-81100] [Pre-
revised PB-1 Rs.5200-
20200 with Grade 
Pay Rs. 2400].  

(i) 70% by promotion.  
  

(ii) 30% by promotion 
through Limited 
Departmental 
Competitive 
Examination (LDCE).   

 
 

By Promotion: The 
vacancies shall be 
filled on the basis of 
seniority subject to 
the rejection of the 
unfit from the Group 
‘C’ staff of field office 
who possess 
matriculation or 
equivalent pass 
qualification and have 
rendered minimum 
three years regular 
service in the grade in 
respective zone in 
Level-1 in the Pay 
Matrix [18000-56900] 
[Pre-revised PB-1 
Rs.5200-20200 with 
Grade Pay Rs. 1800].  
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By promotion 
through Limited 
Departmental 
Competitive 
Examination: The 
vacancies shall be 
filled from the Group 
‘C’ staff of field office 
who possess 
matriculation or 
equivalent pass 
qualification and have 
rendered minimum 
three years regular 
service in the grade in 
respective zone in 
Level-1 in the Pay 
Matrix [18000-56900] 
[Pre-revised PB-1 
Rs.5200-20200 with 
Grade Pay Rs. 1800]. 
 
Note 1: Respective 
Zone means all offices 
of EPFO maintaining a 
common seniority list 
within the zone. 
Note 2: For both the 
above (i) and (ii) 
Computer Proficiency 
Skill Test as 
prescribed by EPFO.  

Social 
Security 
Assistant  
No. of post – 
12503  
 

Level-5 in the Pat 
Matrix [29200-
92300] [Pre-revised 
PB-1 Rs.5200-20200 
with Grade Pay Rs. 
2800]. 
. 
 

(i) 80% by Direct 
Recruitment  

(ii) 15% by promotion 
through Departmental 
Examination failing 
which by Direct 
Recruitment.  

15% by promotion 
through Limited 
Departmental 
Competitive 
Examination.  
 
- Lower Division Clerk 
(Field Office) who 
have been placed in 
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(iii) 5% Recruitment for 
Meritorious 
Sportsperson.  

Level-4 in the Pay 
Matrix [Rs.25500-
81100] [Pre-revised 
PB-1 Rs.5200-20200 
with Grade Pay Rs. 
2400] and having put 
in five years of regular 
service in Level-4 in 
the Pay Matrix 
[Rs.25500-81100] in 
the respective zone 
and having 
qualification of 
matriculation or 
equivalent 
examination. 
 
Note: Respective Zone 
means all offices of 
EPFO maintaining a 
common seniority list 
within the zone. 

 
 
 

TABLE-II 
 

Name of the 
Cadre  

Scale of Pay  Method of recruitment 
whether by direct 
recruitment or by promotion 
or by deputation/ absorption 
and percentage of the 
vacancies to be filled by 
various methods. 

In case of recruitment 
by promotion  or 
deputation / 
absorption, grades from 
which promotion or  
deputation / absorption 
to be made 

Lower 
Division 
Clerk (Head 
Office) 
 
No. of post 
– 25  

Level-2 in the Pay 
Matrix [19900-
63200] [Pre-
revised PB-1 
Rs.5200-20200 
with Grade Pay 
Rs. 1900]. 

(i) 70% by promotion.   
(ii) 30% by promotion 

through Limited 
Departmental 
Competitive Examination 
(LDCE).   

 

By Promotion: The 
vacancies shall be filled 
on the basis of seniority 
subject to the rejection 
of the unfit from the 
Group ‘C’ staff of Head 
Office who possess 
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 matriculation or 
equivalent pass 
qualification and have 
rendered minimum 
three years regular 
service in the grade in 
Level-1 in the Pay Matrix 
[18000-56900] [Pre-
revised PB-1 Rs.5200-
20200 with Grade Pay 
Rs. 1800].  
  
By promotion through 
Limited Departmental 
Competitive 
Examination: The 
vacancies shall be filled 
from the Group ‘C’ staff 
of Head Office who 
possess matriculation or 
equivalent pass 
qualification and have 
rendered minimum 
three years regular 
service in the grade in 
Level-1 in the Pay Matrix 
[18000-56900] [Pre-
revised PB-1 Rs.5200-
20200 with Grade Pay 
Rs. 1800]. 
 
Note: For both the 
above (i) and (ii) skill test 
norms on computer: 
A typing speed of 35 
w.p.m. in English or 30 
w.p.m. in Hindi on 
computer. (35 w.p.m. 
and 30 w.p.m. 
correspond to 10500 
KDPH / 9000 KDPH on 
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an average of 5 key 
depressions for each 
word. 
 
Time allowed – 10 mts.   

Upper 
Division 
Clerk (EPF 
HQ) 
 
No. of post 
– 16  
 
 

Level-4 in the Pay 
Matrix [25500-
81100] [Pre-
revised PB-1 
Rs.5200-20200 
with Grade Pay 
Rs. 2400]. 
 
On completion of 
10 years of 
regular service in 
the grade, UDC 
(EPF HQ) will be 
placed in Level-6 
in the Pay Matrix 
[35400-112400] 
[Pre-revised PB-2 
Rs.9300-34800 
with Grade Pay 
Rs. 4200]. 

(i)    75% by promotion  
(ii) 25% through Limited 
Departmental Competitive 
Examination (LDCE).  
 

By Promotion: By 
Promotion on the basis 
of seniority subject to 
the rejection of the unfit 
from LDCs of HQ having 
rendered eight years 
regular service in the 
grade. 
 
By promotion through 
Limited Departmental 
Competitive 
Examination (LDCE): By 
Promotion through 
LDCE of LDCs of HQ 
having rendered eight 
years regular service in 
the grade. 

Assistant  
No. of post 
– 400  
 

Level-7 in the Pay 
Matrix [44900-
142400] [Pre-
revised PB-2 
Rs.9300-34800 
with Grade Pay 
Rs. 4600]. 

(i) 75% by Direct 
Recruitment through Staff 
Selection Commission or 
any other agency 
approved by the Central 
Board, Employees’ 
Provident Fund.  

(ii) 15% by Promotion, failing 
which by direct 
Recruitment. 

(iii)  10% by Limited 
Departmental 
Competitive Examination, 
failing which by direct 
Recruitment.  
 

(i) 15% by Promotion 
from amongst the 
Upper Division Clerk 
(EPF HQ) who have 
been placed in Level-
6 in the Pay Matrix 
[Rs.35400-112400] 
and having put in five 
years of regular 
service in Level-6 in 
the Pay Matrix 
[Rs.35400-112400] 
[Pre-revised PB-2 
Rs.9300-34800 with 
Grade Pay Rs. 4200].  
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 (ii) 10% by Limited 
Departmental 
Competitive 
Examination from 
amongst the Upper 
Division Clerk (EPF 
HQ) who have been 
placed in Level-6 in 
the Pay Matrix 
[Rs.35400-112400] 
and having put in five 
years of regular 
service in Level-6 in 
the Pay Matrix 
[Rs.35400-112400] 
[Pre-revised PB-2 
Rs.9300-34800 with 
Grade Pay Rs. 4200]. 

 
TABLE-III 

 
Name of the 
Cadre  

Scale of Pay  Method of 
recruitment 
whether by direct 
recruitment or by 
promotion or by 
deputation/ 
absorption and 
percentage of the 
vacancies to be filled 
by various methods. 

In case of 
recruitment by 
promotion  or 
deputation / 
absorption, grades 
from which 
promotion or  
deputation / 
absorption to be 
made 

Stenographer  
No. of post – 
187  
 

Level-4 in the Pay Matrix 
[25500-81100] [Pre-
revised PB-1 Rs.5200-
20200 with Grade Pay Rs. 
2400]. 
 
On completion of regular 
service of five years in the 
grade, 30% of 
Stenographers will be 
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placed in Level-6 in the 
Pay Matrix [35400-
112400] [Pre-revised PB-2 
Rs.9300-34800 with 
Grade Pay Rs. 4200] 
subject to fitness and 
availability of vacancy.  

Personal 
Assistant  
No. of post –  
434 
 

Level-7 in the Pay Matrix 
[44900-142400] [Pre-
revised PB-2 Rs.9300-
34800 with Grade Pay Rs. 
4600].  

(i) 50% by direct 
recruitment 
through Staff 
Selection 
Commission or 
any other agency 
as approved by 
the Central 
Board, 
Employees’ 
Provident Fund. 

(ii) 50% by 
promotion.  

By Promotion from 
amongst the 
Stenographers who 
have been placed in 
Level-6 in the Pay 
Matrix [Rs.35400-
112400] and having  
put in five years of 
regular service in 
Level-6 in the Pay 
Matrix [Rs.35400-
112400] [Pre-revised 
PB-2 Rs.9300-34800 
with Grade Pay Rs. 
4200].  
 

* The said provision is proposed at par with the DoP&T’s OM dated 22.06.2011 wherein 30% 
Stenographers are eligible for Stenographer Grade ‘D’ (NFSG in the grade pay of Rs.4200/-) in 
Central Secretariat Stenographers’ Service (CSSS).    

8. Further, it is highlighted that EPFO has own source of funds for its administrative 
expenses. Total Financial implications involved in this process is Rs.27,49,248/- (Rupees 
twenty seven lakh forty nine thousand two hundred forty eight only) per annum [Annexure-
17G]. Internal Finance Wing of EPFO has also concurred the proposal.  

 
Proposal: The Central Board may kindly consider and approve 

the proposal as contained at para 7 of the agenda 
above. 
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