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ANNEXURE 

Scheme for “CC Certificate of Meritorious Service’ & ‘Certificate of 

Excellence in respect of Customs (Preventive) Zone, Tiruchirappalli. 

 

 DGHRD (HRM), New Delhi vide letter F.No.HRM-I/MISC/4/2026 

dated 13.05.2026 has informed that as decided in the Minutes of the Board 

Meeting held on 24.08.2025, a new scheme of Conferment of Certificate of 

Meritorious Service and Certificate of Excellence at the Zonal / Directorate 

level of CBIC has been proposed and has directed for formulation of guidelines 

and timelines for conferment of certificates at the zonal level. 

 

2. Accordingly, the following guidelines for conferment of “Pr. CC / DG – 

Certificate of Meritorious Service (Pr.CC/DG-CMS) and “Pr.CC/DG – 

Certificate of Excellence (Pr.CC/DG-CE)” in respect of Customs (Preventive) 

Zone, Tiruchirappalli is hereby formulated. 

 

(a)  Pr.CC / DG -  Certificate of Meritorious Service’ (Pr.CC/DG-

CMS): 

2.1 The above certificate is to be conferred for outstanding contribution or 

innovative solutions for bringing good-governance (including enhancing 

transparency, effective administration and enforcement, accountability, 

inclusiveness, grievance redressal, technology solutions and innovations etc.).  

The criteria shall be as follows: 

i. Only officers of Group ‘B’ & ‘C’ services in the Zone shall be eligible for 

conferment of Pr.CC/DG-CMS. 

ii. Minimum number of years of service shall be 15 years. 

iii. The number of Pr.CC/DG-CMS in one year shall not exceed ten. 

 

(b) Pr.CC/DG - Certificate of Excellence (Pr.CC/DG-CE): 

2.2   The above certificate is to be conferred for innovative ideas and special 

efforts as well as sustained devotion and commitment to duty, contribution 

towards promoting excellence in the fields relating to Indirect taxes 

administration and / or for going beyond the call of duty.  The criterial shall be 

as follows: 

 



Page 2 of 12 
 

i. The period under consideration shall be upto preceding 2 years 

corresponding to the year for which Pr. CC / DG-CE is being 

considered. 

ii. All officers of CBIC upto Pay Level 15 in all grades shall be eligible for 

conferment of Pr.CC /DG-CE. 

iii. The number of Pr.CC /DG-CE in one year shall not exceed ten. 

iv. Individuals as well as teams shall be eligible. Nomination of teams 

shall be restricted to maximum 2 in a year (with maximum of 4 

employees each). The team shall be considered as one unit for grant 

of Pr.CC /DG-CE, however, certificates shall be given to each team 

member. 

 

3.   While the ‘Certificate of Meritorious Service’ shall consider the 

contributions made by the employee during the last 15 years, the ‘Certificate 

of Excellence’ shall consider the contributions / achievements during the 

relevant period under consideration i.e. preceding 2 years corresponding to 

the year for which Pr.CC/DG-CE is being considered. 

 

4. Frequency of conferring certificate: 

a. Certificate of Meritorious Service (Pr.CC / DG-CMS) which recognizes 

the achievements of officer in last 15 years, would normally be conferred 

to an officer, once in their career. 

b. The Maximum number of times ‘Certificate of Excellence (Pr.CC / DG-

CE)’ shall be conferred to the employee in the service period would be 

three, provided that such certificate shall be conferred the second time 

only after 5 years from the previous conferment of the certificate. 

c. An officer who has been conferred with Certificate of Excellence at Pr.CC 

/ DG level (of any region) shall not be considered again for this 

certificate at the Pr.CC / DG Level (of any region) for a period of next 5 

years. 

d. However, an officer who has been conferred with either of the two 

certificate at the Pr.CC / DG level  (of any region) shall be eligible for 

either of the two certificates at CBIC level from the year subsequent to 

which the Certificate at Pr. CC / DG level has been awarded.. 

  

5. Date of conferment of Pr.CC / DG-CMS and Pr.CC / DG-CE: 
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 The date of conferment of Pr.CC / DG-CMS and Pr.CC / DG-CE shall be 

GST Day (1st of July). 

 

6. Nomination & Evaluation Parameters: 

 

(i) Pr.CC/DG Certificate of Meritorious Service:  The Certificate would 

be conferred upon an employee who has rendered high levels of meritorious 

service.  While consider the proposal, nature and quality of contribution shall 

be evaluated.  In addition, the contributions reflected in the following areas 

may be considered: 

 

a. ACRs / APARs of the last 15 years would be considered and out of 15 

APARs, minimum 10 APARs must be “Outstanding” and the officer 

should not have earned any grading below “Very Good”. 

b. Letters of appreciation (if any). 

c. Specific remarks of devotion to duty in reports or other communications 

of appreciation indicating specific instances of outstanding performance, 

from supervisory officers or any other person. 

d. The process of nomination shall be by way of self-nomination or 

otherwise in the specified proforma (Proforma I) along with a write-up 

detailing exceptional performance or achievements during the relevant 

period. 

e. The Screening Committee of the Commissionerates / CCO on their own 

can also identify deserving employees and examine admissibility, 

eligibility and merits of conferment of the Certificates.  The Head of the 

Department where the employee is currently posted can also suo-moto 

recommend the name of the employee for nomination, to the Screening 

Committee (Proforma I) 

f. Recommendation for Certificate of Meritorious Service will be in respect 

of such employee who are clear from administrative and vigilance angle 

and on the basis of APAR gradings.  At the time of recommending the 

names, the Screening Committee shall satisfy itself that the employee is 

a deserving candidate for the Certificate and also enjoys an excellent 

reputation. 

g. If there is any change in the Vigilance status of the nominee in the 

intervening period between the date of sending nomination and the date 
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of award, the same shall be intimated to CCO.  If no report is received in 

this regard during the intervening period, it will be presumed that the 

status indicated earlier remains same. 

h. While considering the nomination of the employee, it shall be examined 

whether the employee has been compliant in filing Immovable Property 

Returns. 

 

(ii)  Pr.CC /DG Certificate of Excellence:  While considering the proposal, 

nature and quality of contribution made during the relevant years under 

consideration shall be evaluated.  In addition, specific remarks of devotion to 

duty as evident in reports, or other communications and / or of appreciation of 

outstanding performance indicating specific instances by the supervisory 

officers of the employee may be considered.  In addition, the contributions 

reflected in the following may be considered: 

 

a. ACRs / APARs for the period under review i.e. preceding 2 (Two) years, 

must be “Outstanding”. 

b. Letters of appreciation (if any). 

c. Specific remarks of devotion to duty in reports, or other communications 

of appreciation indicating specific instances of outstanding performance, 

from supervisory officers or any other person. 

d. The process of nomination shall be by way of self-nomination or 

otherwise in the specified proforma (Proforma I) along with a write-up 

detailing exceptional performance or achievements during the relevant 

period. 

e. The Screening Committee of the Commissionerates / CCO on their own 

can also identify deserving employees and examine admissibility, 

eligibility and merits of conferment of the Certificates.  The Head of the 

Department where the employee is currently posted can also suo-moto 

recommend the name of the employee for nomination, to the Screening 

Committee (Proforma I) 

f. Recommendation for Certificate of Excellence will be in respect of such 

employee who are clear from administrative and vigilance angle.  At the 

time of recommending the names, the Screening Committee shall satisfy 

itself that the employee is a deserving candidate for the Certificate and 

also enjoys an excellent reputation. 
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g. If there is any change in the Vigilance status of the nominee in the 

intervening period between the date of sending nomination and the date 

of award, the same shall be intimated to CCO.  If no report is received in 

this regard during the intervening period, it will be presumed that the 

status indicated earlier remains same. 

h. While considering the nomination of the employee, it shall be examined 

whether the employee has been compliant in filing Immovable Property 

Returns. 

 

7. Procedure for recommendation by the Screening Committee: 

 

i. The Screening Committee shall define the quantitative evaluation matrix 

and assign scores to the employees.  The Screening Committee will 

screen, objectively evaluate each application and recommend the cases 

of individuals for respective certificates, based on their achievements / 

performance. 

ii. All recommendations shall state the name and rank of the employee(s) 

so recommended, quantitative evaluation matrix with scores assigned 

and the particulars of the exemplary or distinguished work / 

contribution for which Certificate is being recommended. 

iii. While forwarding recommendation to the Selection Committee, the 

Screening Committee shall forward the evaluation matrix and the score 

assigned to each employee(s). 

iv. While mentioning the performance / contribution made, the role of the 

individual employee must be clearly brought out as distinct from that of 

the organization or team that the employee was a part of.  Details of 

work where the employee had played a prominent role should be 

mentioned separately indicating the precise role played by the employee. 

v. The employee who is being considered for any certificate will recuse 

himself / herself, if part of any Committee. 

vi. In case Screening Committee is of the view that there are cases that 

merit conferring ‘Certificate of Excellence’ to a group of employees who 

excelled as a team, it may consider each case subject to over-all limit of 4 

employees per team and recommendation of maximum of two teams in a 

year.  
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8. Format for sending nominations: 

 The nomination of officers for consideration by the Selection Committee 

shall be sent to CCO, Tiruchirappalli as per the following format: 

a. Proforma I -   Proforma to be submitted for filing of nomination. 

b. Proforma II – Recommendation of the Screening Committee. 

c. Annexure A - Declaration / undertaking by the Employee. 

d. Annexure B – APAR / ACR for the relevant period. 

e. Annexure C – History of Posting 

 

9. Screening and Selection Committee: 

 

 The processing and evaluation of nominations at the Commissionerate 

level shall be made by the Screening Committee of the Commissionerates 

comprising of the following officers: 

 

01. The jurisdictional Principal 

Commissioner / Commissioner 

Chairman 

02. An officer of the Commissionerate 

of the rank of ADC / JC 

Member-I 

03. An officer of the Commissionerate 

of the rank of ADC / JC 

Member-II 

 

The nomination in respect of the officers of CCO, Tiruchirappalli shall be 

considered by Committee comprising of the following officers: 

01. An officer of CCO of the rank of ADC / JC Member-I 

02. An officer of CCO of the rank of ADC / JC or 

an officer of the rank of ADC / JC as 

nominated by the Chief Commissioner 

Member-II 

 

The nominations received from the Screening Committee of the 

Commissionerates / CCO will be considered by the Selection Committee, 

comprising of the following officers, for final selection of the awardees: 

01. Chief Commissioner  Chairperson 

02. An officer of the rank of ADC / JC as 

nominated by the Chairperson 

Member 
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10. Timeline for processing / forwarding nomination: 

 

Sl.No. Activity Timeline 

01. Processing and Evaluation of 

the nomination by the 

Screening Committee 

30th of May 

02. Forwarding of nominations to 

CCO, Tiruchirappalli 

5th of June 

03. Processing of the nominations 

by the Selection Committee and 

recommendation of name of the 

officers for conferment of 

awards 

20th of June 

  

It shall be ensured that nomination of officers by the Screening Committee of 

the Commissionerates shall be sent to CCO, Tiruchirappalli as per the 

prescribed format, by the timeline specified as above. 

 

11. The other conditions / instructions on Withdrawal of Award and 

Restoration of Award as in the ‘Scheme for CBIC Certificate of Meritorious 

Service’ & ‘Certificate of Excellence’ as communicated by the DGHRD vide 

Annexure II to the letter dated 13.05.2026, will also apply to the Scheme for 

“CC Certificate of Meritorious Service’ & ‘Certificate of Excellence in respect of 

Customs (Preventive) Zone, Tiruchirappalli. 

 12.  The nominations in respect of “CC Certificate of Meritorious Service” 

and “CC Certificate of Excellence”, as per the prescribed formats and complete 

in all respects, shall be sent by the Commissionerates to CCO, Tiruchirappalli 

under a proper covering letter. Scanned copy of the same shall also be sent by 

email. 

@@@@@@ 

  



Page 8 of 12 
 

PROFORMA I 

Proforma to be submitted for filing of nomination for award of CC Certificate of 
Meritorious Service / CC Certificate of Excellence: 

01. Name of the employee (in full) (as per the Service 

Records) 

 

02. Designation & Pay Level  

03. Date of Birth (DD/MM/YY)  

04. Category (SC / ST/OBC / General)  

05. Date of Joining / Years of Service completed as on 

1st of January 

 

65. Present place of posting along with HOP (as per 

Annexure C) 

 

07. Administrative and Vigilance Status  

08. APAR gradings of the relevant period (as per 

Annexure B) 

 

09. Date of filing of Immovable Property Return 

(IPR) for the relevant period(s) 

 

10. Details of awards / certificates received till date  

11. Whether declaration / undertaking given by the 

officer that no civil /criminal/ FIR is pending 

against him / her (As per Annexure A) 

 

 

12. Outstanding contribution(s) during the relevant 

period (not more than 200 words) 

 

13. Special mention, if any  

14. Supporting documents (if any)  

15. Whether the application has been self-nominated 

or whether the name has been recommended 

Signature of the 

nominee / 

recommending 

HOD 

Name / Designation 

 

  



Page 9 of 12 
 

PROFORMA II 

Proforma for recommendation to be submitted by the Screening Committee 
while recommending the name of employee for award of CC Certificate of 
Meritorious Service / CC Certificate of Excellence: 

01. Name of the employee (in full) (as per the Service 

Records) 

 

02. Designation & Pay Level  

03. Date of Birth (DD/MM/YY)  

04. Date of Joining / Years of Service completed as on 

1st of January 

 

05. Present place of posting along with HOP (as per 

Annexure C) 

 

06. Administrative and Vigilance Status  

07. APAR gradings of the relevant period (as per 

Annexure B) 

 

08. Date of filing of Immovable Property Return 

(IPR) for the relevant period(s) 

 

09. Details of awards / certificates received till date  

10. Whether declaration / undertaking given by the 

officer that no civil /criminal/ FIR is pending 

against him / her (As per Annexure A) 

 

11. Quantitative Score 

Criterion Maximum 

Marks 

Marks 

obtained 

   
 

 

12. Remarks of the Screening Committee  

   

 Signature of Chair of the Screening Committee 

with seal (Name / Designation/ Date) 
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ANNEXURE ‘A’ 

Declaration / Undertaking 

 I, _______________________________________ S/o / D/o / 

W/o. Shri. ________________________, 

R/o_____________________________ hereby declare that no 

proceeding in respect of any Civil / Criminal case / FIR is pending against me 

at the time of consideration of CC – Certificate of Meritorious Service / CC – 

Certificate of Excellence. 

 I further undertake to furnish details forthwith  if any such Civil / 

Criminal instituted against me before investiture ceremony. 

 

 

Signature of the Recommended Employee. 

Name : 

Designation : 

Date : 
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ANNEXURE ‘B’ 

APAR / ACR Grading for the relevant years 

Name of the Officer : 

Designation: 

Commissionerate : 

Year Grading by the Reporting officer Grading by Reviewing 
officer 

   

   

 

Certified by:- 

 

 

Signature of the Forwarding / Recommending Authority 

(Commissioner / HOD) 

Name : 

Designation: 

Date : 

 

(Note : If APAR / ACR for any of the year(s) during the relevant period are not 
available, NRC for the same should be enclosed.  Further for those year(s), it 
must be ensured that the previous year / years APAR / ACR gradings, equal to 
the years for which APAR are not available, are furnished). 
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ANNEXURE ‘C’ 

HISTORY OF POSTING (HOP) 

Name of the officer : 

Designation : 

Commissionerate: 

 

Sl.No. Place of posting Post Held Period 

   From To 

     

     

 

 

Certified by:- 

 

 

Signature of the Forwarding / Recommending Authority 

(Commissioner / HOD) 

Name : 

Designation: 

Date : 

 

 


