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TAMIL NADU PUBLIC SERVICE COMMISSION 

Office Order No. 133, dated 12.11.2020 
(Amended vide Commission’s orders dated 28.04.2021 and 25.04.2022) 

 
 

Sub.: Recruitment (Direct) – Tamil Nadu State and 
Subordinate Services - Conduct of Oral Test - 
Placement of the ‘Statement of Qualification-
cum- Mark Sheet’ before the Oral Test Board, 
Constitution of Oral Test Boards, Shuffling and 
Other Procedures to be followed – Regarding. 

     
 

The following procedures shall be followed in the matter of Placement 
of the ‘Statement of Qualification-cum-Mark Sheet’ before the Oral Test 
Board, Constitution of Oral Test Boards and allotment of candidates to the 
Oral Test Boards. 
 
(1) Prior to the day of the oral test, the ‘Statement of Qualification-cum- 

Mark Sheet’ OMR format, as prescribed in Annexure I, shall be made 
ready for all candidates admitted to the oral test. 

 
(2) On the day of oral test, the staff of the Oral Test Department shall 

arrive at the office before 08.00 am. 

 
(3) The staff shall ensure that the candidates are seated at the 

designated tables. The identity of the candidates shall be verified with 
the photographs on the attendance sheet. In case of any discrepancy, 
recent photographs of the candidate shall be pasted on all the 
Statements of Qualification – cum - Mark Sheet, pertaining to that 
particular candidate and attested by the Joint Secretary / Deputy 
Secretary / Under Secretary in charge of the Oral Test Department. 

 
(4) After verifying the identity of the candidates, verification of the 

certificates / documents uploaded, with the original certificates / 
documents produced shall commence. Corrections, if any, required to 
be made to the database furnished by the APD, shall be made by the 
OTD Tech section,  upon request from the OTD section concerned.   
The OTD Tech section shall also make the required corrections to the 
respective Statements of Qualification – cum – Mark Sheets and issue 
fresh printouts of the same. 
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(5) After completion of certificate verification, the instructions to 
candidates as specified in Annexure II, both in Tamil and English, 
shall be read out over the public address system. The candidates shall 
deposit all their belongings, including mobile phones, in the lockers 
provided for the purpose. The locker number allotted to each 
candidate, shall be recorded in  the  attendance  sheet  (format  
prescribed   in   Annexure   III). The candidates shall be instructed to 
retain the locker keys safely until the conclusion of the oral test. 

 
(6) A lot box containing tokens bearing Board Numbers shall be placed 

near the certificate verification area. 

 
(7) Around 09.00 am, the staff shall direct the candidates, for whom 

certificate verification has been completed, table-wise, to the lot box. 
Each candidate shall pick one token, bearing a Board Number, from 
the lot box and shall disclose the Board Number to the staff 
supervising the process. The supervising staff shall write down the 
Board Number against the name of the candidate in the attendance 
sheet and obtain their signature on the attendance sheet. 

 
(8) After drawal of lots, the candidates shall remain seated at their 

originally designated tables. Thereafter, the candidates shall be 
instructed to seat themselves Board Number-wise, in the order of 
picking up tokens. The candidates shall also fill in and sign the format 
shown below, which shall be retained for use by the interview clerk. 

Order in which candidates are to be admitted to the Oral Test 

Post:    
Date Of Oral test:  FN / AN 

Board No.:   
 

Sl. No. Register No. Name of Candidate Signature 
    

    

 

(9) The staff who had verified the certificates shall place the Statement of 
Qualification-cum-Mark Sheet of candidates (full set) in the respective 
trays, according to the Board Number drawn by them. 
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(10) The names of the Section Officers assisting  the  Oral  Test  Boards 
shall be selected by lot, prepared by and under the supervision of the 
Joint Secretary / Deputy Secretary concerned. The Section Officers 
shall inform their staff regarding the Board assigned to them and 
ensure that all the candidates are seated in the waiting hall earmarked 
for that particular Oral Test Board. 

 
(11) Thereafter, the staff shall arrange the Statements of Qualification-

cum- Mark Sheet of candidates allotted to their board, in the order of 
picking of tokens by the candidates. 

 
(12) Candidates who do not present themselves for the oral test, at the 

stipulated time, shall be permitted to attend the oral test, only if the 
verification of their certificates and their admission to the oral test is 
approved, before the conclusion of the oral test in the respective 
session in the Board allotted. They shall, however, forfeit their chance 
to choose the Board Number by drawal of lot. 

 
(13) In the case of candidates who come late or absent themselves for the 

oral test or whose applications were rejected subsequently, the 
Statements of Qualification  –  cum  -  Mark  Sheet  of  such  
candidates shall be arranged in the ascending order of their register 
numbers within each category, viz., (i) late-comers; (ii) absentees 
and (iii) rejections. The Board Numbers mentioned in the remaining 
tokens shall be allotted to them, in the order of categories as 
mentioned above. 

 
(14) The Statement of Qualification-cum-Mark Sheet OMR format of those 

candidates whose applications are rejected subsequently, shall be 
marked and signed by the Joint Secretary / Deputy Secretary in 
charge of Oral Test Department and placed before the Board allotted, 
in the same session. 

 
(15) On the day of oral test, the Chairman / Members may assemble in the 

Commission’s Meeting Hall, at a time to be decided on a case-to-case 
basis, to draw lots on which Board they would chair. 

 

(16) The Chairman and Members of the Commission present on the day of 
the oral test shall chair the respective Oral Test Boards as decided by 
drawal of lots.  A cyclic turn shall be followed from the Junior  
Members to  Senior  Members and Chairman  for the  picking of  lots.  
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The Joint Secretary / Deputy Secretary in charge of the Oral Test 
Department shall ensure that the turns followed for each drawal of 
lots are entered in a register maintained for the purpose, so that the 
cycle is followed without any error.  

 
(17) The Departmental Representatives and Experts shall be allotted 

Boards by drawal of lot, in their waiting hall,  under the  guidance of  
the  Joint Secretary / Deputy Secretary in charge of the Oral Test 
Department. Prior to the drawal of lots, the Joint Secretary / Deputy 
Secretary / Under Secretary shall read out the ‘Instructions to the 
Departmental Representatives and Experts’ as specified in Annexure 
IV and obtain their acknowledgement on a copy of the said 
‘Instructions’. 

 
(18) After conclusion of the oral test, the Section Officer concerned shall 

collect the Statement of Qualification-cum-Mark Sheet of the 
candidates intended for the Chairman / Member, Expert and 
Departmental Representative, respectively, place it inside the 
specified cover, seal the cover under the supervision of the Chairman 
/ Member, in the Oral Test Board Room itself. This cover shall be 
handed over to the Secretary, within five minutes of sealing. 

 
(19) A certificate from the Experts and Departmental Representatives 

regarding their acquaintance / non-acquaintance with the candidates, 
in the format prescribed at Annexure V, shall also be obtained by the 
Section Officer at the end of every session of the oral test and handed 
over to the OTD section concerned. 

 

(20) As regards the afternoon session, the composition of the board and 
the board number, fixed in the morning shall remain the same. 

 
(21) The video recording of the proceedings of each individual Oral Test 

Board shall be copied from the server onto DVDs, by the staff 
nominated from the OTD-Tech. section, after which the original content 
in the server shall be deleted. The DVDs pertaining to each individual 
Oral Test Board shall be placed in a separate cover and sealed in the 
server room itself. 
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(22) All the sealed covers shall be superscribed by the Under Secretary   
(OTD) to the effect that the aforesaid work had been carried out in 
his/her presence. The covers containing the DVDs shall be handed 
over to the Under Secretary (OTD) by the said staff, within an hour 
after conclusion of the oral test for that day, in the respective Boards. 
The sealed covers shall be attested by the Chairman and thereafter 
deposited in the Secretary’s room. 

 
 
       … Annexures I to V                             K. NANTHAKUMAR, I.A.S.                                       
                                                                                         Secretary 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



6  

 
 
 
 
 
 
 
 
 
 
 



7  

Annexure-I 
 

Format of Statement of Qualification  
 

(The text alongside the grade to be awarded shall be in consonance with the 
provisions of the Commission’s Rules of Procedure as on date) 
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Annexure II 
 

Instructions to Candidates 
 
1. Candidates shall be requested to choose the Oral Test Board at which 

they will be interviewed, by drawal of lot. Each candidate shall pick 
one token, bearing a Board Number, from the lot box and disclose the 
Board Number to the staff supervising the process. The supervising 
staff shall write down the Board Number against the name of the 
candidate in the attendance sheet. 

 
2. Candidates shall be requested to deposit all their belongings, 

including mobile phones, in the lockers provided for the purpose. The 
locker number allotted to each candidate, is recorded in the 
attendance sheet. The candidates shall be requested to retain the 
locker keys safely until the conclusion of the oral test. 

 
3. Candidates shall be requested to verify all details in the attendance 

sheet, including the Board number and Locker number, before signing 
the same. 

 
4. After conclusion of the oral test, candidates shall be requested to 

remove all their belongings from the locker and hand over the locker 
keys to the office staff, duly acknowledging the same. 

 
5. Candidates suffering from illness, pregnant women and lactating 

mothers shall be requested to inform the staff accordingly, so as to 
obtain priority in the order of interview, for that session. 

 
6. Candidates suffering from medical conditions requiring medication or 

other medical aids, may make a request to be permitted to carry the 
requisite material with them into the waiting hall. However, they shall 
not be permitted to carry such material into the Oral Test Board 
Room. 

 
7. Candidates shall be requested to avail of the canteen and restroom 

facilities available in the ground floor of the Commission’s office, as 
required, before the start of oral test. Candidates shall not be 
permitted to go to any other floors of the Commission’s office. 

 
8. Persons accompanying the candidates shall be requested to utilize the 

Waiting Hall on the ground floor. However, candidates with 
benchmark disabilities, pregnant women, lactating mothers and those 
who need special assistance shall be permitted to bring an attender 
inside the Commission’s office premises. 

            ... Tamil Version Overleaf 
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 ேதßவßக´Ôகான அ�¶ைரகã 
 

1. ேதßவßகã ஒáெவா±வ±Ý தாÕகேள தÕகள« வாÞெமா� ேதß¶ அைற எÙைண 
¤³Ôகà ¯ைற Âலமாக ெத�¶Ö ெசÞ« ெகாã´மா² ேகØ©Ô ெகாãளÜப©xறாßகã. 
ஒáெவா±  ேதßவ±Ý வாÞெமா� ேதß¶ நைடெபற�±Ô¤Ý அைற எÙ 
ெபா�ÔகÜபØ}±Ô¤Ý ஒ± �Ø}ைன ¤³Ôகà Âலமாக ெத�¶Ö ெசÞ«, அைற 
எÙைண ேமäபாßைவ ெசÞ« ெகாÙ}±Ô¤Ý ேதßவாைணய அ³வல�டÝ ெத��Ôக 
ேவÙ©Ý.  ேதßவாைணய அ³வலß, ேதßவßக�å அைற எÙைண அவßகã 
ெபயßக´Ô¤ ேநராக வ±ைகÚ தா�à ப�¶ ெசÞவாß.  

 
2. ேதßவßகã, ைகÜேபz உØபட தÕகள« அைனÚ« உைடைமகைள°Ý இதäெகåேற 

வழÕகÜபØ}±Ô¤Ý பா«காÜ®Ü ெபØடகÚ�­ã ைவÚ«Ô ெகாã´மா² ேகØ©Ô 
ெகாãளÜப©xறாßகã.  ேம³Ý, ஒáெவா± ேதßவßÔ¤Ý த�Úத�ேய 
ஒ«ÔகÜபØ©ãள பா«காÜ®Ü ெபØடக எÙணான« வ±ைகÚதா�à ப�¶ 
ெசÞயÜப©Ý.   வாÞெமா�Ú ேதß¶ ¯}°Ý வைர, ேதßவாளßகã தÕக�டÝ 
ெகா©ÔகÜபØட பா«காÜ®Ü ெபØடகÚ �ற¶ேகாைல பÚ�ரமாக ைவÚ«Ô ெகாãள 
அ�¶²ÚதÜப©xறாßகã. 

 
 

3.  ேதßவßகã, தாÕகã வாÞெமா�Ú ேதß¶ நைடெபற�±Ô¤Ý அைற எÙ, பா«காÜ®Ü 
ெபØடடக எÙ உã�Øட அைனÚ«Ú தகவàக´Ý வ±ைகÚதா�à ¯ைறேய, ப�¶ 
ெசÞயÜபØ©ãளனவா எåபைத உ²� ெசÞத �åனேர ைகெயாÜப�©மா² ேகØ©Ô 
ெகாãளÜப©xறாßகã. 

 
4. வாÞெமா�Ú ேதß¶ ¯}Ûத �ற¤ ேதßவßகã அைனவ±Ý பா«காÜ®Ü 

ெபØடகÚ��±Û« தÕகள« அைனÚ« உைடைமகைள°Ý எ©Ú«Ô ெகாÙ© 
அதäகான �ற¶ேகாைல சÝபÛதÜபØட ேதßவாைணய அ³வல�டÝ ஒÜபைடÚ«, உ�ய 
ப}வÚ�à ைகெயாÜப�©மா² ேகØ©Ô ெகாãளÜப©xறாßகã.   

 
 

5. உடà நலமäற ேதßவßகã, கßÜ�~Ü ெபÙகã மä²Ý பாÆØ©Ý தாÞமாßகã, 
அவßக´Ôகான ேநßகாணà  வ�ைச எÙ ¯ைற�à ¯å­�ைம ெப²Ý ெபா±Ø© , 
ேதßவாைணய அ³வல�டÝ அதäேகäப ¯åனேர ெத��Ô¤மா² 
அ�¶²ÚதÜப©xறாßகã.  

 
6. உடà நலமäற ேதßவßகã தÕக´Ô¤Ú ேதைவயான ம±Û« மä²Ý ம±Ú«வ 

உபகரணÕகைள காÚ�±Ü® அைறÔ¤ எ©Ú«Ö ெசàவதä¤ ேதßவாைணய 
அ³வல�டÝ அ­ம� ேகாரலாÝ. இ±Ü�­Ý, அÚதைகய ெபா±Øகைள வாÞெமா�Ú 
ேதß¶ அைறÔ¤ã எ©Ú«Ö ெசàவதä¤ அவßகã அ­ம�ÔகÜபடமாØடாßகã.  

 

 
7. வாÞெமா�Ú ேதß¶ ெதாடÕ¤வதä¤ ¯åபதாக, ேதßவßகã  ேதßவாைணய அ³வலக 

தைரÚதளÚ�à உãள உணவகÝ மä²Ý க�Üபைற வச�கைள பயåப©Ú�Ô 
ெகாã´மா² ேகØ©Ô ெகாãளÜப©xறாßகã.  ேம³Ý, ேதßவßகã 
ேதßவாைணயÚ�å ேவ² எÛத தளÚ�ä¤Ý ெசàவதä¤ அ­ம� இàைல.  

 
8. ேதßவßக´டå வ±Ý நபßகã தைரÚதளÚ�³ãள காÚ�±Ü® அைறையÜ 

பயåப©Ú�Ôெகாã´மா² ேகØ©Ô ெகாãளÜப©xறாßகã.  எ�­Ý, மாä²Ú 
�றனா�கã, கßÜ�~Ü ெபÙகã, பாÆØ©Ý தாÞமாßகã மä²Ý zறÜ® உத� 
ேதைவÜப©Ý நபßகã ஆxேயாß  ஆைணயÚ�å வளாகÚ�ä¤ã உத�யாளß 
ஒ±வைர  அைழÚ« வர அ­ம�ÔகÜப©xறாßகã.  
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I hereby declare that as on date, no criminal case / disciplinary case, has 
been filed / registered / pending against me and that I have not been 
convicted by any court of law / awarded any punishment, on any count 
(if not, state as applicable) 

I have deposited all my belongings, including mobile phone, in the locker. 
I am aware that if any material, except the locker key, is found to be in 
my possession, while in the waiting room or in the Oral Test Board, the 
same will be confiscated. 
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Annexure IV 
Instructions to Experts and Departmental Representatives 

1. The Oral Test Board at which the Experts and Departmental Representatives 
are to assist, shall be decided by drawal of lot, by the Experts and 
Departmental Representatives themselves, fifteen minutes before the start of 
the oral test. 

2. The Experts and Departmental Representatives are requested to keep their 
mobile phones in the Experts / Departmental Representatives waiting room 
itself and not to carry them inside the Oral Test Board. 

3. The Experts and Departmental Representatives are requested not to carry 
any book / notepad / paper for making notes / any other stationery including 
pen and pencil or electronic gadgets such as Tabs, Laptops, etc., inside the 
Oral Test Board. 

4. The Experts and Departmental Representatives are requested to go through 
the Statement of Qualification-cum-Mark Sheet, given to them, wherein the 
photograph and other details of the candidates are available. If any of the 
candidates are related to them / subordinates working under them / known 
to them, they shall inform the Board Chairman immediately and refrain from 
interviewing such candidates. In any case, the Experts and Departmental 
Representatives are requested to certify regarding their acquaintance / non-
acquaintance with the candidates, in the format of certificate given to them for 
this purpose. 

5. The Experts and Departmental Representatives are informed that they are 
liable to face appropriate action, in case of suppression of information 
regarding their acquaintance with the candidates. 

6. White sheets and black pens are provided in the Oral Test Board for the use 
of Experts, Departmental Representatives and the Oral Test Board Chairman. 
After the oral test, the Experts and Departmental Representatives are 
requested to leave the paper they have used, in the Board itself. 

7. The Experts and Departmental Representatives are also requested not to 
make any notes regarding the personal information of the candidates or note 
down the Grade awarded to the candidates during the oral test process. 

8. The Experts and Departmental Representatives are requested to use only the 
black pen provided to them, for shading the Grade in the Statement of 
Qualification-cum-Mark Sheet. 

9. The Experts and Departmental Representatives may please note that the 
Grade is awarded by consensus, based on the candidate’s personality, 
bearing, aptitude, general knowledge and technical knowledge. 

10. The Statement of Qualification-cum-Mark Sheet shall be sealed in the Oral 
Test Board, in the presence of the Experts, Departmental Representatives 
and the Oral Test Board Chairman, at the conclusion of the forenoon and 
afternoon sessions, respectively. The Experts and Departmental 
Representatives may leave the Oral Test Board only after the said process is 
completed. 

... Acknowledgement Overleaf 
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ACKNOWLEDGEMENT OF THE INSTRUCTIONS AT PRE-PAGE 
 
 
 

Sl. No. 
Name of Expert / 

Departmental 
Representative 

Designation Signature 
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I do not wish to interview the following candidates, for the reasons stated. 

I  certify  that  no  candidate  interviewed  by  me  today  was  related  to  me  /  
a subordinate working under me / known to me. 

Annexure V 

Post:                                                               0                                                                                                     
Date:                    FN / AN 

BOARD       
 

Certificate by the Departmental Representative / Expert 
 

 
I,                                                                               (Name, Designation, Department) 

have been nominated to assist at the Oral Test Board as Departmental Representative 
/ Expert. 
 

(Please strike off the box which is not applicable) 
 
 
 
 

Name of Candidate 
(Thiru/Tmt/Selvi) 

 
Register 
No. 

Reason 
(Relative/Subordinate staff/Known to me) 

   

   

   

 
 

OR 
 

 
 
I further certify that I am aware that suppression of any information in this regard 
will make me liable to appropriate action in the future. 

 
 
 
 

     Signature of the Departmental Representative/Expert 
 


