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Circular No. 29/Staff Wing /2025
No.759-Saff (App.-11y67-2025'V ol VI

oA & e vd e T waen OFFICE OF THE COMPTROLLER &
9, &1 TuTR Iy Wi, AUDITOR GENERAL OF INDIA
¢ feelt-110 124 9, DEEN DAYAL UPADHYAYA MARG,
NEW DELHI - 110 124
fi < pate_|3- 08-Jods
To

All Heads of the Department
{Cadre Controlling Authorities)
Director General (Commercial-il)

Director (Personnel)

Subject: Representations from Government Servants on service matters - regarding.

Reference:

i) DoPT O.M. No. 118/52-Ests. dated 30.04.1952

i) DoPT O.M. No. 25/34/68-Estt (A) dated 20.12.1968

iii)  DoPT O.M. No. 11013/7/99-Estt. A dated 01.11.1999

iv) DoPT O.M. No. 11013/08/2013-Estt.(A)-111 dated 06.06.2013

V) DoPT O.M. No, 11013/08/2013-Estt.(A)-111 dated 31.08.2015

vi)  Circular No. 26-Staff-Staff Wing/2014-No. 1146-Stafl (App.11)/67-

2014/Vol.Ill dated 07.07.2014

vii)  Letter No. 892-SA-V/Representations/64-2023 dated 19.09.2024

Madam/Sir,

It has come to notice that despite existing instructions, some government servants
are not adhering to the prescribed procedures for submitting representations on service
matters. This circular aims to reiterate and clarify the guidelines regarding the submission
of representations by government servants.

I. Submission of Representations: Government servants are required to submit their
representations on service matters, such as requests for transfer, deputation, pay
fixation, promotions, etc.. through the proper channel. This means addressing their
immediate official superior. the Head of Office, or the authority competent to deal
with the matter.

Comd.



Prohibition on Direct Representations: Direct representations 1o higher authoritics.
including the President, Prime Minister, Ministers. or other high functionaries. are
strictly prohibited. Such actions bypass the prescribed channels and arc considered
a violation of conduct rules.

Outside Influence: Attempting to bring outside influence, including through elected
members like MLAs, MPs, or Ministers, in matters related to postings and transfers
is not permitted. Such practices are viewed seriously and attract disciplinary action.
Handling of Representations:

41 Authorities receiving representations may acknowledge receipt and strive 1o
provide a response within a reasonable time frame, preferably within one
month.

42 For issues like non-payment of salary or allowances. a reply should be given

preferably within one month. If no response is received. the government
scrvant may escalate the matter to a higher officer.

43 Representations against the orders of immediate superiors should be handled
expeditiously.

Advance Copies of Representations:

s.i. Advance copies of representations sent directly to higher authorities will be
ignored or rejected if the prescribed channels have not been exhausted.

s2. If the prescribed channels have been exhausted, the representation may be
considered, but only after obtaining comments from the lower authorities.

Representations from Relatives:

6.1. Represemations from relatives of government servanis are generally not
entertained. except in cases where the government servant is deceased or
physically incapacitated.

Disciplinary Action:

21 Violation of these instructions, including submitting direct representations or
attempting to bring outside influence, will be treated as misconduct under Rule
3(1)iii) of the CCS (Conduct) Rules. 1964. Appropriate disciplinary action
will be initiated against those who fail to comply.

Contd.



8 Reference Material:

81, The relevant DoPT Office Memoranda are enclosed as 'Annexure’ for detailed
guidelines and should be referred to for comprehensive understanding.

8.2, These instructions and guidelines are also available on the DoPT ponal:

laﬂ_p:-. “g!jﬁ!w.gi}‘\mj .

All govemment servants are urged to strictly adhere to these guidelines. Cadre
Controlling Authorities are requested to ensure wide publicity of this circular among
employees and 1o take necessary action in case of violations.

Yours faithfully.

e

(Sumeet Kumar)
Assistant Comptroller & Auditor General (N)

Enclosures:
«  DoPT O.M. No. 118/52-Ests. dated 30.04.1952
»  DoPT O.M. No. 25/34/68-Estt (A) dated 20.12.1968
+ DoPT OM. No. 11013/7/99-Est1. A dated 01.11.1999
»  DoPT O.M. No. 11013/0872013-Est(A)-11I dated 06.06.2013
« DoPT O.M. No. 11013/08/2013-Estt.(A)-111 dated 31.08.2015
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be trested as an unbecoming conduct sttracting the

provisions of Rule 3 (1) (iii) of the CCS (Conduct)
Rules, 1944.

5. It is vecuested that these instructions may be
brought to the notice of ell Govt. servants and
appropriate dlsciplinary action may be taken against
those who viclate these instructions.

(1.0. Thonas )}
Oeputy Secretary to the Government of India

fo
All Ministries/Departments of the Govt. of India.
Copy to:

Comptroller & Audtior General of Indla, New Delhi.
Unlon Public Service Comaisaion, New Delhi.
Central Vigilance Commiesion, New Delhi.

Central Bureau of Investigation, New Delhi.

All Union Territory Administrations.

Lok Sabha/Rajya Ssbha Secretariat.

All Officere and Sections in the Ministry of
Personnel, Public Grievances & Pensions & MHA.
All Attached and Subordinate Offices of Minlstry
of Parsonnel, P.G. & Pengions & MHA,

NP W N
- . - - - . .

@

-

(T.0. Thomas) —e—e———
Deputy Secretary to the Governmaent of Indiam
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MNo. 11013/7/799-Estt. (A)
- . . - Government of Indlas
Ministry of Petednnel, Public Grlevances & Pensicns
(Dapartmant of Personnel * Training)

New Delhi, dated the lgd Nuady 1999.
~OFFICE MEMORANDUM

Sub ject: Representation from Government servants on
sarvice maltters,

-

The undersigned is directed to refer to the

Ministry of Home Affalrs O.M. NKo.118/52-Este. dated
30th April, 1952 on the subject mentioned sbove (copy
enclosed for ready refarence).
2. It has been envisaged in these Instructions
that whenever, in any mstter connected with his service
rights or conditions, a Governmant servant wishes to
press a claim or to seek redress of a grievance, the
propsr course for him is to address his Iimmediaste
officlal superior, or the Head of his office, or such
other suthority at the lowest level as he ls compstent
to desl with the matter, Of lats, it is observed that
there has been a tendency on the part of officers at
diffarent levels to by-pass the prescribed channels of
vepressentation and write directly to the  high
functionaries totally lgnoring the prescribed channels.
The problem 1s more acute in lesrge Departments where
often very Junior employess at clerical level address
muitiple representations to the HMinister, Prime
Minister and other functionaries. Apart from
individual repressntations, ths ssrvice unions have
also developed a tendency to write to the Ministers and
Prime Minister on Individual grievances. Somes of Lhese
representstions are often forwarded through Hembers of
Parliament, in wviclatlon of Rule 20 of the CCS
(Conduct ) Rules, 1964.

3. Exleting instructions clearly provide that
representatione on service matters should be forwarded
through proper channel. The stage at which an advance
copy of the repressntation nsy be sent to higher
authorities has also been Indicated. 1In MHA O.M,
No .25/34/68-Eatt .(A) dated 20.12.68 - (copy enclowed)
time 1imits for dispossl of wvarlous types of
representations have been prescribed. 1f it L=
anticipsted that an sppesl or petition cannot be
dispossd of within & month of ite submission, an
scknowledgement or interim reply should be sent to the
individual within a month.

4, Thug adecuats instructlons are svailable in the
metter of submiemion of vepresentations Dy tg
Governmént servants and treatmant of

ons by the authorities concerned. As such
::g::r:;tl of repressentations directly to hiohm;
authorities by-passing tha prescribed cuimo ‘:d
communicetion has to be viewed nrl:u- Y ey
appropriate diutpllmrr sctlion should be taken .T e
thoss who vioclate thess instructions as it can rightly



No.11013/08/2013-Estt.(A)-lll
Government of India
Ministry of Personnel, Public Grievances & Pensions
Department of Personnel & 1 raimng

North Block, New Dethi
Dated the 6" June 2013

OFFICE MEMORANDUM

Subject: Representation from Government servant on service matters.

The undersigned is directed to refer to the Ministry of Home Affair's OM No
118/52-Ests. dated the 30" April, 1952, OM No. 25/34/68-Estt (A) dated the 20"
December, 1968 and this Department's OM No. 11013/07/1999-Estt.(A) dated the
1* November, 1999 (copies enclosed for ready reference) on the above mentioned
sublect. This Department is receiving a number of representations. on service

matters, addressed to the Prime Minister/ Minister/ Secretary (P) and other officers
directly from the Government servants.

2. It has been envisaged in these instructions that whenever, in any matter
connected with his service rights or conditions, a Government servant wishes fo
press a claim or to seek redress of a grievance, the proper course for him is to
address his immediate official superior, or the Head of his office, or such other
authority at the lowest level as is competent to deal with the matter. Of late. ¢t s
observed that there is an increasing tendency on the part of officers at different
levels to by-pass the prescribed channels of representation and write directly to the
high functionaries totally ignoring the prescribed channels. The problem is more
acute in large Departments where often very junior employees at clerical leve!
adcress multiple representations o the Minster, Prime Minister and other
functionaries. Apart from individual representations. the service unions have also
developed a tendency to write to the Ministers and Prime Minister on individua!
grievance. Some of these representations are often forwarded through Members of
Parliament, in violation of Rule 20 of the CCS (Conduct) Rule, 1964.

3. Existing instructions clearly provide that fepresentations on service matters
should be forwarded through proper channel, The stage at which an advance copy
of the representation may be sent to higher authorities has also been indicated_ ir.
MHA O M. No. 25/34/68-Estt.(A) dated 20.12.68 time limits for disposal of various
types of representations have been prescribed. If it is anticipated that an appeal or
petition cannot be disposed of within a month of its submission an
acknowiedgement or interim reply should be sent to the individual within a month

4. Thus adequate instructions are available in the matter of submission of
representations by the Government sewaqts and treatment of the representations by

tions directly 1o highe:
ication, has to be viewec

! an unbecoming conduc
Rule 3 (1) (iii) of the CCS (Conduct) Rules, 19649. ’

Y .
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5 It is again reiterated that these instructions may be brought to the notice of &
Govt servants and appropriate disciplinary action may be taken against those
violate these instructions.

o
K Wadhwe
Under Secretary to the Government of India

Te
All Ministries/Departments of Gowvt. of India.

Copy to:

Comptrolier & Auditor General of india, New Delhi.

Union Public Service Commission, New Delhi.

Central Vigilance Commission, New Delhi.

Centrai Bureau of Investigation, New Delhi.

All Union Territory Administrations.

Lok Sabha/Rajya Sabha Secretariat. '

All Officers and Sections in the Ministry of Personnel, Public Grievances &

Pensions

g All and Subordinate Offices of Ministry of Personnel, P.G. & Pensions.
g, N&é DoP&T with the request to upioad this O.M. on Department's web site
" {OMs/Orders—» Establishment—» CCS (Conduct Rules).

DO B S



Copy of the Office Memorandum No. 118/52-Ests. Dated 30™ April, 1952

Representations from Government servants on service matters — advance copies

Reference are frequently received in this Ministry enquinng whether the submission of advance
copies of representations 1o higher authorilies is permissible and as 1o the treatment that should

B

= accorded o such copies. The matter has beer carefully considered and the following
structions are issued for the guidance of al' concemed

-naver in any matter connected with his service nights or conditions a Government

« ol wishes o press a claim or to seek redress of a grievance, the proper course for him 1

. address his immediate superior official, or the Head of office, or such other authority at the
owes! level as he is competent to dea' with the matier. An appeal or representation to a migher
authority must not be made unless the appropriate lower authority has already rejected the
claim or refused relief or ignored or unduly delayec the disposal of the case Representations to
still igher authorities (.e.g. those addressed {o the President. the Government or to Hon'bie
Minister) must be submiited through the proper channel (ie the Head of Office etc

concemned). There will be no objection at that stage, but only at that stage 10 an advance copy
of the representation being sent direct

3. The treatment by the higher authorities of advance copies of representations so recewves
should be governed by the following genera! principles -

{a) If the advance copy does not clearly show that ali means of securing attention or redress
‘rom lower authorities have been duly tried and exhausted, the representation should be ignored
w rejectec summarily on that ground. the reasons being communicated briefly to the
> enment servants. If the Government servant persists in this prematurely addressing the
- authorities, suitable disciplinary action should be taken against him.

‘b

(b) If the advance copy shows clearly that ali appropriate lower authorities have beer. duty
aodressed and exhausted, it should be examined 1o ascertain whether on the facls as states

some grounds for interference or for further consideration, prima facie exist. Where no such

grounds appear, the representation may be ignored or summarily rejected, the reasons bemn:
communicated briefly to the Government servant.

(c) Even where some grounds for interference or further consideration appear 1o exist

appropriate'lower authority should be asked. within a reasonable time, to forward the orgr -
represenlation, with its report y

represen _ and comments on the points urged There is ordinarily
justification for the passing of any orders on any representation without thus ascertaining tr
comments of the appropriate lower authority

4 Some Government servants are in the habit of . — . _
outside authorities, i.e. authorities wh serding copies of their representations also -

0 are not directly concerned with the consideration there:
(~ o other Honorable Minister, Secretary, Members of Parliament e
¢ r~tonable practice, contrary to official fen fisc 5 Spdhirge

propriety and subvers: f scipli ;
L vermment servants are expected saupulous?y' totya'schew it. O R



Copy of the Office Memorandum No. 25/34/68-Estt.(A) Dated 20.12.1968

Representations from Govemnment servants on service matters ~ Treatment of

Reference is invited to the Ministry of Home Affairs Office Memorandum No. 118/52-Ests Dated
the 30" April. 1852 on the subject mentioned above (copy enclosed for ready reference; It has

been brought to the nofice of the Ministry of Home Affairs that undue delay occurs very ofter i
the disposal of representations from Government servants in regard to matters connectec wilh
the sefvice rights or conditions which causes hardship to the individuals concemed

2. The representations from Government servants on service matters may be broady clessriec
as follows :-

(1) Representations/complaints regarding non-payment of salary/allowances or othe’ aues

(Z) Represemations on other service matters;
(3) Representations against the orders of the immediate superior authority. anc

4} Appeals and petitions under statutory rules and orders (e.g. Classification Controt and
Appea! Rules and the petition Instructions).

3 In regard to representations of the type mentioned at (1) and (2) above, if the individua' has
~0t received a reply thereto within a month of its submission, he could address. or ask for an
nterview with the next higher officer for redress of his grievances. Such superior officer shouic
mmediately send for the papers and take such action as may be calied for. without delay

4. Representations of the type mentioned at (3) above, would be made generally only in cases
where there is no provision under the statutory rules or orders for making appeals or pettions
Such representalions also should be dealt with as expeditiously as possible The provisions ¢
the preceding paragraph would apply to such representations also but not to late
representations made by the same Government sefvant on the same subject afier hs <
representation has been disposed off appropriately.

5. in regard to the representations of the type mentioned at (4) above, although the reieva
rles or orders do not prescribe a time limit for disposing of appeals and petitions by the
competen: authority, it should be ensured that all such appeals and petitions receive promp!
atiention and are disposed within a reasonable time. If it is anticipated that an appeal or a
petition cannot be disposed of within a month of its submission, an acknowiedgement or an
interim reply shoutd be sent to the individual within a month.

i i i i i . 11BISZ-
6. The instructions contained in paragraph 2 of this Ministry's Office Memorandum No
Ests Dated the 307April, 1952, will stand modified to the extent indicated in the paragraphs 3.4

and 5 above.



F. No. 11013/08/2013-Estt.{A-1l1)
Government of India
Ministry of Personnel, Public Grievances & Pensions
Department of Personnel & Training
Establishment A-11l Desk

ahnay

North Block, New Dethi
Dated August 31, 2015
QFFICE MEMORANDUM
Subject: Representation from Government servant on service matters -

relteration of instructions - regarding.

The undersigned is directed to refer to O.M. of even number dated 6 June, 2013
wherein instructions have been issued on submission of representation by Government
servants about their service matters. In spite of these instructions, it has been observed
that Government servants including officers/ officials of para military forces and Army

personnel continue to represent directly to the Prime Minister, Minister, Secretary (P) and
other higher autharities, directly.

8 As per the existing instructions, wherever, in any matter connected with his service
rights or conditions, a Government servant wishes to press a claim or to seek redressal of
grievance, the proper course for him is to address his immediate official superior, or Head

of his office, or such other authority at the appropriate level who is competent to deal with
the matter in the organisation.

3. Such submission of representations directly to other authorities by- passing the
prescribed channel of communication, has to be viewed seriously and appropriate
disciplinary action should be taken against those who violate these instructions. This can
rightly be treated as an unbecoming conduct attracting the provisions of Rule 3 {1} (iii) of
the Central Civil Services (Conduct) Rules, 1964. It is clarified that this would include all
forms of communication including through e-mails or public grievances portal etc.

4, Attention in this connection is also invited to the provision of Rule 20 of CCS
(Conduct) Rules, 1964 prohibiting Government servants from bringing outside influence in
respect of matter pertaining to his service matter. Representation by relatives of

Government servant is also treated as outside influence as darified vide MHA OM No.
F.25/21/63-Estt.(A) dated 19.09.1963

5 It is reiterated that these instructions may be brought to the notice of ali Gowvt.
servants including officers/ officials of para milltary forces and member of armed forces

nd action taken against those who violate these instructions. " 9&.

(Mukesh Chaturvedi)
Director (E)
T Telefax: 23093176
The Secretaries of All Ministries/Departments of Govt. of India
(as per the standard list)
e 2 fo
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Copy to:

President’s Secretariat, New Delhi.
Vice-President’s Secretariat, New Delhi.
The Prime Minister's Office, New Dethi.
Cabinet Secretariat, New Delhi.
Rajya Sabha Secretariat/Lok Sabha Secretariat, New Delhi.
The Comptroller and Auditor General of India, New Delhi.
The Secretary, Union Public Service Commission, New Delhi.
The Secretary, Staff Selection Commission, New Delhi.
All attached offices under the Ministry of Personnel, Public Grievances and Pensions
10 National Commission for Scheduled Castes, New Dethi.
11. National Commission for Scheduled Tribes, New Delhi.
12. National Commission for OBCs, New Delhi.
13. Secretary, National Council (JCM}, 13, Feroze Shah Road, New Delhi.
14. CVOs of all Ministries/Departments.
15. ADG [M&C), Press Information Bureau, DoP&T
ylc Department of Personnel & Training, North Block, New Delhi {for uploading the
same on the website of this Ministry under the Head OMs & Orders -» Establishment »

W NI W N

{Conduct Rules). 3
17. Hindi Section, DoP&T i)\(%: Z; w :
(Mukesh Chaturvedi)
Director (E)
Telefax: 23093176




N, tfo3z - EeTett, (o
Govey nmany of Jeadin
Minielys of rer ronnel . Fubd fe o ievancan A Fene jone
(Drpa: tmant of fe nonmml s Training)

Naw Delhl, dated the IRT Novoadey 19975

-OFFICE MEMIRANDUNM

Sub ject : Representat jby from Gover nment servants oy
service matters,

T o s N .

The undersigned e divected to refler te yhe
Ministry of Home Affaive 0.1 No,iisfszwintg, duted

30th Apri}, j983 on the sul: ject mentionad above {onp,
enclomsed for ready refmrenns’.

2. It hse bheen envisoged in Lhese Instruct jone
Lthat whensver , in any matte: connmcted with hin servire
rightge or conditions, » Bover nment servant wishas .
Press & clale or to eeek radress of a srievence, the
PTopar course {or him e Lt address
officlal superlor, or (he Heoad of his office, o such
other authorisy ol the Jowest Jeve] »
to deal with the mattar

theve has besan 4 Lendency o the part of vFficere g+
different levels to by-pase the Prescribed channels cf
‘ePresentetion gnd write direct]y te the  hijgh
fﬁnctionnrlsn.tohalky ignoring Lthe prescribed channe |

The problem IS mare acute in large Departments uhere
often very Junior emplo

rultiple TEPragentationg to
Mluister and  othey
individya] ropres-ntations, the service uniions  have
also deve ] oped 8 tendency t Write to the Hinlsters ang
Prime Minjster on individya) @' levances . Some of {lese
e omine - B8 ofLen forwarded through Membere f

. viclation of ( 4
(Conduct ) Rules, 1964 il Sl ve:
3. Existy
"lprosantnti-:;n:c on SLruOL Ling claarly  pyouige thet

N Pervice malterg
;:rmwlf Proper channe). he tlage :?ﬁsgfcgaa:m“mad
aufzof;a;h. s SPresentat j oy may *anl  to  highe
No.25/34/;:~ hes also been indicatad In MHA oy
Ine Jiniy pe;(A) dteg *-12.88 - yopy ety
TePImsentat fone. - d}'pu'”: of  varig i
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PP |
Al

e Liested as &n unbscoming conduct ettractin, e

provisions of Rule 3 (1) (11i) of the CCS (Lo
fules, 1964

5" i

is requested that these instructicne mey be
trought to the notjce of eall Gavt., seruvants sl

aSQFObriate‘ disciplinary action may be Lsken ageins!
those who violete these instructlons.

o e
(Y.0. Thomas )--- ————
Depuly Secretary to the Govermment of Indis

Tn

All ministries/Departments of the Govi. of Indis,
Copy Lo
| . Compirolier & AudiLior General of Indis, New Lielin.
- Unjon Public Service Commission, New Delhi.
.

centrel Vigilance Commission, New Pelhl.

4. Central Bureau of snvastigation, New Delhi.

£ @)l Urion Terrvitony tdninisirations,

&. Lok Sabha/Re jysa cubha Secretariat.

7 All officers and cectiont in the Ministry of
personnel , Public Gy levances & Pensicns-&fﬂhf;'

g. All Attached ancd Subordinate offices of Minis'iy

of Personnel, ¢ .G. & Penslons

L 3 ‘ f
%Ww——z:?’“" LA
£4 . g L.~
L%

~(7.0. Thomas

Depuly secretary to the Government of Indie



