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[ AT e e @ st OFFICE OF THE COMPTROLLER &
I g AUDITOR GENERAL OF INDIA
# F 110 124 9, DEEN DAYAL UPADHYAYA MARG,
H | NEW DELHI - 110 124
gf fmim + DATE_13— 08-JodS
£ To
d - All Heads of the Department

(Cadre Controlling Authorities)
Director General (Coemmercial-IT)

Director (Personnel)

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

Reference:

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

ii) 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-Esit.(AJ-IIl dated 31.08.2015

vi) Circular No. 26-Staff-Staff Wing/2014-No. 1146-Staff (App.I1)/67-

2014/Vol.llI 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 submiiting representations on service
matters. This eircular aims to reiterate and clarify the guidelines regarding the submission

of representations by government servants.

1. 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 te deal \ <

with the maiter.

Contd.
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Strictly prohibited. Such actions bypass the prescribed. channels and are copsj
a violation of conduet rujes,

wa

"gé
Outside Influence: At’te.mpting 1o bring outside influence, including through elected p ‘s»
members like ML As, MPs, or Ministers, in matters related to postings and transfers 4

1 10t permitted. Such practices are viewed seriously and attract disciplinary action. }\/

4. Handling of Representations:

1 41 Authoritieg Teceiving representations may acknowledge receipt and strive 1o
provide a Tesponse within a reasonable time frame, preferably within one

month. . X

mﬁmxmmwmwmwmmm&w- o

preferably W@%&h If no TeSponse is received, the government

;
Servant may escalate the matter to a higher officer. §
43. Representations a:gamst the orders of immediate Superiors should be handled §
~ expeditiously. :
%

5. Advance Copies of Representations: g

H

~ 3.1 Advanee copies of Tepresentations sent direcily to higher authorities will be gg

ignored or rejected if the preseribed channels have not been exhausted.

32 If the prescribed channels have been exhausted, the Tepresentation may be

considered, but on] y after obtaining comments from the lower authorities,

————

6. Representationg from Relatives:

6.1. Representations from relatives of government servants are generally pot

s ummmwmmrmwmrmwm«wwm

physically incapacitated.

¢ 7. Discipl-inmy Action: :
. 7.1 Violation of these instructions, meluding Submitting direct representations or ‘
¢ attempting to bring outside influence, wi] be treated as m Isconduct under Rufe |
3(1)Gi1) of the CCs (Conduct) Rules, 1964 Appropriate chsczphnary action
B will be initiated against those who fail to comply. .
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8. Reference Material:

8.1. The relevant DoPT Office Memoranda are enclosed as 'Annexure’ for detailed

guidelines and should be referred to for comprehensive understanding.

82. These instructions and guidelines are also available on the DoPT portal: /

p hitps:/idopLeov.in/.

All government servants are urged to strictly adhere to these guidelines. Cadre
Controlling Authorities are requested to ensure wide publicity of this cireular among

employees and to take necessary action in case of violations.

Yours faithfully.
(Sumezeg%ﬁ?nar)
Assistant Comptroller & Auditor General (N)
Enclosures:
o DoPT O.M. No. 118/52-Ests. dated 30.04.1952
e DoPT O.M. No. 25/34/68-Estt (A) dated 20.12.1968
»  DoPT O.M. No. 11013/7/99-Estt. A dated 01.11.1999
« DoPT O.M. No. 11013/08/2013-Estt.(A)-1II dated 06.06.2013

« DoPT O.M. No. 11013/08/2013-Estt.(A)-III dated 31.08.2015
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Gomrmzant of Inﬁia
M‘Inistry of Ibm iffairs .

‘. : "\ Ney Da3h1-1, ths ooth Mec,, 3968
' - 29 Acrehayata, 1890

e . OFFLEE IHORM

ub ectn..ﬁs regentations frofk Govarmnant rranty
j, ; cnpservice 2\'{3 ors ..Treatmeni; cga '

-‘~‘

- Tha, mﬁars’i ed is Alracted to rafer tn Ehs™
Minisfsry of Homs” &% i%rs Bgfice Hemoraidom 50.1"‘!/52-
Babs, dated-the th Jpril, 1952 on the sublect’
wentioned above - i enclosed for ready re erenca}.,

. It has been ‘arox E ths notles of the Hinidry
of Home Affeirg haﬁ wndue delsy cccursz very often In
the digposal of regrasen’ﬁz-‘bions from Governimant
garvanity in regard to matisrz comnschbed with £ = -
servii-ce r dghts or conditlmms yhich asutses hardsghiyp

to the indlvlduals concermed.

2, The representstionz from Govemment servants
on servize mgtters mgy be bropdly claselfied ag
followypt~

&3 ﬂeprssantgtionsfcﬁmnla‘lﬂﬁs regarding non. -
. payment of salary/sllovsnces or other diass

( 9} Renregentastlong on othsr gervice matbsrss .

.+ ~"(3) Representatinng againgt tha orders of the
$ immediate sunar‘lor aubhoritys and

¢4)-dpnspls and pétitions mder stabubory mulesd.
and orders (8,3. Clagsifieation, Con ml B
and Apn2sl Rulas ;:nd tha ne*sit‘lcn Z
Ingtructiong}. %

oy

ard . *:.n r fen’sai-ims of the typp mentioned
a‘b (1) & (2) G%O individual hes not roczimd
g reply. tharste wi ?:hin q month of 1tz syubtmligglion, he ‘could
sddregs, or ask for s interview -Ath the next hig har
officer for Tedress of his grievences, 3ug:h gugerior officer
should immediately gend for the ggbara gnd Lgke such
f aeﬁicn as may be called for, vithott delay,

4, Feprogentationg of the typa mentioned at (3)
above, would bs mads general}.:(m nly in cages whare
thera 13 no provision wnder the sbztubory rules
or orders for mgking aggeals or petitiong, Buch
rapresenbations glsc ghould be destt with as .
smsﬁi‘cious}.y as possibis, The provisiong of the ™

Tacading paregranh yould spnly te svbeh represenba-

gions alse, bu but not ko lster renresentatlons made

by the gemd Ooysrunsnt serynt on the some subieck,

atter hls earller ranrasentsbion hag basm &isooga&
- ) of ¢ a‘mm‘gr—a‘hel?.
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e No. 11013/7/99-Estt. {a) .
TR -~ ~Bovernment of Indig =~ 47 7 +
Ministry of Parl Rnel, Public Grlievances & Ponsions

{Department of Parsonnel g't?aihing}‘

3
¥ - .
Yot W
sy,
. 3

New belhl, dated the 13; p&,h&1.19$9.

ff X OFFICE MEMORANDUM
4 h o

Sub ject: Representation from Government servants op
sevvice matters. :

i e oty 2 g 0. g

The undersigned is directed to refer to the
Ministry of Home Affairs O.M. No.118/52-Ests. dated
30th April, 1952 on the subject mentioned above {copy

-~ onclosed for ready reference).
2. It has been envisaged in thess Instructions
thet whonever, in any matter connacted with hig service
rights or conditiope, a Government servant wishes to

proper course for him Is to address his immediate
official superier, or the Head of his office, or asuch
other suthority at the lowest level as he iIs competent
to deal with +ths matter. OFf late, it is observed that
there haz been a tendency on the part of officars at
different levels to by-pass the prescribed channels of
representation’ and write dirsctly to  the high

o often vary junier employess at clerical level address
multiple represantations o the Minister, Prime
Minister angd other functionaries. Apart from

individua} representations, the service wnions have

Prims Minister on individual grievances. Some 5f these
Teproesentations are often foruwarded through Memberg of
Parliament, in violation of Rule 20 of the ccs
(Conduct ) Rules, 1984,

3. Existing instructions clearly provide that
raprezentations on service matters should be forwarded
through proper channel. The stags at which an sdvance
cepy of the representation msy be sent to higher
authorities has also been indicated. 1In MHA O.M,
~~ Wo.25/34/68-Estt.(A) dated 20.12.&8 - {copy encloged)
tine limits  for disposal of various typer  of

Teprvegentatlions have baeen proscribed. If it i
anticipated that 8n  appeal or patitien cannot be
o3 disposed of within 4 month of its submission, an

4. Thus adeguats instructions are aveilable in the
matter of  eubmigsion of  rspresentations By the
Gover nment servants and treatment of ths

Yepresentations by the authoritiss concernsd. as such
submission of representstions directly to higher
authoritieg by-passing the prescribed channel of
communicetion, hes to bs viewsd serlously and
appropriate disciplinary action should be taken against
those who violate thess instructions as it can rightly

11

.
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‘be treated &s Aan urbecoming conduct attracting the
provisions of rule 3 {1} (iii) of the oos {(conduct)
Rules, 1964.

5. 1t is vequested that thess jnstructions may be
brought to the notice of all Govt. Beyvants and
appropriste digciplinary action may be taken against
those who viclate these instructlons.

{1.0. Thomas }—""_ _
Deputy Secvetary to the gover nment of India

1

fo

t

Aall Hinistries/ﬂepartments of the Govt. of India.
éopy to?

1. comptroller & Audtior General of Indis, New Delbi.
2. Union public Service Commission, New pelhi.

3. Central vigilance commission, New pelhi.

4. contral Bursau of Investigation, New Delhi.

5. all Union Territory administrations.

6. Lok sabha/Rajya Sabha secretarialt .

2. all officers and Sectlons in the Ministry of
personnel, public Grievances & Penslons & MHia.

. #All attached and Subordinate offices of Ministry

*  of personnsl, P.G. & pensions & MHA.

PR |

(1.0. Thomas) =
peputy Secretary to the Goverhment of India

N

12
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gj /- Ne.11013/08/2013-Estt.(A)-lH
£ / . Government of India
g , Ministry of Personnel, Public Grevances & Pensions
Fi Department of Personnet & Training
F
£ North Block, New Dethi
x/ Dated the 8" June, 2013

OFFICE MEMORANDUM
Subiect: 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, 1852, OM No. 25/34/68-Estt{A) dated the 207
December, 1868 and this Department's OM No. 11013/07/1999-Estt.(A) dated the
15 November, 1999 (copies enclosed for ready reference) on. the above mentioned
subject. This Department is receiving & number of representations, on senvice
matters, addressed{o the Prime Winister/ Minister! Secretary (P) and other officers
directly from the Govermnment semvants.

2. & has been envisaged in these instructions that whenever, in any maiter
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, of fhie Head of his office, or such other
authority at the lowest level as i competent to deal with the matter. Of late, ¥ is
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 level
address multiple representations io the Minster, Prime Minister and other
functionaries. Apart from individual representations, the service unions have aiso
deveioped a tendency to write fo the Ministers and Prime Minister on individual
grievance. Some of these representations are ofter forwarded through Members of
Parliament, in violation of Rule 20 of the CCS+{Conduct) Rule, 1964.

3. Existing instructions clearly provide that representations on service maftters
should be forwarded throtigh proper channel. The stage at which an advance copy
of the representation may be sent to higher authorities has also been indicated. tn
MHA OM. No. 25/34/68-Esft.(A) dated 20.12:68 time limits for disposal of various
types of representations have been prescribed. If # is anticipated that an appesal or
petition cannot be disposed of within a month of ils submission. an
acknowledgement or interim reply shoutd be sent to the individual within a month.

4. Thus adequale instructions are available in the matler of submission of
representations by the Government servants and-treatment of the representations by
the authorities concerned. As such submission of representations directly to highe:
authorities by- passing the preseribed channel of communication, has fo be viewec
seriously and appropriate disciplinary action should be taken against those whe
vidlate these instructions as it can rightly be treated as an unbecoming conduc
afiracting the provisions of Rule 3 (1) (# of the CCS (Conduct) Rules, 1964.
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5. [t is" again reiterated that ’thase i;:str;mﬁ&ns may be "bmﬁg’fzi to the notice of
Gowvt. servants and appropriate disciplinary action may be taken against thoss w
violate these instructions. + T e e,

&

£
3

" Under Secretary to the Gavernment of Inc

i e g B ¥
‘All- Ministries/Depariments of Gowt. of India. ~

Cepy to:

. Comptrolier & Auditor General of india, New Delhi.

- Union Public Service Commission, New Delhi.

- Gentral Vigilance Commission, New Dalhi.

./ Central Bureau of Investigation, New Delhi.

All Union Territory Administrations.

. .Lok Sabha/Rajya Sabha Secretariat, e

- Al Officers and Sections in the Ministry of Personnel, Public Grievances &
Pensions
8. 1Al Aftached and Subordinate Offiees of Ministry of Personnel, P.G. & Pensions.
¥. NHC, DoPA&T with the request o upload this O:M. on Department's web site
(OMs/{Orders— Establishment—» CCS (Conduict Rules).
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~ 14
i i
;
File No. WM-IIl/Miscellaneous/2025-26 (Computer No. 425775)
Generated from eOffice by SUMAN SANGAM, AAO(WM-III)-SS, ASSISTANT ACCOUNTS OFFICER, PAG-(A&E)-BIHAR on 26/09/2025 10:52 am




3355811(3)/2025/WM-I

P

¥

F
7
;f , of the Office Memorandum No, 118/52-Ests. Dated 30" April, 1952
p
#
f presentations from Government servants on service matters — advance copies.

i
,-f <eferenoe are frequently received in this Ministry enquiring whether the submission of advance
¥ copies of representations to higher authorities is permissible and as to the treatment that should

s accorded io such copies. The matler has been carefuﬁy considered and the following
structions are issued for the guidance of all concemed.

3

~anever, in any matter connected with his service rights or conditions, a Government
x.ant wishes 10 press a claim or to seek redress of a grievance, the proper course for him is

- address his immediate superior official, or the Heag of office, or such other authority at the
owest level as he is competent to deal with the matier. An appeal or representation to a higher
authority must not be made unless the appropriate lower authority has already rejected the
claim or refused relief or ignored or unduly delayecd the disposal of the case. Representations to
still hugher authorities {.e.g. those addressed to the Presideni, the Government or {6 Hon'bie
Minister) must be submitted through the proper

r channe! (ie. the Head of Office, efc
concerned). There will be no objection at that stags

gz, but only at that stage to an advance copy
of the represeniation being sent direct.

3. The treatment by the higher authorities of advance copies of representations so received
should be governed by the following general principles —

{a) If the advance copy does not clearly show that ali means of securing attention or redress
from lower authorities have been duly tried and exhausted, the represeniation should be ignored
o rejected summarily on thet ground. the reasons being commuricated briefly to the
3 :ermment servants. I the Government servant persisis in this prematurely addressing the
w her authorities, suitable discipiinary action should be taken against him.

{b) If the advance copy shows clearly that ali appropriate lower authorities have been duly
addressed and exhausted, it should be examined to ascertain whether on the facts as stated,
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 being
communicated briefly {o the Government servant..

Ld

{c) Even where some grounds for interference or further consideration appear fo exist, ihe
appropriate lower authority should be asked. within a reasonable time, to forward the origing
representation, with its report and comments on the poinits urged. There is ordinarily ne

justification for the passing of any orders on any representation. without thus. ascertaining the
comments of the appropriate lower authority.

4. Some Government servants are-ins the habit of sendirig copies of their representations also ic
outside authorities, i.e. authorities who are not directly concerned with, the consideration therec
{2 g. other Honorable Winister, Secretary, Members of Parliament, etc) This Is a mow

¢ echonable practice, contrary to official propriety and subversive of good discipline and al
{ »vernment servants are expected scrupulously to eschew it. =
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Copy of the Office Memorandum No, 25/34/68-Estt.(A)]. Dated 20.12.1968

Ref;aresentations-fram-Gﬂvemment.semants on sepvice matters ~ Treaiment of

Reference is invited to the Ministry of Home Affairs Office Mernorandum No, 116/52-Ests. aa&é‘;%
the 30" April, 1952 on the subject mentioned above (copy enclosed for ready reference). 1t hag
been breught to the notice of the Ministry of Home:Affaits that undue delay oceurs very often 13;
the disposal of representations: from Government servants. in regard to matiers connected with
the service rights or conditions which causes hardship to the individuals concemed.

2. The representations from Governmeni servanis onh service matters may be broadiy ciassified
asifollows :- )

(1} Repres-e«ntationsicompiain‘cs regarding -nan-.‘paymem of salary/allowances or othe- dues

{2} Representations on other service matiers;

3

{;3; Representations againstthe orders ofthe immediate superior authority; and

{4} Appeals and petitions under statutory rules and orders (e.g. Classification CTontro! and
Appeal Rules and the' patition Instrictions). ’ )

3.1 regard to representations of the type mentioned at (H-and (2) above, if the individua! has
nat received a reply thereto within 2 morih of its submission, he could address. or ask for an
‘nterview with the next higher officer for redress of his grievances. Stch superior officer should
rmmediately send for the papers and lake such action as'may be calied for. withoyt delay

3. in regard to the representations of the type mentioned af (4) above, although the relevan
rules or orders do not prescribe a’time - limit for .dispesing_of appeals and petitions by the
competent authority, # should be ensured: that all such appeals and pefifions receive prompt
aftention and are disposed within a.reasonable time. i it is’ anticipated that an appeal or a
petition cannot be disposed of within a ‘month of dts submission, an. acknowledgement or an
interim reply should be sent to the individual within a month,

5: The instructions contained in paragraph 2 of this Ministry's Office Memarandum No. 118/52-
Ests. Dated the 30™April, 1852, will stand modified to the extent indicated in the paragraphs 3.4
and 5 above. C e -
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F. No. 118,13'{08{2:013'-ES_t.‘fJ[A-III)
Government of Idia
Ministry of Personnel, Public Grievances & Pensions
Department of Personnel 8 Training
Establishment A-11 Desk

; ©OREERK
Y North Block, New Dethi
Dated Augpst 31, 2015
OFFICE MEMORANDUM
Subject: Representation from Government servant on service matters -

reiteration of i nsiructions - regard ing.

grievan‘ce-,“the proper coucse for him is to addfess hié x‘mmediate ofﬁ:cial--supepim; or Head
of his office, or such other authority at the appropriate leyel wha is competent to deal with
the matter in the organisation.

3. Such submission of Tepresentations directly to other authorities by-. passing the
prescribed channel of tommunication, has to pe viewed seriously and apprepriate
diseip?ina’:y.acti’an should be taken against those whe violate these Instructions. This can
rightly be treat%ed as an unbecoming tonduct attracting the provisions of Rule 371} (1) of
the Central Civil Services {Conduct) Rules, 1964. 1t is clarified that this would include al]
forms of communication including through e-mails or public grievances portal ete.

4, Attention in this con :

{Conduct) Rules, 1954 prohibiting Government servants from bringing outside influencein
respect of matter pertaining to his service matter. Representation by relatives of
Government servant is. also treated as outsida influence as clarified vide MHA OM No.

5. It is reiterated that these instructions may be brought to the notice of ali Govt,
servants including officers/ officials of para military forces and member of armed forces
and action taken against those who violate these instructions. \&

(Mukesh ChatuFvedi)

Director {E)
Telefax: 23093176
Te i .
The Secretaries of Al Ministries/ Departments of Goyt, of India :
{as per the standard list)
. e f
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Copy to:

President's Secretariat, New Delhi.
Vice-President's Secretariat, New Dethi.
The Prime Minister's Office, New Delhi.
Cabinet Secretariat, New Delhi.
Rajya Sabha Secretariat/Lok Sabha Sacretariat, 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 Delhi.
. 11. National Commissien 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 .

16. MIC, Department of Personnel & Training, Morth Block, New Dethi (for uploading the

same on the website of this Ministry under the Head OMs & Orders —p Establishment—»
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H
&
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! {Conduct Rules).
17 Hindi Section, DoP&T ‘%_ ? W
Y /
- {Mukesh Chaturvedi)
Director (E)
Telefax: 23093176

«
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