HREYS BT BT, et Lm g
OFFICE OF THE Azadi gk,
PRINCIPAL ACCOUNTANT GENERAL Amrit
(A&E) JHARKHAND, RANCHI Mahotsav
FToAToT. / WM-1/2025-26/33 faqT=F: 15.09.2025.

FEATAT LT

FUAT G AT HT TRTT TCAT 29/ &1 (&57/2025 F71 §7F &, o7 o=
T 759- =T1E (Rie-11)/67-2025/ == VIFESTF 13.08.2025 ¥ @ga S
forar a8, s fam At T A SR g e TS
F Hag H faem FMert v Srgwmar @ )

7g T F w2 & disgEr A F arasE, sdesiy e o § 5w
FH=T AT ATHAT T TATHET TT F T i st w7 T
TE T IE &) AT FHATRAT 7 o7 Ot 9% AT TITEE ST 47y
T T BT & THRT 7o @ orar Ffw Afywey, wraters ww v aree
et & o @em sfewr 1 @6iftg swm fiss 13 AeeEdas
FAE, Tgafd, T, @At o e 9y gerdeteEt afkd sy
TR T 1Y ST¥ATaae 2N T8 o g1 UF awamead Faer (Ham
HTETHT T ITANT FT 5 918 &1 6T 1 god F

i, Metha whwar 1 gt seerem #2950, 78 9 ™ £ fF godo et H
FHETL AT ATHAT 9 AT AeATea=/Rrwras et areast 7 S99
o famr e =frosht srafoy, frfumr S ss )@ §)

HeiET SEfeFRal a1 T e fiar ¥ Rem omm & s wsft
FoWoroH o/FoFoFHo/ ToTo/ToTo(TIAE) HT &g fwm St & & =+
fFEen 1 Seviee F=T AR d9r (@) faw, 1964 F [ 3(1)(Gi) F
AT HITATE AT ATTT 32 7 90T 7 9797 T 597 AT F [Gog F07
fRfasr &= =wftaw), FEw i sfie@aa, 1965 % simta sS4
HTHATHSE FILATS, hY STTA T

Please refer to the enclosed Headquarter Office Circular No.29/ Staff
Wing/2025 issued vide Letter No. 759- Staff (App-11)/67-2025/ Vol.VI dated
13.08.2025, wherein the guidelines regarding submission of representation by
Government Servants on service matters, is re-iterated.

It has come to notice that despite existing instructions, some employees of DA

Cadre are not adhering to the prescribed procedures for submitting

1. 3Rusy, et - 834002 (FRFAUS) P.O. Doranda, Ranchi - 834 002 (Jharkhand)
TP / Telephone : 0651-2412942, 2412582, Fax : 0651-2411745
E-mail : agaejharkhand@cag.gov.in



representations on service matters. Government Servants are required to submit
their representations on service matters through the proper channel. This means
addressing their immediate official superior, the Head of the Office, or the
authority competent to deal with the matter. Direct representations to higher
authorities, including CAG Office, the President, Prime Minister, Ministers, or
other high functionaries, are strictly prohibited. Such representations can be
made only after the prescribed channels have been exhausted.

But, in total violation to the prescribed procedure, it is found that employees of
DA Cadre are sending their representations/ complaints on administrative
matters directly to CAG Office, CPGRAMs without exhausting the prescribed
channels.

This has been viewed very seriously by the higher authorities and all
Sr.DAOs/DAOs/DAs/DA(P)s are hereby forewarned/ cautioned that violation
of these instructions will be treated as misconduct under Rule 3(1)(iii) of CCS
(Conduct) Rules, 1964 and appropriate disciplinary action under CCS (CCA)

Rules 1965 will be initiated against those who fail to comply with these
directions.
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Circular No. 29/StaflT Wing/2025 ' k
No.759-Staff (App.-11//67-2025/Vol.V1

| uRE B P @ e & st OFFICE OF THE COMPTROLLER &
‘ 9, $ T e W, AUDITOR GENERAL OF INDIA
% Reei-110 124 9, DEEN DAYAL UPADHYAYA MARG,
WEW DELHI - 110 124
bty » oare 13- 08-Jed S
To

Al Heads of the Department
(Cadre Controlling Authorities)
Director General (Commercial-11)
Director (Personnel)

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

Reference;

i) " 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

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

iv)  -DoPT O.M. No. 11013/08/2013-Estt.(A)-1I1 dated 06.06.2013
v} DoPT O.M. No. 11013/08/2013-Estt.{A)-1II dated 31.08.2015

vi)  Circular No. 26-Staff-Staff Wing/2014-No. 1146-Staff (App.IY/67-
iy 2014/Vol.l1i dated 07.07.2014

, wii)  Letter No. 892-SA-V/Representations/64-2023 dated 19.09.2024
Madamelr '

lt has come to notice that despite existing instructions, some govemment servants

are not adhenng to the prescribed procedures for submitting represcntatmns on service

rs. This circular aims 1o reiterate and clarify the guidelines regardmg the submission

"resenlatm.nrs_lgy government servants. 2

Submissioh of Representations; Government servants are tequired 10 submit their
represemahons on service matters, such as requests for transfer, deputation, pay
ﬁxauo "";promotlons, etc., through the proper channel. This means addressing their

1ate ofﬁclal supe,nor, the Head of Office, or the authority competent to deat

the mauer. ;

Contd.



.. Prohibition on Direst Reprosentations; Direot raprésemation‘s to highet atithoriiies,
including the President, Prinic Minister, Minlstets, of other high I‘um.i:onancs, are

stricily prohibited: Such actions bypass the Preseribed chiannels and are considered
a violation of conduct rules, : »

¥

3. Outside Influence: Attempting 1o brihg outside influence, mchzdihg thtough elected

members like MLAs, MPs, or Ministers, in maltors related to postings and transfers

is not permitied. Such practices are viewsd seriously and attract d:scnphndry action.

a. -Handling of Representations:

4.3, Authorities receiving representations Tay acknowlcdg,e receipt and strive to

: provide a response within a reasonable time frame, preferably within one
BT A month,

4.2. . For issues like: non-payment of salary or allowances a reply should be given
preferably within one. month, If no response is recelved the government
servant may escalate the matter to a hi gher officer.

43. Rf:presentanons agamst the orders of Jmmediate supenors should be handied
-+ expeditiously.

- Advarice Copies of Representations:

~5.1., Advance copies of representations sent directly to higher authorities wiil be

: -"igqbred'or rejected if the prescribed channels have not been exhausted.

If the prescribed channels have been exhausted, the representation may be

; consu!ercd but only after obtaining comments from the lower authorities.

Represeniauons from Relatives: "
61 Representatlons from relatives of government servants are generally not
: 'entertaine&, except in cases whete the government servant is deceg'sed or

R physically:incapacitated.




8. Reference l\_daterial:
8.1. The relevant DoPT Office Memotanda are enclosed us ' Annexuire’ for detailed
guidelines atid should be réferred 1o for comprehensive utiderstariding.
82 These ihstruedons and guidelines are also avallable oh the DoPT portal:
'1lﬂﬁs:f&'clt‘ﬁi;'ﬂﬁ'\%ﬂﬁf. '

All governmietit servants ate urged to strictly wdhers to these guidelines, Cadre
Controlling Authorities are requested to ensure wide publicity of this ctreular among
employees and to take necessary netion in case of violations,

~ Yours faithfully,

o | i\
: (S“met"-t‘Kl\lmar)

Assistant Comptroller & Auditor General (N)

Enclosures: S
- DoPT OM. No. 118/5-Ests. dated 30.04.1952
e DoPT O.M. No. 2:5;?34!63-;E.st;@.gA) dated 20.12.1968
+ DoPT Q.M.‘ No. 11013/7/99-Estt. A-dated 01.11.1999
+ DoPT O.M. No. 1 1.0.‘1’31103/20.13‘-.Egtt.'(A)Jm dated 06._06.‘20'1’3u :
» DoPT O.M.No. '1"13@@08/2013-Estt.(A)-m dated 31.08.2015




| t Aunes ;q-té’

i ; * S -
Gopyoforfim e .duull: AP -
04 L18/62. Ryt 4. A d. 20th
8 o bhe & o ftfaoﬁ
o Tbm }.rpi,- N vommant of Ynals, Ming 4 ot
vammenl: e D"l ‘233, “?”3 Mﬂf n?.,éri‘!; ,,
*Bubjetinne amont u -
o o ‘. unprnririn: m?.'é@m i) g%wmn!mngpn“mﬁ‘
= “«. Y Mimse s
enquh-in yjre "“" “‘mtll* Mnoind in fzhh uinigtrf
l‘aplé:ngnesﬁbnn tﬁ }la G{V‘: 1h an x‘ potﬁnﬂ - nd ‘

trestient ¢ n e WUld W aucorded to mioh
o0 Tha hathn hay boon carefnll gtm i ar‘)d 1 bha
erJh l ruot ona oo lsgued rui'y - ﬂtﬂﬂﬂ Of all

Egrvina rrhloztn or' nongin I mabt“ m““,fm,é vt m"
fn

sarvsit
prasa 8 0lp seolc mdron of a

rf PoT muraa for Mu 15 to addresn
E}. “diate Dgfi(:i.e suparlior, or thg Hopd
his office suuh othar authority ot the 1
leval*aa ba 1s etont to dpal . Xt‘l the m er.
abge gr :egrn{sen atdon &5 o ht hay authaigié{ i
: ad as uro rd lowe a3y
has alroady rojec ed f:'ha el.alm gruramsilaral ler. or e

mr:an"&?ﬁam{od"g%fﬁ h&gher a lgf%ritiea(ecg?{'-fbse

- gresaed to the pr as 1a nmout or to 1| :
-'-Hinis ters) mgt e fittod through the nronar channel {i,a; =
the Hoad of Of riee, ete. um:eamed : Thera 3211 I no nbjes-

. =

tion a t that to g advance
copY.. dt..tha repraaantation %g g aant ﬁ ga
gy _The treatment by the nt hayp mthorities of advancs
b n S fct;pies rntwrepresant"ﬁoninm raugiwd sho mwmag: 3:9'
s (,-.3’ the £ ollosdng genarnl oy cipleg.. ; LA

; .;;rf If thoin»advgeatfonr r\uasa'mt c]igarli* sy tgggriti

; maans 01 geeuring p ention or Tedragy from x|y au ag
heve been arly triad, m d oxhgusted, ths raurusantntim

‘should ba‘igored or rojectod 5umular11{ on that ground, “the’
reasons being commmicgted b tn Go verament servanhs;
nIf the Govermmant gervent pargist;s 1n g prematurely
‘addressing thy idgher authrritics,’ auitnble disoiulinm
ct:lon sh:ul bo takan against hinm,

b) ©  If tho advence ocopy: showa elaarly that 511
A-gp'):mpriate 1011*31' aﬂtl’bﬁ.‘h!e duly adf.‘raggoﬂ
*  o1d axhaugtod, 1 should bo axsmined to gnnar sin yhath
- ol tha faots as stated sowe grounds for tarferenua or
" for further eonsirlora np'.ﬂar Jrds la to axlgt,- gt
Whare no such gminds a ns t.ho renresen atlon Tay bt
- lpoayed or summnrily rejocto rsagmg ng qnmuni..
: catad triofly tp.'t Gowmmﬁ gory :

-

PR R IR afﬂ'
. 4




-

+

* : ‘-J‘ 1 ammt gtcg
aeac Pl

#

R ..2.. F

(o) Evkm whsre some gromnd3 for interfe: :
~further congideration anhear, to axil;tmeghgr :
. aonIv.priald 1oywer a uthori-br ghould b3 agkad,
.ylthin a reawnable ting, to forjarad the origingl
lrepregmta uith 1ty re Dl"b‘ﬂ'ld comnenty
n the pointg urgeﬁ.: Thera 1g ordingrily no - -
3ust1r1¢gtion for thé pesgsin g of any ordeors.
gn oy rgpraaonhgﬂm withotit- thus ascerbnininz

£

ke comments of the amhropriste lower guthor ﬁr.'

-

4 = T
4; ﬂohe Uowmmanl: sarvaﬂts are in the ] {’bﬂ: of .

ias° of
outsida glngl'gies iarapre o Eo o not

direotlg congorttad, th, ém aoneider stion gnreof .

hay Tondufhble Hiniitar Sacretary Hembars
g g most obs ionable

g? o off cia'.l, propriety am‘l gibvpr

of good uoipl vainment servmts are

sxpocted scrhplously ta esc

give

5, 9epargte instructions sxist in !‘aspect of officeret

of ,the A1 Indla Survicea gid thess mgtmutlcna"ao no

npnly' ‘o binse off cors.

6, Tt-ig ruouesﬁed that the a’mw mgtmntinns may be

bmugh’c to the not:!.ca of gll Tovarnment aanmts.

EE

-
v






2
w
1 ;
Fl M & - % " £
e . &mmmmnm Lt

Sudb »
u jetﬁ:t “’f’“ﬁ&ﬁ:*%‘z%eaﬂ” ggmm t: ugumnf:n

L I Dﬁnﬂ
¥ is

ﬁ.u;-ﬂ
od to réfar’ty ’&hu“

Mind gbiy of Bome " AT 1ueqvbmrmaum 04 115}/6
"Babs, dgtadv 196% on the sud “PJ? P

menti & va 20 onn‘.l.bsad foy re r erencn v,
It hagq%aen p{o tha notico of £ha f l

off Hona Jffa ru ha undua. delar ooours versy nfben

‘the disposul of rep asentaﬁ ong frow Oovernment

gorvanls in rognrﬂ to mabtsry commegted with the ’
rvﬂo hts o3 conditinng whioch gsitaes hardably

to the in vidualy concemed. :

9, The repreaeutatinna from ﬂovamment sorventa

on servide mgttars may be bmudly clageified ag.

folloyst=

‘H \fi

+ ‘The mﬁ i‘sigled :Pf

(0 Rﬂprssentgﬁons/camn:ﬁaints regarding non. °
payment of’ salary/allovmoeq or othar dias;

(-.) Renresan’batiohs on ‘gthar. sarvica wattors; .

¥ (3) Representatinong againgt thy opders of the
immediat:e suparim- authoritys eng. i

i ") -donegls gngd mf*itions under ataéutcr mJesr
and orders (8,%: Clagsificati on, Contro
d Jpnesl Rules nnd the nei:iﬂ.on

gbru ctiong),:

4. to Tapragent 3
aga :fn p vidual heg not receiwmd

s "” . ‘ ' ﬂc‘ 9.5/34/88-%13!:“) :
5 o ¥ ) Jovngnment of gi
A . ninigtry of Homa M: alvg | T
‘ ,ﬂ’ ' 3 Noyw bﬂlhin.‘li bh" mth m8a, ¢ 1935‘ ’
20 Agrah nnr!af

long of the tvvp mentioned

at (1) & (2) sgoar
é &month ot' 1ts sulmissionhi he could .

a reply thareto
address, or. asl ror an

officer for redross of hig grievances. ¢
immedistely send for the pepers sd take saoh

tarv.lswuit the next highey

~ ahould
ion as may ba ‘called tor, vithoutt delay,

act
resani:ations ot the Lypo mantioned st ()

bwa vnulg he m nerally ohl: 1n cages ‘whare
!.:ham 13 no provi afonsgndar L ru r;arsrg :;s

or.orderg for mgikin L8 or egitions
ga g aﬁo dgnl t wit hQas

runre tions glso 3
axe ou sly as poys! bla. 2 wrovigions.of the :
rocading pal‘a ranh muld wl.{ to such Tenreganta.-
gions alao not to ,.atar renresentatinns %?dﬂt
oc

by thahfama ﬂovsmtmt s3rtas onl the game f“
“after hig-esrlier’ ran*'asrnt ation. has basn sposed

orr mnmpriatalr.

3llph superior ot‘ﬁ.cer

TEOAUE e

.o Y -




5 b biishia a2 b g

m;ntiona ut t Z’ ff : ui a’v%i& m:mm

o brdors ba a tine ‘.tii g
& i ; a A .

¢ m‘h aﬂf‘ rit .
«112‘; d ha onml‘ tha& mgﬁnfnwau gf!gigéﬂifioﬂg

i iun m |
i{'a'iw&ténng* mgro pgmtn& Mﬁhé‘iﬁ,
“ .*‘.F'“‘q ’the h“““%l“‘;‘f’:‘;xgﬂ.g o “’Wim roply stowld

gga Kiid s *”"’““"m‘ ”"*""'#o gS e aggea
uutqtg t ,par&sraphs 3, 4 it
¥ . 3 e )

ool
(P, 8, %rrm 5 3
o the mgmﬁg‘g} s °

'™
e




PP ?fnw-25m/su-wnm-rgmu «
LY ‘ ren-ATeTY
® - ity

h--au%

; s ﬂﬁﬂmﬁ Tom's fhder 20, 1944
- Rl wrifrsaiey ‘
S ’

i‘m*-*wm X Ay N nmﬁ' 5 sm’n‘nﬂ‘ ¥ av-ur&mﬂ' w
E ’ST —;‘-, A. 5 P

Bl o "............

e mjaa Pty ST D¢ TR ¥ P 30e4s wsé ¥

mﬁ‘mma WET 1a/52-¥ar0 JERITA S ¥ Pow g Pa e
¥ wTar A% st PRw gar Y g gcd‘m Harmwrr Ywam -
ard ik ¥ Nar aresrel amr wF Y gdre ATHEATIT a7
slerPeat ¥ i) St ¥ Fers ¥ atieaty amﬂ:ﬁaaraa’r

arar ¥ Pad fifim aten 3t grears e ¥ |

B dar-aryEt 3wk Y georer 56 ﬁﬁam—ﬂma"—ﬂ'ﬁ

T vy Paedare aoifsa Pomr ar oear X - -
813 %aw%amrmauwmswraaﬁﬁk

.;— e 3 a’-nﬁdaﬂmw?f
;I-aﬂ O T MER Y @y Y e
i3 -ﬁ‘m-r aPrwa ST X arrawﬁ' & P auTaga)

3*43 -afFaPm I"aim?' s m%aﬂ" §aafq wiffyew, Pabpr . '
ur &t Pt st arPer aFay ¥ aé’ramﬁam-mf‘w

3 aHw $18 a9 fof 1v afwle wier ¥ et

q, arx ddPen a1l 3t ardan srega =Ty ¥ usmﬁtﬂat
ﬁ'a‘ﬁiraﬁ’ﬁ ka?aﬁm#rm:m“qrswn 3 o am e

afurreT 3t g =T Y AT FUFG 4T TE w0 awT ¥
GITLL TR e Amyar g A até Pam
a-fr \ﬁﬂﬁ ,‘T, L ]

vr'tﬁ"é}y EﬁT%"'q aiih-mﬁ #hardt T it Foms o P
v TR AR ¥ Ay parda Y T {raﬂﬁﬁa’rwkmawmﬁ :
T Wgaa wfen'i ‘ﬁitz arhhmﬁtz A ;

N Y TPV
: )

o=l




mteap : E
o L
T 5

5 R jay 7T oPePar weer ¥ gpuriaal’ 3 eg

-
E )
» ; o
: PR
. < ’ : P
¥ v
' S i ’
L 5 ; f * ; Sk
3 o o ih & o N -
i 4 ° v ot & i
T > R A
v ¢ x .
e ;
F

o TR
,j';‘ v
¥ P

SO R TRISTEY TOr o ar sPaerd e ar ¥
-a‘d?ha?mﬁ,m arat ¥ 3w ftar Faafa il Yat o
i TEYIR Far S arPel Py Gt wofy ot ay avfaTal
TTAEIN sary Pray e ot oY aPed ¥ & fyar Mwmer faar
T4 A AETT 6 B Paft a7 gwT arPwT At S5
T I TN 3 g ) o P AR o T Gt Hafed
;;:; fﬁ‘ T ST ¥ T Jradt awr difor @ Mar arar

30441952 ¥

6+ B Xarw Y e 3
Y0 3T 23 Pre ™ ar gy y

l18/50<¢qr,
q Psffer shr asmﬁma# ared

L)

| Bl é’ok-
e W Yotrava] :
AL O L P

STufeg Ty Wear
Wrasaars - -




;ﬂ;‘v‘k '4 /

RO -"3:; \"" ’b‘
att s\ﬂ; h,‘ ..%,*‘ g 8 N
“-sii,":bi%:vq Lo m‘-‘y 11013”;9‘9-—E'tt " ‘r( ﬁ ) ‘!5‘7 i

Minlstry piiioSovernment of rndia o AR

Minlstyy o?‘ﬁqfiﬂhhbl;_?ubllo Grievances & Patisions
(Department. of Personnel & Training)

Wil S iy,

R R S i ,{‘;;’;1:;*:1.'. =

Now belhl, dated the Lys poa, 1999

. Subjest: Representation from Government servants on

Bervites matters, :

WHNH“H“‘!HH

Mimlaere 8, Underelgned is directed to refer to the
Hinlstry of Home Affolrs M. No.118/83-Este. dated
30th APYIl, 1952 on the subject mentioned above (ecopy
onclosed for rexdy vefarence),.
2, ' It has been enviseged fn thess Instructlons
‘that Nhaﬁevof%uln'qnv metter connected with his service
rights or conditionm, a Goverrmment servant wishes to
oress a claim oy ‘to geek redress of a grievance, the
Proper course ‘for him s to address hi= immediata
official ‘Superlar, ior the Head of his office, or such

other authority at. the 16HOSﬁMIQVBl a= he Is competant

to deal wWith the matter. Of late, it is cbserved that
there hus bgen o Lendency on th_é park of officers at

Yepressitation: Qhﬂj;urite__dirpctly to ‘the high
functionaries totally ignorineg the preacribad channels,
The problem 1@;?ﬁ5ﬁayacut&uiﬁ‘llrsa\Departments'a"hafﬂ
often very Jjunior employses at clerical level address
multiple reprasentaticns ko the Minlater, Prime
Minister .and other  functionaries. Apart from
individual Tepresentations, ‘the service unions hava
also developsd & tendency to write to the Ministers and
Pr;po‘ﬁlplstpr_Bﬁ.LndiOidﬁqI_grlbvancou. Some of these
representstions are of teh Forwarded through Membere of
Parliament, in wviolation of Rule. 20 of ths ccs
(Conduct) Rules, 1964 . il .

Eing instructions clearly  previde that

3. Exls ;
repressntations on ‘service matters should be forwarded
through pro Y. channel. The atage at which an advance

epresentation may be . @ent -to higher
88 also  been Indicated. ° 1p MHA O.M,

uthor{ties hae > dica :
* ' 'No.25/34/68 ggft.(u)w“datod;zo@:z@ss = (eopy ancloged)

disposal of  yarious typsr of
‘been prescribed. If it 1e
N -8ppeal or petitlon cennst be
hin. a month of Ita submisefon, an
,n:=<“ﬁ?ﬂhtaflm1rgpkg"thuldwba sent ta the
vithin a month. : '

jate, instructionm ara: available in the
lesicn  of Tepresentations: by the
Vents . and = treatment of  the
Ym&ﬁ?&#k@ﬁﬁﬁltlis-concdrhed;A-Ae such
resentations directly to higher
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'rx‘hﬁy*“tor£ﬁi_"hieu¢d‘ _®oriously apd
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aga .
be treated & wohduet attracting t.
Rrovision of R BUOTIN 185 a ke “bee " (conduct)
Rules, j9¢4.

. . ¢ is ) t thess 1nstrustions may be

brousht tg ko' notlos. Sf eIl GovEL " gorvants glﬂg

{”".""P“ht- dlscipiinary action may be taken agafnst.
hose whe violate theme imstruotions .,

L ]

' Deputy Secrstary to the Goveynment of India

! '

.

All Hinistriea/heﬁ;rtmé,nta of the Govt. of India.
¢opy to: <]
Comptroller & Audtior General of Indla, New Delhi.

Union pPublie Service Commissfon, New Delhi.

Central Vigilance Commiesion, New Delhi,

Central Bureau of Investigation, New Delhi. :
All Unjon Territory Administyations. ~a,
Lok sabha/Ra jya Sabha Secretariat. :

All Officere and Ssctions 1n the Ministry of

Personnel, Public Grievances & Pensions & MHA .

All Attached and Subordinate Offices of Ministry

" of Psrsonnsl, P.G. & Pensions & MHA.
. ‘ : X
. Peputy Secretary to the Government of India
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iNb:ﬂfgﬁﬂ%fOBIz01§E'§g:(éA);ﬂl
overnnient of Indi o
Ministry-of Personnef ‘Public Grievances & Pensions
o D%pﬁ'ﬂmeﬁf,%f Pgr’scsnﬁm & Traitiing '
Dated the 6 June, 2013

OEEICE MEMORANDUM
Subject: Représentatioh trow Government sarvant o service iriatisrs.

' s di * 0. the Mintstr : \ffair's OM No.
The undersigned. is directed to mfer‘to;(hg Ministry of QW Affa ‘

11sf5;hEsts_; dated the 30" April, 1952, OM No: 25/34/68-Estt (A) datAtg__d d:t:d zé;:
December, 1968 and this Department’s OM No. 11013/07/1999-Estt.(A) datec
1 November, 1999 (copies-ericlosed for readyureference} on the above mentioned
subject. This Department is receiving a number of representations, on service
matters, addressed to.the Prime Minister/ Minister/ Secretary {P) and 9{11&1' officers
directly from the'Government servarits.,

2, It has been envisaged .in: thé$é instructions th
connected with his setvidet rights' 6r conditionis, a
‘press a claim: or 1o seek red
address his immediate GHigi

at whenever, in any matter
Gdvemment sérvant wishes to
ress of a grievance, the proper course for himy is 1o
al’ superior, ot-thé Head of his office, or such other
authority at the fowest, leve| as s competent to deal with the matter. Of ate, tis
observed that there, is.an.increasing ‘tendency on the part of officers at different
levels to by:pass the'preserbed chsnnels of representation-aind write directly to the
high “functionaries ° otally. ignoring ‘the- prescribed channels. The problem. is more
. acute in large: Departments wheré often very junior employees st clerical fevel
- address muiltiple Tepresentations: 1o the Minster; ‘Prime. Minister and other -

grievance: Some foﬁ.thgs;éajtﬁéregépwgaﬁgqg'ét"e;,gﬁen_‘-’jtomgwé@ed-- through Members of
Parliament, in violation of Rule 20  of the:CCS'{Conduct).Ru ‘

+ should bie forwarded thffﬁl‘iﬁ'ﬁm‘”'f“"_-‘ The:stage at which an advance copy

- of _mg-.,-‘r,epmg_ehtatioﬂ may be‘sent‘to higherauthorities has-also been indicated. in

-+ MHA ;OLM.“‘NerSBMGBsEsﬁf(ﬁ}.d’at:ad 20.12/68 time limits for disposal of various
. dypes of .réptesgntatitjﬁ“s,f;jﬁéfii'ef?ﬁg“eﬁsipr“éé&,‘r‘i‘ﬁéd, If it:is anticipated that an appeal or

‘petition. .cannot; be disposed of ‘within: .a' ‘month. of its Submission, an
'g«acmmugeﬁient;bi@inl’eﬁm>r§p'ly.-3hbu’ld;.bers_ent:-'tb;théfﬁ-ndiﬁd val within a month,

4., Thus: :adequate instructions are available: in: the:

tho et atons by the Government Servants and treatme ,

the-authorities gqﬁqﬁrggqgas-iguéljffsgﬁmissibn of representations

authorities by- passing the prescribe has 10 be viewec

seriously and. appropriste fdisciﬁiinary“*action Should be ‘taken. agai

Violate these instructions 1t :can rightly be treated as o becoming conduc

attracting the provisions of Rule.3 (1).(i:ofthe €CS (Conduct) 1964, i

ules, 1964
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opy of theOffice Memorandum No, 118/52-Exts, Dated 30% April, 1952

;J";ﬁépfese"‘a“""smmﬁwerﬂhnﬁﬂsem s on service matters~ advance copies.

/! Reference are frequently received in this:Ministty enquiring whether the: submission of sdvance

' copies of rebresetjtat{;ins_tq higher authorities iéwp‘eﬁﬂiﬁsiblgé and s 16 the {raafment that should
 ne accorded 1o SUCY copies. The matter Hes bean carefully eonsidérad and the following
~ structions are Issued for the guidancs of alt coficerned, RE R

\ menever,.in any malter connected with his servits rights or conditions, 4 Government
Atvant wishes 1o press @ tlaim or to geek radress of g grievanca, the proper course for tim is
o address his immediate superior officlal. of the Head of office, or such other authority at the
lowest level s he is compstent to deal with the matter, An appeal of representation to a mgher
authority must not be made unless tha appropriate lower awthority has already rejected the
claim or refused relief or ignoret of unduly delayed the disposal of the case. Representations to
still higher authorities {.e.g. those addressad i the Fresident, the Government or to Hor'bie
Minister) must be. submitted through ‘the proper channel (.e. the Head of Office, efc
concemed). There will bé no's jection’at thatistags. but only at that stage to-an advance copy

. oftherepresentation being sent diréet..

j %%e treatment by the higheriatthorities of advance Copies ‘of representations so received

should be governed by the fdlldwiﬁg@%ﬁgréi E““dP}es“

(2) I the advance copy does not Cleatlyshoi that all means of securing ‘attention or redress
from lower suthorities have been dulyitried and:exhausted, the representation should be ignored
1 rejected summarily on that grourid, the reasons being communicated briefly to the

3tvemment servants. i the Government servant persists in this prematurely addressing the
#iher authorities, suitable.discipiinary. action should be taken against him.

(b) If the-advance-copy. shows-clearly :that: é!_[?‘app‘mpﬁaté lower authorities have been duly

addressed and exhausied, it should be examinedito ascertain whether on the facts as stated.
some grounds for interférence-or for further iconsideration; prima fadie exist. Where no such
grounds appear, the representation-may be:ignored or summarily rejected, the reasons being
- communicated briefly 4o the: Government servarit..

sprounds for-interference ‘or further consideration appear to exist, the
Sppropriate lower: authonify’ shouldibe’ asked, withif ‘& reasonable time, to0 forward the orngins
Tepresentation, -with ifs, teport arid comments' on the points urged, There is ordinarily n.
justification for the passing of anyorders On-2ny representation without thus ascertsining the

omments of the appropriate lower authority:

butside authorities, i.e, iaulhpﬁﬂos’fm&".ﬂré‘"ndt’?d!recily__'cdﬁ"(ﬁémed with the consideration theregt
{e.. other Honorable Minister, Secretary, Members: of Fariament, elc) This is a mos
£fectionable practice, Contrary‘to official propriety and s ibversive of good discipline and al

4. Some Govemment servants are in the habil of sending copies of their representations s also te

C overnment servants ardéxpa*ct”g"c!‘j scrupulously to eschew i,

.



} o i pp s ARGV ARE ER e ),
Copy: FRIREE NI L R e g
andum No,-;ZSBNGB-EstL(A)ED&(eJ 20,12.1668+ g8
i5 g i S e R R

Re Dresentaiionsfrbh v! I8 54 ga, Bl RUE sHey
L S OVeINMeERt et i o
oom B g el s !‘.Qmen 'semants ﬁn B

e KRNI & e
Referen ce-lj's‘.mmte.d to ]h‘e.._m]h‘i

4 nox 3 ;3‘

LR T T

SR S S P AE s - ks s
A 10 the ) "f‘*‘-:' e g (- S daiiss . ‘. T gy P ,#ra -. 7 52—E5(t$, ﬁéts d ‘-
i 30% April, 1952'0n the subject e i Office Memoraridurh No. 118/52-Ests, Dt

the service rights.

ST

2. Ehe- representations fro
asifolt

A

G P ohecn 0w &

- & % ’: "' ﬁ.‘;‘,‘:.‘% '“ " a2 -—?’;’t , & '
{1 j:- Representauuns{corﬁélqiqtg regard '

S FI R,
e

(3] Representattonsagamst“ﬁ\e rders

&

.| (4) Appeals and petitions urider tatutory:
- ‘Appeal Rules_jand__ the petition Instristiorey &

3.4In regard to representations’of 1

”}"mﬁdiﬁteiy.,s_ghd.'fo the

Sfich

6 -

preceding ' paragraph’ woilld apply”

ade by the same Govern :
* been disposed off appropritely., ,

W

HLE o S SR G

f withiin-a month of is

In‘pragraph:2 of this Mirictiy

eivich mattérs s Trealmmétof

A N e i j 5 f 4
ing non-payment of salary/ai

ubmission,
nth. - -

i Boaw

5 g FEANT o

45 2

el

4.Representations! of the type:mentioned at (3) above, would be made generally

_‘Where there is .no;provision yndgnf:;hefstat_mu!iy;lmlgs- or orders for making appeal

| representations also should: be dealt with as.expeditiously as possible. The
preceding” para SN . 10; Such representations also;, ‘but
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: offj .edress of his grievances. Such supeyior officer shauda
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E.No. 11013/08/2013-Estt{A-iil)

i vermiment of India
Ministry of Persannel, Public Grievances & Pensions
Department of Personnel & Trafning :
Establishment A-1lt Desk
Mk
North Black, New Defhi
Dated August 31,2015

Subject: Repp;sentatio'n from Government servant on service matters -
refteration of fustructions regarding.

2. As per the existing fiistructions, whérever; in any matter connected with his service
rights or condition's, a Government servant wishes to pressaclaim or to seek redressal of a
grievance, the proper cotirse for him is to address his immediate official superior, or Head
of his office, oF stich other-authority at the appropriate level whois competent to deal with
the matter in the organisation. :

3. Siach submission of Tepresentatioris directly to other authorities by- passing the
prescribed channel of commiinication, has to be viewed seriously and .appropriate
distiplinaryaction should be taken against those who violate these instructions. This can
rightly be treated 3 an unbeconmilng conduct attracting the provisions of Rule 3+(1) (iii) of
the Central Civil Services (Conduct) Rules, 1964, It is clarified that this would ‘Include al)
forms of commyinication including thvough e-mails or public grievances portal et

4.  Attention in this connection is also invited to the Pprovision of Rule 20 of CCS
(Conduct) Riiles, 1964 prohibiting:Government servants from bringing outside influence in
respect. of :matter pertaining to :his service matter. Representation by relatives of
‘Government. servant s also treated :as oittside influence as clarified vide MHA OM No.,

¥.25/21/63-Estt[A) dated 19,09:1963

5. ’”5"3 erated that-these lIpstriictions may be brought to the notice of all Govt:

sefvants including officers/ officials of para.military forces and member of rmed forces

= O D

and'action ken against those who violaté these instructions. |

' gt M

T s e - {Mukesh ChatuTvedi)
Pt o . Director (E)
e i ok . “Telefax: 23093176

TheSecretaries of Al Ministries/Departments af Gavt. of India
(as per the standardist): .

"'—""“""""2["



o §2|--
Copy to:

President’s Secretaviat, New Delhl
Vice-President's Secretariat, New Dethl, .
The Prime Minister's Office, New Delhi,. *
Cabinet Secretariat, New Delhi.

Rajya Sabha Secretariat/Lok Sabhia Secretariat, New Delh,
The Comptrollerand Auditor General of India, New Delhi,
The Secretary, Union Public Service Commisston, New Delhl,

The Secretary, Staff Selection Commission, New Dethl.
All attached offi

; tces under the Ministry of Personnel, Public Grievances and Pensions,
10. National Commission for Scheduled Castes, New Delhi,

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. - et

15.ADG (M&C), Press Information Bureau, DoP&T 13 B bh
L&I&l!(:; Department of Personnel & Training, North Block, New Dethi (for uploading the

»

VNN

same on the website of this Ministry under the Head OMs & Orders—»Establishment—
{Conduct Rules). | ; : .
17. Hindi Section, DoP&T . i}\uz-_ ,
. ¥ 21 : Wif (Mukes’hﬂha‘ituwedi)
: : f Director (E)

Telefax: 23093176




