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Satarkta Bhawan, G.P.O. Complex,

VA, New Delhi-10023
Block & INA 247V GL/020 /4 821

Circular No. 05/02/24

Subject: -  Strict Compliance of guidelines issued by Central Vigilance Commission
and DoPT for timely disposal of Disciplinary Proceedings-reg.

The Central Vigilance Commission (CVC) and Department of Personnel & Training
(DoPT) have issued guidelines from time to time, impressing upon the organizations
concerned for timely conclusion of disciplinary proceedings. However, it has been
observed that on many occasions, there is inordinate delay in bringing the cases to logical
conclusion, which is against the principles of natural justice and also defeats the very
purpose of initiating disciplinary action.

2. In this regard, attention of the respective organizations is invited to DoPT’s OM No.
425/04/2012-AVD-IV(A) dated 29.11.2012 (Annexure-1) relating to monitoring and
expeditious disposal of disciplinary proceedings, wherein CVOs concerned have been
given the responsibility of monitoring and ensuring adherence to the given time line.

3. Further, DoPT vide their OM No. 372/3/2007-AVD-III(Vol.10) dated 14" October
2013 (Annexure-2) has instructed that “all Ministries/Departments shall ensure that all
major penalty proceedings against government servants under their control are completed
and final orders are passed by the concerned Disciplinary Authority within 18 months from
the date of delivery of charge-sheet on the delinquent government servant”.

4. The Commission has also prescribed model timelines for investigation and
conclusion of disciplinary proceedings, till the issuance of final orders, which have been
mentioned in para 7.47.2 of its Vigilance Manual, 2021, which is available on
Commission’s website in public domain, in downloadable form.



5. Further, DoPT has also issued instructions relating to terms and conditions for
appointment of I0s/POs, in which it has been highlighted that video conferencing/digital
mode is to be used to the maximum extent possible to conduct departmental inquiry so as
to ensure timely completion of the same. DoPT’s instructions issued from time to time are
summarized and updated vide its OM No. DoPT-1668597747466 dated 16.11.2022.

(Annexure -3).

6. In addition to above, it may also be kept in view that in order to ensure timely and
smooth completion of disciplinary proceedings, training needs to be imparted to
prospective and current IOs and POs, which will also help in creating a pool of trained [Os
and POs in respective organizations. For [Os/POs, who are serving public servants, timely
completion of departmental proceedings by them needs to be given due
weightage/cognizance by the reporting/reviewing officers, in the APARSs of such I0s/POs.

7. It has also been observed that the time taken to approach UPSC for advice is unduly
long, as proposals are not being submitted in the prescribed format of the UPSC in its single
window system. As a result of which, many cases, found deficient by UPSC are being
returned, resulting in unnecessary delay. Hence, it is the responsibility of the Disciplinary
Authorities concerned and respective CVOs to ensure that there are no deficiencies,
whatsoever, in the cases referred to the UPSC. In this regard, DoPT OM No.
39035/01/2011-Estt. (B) dated 10.05.2011 (Annexure-4) also refers.

8. The Commission has desired that the above instructions/guidelines as issued by the
Commission and DoPT may be strictly adhered to by the disciplinary authorities and other
authorities concerned. The CVOs of respective organizations may bring the above
guidelines to the notice of the Chief Executive Officer and all disciplinary authorities
concerned. They may also follow up all pending cases, to ensure that they are brought to

logical conclusion within the prescribed timelines.

(Rajiv Verma)
Director
Encl:- As above.

To

(1) The Secretaries of all Ministries/Departments of Gol

(ii)  All Chief Executives of CPSUs/Public Sector Banks/Public Sector Insurance
Companies/Autonomous Bodies etc.

(iii) All CVOs of Ministries/Departments of Gol/CPSUs/Public Sector
Banks/Public Sector Insurance Companies/Autonomous Bodies etc.

(iv)  Website of CVC
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No. 425/04/2012-AVD-IV (A)
Minisisy of Personnel, Public Grievances & Pension
Department of Personnel & Training

North Block, New Delhi
29" November, 2012

OFFICE MEMORANDUM

Subject: Guidelines for monitoring and expeditious disposal of the disciplinary
proceeding cases — reg.

Esiruciions have been issued in the past for expeditious disposal of disciplinary
proceedings ageinst delinquent government “servants. However, it has been observed
thet disciplinary proceedings are generally taking a long time which defeats the very
purpose of initiating the said proceedings. Therefore, it has been considered necessary

to issue the following guidelines for monitoring and expeditious disposal of disciplinary
proceedings:-

i Theve are 2 number of instances where the Courts have set aside the order of penalty
due 0 inordinate delay in initiating action. Therefore, it has to be ensured that
disciplinary proceedings are initiated without undue delay.

i.  The Adminisirative Department/Competent Authority should study the allegations
more carefully and resort to minor penalty proceedings instead of initiating major
penalty proceedings, where the circumstances involve minor infringements or cases

£ procedural irregularities. It has to be kept in mind that 2 minor penalty swifily but
Judicionsly imposed by a Disciplinary Authority is much moré effective than a major
penaliy imposed afier years spent on a protracted enquiry. '

fi. There is undue delay due to repeaed requests of the charged officer for time to give
; his written statement in reply to the charge sheet. As per existing instructions, the
charged officer is allowed 10 days to submit his written staternent, The charged
: officer may be allowed 3 — 4 days absence by the Conirolling Officer for preparing

his writien statement in which case, no extension of time should be allowed beyond

the stipulated period of 10 days. (DoP&T’s OM No.142/5/2003-AVD.I dated g
April, 2004)

. [If vigilance angie is involved in 2 complaint, the case should be referred to CVC for
their 1% siage advice within one month from the date of receipt of investigation
repoit. if vigilance angle is not involved, case should be put up to the disciplinary
authority for taking decision to initiate disciplinary action for major or minor penalty
against dslinquent officer under CCS(CCA) Rules within one month from the date of
receipt of investigation report.

Afier receipt of first stage advice of CVC, the case should be put up to the

_disciplinary authority for taking decision to initiate disciplinary action for major or
minor penaliy against delinquent officer under CCS(CCA) Rules within one month

from the date of receipt of 1% stage advice of CVC.,
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The chargeshest should be issued to the chargec_l officer within a week from the date
of receipt of decision of the disciplinary authority to initiate major or minor penalty
proceedings against him. in any case, it shouid be ensured that the chargesheet is
issued within one monih from the date of receipt of the 1% stage advice of CVC.

Simultaneously with the issuance of chargesheet, names of sujtable officer to be
appoinied as IO & PO may be selected tentatively. If the charged officer, in his
writien statement of defence, denies the charges leveled against him orders regarding
appointment of 10 & PO should be issued immediately after receipt and consideration
of defence statement. Copies of all the relevant papers/documents should also be
provided {o IO/PO along with the order.

facts revealed during the investigation or otherwise and the misconduct involved. Is
should be ensured thai no relevant material is left out apd at the same time no

irelevant maeria] or witnesses are included, (DoP&T’s DO No.134/2/83-AVD I
daied 2™ May, 1985)

As far as possible, copies of all the documents relied upon and the statements of
witnesses cited on behalf of the Disciplinary Authority should be supplied to the
Government servant along with the charge sheet, so that the time taken by the

charged officer to submit his written statement of defense is reduced. (DoP&T’s DO
No.134/2/83-AVD 1 dated 2™ May, 1985)

IO should submit his report within six months from the date of receipt of order of his
appointmment as IO, Where 3¢ is not possible to adhere to this time limit, the IO should
submit reasons for delay to the disciplinary authority in writing.

A copy of the inquiry report and also disagreement of the disciplinary authority, if
any, on it should be provided 1o the Charged Officer within 15 days from the date of
receipt of Inguiry Report alongwith reasons for disagreement of the Disciplinary
Authority with 10%s findings, if any. (CVC Circular No. 000/VGL/1 8 dated 23" May,
2000}, The Charged Officer may be allowed 15 days to submit, if he so desires, his
writien representation or submission to the disciplinary authority irrespective of
whether the report is favourable Or not to the government servant (DoP&T’s O.M.
No.11012/13/85-Est. dated 26" June, 1989)

After the receipt of the representation of charged officer on Inquiry Report, the case
may be sent io CVC, wherever required, for their second stage advice, or to UPSC for

their advice, as the case may be, within one month, (CVC’s Circular No 000/ GL/18
dated 23" May, 2000)

- Penalty order should be issued within a month from the date of advice of UPSC.

(DoP&T’s DO No 134/2/83-AVD.I dated 2™ May, 1985)

The time-limits indicated above gh_q_gjd_h&j_trictﬂ]y_‘z_t_ql_bqred to. The CVO concerned
would be directly responsible to adhere to these time limis. ;



{®V. Bach Ministryfﬁepartment may keep ready 2 panel of I0/PO from their retired
' government officers which may be used when no Serving government servant is
available for appointment of I0/PQ), The services of T10s/POs who would be available

xvi. In some Depariments a large number of ol inquiries are pending. In order to f
expedite completion of inguiries within a specified time [imit, some officers on a fy]] l

time basis may be earmarked by the concerned Department to act as IO/PO.
& \?

#vil. In order io ensure expeditious disposal of disciplinary proceedings, vide DoP&T’s
OM No.372/19/201 1-AVD-ji) (Pt.1) dated 26.09.2011, the second stage consultation
with CVC in disciplinary matters hag been dispensed with except in those cases
where consuliation wigh UPSC is not required as per extant rules/instructions, This
may be followed. Since there will be only one consultation after receipt of I0’s report
(either with CVC o the UPSC, as the case may be), it is expected that the new
procedurs woyld substantiaily redyce the time taken in finalizing disciplinary
proceedings afier receipt of the [0’s TEpPOTt,

xVifl. Wherever a Deparimental officer ig appointed as the IO ip Departmental Proceedings,
the officer concerned may be relieved from his normal duties for a period up to 20 Wl
days in two spells during which he should complete the inquiry and submit the report,
Buring this period so allowed, he wijl attend to the inquiry on full time basis. These

hearings on day 1o day hasis. (BoP&T’s OM ND.MZIS/BOUB-AVD.I dated 6% April,
2004)

xix. For effective monitoring of the disciplinary proceedings cases, the Vigilance set up
must be sivengihened in every Ministry/Department. Instructions issued vide DOPT
OM No, 372/19/2011-AVD.IIT (Pt.1) dated 26.09.2011 are hereby reiterated, Aj]
Minisiries/Departments are requested to take appropriate action in the matter.

All the Ministries/Departments erc requested to follow the above guidelines in letter

and spirit so that disciplinary broceedings are concluded expeditiously.
%’\%‘\ﬂ '
(AmasjirSimghy

Deputy Secretary to the Govt. of India

Secretary, all ML‘:isi‘ry/Depamnent (As per standard list)

Secretary, Ceniral vV igilance Commission, New Delhi.

Prime Minister’s Office, South Block, New DeJhi.

Cabinet Secretariat, Rashtrapati Bhawan, New Delhj.

v, NIC, DoP&T for uploading on the website of the Department.
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372/3/2007-AVD-II (Vol. 10}
Government of India
Ministry of Personnel, Public Grievances & Pensions
Department of Personnel & Training
Eia bl
Worth Block, Mew Dethi
Dated: 14" October, 2013

Office Memaorandum

Subject: Recommendations of the Committee of Experts on Disciplimary &
Vigilance Inquiries (Hlota Committee) - Para 48 of the Committes’s
Report o conclusior of major penalty proceedings within 2 pericd of 18
months - Acceptance by Government - reg .

il

The undersigned is directed to say that the Government had appointed a Commitice
of Experts to review the procedure for Disciplinary/Vigilance Inquiries and recommend
measures for their expeditious disposal. The Committee comprised the following:

@ Shri P.C. Fota, Former Chairman, UPSC -—--- Chairman
(i) Shri Arvind Varma, Former Secretary, DoPT ——— Member
(iify  Shri P, Shanlar, former CVC ~mmeee MEmbez,
2 The Expert Committee has, in para 48 of its Report, made the following

recommendation:-

“48. For major penalty Inquiries as envisaged in Ariicle 311(2) of the -
Constitution, where the Inquiry Officer has to do a detailed i inquiry into the Asticles
of Charge by examination of witnesses both of the Presemting Officer and of the
delinquent Government Servant and where relevant documents have o be
examined/exhibited for a just decision in the case, the maximum time corld be twelve
months from the date of service of the Articles of Charge before the case records are
referred to the UPSC for advice under Article 320(3)(c) of the Constitution,
Hopefully, if the UPSC takes a maximum period of five io six months to give its
considered advice, the Disciplinary Inquiry for a major penalty can be couch!dcd
within 2 maximum period of eighteen months from the date of service of Articles of
Charge on the delinquent Government Servant till the date of the final order by the
Disciplinary Authority, after consultation with the UPSC. (Elsewhere in this Report,
we have recommended that the CVC’s second stage advice may be dispensed with
because of reasons mentioned by us. We would like to leave it to the best judgment of
the UPSC to devise methods for reducing the time talen by it in rendering its a(ﬁv:ce
under Article 320(3) (c) of the Constitution.)”.
3 The aforesaid recommendation of the Hota Committee was considered by 2
Committee of Secretaries (CoS) under the cha:rmansth of Cabinet Secretary. The CoS has,
inter alia, taken note of the fact that, vide DoPT’s O.M.N0.372/19/2011-AVD-11i(Pt.i) dated
26™ September, 2011, the second stage consultation with the Cengral Vigilance Comsission
has already been dispsnsed with and that it is only in cases where consultation with UPSC is
not required as per extant rules/instructions, the secord stage consultation with CYC is now
necessary. The CoS algo took note of the fact that the introduction of a single window system
in the UPSC to accept files regarding major penalty proceedings has led fo considerable
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reduction in time taken to conclude major penalty proceedings. The CoS has accordingly
recommended that the recommendation of the Hota Commitice in para 48 of its repost ag
referred to above may be accepted. The recommendation has accordingly besn accepted by
the Government and it has been decided that all Ministries/Departments shall ensure that ail

major penalty proceedings against government Servants under their contro] are completed and

4, The above decision of the Government is brought to the notice of all
Ministries/Departments for strict compliance.

(V.M. Rathnam)
Deputy Secretary to the Govt. of India

Tek: 23004537
Al M[irmﬁstrﬁ@egartmamtfs of the Goverament of ]Imdiﬁm

\/ffgf;y to Sr. Tech. Director, NIC, DoPT for uploading on the website of DoPT.
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No.DOPT-1668597747466
Government of India
Ministry of Personnel, Public Grievances & Pensions
Department of Personnel and Training

AVD(AVD-I/C-T)

bbbt

North Block, New Delhi
Dated 16 Neovember, 2022

OFFICE MORANDU

Subjeet:~ Grant of Honorarium to Inquiry Officers / Presenting Officers in the departmental inquiries conducted by the
Ministries / Departments - reg.

0.142/15/2010-AVD.1 dated 31st 3 ly,_2012 in the case of serving Government Servants functioning as part time
I0/PO and vide oM No.142/40/2015-AVD.I dated 15th September,_2017 in the case of retired Govt. Servants

2. The existing rates of honorarium as prescribed in the aforesaid OMs were reviewed in consultation with
Department of Expenditure and it has been decided to revise the existing rates of the honorarium payable to I0/PO.

3. Accordingly, these consolidated guidelines are being issued in supersession of DoPT’s OM's dated 31.07.2012 and
15.09.2017.

4. The rates of honorarium as revised are indicated in the table below:-
a. The rates of honorarium payable to the Inquiry Officer:

() Retired officers:

Ttems Category Rate per case (in rupees) ]
. where number of witnesses cited in thelAn amount equal to 90% of the
' charge sheet is more than 10 monthly basic pension drawn,
Honorariur i where number of witnesses cited in thelAn amount_ equa! to 70% of the
charge sheet are between 6-10 monthly basic pension drawn,
I where number of witnesses cited in thelan amount_ equa! to 60% of the
charge sheet is less than 6 monthly basic pension drawn.

Rs. 40,000/~ per case

Transport Allowance the time of their retirement (further subject to the approval of the competent
authority and in compliance of the instructions issued by DoPT/DoE from time to time
for air travel regarding booking of air tickets through authorized agencies and

cheapest available fare),

Daily Allowance Same as the officer was entitled to immediately prior to retirement. . 4
L e st move a0 "™ s, 40000,

Secretarial Assistance [IT ;Z?;iTﬁeg??rgegg”ggge;iegs dtedinthe | 30,000/
TII g:;?_;eet;;egg?;t;:;so{hv;:::nsesses cited in the Rs. 20,000/~

(i) Serving officers:

Rate per case (in rupees)
An amount equal to 15% of the monthly basic pay drawn.




(iif) In case of common disciplinary proceedings, an additional amount of honorarium of Rs. 5000 will be payable to

Inquiry Officer (both retired and serving) for every additional charged officer.

(b) The rates of honorarium payable to the Presenting Officer:

Rate per case (in rupees)
An amount equal to 10% of the monthly basic pay drawn.

5. The revised structure of rates of honorarium and allowances as indicated above are intended to be made
applicable to Departmental Proceedings including inquiry proceedings undertaken by the committee on Sexual
Harassment, by Ministries / Departments in respect of officials / officers serving under different cadres of services
under their administrative control. However, in case a cadre of a service or organizations such as autonomous bodies
have a separate set of rules and instructions for regulating honorarium to 10 / PO in existence, they may choose to
continue with their own set of instructions. Fully or partially funded autonomous bodies may retain their own
provisions so long as they are not more beneficial than what has been proposed in this Q.M.

6.  The grant of Honorarium in the case of serving Government servants who are appointed as part time Inquiry
Officer/ Presenting Officer and retired Government servants appointed as Inquiry Officers will be subject to the
following conditions:

i. The honorarium will normally be regulated under the financial powers delegated to the Ministries/Departments
and taking into account the quantum of work involved in individual disciplinary cases.

ii. In the case where serving officers are appointed as I0/PO, the controlling department or the administrative
department should make all efforts to relieve the IO/PO of his normal duties to enable him/her to complete the
proceedings expeditiously.

7. Before the payment is received by the Inquiry Officer/Presenting Officer, whether serving or retired, it will be the
responsibility of I0/PO to ensure that:

a. All case records and inquiry report (two ink signed copies) properly documented and arranged is handed over to

the office of Disciplinary Authority.

b. The report returns findings on each of the Articles of Charge which has been enquired into should specifically
deal and address each of the procedural objections, if any, raised by the charged officers as per the extant rules
and instructions.

C. There should not be any ambiguity in the inquiry report and therefore every care should be taken to ensure that
all procedures for conducting departmental inquiries have been followed in accordance with the relevant
rules/instructions of disciplinary and appeal Rules to which the delinquent Government officials are governed,

8. Terms and conditions for appointment of Inquiry Officer: The designated Inquiry Officer shall be required to give
an undertaking as follows: .

i. that he/she is not a witness or a complainant in the matter to be inquired into or a close relative or a known
friend of the delinquent Government officer. A certificate to this effect will be obtained from the Inquiry Officer
with respect to every inquiry and placed on record;

ii. shall maintain strict secrecy in relation to the documents he/she receives or information/data collected by
him/her in connection with the inquiry and utilize the same only for the purpose of inquiry in the case entrusted
to him/her.

9. No such documents/information or data shall be divulged to anyone during the Inquiry or after presentation of the
Inquiry Report. All the records, reports etc, available with the Inquiry Officer shall be duly returned to the authority
which appointed him/her as such, at the time of presentation of the Inquiry Report.

10.  The Inquiry Officer shall conduct the inquiry proceedings at a location taking into account the availability of
records, station/place where the.misconduct occurred as well as the convenience of the witnesses/ PO etc, Video
Conferencing should be utilized to the maximum extent possible to minimize travel undertaken by the I0/PO/CO. The
cadre controlling authorities will facilitate Nnecessary arrangements for the Video Conferencing.

A
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11. The Inquiry Officer shall undertake travel for conducting inquiry (in unavoidable circumstances) with the approval \\

of an authority as may be nominated by the concerned Ministry/Department.



12. The Inquiry Officer shall submit the inquiry report after completing the inquiry within 180 days from the date of
his/her appointment as the Inquiry Officer. Extension of time beyond 180 days can be granted only by the Authority as
* may be prescribed.

13. Letter regarding engaging a retired officer as the Inquiry Officer will only be issued with the approval of the
Disciplinary Authority of the Ministry/Department/ Office concerned.

14.  Any issue arising out of this O.M. between the Inquiring Officer and the Disciplinary Authority will be decided by
the Secretary, DoPT whose decision shall be final and binding on both parties.

15. These instructions will be applicable prospectively for processing the Bill submitted by the IOs / POs.

16. All the Ministries/Departments are requested to bring these instructions to the notice of all concerned under their
control.

17.  This issues with the concurrence of Department of Expenditure, Ministry of Finance vide their I. D. Note No.
14/4/2009-E.11(B) dated 26/10/2022.

(Sign of Authority)

Rupesh Kumar

Under Secretary to the Govt. of India
23094799

i. All Ministries/Departments of the Govt, of India.

ii. Department of Financial Services, Ministry of Finance, Jeevan Deep Building, Parliament Street, New Delhi.

fii. Department of Public Enterprises, CGO Complex, Lodhi Road, New Delhi.

iv. Railway Board, Rail Bhavan, Delhi.

v. Union Public Service Commission/Supreme Court of India/ Election Commission of India/ Lok Sabha Secretariat/
Rajya Sabha Secretariat/Cabinet Secretariat/Central Vigilance Commission/President's Secretariat/ Prime
Minister's Office/Planning Commission.

vi. Staff Selection Commission, CGO Complex, Lodi Road, New Delhi.
vii. Office of the Chief Commissioner for Disabilities, Sarojini House, 6, Bhagwan Das Road,New Delhi,

viii. Office of the Comptroller & Auditor General of India, 10, Bahadur Shah Zafar Marg, New Delhi.

ix. All Officers and Sections in the Ministry of Personnel, Public Grievances and Pensions and all
attached/subordinate offices of this Ministry.

Reference:

T's O. M. No. 142/15/2010-AVD.I dated 31st July, 2012

1.
2. DOPT's O. M. No. 142/40/2015-AVD.I dated 15th September, 2017

el e
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MOST IMMEDIATE

Ne.39035/01/2011-Estt.(B)
Government of india
Winistry of Personnel, Public Grievances and Pensions
(Department of Personnel & Tralning)

New Delhi, 10" May, 2011

FEICE MEMORANDURM

Subject- Deparimental proceedings against Government servants — consuliation with
the Union Public Service Commission for advice.

Ardrtitd

The undersigned is directed to say that this Department has been impressing
upon various Ministriee/Depariments o compleie the disciplinary proceedings by
minimizing avoidable delays. In para 3.11.10 of the 4™ report of the 2™ ARC fitled
‘Ethics in governance’, it has been observed from a sample study that the
Administrative Depariments take more than 2/3" of the time taken fo process the
¢ase under ihe CCS(CCA) Rules. In the sample study, the Inquiry Officers were
found o be taking about 17% of the time and the UPSC about 5% of the time {o
conclude their findings. This Department has issued OM No.32011/12/2009-Estt.(B)
dated 14.2.2010 reiterating that the requisite details in the proforma to be sent o
the UPSC are properly filled up and sent with the relevant documents so that there
does vot arise occasion for the UPSC to make a back reference o the
Minisiries/Depariments for the deficiencies found by the Commission in the papers
sent o tham. :

2. The UPSG has brought io the notice of this Department that during the vear
2010-11 the Commission had fo return the case to the concerned Depariments in
more than 40% of the cases on account of procedural/decumentary deficiencies.
A ligt of the eemmon deficiencies observed by the Commission in these cases are
given in the Annexure. Al Minisiries/Depariments are requested to ensure that the
deficiencies indicated in the Annexure are not repeated in the proposals being sent
to the UPSC for seeking its advice on disciplinary matters. '

3. Atiention of Ministries/Depariments is also drawn fo this Depariment’'s OM
No.39011/12/2000-Esit.(B) dated 16.11.2010 wherein it has been requested that in
cases where the Couris are being apprised of the time taken in finalizing a
disciplinary proceeding through affidavit, information in regard {¢ the pendency of
the matier before the UPSC may be correctly projected. The average time taken by
the Commission in tendering advice in disciplinary proceedings is about 4 o &
months. The Commission tender its advice in about 3 months in those cases where
pricrity is atiached due to direction of Court. In such cases, in order to sypedite
scrutiny of the cases a single window system on pilot basis had been introduced in
the UPSC from September 2010 and initially © Ministries/Departments were
included in the single window system. The Commission has now decided o extend
the single window sysiem {o ali other Ministries/Departments whose offices are
sluated in Delhi for submission of disciplinary cases invelving court cases. Under
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inis systern, a Ministry/Depariment while refering the disciplinary cases to the
Commission for advice, is reguired o authorize a representative, not below the level
of Under Secretary, to hand over the case to the designated officer in the UPSC,
wiih prior appoiniment. The cases received from a Ministry/Department are initially
scrutinized on the spot, in terms of information sought in the Proforma check list
issued by this Department. Only cases which are complete as per the check list are
accepied by the Commission for further scrutiny and examination. Incomplete cases
are retiurned at the counter itself after pointing out the deficiencies. In UPSC, the
Gase records are fo be handed over (o the Under Secretary(S-1),(Tel
Ne.2338?846f23098591-E>=t.4342) in Room No.10-A located in the Annexe Building
of the Commission. The case records should explicitly indicate the status of the
CAT/Court cases, the fact regarding the time limit for disposal of the case if any and
extension sought for providing. at least 3-4 months of time to the Commission for
disposal of the case.

4. All Ministries/Departments are requested to adhere to the above procedure for
submission of disciplinary cases involving Court cases o the Commission thirough

single window system.

(C.A. Subramanian)
: Director

All Ministries/Departments of Government of India.

Copy to:-

1. President Secretarial/Vice-President's Secretariat/Prime Minister's Office/
Rajya Sabha and Lok-Sabha Secre‘tariat/CVC!C!CIC&AGICAT(PﬂncipaI Bengch).

Z. All officers/Sections in the Ministry of Personnel, Public Grievances and
Pensions and all aliached/subordinate offices of the Ministry.

o]

UPSC, New Delhi.

4. NIC, DOPT, Norih Block for up-dating of the OM in DOPT website.

(C.A. Subramanian)
Director
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(dim)
{iv}
(v}

{vi)

{vriin)

4]
()

{>zbE)

{azidf)

(e

{xvi)

The desuments indicated in proformalchecklist not dluly
referenead with bage number, folder name atc.

Vague Gommenislinformation e.g. "' or ‘do’ in the proforma were
mentioned,

The decuments werg not original or duly authenticated.
Photocopiss were signed in black ink.
The exhibits and other documents were not legible.

Decuments in regional langu age:-
(a) Translation nog provided,
(@) Transiation unauthenticated,

In case of retired GO, the information like last pay deavyn, monthly
pension ang aratuity were not brovided. No specific information
provided whether pension and/or gratuity is withheld or released.,

Para-wise comments of the DA on fhe representation of the CO
on 10 Report were nof part of the record.

Daily Order Sheets were not available for all the détes of hearing.

in winor penally cases, the Relied Upon Documents (RUDs)
reéferred in the statement of imputation were not forwarded and
ot properly referenced.

The column related to general examination of the GO did net
clearly indicats the reference of related papers,

In case of disagreement of DA with 10 Report, a tentative note of
disagreement was mot forwarded to the CO. '

The para-wise tomments of the DA did not address the peints
raised by the CG in his reply,

In sase of pension cug Proposals, the approval of President was
not taken. The approval of the President in all pension cut cages
s mandatory.

Tive DA in a large number of cases, expresses opinion regarding

the quantum op penally or amount of Péension cut to bhe imposed
on the GO,

Prosedure of prescribed Complaints Committee on Sexual
Harassment were not followed.

ity



