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Governmaerit of India
Ministry of Human Resource Develogment &U}‘M E,a
Department of Higher Education Q). gJ“U
Technical Section-I1| '\.3—Q
%k % ¥ ok

New Delhi, Dated 8" June, 2016

To
The Directors of all NITs &
Director of HEST Shibpur

Subject: Various complaints alleging irregularities in routine administrative / financial matters
received directly from the employees of the Institute — regarding.

Sir,
| am directed to forward herewith a copy of communication no. 10-15/2016-TS.VII
dtd.01.06.2016 received from Section Officer, TS.VII Section on the above mentioned subject.

2. This Ministry has been receiving various complaints / representations directly from
Institute’s employees and students alleging irregularities in routine administrative / financial
matters. It has been noticed that most of such complaints / representations are anonymous /
synonymous / frivolous, relates to the service matter and substantially hamper the core work of
the Division.

3. In this connection, your attention is invited to Department of Personnel & Training
(DoPT), Ministry of Personnel, Public Grievances & Pension O.M. dated 06.06.2013 (copy
enclosed) which categorically stipulates that in any matter connected with the service rights or
conditions, a Government servant wishes to 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 the Office or
such other authority at the lowest level as is competent to deal with the matter.

4. Here it is further submitted that submission of representations directly to higher
authorities by passing the prescrrbed channel of communication, has to be viewed very
seriously and appropriate d|SC|pI|nary action should be taken against those who violate these
instructions as it can rightly be treated as an unbecoming conduct attracting the provision of
Rule 3(1} (iii) f the CCS (Conduct) Rules, 1964.

5. Since, the adequate redressal mechanism is already available in the NITSER Act, 2007
and First Statutes of all the NiTs and HEST Shibpur, therefore, you are reguested to bring the
instruction,contained in DoPT’s 0.M. dtd.06.06.2013 to the notice of all the employees of your
institutions / board and take appropriate disciplinary action against those who viclate these
instructions.

Yours faithfully
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Government of [ndia
AMinisuy of Human Resource Development
i Department of Higher Tducation

(5" Shastri Bhawan. New Nelhi
b\ Dated the 1 June. 2016
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OFFICE MEMORANDUNM

Subject:  Various Complaints alleging irregularities in routine administrative/ financial
matters received direerly from the employees of the Institute - regarding.

The undersigned s directed 1o enclose herewith a copy of the communication wssucd
by tlis section to all its organization on the subject cited above
3 JSINTTs & DL} while approving the proposal has desived that a copy of the
communication bemy issued by this seetion may be sent o other [hvisions i the Bureau for
circulation amongst the autonomous Insotutions orgamizatens under this jurisdretion

3 [t 1s requested that necessary action on the dircetion given by ISINITS & DY man
he taken on priority and a copy of the action taken may alsn be seat to the olfice of IS(NITs &
DL

v'l .'\-

(G Mohan Meena)
Sceuon Otheer 1 IS VI
Enclosures: As above

_ DIR(NITs)
DS (DL)
DS(TS-IV)




NO VLA U S-ESTL A -]
Chagernmient of Indie
Ministry of Persganz!, Public Grievances & Pensions
Department of Personnel & Training

North Block, New Delhi
Dated the 8" 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 Ol No.
118/52-Ests. dated the 30" April, 1952, OM No. 25/34/68-Estt.(A) dated the 2¢"
December, 1958 and this Department's OM No. 11013/07/1299-Estt.{A) dated the
1% November, 1998 {copies enclosed for ready reference) on the above mentioned
subject. This Deparment is receiving a number of representations, on semnvics

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

2. 1t has been enwvisaged in these instructions that whenever, in any matter

connected with his service rights or conditions, 8 Government servant wishes to
press a claim or tc seek redress of a grievance, the proper course for him is to
address his immediete official superior, or the Head of his office, or such other
authority at the jcwest levei as is competent to deal with the matter. Of late it 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 i3 more
acute in large Departmenis where often very junior employees at clerical ieve!
address multiple representations to the Minster, Prime Minister and other
functionaries. Apart from individual representations, the service unions have also
deveioped a tendency to write to the Ministers and Prime Minister on individua!
grievance. Some of these representations are often forwarded through Members of
Pariiament, in viclation of Rule 20 of the CCS (Conduct) Rule, 1964.

w
r'| 1

-xisting instructions clearly provide that representations on service matters
should be forwarded through proper channel, The stage at which an a0Vance copy
of the represantation may be sent to higher authorities has zlso been indicated. In
MHA O M. No. 25/34/68-Estt.(A) dated 20.12.88 time limits for disposal: of various
types of representations have been prescribed |7 #t is anticipated that an appeal or
petition cannot be disposed of within a month of its submission. an

acknowiedgement or interim reply shouid be sent to the individua! within a month.

]

4. Thus adeguate instructicnz are available in the matter of submission of
representations by the Government sarvants and treatment of the representations by
the authorities concerned. As such submission of representations directly 10 highe:
authorities by- passing the prescribed channel of communication, has to' be viewec
seriously and appropriate disciplinary action should be taken aggainst those whe
violate these instructions as it can rightly be treated as an unbecoming conduc
atlracting the provisions of Rule 3 (1) (iii) of the CCS (Conduct) Rules, 1964.
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5 it is again reiterated that these instructions may be brought tc the notice of a
Gowvi. servants and appropriate disciplinary action may be taken against those wh
vioiate these instructions

o i LY
T "

P
(% K. Waaghws

Under Secretary to the Government of indi

To
All Ministries/Departments of Gowvi. of India.

Copy to:

Comptroller & Auditor General of india, New Delhi.

Union Public Service Commission, New Delhi.

Central Vigilance Commission, New Delhi.

Central Bureau of investigation, New Delhi.

All Union Terntory Administrations.

L ok Sabha/Rajya Sabha Secretarial.

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

B. All Attached and Subordinate Offices of Ministry of Personnel, P.G. & Pensions.

Y. MHC, DoP&T with the request to upload this O.M. on Department's web site
~ (OMs/Orders—+ Establishment—+ CCS {(Conduct Rules).
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@py of the Office Memerandum No. 118/52-Ests. Dated 30" April, 1952
p
Represantations from Government servants on service matters — advance copies.

Reference are frequently received in this Ministry enauiring whether the submission of advance
copies of representations to higher authorities is permissible and as to the treatment that should

be accorded to such copies. The matter has been carefully considered and the following
instructions are issued for the guidance of ali concemed

2. Whenever, in any matier connected with his service righis or conditions, a Government
servanl wishes 1o press a claim or 1o seek regress of a grievance. the proper course for him s
lo address his immediate superior official, or the Heas of office, or such other authority at the
lowest level as ne is competent to deal with tne matier An appeal or representation to a higher
authority must not be made unless the approprate lower authority has already rejected the
claim or refused relief or ignored or unduly delaye? the disposal of the case. Representations to
still higher authorities (.e.g those addressed io the President, the Government or to Hon'bie
Minister) must be submitled through the prope: channel (ie. the Head of Office, efc

concerned). There will be no objection at tha: stape. but only at that stage to an advance copy
of the representation being sent direct

3. The treaiment by the higher authorities of advance copies of representations so received
should be governed by the following genera! principles —

(2) If the advance copy does not clearly show that ali means of securing attention or redress
from lower authorities have been duly tried anc exhausted. the representation should be ignored
or rejeclted summarily on that ground, the reasons being communicated briefly to the
Government servants |f the Government servant persists in this prematurely addressing the
higher authonities, suitable disciplinary action should be taken against him.

(b} If the advance copy shows clearly that ali appropriale fower authorities have been duly
addressed and exhausted, it should be examined to ascarain whether on the facts as stated,
some grounds for interference or for further consideration, prima facie exist. Where no such

grounds appear, the represeniation may be ignored or summarily rejected, the reasons being
communicated briefly to the Government servant.

(c) Even where some grounds for interdference or further consideration appear to exist, the
appropriate lower authority should be

be asked. within a reasonable time, to forward the original

representation. with its report and comments on the points urged. There is ordinarily no
justification for the passing of a@ny oraers on any representation without thus asceraining the
comments of the appropria

¥ oy i s =i}
iate lower author LAY

4, Spme Government servants are in the habil of sending copies of their representations also to
outside authorities, i.e. authorities who are not directly concerned with the consideration thereol
(e.g. other Honorabie Winister, Secretary, Members of Parliament, etc.) This is a mos

objectionable practice, contrary 1o official propriety and subversive of good discipline and al
Government servanis are éxpected scrupulously io eschew i,
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@ opy of the Office Memorandum No. 25/34/68-Estt{A) Dated 20.1 2.19686
Representations from Government servants on semvice matters — Treatmen! of

Reference is invited to the Ministry of Home Affairs Office Mermorandum No. 118/52-Ests Dated
the 30" April, 1952 on the subject mentioned above (copy enclosed for ready refetence). it has
been brought to the notice of the Minisiry of Home Affairs that undue delay occurs very ofter in
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 Government servants on service matters may be broadiv ciassifizd
as foliows -

(1) Representations/complaints regarding non-payment of salary/allowances o othe" dues
(2) Representations on other service matiers;
(3) Representauons against the orders of the immediate superior authority. anc

(4) Appeals and petitions under statutory rules and orders (e.g. Classification Control and
Appeal Rules and the petilion instructions).

3. In regard to representations of the type mentioned at (1) and (2} above, if the individual has
not received a reply thereio within @ month of its submission, he could address. 'or ask for an
interview with the next higher officer for redress of his grievances. Such supenior officer shoutd
immediately send for the papers and take such action as may be cailed 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 petilions.
Such representations also should be dealt with as expeditiously as possible The provisions of
the preceding paragraph would apply to such representalions aiso. but not to later
representations made by the same Government servant on the same subject after his earlier
representalion has been disposed off appropriately.

5. in regard to the representations of the type mentioned at (4) above, although the relevant
rules or orders do not prescribe a time fimit for disposing of appeals and petitions by the
competen: authority, it should be ensured that all such appeais anc petitions reseive prompt
attention and are disposed within a reasonable time If it is anticipated thal an appeal or a
petition cannot be disposed of within @ month of its submission, an acknowisedgement or an
interim reply shouit be sert to the individual within a month.

6. The instructions conmtained in paragraph 2 of this Mimistry's Office Memorandum No. 118/52-

Ests. Dated the 3C"April, 1952, will stand madified to the extent indicated in the paragraphs 3.4
and 5 above
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Gower nmant of Indle
sinieilry of Fereunmel, Cuplic & ievences N Fensions

(Gepa-tmant of Jamennel & Treining]

Mew Delhl, dated the Jet ppage 7997

_OFFICE MEMIRANDUM
csubject: Raepressanita! ithn froam Governmenl servants o
service mehblters,

Tie undersigpned iz directed to refer e the
Minlstyy of Home affali=s 0.1, HNo 118/52-Ests. dated
20th april, 1952 on the suljsct mentioned sbhove {onp.
encleosed for ready refereance)

L 11 haee bhean envismnuad in Lhese instructicns
Lhat whanevar, in any matte; connected wiltlh his service
rights or conditions, & Government sayvanl wishkss tr
press & claim or to eeel sadvess of a prievaence, Lhe
proper couvrse Tor him i Lo ackdress hiz  immediete
cfficlal super ior , or Lhe tiaad of his offive, or such
othar asuthovity 8% the lowest Jevel as he is competent
tc deal with tLhe matter . Of 1lste, it is olserved that
theve hee haen a Landeucy o1y the purl of cifivers et
different levels to by-pass the prescribed channels of
vepresentalion encd write divectly to the high
funclionarjies totally ignoring Lhe prescribed channels.
The probilem 1Is more zcube in large Departmenls where
often very Junior emplovess gt clericel level addrees
multiple vepreeantations toe | the Minister, Py lme
Mlinister anrd other functionar ies. fApet b fron
individual rvepresentations, {he meyvice unious have
also developsd 2 tendency te write te the Hinisters =nd
Prime Ministear on indlviduel gt ievances. Some of these
representatlons are oflLen fovrwarded through Members of

Farlisment, in wvlecletion of Rule 20 of the OCS
{Conduct) Rules, 1964

~
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: Cristive instructicns oclesvly

provide thet
represanlaticns on Rervice

matters should be Tovwarded

through procer channe! . The stege st which an advance
copy of the representatinn mey ba sesnl,  to higher
authoyvities hes elsc been indiceted. In MHA 0.1,
Mo . 25/3a4a/68-E=btt (A) dated 70.12 .48 - {copy enclosed]
time limiis T disposel o vearioue Lypes of
repreasaniztions have besr pyescribed. 17 iy is

enlicipsted tLhat &n  apperl o1 petiticon cannot  be
disposed of within & month of Jjts subnissicon, an
ecknowledgamn=nt or inLerin reply shouvld be sent Lo the
individue!l withio & month.

al Thue edequets ingl et ions sre egvegilabile jn tLhe
mali tLar of submission ul repres=nlelions by (Y]
Govar nment servarnts et Vv eAaLmeE Rt o b Ve
rerreseanlaetions by the gullue ihies concarned. me suzh
submissicr of T epresen! sl loons directiv o higher
authoricies by—-prasing tha preseribed chenuel  of
commuanicetion, hae Lo Lo vl eed ey joss s &N°
Eppronyiate dieciplinars eo?

those e
=8

Pian sheutd Le Lailen mngelinsi
1]

viniete Lhese insloclinns fe it (&g
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be trested as &n unbecoming conduct abtftragting U
provisions aof Riwde & (33 CiTil) of the €S | CGomdems

Rules, 1964

-

& I is veqQues: «d that itrnese instructicns ey |
brought Lo the notice of al) Goavt servwanis at
sppropriate  disciplinary action may be tsken BGEL NS

those who violete these instvuctions.
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DePuly Ssovetary to the Government of 1ndi

To

Al FﬁiT.‘jE*t—rlES/EJEJ;JE‘I.‘L“?BnLS of Lhe Govt. o incle

i Compilrolier & Audiior Genersl of Indis, New Deli)
pE; Urndon Public Sevvice Commissian, New Delhi .

- Centyeal Vigilence vompission, New Delhl .

4. {enlrael Bureau of snveagtigation, New Delhi

e Bl Drion Tersiboyw Adnanisirat iens .

£ Lok Sabha /Re jve Subiha Secretsryiat |

2. Al DVficers mnd Seclions in Lthe Ministy» jof

Personnel . Public Gy ievances & P&NE 1 ONS —fe—deiiezt.
B. All attached and Subordinets Offices of Hih1517>
of Personnel, F.G6. & Pansions Se=btds —
H'\
P
C IVt
_ (T 0. Thomes ) —m™
Cepuly Ssaretary to the Gover nment. of Indi:
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