
F. No.33 - i'_.1q t_Is.U'
Gover nmerit of lndia

Ministry of Human Resource Development
Department of Hither Education

Technical Section-lll
++**1.*

New Delhi, Dated 8th June, 2016

To

The Directors of all NlTs &
Director of IIEST Shibpur

Subject: Various complaints allegint irregularities in routine administrative / financial matters
received directly from the employees of the lnstitute - regardint.

Sir,

I am directed to forward herewith a copy of communication no. 10- 1s/2016-Ts.vll
dtd.01.06.2016 received from Section Officer, TS.Vll Section on the above mentioned subject.

2. This Ministry has been receivinB various complaints / representations directly from
lnstitute's employees and students alleging irregularities in routine administrative / financial
matters. lt 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. ln 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
a ull94lgf_ry_p_?5ry€_t h g_! re scribed channel of communtcation, has to be viewed very
seriously and appropriate disciplinary 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 NlrsER Act, 2007
and First statutes of all the Nlrs and IIEST shibpur, therefore, you are requested to bring the
instructionrcontain ed in DoPT's o-M. dtd.06.06.2013 to the notice of all the employees of your
institutions / board and take appropriate disciplinary action against those who violate these
instructions.

AR AB.Grt)

et cir-c^rG-* d'-r7o'''3 ^/l f-'--ry aA
AI-,A ei" , d f ^l u., @ r^re^L,4ik '

Yours faithfu lly

,O.,,*rffif[
Under Secretary (NlTs)

Tel: OtL-23384897
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Minislru ci F\eiso,rrte:, Public Grievances & Pensions
Department of Personnel & Training

North Block. New Dethi
Dated the 6th June.2013

OFFICE MEMORANDLI[,1

Subiect: Representation lrom Government servartt on service matters.

The undersigned is directeci to refer to the tvlinistry of Home Affair's Oft4 No.
118/52-Ests dated the 30'i April, 1952, OM No. 25/34/68-Esti (A) dated the 2Cr'
December, 1958 and this Department's OM No. 11013i07/1999-Estt.(A) dalec the
f iNcvember, 1999 (copies enclosed forready reference) on the above mentroned
subject. This Department is receiving a number of reprcsentations, on servicg
matters, addressed to the Prime Minister/ Minister/ Secretary (P) and other ofhcers
directly f rom the Gcvernmenl servants.

2. lt has been envisaged rn these instructions that whenever, in any matter
connected vrith his service rights or conditions, a Government servant wishes to
press a claim or lo seek redress of a grievance, the proper course for him is to
address his immediate official superior, or the Head of his office, or such other
authority at the lovesi level as is competent to deal wrth the matter. Of late. it is
observed that there is an increasrng tendency on the part of officers at different
levels to by-pass the prescribed channels of representation and wrile directty to the
high functionaries totally ignoring the prescribed channels. The problem is rnore
acute in large Departments where often very iunior employees at clerical levei
address multiple representations to the Minster. Prime Minister and other
functionaries. Apart from incivioual representations, the service unions have also
deveioped a tenciency to write to the Ministers and Prime Minister on individuai
grievance. some of these representations are often forvlarded through Members of
Parliament, in violation of RulE 20 of the CCS (Conduct) Rule, i g64.

s

v
n

MHA o M. No, 25/34/68-Estt.(A) dated zo.12.68 time limits for disposat of verious
types of representations have been prescribed lf il is anticipated that an appeal or
petition cannot be disposed of within a month of its submission, an
acknowledqement or interim reply should be sent to the individual within a monlh.

4. Thus adequate instructicns are available in the matter of submission ol
representations by the Governrnent servants and treatment of the representations by
the authorities concerned. As such submission of representations direcfly to higher
authorities by- passing the prescribed channel of communication, has to be viewec
senously and appropriaie disciplinary action shouid be taken against those whc
violate these instructions as it can iigntiy- ue treated as an unblcoming cond uc
attracting the provisjons of Rule 3 (1) (iii) of the CCS (Conduct) Rules, 1964,
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5 l1 is again reiterated that these instructions may be

Goui servants and appropriate disciplinary action mav

irioiate these instructi ons

brought to the nottce of a

be taken against thcse wht

Under Secretary to the Government of lndir

To

All lvtinistries/Departments of Govt. o{ lndia.

Copy to:

1 Comptroller & Auditor General of lndia, New Delhi.
2. Union Public Service Comrnission, New Delhi.
3. CentralVigilance Commission, New Delhi.
4 C,entral Bureau of lnvestigation, New Delhi.
5. All Union Territory Acimirustrations.
5. Lok SabhaRajya Sabha $ecretariat.
7. All Officers and Sections in the Ministry of Personnel, Public Grievances &
Pensions
B. AllAlached and Subordinate Offices of Minisuy'- of Personnel, P.G. & Pensions,

? _Md DoP&T with the request to upload this O.M. on Department's web siie
(CMs/Orders-+ Establishment--+ CCS (Conduct Rules).

l(. Wadhrva



Oii "t rhe Office Memorandum No. 118/52-Ests. Daied 3otr'Aprit, 1952

Representations from Government servants on service maiters - advance copies.

Reference are frequently received in this Mrnrstry enouiring whether lhe subrnission of advance
copies oi represenlations to higher authoritres is pe,.missible and as to the treatment that should
be accorded to such copies. The matter has been carelully consldered and the fcllowing
instructions are issued for ihe guidance of ali concernec

2. Whenever, in any mafier ccnnected wlth his servrce rights oi- conditions, a Government
servant wishes to press a clatrr, oi to Seek reciress ol a grievance ihe proper course for him is
to adciress his immecjiate superior of{icia!, or the Heas of office, or such other authority at ihe
lowesi level as he is competent to deal with tne nianer An appeal or representation to a htgher
authority !-nust not be made unless the appropnate lower aulhorily has alreaciy rejected the
claim or refused relief or ignorqd or unduly delayef the disposal of the case. Representations to
still higher authorities (.e.9 those acjdresseo to tne Presidenl, lhe Govemment or to Hon,bie
MinisteQ must be submrtted through the proper channel (i.e. the Head of office, etc
concerned). There rvill be no objection at tha: sta-re. bui onty at that stage to an advance copy
of the representation being sent direct

3. The treatment by the higher authorities of aovance ccptes oi representations so received
shoulcj be governed by the lollowing general princrples -
(a) lf the advance copy does not clearly shor! thai a[ rneans of securing attentign or redress
from lower aulhorities have been duly tlied ana exhausted, lhe representation shor.jld be ignoredor reJ eclec summarily on that grounci, the reasons being communicated briefly io the
Government servants lf the Government seruant persists inlhis prematurely addressing the
higher authorities. suitable disciplinary action should be taken against hrm,

(b) lf the advance cony thowl cleedy tirai ali appropr-iare lower authorities have been duly
acidressed and exhausteci, it should be examined to ascertain whether on the facts as stated,
some grounds for interference or for furiher consideration, prima facre exist. Where no such
grounds appear, the representalion may be ignored or surnmarily rejected, the reasons being
communicated briefl.v to the Government servani

(c) Even where some grounds for tnterference or further consideration appear to exisL, the
withln a reasonable time, to forward the original
ts on the poinis urged. There is ordinarily no
any representatron without thus ascertaining the

4 Some Government se:rants are irr lhe habii of sending copies of their representallons also tooutside authorities, i.e. auihorities vrho are no1 drrectly cJncerned with the consideration.thereol(e g. other Honorable li4 inister, Secretary, Members of parliameni, etc.) This is a moslob.lectionable practice. conlrary to official propriery and subversive of good discipline and alGovernment servants are expecled scrupulousiy toischew it.



. (BoPY ol the Office Memorandum No' 2 5/34/68-E stt.(A) Dated 20 12 1966

RepresentatiOns from Gcvemment seivants on servrce matters - Treatmenl of

Referenoe is invited to the Ministry of Home Afiairs Office Memorandum No. 118/52-Ests Dated

the 30!n Aprii. 1952 on the subject mentioned above (copy enclosed for ready reference), lt has

Leen Orought to the nolice of the Minislry of Horne Affairs thal undue delay occurs very often rn

the disposil of representations from Government servants in regard to maners conne;ted with

the service rights or condilions $rhich causes hardship to the individuals cOncemeC.

l. The representations from Governrrenl servants on servrce maiters may bs broaCi.v ciassift=d

as ,ollows :-

( 1) Represenrations/complaints regaiding non-payment of salary/allowances o; olhe' ciues

(2) Represeniations on other service matters;

(3) Representaitons against the ordei',E of the immediate superior ar:thority. ani

(a ) Appeals and petittons under statutory rules anc orders (e.9. Classifrcatton Conirol and

Appeal Rules and the petilion lnstructions).

3. ln regard to representations of lhe type mentioned at (1) and (2) above. i{ the lhdividual has
not received a reply thereio within a monlh ol its submission, he could address-,cr ask for an
rnterview with the nexi higher officer for redress of his grievances. Such supeitor officer should
immediateiy send for lhe papers anc take such aciion as may be calieC for. wilhoui delay

4. Representations of the type menhoned at (3) above, rvculd be made generali)';only in cases
yyhere there is no provision under the slatutory rules or orders for making appeals or pelilions.

Such representations also should be dealt with as expeditiously as possible The provisions of
the preceding paragraph would apply to such representalions also. but not to later
representations made by the same Government servant on the same subjec'r afler his earlier
representalion has been dtsposed ofl approprialely.

5. ln regard to the representations oi lhe typ€ mentioned at (4) above, aithough the relevant
rutes or orde rs do noi piescribe a iime limit f or disposing of appeais and petitions by lhe
competeni authority, it should be ensured lhat all such eppeals and petitions recelve prornpt
afteniion and are disposed within a reasonable time lf it is anticipated that an appeal or a
petition cannot be disposed of within a month of its submission, an acknowiedgement or an
interim reply should be senl to the individual within a month,

6. The instructions conlained in paragraph 2 of this Ministry's Ofiice Memorandum Nc. 118152-
Ests. Dated the 30rhApril, 1952. wili stand modified to {he exteni indicated in the paragraohs 3,4
and 5 above
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Suh-iB.'.: ficFrr e,qBnLel i.brr f r 'rrf Go.,/er nmolrL ser!8l1Ls .1rr

se! vi (.e mat_l_er.r.

Ii,e undersiFnFCl ig direcLacl l-(\ refer tc !lrt
Hinlsiry ef Home Affairs cl .tl , lto - 118,'52-F-sLs - clctect
30t-l) Apr i I , 1952 on t-- hc. strt,.iect mFnt i one cl sbcve ( cor':
Fnc Iosed {or ready ref e: e,rri:e )

lt hee hee,n ar,risoced irr Lfrese i nsLYt,(jt ic'!r!:
LhaL utrener.,ar , i tr any tnatt-€r connBcLed r.ti th his ser'.,i rs,
r iQht s or .-'onditions. a l;1iver nnent .s€r vant pisF'es \..:
pt-es:, a .- iaim er Lo seel.. r etJross of a gr iewailc.e, Lhe
proper course {or hLm js, '..rr aclLlr Bss f:is. inme,tliet e'

o{ficlal s,rper ior, or Llre ll$'d., of lris off i,"e, or- such
ot.tr6r auL!ro' jr-)- Ei ttre ]()rlesl .l eve) es he is conrpeterrt
Lc deal uriLh tI'e oaLter ()f latc, it- is ol-rsBrweri l,hal
thet e hes heelr a Len(ie!r(-:\, ,'rr tlre parL r-.{ r.if it,ers ei
different Ie,.,els to b),-pass tlle prescribed chanrreJs o:
t tnrcsorrlaLiorr 6rrcl lr'rite clirectlt. Lo tlre lrig]r
f ur'cLiorrarles LoLaIIy igrrc,lirr!r Llto prescr ibed cl.renrrols.
Tlre pro[ri err, is more ecuL€ irr ]Arge O6FBrLnrenLs t.Jhiere
c,f Lerr ver-. Jr.rnior enploy€,FS at clerlr-:aI IeireJ adCress
m'.'lt ip) e rRprDsentsLions to tlle fij nisler , Pr irn-
I'l.lriFLer arrd other fr.rncLlonar ies- Apar t f ron,
irrdi\.icltral r-eF,IeSantat jons, lhe sel vice urriotrs lrav.-,
slso det,e.loperl a Landenc), tL. r.Jr il-D to tlrF Fl.i nisf ers arrci
Ft inre l'lirisLer on indlvid'-is.l gr ierrences. Som6 of Llra-ee
rrrprbsontaLlons arg ofLen {ot.urerded through Hemhers ,-'i
Parlisment, in \,!clati.rr, of Ru)e 2Ct r.,I Lira ,--.f- S
( CorrducL ) nules, 1964 -

Er.isLlrrs jnsllrrr,l.ions r:,lr.erl>. pro,.,ide tl,:i
retrtesenLaLicns ort Fcrvi.., rnaLttrrs s;hc'!iId he io; uerdr,d
Lhr oltglt l:roc.er r.,ttenrre-l i h1. sLeSrs- aL r,r h j ct' FD ncl\/er)ce
copl' cf Lhe r s;:re5ent.at ir:r nra;' be senL t. lri gher
alrtl)ol-it ieF tree elsr-, L:ec-rr irrd.ic,at.ecl - lrr l.lHA O.14,
l'|a.25,/3.1 ,6e-Esl-t-(A) ri8LeC 7().12.r':,8 - { coF}. FnclcsFdl
tinre i imi Ls f <,r ciisp,-,5p1 (.a ver!ous 1-ytr'eF c'I
repiesen'L6i.1ols hawe f'q,.;. pr e=c: ibacl . 1{ rt is
arrlir ipsr,ecl LhAi 4ip aplrep.j ot p:,Ljt.iclt c/rrtnc't tre
cl ispose.J af qillrln s i'onLlr oi .j i,s s,rlrrn.l sslcr, an
acklor,.rl,--ctgrecit+rrt or irrLer.irr. r epl). slrc,t,.Ld t," s:elt t(,' Lhe
individriel vri tlri rr a morrLh.

n Th,-lF eCequEt ti in€1,r,: lloDs €re evsilsrl.rl+ ir 1-h:
illaL Ler oi' sul:rniss; or, ,rt raF,r+s3nLBLi.,rr9 h: l. liF
Grrr;er rrne L ServalrtLi f ,,.r t \ eeL[tFnj a)f i lrrr
ratrresellLe+-ior-rs b- t-lre irr( !'r,: i.t-ic-< concerrreC , As: ELr:h
srri,nrisq jcr o{ I p']res€rnt ,,1;,.r)< cijr <'=Li: .-.i lri_o!rer
autlr.rrit:es tr:'-fess j ]Ig ttl'- nr escribe<t chai::e j c{
Conltir:.r n jcr:i()-t, h:rs 1,o ].: j*uretl s-r' j,-,,.,:-lr Fn.
eFFrQlr' -zt e d; s, i,lIi rra, ' F' ' i,)r. sl r'1r l1j i1- )-;,) d,, :,gr,i,,si
thcsg t.rr,r ,.i,,iar,c iirFsi t rri.r , ,-,( '. t 1. ts r,t ji (:t::lclttl.
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