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COUNCIL OF SCIENTIFIC & INDUSTRIAL RESEARCH
yaEuE ®Fe, 2 W aw, o/ REde110001
Anusandhan Bhawan, 2, Rafi Marg, New Delhi-110001

No. §-1121)/2008-PD
Dated 22" May, 2008
From
Gyad afha (wea)
Joint Senretary (Adon.)
Re
The DirectorfHeads of afl 7
Nationai Labs. finetts of CSIR
Sub. nter Lab. Transfer of Scientific and Technicat Stafy,
Bir.
i am direcked to etate that DG, CSIR has decided tiat in cases where Divectors huve
*nwiisally agreed o take the Incumbert on transfor against thelr available vacant post, the
gane may he sifected without seeking anproval of DG, CSIR, as per the exdsting guideines.
in case tnere is 00 post available with the Lab Anstt and Director of the Lab/inett is

willing to take the incyrmbent an bransfer in view of tisther sulabiilty, eference may be made

I3, CSIR o ielsase g post Fom RA's Guola funder Group- IV 1), subject W adjussiment
egainst jutube vecancy

it is requested thet Ihe above decislon may kdudly e trought o the hotlee of Wi
voneamed in your Lab/insd. for goidance srd isemplfance.

P

Youra faitfdy,

(auaml Hasfidr)

Sr. Deputy Secrstary
Copy !
1 CONCOAAD of alt Laba/lielts,
2, Sy, Dy, FADY. FAIS?, SRAOITSAG of it i, abs. Ansts,
3. Uhaputy Sweretary, Office of DG, GSIR
4 1S & PPS to JE (Admin}
€. P35 to FA, COIR
6. I’ Ao CVO, CSIR
7. Legal Adviser, CSIR
8. Heart, URDIPAPMDAIRDCRDPI/TNGED
9. Al Dy Secretanesfilnder Secetaties in CHIR Hars, & CS1 Complex
Q. tlaaris of RAB, C3R Compiax, w, Mo Delhi
11, 0. R Misi Secretary, Staft Sidg, JOM, industial Toxdcology Reseprelt Ceatrs, Post
Box Mo 89, Maheima Gaedhi Marg, Luckineew-R26301
\1}/ Haad, (1 Ciyision with e request 1o make s socelss avallable In the wetisite.
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o T sitenfie srRiuT aReg
TR a, 2,367 90, 7% fEeeil- 110001

{17 (226)/97 /EN(TTAR-11) oA 26 7, 2014
HRITERT ST
gy ar wrTe W vafe afkeg & wfaiat & snaree s

IRjere foraaes Higramgan o fmied 24.11.1997, 26/27.9.2002 % G A.17(226) /97~
E 11 iR i 23.5.2006 B 9 H.17(66) /94 ~dig &Y iR e e fbar sar ® R
TRT @7 ety O et uRug o wriaRar o snareEaY % 9R Y aFRe S 6T T ey |

2. Bl B W g ST T E i o SiftiemRay wa Rt TRt &6 weiw werll 7 7w wgft ae v
o o apaei & PreiRe Ty (A7er) @t Suer e € ik g7 Fraffar das o ForReier e
wU S miteRat B WY fora § 1 33 ¥ 9 spure ARN (ameRn) Frammaelt, 1964 %
I 20 @7 SealoF DR §Y AW Wil 3 AT A smia e S # 1 visEr aree ¥ uw
e e & o R Srel O At s SRR Aree O d) sfifte fahu Sind | e v elqeR
& frafRer wmeant i her ex o MR 31 spamrdeT W IR T % P ar i ¥
for ST e & ST S AT BT IecTor T R dral o [0 SRERT SFIRIRTIICTE DAt &Y o1
et & gaifs 78 PeT aRue & SN & R & @5 dRf wT F 99§ IR uRng %
FraiRar w s T (s FremEell, 1964 & Frasr 3(1) (i) & SEaET Bl Seae T € |

3. g oy dr & {5 uftwe & o wHaRT argT aprede Ty B TieR arest iR, orifer g
FreTepT Terer WY €l 0¥ g apueAl WR Ra e & J8 € (SareRomef dr-er wEfmr, sy R
& afa, AR ofE) @ Ve & el § 1 Tw Ry omfya, arader firer & favg ok
TR 7 ey O T 8 |

G ey W wRe TR, et wd wififa e (Srandie) B 1w 06.06.201 3 @ wriferr
SO .11013/08/2013-FAL(A) -1 AT 31 IR & 3nifder fasar o v&i & 1

4. Siuh o aRe @ avariar St R & FRor ar Ee §, Werargar B srE verr @
i ferasmercr Faw® gfbr & | wE aredg & 5 s wisn o vmar i gReg & e
AT @ w2 3 SR O O S5 aere & W o 3 FrefRa ufisar @ arurer @y e i
SIS ¥R Y Juered] JUR(T BT IUANT BT famm ar #ielt & e 1 3o miemRa o e
PRI S Y TREST &Y | \72
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5. I & fl ST ST BT AT TANTRITETT /AT 9 Wl e R 3 e 7 @ |

g Fiifeld ST HEIMR s, TSR & SrpiieT @ SRt [ar 1y 8 |

AICI3TSIR By Y
IS FATRITATY /AT O fceren / ST

EIRIGIEH

TRVTRETT3IY /eIl & gReS TRTT PR /TR fFrisd / SrerRaT Srferary

RTINS 131 /AT & aRss 99 fice Fermar /99 e Terger [/ facd 1@ oAt

TR, AN RIS Grafer 77 31w afg

e g (v, WeeerEerk s ¥ aeR af

faca etgdR, Hraandaix 6t Foft werm

faftr yemgar, W & o afg

e erehalm ARy (¥, diewamgam & sl uia

TerT-tdEl / 50T / amguly/ vaRIRElN! / waamm It /gquerdl / 3l / siRdlarg

HRFaMER Framer / HTaATEIR Bircela & aRss I kg /30 Al / e e
it Y mRer we, A, e wige, kit g, Sorer s, Bewdid-500007

. wEr, ot fEdiorT- g R & ey 5 3ur wrafery snaer ay feRrangank 6 dgvge w
TSNS TV |
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No 110 13/08/2013-Estt (A)-11
Government of India
Ministry of Personnel, Public Grievances & Pensions
Department of Personnel & Training

North Block, New Dally
Daterct the &7 June 2013

OFEICE MEMORANDUM
Subject: Representation from Government servant on service matters.

The undersigned is directed to refer ta the Ministry of Home Affair's OM Ng
118/52-Ests. dated the 30™ April, 1952, OM No. 25/34/68-Esft.(A) dated the 20"
December, 1968 and this Department's OM No. 11013/07/1999-Estt (A) dated the
1% Navember, 1999 (copies enclosed for ready reference) on the above mentioned
subject. This Department is receiving a number of representations, on service
matters, addressed to the Prime Minister/ Minister/ Secretary () and other officers
directly from the Government servants.

2. It has been envisaged in these instructions that whenever, in any matter
connected with his service rights or conditions, a Government servant wishes to
press a claim or to seek redress of a grnevance, the proper course for him 1s to
address his immediate official superior, or the Head of his office, or such other
authority at the lowest level as is competent to deal with the matter. Of late. it s
observed that there is an increasing tendency on the part of officers at different
levels to by-pass theé prescribed channcls of representation and write directly 1o the
high functionaries totally ignoring the prescribed channels. The problem is 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 aiso
developed a tendency to write to the Ministers and Prime Minister on individual
grievance. Some of these rapresentations are often forwarded through Members of
Parliament, in violation of Rule 20 of the CCS (Conduct) Rule, 1964

3. Existing mstructions clearly provide that representations on service maters
should te forwarded through proper channel. The stage at which an advance copy
of the represantation may be sent to higher authorities has also been indicated Ir
MHA O.M. Na. 25/34/68-Estt.(A) dated 20.12.68 time limits for disposal of various
types of representations have been prescribed. If it is anticipated tha! an appeal or
petiion cannot be disposed of within a month of its submission an
acknowiedgement or interim reply should be sent to the individual within a month

4. Thus adequate instructions are availablz in the matter of subnussion ~f
representations by the Government servants and treatment of the representations by
the authorities concerned. As such submission of representations directly 0 highe:
authorities by- passing the prescribed channel of communication, has to be viewac
seriously and appropriate disciplinary action should be taken against those whc
violate these instructions as it can rightly be treated as an unbecoming conduc
aftracting the provisions of Rule 3 (1) (iii) of the CCS (Conduct) Rules, 1964
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5.t i1s again reiterated that these instructions may be brought to the notice of all
Govt. servants and appropriate disciplinary action may be taken against those who
violate these instructions.

pEK Wadhwa)
Under Secretary to the Government of Indiz

To
All Ministries/Departments of Govt. of India.

Zopy to:

Comptrolier & 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 Territory Administrations.

Lok Sabha/Rajya Sabha Secretariat.

. All Officers and Sections in the Ministry of Personnel, Public Grievances &
2ensions

3 All Attached and Subordinate Offices of Ministry of Personnel, P G. & Pensions
Q‘ }\HC./DOP&T with the request to upload this O.M. on Department’s web site

ul (f]f\ﬁt:/mrdgr;_s. ;gf?blichmghf_& (?CQ [Crmndnist Didach
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C. py of the Office Memoerandum No, 118/52-Ests. Dated 30" April, 1952
Representatons from Government servants on service matters - advance copes

Reference are frequenty received i this Ministry enauinng whettier the subimssion of advance
copes of representations to higher authortties s parmissidble and as o thae treatment that shouwd
pe accorded to such copies. The matter has been carefully considered and the following
instructions are issued for the guidance of ali concarmed

2. Whenaver, in any matter connecled with his service rights or conditions, a Covernment
servant wishes to press a claim or to seek redress of a grievance, the proper course for him s
to address his immediate superior official, or the Head of office, or such other authority at the
Jowest level as ne is competent to deal with the matter. An appeal or representation {o a mgher
authority must not be made unless the appropnale lower authority has already rejected the
claim or refused relief or ignored or unduly detayec the disposal of the case. Representations {o
still higher authorities (.e.g. those addressed to the President, the Government or 1o Hon'ie
Minister) must be submitted through the proper channel (ie. the Head of Office. etc

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

3. The treatment by the higher authorities of agvance copics of representations so recaived
should be governed by the following genera!l principles —

{(a) If the advance copy does not clearly show that all means of securing atention or redress
from lower authorities have been duly tried and exhausted, the representation should be ignored
or rejectec summarily on that ground, the reasons being communicated briefly o the
Government servants. |f the Government servant persists in this prematurely addressing the
higher authorities, suitable disciplinary action should be taken against wm.

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

grounds appear, the representation may be ignored or summarly rejected, the reasons bemng
communicated briefly to the Government servant

(c) Even where some grounds for interference or further consideration appear to exist, the
appropriate lower authority should be asked. within a reasonable time, to forward the onginal
representation. with its report and comments on the pomts urged. There is orainarily no

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

4, Some Government servants are In the habil of sending copigs of their representations also to
oulsIoe auinoriiies, Le. authonties who are not directly concerned with the consideration thereot
(e g. other Honorable Minister. Secretary, Members of Parliament, etc.) This is a mosi
objectionable practice, contrary lo official proprety and subversive of good discipiing and ol
Government servants are expected scrupulously to eschew it.



Copy of the Oflice Mentorandum No. 25/34/88-Estt.(A) Dated 20.12.7068
Representations from Govermment servants on service matters — Treatment of

Reterence is invited to the Ministry of Home Affairs Office Memorandum No ~ 18/5Z7-2sts Datec
the 30" April. 1952 on the subject mentioned above (copy enclosed for ready refersnce: it has
peen brought to the notice of the Ministry of Home Affairs thal undue delay oucurs very ofien it
lhe disposal of representations from Government servants in regard {0 matters connecied wil
the service rights or conditions which causes hardship lo the individuals concemed

2. The representations from Government servants on service matters may b broadny cizssifizc
as follows -

U)

) Representations/complaints regarding non-payment of salary/allowances or othe ¢
{Z) Representations on other service matters;
(3) Representations against the orders of the immediate superior authority, anc

{4) Appeals and petitions under statutory rules ana orders (e g. Classification Control anc
Appeal Rules and the petilion [nstrisctions),

3. 1n regard to representations of the type mentioned al (1) and (2) above. if the individua has
not received a reply thereto within a month of its submission. he could address. or ask for an
interview with 1he next higher officer for redress of his grievances. Such supenor ofticer shoan
immediately send for the papers and take such action as may be called for. withou! delay

4. kepresentations of the type mentioned at (3} above, would be made generaliy onty ir 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 representations also but not to late
representations made by the same Government servant on the same subject afier hus earler
representalion has been disposed off appropriately

5. In regard to the representations of the type mentioned at (4) above, alihouph the relevani
rules or orders do not prescribe a time limit for disposing of apgeals and patiions by the
corrpetent authority, it should be ensured that ali such appeals and petitions receive promp!
altention and are disposed within a reasonable time. If it is anticipatec that an al)pem o 3

nml.hnn rannat he r(mnmcar{ nf wdthin 2 emanth Af Gl e l“)ﬁ\lp(‘lr\h s A~k Aamianfnoament s

mtefrm reply should Oe sent to the individual within a month.

6. The instruclions contained in paragraph 2 of this Ministry's Office Memorandun Nz 118/5%
g ry

t:sts Dated the 3C"April. 1952, will stand modified lo the exten! indicated i the paragraphs © 2
and 5 above
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OFFICE FEMORANDUM

subjmct: Rapresental ion fyom Gover nmant servants on
aoruvicve matbters,

The undersigned ie divected to refer to the

Minlstry of Home affaive O.M., No.118/52-Esbts. dated
20th april, 1952 on the subjsct mantlioned above  {onpy
enclosed for ready refevencs).
2. 1v.  has been enwiseged in these instructions
that whenever, In any matter connected uwith his servics
rights or conditjons, o Goverament seyvant wishag tro
press a clalm or te sesk vadress of a grieveuce, Lhe
proper couvse Tor him  de b addvess  his  immeciats
officlal superler, or the Head of his offive, or such
other suthority st the lowest Jevel as he is competent
to deal with tha mattar., Of late, it is observed that
there hae besn & Lendeucy onthe pert of officere st
different lavels to by-pamx the prescribed channels of
representation and write diractly to the high
funclionarjes totally ignoring the prescribed channels.
The problem is more scuble in large Departments whey &
often vary Junior emplovees at clavical level address
moltiple vrapresentations to . the #Minister, Prims
Minlster and other functionaries. Apar b fron
individual representations, (he mervice unions have
alse developsd a tendsnoy tv wrile to the dHinisters and
Py ime Minister on individuel grievances. Some of Lhase
reprosentatlions ars often fovwarded through Members of
Porlisment, in vicletion of Rule 20 of the <CS
{Conduct ) Rules, 1%64.

1 Existing Instructiens clearvly provide Lhet
vepresanLations on service matters should be foruayded
through proper channe). 1hs stege st which an advence
¢opy of the representation may be sanl. to  higher
autharitles hee also been indicatad. In MHA O.H.
No . 25/34/68-Exht . (A) daled 20,12 .48 - Lcopy enclosed)
time limits for disposal of various types of
reprasantetions have beed prescr ibad. e i is
anticvipated that an apparl or petifion osunol be
digposed of withln a month of jts submiacsicn, an
acknow) edgenent or lnterim reply ashould he se=nt to Lhe
individue! within a month.

4, THue adeguate inebrustions are availlable iu Lhe
mattar ~f euhmiaoisn ot vamveemnt ol ana b S e
Gover nment savrvanis sanel Lyentment of {his
raprezentatlons. by the aithor ities concarpad. a8 sul
submission of  veprasenlalions direclly to hig

authoritles by-passing bthe prescribed chennel of
comminication, has Lo b v ewed seriously anct

appropriate disciplinary eetion should be Laken agalonet
those who viclate Lbese instyuctions ag it ocan rightly

3



e (L eatad as  &an unbecoming comduci abliuaClt v, b
provisions  of  Rule 5 01) (1ii) of the  TOS Chondiae
Kules , 1964

S it i 1 equesi oo that trese instyuctions way e
Brovuaht te the not joe  of  all GovL serwvant s L

approepriate  disciplinavy action may be telkean  agains!
thowe who violsaste these instvuctlions.
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Deputly Senvebary to the Govevnmeul ov Tndias

Y
<

Al minlatvyies/Dopartments of he Govt. or i

_opy Lo

1. Complrolier & Audiior General of India., Mew fon
D, Unjon Public Sevvice Commission, New Dealnd
3. Centyeal Vigilence Copmission, New Delhl

IR

4. Central Bureau of nveastigation, MNew Delh]

S} Urion Tervitoyv:y Admivlsbiialions.

& . Lok Sabha/Rajyve <Suliha Secrebarijiat .

. &1L 0rficers and Sscticns in bhe Ministyy of
Pergonnel , Public Grievances & Pensions —s—i-ss

& all Aattached and Subordinets Offices of Minis:
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Pevsonnel, .G, & Pansions Semttds—
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(T.0. Thomas) ,——=—"
Neouty Semwabary Lo the Gover nuentl. of  Tooti -





