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Email

Deepak Pathak

Fwd: [Cag-all-offices] Representations from Government Servants on service
matters - regarding

From

Subject

To

Cc

: PAG Audit I Madhya pradesh

<agaumadhyapradesh1@cag.gov.in>

: Fwd: [Cag-all-offices] Representations from

Government Servants on service matters -
regarding

: Mahesh Prasad Srivastava

<srivastavamp@cag.gov.in>, Deepak Pathak
<sectdagadmin.mpl.au@cag.gov.in>

: ANSHUMAN AGNIHOTRI

<iaadnihotria.mp1l.sca@cag.gov.in>, Vikas
Choudhary Sr. Auditor
<vikasc.mpl.au@cag.gov.in>

Respected Sir/Madam,

Please find attached letter on the subject cited above.

Best regards

O/o the Pr.AG (Audit-I)
M.P. Gwalior

7%

AZédl Ka
Amrit Mahotsav

=_—====== Forwarded message === =====

From: R K SINGH <saostaffapp2@cag.gov.in>
To: "all heads"<cag-all-offices@Ismgr.nic.in>, "PS PD COMM"<pspdcomm@cag.gov.in>,
"DirectorP CAG"<DirP@cag.gov.in>
Cc: "pankaj kumar"<pankajk.chs.au@cag.gov.in>, "Mahendra Kumar
Yadav"<mahendrayk.goa.au@cag.gov.in>
Date: Wed, 13 Aug 2025 12:03:56 +0530
Subject: [Cag-all-offices] Representations frcim Government Servants on service matters
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- regarding

ALL HEADS OF OFFICES IN INDIAN AUDIT AND ACCOUNTS DEPARTMENT (AS PER
MAILING LIST)

Respected Madam/Sir,

Please find the attached Circular No. 29/Staff Wing/2025 letter no. 759-
Staff (App-1I)/67-2025/Vol.VI dated 13.08.2024 regarding representations from

Government Servants on service matters, for kind information and necessary action
please.

With warm regards

R. K. Singh

Sr. Administrative Officer (Staff App-1I)
O/o the CAG of India, New Delhi

CAG-ALL-OFFICES mailing list -- cag-all-offices@Ilsmgr.nic.in
To unsubscribe send an email to cag-all-offices-leave@Ismgr.nic.in

== Cir No 29-2025 Letter NO 759 dt 13.08.2025.pdf
12 MB
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Circular No. 29/Staff Wing/2025
No.759-Staft (App.-11)/67-2025/Vol.VI

R & PRI U FeraETeE H S OFFICE OF THE COMPTROLLER &
9, 9 I U 'q'rlf’ AUDITOR GENERAL OF INDIA
:rg Ri-110 124 9, DEEN DAYAL UPADHYAYA MARG,
NEW DELHI - 110 124
feiz / DATE 13— 08-J0dS
To

All Heads of the Department
(Cadre Controlling Authorities)
Director General (Commercial-II)

Director (Personnel)

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

Reference:

1) DoPT O.M. No. 118/52-Ests. dated 30.04.1952

i) DoPT O.M. No. 25/34/68-Estt (A) dated 20.12.1968

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

iv) DoPT O.M. No. 11013/08/2013-Estt.(A)-III dated 06.06.2013

V) DoPT O.M. No. 11013/08/2013-Estt.(A)-III dated 31.08.2015

vi) Circular No. 26-Staff-Staff Wing/2014-No. 1146-Staff (App.11)/67-

2014/Vol.Ill dated 07.07.2014

vii)  Letter No. 892-SA-V/Representations/64-2023 dated 19.09.2024

Madam/Sir,

It has come to notice that despite existing instructions, some government servants
are not adhering to the prescribed procedures for submitting representations on service
matters. This circular aims to reiterate and clarify the guidelines regarding the submission

of representations by government servants.

l. Submission of Representations: Government servants are required to submit their
representations on service matters, such as requests for transfer, deputation, pay
fixation, promotions, etc., through the proper channel. This means addressing their
immediate official superior, the Head of Office, or the authority competent to deal

with the matter.

Contd.
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2 Prohibition on Direct Representations: Direct representations to higher authorities.
including the President, Prime Minister, Ministers, or other high functionaries, are
strictly prohibited. Such actions bypass the prescribed channels and are considered
a violation of conduct rules.

3. Outside Influence: Attempting to bring outside influence, including through elected
members like MLAs, MPs, or Ministers, in matters related to postings and transfers
is not permitted. Such practices are viewed seriously and attract disciplinary action.

4. Handling of Representations:

4.1. Authorities receiving representations may acknowledge receipt and strive to
provide a response within a reasonable time frame, preferably within one
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 received, the government
servant may escalate the matter to a higher officer.

4.3. Representations against the orders of immediate superiors should be handled
expeditiously.

5 Advance Copies of Representations:

5.1.  Advance copies of representations sent directly to higher authorities will be
ignored or rejected if the prescribed channels have not been exhausted.

5.2. If the prescribed channels have been exhausted, the representation may be
considered, but only after obtaining comments from the lower authorities.

6. Representations from Relatives:

6.1. Representations from relatives of government servants are generally not
entertained, except in cases where the government servant is deceased or
physically incapacitated.

6 Disciplinary Action:

7.1.  Violation of these instructions, including submitting direct representations or
attempting to bring outside influence, will be treated as misconduct under Rule
3(1)(iii) of the CCS (Conduct) Rules, 1964. Appropriate disciplinary action

will be initiated against those who fail to comply.

Contd.
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8. Reference Material:

8.1. The relevant DoPT Office Memoranda are enclosed as 'Annexure' for detailed

guidelines and should be referred to for comprehensive understanding.

8.2. These instructions and guidelines are also available on the DoPT portal:

https://dopt.sov.in/.

All government servants are urged to strictly adhere to these guidelines. Cadre
Controlling Authorities are requested to ensure wide publicity of this circular among

employees and to take necessary action in case of violations.

Yours faithfully,

%,

3\
(Sumeet\Kumar)
Assistant Comptroller & Auditor General (N)

Enclosures:
e DoPT O.M. No. 118/52-Ests. dated 30.04.1952
e DoPT O.M. No. 25/34/68-Estt (A) dated 20.12.1968
e DoPT O.M. No. 11013/7/99-Estt. A dated 01.11.1999
e DoPT O.M. No. 11013/08/2013-Estt.(A)-III dated 06.06.2013

e DoPT O.M. No. 11013/08/2013-Estt.(A)-III dated 31.08.2015
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. P No. 11013/7/99-Estt. (A)

-/ T - . Government of India _
N A Ministry of Pet®dnnel, Public Grlevances & Pensions
& (Department of Personnel & Training)

.........

New Delhi, dated the Lt ﬂQWhL;‘lggg-
OFFICE MEMORANDUM

Subject: Representation from Government servants on
sevrvice matters.

—— v —

The undersigned is directed to refer to the
Ministry of Home Affairs O.M. No.118/52-Ests. dated
30th April, 1952 on the subject mentioned above (copy

' enclosed for ready reference).
2, It has been envisaged in these instructions
that whenever, in any matter connected with his service
rights or conditione, 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
cofficial superlor, or the Head of his office, or such
other authority at the lowest level as he ls competent
to deal with the matter. Of late, it is observed that
there has been a tendency on the part of officers at
different levels to by-pasa the prescribed channels of
vepresentation and write directly to the high
functionaries totally ignoring the prescribed channels.
The problem is more acute in large Departments whare
o often very Jjunior employees at clerical level address
multiple represantations to the Minister, Prime
Minister and other functionaries. Apart from
individual representations, the service wunions have
also developed a tendency to write to the Ministers and
Prime Minister on individual grievances. Some of these
Teprosentatione are often forwarded through Members of
Parliament, in viclation of Rule 20 of the CCS

(Conduct) Rules, 1964 .

3. Existing instructions clearly provide that
representations on service matters should be forwarded
through proper channel. The stage at which an advance
copy of the representation may be sent to higher
authorities has also been indicated. In MHA O.WM,
~ WNo.25/34/68-Estt.(A) dated 20.12.68 - (copy enclosed)
time limits for disposal of various types of
Tepresentations have been prescribed. If it is
enticipated that an appesl or petition cannot be
ol disposed of within a month of its submission, an
acknowledgement or interim reply should be sent to the
individual within a month.

4, Thus adequate instructions are aveilable in the
matter of submission of representations by the
Gover nment servants and treatmant of the

represantations by the authorities concerned. as such
submission of representations directly to higher
authaorities by-passing the prescribed channel of
communication, has to be viewed serlously and
appropriate disciplinary action should be taken against
those who violate these instructions as it can rightly
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be treated as an unbecoming conduct attracting the
provisions of Rule 3 (1) (iii) of the CCS (Conduct)

Rules, 1964.
5. It is requested that these instructions may be
brought to the notice of eall Govt. seyvants and

appropriate disciplinary action may be taken against
those who viclate these instructions.

— LD

(71.0. Thomas }——————

Deputy Secretary toc the Government of India

fo
All Ministries/Departments of the Govt. of India.
Copy to:
1. Comptroller & Audtior Genmeral of India, New Delhi.
2. Union Public Service Commission, New Delhi.
3. Central Vigilance Commission, New Delhi.
4. Central Bureau of Inveatigatlon. New Delhi .
5. All Union Territory Administrations.
6. Lok Sabha/Rajya Sabha Secretariat.
7. All Officers and Ssctions in the Ministry of
Personnel, Public Grievances & Pensions & MHA.
8. All attached and Subordinate Offices of Ministry

of Parsonnel, P.G. & Pensions & MHA.

|

(1.0. Thomas) —m
Deputy Secretary to the Government of India
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No.11013/08/2013-Estt.(A)-llI
Government of India
Ministry of Personnel, Public Grievances & Pensions
Department of Personnel & Training

North Block, New Dethi
Dated the 6" 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 OM No.
118/52-Ests. dated the 30" April, 1952, OM No. 25/34/68-Estt.(A) dated the 20"
December, 1968 and this Department's OM No. 11013/07/1999-Estt.(A) dated the
1% November, 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 (P) 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 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 lowest level 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 is more
acute in large Departments where often very junior empioyees at clerical ieve!
address multiple representations 1o 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 representations are often forwarded through Members of
Parliament, in violation of Rule 20 of the CCS (Conduct) Rule, 1964.

3. Existing instructions clearly provide that representations on service matters
should be forwarded through proper channel. The stage at which an advance copy
of the representation may be sent to higher authorities has also been indicated. In
MHA O.M. No. 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 that an appeal or
petition cannot be disposed of within a month of its submission. an
acknowledgement or interim reply should be sent to the individual within a month.

4. Thus adequate instructions are available in the matter of submission of
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 viewec
seriously and appropriate disciplinary action should be taken against those wht
violate these instructions as it can rightly be treated as an unbecoming conduc
attracting the provisions of Rule 3 (1) (i#) of the CCS (Conduct) Rules, 1964.
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5. It is again reiterated that these instructions may be brought to the notice of
Govt. servants and appropriate disciplinary action may be taken against those wt
violate these instructions.

e

e
. Wadhwz |
Under Secretary to the Government of india

To

All Ministries/Departments of Gowt. of india.

Copy 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.

Ali Officers and Sections in the Ministry of Personnel, Public Grievances &
Pensrms

8. All Attached and Subordinate Offices of Ministry of Personnel, P.G. & Pensions.
SJ . DoP&T with the request to upload this O.M. on Department's web site
(OMsIOrders-» Establishment— CCS (Conduct Rules).

NSO O N W
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Copy of the Office Memorandum No. 118/52-Ests. Dated 30" April, 1952

Representations from Government servants on service matters — advance copies.

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

a accorded to such copies. The matter has been carefully considered and the following
structions are issued for the guidance of alt concermed.

=never, in any matter connected with his service rights or conditions, a Government
iroant wishes 1o press a claim or to seek redress of a grievance, the proper course for him 15

, address his immediate superior official, or the Heaa of office, or such other authority at the
owest level as ne is competent to deal with the matier. An appeal or representation to a mgher
authority must not be made unless the appropriate lower authority has already rejected the
claim or refused relief or ignored or unduly delayec the disposal of the case. Representations to
still higher authorities (.e.g. those addressed to the President, the Government or to Hon'bie

Minister) must be submitted through the proper channel (e the Head of Office, etc
concerned). There will be no objection at that stage. but only at that stage to an advance copy
of the representation being sent direct

3. The treatment by the higher authorities of advance copies of representations so received
should be governed by the following general principles -

(a) If the advance copy does not clearly show that ali means of securing attention or redress
‘rom lower authorities have been duly tried and exhausted, the representation should be ignored
r rejected summarily on that ground, the reasons being communicated briefly to the
3 cernment servants. If the Government servant persists in this prematurely addressing the
i er authorities, suitable disciplinary action should be taken against him.

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

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

(c) Even where some grounds for interference or further consideration appear to exist, ihe
appropriate lower authority should be asked. within a reasonable time, 10 fom{ard the origin:
representation, with its report and comments on the points urged. There is ordinarily

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 habit of sending copies of their representations also tc
outside authorities, i.e. authorities who are not directly concerned with the consideration thereo
(» g other Honorable Minister, Secretary, Members of Parliament, etc) This is a mos

¢ ~ctionable practice, contrary to official propriety and subversive of good discipline and al
sernment servants are expected scrupulously to eschew it.
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Copy of the Office Memorandum No. 25/34/68-Estt.(A) Dated 20.1 2.1968
Representations from Government servants on service matters ~ Treatment of

Reference is invited to the Ministry of Home Affairs Office Memorandum No. 118/52-Ests. Dated
the 30" April, 1952 on the subject mentioned above (copy enclosed for ready reference). It has
been brought to the notice of the Ministry of Home Affairs that undue delay occurs very often 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 broadiy ciassified
as follows :-

(1) Representations/complaints regarding non-payment of salary/allowances or othe" dues

(2) Representations on other service matters,
(3) Representations against the orders of the immediate superior authority, and

(4) Appeals and petitions under statutory rules ana orders (e.g. Classification Contro! and
Appeal Rules and the petition instructions).

3. In regard to representations of the type mentioned at (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
‘nterview with the next higher officer for redress of his grievances. Such superior officer should
mmediately send for the papers and take such action as may be called for. without delay

4. Representations of the type mentioned at (3) above, would be made generally only \n cases
where there is no provision under the statutory rules or orders for making appeals or petitions
Such representations also should be dealt with as expeditiously as possible. The provisions o
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 his e i
representation has been disposed off appropriately.

5. 1n regard to the representations of the type mentioned at (4) above, although the relevar
rules or orders do not prescribe a time limit for disposing of appeals and petitions by the
competent authority, it should be ensured that all such appeals and petitions receive prompt
attention and are disposed within a reasonable time. If it is anticipated that an appeal or a
petition cannct be disposed of within a2 month of its submission, an acknowiedgement or an
interim reply should be sent to the individual within a month.

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

Ests. Dated the 30™April, 1952, will stand modified to the extent indicated in the paragraphs 34
and 5 above.
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No. 110137 /23-Catl. (&)
Goveynment of JIndls
Ministyy of Permonnel, Public ‘@ ievances & Pensions
( Depar tment of Perconmel & Training)

.........

New Delhl, dated the [ o4 Novmbey 19°%.
_OFFICE _MEMORANDUM

Sub ject: Representation fram Government servants on
service matters, ‘

- i s W o

The wundersigned is directed to refler to the
Ministry of Home affairs O.M., No.118/52-Ests. dated
30th Aapril, 1952 on the subjsct mentioned above (copy
enclosed for ready reference).

these instructions
connected with his service

vl 1t hee been envissged in
that whenever, in any matter
rights or conditions, e Sovernment servanl wishess t»o
preas a clailm or to seek radvess of a grievance, tLhe
proper course for him ¢ tg address his immediate
officla)l superior, or the Head of his office, or such
other autheority at the lowest Jevel ss he is compstent
to deal with the matter. Of late, it is observed thst
there has been a tendency o the part of ¢fficere &t
different levels to by-pams the prescribed channels of
representation end write divectly to the high
functionaries totally ignering the prescribed channels
The problem is more acute in large Depsrtments where
often very Jjunior emplovees at clerical level

address
multiple yeprecantations to . the Minister, Py ime
Minister and other functionaries. aApart fyom
individual representations,

tha service unions  have
also developsd a tendency toe write to the Ministers =nd

Py ime Minister on individua]l grievances. Some of Lhese
reprosentatlons are often forwarded through Members of
Parlisment, in viclation of Rule 20 of

the CCS
(Conduct ) Rules, 1964.
3 Erxiating instructions c«lesrly provide that
representations

on gervice matters should be forwarded
through praper channe)l. 7Ths stege st which an advance

copy of the representation msy be saent. to higher
authorities hee ealso been indicated. In MHA 0O.M.
No .25/34/68-Eett (A) dated 20.12.A8 - {copy enclosed}
time limits for disposal of var ious typer of
repyesantations have bespr prescribed. ¢ it is
anticipated that an appeesl or petitlon cannot be
disposed of within & month of its eubmissicn, an

acknowledgement or inLerim reply should be ment to the
individual within a month.

a . Thus sdegquate instyuclions are svai lable ju the
matter of submission ui recresentations by Lhe
Gover nment servants el treatment of L e
representstions by the authorities concerned. as such
submission of rvepresentabions directly to higher
authorities by—-passing the prescribed channal of
communication, has to be viewed sericusly and

sppropriate disciplinary

e~tion should be Laken rgainst
those who violate these

inetyuctions as 3t can rightly
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bhe tvested as &n unbscoming conduct attracting

provisions of Rule 3 (1) (1ii) of the CCS (Conduch

Rules, 1964 .

- 157 I1* is requesied that these instructions may
=~ brought te the notjice of all Govt. servanis

sppropriate disciplinavy action may be tsken sgainst

those who violete these instructions.

-
4 %
¥

P
A AN T e l.»‘t.)
(7T.0. Thomas )-—— —~———

Deputy Sesvetary to the Government of Indis

To
All Ministries/Depariments of the Govi. of Indis.
Caopy Lo:
1. Compirolier & AudLior General of India, New Delirt .
2. Union Public Service Commission, New Delhi .
3. Central Vigilance Commission, New Delhl.
4. Central Bureau of inveastigation, Ne. Delhi]
. Al) Urion Territoy Admninisirations.
&. Lok Sabha/Rs jva Subhha Secretsriat,
7. All 0fficers and Sections in Lhe Ministyy of
Personnel, Public Grievances & Pensions i
8.

All Attached and Subordinate Offices of Minist
of Personnel, F.G. & Penslons Semdttid—

(;;5\Y“~1%4f"7::::>~*~»\

(T.0. Thomas)

Deputy Secretary to the Governuent of Indie
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E

F. No. 11013/08/2013-Estt.[A-IIl)
Government of India
Ministry of Personnel, Public Grievances & Pensions
Department of Personnel & Training
Establishment A-11I Desk
Fokkkk
North Block, New Delhi
Dated August 31, 2015

QFFICE MEMORANDUM

Subject: Representation from Government servant on service matters -
reiteration of instructions ~ regarding.

The undersigned is directed to refer to O.M. of even number dated 6th June, 2013
wherein instructions haye been issued on submission of representation by Government

the matter in the organisation.

3. Such submission of representations directly to other authorities by- passing the
prescribed channel of tommunication, has to be viewed seriously and appropriate

4, Attention in this connection s also invited to the provision of Rule 20 of cCS
(Conduct) Rules, 1964 prohibiting Government servants from bringing outside influence in
respect of matter pertaining to his service matter. Representation by relatives of

5. It is reiterated that these instructions may be brought to the notice of all Govt.
servants including officers/ officials of para military forces and member of armed forces
and action taken against those who violate these instructions. \&

(Mukesh Chaturvedi)
Director (E)

Telefax: 23093176
To

The Secretaries of All Ministries/Departments of Govt. of India
(as per the standard list)
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Copy to:

President's Secretariat, New Delhj.

Vice-President's Secretariat, New Delhi.

The Prime Minister's Office, New Delhi.

Cabinet Secretariat, New Delhi.

Rajya Sabha Secretariat/Lok Sabha Secretariat, New Delhi,

The Comptroller and Auditor General of India, New Delhi.

The Secretary, Union Public Service Commission, New Delhi.

The Secretary, Staff Selection Commission, New Delhi.

All attached offices 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.

15. ADG (M&C), Press Information Bureau, DoP&T

16, NIC, Department of Personnel] & Training, North Block, New Dethi (for uploading the

same on the website of this Ministry under the Head OMs & Orders —+ Establishment—y
(Conduct Rules).

17. Hindi Section, DoP&T i)\‘%: (gAr\

(Mukesh Chaturvedi)
Director (E)
Telefax: 23093176

DN A W
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