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

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

/
\q;{%\'ﬁespected 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 )

‘r/'Y Government Servants on service matters, for kind information and necessary action please.
14
13

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@lsmgr.nic.in
To unsubscribe send an email to cag-all-offices-leave@lsmgr.nic.in

. Cir No 29-2025 Letter NO 759 dt 13.08.2025.pdf .
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Circular No. 29/Staff Wing/2025

o ;f  No.759-Staff (App.-11)/67-2025/Vol. V1
';% & Preiis O TERrET e B Sl OFFICE OF THE COMPTROLLER &
I - AUDITOR GENERAL OF INDIA
F F Ref10 124 9, DEEN DAYAL UPADHYAYA MARG,
F 4 ' NEW DELHI - 110 124
égg | e ~ DATE_13— 0800l S
: To

All Heads of the Department
(Cadre Controlling Authorities)
Director General (Coemmercial-IT)

Director (Personnel)

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

Reference:

i) 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

ii1)  DoPT O.M. No. 11013/7/99-Estt. A dated 01.11.1999

iv) DoPT O.M. No. 11013/08/2013-Estt.(A)-111 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.I1)/67-

2014/Vol.lll dated 07.07.2014

vil)  Letter No. §92-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 preseribed procedures for submitting representations on service
matters. This eircular aims to reiterate and clarify the guidelines regarding the submission

of representations by government servants.

1. Submission of Representations: Government servants are required to submit their l
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 te deal \ '/

with the maiter.

Contd.



Y

toa

Strictly prohibited. Sych actions b

a violation of conduct rules,

41 Authorities Teceiving representations may ack’nowledge receipt and strive to

provide a Tesponse within g Ieasonable time frame, preferably within ope

preferably within one menth. If no TeSponse is received, the government
S Hthin one

Servant may escalate the matter to a higher officer,

43.  Representationg against the orders of immediate superiors should be handled
expeditiously.

Advance Copies of Representations:

wn

1. Advanee copies of Iepresentations sept directly to higher authorities will be

ignored or rejected if the preseribed channels have not been exhansted.

w
N

If the prescribed channels have been exhausted, the Tepresentation may be

considered, but on] y after obtaining comments from the lower authorities,
Representations from Relatives-

6.1.  Representations from relatives of government servants are generally nog

physicaily incapacitated.
D.isciplxina:y Action:

7.1 Violation of these instructions, ine] uding submitting direct Tepresentations or
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Reference Material:

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

guidelines and should be referred to for comprehensive understanding.

hitps:dopLeov.in/.

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

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

employees and to take necessary action in case of violations.

Yours faithfully.
(Sumeig(:;,ﬁgar)
Assistant Comptroller & Auditor General (N)
Enclosures:
e DoPT O.M. No. 118/52-Ests. dated 30.04.1932
o DoPT O.M. No. 25/34/68-Estt (A) dated 20.12.1968
» DoPT O.M. No. 11013/7/99-Estt. A dated 01.11.1999
« 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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{e) Bven whore gome gromndy fop mterfevenee or |
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- apuIprialy: Inver o u*hority ghould 2 askad,
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Justificpbion for thg Teggin g of any érdorg
200 &y Teprosentation withoit thas ‘asearbaining
ths commantg of The @vropriste lower guﬁhorit?.

80!!3 Govammanb gervan%s gre In tie habﬁ: of .
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5, Separate instructions :xist In rgmvect 01‘ ofi‘icnr’s
of the 411 Ingaia Sorviceg g1d these Mgtruetiong o not
a;mly ‘o those off‘l eers,

6, It:ig raauesﬁefi that the atove ms‘bructinns may o
bmughb tha nutice of pll fovarnment servants.
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Fo, 35/34/68-8 555 ( )
Gommmant »f Inala
Minigtry of Powe iffairs

E2R ’ .‘t: I'f&w m}.m-}.’ ttp; mth me; 3 ’1{}58' °
) 2 Agreheyatdas 1890

-— . OFFICE MBORM

Subjacti-Bepresentations frofh Governwment g‘érvants
. - OB garviga ngtlers = Tregbusnt of,

& bad Bad Soudd
.

.. - Tha_wndarsimed iy alracted to réfer .t the”
Mind 363y of Tome® & falra OPFice Nemormdum No, 139/5%
Bgbs, datad-the Joth Jpril, 1952 on ths subjest’

wentioned above -(copy enelowd for ready referencal.,
. It has baan brought to the notlee of the inligry

of Home &ffpirg that undue delay occurs very ofben In

the digpossl of reprasentztlong from Government

garvanits In pregard to masttsrz comnachbed with £'w -

gsarvice righby or conditioms yhich csuses hardship

to the individugly concermed.

9, _The representalionsz from Govemument servants
onh gervise mgtbers mgy be bropdly claselfied ag
follouwst~

(1) Weprssentgtiong/esmnlslnts regarding non. -
. naynent of galary/sllowances or other dias;

aven o e Srdmbon arnn  ve

(#) Repregentstlong on othar gervisce wabbors; .

Lo (3} Re?rgsg{t,qtiﬂns againsi: tha orders of the
4 immediabe suparler aubhority; end

{4} -&pnspls snd pevitlons wmder s_’a.abut—org mied .
and orders (8,3. Clagsificabion, Control |
and Apnesl Rules md the petition
Ingbroctiong}. ' *

“viar
SO

3, In regard to representablong of the typp mentionad
at (1) & (2) atove, if the Individuel hes not receimad
a reply thersto WAthin o month of 1ts sutmigelon, he could. ..
address, or ask for en interviey -ith the next hig-her
officer for Tedress of hig grievances, 3uch superior officer
chould immediately send for the papers md take such

& 8¢tlon as may be called for, vithout delay,

o

4, Feprgsentationg of the type mentionsd at (3)
above, would bs mads general}.ieanly in cages whare
thera 13 no provision wmndsr the sztutory rules

or ordeTs for making sppegls or petitiong, Such
rapregentations alsg sggula e deptt with asg i
axpeditiougly as possible, The provisiong of the
raceding paregranh yould aspnly te sbeh represenba-
ions alse, mt not fo loter renregentatlons mads
by the gsws Govsmmsnt serynt om ths same subjech,
sfter hlg earller ranrassbsbion has besn dlsposed
off sonrounriataly, : .

- e L

) . -v".%.,(qj-



_. Swne o B0 asfy
A RS ﬂ‘,‘: I ;

R0 2y

&, d t
nont ionad n 5 0 iin rebresent

aﬁ.’mns of the
tove Bl Ehouph thy r3e &
ar ordars & ng g ] e%Ibe st me 11 ﬁ?lf‘vfldiml
. iﬁ aggeals m i

Y ths oom atent auf'hnrii:
91d by ensurad thafs all pe

sich apnealg gng pet
§ abtantion ai d yithin
regcnabgmmg Ip it e az-a fad

i aties tdtﬁt ;
op bg pzlii;ion eane}zgtﬂba dig pﬂb do oF &hg; D e moith of ity
-8 sy g n
gem:!hthafn T e AL

The ix ‘éruetion nt -ﬁzed' dntpz
é:gi.s M sty sagf g

Piraditanh s of
@ ’{em idam No, v 8 52:Rgta.” tiai:sﬁ
3& 1952: Wil stang mdif}ogrto the extent
_1ndioatad %ixe paragranhs : v
R . ’. ‘ ie . " ‘Q . -
i 4 e - .

To -
All 'Ministries/mgar*menﬁs of ths Govammnt of India
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No. 11013/7/99-Estt. {a) )’\

gL ~Government of Indig o - R

Minlstry of Perednne], Public Grlevances & Pensions
{Department of Parsonnel & Training)

f

TN . .

Tl b i

----------- it LRBcRV
P,

AN IS

New Delhl, dated the T Nodely 1999.

oF .
Subject: Representation from Government servants op
service matters. .

et i e oap e g v g

The undersigned is directed to refer to the
Ministry of Home &ffairs oM. No_1zazsa—ssts. dated
30th April, 1952 on the subject mertioned asbous (copy
onclosed For regdy refarenca ),

2. hag been envisaged in these Instructions
thet whepever, in any matter connected wWith hig service
rights or conditione, o Bovernpent servant wishas to
Press s claim or to sesk redress of g grievance, the
proper course for him Is to address his. immediate
official superier, or the Head of his office, or such
other suthority at the lowest level as he is competent
to deal with thas matter. OF late, it is observed that
there haz been a tendency on the part of officars at
different levels to by-pass the prescribed channels of
representation’ and write dirsctly to  the high

nultiple  representations to the Mipister, Prime
Minister and ather  functionaries. Apart from
individua} representationa, the service unions have

Prims Minister on individual grievances. Some of these
Tepresentations are often forwarded through Memberg of
Parliament, In violation of Rule 20 of the ccs
(Conduct ) Rules, 1984,

3. Existing inmstructions clearly provide that
reprszentations on service matters should be forwarded
through proper channel. The stags at which an sdvance
copy of the regresentation msy bhe sent to higher
authorities has also been indicated. 1In MHa  OWM,
No-25i34163-53tt.(ﬁ3. dated 20.12.68 = {copy enclogsd)
tine limites  for dieposal of various typee of
Tepvesentations have been prescribed. If it e

4, Thus adeguatas instructions are available in the
matter of  submission of  rspresentations By the
Gover nment servants and treatmant gof ths

Tepresantations by the authoritiss concernsd. as sugh
submission of representations directly to higher
autharitieg by-passing the prescribed channel of
communication, has to bs viewsd seriously and
appropriato disciplinary action should be taken against -
those who wviplate thess instructions as it can rightly

e [
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‘be treated a8 an unbecoming conduct attracting the
provisions of rule 8 {1) (131} of the ¢CS { Conduct}
Rules, 1964.

5. 1t is requested thai thess jnetructions may be
brought to tha notics of all Govt. seyvants and
appropriste digciplinary action may be taken againsi
those who viclate thesge jnstructions.

{1.0. Thomas y—""_ _
Deputy Secvetary to the gover nment of India

;3

Al Hinistries/ﬂapartments of the Govt. of India.
gopy to:

1. Comptroller & audtior Gemeral of India, Haw pelbhi.

2. Union public Service Commiseion, New pelhi.

3. Central yigilance commission, New pelhi.

4. cantral Bursau of Investligation, New Delhi.

5, a1l Union Tarritory adninistrations.

6. Lok sabha/Rajya Sabha secratarial .

2. all officers an ssctions in the Ministry of
pargonnsl, public Grievances & Penslons & MHa.

5. #All attached and subordinate offices of Ministyy

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

PR}

(7.0. Thomas) -~
peputy Secretary to the Governmeni of Indisa

@




£ No.11013/08/2013-Estt.(A)-1Hl
£ / _ Government of India
g , Ministry of Personnel, Public GrRevances & Pensions
Fi Depariment of Personnet & Training
& |
£ North Block, Mew Dethi

/

Dated the 8" June, 2013
DFFICE MEMORANDUM

Subject: Representation from Govarnment servant on service matters.

The undersigned.is directed to refer 1o the Ministry of Home Affair's OM No.
118/52-Ests. dated the 30" Apdl, 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, 1899 (copies enclosed for ready reference) on the above mentioned
subject. This Deparment is receiving a number of represeniations, on semnice
matters, addressed 1o the Prime Minister/ Minister! Secretary (P) and other officers
directly from. the Government servanis.

2. i has been envisaged in these instructions that whenever, in any maiter
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, of fhe Head of his office, or such other
authority at the lowest level as is competent to deal with the matter. Of late, & is
observed that there is an increasing tendency -on the part of officers at different
levels to by-pass the prescribéd 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 employees at clerical level
address multiple tepresentations 1o the Minster, Prime Minister and other
functionaries. Apart from individual representations, the service unions have also
deveioped a tendency to write fo the Ministers and Prime Minister on individual
grievance. Some of these representations are ofterr 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 throtigh proper channel. The stage at which an advance copy
of the representation may be sent o higher authorities has also been indicated. in
MHA OM. No. 25/34/68-Estt {A) dated 20.12:68 {ime fimits: for disposal of various
types of representations have been preseribed. If # is anticipated that an appesal or
petition cannot be disposed of within a month of ifs submission. an
acknowledgement or interim reply should be sent to the individual within a month.

4. Thus adequale instructions are available in the matter of submission of
representations by the Governrient servants and treatment of the representations by
the authorities concerned. As such submission of represeritations directly to highe
authorities by- passing the preseribed channel of communication, has fo be viewec
setiously and appropriate disciplinary action should be taken against those whe
viglate these instructions as it can rightly be treated as an unbecoming conduc
atiracting the provisions of Rule 3 (1) (i§}} of the CCS {Conduct) Rules, 1364

2/
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5.t is again s‘eiierated that ’th&sa mstructmns may ﬁe 'bmug‘ﬁt 1o the notice of
Gaovt. servants and appropriate disciplinary-action may be taken against those w
viclate these instructions.” + * P

5

Uﬂdﬁ?‘ Sec%‘etary to the G:cvé'rr;mem of In¢
é - . A i
Al Ministries/Departments of Gowt, of India. )

Capy to:

-

. Comptrolier & Auditor General of India, New Delhi,

2. Union Public Service Commission, New Delhi.

3. Central Vigitlance Commission, New Delhi.

4. 'Central Bureau of Investigation, New Delhi,

5. All Union Territory Administrations. -

6. Lok Sabha/Rajya Sabha Segretariat, . e

7. Alt Officers and Sexctions in the Ministry of Personnel, Public Grievances &

Pensions

B. 1Al Aftached and Subordinate Qffices of Ministry of Personnel, P.G. & Pensions.

9. MIC, 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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5’( , of the Office Memorandum No, 118/52-Ests. Dated 30" April, 1952

i
g

&

¥ presentations from Government servants on service matters — advance copies.
£
5 <eference 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

s accorded to such copies. The matler has been carefuiiy considared and the following
structions are issued for the guidance of all concerned.

L omenever, in any matter connected with his service rights or conditions, a Government

w.ant wishes 1o press a claim or to-seek redress of a grievance, the proper course for him is

= address his immediate superior official, or the Heag of office, or such other authority at the |
iowest level as he is competent to deal with the malter. An appeal or representation to a higher |
authority must not be made unless the appropriate lower authority has already rejected the |
claim or refused relief or ignored or unduly delayed the disposal of the case. Representations to |
still hugher authorities {e.g. those addressed {o the President, the Government or {6 Hon'ble |
Minister) must be submitted through the proper channe| (ie. the Head of Office, efc

concerned). There will be no objection at that stags. but only at that stage 1o an advance cOpY
of the representation being sent direct.

3. The treatmeni by the higher authorities of advance copies of representations so0 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
from lower authorities have been duly tried and exhausied, the represeniation should be ignored
o rejected summarily on that ground. the reasons being communicated briefly to the
3 sernment servants. If the Government servan! persists in this prematurely addressing the
w: hier guthorities, suitable disciplinary action should be taken against him.

{b) If the advance copy shows clearly that ali appropriaie lower authorities have been duly
addressed and exhausted, it should be examined to asceriain 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 summarily rejecied, the reasons being
communicated briefly {o the Government servant..
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{c) Even where some grounds for interference or further consideration appear to exist, ihe
appropriate lower authority should be asked. within a reasonable time, to forward the origina
representation, with its report and commenis on the points urged. There is ordinarily ne

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

4. Some Government servants are-in the habit of sendirig copies of their representations also i
outside authorities, i.e. authorities who are not direcly concerned with the consideration therec!
{2z g. other Honorabie WMinister, Secretary, Members of Parliament, eic] This is a mos

¢ eclionable practice, contrary to official propriety and subversive of good discipline and al
{ overnment servants are expected scrupulously to eschew it -
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Copy of the Office Memorandum No. 25{34/6B-Estt.(A) Dated 20.17.1958

Ref;aresentaﬁons--from--Guvemmeat.semants on sevice matters ~ Treaiment of

Reference is invited o the Ministry of Home Affairs Office Memorandum No. 118/52-Ests. Da "K‘
the 30" April, 1852 on the subject mentioned above {copy enclosed for ready reference). it ha‘g’:
been brought 1o the nictice of the Ministry of Home Affairs that undue delay oceurs very often i
the disposal of representations from Government senvants. in regard to matiers. comrnecied with
the service rights or conditions which causes hardship to the individuals concemneg.

2. The representatiens from Government servants on service matters may be broadiy cizssified
asifollows :- )

(1} Representations/complaints regarding non-payment of salary/aliowances or othe- dues
{2} Representations on other service matiers;
(3} Representations againstthe orders of the immediate superior authority. ang

(4} Appeals and petitions under statutory tules and orders (e.g. Classification Conirot and
Appeal Rules and the petition Instrusions). |

3.7In regard to representations of the fype mentionad at {tand (2) above, if the individua! has
net received a reply thereto within 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
rmmediately send for the papers and take such action as may be calied for. without defay

4. Representations of the type mentioned at (3) above, would be made generally only in cases
where there IS no provision under the stafutory rules or orders for making appeals or petiions
Such representatians also should be dealt-with as expeditiously as possible. The provisions. of
the preteding paragraph would apply 8 such representations alse, but not fo lafe
representations made by the same Government.servant on the same subject afier his esrli
representation has been disposed off appropriately,

5:in regerd to the reptesentations of the type mentisned af (4} above, although the refevar
rules of orders do not prescribe a’time- jimit for disposing_of appeals and petlifions by the
compsetent authority, # should be ensured: that all such appeals and petifions receive prompt
aftention and are disposed within a.reasonable time. I it is’ anticipated that an appeal or a
pélition cannot be disposed of within a2 menth of jts submission, an. acknowledgement or an
interim reply should be sent to the- individual within a month,

&: Tre instructions contained in paragraph 2 of this Iiﬁmstry‘s Dffice Memarandum No. 11852-

Ests. Dated the 30™Apil, 1952, will stand modified to the extent indicated in the paragraphs 3.4
and 5 ghove. cow -



F.No.11 (5‘,1-3’/:08{203‘-&'5&4[&4-1II)
Government of Iidia
Ministry of Personnel, Public Grievances & Pensions
Deparument of Persennel & Training
Establishment A-711 Desk

© kK
North Block, New Dethi
Dated August 31, 2015
OFFICE MEMORANDUM
Subject: Representation from Government servant on service matters -

reiteration of insiructions ~ regarding,

3 Such submission of Tepresentations directly to other authorities by- passing the
prescribed channel of tommunication, has to be viewed seriously and apprepriate
rightly be freaged as an unbecoming }:ﬁ_nduct attracting the provisions of Rule 3(1) [m} of
the Central Civil Services {Conduct) Rules, 1964. It is clarified that this would include al
forms of communication including through e-mails or public grievances portal et

4, Attention in this connection is alse invited to the provision of Rule 20 of Ccs
{Cenduct) Rules, 1964 prohibiting Government servants from bringing outside influencein
respect of matter pertaining to his service matter Representation by relatives of
Government Servant is also treated as outside influence ag clarified vide MHA OM No.
F.25/21 /63-Estt.{A) dated 19, 09.1963

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

(Mukesh ChatuFvedi)
Director {E)
Telefax: 23093176
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To
i .
The Secretaries of Al Mi nistries/ Departments of Gayt, of India
{as per the standard list)
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Copy to:

President’s Secretariat, New Delhi.
Vice-President's Secretariat, New Dethi.
The Prime Minister's Office, New Delhi.
Cabinet Secretariat, New Delhi.
Rajya Sabha Secretariat/Lok Sabha Sacretariat, New Delhi.
The Comptroller and Auditor General of India, New Dethi.
The Secretary, Union Piiblic Service Compmission, 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, Nuw 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, MIC, Department of Personuel & Training, North Block, New Dethi (for uploading the

same on the website of this Ministry under the Head OMs & Orders —» Establishment—
{Conduct Rules).

17. Hindi Section, DoP&T ‘@\@1 %%M‘
y Y /

—- {Mukesb Chaturvedi)
Director (E)
Telefax: 23093176




