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' Circular No. 29/Staff Wing/2025
No.759-Staff (App.-11)/67-2025/Vol.VI

IRd % % UF qeaEniEE & s S OFFICE OF THE COMPTROLLER &
9, €19 T IUTA™ A7, I."' 1 AUDITOR GENERAL OF INDIA
& el - ! i 9, DEEN DAYAL UPADHYAYA MARG,
110 124 (G
S NEW DELHI - 110 124

TOHT 79

fetias / DATE_13— 08-J0lS

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:

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

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

iv) DoPT O.M. No. 11013/08/2013-Estt.(A)-1II dated 06.06.2013

V) DoPT O.M. No. 11013/08/2013-Estt.(A)-1II dated 31.08.2015

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

2014/Vol.lll dated 07.07.2014

vil)  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 represemalions by government servants.

1. 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.
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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 MLLAs, 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.

42. 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.

N

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.

7. 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.
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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:

hitps://dopt.cov.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,

7,

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)-11I dated 06.06.2013

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

File No. Admn-1/Circular/2022-23 (Computer No. 83108)
Generated from eOffice by AVINA SAHARAN, AVINASAHARAN(ADMN-1)-AS, ACCOUNTANT, AG-(A&E)-HARYANA on 26/08/2025 09:55 am



Admn-1/Circular/2022-23

*

-

: eonaan;og;

v
C Annescuste

S
— "

Cony of officy me P : ‘
& : 80 Y ant dtim No.llB/SQ-‘!sbs. “atad pth

drril, 1862 from the 0
Home  Arfairg, Ne vommant of India, Minigtey or
of GQvgrrymn 'Ofwlnn&}:!:. gg::‘.BSB!! tq, aJl'Hini;trig',

‘Buh _- f . ) . i -
Jects Rapresentptimgefrom Go vernment ferirant'g
08,

i on gervice matter; .- :
L _ ' _rf;-‘_f_d?u}ae Npies,.

i

- Rofarance ora fraquently recaiv-ed in thls Mini gtry

enculring yhathap the
3 s mmis§1nn of
ﬂﬂ:’ﬁ; att:::lo_ns to highap aut{nritie:drs‘ggrggi?g‘!gféid
Soplen, "5 Ratsor Tos gL, 3 Se0rted o "man
. carefn :
followin ms?:mgtions are lgsued fo_i'ytgngéfggfu sgg :l?

2, Whenover, in my mabt ote K Bl
:’g;gégﬂ tg{%‘f}g: or'ogniigt.zongé ir%ﬁmg gggaﬁ%s
D .prass a olaim or s9uk Mdrags of s
Eriexaos, tho propor eourse for him 4. b0 adei
rfgs i?gdlate ngicigl suparior, or the %agdg’eu
: 9 Otflce, or such othar authority gt the lowe st
8val-as ba 1g competant to degl wvith the m ttg.;? n
gggegl or reprogentation to a highay authnrft m&gt
o e]a.l‘ gggg ;lr‘:%g:ge::‘h% mann?o?riaga lover atut{arity
clalm or rafu;
Iiiam;radngrt%nduliodg%ﬂad the disnDspl gg% ggigzégr
pregant ot long 1 highar a ut'mritias(e, g, those
ﬁ iessed to tha Pregident Govapnmont or to ton
inisters) migt be gubmittoq throumfn :

tion at thit stage, but only st that
copy. of. tha repraa;ntation iang :gntsgif‘gog? 3'1 advgnce

. oty The treatment by the higher arthoritics of dwan:
v coplag of -represant~tiong go roasi b b o% e
“+  the folloving general princinlgg.g. ¥od xould Te r’ovemad; by'

i

(a) If the ady : s
gles copy -Ahss nnt :
meghs of geeuring attentinn op 'i-e61_":':ssc%:;rﬁlfn:at?wagggrf&as

have been duly trieg, gng oxhausted, ths renrogentnting

should be ignored or rajected summari the
T ] 1
reasong being ecommunicatad h-iei‘ly'ato %ﬁ“éﬁ;iiﬁ?ﬁérﬁﬁts

If the Government servmt

: perslists In thug premat

addi-a ssing tha higher authoritieg, 'suitablepdfsgigﬂ‘v
action ghould bve takan agalnst him -

e at’) If tha advance eoig shovs ciaarly that all
g

apiropriate lowsr suthorit h
av® baen dvly gdd

g:‘ildtgch?ustad, it should e examined to acgrgaiﬂiezfaegﬁer
2 acts as stated gome grounds for interference ny
';;T}lg furthar enngitgpatinn apn2ar, pri 1g to exlgt,-
{oore Mo such grounds apnesr, thy Tepressntation may be ™
eBrred or summarily rejactan the reasng being eommuni
cated briefly to tho Govamment gorvan. y ¢ K

....ly-

File No. Admn-1/Circular/2022-23 (Computer No. 83108)
Generated from eOffice by AVINA SAHARAN, AVINASAHARAN(ADMN-1)-AS, ACCOUNTANT, AG-(A&E)-HARYANA on 26/08/2025 09:55 am

th "
ho Hopd of 0ffice, ete. mneamed v Tgegamsz{l.c&mngléﬁéz:

1/1099706/2025



Admn-1/Circular/2022-23

L] —

L

File No. Admn-1/Circular/2022-23 (Computer No. 83108)

Generated from eOffice by AVIN

Alrectly concorned with e congidar stion
" of Porliament ete.z Thi

- -

-2.

(o) Bven where gome gmoinds ]
: nds for Interfer
-further conglderation avpear to axista:cghgr ‘
-aﬂnprieta- 1noyer s uthority siould b2 agkeq
it-l' thin a reasonghis timg, to forvard the orifgin,l
- iropresentation, with 1ty report gd comment g
on the points urged, There 1g ordinarily no
. Justification for the pegging of shy orders
,_grttn &y Teprasont Etd.o:_; wvithotit thus ‘agecort ining’
. ,‘oo_m_mta‘of be anhropriste lower guthority,

4, Gofe Goyernient_servents sre in the howlé :
-snridins;cogiag- of thair I'Gpig ant Eoﬁs af;#tgf
outside autlorities, 1. augemrig s ‘who gpa not
i 'eor ; Charenf
(e, g, othor HonguFhble Mini iltsr, 8acretgry, Hem?nrs
: _ i s o most objactionable
gg_a:obgeaigﬁ_ i‘gy odogl céoal propréet:f a‘ldtmbvarsiw
O( : e_gn ve
axpected acruglouuly to eschey intr.nm servente ere

_ 1 ' ' '
5, Separate instructiong sxist In romect of £l
of ,the All Indla 3urvice at i gtrnotions o no
apply to those ofﬁ’carp.a i b e e

6, It 1g recuested that tho ahove inst ti ng o
brought to the no_tice of pll ﬂovammegtmsgrvr;lga?w »

......

1/1099706/2025

A SAHARAN, AVINASAHARAN(ADMN-1)-AS, ACCOUNTANT, AG-(A&E)-HARYANA on 26/08/2025 09:55 am




Admn-1/Circular/2022-23 1/1099706/2025

7 W armeT ¥R Pl Ay Paw ) AT att an Paam P
9T 3 B &TATT gta €12 R, agPe P @ O 3 @ ot
a0 & 7t 7% FET arPea Po A goTe M PaegEr O @ P
a7 PeofVnd afed gm pardc W 2 | W geTe AP P
TTRETIT 1 Feerfort & g yrea Pew Pear Pad aeamien
7T #¢ a3 ITE ST &7 araTeaa: aiY afow A § |

& 30 Tl ofarfert &F g8 avga ddt ¥ o 3 o eare
a1 ofr afw oTheTPart st W 5 W arfwerPet ot & P

TR pATAET 7T PIuTy 7 3 P 1Y dafeE qEr Y daETET & W
= AT Y, 9P, @ Teeg arlel Yol Ted ¥
TS ¢PITeT ¥ @ fs aveTe morer 2 ofew ¥ et
FPME 37 Pactedl ¥ aiv o TwETer Pt 3 ae der & adt
%af’a%qﬁa‘mﬁnﬁ'%wqqﬁégmt

I qTTES darat & afuerheat § wow ¥ g
f’aumaﬁfr&aa%majdf‘mﬁﬁ-wmaﬁ Al o

%,

6 atu Y Po ovlm apv R ware et @ o

| ¥ T P a1 |
' o ik

-

6

File No. Admn—l/CircuIJr/2022-23 (Computer No. 83108)" T — S—
Generated from eOffice by AVINA SAHARAN, AVINASAHARAN(ADMN-1)-AS, ACCOUNTANT, AG-(A&E)-HARYANA on 26/08/2025 09:55 am



Admn-1/Circular/2022-23

1/1099706/2025

——t

- a " Yo, 25/94/68-3t5( &)
¢ ' ' Govarnment of Indle
Py . . Minigtry of }bm‘u‘falre _ e u
’ | . Ney Delhi.l, thé 20th mc.,"mﬁﬂ"
’ . v ' "g9 Agraheyena, 1990.
Subjacﬁz-nepresentation from Government i?ervmts
. ‘on ol, .

gervice le ers = regtment

) [
El Rad b :

|
The undersimed is dlrected to rafer to the |
Minigtry -ofeﬂb{md? n%%girs Ugf.‘lce Hemorendum No, 119/52-
Batg, dated the ?j’ch april, 1962 on the subject N
wentioned above . copz eticloged for ready rg grenca .,
Tt has been bronght to the notice of the Min gtfgy 5o
" of Home 4ffairs that undue delay occurs very oiten
the digposal of representstions from Govemt‘nleté' _
gorvants in rogard to mattsrg commected vit -1%1
serviee rights or conditlnns which ocsuges hardshlp
to the indlviduals concermed. ‘

: The representationg from Govemuent servants
:t'l. gervice mg'ctgrs mgy be broedly clagelfied as
followss~ i -

1) Reprsgentationg/comnlalnts regarding non-
(-) pa?fmant of salary/sllowences or other dlss;
&

(o) Renregentptions on othar gervice nattors; .

‘ . T the
. ."(3) Represenbationg sgainst the orders ot
» @ immediate superior authority; end

R (4)- nd notitions under gtabutory rulesd.

% @ g?g%?dcgsd(g;z. Cl.ngsification, Or\n{rol 3
d 4pnesl Rules mnd the petition
gtructiong)., °

| ' tioned
In d to repragentatlong of the tyop men
2“: (1) & (2)r:¥narve : § 4 tm; {ndividusl hes not rage%‘vg_d 14
reply. thareto within o month of 11:5,5\11::11;310% he eo e
adérons; or sk for & latervisw o) T X perior officer
for redress o 9 ’ !
ggg;ggrimgdiately gend for the %pgr :’le'?d take such
. acticn as may be called for, vithou ays

tioned st (3)
fepresentationsg of the type man
o, outh be Baje GReTeLLy oY, 13 syste vore
: 14 no provision wder ata
:?ggdags t‘og mgking a peils or pettttrirég. MBuu::h
i-anre Etatjions i gb'lg . ?mdgg}\v’igions of the °
pad ag poss . WV )
Fameins Dt ikt B S
jons also, tut not to labar T o o
Oovarmrant sarr:\s ofl Lt
:'Jétggel'\g?;url.ier'rammsmt stion hag basn dingga§
off sonronriately,

...Q/_

File No. Admkl/CircuIar/2022—23 (Computer No. 83108)

Generated from eOffice by AVINA SAHARAN, AVINASAHARAN(ADMN-1)-AS, ACCOUNTANT, AG-(A&E)-HARYANA on 26/08/2025 09:55 am



Admn-1/Circular/2022-23 171099706/2025

: In ro d :
mentiong g gt (5 abotgnth 20578 sont 561 n _
- 9f appé Tot prg ciigtm“fh the ralavant e, EYpe
- A eppeéal s a4 pg& on a8 timeg 1iait %o st ruleg.
' reasive engurag tho Oy P8 OoMpetent g A gno sfrg
- Togbony Mbt abbention gug-, uCh a00al authorit
g Mgble time. - T lm ®d ary g1o07981ls md pet éion,
o e PeEL tlon o, t s ontloin,tng %l ¥ithin 4 -
-gu pakas. 22 lspogad 0F Gatilft @ apnagl

- begent| tn i §UMOYledzenent Myl g month
IRt Bt R U

. The frigbrnd :
thiﬂ Hhﬁiatr 'iz;sg?fti'ons cont !_n‘d Voow

°® Momron dum N

-. vt . s - ’ .
LT TRy to the Governmant of Iy, |

All Mini gt pee E}Ihl

Qtu. ‘fith Usugl npértmta of tm Go

Umbear of spare c@pi::inmntof Iﬂdia

File No. Admn-1/Circular/2022-23 (Computer No. 83108)
Generated from eOffice by AVINA SAHARAN, AVINASAHARAN(ADMN-1)-AS, ACCOUNTANT, AG-(A&E)-HARYANA on 26/08/2025 09:55 am



Admn-1/Circular/2022-23 1/1099706/2025

- e Heqr-2 5/34/68~FUTHRT} )
,. TB-thaTrTy
| - & TaelY, frs fadar
o : 20, 1968
| STUT-grs
Pemma <dar srem? X vl ¥ aivrrey {s-ﬁm‘ﬁm" ¥ paraat

arfard .
#® IjE Taws vT ¢ davRr ¥ Fears 30-#-': 95'.2 ¥
FTTI GFT 1 18/52-¥qT0 JaeIva w¥ ¥ Pww ¥ Fa RORE !
ST ®TAT 3% 31 PRW g ¥ | g8 dareu #F arerd Y T ara
ard ok ¥ s T A gaTeY adar AT Y ddtgn AT T GrITer
FHETCEY ¥ darea A ¥ fera ¥ atr-adt darargs Paaia @
srar ¥ Ta gdfm e 3t aroard el ¥ '

2 Yararia ¥ art ¥ geerdk sterbet 3 eard &t
AT AT YT Pawd pare etz Pomr ar cmar ¥ oo -
{1} HIARY gaT a3 23 T Y pETa A @Y 3
e o e N eamaAtma |
- {2 o= Sar A Y 8 Y earda

§3; TEITA ATCS TIPS X 2wy & Pard eurd,

aqr '
g4) STfafes Pamt aar adut jaafq wffser, Pagmr
U YA Tty arParr aRat] ¥ st o amr arfes

3+ Wdw 1§ adr 2§ 17 aPEPE Tasr Y eardel ¥ ddd
N, Uz §dPem =1 T AT TG 374 ¥ a3 g ¥ ofraz

SNIT Y P X at aw @t fTnm g O 3 Pee oy oed

;i:;mg‘_?!?a GRT ¥ ST WY FUITE AT R AT T X

aT 3 W@ ITTER OIS fmyer oty AT até Pavs
a-P3e e stharégtar

o T §34 a7 o R asT & amiaa ararTa; 3
AT XTI ard aad arfes et aar aint Y adry ara
HAT AT 320 ST I 7 @ | W wamdeaA v ofr aqnbi
B ITTard I ardr arPey | pdedt O X oraw B parke A
;Tg Ay @NTSR T HT Sy T @t Pawa o Pae

A2 & A pITRA g7 arn W AN 9t ond Tey sarics
T IR Irderd e arh ¥ are faw o ¥ |

-lll0112,/--

9

File No.LAdmn—l/CircuIar/2022—23 (Computer No. 83108)
Generated from eOffice by AVINA SAHARAN, AVINASAHARAN(ADMN-1)-AS, ACCOUNTANT, AG-(A&E)-HARYANA on 26/08/2025 09:55 am



Admn-1/Circular/2022-23 1/1099706/2025

¥ | 1o
54 IR f4y T ICTAK ¥aeT ¥ FPurdaar 3 gdg N,
TanT & ATTITEY Zver vt aar arfeard Tagemd ari ¥ ' e
déPua Pt ot ardat ¥ M e otaT Pagirza a¢f ¥ at
st ge grarve Pagr srar arPed T AT wft gt aar arfare
TT IR eaTA (2T e AT I Siwd v ofiaT arer Par
are 4 4% dewemr F 76 PR FY8 st wiwT &
TEGa 3T TR Y 03 T ¥ ey TP o mwiT &t Hdfem

wr® 3T gz g Y Ndr Tradt agar dfer g@ T arar
m‘ﬁ@: I

6+ sa Jhrm FE4T'F 30-4¢1952 ¥ FTUlTem FTTF HEAT
1I8/52*‘€¢F03'§TT2§I’('IWJ%¥TW3QTF34?!W5
4 PARdeT i a3 amPe o arddh

20/~
 jdY. . ¥strava]
aren qeare & w7 afm %
ar ¥, ' |
' Srea-AeeTT b st rmg/fhere gearfy afafew gfeat afea
~h

10

File No. Admn-1/Circular/2022-23 (Computer No. 83108)
Generated from eOffice by AVINA SAHARAN, AVINASAHARAN(ADMN-1)-AS, ACCOUNTANT, AG-(A&E)-HARYANA on 26/08/2025 09:55 am



1/1099706/2025
Admn-1/Circular/2022-23 /10

l‘ < ’\

" ‘ ' No. 11013/7/99-Estt. (A)

3 .4, S -Government of India
Y Minlstry of Pet®dnnel, Public Grievances & Pensions
@ (Department of Personnel & Training)

.........

New Delhi, dated the [ a4 Notdy 1999.

: ~OFFICE MEMORANDUM

Subject: Representation from Government servants on
service matters.

——— — — -

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

' enclosed for ready reference).

- 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 ccurse for him is to address his immediate
official 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-pass 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 where

o often vary Jjunior employees at clerical level address
multiple representations to the Minister, Prime
Minister and ather functionaries. Apart from
individual representations, the service unions have
also developed a tendency to write to the Ministers and
Prime Minister on individual grievances. Some of these
representatione are often forwarded through Members of
Parliament, in violation 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 MHRA O.M,
~ No.25/34/68-Estt.(A) dated 20.12.68 - (copy encloged)
time limits for disposal of wverious typee of
Tepresentations have been prescribed. If it is
enticipated that an appesl or petition cannot be
| o8 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
Gover nment servants and treatmant of the

representations by the authorities concerned. Aas such
submission of representations directly to higher
authorities by-passing the prescribed channel of
communicetion, has to be viewed seriously and
appropriate disciplinary action should be taken against
those who violate these instructions as it can rightly

11
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_2-.
be treated as an unbecoming conduct attracting the
provisions of Rule 3 (1) (iii) of the CCS (Conduct)
Rules, 1964. —
5. It is vequested that these instructions may be
brought to the notice of all Govt. servants and
appropriate disciplinary action may be taken against
those who viclate thase instructions.

O LD

(1.0. Thomas }————

Deputy Secretary to the Government of India

All Ministries/Departments of the Govt. of India.

Copy to:

Comptroller & Audtior General of Indla, New Delhi.

Union Public Service Commission, New Delhi.

Central Vigilance Commission, New Delhi,

Central Bureau of Investigation, New Delhi.

All Union Territory Administrations. i
Lok Sabha/Rajya Sabha Secretariat.

All Officers and Sections in the Ministry of

Personnel, Public Grievances & Pensions & MHA,

All Aattached and Subordinate Offices of Ministry

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

O U Bl )

@

e 1

(T.0. Thomag) —~—m
Deputy Secretary to the Govermment of India

12
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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 cfficers
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 leve!
address multiple representations 1o the Minster, Prime Minister and other
functionaries. Apart from individual representations, the service unions have also
developed a tendency to write to the Ministers and Prime Minister on individual
arievance. 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
acknowiedgement or interim reply should be sent to the individua! 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 to highe:
authorities by- passing the prescribed channel of communication, has to be viewec
seriously and appropriate disciplinary action should be taken against those whc
violate these instructions as it can rightly be treated as an unbecoming conduc
attracting the provisions of Rule 3 (1) ) of the CCS (Conduct) Rules, 1964.
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9.

5. It is again reiterated that these instructions may be brought to the notice of a
Govt. servants and appropriate disciplinary action may be taken against those wt

violate these instructions.
M:dhw;

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.

All Officers and Sections in the Ministry of Personnel, Public Grievances &
Pens:ons

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

9. , DoP&T with the request to upload this O.M. on Department's web site
- (OMsIOrders-q» Establishment-+ CCS (Conduct Rules).

NP O AW
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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 enquinng whether the submission of advance
copies of representations to higher authorities is permissible and as to the treatment that should

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

-never, in any matter connected with his service rights or conditions, a Government
.t ant 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 Head of office, or such other authority at the
owest level as he is competent to deal with the matier. An appea! 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'ble
Minister) must be submitted through the proper channel (ie. 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
v rejected summarily on that ground, the reasons being communicated briefly to the
3 -ernment servants. If the Government servant persists in this prematurely addressing the
i =r authorities, suitable disciplinary action should be taken against him.

(b) If the advance copy shows clearly that ali appropnate jower authorities have been duly
addressed and exhausted, it should be examined to ascertain 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 rejected, the reasons being
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 onigin:
representation, with its report and comments on the points urged. There is ordinarily n

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 iIs a mos

¢ ~ctionable 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. 25/34/68-Estt.(A) Dated 20.12.1968
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 ofiern in
the disposal of representations from Government servants in regard to matters 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 and orders (e.g. Classification Controt 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
"ot 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 caliec for. without delay

4. Representations of the type mentioned at (3) above, would be made generaliy 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 ate
representations made by the same Government servant on the same subject after his & i
representation has been disposed off appropriately.

5. In regard to the representations of the type mentioned at (4) above, although the relevai
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 promp!
attention and are disposed within a reasonable time. If it is anticipated that an appeal or a
petition cannot 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 3 4
and 5 above.
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No. 1J013 7/ /22-Cetl. (o)
Governmant of Indla
Ministry of Permonnel, Mublic Gy ievances & Pensions
(Depa* tment of Pe:rconmel & Training)

Naw Delhl, dated the [ af Novm) 1909
_OFFICE MEMORANDUM

Sub ject: Represental ibn fram Government servants on
service matters,

——

The wundersigned ies directed Lo
Ministry of Home Affairse O.M, No.118/52-Ests. dated

30th Aapril, 1952 on the subject mentioned abous
enclosed for ready refevence).

reler to  the

{ copy

2. It hee been envisoged in tLhese
tthat whenevear, in any matter
rights or conditions, a Sovernment seyvant wishes t-~
preas a claim or to seel vadvess of a grievance, Lhe
propar course for him i« tg address his  immecdiste
officla)l superlor, or the Head of his office, or such
othear autherity st the lowest )Jevel Bs he is competent
to deal with the matter, Of late, it is observed thet
theve has been & tendency o the part of ¢Fficere st

different levels to by-pamrz the prescribed channels of
representalion and write divrectly to the hioh

functionaries totally ignoring the prescribed channels
The problem is more acute in large Depertments where
often very Jjunior emplovess st clerical level

instructions
connected with his service

address
multiple reprecentations to . the Minister, P1ime
Mliuister and other functionaries. Apart fromn
individual representations,

tha service unions hsve
also developsd a tendency te write to the Ministers and

Prime Minister on individuel grievances. Some of Lhese

reprosentatlons are often forwarded through Members of
Parlisment, in vieclation of Rule 20 of

the CCS
(Conduct) Rules, 1964.
I Erviating instructions cleavly provide that
representations

on rarvice mattears should be forwarded
through praoper channel. 7Th« stege at which ean advence

copy of the representation msy be sant. to higher
authorities hee also been indicated. In MHA O.M.
No .25/34/A8-Eett (A) dated 20.12.A8% - (copy enclosed}
time limits for disposal of var lous typems of
repyesaentations have beepr  preascribed. ¢ il is
anticipated that an appees]l or petition cannot be
disposed of within =2 month of itse submissicon, an

acknowledgemant or inLerim reply should bhe ment to the
individual within a month.

a. Thus sdeguate instrucl ions sre sve) lable iu the

matter of submission uf

recresenlations by Lhe
Gover nment servante moaved t resatment oF Ul
representations by the asuthorities concerned. as such
submission of representations directly to higher
authorities by-passing the prescribed channal of
communicetion, has to be viewed seriously ans

appropriate disciplinary e~tion should be Lalken against
those who violate Lhess

inmtyuctions ae it can rightly
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-~y
- —
-

be tvested as an unbscoming conduct attracting !l

provisions of Rule 3 (1) (1ii) of the CCS (Conduc!
Rules, 1964

57 I1* is requestecd that these instructicis may bhe
brought te the notice of all Govt. servants  and

sppropriate disciplinavy action may be tsken sgainst
those who violete these instructions.

%\/\-& Nu——(—.:_-—__,_.c-_.., 10

(7.0. Thomas )- ——
Deputy Senvetary to the GOVB!DNBHL of Indis
To

All Ministries/Depariments of the Govi. of Indis.

Copy LoO:

1. Comptrolier & AudiLior General of Indias, New Delir .

2. Union Public Service Commission, New Delhni.

3. Central Vigilance Commission, New Delhl .

4. Ceniral Bureau of investigation, Ne. Delhi .

. Al) Urion Territoyy Adninislrations.

&. Lok Sabha/Rs jya Suabha Secretsriat.,

7. Al)l O07ficers and Sections in Lthe Ministyy of
Personnel, Public Grievances & Pensions —s——ied

8.

All Attached ancd Subordinate Offices of Minist
of Personnel, F.G. & Pensions ettt

%u e\

(T.0. Thomag ) —m
Deputy Secretary to the Government of Tndie
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F. No. 11013/08/2013~Estt.{A-lI[)
Government of India
Ministry of Personnel, Public Grievances & Pensions
Department of Personnel & Training
Establishment A-1Il Desk
ki
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 have been issued on submission of representation by Government
servants about their service matters. In spite of these instructions, it has been observed

s As per the existing instructions, wherever, in any matter connected with his service
rights or conditions, a Government servant wishes to Press a claim or to seek redressal of a
grievance, the proper course for him is to address his immediate official superior, or Head
of his office, or such other authority at the appropriate level who is competent to deal with
the matter in the organisation.

3. Such submission of representations directly to other authorities by- passing the

the Central Civil Services (Conduct) Rules, 1964. It is clarified that this would include all
forms of communication including through e-mails or public grievances portal etc.

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
Government servant is also treated as outside influence as 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 of ali Govt.
servants including officers/ officials of para military forces and member of armed forces
and action taken against those who violate these instructions. \ﬂt'

(Mukesh ChatuTvedi)
Director (E)
Telefax: 23093176
To
The Secretaries of All Ministries/Departments of Govt. of India
(as per the standard list)
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nellive
Copy to:

President's Secretariat, New Delhi.

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 Delhj.

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 | nformation Bureau, DoP&T

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

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

17. Hindi Section, DoP&T ?\62: 62 A —~ -

(Mukesh Chaturvedi)
Director (E)
Telefax: 23093176

PN wWwN

el
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Office of the Principal Accountant General (A&E) Haryana, Chandigarh

Endst. No. Admn-1/Circular/2025-26/622 Dated: 25.08.2025

Copy forwarded, through Internal Office References to the following for information and necessary

action:-
Secretary, PS to Pr. Accountant General.

1

2 Branch Officers.

3. PAs to Group officers. '

4 All Sections. Digitally signed by

Amrit Talwar

sr. A%éﬁgi&?sz&%ﬁ

WM(A)/Circular/2025-26/512 Dated 28.08.2025

Copy forwarded through official website to the All.DA/DAO cadre staff for information.

Sr. Accounts Officer WM(A)




