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g1°/No.: 5-1(213)/2014-PD feqip/Dated:  24.02.2021
Qa1 H / To: RT3 3R & 1t Aty TR el g et % P v

The Directors/Heads of all National Labs./Instts./Units of CSIR

fawa/sub:  instructions regarding conduct by CSIR Officials.
HE1Ga/Sir / HElGUl/Madam,

It has been observed by the DG, CSIR that certain Council Officers including
Common Cadre Officers are avoiding performing their regular assigned duties on
excuses that they have been assigned certain confidential tasks/assignments from
CSIR HQ. Though a few Fact Finding Committees have been constituted by the
competent authority which includes some officers as members, copies of such
orders have been endorsed to the Directors of the respective Labs./Institutes
requesting them to allow such officers to perform their duties in the concerned
Committee. It is reiterated that any assignment given to any officer by an authority
in CSIR Hgs. must, therefore, be backed with a formal approval of the competent
authority and must be endorsed to his/her reporting officer requesting to allow
such officer to perform his/her duties, so that not only the assigned task is
performed with due diligence, sincerity and authority, but without any hindrance.

It has also come to the notice of the competent authority that certain CSIR
Staff/Officers are using Social Media like Facebook, Twitter and WhatsApp etc. to
criticize the Government / CSIR. Criticism of Government, through any electronic
media or in any document published in his own name or anonymously,
pseudonymously or in the name of any other person or in any communication to
the press or in any public utterance, is not only a violation of the conduct rules but
also maligns the image of CSIR / Government. Though there are existing
instructions in this regard, it is emphasised that CSIR Staff/Officers found criticizing
CSIR or its Labs/Institutes or Government or any of its schemes/projects}etq will be
viewed seriously and departmental action will be initiated against them.

Further, it has been observed that inspite of several instructions being issued,
there is an increasing tendency on the part of Council officials at different levels to
by-pass the prescribed channels of representation and write directly to the high
functionaries of CSIR (i.e., President- CSIR, VP-CSIR, DG, JS(A), FA, CVO!etc‘) totally
ignoring the prescribed channels and due procedure. This not only consumes the
time and resources of the higher authorities but also consumes the time and
resources of the various functionaries in CSIR Hars.
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These practices have been viewed seriously by the DG, CSIR and such practices
shall not be tolerated and appropriate disciplinary proceedings may be initiated against
the erring official. It is further stated that no action shall be taken on such direct emails /
representations and the same would be filed, unless it has been received with comments
from the Lab./Institute from the official email account.

It is requested that these instructions may be brought to the notice of all council
employees in your Lab./Instt.

Yadlg / Yours faithfully,

(K.R. Vaidheeswaran)
Joint Secretary (Admn.)

copies of some of the earlier circulars issued on the subject by CSIR are"|
enclosed

|
1. CSIR letter No. 17(226)/97-E.Il dated 24.11.1997, & 26.05.2014 f
2. CSIR letter No. 17(66)/94-PPS dated 23.05.2006 L For information and compliance

3. CSIR letter No. 5-1(17)/2008-PD dated 26/27.08.2010, 14.06.2013, &
24.08.2015

4. CSIR letter No. 5-1(213)/2014-PD dated 02.1 1.2020

HﬁiﬁfﬁlfCopy to:

1) Sr. PPS to DG, CSIR
2) UHE, 315t fedior - U YHWR A & daurse iR Ay Rofed w gudsy 333 %
Y & 1Y / Head, IT Division with the request to make this circular letter available
on the website & Policy Repository.
3) ®iay Ufd/Office copy

Phone:  EPABX-23710136, 23710744, 237101 58, 23710468, 23710805, 23711251 23714238, 23714249, 23714769, 23715303
Fax:91-11-23714788, Gram : CONSEARCH, NEW DELHI, E-mail : jsa@csir.res.in
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Fgu witm (rere)
‘A Secrelary (Admn )

Heads of all the
Nationzl Laibs,/Instts.

Subr Hrzpresentations from Council enoloyeys on service
matters.
GBir,

1L am directed to invite your kind attention to the
provisions under Rule-20 of the CCS(Conduct) Rules 19564 ag
wade apolicable to the Council employees, accarding ta
which no employee shall bring or attempt to bring any
palitical ar ofther outside influence to bear upon any
superiar authority to further his interests in respect of
matters pertaining to his service.

Instructions have also subsequently been issued

by the BGO:I/CSIR from time to time that whensver, in any
matter caonnected wi%i, his service rights or conditions, an
empldyer wishes ta press a claim or to seek redress of 3
grisvance, the proper course for him is to address his
immediate official superior, or the Head of hie oftice, or
such aobther authority at the lowest level as is competent
to deal with the matter. No appeal or representation %o a
higher authority must be made unless the appropriate lower
authority bas already rejected the claim or refused reliet
or tgnored or unduly delayed tHe disposal af the case.
ARepresentations ta still higner authorities (e. g. Ehose
aduvessed ta President or Vice-President must not be

made
unltes all means of securing attention or redress T rom
louer authority have beer exhausted, and even in such
Canes

the representations must be submitted

through the |
Eroper channel. 4

Ik has been observed that inspite ot reiteration

of the above instructions time and again, representations
centinue to be addressed by the empioyees te the DG, TSIA
arved aother higher authorities. This

is nat ofily
undesirable but also contrary to official propriety and

subversive of discipline constlituting breach cf Rule 20 of
the CCS(Conduct) Rules referred to above.

Eantd. . Padir-_ . . f;E;




It is requested that the above instructions may
49ain be brought to the notice of all the smployees of
your lLabs./Instts. for their finformation/guidance and
strict observance, Any breach of these rules/instructions
shall be viewed very seriously and the employce concertied
shall render themzolves liisbhile for disciplinary actlon
under the celroant ger rules.

Yours faithfully,

A —
{B.5. Gaira)
Deputy Secretary
Copy ta:
+ {9 All Heads of Divisions/Sections in OSSR
Hgrs./CSIR Complex. 3



COUNCIL OF SCIENTIFIC AND INDUSTRIAL RESEARCH
Anusandhan Bhawan, 2, Rafi Marg, New Delhi-110001

No. 17(226)/97/E.11 (HR-II) Dated: 26.05.2014

OFFICE MEMORANDUM

Sub:_Representations from Council Servants on_service matters -
req.

Kind attention is invited to CSIR letters No. 17(226)/97-E. 1l dated
24.11.1997, 25/27.09.2002 and No. 17 (66)/94-PPS dated 23.05.2006 on the
subject cited above whereby instructions were issued with regard to
representations from Council employees on service matters.

2 Of late it has been observed that there is an increasing tendency on the
part of some of the officers and members of staff at different levels to by-pass
the prescribed channels of representation and write directlly to the higher
authorities ignoring the prescribed channels. Some of these representations are
often forwarded through Members of Parliament in violation of Rule 20 of the
CCS (Conduct) Rules, 1964. Existing instructions clearly provide that
representations on service matters should be forwarded through proper channel
As such submission of representations directly to higher authorities by-passing
the prescribed channel of communication, may be viewed seriously and
appropriate disciplinary action may be taken against those who violate these
instructions as it tantamount to act unbecoming of a Council Servant and thus
violates the provisions of Rule 3 (1) (iii) of CCS (Conduct) Rules, 1964, as made
applicable to Council employees.

3L It has also been observed that some of the Council employees are in the
habit of sending copies of their representations to oulside authorities, i.e. to
those who are not directly concerned with the consideration thereof (e.g. Hon'ble
Ministers, Secretaries of other Departments, Members of Parliament etc.). This is
an undesirable activity, contrary to official propriety and tantamount to
subversion of discipline.

In this regard Gol, DoPT OM No. 11013/08/2013-Estt. (A} - Il dated
06.06.2013 is being forwarded for information and compliance.

4, Insofar as redressal of grievances of Council employees is concerned,
CSIR has its own well defined grievance redressal procedure It is desirable to
bring this procedure once again to the notice of all Council employees and
advise them to desist from making direct representalion on service matters to
higher authorities without following the laid down process and without exhausting
the remedies available at laboratory level. !
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3. It is requested that these instructions may be brought to the notice of all
Council employees in your Laboratory/Institute.

This issues with the approval of Director General, CSIR.

(R.p. Antil)
Sr. Deputy Secretary (HR Admn. )
) 2Lé-5- 2=l
The Directors/Heads
of all National Labs/Instts. of CSIR.

Copy to:

1. Sr. COAs/COAs/AOs of the Labs./Instls.

2. Sr. Dy. FAs/Dy. FAs/F&AOs of the Labs./Instis.

3. US to DG, CSIR.

4. US to JS (A), CSIR

5. PAto FA, CSIR.

6. PSto LA, CSIR.

7 PSto CVO, CSIR.

8. Heads - PPD/ISTAD/IPU/HRDG/H RDC/USD/ITD/RTI

9 Sr. DSs/DSs/USs at CSIR Heprs /CSIR Complex.

10 Shri T. Mahesh Babu, Secretary Staff side, JOM, IICT, Uppal Road,
- Hyderabad-500007.

1. Head, IT Division, with the request to upload this OM on CSIR websile.
12. Office copy.
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No.11013/08/2012-Estt.(A)-1I|
Government of India
= Ministry of Personnel, Public Grievances & Pensions
Department of Personnel & 1 raming

North Block, New Dalhi
Dated the 6" June 2012

OFFICE MEMORANDUM

Subject: Representation from Government servant on service matters,

The undersigned is directed to refer to the Ministry of Home Affair's OM Nc

118/52-Ests. dated the 30" April, 1952, OM No. 25/34/68-Estt.(A) dated the 207
December, 1968 and this Department's OM No. 11013!07!1999~Estt,{ﬁ.) dated the
1% November, 1999 (coples enclosed for ready reference) on the above mentioned
subject. This Department is receiving a number of representations, on servicge
malters, 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
observed that there is an Ncreasing tendency on the part of officers at different
levels to by-pass the prescribed channels of representation and write directly to the
figh functionaries totally ignoring the prescribed channsls. The problem is more
acute in large Departmenis where often very junior empioyees at clerical leve!
address multiple representations 1o the Minster, Prime Minister and other
functionaries. Apart from indivicual representations, the service unions have also
deveioped a tendency to write to the Ministers and Prime Minister on individual
grievance. Some of these representations are often forwarded through Membere of
Parliament, in violation of Rule 20 of the CCS8 (Conduct) Rule, 1964.

3. Existing instructions clearly provide that representations on senvice matters
should be forwarded through proper channel. The stage at which an advance copy
of the represantation may be sent to higher authorities has also been indicated. In
MHA O M. Nag. 25/34/68-Estt.(A) dated 20.12.68 time limits for aisposal of various
types of representations have been prescribed. If it is anticipated that an appeal or
petition cannot be dispesed of within a month of its submission an
acknowiedgement or interim reply should be sent to the individual within a montr

4. Thus adequate instructions are available in the matter of submissian Af
fepresentations by the Government servants and treatment of the representations by
the authorities concerned. As such submission of representations directly o highe:
adtnorities by- passing the prescribed channel of communication, has to be viewac
serously and appropriate disciplinary action shouid be taken against those whe
violate these instructions as It can rightly be treated as an unbecoming conduc
atiracting the provisions of Rule 3 (1) (iii) of the CCS (Conduct) Rules. 1964

1D
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5. It 1s again reiterated that these instructions may be brought to the notice of all
Sovt. servants and appropriate disciplinary action may be taken against those who
violate these instructions.

i k =
~ad .0 L W £
Ayelf

Vs L
{*1‘}.'17(_ Wadhwa)
Under Secretary to the Government of Indiz
To

All Ministries/Departments of Gowt, of India.

~opy to:

1. Comptrolier & Auditor General of India, New Delhi,
) Union Public Service Commission, New Delhi.

3 Central Vigilance Commission, New Delhi.

4 Central Bureau of Investigation, New Delhi.

3. All Union Territory Administrations.

3. Lok Sabha/Rajya Sabha Secretariat.

{

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

31 All Attached and Subordinate Offices of Ministry of Personnel, P G. & Pensions,
. NICT DoP&T with the request to upload this O.M. on Department's web site

i (MINe/Nrdore s Ectohl ichmant— ft‘f:“:_" a‘f:‘f\r-ulr_l_:'_-r_w_ Q!'!lac\
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C.py fthe Office Memorandum No, 118/52-Ests. Dated 30" April, 1952

Reprasenlations from Government servants on service matters — advance copes

Reference are frequently receives in this Ministry enauinng whether the submission of advance
copies of representations to higher authorities is permissible and as te the treatment that should
be accorded o such eopies. The matter has been carefully considered and the following
nstructions are Issued for the guidance of ali concemed

2. Whenever, in any matter connected with his service rights or conditions, a Government
sefvant wishes to oress a claim or to seek redress of a grievance, the proper course for him 1g
0 address his immediate superior official or the Heaa of office, or such other authority at the
lowest laval as ne is competent to deal with the matier An appeal or representation to a nigher
authority must not be made unless the appropriate lower authority has already rejected the
claim or refused relief or ignored or unduly delayet the disposal of the case. Representations 1o
still igher authorities (e.g those addressed io the President. the Government or 1o Hon'hia
Minister) must be submitted through the proper channel (e the Head of Office etc
concerned). There will be no objection at tha: stags but only at that stage to an advance coDy
of the representation being sent direct

3. The treatment by the higher authorities of agvance copies of representations so received
should be governed by the following genera! principles -

(a) If the advance copy does not clearly show that ali means of securing atiention or redress
from lower authorities have been duly tried and exhausted the representation should be ignored
or rejectec summarily on that ground, the f#asons Deing communicated briefly to the
Government servants. If the Government servant persists 1n this prematurely addressing the
higher authorities, suitable disciplinary action should be taken against him,

(o) If the advance Copy shows clearly that ali appropnate lower authorities have been duly
addressed and exhausled, 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 summarly rejected, the reasons oeing
communicated briefly to the Government servant

(C) Even where sgme grounds for Interference or furt
appropriate lower authority should be asked within a
representation, with its report and comments
tustification for the passing of any orders on an
cemments of the appropriate lower authority

her consideration appear lo exist the
reasonable time, to forward the origina!
on the points urged. There is orainarily no
y representation witnout thus ascertaining the

4. Some Government servants are in the habit of sending copies of their representations also to

CHLBIOE dutnorities, 1L.e. autnorities who are no directly concerned with the consideration thereot
{e g other Honorable Minister, Secretary, Members of Parliament, etc) This is a mos
objectionable practice, contrary to ofiicial propriety and subversive of good discipline and al
Government servants are expected scrupulously tc eschew it




Copy of the Office Memorandum No. 25/34 1BB-Estt.({A) Dated 20,12.1968
Representations from Government servants on senvice matters — Treatment o

Reference s invited to the Ministry of Home Affairs Office Memarandum No. [18/52-Ests. Dateu
the 30" April, 1952 on the subject mentioned above {COPY enclosed for ready referance) it has
been brought to the notice of the Ministry of Home Affairs thal undue defay ozcurs very ofier i
the disposal of representations from Government servants in regard to matlers connecied with.
the service rights or conditions which causes hardship 1o the individuals concemed

2 The representations from Government servants o sefvice matters may be broasiy ciassinst

as follows .-

(1) Representations/complaints regarding non-payment of salary/allowances or othe” Gues
7, Represemations on other service matiers,
(3) Representations against the orders of the immediate superior authornty. anc

{4) Appeals and petiticns under statutory rules anc orders (€.g. Classification Control ana
Appeal Rules and the pelition instrictions).

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 supmission, he could address. or ask for an
ntenview with the next higher officer for redress of his grievances. Such supenor officer shoute
mmediately send for the papers and take such action as may be called for. without delay

4. Representations of the type mentionad at (3) above, would be made generally only in cases
where there is no provision under the statutory rules or orders for making appeals or pelitions.
5.uch representations also should be dealt with as expeditiously as possible The provisions ol
ihe preceding paragraph would apply to such representations  also  bul nol o aler
representations made by the same Government serfvant on the same subject after his earlier
representation has been disposed off appropriately

5. in regard to the representations of the type menticned at (4) above, althcugh the relevani
rules or orders do not prescribe a time limit for disposing of appeais and petitions by the
competent authority, it should be ensured that all such appeais and petitions recave prompl
anen‘ion and are disposed within a reasonable time. If it is anticipatec tha: an appeal ar a

e lihiam st e Aipmacad At it o rvmmbl mf it cohPlesiAn an el A A Emem a R A s
e 2 b + = 3 =

interim reply shouid be sent {o the individual within @ month

6. The instructions contained in paragraph 2 of this Ministry's Office Memorandum No. 118/52-
Ests Daled the 30"April 1952, will stand modified o the extent indicated in the paragraphs = 4
and 5 above.
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¢ COUNCIL OF SCIENTIFIC & INDUSTRIAL RESEARCH
g+, 2, T AE, 8 fReit-110 001

Anusandhan Bhawan, 2, Rafi Marg, New Delhi-110001

17(66)/94-PPS
Dated
No.

23.05.2006

From e

wgaa wfag ()
Joint Secretary (Admn.)

To

p
\ L T, AT /
NG 5. LRy

4'-..-.---

...-.---"'

Sub: Representations from Couoncil employees on service matters.

The Directors/ Heads of all National Labs .-’lnst

Sir,

I am directed to invite your kind attention to this office Circular letter No. 17(226)/97-Ell
dated 24.11.1997 (copy .neclosed) on the above subject and to state that it has been obierved that in
spite ol these instructions, representations (including advance copies) are being sent by the
employees addressed to the Hon’ble President/VP,CSIR, DG, CSIR and ather higher authorities
directly. The competent authority has therefore, desired that the contents of CSIR Circular dated
24.11.1997 may be brought to the notice of all employees which inter-alia reads as under:

“No appeal or representation to a higher authority must be made unless the appropriate
fower authority has alieady rejected the claim or refused relief or ignored or unduly delayed the
disposal of the ease. Representation to still higher authorities must not be made unless all means of
securing altention or redress from lower authority have been exhausted and even in such cases the
representation must be submitted through proper channel”.

The above instructions may kindly be brought (o the notice of all the employees of your
Lab :Instt for iui’ormation g‘uidanu: and strict obscwancr Any rcpucsemalion received directly

Yours taithfully,
) 2t b
il

(éushil Koumar)
Deputy Secretary

‘/Cﬁy to. i
. COAs /ADs of Labs/Instts, /‘)%Z
Chief Vigilance Officer, CSIR d 0 é
btalTOIﬁ:Ler to n{a CSIR ML s
PS to FA, LﬁlR-—- / u’r} ,r\,_
b. All Dy, Secretaries/U nder relaries at CS!R Hars /CSIR Cf}m[:lle ‘sw{}.&a

7_‘\%%/@ 2\5 \";/\’L\‘}" 5 JU".{_...;’}}
/

o

W
e ; 7714296, 231’@249’%31:5769 23715%3
7 ~ 3740144, 23710158, 23710468, 23710805, 23711254, :
FF - {;A?: ;?;‘:‘? 1233.: Gram - CORSEARCH, NEW DELH!I E-mal | esirmg@simeld ernet’in
tax -11- 3 3

L e w2 B3 e—
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. COUNCIL OF SCIENTIFIC & INDUSTRIAL RESEARCH (. Az '
AW S19et, 2 B AR, a8 Red-110001

\ -
- Anusandhan Bhawan, 2, Rafi Marg, New Delhi-110001 : {/"
No. 5-1(17)/2008-PD : P Dated  26.08.2010 (] 4
/" Girhl fven L Qe e
From Lo IBSUER J'j
A S
T wida (wemee) / |
Joint Secretary (Admn.) E -3 sgp 200
i «
To, vé
The Directors/Heads of all \ o o ITE0 &0
National Labs./Instts. of CSIR NG BLB. _r

| Sir,
! | am directed to forward herewith the following Office Memorandums issued by Government of India for
information, guidance and compliance:-

eldy/Sir,

S ST G o ST ST ST ST, SR U STaveres sitars iy s ot =5 frdr

Gl
(0 P H oy AR LS o A o U e Ol B R
! 1. | DoPT Order No. 11013/4/2010- | Central Civil Services (Conduct) Rules, 1974 - Submission of
j Estt.(A) dated 19™ April, 2010. representations by Government servants-instructions regarding. |
| 2. ‘ DoPT OM No. 8/2/2010-IR dated | Disclosure of third party information under the RTI Act, 2005. i
27 Apil2010, - |

| dated 8" June, 2010. | ofthegncPC.
4. | DoPT  OM  No.  6/8/2009- | Transfer on deputationfforeign service of Central Government |
| Estt.(Payll) dated 17" | employees to ex-cadre posts under the Central Government/State \
!June,?_mo. Govts./Public Sector Undertakings/Autonomous Bodies, etc. and |

|
‘['3. | MoF OM No. 19030/3/2008-E.IV | Travelling Allowance Rules- implementafion of the recommendations |

| vice-versa- Regulation of Pay, Deputation(Duty) Allowance efc. |
Yours faithfully

(A.K. Mukherjee)

Deputy Secretary

0y

Encl: As above,

G fasar

1. Sr. COA/COA/AQ of all Labs/Instts., !
Sr. Dy. FA/IDy. FA/F&AQ of all Labs /Instts,
PSto DG, CSIR
PSto JS (Admn.)
PAto FA, CSIR
PS to CVO, CSIR
Legal Adviser, CSIR
Head, URDIP/IPMD/HRDC/PPD/ISTAD/USD/HRDG,
Under Secretary (CO)/Deputy Secretary (Complex)
- All Dy. Secretaries/Under Secretaries in CSIR Hgrs. & CSIR Complex
. Head, RAB, CSIR Complex, Pusa, New Delhi
. Secretary, JCM (Staff Side), Indian Institute of Chemical Technology, Uppal Road, Hyderabad-5000 07
(Andhra Pradesh).
13. Head, IT Division with the request to make this circular available on the website.

(..DDOWIC’)U‘!&L-J"\J

sk
-y

=,
A

Phone - EPABX-23710138, 23710144, 23710158, 23710468, 23710805, 95711061, 23714938 33714946, 23714769 33715303
Fax @ 91-11-23714788, Gram : CONSEARCH, NEW DELHI. E-mail csirhg@sirnetd.ernet.in
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E F.No.11013/4/2010-Estt. (A) f)ﬁ |

< Government of India .
Ministry of Personnel, Public Grievances and Pensions a7 q’

(Department of Personnel and Training) _ e
Nerth Block,
New Delhi,

Dated the 19" April, 2010

OFFICE MEMORANDUM

Subject: Central Civil Services (Conduct) Rules, 1974 - Submission of
representations by Government servants — instructions regarding.

The undersigned is directed to refer to this Department’s O.M. No. 11013/7/99-
Estt. (A) dated 01.11.1999 on the abovementioned subject which indicates that the
categories of representations from Government servants on service matters have been
broadly identified as follows :-

(i) Representations/complaints regarding non-payment of salary/ allowances or
other issues.

(i)  Representations on other service matters.

(ili) Representations against the orders of the immediate official superior
authority; and

(iv) Appeals and petitions under statutory rules and orders (such as Central Civil
Services (Classification, Control and Appeal) Rules, 1965 and the petition
instructions.
(Apart from the above, sometimes, Government servants also submit

advance copy of their representations to the authorities higher than the
appropriate/Competent Authority.)

2, Necessary guidelines to deal with such representations are conta'nned in the
aforesaid O.M. which are to be foliowed by the administrative authorities. However, it
is observed that some officials resort to the practice of sending repeated
representations on the same issue which invoives repeated examination:of the same
issue and bogs down the official machinery to the detriment of consideration of more
important and time-bound issues, The matter has been considered by this
Department. It needs to be emphasized that Government servants should desist from
1

™



making frequent and numerous representations on the same issuye, - The second
representation on the same issue will be examined only if it contains any fresh points
regarding new developments or facts hax)ing a bearing on the issue. |t has been
decided that when representations have already been considered and replied, further

representations exceeding two on the same issue

will_henceforth be ignored. A

Government servant may make a representation to an authority higher than the lowest

competent authority only when he is able to establish that all the peints or
submissions made therein have not been fully and properly considered by his
iminediate official superior, or the Head of Office concerned or such other authority at
the lowest level competent to deal with the matter. Government servants should desist

from prematurely addressing the higher authorities.

3. All the Ministries/Departments are requested to bring the above guidelines for
the notice of all concerned for information and compliance,
— Ir.-'\.1 t ‘ o !
fot o losn
(A. BALARAM)

Under Secretary to the Government of India
All Ministries/Departments of the Government of India,

Copy forwarded to

’ 1. Comptroller and Auditor General of India, New Delhi

2. Lok Sabha Secretariat/Rajya Sabha Secretariat!MinIstry of Parliamentary Affairs.

3. Union Public Service Commission, New Delhi.

4. Fresident’s SecretariatNice-F’resident's Secretariat/ Prime Minister’s Office.

5. Election Commission of India, New Delhi.

B Central Vigilance Commission, New Delhi.

T Staff Selection Commission, New Delhi.

8. Central Bureau of Investigation, New Delhi.

9. Chief Secretaries of all State Governments/Union Territory Administrations. '

10. Al Attached and Subordinate Offices of the Ministry of Personnel, . Pyblic
Grievances and Pensions, :

11. Al Officers and Sections in the Ministry of Personnel, Public Grievances and
Pensions.

508

NIC (DOPT) with the request that this O.M. may be placed on the Department’s’
website (www.persmin.nic.in].
(100 spare copies),

Ciom \_/’ Aot
i =

(A. BALARAWM)
Under Secretary to the Government of India
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COUNCIL OF SCIENTIFIC & INDUSTRIAL RESEARCH e
H[HU  Hae, 2 T AW, T Red-110001
Anusandhan Bhawan, 2, Rafi Marg, New Delhi-10001
No. 5-1(17)/08-PD Dated: 14.06.2013
From
T Wi (TeraeT)
loint Secretary (Admn.)
o,
The Directors/Heads of all
National Labs./Insts. of CSIR
W/ Sir,
TS TR HET ¥ T I ST g, STNTEH U S FETS B SUfE e T PRI R
[ am directed to forward herewith the following Office Memoranda issued by
Government of India for information, guidance and compliance:-
SNo| Govt. of India, DoPT, OM/ Subject 1
Instructions No. & date, '
LECOS NP i R SO e e
1. | DoPT OM No. 36033/ 1/ 2013-Estt. | Revision of income criteria to exclude socially
(Res.) dated 27" May, 2013. advanced persons / sections (Creamy Layer) from
the purview of reservation for Other Backward
Classes (OBCs)-reg.
2 r DoPT OM No. 11013/08/2013- Representation from Government servant on |
| Estt.(A)-11T dated 6" June, 2013. | service matters.
% !BOPT instructions No. 12/5/2013- | Holidays to be observed in Central Government
L | ICA-2 dated 11™ June, 2013. Offices during the year 2014,
ECGit)
Yours I’ailhiﬁ)bfr
. s -
(D. Vijayalakshmi)
7wl
Deputy Secretary
Copy to:

\/A;ad. [T Division with the request to make this circular available on the website &
Policy Repository.

2. Office copy

Phone : EPABX-23710138, 23710144, 23710158, 23710468, 23710805, 23711251, 23714238, 23714249, 23714765, 23715303
Fax : 91-11-23714788. Gram : CONSEARCH. NEW DELHI. E-mail : csirha@sirmetd.ernet.in



f' ]gy No.11013/08/2013-Estt.(A)-Ul

Government of India
Ministry of Personnel, Public Grievances & Pensions
Department of personnel & Training

North Block, New Delhi
Dated the 8™ June. 2013

OFFICE MEMORANDUM

g

Subject: Represe ntation 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. 1107 3/07/1999-Estt.(A) dated the
1% November, 1988 {copies enclosed for ready reference) on the above mentioned
subject. This Department is receiving @ number of representations, on sernvice

maiters, addressed to the Prime Minister/ Minister/ Secretary (P) and other afficers
directly from the Government senvants.

2. 1t has been envisaged in these instructions that whenever, in any matter
connected with his service rights or conditions, a Government servant wishes ©
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 o 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 employees at clerical level
address multiple representations 1o the Minster, Prime Minister and other
functionaries. Apart from indivicual representations, the service unions have aiso
developed a tendency 1O 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 ©
should be forwarded through proper channel. The stage
of the representation may be sent to higher authorities has also been indicated. Ir
MHA O.M. No. 25/34/68-Estt.(A) dated 20.12.68 time limits for disposal of vanous
types of representations have been prescribed. If it is anticipated that an appeal 0
petition cannot be disposed of within a month of s submission. al
acknowiedgernent or interim reply shouid be sent to the individual within a month

n service maters
at which an advance COpy

4. Thus adeguate instructions are available in the ma
representations by the Governmant servams and treatment cf the repregentations b
the authorities concerned. As such submission of representations directly to hight
authorities by- passing the prescribed channel of communication, has to be viewe
seriously and appropriate disciplinary action should be taken against those w
violate these instructions as it can rightly be treated as an unbecoming condu
aftracting the provisions of Rule 3 (1) (i) of the CCS (Conduct) Rules, 1964.

tter of submission <



i

5 It 1e 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.
= N
K. Wadhwa'

Under Secretary to the Government of Indiz

Ta

All Ministries/Departments of Gowt. of India.

Copy to:

1. Comptroller & Auditer General of India, New Delhi.
2. Union Public Service Commission, New Delhi.

3. Central Vigilance Commission, New Delhi.

4 Central Bureau of Investigation, New Delhi.

5. All Union Territory Administrations.

6. Lok Sabha/Rajya Sabha Secretariat.

{

. All Officers and Sections in the Ministry of Personnel, Public Grievances &
Pensions
8 Al Attached and Subordinate Offices of Ministry of Personnel, P.G. & Pensions.

§. MNC, DoP&T with the request to upload this O.M. on Department's web site
~ (OMs/Orders—-+ Establishment— CCS (Conduct Rules).



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

Hepresentatons from Government servants on service matters — advance cOpIes.

Reference are frequently received in this Ministry enquinng whether the submission of advance
copies of representations 0 higher authonties ts permissible and as to the treatment that shoutd

we accorded to such copies. The matler has been carefully considered and the following
nsiructions are issued for the guidance of all concemec

2 \Whenever, in any matier connected wilh his service rights Or conditions, a Government
servanl wishes o press a claim or to seek redress of a grigvance. the proper course for him 18
1o address his immediate superior official, or the Head of office, or such other authority at the
lowest level as N is competent to deal with the matter. An appeal of representation (o a nigher
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 10
still higher authorities (..g. those addressed {o the President, the Government or to Hon'ble
Minister) must be submitted through the prope’ channel (i.e the Head of Office. efc

concerned). There will be no objection al tha* staae, but only at that stage to an advance Copy
of the representation being sent direct

1 The treatment by the higher authorities of advance copies of representations O received
should be governed by the following general principles —

(a) |f the advance copy does not clearly show that ali means of securing attention or redress
from lower authorities have peen guly tried and exhausted, the representation should be ignored
or rejectec summarily on that ground, the reasons being communicated briefly to the
Government servants. it the Government servant persists in this prematurely addressing the
higher authorities, suitable disciplinary action should be taken against him.

(b) If the advance COPY chows clearly that all appropriéte |

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 sucl
grounds appear, the representation may be ignored or summarily. rejected, the reasons peing
~ommunicated briefly to the Government servant.

ower authorities have been duly

(c) Even where some grounds for interference or furthe
appropriate lower authority should be asked. within @ reasonable time, to forward the origin:
representation, with its report and comments ON the points urged. There is ordinarily n
justification for the passing o

f any orders on any representation witnout thus ascertaining.th
comments of the appropriate lower authority.

r consideration appear Lo exist, th

A Some Government servants are in the habit of sending copies of their representations also
outside authorities. i.e. authorities who are not directly concemed with the consideration there
(e.g. other Honorable Minister, Secretary, Members of Parliament, etc.) This 1s a mc

objectionable practice, centrary to official propriety and subversive of gocd discipline and
Government servants are expected scrupulously to eschew it.



Copy of the Office Memorandum No. 25/34/68-Estt.(A) Dated 20.12.1968

Representations from Government servants on service matters — Treatmen! of

Reterence is Invited to the Ministry of Home Affairs Office Memorandum No. 118/52-Este. Dated
the 30" April, 1852 on the subject mentioned above (copy enclosed for ready reference). It has
been brought to the notice of the Minisiry of Home Affairs that undue delay occurs very ofier in
the disposal of representations from Government servants in regard to matters connected with:
the service rights or conditions which causes hardship 1o the individuals concermed

2. The representations from Government servants on service maiters may be broadiv clzssifizg
as follows :-

(1) Representations/complaints regarding non-payment of salary/allowances o: 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 Control 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
interview with the next higher officer for redress of his grievances. Such superior officer should
mmedialely send for the papers and take such action as may be cailed for. without delay

4. Representations of the type mentioned at (3) above, wouid be made generatly only in cases
where there is no provision under the statutory rules or orders for making appeals or petitions.
Such representalions also should be dealt with as expeditiously as possible. The provisions of
the preceding paragraph would apply to such representations also. but not to later

representations made by the same Government servant on the same subject after his earlier
representation has been disposed off appropriately.

5. In regard to the representations of the type mentioned at (4) above, although the relevant
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 anticipatec that an appeal or a

pelition cannot be disposed of within 2 month of ils 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 maodified to the extent indicated in the paragraphs 2 4
and 5 above,



3
~.COUNCIL OF SCIENTIFIC & INDUSTRIAL RESEARCH

ﬂmmﬁ&uﬁmmw

JTRUS  ¥ge, 2 T AW, F  Red110001
Anusandhan Bhawan, 2, Rafi Marg, New Delhi-110001

¥./ No.5-1(17)/2008-PD T/Dated: 24-08-2015

9Y% / From:
TYFA v (venee)
Joint Secretary (Admn.)

TarH / To !

The Directors / Heads of all
National Labs,/Instts, of CSIR
Hqrs./Complex/Centres/Units

ARSI | F@caiMadam,

TS T TR & wfwze ufa GRT 39T favar g3 Rt 17 3 2015 @
TR BT 0 It w9 501/1/4/2014-CAV @Y ST, HIAEeT 3y Hequrent & faw
AT Fet b e g3 &

[ am directed to forward herewith DO letter No. 501/1/4/2014-CA.V dated 17

August, 2015 from the Cabinet Secretary, Govt.of India on the above subject for information,
guidance and compliance.

HAETA/Yours faithfully

.;;.‘Ld’ R
(fa=1e %A1 / Vinod Kumar)
Hav wfAa (Afer wamm) / US (Policy Division )

HHTH/Encl, ;749f/As above

afafafy/Copy to:

1)Head, IT Division with the request to make this OM available an the website & Policy
" Repository.

2) ®rarer ufA/Office copy

—_— 6 o = SR ——

Phone; EPABX-23710138, 23710144, 23710158, 23710468, 23710805, 23711261, 23714238, 2371474

39, 23714789, 23715303
Fax 91-11-23714788, Gram - CONSEARCH, NEW DELHI, E-mail

jsa@esirres in
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DO No. 501/1/4/2014-CA.V W Dated: 17" August, 2015

Dear Secretary,

Of late, it has been observed that Government servants including
officersfofficials of para military forces and even army personnel are addressing
communications on service matters and other issues directly to the Prime
Minister/Prime Minister's Office, which is a violation of Conduct Rules.

2, As you are aware, instructions have been issued time and again regarding the
proper channel for representations/cornmunications to be made by Government
sarvants on their service matters and other issues. As per these instructions,
whenever, 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 as is competent to deal with the matter in the
organisation, Adequate instructions are also available in the matter of submission of
representation by Government servants and disposal of representations by the
authorities concerned. As such, submission of representations directly to higher
authorities by-passing the prescribed channel of communication is @ violation of
Conduct Rules and has to be wewed senously o

3 | would request you to reiterate the instructions on the subject for strict

CABINET SECRETAR
YOVERNMENT OF INDIA

¥

compliance and appropnate action may be taken agalns‘ those who violate such '

:nstructmns

Yours sincerely,

({h/,

\g With regards,
d
erk

(P. K. Smhé)
Prof. K. Vijayraghvan
Secretary.
Deptt, of Scientific & Industrial Research &4
New Delh o o |
W g% (K- Pl sed o all Fabs
/ v 5 v @ L . e r m
%f’ o . { Ligace 01\1-1‘:\.-': i b \,r"'.(-"b !
. \Z L b i hns A KA R
ssde?), \ ¥ re). rabaches
P 'I o~ -7 -’_’____,.4 U o 3 ‘:.--‘-’ {:
L) '[;O |
;.._.-/ ] 1 Secrel %( -) [ 11 v Dethusl _:"'*';"5““,

2



denfars aur Jitamfas TRYTT gty
COUNCIL OF SCIENTIFIC & INDUSTRIAL RESEARCH
HTEUE 9w, 2 gy G Red110001

Anusandhan Bhawan, 2, Rafi Marg, New Delhi-110001

./ No. 5-1(213)/2014-PD festis/Dated: 02,11 2020

5 | From:  &Reet 67 (et )
Joint Secretary (Admn.)

JTH/To: The Directors / Heads of all

National Labs /Instts, of CSIR
Hqrs.!ComplexfCentrcs/Units

fwa/sub - Communication to the Press and direct correspondence with higher
dignitaries - req.

TRIEU/Sir/ HEIG/Madam,

It has come to the notice that inspite of several instructions issued on the subject
cited above, some officials of CSIR are sending internal information to the Press
unauthorisedly without approval of the Competent Authority. It is also observed that there is
an increasing tendency on the part of Council officials at different levels 1o by-pass the
prescribed channels of representation and write directly to the high functionaries of CSIR
(Le the President,CSIR, VP,CSIR, DG,JS(A),FA.CVO etc.) totally ignoring the prescribed
channels and due procedure.

These practices have been viewed seriously by the Director General, CSIR.
Therefore, all CSIR officials are again advised to adhere to the existing instructions on the
subject issued from time to time by Govt.of India / CSIR. Violation of these instructions
lquidelines may attract Initiation of appropriate disciplinary proceedings,

t is again reiterated that these instructions may be brought to the notice of all
Council servants for information,guidance ang strict compliance.

989/ Yours faithfy lly,

#hfurt
&R, B K.Singh)
59 694/ Deputy Secretary

(A w8137/ Policy Division)
TfafafCopy to-

. DSto DG, CSIR

PS to JS(Admin), CSIR

PS to CVO

PS to FA(CSIR)

Sr.COA/COA/AD of all CSIR Labs/Instts.

Head, [T Division - with the request to upload this letter on the CSIR website & Policy
Repository

7. FRTRE 9fy/Office copy.

S O S

Phore:  EPABX2377073, 23710144, 2710158, 37iougs :Iiﬁ[iabii,""23?'1’1’2'51’,”“53’5142'3'.5,

: _ 2713, BTN 337 5303
Fax: 91-11-23714788 Gram : CONSEARCH, NiEwy BELHI, E-mail ‘jsa@csir.res.in



