No. 142/ 18 /2013-AVD-I
Ministry of Personnel, Public Grievance and Pensions
Department of Personnel & Training

North Block, New Delhi.
Dated 24" February 2014

OFFICE MEMORANDUM

Subject: Introduction of Single Window System in Department of Personnel & Trainfng for
receiving proposals for initiation of disciplinary proceedings against the Group A officers of the
Central Secretariat Services (CSS & CSSS) —reg, ‘

The undersigned is directed to say that in order to avoid delay in processing of the
proposals due to procedural infirmities/shortcomings/discrepancies in the proposals referred to to
this Department for initiation of disciplinary proceedings against Group ‘A’ officers of the
Central Secretariat Service (CSS) and Central Secretariat Stenographers Service (CSSS), DOP&T
has decided to switch over to Single Window System for accepting the proposals as per Check
List enclosed. o

2. Henceforth, all Ministries/Departments are required to authorize a representative not
below the level of Under Secretary to come to DOP&T’s office in person for handing over the

~ proposal for initiation of disciplinary proceedings, complete in all respect, with all the relevant
documents/ records. In the DOP&T, Under Secretary (Avd-I(D), Room No. 270, North Block,
(through Gate No.4) will receive the disciplinary cases referred by Ministries/Departments
between 11.00 am to 1 pm on all working days. The proposals received would initially be
scrutinized in terms of information sought and in consonance with the prescribed Check List.
Incomplete cases would be returned afier pointing out deficiencies. Cases, which are complete in
all respect as per the checklist, would only be accepted for further detailed scrutiny and
examination. The Single Window System is to be introduced from 1/3/2014.

3. - All Ministrigs/Departments are requested to take note of the Single Window System
being introduced in the DOP&T w.e.f, 1.3.2014 and bring the same to the notice of all concerned.
It may also be ensured that the Check List is countersigned by an officer not below the level of
Joint Secretary of the administrative Ministry/Department concerned. A copy of the OM F.No.
134/9/93-AVD-I dated 15.11.1993 is aiso enclosed for compliance of the laid down procedure
while forwarding cases to DOP&T for initiation of disciplinary proceedings.

Encl: Check List

To: All Minis‘trie§/Departments of Government of India.

Copy To: UPSC/ CVC/ Election Commission of India/Comptroller and Auditor Gedneral of
India/Central Information Commission. ‘

All attached offices under Ministry of Personnel, Public Grievance and Pensions.
" NIC, DOP&T, North Block, New Delhi, w4 Sz |

dele 6w Depth "V‘le—sJ‘}c-'



Check List For Submission of Proposals to DOP&T for Initiation of Disciplinary Proceedings Through
Single Window System in respect of Group ‘A’ officers of CSS/CSSS.

SL

No.

1 Name of the Officer & Designation

2 Date of Birth/ Date of Superannuation

3 Place of present posting, if posted elsewhere than the

place where misconduct took place.

4 Copy of the Preliminary Explanation called for from the
officer & Reply of the officer thereon.

5 Self contained note/Comments of the Administrative
Authority where misconduct is alleged, on the reply of the
officer along with copy of preliminary inquiry report, if
any.

6 Draft Charge Sheet containing Article(s) of Charge in
clear and definite terms along with
i Statement of Imputations of charges
ii. List of relied upon documents-original/ duly
certified in blue ink only, page numbered and
indexed (2 copies).
fii. List of witnesses, if any

7 Approval of the Minister-in-charge where the officer was
posted at the time of misconduct in terms of DOP&T OM
No. 134/9/93-Avd-I dated 15.11.1993 in respect of

CSS/CSSS officers.

8 Whether the case involves vigilance angle and if so Yes/No
whether CVC has been consulted ?

9 If answer to SI. No. 8 above is yes, attach copy of First
Stage advice of the CVC.

Note: Please attach the the following also-
Extracts(s) of relevant Rules, Codes, Manuals, Acts, Judgments, etc.
Information/position of disciplinary proceedings against other co-accused (if any).

* Signature —

Name of the officer signing this
statement (In Block letters)

Designation

Telephone No.

Dated

* To be signed by an officer not below the rank of CVO/Joint Secretary to the Government of India



oA e - Confidentizl

No. 134/9/93-4VU.1
Gevernaent of Indiz .
Ministry eof Personnel, Pusliec Grievences & re

nslons
Depértment’of Personiel & Training . '

“

Ney Delhi, the * 15 November, 1993

-

QFFLCE MEMO RANDUM

Procedure for referring ccses for irtiation of
disciplinary proceedings agzinst the officers

of the Centrgl Secretsriat Service (Grzde I and
above) to the Department of Personnel & Training -~

regarding «

Lo ject:

The undcrsigned is directed to invite the atlention of ali
;e liinistries/Departments to the BEotry No. 41{e) of the Goverimeri
[ India (Allocation of Business) Rules, 1941 read with Rule i2 of
¢ Cantral Civil Services (Classificgtion, Control & sppeal) Rules
1856 whereby this Departmant has been m=zde the Diciplinary Authority
1 respect of officeps belo:nging to centrilised ougres.of Central
seretariat Service (Grade I.and above) and to say thot the:
)llowin”'arranbement/frooedUre Ls lald down in respect' to forwzrding
te nropossls for ihftlstion of formzl diseciplinery proceedin, s
2lgting te the officers, without prejudice to other stotutory
ovigions conteoined i the rolevant discdnslinecry rules/inssirtction
sssted thereundegt-- ' ) '

1. Any propessl to ploce zn officer under suspensian
should be sént -to this Dep:rtment, onl¥ with the approv:zl
of Minlater-in-chzrge of the Department/Ministry concernad;

2. Any propossl to.initiaste discinlinary procendinszg sheuld ba
szt to:this Depertment only ofter g decision has bean
token ot the level of Minister in-char;e of the Deportment,’
Ministry, af*ur obtzining tho nrelimingry exnlanetion af
the officzr and zfter considering the same. In cngses
having a vigilance angle, the adm*nistrative Ministries/
Departments are alse required to censult the central
Vigilaner Commission znd obtoin &ts first stage zdvice
before submitting the papers to the Ministor: -

{1

3. Men bhe sllieged misconguct wes committed by zn officer
vhile serving under a Ministry/Departmént -nd the officer
stocd transferr+d to znother Ministry/Department ot any
stuge therezfteor, the Ministry concerned wherc . the
alleged misconduct was committzd by the officer will have
to toke a view on the c.se,in the 1lizht or the facts of
the clse zand the sxplanstions of the concerned officer/

edvice of the Cent 3l Vi -il.nce Commission st tho level
ceeee2/-



L

e rocords
tion,tunwer
roway bLe

of thelr Minigter bolarg forording the cas
to this Do tment, for fur ther necessely ac
intimetion to the Hinistry whore the coifice
workin, for the time being -

4. Such = propossl shell always be accompanied by 3
" draft chargesheet along with two sets of certified
1isted documents .’ ;

5. In c-ses vhere it 15 docided net to formclly procood ‘
arainst an officern put only to convey a caution/wernin:,
d%spleasure of the Government, this wi1ll be comauntcsio
to the officer by the Ministry/Deportment concarnad,
through the administrative Minlstry wherc the offic-r
mzy be werking =t th=t time and two coples of Lthe sam:
shall be endorsed to thig Department for ‘ecord.

is no full fledged fovesticstion
acliogn for major nenzslty is
t. after duc consideration

the edm'nistrative Ministry

G In a case,where there
py the 3 znd where fermal
{nstituted by this Departmen

N of & proepouncl received from
s " or otherwise to that cffect and zp;ointnment of a
Presanting Officer is roculled to be roder; the zaministrsa
Ministry/Department copncerned will nomin;ia an of ficer

fversed with the f cets of tho cesa, for being

wito 1s well
officer by this Depar’tment in

cpocintea 2s Prasenting
th-t cose-~

ety ot

. 7. £1) communic:tions mesnt  for- the ofricers proca . ded- ooul
would be sarved throuzh the Ministry/Depzrtment whors
B the oificer is working for the time b-ing-
Ve - Ministry of Agriculture ate » may please follow the ohove
rocedure while referrif; the cases of the offlc-rs bulonging Lo L
ntral Secretzrizt Service (Grzds I ond above) to this Depcrtuon®

{ﬁ N .O &

et IR
( c.p. sIMGH ) -1}
Denuty Secretary to the GQVernment of Inc

To gzeoretar to the Govt., of ‘ndia,

F ALL Ministries/Departumcnts.
N Cony to: (i) - Sccretary CVC. '
[ (11) gstt-'ﬁ‘ fivision, Depzrtment of Personnel &
- - 'raining. . . :
(11i)- 4ll the Desks/section in AVD« gnd A&1S Division

Hindi version follows.

(iy) Gurrd File.
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