
MOST-IMMEDIATE 
NO. 3901 111212010-Estt.(B) 

Government of lndia 
Ministry of  Personnel, Public Grievances and Pensions 

(Department of Personnel 8 Training) 

North Block, New Delhi, the 141h september, 2010 

OFFICE MEMORANDUM 

- - Subject:- Departmental proceedings against Government Servants- Consultation 
with the Union Public Service Commission for advice. 

The undersigned is directed to refer to this Department's O.M. of even no. dated 

10'" May, 2010 on the subject mentioned.above forwarding the updated Proforma 

(copy enclosed) for folwarding the disciplinary cases to UPSC wherein all 

/ MinistriesIDepaments have been requested to ensure that the complete and tmely 

reference on disciplinary matters (under Article 320(c) of the Constitution of lndia read 

with Regulation 5 of the UPSC (Exemption from Consultation) Regulations, 1958 is 

made to the UPSC allowing sufficient time to the Commission to give its advice. 

2. This Department had set up a Committee of Experts under the chairmanship of 

. Shri P.C.Hota, former Chairman, UPSC to suggest measures to expedite the process 

involved in disciplinarylvigilance proceedings. In its Report, the above Expert Committee 

has o b s e ~ e d  that at present in as many as 40% cases of disciplinary inquiries referred 

to the UPSC for advice, the case records are deficient in terms of requisite information 

wanted by the UPSC as per the proforma prescribed and therefore returned by the 

UPSC to the DepartmenuMinistry for rectification of the deficiencies which causes 

avoidable delay in the DepartmenuMinistry getting timely advice from the UPSC. In order 

to ensure prompt disposal of disciplinary inquiries by DepartmentslMinistries, the Expert 

Committee has recommended that before the case records in a Disciplinary 

Inquiry are sent to  the UPSC for advice, the Joint SecretarylDirectorlDeputy 

Secretary in  charge of the matter in the concerned DepartmentlMinistry must give 

a certificate in  writing that the case records are being sent to the UPSC for advice 

after complying with all items in the standard "Proforma" by the 

DepartmentlMinistry. The expert Committee has suggested that i f  the certificate of  

Joint SecretarylDirectorlDeputy Secretary is found to  be defective, as all items in 



the standard proforma have not been complied with before furnishing the 

certificate and the certificate has been issued in a slip-shod manner, the 

concerned Joint Secretary1 DirectorlDeputy Secretary of the DepartmentlMinistry 

- should be held responsible. 

3. In view of the above, it is reiterated that all MinistrieslDepartments may ensure 

that all the requisite details in the proforma are properly filled up and sent with the 

relevant documents required to be sent to the UPSC so that there does not arise 

occasion for the UPSC to make a back reference to the MinistriesIDepartment for the 

deficiencies found by the Commission in the papers sent to them. While forwarding the 

case records to the UPSC, a certificate shall be appended duly signed by the concerned 

Joint Secretary that the case records are being sent to the UPSC for advice after 

complying with all the items as applicable in the proforma by the Ministry I Department 

concerned. In future, if the UPSC has to return the documents in this regard for correct 

filling up and forwarding of the requisite documents stated in the proforma, the 

Commission may address the letter to the Secretary in the Ministry1 Department. In case 

it is found that the Proforma had been forwarded to the UPSC in a casual manner, the 

Secretary in the Ministry I Department may issue a written warning to the Joint Secretary 

1 Director 1 Deputy Secretary concerned to be more careful in future. A second time 

default by the same officers shall invite minor penalty proceedings against them. 

Under Secretary to the Government of lndia 
8 23093175 
B 23093180 

E-Mail: rakesh.moza@nic,in 

To 
All MinistrieslDepartments of Government of lndia 



1. All officers and Sections in the Ministry of Personnel, Public Grievances and 
Pensions and all attachedlsubordinate offices of the Ministry. 

2. President's SecretariaWice President's SecretariaVPrime Minister's 
Office/Suorerne CourtlRaiva Sabha SecretariatiLok Sabha Secretariati 
Cabinet ~ e c r e t a r i a t / ~ ~ . k / ~ ~ ~ / ~ & ~ ~ / ~ e n t r a l  Administrative Tribunal 
[Principal Bench), New Delhi. 

3. Estt.(B) Section - 100 copies 

4. NIC, DOPT, North Block for up-dating of the OM in DOPT website 

5. Hindi Section for Hindi version. 



Proforma/Checlc List for forwarding disciplinary case to the 
Union Public Service Commission 

PART I : SERVICE AND RELATED PARTICULARS 

- - -- .- - 
1 Na~rie of chargcd officer and the servlce on 

wliich borne . . . - - - -- -- 

- r (i) Whether ten~~;l;oraryl~,er~~~anenti 
contract service 

(ii j if conlirined, date of coilfirnlation - -- 

4 1 Post held substantively, if' in penll~anel~t service 
(a) I'lesignation 
b )  Pay Hand arid Grade Pay(:indicating stages, etc.) 

- ( 1  Pay dramii 
(ti) Date frorn which pay shown against (c) drawn 
(e) U u e  cf increment - - -- -- 

4 Post held a! prese:~? 
i r ~ )  Designation 
;bj Pay Band and Grade Pa;;(i;~dicatiiig stagesl etc.j 

-- i c )  Pay diawn 
(cl) Dale ?ran! which 17aj.~nowri ag.iiii;si (c) ~ T ~ T A ' I !  

(t.) Date 11f iirxt incrro-tcrit . ~ ~ - 

5 ' lhe next loarel. pcjsT (aioag w;itii 1'a.y Hand arid 
1 ' > Grade P8;v.I: :.ih officer would ha.vi: ,aerd 311t for 

h i  apsi.~tmenL to tile :~l.eseni post lie is iioldirq . .~  r.-& i ~ 

, 
0. Date of Birth , - - 

- 
, . Dare of joinirg Go\@ 

'lbot to he filled in the case of All India Servlce officers. 



8. Due date of I-etirement or 
actual date of retirement. 
if already retired - -- 

9 (a) Amount of monthly pension 
admissiblelsanctioned 

(b) (i) Amount of gratuity admissible 

(in respect of disciplinary proceedings 
initiated during service) 

(ii) Amount of gratuity withheld 

( for disciplinary proceedings after retirement) 

10 (a) Appointing authority in respect of the post 
held at present, or the authority which 
actually appointed the person, 
if that authority is higher. 

(b) Authority competent to impose the penalty 
in respect of the post held at present. 

( c )  Appellate authority in respect of the post 
held a ~ e s e n t  - 

11 Whether an oral inquiry, if required 
under the rules, has been held 

12 Name and designation of 

-- Inquiry Officer- - -- 

PART I1 : DETAILS OF CASE RECOFWS 
(All the records are required to be arranged and cross-referenced, as indexed 
below and page numbers of the filelfolders to be indicated against each item.) 

Item *Referencelcomments 
(A) ORIGINAL CASES 

(Where the Central Government or the State Government is the Disciplinary 
Authority and an order of penalty is to be passed for 
the first time) 

(a) Complaiilt , if any, received by the 
authorities 

(b)(i) Report of the preliminary enquiry, if 
any, held in the matter leading to 
the institution of formal 
disciplinary proceedings against 
the C.O. (together with Depositions 
recorded) 

* indicate references in terms of page numbers, file numbers folders etc. Do not leave any 
colunln blank, if a document is not enclosed, indicate reasons. 



(ii) Order. of suspension / revocation 
of suspension, if any. -- -- 

(c) Order, if any of the competent authority 
for joii~t/conlmon proceedings where 
two or more Govt. servants are 
involved. 

~ 

!d\i) ('barge sheet together with the 
statement of in-lputations along with 
enclosures. 

iij Records of delivery of charge sheet to 
the charged officer 

iii) M'helher the Charge sheet issued 
as er the Rules 2 ~ 

je) m o f  -- the Charged Officsr - -. 

(tj A notc from the 1)isciplinary Aulhority 
explaicing the facloal or procedural 
point:.. if any, raised in the. C:hal,gi.cl 
Ofiicer'-- reply in minor ~:enalt.j case:: 
v.rl.illei.e XI cnquir) hss beer; heid -~ --.. .. ~ ~ ~~ ~ ~ ~ ~~. .  ~ ~~- 

g,! (j~:S!:r oi' rl:e disciplm;~!: authoriiy 
a ,c:i~~ri~?r> the 1ncilii.v 0ffict.r. 19: f l  -:L~ : _ _ ._ _ ~ ~ 

b) Onler of 111e disciplinary authority 
;lvpoinfing the Presenting Officer 

L ...-.--...--..p---.----.pp ~ ~ 

i) Daily Order Sheet maintained by 
the 1nquir.y Office], indicating the 
7rop;ess of oral inquiry - -  .. . . - 1.. -.p------ 

j) Correspoodi-nce of the lncluiry 
Officer, if any, with the disciplinaqi 
Authority or the Charged - Officer -- -. .-- 

kji) D'positig~s - oral statements, recorded 
f~sn-i prosecutioli :vitnesses and defence 
witr~esscs 

ii) Staterrtent c.f defence of the Charged 
Officer 

iii) Gencral examination of the charged 
officer 

iv) Whether copi.es of rekvant documer~ts 
hzvc .heel? supplied to the Charged 
officer 



v) Exhibits 
a) Prosecution 
b) Defence 

1) i) Written brief, if any, subnlitted 
by the Presenting Officer 

ii) Whether a copy of brief of Presenting 
Officer supplied to the Charged 
Officer 

m) Written brief, if any, submitted by the 
Charged Officer 

n) lnquiry -- Officer's report 

o)i) Whether Inquiry Officer's report 
provided to the charged officer. 

ii) Wl~ether disagreement of the 
Disciplinary Authority , if any, on the 
repoit of the Inquiry Officer, 
communicated to the Charged Officer 

iii) Representation of the Charged Officer 
on the findings of the Inquiry Officzr. 

iv) Para-wise comments of the Disciplinary 
Authority on the reprcsentation of the 
C h s e d  Officer; -- if any. 

p) Whether the disciplinary authcrity: 
has ccinsidered the merits of the case 
and come LO tile conclusion that a 
fomlal penalty - is called for 

-- -- 

(3) APPEAL, CASES 
(Where the order of penalty has been passed by a subordillate 
authoribj and an appeal lies to the President) 

(In these cases all the documents listed in (A) should also be sent) 

a) Order passed by the disciplinary 
authority together with a note, if any, 
containing the conclusion arrived at by 
him in respect of each charge 

b) Appeal of the officer concerned 

c )  Whether appeal has been addressed to the 



d )  Commer~ts of' rl-I? disciplitlary authority 
on the appeal including clarifi~ation on 
procedural points. if any, raised by the 

- a pellant I--- ---- 

(C) REVISlO~J/REVIEW CASES 

i )  Whether appeal addressed to the 
President of' India or to soine 
subordin;ite zuthorities 

(Whcre the appellate authority is subordinate to the President and a modiiication of 
the appellate order is sought by way of revision/review or where the Presideilt has 
pai;setl the original order) 

(11: ~liesi u s e s  all the docutnents listed in (A) and (B) should also be sent) 

ii) Whether the approval of the Competent 
4ul  l~ority obtained before referring the 
Cnsc ! j r  Commi~siori's advice. 

~ ~ .-.---..---.-----p-.p----.-..- ~~ 

(a) i4ppeilal.s Aurtl~orily's order/ Presidcnt.~ 

oifi cer 
~ ~~ 

Ic) ?3!,te iniiicaiilig . I  Reviewing .- 
Autbc~ity's iindings ~ 1 1  the charges, 
detaili~lg tlir reaso~~s  warranting 
:~~odifi:ation of the penalty already 
inrpos-d and the extent of such 
~nodification ~- 

(d) Additioilal comments on the procedural 
or fastllal points. if any, raised m 

(uj mnsaoh: CASES 
(Where the President proposes to withhold or withdraw pension otherwise 
adrtllssjblc lo tlir officer as a result of disciplinary proceedings instituledtdeenled lo 
co~~t inue  in respscl c>f an officer who has retired froin service) 

(In ~ h c c r  cahes all the documents listed in (A) should also be sent) 

a) Order of the President*, if any, that the 
disciplinary proceedings sllould be 
institutedicontinued urlder the relevant 
pension rules. 

~- -- -. - - -. . - -- -- - 
"Centra! Govt. in the case of All India Service Officers. 



h) Show cause notice issued to the officer 
indicating precisely the quantum of cut 
proposed to be made in  his pension and 
the period for which it shall be o p a t i v e  . 

c) Reply of the officer to the aforesaid 
notice 

d) Comments on factual or procedural 
points raised by the officer in his reply 

(E) GENERAL 
a) Miscellaneous documents regarding 

evidence such as the exhibits, 
statements, etc. referred to in (A) to (D) 
and extracts of relevant Rules, Codes, 
Manuals, Acts, Judgments etc - 

b) Informationiposition of disciplinary 
proceedings instituted against other co- 

-- accused officers. --- 

c) Whether complete and up-to-date 
Confidential Roll of the officer has been 
enclosed. 

**Signature 
Name in Block letters of 
Officer signing 
this statement 
Designation 
Telephone No. 
Dated: 

**To be signed by an officer not below the rankof CVOiJoint Secretary 
to the Government of India 


