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

Department of Personnel & Training 

North Block, New Delhi.  
Dated 246  February 2014 

OFFICE MEMORANDUM 

Subject: Introduction of Single Window System in Department of Personnel & Training 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. 

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 after 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 Ministries/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/Departnent concerned. A copy of the OM F.No. 
134/9/93-AVD-I dated 15.11.1993 is also enclosed for compliance of the laid down proced re 
while forwarding cases to DOP&T for initiation of disciplinary proceedings. 

End: Check List 

(N. 
Deputy Secretary 

To: All Ministries/Departments of Government of India. 

Copy To: UPSC/ CVC/ Election Commission of India/Comptroller and Auditor Ge4neral of 
India/Central Information Commission. 

All attached offices under Ministry of Personnel, Public Grievance and Pensions. 

NIC, DOP&T, North Block, New Delhi, 	 matkr...al 

o 	 • et, tw-loat'i hre—b-t.: it- 



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. 

SI. 
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). 

iii. 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 
whether CVC has been consulted ? 

Yes/No 

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

ote: Please attach e 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 



Confident'', 

No. 134/9/93-AVD.I 
Governident of India 

Ministry, of Personnel, ['toile Grievances & Pensions 
Deetc` • 	 Personnel' &, Training Department  

Net Delhi, the ' 	 15 

OFFICE  MEADRANDUM 

ubject: Procedure for referring ccses for initiation )f 
disciplinary proceedings acinst the officers 
of the Central. SecretariatService (Grade I and 
above) to the Department of Personnel & Training - 
regarding. -  

The• undcrsigned is directed to invite the attention of all 
e ninistries/Eepartments to the Entry No 41(e) of the Governmet 

1' India (Allocation of Business) Rules, 19A1 read with Ruts 12 of 
le Central Civil Services (Classification, control & Appeal) Rules, 
)S5 whereby this Department has been made the Di.Licislinary Authority 
1 rospedt of offibersHbolol:ging to centralised oadres , of Central 
)cretariat Service:(GradeI.and above) arid to say thLtthe• 
)11ewin, arran6cmenttocedUre is laid dawn in respect" to forwcrdin 
ie proposals for itit etion of formal disciplinary precrdin,c 
Acting to the .officers, without piejudice'toother Stittutory 
.ovisions eontcine ,:f In the riovant disoiplinry rulea/instrUetiona 

-;.,;(led thereunder:I- 

1. Any proposal to place ;  an officer under suspension 
should be sent to this Department, only with the approval 
of Minister*in-charge of the De2artment/Mtnistry concerned; 

2. Any proposal to initiate disciplinary precendincs should b* 
ssnt to this Department only after a - decisiory has; been 
taken at the level of MiniJtpr in-chare of the Departmrtnti 
Ministry, altar obtaining tho preliminary ex.planation of 
the officer and after considerin: the same. In crises 
having a vigilance angle, the adm 4 nistrative Ministries/ 
Departments are also required to consult the Central 
Vi t;ilance Commission and obLin its first stage advice 
before sibmitting the papers to the Minister; 

3. than the alleged misconduct was committedby an officer 
while serving under a Ministry/Department-and the'officer 
stood tranzferrEd to another Ministry/DepartMent at any 
stags thercctter, the Ministry concerned where,the 
alleked misconduct was cemmittad by the officer trill have 
to take a view on the c:.se l in the light of: the facts of 
the c_se and the explanations of the concerned officer/ 
advice of the Central Vija:nce Commission at the level 

,....2/- 

November, 1993 



: 2 ; 

of their Ministc, r before for-rording the caa.e records 
to this D:z;s_tment,for further nceessety actionlunctor 
intimation to the Ministry where the officer m..y be 
workin,. for the time being • 

4 	 Such P 
proposal shall always be accompanied by a 

draft chargasheet, along with two sets of certified 

listed documents. 

5 • 	
In cases "here it is dcoided not to formally proccr

- d 

acainst an officer, but only to convey a caution/trproH
, 

 displeasure of the Government, this r
trill be conununi c 

, 
to the officer by tit,  Ministry/Depatment conce

ffi
rned

ce r 
through the administrative Ministry where the o  
may be working at that time and two copies of the sum: 
shall be endorsed to this Department for ()cord. 

6• 	
In a case where there is no full fledn:ed ior

nv esti:jat 1 on
i  

by the C , by where formal action for maj 	
penalty s 

•instituted by this Deportment, after dun consideration 
of a prepob::1 received from the administrative Ministry 
or otherwise to that effect and ap.-dDintment of a 
Presentin„; Officer is recuifled to be made: the aaministrn 
Ministry/Department concerned will nornir - ta an officer 
who is well-versed with the f acts of thu case for bein;

,, 

aT,-;•cintoci as Presenting Officer by this Department in 

thnt case- .  

7 	 All communications  meant -for -  UK: °fact r s proce _de& 
would be served through the Ministry/Dopartment whor; 
the officer is working for the time b••ing 

Ministry of Agriculture etc • may please. follow the fir o v., 

ocedure while re/err -it; the cases of the offic.,rs belongin to g  

central  Socretfiriat SerVice (Grade I and above) to this Dopartmon4.• 

Hindi version Follows. 	 ic:s • 	 () 	 ) 

( 	 SINGH ) 11- II - 1 

Deputy  Secretary to the Government o 

To secretar: to the Govt. of andlq. 

All Ministries/Departmcnts. 
Copy to 	 (1) -  Socretary, CVC. 

(ii) Estt 	
Division, Department of Personnel.& 

Tr riining • 
(iii)• All the Desks/erection in AVD • and Aid Division' 

(iv) Gufrd File • 
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