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PREFACE

This is the First Edition of the Manual of General
Procedure compiled under the provisions of paragraph
53 of the Manual of Standing Orders (Administrative)
Volume 1 of the Comptroller and Auditor General of
India.

The various orders issued in the erstwhile Office
of the Accountant General, Kerala, prior to restruc-
turing of that office with effect from Ist March 1984,
continue to be followed except in regard to matters
on which fresh orders have been issued after the forma-
tion of the new office of the Accountant General, Audit,
Kerala. The provisions in this Manual have been
drafted adopting and updating those in the Third Edi-
tion of the Manual of General Procedure issued by
Accountant General. Kerala in the earlier set up and
incorporating the orders issued after restructuring of
the office. The earlier local orders, circulars and files
quoted in the Manual relate to the erstwhile office of
the Accountant General, Kerala.

The contents of the Chapter on Grant-in-Aid for
Welfare activities found in the Third Edition of the
nual of General Procedure issued by the Accoun-
tant General, Kerala, have not been included in this
Manual. The relevant orders have been incorporated
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Manual are to be followed for sending the old records
to that office and getting them for reference. When
the Old Records section is formed in the Audit Office
other instructions in the Chapter will also become ap-
plicable.

All members of the office should be thoroughly
conversant with the rules and procedures laid down in
this Manual.

The Assistant Audit Officer/Section Officer, O.E.
(Administration) Section will be responsible for keep-
ing the Manual up-to-date. The Assistant Audit
Officers/Section Officers of other Sections will report
to the O.E. (Administration) Section any orders or
procedure which are at variance with the provisions
of this Manual or which for other reasons require to
incorporated in the Manual.

Trivandrum, ANANDA SHANKAR

28-9-1987. Accountant General  (Audit) Keral:
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Manual of General Procedure
PART [—GENERAL PROCEDURE
CHAPTER 1
CONSTITUTION AND FUNCTIONS OF THE OFFICE

1.01 Consequent on the restructuring of the offices of the State
Accountants General, which were combined Audit and Accounts
Offices. the office of the Accountant General, Kerala, Trivandrum
was bilurcated with effect from 1-3-1984 into two offices, viz..
the Office of the Accountant General (A&E), Kerala and the
Office of the Accountant General (Audit), Kerala. Following
this bifurcation. the accounts and entitlement functions which
were being discharged by the combined office became the res-
pansibility of the Acountant General (A & E), while the Accoun-
tant General (Audit). Kerala was entrusted with all audit work. in-
cluding the administration of the cadres in the new Audit
Office.

Besides the duties’and functions in relation to the audit
of the accounts of Kerala State, the audit of transactions of
the Union Government accounted for in the books of the Ac-
«countant General (A & E). Kerala (viz.. Central Civil Pensions
paid in Kerala treasuries and Central transactions in the Union
Territory of Lakshadweep) and in various Central Government
departmental offices in Kerala are to the extent specified. at-
tended to by the office of the Accountant General (Audit).
Kerala. In the case of loans and grants given by the Central
and State Governments. these functions extended to the audit
of the accounts of the bodies and authorities receiving the as- =
sistance, subject to certain conditions. In addition, the audit
functions in relation to the accounts of any body or authority
as may be entrusted by the Comptroller and Auditor General of
India from time to time are also performed by this office. .

1.02 The office is divided into several compact sections and
audit parties. each under the charge of an Assistant Audit
Officer or Section Officer. The Sections are under the imme-
diate control of Audit Officers or Assistant Accountants General
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CHapr. 1] CONSTITUTION AND FUNCTIONS OF THE OFFICE [1.02—-1.03

who are designated as Branch Officers. The Central Audit
Parties which are deployed for attending to the audit work lo-
cally, in the Office of the Accountant General (A & E). Kerala
are attached to Central Audit Support Sections. while the work
of Outside Audit Parties which are deputed for conducting local
audit in departmental offices, is supervised by inspecting officers
in the cadre of Audit Officers/Assistant Accountants General,
to the extent prescribed. The latter parties report to the res-
pective Inspection Head-quarters Section in the office. The work
of Audit Officers/ Assistant Accountants General is supervised by
Senior Deputy Accountants General or Deputy Accountants Gene-
ral under the overall directign and control of the Accountant
General {Audit).

Note: The following sections are under the direct control of
the Accountant General (Audit):

(1) Report {Civil)
(2) Report (Commercial)
{3) Report (R.R.)

(4) Efficiency-cum-performance Audit.

1.03 Besides the main office at Trivandrum, four hranch offices
are functioning at Kottayam, Cochin, Trichur and Kozhikode.
The headquarters sections in the main office (other than those
mentioned in note below para 1.02) and in the branch offices
and the various group charges are indicated below :

Sections Group charge

Main Office, Trivandrum OE (Admn),
OE (Entt), OE (Cash),

General. Hindi, Cell

CASS (Coord), CASS (A/cs), Sr. DAG (A&CA)
CASS (GE), CASS (DAM).

CASS (PF&P)

e
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CHAP. 1]  CONSTITUTION AND FUNCTIONS OF THE OFFICE [1.03

Sections Group charge

Spl. Cell (HQrs), Sr. DAG (1&W)/

RAO (KWA) DAG (I&W).

CA (HQrs), RAO (ECA),

RAQO (TA) DAG (IC)

SRA (HQrs) DAG (SRA)

RA (HQrs) | DAG (RA-Central)

Welfare Szction Welfare Officer
Branch Office, CASS (DAK) Sr. DAG (1&W)/DAG
Kotlayam (1&W)
Branch Office, Cochin OA (Central) and DAG (RA-Central)

Resident Audit Offices
CACP, CERA and CRA

Branch Office, Trichur OE, OA (HQrs), Sr. DAG (1&W)/DAG
PWI (HOrs), (T&W)
CASS (Works), CASS (DAT)

Branch Office, CASS (DAC) St DAG (I&W))
Kozhikode DAG (I1&W)

The Central Audit Support Sections in the branch offices
attend to the central audit of the transactions mentioned be-
low: central audit of other transactions is attended to in the
Main Office.
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CHAP, |] CONSTITUTION AND FUNCTICNS CF THE OFFICE (1.62—.1.04

Kottayam Branch

~

Trichur Branch

Kozhikode Branch .

1.04 References to

Departmental avdit of State transactions
arising in the treasuries in the revenue
districts of Kottayam, Idukki, Alleppey and
Ernakulam; and auvdit of P.F. transactions
in respect of Education department in

Ernakulam and Idukki Treasury Districts.

Audit of transactions of Public Works
and Forest departments including related
Provident Fund and Gazetted Entitle-
ment transactions: and audit of PF tran-
sactions in respect of Education department
in  Trichur, Palghat and Malappuram
Treasury Districts.

Departmental avdit of State transactions
arising in the treasuries in the revenue
districts of Malappuram, Kozhikode, Cuan-
nanore and Wynad; and audit of PF tran-
sactions in respect of Education department
in Korzhikode and Wynad Treasury Dis-
tricts.

Office  Establishment (Administration),

Office Establishment (Entitlement), Office Establishment (Cash)
and General Sections in this Manual should be deemed to be

references to the

Office Establishment Section in the Branch

Office, Trichur, in respect of the work under the control of that
Branch, wherever the context so warrants.

2. 9 AG/Kerala/90
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CHAPTER 2
QFFICE DISCIPLINE

2.61 Office Howrs.—The Central Government administrative
offices should observe 8} hours working day (inclusive of an
obligatory half an hour lunch break), starting at any time between
9 AM. to 10 AM. as may be chosen by the Central Govern-
ment Employees Welfare Coordination Committee (¥w7=7 wfafa)
(where it exists) or the Heads of Offices (where such a Com-
mittee does not exist), in consultation with the concerned Staff
Side representatives. The offices located at one place (other
than at Delhi/New Delhi) should have the same office timings.

(Government of India, Ministry of Personnel, Public Gri-
evances and Pensions {(Department of Personnel and
Training) Circular No. 13/11/86—IJCA dated 7-11-1936)

The working hours for the Main Office at Trivandrum and
the Branch Offices at Kottayam, Cochin, Trichur and Kozhikode
are from 9.00 A.M. to 5.30 P.M. with half an hour lunch break
from 1.00 p.m. to 1.30 p.m. with effect from 17-11-1986.

(Circular No. Admn. (Audit) V/Genl. dated 13-11-1986})

2.02 i.unch Break.—Hall an hour’s interval is allowed for lunch
and this has been fixed as between 1.00 P.M. and 1.30 P.M.
This time limit is relaxable only in respect of those who take
their lunch from the office canteen and who find it difficult to
stick to the time limit for want of adequate space in the canteen.
They may have their lunch break between 1.30 P.M. to 2.00 P.M.
provided they apply to the Branch Officer in writing and get
his specific approval for the arrangement.

The arrangement should be followed as a regular feature
and not varied at individual’s convenience. A list of those
who go for lunch between 1.30 P.M. and 2.00 P.M. should be
kept by the Assistant Audit Officer/Section Officer. In order

6
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Caap. 2] OFFICE DISCIPLINE [2.02—2.04]

to enforce these instructions strictly, the Branch Officers should
make surprise daily checks and report any laxity in the ob-
servance of the instructions to Sr. DAG (A&CA) every fort-
night. Accountant General may carry out surprise checks pe-
riodically.

‘Government of india M.H.A. OM, No. 60G/17/64—Esit. A
dated 4-8-1965. O.0. No. Estt. A/V/831 dated 1&-11-
1966 and O.0. No. Estt. A.V/461 dated 23-8-1968)

2.03 Availability of staff during office howrs. -Any member
of the staff found absent [rom his/her seat during oflice hours
without the permission of the Assistant Audit Officer/Section
Officer will be called upon to explain his/her absence and if
this habit persists. disciplinary action will be taken againt those
who are found guilty.

MNote: Permission of the Assistant Audit Officer/Section
Officer need not be taken for short absence from the seat nof
exceeding 10 minutes provided the movements are either for
personal requirements or for office work such as going to other
sections, etc. In case, the absence is likely to exceed 10 minutes
or if any member of the staff wants to go out of the office premises.
permission of the Assistant Audit Officer/Section Officer should
invariably be taken and in his absence, a chit briefly indicat-
ing the duration of absence should be placed on the table of
the Assistant Audit Officer/Section Officer.

(Spl. Cir. dated 4-11-1963 and 7-11-1963)

2.04 Attendance Registers.—The Attendance Registers should
be maintained in Form SY 302. Every member of the staff on
arrival will initial in the appropriate cage of the register. At
9.10 AM. the Assistant Audit Officer/Section Officer (or in his
absence. the senior most Senior Auditor/Auditor present)
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CHAP, 2] OFFICE DISCIPLINE [2:04 -2:05

should close the Attendance Register and submit it to the
Branch Officer after marking a circle ‘in red ink against the
names of those who had not come by that time. The official
closing the register should see that the register reaches the
Branch Officer at 9.10 A.M. positively. The late comers should
initial. indicating the time of arrival, in the Attendance Regis-
ter in the Branch Officer’s room where it will be available after
9,10 AM.

Branch Officers should ensure that all the attendance re-
gisters reach them from the respective sections well in time. The
Group Officers should carry out surprise checks of one or to sec-
tions daily to see that the procedure of closing the attendance
register is being followed scrupulously.

(0.0. No. Estt. A-V /953 dated 21-10-1974)

2.05 Penalty for late atlendance. Half a day's Casual Leave
should be debited to the casual leave account of a Gavernment
servani for each late attendance. But late attendance upto an
hour. on not more than two occasions in a month may be con-
doned by the competent authority. if he is satisfied that it is
due to unavoidable reasons (e.g. illness in the family, a cycle
puncture, late ronning of buses/trains etc). In case such a course
does not ensure punctual attendance of the Government servant.
suitable disciplinary action may be taken against him, in addi-
tion to debiting hail a day’s casual leave to his Casual Leave
account on each occasion of such late attendance.

(G.OIMH.A. OM. No. 60/17/64-Ests. (A) dated 4-8-1965
read with C.A.G. Endt. No. 1940-NGE.1/194-95 dated
11-8-1965-—Case Estt.I/IIT/16-28/ Vol. IX)
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2.05] FATTT FFAFT [steam 2

feaat (1), 7gaF FATNAT  Ahawit/qwar wfrEea
3% FeAdT fagaw EFFHTF“ﬁ FOOF qig § afawaq &1 faq v
faeea w16 #v awar 21

(FerterarRe e fraw 5/11. 133,"17%3?% 22-3-73)

(2). 7w waarft & Fanfa 7 Foaiag sw 1 BiEd
F AGE F I g7 FT AT %nF*«:l afe 1€ g wEATA
FET ¥ AR F fAu ard faA w0 arwfws qgmr Hrgar &
Al W FAFA FT A0 AMET | woEA w4A0T F TF gHRTO
q ST fFAr 978F F watas g 519 & aq1 § 93 FAEg T
TN T F7 TT F fgaeq [T =SifEw @i U S w Fial-
TT A SR qET FfAc w1d fzT Fr amEREw agenr gwE
ATHEF FAwm Ay 2wz wem awifad

(FEATAATER HEAT FoHoH o (F0) /798 famim 24-9-1975)

WT FE FA4AIT fAEE mﬁ' H qTRETE game qE 7
frar a3t ifaer ¥ 37§ amar & s geafun Taw St T
TH fq@vs £ a9 F73 F fAu o7 TET E T%g IET ey -
WEATHF FEAGRT F fq weqrg 98 Z47 & oA g Feafosiar
FHAT T AT F7 aFAT ¥ fr o3z faw faw foq oAz z fameg
T o 2 oaafaza gAafeqq qrar oW, w1 9y E'a'ﬂ‘ﬂ‘TT ED
FIT B2 TAT Tifzd fr AT A A TFL AT AAMIF  HAT-
feafa & afvonat &1 wmar &% sar afsT sawer a7 ser et
THIT F ATHA, T 2T A7 =AFA F, 97 98 q97 w77, ¥
frd sm@ea a@ 21 Rk 97 > faw ¥ frF afsT wmEer AT
et wer wFT F waww ¥ A a7 ww @y osie o= 21,
AAZT 9F AT E, AT IH qAF AfSFA 57 HIFT FT FTAT
12T |

(97177 AT g WATAT FATAT TIT Fo 28034 3/89-

o (T) feaw  5-3-82 fdaw wedmmaes *
af aE Ho nANE/ 27/ 1982 fEAiw 30-3-82)
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CHAP. 2] ~ OFFICE DISCIPLINE [2:05

Note: (1) Assistant Audit Officers/Section Officers may
condone late attendance of the staff under them upto a maximum
of 2 days in a month.

(0.0. No. TM V /11.133/17 dated 22-3-1973)

2. The practice of Government servants leaving office early
with permission should cease forthwith; if a Government ser-
vant desires half-a day’s casual leave for the afterncon. it may
be granted to him. The case of a Government servant who de-
parts from office early before the time of closing of office. with-
out permission, should be treated as late attendance and half-a-

day’s casual leave sould be debited in his casual leave account
for each of such early departure from office.

(0.0. No. DAG(A)/798 dated 24-9-1975)

If an official who has no casual leave to his credit
comes late without sufficient justification and the administra-
tive authority concerned is mnot prepared to condone the
late coming, but does not. at the same time, propose to take
disciplinary action, it may inform the official concerned that
he will be treated as on unauthorised absence for the day on
which he has come late, and leave it to the official himself
either to lace the consequence of such unauthorised absence or
to apply for earned leave or any other kind of leave due and
admissible for that day as he may choose. If he applies for
earned leave or any other kind of leave due and admissible for
the entire day. the same may be sanctioned by the competent
authority.

{G.O.1.. M.H.A. OM. No. 28034 /3/82-Ests(A) dated 5-3-1982
recd with CAG’s Circular letter No. NGE/27/1982
dated 30-3-1982)
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2.06-2 08] FATAA ATIATEA [eama 2

2. 06. 3 ¥ AH W KNE—IT T ATA FT TAF qE F1 W
TETHFT & AR SUUHT ®1E &7 547 ata@ I, T Amm
F SAT 97 & 1% 7, 99 fauew & 9 g wwEr awkas
FATA SAE AEfwF gFFw amvay ¥ Az s femm o g,
GEIH T ATCA |

(#osTodtoumon®o 11-31/51-52/723 f&Ai® 9-7-1951)

2.07. wifas srar arafas safa @ el @ fod
fTama &) whwfe—ara qawee F ogies dgar Amearfisg
yafE & Fwarfen ¥ for fomm & =gk, (S5 aoeibEr §
EeF . § AT S9A AT ¥ Seal W@l o) EE fmgra
9 & fel o vt sA w1 Fae greNETaE 9941 aies
AT a7 giagr Tgf faae =ifed, F faenw o few 20 3w
g=Te &t Fmag #Y Shgfy F oaray ¥ foeey feevoal wwer
FTaWl A1 @I HAAT AT FAifEd |

(WIUsT gFaTT Ho 301 UAoHleZe [/211-66 faatw

17-2-67—F" 1997 T 6/16-28/@=-13)

2,08 AARA——ATIA FEHTT T HOST & 97 TS TAHT
T T A T R oaTew gaww g §v fAdee 5T
SEE AW AU FET AEH | uF wAW 97 fum oo e
HIHT F FOTAAT F ATAT W UFETAT AT GIETE AARTH F
a9 AT W HFtr aO% T q=e uF gwAnqy &l ¥ gEer ¥
fd ody gt St faeen/ag faedt T oaT ¥ R &Y, ¥
AT FAIT FEAA FiHfA AT @i W SHT Al ARG A
el 39 = a7 frma adt fawomerst & fame faaw F aw
FATE HTT AMGH | FH G A FATAET ¥ owG g
FIAT A A7 3@ FEiERw # uw gfy dost w1 e
fT FwE =fEd |

fzelty . Ffy @Rt & gwiemt ¥ owgi § fem &,
TR AT FA G § A iy emaw Artea Toae {7,
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CHap. 2] OFFICE DISCIPLINE [2.06 - 2.08

2.06 Report of late attendance.—A report of late attendance for
each month, with the relevant columns in the Attendance Regis-
ter duly filled in will be submitted to the Branch Officer on the
5th of the following month with a certificate that the casual leave
forfeited as penalty for late attendance has been debited in the
casual leave account.

(O.0.T.M.F. 11-31/51-52/723 dated 9-7-1951}

2.07 Grant of concessions of a religious or seciarian nature of
the staff.—The Government of India have decided against the
grant of concessions of a religious or sectarian nature (like com-
ing to office late or leaving office early) to its staff, on the prin-
ciple that no Government servant should get privilege on the
ground of his community or religion alone. Previous instruc-
tions or orders permitting such concessions should be treated
as having lapsed.

(C.AG. Lr. No. 301-NGE 1/211-66 dated !/-2-1967—Case
Esit. A.V1/16-28/Vol. 13)

2.68 Holidays. The list of holidays to be observed during a
year is drawn up in accordance with the instructions issued by
Government of India and the C.A.G. from time to time. To
ensure uniformity in the working of all Central Government
Offices in one place and to facilitate the smooth and efficient
transaction of Government business in a co-ordinated manner,
such a list is evolved in places outside Delhi/New Delhi after
discussion in the Central Government Employees Welfare Co-
ordination Committee, or where such a committee does not exist,
among all the heads of offices stationed at that place. This list
is published in the form of an office order, and a copy of the
office erder will be seni to the C.A.G., for his intormation.

Note: The total number of holidays to be observed in the
offices of the Central Government wherever they are situated
should consist of the three National holidays, viz., Republic Day.
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CHar. 2] OFFICE DISCIPLINE {2.08-2.10
[ndependance Day and Mahatma Gandhiji's Birthday, which are
to be compulsory holidays, and thirteen effective holidays. The
number of public holidays is however, not to exceed 16 in any
year. The holidays intended for minority communities included
in the list of closed holidays for Government of India Offices at
Delhi should invariably be included in their list of closed holi-
days.

(G.OI. MHA OM. No. 20/1/65 Pub-I dated 1-4-1965
recd. with C.A.G. Endt. No. 776-NGE. 1/48-65, dt.
9-4-1965—Case  Estt.(A)/1/111/16-28/Voll. G.O.LMAA
OM, No. 2163. NGE/196.68 dt. 23-9-1968—Estt-A/VI/
16-28}

In addition to the holidays fixed for each year all Saturdays

and Sundays from 3rd June 1985 will be holidays.

2.09 Reports or returns due for despatch on a date which
happens to be a holiday should be despatched on the previous
working day.

{Circular No. Admn. (Au) V/Grl. dated 29-5-1983)

2.10 Grant of weekly and regular holidays to Group D stafi.—
(i) All Group D staft (including Daftries, Gestetner operator, etg.)
except those who are posted for security duty are eligible for
regular holidays.

(ii) The Group D staff posted as Chowkidars for security
duty are not entitled to regular holidays other than the three
National Holidays. But they will be given the benefit of one
weekly off. Their working hours will be as follows :

Gate duty . * : : 7. a.m. to 2.p.m.
2.p.m, to 9.p.m,

Night duty - L : : 9 pm. to 7.a.m.

Lock & Key - . . : 7.30 a.m. to 10 a.m. &

4.30 p.m. to 9 p.m.
(iii) All the Group D staff who are posted for duty on
regular holidays will be given compensation leave and those who
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CHaP. 2] OFFICE DISCIPLINE [2.10—2.11

are posted for security duty on the 3 National Holidays wiil be-
civen monetary compensation.
(Lt. No. OE(B)I/14-234(A)/18 dated 24-4-1968)

Note: The sweepers employed by the office are entitled to
the same number of holidays as are admissible to other reguiar
Group D employees.

(C.A.G. Lr. No. 3091-NGE-I-108-66 dated 24-11-1966-~

Case Estt. 11/1/14.324(A))

2.11 Holidays in connection with General Elections/Bye-elections
to the Lok Sabha/State Assemblies,.—It has been decided by the
Government of India that the Heads of Offices in places outside
Delhi may be given discretion to close their offices on the polling
days in accordance with the following principles.

(i) General Elections.—At a general election, whether to the
Lok Sabha or to a State Assembly, a large proportion of Govern-
ment officials are put on election duty. A local holiday is also
usually declared by State Government on the date(s) of polling
in a particular area/constituency. When such a holiday is declar-
ed. the Central Government Offices in that area/constituency
may also be closed on the polling day in accordance with the
practice adopted by the State Government.

(ii) Bye-eleciions.—(a) Lok Sabha.—Bye-elections are usually
held on Sundays. but in a constituency which has a large Chris-
tian population or in other extraordinary circumstances pelling
is sometimes fixed on a weekday. In that event the State Govern-
ment also declare a local holiday in that particular area on the
polling day. Central Government Offices in that area may also
follow the practice adopted by the State Government and close
the offices on that day.

(b) State Assemblies.—Assistance from the Central Govern-
ment officials in the locality is not ordinarily sought in connec-
tion with bye-elections to State Assemblies. It would not there-
fore, be necessary to close Central Government Offices in the
area on such occasions. It would be sufficient if the Central
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CHaP. 2] OFFICE DISCIPLINE [2.11-2.12

Government employees who may be placed on election duty are
permitted to absent themselves from office on the polling day
and all other employees are given facilities to cast their votes.

(G.O.1. M.H.A. No. 27/30/63 Pub-I dated 13-1-1964—Case
Estt, A/VI/16-28/Vol. 13)

Note: It has been decided by the Government of India that
Heads of Central Government Offices located in places outside
Delhi should at their discretion permit the staff detailed on elec-
tion duty to remain away from their normal duties on polling
days as also on the days required for performing journeys which
they may have to undertake in order to perform such election
duty.

(G.0.1. M.H.A. O.M. No. 27/13/66-Pub-I dated !3-12-1966—

Casc Estt. A. VI/16-28 Vol, 13)

2.12 Observance of Holidays on the death of high dignitaries.—
On the death of high dignitaries, the orders regarding the closing
of offices will be communicated by the Ministry of Home Aflairs
except in the event of death of a Union Minister of State or
a Deputy Minister in which case such orders will be issued by
the concerned Ministry or Department. All India Radio will also
make an announcement. On the basis of the announcement made
by the All India Radio, the Heads of Central Government Ofiicers
outside Delhi should arrange for closure of their offices on such
occasions.

in the event of a death of a Governor or Chief Minister
of a S.ate. the Central Government offices will be closed (a) in
the capital of the State concerned for half a day. (b) if death
occurs at a place outside the State capital, also for hall a day
at that place and (¢) if the funeral takes place atany other place.
for half a day at the place where the funeral takes place. The
particular half day when the offices may remain closed will be
determined by the Heads of local offices in consultation with
the Chief Secretary of the State concerned.

(G.O.I. MH.A. O.M. No. 3/10/70 Pub. 1I dated 25-1-1972
3—9 AG/Kerala/90
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2.12-2,13) FATE ATATEA [steamar 2

UTSE-TH) 1171  fedi®  9-2-72 IFTW 4T
T AT/ 14-98-A=—HT)
famgoit: s FETAdET ud AaEr fawmr & faento
qireAtEt F uF ¥ afa® weA qF W0 oA famw frw ¥ far
fratfea & T 9T %[ AT USA GIHIT AANE FEH
T oHEOT T F, a1 39 fgm A qfer @ fAuife agx o
adft =ifed, afewm adt &= = fwifa seEe & g
gatfas wwr wifed, awfgdi & owEs odE e g &
gd #=81 avg gfHa FT AT =l |
(Fost TRATT-Ho 4609047/ 27-58  faaiwm  2-12-58
ST TAOAT 14/98 TIS-TH )

2.13 WAET q¥a A9AT FATFE F QA 0 A afewdgw —
(1) foaar 18 damT &1 13 aquERT F F08 f w0 a9
FT FEET AGAT FAGT TAT A9 9F5™ F gOT 0 H
TS afeadn TE0 FXT | ST FIE FeE THL AT FEATT, ST
faeslt & ag foad &1, TST T T4 ONvT sEwmw ¥ &
AT FAGT TR FEA G § AR AAR, FE@E Ao
ey dgwe & f@7 & s STgar @, 7 gEies gmatEs
qETET oT] ¥ WA § UF Rarad @ Afad wweEr afEd |

(WToST uAAT HWo1588-Udo Sffefe 1/295-65 fawim
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CHar. 2] OFFICE DISCIPLINE [2.12-22.33

recd. with CAG’s Endt. No. 351-NGE. 1/11-71 dated
9-2-1972—Case Estt. A. 1V /14-98-Vol. 111}

Note: When a particular day fixed for one or more papers
of the departmental examinations of the Indian Audit and
Accounts Department is suddenly declared as a holiday by the
Government of India or the State Government, the examination
scheduled for that day should not be postponed but should be
conducted according to the schedule at all centres, the candidates
being informed well before the commencement of each exami-
nation.

(CAG Lr. No. 460-—Examination/27-58 dt. 2-12-1958 —Case
Estt. 14/98-Vol. 1)

2.13 Changing of Office hours or pattern of holidays.—(i) No Cen-
tral Government QOffice shall change office hours or pattern of holi-
days without obtaining prior approval of the Ministry of Home
Affairs. Tf a Central Government Office outside Delhi desires.to
close its office on a day declared as a holiday by the State
Government and to work on a Saturday or a Sunday or any
other closed holiday, a reference should be made to the Ministry
of Fome Affairs through the Administrative Ministry, eic.,
concerned.

(C.A.G. Lr. No. 1588-NGE. 1/295-65 dated 2-7-1966—Case
Estt./VI/16-28)

(ii) The above instructions are of a general nature irtended
to regulate the observance of holidays and working hours in
Central Government Offices located in a particular place and not to
the inspection, touring or resident audit parties. The timings and
holidays to be observed during local inspection by various field
parties may, if need be, be adjusted by the Accountant General
(Audit), keeping in view the pattern of holidays/working hours
of the offices visited and ensuring that the tofal number of holi-
days/closed days allowed during a calendar year does not exceed
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CHAP. 2] OFFICE DISCIPLINE [2.13 - 2.15

that admissible under Government of India orders and that there
is no short fall in the total number of working hours.

(C.A.G’s Circular Lr. No. 3329-N. 3/76-85 dated 18-9-1985)

2.14 Restricted holidays.The list of restricted holidays which
can be availed of during a year are also published along with
the list of holidays. Each employee can avail two of the restricted
holidays included in the list. Permission of the Branch Officer
should be obtained before a restricted holiday is availed of. A
record of the restricted holidays availed of by each member of
the staff will be maintained in each section alongwith the casual
leave account, in Form No. 11 of this Manual.

Note: (i) Assistant Audit Officers/Section Officers have bcen
authorised to grant permission to the staff working under them
o avail of restricted holidays. subject to the general orders re-
garding the grant of such permission.

(0.0. No. Admn. 1/13-45/73-74/249 dated 14-5-1973)

(ii) Restricted holidays can be permitted to be availed of
in combination with casual leave. They will not be taken into
account for computing the limit upto which casual leave can be
sanctioned under the delegated powers.

(0.0. No. 1735 (No. Admn. 1/13-45/73-74) dated 8-11-1973)

2.15 Security arrangements.—(i) Entry in the office premises is
restricted to those who possess identity cards/temporary passes.
The cards/passes will be checked by the Chowkidars on duty at
the gpates.

(0.0. No. Estt. A./V/C(14) dated 16-9-1968)

Note: 1f demanded, every member of the stafl should
take out his/her identity card and show it to the Chowkidar on
duty at the gate and entrance to buildings. If on any day. they
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Cuar. 2] OFFICE DISCIPLINE [2.15

do not bring identity cards, they should obtain temporary pass
from the Receptionist.
(Cir. No. Estt. A.V/14-474/Vol.1 dated 10-11-1976)

(i) All rooms in the office including recreation halls, stores,
ote. will be closed and locked by 7.30 P.M. on all days. No
one will be allowed to work or play any indoor or outdoor games
within the office premises after 7.30 P.M. without specific per-
mission.

(0.0. No. Estt. A/V1/16-28/460 dated 20/23-8-1968)

(ii) With a view to ensure proper maintenance of security
arrangements in the office, members of staff (excepting those
who are on specific duties) who wish to remain in the sections
or within the office premises after 6 P.M. should obtain written
permission of Sr. DAG (A & CA) or D.A.G. of the group con-
cerned through the respective Branch Officers. Similar permission
should be obtained for working on holidays and Sundays also.
A register giving the following information should be main-
tained by the Assistant Audit Officers/Section Officers concerned
for recording details of the staff of their section, working out
of office hours and on holidays. The register should be put up
to the Branch Officer after the entries are attested by the Assis-
tant Audit Officer/ Section Officer.

(i) Serial No.
(ii) Date of attendance
(iii) Name of Official
(iv) Duration of time permitted

(v) Actual time of arrival and departure.

(0.0. No. Estt. A/IV-C(14)/1V/71-721156 dated 7-12-1971)
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CHaAP. 2] OFFICE DISCIPLINE [2.15-.2.16

Note: Where overtime work is required to be performed on
payment of overtime allowance under orders of competent auth-
orities. entries shall also be made in the Register in Form 11
prescribed in Government of India. Ministry of Finance O.M.
No. 15011/2/E. I1I(B)/76 dated 11-8-1976.

(iv) A register will also be maintained at the main entrance
to the office in which all staff members coming to oflice on
holidays for work should note their full name, section, exact
time of arrival and correct time of departure. None should
enter office for work on holidays, nor leave office after finishing
the work without making/completing the entries in the register.

(0.0. No. 316 (No. Estt/A/14-474) dated 16-6-1976)

2.16 Admission of visitors fo sections.-—Outsiders who wish to
see an employee on some private matter are not allowed entry
into the sections. Visitors on official business will be issued tem-
porary passes for meeting the Branch Officer concerned. Neither
the section head nor the other members of the section should
directly deal with such a visitor unless authorised to do so, by
the Branch Officer, Visitors on private visit will be permitted by
the Receptionist to meet officers o fthe rank of Audit Officers and
above in their rooms. Other officials, will be summoned to the
reception room for meeting the visitors.

Security staff posted at the main gate should direct all out-
siders to the Receptionist, who should carefully but politely
ascertain the nature of the visit before issuing passes. Besides.
noting the purpose of the visit and name of the oflicer to be
visited in the passes. the Receptionist should specifically direct
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CHar, 2] OFFICE DISCIPLINE [2.46—2.18

the visiiors to the concerned oflicer. Security stafi on duty at
the entrance of various buildings should check the pass and per-
mit those possessing valid passes to enter the building and meet
the ollicer mentioned in the pass. In other cases, the visitor should
be directed to the Receptionist. While leaving office premises,
the visitor should surrender the pass at the gate.

(Circular No. Estt. A.V/14.474/Vol. I dated 10-11-1976)

2.17 Playing of indoor games by Government servants in Govern-
ment buildings.—In the interest of security and promoting dis-
cipline in Government Offices. it has been decided that-

(i) No Government employee should play cards on the
lawns and such other places inside and outside ofiice
buildings:

(ii) The game of cards should be confined to the recreation
rooms or places approved for such purpose:

(iii) No indoor game should be played in office buildings
after 7.00 P.M. except on special occasions such as
tournaments, etc.

Persons who violate these instructions will be liable fo
disciplinary action.
(D.O.G.O.IMHA. Lr. No. F. 15/45/67-SSO dated
11-1-1967—Case Estt-1/111/16-28 /Vol. 1X)

2.18 Display of National Flag of India.—The instructions issued
by Government of India from time to time regarding display of
National Flag on various occasions are embodied in the “Flag
Code—India™ published by the Ministry of Home Affairs. The
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Crap. 2] OFFICE DISCIPLINE [2.18—2.21

instructions for official display of the flag contained therein should
be strictly followed for flying it on office buildings. Normally. the
National Flag should be flown only on important public build-
ings. On special occasions like the Republic Day and the National
Week (6th April to 13th April) following it, the Independence
Day and Mahatma Gandhi’s birthday or any other particular
day of national rejoicing. the display of the Flag shall be un-
restricted. During the ceremony of hoisting or lowering the Flag
or when the Flag is passing in a parade or in a review. all per-
sons present should face the Flag and stand at attention. Those
present in uniform should render the appropriate safute. When
the Flag is a moving column. persons present will stand at alten-
tion or salute as the Flag passes them. A dignitary may take
salute without a head dress.

2.19 Address of staff members—The residential address of the
staff members attached to a section should be kept in a casual
leave account of the section concerned.

2.20 Smoking in office.—Smoking in office is strictly prohibited.

221 Cleanliness—(i) General.—Every employee is expected to
observe cleanliness and hygienic conditions in the office. Insanitary
conditions anywhere within the office premiscs should ke brought
to the notice of the General Section at once.

Note: As indiscriminate spitting in the Oflice premises is
not conducive towards the maintenance of sanitary conditions,
members of the staff should take care to desist from this habit
and to spit only into the spittoons provided for the purpose.

(ii) Sections and Office Rooms.—(a) Files, registers and
papers should be methodically arranged and when not in use,
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CHAP. 2] OFFICE DISCIPLINE [2.21--2.22

should be kept neatiy stacked in the shelves and cupboards pro-
vided for the purpose.

{b) No files, registers or papers should be kept on the floor.

(¢) Waste paper should be put in the receptacles provided
for the purpose and not strewn about on the floor.

(d) Every member of the staff should tidy up his or her table
every evening before he or she leaves office.

(e) Important papers and vouchers should be kept in safe
custody at the end of the day.

(iii) Responsibility of Group D stafi. —Group D employees
on duty with the Gazetted Officers or in the several departments
will be responsible for the cleanliness of the rooms or sections
to which they are attached. They should, every evening lock the
doors and close and secure all windows of the rooms and hand
over the keys to the officials having their custody. On opening
the rooms next morning they should see that nothing is lost or
has been tampered with, They should themselves dust the table,
book cases, etc., of the sections concerned and see that sweepers
have done their work properly. Those attached to sections are
also expected to remain in the section to which they are attached,
till the last person leaves the section. They should see before
leaving office that all fans and lights are switched off.

2.22 Inspection of the generai condition of the office.—The
Welfare Officer will arrange for the inspection of general condi-
tion of the rooms of the office on the first working day of each
week. The inspection of the entire office should be completed
in a month. A register in the form indicated below should be
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CHAP. 2] OFFICE DISCIPLINE [2.22—2.25

maintained by the Welfare Section and submitted to the Accoun-
tant General (Audit) at the close of each inspection.

Date of  Sections Remarks Welfare Sr. DAG's A.G.s

Inspection Inspected of the Officer’s (A&CA) (Audit)
official who remarks remarks remarks
inspected
the sections

1 2 3 4 5 6

2.23 Inspection of records, tables, etc. by Assistant Audit Officers/
Section Officers—The Assistant Audit Officers/Section Officers
should see that their sections are in order at all times and that
as far as possible Sr. Auditors/Auditors/Clerk-Typists have in
their immediate custody only files, etc., actually in use. They
should also inspect in detail each week not less than two tables
so that an examination of all the tables in the section is ordi-
narily done once in a month. The result of each inspection should
be briefly reported to the Branch Officer every Monday in a
register maintained for the purpose.

2.24 Politeness.—Employees of the office are expected to be
polite and courteous in all their dealings. Their conduct while
on local audit or while visiting other offices should be above
reproach.

7.25 Observance of courtesies by officers of Government in their
dealings with Members of Parliament/Legislature.—It should be
the endeavour of every officer to help Members of Parliament to
lhe extent possible in the discharge of their functions. In cases
where the officers are unable to accede to their request or sug-
gestion made by such members the reasons therefor should
e courtzously explained to them. For purposes of interview,

49 AG/Kerala/90
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Members of Parliament shouid be given preference over other
visitors, and in very rare cases when an officer is unable to see
a Member of Parliament at a time about which he had not pre-
vious mnotice, the position should be politely explained to the
member and another appoiniment should be fixed in consultation
with him. The same courtesv and regard should be shown to
Members of Legislatures attending public functions wherein par-
ticular seats befitting tiieir position should be reserved for them.

Where any meeting convened by Government is to be attended
by Members of Parliament, special care should be taken to see
that notice is given to them in good time regarding the date, time,
etc., of the meeting and it should bhe ensured that there is no
slip in any matter of detail, however minor it may be.

(G.O.I. MIH.A. OM. No. F. 25/29/56 Ests(A) dated 28-5-
1957 «nd G.O.I. MH.A. O.M. No. 25/6/68-Ests(A) dated
27-7-1968—Case Estt A/V1I/13-1/Vol. 5)

2.26 Taki:g papers, efc. from office—Officers below the rank
of Aundit Officers are strictly prohibited from taking home office
records.

(0.0. No. T.M.F. 11-Misc. 1657 dated 15-1-1953)

2.27 Supply of copies of official decuments or records fo members
of office.—Copies of Official documents or records should not
be given to any member of the office, without the permissicn
of the Accountant General. Requisition for such copies should
state clearly the purpose for which they are required.
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2.28 Locking of Safes and Shelves.—Group D staff should not be
allowed to open or lock office safes. The Officers responsible
for important locking arrangements should open and close the
locks themselves or witness the opening and closing of locks and
take charge of the keys. '

2.29 Missing papers.—When official papers are found missing, a
report should be made in writing immediately by the official res-
ponsible for their custody or the section head to the Branch
Officer and necessary action should be initiated to trace out the
paper and fix responsibility for the loss.

2.30 Giving information to outsiders. (i) No employee of the
office is permitted to give any information connected with office
papers, nor is he permitted to communicate or correspond with
any newspaper on official matters. Attention is invited to the
provisions of the Official Secrets Act (XXIX of 1923).

Nete: (i) The intention is that no information derived
from official documents and not connected with the legitimate
official business should be supplied to outsiders. Such informa-
tion even if it cannot, on the face of it, involve a claim against
Government or embarass Government, should not be supplied.

(i) A Government servant may not, unless genrally or
specifically empowered by the Government in this behalf, comi-
municate directly or indirectly to Government servants belong-
g to other Departments or non-official persons, or to the
press, any document or information which has come into his
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possession in the course of his public duties or has been pre-
pared or collected by him in the course of those duties whether

from official sources or otherwise.

(ili) No government servant should quote or copy in his
or her representation. appeal efc. Government circulars marked
secret, notes and other information from files which he or she
is ordinarily not expected to have scen Or retained. Communi-
cation of such documents oOr information to or their retention
by unauthorised persons and their use in furtherance of personal
interest are not only objectionable. but also constitute an offence
under Section 5 of the Official Secrets Act.

(iv) A Government servant contravening the provisions of
the above Act renders himself liable to prosecution and also to
be dealt with departmentally under the relevant disciplinary

rules.

(C.AG. Lr. D.O. No. 1463 Admn. 11/13-54 dt. 13-8-1954-
Case No. T.M./9-55 of 54-55 and Lr. No. 848-Admn.
1/256-54 dated 13-5-1964 Case No. Estt. 482/54).

2.31 Information to the Life Insurance Corporation.—Informa-
tion to the extent available from the official records may be
supplied to the Life Insurance Corporation to assist in the quick
settlement of claims.

232 Use of Office Telephones—(1) The Government of India
have emphasised the possible risks attendant on the use of the
telephone for confidential conversations whether through an
exchange or a private telephone line and have laid down as a
general principle that matters in respect of which secrecy is im-
portant should never be openly discussed over the telephone
and any reference to such matters in case of necessity should



sk b (1)
: e
Pﬁ"é!ﬁ#&kﬁﬂ&@w&k%lm S DILKYs Dhoeak
gl 0 lb Ik % 2k BE | 2 Lkb L b b bk
Lok phe & DIGRIBUS/leRLe bbb lkblkah P12 ke
| lg@ee‘&@amemumgbmwam&gm
R blhllbp & kblbie | pRlie Lk b o3k $ pleRNBlE
/m&nﬁ&mkﬁmmms@mm&mng
1Bk Blbble Lk b2t bie DRIE 3b lblh b2 2k 2 D2 pae

Blble & Lbdble bbe blhipe &2 bbb bkbe (&)
| B2k lbBe 42
lorel lble D12 »2phile bedlblh lekl b 22303 Bk B [2)B
QleRlle sl khiblle § Rebsh BE 2 Bebh b b bl b2
b 4t phe bhle LleRle b/ DIRUEU: Dikbe 1k Lle &
Ak B2 U2 hhiblle Rk b Unek ) | Rk Lew |3

2h blh & bbikle blbe? bhbblhe 3l Lhbilrle (L)
I Mgk 223hlle  bedlplh blBdES 1% 22300 92 kb be) ok b
Bedlplh 12l &t Uorek el | L3k 2olblk l& |Blk X kb kb
b L2 khle BhS 2l pd blB> B2 1k 22deD b R b3l
Blhlbe IBle Blh eble] Ll%klle bk | e |2k kle &f

Lk s Ble lpleplle o klp ¢ 2 piekein (B)
| bpde U2k U2 bhbklke Ik lpltab 2 Rk

berjblle % LUhIR? & lahakliv] bik 1512b0 I Bl (&)
IQE‘;LEMM&QE%EMMH%&MM@%

% lot bhbklke lbhl [plddh le b2 kbl (7)

(6£61°9°€7 wlby)
es/?nah@_L b (12 20d 1h) likb) 1bbB 2luah balk)

| b 2 b 20K lbbbB kiphih
-flggjmx-_‘é;@%mmmu%mphmmj{

% hlak] LBUELE kb : [_zs',z_.,..

£C



25

CHAP. 2] - OFFICS DISCIPLINE : 42.32

be so worded as to disclose no confidential information to a
third party who might over hear the conversation.

(G.O.1. Deptt of Commns. (P&T) No. TTL. 113/39 dated
23-6-1939).

(2) While using the office telephones for making official
or private calls, the following instructions should be followed:

(i) No. S.T.D. call whether official or private shall be made
except from the telephone with the head of the office.

(ii) No official trunk call shall be made by an officer below
the level of Branch Officer. [Each officer having a direct line
shall maintain a register in which all trunk calls made by him
shall be entered. In other cases booked through P.B.X., the
register shall be maintained by the P.B.X. Operator.

(iii) No private trunk calls shall ordinarily be made from
office phones. In case of urgency however, such calls shall be
permitted to be made by the Branch Officer/Group Officer from
the phones in his room, necessary record thereof being kept in
the register maintained by the officer or the P.B.X. Operator
as the case may be.

(iv) Telephones installed in the sections are meant to be
used only for conversation within the office and no outside call
from these phones is permitted. Official local calls should be
made when necessary from the rooms of the Group Officer/
Branch Officer only. Private local calls through office telephones
are not normally admissible. They may however, be made in
unavoidable circumstances through the telephones installed in
the rooms of Group Officers/Branch Officers. A record of such
calls shall be maintained by the oﬁucers concerned in a° regster
with the following columns: :

(@) SL No.
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(b) Date
(c) Name of ofiicial making the call with name of section

(d) Place and telephone No. called and name of person
called.

(e) Initials of the persons making calls
(f) initials of the Branch Officer/Group Officer

(g) Remarks.

w) To facilitate realisation of charges for private local calls,
the officers concerned will furnish to O.E. (Bills) Section by
the 10th of each month an extract from the register indicating
clearly the details and the amounts recoverable from the per-
sons. O.E. (Bills) Section will recover the amounts due from
the pav of the individuals by deduction in the pay bills.

(Circular No. G1/R/III/5-12/76-77-78 dated 28-10-1977)

Note: Charges for local private calls will be Re. 040
per call.

(Circular No. G1/R-T1I/5-12/82-83 dated 5-8-1982)

2.33 Central Civil Services (Conduct) Rules, 1964.—Employees
of the office are expected to be aware of the provisions of the
Central Civil Services (Conduct) Rules. 1964 (reproduced in
Appendix I to this manual).

Note: Every Audit Officer, Assistant Audit Officer and
Section Officer should be supplied with a copy of the conduct
rules and their acknowledgements obtained and kept on the
OE (Admn) file. OE(A) Section should keep extra copies of
the Rules with them. If any employee wants a copy of the
conduct rules it should be made available to him and his ack-
nowledgement obtained. Every Section head should keep one
copy in the section to be handed over whenever there s a
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transfer of charge and it should be his responsibility to show

the copy of the conduct rules to each employee working under
him.

(AG’s orders dated 14-1-1965 in Case Estt/13-1/64-65
Vol. III).

2.34 Misconduct of members of staff.—Assistant Audit Officers/
Section Officers shall bring immediately to the notice of the
Accountant General through the Branch Officer and Deputy
Accountant General for necessary action any disorderly con-
duct, irregular habit or insubordination on the part of any em-
ployee in their sections.

2.35 Enrolment as members of political associations and parti-
cipation of Government servants in political activities—Gov-
ernment servants are prohibited from enrolling themselves as
members of any political party or association. An extract of
the orders of Government of India in regard to participation of
Government servants in political activities is given below:

“The expression ‘political movement’ includes any move-
ment or activities tending directly or indirectly to excite dis-
affection against, or to embarass the Government as by law
established or to promote feelings of hatred or enmity between
classes of the citizens of India to disturb the public peace. This
explanation is only illustrative and is not intended, in any sense,
to be an exhaustive definition of “political movement”. Whe-
ther or not the aims and activities of any organisation are poli-
tical is a question of fact which has to be decided on the merits
of each case: it is, therefore. the duty of every Government
servant who wishes to join. or take part in the activities’ of any
association or organisation, positively to satisfy himself that its
aims and activities are not of such a nature as are likely to be
objectionable under the Government Servant Conduct Rules and
the responsibility for the consequences of his decision and action
must rest on his shoulders and that a plea of ignorance or mis-
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conception as to Government’s attitude towards the association
or organisation would not be tenable. In cases where the sligh-
test doubt exists as to whether participation in the activitics of
an association or organisation involves an infringement of the
Conduct Rules, the Government Servant would be well advised
to consult his official superiors”.

(G.O.I. MH.A. O.M. No. 25/44/49-Ests. dt. 17-9-1949)

(2) As to whether attendance by a Government servant at
public meetings organised by political parties would amount o
participation in a political movement within the meaning of
Government Servants’ Conduct Rules the position must neces-
sarily remain as stated in sub para (1) above

(3) The following observations may, however, be of assis-
tance tc Government servants in deciding their own course of
action:

(i) Attendance at the meetings organised by a political
party would always be contrary to the spirit of the
Government Servants’ Conduct Rules unless all the
following conditions are satisfied:

(a) that the meeting is a public meeting and not in
any sense a private or restricted meeting;

(b) that the meeting is not held contrary to any pro-
hibitory order or without permission where per-
mission is needed:; and

{¢) that the Government servant in question does not
himself speak at, or take active or prominent
part in organising or conducting the meetings.

(ii) Even where the said conditions are satisfied. while
occasional attendance at such meetings may not be
construed as participation in a political movement,
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frequent or regular attendance by a Government ser-
vant at meecting of any particular political party is
bound to create the impression that he is a sympathi-
ser with the aims and objects of that party and that
in his official capacity, he may favour or support the
members of that particular party. Conduct which
eives cause for such an impression may well be cons-
trued as assisiing a political movement.

(iif) Government servants have ample facilities through the
medium of the piess to keep themselves infarmed re-
garding the aims. objects and activities of the different
political parties and to equip themselves to exercise
intelligently their civic rights, e.g.. the right to vote at
elections to Legislatures or Local Self Government
Institutions.

(G.OI. M.HA, O.M. No, 25/44/49-Ests. dated 10-10-1949)

(4) It is the considered view of Government that Associa-
tions which have a political tinge cannot be considered as en-
tirely non-political and should not be patronised by Government
servants. Not being free from political colour such associations
are naturally looked upon with disfavour by one political party
or other. It would, therefore, be best for the Government ser-
vants to keep away from them.

(G.O.I. M.HAA. OM. No. 25/44/49-Ests. 17-9-1949 and
dt. 10-10-1949)

Note: (1) No prior permission of the Government will be
necessary for the Government servants to become members of
the Samyuktha Sadachar Samithi. But, such membership should
be with the knowledge of the Head of the Department concerned.
The association of the Goverament servant should, however, be

without detriment to the proper discharge of his normal official
5—9 AG/Kerala/90
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duties or infringement of the Government Servants’ Conduct
Rules. They are, therefore, not to divulge the information or
knowledge which they receive in the discharge of their official
duties. They should also not use the torum of the Samithi to
lodge complaints against Government servants or Government
agencies.

(G.O.I. MHA. OM. No. 25/21/64-Ests.(A) dt. 15-7-1964
and C.A.G. Lr. No. 1338-NGE.II/70-64 dt. 29-9-1964-
Case Estt. I/111/13-1/Vol, II)

{2y It is held that the activities of the Rastriva Swayam
Sevak Sangh and the Jamate-e-Islami to be of such a nature
that participation in them by Government servants would
attract the provisions of Sub-rule (1) of rule 5 of the C.C.S(C)
Rules 1964. Any Government servant who is a member or is
otherwise associated with the aforesaid organisations or with
their activities is liable to disciplinary action.

(G.O.I. M.H.A. OM. No. 3/10(S)-66 Ests. (B) dt. 30-11-1966
—File Estt.A/VI/13-1/Vol. V)

(3) The membership or ‘participation in the activities of the
movement known as the Anand Marg or any of its organisa-
tions by a Government servant would attract the provisions of
sub-rule (1) of Rule 5 of the C.C.S.(C) Rules 1964. Any Gov-
ernment servant who is a member of or is otherwise associated
with the activities of Anand Marg or any of its organisations
is liable to disciplinary action.

(G.O.I. MH.A. O.M. No. 6/1(S)/69-Estt. (B) dt. 18-5-1969
—File Estt A/VI 13-1-1/Vol. 6)

(4) Proposing or seconding by a Government servant of a
candidate for election, or acting as a Polling Agent would
constitute ‘taking part in an election’ within the meaning of
Rule~5 @ of the C.C.S.(C) Rules, 1694. Though this may not
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vitiate the election. the Government scrvant commits thereby a
breach of the Conduct Rules for which he may be suitably
penalised in accordance with the rules.

(G.01. M.H.A. O.M. No. 25/59/52-Ests. dated 30-6-1955)
Note: If any person in service of the government acls as

an election agent or polling agent of a candidate at an election.
he shall be punishable with imprisonment and/or with fine.

(Section 134A of Representation of Peoples Act, 1951)

2.36 Participation in strikes and gheraos—(1) Rule 7 (ii) of the
C.CS.(C) Rules, 1964 provides that no Government servant
shall resort to or in any way abet any form of strike or coer-
sion or physical duress in connection with any matter pertain-
ing to his service or the service of any other Government servant.

Strike means refusal to work or stoppage or slowing down
of work by a group of employees acting in combination and
includes—

(i) mass abstention from work without permission.

(ii) refusal to work overtime where such overtime work
is necessary in the public interest.

(i) resort to practice or conduct which is likely to result
in or results in the cessation or substantial retardation
of work in any organisation. Such practices would
include. what are called ‘go slow’, ‘sit down’. ‘pen
down’, ‘stay in’. ‘token’. ‘sympathefic’ or any other
similar strike. as also absence from work for partici-
pation in a bundh or any similar movements.
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The list of activitics mentioned above is not exhaustive
and is only illustrative: it only clarifies the position in respect
of practices which are often resorted to. Government servants
who resort to action of the above kind violate Rule 7 (ii) of
the C.CS(C) Rules 1964 and disciplinary action can be laken
against them.

(G.0.1. M.H.A. O.M. No. 25/23/66 Ests(A) dated 9-12-1966)

Note: Abstention from work without permission is also
liable to be dealt with under the provisions of the proviso to
FR 17 (1) and FR 17A.

(2) Demonstrations /activities involving forcible confinement
of public servants within office premises and also outside office
premises are prejudicial to public order and also involve cri-
minal offences like wrongful confinement, wrongful restraint.
criminal trespass or incitement to commit offences. Participating
in them by Government servants amounts to conduct wholly
unbecoming of Government servants and would constitute good
and sufficient reason within the meaning of Rule 11 of CCS
(CCA) Rules., 1965. Such acts of lawlessness and insubordina-
tion on the part of public servants are liable to be viewed seri-
ously and would attract disciplinary action for contravention
of Rules 3 and 7 of C.C.S.(C) Rules 1964.

(G.0.I. M.H.A. O.M. No. 25(S)/11/67/Ests(A) dt. 13-4-1967)

2.37 Correspondence in Newspaper and Journals.—The GUES:
(Conduct) Rules prohibit a Government servant to undertake
any employment other than his public duties and permit him
to do only “occasional work of a literary or artistic character™.
To work as a regular correspondent of a newspaper is clearly
“ecmployment”.  The previous permission of the C.A.G. should,
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therefore, be obtained in all cases in which a member of this
office staff wants to be or to continue as a regular or occasional
correspondent of a newspaper or periodical publication.

If a Government servant’s connection with the press is con-
trary to the public interest. the concession of allowing him to
contribute to the press may be withdrawn.

2.38 Sponsoring of Public Funds by Government Servants.—
(1) No Government servant should, without obtaining the pre-
vious permission of the Government of India. ask for or accept
or in any way participate in the raising of any subscription or
other pecuniary assistance in pursuance of any object what-
soever {vide Rule 12 of C.C.S. (Conduct) Rules 1964)

Mere payment of a subscription to some charitable or bene-
volent fund or funds of similar nature would not by itself,
amount to participation in the raising of such fund.

It has been clarified by Government of India that while
advertisements may be accepted by Associations, etc. of Gov-
ernment servants for publication in their journals care should
be taken by them that they do not place themselves under any
obligation to the advertisers. especially in cases where the ad-
vertisers have official dealings with the Administrative Minis-
iry/ Department concerned. They must also ensure that none of
the provisions of the C.C.S. (Conduct) Rules 1964 is violated.

(C.A.G. Confrl. Lr. No. [1298. NGE.III/81-66 dated 23-6-
1967-—Case Estt.A/VI/13-1/Vol. V)

(2) In view of the object underlying the Flag Day collec-
tions. the Government of India have decided to relax the pro-
visions of Rule 12 of the C.C.S. (Conduct) Rules 1964 and to
allow Central Government servants to participate in such col-
lections on a voluntary basis.

(G.0.1. MH.A. Memo. No. 25/33/55/Ests. dt. 31-10-1955)
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2.39 Acceptance of passage and hospitality by officers from fos-
eign contracting firms.—Government officers should neither ac-
cept nor be permitted to accept offers of the cost of passage to
foreign countries and hospitality by way of free board and lod-
ging there, if such offers arc made by foreign firms contracting
with Government either directly or through their agents/repre-
sentatives. The only exception to this rule will be in respect
of facilities for training abroad offered by a foreign firm (who
obtains reimbursement from the foreign Government concerned}
as part of aid programmes or as part of an agreement or con-
tract entercd into by the Government of India or a public sec-
tor undertaking with a foreign organisation.

(G.O.1. MH.A. OM. No. F. 25/4/67-Estt(A) dated 3-4-67
and 6-11-1967—Case Estt.A/VI/13-1/Vol. V)

2.40 Acceptance of gifts by Government servants on the occasion
of their transfer or retirement.—No Government servant should
be given permission to accept gifts of more than trifling value
at the time of his transfer. There is, however, no objection to
his accepting gifts at the time of his retirement from the mem-
bers of the staff, subject, however, to prior permission of Gov-
ernment, wherever such permission is necessary under Rule 13
of the Central Civil Services (Conduct) Rules. 1964.

(G.O.1I. MHA OM No. 25/22/62-Ests(A) dated 12-11-1962)

2.41 Acceptance of dowry by Government servants-—Scction
2 of the Dowry Prohibition Act. 1961 defines dowry as any
property or valuable security given or agreed to be given directly
or indirectly by onec party to a marriage to the other party to
the marriage, or by the parents of ecither party to marriage or
by any other person to either party to the marriage to any other
person at or before or after the marriage as consideration for
the marriage of the said parties. but does not include dower or
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permission of the competent authority and any income
derived therefrom is to be treated as fee: but writing
of reports or studies on selected subjects for international
hodies like the UN.O., UN.E.S.C.O., ctc.. and literary
contributions to both Indian and foreign magazines will
be covered by Clause (b) if it is done unaided by know-
ledge acquired in the course of service.

(G.O.1. M.F. OM. No. 9%22) E.IKD)56 dated 3-10-1956-—
Case Estt. 14-96/ A[56-57).

2.44 Procedure for grant of permission for publication of books/
guides.—(i) Comptroller & Auditor General’s sanction under Rule
15 (1) of the CCS(C) Rules 1964 is necessary tor publication and
sale of a book/guide. since it amounts to engagement in private
{rade and employment.

(ii) For cbtaining the sanction of the Comptroller and Auditor
General of India, the government servant should submit his
application through proper channel supported by manuscript copy
of the book/guide proposed to be published and also full parti-
culars as to whether he intends to publish the book himself or
through a publisher, the proposed price of the publication. no.
of copies proposed to be published and the monetary benefit ex-
pected therefrom.  The Accountant General may scrutinise the
application and then forward it to the Comptroller and Auditor
General’s Office along with his remarks. In the case of Govern-
ment servants seeking exemption from operation of SR 12. his
application should be sent to the Comptroller and Auditor Gene-
ral’s office alongwith the recommendation of the Accountant
General for onward transmission to the Finance Ministry, in
terms of Government of India decision below FR 9 (6-A}.

(iii) After obtaining sanction of the Comptroller and Auditor
General of India in the foregoing manner, the Accountant General
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OFFICE DISCIPLINE [2.44-2.45

may accord permission for the publication of the book/guide
under Rule 8 (2) of the CCS(C) Rules 1964.

The permission granted under this Rule will be subject to
the following terms and conditions :

(a) The permission granted should be subject to the provi-

sions of Rules 9 and 11 of CCS(C) Rules 1964.

(b} The official duties of the Government servant should not

thereby suffer and he should not bring out a subsequeni
edition of the books without obtaining a similar permis-
sion at that time;

(¢) The official should submit two copies of the publication

and subsequent amendment to the Accountant General
free of cost when published (one for record in the
parent office and the other in the Headgquarters office).

{d) No reference to the permission given by the Accountant

{c)

General or the Comptroller and Auditor General of
India shall be gquoted anywhere in the book:

The grant of permission does not end any official autho-

rity to the views expressed or conclusion reached by the
author:

(f) The Administration is not responsible for any mistakes

{grammatical or technical) in the book.

(2) Any new condition deemed necessary in individual case.

(C.A.G. Confdl. Lr. No. 428-NG E 1II/1-73 (I) dated

6-3-1976—File Estt. A.1V/14-379).

2.45 Bidding by Goverrment servants af Government auctions.—
Government servants are prohibited from bidding at auctions
arranged by their own Departments.
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(C.A.G. Endt. No. 412-NGE. 11/226-57 dated 14-2-1958 on
GOIMHAOM. No. 25/12-57 Estt. (A) dated
21-1-1958—Case Gl. Sn. No. R--3/57-58).

Note: Submitting tenders is only another form of bidding
and as such Government servants should abstain from submitting
sealed tenders for the purchase of property owned by their own
department in response to a notice inviting tenders, published in
newspapers.

(C.A.G. Lr. No. 1459/NGE I11/81-66 dated 12-7-1967—Casc

Estt. A/VI/13-1/Vol. V}.

2.46 Communicating with Miembers of Legislature.—-Members
of the office are prohibited from approaching members of Legis-
latures with a view to having their individual gricvances made the
subject of interpellations as such a practice usually entails disclo-
sure to non-official persons of information which has come into
the possession of the members of the establishment concerned in
the course of their official duties. Such disclosures are a breach
of Governmenti Servants’ Conduct Rules.  Any communication
to a member of the Legislature which involves an infringement
of the said rules will be viewed seriously and the peison concerned
will be severely dealt with.

2.47 Representations  of  Government  servants on  service
matters, (i) Whenever in any matter connected with his scrvice
rights or conditions. a Government servant wants to press a claim
or seck redress of a grievance, the proper course from 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.  An appeal or represenation to a higher autho-
rity should not be made unless the appropriate lower authority
has already rejected the claim or refused rclief or ignored or
unduly delayed the disposal of the case.

(i) A Government servant seeking redress of his grievances
arising out of his employment or conditions of service. shoyld ;in
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his own interest and consistently with official propriety and disci-
pline, first exhaust the normal official channel of redress before
attempting to take the issue to a Court of Law.

(G.O1. M.H.A. O.M. No. 118/52-Ests. dated 30-4-1952 read
with C.A.G.Lr. No. 2006/NGE. 1/125-52 dt. 30-6-1952
and OM No. F-25/3/59-Ests(A) dt. 21-4-1959 recd. with
CAG Cir. No. 2345-NGE. 11/220-59 dt. 21-5-1959-Case
Estt. 13-5/Vol. I and Vol. II).

Note: (1) It has been decided that allotment of Government
accommodation to Government servants and recovery of rent or
damages for the cccupation of such accommodation are matters
arising out of Government employment.

(G.O.I. MHW. & SOM. No. 10605/WM II/52 dated
27-12-1952 endt. in CAG Lr. No. 828-NGE. 11/127-52
dated 12-3-1963).

(2) No notice should be taken of a representation on service
matters submitted by a relative of a government servant.  The
only exception may be in cases in which because of the death or
physical disability, etc. of the Government servant it is impossible
for the Government servant himself fo submit a representation.

(GO1. MH.A. OM. No. F. 25/25/63-Ests. (A) dated
19-9-1963)

(iii) Where, however, permission te sue Government in a
Court of Law for the redress of such grievances is asked for by
any Government servant either before exhausting the normal
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L sl el s L R T

official channels of redress or after exhausting them. he may be
informed that such permission is not necessary.

{G.0.1. M.H.A. O.M. No. 25/29/63(A) dt. 26-11-1963.
C.A.G.Lt No. 18-NGE. 11/242-63 dated 8-1-1964).

2.48 Insolvency and indebtedness.—Insolvency  or habitual in-
debtedness impairs an employee’s usefulness and under certain
circumstances renders him liable to disciplinary action leading to
dismissal. Any member of the staff who enters into pecuniary
arrangements with other members of the office is liable to be
proceeded against under the Government Servants’ Conduct Rules
if circumstances so warrant,

2.49 Giving intimation regarding/obtaining permission in  res-
pect of transactions of property.—In accordance with the
provisions of sub-rule (2) of Rule 18 of the Central Civil Services
(Conduct) Rules 1964 a Government servant is required- to make
a report to the prescribed authority before entering into any trazn-
saction of immovable property in his own name of in the name
of a member of his family. If the transaction is with a person
having any official dealings with the Government servant, the
Government servant is required to obtain prior sanction of the
prescribed authority. Sub-rule (3) ibid provides that every
Government servant should give an intimation to the prescribed
authority within one month of entering into any transaction of
movable property, the value of which exceeds the limits pres-
cribed therein. Here also prior sanction of the prescribed autho-
rity has to be obtained, if the transaction is with a person having
official dealings with the Government servant.

Note: (1) Construction of a house amounts Lo acquisition
of immovable property for which the previous knowledge or
sanction as the case may be. of the prescribed authority is neces-
sary. Whenever a Government servant wishes io build a house
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he should report or scek permission, as the casc may be, before
starting construction, and should also after completion of the
house report to the prescribed authority.

(G.0.I. M.H.A. O.M. No. 25/21/57-Ests.(A) dated 11-6-1957).

(2) The applications for obtaining sanction or making prior
intimation regarding construction of a house arc to be made in
the form given in Annexure i.

(G.O1. Deptt. of Personnel O.M. No. 11013/5/75-Ests(A)
dated 20-6-1975).

(2) Requests for obtaining prior sanction and making intima-
tion about transactions in immovabie and movable preperty should
be made in the standard forms given in Annexures [I and IIL
The prescribed authority may, if it so desires, seek any additional
information /clarification about the transaction entered into by
the Government servant. depending upon the facts and circums-
tances of the case.

(G.0.1. M.P.P.G. & P., Deptt of Personnel & Training. .M.
No. 11013/11/85-Estt{A) dated 23-6-1986).

(4) When a government servant lets out the premises to a
tenant, it constitutes a transaction in immovable property.

(G.O.1. Deptt of Personnel O.M. No. 11013/ 18/75-Estt (A)
dated 21-2-1976}.

(5) Subscriptions to a chit fund and receiving the amount at
the time of maturity would be transactions in movable preperty
within the meaning of Rule 18(3) of CCS(C) Rules 1964. Where
the amount received is by bid before the expiry of the period upto
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which the subscriptions are to be made. the amount received
from a chit fund company would amount to a loan attracting the
provisions of Rule 16 (4) ibid. A Government servant need not
obtain prior permission from the prescribed authority for taking
a Life Insurance Policy nor make a report thereof to him if the
annual premium on the policy does not exceed the monetary
limits laid down in Rule 18(3) of C.C.S{C) Rules 1964. He
should, however, submit a report at the time of receiving the
sum assured as survival benefit/on maturity of the policy. If the
annual premium exceeds the said limits, either as initially deter-
mined or on conversion, he should submit a report to prescribed
authority, but need not submit any report at the time of receiving
the sum assured as survival benefit/on maturity of the policy. A
report should be made to the prescribed authority under Rule 18
(3) of C.C.S(C) Rules 1964 in regard to fixed deposits made in
Banks if the monetary limits made in the rule are exceeded.
Deposits made in a Saving Bank account out of the salary or ac-
cumulated savings of a Government servant will not come within
the purview of the rule cited.

(G.O.I. Deptt of Personnel O.M. No. 11013/12/76-Ests(A)
dt. 4-10-1976 and O.M. No. 11013/5/81-Ests(A) dt
12-5-1982).

2.50 Arrest of Government servants.—It shall be the duty of a
Government servant who may be arrested for any reason, to inti-
mate the fact of his arrest and the circumstances connected there-
with to his official superiors promptly eventhough he might have
been released subsequently on bail.  Failure on the part of
Government servant in this respect will be regarded as suppres-
gion of material information and will render him liable to disci-
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plinary action on this ground alone apart from the action that many
be called for, on the outcome of the police case against him.

On receipt of the information from the person concerned or
from any other source, the departmental authorities should decide
whether the facts and circumstances leading to the arrest of the
person warrant his suspension.

2.51 Conviction of Government Servants in Courts of Law.—A
Government servant who is convicted in a Criminal Court should
inform his official superiors of the fact of his conviction and the
circumstances connected therewith as soon as it is possible for
him to do so. Failure on the part of any Government servant
in this respect will be regarded as suppression of material infor-
mation and will render him liable to disciplinary action apart

from the penalty that may be called for on the basis of the offence
on which his conviction is based.

(G.OL M.-H.A. O.M. No. 25/70/41 Estt. dated 20-12-1949
recd. with CAG Endt No. 4032/NGE. T 4-10-49 dt.
29-12-1949).

2.52 Government servants found puilty of contravention of pro-
hibition Laws.—By the very nature of their position, public ser-
vants are expected to obey laws, whether of the Central Govern-
ment or of a State Government which are in force in the area
where they are serving or residing for the time being and to set
an example of law-abidingness to other citizens. Contravention
of Prohibition Laws, as also of any other law, by a Government
servant should, therefore, invariably be regarded as a matter which
has to be taken serious note departmentally.

(G.OI. MH.A. O.M. No. 39/1/54-Estt. dt. 13-4-1954 recd.

with CAG Endt. No. 1096-NGE. I1/196-A 54 dated
7-5-1954),

7 -9 AG/Kerala/90
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ANNEXURE 1
(See para 2.49)

Form of Report/Apphcation For Permission to the Prescribed Authority for the
i Building of or Addition to a House

Sir,

This is to report to you that [ propose to build a house/to make an addition
to my house.

This is to request that permission may be granted to me for the building
of a house/the addition to the house.

The estimated cost of the land and materials for the construction/exten-
sion is given below:

Land

i Localion'(Survey\ No., Village, District
and State 2

2. Areas s i e Cents
Building Matcrials Ete.

1. Ericke (Rate/quantity/Cost)

b2

C ,ncni‘(Rate[quamity,fCost)

3. lron and Steel (Rate/quantity/Cost);
4. Timber (Rate/quantity/Cost)

5. Sanitary fittings (Cost)

6. Electrical fitting (Cost)

7. Any other special fittings :
8. Labour Chairges

9. Other charges, if any .

10. Total cost of land am! bailding  : Rs.. ... oo A R
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CHAP. 2] OFFICE DISCIPLINE [Annexure 1—I1

#7. The construction will be supervised by myself/The Construction
willbe done by —........couiueeieeineerantinnnieconnsesnrenss o

*I do not have any official dealings with the contractor nor did T have
any official dealings with him in the past.

+1 have/had official dealings with the contractor and the nature of my
dealings with him is/was as under.:
3. The cost of the proposed construction : Rs

4. The cost of the proposed construction will be met as under:

(1) Own savings (Amount) 13608 el o A e e e e
(2) Loans/Advances with full

details 100 e Ao o GRGEE

(3) Other sources with details RS s AR e waraieeialyaeins ciaTe

Total T2 o e i B e 0 b TR

(Signature)

ANNEXURE 1II
(See para 2.49)

Form for giving prior intimation or seeking previous sanction under Rule 18(2)
of the CCS (Conduct) Rules, 1964 for transactions in respect of immovable
property

1. Name and Designations
2. Scale of pay and Present pay.
3. Purpose of application—sanction for

transaction/prior intimation of tran-
saction.

*Strike out portions not applicable.
+Enter the name and place of business of the Con'ractor
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OFFICE DISCIPLINE

[Annexure i §

4. Whether property is being acquired or
disposed of.

5. Probable date of acquisitionfdisposal of
property.

6. Mode of acquisition/disposal

7. (a)

(b)

©

(d)

(e)

8. Sale/Purchase price ol tne property.

Full details about location, ViZ.
Municipal No., Street/Village,
Taluk, District and State in which
situated.

Description of the property, mitts
case of cultivable land. dry or irri-
eated land.

Whether freehold or lease hold.

Whether the applicant’s interest
in the property is in full or part
(in case of partial interest, the ex-
tent of such interest must be indi-
cated)

In case the transaction is mnot
exclusively in the name of the
Government servant, particalars
of ownership and share of each
member,

(Market Value in the case of gifts).
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Cnapr. 2] OFFICE DISCIPLINE [Annexure Il

9. In cases of acquisition, source or
sources from which financed/propose:|
to be financed

(a) Personalsavings

(b) Other sources giving details.

10. In the case of disposal of property was
requisite sanction/intimation obtained/
given for its acquisition

(A copy of the sanction/acknowledgement
should be attached.)

11. (a) Name and address of the party
with whom transaction is proposed
to be made.

(b) Is the party related to the appli-
cant ? If so, state the relationship.

(c) Did the applicant have any dealings
with the party in his official capa-
city at any time, or is the applicant
likely to have any dealings with him
in the near future?

(d) How was the transaction arranged?
(Whether through and statutory
body or a private agency through
advertisement or through friends
and relatives. (Full particulars to
be given).

12. In case of acquisition by gifts, whether
action is also required under Rule 13
of the CCS (Conduct) Rules 1964.
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CHAP. 2] OFFICE DISCIPLINE [Anpexure 11--1
13. Any other relevant fuct which the
applicant may like to mention.

DECLARATION

I et o i L e B it e e hereby, declare that the particulars
given above are true. I request that 1 may be given permission to acquire/
dispose of property as described above from/to the party whose name is men-
tioned in item 11 above.

e R i L SR o RO SO hereby intimate the proposed
the acquisition/disposal of property by me as detailed above. 1 declare that
the particulars given above are true.

Station : Signature :

Date : Designation :

Note: (1) In the above form, differcnt portions may be used according to
requirement.

(2) Where previous sanction is asked for, the application should be
submitted at least 30 days before the proposed date of transaction.

ANNEXURE IIl

(See para 2.49)

Form for giving intimation or seeking previous sanction under Rule 18(3) of the
CCS (Conduct) Rules, 1964 for transaction in respect of movable property

1. Name of the Govt. Servant.
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CHAP. 2] OFFICE DISCIPLIND:

[Annexure III

2. Scale of Pay and present pay.

3. Purpose of application—sanction for
transaction/intimation of transaction.

4, Whether property is being acquired or
disposed of.

5. (a) Probable date of acquisition or
disposal of property.

(b) It the property is already acquired/
disposal of actual date of transaction.

6. (a) Description of the property (e.g.
Car/Scooter/Motor  Cycle/Refri-
gerator/Radio/radiogram/jewellery/
loans/insurance policies etc.)

(b) Make, model (and also registration
No. in case of vehicles), where
Necsssary.

7. Mode of acquisition/dispos:! (Purchase/
sale, gift, mortgage, lease or otherwise)

8. Sale/Purchise price of the property
(Market value in the case of gifts).

9. In case of acquisitior, source or sources
from which financed/proposed to be
financed:

(a) Personal savings.©

(b) Other sources giving details,
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OFFICE DISCIPLINE

10. In the case of disposal of property, was
requisite sanction/intimation obtained/

given for its acquisition

(A copy of the sanction/ack nowledgement

should be attached).

11. (a)

(b)

-
[£)
——

(d)

(e)

Name and address of tnc party
with whom transacticn is proros=d
to be made/has been made.

Is the party related to the appugint
; If so, state the relationsrip.

Did the applicant have any deahings
with the party in his official capa-
city at any time, Or 1S the apyplicant
likely to have any declings with
him in the near future?

Nature of official dealing: =7 .
the party.

How was the transaction arrangcu I3
(Whether through any statutory
body or a private agency: through
advertisements or through friends
and relatives. Full particulars to
be given).

12. In the case of acquisition by gifts
whether sanction is also reci red under
Rule 13 of the CCS {Condnot) Rules,
1964.

[Anngxnre iik
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CHaP. 2] OFFICE DISCIPLINE [Annexure III

13. Any other relevant fact which the appli-
cant may like to mention.

DECLARATION

e e L R e I S G hereby declare that the particulars
given above are true. I request that I may be given permission to acquire/
dispose of property as described above from/to the party whose name is men-
tioned in item 11 above.

LA AP R s s o e | b i hereby intimate the acquisition/
disposal of property by me as detailed above. I declare that the particulars
given above are true.

Station : Signature :

Date : Designation :

Note: (1) In the above form, different portions may be used according to
requircment,

(2) Where previcus sanction is asked for, the application should be
submitted at lezst 30 days before the propesed dete of thetransac-
tion.

8—9 AG/Kerala/90
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CHAPIER 3
LEAVE

3.01 Leave Rules.—The employees of this office are governed by
the Central Civil Services (Leave) Rules, 1972 as amended from
time to time.

3.02 Apphication for leave.—Any member of the staff staying
away from duty without leave duly sanctioned is liable to disci-
plinary action unless such action is justified. = Applications for
regular leave should be made in the prescribed form and forward-
ed sufficiently in advance of the date from which leave is required
10 O.E. (Bills) Section through the Branch Officer, who will give
on the application his sanction/recommendations. Extension of
leave will be granted only under emergent or unforeseen circums-
tances and should be a normally applied for at least ten days in
advance of the date of expiry of the leave sanctioned. The ad-
missibility of the leave will be verified by the O.E. (Bilis) Section

and the application submitted to the sanctioning authority wher-
£Vel necessary.

(0.0. No. OE. 11/1V /488 dated 10-8-1967)

[n submitiing applications for leave the following instructions
should be borne in mind by the staff:

ta) Absence for less than six days should normally be cover-
ed by getting casual leave sanctioned. The recommen-
ding authoritics should discourage the practice of avail-
ing regular leave for short spells by the staff frequently,
after exhausting casual leave early in the year.

(b) The leave address of the Government servant should be
furnished in the application and any subsequent change
intimated promptly to O.E. (Bills) Section.

(¢) Medical certificates furnished should be in the form
prescribed in Rule 19 of the Central Civil Services
(Leave) Rules, 1972,

54
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(d) All columns in the leave application should be filled in.
(Cir. No. Estt. B/I1V/66-67 dated 12-7-1966).

Note: Under Rule 7(2) of C.CS. (L) Rules. 1972, the
competent authority can sanction only the leave due and applied
for. The nature of lea e applied for should be clearly specified
in the application. Applications for ‘grant of “eligible leave”
will not be entertained.

(Circular No, OE (Bills)/ G1/25 dated 14-8-1977)

2.03 Powers to sanction regular leave.—Powers delegated to
various officers to sanction regular leave are mentioned in Chapter
1 of the Manual of the Establishment Section.

Note: 1. Casual leave which is not recognised under C.CSS.
(Ly Rules. 1972 cannot be allowed to be combined with any other
kind of leave admissible under these rules.

(Vide Explanation below Rule 11 of C.C.S. (L) Rules. 1972)

2. Under Rules 9 and 39 (i) (a) of C.C.S.(L) Rules, 1972, all
leave standing to the credit of a Government servant lapses as
soon as he ceases to be in service. The powers vested in the
leave sanctioning authorities under Rule 10 ibid to retrospectively
commute the leave into leave of different kind cannot therefore,
be exercised by them after the employee concerned has ceased to
be in service.

(6.01. MHA. (Deptt. of P & A.R) OM. No. P. 12025/
2181-Estt (L) dated 2-12-1981)
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3. Any deliberate or intentional attempt to evade the provi-
sions of leave rules should be checked by leave sanctioning autho-
rities by exercising their discretion to refuse leave under Rule 7

of C.CSS. (L) Rules, 1972.

(G.O1. MF. OM. No. 7(67)-E TV/58 dated 12-5-1958).

3.04 Procedure for sanction of leave.—All leave applications
received in a section should be entered in a register of leave appli-
cations in Form No. I of this Manual, in chronological order and
put up to the Branch Officer alongwith the register for recommen-
dation/sanction.  The recommended /sanctioned leave applica-
tions should then be sent to O.E. (Bills) Section with the register
and the acknowledgement of that Section obtained in the register.

Note: 1. The leave applications of members of field parties
will be entered in the register maintained in the concerned head-
quarters section and acknowledgement of 0.E. (Bills) Section
obtained in that register.

2. Sections which are not situated in the Headquarters of
O.E. (Bills) Section may send the leave applications to that sec-
tion. after noting the date of transfer in Column 8 of the register.

(Circular No. O.E. (Bills)/G1./78-79 dated 1-12-1978).

2 The scctions should note on the top of each application
the number assigned to it in the Register of Leave Applications.
On receipt of the application. O.E. (Bills) Section will assign 2
serial number to the application and indicate it in the column for
acknowledgement, against the concerned item in the Register.

(Circular No. OE (Bills)/G1./79-80 dated 4-3-1980).
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4. Even after leave applied for has been recommended/
sanctioned, an employee shall not enter on such leave unless he
has been properly relieved.  Disciplinary action will be initiated
against persons who stay away from duty after applying for leave
without having been formally relieved.

(Circular No. Estt. A/V/7-3 dated 1-9-1975).

3.05 Grant of permission to leave headquarters during leave or
holidays.— [he previous permission of the competent authority
should be obtained for leaving headquarters during casual or
other leave and holidays. The address of the Government ser-
vant during such absence from Headquarters should be left with
the office. For this purpose, the powers to the subordinate
officers will be the same as in the case of casual leave.

(C.A.G. Lr. NGE. 1/280-59 dated 15-9-1959—Case Estt-16/
23 Vol. 1IT)

Staff members residing away from Headquarters and coming
to office from the residence located at out stations, should also
obtain permission before leaving their stations of residence on
leave or holidays.

3.06 Casual Leave—(i) Casual leave for short periods is
not recognised and is not subject to any rule. Technically,
therefore. a Government servant on casual leave is not treated
as absent from duty and his pay is not intermitted.

Casual leave must not be given so as to cause evasion of the
rules regarding.

(i) date of reckoning pay and allowances,

(ii) charge of office,

(iii) commencement and end of leave, and
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(iv) return to duty, or so as to extend the term of leave
beyond the time admissible by rule.

(it Casual leave upto a maximum of 12 days is admissible
to an employee in a calendar year, but not more than 3 days’
casual leave may be sanctioned at a time. This condition may,
however, be rzlaxed in individual cases, by the Head of the Office.
Saturdays, Sundays or closed holidays which precede or follow a
period of casual leave may be prefixed and or suffixed to such
leave.  Such holidays falling during a period of casual leave
are not counted as-part of the casual leave. Restricted holidays
permitted to be availed of by the concerned Government servant
falling within a period of casual leave will also not be reckoned
as part of the casual leave.

(iii) In regard to persons who join service in the middle of
a calendar year, the sanctioning authority will have the discre-
tion to grant either the full amount of casual leave, ie.. 12 days
‘or only a portion thereof, taking into account the circumstances
of the case

(.00, MHA. OM. No. 6/3/59 Estt. (4) dated 23-12-1959
and O.M. No. 6/3/59 Estt. (A) dated 20-8-1960—Case
Estt. 16—28)

(v} Half a day’s casual leave may be granted if applied for.
A person who takes half a day’s casual leave for the forencon
session is required to come to office at 1-30 p.m.  Similarly. if
a person takes leave for the afternocn session he can be allowed
to leave office at 1-00 nm. Half a day’s casual leave may be

granted in conjunction with full day’s casual leave.

(G.O.I. MHA. OM. No, 60/17/64-Estt-(A) dated 4-8-1965-
Case Estt. (A) 1/111/16-28/Vol. IX).
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CHAP. 3] LEAVE 13.06—3.07
(v) As an exception to the general rule, an officer who avails
casual leave for half a day in the afternoon and who has no fur-
ther casual leave at his credit, may be permitted to combine
that leave with regular leave if his absence on the next working
day was due to unexpected illness or other compelling grounds.

(G.OI. MH.A. No. 60/45/65-Estt. (A) dated 4-2-1966-Case
Estt. T/ VI/16-28 Vol. XI).

Note: There is no objection to the grant of half a day’s
casual leave in combination of regular leave il cases where the
official has casual leave at his credit but not sufficient enough
to cover the period of leave applied for, if the other conditions
mentioned above are satisfied.

(C.A.G. Lr. No. 1911-NGE. 1/194-65 dated 8-8-1966-Case
1961—Case Estt. 16-28/Vol. VI).

(vi) The account of casual leave and restricted holidays will
be maintained by each section in Form No. II of this Manual.
The sanctioning authority will attest the entries in the account at
the time cf sanctioning casual leave or restricted holidays.

(G.O.I. M.H.A. O.M. No. 46/3/61-Estt. (A) dated 17-7-1961
an? CAG Lr. No. 1860/NGE. 1/256/61 dated 12-9-
1961—Case Estt. 16-22/V ¢l VI).

3.07 Powers to sanction casual leave.—The Branch Officers are
empowered to sanction casual leave to the staff at their discretion
subject to the general rules regarding grant of casual leave. The

sanction for availing the leave should normally be obtained in
advance.

(0.0. No. Estt. 13-45/Vol. 1/1964-65/20 dated 10-4-1964).
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Note: Assistant Audit Officers/Section Officers have been em-
powered to sanction casual leave to the staff working under them
up to a maximum of 5 days 4t a time. '

(0. No. TMV/11-133/17 dated 22-3-1973).

3.08 Combination of special casual leave with ordinary casual
Jeave.—As a general rule. it is open to the competent authority
io grant casual leave in combination with special casual leave,
hut in cases where it is permissible to grant regular leave in
combination with special casual leave, casual leave should not
he granted in combinations with both special casual leave and

regular leave.

(G.0.1. M.H.A. O.M. No. 46/8/67-Estt. (A) dated 22-7-1967
Endt. No. T.M. 1/12/28/XXVI/126 dated 14-8-1967)

v

3.09 Special Casual Leave.—Orders recarding  grant of
special casual leave for various purposes are indicated beiow:

(1) Court duty.—(i) (a) Wherc a Government servant is
summoned by a Civil or Criminal Court of Law, or by a Defence
Court Martial or by a properly constituted authority hoiding a
departmental enquiry, to give evidence regarding facts which
came to his knowledge in the discharge of his public duties. the
period of absence will be treated as duty.

(b) Where a Government servant is summoned as a witness
by the Courts or authorities referred to in (a) above. to depose
about facts which came to his knowledge in his private capa-
city, the period of absence should be treated as casual or ordi-
nary leave as may be due to him under the rules. No special
Jeave will be granted for this purpose.
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(c) The period spent by Government servants in attending
Courts of Law as Jurors or Assessors, with the Permission of
their respective Heads of Departments. should be treated as special

casual leave. which should not be debited to the casual Ieave
account.

(iiy A Government servant attending Courts of Law in the
circumstances mentioned in Sub-para (i) above, during periods
of leave will not be given any extra leave for such attendance

nor will the leave be considered to have been interrupted by
such attendance.

(G.OI. MHA. OM. No. F. 15/5/57-Judl. II dated
26-8-1957)

(2} Activities connected with recognised Service Associa-
tions.—Special casual leave upto a maximum of 20 days in a
calendar year may be allowed to office bearers of recognised
service associations of Central Government employees for parti-
cipation in the activities of the associations. Outstation dele-
gates/members of executive committees of recognised All India
Associations/Federations may be granted special casual leave
up to a maximum of 10 days in a calendar year to attend the
meetings of those Associations/Federations. Local delegates
and local members of executive Committees of all recognised
associations/unions/federations may be allowed special casual
leave up to 5 days in a calendar year for attending meetings of
the associations/unions/federations. Those who are availing
special casual leave in their capacity as office bearers will not.
however, be entitled to avail special casual leave Separately in
their capacity as delegates/executive committee members.,

9—9 AG/Kerala/90
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Note: 1. Special casual leave granted for purposes of work
connected with J.C.M. Council will not be counted agairst the
limits specified above.

(G.OJ. M.H.A. O.M. No. 27/3/69-Estt(B) dated 8-4-1969)

7. Government of India (D.P.&A.R.) have clarified that in
the case of a service association whose bye-laws provide for
election of office bearers before the conduct of annual business
meeting, the period of ome year for the purpose of grant of
special casual leave will be the period during which the execu-
tive body would hold office. even if it is not exactly a calendar

year.

(C.A.G’s Lr. No. 884-N4/18-83 (Circular No. 91 /NGE/
1983) dated 6-1-1984)

3. Government of India. Ministry of Home Affairs have
clarified that special casual leave granted for association activi-
ties cannot be allowed to be combined with regular leave. There
would, however. be no objection to combining such special
casual leave with ordinary casual leave.

(C.A.G’s Lr. No. 1631-NGE 1/19-66(11) dated 10-7-1968)

(3) Participation in sporting events.—(i) In the case of
Central Government servants who are selected for participating
in sporting events of national/international importance, the period
of the actual days on which they participate in the events as
also the time spent in travelling to and from such tournaments/
meets will be treated as duty. Further, if any pre-participation
coaching camp is held in connection with the above mentioned
events and the Government servant is required to attend the
same that period will also be treated as duty. The Central
Government servants participating in sporting events of national/
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international importance within India may be allowed to travel
by first class by train and in the case of events held outside
India by economy class by air.

(G.0]1. Min. of P&T, AR&PG & P Dept. of P&T O.M.
No. 6/1/85-Estt. (Pay I) dated 16-7-85)

(ii) Special casual leave not exceeding 30 days in any one
calendar year may be granted to a Central Government servant
for:

(a) coaching/administration of teams participating in sport-
ing events of national/international importance:

(b) attending coaching or training camps under Rajkumari
Amrit Kaur Coaching Scheme or similar All India
Coaching or Training Schemes;

(¢) attending coaching or training camps at National Insti-
tute of Sports, Patiala:

(d) attending coaching camps in Sports organised by Na-
tional Sports Federation/Sports Boards recognised by
All India Council of sports:

(e) participating in mountaineering expeditions: and

(f) participating in trekking expeditions.

(G.OI. Min. of P&T, AR & PG & P, Dept, of P&T OM.
No. 6/1/85-Estt, (Pay I) dated 16-7-1985)

Note: 1. The quantum of special casual leave for a period
not exceeding 30 days in a calendar year allowed to Central
Government employees for purposes indicated at items (b) to (f)
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above will cover also their attending the pre-selection trials/
camps connected with sporting events of National/international
importance.

(G.O.I. Min. of P&T, A.R.&P G & P, Dept. of P&T, O.M.
No. 6/1/85-Estt. (Pay 1) dated 16-7-1985)

7. The concessions for participating in events of interna-
tional "importance will be admissible only if the Government
servant is selected by any National Sports Federation / Associa-
tion recognised by the All India Council of Sports and approv-
ed by the Ministry of Education. For participation in an event
of national importance when it is held on an Inter-State. Inter-
Zonal or Inter-circle basis, they will be admissible only when
the Government servant takes part in the event or in a team as
a duly nominated representative on behalf of the State. Zone
or Circle, as the case may be.

(G.0I. MH.A. OM. No. 46/7/50-Ests dated 5-4-1954)

3. The period of absence in excess of 30 days should be
treated as regular leave of the kind admissible under the leave
rules applicable to the person concerned. For this purpose
Government servants may be permitted as a special case, tO
combine special casual leave with regular leave. Special casual
leave should not, however, be granted in combination with ordi-
nary casual leave.

(G.0.1. M.H.A. O:M. No. 46/7]50-Ests. dated 5-4-1954)

4, Holidays and weekly offs intervening the period of
special casual leave admissible for sporting events are counted
as specialecasual leave and these are not excluded from the ad-
missible limit of special casual leave granted for the purpose of
sporting events.
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There is no objection to prefixing and/or suffixing of
Sundays and other public holidays with special casual leave
admissible for the above purpose. In a case where special
casual leave is combined with regular leave, the Sundays/Public
Holidays thus intervening the two kinds of leave will have to be
counted as special casual leave if it is due, otherwise as
regular leave if special casual leave is not due.

(C.A.G. Lr. No. 1631-NGE 1/19-66 (11} dated 30-5-1968—
in case Estt-1/I11/16-28/Vol. XI)

5. Government employees who are selected or sponsored
for giving running commentaries OVer the All India Radio/
Doordarshan in National/International meets by the organisa-
tions mentioned in Note 2 above will also be eligible for the
special casual leave mentioned in this paragraph.

(G.O1. MHA. DP.&A.R. OM. No. 28016/2/79 Estt(A)
dated 28-11-1979)

6. The following federations/associations have been recog-
nised by All India Council of Sports and approved by the
Ministry of Education (vide Note 2 above}:

(1) Indian Olympic Association

(2) Indian Hockey Federation

(3) All Indian Women's Hockey Association
(4) Board of Control for Cricket in India
(5) Swimming Federation of India

(6) Amateur Atheletic Federation of India
(7) All India Football Federation

(8) Volleyball Federation of India

(9) Badminton Association of India



66

3.0] HHTA [sremmT 3
10. SITHAA FoAT AIWT
11. sfger wredis @ Ifm geam
12, WIedm Zg@afaq #emey
13. WITE dehzard  agmy
14, Wl F45r Agmy
15. WIEE Ae@d gy
16. WG TEE TEEHA g9 ¥
17. «rerr faarfes wams
18. 9T a1 F=faves #wamgT
19, WIEdT 917 "9
20. AT ARE HE
21. WG T e gy
22. WITH FuT Ay
23. WM uEw FfE wEEe
24. wfaw wrdm 33 HETHE
25. WITHM MRA =|AT OET oy
26. WITE kA W ugmy
27. WITT a7 dAET a3
28. #fgd oF faggo &y
29, FF wWE famga a4y
30. W fafqars 99 vg fAggu afals
31. WIT #sfan gzmy
32. WITHT TEIIORT  HETHT
33. dAfge wedm fas maEEe

(41 @ oft 95 o 262-07 5% 1/ 102-78 Fzaaia 28-1-1981)



66

CHAP. 3] LEAVE [3.09

(10) Wrestling Federation of India

(11) All Indian Lawn Tennis Association
(12) Table Tennis Federation of India

(13) Basketball Federation of India

(14) Kabaddi Federation of India

(15) Indian Weightlifting Federation

(16) National Rifie Association of India

(17) Gymnastic Federation of India

(18) Ball Badminton Federation of India

{(19) Indian Polc Association

(20) Indian Golf Union

(21) Squash Racket Association of India

(22) Wrestling Association of India

(23) Indian Amadrum Booking Federation

(24) All India Chess Federation

(25) Indian Style Wrestling Association of India
{26) School Games Federation of India

(27) Inter Ministry of Board of India

(28) Services Sports Control Board

{29) Railway Sports Control Board

(30) Billiards Association and Control Committee of India
(31) Cycling Federation of India

(32) Indian Mountaineering Foundation

(33) All India Bridge Federation

(C.A.G’s Lr. No. 262-NGE 1/102-78 dated 21-1-1981)
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7. Special casual leave for purposes indicated at items {g)
and (f) above will be admissible only in cases where the expedi-

tion has the approval of the Indian Mountaineering Founda-
tion.

(G.01. M.H.AA. OM. No. 27/4/68-Estt. (B) dated 6-9-1969
and G.O.I. M.P&T. AR and P.G. and P. (Department
of P&T) O.M. No. 28016/2/B4-Estt.(A) dated 11-4-85)

8. Members of this office should not volunteer to partici-
pate as a member of any outside team representing the Secretariat
or any other institution or organisation in important tourna-
ments which will necessitate their being on special casual

leave, without taking prior permission from the Accountant
General.

(Notice No. Estt. 1-111/16-28/338 dated 7-7-1966)

9. It has been clarified by the Government of India that
grant of special casual leave is not permissible for participa-
tion in such tournaments/matches conducted by outside agen-
cies as are of a local nature only.

(CAG Lr. No. 30-14-NGE 1/19-66 dated 17-11-1966 and

No. 1290-NGE. 1/19-66 dated 20-6-1967—Case Estt.
1/111/16.28/ Vol. XI)

(iii) The grant of special casual leave will be subject to
the general principles mentioned in the first sub-para of 3.06.
The power of granting the leave will be exercised by Heads of
Departments as defined in Supplementary Rules 2(10).

(G.0I. M HA, Lr. No. 46/7/50 Estt. dated 5-4-1954)

(iv) Central Government servants participating in inter-
ministerial or inter-departmental tournaments held in or out-
side Delhi, may be granted special casual leave for periods not
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exceeding 10 days in a calendar year subject to the following
conditions :

{a) It will be admissible only for participation in inter-
ministerial or inter-departmental tournaments and
sporting events.

(b) The concession will be available only for those sport-
ing events which have been duly recognised by Go-
vernment and which will normally be limited to tourna-
ments, etc., sponsored by the Central Secretariat Sports
Board and other recognised Sports/Recreation Clubs
of Government employees.

(c) Only those employees who have been sponsored by the
Sports/Recreation Boards/Clubs of Government em-
ployees and specifically permitted by their office to
participate in such events, will be entitled to this special
casual leave.

(CAG Lr. No. 552-NGE.1/20-60-1 dated 17-3-1960)

(v) Special casual leave may be granted to such of the
employees working in the Audit Department who are required
to participate in the All India Audit Tournaments conducted
on zonal and inter zonal level, provided the maximum leave
admissible for participating in sporting events on all account
does not exceed the period of 30 days in a calendar year,

Note: 1. See Note 3 below sub para (ii).
2. No special casual leave will be admissible if the em-
ployee is participating in his personal capacity and not in a

representative capacity.

(C.A.G. Lr. No. 2150-NGE.[/102-78 dated 22-6-1981)
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(+) Performing duties connected with Territorial Awrmy,
Home Guards, Civil Defence Service, eic—(i) The period of
absence of Government Servants who join the Territorial Army
and are teqguired to report for interview or Medical Examina-
tion, should be treated as casual leave or to the extent casual
leave is noi due, as special casual leave; whereas the periods
spent in camp by the Government Servants should in all cases
be treated as special casual leave.

(G.O.I. M.H.A. O.M. No. 5/19/49-Estt. dated 7-7-1950 as
amended by O.M. No. 25/19/49 Estt. dated 25-11-1950
and O.M. No. 25/42/51 Estt. dated 1-3-1951—Case Estt.
14.105/53-54)

(ii} In case the Government servants who have been allow-
ed to join the officially sponsored organisations such as Home
Guards. National Volunteer Corps, Prantiva Raksha Dal, etc.,
their period of training and duty in such organisations will be
treated as special casval leave. They are also permitted to
receive in addition to their pay, the emoluments paid in such
organisations. The Government of India will not, however, be
responsible to compensate them for aay risks, damages or other
consequences arising out of or during the course of such employ-
ment.

(G.OI. MH.A. OM. No. 25/1/49-Estt. dated 10-1-1949
received with CAG Lr. No. 40-NGE. 11/345-62/11-1-
1963)

(iii} In the case of Government servants who have been al-
lowed to join the Civil Defence Service as Volunteers the period
of absence when they are called upon to perform any such duties
during office hours, will be treated as special casual leave. This

10— 9 AG Kerala/90



70

3.09] qTFTA EREE

it & (Ao @m adl g, St AmfeR v el #

QUi AT TR ifed g g |
(wre =, g HATd FATAT 97 Ho  47/7/63
Sez(m) faiw 23-5-1963, @1 TS 7@ Fo 990/

Y

G8er/94-63 fadis 4-6-1963 F =T 9TH %)

(5) @ (FAK u¥er # WO NAT.— TA FEE FEHINE]

o]
Fr FrEt ATEREHER AEET ST AT A0, S A FEEE 6T
¥ wifge 2T AOET THI 96 T ET A gt @ e
faeeft ¥ ofw ad wmfem o feEE AT 99E 6 AT
EESLIEAN
(1)%&6@%’?q’r§ﬁmﬁﬁrﬁ%waﬁﬁm"r
§ zgew ¥ fau smifem aefy & faw, @1 14 faw
T afas T &1
(2) wererit & faedt wTy AT ATE ST F f st
Fq T HA AAE )

(6) Faamitg TR qverelt &t wAL—(i) () o
TR AAET 39 ST WA=l w T oz, W fawri
qdyerr AT § as9 & Avm g W1 fR oA AT A g
e 7 &1 aCErr A § GErd A (SF Fe HiEams a6
% fm SRS AT AT da wfeaTiETas T, dgo
agende (A1) ¥ Wgd AW F WAT F O faanfer ader
o) =@ swre A whens & o grafead TEEm # ARG
ﬁaamqﬁﬁwm%mmaﬁﬁ@,ﬁ
qere § (rweda TEr FE a9 g W H oAatEd TET
% fqo @y AIHfEHF ATR g T AT FAANA
A zw gFE A ThEwd ¥ Ay ¥ faw G swwoan o
FEAT A ARl B

(@) faswie srerfadi #7189 A% gaT AEE BT
ST SE——afefa qAT TOEn, geE T, oife aw w



70

CHaP. 3] LEAVE © [3.09

concession would not be applicable to Government servants who
ioin Civil Defence Organisations on a whole time basis.

(G.0I M.HA. OM. No. 47/7/63-Estt. {A)y dated 23-5-1963
received with CAG Lr. No. 990/Audit/94-63 dated

4-6-1963)

(5) Participating in Republic Day Parade.—-Central Govern-
ment servants who join the Lok Sahayak Seva and win certifi-
cates of merits may be granted, when required to participate in a
Republic Day parade held annually in Delhi special casual leave
for:

(1) a period not exceeding 14 days required for their stay
in Delhi in connection with the parade and

(2) the minimum period required for their journey from the
headquarters to Delhi and back, ‘

(6) Appearing in Departmental Promefion Examinations.—
(i} {a) Special Casual Leave is admissible to Central Government
servants who are eligible to appear at deparimental promotion
examinations which are neither obligatory nor entail a condition
of preferment in Government service (e.g.., limited competitive
examinations for Section Officers’ grade of the Central Secretariat
Service, Departmental Examination for recruitment to Group IV
of LES. (B) etc.). Special casual leave for these types of Exa-
minations will cover the actual duration of the examination con-
cerned plus the minimum period required for the journey to and
from the examination centre nearest to the Headquarters station,
where such examination is held outside the Headquarters. No
travelling allowance will, however, be admissible to the Govern-
ment servants appearing at these examinations. £

{(b) Special casual leave will not, however, be admissible  to
departmental candidates for appearing at the open competitive
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examination held by the Union Public Service Commission e.g.
Combined Service Examination, Assistant Examination efc.

(ii) Government servants can combine special casual leave
with ordinary casual leave (but not with regular leave) for the
purpose.

(iiiy The power of granting special casual leave under this
para will be exercised by the Head of Department/Office concern-
ed.

(G.OI M.H.A. Memorandum No. 46/26/63 dated 2-12-1963
received in CAG Lr. No. 2033/292-62 dated 16-12-1963
case Esit. 10-28/63-64)

(7) Appearing at proficiency test conducted hy Subordinate
Service Commission for Stenographers.—The period of absence
by the candidates who appear for the proficiency test conducted
by the Subordinate Service Commission for grant of advance
increments to stenographers (ordinary grade) may be treated as
special casual leave by the Head of the Department/Office. Such
leave may be permitted to be combined with ordinary casual
leave, but not with regular leave.

(G.0.1. M.H.A. Deptt. of Personnel and Administrative Re-
forms O.M. No. F. 28016/5/80-Ests. (A) dated 23-12-80)

(8) Appearing in Hindi Examinations.—Special casual leave
may be granted to the Central Government servants who appear
at the Probodh, Praveen and Pragya Examinations in Hindi,
conducted by the Central Board of Secondary Education, Ajmir
on behalf of the Government of India, Ministry of Home Affairs,
as well as to candidates who take examinations in Hindi Type-
writing and Hindi Stenography for the days on which they take
those examinations. subject to the condition that a candidate will
not be allowed such leave on more than two occasions for the
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same examination. No conveyance charges or T.A. will be paid
to the examinees.

A Government servant who has to travel from his station of
posting to the station where the examination is held and back.
may avail himself of ordinary casual leave for the days spent in
transit and if no such leave is admissible to him special casual
Jeave may be granted to him for the days spent in transit also.

(G.0I. MH.A, O.M. No. 28/15/57/H. dt. 3-2-1958 recd. in
CAG Lr. No. 448-NGE.I1/57-58 dated 12-2-1958 Case
14-124/52-58 and No. 577-NGE.I1/4-62 dated 28-2-1962)

(9) Voting in elections.—If the polling date in the area in
which a Central Government employee resides is different from
the polling date in the area in which his office is located, special
casual leave should be granted to him on the former day, if on
that day he casts his vote.

(C.A.G. Lr. No. [101/NGE.I/19-66 dated 2-6-1967 case
Estt. A/11/16-26 Vol. 13}

(10) Dislocation of traffic due to natural calamities, bandhs
ete.—Where the Ministry/Department concerned is satisfied that
the absence of a Central Government employee was entirely due
to the reasons beyond his control, e.g. due to failure of transport
or disturbances or picketing or imposition of curfew, etc., special
casual leave may be granted to regularise the absence. In case
the absence is due to failure of transport facilities, however.
special casual leave will be admissible only in ‘cases where the
‘government servant had to come from a distance of more. than
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3 miles to his place of duty. Such leave can be sanctioned by
Head of Department. All cases where special casual leave has
been sanctioned by the Head of Department should be reported
to the Ministry/Department/C.A.G. of India as the case may be.

Note : 1. Where the Government servant had applied for
leave for genuine reasons, e.g.. medical grounds, of which com-
petent authority is satisfied. leave of the kind due and admissible.
including casual leave. may be granted to him.

(G.OJ. Deptt. of Personnel O.M. No. 27/6/71/Ests{B)
dated 1-11-1971 and G.O1. MH.A. Deptt. of Per-
sonnel and Admn. Reforms O.M. No. 28016/1/79
Ests-A. dated 28-5-1979)

2. The report of special casual leave sanctioned by the Ac-
countant General (Audit) to regularise absences due to disloca-
tion of traffic should be sent to CAG of India half yearly on
10th July and 10th January every year covering the period upto
June/December.

(C.A.G’s Lr. No. 1747-NGE.I/56-78 dated 20-6-1979}

(11) Attending meetings of Co-operative Societies.—Mem-
bers, delegates of micrabers, muanaging Committee members and
office bearers of co-operative societies (formed exclusively with
Central Government employees) who are posted outside the
headquarters of the societies may be granted special casual leave
upto a maximum period of ten days in a calendar year plus
the minimum period required for the journeys to attend such
meetings. Members of Co-operative societies whose bye-laws
provide for attending annual general meetings/special general
meetings through delegates of members will not be eligible for
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special casual leave and in such cases only the elected delegates
will be eligible for this special casual leave. However, if the
members are required to participate in any meeting outside the
headquarters of the Society, for the purpose of electing their
delegates, they may be granted special casual leave.

The power to grant special casual leave under these orders
will be excrcised by Heads of Departments as defined in Supple-
mentary Rule 2(10) in the case of Government servanis under
their administrative control and by the Ministries of Govern-
ment of India in other cases. Special casual leave under these
orders will be allowed to be combined with ordinary casual
leave, but not with regular leave. Holidays intervening if any.
will not be ignored, they will form part of special casual leave,

(G.O.1. M.H.A. O.M. No. 46-72/63-Ests(A) dated 14-1-1964)

Note: These orders have been extended for grant of speciai
casual leave to Government employees who are members, office
bearcrs, etc of co-operative societies and who are posted at the
same place as the headquarters of the co-operative societies, sub-
ject to the following additional conditions:

{i) Special casual leave should be granted only to covel
the actual period of unavoidable absence and subject
to exigencies of work. If the absence will be in the
forenoon or in the afternoon only. special casual leave
will be granted only for half a day to cover the actual
period of absence.

(i) The Government servant should furnish a certificate
from the Co-operative Society concerned to the effect
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that he actually atiended tie meeting. indicating the
\ime and duration of the mecting.

(G.OI. M.H.A., Deptt. of Personnel and Admn. Reforms
O.M. No. 28016/1/84-Est. (A) dated 19-6-1984)

(12) Donaiing bisod.—The employees of the Government
of India, both industrial and non-industrial, who donate blood
to a recognised blood bank on a working day can be granted
special casual lcave for that day. in order to give them rest.

(13) Undergoing sterilisation operation under Family Wel-
fare Prozramme.—Special casual leave connected with sterilisa-
tion und:r Family Welfare Programme may be granted to Cen-
tral Government employees to the extent indicated below. Such
special casual leave may be suffixed as well as prefixed to
regular leave or casual leave. It should not be allowsd to be
prefixed or suffixed both to regular leave and casual leave. The
interveming  holidays can however. be prefixed or suffixed to
regular leave as the case may be.

Note: It has been clarified by Government that there cannot
be any gap between the date of operation and the date of com-
mencement of special casual leave granted for sterilisation opera-
tion under Family Welfare Programme.

(G.01. MHA. D.P.& AR. Lr. No 3518/82-Estt(A) dated
13-10-1982)

(a) Male Government employees who undergo vasectomy
operation may be granted special casual leave not exceeding
six working days. 1 any employee undergoes the operation
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for the second time on account of failure of the first operation,
special casual leave not exceeding six days may be granted
again on production of a certificate from the medical authority
concerned to the effect that the second operation was perform-
od due to the failure of the first operation.

Note: In the case of operation for the first time interven-
ing holidays should be excluded while calculating the period of
special casual leave.

(b) Female Government employees who undergo tubectomy
operations-whether puerperal or non-puerperal may be granted
special casual leave not exceeding 14 days.

Note: 1. This provision and provisions in items (e) and (D)
below are applicable to cases where the sterilisation operation is
performed by laparoscopic method also.

2. If the operation is conducted for the second time due
to failure of the first operation, special casual leave not exceed-
ing 14 days may be granted again on production of a medical
certificate from the prescribed medical authority concerned to
the effect that the second operation was performed due to the

failure of the first operation.

(c) Female Government employees who have insertions of
intra-uterine contraceptive devices may be granted special casual
leave on the day of IUCD insertion.

Note: Those who have re-insertion of Intra-Uterine Device
may be granted special casual leave on the day of L.U.D. re-

insertion.

(d). Female Government employees who undergo salpingec-
ter Medical Termination of Pregnancy (MTP),

tomy operation af
ccial casual leave not exceeding 14 days.

may be granted sp
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(¢) Male employees whose wives undergo puerperal or non-
puerperal tubectomy operation for the first time or for the second
time due to failure of the first operation, may be granted special
casual leave for 7 days subject to the production of a medical
certificate stating that their wives have undergone tubectomy
operation or that their wives have undergone tubectomy opera-
tion for the second time due to failure of the first operation, as
the case may be. It shall not be necessary to state in the certifi-
cate that the presence of the Central Government employee is
required to look .after the wife during her convalescence.

Note: See Note 1 below item (b) above,

(f) Male employees whose wives undergo tubectomy/salping-
ectomy operation after Medical Termination of Pregnancy (MTP)
may be granted special casual leave upto 7 days subject to the
production of medical certificate stating that their wives have under-
gone tubectomy/salpingectomy operation after medical termina-
tion of pregnancy. It shall not be necessary to state in the certi-
ficate that the presence of the Central Government employee is
required to look after the wife during her convalesence;

Note: See Note 1 below item (b) above.

() A Government employee who requires special casual
leave beyond the limits laid down for undergoing sterilisation
operations owing to the development of post operation compli-
cations may be allowed special casual leave to cover the period
for which he or she is hospitalised on account of post operational
complications subject to the production of a certificate from the
concerned hospital authorities/an authorised medical attendant.
In addition. the benefit of special casval leave may also be
extended to the extent of 7 days in case of vasectomy operation
and 14 days in case of tubectomy operation to such Government
servants who after sterilisation operation do not remain hospita-
lised. but at the same time are not found fit to go to work,
subject to the production of a medical certificate from the appro-
priate authority in the concerned hospital/an authorised medical
attendant.

11--9/AG/Kerala/90
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Note: The period of additional casual leave in such cases
cannot be unlimited and should be restricted to 7/14 working
days.

(h) Government employees who undergo operation for re-
canalisation may be granted special casual leave upto a period
of 21 days or actual period of hospitalisation as certified by the
authorised medical attendant, whichever is less. In addition.
special casual leave can also be granted for the actual period
of the to and fro journeys performed for undergoing the opera-
tion. These concessions are admissible (without any commitment
to the reimburscment of medical expenses) to Government cm-
ployees who (a) are unmarried or (b) have less than two children
or (c) desire recanalisation for substantial reasons, e.g.. a person
has lost all male children or all female children after vasectomy/
tubectomy operation performed earlier. subject to the following
conditions:—

(i) The operation should have been performed in a hospi-
tal/medical college/institute where facilities for recan-
alisation are available. If the operation is performed
in a private hospital, it should be one nominated by
the State Government/Union Territory Administration
for performing recanalisation operations.

(ii) The request for grant of special casual leave is sup-
ported by a medical certificate from the doctor who
performed the operation to the effect that hospitalisation
of the Government servant for the period stipulated
therein was essential for the operation and post-opera-
tion recovery.

(G.01. MH.A. DP & AR O.M. No. 28016/3/78-Estt (A}
dated 6-8-1979. O.M. No. 28016/1/80 Ests (A) dated
30-4-1981 and O.M. No. 28016/5/83-Estt (A) dated
25-1-1984)
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(14) For appearing befere Medical Resurvey Boards and
for going to Artificial Limb Centres by Ex-servicemen re-em-
ployed as civilians—Head of Departments as defined in the
Supplementary Rule 2(10) in the case of Government servants
under their control and the Ministries/Departments of Govern-
ment of India in other cases, may, after satisfying themselves
about the merits of ecach individual case, grant special casual
leave upto a maximum of 15 days (including transit time both
ways) in a year, on the basis of discharge certificates to

(i) ex-servicemen re-employed as civilians for appearing
before Medical Resurvey Boards for assessing their
disability pension, and

(i) ex-servicemen who had sustained injuries during opera-
tions and are re-employed as civilians to enable them
to go to Artificial Limb Centres for replacement of the
artificial limb(s) or for treatment.

(G.O.I. Cabinet Secretariat, DP & AR OM No. 28016/12/
75-Estt(B) dated 4-5-1976)

3.10 Compensation leave.—(i) Compensation leave may be
granted to Government servants other than field staff and inspec-
tion staff, holding non-gazetted posts (other than staff car drivers)
whose pay as defined in F.R. 9(21)(a) does not exceed Rs. 750/-
p.m. (pre-revised) and who have been required by a competent
authority to attend office on holidays in order to attend to urgent
work arising from circumstances beyond the control of the Gov-
ernment servant which cannot be postponed in public interest to
the next day. Government servants who hold supervisory posts
will be cligiblz for compensation leave only if the following
conditions are fulfilled:

(a) they are in direct and continuous contact with staff they
supervise.
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(b) they work the same hours as the staff under them.
and i.e.. they are themselves subject to the Kind of super-
vision which would enable them ordinarily to obtain
prior approval for overtime.

Note: |. An Officer not below the rank of an Under Secre-
tary to Government of India or comparable status in an attached
office and the Head of Office declared under Rule 14 of D.F.P.
Rules, 1978 in any other office or any other officer in that office
not lower in rank than that of the Head of the office will be
“competent authority” for this purpose.

2. 1f an employee is required to attend office earlier than
the prescribed hours of work. he should normally be allowed
to leave office correspondingly early.

3. Staff who are required to perform overtime duty for tull
prescribed hours of work on holidays or off days should, as a
rule, be granted compensatory leave, in lieu. Where an employee
is required to work for half a day or less, e.g. from the time
office opens till lunch time, two such half days should be taken
as equivalent to one [ull day for the purpose of grant of com-
pensatory leave. Where necessaty half a day’s compensatory
leave may be given.

4. Normally compensatory leave should be granted within
one month of its becoming due.  This condition may be relaxed
in exceptional circumstances when the Head of the Department
is satisfied that the grant of compensatory leave to all the staff
within a month would cause serious dislocation of current work.

5. There will be no limit upto which compensatory leave
may be allowed to accumulate. but not more than two days.
compensatory leave may be allowed to be availed of at a time.
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6. A working day on which the office is closed for special
reasons (e.g. on the demise of a dignitary) after the prescribed

opening time but before the prescribed closing time. shall be
treated as a holiday for this purpose only from the time the
orders for closing the office reach the office.

7. Compensatory leave granted in lieu of duty performed on
holidays may be treated as a holiday and combined with leave
under the provisions of Rule 22 of Central Civil Services (Leave)
Rules, 1972 - vide Note below the said rule.

(G.0.I, M.F. (DE) O.M. No. 15011/2/E/11(B)/76 dated
11-8-1976)

(i) It will be the responsibility of Assistant Audit Officers/
Section Officers to ensure that the persons concerned have in
fact worked ‘full-time’ during the period of attendance on holi-
days. They should attest the entries in the Register prescribed
in para 2.15 (3) on the same day if they are present: otherwise,
they should assess the out-turn of the holiday work the next
day and certify that the work done justifies grant of compensa-
tion leave. Wherever deemed necessary, the register maintain-
ed at the main entrance to the office—vide para 215(4)—should
be referred to in order to ascertain whether the persons apply-
ing for compensatory leave had actually attended office on the
holidays.

(0.0. No. 316 (Estt)/A/14/474 dated 16-6-1976)



82

3.10] ECEk) [ereama 3

(1} 8@ 7 geemng fr war fmdy qaw % fo
AW e g 9% am aftqed sEmww s Gem s
atfed 1 f67 o wwimfc e 3§ F1 amfw A @ afz
ATEA F AT FE AAT F AT FT FET AEIIE A |
97 fad W 39 www (1) &Y fewfi—s 3 fagifer ow awr
q A1 faT &7 #m # o o973 gh wmwow A dwr oaw Bz
& ST HFAT § |

(AT EORTT (UAUT) i@ ame go 15011/2/%
1 (1) /76 feamw s5.5.1978)



82

CHav. 3] LEAVE 13.106

(iii) Government of India have reiterated that the staff re-
quired to attend duty on holidays should be granted only com-
pensatory leave. There will, however, be no objection to payment
of overtime allowance if they are required to work on holidays
beyond the normal working hours. The limit of two days at a
time prescribed in Note 5 to sub para (i) above can also be
relaxed upto the extent of leave accumulated.

(G.O.1. M.F. O.M. No. 15011/2/E.II(B)/76 dated 8-5-1978)
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CHAPTER 4
SYSTEM OF CORRESPONDENCE

4.01 General.—The General Section is responsible for the receipt.
registration and distribution of the inward correspondence. The
tapnls received in the office will be examined by the Assistant
Audit Oflicer/Section Officer in charge of the General Section,
who will arrange to send to the Accountant General (Audit) all
covers reccived from the Comptroller and Auditor General of
India and Government of India for being opened in his presence.
All cther letters, etc. will be opened in the presence of Audit
QOfficcr in charge of General Section.

Note: The covers from C.A.G. and Government of India
received in the Branch offices will be opened in the presence of
Sr. DAG(I&W)/DAG(RA-Central) whenever they are present,
and in their absence in the presence of the Audit Officer/Assist-
ant Audit Officer nominated by the Group Officer.

4.02 Central Registration.—All the papers and documents receiv-
ed in the office should be stamped with the office stamp showing
the date of receipt. Letters received from the CAG, the Gov-
ernment of India, and the State Government, registered letters
received by post. U.O. references and letters forwarding Service
Books should be diarised before distribution to the concerned
sections, by General Section in separate Index Receipt Registers
in Form Sy. 318A. Ordinary letters not falling under any of
the above categories are not diarised centrally. In assigning
index numbers to the letters diarised centrally, abbreviations
indicating the catagory should be prefixed, e.g. G.I. for Govern-
ment of India. Ar. G1. for CAG of India, G.F. for Government
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of Kerala, Finance Department, GR for Government of Kerala,
Revenue Department, Reg. for letters received by Registered
Post ete.

Nete: In the main office the Central Index Register of letters
received from CAG of India is maintained in AG’s Secretariat.

4.03 Circulation of dak.—All letters from the CAG of India
and Government of India, important orders of the State Gov-
ernment, important communications from departmental offices.
references containing complaints of delay or expressing dissatis-
faction with the office and other references of importance should
be collected and sent for the perusal of the Accountant General
(Audity and Group Officers, before distribution among con-
cerned sections, alongwith a circulation slip in Form S.Y. 241
in which the officers will note the time of return after perusal.

Note: 1. References received in branch offices need not be
sent in advance to Accountant General (Audit) for perusal,
except in cases where the Group Officer decides otherwise.

2. References containing complaints should be dealt with
as laid down in para 4.18 (f).

4.04 Distribution of dak.—The letters and documents received
in the General Section are marked according to sections and
sorted section-wise. In order to avoid delays due to mis-mark-
ings, in cases of doubt, the relevant sections should be consulted
before marking a paper to a particular section. Dak Transit
Registers, one for each section, in Form S8.Y. Spl. K. 47 are
made use of by the General Section for distribution of the dak
among the various sections. For this purpose, the registers
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should be collected daily (before 1 p.m.) from the sections con-
cerned by the Group D attached to General Section. The
General Section will enter the total number of letters under each
category in the relevant columns in the register and send the
register along with the papers to the sections through the con-
cerned Branch Officers before 4 p.m. every day. The letters thus
sent should be accepted by the Assistant Audit Officer/Section
Officer of the Section by setting his initials in the Dak Transit
Register. He should thereafter generally examine the papers
and if he finds that any letter received does not pertain to his
section, he should transfer them without delay to the concerned
section in accordance with the instructions in para 4.12.

Note: Important documents like service books, Savings Bank
Pass Books, etc. will not be sent through the Dak Transit

Registers. They should be sent through special transit registers
and acknowledgement obtained.

4.05 Purport Registers.—(i) Every section will maintain a Pur-
port Register in Form SY 318 A wherein all inward letters and
documents received in the section should be diarised in serial
order. Papers requiring urgent disposal should be indexed in a
separate Purport Register. Separate purport registers should
also be maintained for indexing complaints received in the office.
The Assistant Audit Officer/Section Officer should specially see
that all the letters. ctc. received in the Section through the Dak
Transit Register or otherwise are diarised immediately on receipt.
He should also ensure that the papers are distributed by the
Clerk /Typist on the same day they are received and dated
acknowledgPments of the dealing hands obtained in the purport
register. In the absence of Clerk/Typist. he shou'd make proper
arrangenients so as not to dislocate the work of diarising and
12—9 AG/Kerala/90
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distribution of papers. Branch Officers should check at least
once a week the records kept with the Clerk/Typists to ensure
that there is no delay in diarising and distributing the dak.

Note: 1. The Assistant Audit Officer/Section Officer should
promptly bring to the notice of the Branch Officer, important
papers if any, received otherwise than through the dak.

2. Incoming reminders which invite reference to letters bear-
ing dates more than a month earlier should be treated as urgent
and diarised accordingly.

(ii) The section concerned should see that all enclosures to
the letters, etc. have been received. In case any document is
wanting, action should be taken promptly for getting it.

(iii) In case of letters from C.A.G., Government of India,
etc. for which separate centralised Index Registers are maintained
(vide para 4.02) the index numbers allotted therein should also
be indicated just below the regular serial number in the section
purport register.

(iv) The inward Purport Registers should be closed on the
7th, 14th, 21st and 28th of every month (or the immediately
prec=ding working day if any of these days is a holiday) and
submitted to the Branch Officer, along with the report of un-
answered letters in Form Sy. Spl. K. 2 (vide para 4.49). These
closings should indicate the position of outstanding letters etc.
received upto 28th of the previous month and 7th, 14th and
21st of the month respectively. The outstandings should be
analysed and exhibited under three categories, viz., (i) those
outstanding for over one month, (i) those outstanding for two
weeks or niore but not more than one month, and ({iii) those
outstanding for less than two weeks. Assistant Audit Officer/
Section Officer in charge of the Section should analyse all cases
pending for two weeks or more and arrange to expedite the
disposal. Letters outstanding for over one month should receive
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the personal attention of the Branch Officer who should review
each case and arrange for their immediate disposal.

Note: When the Purport Register of complaints is closed
on the 14th and 28th, a report of the outstanding complaints,
if any. should be submitted to the Accountant General, viith
a detailed analysis.

(v) The particulars of disposal of a letter as well as the
file order shou'd be noted in the relevant column of the Pur-
port Register and initialled with date by the Sr. Auditor/
Auditor concerned. The disposal should be got attested by
the Assistant Audit Officer/Section Officer against the current
number in the purport register. The Assistant Audit Officer/
Section Officer should see that this is done before the report of
unanswered ietters is prepared.

Note: The disposals marked should be test checked by the
Branch Officer and the item test checked should be indicated
in the report of unanswered letters and ~also by initialling
against the current number in the Purport Register.

4.06 Unsigned and incomplete letters—If any document is
received unsigned or incomplete in any respect or is not re-
quired by this office, the section to which it is marked shouid
take action on it and not the General Section. In cases where
a letter or a paper is wrongly delivered to this office or when
a reminder is received to a letter which is not traceable prima
facie, the General Section should at once send the letter or
paper to the proper office or cell for a copy of the leiter to
which attention has been drawn.

4,07 Inward demi-official letters.—All ordinary (i.e., non-con-
fidential) D.O. letters addressed to the AG/DAG by name will
be entered in separate registers maintained by their stenogra-
phers and sent with the register, through the Branch Officer
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concerned to the Assistant Audit Officer/Section Officer of the
respective  sections who will give necessary acknowledgement
in register. D.O. letters received by the gazetted officers will
also be handed over to Assistant Audit Officer/Section Officer.
These are then diarised in the section purport register and
taken up for disposal with utmost promptitude.

4.08 Inward Un-official (U.O.) references.—All U.0. references
should first be shown to the A.G. before they are centrally
diarised by the General Section and distributed among sections.
Wherever a U.O. reference is received by a Branch Officer or
a Section direct from the A.G. and if it does not show that it
has been registered by the General Section he should first send
it to the General Section for registration and return.

4.09 Inward reminders—The General Section while sorting out
the inward letters, should collect all reminders and submit them
* to the A.G. for perusal. On receipt of the reminders, the con-
cerned Section should investigate the causes of delay and make
immediate arrangements to expedite the disposal.  All second
and subsequent reminders should be submitted to the A.G.
with explanations for the delay.

4.10 Sccret and Confidential leiters.—(a) Detailed instructions
regarding handling of secret and confidential letters are con-
tained in the Departmental Security Instructions. All confiden-
tial letters received in the General section whether addressed
to the A.G. or a Group Officer or a gazetted officer by name
or received by the office direct with outer cover addressed by
designation but inner cover marked ‘confidential’ will be de-
livered personally by the Assistant Audit Officer/Section Officer
of General Section to the officer concerned. The inner cover
marked confidential should be opened by the addressee himself.
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Contidentia] covers should not be opened in the section mor
should confidential papers be received in the office in the usual
course. All transfers of confidential letters should either be

made personally by a reliable and responsible person or through
the -confidential box.

(b) “Secret” and “Confidential” letters should remain V‘in
the custody of a responsible officer. At the same time the otlice
also should be aware of the existence of such a Confidential
letter on particular subject so that the section may be responsi-
ble for inviting reference to the letter in question, whenever
a case to which such confidential orders relate, is put up. To
this end., as soon as a “secret” or a “confidential” letter is
received. the section should be notified by the officer. This
should be done by issuing a memo in the following form and
the fact that such a memo has been issued should be noted in
the secret or confidential communication itself.

MEMO
Confidential Letter NO-wooovvrevnen. dated.... ... 02
from the ........coocvvieninnnnns on the subject ...........coooeeeeiniss is
in my personal custody. (filled in..........ocoooiiiiiinn L)

Please note and diarise.
A.O./.DAG/A.G.

These memos should be pasted chronologically in a guard
file in the section in which these are received and a snitable
index also recorded on the file cover. The file should be
reviewed by the Assistant Audit Officer/Section  Officer  fre-
quently to keep himself acquainted with the orders in regard
to which he has to invite a reference whenever cases to which
these orders relate, are dealt with. As regards “confidentia)”
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letters, discretion is given to gazetted officers to decide which
letters should remain in their custody and which could be
safely made over to the Assistant Audit Officer/Section Officer.
Gazetted Officers should also periodicaily review the “Secret”
and “Confidential” letters in their custody with a view to seeing
which of these can either be destroyed or made over to the
secticn. The need for secrecy may sometimes disappear with
the passage of time.

On the occasion of transfer of charge, Gazetted Officers
will list out and hand over to their successors the confidential
files in their custody along with keys, valuables, etc.

(CAG Endt. No. 1618-Admn.1/2252 dt. 10-10-1952

4.11 Service of Court Summons.—Summons to attend a court
should be served on the person concerned without any delay
under the personal responsibility of the Assistant Audit Officer/
Section Officer of the General Section. The summons mis-
directed to this office, should be despatched to the Head of Office
concerned the same day under intimation to the court.

4.12 Transfer of letters, papers, etc. from one section to another.—
(i) Letters etc. should not be transferred from one section to
another through the General Section. Inward papers marked to
a particular section by the General Section should be accepted
by the section to which they have been marked. Such of the
papers as do not relate to that section should be sent to the
sections concerned by the receiving section not later thar the
succeeding day of receipt through section transit register and
reference made in the purport register accordingly.

(ii) While going through the daily dak, the Assistant Audit
Officer/Section Officer should mark correctly the papers which
pertain to other sections over his dated initials, if this has
not been done by Branch Officer. In case there is a
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difference of opinion between sections as to who should initiate
action on any paper, it should be put up without loss of time
0 the Branch Officer for giving correct marking on the paper.
The Branch Officers of the concerned sections should there-
upon discuss the matter between themselves and decide the
issue immediately instead of tossing the paper from seclticn to
section. Such re-marked letters should be sent to the concerned
section immediately through the Section Transit Register.

(iii) If the section to which a paper has been transferred
declines for some reason to accept it, the section which initially
received the papers should refer the matter to CASS (Co-Ord)
Section {or advice. Such references should be made to CASS
(Co-Ord) Section only after the Branch Officers concerned have
examined the case.

¢Givy Tf transfer of a paper becomes necessary for note or
obtaining remarks of another section. it should also be sent
through the section transit register and dated acknowledgement
obtained.

(v) It is the duty of the section which first receives such a
paper and which is responsible for eventually filing it. to see
that it is returned by the section to which it is transferred. without
avoidable delay. Till the paper is received back and acticn
completed under proper file order it should be shown as outstand-
* ing in the section purport register.

{vi) All papers of an urgent nature that may be sent by an
officer or section to another should have urgent slips attached in
a conspicuous place so that these may receive precedence over
others.
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(vii) The Clerk/Typist in the section should enter all papers
marked for other sections in the Section Transit Register and
hand them over to the Group D official attached to the Section
for delivering to the sections concerned.  The Assistant Audit
Officer/Section Officer should review the Transit Registers daily
and see that the intersectional papers are transferred to the con-
cerned sections within 24 hours of their entry in the register. 1In
the case of letters requiring urgent action, necessary arrangements
should be made for their delivery to the concernzd sections im-
mediately.

(viii) The section transit register should be closed and sub-
mitted to the Branch Officer every Monday showing the number
of undelivered letters with reasons for the delay. The Branch
Officer should generally satisfy mmself that the instructions in
regard to transfer of papers to other sections are complicd with,
when the Transit Register is submitted to him.

4.13 Valuables—(a) Receipt and Custody.—All registered covers
and local sealed letters containing valuables are opened by the
A.O. (General) and the valuables contained therein are kept by
him in a safe until they are required for disposal. He will write
the word ‘received’ with his initial and date on the letters or
covers with which the valuables are received.  If the particulars
of valuables have not been clearly given in the covering letier
or cover, he will also record those particulars over his initials.
The letters or covers will then be entered in the register of valu-
ables (Form No. Sy. 249) which will be submitted to the A.O.
(General) for initials with the least possible delay. The cover-
ing letter or cover, will then be sent to the concerned section
which will acknowledge its receipt in the register.  The dealing
Sr. Auditor/Auditor in the section will in due course obtain the
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valuables from the A.O. (General) while disposing of the cover-
ing letter or the document in the cover.

(b) Review of Register of Valuables.—The Audit Officer
(General) will review the register of valuables on the 15th of
every month and initial in the last page so reviewed after satis-

fying himself that all the valuables have been properly disposed
of.

{c) The Sections which handle a good number of valuables
should open separate registers in form Sy. 249 and mark the dis-
posals in the relevant columns of the register. The Assistant
Audit Officer/Section Officer will ensure that the disposals of the
valuable articles received by them are watched through this regis-
ter. The Branch Officers will also keep a close watch over this
item of work in the section under their charge.

{Cir. No. GI. Sn. 1/1-18 dated 16-6-1967).

4.14 Queries by Gazetted Officers.—(a) Queries by the Accoun-
tant General or other Gazetted Officers on any inward paper
should be answered within three days of receipt of the paper in
the section. If a complete reply cannot be given within that

time, the letter must nevertheless be put up to the officer with
an explanation for the delay.

(b) All inward letters. files, etc.. on which remarks have been
made by the Accountant General or another officer, should be

put up to the appropriate level before finally disposing of the
case.

{Cir. No. T.M. V/11-32/61-62/394 dated 13-12-1961).
13 —9 AG/Kerala/90
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415 Remarks on letters.—Inward papers must not be defa-
ced by notes or queries by Assistant Audit Officers/Section
Officers. Short directions such as ‘previous papers’, “file’ ‘make
up case’, etc., may, however, be entered.  Other directions or
remarks should be recorded only in separate note sheets.  Writ-
ing drafts on inward papers is strictly forbidden.

4.16 Return of letters or documents in original—Inward letters
and documents which are to be returned in criginal should not
be defaced by any writing or initials. ~ Such entries should be
confined to a covering sheet attached to it. Before these are
returned with the remarks of this office or transmitted to another
office, a typed copy each of the original references should be
kept in the relevant file for subsequent reference, ii necessary.
Redirection of letters obviously missent to this office is a permis-
sible exception to the above procedure.

4.17 Intersectional Memoranda.—Memoranda and notes addres-
sed from one section of the office to another either by the Section
Officer or through the Branch Officer should receive as much im-
portance as other correspondence.  These should be treated as
inward receipts and disposed of promptly.

4.18 Disposal of Papers.—(a) Letters received in a section should
be taken up immediately for disposal. In cases of absence of
members of the staff on leave, etc., Assistant Audit Officers/
Section Officers are expected to make suitable arrangements for
disposal of papers. The prompt disposal of all urgent letters
should receive the personal attention of the Assistant Audit Offi-
cer/Section Officer.
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(b) When the dak is examined by the Branch Officer daily,
he should give proper guidance and indications for disposal on
the papers themselves before passing them on to the sections.

(C.AG. Lr. No. 3955-Admn. 1/604-68, dated 26-12-1960 in
case Estt. 13-24-Vol. TI).

(c) A section receiving a Government order should scrutinise
at the dak stage itself whether it requires action in other section
or sections. If so, sufficient copies should be made out imme-
diately and sent to the concerned sections under the initials of the
Assistant Audit Officer/Section Officer. In case any reference
of a general nature is to be issued by a section on a Government
order which concerns other sections also, all the sections should
be consulted. The issue of the reference may also be inti-
mated to the concerned sections so that a similar reference
may not issue from other sections.

(0.0. TM. TV/II-179/43 dated 27-6-1957).

Note: Orders of a general nature received in a section
should be circulated among the Sr. Auditors/ Auditors as soon as
they are received. The AAO/SO should ensure this.

(0.0. No. TM V/11-32/61-62/394 dated 13-12-1961).

(dy All U.O. references should be treated as very urgent and
normally disposed of within a week of their receipt.

(e) Disposal of D.O. letters addressed to the Accountant
General, Dy. Accountant General or the Branch Officer by name
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should invariably be shown to them even if they have not specifi-
cally called for the papers. Prompt attention should be paid
to D.O. letters which express Of suggest dissatisfaction with the
work of this office and notes submitted should contain a clear
statement of the circumstances leading to the complaint.

() All complaints received in this office, whether by name
or by designation, whether direct or through C. & A.G. should
be promptly and properly disposed of. The foliowing procedure
is laid down with a view to ensure expeditious disposal of all
complaints:

(iy All complaints addressed to A.G. by name and those
received through C.A.G. will be indexed by the Secre-
tary to the A.G. who will thereafter hand over them
to the Sr. DAG/DAG for perusal and transmission to
the Branch Officers concerned.  The Branch Officers
will ensure the speedy disposal of the complaints. In
case may delay is anticipated, an interim reply, should
be given to the complainant over the signature of the
Branch Officer.

(ii) As soon as the complaints are disposed of, details of
their disposals should be given to the Secretary to the
A.G. Cases should be submitted to A.G. for perusal
wherever it is indicated so in the complaints received.

(iii) The Secretary will close the index register every week
and list out the outstanding complaints.  Alternate
closings should be submitted to the A.G. with an analy-
sis of complaints remaining undisposed off for a fortnight
and more.
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(g) No inward paper should be filed without a “file order”
by the Branch Officer or the Assistant Audit Officer/Section Offi-
cer. Important letters and all letters from the State Govern-
ment. the Government of India and the C.A.G. should not be
filed except under orders of the B.O.  Particulars of action taken
and particulars of the file or case in which the paper is filed should
invariably be recorded on all letters as under :

“Reply issued letter No.............. datedi. oo, File case
No. Admn. 1/14-18/85-86".

419 Oral consultations—FEach auditor is expected to acquire
an exfert’s knowledge of the work entrusted to him. He should
be ablt to give a definite opinion on ordinary cases and not merely
raise dhubts.  If he has doubts, he should consult the AAO/SO
orally before writing notes.  Personal discussions may also be
resorted to between the Branch Officers and AAQO/SOs with a
view td avoid lengthy notes and to facilitate speedy disposal,
especialy in urgent cases. :

420 Wrting of Office notes.—(a) Orders of Branch Officers
should ivariably be obtained on doubtful points through office
notes.  The notes should be brief and should state the question
at issue ad give reference to the rules and precedents having a
bearing @ it and also give suggestions for action.

(b) T must be remembered that every official, dealing with
a case wi read or has read the paper under consideration and a
note shold never repeat its contents. In some cases perusal
of the paer under consideration will be sufficient and nothing is
required kyond a brief suggestion for action.
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(c) Notes should be worded in moderate and courteous
language and free from personal remarks. Notes should as far
as possible be written in the third person. Abbreviations should
not be used unless they are generally understood.

421 Submission of Notes.—(2) All office notes should be written
on sheets supplied for the purpose using both sides of the paper
and leaving sufficient margin for the officer, who has finally to
dispose of the case, 10 record his orders.

(b) Notes written by the auditors should be scrutinised and
submitted to the Branch Officer by the Assistant Audit Officer/
Section Officer after recording his own views thereon. In im-
portant cases, which would better be dealt with initially by the
Assistant Audit Officer/Section Officer, the papers duly referen-
ced should be put up to him with a brief note stating facts. The
main note in such cases will be prepared by the Assistant Audit
Officer / Section Officer.  Facts and arguments given in the note
should not be repeated. ~ While submitting the file in such cases
{o the A.G. only short comments need be made by the Branch
Officers in the margin. Longer notes, if necessary could also
be given by the Officers but they should be in continuation of the
section note. The section last dealing with an office note should
see that at least one blank page is attached for the Branch Officer
to record his remarks, if any.

(c) Papers submitted to the A.G. should be signed instead
of being initialled by the Assistant Audit Officers/Section Officers
and Officers.

(0.0. No. 477/51 dated 28-11-1951}).
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422 Method of Dratting.—(a) Drafts should be wriiten in
moderate language and courteously worded. Even if intentional
breach of a rule is detected, the attempt should be to explain
the rule convincingly without giving any offience.

(b) Drafts should be divided into paragraphs which should
be numbered, devoting a fresh paragraph for each new point. A
short title stating the subject should also be given at the head
of the draft letter.

(¢) A draft should be brief, clear and complete: it should
be sufticiently intelligible in itself without having to refer to other
papers; free from ambiguities and brief to ensure that its reading
may occupy the least possible time.

(d) The use of colloquial expression and abbreviations should
be avoided. The objects to be kept in view in drafting letters
is to express the meaning or convey the instructions of the supe-
riors with utmost possible exactitude and as completely and ter-
sely as is consistent with courtesy and lucidity.

(e) Indiscriminate scribbling on the margins of drafts should
be avoided as also such writing between the lines.  If it be neces-
sary to revise a draft to any great extent, it is better to rewrite
the paragraph on a blank page than to write between the lines.
When many corrections are required for a draft it should be
copied and submitted to the BO.  Office copies of drafts need

not be typed except when required by the officer approving the
draft.

(f) Figures and references should, as far as possible be em-
bodied in the text and not relegated to appendices or margins.

(2) When a draft has to pass through several sections hefore
submission to the A.G. the Branch Officers of all the sections
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concerned should see it.  Queries from one Section Officer to
another aud unofficial or intersectional notings not intended for
the Branch Officer’s information should be made on separate
sheets.

(h) In cases where audit objections or remarks are conveyed
to, or information is called for from local authorities by this
office no mention should be made in the letters so addressed that
the objections are raised or that the remarks or references are
made at the instance of the C.A.G. even if they may have been
actually made on suggestions from him.

(i) Reference to the Manual of Standing Orders (Tech.)
should not be made in correspondence with the Government and
the Departments as the book is intended only for the guidance
of Audit Offices.

(0.0. No. TM. 1V/12-5/61-62/54 dt. 9-10-1961).

(j) Address should be written in full without using abbre-
viations.  Official communications to the State Government
should invariably be addressed to the Secretary of the Depart-
ment concerned.

(k) Letters whether addressed to officials or to members of
the public should end with the words “Yours faithfully”.

(G.01. MH.A. OM. No. 34/5/48 Public dated 14-6-1948).

(1) All drafts should bear the prescribed initial letters of the
section and number of the concerned file which will be entered
when the draft is put up followed by the despatch number enter-
ed after the draft is passed by the officer concerned.

(T.M. 3—137/62-63 dated 1-7-1961).
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(m) Enclosures if any, should be indicated in brief at the
end of the draft.

(n) Demi-official letters should be worded in first person
singular in a personal tone and addressed to the officer concern-
ed by name.  The salutation in such letters should also be by
name and the letters should end with the words “yours sincere-

ly”. The address should be written at the end of the letter.

(0) No salutation or complimentary closing words are to be
incorporated in unofficial references. The office or section
from which the U.O. reference emanates will be indicated at the
top of the letter and it will be signed over the designation of
the officer issuing it. The address will be written at the end of
the letter and the No. and date of the letter will be indicated
below the address.

(p) Telegrams should be precisely and briefly worded, but
at the same time, should be free from ambiguities. Abbreviated
telegraphic address should be used wherever such addresses
exist. Numbers should be expressed in words in telegrams as

any error in signalling numbers expressed in figures cannot be
detected at the receiving end.

(q) An Express letter is to be preferred to telegram in the
absence of extreme urgency. It is to be worded as a telegram,
but telegraphic address is not to be used and is to be sent by
post as & __casure ‘of economy. The addressee is expected to
treat the communication as a telegram and act accordingly.

4.23 Responsibility for drafts.—(a) The Assistant Audit Officer/
Section Officer is not required to draft the letter himself except
in important cases. But he should ensure that the drafting is
accurate and complete. All letters, cases, etc must pass through
him to the Branch Officer.

14 9 AG/Rerala/90
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(b) If the A.G. himself or any D.A.G. or B.O. drafts a letter
or modifies a draft, the Assistant Audit Officer/Section Officer
concerned is responsible to ensure the correctness of facts stated
in the modified draft and he should bring to the notice any orders
or Government or other authority which the A.G., D.A.G. or
B.0. might have overlooked in drafting/redrafting.

424 Submission of papers/cases for orders/approval.—(a) While
submitting cases, draft replies should be submitted along with
notes when there are no doubtful points requiring specific orders,
so that the cases may be disposed of finally in one submission.
The writer should also affix his dated initials at the end of the
note/draft put up by him.

(b) In submitting papers/cases to the B.O./D.A.G./A.G.. it
should be seen that all connected papers are also put up in com-
plete shape duly arranged and referenced by page numbers. In
office notes and drafts where reference is made to papers which
are in files/cases, the page number and the file/case number
should be quoted in the margin, the file itself being flagged,
. ‘e.g.” page C/17-Admn. 3-7/86-87.

(c) Flags bearing the words “For Signature”. “Note for
Orders”. etc., should invariably Be employed so that time may
not be wasted in finding out what exactly is required.

(d) All papers submitted to the A.G./D.A.G. and returned
by him should go to the sections concerned through the Branch
Officer concerned.
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4.25 Incomplete and piecemeal references.—(a) Incomplete and
piecemeal references involve waste of time besides causing in-
convenience to the officers to whom they are addressed. Special
care should therefore be taken to see that the references are com-
plete in themselves which in turn means that every case should
be dealt with fully before a reply is drafted.

(b) References to outside offices should be made only when
absolutely necessary. Unnecessary references merely to reduce
the pendency of letters should be strongly discouraged. No
information should be called for from another office if it can be
gathered from this office records.

{c) Copies of letters challenging the sanctions of an autho-
rity should not be sent to a subordinate authority. Nor should
the latter be asked to get the orders of a higher authority recti-
fying any defect noticed in such sanctions.

4.16 Ad Tuterim Disposal—Ad Interim replies should be sent
when delay is anticipated in sending final replies. In such cases
the inward papers should not be marked as disposed
of in the purport Register, except in cases where the interim dis-
posal is for want of certain documents or information to be ob-
tained from an outside source.  All cases of the exempted cate-
gory should be entered in the Register for watching final settle-
ment of interim disposals in Form No. III of this Manual. The
Register should be closed and submitted to the Branch Officer
on every monday and the outstanding items in the Register
shown in the Monthly Arrear Report of the Section.

(0.0. No. T.M. 1/11-130/25 dated 30-4-1974)

Note: Acknowledgement in respect of the communication
received from the C.A.G. should invariably be issued within
seven days of the receipt of the letter. circular, etc., pending dis-
posal of the communications Acknowledgements for
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Secret/Confidential communication should not go on simple open
acknowledgement cards. The procedure prescribed in respect of
security classification should be followed in such cases.

(C.A.G. Lr. No. 724-NGE. 111/50-63 dated 3-4-1965 and
Circular No. T.M. III/12-8/65-66/11 dated 20-4-1965)

4.27 Special instructions for sending telegrams.—(a) Gov-
ernment of India have stressed that in view of the rise in the tele-
gram and telephone rates special care should be taken in regard
to expenditure under these heads so as to ensure maximum pos-
sible economy. Ordinarily no telegram shouid be necessary if a
letter superscribed with the appropriate priority marking or an
express letter can serve the pupose. Telegrams should be issued
only on occasions of extreme urgency. The use of trunk tele-
phone calls in preference to telegrams or express letters should
never be resorted to unless it is clearly unavoidable.  As far as
possible, trunk calls may be avoided and express letters issued
in preference to telegrams.

(Cir. No. Estt. 11/ VII/67-68/143 dated 4-9-1967)

(b) As a rule State Telegrams are generally sent as “ordi-
nary” telegrams. These should be classed as “Express” only
in cases of great urgency. The word ‘State’ should invariably
written on all office telegrams together with the words ‘Ordinary’
or ‘Express’ as the case may be.

(¢) No telegram may go out of the office marked “Express”’
except under the signature of the Branch Officer who will obtain
orders of the D.A.G. if necessary. Fair copies of ordinary tele-
grams approved by the Branch Officer can be signed by the Sec-
tion Officer concerned.

(d) Post copies of telegrams should be despatched on the
same day. :
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(e) No message regarding leave, pay. promotion, appoint-
ment or other matters, private and personal should be sent as
“State” telegram unless it is perfectly clear that public interest
will be affected if the telegraphic message is not sent.

{fy The Government of India have decided that in regard
to private telegrams irregulerly labelled as ‘State’, and challenged
by the Telegraph Check Office, it is left to the discretion of the
authority concerned to decide whether the actual cost should be
recovered or not. No surcharge or penalty should be levied,
but such disciplinary action as may be considered necessary may
be taken acainst the defaulting Officer.

(g) The sections desirous of sending an official telegram
should prepare four typed copies of the telegram and, after ap-
proval by the Branch Officer concerned, send three copies to the
General Section. The fourth copy will be retained by the Sec-
tion as Office copy.

(h) The General Section will affix the seal with the account
number in one of the copies of the telegram and will then
arrange to send the telegram. On receiving the telegram
receipt from the Telegraph Office, the despatching unit will
paste the receipt on the second copy of the telegram and file it
in a separate file. The third copy will then be despatched 0
the addressee as post copy of the telegram.

(i) On receipt of the monthly bill from the Telegraph
Office the charges will be checked by the General Section with
the various receipts filed by them and pass the bill for arrang-
ing payment by O.E. (Cash) Section.

(j) Any correspondence with the Telegraph Office regard-
ing bills, etc, will be done by the General Section only.
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e TS TRt P o L
4.28 Official Language—(1) Sub-section (1) of Section 3 of
the Official Languages Act 1963 provides that the English
language may continue fo be used in addition to Hindi for all
official purposes of the Union and that English shall be used
for purposes of communication between the Union and a State
which has not adopted Hindi as its official language. Sub-
section (2) thereof requires that communications in English/
Hindi to offices, the staff of which has not acquired the working
knowledge in Hindi should be accompanied by a translation
in Hindi/English. As more than 209, of the staff possess the
working knowledge in Hindi. the Office of the Accountant
General (Audit) Kerala has been notified under Rule 10 4) of
Official Languages (use for official purposes of the Union)
Rules 1976 as an office whose staff have acquired working
knowledge of Hindi. Section 3 (3) of the Act further provides
that both Hindi and English languages shall be used for

(i) Resolutions, general orders, rules. notifications, admi-
nistrative or other reports or press communique issued
or made by the Central Government or by a Ministry.
Department or Company owned or controlled by the
Central Government or by any such Corporation or
Company:

(ii) Administrative and other reports and official papers laid
before a House or Houses of Parliament; and

(iii} Contracts and agreements executed, and licences, per-
mits, notices and forms of tender issued, by or on
behalf of the Central Government Of any Ministry,
Department or office thereof, by a Corporation ot Com-
pany owned or controlled by the Central Government
or by any office of such Corporation or Company.

(2) (a) The official languages (use for official purposes of
the Union) Rules 1976 divides the territory of India into three
regions, namely, Region ‘A’ comprising the States of Bihar, Har-
yana, Himachal Pradesh, Madhya Pradesh, Rajasthan and
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Uttar Pradesh, and the Union Territory of De'hi. Region ‘B’ com-
prising the States of Gujarat, Maharashtra and Punjab and Union
Territories of Andaman and Nicobar Islands and C handigarh
and Region ‘C’ covering the other States and Union Territcries.
All communications from the Office of the Accountant General
(Audit) Kerala, which falls in Region ‘C’, to a State of Union
Territory in Region ‘C or to any offices (not being a Central
Government Office) or person in such State shall be in English.
Communications to a State or Union Territory of Region ‘A’ or
Region ‘B’ or to any office {not being a Central Government
Office) or a person in such State may either be in Hindi or in
English. In this case, however, the communication if in
English, should be accompanied by a translation in Hindi, except
where it is addressed to a person in Region ‘B’. Communica-
tions by Central Governmeni Offices situated in Region ‘A’
Region ‘B” or Region "C of between the Offices n Region ‘B’
and Region ‘C’ may be either in Hindi or in English. However,
if the communication is addressed to an officc in Region ‘C’ a
translation of the communication in other language should be
provided along with such communication except where it is ad-
dressed to an office notified under Rule 10 (4) ibid as having
staff who have acquired working knowledge of Hindi.

(b) The provisions in sub para {a) above are not applicable
to replies to communications received in Hindi.  Such replies
should be in Hindi.

(¢) Applications, represeniations OF appeals may be sub-
mitted either in Hindi or in English. The replies to such docu-
ents made or signed in Hindi should be in Hindi

(d) Motes or minutes on a file may te recorded either in
Hindi or in Enghis.

{e) Subject to any exception authorised by Government of
india. all Manuals, Codes and other procedural literature relat-
ing to Central Government offices are to be printed or cyclosty-
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led as the case may be and published both in Hindi and English
in diglot form.

(3) It is obligatory to issue the three types of documents
mentioned in Section 3 (3) of the Act both in Hindi and 1in
English.  These documents should be cyclostyled only when
they are accompanied by their Hindi translation.  All circulars,
sectional orders, office orders, instructions etc issued from the
various sections of this office should, as far as possible, be both
o Hindi and English. Wherever it is not possible to issue these
documents in diglot, the orders, circulars, etc. should indicate that
“Hindi version will follow” and a copy thereof should be endor-
sed to the Hindi Cell functioning in the O.E. (Admn) Section
for issuing the Hindi version. :

(Circular VI No. Admn/VII/Hindi/QM/86-87 dated
13-1-1987)

(4) Tt is the responsibility of the officer signing a letter, cir-
culars or documents to see that letters, circulars, etc. required
to be issued in Hindi alone or in Hindi and English bilingually
according to the Official Languages Act and the Rules made
thereunder are so prepared and issued. The officers should,
therefore, ensure before signing that such letters, circulars. or
documents are issued accordingly.

Note: (i) For issuing communications in Hindi services
of the Hindi Cell functioning in O.E. (Admn) section may be
made use of wherever necessary. »

(Circular VI/No. Admn. VII/Hindi/QM/86-87 dated
13-1-1987)
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(ii) Translation units for Hindi Translation of Departmental
Codes/Manuals of TA & AD have been set up in the offices of
the Accountant General (A&E), Rajasthan, Jaipur and Accoun-
tant General {A&E), Uttarpradesh, Allahabad.  Material for

translation should be forwarded to the office of the C&AG for
arranging translation by these units.

(CAG’s letter No. 368-HA/52-85 dated ‘nil’ received in
August 19806).

4.29 Correspondence relating to Coverners, Ministers, Speakers,
Chief Justice and Judges of High Court and their offices—Mat-
ters relating to Legislature Committees, Judiciary., Governor’s
Household, Ministers’ Offices, etc. have to be handled with due
finesse and tact and extreme care should be taken to ensure that
no unintended unpleasantness is caused.  References on such
matters should be shown to the Accountant General before issue.
If higher audit points are involved, the case should be put up to
the Accountant General through the Efficiency Cum Performance
Audit Section.

(Circular No. Co-Ord (Au)/15-3/85-86/664 dated 21-1-1986}

Correspondence relating to Governors, Ministers, Speakers,
Chief Justice -and Judges of High Court emanating from this
office should be issued only after the cases are seen by the Ac-
countant General. It should be ensured that no communication
relating to these dignitaries is issued without the prior approval
of the Accountant General.

(Circular No. T.M. V/II-Misc/Vol. 11/1237 dated 30-3-1967)

4.30 Procedure for requisitioning files from Secretariat and other
offices.—(i) Files of the Secretariat and other offices may be

15—9 AG/Keraala/90
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called for, for reference in Central Audit only when absolutely
necessary for the disposal of the cases under examination. Files
should be called for by demi-official letters to the Secretaries
to Government/Heads of the offices. Requisitions for Sscre-
tariat files will be made by the Accountant General or the
Group Officers with the prior approval of the  Accountant
General. Requisitions for other office files can be made by
the Deputy Accountant General.

(ii) Personal Assistants/Stencgraphers to the Accountant
General/Group  Cfficers should register the files received in
their Purport Registers, get the acknowledgement of the Assis-
tant Audit Cfficer/Section Officer of the Section by which the
file was called for and also watch the movement and final
return of the file. The number of pages in the file should be
noted by them in the Purport Register before 'the file is hand-
ed over to the Section.

Note: If the files are received direct by the General Sec-
tion or the concerncd section, they will be sent to the Personal
Assistant/Stenographer to the Accountant General/Dy. Acco-
untant General for necessary action.

(iii) The file should be dealt with in the same manner as
U.O. references, in the matter of disposal. After getting them
registered in the Section Purport Register they will be handled
by the Assistant Audit Officer/Section Officer or Branch
Officer. The files should be returned expeditiously after taking
extracts ot notes and correspondence, where necessary for
purposes of audit.

Nofe: If the file has to be retained for more than a week
orders of Dy. Accountant General should be taken.

(iv) Files containing confidential or. secret matters will be
dealt with by the Dy. Accountants General personally Ex-
tracts, if any, taken from such files will be kept in the secret
files kept by them, '
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(v) Cases where Government refuse to comply with the
requisition for files should be brought to the notice of the
Accountant General (Audit). In order to enable E.P.A. Sec-
tion to maintain a list of such cases, details of each such case
should be reported te that section. Copies of all letters requi-
sitioning the files should also be endorsed to E.P.A. Section.

(0.0. No. TM./IV/11-182/52 dated 17-7-1957, O.0. No.
TM./TV/11-182/74 dated 9-1-1962 and Circular No.
EPA/2-126 dated 21-3-1967)

4.31 References to Comptroller and Auditor General seeking
legal advice—Whenever references are made to the Ministry
of Law for Legal advice the Ministries or the Departments of
the Government of India are invariably required to make sure
that the matter is not covered by any earlier opinion of the
Ministry of Law and if it is so covered a copy of the previous
~ opinion should be placed on the file or in the alternative a
reference thereto given alongwith other relevant previous papers
for consideration by that Ministry.

These instructions should be borne in mind while sending
papers to C.A.G. in connection with seeking legal advice in
any matter.

(D.O. letter No. Law Secretary 3141/67 dated 25-11-1967
of Law Secretary to C.A.G. Case Estt. A. V/1-17)

4.32 Procedure relating to communications with Foreign Gov-
ernments,—(a) The proper channel of communication with
Foreign Governments is through the Government of India,
Ministry of External Affairs and/or the Indian Mission in the
country  concerned.  Questions requiring discussions with a
Foreign Government should in all cases be referred to the
External Affairs Ministry for necessary action.
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(b) Audit authorities in India are authorised to make cor-
respondence direct with Audit authorities in Burma and Malaya
on audit matters. Copies of such direct correspondence should
bs endorsed to the Ministry of External Affairs and the Indian
Mission concerned.

(G.O.1.. Min. of Ext. Affrs. and commonwealth relations
Memorandum No. D.8132-FEA/47 dated 6-12-1947
and C.A.G. endt No. 1341-Admn.1/245-35 dated
8-7-1955.)

4.33 Fair Copying—Small drafts which can conveniently be
copied in manuscript as well as materials of the following des-
criptions should not be sent to typing branch as these have to
be copied in the sections themselves:

(i) Letters addressed to officers other than Heads of De-
partments.

(i) All statements and enclosures to letters other than
those attached to letters addressed to State Govern-
ments. the Central Government and the Comptroller
and Auditor General of India.

(iii) Post copies of telephone message.

(iv) Further remarks to Inspection Reports received with
replies from heads of departments.

(v) Letters for which printed forms can be used.
(vi) Miscellancous correspondence of a petty nature.

Fair copies received from the typists should be duly compared
by the sections and got signed by the officer concerned. En-
closures, if any, should be attached and a brief indication
thereof should also be given at the foot of the letter.

4.34 Typing mirangemenis,—A  typing and cyclostyling pool
headed by a Manager has been formed under the charge of the
Audit Officer (Gl) for attending to the typing and cyclostyling
work relating to all sections in the office other than those hav-
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ing separate typists attached. The material for typing will be
sent to the pool through special transit registers by the con-
cerned sections.

The draft letters etc.. made over for typing by sections
should be complete in all respects and accompanied by enclosures
if any. to be typed. Other documents such as service books,
etc., which are to be sent as enclosures should be retained by
the sections concerned. Drafts, notes, etc., should be approved
by Branch Officers before being sent for typing.

The Manager will receive the materials sent through the
special transit registers and distribute the typing work among
the typists through distribution registers. The fair copies with
the original drafts will be sent by the typing branch to the
Sections concerned and dated acknowledgements —obtained in
the transit register.

Note: In branch offices where a typing pool does not
exist the typing work is got done by typists posted to various
sections. The functions of the Manager will in such cases be
discharged by AAQ/SO of the section in which the typists are
provided.

435 Instructions for typing.—(a) Typists should fair copy not
only the approved drafts but also their enclosures if they re-

quire typing.

(b) All fair typed letters should bear the dated initials of
the concerned typist.

(¢) Fair copying of drafts addressed to the Government of
India. the Comptroller and Auditor General of India and State
Governments should receive special attention.

(d) All drafts received for fair copying before 1.00 pm.
should be tvped and handed over to the sections before 5.30 pm.
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on the same day. Papers marked “URGENT” or “IM-
MEDIATE” should receive priority and these should be typed
and returned to the sections immediately. Urgent letters which
are required to be despatched on the same day, should how-
ever, be received at any time and fair copies handed over to
the sections promptly.

(e) A record of letters, etc. typed by each typist and the
number of lines typed should be maintained in a register which
should be closed daily indicating the total number of lines
typed and the number of drafts, etc. remaining to be typed.

(f) A list of drafts remaining to be typed at the end of
the day should be made out stating the reasons for the delay
and submitted to the Audit Officer (Gl) on the next day. It
the reasons are not satisfactory or if the outstandings are large,
the matter should be brought to the notice of the Sr. DAG
(A&CA).

4.36 Signing of Papers.—(a) No communications of the follow-
ing kind should issue except with the approval of the A.G. or
his Senior Deputy:

(1) Letters implying dissatisfaction or censure;

(2) Letiers to Government, State or Union;

(i) bearing on important questions or audit and
accounting;

(it) challenging decisions or orders:

(iii) questioning the validity of any sanction, other-
wise than for merely technical defects and

(iv) containing proposals for writing off or waiving
recovery.
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Such communications should ordinarily be signed by the
A.G. himself or by his Senior Deputy. In the alternative the

letter should indicate that it is being issued under the direction
of the A.G.

(b) All communications addressed to Heads of Departments
of Central Government (e.g., Commissioner of Income Tax,
Collector of Customs, etc) both demi official letters and official
letters issued to the Heads of Departments by name shall not
issue over the signaturz of officials lower in rank to DAG.
Routine communications regarding Provident Fund accounts
and personal claims of such Heads of Departments may, how-

ever, issue over the signature of Gazetted Officers in charge of
the sections.

(Cir. No. OAI/4/2-57/67-69/556 dt. 19-7-1968).

() All letters to the C.A.G. other than those on routing
matters should ordinarily issue over the signature of the A.G.
Whenever under the statutory provision C.A.G. is required to
certify any figures and they are to be based on figures or re-
turns furnished by the A.G. such statements should be signed
and their correctness certified by the A.G. himself.

(CAG Lr. No. 1253-Comp/79-50 dt. 16-11-1950)

(d) The AAOs/SOs have been permitted to sign routine
papers enumerated in Appendix IL. In doing so they should
sign merely “for Deputy Accountant General”, “for Assistant
Accountant General” or “for Audit Officer” as the case may be.

(¢) The signature should be legible. If anyone is unable

to sign legibly, his name should be typed or handwritten below
the signature.
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(f) The designation of officers signing fair copies should
be noted below their signatures. All letters should issue as
from the Accountant General, Kerala. No one should sign a
letter for the A.G. unless the draft has been approved by him.

4.37 Signing of urgent papers.—In the case of drafts marked
‘urgent’ or ‘Out-today’ Branch Officers should ensure that the
fair copies are signed and issued that day. If, however, the
Officer concerned has to leave office, they may be got signed
by another Gazetted Officer and if no such Officer is present,
the fair copies may be signed by the AAO/SO ‘By Order’.

438 Instructions for showing dates of despatch in the outward
letters—All letters which are despatched from the office should
bear the actua]l dates of despatch according to both the Grego-
sian and the National Calendars. The issuing sections and the
despatch section should ensure that the month and the year
according to both calendars are noted on the letters before they
are despatched.

The following standard spelling of name of the month of
the National Calendar (Saka Era) together with the abbrevia-
tions therefor have been approved by Government of India.

1. CHAITRA : 2 . : . . CHTR
2. VAISAKHA : : . 3 - . VYSK
3. JYAISTHA ; : : : : . J¥YS
4 ASADHA z 5 : ; - . ASAD

5. SRAVANA . ; : " . SRVN
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6. BHADRA A . ¢ z . . BHDR
7. ASVINA : . . v . . ASVN
8. KARTIKA 3 . : : . . KRTK
9. AGRAHAYANA . . . S . AGHN
10. PAUSHA . . . 5 5 : . PAUS
11. MAGHA . : 2 @ ; . . MAGH
12. PHALGUNA . ; : ; . . PHGN

(G.O1. MH.A. Lr. No. 96/56-Pub.l dated 17-3-1959 and
CAG Endt No. 958-Admn.I/59 Vol. I dated 25-4-1959)

4.39 Despaich of outward correspondence.—(a) A record of all
outward correspondence should be kept by the sections in their
Despatch Registers in Sy. 318. The first four columns as well
as column (9) of the Register should be filled in first and letters
together with the register made over to the General Section
(Despatch Branch). The latter will then arrange for the des-
patch of the letters to the correct addressees, in proper enve-
lopes and using service postage stamps wherever necessary. The
despatch register should be returned to the sections after filling
in columns (5) and (6) of the register. As soon as the despatch
registers are received in the sections, the date of despatch noted
in the Register should be noted by the Sr. Auditor/Auditor
concerned in the approved drafts.

(b} Only cloth-lined covers should be used in transmitting
to addressees residing out of India, important documents such
as last pay certificates, Government Promissory notes and other
valuables sent by post.

Bulky parcels. insured articles, etc., containing character
rolls. court cases, departmental examination answer papers etc.,
16—9 AG/Kerala/90
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sent to the CAG should invariably be packed in cloth-lined
covers or cloth bundles.

(CAG. Lr. No. 2432/NGEIII/9-67 dated 20-11-1967—
Case GS/RS/Misc/67-68)

(c) Bundles/packets containing answer books -in  connec-
tion with various departmental examinations to be sent to the
Office of C.A.G. should not be sent through Indian Airlines
cargo. They should be despatched by name to the Officer-in-
charge of the examination immediately after the conclusion of
each day’s examination by Registered Post and insured for Rs.
100/- only and marked by AIR MAIL. However, in case of
nearby places, such parcels need not be marked by AIR MAIL.
If, for any reasons the answer books pertaining to a subject of
the examination which is held in the afternoon session can mnot
be despatched on the same day, they may be properly packed
and sealed on the conclusion of the examination and kept in
the safe custody of the Head of Office and transmitted by the
next available post.

(CAG Lr. No. 77-Exam/115-82 (Examination Circular No.
1/1984) dated 31-1-1984).

(d) Parcels/packets booked to the Office of the C.A.G.
through Indian Airlines should be specifically marked for city
delivery alongwith the address on the parcels/packets as shown

below:

“The Comptroller and Auditor General of India,
10. Bahadur Shah Zafar Marg,

(City Delivery) Indraprastha Head Post Office.
Post Bag No. 7.

NEW DELHI-110 002.

Name of the officer should be indicated in the address as
usual, if the parcel/packet is to be addressed by name.
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An intimation about the despatch should also be sent to the add-
ressee by telex or telegram in all cases.

(C.A.G. Circular No. 1/R&I/86 dated 6-8-1986)

(e) Economy slips should be used on envelopes for all
ordinary correspondence except when the contents are bulky
or of a confidential nature or when it is proposed to send the
covers insured. Economy slips arenot to be used for covers add-
ressed (o private individuals, firms or to foreign countries.

(f) All covers received from other offices should as far as
possible be used again, by removing the old economy label
pasted to the flaps and pasting new ones.

(2) The despatcher will be careful to see that the address
is fully and correctly written on envelopes. All covers sent
by post should also be franked under his signature.

(h) The despatcher should be careful to see that the en-
closures to every letter are correctly forwarded. He should
also write in the cover of each letter the name of the station
at which it is to be delivered and not merely the official title
of the person addressed.

(i) Urgent communications may be sent by special mes-
senger, if absolutely necessary in public interest Letters and
packets meant for offices situated in the city are entered in local
delivery books and sent through messengers posted for local
delivery duty. Packets meant for valuables should, however,
be sent only through trustworthy messengers. The despatcher
~ should ensure that all communications so sent, are duly
‘acknowledged in the local delivery books.

(j) The despatcher should see that all covers despatched
from the office using service postage stamps contain the office
stamp and his own signature.
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4.40 Precautions for enmsuring correctness of address.—(i)
Change of address of offices will be intimated to the despat-
cher, who should note them for guidance and keep a record
where considered necessary. He will be responsﬂ)le for seeing
that deliverics are made to the correct addresses only.

(ii) Primarily, it is the duty of the section from which let-
ters or other communications issue, to enter the correct add-
ress with the destination in the office copies of drafts even
before they are submitted for approval.

(iii) Abbreviations should never be used unless these are
generally understood and have been included in the list of re-
cognised abbreviations.

(iv) Drafts, etc., with incomplete address should be returned
to the respective sections to be completed before typing or
despatch.

441 Franking Machine—A franking machine is installed in
the General Section to facilitate speedy stamping of outward
letters. The franking system should be adopted in all cases,
where this could be done conveniently. The instructions re-
garding its custody and use, as indicated below should be
strictly followed:

(i) The machine should be locked up in an almirah after
use.

(i) It wil be under the safe custody of the AAOQ/SO of
General Section.

(iii) The keys of the machine should be in the personal
custody of the A.O. (General). The AAQ/SO should
obtain the keys at the commencement of the day’s
work and return them after use the same day. The
duplicate key will be with the A.G. i
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(iv) No unauthorised person should be allowed to handle
the machine.

(v) All franking work should be done under the direct
supervision of the AAO/SO so as to prevent the pos-
sibility of misuse.

(vi) The accounts and registers should be maintained by
the Despatch Section as per instructions and rules
contemplated in the conditions of the “licence for the
use of the franking machine” and appropriate action
taken by the Despatch Section as and when neccessary.

(vii) The register should be submitted through the AAO/
SO to the B.O. daily and his initials obtained in the
columns provided for the purpose against the entries
showing the day’s opening balance. receipt. total and
the closing balance.

(0.0. No. Estt. 74/56-57 dated 21-4-1956 in Case Estt.
No. 14-96-A/56-57)

442 Instructions for procurement, use and accounting of ser-
vice postage stamps.—(i) Requisitions for service postage stamps
will be made by the Head Despatcher through the Assistant
Audit Officer/Section Officer of General Section. After the
indents are passed by the Audit Officer (General), necessary
bills will be drawn by O.E. (Cash) Section and sent to the Pay
and Accounts Officer for obtaining cheque for the value of
stamps to be procured, in favour of the Post Master. On receipt
of the cheque through O.E. (Cash) Section, General Section
will present the same at the Post Office and obtain the required
service postage stamps for the amount.

(i) A stamp account in Form No. IV of this Manual will
be kept by the Head Despatcher showing the opening balance,
the value of stamps purchased. the value of stamps expended
and the balance remaining in hand at the end of each day.
The register should be submitted periodically for review to the
A.O. (General) along with the Register of  Contingent bills
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maintained by O.E. (Cash) Section. The AAQ/SO of General
Section will check this account daily and initial the entries in
token of correctness of the account. He will also count the
balance in stock at the commencement of each day. The Head
Despatcher will receive back from the despatchers at the close
of the day’s work, the balance, of stamps left with them. If it
is necessary to carry on despatching work on holidays, he
should, (if not present at the office) supply only the estimated
requirements for these days.

(iii) Branch Offices and Concurrent Audit Sections which
do not have a separate drawing officer, as also the field
parties which require service postage stamps for their use,
should obtain their requirements by placing indents on the
General Section. They will keep an account thereof and send
to General Section weekly reports indicating the opening bal-
ance. receipts, utilisation -and closing balance of the value of
service postage stamps with them. These reports for each week
should be sent on the first working day of the next week. Ge-
neral Section will watch receipt of these reports and file them
on receipt after check. :

(iv) Postal articles, on which the amount of postage is
very heavy, are mnot to be stamped using a large number of
service postage stamps of small denominations; as this practice
causes inconvenience to the postal department and entails was-
tage of stationery and printing charge. An adequate stock of
service stamps of large denominations should be kept for use
on such postal articles.

(v) “Service” postage stamps should not be used as pos-
tage for official correspondence addressed to foreign countries
other than Commonwealth countries. In such cases the article
is treated as unpaid if only service stamps have been used and
postage is recovered from the addressee on delivery, at double
rates. Such a contingency should therefore be avoided.
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4.43 Closing of Despatch Register.—The Despatch Register not
only serves as a record of all outward correspondence but also
affords facility to watch receipt of replies, wherever necessary.
As and when replies are received, their inward current numbers
and dates of receipt should be noted in Col. (11) against the
original entry. So also the No. and date of reminders when
issued should be noted in Col. (10). The register should be
closed after abstracting the outstanding letters issued upto the
end of every month, in the form given below and it should be
submitted to the B.O. on the 18th of the next month. While
doing so, the despatch numbers of all outstanding letters should
be indicated year-wise in the abstract. It should also be cer-
tified by the concerned unit that reminders have been issued
to all letters for which replies are due.

Abstract of closing up to end OF il cwewsw hom aihds ool S 19sims s

Opening  balance

No. of outward issues during the month

Closing Balance

Details of balance ..

444 Outward Reminders.—Reminders should be issued at re-
gular intervals, if replies due are not received. Reminders
should not however. issue as a mere routine without verifying
that a reply has not been received. When no reply is received
from any office for some length of time. action as indicated
below should be taken:

(1 Treasuries.—So far as Treasuries are concerned, the
A G. has got a very cilective means of control and
therefore. the Treasury Officer should be told that the
delay will be noted as a treasury irregularity against
him. TIf even after this, the delay persists a reference
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(i)

fhe

The

should be made to Director of Treasuries indicating
the delay that has happened in the receipt of a reply
to the reference.

Heads of Departments.—A report should be made to
the Government regarding non-receipt of reply to a
reference from a Head of a Department only after the
issie of two D.O. reminders addressed to him by name
over the signature of the B.0. or the DAG. In this
case also the instances of delay in all the pending cases
should be reported together if considered necessary.

basic idea is that unnecessary correspondence with
Government by reporting isolated  cases should be
avoided because such reports may not got any effec-
tive response.

report to Government is bound to be more effective
if habitual dilatoriness and delay on the part of a par-
ticular officer or department is reported, giving ins-
tances in support. Such a reference should always be
got approved by the DAG who will bring such casecs
as he considers necessary to the notice of the A.G.

(0.0. No. PA. 96 dt. 30-11-55 in case estt. No. 14—96-6/

(iii)

55-56)

Other Officers—In the case of other officers the att-
empt should be to get a reply by direct correspon-
dence. A report to the Head of the Department should
be made only if there is chronic delay in several cases
taken together. In doing so, a list of all references
pending with the particular office should be furnished
to the Head of the Department, indicating therein the
extent of delay in each case. If, however, no reply is
received from the Head of the Department to two

- reminders issued by this office, then the fact should be

reported to the Government,
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4.45 Files and cases.—(a) The unit of recording correspondence
is the “file”. A list of authorised files for different branches of
the- office is given in Appendix IIl. The file heading shown
therein indicate the general and broad “subjects dealt with and
the numbers assigned therein should on no account be altered.

(b) Cases are formed under a “file” according to necessity 4
in order to keep together the papers connected with a subjed”

either on account of its importance or for facility of refesbnce.
Thus, correspondence on matters of temporary intercst and
routine papers only will go into the “files” proper without being
cased. AAOs/SOs should ensure that cases are made up, at
the appropriate time on all important subjects especially when
correspondence is likely to be protracted or when important
orders from the Government of India and the C.A.G. on cer-
tain subjects are dealt with for the first time in the office. A
paper which by its nature requires the opening of a new case
may be specially marked by the Assistant Audit Officer/Sec-
tion Officer or the Branch Officer by noting the word ‘make
up case’ on it.

(c) Notes and correspondence should form separate sections
in the file or case, the notes always preceding the correspon-
dence section. The papers in each section should be arranged
in strict chronological orders and the pages numbered affixing
distinguishing letters ‘N’ for notes and ‘C’ for Correspondence.
Only odd numbers be marked on the papers, but both sides
should be reckoned, whether there be writing on a page or not.

17—9 AG/Rerala/90

/
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(d) Office notes, demi-official and ‘un-official’ papers,
telegrams, express letters and telephone messages relating to a
case should be put in their places in the case itself and should
not be filed separately.

(e) All pins, tags etc., should be removed when papers
are made into a case. Whosoever inserts a paper in a case
should give it a page number and also number the previous
pages, if they had not been numbered.

4.46 Register of cases.—(a) Each section should maintain a re-
gister of files and cases in Form SY. 255, one or more pages
in the register being allotted to each file for noting the cases
opened under it.

(b) The columns in the register are self-explanatory. As
each case is formed, the first three columns of the register
should be written up and the entries attested by the dated ini-
tials of the Assistant Audit Officer/Section Officer who will be
sersonally responsible for the proper upkeep of this register.

(¢) The index number of each case should comprise (i) the
section initials. (ii) the file number (iii) the case number, (iv) the
year or years during which current.

(d) All cases should, as soon as the correspondence dealt
with is completed, be closed and the fact noted in the remarks
column of the register, But cases in which correspondence is
not complete but continued after the close of the financial year
should immediately be brought forward to the newly opened
register under the same numbers which they had in the previ-
ous year. While doing so. the year reference for the new year
should also be added in the case cover. Thus, if 10 cases arc
formed under any particular file during a year and all except
cases 3 and 8 are closed before the end of the year, the num-
bers 3 and 8§ should be brought forward as cases 3 and 8 of
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the new case register and fresh cases formed in the new year
should be numbered as 1. 2.4, 5,6, 7, 9 etc.

{e) Every section will be responsible for the custody of its
files and cases whethe- closed or not till they are sent to old
records. After the closing of each financial year all closed
cases should be arranged and transferred to Record Section
through the section records transit register and suitable noting
made in the register of cases.

447 Confidential documents.—Assistant Audit Officers/Section
Officers of Sections should take requisite steps, with due regard
to circumstances of each case, to ensure that confidential papers
filed in the section are kept confidential. If a confidential file
or a file containing confidential papers is sent to records, the
forwarding officer should specially inform the Record Keeper
so that proper arrangement would be made by him for its safe
custody.

4.48 Supply of important orders, amendments to Rules, etc, to
officers on leave/deputation.—(a) The C A.G. has decided that
the attention of Gazetted Officers, on their return from leave
should be drawn to circular letters of general interest which
have been issued during their absence on leave. To ensure this
being done. it will be the duty of Gazetted Officers who give
the file order on important communications from the Govern-
ment of India and the C.A.G. to order copies being given to the
Assistant Audit Officer/Section  Officer.  General Section for
record in a ‘Stock file® maintained by him. When a Gazetted
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Officer returns from leave the “Stock file’ should be put up to
him for perusal and return within a fortnight. The AAO/SO.
General Section will ensurs the prompt return of the file after
perusal by the officer. He will also put up a report of sub-
mission of the stock file to Gazetted Officers returning  from
leave to the A.O. (General) monthly on the 15th.

(b) It has also been decided that copies of the orders,
amendments, etc. may be supplied to all officers who actually
want them during leave, deputation, etc. Any Officer who wants
to avail of this facility may register his name with the General
Section when he proceeds on leave/deputation, giving his cor-
rect postal address so that copies of such orders, etc. may be
sent to him. General Section will maintain a suitable register
to record the names of officers who want copies of the orders,
etc. Sufficient number of spare copies of all important orders,
circulars. etc. will be made available to that Section by the
sections issuing the circulars, etc. to enable the former to send
copies to the officers on leave/deputation.

Note: Officers on local audit duty may also go through
the stock file in General Section, whenever they happen to be
in headquarters, and obtain copies of circulars which they have
missed during field duty.

(Circular No. TM 1/15-233/163 dated 28/29-10-1974)
4.49 Report of arrears in correspondence.—(i) A report of out-
standing letters should be prepared with reference to the pur-
port register and submitted to the Branch Officer on the 7ih,
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14th, 2Ist and 28th of every month. The report should be in
the following form:

Sy. Spl. 2
.
WEEKLY/MONTHLY REPORT OF UNANSWERED LETTERS

No. in the Date of From whom Subject Reasons for
purport Receipt received delay
register

An abstract of the weekly/monthly receipts, disposals and
balances should be furnished at the foot of the above form
under the following headings:

. Opening balance.
Letters received during the week/month.
Letters disposed of.

Closing balance.

The outstandings shouid be analysed into three categories
as indicated in para 4.05 (iv). The reminders received and
those disposed of and outstanding, should also be detailed
separately.

Certificates in the following form should also be furnished
at the foot of the report:

“Certified that necessary file order has been given on all let-
ters finally disposed of and that the file or case number has
been noted against the entries of letters in the purport register.

Certified further that all letters entered in the purport re-
gister up to the last week but one, and finally disposed of have
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been filed or cased as the case may be, and that all cases formed
have been entered in the Register of cases then and there”.

(ii) In addition to the above, each section should send to the
secretary to the A.G. on the Iast working day of every week a list
showing the details of letters received from the CAG in that sec-
tion up to Tuesday of that week. Papers transferred from other
sactions should also be included in the list. The list should be
prepared in two papers, Part I— showing the letters disposed of
and Part 11— those pending disposal, giving details of the Gene-
ral Index No., No, & Date of letters and Details ot the disposal/
stage of action.

If there are also no letters, a ‘Nil' report should be sent.

(iii) All sections should keep a separate record of U.O. re-
farence received from the C.A.G. in a register which should be
closed and put up to the B.O. concerned on alternate days. Such
raferences should be disposed of within a week or 10 days of
their receipt.

(0.0. No. (A.G.P.A.) 147/157 dt. 15-4-1967)

(iv) When submitting the monthly report on the state of
work in the sectton on the 7th of every month, the sections
should send to the Secretary to the A.G. a separate list of
outstanding letters in three parts as shown below and analysed
into the three categories mentioned in para 4.05 (iv):

1. Reference from :
(i) Govt. of India
(ii) The C.A.G.

(iii) The State Government
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II. Reference from other sections
I1I. Other reference.
Total :

Letters received up to 28th of the preceding month and
pending disposal should be included in the report. Details of
the outstanding and reasons for their non-disposal, etc., should
be clearly indicated. The Secretary to the A.G. will consoli-
date the reports and submit a consolidated report to the A.G.
on the 10th of the month.

Note: The pendency of letters, etc., shown in the pending'
lists and the Monthly Reports should be correlated to the out-
standings as per the purport register. In order to ensure that
there is no omission in this regard a test check of the disposals
of selected sections may be conducted after the monthly reports
are submitted.

(Cir. No. T.M. VI/11-83/18 dated 3-5-1965)
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CHAPTER 35

CONTROL. OVER GENERAL STATE OF WORK

501. General—The procedure for effective control over the
state of work in the office is stated in paragraphs 19 to 24 of
the C.A.G’s M.S.O(A) Vol. I. Reports and returns of a general
character to be submitted/maintained commonly by all sections
are dealt with in this chapter. Reports and returns special
to different sections/branches are dealt with in the respective
manuals.

5.02 Calendar of returns.—The Assistant Audit Officer / Sec-
tion Officer of each section will maintain a Calendar of Returns
in the prescribed form showing all returns, statements. reports,
etc., due to/from outside offices or other sections of the office
or due for submission to the A.G./DAG/B.O.

The following arrangements should be adopted in the form
of the Calendar : —

Section I: All returns of a recurring nature due to autho-
rities outside office.

Section II: All items of returns, registers, etc of a recurr
ing nature due for submission to the officers or othel
sections within the office.

Section III: All returns, reports, ctc, of a recurring na-
ture due from either outside offices or other sections
of the office.

Sectien 1V: Occassional returns, reports, etc., to be taken
up for disposal or due from outside offices or other
sections.

132
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Each section of the Calendar should be sub-divided into
(a) Annual (b) Half Yearly (c) Quarterly (d) Monthly (e) Fort-
nightly and (f) Weekly, the entries in each of the sub-divisions
being arranged in the order of the dates on which they are due
for submission/issue, leaving sufficient space under each sub-
division for new items if any, to be introduced during the course
of the year. The first five columns should be entered at the
beginning of each year from the previous year’s Calendar.

The Calendar of Returns should be examined by the Asstt.
Audit Officer/Section Officer daily to see that the returns, re-
ports, etc., due on the date are submitted/issued promptly. The
Calendar should be submitted to the B.O. every week on Tues-
days indicating the latest position in respect of the returns
issued or submitted together with an abstract of the arrears up
to the end of the previous week. A set of pages should be set
apart at the end of the Calendar of Returns for preparing the
weekly abstract of arrears. The Branch Officers should ensure
the punctual submission of the returns, reports, etc., on the
duve dates by reference to a copy of the returns, pertaining to
their sections, which will be supplied to them. The Calendar
of Returns should be submitted to the D.A.G. in supervisory
charge on the 7th of every month alongwith the monthly arrear
report for the preceding month.

The Asstt. Audit Officers/Section Officers in charge of the
section will be held personally responsible for seeing that the
section Calendars are complete and kept up-to-date and all en-
tries are copied from the previous Calendar correctly. A Cer-
tificate to the effect that all the current items of the previous
year’s Calendar of Returns were carried forward to the Calen-
dar for the current year should also be recorded by the Assis-
tant Audit Officer/Section Officer on the first page while opening
the Calendar of Returns every year. They should also see that

all the units in the sections are properly detailed in the Calendar
18---9 AG/Kerala/90 '
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of Returns for the purpose of noting the dates of submission of
registers, etc., kept by different units.

Note: 1. The abstract of arrears should be prepared in a
tabular form indicating (i) Part of the Calendar, (ii) Periodi-
city, (iii) Name of return, (iv) To/From whom due, (v) Due
date and (vi) Reasons for the pendency.

2. The monthly closing on the 7th should cover the re-
turns to be submitted or issued/received up to the last day of
the previous month.

3. When the Calendar of Returns is submitted to him, the
Branch Officer should test check the entries against one or two
returns and attest those entries. The test check should cover
all the returns in the course of the year.

(0.0. No. T™M V/12-8/Vol. VI/15 dated 13-10-1971)

5.03 Monthly Rerorts,—(i) In order to present to the Acoun-
tant General a complete picture of the state of work of the office
as a whole, the Assistant Audit Officer/Section Officer in charge
of each section should prepare a monthly report (in the form
supplied to the sections separately). The report is intended to
show the degree of control and management of the work ex-
ercised by the Asst. Audit Officer/Section Officer concerned. It
should be submitted to the Branch Officer on the 7th (or on
the immediately preceding working day if 7th is a holiday) of
the following month, who will review the report carefully and
submit it with his remarks, if any. to the Accountant General
through the Group Officer concerned.

Noie.: 1. In the case of sections under the direct control
of the Accountant General (vide Note below para 1.02), the
report will be submitted to him after apprevel by the Branch
Officer.
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2. In the case of reports relating to the Sections in each
of the branch offices, summary reports showing the state of
work and arrear position in each group will be prepared and
submitted to the Accountant General, after the monthly reports
of the various sections are approved by the Group.

3. The group controlling sections S.R.A. (Hg)l. CA(Hg)I
and E.C.A. I will also similarly prepare a summary report in
regard to the reports of the sections under their control approved
by the Group Officer and submit it to A.G.

(ii) In the report, the part relating to outstanding letters
should be prepared with reference to the closing of Purport Re-
gisters as on 7th of the month, showing the position of papers
received up to 28th of the preceding month (vide para 4.48).
The outstanding letters should be analysed and shown auditor-
wise in the following proforma :

Unit No. Name of Auditor No. of letters  No. of lefters
outstanding more than cne
month old

(Circular No. Estt.A./II1/14-452 dated 7-9-1974)

(iii) Differences if any, in the quantum of arrears reported
in the Monthly Reports for March, June, September and De-
cember and the Quarterly Report on the State of Work (vide
para 5.04 below) for the quarter ending with those months should
be analysed and the reasons (e.g. reporting of position on diffe-
rent dates, reporting of outstandings relating to different periods.
etc.) recorded in the Monthly Reports.

(Circular No. Coord. (Au)/11-135/84-85/521  dated
22-11-1984)
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5.04 Quarterly Report on the state of work to the Comptroller
and Auditor General of India—(i) A quarterly report in the
form of a descriptive memorandum reviewing very briefly the
state of affairs in respect of all the functional groups or sub-
groups in the office and showing the position as on 3lst March/
30th June/30th September/31st December, has to be compiled
and sent to the Comptroller and Auditor General of India so
as to reach him before 20th of the month following the quarter
to which the report relates. The arrears in each group oOr
branch as far as possible, should be computed in mandays and
exhibited in the report. The reasons for the arrears, and where
{he arrears exceed 15 mandays, the steps taken to reduce them
and the time likely to be taken for their liquidation have to be
briefly indicated. Each report which has to be in @ narrative
form should be accompanied by the following annexures in
the form prescribed by the Office of the CAG of India.

Annexure I--Inspection Reports outstanding for over six months®

Annexure 1I-- Amounts held under objection for over six months*
Annexure I1T - Arrears in correspondence

Annexure IV— Statement showing Inspection Reports not issued within
the prescribed period of one month.

Annexure V—Statement of arrears expressed in mandays and expressed
as percentage of the “total work™.

. AG Letters No. 133/0&M/17-73 dated 8-8-1975 and
No. 1156-Audit 11/82-86) Circular No. Audit 11 dated
#0-7-1987) - -

1To be prepared separately for Central and Sltate- Govorﬁments. £
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(i1) Arrears accumulated in weeding out and destroying old
records should invariably be mentioned in the quarterly state
of work reports.

(C.A.G. Lr. No. 1027-O&M/82-83 dated 19-10-1984)

(iiiy The state of work report for the quarter ending 3l1st
March should exhibit the arrears in respect of audit inspection
work computed at the end of the year with reference to the
programme for the year ..................... The position in this
regard should be compared with that shown in the state of work
report for the previous year and the increase/decrease in ar-
rears during the year worked out.

(C.A.G. Lr. No. 333-Audit 11/247/85 dated 24-2-1986)

(iv) The reports on the state of work should indicate the
internal arrears and external arrears separately and the periods
to which they relate. In order to enable adoption of uniform
standards for computing these arrears, CAG’s office has pres-
cribed norms for computing arrears in mandays in respect of
some items of work and authorised the Accountants General to
fix the norms for other items locally. — The yardsticks to be
adopted for assessing the arrears in mandays in respect of the
more important items are given in Appendix IV.

- (Letter No. Co-ord(Au)/11-135/85-86/551 dated 7-1-1986 to
CAQG). ;

(v) In cases where the relevant vouchers have been made
available by the office of the Accountant General (A&E). but
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Central audit has not been completed by the Central Audit
Parties. the arrears should be depicted in the Report on the
State of Work as internal arrears in terms of mandays. On the
other hand. where the office of the Accountant General (A&E)
has not been able to make available the vouchers for audit, the
arrears in audit should be incorporated in the Report in con-
crete terms without indicating arrears in mandays.

(C.A.G. Lr. No. 2249-Accounts 11/109-85  (Circular No.
75-Accounts / 1985) dated 5-12-1985)

(vi) All the sections in the office should get their reports
approved by their group officer and forward them to CASS (Co-
ord) Section or to their group controlling section as the case may
be by the 3rd of the month following the quarter for consolida-
tion. The group controlling sections CA(Hq) L SRA(Hg) I,
QA(Hag) T and ECA T will consolidate the reports received by
them along with their own report and furnish a consolidated re-
port for the group duly approved by the Group Officer, to CASS
(Co-ord) Section by the 5th of the month following the quarter.
At the end of each report a summary of the arrears (both inter-
nal and external)y under various items should be given along with
the corresponding arrears reported in the previous report and
the increase or decrease in arrears worked out. The report should
also indicate all the measures taken or proposed to be taken
for clearing the arrears and the probable date by which clea-
arnce of the arrears is expected.

The sections should endeavour to clear the arrears 10 the
maximum extent and furnish a supplementary report to CASS
(Co-ord) Section/Group Controlling Section by the S5th of the
month following the quarter and the group controlling sections
should furnish the consolidated supplementary reports to CASS
(Co-ord) by the 7th of that month. Along with the supplementary
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report, details of correspondence and bills handled during the
quarter should be given in the following proforma.

Letters, etc. Bills

(i) Opcni;g balance
(ii) Receipts
(iii) Issues
(iv) Closing balance

(a) Number outstanding for
over three months

(b) Number outstanding {or
over one month but mot
over three months

(cj Number outsianding iGr
one month and beiow

Total

(vii) The report relating to the whole office will be complied
by CASS (Co-ord) Section on the basis of the reports and sup-
plementary reports received and the report relating to that sec-
tion. The consolidated report should be submitted to the Ac-
countant General by 14th of the month following the quarter to
which the report relates so as to enable its timely despatch atter
approval by the Accountant General.

Note: {. The reports relating to the sections in the Branch
Office, Cochin are consolidated by the Dy. Accountant General
(Central) and furnished to CASS {Cc-ord) Section.

2. A specimen of the form in which the report is to be
prepared by the Sections is given in Appendix V. This is a
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general form applicable to most of the sections. Any special
items of work assigned to particular sections should be added
in the proforma by those sections.

5.05 Register of Incumbents showing details of duties assigned
to each—A register giving a permanent record of the names
of PBranch Officers in charge of the section and of the
Assistant Audit Officers, Section Officers, Sr. Auditors, Auditors
and Clerk-Typists working in the section and the duties
assigned to them, should be maintained in each  section.
One register should be used for at least five years and should
be preserved for another period of ten years from the year in
which it gets exhausted. The register should open with an
index as below :

Particulars Page

|. Sanctioned strength of the section

2

Branch Officers in charge
3. Section Head in charge
4, Other staff :

Unit 1

Unit 1T

Unit T1I ete.

A few pages should be set apart for each unit in the sec-
tion and for furnishing the particulars of the Assistant Audit
Officers/Section Officers and Branch Officers in charge of the
Section from time to time. The details of work done by each
member of the staff should be entered in the page set apart from
the particular unit. Whenever there is a change in the incum-
bency of any staff it should be moted in the register immediately
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and the specimen signature and initials of the new incumbent
obtained against his/her name.

The register should be submitted to the Branch Officer on
the 5th of each month. ‘

(0.0. No. TM. V/11-36/59-60/68 dt. 5-3-1960)

5.06 Interpretation of rules, orders etc.—The Assistant
Audit Officer/Section Officer of each Section should see
that the same rule or order is mnot interpreted diffe-
rently by different units in his section. If he has got any
doubt on the interpretation of any rule or order, he should ob-
tain the orders of the B.O.

The Branch Officers should ensure that the different Sec-
tions under their charge do not give different interpretations to
the same rule or order. They should particularly note that when
they do not agree with the views of their predecessors, orders
of D.A.G./A.G. should invariably be obtained in every case
before giving effect to their views.

When a Section feels that an interpretation of a rule or
order is to be modified, it should prepare a note detailing the
existing interpretation, its defects, the proposed interpretation
and the reasons for modifying the existing interpretation and
get the orders of D.A.G./A.G. through the Branch Officer.

(0.0.TM. VIII/12-28 /Pay/65-66/21 dated 13-10-1965)

507 Office Orders.—(1) All orders and instructions gov-
erning the work in the office, which would find a place in the
Manuals or which are eventually to be incorporated in any
of thie office manuals are issued from time to time as ‘Office

19—9 AG/Kerala/90
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Orders’. All such Office Orders should be got approved by the
Accountant General before issue and should not be altered,
amended or deleted except under his orders.

(Vide para 56 of CAG’s MSO (A)-Vol. .

(2) The following sections are authorised to issue Office
Orders in respect of the subjects dealt with by them and allied
sections :

Sl Section Subject
No.
1. 0.E.(Admn) Administration and Establishment
2. RA (Hg) 1 Central Ra::ccipt Audit
3. SRA (Hq) I ) State Receipt Avdit
4  CA (HQI Commercial Audit
5. O.A (Hg I Local Audit
6. CASS (Works) Works Audit
7h CASS (DAT) Forest Audit
3. CASS (Co-Crd) . . Central Audit (except Works and Forest

Augdit) and matters not specially assigned
to other sections.

If any section other than the above, requires an office order
1o be issued, that section will send the file with a draft of the
Office Order duly approved, to the authorised section which
will issue the office order. Before issuing the Office Order it
will be sent to CASS (Co-ord) Section for assigning to it.
a general serial number pertaining to the Calendar Year of
Issuc. When issued, the Office Order will bear besides this
general number, the number indicating the file No, etc. usually
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assigned by the issuing section also. In the case of Office Orders
issued by authorised sections in the Trichur Branch Office, how-
ever, the general serial number will be assigned by CASS (Works)
Section instead of CASS (Co-ord) Section in order to distinguish
between the general numbers assigned by the main office and
Trichur Branch office. the numbers will be suffixed by letters (M)
or (T) as the case may be, e.g. Office Order General No. 15
(M)/1987, Office Order General No. 3(T)/ 1987 etc.

(3) A register of office orders will be kept by the authorised
sections, in the following form :

Gl. SL Sectional Date Purport  Initials Index Reference
No. No. of 0.0. ofG.O. tosub- tofile in
ject of which OO
0.0. emanated

ey (2) (3) 1G] (5) (6) (7)

Note : 1. In the Register maintained by CASS (Co-ord)/
CASS (Works) all office orders issued by other authorised sec-
tions in the main office/Trichur branch office will also be en-
tered.

2. Col (6) will indicate the subject in brief e.g. ‘Audit
Procedure’. ‘Classification’. etc.

(4) The authorised sections will keep two copies of the
office orders in separate stock files arranged serially, one for
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record in the section and the other for submission with files. Each
file which will be kept bound in convenient volumes should be
provided with an index showing the list of standing  office
orders.

The sections issuing the office orders should review the stand-
ing office orders during the month of May every year and take
action as prescribed below:

(i) Office orders that have become obsolete should be car-
celled by the issue of an omnibus office order.

{ii} If an office order has been modified or amplified, ac-
tion should be taken to issue a revised order incorpo-
rating up-to-date corrections so that it may be more
useful for guidance in current work.

(itiy If an office order is important enough to be manua-
lised and has not been manualised so far, action should
be taken to manualise it.

(iv) Office orders which have been manualised, cancelled
or superseded should be removed from the list of stand-
ing office orders by making suitable remarks like ‘manu-
alised’, ‘cancelled’, etc., against the relevant entries in
the list.

A report on this review work should be submitted by the
concerned section to the Group Officer on Ist June every year.

5.08 Sectional Orders.—All orders and instructions not requiring
incorporation in office manuals, e.g, transfer orders, posting
orders, expenditure sanction orders, etc. which are issued in the
course of regular work in the office should be issued as “Sec-
tional Orders”. - '
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5.09 Circulars— Circular letters pertaining to a particular sub-
ject should be issued from the section dealing with that sub-
ject, in consultation with other affected sections, if any. All
circular letters of general application to treasuries. departments,
etc. should be issued from the sections authorised to issue office
orders.

5.10 Office Manuals.—(1) The various manuals of this office
containing the detailed instructions and orders relating to the
work of each department or section are issued in accordance
with the provisions of paragraphs 53 and 56 of the CAG’s
MS.O(A) Vol. 1. Instructions and decisions of a permanent
nature of the Government of India, the State Government, the
CAG and the AG or other authorities should be incorporated
in the appropriate office manuals, if suitable for inclusion there-
in, with full reference to the case, letters, etc.

" (2) The section responsible for keeping the Manual up-to-
date should maintain a Register of Correction slips to the
Manual in the following form:

C.S. No. Para Purport of Date of Initials of  Dateof
affected correction  approval B.O. transfer to
slip by AG General
Section for
printing
1 2 3 4 5 6

Proposals for corrections to office manuals should be
submitted with a note by the section initiating the correction
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through the scction responsibie for keeping the relevant mantal
up-to-date. On approval by A.G. the corraction slip should be
entered in the Register of Correction Slips and the correction
slip number assigned to the correction. Simultaneously, copies
of the correction slips should be typed out and furnished to
the sections whose work is affected by the correction. Copies
of all approved correction slips to a manual, should also be
furnished to General Section quarterly on 5th of January, April,
July and October for getting them printed and supplied te all
officers and sections to whom copy of the manual has been sup-
plied—vide para 8.11.

Note: Petty or minor corrections and also amendments
based on the orders of CAG or the Govt. of India or the
State Government may be approved by the Group Officer.

(3) Asstt. Audit Otficers/Section Officers will be respon-
sible for incorporating all the corrections in the section books
and keeping them up-to-date. It is their duty to see that the
procedures prescribed in the books and manuals are strictly
adhered to in their sections and that no departure is made with-
out special orders.

“Convention” or “old practice” is no authority for departure
from the authorised procedure as iaid down in the codes and
manuais. 1f any such departure comes to notice. it shouid be
brought to the notice of the Branch Officer with recommenda-
tions either to amend the instructions in the manuals so as io
conforin to the practice or for the immediate discontinuance
of such unauthorised practice. '

5.11 Report of handing over charge—(a) Branch Officers.—When-
ever there is a change in the Branch Officers either within the
office or on transfer outside, the outgoing officer should handover
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to his successor all keys. valuables, secret papers and other confi-
dentia! documents, if anv, and report the fact of having done
so to the Accountant General, The report should be prepared in
triplicate in respect of each section separately in the form given
in Annexure I and should indicate important cases or items of
work which are pending and likely to call for the successors’
special attention or scrutiny. Mention may also be made of
serious defects, if any, existing in the sections. After the succes-
sor his taken over charge, one copy each of the report will be
retained by the relieving officer and the relieved officer. The
third copy will be put up to the Group Giiicer for perusal and
orders, if any, and to the Accountant General with the remarks
of the Group Officer. This copy should be filed in & scparate
file (to be handed over lo the successor—vide item 10 of
Annexure 1) and suitable action taken wherever called for. The
confidential note on appraisal of work referred to in the item 14
of Annexure | should be kept along with other confidential papers.

(b) Asstt. Audit Officers/Section Officers.—When Asstt.
Audit Officers/Section Officers relinquish charge of their sections,
they should prepare their handing over report in triplicate in
the form given in Annexure 1l. The report should clearly
specify the state of work in the section. After the relieving officer
has signed the report. one copy each will be retaincd by the
relieved and the relieving officers and the third copy put up to
the Branch Officer for perusal and orders, if any, and to the group
officer with the remarks of the Branch Officer. As in the case
of reports of Branch Officers, these reports should also be filed
in separate files and handed over to the successors.

(Fndt. No. Estt. A/V/7-3 dated 6-8-1984)

(¢) Sr. Auditors/Auditors and Clerk-Typists.—Every S:-.
Auditor. Auditor or Clerk relinguishing charge of the unit held
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by him should prepare a memorandum of cases, papers, eic.
which are pending disposal and items of work which are in
arrears and which require special attention of his successor. This
memorandum together with a list of files, papers, bills, etc
handed over should be submitted to the Branch Officer through
the Asstt. Audit Officer/Section Officer in charge of the section,

for information and orders, if any.

Whenever a vacancy arised in a section cither due to relief
of the incumbent on short spzll of leave without substitute or
due to abstention of the incumbent, it shall be the responsibility
of the Assistant Audit Officer/Section Officer in charge of the
section to take stock of the state of work in the unit and bring
the arrears if any, to the notice of the Branch Officer for such
action as he deems fit. The Asstt. Audit Officer/Section Officer
shall also suggest alternate arrangements for looking after the
work in the unit so long as it remains vacant. The Branch Oflicer
should bring to the notice of the Group Officer cases of habitual
abstentions of Senior Auditors/Auditors/Clerk-Typists and the
arrears which have accumulated on account of such abstentions.

(0.0. No. TM VI/11-83/4 dated 3-6-1976)

512 Poweis of Assit. Audit Officers/Section Officers in regard
to Section work.—The AAQs/SOs shall exercise the foliowing
powers for the expeditious disposal of business and the smooth
running of the office:

(i) Giving file orders on all lctters except those from the
C.A.G. and Ceatral and State Governments.

(ii) Communication of important orders received through
cirenlation and those issued by the A.G./D.AG. to
other sections, B.Os.. etc.
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CHAP. 5] CONTROL OVER GENIRAL STATE OF WORK  [5.12—5.13

(iii) Examination of petty and minor registers other than
pending reports, progress reports, etc. They should
however, be submitted to the Branch Officer quarterly.
The selection of registers which are to be treated as
petty and minor should be made under the urders of
the A.G.

Notes: (1) The powers detailed in item No. (ii) are exerci-
sable only by the Asstt. Audit Officers/Section Officers of Con-

trolling Sections. &
(CAG Lr. No. 2729-Admn. 1/360-60 dt. 30-8-1960)

(2) The power of giving file orders delegated to the AAOs/
SOs under (i) above should be confined to cases where appropriate
action has been taken under the orders of the B.O./D.A.G./A.G.
as may be necéssary. The AAO/SO should ensure that, the
action is complete before recording file order on a letter.

(CAG Lr. No. 3966-Admn. I/360-60 .dated 27-12-1960 in
case Estt. 14-96-A)

5.13 Inspection of Audit and Accounts Offices by the Director of
Inspection.—(a) Object of Inspection.—The inspection of the
Audit and Accounts Offices in India through the Director of
Inspection not only enables the C.A.G. to judge whether his ulti-
mate responsibility for the efficiency of the offices under his con-
trol is adequately discharged but it also enables the A.G. to as-
certain whether his primary responsibility for the efficient working
of the office/depariment of which he is the head. is being pro-
perly and consistently fulfilled. In order, therefore. to enable
the Director of Inspection to discharge his functions in an effec-
tive and constructive manner the office should help and co-oper-
ate fully with the Director of Inspection in process of inspection.

20—9 AG/Kerala/90
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CHAP. 5]  CONTROL OVER GENERAL STATE OF WORK [5.13

While it is open to the A.G. to suggest to the Director of Ins-
pection any particular process of audit which he would like to be
examined, or any class of charges deserving of particular atten-
tion, or points of suspected weakness, to which he would like
the inspection to be directed, this privilege should be sparingly
used.

(b) Supply of records, etc. to the Director of Inspection.—
The supply of documents, registers and other records to the Dir-
ector of Inspection for his examination should be made expedi-
tiously in order to enable him to complete his work according
to planned programme. The heads of offices should, therefore,
make adequate arrangements to supply the documents required
by the Director of Inspection within 24 hours from the time
they are asked for. The records will be obtained by Inspection
Accountant by issuing requisitions therefor to the sections con-
cerned or by personal contact with the Asstt. Audit Officer/Sec-
tion Officer. If the records. etc.. cannot in any case be supplied
promptly, orders of the D.A.G. should be taken to supply them
after a specified interval and the Director of Inspection should
be informed of the fact and the reasons for delay.

(c) Disposal of objections.—While the inspection by the
Director of Inspection is in progress no formal inspection notes
containing the objections, criticisms and obscrvation will be
jssued to the Head of the Office. The various points arising cut
of the Inspection will be settled as far as possible on the spot
by personal discussions at appropriate levels. Any serious irre-
eularities such as defalcations, culpable negligence, etc. will be
brought to the notice of the A.G. for immediate action. The
normal procedure will, however, be as follows:

The Inspection Accountant will. during the course of his
scrutiny of the various documents. take note of the points arising
out of the scrutiny and  discuss them with the Asstt. Audit
Officers/Section Officers concerned to ensure the correctness of
the facts. The rough memo or a collective summary in respect
of the same type of irregularity pertaining to different sections,
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CHAP. 5]  CONTROL OVER GENERAL STATE OF WORK  [5.13— 5.14

indicate the general impression which the Director of Inspection
has formed, as a result of his inspection. the efficiency, accuracy
punctuality, etc.. of the work of the office inspected and should
give a summary of any really important matters on special pro-
blems the consideration of which has been initiated and which
are still outstanding.

The draft inspection report will be discussed by the Director
of Inspection with the head of the office before closing the ins-
pection.

(¢) Issue and disposal of Inspection Report.—The Director
of Inspection will send 2 copies of his inspection report to the
head of the office inspected within seven days of the completion
of inspection. On receipt of the inspection report from the Dir-
ector of Inspection, the A.G. will consider the points with refer-
ence to the available records and documents and one copy of
the report with replies given in juxtapesition should be returned
to the Director of Inspection within 15 days of receipt of the
report. The Director of Inspection will settle by direct corres-
pondence with the A.G. all such points as do not involve any
question of major policy or any important decision of a general
nature. In cases of points involving major policy which cannot
be settled without the orders of the C.A.G. and matters of gene-
ral interest concerning various offices will be referred to the office
of the C.A.G. by the Director of Inspection in the form of a Memo
for decision.

(Endt. No. HA 3-120/54-55/21 dated 1-2-1955)

5.14 Disposal of Complaints.—All complaints received in this
office, whether by name or by designation whether direct or
through the C.A.G., should be promptly and properly disposed
of following the procedure laid down in para 4.18 (f).
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ANNEXURE 1 2

(See para 5.11)

Fianding Over Report of Branch Officer

(To be prepared in triplicate in respect of each section separately)

Agsistant Accountant Glenafalf AUt OB o o 21 winmmiron ts T8 i Seeidlbine wra T mnine oRERSITLRS nESHRIES o k

SECTIORAAEE v wcore rimribien 57 B9 S E s el dareiod nereie e ® R OHER e

1. () Name of Branch Officer :

5. e AHE RO i s 5 FEBERR mon wammm sy Y BRGNS ot s s REREAET
3. Name of the controlling/coordinating SECiON. . .. .o.vvruereuenmannerierrresnnenre s SR s

4. Brief narration of the work attended 10 bY the SECtON. . v vuoves vewsisi sise s pauumosuarsnnnnns sreon st siptan et s
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Position of Staff :

S.0. Auditor Cerk
(i) Sanctioned Strength

(ii) Men in position
(iii) Shortages, if any
(iv) Action taken to fill up the shortages

6, Comparativc position of Arrears
(in terms of mandays)

At the time of taking At the time of handing Increase (+) Reason for increase with
Particulars over charge on over charge now Decrease () action taken and/or
i e e ————suggestions for over
Internal External Internal External Internal External taking the arrears

R

e e S e s

(a) At Branch Officer’s level :
(i) Reviews

(ii) Any other item
Total (a)
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(b) In the Section :

(Items as per monthly/quarterly
Arrear Report to be specified)

Total(b) ...se0ns B I o e e o o e SR TSR

Grant Tot.l (a) + (b)

7. Internal Test Audit/Director of Inspection Reports Pending :

Year

(a) Internal Test Audit Reports

(b) Director of Inspection Reperts

8. Important Istters/Cases pending disposal (together
with action, suggestion, if any)

Total No. No. of paras
of paras  pending
disposal

Suggestions for expeditious
disposal of outstanding
paras

Year upto which

due

9. (&) Position of consignment of 0Old Records to
Record Section:

sent/done

Year upto which

Reasons for arrears and
action taken so far
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ANNEXURE II

(See para 5.11)

Handing Over Report of Asstt. Audit Officer/Section Officer

{(To be prepared in triplicate)

Handing over Report of Shri/Smt M. .. it ettt et i a i e iae i
Asstt. Auldit Officer/Section Officer. . ............... R N R Y S

1. (a) Name of (A.A.0/8.0) Officer :
AT VO i srivenins v covrmasosins o6 woavaimimasis 616 TAGRAORITER BB Wil WA BRI oY 720
TAKIBE OV :ovva o e 553 SS0aTRvIstE 16 Sarviite e SEEAERTen e kAt

(b) Event for handing over.

2 NSOGB o s v cvmnsammie e oo s 9 e 1 ROENESas I S
3. Name of the Controlling/Co-ordinating Section, ifany..................
4. Brief aarration of the work allotted to the section....................
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Position of staff : o )
Auditors
(i) Sanctioned strength :

(ii) Men in position :

(iii} Shortages/if any :

(iv) Action taken to fill up the shortages :

Comparative position of Arrears :

(in terms of mandays)

Clerk

At the time of At the time of Increase (+)
Particulars taking over handing over Decrease (—)

charge on charge now

Internal External Internal External Internal

External

Reasons for increase with
action taken and/or sugges-
tions for overtaking the
arrears

(a) At Branch Officer’s level :

(i) Reviews
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(b) In the Section :
(Items as per monthly/
quarterly Arrear Report
to be specified)

TotallB) ... o ovewaerss Saaags §e suenigem v e
“Grand Total (@) + (B) . vvvvnniviiii i

7. Internal Test Audit/Director of Inspection Reports pending :

Year Total No. Suggestions for expeditious disposal of
of paras outstanding paras

(a) Internal Test Audit Reports

(b) Director of Inspection Reports

8. Important letters/cases pending disposal (together

with action/suggestion, if any)

Years upto which  Year upto which Reasons for arrears and
due sent/done action taken so far
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10.

11.

12.

13.

14.

(a) Position of consignment of Old records

(b) Position of physical verification of dead stock
(Specific mention may be made of excesses/
shortages noticed and action taken therefor.)

Books/Pamphlets/Files etc. handed over :

(a list may be appended)

Note : (Specific mention may be made of MSO(T),
MSO(A), Memo of secret instructions etc.)

Valuables

Keys/locks/furniture ete. (transfer of charge certifi-
cate in terms of para 9.04 of Manual of general
department and office procedure is enclosed)

Co_nﬁdential papers/cases (including a confidential
note to the successor regarding quality of auditors
under his charge) -

Calendar of Retfurns, Attendance Register, Monthly
and Quarterly Arrear Reports, Register of Goods and

+Bad quk, Register of Valuables, Duty lists efc.
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ls,

16.

17.

Machines, cycles, typewriters, Calculators, dupli-

cating machines etc., if any in charge.

Any other item requiring special mention.

(Heavy pendency in particular areas, action taken
for missing books/files/keys/machines etc. sanctions
of long period of currency, cases of investigation by
ECPA and/or field parties, etc.)

Encls : As mentioned above.

Handed over/Date

Relieved Asst. Audit Officer/Section Officer
Submitted to Branch Officer

Remarks of Branch Officer

Remarks of Group Officer

Taken over/Date

Relieving Asst. Audit Officer/Szction Officer.
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CHAPTER 6
MISCELLANEOUS

6.01 Scale of office accommodation.—(i) The scale of office
accommodation prescribed by the Government of India for the
various categories of staff are as follows:

1. Officers drawing Rs. 2,000 and above p.m. . : 22 Sq.m.

2. Officers drawing Rs. 1,100 and above but less
than Rs. 2000 p.m. . . . . . ; 11 sq.m.’

3. Gazetted Officers drawing pay less than Rs.
1,100 p.m. excluding Section Officers . 5 5.5 Sg.m.

4. Section Officers inthe Secretariat and Attached
Officers > 2 " s ] ; 2 5.5Sq.m.

Technical staff such as draftsmen, tracers, estima-

=7

tors ete. 5.5 8q.
6. Ministerial staff such as Superintendents, Head

Clerks, Assistants, Clerks, Daftries etc. ; . 3.5 Sq.m.*
7. Ministerial staff of Audit Offices . . : 3.5 Sg.m.*

# An additional 10% of the entitlement is admissible for

current records.

The total screened requirements of office accommodation
determined on the above basis will be subject to the following

austerity cuts:

Up to 2700 Sa.m. 10%
More than 2700 Sq.m. 15%
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(G.01. MW.&H. Directorate of Estate O.M. No. 11015-
(2)/75-Pol 1V dated 24-11-1976 received with CAG’s
letter No. 28-NE 11/5-77 dated 10-1-1977 File GL/

R.I11/4-5/76-77)

(i) No separate space is to be provided for peons in rooms
or halls. Where necessary, they should be accommodated in the
rooms or halls in which the sections concerned are accommodat-

ed.

(G.O.I. MW.&H. Directorate of Estates O.M. No. 11015-
(2)/75-Pol 1V dated 8-6-1977 with CAG’s letter No.
1146. NGE.I1/5-77 dated 16-7-1977 File GlL/R 111/
4-5/78-80 Vol. XIV)

(iii) The following scales have been prescribed for special
requirements of office accommodation ;

1.  Conference Room . 228q.m. to 44 Sg.m. Subject to requircments
2. Visitors’ Room . ~ Not exceeding 44 Sq.m. according to
requirements

3. Reception/for security 11 Sq.m.
stafl

0-09 Sg.m. per person including space for
Dining Hall and Kitchen.

4.  Canteen/Tiffin Rocm .
-

5. Telephone Exchange . 22 Sqan.

6, Class Room . ~ Not exceeding 44 Sq.m. according to
requirements



bl & bblible SbjBIbK & [hle llkb]  lbbb B2 2
e IRRI2Y LEUE bk % bikk] lDhBL b 1BE ki
®b lblp 2oblbl kik— bilbble  RLBIRK e Jple £0°9

(2le-20B/P€-F (L1 2L/ Lhlk
In2ek—9961—F—67 lbd] 1> 1BIKA-S9 /9T /LT ok
Bhilt  kblkle kblBh blkbl 13215 e bBlelk kb
lolbete 2ledhy Balls 2lle D 96-F1 233 oh Ik
% :2bikle Sob llkk) lalhbl b lmap bbbk
\plERlle 6S61—E~FC telbbl 89991 Z-lk ok Bhilh)
| E2)le 1Bkt Ealk
Bba Bh lalkk 1k 1Bh3 %h e kD] ke B2k b2 B
Rk B I IkRIK loBbb| lkDxe] £ 2EdE kel Ik )
Uelisk) lalbb) dlls b Babth BE 120 2 12k PREIE % blkk)
lolbb) il bl¥ed 12 3h [plkd B8 | R2jk low bPik Bh
lolbk 1% Ibha %0 1k kDd] % blk: Be 12 Bky kblhle
b 12l U® Dlik] lolib) b bl 12 ke Lk 2h kD)
Bl lob]  bkle—"blkd b ksl DB} & bRlkle Z0°9

(tL61—9-8
tlbb] 2k BILGL/(Z)-STOTT op bhlk kbl
klblabbl Ibhth kbiph Blblle bd llkdk 2lddh Dilh)
12 1wk ls lkb) B2
BEX b bl \& lbijrebly hbeklle kb bblbble % k) bojhh
ebe 20 12 IBkbiblle e blky SRl B lblp 2o ‘bl
[EBlBE | B2l 112 Dhlp DEDK 0T Le lbkkible bE
bbh bkl bIRBIK 1k blky Dy blie D) $ 21bak] 2blbt

ki) & lkble N
lBh Bkl 022 olk Lk I Bkl Lb (8)
BBy 1epsh ST ol Lk 1 bblepyh (L)
9 hibak] Be)k} [co°9-10"9

+o1



164

CHAP. 6] MISCELLANEOU3 [6.01—6.03
7. Library . ; . One Sq.m. for 275 books
8. 0Old Records 5 . One Sq.m. for 220 record files.

Provision for additional space for future expansion to be
made in a new building should be limited to 10% of total re-
quirement. Ministries/ Departments ~ requiring space in excess
of the limit may provide for that with the approval of their
Integrated Finance, keeping in view the need for maximum
economy.

(G.0.1. MW.&H. Directorate of Estates O.M. No. 11015-
(2)/75-Pol TV dated 8-6-1977)

6.02 Hiring of office accommodation.—When hiring private
accommodation, the C.P.W.D. should be required to furnish a
certificate of reasonableness of rent in places where the depart-
ment operates. In places where the C.P.W.D. does not operate,
acsistance of Public Works Department, Revenue or Rent Con-
trol Authorities of the State Government should be sought for,
in this behalf and the certificate of reasonableness of rent ob-
tained from them.

(Cir. Lr. No. C2. 16668 dt. 24-3-1959 from E.E., CP.WD
Division, Coimbatore Case No. Estt. 14-96 A and G.Cl.
M.W.H.&U.D.O.M. No. 27/26/65-ACC.II  dated
20.4-1966—Case G1./R.II/4-34/Vol. 1V).

5.03 Administrative approval to works.—The A.G. is empower-
=d to accord administrative approval to civil works relating to
residential and non-residential buildings required for the TAAD
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to the extent indicated below :
(i) Residential buildings Rs. 10,000 in each case

(i) Non-residential buildings Rs. 20,000 in each case

The exercise of these powers will be subject to the provi-
sion in the C.P.W.D. Code.

(G.OI. M.F. Lr. No. F. 20(5)-EG.1/62 dt. 5-12-1962 with
CAG Lr. No. 3968-NG. 111/296-60 dt. 12-62—Cast Gl.
RS/111/23/Vol. 1I)

6.04 Installation of office and residential telephones—(i) The
Accountant General (Audit) is empowered to sanction telephone
connections for the offices. He has also full powers to sanction
telephone connections to residences of senior scale officers in
charge of Administration and others of the rank of Junior Ad-
ministrative grade and above. These powers are exercisable sub-
ject.to orders regarding economy, etc. issued from time to time.

(S1. No. 18 (xvii) and 18 (xviii) in Section A of M.S.0. (A)
Vol. II)

(ii) A list of office and residential telephone numbers of
IA & AS Officers and the Audit Officers who are provided with
telephones should be supplied to the office of the CAG quarterly
on the Ist of April, July, October and January every year.

(CAG Lr. No. 1787-GE.I1/4-63-1I1 dated 17-8-1963)

(ii1) In cases where both husband and wife are employed at
the same station and are eligible for provision of residential
telephone by their respective offices, in the interest of economy,
only one residential phone should be provided. The installa-
tion and rental charges as well as charges for additional aalls
will be borne by the Ministry/Department which provides the
phone. For purpose of recovering charges for additional calls

22—9_AG|Keraia/50
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from the officers concerned, however, the limit for which recovery
is not to be made will be twice that prescribed in respect of
phone provided for the use of a single officer.

(G.01. M.F. (DE) O.M. No. F. 14(11)-E(Co-ord)}/77 dated
19-8-1977 received with CAG Endt. No. 338/NGE-
1/81-87 dated 4-2-1978—File GL./R 1II/5.12/78-83
Vol. VIII)

(iv) S.T.D. facility should be barred from telephones instal-
led in offices as well as residences of all officers below the rank
of Accountant General/Director. The personal staff of the
officers of the rank of Accountant General and above should
keep a record of S.T.D. calls made from office telephones of
the concerned officers.

(C.A.G. Lr. No. 3945-NGE 1/80-79 dated 29-12-1979 File
Gl. R.II1/5-12/78-83/Vol. VIII)

(v) The officers having the S.T.D. facility on their residen-
tial phones should be asked to certify whether bimonthly calls
in excess of 650 are on account of S.T.D. calls and if so, whe-
ther these S.T.D. calls are on official account or otherwise.
This certificate would need to be countersigned by the Con-
trolling Officers, who will look into the cases where, in their
opinion the number of excess calls is too high. The excess
calls other than those certified to be on official work will be
paid by the officers themselves.

(G.01. M.F. (DE) O.M. No. F7(7)-E(Co-ord)/85 dated
8.7-1985 received with CAG Endt. No. 2534-NGE.
TIT/N 1/68-77/XIII  dated 7-8-1985—File A.G./Au/
G1/1-12)
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Note: Requests for waiver of recovery on account of
excess calls on the plea that the telephone was faulty or that
the bill was inflated will not be entertained. It is the responsi-

bility of the officers concerned to settle all matters of dispute
with the P&T Department.

(G.OI. MF. (DE) OM. No. F7(14)-E (Co-ord)/83 dated
31-5-1983 recd. with CAG Endt. No. 1995 NGE III/
NI/61-80 dated 26-7-1983—File GI./R. III/5-12/82-
86/Vol. X)

6.05 Fire prevention.—Orders and instructions in regard to
precautions to be taken to prevent fires and the action to be
taken in case of an outbreak of fire can never be complete or
fully comprehensive against all possible contingencies. It is
therefore, necessary that the officers concerned exercise proper
judgement and initiative when dealing with emergencies calling
for decisions which depend entirely on the circumstances invol-
ved. Highest priority must of course, be assigned to the saving
of life. In an emergency all the branches in the office should
participate and the chain of command shall be:

Accountant Genéra]

Sr. Dy. Accountant General/Dy. Accountant General
Branch Officers

Assistant Audit Officers and Section Officers

Sr. Auditors, Auditors, Clerk-Typists and Caretakers

Other Group C staff

Group D staff,
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Extracts of Part IT and Part IV of the Fire Orders contain-
ing instructions regarding the action to be taken in case of a
fire and regarding the fire prevention measures to be taken are
given in Appendix VI They should be carefully studied by
all the officers and staff and scrupulously followed.

Proper record should be maintained by all concerned of
messages transmitted /received, action taken and diary of events
during the emergency. On termination of the emergency, a Te-
port should be prepared by the Audit Officer (Admn) and for-
warded to the Dy. Accountant General. The report should
include an approximate assessment of the damage caused by
fire in consultation with the concerned department/office. An
enquiry should be held into the circumstances of the outbreak of
fire and action taken for its extinguishment.

(Fire Orders issued in No. GLR, 11/5-22/76-77 dt. 24-8-1976)

Note: In the branch offices at Kottayam, Cochin and
Kozhikode, the report will be prepared by the Audit Officer in
charge of the Section where there was outbreak of fire.

6.06 Responsibility of Government servants for losses to Gov-
ernment.—The responsibility —of Government servants for any
loss sustained by Government is indicated in rule 21 of the
Compilation of General Financial Rules (Revised), 1963 of Cen-
tral Government. Any such loss should therefore, be immediate-
ly reported by the Officer concerned to the C.A.G. through ‘his
immediate superior. et o L
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6.07 Posting of Group D staff.—(i) The Group D staff to the
Branch Officers and for the sections under their charge will be
placed under the control of the Branch Officer concerned who
may distribute the work among those Group D staff in such a
way as to increase the efficiency of work in the sections and to
meet his own requirements,

(i) Separate attendance registers should be maintained for
the Group D staff posted under each Branch Officer. The main-
tenance of the attendance register may be entrusted by the B.O.
to one of the sections under his control.

(iii) Substitutes will normally be posted in casual leave and
restricted holiday vacancies: subject to availability. If more
than one Group D is absent on a particular day, substitute

arrangements will be made by O.E. (Admn) Section from the
leave reserve available.

(iv) The Branch Officers should exercise strict control over
the Group D staff posted to their group by watching their atten-
dance, assigning definite jobs, laying down time schedules, and
directing the Group D officials to report as soon as a job is
done. They should ensure that the procedure detailed above
results in effective utilisation of the Group D staff posted under
them.

(0.0. No. OE.E.(B)/1/67-68 dated 11-7-1967)

6.68 Duties of Group D staff—The following are some of the
more important duties of the Group D servants:

- (i) Taking papers to the Branch Officers and to the sec-
tions;
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(i) Taking drafts and papers to the Typing branch, out-
ward mail to the despatch section and bringing back
the transit register after obtaining acknowledgements
for the deliveries;

(iii) Pasting in the respective files all letters, labels, etc.,
after they have been arranged by clerks and pasting the

index slips in the bundles to be transferred to records;

(iv) Bringing stationery articles from the stationery clerk
for distribution in the section;

{v) Stitching objection statements;

(vi) Carrying records from the sections to records section
and bringing records from records section to the sec-
tions:

(vii) Carrying out incidental items of work which may be
entrusted to them from time to time by the AAOs/SOs
or Gazetted Officers.

Note: 1. In order to perform the duties enumerated above.
Group D servants should reach office by 845 am. on all work-
ing days. During office hours they are expected to be at their
place of duty at all times (except during the lunch break).

2. Group D staff should note above all, that politeness is
expected of them in their relations with the members of the
office and with outsiders; if any charge of in civility is proved
against them, disciplinary action will be taken.

3. The AAOs/SOs to whom the Gr. D servants are attach-
ed for purpose of control will instruct the Gr. D servants on
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their duties listed above and bring to the notice of the O.E.
(Admn) Section any case of dereliction of duty by the Group D
staff.

6.09 Liveries to Group D staff.—Group D employees are sup-
plied with liveries in accordance with the scales prescribed from
time to time. They should observe the livery rules strictly.

Group D servants who are supplied with uniforms will be
paid washing allowance at the rate prescribed by Government
for keeping their liveries clean. No washing allowance is pay-
able during periods of regular leave. Group D servants are
expected to keep their liveries clean and tidy. O.E. (Bills) Sec-
tion will ensure that the allowance is actually spent for the pur-
pose for which it is granted.

6.10 Duties of Selection Grade Daftries—The duties of Selec-
tion Grade Daftries should be broadly as under:

(i) Seeing that stationery racks of gazetted Officers are
adequately filled with forms, flags, slips etc.

(ii) Opening of important dak before the head of office.

(iii} Stitching of files, closing of bags and sealing of parcels,
bags and letters of an important/confidential nature,
etc.

(iv) Attending on gazetted officers and looking after the
general requirements of the office and

(v} Attending to any other item of the normal work of a
daftry which the Assistant Audit Officer/Section Officer
may require him to do.

(CAG’s Lr. No. 1306-NGE. 111/70-69 dated 14-7-1970—File
Estt. (A) IV/7-3/Gr. D/76)
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6.11 Duties of Record Keepers.—The job content of Record
Keepers has been broadly identified as below :

(1) Dak receiving/despatching and sorting of marked letters
section wise in Receipts & Issues Section in main office
and branches in different buildings.

{2) Tracing of old files/records requisitioned by various sec-
tions and orderly placing of records/files back in the
relevant racks.

(3) Receipt and issue of articles of stationery in stationery
sections.

(4) Pasting correction slips in the books and assisting in
physical verification of library books.

(5) Sorting of ledger cards and maintenance thereof in pro-
vident funds library.

(6) Upkeep of records/vouchers etc. in Treasury Account
Section and other sections in the office.

(7) Any other item of work deemed fit by the heads of the
department.

Note: The above list is only illustrative and not exhaustive.
Accountants General are free to identify other equivalent func-
tions for record keepers.

{CAG Lr. No. 108-O0&M[15-84 (Circular No. 1-0&M/84)
dated 10-2-1984 File Estt. A./V/6-30/(B)D)



:gﬁumm&mmmn@m&amﬂm&@m&
W2 2 2b L2 Bh b blebk/ee ¢ Bb ak (5)

| ERjlh kb gy & Lo
la22:3 kbublle b 1903 1B I libk) 1k Dih bhie p
|Egle Lok bbgh g bpiagh i bikeh bbb ae bBe
k2 1 DleRjle bbby bhie lbhB 4d|lebie b lE Blbb)
bhie 2:8 1D U2 lidtk bDEyh Ik lbSil bbk b hlbhe ke
lale % 2lebibh/Blbbl & Dlebe Dok WAL (7)

|2 1blo lbte) :h kB bhie L2
Qleke plbh bhikk £ ‘b2lk lbls bk blajlek BPedh
B 20k & D kh Bh 2elbk klplk: BhE bk @ e
LDik Dbl |2 Ibbll ik bbbk 2o bRl 112 by
B Bk D12 12Ukl 12 % 1Bk |12 Dible plabk b 3k
‘B2lk 1BI2 12L RBR 1d 2wk \Be) b IBhK DDiK b Reben
BE 12e 2lelpd DML ddlbblle DI Bpk| D 4 belk
bt &3 & hibsk BE %) LIk Lkl bk Diajbw) Ran Lp 2
1b2lk BDEML 3l B Blk bhie lb 2 1B21k Lk 2kl hib
Lok lbhie Lo ekl Dk #d (1)-—ipkis Wik bus
$lehle b} & BRUER B Bk & JmMlebe ISR £7°0

|yt lhible l% lordlpahs
e LBUEE 2eble bl blek) B Bl I& bbible b bikb) (D
Uehed bhiblle 2k Us D2k lulis Lob) labb) dlab b [pispe
ek bk 0 U2 lelon hIb $ BE LK Bk lb Mk b (m
bie 13 L% lehip blbk| blp & Bk lkb kidble 1k lalb)
2k %jike ‘B2|k lblep |3k BIB hib % Sblabh & Bh :bibkb
Bhybeh & bl & 2lek BE 1D U2 DBEK b 1bh 2lkibh
lkl}h2) Dok Lk 2lale bt Bebsh & 1Blbble 1 ikl (b bbb
Bie—bkll \ble bls Slbhie b BBk % lkbjhop) b Ak
2l LR B \Rlekle e Rialpie h@ B BE Z1°9

9 humale] Rblb) le19-z1°9
ELT



173

CHap. 6] MISCELLANEOUS [6.12 6.13

6.12—Procedure to be followed when incorrect or unfair comments
of the activities of the office appear in the Press.—When incorrect
or unfair comments of the activities of a department or office are
published in the mewspapers such matters should not be taken up
direct with the Editors of the newspapers concerned as it would
involve the department or office in a press controversy. When-
ever it is desired to take up matters of the kind with the press,
the Principal Information Officer may be consulted who would.
if need be, arrange for publication of rectifications or clarifica-
tions without directly involving the department or office in &
press controversy.

6.13 Procedure for chamge of mame by Government servants.—
(i) A Government servant wishing to adopt a new name or to
effect any modification in his existing name should be directed to
adopt the change formally by a deed in the form given in the
annexure to this chapter. In order that the execution of the-
document may not be in doubt it should be attested by the two
witnesses known to the Head of the office where the Government
servant is working. The execution of the deed should be fol-
lowed by publication of the change in a prominent local news-
paper as well as in the Gazette of India, the publication being
undertaken by the Government servant at his expense.

(ii) In case an addition/change in surname only of a female
Government employee is desired on account of her marriage/re-
marriagze, she should give a formal intimation to her appointing
authority of her marriage and request for a change in her sur-
name. Particulars of the husband should also be given by her
for making necessary entries in the Service Book.

(iii) If deletion of surname or reversion to maiden name on
divorce/separation or death of the husband of a female Govern-
ment employee is desired, the change may be permitted if she

23- 9AG/Kerala/90
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gives an intimation to the appointing authority regarding the
change in the marital status and also a formal request for rever-
sion to her maiden name.

(iv) There is no prescribed form for giving the intimation/
request for the changes referred to in sub paras (ii) and (iii).

(G.O.]. Ministry of Personnel, Public Grievances and Pen-
sions OM. No. 19016/1/87-Estt(A) dated 12-3-1987
recd. in CAG’s NGE Circular No. NGE/39/87 (No.
1468-NGE. 3/49-86) dated 17-6-1987 Case Audit/ Admn/
111/14-15/Vol. I).

(v) It is only after the above formalities have been complied
with and a satisfactory evidence of identity and execution of the
document is given by the Government servant, that the adoption
of the new name or change in the existing name should be recog-
nised officially. and entries in Government records wherever ne-
cessary amended accordingly. &

“6.14 Production of official documents in a court of law.—The
procedure to be followed when a Government servant is summon-
ed by a Court to produce official documents and /or give evidence
on the basis of the documents and instructions thereon are con-
tained in confidential communications issued by the Government
of India from time to time. The procedure to be followed by
the officials of Indian Audit and Accounts Department is detail-
ed in para 96 of CAG’s M.S.0. (Admn) Vol. 1.

Note: Documents produced in a Court are some times im-
pounded under powers vested in the court. As a matter of pre-
caution and to provide for all eventualities, a photostat copy of

the documents should always be kept.

(C.A.G’s Lr. No. 460-Admn. 1/5-55 dated 3-3-1955)
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.15 Utilisation by the Police of documents in possession of
Audit Offices—If an investigating officer of the State’ Police
wants original documents in the custody of Audit Officers, he
should move the Inspector General of Police, who after satisfying
himself on the point will address personally the A.G. to hand
over the documents to the investigating officers.

(Cir. No. 29/75 (No. D 1-85504/75) dated 11-10-1975 of 1.G.
of Police. Trivandrum)

Note: Whenever original documents are to be handed over
o the investigating officer, photostat copies thereof should be
taken and kept on record. Before handing over the originals to
the investicating officer. the photostat copies should be compared
with the originals and certified to be correct both by the Investi-
pating Officer and a Gazetted Officer.

#

(CAG’s Lrs. No. C9/321/Admn 1/53-Coll. IV dated 18-8-55
and No. C9/321-Admn. 1/53-Coll. V dated 7-11-1955)

.16 Interrogation of the staff of Accountant General (Audit)
Kerala by Police in connection with defalcation/embezzlement
cases.—(i) Whenever any Police Officer finds it necessary (o
examine /interrogate the audit staff in connection with defalcation
cases he should submit a report to the Dy. Inspector General of
Police concerned who would in turn send a communication to the
Accountant General. Such communications should contain de-
tails such as designation of the officers required to be examined
and brief particulars of the case. If the defalcation relates to a
civil office (other than treasuries) and the subject matter is dealt
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with in the branch office at Trichur, the communication may be
addressed direct to the Sr. Dy, Accountant General (I&W).

(Cir. No. 29/75 (No. DI-85504/75) dated 11-10-1975 of 1.G
of Police, Trivandrum)

(i) The police staff may be permitted to interrogate and
take statements from the staff of the Accountant General’s Office
although this should be done in the presence of an officer of the
Audit Department, nominated by the Accountant General. To
prevent confusion such -interrogation should take place after the
receipt by the Accountant General of full details of the f fraud and
his own investigation under the immediate supervision of a senior
officer.

(CAG’s Lr. No. 132-Admn/51-Pt. 1I dated 23-2-1952)

Mote: There is no objection to the staff being interrogated
in respect of matters connected with the discharge of duties when
the incumbent was on deputation. It is mot, however, necessary
that an officer of L.A.&A.D. should be present.

(CAG’s Lr. No. 446-N2/5-85 dated 4/8-4-1985)

(iii) Accordingly, in all cases where interrogation »f Audit
staff for the purpose of providing evidence for prosecutioi
becomes necessary, it would be necessary to receive a toirmal
request from the Police Department (preferably from an officer
not below the rank of the Deputy Inspector General of Police)
stating that such and -such officers (by designation/name) asso-
ciated with the detection of the. case are required to be examin-
ed by the Police. When the [raud, defalcation, etc. relate to a
civil office (other than treasuries) and the subject matter is
dealt with in the Trichur Branch Office, the request. will be
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sent to that office direct. On receipt of the request, the con-
cerned section dealing with the case will ascertain the names
of the persons associated with the detection of the case and
where they are working at that time. Simultaneousiy, the
Group Officer will put up a detailed note on the case to the
Accountant General and obtain his permission for the interro-
gation of the stafl and nomination of the officer in whose pre-
sence such interrogation should take place.

If the officers whom the police desire to examine, desire
to refer to the original documents such as draft iuspection
report, audit enquiries, replies to audit enquiries cte., hefore
presenting themselves for interrogation, necessary [acilities
shouid be provided to them in that regard. Where the subject
matter is dealt with in a Branch Office, the examination of
the staff would be conducted in the presence of an oilicer of
that Branch nominated by the Ac