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PRISIDENT

REPUBTIC OF INDIA

MESSAGE

I am happy to know that the Central Vigilance Commission is

observing Vigilance Awareness Week on the theme "qr$ qnn' rr{q fl-td

- satark Bharat, Samriddh Bharat" (Vigilant India Prosperous India)"

from 27th october to 2nd November 2020 which coincides with the

birthday of Sardar Vallabhbhai Patel.

Corruption has been regarded as one of the foremost hindrance

to national development and progress. We must strive to promote

integrity and to combat corruption in all walks of life. lt is our duty to be

a vigilant citizen and prevent corruption of any form in the world around

u5.

I congratulate Central Vigilance Commission for promotion of

systemic improvements and good practices. cVC has taken several
proactive steps in disposal of cases in time bound manner'

Administering lntegrity Pledge and conducting workshops for

sensitising on issues related to anti-corruption are appreciable steps in

the right direction.

An effective and pro-active vigilance machinery can contribute

towards improving the quality of governance. We must take this

opportunity to renew our commitment to achieve the goals of promoting

integrity, transparency and accountability in public life for a better

future.

I extend my greetings to all those associated with the Central

Vigilance Commission and wish the campaign every success"

New Delhi

October 19,2020
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Gopal Singh  
Chairman-Cum-Mg. Director  
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A Mini Ratna  Company 

                (A Subsidiary of Coal India Ltd.) 

Koyla Bhawan, Koyla Nagar, Dhanbad–826005 
 

 

 

Dated 21st Oct. 2020 

 

 

 

 

      

    

M e s s a g e 

 
I am glad to know that Vigilance Department of BCCL is organising “Vigilance 

Awareness Week” from 27th  October 2020 to 02nd  November 2020 as  per 

the directives of Central Vigilance Commission, the Apex Vigilance Institute of 

the Country. This year the theme is “Satark Bharat, Samridh Bharat”. 

 

I am delighted to know that on this occasion the Vigilance Department, BCCL 

is going to publish “e-Compendium of Circulars and Guidelines”. I am 

sure, it will provide guiding light to BCCL employees towards working in just 

and transparent manner.  

 

I wish the organisers every success.
 

 

( Gopal Singh
 
)
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F.No.142/1/2019-AVD (IB) 
Government of India 

Ministry of Personnel, Public Grievances & Pensions 

Department of Personnel & Training 
North Block, New Delhi 

Dated the 5th  August, 2020 
To 

1. All Ministries/Departments of Government of India (As per standard list); 
2. The Chief Secretaries of all the State Governments; 
3. The Administrator of all Union Territories. 

Sub: Circulation of Revised Check-List for forwarding the disciplinary proceedings 
proposals/cases to Department of Personnel & Training against lAS Officers under 
Single Window System prescribed vide OM No.142/16/2013-AVD - I dated 10th February 
2014— reg. 

Sir/Madam, 

The Department of Personnel & Training (DoPT) deals with the disciplinary matters of the 
officers of the Indian Administrative Services (lAS), being their cadre controlling department. It 
receives the proposals for disciplinary proceedings against the AS officers working in connection 
with the affairs of the State, from the State Government; and against the lAS officers working under 
various Ministries/Departments in the Central Government, from the Central Ministries/Departments 
of the Government of India; under the All India Services (Discipline & Appeal) Rules, 1969 and All 
India Services (Death-cum-Retirement Benefits) Rules, 1958. Besides, it is also entrusted with 
dealing with the Appeals/Memorials and Revision/Review under the said Rules. 

2. It is the responsibility of the Disciplinary Authorities concerned to lead the departmental 
proceedings to their logical conclusion. Inordinate and inexplicable delay in conclusion of the 
disciplinary proceedings vitiates the proceedings and sometimes leads to litigations. This delay is 
mainly attributed to the documentary and procedural deficiencies and a lot of time is consumed in 
avoidable protracted correspondence with the State Government or the Ministry/Department 
concerned, for furnishing requisite documents/case-records or fulfilling the procedural deficiencies. 

3. Accordingly, a proforma check list was prescribed vide this Department's OM 
No.142/16/2013-AVD.l dated 10th  February 2014 for referring disciplinary proceedings 
proposals/cases against lAS officers to Department of Personnel & Training under Single Window 
System. However, pursuant to OM No. 39011/08/2016 - Estt. (B) dated 28th  December 2018 and to 
align with the requirements prescribed for submission of cases to UPSC for referring the 

disciplinary cases to UPSC, it has been felt necessary to revise the checklists for submission of 
disciplinary proceedings proposals/ cases to DaRT for onward reference to UPSC for its statutory 
advice. 
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4. Therefore, it has now been decided to prescribe new checklists as per enclosed Appendices 

I & II in supersession of the checklists prescribed vide the Appendices to this Department's OM 

No.142/16/201 3-AVD.l dated 10th  February 2014. 

5. Submission of a disciplinary cases against an lAS officer and requisite case records will be 

checked against these new checklists through the single window system in DoPT. Appendix I to be 

followed hereafter; has 4 different checklists catering to 4 different situations (as described in the 

following table) in which a proposal of disciplinary proceeding against an lAS officer is to be 

submitted to DOPT by the concerned State Government! Central Ministry/Department. Appendix II 

contains list of documents and folders which need to be submitted while submitting the disciplinary 

case through Single Window System. Another Appendix Ill has been enclosed which contains the 

Model letters for forwarding the proposals to Government of India, for each of the 4 situations of 

Appendix I. 

6. Therefore, it is requested to submit the proposals of disciplinary cases against lAS officers to 

DoPT as per the appropriate Appendix that may be applicable in light of the situation for the case at 

hand with following details to ensure proper submission of proposals by various State 

Governments! /Ministries/Departments as per the requirement of UPSC. 

Appendix Details 

1(A)  Proforma /Checklist for forwarding disciplinary cases for imposition of 
penalty of cut in pension of lAS officers after retirement from service or for 
imposition of major penalties of compulsory retirement, removal or 
dismissal from service. 

State 
Government/UT 

1(B)  Proforma /Checklist for initiation of disciplinary cases under Rules 6(1) (b) 
(1) of the AlS (DCRB)Rules, 1958 against retired lAS officers-who are to be 
charge-sheeted after retirement from service- for according sanction of the 
Central Government 

State 
Government/UT 

1(C)  Proforma/Checklist for disagreement cases under Rule 11 of the AIS(D&A) 

Rules,1969 - for submission of cases of difference of opinion between a 
State Government and the Union Public Service Commission. 

State 
Government/UT 

1(0) Proforma/Checklist for submission of proposals by the 
Ministries/Departments of the Government of India for initiation of 
disciplinary proceedings against lAS Officers working on Central 
Deputation. 

Ministry/Department 

7. Further, it is also expected that the complete reference is received in this Department at 

least six months (180 days) prior to the retirement of the charged officer for complete examination 

of the proposal. Wherever the time of submission of case to this Department is less than six months 

(180 days) from the date of retirement of the officer, cogent reasons justifying late submission of 

case to this Department are also required to be submitted. 
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8. The operation of Single Window System requires the representatives of the State 
Government/Ministries/Departments of the Government of India seek prior appointment from 
concerned Under Secretary. During the appointed time, complete verification! scrutiny of 
documents will be done and only such cases which are reckoned and found complete in all 
respects shall be accepted for processing. Cases found deficient vis-a-vis the mandated check-list 
will be returned therewith, and the case would not be deemed to have been received until it is 
received in complete form as per the check-list. 

9. The State Governments! Ministries/Departments of Government of India will be required to 
depute an officer not below the rank of the Under Secretary with his/her official seal and who is well 
conversant with the case to submit the records of the disciplinary case as per the check-list, in this 
Department. In the DoPT, Under Secretary (AVD-l.B), Room No.268B, North Block (through Gate 
No.4, Tele No. 011-2309-2298) will receive the Disciplinary cases referred to by the State 
Government and Under Secretary (AVD-l.C.l), Room No.270, North Block (through Gate No.4, Tele 
No.: 011-23092957) will receive the disciplinary cases referred to by the Ministries/Departments in 
Central Government from 11.00 a.m. to 1.00 p.m. and 2.30 to 4.00 p.m. on all working days. 

10. Finally, Rule 6(1) (b)(ii) of AIS(DCRB) Rules,1958 stipulate time-limit for instituting 
disciplinary proceedings against a pensioner. Therefore, a proposal where time available for 
Disciplinary Authority for according sanction under said Rule is less than six months from the date 
of submission of the proposal to DoPT by Ministry/Department/State, the proposal will not be 
accepted on same day. In such case, DoPT would be afforded a time-limit of up to five working 
days to analyse the proposal before accepting or returning in case there is requirement of any 
information/clarification /document. 

11. It is requested that the above instructions are strictly followed with immediate effect while 
submitting the proposals of disciplinary proceedings against lAS officers, with a view to streamline 

and expedite the processing. 

YoJrsit1fully, 

1A '' 
(KhushbopG4l Chowdhary) 

Deputy (ecretary(S&v) 
Tel. No011-23092483 

Enclosure: 
a) Appendix — 
b) Appendix—Il 
c) Appendix—Ill 

Copy to Sr. Technical Director, NIC for uploading on the website. 
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Appendix – I (A) 
Proforma/Check List for forwarding disciplinary cases for imposition of penalty of 

cut in pension of IAS officers after retirement from service  or for  imposition of 
major penalties of compulsory retirement, removal or dismissal from service to 

DoP&T 
***** 

PART I: SERVICE AND OTHER RELATED PARTICULARS: 
 

S. No. Contents Particulars  Document 
name and 
page no. 

(i) (ii) (iii) (iv) 

DETAILS OF CHARGED OFFICER 

1. (i)  Name   N/A 

(ii)  Batch  N/A 

(iii)  Cadre:  N/A 

TYPE OF EMPLOYMENT 

2. (i)  Whether temporary/ permanent/ 
contract service/on probation: 

 N/A 

(ii) If confirmed, date of confirmation:  N/A 
DETAILS OF POST HELD 

3. Post held at the time of alleged misdemeanor :-  

Post held at the time of retirement (for retired officers) :- 
{please mention the name of Department/Ministry also} 

 

If serving, details of post held at present: -  

 Designation:  N/A 

(i)  Pay Level in the pay matrix 
(indicating pay index, etc.): 

 N/A 

(ii)  Pay drawn:  N/A 

(iii)  Date from which pay shown against 
3(ii) drawn: 

 N/A 

(iv)  Date of next increment, if applicable:  N/A 

4. The next lower post (along with pay level 
in the pay matrix), the officer would have 
held but for his appointment to the 
present post he is holding, if CO is in 
service: 

 N/A 

5. Date of Birth:  N/A 

6. DATE OF JOINING SERVICE 

(i) As an IAS officer:  N/A 

(ii) Other services (specify):  N/A 

7. DETAILS OF RETIREMENT 

Due date of retirement:  N/A 

Actual date of retirement, if already 
retired: 

 N/A 
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DETAILS OF PENSION AND GRATUITY 

8. (i)  Amount of monthly pension 
admissible/sanctioned (amount 
/copy of the order): 

 Sanction 
Order  
Page __ to 
______ 

(ii)  a) Amount of gratuity admissible 
(in respect of disciplinary 
proceedings initiated during 
service): 

 N/A 

b) Amount of gratuity withheld, if 
any (for disciplinary proceedings 
continued after retirement) 

 N/A 

9. (i)  Appointing authority in respect of 
the post held at present, or the 
authority which actually appointed 
the person: 

 N/A 

(ii)  Appointing authority in respect of 
the post held at the time of alleged 
misdemeanor : 

 N/A 

(iii)  Authority competent to impose the 
penalty in respect of the post held at 
present: 

 N/A 

(iv)  Appellate Authority in respect of 
the post held at present: 

 N/A 

ORAL INQUIRY 

10. (i)  Whether an oral inquiry, if 
required under the rules has been 
held: 

 N/A  

If yes, then copy of report of oral 
inquiry 

N/A Page __ to 

(ii)  If yes, then Rules invoked for 
conducting oral inquiry: 

 N/A 

(iii)  Whether the oral inquiry has also 
examined MoS: 

 N/A 

(iv)  If  yes, name and designation (if 
serving) of Inquiry Officer (who 
submits the inquiry report), 
appointed, if any, along with 
contact  details: 

 N/A 
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PART II: DETAILS OF CASE RECORDS: 
(All the records are required to be arranged, cross-referenced and authenticated, in the 
order indexed below (page numbers of the file/folders to be indicated against each item.). 

 

 Item Reference/comments Document name 
and page no. 

(i) (ii) (iii) (iv) 

(A) 
 
 

ORIGINAL CASES: 
(Where the Central Government or the State Government is the Disciplinary Authority 
and an order of penalty is to be passed for the first time within the competence of 
Central Government u/r 7(2) of the AIS (D&A) Rules, 1969).  

(i) If any complaint has been   received by the authorities, following details of 
complaint  be provided: 

a) Copy of complaint   N/A Page __ to____ 

b) Date of complaint  N/A 

c) Name of the complainant  N/A 

d) Gist of the complaint  N/A 

e) Whether complainant has 
requested to not to disclose his 
identity  

 N/A 

f) Specify no. of pages in the 
complaint 

 N/A 

g) Authenticated translation of 
complaint if it is in regional 
language along with their 
authenticated/original version in 
regional language: 

N/A Page __ to____ 

(ii) Details of the preliminary enquiry, if any, held in the matter leading to the 
institution of formal disciplinary proceedings against the C.O. (together with 
Depositions recorded& approval of the Competent Authority):  

(a) Name of the complainant  N/A 

(b) Gist of the complaint  N/A 

(c) Copy of complete report of the 
preliminary   enquiry 

N/A Page __ to____ 

(iii) (a) Copy of order(s) of suspension, if 
any, with complete details of 
duration : 

 Page __ to____ 

 (b) Date of revocation of 
suspension, if any, 

 N/A 

 (c) Copy of order of revocation of 
suspension, if any: 

 Page __ to 

(iv) Order, if any, of the Competent 
Authority for joint/common 
proceedings where two or more 
Govt. servants are involved: 

 Page __ to____ 

(v) 
 
 

(a) Charge sheet together with the 
statement of imputations along with 
all enclosures:- 

 Page __ to____ 
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(b) Number of charges  N/A 

(c) Summary of each article of 
charge (not more than 100 words) 

 N/A 

(d)Records of delivery of charge 
sheet to the charged officer: 

 Page __ to____ 

(e)Whether the charge sheet issued 
as per the Rules (description of Rule  
under which Charge sheet has been 
issued may be provided): 

 N/A 

(vi) (a) Copy of the reply of the Charged 
Officer to the charge sheet  

N/A Page __ to____ 

(b) Summary of reply of the 
Charged Officer to the charge sheet: 

 N/A 

(vii) A note from the Disciplinary 
Authority explaining the factual or 
procedural points, if any, raised in 
the Charged Officer's reply in minor 
penalty cases where no enquiry has 
been held: 

 Page __ to____ 

(viii) (a)Details of order of the 
Disciplinary Authority appointing 
the Inquiry Officer 

 N/A 

(b)Copy of the order: N/A Page __ to____ 

(ix) (a)Details of order of the 
Disciplinary Authority appointing 
the Presenting Officer 

 N/A 

(b)Copy of the order: N/A Page __ to____ 

(x) Daily Order sheet maintained by the 
Inquiry Officer, indicating the 
progress of oral inquiry (duly 
signed by the participants present 
i.e. I.O., C.O., & P.O.): 

N/A Page __ to____ 

 (xi) Copy of correspondence of the 
Inquiry Officer, if any, with the 
disciplinary Authority or the 
Charged Officer 

N/A Page __ to____ 

(xii) (a) Copies of Depositions-oral 
statements, recorded:- 

N/A Page __ to____ 

(b) Details of Prosecution witnesses:   N/A 

(c) Details of Defense witnesses: 
(Name, Designation, Government 
/Private person) 

 N/A 

(c) Copy of  Statements of defence of 
the Charged Officer   

N/A Page __ to____ 

 (d) Summary of  statement  of 
defence of the Charged Officer  : 

 N/A 

(e) Whether General examination 
of the charged officer in accordance 
with Rule 8 (19) of the AIS (D&A) 

  Reference of the 
General 
Examination  
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Rules, 1969 has been conducted? If 
yes, the details and its reference in 
the proposal of the State 
Government) 

Page __ to____ 

(f)Whether copies of relevant 
documents have been supplied to 
the Charged officer: 
(If yes, the number of documents 
and brief description of each 
document may be submitted) 

 N/A 

(g)Exhibits:- 
(aa)   Prosecution: 
(the number of documents and 
brief description of each 
document may be submitted) 

 
 

N/A 

(bb)   Defence:  
(the number of documents and 
brief description of each 
document may be submitted) 

 N/A 

(xiii) 
 

(a)Written brief, if any, submitted 
by the Presenting Officer 

N/A Page __ to____ 

 (b) Summary of the brief submitted 
by the Presenting Officer:  

 N/A 

(c)Whether a copy of brief of 
Presenting Officer supplied to the 
Charged Officer: 

 N/A 

(xiv) (a) Written brief, if any, submitted 
by the Charged officer 

N/A Page __ to____ 

(b) Summary of the brief submitted 
by the Charged officer: 

 N/A 

(xv) a) Inquiry Officer's report (along 
with enclosures/Relied Upon 
Documents): 

 Page __ to____ 

b) Summary of the Inquiry Officer's 
report 

 N/A 

PROCESSING OF INQUIRY OFFICER’S REPORT BY STATE DISCIPLINARY 
AUTHORITY/ MINISTRY /DEPARTMENT: 

(xvi) (a) Whether Inquiry Officer's report 
provided to the charged officer: 
(Details of   communication   in this 
regard vide which Inquiry Officer's 
report has been provided to the 
charged officer may be furnished 
along with its copy of the 
communication ) 

 Page __ to____ 

(b)Whether disagreement of the 
Disciplinary Authority, if any, on the 
report of the Inquiry Officer, 
communicated to the Charged 

 Page __ to____ 
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Officer. If yes, copy of the 
communication  

(c) Representation of the Charged 
Officer, on the findings of the Inquiry 
Officer and on the disagreement note: 

 Page __ to____ 

(d) Para-wise comments of the 
Disciplinary Authority on the 
representation of the Charged Officer 
(The comments should not be in brief 
or general in nature, it should be a 
point-to-point reply on each para of 
the representation of the CO):  

 Page __ to____ 

(xvii) Whether the disciplinary authority  
has considered the merits of the case 
and come to the conclusion that a 
formal penalty is called for (copy of 
the entire note sheet from initiation of 
the penalty proposal after 
representation of the CO to final 
approval of the SDA): 

   

(xviii) In cases of major penalty, following 
information may also be provided:  
(a)Whether the case is being 

submitted at least 180 days prior 
to the date of retirement:  
Note: No case before 60 days of 
retirement for serving employees 
will be accepted unless the 
disciplinary process initiated 
before 6 months from date of 
proposal of the State Government) 

(b)If not, the reasons for late 
submission of the case may be 
indicated:  

  

 (xix) Penalty proposed by the  SDA:  
Date on which proposal approved by 
the SDA 

  

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

 Item Reference/ 
comments 

Document 
name and 
page no. 

(i) (ii) (iii) (iv) 

(B) 
 
 

CONVICTION CASES: 
(Where any penalty is to be imposed on a Government servant on the ground of 
conduct which has led to his conviction on a criminal charge) (In these cases all the 
available documents listed in (A) should also be sent) 
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(i)  Complaint/F.I.R.:  
If any complaint has been   received by the Authorities, following details of 
complaint  be provided:- 

(a) Copy of complaint  Page __ 
to____ 

(b) Date of complaint  N/A 

(c) Name of the complainant  N/A 

(d) Gist of the complaint  N/A 

(e) Specify no. of pages in the complaint  N/A 

(f) Whether complainant has requested to not to disclose 
his identity 

 N/A 

(ii)  (a) Copy of Investigation Report N/A Page __ 
to____ 

(b) Summary of the Investigation Report  N/A 

(iii)  (a) copy of Judgment of the Court N/A Page __ 
to____ 

(b) Summary of the Judgment of the Court  N/A 

(iv)  (a) Show Cause notice issued to the Government servant 
(The Show Cause Notice should tentatively propose 
imposition of the penalty of highest grade i.e.; dismissal 
from service which shall ordinarily be a disqualification 
for future employment under the 
Government/withholding of hundred percent of 
pension and gratuity in full on permanent basis, as the 
case may be):  

 Page __ 
to____ 

(b) Summary of the Show Cause Notice:  N/A 

 (v)  Record of delivery of show-cause notice N/A Page __ 
to____ 

(vi)  (a) Representation of the Government Servant on the 
Show Cause Notice 

N/A Page __ 
to____ 

(b) Summary of the representation of the Government 
Servant on the Show Cause Notice 

 N/A 

(vii)  Comments of the DA on the representation of 
Government Servant (The comments should not be in 
brief or general in nature, it should be a point-to-point 
reply on each para of the representation of the CO): 

 Page __ 
to____ 

(viii)  Whether the disciplinary authority has considered the 
merits of the case and come the conclusion that a formal 
penalty is called for on the ground of conduct which has 
led to the conviction of the Government servant on a 
criminal charge: 

 N/A 
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 Item Reference/comme
nts 

Document 
name and 
page no. 

(i) (ii) (iii) (iv) 

(C) 
 
 

APPEAL CASES: 
(Where the order of penalty has been passed by a subordinate authority and an appeal 
lies to the president) (In these cases all the documents listed in (A) should also be sent) 

(i)  Order passed by the Disciplinary Authority 
together with a note, if any, containing the 
conclusion arrived at by his in respect of each 
charge: 

 Page __ 
to____ 

(ii)  (a) Copy of the appeal of the officer concerned: N/A Page __ 
to____ 

(b) Summary of the appeal of the officer 
concerned: 

 
 
 
 

N/A 

(iii)  Whether appeal has been addressed to the 
competent authority: 

 N/A 

(iv)  Comments of the disciplinary authority on the 
appeal including clarification on procedural 
points, if any, raised by the appellant: 

 
 

N/A 

 

 Item Reference/comments Document 
name and 
page no. 

(i) (ii) (iii) (iv) 

 
(D) 

REVISION/REVIEW CASES:  

 Item Reference/comments Document 
name and 
page no. 

(i)  Whether appeal addressed to the President 
of India or to some subordinate authorities: 
(Where the Appellate Authority is 
subordinate to the President and 
modification of the appellate order is sought 
by way of revision/review or where the 
President has passed the original order) 
(In these cases, all the documents listed in 
(A) and (C) should also be sent) 

  

(ii)  Whether the approval of the Competent 
authority obtained before referring the Case 
for Commission’s advice: 

 N/A 

(iii)  Appellate Authority’s order/President’s 
order: 

 Page __ 
to____ 

(iv)  Petition/Memorial submitted by the officer, 
along with its summary: 

 Page __ 
to____ 

(v)  Note indicating the Reviewing Authority’s 
findings on the charges, detailing the 
reasons warranting modification of the 

 N/A 
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penalty already imposed and the extent of 
such modification: 

(vi)  Additional comments on the procedural or 
factual points, if any, raised in petition: 

 Page __ 
to____ 

 
 

 Item Reference/com
ments 

Document 
name and page 
no. 

(i)  (ii)  (iii)  (iv)  

 (E) 
 
 

PENSION CASES: 
(Where the President proposes to withhold or withdraw pension otherwise 
admissible to the officer as a result of disciplinary proceedings instituted during his 
service/deemed to continue in respect of an officer who has retire from service) 
 
(In these cases, all the documents listed in (A) should also be sent) 

(i)  Order of the president, if any, that the 
disciplinary proceedings should be  
instituted/continued under the relevant 
pension rules: 

 Page __ to____ 

(ii)  Show Cause Notice issued to the officer 
indicating precisely the quantum of cut 
proposed to be made in his pension and 
the period for which it shall be operative: 

 Page __ to____ 

Summary of the Show Cause Notice  N/A 

(iii)  Reply of the officer to the aforesaid notice  Page __ to____ 

Summary  of the reply of the officer to the 
aforesaid notice: 

 N/A 

(iv)  Comments on factual or procedural 
points raised by the officer in his reply: 

 N/A 

(v)  Approval of the President to the effect 
that the pensioner is found guilty of 
grave misconduct or negligence 
warranting withholding/withdrawing of 
pension and/or gratuity or recovery from 
a pension or gratuity:  

N/A Page __ to____ 

 

 

 

PART-IV: GENERAL:  

 Item Reference/co
mments 

Document 
name and page 

no. 
(i) (ii) (iii) (iv) 

(F) (i)  Miscellaneous documents regarding 
evidence such as the exhibits, statements, 
etc. referred to in (A) to (B) and extracts of 
relevant Rules, Codes, Manuals, Acts, 
Judgments etc.: 

 Page __ to____ 
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(ii)  Information/Position of disciplinary 
Proceedings Instituted against other co-
accused officers: 

 N/A 

(iii)  Information/Position of action instituted 
against persons/officials (other than 
government servants) involved in the case, 
if any;  

 N/A 

(iv)  Whether complete and up-to-date 
confidential roll of the officer has been 
enclosed: 

 Page __ to____ 

(v)  Details of other disciplinary case (s) 
instituted against the government servant 
and the penalty imposed, if any; 

 N/A 

(vi)  Present status of pending court cases, if any, 
along with the next date of hearing.  

 N/A 

(vii)  Authenticated translation of documents 
which are in regional language along with 
their authenticated/original version in 
regional language:  

N/A Page __ to____ 

(viii)  Documents relating to the procedure of 
prescribed Complaints Committee on sexual 
harassment to be followed in relevant cases: 

N/A Page __ to____ 

(ix)  Priority indication, if the charged officer is 
due to retire in near future or any court 
case/directions are involved in the matter:  

 N/A 

(x)  Document checklist as circulated by DOP&T 
is enclosed:  

N/A Page __ to____ 

* SDA = State Disciplinary Authority.  

 
Date :- 

       Signature:_______________________________ 
Name in Block letters of Officer 
signing this statement: 
Designation: 
(Not below the rank of Secretary 
in the State Government) 
Telephone No.:   
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Appendix – I (B) 
Proforma/Check List for initiation of disciplinary case under Rule 6(1) (b) (i) of 
the AIS (DCRB) Rules, 1958 against retired IAS officers-who are to be charge-
sheeted after retirement from service to DOPT for according sanction of the 

Central Government 
***** 

PART I: SERVICE AND RELATED PARTICULARS: 
 

S. 
No. 

Contents Particulars Document 
name and 
page no. 

(i) (ii) (iii) (iv) 

1. Name of charged officer, Batch, Cadre:  N/A 

2. Date of Birth:  N/A 

3. Date of superannuation:  N/A 

4. Post held at the time of retirement: 

 (a) Designation: 
{please mention the name of 
Department, Ministry also} 

 N/A 

 (b) Amount of monthly pension admissible/ 
sanctioned (amount/copy of the order): 

 Sanction 
Order  
Page __ to 
____ 

 
PART II: DETAILS OF CASE RECORDS: 
 
(All the records are required to be arranged, cross-referenced and authenticated, in the 
order indexed below (page numbers of the file/folders to be indicated against each item). 

 
S. 

No. 
Contents Particulars Document 

name and 
page no. 

(i) (ii) (iii) (iv) 

(A) (a)  (i) Copy of Complaint or Vigilance 
Report or Departmental enquiry Report 
etc. Further, if  any complaint has been  
 received by the Authorities, 
following details of complaint  be 
provided: 

 Page __ to 
______ 

i. Date of complaint  N/A 

ii. Name of the complainant  N/A 

iii. Gist of the complaint  N/A 

iv.  Whether complainant has 
requested to not to disclose his 
identity 

 N/A 
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v. Specify no. of pages in the 
complaint 

 N/A 

vi.  Authenticated translation of 
complaint if it is in regional 
language along with its 
authenticated/original version in 
regional language: 

 Page __ to 
______ 

(ii) Cause of action along with category 
of complaints (Corruption, 
Embezzlement, Sexual Harassment, 
Lack of devotion to duty/integrity, 
Lack of supervision, any others) and 
under which rule (rules violated 
according to AIS (D&A) Rules, 1969) 
the proceedings to be initiated: 

 N/A 

(b) Details of the preliminary   enquiry, if 
any, held in the matter leading to the 
institution of formal disciplinary 
proceedings against the C.O. (together 
with Depositions recorded & approval 
of the Competent Authority):  

 N/A 

i. Date of order of preliminary   enquiry  N/A 

ii.  Date of report   N/A 

iii. Copy of complete report  N/A Page __ to 
______ 

(c) (i) Date/Dates/Period of misconduct :  N/A 

(ii) Whether the Date/Dates/Period of 
misconduct is within the time-limit as 
prescribed in Rule 6 (1) (b) (ii) of the 
AIS (DCRB) Rules, 1958: 

 N/A 

(d) Ministry/Department/Organization  
where misconduct occurred: 

 
 

N/A 

(B) (a) Show Cause notice issued to the 
Government servant (The Show Cause 
Notice should tentatively propose 
imposition of the penalty of highest 
grade i.e.; withholding of hundred 
percent of pension and gratuity in full 
on permanent basis, as the case may 
be):  

N/A Page __ to 
______ 

(b) Record of delivery of show-cause 
notice: 

N/A Page __ to 
______ 

(c) Representation of the Government 
Servant on the Show Cause Notice 

N/A Page __ to 
______ 
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Summary of representation of the 
Government Servant on the Show 
Cause Notice: 

 N/A 

(d) Comments of the DA on the 
representation of Government Servant 
(The comments should not be in brief 
or general in nature, it should be a 
point-to-point reply on each para of the 
representation of the CO): 

 N/A 

(e) Whether the disciplinary authority has 
considered the merits of the case and 
come the conclusion that a formal 
penalty is called for: 

 N/A 

 
PART II: DETAILS OF DRAFT CHARGE SHEET & APPROVAL OF SDA: 
 

(C) (a) (i) Draft Charge Sheet containing 
Articles of Charges in clear and 
definite terms  together with the 
statement of imputations  

 Page __ to 
______ 

(ii)Number of charges  N/A 

(iii)Summary of each article of 
charge (not more than 100 words) 

 
 

N/A 

 (b) List of relied upon documents – 
original/certified copies each 
document with pages duly 
numbered:  

 
 

Page __ to 
______ 

 (c) List of Witnesses, if any:   N/A 

 (d) Copy of note conveying approval of 
the Minister-in-Charge (copy of the 
entire note sheet from the initiation 
of the disciplinary proceedings 
proposal after representation of the 
CO to final approval of the SDA): 

 
 
 
 
 
 

N/A 

 
PART III: GENERAL 
 

(D) (a) Information/Position of disciplinary 
Proceedings Instituted against other 
co-accused officers: 

 
 
 

N/A 

(b) Information/Position of action 
instituted against persons/officials 
(other than government servants) 
involved in the case, if any; 

 N/A 
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(c) Whether complete and up-to-date 
confidential roll of the officer has been 
enclosed: 

 Page __ to 
______ 

(E) (a) Details of other disciplinary case (s) 
instituted against the government 
servant and the penalty imposed, if 
any; 

 
 
 
 

N/A 

(b) Present status of pending court cases, 
if any, along with the next date of 
hearing.  

 N/A 

(c) Authenticated translation of 
documents which are in regional 
language along with their 
authenticated/original version in 
regional language:  

N/A Page __ to 
______ 

(d) Priority indication, if the matter 
involves any court case/directions:  

 
 

N/A 

(e) Document checklist as circulated by 
DOP&T is enclosed:  

 N/A 

* SDA = State Disciplinary Authority.  

 
Dated:             

                              
  Signature:___________________________________ 

Name in Block letters of Officer signing 
           this statement: 

Designation: 
(Not below the rank of Secretary in 
the State Government) 
Telephone No.:   
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Appendix –I(C)  

Proforma/Check List for disagreement cases under Rule 11 of the AIS (D&A) 
Rules, 1969 against retired IAS officers serving in the State Government to DOPT 

for according sanction of the Central Government 
***** 

 

PART I: SERVICE AND OTHER RELATED PARTICULARS: 
 

S. 
No. 

Contents Particulars Document 
name and 
page no. 

(i) (ii) (iii) (iv) 

1. Name of Charged Officer, Batch, Cadre:   N/A 

2. (i)  Whether temporary/permanent/ 
contract service/on probation: 

 N/A 

(ii) If confirmed, date of confirmation:  N/A 

3. Post held at the time of alleged misdemeanor :- 
Post held at present:- 
Post held at the time of retirement(for retired officers) :- 
{please mention the name of Department, Ministry also} 

 Designation:  N/A 

(i)  Pay Level in the pay matrix 
(indicating pay index, etc.): 

 N/A 

(ii)  Pay drawn:  N/A 

(iii)  Date from which pay shown against 
3(ii)  drawn: 

 N/A 

(iv)  Date of next increment, if applicable:  N/A 

4. The next lower post (along with pay level in 
the pay matrix), the officer would have held 
but for his appointment to the present post 
he is holding, if CO is in service: 

 N/A 

5. Date of Birth:  N/A 

6. Date of joining Govt. Service: 
(i) As an IAS officer: 
(ii) Other services (specify): 

 
(i) 
(ii) 

N/A 

7. (i)  Due date of retirement: 
(ii) Actual date of retirement, if already 

retired: 

(i) 
(ii) 

N/A 

8. (i)  Amount of monthly pension 
admissible/sanctioned (amount 
/copy of the order): 

 Sanction 
Order  
Page __ to 
______ 

(ii)  a) Amount of gratuity admissible (in 
respect of disciplinary proceedings 
initiated during service): 

 N/A 

b) Amount of gratuity withheld, if 
any (for disciplinary proceedings 
continued after retirement) 

 N/A 
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9. (i)  Appointing authority in respect of the 
post held at present, or the authority 
which actually appointed the person: 

 N/A 

(ii)  Appointing authority in respect of the 
post held at the time of alleged 
misdemeanor : 

 N/A 

(iii)  Authority competent to impose the 
penalty in respect of the post held at 
present: 

 N/A 

(iv)  Appellate authority in respect of the 
post held at present: 

 N/A 

ORAL INQUIRY 

10. (i)  Whether an oral inquiry, if 
required under the rules has been 
held: 

 N/A  

If yes, then copy of report of oral 
inquiry 

N/A Page __ to 

(ii)  If yes, then Rules invoked for 
conducting oral inquiry: 

 N/A 

(iii)  Whether the oral inquiry has also 
examined MoS: 

 N/A 

(iv)  If  yes, name and designation (if 
serving) of Inquiry Officer (who 
submits the inquiry report), 
appointed, if any, along with 
contact  details: 

 N/A 
 
 

 
PART II: DETAILS OF CASE RECORDS: 

 
(All the records are required to be arranged, cross-referenced and authenticated, in the 
order indexed below (page numbers of the file/folders to be indicated against each item). 

 

 Item Reference/comments Document name 
and page no. 

(i) (ii) (iii) (iv) 

(A) 
 
 

ORIGINAL CASES: 
(Where the Central Government or the State Government is the Disciplinary Authority 
and an order of penalty is to be passed for the first time within the competence of 
Central Government u/r 7(2) of the AIS (D&A) Rules, 1969).  

(i) If any complaint has been   received by the authorities, following details of 
complaint  be provided: 

a) Copy of complaint   N/A Page __ to____ 

b) Date of complaint  N/A 

c) Name of the complainant  N/A 

d) Gist of the complaint  N/A 

e) Whether complainant has 
requested to not to disclose his 
identity  

 N/A 
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f) Specify no. of pages in the 
complaint 

 N/A 

g) Authenticated translation of 
complaint if it is in regional 
language along with their 
authenticated/original version in 
regional language: 

 Page __ to____ 

(ii) Details of the preliminary   enquiry, if any, held in the matter leading to the 
institution of formal disciplinary proceedings against the C.O. (together with 
Depositions recorded& approval of the Competent Authority):  

(a) Name of the complainant  N/A 

(b) Gist of the complaint  N/A 

(c) Copy of complete report of the 
preliminary   enquiry 

N/A Page __ to____ 

(iii) (a) Copy of order(s) of suspension, if 
any, with complete details of 
duration : 

 Page __ to____ 

 (b) Date of revocation of 
suspension, if any, 

 N/A 

 (c) Copy of order of revocation of 
suspension, if any: 

 Page __ to 

(iv) Order, if any, of the Competent 
Authority for joint/common 
proceedings where two or more 
Govt. servants are involved: 

 Page __ to____ 

(v) 
 
 

(a) Charge sheet together with the 
statement of imputations along with 
all enclosures:- 

 Page __ to____ 

(b) Number of charges  N/A 

(c) Summary of each article of 
charge (not more than 100 words) 

 N/A 

(d) Records of delivery of charge 
sheet to the charged officer: 

 Page __ to____ 

(e) Whether the charge sheet issued 
as per the Rules ( description of 
Rule  under which Charge sheet has 
been issued may be provided): 

 N/A 

(vi) (a) Copy of the reply of the Charged 
Officer to the charge sheet  

N/A Page __ to____ 

(b) Summary of reply of the 
Charged Officer to the charge sheet: 

 N/A 

(vii) A note from the Disciplinary 
Authority explaining the factual or 
procedural points, if any, raised in 
the Charged Officer's reply in minor 
penalty cases where no enquiry has 
been held: 

 Page __ to____ 

(viii) (a) Details of order of the 
Disciplinary Authority appointing 

 N/A 
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the Inquiry Officer 

(b) Copy of the order: N/A Page __ to____ 

(ix) (a) Details of order of the 
Disciplinary Authority appointing 
the Presenting Officer 

 N/A 

(b) Copy of the order: N/A Page __ to____ 

(x) Daily Order sheet maintained by the 
Inquiry Officer, indicating the 
progress of oral inquiry (duly 
signed by the participants present 
i.e. I.O., C.O., & P.O.): 

N/A Page __ to____ 

 (xi) Copy of Correspondence of the 
Inquiry officer, if any, with the 
disciplinary Authority or the 
Charged Officer 

N/A Page __ to____ 

(xii) (a) Copies of Depositions-oral 
statements, recorded  :- 

N/A Page __ to____ 

(b) Details of Prosecution witnesses:   N/A 

(c) Details of Defense witnesses: 
(Name, Designation, Government 
/Private person) 

 N/A 

(c) Copy of  Statements of defence of 
the Charged Officer   

N/A Page __ to____ 

 (d) Summary of  statement  of 
defence of the Charged Officer  : 

 N/A 

(e) Whether General examination 
of the charged officer in accordance 
with Rule 8 (19) of the AIS (D&A) 
Rules, 1969 ha been conducted? If 
yes, the details and its reference in 
the proposal of the State 
Government) 

  Reference of the 
General 
Examination  
Page __ to____ 

(f) Whether copies of relevant 
documents have been supplied to 
the Charged officer: 
(If yes, the number of documents 
and brief description of each 
document may be submitted) 

 N/A 

(g) Exhibits:- 
(aa)   Prosecution: 
(the number of documents and 
brief description of each 
document may be submitted) 

 
 

N/A 

(bb)   Defence:  
(the number of documents and 
brief description of each 
document may be submitted) 

 N/A 

(xiii) 
 

(a) Written brief, if any, submitted 
by the Presenting Officer 

N/A Page __ to____ 
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 (b) Summary of the brief submitted 
by the Presenting Officer:  

 N/A 

(c) Whether a copy of brief of 
Presenting Officer supplied to the 
Charged Officer: 

 N/A 

(xiv) (a) Written brief, if any, submitted 
by the Charged officer 

N/A Page __ to____ 

(b) Summary of the brief submitted 
by the Charged officer: 

 N/A 

(xv) a) Inquiry Officer's report (along 
with enclosures/Relied Upon 
Documents): 

 Page __ to____ 

b) Summary of the Inquiry Officer's 
report 

 N/A 

PROCESSING OF INQUIRY OFFICER’S REPORT BY STATE DISCIPLINARY 
AUTHORITY/ MINISTRY /DEPARTMENT 

(xvi) (a) Whether Inquiry Officer's report 
provided to the charged officer: 
(Details of   communication   in this 
regard vide which Inquiry Officer's 
report has been provided to the 
charged officer may be furnished 
along with its copy of the 
communication ) 

 Page __ to____ 

(b) Whether disagreement of the 
Disciplinary Authority, if any, on the 
report of the Inquiry Officer, 
communicated to the Charged 
Officer. If yes, copy of the 
communication  

 Page __ to____ 

(c) Representation of the Charged 
Officer, on the findings of the Inquiry 
Officer and on the disagreement note: 

 Page __ to____ 

(d) Para-wise comments of the 
Disciplinary Authority on the 
representation of the Charged Officer 
(The comments should not be in brief 
or general in nature, it should be a 
point-to-point reply on each para of 
the representation of the CO):  

 Page __ to____ 

(xvii) Whether the disciplinary authority  
has considered the merits of the case 
and come to the conclusion that a 
formal penalty is called for (copy of 
the entire note sheet from initiation of 
the penalty proposal after 
representation of the CO to final 
approval of the SDA): 

   

(xviii) In cases of major penalty, following   
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information may also be provided:  
(a)Whether the case is being 

submitted at least 180 days prior 
to the date of retirement:  
Note: No case before 60 days of 
retirement for serving employees 
will be accepted unless the 
disciplinary process initiated 
before 6 months from date of 
proposal of the State Government) 

(b)If not, the reasons for late 
submission of the case may be 
indicated:  

 (xix) Penalty proposed by the  SDA:  
Date on which proposal approved by 
the SDA 

  

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

PART-III: UPSC’S advice and reasons for disagreement with UPSC’s advice:  

  

S. 
No. 

Contents Details Document name 
and page no. 

(i) (ii) (iii) (iv) 

(B) (a) Advice of UPSC:  Page __ to____ 

Summary of advice of UPSC   

(b) Disagreement note of the SDA: 
 

 N/A  

Summary of disagreement note of the SDA:  N/A  

(c) Forwarding of the UPSC advice along with the 
disagreement note of the SDA to CO: 

 N/A  

(d) Representation of CO:  Page __ to____ 

Summary of representation of CO:   

(e) Para-wise comments of the Disciplinary 
Authority on the representation of the Charged 
Officer (The comments should not be in brief or 
general in nature, it should be a point-to-point 
reply on each para of the representation of the 
CO): 

 N/A  

(f) Final proposal of SDA:  N/A  

 
PART-IV: GENERAL:  
 

(F) (a) Miscellaneous documents regarding evidence 
such as the exhibits, statements, etc. referred to in 
(A) to (B) and extracts of relevant Rules, Codes, 
Manuals, Acts, Judgments etc.: 

 Page __ to____ 

(b) Information/Position of disciplinary Proceedings 
Instituted against other co-accused officers: 

 N/A  
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(c) Information/Position of action instituted against 
persons/officials (other than government 
servants) involved in the case, if any; 

 N/A  

(d) Whether complete and up-to-date confidential roll 
of the officer has been enclosed: 

 Page __ to____ 

(e) Details of other disciplinary case (s) instituted 
against the government servant and the penalty 
imposed, if any; 

 N/A  

(f) Present status of pending court cases, if any, along 
with the next date of hearing.  

 N/A  

(g) Authenticated translation of documents which are 
in regional language along with their 
authenticated/original version in regional 
language:  

 Page __ to____ 

(h) Documents relating to the procedure of prescribed 
Complaints Committee on sexual harassment to 
be followed in relevant cases: 

 Page __ to____ 

(i) Priority indication, if the charged officer is due to 
retire in near future or any court case/directions 
are involved in the matter:  

 N/A  

(j) Document checklist as circulated by DOP&T is 
enclosed:  

 N/A  

* SDA = State Disciplinary Authority.  

 
Signature: ____________________________ 

Name in Block letters of Officer signing 

this statement: 

Designation:  Not below the rank of 

Secretary in the State 

Government 

Telephone No.:   

Dated:  
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Appendix-I (D) 
 

Revised Check-List for submission of proposals to Department of Personnel & Training  
for initiation of Disciplinary Proceedings against IAS Officers working on Central 
Deputation  
 
PART-I: SERVICE AND OTHER RELATED PARTICULARS: 

 

Sl. 
No 

Contents Particulars  Document 
name and 
page no. 

(i)  (ii)  (iii)  (iv)  

DETAILS OF CHARGED OFFICER  
1. (i) Name:  N/A 

(ii) Batch:  N/A 

(iii) Cadre:  N/A 
TYPES OF EMPLOYMENT 

2. (i)  Whether temporary/ 
permanent/contract service/on 
probation: 

 N/A 

(ii) If confirmed, date of confirmation:  N/A 

DETAILS OF POST HELD 

3. Post held at the time of alleged 
misdemeanour:- 

 

Post held at the time of retirement (for 
retired officers):- 
{please mention the name of Department, 
Ministry also} 

 

If serving, details of post held at present:  

  (i)  Designation:  N/A 

 (ii) Pay Level in the pay matrix 
(indicating pay index, etc.): 

 N/A 

(iii) Pay drawn:  N/A 

(iv) Date from which pay shown 
against 3(ii)  drawn: 

 N/A 

(v) Date of next increment, if 
applicable: 
  

 N/A 

4. The next lower post (along with pay level 
in the pay matrix), the officer would have 
held but for his appointment to the 
present post he is holding, if CO is in 
service: 
  

 N/A 

5. Date of Birth: 
  

 N/A 
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 DATE OF JOINING SERVICE 

6. (i) As an IAS officer: 
  

 
 

N/A 

(ii) Other services (specify):  N/A 

7. DETAILS OF RETIREMENT 

(i)  Due date of retirement:  
 

N/A 

(ii) Actual date of retirement, if already 
retired: 

 N/A 

DETAILS OF PENSION AND GRATUITY 

8. (i)  Amount of monthly pension 
admissible/sanctioned (amount 
/copy of the order): 

 Sanction 
Order  
Page - to -- 

(ii)  a) Amount of gratuity admissible 
(in respect of disciplinary 
proceedings initiated during 
service): 

 N/A 

b) Amount of gratuity withheld, if 
any (for disciplinary proceedings 
continued after retirement) 

 N/A 

9. (i)  Appointing authority in respect of 
the post held at present, or the 
authority which actually appointed 
the person: 

 N/A 

(ii)  Appointing authority in respect of 
the post held at the time of alleged 
misdemeanor : 

 N/A 

(iii)  Authority competent to impose the 
penalty in respect of the post held at 
present: 

 N/A 

(iv)  Appellate authority in respect of the 
post held at present: 

 N/A 

ORAL INQUIRY 

10. (i)  Whether an oral inquiry, if 
required under the rules has been 
held: 

 N/A 

If yes, then copy of report of oral 
inquiry 

N/A Page __ to 

(ii)  If yes, then Rules invoked for 
conducting oral inquiry: 

 N/A 

(iii)  Whether the oral inquiry has also 
examined MoS: 
 

 N/A 

(iv)  If  yes, name and designation (if 
serving) of Inquiry Officer (who 
submits the inquiry report), 

 N/A 
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appointed, if any, along with 
contact  details: 

 
PART II: DETAILS OF CASE RECORDS: 

 

All the records are required to be arranged, cross-referenced and authenticated, in the order 
indexed below. Page numbers of the file/folders are to be indicated against each item. 

 

 Item Reference/comments Document name 
and page no. 

(i)  (ii)  (iii)  (iv)  

(A)  ORIGINAL CASES: 
 

(i) If any complaint has been   received by the authorities, following details of complaint  
be provided:  

Particulars 
 

a) Copy of complaint   N/A Page __ to____ 

b) Date of complaint  N/A 

c) Name of the complainant  N/A 

d) Gist of the complaint  N/A 

e) Whether complainant has requested 
not to disclose his identity  

 N/A 

f) Specify no. of pages in the complaint  N/A 

g) Authenticated translation of 
complaint if it is in regional language 
along with their 
authenticated/original version in 
regional language: 

N/A Page __ to____ 

(ii) Details of the preliminary   enquiry, if any, held in the matter leading to the 
institution of formal disciplinary proceedings against the C.O. (together with 
Depositions recorded & approval of the Competent Authority):   
(a)Name of the complainant  N/A 

(b) Copy of Complaint N/A Page ------ to ------ 

(c) Gist of the complaint  N/A 

(d) Copy of Reply of the Officer thereon N/A Page ------ to ------ 

(e) Copy of complete report of the 
preliminary   enquiry, if any, held in the 
matter leading to the institution of 
formal disciplinary proceedings against 
the Officer (together with Depositions 
recorded) 
 
  

N/A Page ____ to____ 

(f) Views/Comments of the 
Administrative Ministry on the reply of 
the officer 

 N/A 

(g) Self Contained Note along with 
views of the Administrative Ministry on 
the proposal 

 
N/A 
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(iii) (a) Copy of order(s) of suspension, if 
any, with complete details of duration : 

N/A Page __ to____ 

 (b)Date of revocation of suspension, if 
any, 

 N/A 

 (c) Copy of order of revocation of 
suspension, if any: 

N/A Page __ to __ 

(iv) 
 
 

(a) Draft charge sheet containing 
Articles of Charges and statement of 
imputations along with all enclosures 

N/A Page __ to___ 

(b) List of relied upon documents – 
original/certified copies (three sets): 
Name of the documents: 

(i) …………… 
(ii) …………… 
(iii) …………… 

N/A  
 
Page __ to___ 

(c) List of Witnesses, if any List of witnesses: 
(i) …………… 
(ii) …………… 

      (iii)……………. 

N/A 

(d) Number of charges  N/A 

(e) Summary of each article of charge 
(not more than 100 words) 

 N/A 

(f) Copy of approval of the Minister-in-
Charge in terms of DOPT’s OM 
No.11016/3/94-AIS dated 09.06.1995 

N/A Page __ to____ 

(v) (a) Whether the case involves vigilance 
angle/corruption? 
 

(i) If yes, attached copy of First Stage 
Advice of the CVC  
 

(ii) If yes, whether the Administrative 
Ministry/Department agrees with the 
advice of CVC 
 

(iii) If No, the reasons for disagreement 
with CVC and the decision of 
Disciplinary Authority after following 
the procedures as prescribed by OM 
No.118/2/78-AVD.I dated 28.9.78. 
  

Yes/No 
 

N/A 
 

N/A 
 
Page __ to____ 
 
 

N/A 
 
 

N/A 

(vi) In cases of major penalty, following 
information may also be provided:  
(a)Whether the case is being submitted 

at least 180 days prior to the date of 
retirement:  

 (b)If not, the reasons for late submission 
of the case may be indicated:  

 N/A 
 

*Indicate references in terms of page numbers, file numbers folders etc. Do not leave any 
column blank; if a document is not enclosed indicate reasons. 
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 Item Reference/comments Document 

name and 
page no. 

(i)  (ii)  (iii)  (iv)  

(B) 
 
 

CONVICTION CASES: 
(Where any penalty is to be imposed on a Government servant on the ground of 
conduct which has led to his conviction on a criminal charge) (In these cases all the 
available documents listed in (A) should also be sent) 
 

(i) Complaint/F.I.R.:  
If any complaint has been   received by the Authorities, following details of 
complaint  be provided:- 

(a) Copy of complaint 
 

N/A Page__ to__ 

(b) Date of complaint 
 

 N/A 

(c) Name of the complainant 
 

 N/A 

(d) Gist of the complaint 
 

 N/A 

(e) Specify no. of pages in the 
complaint 

 

 N/A 

 (f) Whether complainant has 
requested   to not to disclose his 
identity 

 

 N/A 

(ii) (a) Copy of Investigation Report 
 

N/A Page – to -- 

(b) Summary of the Investigation 
Report 

 N/A 

(iii) (a) Copy of Judgment of the Court 
 

N/A Page – to -- 

(b) Summary of the Judgment of the 
Court 

 N/A 
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PART-III: GENERAL INFORMATION  

 Item Reference/ 
Comments 

Document 
name and page 
no. 

(i)  (ii)  (iii)  (iv)   
(i)  Miscellaneous documents regarding 

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

N/A 
 

Page __ to____ 

(ii)  Information/Position of disciplinary 
Proceedings Instituted against other co-
accused officers: 

 N/A 

(iii)  Information/Position of action instituted 
against persons/officials (other than 
government servants) involved in the case, 
if any; 

 N/A 

(iv)  Whether complete and up-to-date 
confidential roll of the officer has been 
enclosed. 
If yes 

Yes/No 
 
 

N/A 

N/A 
 
 
Page __ to____ 

(v)  Details of other disciplinary case (s) 
instituted against the government servant 
and the penalty imposed, if any; 

 N/A 

(vi)  Present status of pending court cases, if any, 
along with the next date of hearing.  

 N/A 

(vii)  Authenticated translation of documents 
which are in regional language along with 
their authenticated/original version in 
regional language:  

N/A Page __ to____ 

(viii)  Documents relating to the procedure of 
prescribed Complaints Committee on sexual 
harassment to be followed in relevant cases: 

N/A Page __ to____ 

(ix)  Priority indication, if the charged officer is 
due to retire in near future or any court 
case/directions are involved in the matter:  

 N/A 

 
                                     ** Signature: ______________________ 

Name of Officer (in Block letters): 
Designation: 
Telephone No.: 
Date:   

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

Government of India. 
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Appendix-II 
List of Documents and Folders for submitting the disciplinary case in Single 

Window system to DOP&T 
 

Sl. 
No.  

Folder No. List of documents Page No. 

From To 

1 Folder-I (i) Written complaint, if any   

(ii) Preliminary Investigation Report/Vigilance Report, if any   

(iii) CBI Report/CVC Advice, if any.   

(iv) FIR/SP’s Report/Sanction for prosecution, if any   

(v) Order of suspension,if any   

(vi) Order ofRevocation, if any  

(vii) Any other Report, if any   

(viii) Judgement of Court/conviction   

2 Folder-II (i) Memorandum of Charge/complete charge sheet (along with 
enclosures) 

  

(ii) Corrigendum to the chargesheet, if any   

(iii) Records/Proof of delivery of Charge Memo to the CO   

(iv) Reply of the CO to the Charge Memo   

(v) Orders of appointment of IO/PO and order forJoint/Common 
proceedings, if any 

  

3 Folder-III (i) Prosecution and Defence Exhibits as taken on record by the IO 
during inquiry in original or duly authenticated (Legible Copy) 
arranged in chronological order 

  

4 Folder-IV (i) Deposition of Prosecution and Defence witnesses recorded during 
inquiry arranged in chronological order 

  

(ii) Statement of Defence submitted by the CO, if any   

(iii) Deposition of the CO   

5 Folder-V (i) Brief of the PO   

(ii) Record/proof of delivery of PO’s brief to the CO   

(iii) Brief of defence/CO   

(iv) General Examination of the CO as per Rule 8 (19) of AIS (D&A) 
Rules, 1969 

 

6 Folder-VI (i) Daily Order Sheets maintained by the IO arranged in chronological 
order for all dates of hearing 

  

7 Folder-VII (i) Correspondence file of the Inquiry Officer, if any with the DA or the 
CO 

  

8 Folder-VIII (i) IO’s Report   

(ii) Disagreement note of the State Disciplinary Authority (SDA) on 
IO’s Report, if any 

  

(iii) Memo’s forwarding IO’s report along with Disagreement Note of 
the DA, if any, to the CO 

  

(iv) Proof of delivery of IO’s report/Disagreement note of the SDA to 
the CO 

  

(v) Representation of the CO on the IO’s Report/Disagreement note of 
the SDA. 

  

(vi) Para wise comments of the SDA on the representation of the CO 
(specific comments on each para on the representation of the CO) 

  

(vii) Note/records considering representation of the CO by the SDA 
and the Hon’ble Chief Minister concluding that a formal penalty is 
called for under the relevant rules. 

  

 (viii) In pension cut cases, the note having approval of the Hon’ble 
Chief Minister to the effect that the pensioner is found guilty of grave 
misconduct or negligence warranting withholding/withdrawing of 
pension and/or gratuity or recovery from a pension or gratuity. 
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Sl. 
No. 

Folder No. List of documents Page No. 

9 Folder-IX (i) CAT/Court’s order, if any   

10 Folder-X (i) Attested copies of the extracts of the Rules allegedly violated by the 
CO (if other than AIS (Conduct Rules) 

  

11 Folder-XI (i)CR Dossiers of the CO   

(ii) Details/information of other Disciplinary case(s) against the CO 
and the penalty imposed, if any 

  

(iii) Details/information/position of disciplinary proceedings/action 
against other co-accused/other persons (non-government) 

  

12 Folder-XII Miscellaneous documents/information, if any.   

For Disagreement cases: 

13 Folder – A Advice of UPSC  

14 Folder – B Disagreement Note of the SDA  

15 Folder – C (i) Forwarding of the UPSC advice along with the disagreement note 
of the SDA to CO: 

 

(ii) Representation of CO:   

16 Folder – D (i) Para-wise comments of the Disciplinary Authority on the 
representation of the Charged Officer (The comments should not be in 
brief or general in nature, it should be a point-to-point reply on each 
para of the representation of the CO): 

 

(ii) Final proposal of SDA (complete note sheet after receiving the 
representation of CO to final decision of SDA) 

 

 
Note:  

a) Only legible photocopies duly attested by the competent authority will be accepted.  
b) If legible copy is not available, a typed version, duly authenticated will be accepted 

along with the original non-legible copy of the document. 
c) If the document is in any other language than English or Hindi, translated version 

of the same, preferably in English, duly authenticated may be provided. 
d) All the pages of the documents must be duly numbered.  
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Appendix -III(A) 

File No............................... 

(Government of____________) 

Confidential 

 

To, 

 The Joint Secretary (S&V), 

 Government of India, 

 Department of Personnel and Training, 

 Ministry of Personnel, Public Grievances and Pensions, 

 North Block, New Delhi – 110 001. 

 

Subject:- Disciplinary Proceedings against________________________ - Case of 

Disagreement between State Government and UPSC – Reg.  
 

Sir, 

 I am directed to state that the Government of ______________on the basis 

of  ______________ decided to hold Departmental Enquiry (D.E.) 

against__________________________the then ________________________ under 

Rule 8 of the All India Services (Discipline and Appeal) Rules, 1969. 
 

2. Departmental enquiry was initiated against______________________ 

by issuing charge sheet to MoS vide Memorandum dated_____________on the 

charges of___________________________________________________, under 

Rule__________  
 

3.  Article of charges against MoS is as under:- 
 

(1) Article of Charge 1:- 

 

 

(2)Article of Charge 2:- 

 

 

(3) Article of Charge 3:- 

O   

O 

O 
 

4. (a) He/ She submitted his/her Reply against the chargesheet letter No. 

________________ dated______________. He denied all articles of 

charge/accepted all article of charge/he denied Article of 

Charge______________and accepted ____________article of charge. 
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(b) SDA (State Disciplinary Authority)  after considering the reply of the 

charged officer decided to hold an enquiry in the matter, accordingly appointed 

_________________________________as the Inquiring Authority to inquire the 

matter by an order dated____________and appointed Shri/Smt. 

_______________ as the Presenting Officer by an order dated____________ 

 

(c) The Inquiring Authority submitted her/his report on 

__________________and found that out of __________charges against the MoS, 

Article of Charge______________as  proved/Article of Charge_________ 

partially proved /Article of Charge______________as not proved. 

 

(d) The SDA (State Disciplinary Authority)  considered the matter  and  

agreed/disagreed with the Inquiring Authority’s report and I.A.’s report 

and/or disagreement note was sent to MoS vide letter dated_____________for 

submitting his/her representation, if any. 

 

(e) MoS submitted his/her representation vide his/her letter 

dated_________________in which he/she agreed/disagreed with the findings 

of Inquiry Report.  SDA considered the representation of CO and found it 

satisfactory/not satisfactory.   

 

(f) A tabular statement in the following format is enclosed as Annexure. 

 

 Article of 

charge 

Findings of 

Inquiring 

Authority 

Representation 

of MoS on 

finding of IO 

Para-wise 

response of 

State Govt. on 

representation  

of MoS on 

findings of IO 

Comments, 

if any. 

I      

II      

III…      

  

5. The State Government after taking into consideration the representation 

of Charged Officer and all other relevant facts of the case has decided to impose 

of a  penalty of_______________________________________________ on MoS. 
 

6. The matter was referred to UPSC for their statutory advice on the matter 

vide letter no. ____________ dated __________ under Single Window System.  
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7. UPSC vide their letter no. ______________ dated ____________ has 

advised ______________________________.  
 

8. The advice of the UPSC has been considered and State Government has 

decided to disagree with the advice of the UPSC and proposed to impose a 

penalty of _____________________ on MoS. A para-wise disagreement note, is 

enclosed at Annexure-____.  
 

9. A copy of the disagreement note along with advice of the UPSC has been 

forwarded to CO for his/her representation on same. CO vide his letter no. 

____________ dated _____________ had provided his/her representation.  
 

10. SDA has considered the representation and all relevant facts of the case 

and found __________________________ and of co-decided to impose the 

penalty of ____________________ on MoS. 
 

11. The present matter is forwarded to the Central Government in 

accordance with Rule 11 of the AIS (D&A) Rules, 1969 as a ‘Case of difference 

of Opinion’for final decision of the matter.  
 

12. Information in the prescribed proforma/checklist in Part - I and 

original/authenticated documents listed in Part II are being forwarded 

herewith which may be returned to this Government along with decision of the 

Government of India.  

  Receipt of the documents may please be acknowledged. 

 

Yours faithfully, 

                

 

         (Not below the rank of Secretary)

    

 

 

Encl:- 

(i) 

(ii) 

(iii) 
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Appendix -III(B) 

 

File No............................... 

(Government of____________) 

Confidential 

 

To, 

 The Joint Secretary (S&V), 

 Government of India, 

 Department of Personnel and Training, 

 Ministry of Personnel, Public Grievances and Pensions, 

 North Block, New Delhi – 110 001. 
 

Subject: - Disciplinary Proceedings against________________________ - Reg.  
 

Sir, 

 I am directed to state that the Government of ______________on the basis of 

______________has decided to hold Departmental Enquiry (D.E.) 

against__________________________the then ________________________ under Rule 

8 of the All India Services (Discipline and Appeal) Rules, 1969. 
 

2.  Departmental enquiry was initiated against__________________ 

by issuing charge sheet to MoS vide Memorandum dated_____________on the 

charges of___________________________________________________, under 

Rule__________  
 

3.  Article of charges against MoS is as under:- 
 

(1) Article of Charge 1:- 

 

 

(2)Article of Charge 2:- 

 

 

(3) Article of Charge 3:- 

O   

O 

O 
 

4. (a) He/She submitted his/her Reply against the charge sheet letter No. 

________________ dated______________.   He denied all articles of 

charge/accepted all article of charge/he denied Article of Charge______________and 

accepted ____________article of charge. 

 

(b) SDA  after considering the reply of the charged officer decided to hold an 

enquiry in the matter, accordingly appointed _________________________________as 

50



the Inquiring Authority to inquire the matter by an order dated____________and 

appointed Shri/Smt. _______________ as the Presenting Officer by an order 

dated____________ 

 

(c) The Inquiring Authority submitted her/his report on __________________and 

found that out of __________charges against the MoS, Article of 

Charge______________as proved/Article of Charge_________ partially proved 

/Article of Charge______________as not proved. 

 

(d) The SDA  considered the matter  and  agreed/disagreed with the Inquiring 

Authority’s report and I.A.’s report and/or disagreement note was sent to MoS vide 

letter dated_____________for submitting his/her representation, if any. 

 

(e) MoS submitted his/her representation vide his/her letter 

dated_________________in which he/she agreed/disagreed with the findings of 

Inquiry Report.  SDA considered the representation of CO and found it 

satisfactory/not satisfactory.   

 

(f) A tabular statement in the following format is enclosed as Annexure. 
 

 Article of 

charge 

Findings of 

Inquiring 

Authority 

Representation 

of MoS on 

finding of IO 

Para-wise 

response of 

State Govt. on 

representation  

of MoS on 

findings of IO 

Comments, 

if any. 

I      

II      

III…      

  

5.  The State Government after taking into consideration the 

representation of Charged Officer and all other relevant facts of the case has decided 

to propose to the Government of India for imposition of a penalty 

of_______________________________________________ on MoS. 
 

6.  According to the Rule 6(1) of AIS (DCRB) Rules, 1958, the Central 

Government reserves itself the right to withdraw or withhold a pension and gratuity 

or any part of it whether permanently or for specific period and the right of ordering 

the recovery from pension of the whole or the part of any pecuniary loss caused to 

the State Government.  Therefore a proposal is being forwarded to the Government 

of India for final decision. 
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7. Information in the prescribed proforma/checklist in Part - I and 

original/authenticated documents listed in Part II are being forwarded herewith 

which may be returned to this Government along with decision of the Government 

of India and the copy of advice of the U.P.S.C. 
 

  Receipt of the documents may please be acknowledged. 

 

Yours faithfully, 

                

 

         (Not below the rank of Secretary) 

Encl:- 

(i) 

(ii) 

(iii) 
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Appendix -III(C) 

 

File No............................... 

(Government of____________) 

Confidential 

 

To, 

 The Joint Secretary (S&V), 

 Government of India, 

 Department of Personnel and Training, 

 Ministry of Personnel, Public Grievances and Pensions, 

 North Block,  New Delhi – 110 001 

 

Subject: - Initiation of Disciplinary Proceedings against ____________under        

Rule 6(1) of AIS (DCRB) Rules, 1958 – regarding. 

 

Sir, 

 I am directed to state that the Government of ______________on the basis of 

_____________has decided to initiate Departmental Proceedings against under Rule 6 

of the All India Services Rules, 1958 for the alleged misconducts of MoS while 

holding the post of ...............during...................... 
 

2.  A preliminary/departmental/State Vigilance etc. enquiry in the matter 

has been held in the matter and in the enquiry Shri_____________was found guilty of 

______________________ 
 

3.  A show cause notice dated ............. had been issued to MoS on...............    

MoS vide his reply dated...........denied all the allegations/charges against him. 
 

4.  State DA after considering the reply and facts of the case has decided to 

initiate DP against MoS vide approval dated......... 
 

5.   The draft Article of charges against MoS is as under:- 

 

(1) Article of Charge 1:- 

 

 

(2)Article of Charge 2:- 

 

 

(3) Article of Charge 3:- 

O   

O 

O 
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6.  A tabular statement in the following format is enclosed as Annexure. 
 

 Content of show 

cause notice 

Para-wise response of State Govt. on  

reply of MoS 

Comments, if 

any. 

I    

II    

III…    
  

7. Pursuant to the State Govt.s’ decision in Para 4 above I am directed to forward 

herewith a draft charge sheet containing statement of imputation and list of the 

documents/witnesses  seeking the sanction of the Central Govt. under Rule 6(1)(b) (i) 

of the AIS (DCRB) Rules, 1958 for serving the same upon MoS on the charges of 

irregularities  as mentioned in para 5 above. 
  

8. I am further directed to state that MoS has retired from service due to 

superannuation/ VRS on ____________.  In the present matter that date of the 

incident/period of incident__________.   Therefore, with a view to observing the time 

limit of “four years” stipulated in rule 6 of the AIS (DCRB) 1958; the matter will be 

time barred on___________________. 
 

9. Hence the charge sheet pertaining to the present matter is required to be 

served upon MoS latest by ____________  
 

10.  With a view to observing the time limit of “four years” stipulated in Rule 6 of the 

AIS (DCRB) 1958, it is requested to take immediate action for obtaining the Govt. of 

India’s/competent authority’s period approval so as to enable the State Govt. to 

serve the charge sheet to MoS latest by______________. 
 

11.  Information in the prescribed proforma/checklist in Part - I and 

original/authenticated documents listed in Part II are being forwarded herewith 

which may be returned to this Government along with decision of the Government 

of India. 

  Receipt of the documents may please be acknowledged. 

 

Yours faithfully, 

 

Not below the rank of Secretary 

Encl:- 

(i) 

(ii) 

(iii) 
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alcfiwrftrftts
(l.IRn gwrt ffi Inr,r'rT)
COAL INDIA LIMITED
(A Govt. of India Enterprise)

otg rrm "coAL BHAwAN"
Premise No. 04. MAR, Plot No. AF-lll
Action Area- l A, NeMown, Ra.iarhat
KOLKATA-7o0156 (WB)

PERSONNEL DIVISION
POLICY CELL

CIN : L23 I 09WB 1973CO1028844
E-Mail : policycell.cil@coalindia.in

Tel:033-71 10 4271
Website: www,coalindia.inqir. T6T{crdrqfr

A Maharatna Company

(An ISO 9001:2015, NO 14001:2015 & NO 50001:2011 Certified Company)

1ffi Ti: CIL/C5A (PC)\CD Al47s Faiq': ft.os.zozo

Bfq: Guidelines for Departmental Inquiries through Video Conference

Subsequent to the outbreak of pandemic Novel Corona Virus (COVID-19), the Departmental
Inquiry proceedings are being deferred due to travel restrictions and other related issues. As the
pandemic is estimated to last for quite some time, it is hampering the interests of the Company as

well as the Charged Employees against whom the inquiries are pending. Further, it will impede
delivery ofjustice to all concerned.

Therefore, keeping in view of the present condition and to manage future such scenario, the
Competent Authority of CIL has approved guidelines for conducting Departmental Inquiries
through Video Conference (VC) which is enclosed for implementation with immediate effect.

This is for information and compliance by all concerned.

Wr-,-
(dfnr rsra)

rdrsdrrfi (+T.1ilfr)

t$dtErtTfrtfurrur:
l. D(Ty D (P&rRy D (Fy D(M), CrL
2. CMD, BCCL/ CCL/ CMPDILI ECLI MCL/ NCL/ SECL/ WCL
3. CVO, CIL
4. D(P), BCCL/ CCL/ ECL1 MCL/ NCL/ SECL/ WCL
5. D(T/CRD), CMPDTL
6. CVO, BCCLI CCLICMPDIL/ ECLI MCLINCL/ SECL/ WCL
7. CM/TS to Chairman, CIL
8. GM(P/EEy(Vigilance)/(S&Ry(E&T), CIL
9. GM/ HoD(P/EE), CIL/ BCCL/ CCL/ CMPDILIECLIMCL/ NCL/ SECL/ WCL
IO. GM, NEC
I l. HoD, CIL NDLO
12. HoD,llCM
13. Dy.GM (System), CIL - with a request to please upload the same in CIL website for information and compliance

by all concerned.
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CIL Guidelines for Departmental Inquiries through Video Conference

Subsequent to the outbreak of pandemic Novel Corona Virus (COVID-19), the Departmental
Inquiry proceedings are being deferred due to travel restrictions and other related issues. As the
pandemic is estimated to last for quite some time, it is hampering the interests of the Company as

well as the Charged Employees against whom the inquiries are pending. Further, it will impede
delivery ofjustice to all concerned. Therefore, keeping in view the present condition and to manage
future such scenario, guidelines for conducting Departmental Inquiries through Video Conference
(VC) has been formulated as under:

l. The Inquiring Authority may conduct the Inquiry proceedings through Video Conferencing
(VC) mode at a location taking into account the availability of records, station/ places
where the misconduct occurred as well as the convenience of the witnesses/ Presenting
Officer, etc. Such location will be referred as Inquiry Location i.e., the place where the
Inquiring Authority physically holds proceedings.

2. VC mode should be utilized to the maximum extent possible to minimize travel undertaken
by the lnquiring Authority/ Presenting Officer/ Charged Employee.

3. The Inquiry Location shall be the Office premises of CIL/ Subsidiaries where the
misconduct occurred and/ or where the Inquiry has been constituted by the appropriate
Disciplinary Authority.

4. The Presenting Officer and the Inquiry Assistant shall invariably participate in VC inquiry
from the Inquiry Location, where all the relevant records in physical and digital forms shall
be documented and kept.

5. The Inquiring Authority may conduct the inquiry through VC mode, if he/ she so desires,
from his/ her residence by his/ her own arrangements or from the nearest premises of CIL/
Subsidiary Companies where VC facilities are available.

6. The Charged Employee and Defence assistanV witnesses may attend the proceedings as

permitted by the Inquiring Authority at Inquiry location or at a Remote Location. A Remote
Location can be any Office, Establishment or premises of CIL/ Subsidiaries or any other
location as permitted by the Inquiring Authority.

7. The Presenting Officer shall coordinate with the concerned E&T department for facilitating
the enquiry through VC.

8. The Presenting Officer shall also act as facilitator and coordinate between the Inquiry
Location & other Remote Locations to ensure proper VC facilities.

9. The secure link for the VC shall be provided to the Inquiring Authority by the concerned
E&T department well in advance.

10. The Inquiring Authority will share the secure link to all concerned parties for attending the
inquiry through VC mode.

I l. The Inquiring'Authority may record the proceeding of the VC inquiry if he/ she so desires,
for the purpose of official records.

12. The proceedings of the inquiry shall be documented by the Inquiry Assistant at the Inquiry
Location as directed by the Inquiring Authority and the proceedings along with daily order
sheet shall be shared to all parties concerned through the document sharing option available
on the VC portal or through official/ designated e-mail account as decided by the Inquiring
Authority.

13. In respect of any individual inquiry specific issues, the Inquiring Authority shall take
decisions based on the circumstances forensuring that the principles of naturaljustice are

followed. The decision or ruling of the Inquiring Authority shall be final.
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14. For ease-of-use, all the concerned E&T Department of CIL & its Subsidiaries shall
formulate and communicate the step by step procedures to be followed for the use of their
concerned VC app at all locations.

15. D(P&lR), CIL shall make suitable modifications in the guidelines to address the needs

emerging out of operational requirements with the approval of the Chairman, CIL.
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a-{rns.

Coal lndia Limited
(A MAHARATNA COMPANY)

A Govt of lndia Enterp.ise

"Coal Bhawan',
Premises No. 04, MAR Plot No. AF-ltt

Aclion Area- lA, Neu/ Town, Rajarhat
KolkataToo'l 56 West BengaD
Phone: 033 2324 6666 / 2324 8888

Fax: 033 2324 8000
Websn+ www.coalindia. in

lindia.in

OFFICE MEMORANDUM

Sub: Decision taken in the meetinq on Public Health response to Novel
Coronavirus COVID-2019) outbreak(

ln reference to the email dated 09.03.2020 of the Additional Secretary to the Govt. of lndia, Ministry
of Coal and OM F. No. C-130141112020-Vig. dated 06.03.2020 of Under Secretary to Govt. of lndia,
Ministry of Personnel, Public Grievance and Pensions (DoPT) (copy enclosed), following steps, to
mitigate impact of Novel Coronavirus (COVID-2019) outbreak, need to be taken: -

1. As the Govt. of lndia has stopped bio-metric attendance for certain period, all employees
of C|L/Subsidiaries be exempted to mark their aftendance in Biometric Attendance
System till 31st March 2020. However, all employees are required to mark their
attendance in Attendance register, (as done prior to launch of biometric system),
during this period.

2. Gathering for large numbers to be avoided. lf inevitable, the same be held via video-
conferencing.

3. List of severely affected countries be downloaded from the website of Ministry of Health &
Family Welfare.

4. Public health messages be displayed at appropriate places.

5. All may be advised to visit the website of the MoH&FW for various precautions and actions
to be taken with regard to COVID 2019 outbreak.

6. All subsidiaries must take proactive steps to help prevent spread of COVID 2019.

Further communication, if received, shall be communicated.

This is being issued with the approval of the Competent Authority.

U VLI:
lr

Encl: As above

Distribution: -

Director (P)
Director (T/CRD)
GM
GM (PAR)
GM(P&A)
GM (Welfare)

. EC UBCCUCCLA//CL/NCL/MC L/SECL
- CMPDIL
- NEC
. ECL/BCCLiCCL^/\/CL/NCL/MCL/SECL
- CMPDIL
- ECL/BCCUCCL^/\/CL/NCUMCL/SECL

111^^
(Ajay Kumar Choudhary)

General Manager (MP & lR)

,|

2
3
4
5
6

Page 1 of 2

(An ISO 9001:2015, ISO 14001:2015 and ISO 50001:2011 Certified Company)
Ref. No.: CIL/C-5B/JBCCI/Biometric//a6 Dated: 11.03.2020

59



7. CMS - ECL/BCCUCCLMCL/NCL/MCL/SECL
8. MS - CMPDIL
9. GM (Finance)/GM (Admin)/GM (Civit), CtL (HO), Kotkata

10.CMS, CIL (HO), Kolkata -for needful follow up action and periodic status report of action taken

11.All HODs, CIL (HO), Kolkata
12.All RSOs
13.GM ClL, New Delhi
14.GM (E & r), CtL
15.GM (System), CIL
16.Sr. Manager (MP & lR), CIL
17.Dy. Manager (MP & lR), CIL

Coov for information to: -

1. GMffS to Chairman, CIL
2. GM (Vig.), CIL (HO), Kolkata
3. TS to Director (Tech.)/Director (P & tR)/Director (Finance)/Director (Mktg), CIL

with a request to arrange to display on signage
with a request to upload on website of CIL

Page 2 of 2
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From: "Additiona.I Secretary {Coa1)" <as.mocGnic..in>
To: "Secretary Ministry of Coal,' <secy.mocLenic. in>
Cc: "a bharti" <a.bhartiGnic.in>, ,,Mahendra pratap,,
<nahendra.pratap23Gnic.in>,,,Shri pramod Agrawal,,
(chairman. ci I Gcoa.Iindia. in> /', RAKESH KUMAR,,
<cmd3nlcindla. in>, crxdssc.IGglllai 1. ccm
Sent: Monday, March 9, 202e 6:01 :26 pM

subject: Re: cabsec: Meeting Notice dated oB/03/202c on pubric health
response to Novel- Coronavirus (COVID-2019) outbreak-

Sir,

Attended meeting through VC at 156:00 hours on dated
under chairmanship of Secretaly Coordinat.ion (Dr. Vp
Secretariat.

9 th March 2020 held
Joy) Cabinet

FoLlowinq salient decisions were conveyed and further d.irection was grven
to circulate the same to organizations workinq under various ministries.

1. cathering for farge numbers to be avoided. rf inevitabre, the same be
hel d vra video-conferenclng.
2. coI has stopped bio-metric attendance for certain period. Same be
observed punctua 11y.
3. list of severely affected countr.ies be downloaded from the website of
MoH& FW.

4. cabinet secretariat has wrlrten a detailed retter on g th March 2020.
Concerned ministries to take immedlate action on the same.
5. Public health messages be displayed at appropriate pfaces.
6. Al1 may be advised to visit the webs.ite of the MOH6FW for various
precautions and act.ions to be taken with regard t.o COVID 2019 outbreak.
7. A11 lhe ministries and organizations must take proactive steps to help
prevent spread of COVID 2019.

In view of
in I'{oC and

I have asked EA (AB) to circulat.e these decisions with
the coaf PsUs.

SubmiLted for informatj-on and any further directions, if any.

P.egards,

Vinod Kumar T.iwarl

above ,

to all

AS, Coal.
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F,Ito.C- 13O14/ | IZO2O-Vie.
Government of India

Ministry of Personnel, Public Grie,rances and pelsious
(DepartmeEt of Personnel and Trainiagl

North 8lock, l{ew Delhi
Dated: 0610312020

OFFICE MEMORANDUM

Subject: Exemption to employees to mark biometric attendance in Aadhar
Based Biometnc Attendance System(AEBAS) - rcg.

Though only a small number of novel coronovirus(COvlD- 19) cases are
reported in our countrv but keeping in r.ierr. the nature of virus, it is a must to
take all possible preventive measures to stop spread of virus.

2. It is leamt that most common melhod of transmission of virus seems to
be through infected surfaces. Therefore, it is desirable to avoid touching
surfaces, u'hich might be infected <'lue to human touch.

3. hr view of the above, all the Ministries/ l)epartments are requestecl to
exempt their emplovees to rnark biometric attendance in Aadhar Based
Biometric Attendance System(AEBAS) till 31'r March,2O20. However, all the
empioyees are required to mark their attendance in Attendance register, (as
done prior to launch of biometric system), during this period.

I

t - rv\ '-(Ajay Kumar Singh)
Under SecreErv to the Gofi. of India

Ph:23094579

To,

1

2
3
4

All the Ministries/ Departments, Government of India
PMO/Cabinet Secretariat
PS to Honble MOS(PP)
PSO to Secretar 

'-(Personnel)Sr. Tech. Dir., NIC, DoP&T For Information
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@tdgBqrftfrts
rronra drqdt
(llrl?I Tr]6f:?EI JqEA)
"ddlI6d'
ixr5.q d" or, sxqxp qif< a" e w.lll
qagfd aft<r- ls, qcgd, rrqE6
@t{qrr.n 7oo 156 (qBfliidfld)
Arnq .i: 013 :ll1 6516

6{sri: Oll l3:a 6527

i-csrrrc: www. lindia.in
(An ISO 9001:2015, I

Ref. No; GIUC-sB/JBCCUMonthlv Mone

Coal lndia Limited
(A MAHARATNA COMPANY)
A GovL of lndia Enterp.ise

"Coal Bhawan"
Premises No. 04. MAR Plot No. AF-lll

Action Area-1A, Ne$/ Town, Rajarhat
Kolkata-7001 56 (West Bengal)

Phone: 033 2324 6536
Fax O332324 6527

Websit+ qryrw.cealindia,in

SO 14001:2015
tary Compensa

and ISO 50001:2011
tion/ Executive/ 7- 5

Certified Company)
2- Date:23.09.2020

6,rqtffi 3naqr

frs-q; psri.;.. of Monthlv Monetarv Compensation in lieu of emplovment to
female depen dent of Executive Cadre Emplovees

The Board of Directors of Coal lndia Ltd. in their 410th meeting held on 02.09.2020 at Kolkata
accorded the approval for revision of monthly monetary compensation for female dependent
of Executive Cadre Employees in case of death due to mine accident, natural death or permanent
disablement at the rate of Rs. 40,000/- per month i.e. Minimum Basic of E-1 Grade w.e.f.
01.0't.2017.

The above amount of monthly monetary compensation for female dependent of Executive Cadre
Employees shall stand revised to the starting Basic Pay of lowest grade of Executives' Pay Scales
w.e.f. the date of revision of Pay Scales henceforth.

The Office Order No.: CIL/C-58/JBCCli623 dated 20.08.2013 hereby stands revised accordingly,
however all other terms and conditions, as laid down in earlier circulars issued on the subject, shall
remain unaltered.

This issues with approval of the Competent Authority J,>
^^;r"i,{1*t'

(3rtrq sTR qltfi)
r6r9li?rfi. larrrrBa qd 3ild'iieD

cfrfrR (* *a rErnt :-+==-+

1. Director (Technical)/Director (P & lR)/Director (Finance)/ Director (Marketing), CIL
2. Chairman-cum-Managing Director- ECUBCCL/CCLA /CUSECUNCL/MCUCMPDTL
3. CVO, CtL
4. Director (Personnel)- ECL/BCCL/CCLMCL/SEC L/NCUMCL
5. Director (Finance)- EC L/BCC L/CC LA/VCL/SEC L/NC L/MC L

6. Director (T/CRD), CMPDIL
7. Director (P/A&W), SCCL
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8. General Manager/TS to Chairman, ClL, Kolkata
9. General Manager (Finance), CIL
l0.General Manager, NEC, Margherita
11.GM (P/EEycM (P/Rectt.)/cM (p/pCyGM (pMetfare)/GM (Legat), CtL
12' HoD (system), clL with a request to upload the office order on the website of cll
13.TS to the Director (Tech.)/ (P & tRy (Finance)/ (Marketing), CIL
14.Dy. Manager (MP & lR), CIL
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प्रपत्र-1/ PROFORMA-1  

आवेदन-पत्र / Application Form  

एन सी ए डब् ल ूए VII के अनुच् छेद स‍्  ा 3.0.क के त त यन   न 

Employment under Para no. 9.3.0 of NCWA-VII 

मृतक कममचारी का यववरण / Information of the Deceased Employee 

क. कर्मचारी का नार् (र्तृक) / Name of the Employee (Deceased)  : ………………………………………… 

ख. पदनार् / Designation       : ………………………………………… 

ग. र्तृ् य ुकस  यर्य पदस् थापना स् थल/Place of Posting at the time of death : ………………………………………… 

घ. जन् र्तततथ-आयु / Date of birth-age     : ………………………………………… 

ङ. प्रारंतिक तनयतुि की तदनांक / Date of initial appointment  : ………………………………………… 

च. र्तृ् य ुकी तदनांक / Date of death      : ………………………………………… 

छ. र्तृ् य ुका स् थान / Place of death      : ………………………………………… 

 . यतद कर्मचारी की र्तृ् य ुकितलयरी र्ह ई ह ईि ति तचतकत् या पदाताकारी वारारा जारी र्तृ् य ुप्रर्ातपत्र यंलग् न तकया जाय। यतद कर्मचारी की र्तृ् य ुयरकारी 

अस् पताल र्ह ई ह ईि ति यंबतात अस् पताल वारारा जारी र्तृ् य ुप्रर्ात-पत्र यंलग् न तकया जाय और यतद कर्मचारी की र्तृ् य ुकितलयरी षेतसत्र यस बाईर ई ह ईि ति 

ग्रार् र्तुिया वारारा जारी तथा बी.डी.ओ. वारारा अतिप्रर्ाततत र्तृ् य ुप्रर्ातपत्र  यंलग् न तकया जाय।  

In case he/she died in the Colliery a certificate of medical Officer certifying death should be enclosed Incase death 

occurred in Govt. Hospital death certificate from such hospital is required to be furnished in other cases i.e. if death 

occurred outside the colliery, a certificate of Gram Mukhiya duly attested by B.D.O. is to be enclosed.  

झ. यसवा-तनवतृि की तारीि/ Date of retirement-superannuation  : ………………………………………… 

ञ. फार्म ‘बी’ यं./ From 'B' No.      :  ………………………………………… 

ट. पईचान पत्र यं./Identity Card No.     :  ………………………………………… 

ठ. यी.एर्.पी.एफ.यं./C.M.P. F. No.     :  ………………………………………… 

ड. यीएर्पीएफ-ग्रसच् यटूी ी कस  तईत-नॉतर्नी/Nominee under CMPF – Gratuity :  ………………………………………… 

ढ. कितलयरी/पररयिजना/षेतसत्र/र्ुख् यालय र्ह कायम करनस की अंततर् तततथ  :  ………………………………………… 

Last date of work in the Colliery / Project / Area / Hqrs. 

ण. कर्ी यं./Personnel No.      :  ………………………………………… 

त. घर का स् थायी पता/ Permanent home address   :   ………………………………………… 
 

आयित-यन   न की सचूना  /  Information of the Dependent Employment 
 

आतित कस  फिटी ि कि उय स् थापना-इकाह कस  कितलयरी प्रबंान-एजहटी -तनयंत्रत अताकारी वारारा ईस् ताषेतर एवं र्ईुर कस  याथ प्रर्ाततत 

तकया जाए, जईां र्तृ कर्मचारी की अंततर् पदस् थापना ई ह थी।  

Photograph of the dependents to be certified by the Colliery Manager - Agent -Controlling Officer of the 

Establishment Units where the deceased employee was last posted under his Seal & Signature.  

क. परूा नार्/ Name in full    : ………………………………………………… 

ख. तपता/पतत का नार्/ Father's/Husband name : …………………………………………………  

ग. उम्र/जन् र्तततथ/ Date of Birth/Age  : ………………………………………………… 

घ. पईचान तचन् ई/Mark of Identification : ………………………………………………… 

ङ. र्तृ कर्मचारी कस  याथ यंबंा (कितलयरी पररयिजना कस  एजहटी , प्रबंाक,  कातर्मक प्रबंाक या तविागाध् यषेत, कातर्मक प्रबंाक तथा षेतसत्र कस  र्ार्लों र्ह 

र्ईाप्रबंाक वारारा अतिप्रर्ाततत तकया जाए) 

Relationship with the deceased employee (To be certified by the Agent - Manager - P.O. of the Colliery Project or the 

Head of the Dept. Personnel Manager and General Manager of the area in case of Areas)  

च. यिग् यता/Qualifications  

(र्ैतिक तथा उययस उपर कस  यिग् यता कस  र्ार्लस र्ह, र्लू प्रर्ात-पत्र की छायाप्रतत अवश् य जर्ा की जाए) 

(In case of matriculation and above Photostat copy of original certificate must be enclosed) 

छ. अनिुव, यतद किह ईि ति/Experience, if any.  

(अनिुव प्रर्ातपत्र की अतिप्रर्ाततत छायाप्रतत अवश् य यंलग् न करह / Attested) Photostat copy of experience certificate must be enclosed)  

भारत क यक्ग क ल यलयमटेड 

एक तर्नीरत्न कंपनी 

(किल इतंडया तलतर्टी सड का एक अगं)  

Bharat Coking Coal Limited 

A Miniratna Company 

(A Subsidiary of Coal India Limited) 

फ ट ग्रफ 

Photograph 
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प्रर्ाततत तकया जाता ई ैतक दी गह उपयुमक् त यचूना र्सरस वारारा व् यतिगत ूपप यस यत् यातपत की गह ई,ै जि यईी ई।ै  

Certified that the information furnished above been personally verified and are certified to be correct.  

 

इकाई/ स् थापना के कायममक रबंध्/क/वरी  कायममक रबंध्/क 

P.O/Sr. P. O. of the Unit / Estbmt.  

ए ेंट/क यल री रबंध्/क/इकाई रबंमुख  

Agent/Colliery manager / Head of the Unit  
 

प्रर्ाततत तकया जाता ई ैतक दी गह उपयुमक् त यचूना र्सरस वारारा व् यतिगत ूपप यस पनु: यत् यातपत की गह ई,ै जि यईी ई।ै  

Certified that the information furnished above has been further personally verified by me and the same are certified to be 

correct.  

यवभागाध्  क्ष//कायममक रबंध्/क/म ारबंध्/क 

Personnel Manager /HOD/General Manager  
 

 . र्तृक कस  जीतवत यदस् यों का तववरत: इयर्ह पत् नी, पतु्र, िाह, तवावा पतु्री शातर्ल ईैं, यतद जीतवत यदस् यों का व् यौरा स् थानीय प्रबंान की जानकारी र्ह ई ै

ति उयस िरकर, कितलयरी अताकाररयों वारारा तवतावत ूपप यस प्रर्ाततत तकया जा यकता ई,ै अन् यथा ग्रार् र्तुिया वारारा जारी तथा बी.डी.ओ. वारारा 

अतिप्रर्ाततत प्रर्ातपत्र यंलग् न तकया जाय।  

Details of the surviving members of the deceased: this includes wife, son brother, widow-daughter in law, if the details of 

the surviving members are known to the local management, the same may be filled-up and duly certified by the colliery 

officials. Otherwise, a certificate form Gram Mukhiya duly attested by B. D. O. should be insisted for & attached.  

नाम 

 Name 

उम्र 

Age 

मृतक के साथ सध््/ 

Relationship with the deceased 

 यद यन  य त  ै त  यववरण दें 

Whether employed, if so details 

यमलने  वाली म दूरी/वेतन 

Wages/Salary being drawn 

     

 

र्ैं ................................................... एतवारारा यई घिषत करता (ती) ई  ंतक स् व. .................................................(र्तृ कर्मचारी) कस  अततररक् त 

र्सरस एवं जीतवत यदस् यों कस  यंबंा र्ह दी गह उपयुमक् त यचूना पतूमत: यत् य ई ैऔर यतद तकयी िी यर्य इय आवसदन कस  तकयी िी अंश र्ह दी गह किह िी 

यचूना अयत् य पायी जाती ई ैति बीयीयीएल प्रबंान तबना किह कारत बतायस र्सरी यसवा यर्ाप् त करनस कस  तलए स् वतंत्र ईिगा।  

I ................................................ hereby declare that above information given in respect of Late............................................ 

[deceased employee] and also in respect of the surviving members including myself is absolutely correct and if any part 

of the information is found to be incorrect at any time, the management of BCCL will be at liberty to terminate my service 

without assigning any reason.  
 

र्ैं एतवारारा यई िी प्रर्ाततत करता (ती) ई  ंतक र्ैं एनयीडब् लूए-II  कस  अनचु् छसद 1 .4.2. कस  आलिक र्ह र्तृ (कर्मचारी) कस  आतित कस  ूपप र्ह  तनयिजन 

ईसत ुप्रबंान वारारा आयितजत तकयी िी याषेतात् कार र्ह शातर्ल नईीं ई आ ई  ंऔर यतद यई घिषता अयत् य तय्ध  ईिता ई ैति बीयीयीएल प्रबंान तबना किह 

कारत बतायस र्सरी यसवा यर्ाप् त करनस कस  तलए स् वतंत्र ईिगा।  

I also hereby certify that I have not appeared in any of the interview conducted by the management in connection with 

employment to dependent of deceased employees in terms of para 10.4.2. of NCWA – II. If this statement is proved to be 

wrong, my service will be liable to terminate without assigning any reason.  

 

अभ्  थी  के  स् ताक्ष/र/ धाए ् ाथ के अ्गूठे का यनशान 

Signature /LTI of the Applicant  

तदनांक / Date: ............................................................................. 

मेरे समक्ष/  स् ताक्ष/र यक ा ग ा/ Signature obtained in may presence  

नार् / Name : .............................................................................. 

पदनार् / Designation : ................................................................ 

तदनांक / Date: ............................................................................. 
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   रबंमाणपत्र केवल तभी  ारी यक ा  ाए,  ध कममचारी की मृत्  ु उसके गा्व में  ुई    और मृत्  ु रबंमाणपत्र  ारी करने के यलए 

क्पनी के यचयकत् सा अय/कारी से सप्कम  कर पाना सभ्व न   ।   

THE CERTIFICATE WILL BE ISSUED ONLY WHEN THE EMPLOYEE HAS EXPIRED IN HIS VILLAGE 

AND WHERE OUR MEDICAL OFFICER CANNOT BE CONTACTED FOR ISSUE OF DEATH CERTIFICATE 

 

प्रर्ाततत तकया जाता ई ैतक िी...................................................पतु्र.............................................की र्तृ् य ुतदनांक.......................कि उनकस  पैतकृ 

ग्रार् .........................................पि...............................,थाना..................................तजला............................राज् य.........................र्ह ई ह ई।ै  

Certify that Shri........................................................S/o ............................................................has died on ............................ at 

Village........................................... P. O. .................................P.S. .....................................Distt........................State.................. 

 
मुयख ा का  स् ताक्ष/र एव ्मु र  

Signature & Seal of Mukhiya 

धी.डी.ओ.  स् ताक्ष/र एव ्मु र 

Signature & Seal of B.D.O.  
 

अतिप्रर्ाततत / Attested  

प्रिंड-बी.डी.ओ. र्ुईर यतईत  

B. D. O. of the Block with Seal 

 

पाररवाररक-यववरण/DETAILS OF FAMILY MEMBERS 

क्र.स.् 

S.N. 

नाम 

 Name 

उम्र 

Age 

मृतक के साथ सध््/ 

Relationship with the deceased 

 यद यन  य त  ै त  यववरण दें 

Whether employed, if so details 

यमलने  वाली म दूरी/वेतन 

Wages/Salary being drawn 

 

     

 

धी.डी.ओ. के  स् ताक्ष/र एव ्मु र       मुयख ा के  स् ताक्ष/र एव ्मु र  

Signature & Seal of B.D.O.      Signature of Gram Mukhiya with Seal  

         ग्रार्/Village: ......................................... 

थाना/ P.S.:   .................................................     डाकघर/P.O.: ......................................... 

डाकघर/P.O.: ................................................     थाना/P.S.:     ......................................... 

तजला/Distt.:  ...............................................     तजला/Distt.:  ......................................... 
 

टिप्‍पणी: ‍्रस्‍‍ ाव क‍ स ‍थाप‍्रसणाणीपर / शपपपर‍थंलग्‍न‍ट ाा‍ाा  

N. B.:- Certificate / Affidavits to be enclosed with the proposal.  

क.  र्तईला आतित कस  प्रस् ताव कस  र्ार्लस र्ह, इय प्रस् ताव कस  याथ र्तृ/ तन:शक् त कर्मचारी की पत् नी वारारा घितषत इय बात का शपथपत्र यंलग् न तकया जाय उन् ईह 

किह वयस् क पतु्र नईीं ईैं।  

In case of proposal of the female dependent affidavit sworn in by the widow of the deceased disabled employee declaring 

that she has no adult son must be obtained and enclosed.  
 

ि.  अप्रत् यषेत आतित अभ् यतथमयों यथा छिटी स िाह/तवावा बसटी ी/तवावा बई  या दार्ाद कस  तनयिजन प्रस् ताव कस  र्ार्लस र्ह, र्तृ/ तन:शक् त कर्मचारी की पत् नी वारारा 

घितषत इय बात का शपथपत्र यंलग् न तकया जाय तक यई र्तृ/ तन:शक् त कर्मचारी पर पतूम ूपप यस तनिमर था/थी। 

In case of proposal of employment of the indirect candidate dependents namely younger brother / widowed daughter / 

widow daughter-in-law or son-in-law affidavit sworn in by the widow of the disabled employee and she/he was almost 

wholly dependent on the earning member of the deceased must be obtained and enclosed with the proposal.  
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प्रपत्र/ PROFORMA-II 

भाग/PART-I 
 

एन सी डब्‍ ्  य ूए- III  के खंड 10.4.3. के आलोक में सेवाननवनृि तथा उनके आनित के ननयोजन हते ुचार प्रनतयों में आवेदन  

Application for retirement and employment of dependent in lieu thereof in terms of para 10.4.3. of NCWA-III in Quadruplicate.  
 

प्रभावित कर्मचारी का वििरण/ Particulars of Employee Suffering from 

क. नाम (स् पष् ट अक्षरों में)/ Name (in block letters) :  ……………………………………………………………… 

ख. पदनाम/ Designation    :   ……………………………………………………………… 

ग. पदस् थापना स् थल/ Place of posting   :  ……………………………………………………………… 

घ. प्रारंनिक ननयनुि की नतनथ/ Date of initial appointment :  ……………………………………………………………… 

ङ. जन् मनतनथ/उ्र/ Date of birth age   :  ……………………………………………………………… 

च. सेवा ननवनृि- अनिवनषिता की नतनथ/   :   ……………………………………………………………… 

Date of retirement-superannuation 

छ. सीएमपीएफ सं./ CMPF No.   :  ……………………………………………………………… 

ज. मेनडकल बोडि द्वारा मेनडकल जांच की तारीख नजसमें कमिचारी को स् थायी प प से नन:शि घोनषत नकया गया हो तथा ननयोजन के नलए अयोग्य बताया 

गया हो, इसके साक्ष्य के प प में मनेडकल बोडि की ररपोटि की छायाप्रनत संलग्न की जाए।  

Date of medical examination by the medical board which declared the permanent employee disabled and unfit for 

employment to be supported by Photostat copy of report of medical board. 

झ. पता/ Address - अस् थायी/ Temporary   :  ग्राम/ Vill.    ………………………...     डाकघर/ P.O.      ………………….. 

थाना/P.S.     ………………………...     नपनकोड/ Pin code ………………….. 

नजला/ Dist. ………………………... 

स् थायी/ Permanent:     ग्राम/ Vill.    ………………………...     डाकघर/ P.O.        ………………….. 

थाना/P.S.     ………………………...     नपनकोड/ Pin code ………………….. 

नजला/ Dist. ………………………... 

ञ. पाररवाररक सदस् यों का नववरण/ Details of Family Members.  

क्र. 

S.N. 

नार् 

Name 

उम्र 

Age 

सबंंध 

Relationship 

िैिाविक वथिवत 

Marital status 

योग् यता 

Qualification 

क् या वनयोवजत ि  

Whether employed 

       

(एनसीडब्‍ ्  यएू- III के पारा 10.4.3 में उन्लनखत नववरण/Details mentioned at para 10.4.3. of NCWA-III)  

खंड/ PARA-II 

आनित का नववरण, नजसके ननयोजन की मांग की जा रही ह ै/ Particulars of Dependent for whom Employment is being asked 

क. परूा नाम/ Name in full.     : …………………………………………………… 

ख. नपता/पनत का नाम/ Father's / Husband's name  : …………………………………………………… 

ग. आवेदक (प्राथी) के साथ संबंि/ Relationship with the applicant : …………………………………………………… 

घ. जन् मनतनथ/उ्र/ Date of birth/age    : …………………………………………………… 

ङ. योग् यता/ Qualification      : …………………………………………………… 

(मैनिक और उससे उपर के मलू प्रमाणपत्र की छायाप्रनत संलग् न करना आवश् यक ह/ै In case of matriculation and above Photostat copy of 

original certificate must be enclosed) 

भारत कोवकंग कोल वलवर्टेड 

एक नमनीरत्न कंपनी 

(कोल इनंडया नलनमटेड का एक अगं)  

Bharat Coking Coal Limited 

A Miniratna Company 

(A Subsidiary of Coal India Limited) 

112



2/3 
 

च. अनिुव, यनद कोई हो/ Experience, if any.    : …………………………………………………… 

(यनद कोई अनुिव हो तो उसके प्रमाणपत्र की अनपु्रमानणत छायाप्रनत अवश् य संलग् न करें/Attested Photostat copy of experience certificate must 

be enclosed)  

छ. पहचान नचह्न/ Mark of identification.    : …………………………………………………… 

 

आिेदक द्वारा घोषणा/ Declaration By The Applicant 

 

1. एतद ्द्वारा मैं ....................................................घोषणा करता ह  ंनक क्र सं. ‘क’ से ‘छ’ तक दी गई जानकारी सत् य ह।ै  

I.............................................................. hereby give declaration that the information given from S. No, ‘क’ to ‘छ’ are true. 

2. आगे मैं यह िी पनुि करता ह  ंनक मैं ................................ बीमारी से पीन  डत ह  ं नजसकी पनुि प्रबंिन द्वारा नकसी िी तरीके से की जा सकती ह।ै 

I further confirm that I am suffering from .................................................... which may be examined by the management 

in any way, to satisfy the genuineness of my sickness.  

3. मैं प्रमानणत करता ह  ंनक िी...........................................(आनित) मेरे/मेरी ................................... ह ै(संबंि दशािए)ं और मैं एन सी डब्‍ ्  यूए- II 

के खंड 10.4.3 के आलोक में, अपनी स् वैनकछक सेवा ननवनृि के एवज में इनके ननयोजन का प्रस् ताव दतेा ह ।ं  

I certify that Sri.................................................. (Dependent) is my.............................. (Indicate relationship) whom I offer 

employment in lieu of my voluntary retirement, in terms of para 10. 4. 3. of NCWA-II  

4. मैं अपनी अस् वस् थता के संबंि में यह घोषणा करता ह  ंनक मैं अपनी सेवा जारी रखने में असमथि ह  ंऔर इसनलए मैं स् वयं एनसीडब्‍ ्  यूए – II के खंड 

10.4.3. के आलोक में खदु को सेवाननवतृ् त करने का प्रस् ताव दतेा ह ।ं 

I give declaration on account of my ill health and the disease from which I am suffering I am not in a position to continue 

and hence propose retiring from service on my own and in terms of para 10. 4. 3. of NCWA-II  

 

        आिेदक के िथताक्षर, बायें िाि के अंगूठे का वनशान 

        Signature, LTI of the applicant  

नदनांक/ Date : ………………………………….  

 

नदनांक................................. को मेरी उपनस्थनत में हस् ताक्षर नकया । 

Signature made in my presence on............................ (Date) 

 

     पीओ/डब्‍ ्  यूओ/ ओ/प्रबंधक/ PO/WO/AO Manager 
 

     नतनथ / Date :……………..….  महुर/ Seal:………………….. 

 

5. ननयोजन से संबंनित नववरण/ उ्र आनद का अनिलेखों नमलान नकया गया और इन् हें सहपय पया गया। नीचे अनिप्रमानणत फोटो नचपकाए।ं   

Particulars of employment/age etc. verified from records and are found correct. Attested photo graph is affixed below.  

 

 

 

 

 

 

 

 

      

      

     पीओ/डब्‍ ्  यूओ/ ओ/प्रबंधक/ PO/WO/AO Manager 
      

     नतनथ / Date :……………..….  महुर/ Seal:………………….. 
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पररयोजना पदानिकारी .............................................................................................................................................को नवचाराथि प्रस् ततु ।  

Forwarded to the Project Officer .....................................................................................................................for consideration.  

 

 

     पीओ/डब्‍ ्  यूओ/ ओ/प्रबंधक/ PO/WO/AO Manager 
      

     नतनथ / Date :……………..….  महुर/ Seal:………………….. 

 

पररयोजना पदावधकरी/ Project Officer            

 

विभागीय प्ररु्ख 

Departmental Head  

 

मैं एनसीडब्‍ ्  यएू-  ।।  के खंड 10.4.3 के तहत इस मामले को डॉ................................................................. पदनाम............................................. 

इकाई................................... द्वारा की गए प्रारंनिक मेनडकल जांच ररपोटि के साथ नवचाराथि अग्रसाररत कर रहा ह ।ं  

I am forwarding the case together with preliminary medical examination report by Dr............................................................... 

Designation ..........................................Unit..........................................for consideration in terms of para 10. 4. 3. of NCWA-II  
 

 

 जेंट/प्रबंधक/पररयोजना पदावधकारी/ विभागाध् यक्ष 

Agent/Manager/Project Manager/HOD  
 

नतनथ / Date :……………  महुर/ Seal:………… 

 

र्िाप्रबंधक/ General Manager  

प्रथ म ृषष् टया मैं इस दीघिकालीन बीमारी की सत् यता से सहमत ह  ंऔर एनसीडब्‍ ्  यू- II के खंड 10.4.3. के तहत इस आवेदन को दो प्रनतयों में सीएमओ के 

माध् यम से ननदशेक(का.) को नवचाराथि अग्रसाररत कर रहा ह ।ं  

On being primafacie satisfied about prolonged sickness, I am forwarding this application in duplicate in terms of para 10.4.3. 

of NCW-II for consideration on merit to Director (pers.) through C.M.O.  
 

 

कावर्मक प्रबंधक/ Personnel Manager र्िाप्रबंधक/ General Manager  

नदनांक/Date  महुर/Seal      नदनांक/Date  महुर/Seal 

 

 

वनदेशक (कावर्मक) / Director (Pers) :  

 

 

वटप् पणी  इस प्रथ ताि के साि प्रर्ाणपर/ शपिपर सलंग् न वकया जा  । 

N.B.: Certificate/Affidavits to be enclosed with the proposal. 
 

क.  मनहला आनित के प्रस् ताव के मामले में, इस प्रस् ताव के साथ नन:श‍ त कमिचारी की पत् नी द्वारा घोनषत इस बात का शपथपत्र संलग् न नकया जाय नक उन् हें 

कोई वयस् क पतु्र नहपय हैं। 

In case of proposal of the female dependent affidavit sworn in by the widow of the disabled employee declaring that she 

has no adult son must be obtained and enclosed.  

ख.  अप्रत् यक्ष आनित अ्‍ यथी यथा छोटे िाई/नविवा बेटी/नविवा बह  या दामाद के ननयोजन प्रस् ताव के मामले में, नन:श‍ त कमिचारी की पत् नी द्वारा घोनषत 

इस बात का शपथपत्र संलग् न नकया जाय नक यह मतृ/ नन:श‍ त कमिचारी पर पणूि प प से ननििर था/थी। 

In case of proposal of employment of the indirect candidate dependent namely younger brother /widowed daughter/widow 

daughter-in-law or son-in law affidavit sworn in by the widow of the disabled employee and she/he was almost wholly 

dependent on the earning of the disabled employee must be obtained and enclosed with the proposal. 
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(rIRd lffir'tt 6',r g[fiq)
COAL II\DIA LIMITED
(A Govt. of India Enterprise)

otg rren "coAL BHAwAN"
Premise No. 04, MAR, Plot No. AF-lll
Action Area-lA, Newtown, Rajarhat
KOLKATA-7001s6 (wB)

PERSONNEL DIVISION
POLICY CELL

CN: L23 l09WB 1 973GOI028844
E-Mail : policycell.cil@coalindia.in

Tel: 033-71 10 4271
Website: www.coalindia.ing6r6r{dffi

A Maharatna Company

(An ISO 9001:2015,ISO 14001:20f5 & ISO 50001:2011 Certifred Company)

1ffi Ti: CIL/C5A (PC)/NOC/424

To,
The Director (Personnel),
BCCLI CCLIECLIMCL/ NCL/ SECL/ WCL
The Director (T/ES), CMPDIL

Eai+-: 2z.os.2o2o

$-+a <-arrr

Bqq: Grant of NOC to Executives for outside employment & appearing in various
examinations

F6t(q,

In reference to Cl. No. 11.1 of Common Coal Cadre (CCC) regarding "Forwarding of
applications of departmental candidates", the Competent Authority has approved for delegation
of power to Director (Personnel) of Subsidiaries for grant of NOCs for outside employment for
the concemed Executives.

Accordingly, such NOCs may be granted by the Director (Personnel) of the concerned
Subsidiary, keeping in view the norms specified under the said provision of CCC and
amendments/ guidelines issued from time to time.

Further, the Competent Authority has also approved for delegation of power to the Director
(Personnel) of Subsidiaries for grant of NOCs for appearing in various examinations for the
concerned Executives

However, the task of processing applications of Executives of CIL & its Subsidiaries for PESB
notified posts & MoC will continue to be dealt centrally by Executive Establishment
Department, CIL.

This is for kind information and compliance by all concerned with immediate effect.

?,\J 2.0L'c'

(ft.*.*'.$rt. {rE)

r6redtrfi 1ryffio7frfr1
Er<ur:
l. D (P&IR), CIL - for kind information
2. GM/TS to Chairman, CIL
3. GM/ HoD(P/EE), CL/ BCCL/ CCL/ CMPDIL/ ECL/ MCL/ NCL/ SECL/ wCL
4. Company Secretary, CIL
5. HoD (System), CIL - with a request to upload the same in CIL website

6. HoD/TS to D (P&lR), CIL
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BHARAT COKING COAL LIMITED 
(A Mini Ratna Company) 
(A Subsidiary of Coal India Limited- A MahaRatna Company)Vigilance Department, Level - V, 

KoylaBhawan, Koyla Nagar,
Dhanbad-826 005 (Jharkhand) India.
Phone: 0326-2230171, FAX: 0326-2230173 
Website: www.bcclweb.in 
email: cvo.bccl@coalindia.in 

aATRTRhatafants 

(TR1tNTTRTE) 

Ind 

A Maharatna 

8 4 7, YTAG826005-, 

f.3HE.UU10101JH 1972GOI000918 
Company 

REF: BCCLVIG/F-1/2020/ Dated: 07-09-2020 

Chairman-Cum-Managing Director 
Bharat Coking Coal Limited 

Subject: - System improvement in submission of BG (Bank Guarantee) in lieu of 
Performance Security 

During Quarterly review meeting of CVOs of Coal Sector conducted by Secretary/Coal on 
11/04/2020, incident of submission of fake BG (Bank Guarantee) by one of the tenderers in 
one of HEMM tenders of BCCL was discussed and the instructions of Secretary/Coal on the 

matter is reproduced as under SI No 10 of the minutes of the meeting is as follows" 

"CVO, BCCL shall study the issue of IT-enabled submission of Bank Guarantee against 
contracts by the suppliers and make suggestions so that there is no false/fraudulent BG etc. 
He may examine the applicability of the various finamcial instruments like RTGS, NEFT erc. 

and make the system improvement suggestions to CVO, CIL. CvO, CIL may then take it up 
with CMD, CIL for implementation across all subsidiaries" 

The matter has been examined by Vigilance department and it is noted that adequate 
provisions for submission of BG through SFMS mode is already notified in HEMM tenders. 

The report was put up to CMD with a recommendation to insertion of the following clause in 

all tenders were the tenderer was to submit the Performance Security in form of BG. 

"Separate advise of the BG is to be sent by issuing bank to the advising bank through SFMS 

and it is only afier receipt of SFMS advice from the advising (beneficiary) bank about receipt 

of information of BG through SFMS that the paper BG would be taken cognizance of and 

would be subject to physical verification at the discretion of the Company. BG received in 
physical form withou underlying SFMS advice being received from the beneficiary bank will 
be considered invalid'. 

The same is brought to your kind notice with a request to pass necessary instructions to all 
concemed for implementation of the above in all; tenders where the tenderer is required and 
allowed to submit BG in lieu of Performance Security. 

(Kumar Aniiesh) 
CVO 

Copy: -DT/Op, DT/P&P, DF & DP: -For information and necessary action as per above 
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