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FORM-3 :
STANDARD FORM OF ORDER RELATING TO APPOINTMENT OF AN INQUIRY OFRICER

Public Service —Disciplinary Proceedings-Conduct of inquiry against Thiru / Tmt /

SOIVE ovorrreesr s ereecrennneneenns = APpointment of Inquiry Officer - Reg.

Proceedings / G.0. NO. .o Dated ....cccvrcccnnner e rnannes

WHEREAS, an inquiry is proposed to be conducted against Thiru / Tmt / Selvi
ceve { Name and Designation of the Government servant ) with reference to the
charges framed in the Government Letter NO. esereeereesnsenree MEMO NO. i

-
Department, Dated ..o

AND WHEREAS, the Government / undersigned considers that an Inquiring Authority
should be appointed to inquire into the charges framed against Thiru / Tmt / Selvi. ..............

( Name and Designation of the Government servant ).

NOW THEREFORE, THE Government / undersigned hereby appoints Thiru / Tmt.
................................... as the Inquiry Officer to inquire into the charges framed against the

said Thiru / Tmt / Selvi. .cevinniinrieinnnanne

The said Inquiry Officer is directed to conduct the inquiry following the
procedures laid down in Rule - 17 { b)) of the Tamil Nadu Civil Services ( Disciplinary and

Appeal ) Rules and send the report expeditiously.

(Signature)
Designation of the Competent Authority
To
Thiru / Tmt / SelVi. ....oeeoeeesrerrseinnns { NamMe, Designation and address of inquiry Officer)
The Head of the Department concerned.
Copy to

Thiru / Tmt / Selvi. ....c..cccconvcsreeormer {The delinguent officer)
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FORM-4

STANDARD FORM OF LETTER DIRECTING THE INQUIRY OFFICER (10 } TO CONDUCT THE
INQUIRY IN ACCORDANCE WITH PROCEDURE AND TO ADHERE TO THE TIME SCHEDULE

Sir,
Sub : Public service Disciplinary proceedings-conduct of inguiry ~Guidelines
to the Inquiry Officer { 10 ).
Ref : 1. Charge letter No. SRSRRSNUURIUTRINNE | SOOI
2. Charge Memo No. S PRTOTSN b . ST
- 3. G.0./ Proceedings NO. ..oeceeeererennro (7 OO
As pér G. 0./ Proceedings Second cited, you have been appointed as Inquiry Officer
to inquire into the charge( s ) framed against Thiru /Tmt e iN the Charge

Letter / Charge Memo first cited.

2. . Now, the following records in connection with the above case are sent herewith :-
a. A copy of the Appointment Order
b. A copy of the Charge Letter / Charge Memo
¢. A copy of the Written Statements of Defence submitted by the delinquent
Government Servant.
~.
d. Copy of the Evidences providing receipt and acknowledgement of documents
referred toinitems (i} and (ii ) above by the delinquent Government Servant.
3. Besides, the above the following instructions / Guidelines in the conduct of inquiry

are enclosed herewith :-

a.

b.

An Extract of Chapter - Ill Paras -1 and 2 of Chapter - V of the “ Hand Book on
Disciplinary Procedures ”

A Check List

4, You are directed to conduct the inquiry into the charges and send the report within

60 working days.
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5. You are informed that the disciplinary proceedings are quasi-judicial in
character. It is therefore, emphasized that the inquiry conducted by you
should be thorough and that no defects whétsoever should occur. You are,
therefore, requested to study the oral inquiry procedures laid down in the
“ Hand Book on Disciplinary Procedures ” and other instructions mentioned
in Para - 3 above carefully and prepare yourself fully before commencing the

inquiry.

B. You are further informed that the delay in finalizing the inquiry should be

avoided at all cost. You are therefore requested to adhere to the time

he schedule of 60 working days mentioned above. If, you are unable to
complete the inquiry within the stipulated time of 60 working days, you
should send a report indicating the valid reasons therefore and seek
extension of time.
Yours faithfully,
(Signature)
Designation of the Disciplinary Authority
To
ThIFU. e { Name & of Designation of the Inquiry Officer )
Copy to
1. The Delinquent Officer
2. The competent disciplinary Authority.
Note:

If the accused officers did not submit the written statement of defence and
there was no delivery / perusal of documents to / by the Accused Officer, the
items ( iii ) and { iv ) in Para - 2 of the Standard Form of Letter may be deleted.
In that case, the fact of non-furnishing of records to the A.O should be
incorporated there.
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FORM-5

STANDARD FORM OF ORDER OF SUSPENSION UNDER

RULE - 17 { e ) OF THE TAMIL NADU CIVIL SERVICES ( DISCIPLINE AND APPEAL ) RULES

_____________ Department

*No. .. Dated

L ]
1. *"WHERE AS . { Please indicate the factual details and reasons for

suspension )

AND WHEREAS, an enquiry into grave charges against Thiru. -—-

is contemplated.

AND WHEREAS, in the circumstances of the case, it is necessary in the public interest

to place the said Thiru. / Tmt. under Suspension from service.

*WHEREAS, an enguiry into grave charges against Thiru. / Tmt.

rreeenn 1S CONtemplated.

AND WHEI&EAS, in the circumstances of the case, it is necessary in the public interest

to place the said Thiru. / Tmt. under suspension from service and the

reasons for such suspension cannot be furnished in the larger public interest.

*WHEREAS an enquiry into grave charges against Thiru. / Tmt.

is pending and the following chargers have been framed in the Lr. No. / Memo No. /

Proceedings No. -

AND WHEREAS, in the circumstances of the case, it is necessary in the public interest

to place the said Thiru. / Tmt. under suspension from service.
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*WHERE AS, a complaint against Thiru. / Tmt. of a criminal

offence is under investigation / trial.
AND WHEREAS, in the circumstances of the case, it is necessary in the public interest

to place the said Thiru. / Tmt. under suspension from service.

NOW THEREFORE, under Sub-Rule { e ) of Rule - 17 of the Tamil Nadu Civil Services
{ Discipline and Appeal ) Rules, the said Thiru. / Tmt. is with

immediate effect / from the date of his relief from duty, placed under suspension from

Service until further orders.
-~

2. During the period of suspension, the said Thiru. / Tmt.

will be paid Subsistence Allowance and Dearness Allowance admissible under Fundamental

Rule—53 { 1 }** He will, in addition, be paid the following Compensatory Allowance.

3. The Headquarters of the said Thiru. / Tmt. during the

period of suspension shall be and the said Thiru. / Tmt.

shall not leave the Headquarters without obtaining the prior permission of the Authority

concerned.

Signature

Disciplinary / Authority Competent to Suspend

* Delete whichever part is in-opplicable

** Delete if, in-applicable.
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FORM-6

STANDARD FORM OF ORDER PLACING AN OFFICER UNDER DEEMED
SUSPENSION WHEN HE IS DETAINED IN CUSTODY

ABSTRACT
Public service — TRIU oo { Name of

Designation and Department } placed under deemed suspension ~ Orders - Issued.

_______ ——— JE— _— [ S

G.0./ proceedings NO........c.cceuen.n. ‘Dated: .o

WHEREAS, a case against Thiru / Tmt / Seli e ( Name and
Designation of the Government Servant } in respect of a criminal offence as detailed below

( Brief detail of criminal offence ) is under investigation.

AND WHEREAS, the said Thirt / Tmt / SeVi oooemeeeeooeoeeeoeeeeosooooeoeoooo was
detained in custody on ................... and continued to be under custody for a period

exceeding forty eight hours.

NOW THERELORE, under Clause { 2 ) of Sub-Rule { e ) of Rule 17 of Tamil Nady Civil
Service ( Discipline and Appeal } Rules, the said Thiru / Tmt / Selvi
{ Name and Designation of the Government Servant ) is deemed to have been suspended
from service with effect from the case of detention €., rrrrecnienrenine e, Until further

orders,

2. During the period of suspension the said Thiry / Tmt [/ Selvi

......................................... will be paid subsistence allowance as admissible under Fundamental

Rule-53(1).
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3. The headquarters of the said Thiru / Tmt / Selvi
during the period of deemed suspension shall be and he / she /

shall not leave the headquarters without obtaining prior permission of the authority

concerned.

Signature of the

Authority concerned.
To
1. The individual through the HOD

2. TheHOD/AG{ A &E ) { By name }, Chennai- 18
3. Concerned Treasury Officer / Ele.

4. The DV & AC Chennai { if, a case that arose in a DV & AC inquiry )

5. SF/SCs.
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FORM-7

STANDARD FORM OF CERTIFICATE TO BE FURNISHED
BY THE SUSPENDED GOVERNMENT SERVANT
UNDER F.R-53 { 2)

b s (| Name of the Government Servant )
-~

having been placed under suspension / deemed suspension by G.O. / Proceedings No.
e dated ..., while holding the post of .......ccccevvvsvsvenen.. dO
hereby certify that

1. I'am not employed in any business, profession , or vocation of profit / remuneration

/ salary and

2. 1 am residing in the place { ..., ) fixed as headquarters,

during the period of my suspension.

(

Signature:
Name of the Government servant

Address
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FORM-8

STANDARD FORM OF ORDER FOR REVOCATION OF SUSPENSION

{ RULE - 17 { ¢ ) { 6 ) OF TAMIL NADU CIVIL SERVICE { DISCIPLINE & APPEAL } RULES )

Public Service - Thiru ....cccceiivivcvcccieccseeseeee. | Name, Designation and

Department to be indicated } - Under Suspension — Revocation of Suspension — Orders /

Proceedings - issued.

G.O / Proceedings NO......ccceeeeviivrcneeinns Read:....oceoriirerrnr e Dated:....cccoveveeeeerene

ORDER / PROCEEDINGS:

WHEREAS, an order placing Thiru / Tmt / SEIVi w...cccovcrmvvrce s cnsssssessesensenenen | NaMe

and Designation of the Government servant } under suspension was made/was deemed to

have been made in the G.0. / Proceedings No ...........cccceeceeenneneee. @and dated ..o

cited above.

NOW THEREFORE, the Government / the undersigned ( the authority which made or

is deemed to have made the order of suspension or any authority to whom that authority is

subordinate ) in exercise of the powers conferred by Sub Rule { e } { 6 ) of Rule - 17 of Tamil

Nadu Civil Service (Discipline and Appeal )} Rules, hereby revokes the said order of

—~ Suspension with immediate effect / without prejudice to the Disciplinary Proceedings

contemplated* / pending * or criminal case under investigation* / trial*.

To

ol A

Note:

Signature of the

Authority concerned.

The individual(s) through the HOD / Head of office
The HOD concerned

AG (A & E) Chennai — 600 018

PAO/TO concerned.

*This will apply to cases where suspension is revoked pending disciplinary

proceedings contemplated /pending of criminal cases under investigation / trial.
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FORM-9

STANDARD FORM OF ORDER FOR TAKING DISPLINARY ACTION IN COMMON
{ RULE - 9A OF TAMIL NADU CIVIL SERVICES { DISCIPLINE AND APPEAL ) RULES - 1955

Public services - Common Proceedings against TV, ......cooooovvvecveevinnnn, - Orders
issued — Reg.

s DEPArMent

G.O / PROCEEDINGS No.

WHEREAS, the Government servants specified below are jointly and severally
involved in disciplinary case. |
Thiru / TMt /SeVi. e
Thiru / Tmt / Selvi.
Thiru / Tmt / Selvi.

NOW THEREFORE, in exercise of the powers conferred by Tamil Nadu Civil Services

( Discipline and Appeal ) Rules, the Government / undersigned ( as the case may be ) hereby

directs :-

that, disciplinary action against all the said Government Servants shall be taken in

common proceeding:

i) that, disciplinary action against all the said Government Servants shall be

taken in a Common Proceeding,

ii) that, ................ { Designation of the Authority / Government / Competent
Authority as the case may be } shall function as the Disciplinary Authority for
the purpose of common proceeding and shall be competent to impose any of

the penalties, mentioned in Rule - 8 of the said Rules and
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iii) that, thé procedure prescribed in the Rule — 17 { a }/Rule —17 (b)) /

Rule - 17 { ¢} of the said Rules shall be followed in the said proceedings.

(Signature)
Name and Designation of the

Competent Authority

Copy to
1. Thiru. ...... S ( Name and Designation )
2. Thiru. ... { Name and Designation )
3. Thiru. .............. ( Name and Designaticn )

( * Strike off the rule which is not applicable )
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FORM-10

STANDARD FORM OF ORDER FOR
APPOINTMENT OF INQUIRY AUTHORITY IN COMMON PROCEEDINGS

ABSTRACT
Public services - Common Proceedings against Tvl. ...o.comecnseseennennns - Orders

issued — Reg.

- e DEParment

G.O / PROCEEDINGS No.

WHEREAS, an induiry is being held against the officers{ s ) specified below :-

Thiru / Tmt / Selvi. ..c.cccercecennrerrnnnne,

Thire / Tmt /Sevi. e
Thiru /Tmt / Selvi, .cvirccrcnrnne.
Third / Tmt 7/ Selvi. cceverereseesesienns

U}HEREAS, common disciplinary proceedings under Tamil Nadu Civil Services
( Discipline and Appeal ) Rules have been ordered against the said officer( s ) in the G.O /

Proceedings NO. ....cccoueeeemreiie e read above / cited above.

AND WHEREAS, the Government / undersigned considers an Inguiry Authority
should be appointed to inquire into the charges subsequently framed in pursuance of the
Government Order / Proceedings against the said officer{ s ) in the following Charge Memo /

Letter’s
[}

NOW THEREFORE, the government / undersigned hereby appoint Thiru. ...................
{ Name and Designation of Inquiry Officer ) as the inquiry Authority to inquire into the

charges framed against the said Officer{ s ).
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The said Inquiry Authority is directed to conduct the inquiry following procedures

laid down in the said Rules and send the report quickly.
/ BY ORDER OF THE GOVERNGR /
Signature
Disciplinary Authority / Authority Competent to Authenticate Order

To

1. The Inquiry Officer with relevant Documents

2. The Accused Officers

3. The Vigilance Clommission (If necessary)

~
{ Note: *Stﬁke dﬁ' the rule which is not applicable )
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FORM-11
STANDARD FORM FOR
EXTENDING THE SERVICES OF GOVERNMENT SERVANT
BEYOND THE DATE OF SUPERANNUATION BY THE APPOINTING AUTHORITY
UNDER F.R - 56 (1) (C)

kR ERE
-
................ Department
. Dated
G.0./ Proceedings No....... crsssseasesnannes
WHEREAS, Thiru / Tmt / Selvi e was placed under suspension in the
proceedings dated / GO dated.... e
AND WHEREAS, the said Thiru / Tmt / Seli.......coverneee. i attaining the age of
superannuation in the afternoon of ............ and the inquiry into grave charge(s) against

him*/ her*/ is stil| contemplated */ pending* or Criminal * offence is still under

investigation */ trial*/ against him / her*

AND WHEREAS, in the circumstances of the case, it is necessary that the said Thiru /

Tmt / Selvi ............... ( Under suspension )} shall not be permitted to retire on his / her
reaching the date of superannuation, i.e., ...........cccsrermnnnen. @fternoon but shall be retained
in service. .

NOW THEREFORE, it is hereby ordered under Rule — 56 { 1) { ¢ ) of the Fundamental

Rules that the said Thiru / Tmt / SeIVi . e e cercirerrereneneee. { now under suspension } is
not permitted to retire on his / her reaching the date of superannuation in the afternoon of
crereemneer. bUt retained in service until inquiry into charge( s ) contempiated */

pending* or criminal offences under investigation */ trail* against him*/ her is*/ are

concluded and final orders passed thereon by the competent authority or.
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2. During such extension of service, the service rights of the said Thiru / Tmt / Selvi
................................ ( under suspension ) shall freeze at the level reached on the date of
SUPErannUation Viz ..o afternoon and the salary during that period shall

not exceed the amount of pension which would have accrued to him / her on that date.

Signature of the

Appointing Authority.

(* Score off, Whichever is not applicable)

To -

( With designation )

2. The Heads of Department Concerned

3. The PAO concerned

4. The Accountant General, Chennai — 600 018 / Chennai - 600 035.
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FORM-12

CHECK LIST TO ACCOMPANY THE DISCIPLINARY CASES REFERRED TO THE TAMIL NADU
PUBLIC SERVICE COMMISSION BY THE GOVERNMENT

PART-i
1. Details of Accused Officer(s ) :-
L 4
Si. | Name and Designation of Accused Officers Date of Next increment due on
No. [ - atthe time of issue of charge Memo Superannuation :
1 2 3 4
i
2, Priorities :-
Is the case to be reviewed on 1.Retirement Due Shortly,VizOn : ...
a Priority basis because,
2.Already Retired on ........coeuuee.......
—~
3.Empanelment for  promotion
imminent { With in ........ Months }......
E
3. Rule under which delinquent officer’s reply 1
was sought 17(a)/17(b)}/17(e) (i) (1) 3
{score out the item not relevant
against 2 and 3)
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PART —il
Write Relevant Word
Yes No
1. Was the questionnaire enclosed

to Charge Memo under Rule 17 (b )

2. Was request for perusal of Records
F

complied-with

3. Wos request for examining witnesses

complied-with

4. Was the request for Personal Hearing, if

asked for complied-with

5. Are papers relating to preliminary inquiry

if any enclosed

6. Is Suspension Order, if any, enclosed ?

7. Is Charge Memo with Statement of

Allegation enclosed

8. Explanation / Written Statement of Defence

enclosed

9. Are records of Oral Inquiry enclosed

8. Is Inquiry Officer’'s Report on Oral Inquiry

{ or ) Personal Hearing enclosed
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ON  APPEALS OR  REVISION  PETITIONS
{ FILL-IN FOLLOWING IN ADDITION TO ABOVE)

11. (I). Is Order of punishing authority

enclosed

-~
{1} Is the appeal Petition / Revision

petition enclosed

(lil). Are the records re lied upon by the

punishing authority enclosed

REMARKS :-

1. This check list is to be enclosed with every case referred to the commission.

2. If * No ' is written against any query, the case is not complete for reference

—

pleasé check

/ True Copy /

HEAD ASSISTANT
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