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GENERAL ADMINISTRATION DEPARTMENT 

Mantralaya, Madam Cama Road, Hutatma Rajguru Chowk, 
Mumbai 400 032, dated the 14th November 2013. 

NOTIFICATION 

MAHARASHTRA GOVERNMENT SERVANTS REGULATION OF TRANSFERS AND PREVENTION OF DELAY IN DISCHARGE OF 

OFFICIAL DUTIES ACT, 2005. 

No.POD-1007/C.R.9/18(O&M) .-- In exercise of the power conferred by sub-section (1) of section 
14 of the Maharashtra Government Servants Regulation of Transfers and Prevention of Delay in 
Discharge of Official Duties Act, 2005 (Mah. XXI of 2006) and of all other powers enabling it in 
this behalf and in supersession of all the existing rules, orders or instruments made in this behalf, 
the Government of1VIaharashtra hereby makes the following rules, the same having been previously 
published as required by sub-section (1) of section 14 of the said Act, namely : 

1. Short title.—These rules may be called the Maharashtra Prevention of Delay in Discharge 
of Official Duties Rules, 2013. 

2. Definitions.—(I) In these rules, unless the context otherwise requires,— 

(a) "Act" means the Maharashtra Government Servants Regulation of Transfers and 
Prevention of Delay in Discharge of Official Duties Act, 2005 (Mah. XXI of 2006) ; 

(b) "Administrative audit" means the mechanism determined by the Government to verify 
whether final decision on a file or case in any office or Department is taken on the basis of 
proper delegation of powers, that is, three level submission and also the compliance of the 
time limit prescribed under sub-section (1) of section 10 of the Act, for taking the decision 
and necessary action in the matter ; 

(c) "Awaited case" means the case in which further action is to be taken after certain 
period ; 

(d) "Case" means file or other related papers, references, correspondence, notings, etc., 
received and consolidated in a bunch ; 

(e) "Correspondence" means the inward and outward references in the process of taking 
decision, which includes written letters, telegrams, interdepartmental notings, fax messages, 
e-mail, orders, circulars, resolutions, issued by the Government, from time to time ; 

(f) "Dormant Case" means and includes the cases in which decision rests with other than 
the State Government, the case in which final order has been passed but which are required 
to be kept in await for watching the observance of terms of final orders, cases involving 
collection of data or statistic from various authorities for the compilation of various 
Government reports, periodicals, returns, etc., but shall not include the cases falling under 
section 11 of the Act ; 

(g) " File" means a set of relevant papers of the specific subject having a particular 
separate number in which one or more parts mentioned below are included 	 

(i) correspondence, 

(ii) notings, 

(iii) appendix of the correspondence, 

(iv) appendix of the notings ; 

(h) "Final Disposal" means action taken on the reference received or action taken on the 
correspondence of the file after consideration, and final decision has been taken on such 
reference or correspondence, and no further action is pending on such reference or 
correspondence ; 

(i) "Form" means the Forms appended to these rules ; 



'-1 I' 	1,7111:1, 374TMTErT %T MT k!ch—tiar 37-441417, 9-*a.4-  RR, ,o'R .4/TFdW 	ic+) RR 

(j) "Immediate and urgent reference" means the tapal received including the telegrams, 
telex message, fax messages, letters, e-mails, etc., which are marked by the competent 
authority, after taking into consideration the seriousness of the matter, as immediate or 
urgent, with an intention to complete the expected action within a time mentioned in sub-
section (1) of section 10 of the Act ; 

(k) "Minister-in-charge" means the Minister-in-charge to whom the concerned subject or 
work has been allotted according to the Maharashtra Government Rules of Business ; 

(1) " Officer incharge of section or branch" means such officer working at the Taluka or 
Sub-Divisional Office or District or Divisional or Departmental levels, who has been nominated 
for disposal or final disposal of the concerned subject or work of a section ; 

(m) "Level of submission" means the total three levels of Government servants, who are 
responsible for submitting the matters for taking final decision to the officer, whom, powers 
having delegated for taking a final decision after taking into consideration the nature, level 
and importance of various subjects being handled in the office or Department ; 

(n) "Notings" means the remarks recorded on the file such as summaries of the earlier 
papers, description of issues or questions under consideration, analysis, instructions and 
final orders issued in that regard for quick disposal of any case ; 

(o) wherever the words File, Case, Correspondence, Noting, Draft, Reference, Remarks, 
Proposal, Forms, letters, Tapal occur they will include the corresponding electronic versions 
like e-file, e-case, e-correspondence, e-noting, e-draft, e-reference, e-remarks, e-proposal, 
e-forms, e-mails etc. and the word Services (Seva or Suvidha) wherever used would also 
cover the services delivered to the users by electronic means. 

(II) Words and expressions used but not defined herein shall have the meanings respectively 
assigned to them in the Act. 

3. Preparation of Citizens Charter. 	(1) The Head of every administrative Department of 
Mantralaya and the heads of all offices under their administrative control, that is, the Divisional 
level, District level, Taluka level, sub-divisional level, or as the case may be, local level, shall 
prepare separate Citizens Charter for their respective offices. The seperate Citizens Charter 
shall be consistent with the Citizens Charter of its concerned Head Office and such Citizens 
Charter shall be prepared and published on the basis of instructions contained in Circulars or 
Letters issued by the Government, from time to time, and shall be displayed at a conspicuous 
place in the concerned office. It shall also be displayed in electronic form on the website or portal 
of the Department or Government. 

(2) The Citizens Charter published under the provisions of sub-rule (1), shall be updated by 
each office, from time to time, if necessary; and on the 2nd May of every succeeding year according 
to the Government revised policy or plan or programme or project or rules or orders, etc. Each 
office shall finalise and publish Citizens Charter after considering the objections or suggestions, 
if any, and after thorough discussion on the difficulties of the officers concerned and suggestions 
received in this behalf. IL shall also be displayed in electronic form on the website or portal of the 
Department or Government. 

(3) The prescribed papers for providing the facilities or services rendered by the office or 
Department shall be kept minimum. For that purpose, the Head of every office or Department 
shall take a detailed review. The necessary Form "A" for availing the facilities or services rendered 
by the office or Department shall be made easily available by the concerned office or Department 
free of charge. The list of the optional papers shall also be specified in Form "B" by the Head of 
every office or Department. It shall also be displayed in electronic form on the website or portal 
of the Department or Government. 

(4) An application received in Form "A" from any citizen, shall be checked immediately as 
per the checklist provided in Form "C" regarding its fulfillment and if, after checking, the 
application is found to be incomplete, then the applicant shall be informed about the shortfalls 
immediately on the spot so that he can complete the formalities for filling the Form. 
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(5) hf the application of the citizen is complete then he shall be given the receipt of its 
acknowledgment in Form "D", in which the period mentioned. in the Citizens Charter of that 
office or Department for providing such services or facilities shall be mentioned clearly, and the 
office shall ensure that the citizen. do not have to visit the concerned office time and again. 

(6)Minimum. period for providing services and facilities shall be specified taking into 
consideration the time limit, mentioned as per concerned Acts and Rules. The concerned Head of 
Office, Department on noticing or being brought to his notice any dereliction in providing service 
and facilities will hold and complete the preliminary enquiry within fifteen working days. If it is 
found that the concerned officer or employee has shown habitual or willful or intentional delay or 
negligence in discharge of official duty, the recommendation of Departmental -Enquiry shall be 
forwarded to the Competent Authority. The Competent Authority ac(.!ordingly shall issue order 
of departmental enquiry as per the relevant Rues, 

(7) Maximum use of information technology shalt be made in the offices and e-governance 
shall be given highest preference while rendering facilities or services to citizens. Every 
administrative Department in Mantralaya in. consultation with the Commissioner, or Head of 
Department and Head of office under them shall undertake time bound programme for providing 
services and facilities by way of electronic mode. The services and facilities which are to be provided 
by way of electronic mode to the citizens shall be determined within six months from the date of 
commencement of these rules. Accordingly, services like licenses, certificates, approvals or cash 
payment and application therefor shall be provided online. Information in this regard shall be 
made available on Department's wehsite.The citizen who cannot avail online facilities shall be 
provided services or facilities by following the prevalent procedure. 

4.. Publication of list of powers delegated to subordinate officers fi)r taking final decision.— 
The list of powers of the incharge Secretary of the concerned administrative Department at the 
Mantralaya level, Head of the Department at the Divisional level or, as the case may be, at District 
level and subordinate officers who are working under their supervision at various levels or the 
officers who are delegated the subject-wise or file wise powers for taking the final decision, shall 
be prepared and published and affixed at a conspicuous place in the concerned. office, as provided 
under sub-section (.1) of section 9 of the Act. The said list of powers shall be updated and published 
on the 2nd May of every succeeding year. It shall also be displayed in electronic form. on. the 
website 017 portal of the Department or Government. 

5. Prohibition of delegation of powers to Government officers against whom Departmental 
inquiry is being conducted.— Notwithstanding anything contained in rule 4,- 

i) If, any Departmental inquiry under charges of serious nature is being conducted under 
the concerned disciplinary rules against any employee or officer, or if any officer is required to 
face any criminal case or investigation, then such employee or officer shall not be empowered to 
take any final decision on the work. of executive nature or sensitive work or subjects. 

(2) If, a charge sheet is served on any officer with the charges of misappropriation or financial 
irregularities or embezzlement of the Government money or corruption, or if the decision to 
serve the charge sheet against such officer has been taken at the level. of Departmental Inquiry 
Officer, or such officer is suspended from the services for any such allegation, then in that 
circumstances, even after reinstatement. of such officer in the services, he shall not be empowered 
to take final decision on executive or sensitive subjects, till the decision of such inquiry or 
investigation is completed and implementation of punishment awarded to him is completed or 
such officer has been completely exonerated from such charges or allegations: 

Provided that, the Government may, after examining the merits and demerits of the case and 
after recording the reasons, shall consider delegation of any power for finalisation of executive or 
sensitive subject to such Government employee mentioned in sub-rules (1) and (2). 

6. Determination. of level of powers for taking final decision. 	 (.I) Subject to the provisions 
of section 9 of the Act, the level for delegation of the powers for taking the final decisions shall be 
determined by the Head of the office or Department, as the case may be, after considering 
Government Resolutions and orders, issued from time to time, in this behalf, by the Secretary 
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in-charge of the concerned administrative Department at the Mantralaya level, with the approval 
of the concerned Minister-in-charge of the administrative Department 

Provided that, the level of such submissions for the purpose of taking final decision shall not 

be more than three officers. 

(2) Subject-wise list of distribution of authority or powers for every kind of officer shall be 

maintained. 

(3) If a particular competent authority, who has been empowered to take final decision, is 
not present or has proceeded on leave and the work of such competent authority cannot be held 
up even for a temporary period, then, taking into the consideration the administrative convenience 
and exigencies, the work of such competent authority shall be distributed amongst the other 

officers of that establishment : 

Provided that, more than three stages may be kept for very important matters like Cabinet 
Note and the matters involving policy decisions : 

Provided further that, the files of the existing policy or orders, which require the explanations 
or directives to be given to the Regional Offices, shall not be submitted to the level higher than 

the Secretary level : 

Provided also that, reminders shall not be submitted upto the senior level. 

(4) The files involving the proposals of investments and infrastructure projects, files, proposals 
regarding policy matter to be submitted before Cabinet received by advisery Department shall 
not be sent to junior officers or to the Desk. In such cases the remarks or notings shall be recorded 
by the Deputy Secretary or at least at the level of the Under Secretary. In the exceptional 
circumstances, if Under Secretary is not available, then such files shall be submitted by the Desk 

Officer. 

7. Updating list of level of officers.— (1) The concerned administrative Department at the 

Mantralaya level, Head of the Department at the Divisional level, or as the case may be, at the 
District level, or Head of any other office, shall prepare the list of powers delegated to the 
subordinate officers within three months of publication of these Rules and thereafter such published 
list shall be updated on the day of 2nd May of every succeeding year. It shall also be displayed in 
electronic form on the website or portal of the Department or Government. 

(2) The Head of the concerned administrative Department at the level of Mantralaya shall 
take a random review of the activities of the offices or Departments in the month of January and 
July of every year to ensure that the powers delegated to every officers are exercised adequately 
and judiciously and proper decisions are taken on the matters falling under their purview. 

8. Acknowledgement of e-mails. 	Anacknowledgement of e-mails received shall be given by 

concerned person. If the e-mail received is not concerned with the office or Department or Desk 
then it shall be forwarded to the concerned office or Department or Desk and accordingly intimated 
the same to the applicant by e-mail. 

9. Responsibility of every officer. 	Every officer of the Mantralaya and incharge officer of 
the office of Divisional or District or Taluka level shall be primarily responsible for timely 
submission or final disposal of the cases within the time limit mentioned in the Act. 

10. Measures to be taken for keeping control on progress of works of Desk or Section or 

Branch. 	The incharge of Branch or Desk or Section officer shall keep watch on the progress of 
the work carried in his Branch or Desk or Section and ensure that,— 

(a) no references or files or cases remain unattended and pending for want of action ; 

(b) himself will deal with the complicated and important references ; 

(c) scrutinize the notes and drafts submitted to him and record his opinion or suggestion on 
the file wherever necessary before submitting it to the competent officer with a view to maintain 

the accuracy of the notes and drafts ; 

(d) dispose of on his own initiative and responsibility as many cases as possible ; 

(e) adopt suitable and proper measures so as to dispose of references or cases ; 
1-Trr-r 	 Y-x 
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(f) keep him self informed of the day-to-day business of the Branch or Desk ; 

(g) take analytical detailed review of the files pending in the Branch or Desk at the end of 
every month with a view to keep vigorous watch over the progress of the working of the Branch or 
Desk or Section and, also provide proper guidance and suitable remedial measures for disposal of 
the pending files ; 

(h) Records of the Branch or Desk or Section shall be kept as follows :— 

(i) receipt of post ; 

(ii) cases under process; 

(iii) awaited cases ; 

(iv) dormant cases ; 

(v) cases of standing order or compilation ; and 

(vi) cases disposed of finally (as per A, B, C, D classification) ; 

The officer in-charge of the Branch or Desk or Section shall be vigilant in implementation of 
rules 

11. Restrictions for prevention of delay in inter-departmental references.— The following 
action shall be taken to avoid delay in un-official references or cases in Mantralaya Departments, 
namely :-- 

(a) except the Finance Department and Law and Judiciary Department, all the cases or 
references required to be sent to other Departments for opinion or consultation, shall be marked 
to the concerned Joint Secretary or Deputy Secretary or Under Secretary directly, and their 
opinion shall be obtained. For that purpose, every Department shall prepare a list of the names of 
the concerned Under Secretary, Deputy Secretary and Joint Secretary of the Department and a 
list of the subjects dealt with by them. Such list shall be made available to every Department. It 
shall also be made available on the Government website. If any changes occur in the said list, then 
necessary corrections shall be carried out from time to time in the said list and shall be displayed 
at a conspicuous place in the concerned Desk. It shall also be displayed in electronic form on the 
website or portal of the Department or Government ; 

(b) if the proposal is approved at the level of another Department's Secretary, then such 
proposal shall be examined directly at the level of the Joint Secretary or Deputy Secretary of the 
Finance Department or Planning Department or General Administration Department and there 
shall be no objection to convey the disapproval thereof at the level of the Joint Secretary or Deputy 
Secretary : 

Provided that, it is necessary for the Secretary of the Department to issue such order for 
such purpose ; 

(c) if the Secretary of the Department does not agree with the views conveyed by the Joint 
Secretary or Deputy Secretary of the Finance Department or Planning Department or General 
Administration Department, then such file shall be referred again to the Finance Department or 
Planning Department or, as the case may be, the General Administration Department at the 
Secretary level for review ; 

(d) if the proposal has been forwarded as per clause (c) and the same is moved by another 
Department at Secretary level, and the Finance Department or Planning Department or General 
Administration Department desires to disapprove such proposal, then such action of disapproval 
shall be taken at the level of the Secretary of the Finance Department or Planning Department or 
the General Administration Department, as the case may be ; 

(e) after recording the remarks of the other Department, if the case is received in the original 
Department and if it is found that there is a difference of opinion between these Departments 
then instead of writing a further note in such case, the Secretaries of both the Departments or the 
officers, whom the powers are delegated, shall, by holding personal discussions on the controversial 
issues, dispose of such cases by mutual consent ; 
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(f) if the original Department desires to mark any file to more than one Department, then 
the file shall be routed through those Departments as per the order of marking of the original 

Department 

(g) while adopting the above procedure prescribed in clause (f),if delay is likely to be caused 
in disposal of the case and the remarks expected from the Departments are not likely to be 
supporting or are inconsistent or contradictory to those of the concerned Department, then the 
originating Department shall prepare separate proposals and obtain the remarks or opinion on it 

by forwarding an independent file to each concerned Department 

(h) if the Department is of the opinion that a particular case received in its Branch or Desk 
pertains to any other Department then in such circumstances the Department shall forward the 
case to the concerned Department mentioning therein clearly the specific entry of the Maharashtra 
Government Rules of Business, to which the subject matter relates after obtaining the approval 

of the Secretary of the concerned Department ; 

(i) if a question arises as to whether the correspondence received in a Department should be 
dealt with by such Department or any other Department, then both the Departments shall, after 
discussion settle such question. If the question is not settled within a period of a week then ruling 
of the Organization and Methods Branch (0.&M.) of the General Administration Department 
shall be obtained on such question and once such ruling is given at the level of the Secretary of the 
Organization and Methods Branch (0, &M.) of the General Administration Department the ruling 
shall be final, unless there is any other direction of the Chief Secretary or the Chief Minister. If 
such kind of question regarding dealing of the subject by another Department arises in any office 
other than a Mantralaya Department, then the matter shall be referred within two office working 
days, through the Head of the Department to the concerned Secretary-in-charge of the Mantralaya 

Department ; 

(j) while the question regarding the transfer of a subject from one Department to another is 
under consideration, the Department, which has received the correspondence, shall continue to 
handle such subject pertaining to it, until a decision is taken to transfer the subject to another 
Department. In such cases, a separate proposal of transfer of the subject shall be taken up by that 

Department ; 

(k) while making unofficial references of the cases of Investment and Infrastructures Facility 
Projects to other Departments, such cases shall not be forwarded like other general cases. The 
doubts shall be cleared by discussion at the Secretarial level or at least at the level of Joint 
Secretary or Deputy Secretary, and after getting concurrence by initial procedure the noting 
shall be prepared, so that time is not wasted in repetition of noting and presentation. In the office 
of the Secretaries of Mantralaya Department and also in other offices, a Control Register of the 
cases received on the subject of Investment and Infrastructure Facility Project shall be maintained 
by the Personal Assistant to the Secretary or Head of the Department, as the case may be, and 
either on the first day or on the last day of the week the Secretary of the Department or the Head 
of the Department shall, on the basis of such Control Register, take review of the disposal or 

implementation of such cases. 

12. Procedure for obtaining remarbi,  or opinion from subordinate offices.— If it is necessary 

for the Mantralaya Department or Head of the Department or Office at the District level to obtain 
the opinion or views from the subordinate offices, then the following procedure shall be followed, 

namely : 

(a) generally the papers of cases shall not be sent to the officers of the subordinate office 
unless it really becomes necessary. For such correspondence the e-mail services shall be used on 

priority basis and it shall also be binding to send reminders by e-mail 

(b) wherever the papers in a case or the entire case is forwarded to any subordinate office, 
the specific points on which the views or opinion is expected from the officer of the subordinate 

office, shall be clearly and categorically mentioned 

(iTrif 	 )s 31- 
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(c) the concerned officer of the subordinate office shall give the clear-cut opinion or views on 

the point referred for opinion or views. The said concerned officer shall also clarify other relevant 
and incidental points in relation to the case ; 

(d) the officer of the subordinate office, from whom the opinion is sought shall also suggest a 

suitable line of action or opinion or views in certain situations prevailing in that specific matter ; 

(e) the subordinate office shall mention the relevant Acts, rules, administrative orders of 
the Government, etc., in support of the recommendation made in any case ; 

(f) in cases wherein the information is called from subordinate or Regional Officer, the specific 
date up to which the information is expected shall be mentioned in the letter sent by the Mantralaya 
Department. The specific time limit for furnishing of the requisite information from subordinate 

or Regional Office, shall be determined by considering the scope of the information, the possible 
working days required by the concerned Department or District level office for collection of 

information from its subordinate offices and the actual days required by that office for dispatching 
the said information. 

13. Measures for taking final decision within prescribed period. 	 The period mentioned 
in section 10 of the Act for final disposal of cases is maximum and the cases shall be disposed 

of within that period. For avoiding delay on such cases, the following steps shall be taken, 
namely :- 

(a) the Head of every office or Department or any other officer in whom the authority has 

been vested shall take a periodical review at the end of every month to ensure that the official 

work assigned to the Government servant is disposed of as per the norms specified in relation to 

his work. If such kind of standards are not specified then such standards shall be specified by the 
Head of every office or Department immediately ; 

(b) the powers shall be delegated as far as possible to the Head of every office or Department 

working under the administrative control of the Mantralaya Departments for taking a decision 

on cases. Necessary measures shall be adopted after taking of a periodical review to see that the 
powers delegated are exercised effectively ; 

(c) a review of the procedure specified for processing of cases for taking a final decision shall 
be taken and any modification, if necessary, shall be carried out therein. 

14. Assessment and preparation of list of matters or cases under section 11 of the Act. 	The 
concerned administrative Department at Mantralaya level, the Divisional Head or as the case 
may be, the District Head shall determine and prepare the list of the matters or cases coming 

under the purview of the provisions of section 11 of the Act to which the provisions of section 10 

are not applicable in certain circumstances and prepare a list thereof and update it twice in a 
year after taking the review of such list. 



H W I t5 	 , 3MTFATTUT WTI T4-, 	31T-falMT, *OW RR, c:.'?VTraw 	41 R'R'4uk 

FORM "A" 

[See rule 3(3)] 

Name and Address of the Office : 

Telephone No. 

Fax No. 

E-mail ID 

Date 

Subject : 

Applicant should fill up following information 

Name of Applicant 

Address 

Telephone No. if any : 

Mobile No. if any 

E-mail if any 

Signature 

Name of Applicant ( 
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FORM "B" 

[See rule 3(3)] 

Name and Address of the Office : 

Telephone No. 

Fax No. 

E-mail ID 

Date 

Subject : — Request application for 	  

List of documents required to be submitted with application 

1.  

2.  

3.  

4.  

5.  
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FORM "C" 

[See rule 3(4)] 

Name and Address of the Office : 

Telephone No. 

Fax No. 

E-mail ID 

Date 

Check list for examining the application received 

1. Whether information filled by the applicant 	Yes / No * 

is complete 

2. Whether required documents as per Form 	 Yes / No * 

"B" are enclosed with the application 

3. If no, the documents required to be submitted : 	1. 

2.  

3.  

4.  

5.  

4. Whether applicant has been informed 
	

Yes / No * 

Name of the Examiner : 

Designation 

Stamp of office 

* strike off which is not applicable 
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FORM "D" 

[See rule 3(5)] 

Name and Address of the Office : 

Telephone No. 

Fax No. 

E-mail ID 

Date 

Receipt to the Applicant 

To, 

Name of Applicant, 

Address with Pin Code 

Subject : - Your application dated. 	  for 	  

Sir/Madam, 

Your application mentioned above has been received in this office on 	 (mention 
the date of receipt). The number of the said application is 	. The further information 
regarding the action taken on your request will be communicated to you within 	 days * 
after which enquiry if any can be made with this office on telephone or e-mail by quoting your 
application number and subject. 

Name 

Designation : 

* Mention the period stipulated in the Citizens Charter. 

By order and in the name of the Governor of Maharashtra, 

JAYANT KUMAR BANTHIA, 

Chief Secretary to the Government. 

ON BEHALF OF GOVERNMENT PRINTING, STATIONERY AND PUBLICATION, PRIN'T'ED AN!) PUBLISHED BY SHRI PARSIIURAM JAGANTNATFI GOSAVI, PRINTED 

AT GOVERNMENT CENTRAL PRESS, 21-A, NETAJI SUBHASI I ROAD, CHARNI ROAD, MUMBAI 100 004 AND PUBLISHED AT DIRECTORATE OF GOVERNMENT PRINTING, 

STATIONERY AND PUBLICATION, 21-A, NE'I'AJI SUBHASH ROAD, CHARNI ROAD, MUMBAI 400 001, EDITOR SHRI PARSHURAM JAGANNATII I GOSAVI. 
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P R E F A C E 

    The First Edition of the Bombay Civil Services Rules, 1959, inVolumes I and II, was 

printed in 1959 after the reorganization of States in 1956.  Various developments have 

taken place since then i.e., the Reorganisation of the Bilingual Bombay State into the two 

States of Maharashtra and Gujarat as also changes have been made in the Rules through 

numerous amendments issued from time to time, during the last several years.  As a 

result, a good deal of difficulty was being experienced in practice in understanding and 

applying these rules properly.  The need to have revised and simplified Service Rules was 

being acutely felt.  Government, therefore, has decided to publish the following self-

contained subjectwise sets of Services Rules:- 

 (1)  Maharashtra Civil Services (General Conditions of Services)    Rules. 

 (2)  Maharashtra Civil Services (Pay) Rules. 

 (3) Maharashtra Civil Services (Joining Time, Foreign Service and Payments during 

Suspension, Dismissal and Removal) Rules. 

 (4)  Maharashtra Civil Services (Leave) Rules. 

 (5)  Maharashtra Civil Services (Pension) Rules. 

 (6)  Maharashtra Civil Services (Honoraria, Fees, Compensatory Local and House 

Rent Allowances) Rules. 

 (7)  Maharashtra Civil Services (Occupation of Government Residences) Rules. 

 (8)  Maharashtra Civil Services (Traveling Allowances) Rules. 

These sets of rules seek to codify the provisions of existing rules in the Bombay Civil 

Services Rules subjectwise and the various orders issued by Government with such 

rewording as have become necessary to put them in the form of statutory rules. 

 2.  The first four sets of rules {S. Nos. (1) to (4)} have been framed by the Governor 

of Maharashtra under proviso to article 309 of the Constitution of India.  These rules 

which have been issued under Government Notification, Finance Department, No. MSC-

1081/4/MCSR-Cell, dated the 23rd July, 1981, come into force with effect from the 15th 

August 1981. The remaining sets of rules will be issued later on. 

 3.  To make each set of rules as self-contained as possible, the relevant delegation of 

powers, Appendices and the relevant forms pertaining to a particular subject, have also 

been included therein. 



 4. This set of rules pertains to admissibility of leave to employees of the Maharashtra 

government. The Marathi version will be published separately. 

 5. For facility of reference a comparative table has been appended to this set of rules 

at the end indicating the numbers of these rules and the corresponding provisions of the 

Bombay Civil Services Rules,1959. The table also indicates the provisions of the 

Bombay Civil Services Rules,1959, which have been deleted from this set of rules. 

 6.  Omission or inaccuracies, if any, in this set of rules, may please be brought to the 

notice of the Finance department.  

          

 V.PRABHAKAR.  

Dated 23rd July 1981.      Special Secretary to 

Government, Finance Department.                     

Finance Department. Mantralalya, Bombay 400 032. 
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GOVERNMENT OF MAHARASHTRA 

FINANCE DEPARTMENT 

Mantralaya, Bombay-400 032-BR, dated 23rd July 1981 

NOTIFICATION 

CONSTITUTION OF INDIA 

 No. MSC 1081/4/MCSR-Cell.--In exercise of the powers conferred by the proviso 

to article 309 of the Constitution of India, the Governor of Maharashtra is hereby pleased 

to make the following Rules, namely:-- 

CHAPTER I - GENERAL 

1. short title and commencement 

 (1)   These Rules may be called the Maharashtra Civil Services (Leave) Rules,1981. 

 (2)   They shall come into force on the 15th day of August 1981. 

2. Extent of application 

 (1)   Save as otherwise provided in these rules, these rules shall apply to all 

Government 

servants whose conditions of service the Government of Maharashtra are competent to 

prescribe. 

Note 1.--The amount of leave to Government servants of the former States of States of 

Saurashtra, Kutch, Madhya Pradesh and Hyderabad allocated to the State of 

Bombay who have opted to be governed by the rules of the former States 

applicable to them before the 1st November 1956, in accordance with 

Government Resolution, Finance Department,  No.  INT-1056-S-8, dated the 

7th January 1957, as modified from time to time, shall be governed by those 

rules. 

Note 2.--The option for leave rules exercised by the Government servants of the former 

States of Saurashtra, Kutch, Madhya Pradesh and Hyderabad allocated to the 

State of Bombay covers also three types of leave, viz., Special Disability Leave, 

Maternity Leave and Hospital Leave and also the Pilgrimage Leave in the case 

of the allocated Government servants from the former State of Hyderabad only, 

admissible under Article 180-A, Appendix XXI, Volume II of the Hyderabad 



Civil Service Rules, but in the case of Study Leave they are all governed by 

these rules. 

Note 3.--Persons transferred to Government service from a Local Fund which is not 

administered by Government will be treated as joining a first post under 

Government and their previous service shall not count as service performed 

under Government.  Government may, however, allow previous service in such 

cases to count as service performed on such terms as it thinks fit. 

 (2) Unless it be otherwise provided in these rules, a permanent Government servant 

to whom these rules do not apply. 

         (a) When transferred temporarily to a service or post to which these rules 

apply, shall remain subject to the leave rules which were applicable to him before 

such transfer; and 

         (b) When appointed substantively to a permanent post to which these rules 

apply, shall become subject to these rules from the date of such appointment in 

which case the leave at his credit under the rules previously applicable to him shall 

be carried forward subject to the maximum limits of accumulation as laid down in 

rule 50.  The leave so carried forward shall first be exhausted before the leave 

earned under the rules is availed of.  The leave salary in respect of the leave carried 

forward shall be borne by the Government from which the Government servant is 

transferred. 

3.  Right to interpret 

 Government reserve to themselves the right of interpreting these rules. 

4.  Power of relaxation 

 Where Government is satisfied that the operation of any of these rules causes or is 

likely to cause undue hardship in the case of any Government servant or class of 

Government servants, it may, by an order in writing, exempt any such Government 

servant or class of Government servants from any provisions of these rules or may direct 

that such provisions shall apply to such Government servants or class of Government 

servants with such modifications not affecting the substance thereof as may be specified 

in such order. 

5.  Persons for whom special provisions made 



 Persons in respect of whom special provisions regarding leave have been made 

shall be governed by such special provisions. 

6.  Regulation of claim to leave 

 A Government servant’s claim to leave is regulated by the rules in force at the 

time the leave is applied for and granted. 

7.  Exercise and delegation of powers under these rules 

 No powers may be exercised or delegated under these rules except after 

consultation with the Finance Department.  It shall be open to that Department to 

prescribe, by general or special order,cases in which its consent may be presumed to have 

been given.  

Note.--For powers delegated under these rules see Appendix I. 

 

 

8.  Reasons for concessions to be communicated to Audit Officer 

 When a competent authority, other than Government, communicates to the Audit 

Officer an order granting any concessions under these rules to any Government servant in 

cases in which it is prescribed that the reasons therefore should be recorded, he should at 

the same time forward to him a copy of his reasons. 



CHAPTER II-DEFINITIONS 

 

[The definitions given below are reproduced from Chapter II of the Maharashtra Civil 

Services (General Conditions of Services)  Rules, 1981 and are only those definitions 

which are relevant for the purpose of the subject-matter contained in this set of rules.] 

       9.  Unless the context otherwise requires, the terms defined in this chapter are used in 

the various sets of the Maharashtra Civil Services Rules, in the sense here explained :- 

 (3)  Apprentice means a person deputed for training in a trade or business with a 

view to employment in Government service, who is paid at monthly rates by Government  

during such training but is not employed in or against  a substantive vacancy in the cadre 

of a department. 

 (4) Audit Officer means an Audit Officer, appointed by the Comptroller and 

Auditor General of India whatever his official designation, in whose circle of audit a 

public servant is serving, or (in respect to verification of service) has served.  

 (5) Cadre means the strength of a service or a part of a service sanctioned as a 

separate unit  (8) Compensatory allowance means an allowance granted to meet 

personal expenditure necessitated by the special circumstances  in which duty is 

performed. Includes different types of traveling allowances. 

 (9) Competent authority, in relation to the exercise of any power, means 

Government, or any authority to which the power is delegated by or under these rules. 

 (12) Date of first appointment means the date the Government servant assumes 

the duties of his assumption of any duty which is treated, as service counting for pension. 

 (13) Day means the period beginning from one midnight and ending with the next 

midnight. 

 (18) First appointment means the appointment of a person who is not holding any 

appointment under Government, even thought he may have previously held such an 

appointment. 

 (19) Foreign service means service in which a Government servant receives his 

pay with the sanction of Government from any source other than the Consolidated Fund 

of India or of a   Union Territory.  



 (20) A Gazetted Government servant is one who is a member of an All India or 

State Service or a person appointed in accordance with the terms of a contract or 

agreement and whose appointment is gazetted by Government.  Members of the 

Subordinate Civil Services, whose appointments are gazetted by Heads of Departments 

are Non-gazetted Government servants.  Notifications investing Government servants 

with powers under different Acts,  in order that the Courts may take judicial cognizance 

of them,  do not constitute the persons invested with such powers as Gazetted 

Government servants within the meaning of this sub-rule. 

 Exception.-Officers whose appointments to Class II services or posts are made by 

the Heads of Departments or Heads of Offices subordinate to them and are not published 

in the Gazette should be treated as Gazetted Government servants. 

 (21)  Government, unless there is anything repugnant in the subject or context,, as 

respects anything done or to be done after the commencement of the Constitution, shall 

mean the Governor of Maharashtra.  

 (22)  Heads of Departments.  This term includes the officers mentioned in 

Appendix  II of Maharashtra Civil Services (General Conditioned of Services) Rules, 

1981 and any others whom Government may from time to time declare to be Heads of 

Departments. 

 (23)  Holiday means - 

       (a) a holiday prescribed or notified by or under section 25 of the Negotiable 

Instruments Act, 1881; and 

        (b) in relation to any particular office, a day on which such office is ordered 

by Government, or by a duly constituted authority, by notification in the Gazetted 

or otherwise, to be closed for the transaction of Government business without 

reserve or qualification. 

 (26) Class IV service means service performed by a Government servant in a post 

specifically classified as Class IV and such other unclassified Non-gazetted posts the 

maximum of the scale of which is equal to or less than Rs. 435. 

 (27)  Joining time means the time allowed to a Government servant to join a new 

post or to travel to or from a station to which he is posted, 



 (28)  Leave means permission to remain absent from duty granted by a competent 

authority under the Maharashtra Civil Services (Leave)  Rules, 1981 

 (29) Leave-salary means the monthly amount paid by Government to a 

Government servant on leave. 

 (30)  Lien means the title of a Government servant to hold substantively, either 

immediately or on the termination of a period or periods of absence, a permanent post, 

including a tenure post, to which he has been appointed substantively. 

 (34)  Month means a calendar month.  In calculating a period expressed in terms of 

months and days complete calendar months, irrespective of the number of days in each, 

should first be calculated and the add number of days calculated subsequently, 

 Instruction.--Calculations of period expressed in terms of months and days should 

be made as under:- 

       (a) To calculate 3 months and 20 days on and from the 25th January, the 

following method should be adopted:- 

           Y. m. d, 

 25th January to 31st January .. .. .. ..  0.  0.  7   

 February to April  .. .. .. ..  0.  3.  0 

 1st May to 13th May .. .. .. .. ..  0.  0. 13 

                                                                                                                 ---------- 

                     0.  3. 20 

                     ________ 

         (b) The period commencing on 30th January, and ending with 2nd March 

should be deemed as 1 month and 4 days, as indicated below:-- 

           Y. m. d. 

 30th January to 31st January  .. .. ..  0.  0.  2 

 February  .. .. .. .. ..   0.  1.  0 

 1st March to 2nd March  .. .. ..   0.  0.  2 
           _______ 
           0   1   4 
             _______ 

 (35)  Officiate.  A Government servant officiates in a post when he performs the 

duties of a post on which another person holds a lien.  A competent authority may, if it 

thinks fit, appoint a Government servant to officiate in a vacant post on which no other 

Government servant holds a lien. 



 (36)  Pay means the amount drawn monthly by a Government servant as- 

     (i) the pay (including special dearness pay)  which has been sanctioned for a post 

held by him substantively or in an officiating capacity, or to which he is entitled by 

reason of his position in a cadre; and 

      (ii) personal pay, and special pay; and  

      (iii) any other emoluments which may be specially classed as pay by Government. 

 (40) Permanent post means a post carrying a definite rate of pay sanctioned 

without limit of time. 

 (41)  Personal pay additional pay granted to a Government servant - 

  (a) To save him from a loss of substantive pay in respect of a permanent post 

other than a tenure post due to a revision of pay or due to any reduction of such 

substantive pay otherwise than as a disciplinary measure; or  

  (b) in exceptional circumstances, on other personal considerations. 

 (42) Presumptive pay of a post, when used with reference to any particular 

Government servant, means the pay to which he would be entitled if he held the said post 

and were performing its duties;but it does not include special pay unless the Government 

servant performs or discharges the work or responsibility, in consideration of which 

special pay was sanctioned. 

 (43) Probationer means a Government servant employed on probation in or against 

a substantive or temporary vacancy in the cadre of a department. 

Note 1.--No person appointed substantively to a permanent post in a cadre is a 

probationer, unless definite conditions of probation have been attached to his 

appointment, such as the condition that he must remain on probation pending 

the passing of certain examination. 

Note 2.--A Government servant (other than one who holds substantively a permanent 

post) appointed on promotion to a temporary post will be for all purposes as a 

temporary Government servant. 

Note 3.--The status of a probationer is to be considered as having the attributes of a 

substantive status except where the rules prescribe otherwise. 

 (46) Registered medical practitioner means a medical practitioner registered 

under the Maharashtra Medical Council Act. LXVI of 1965, or the Maharashtra Medical 



Practitioners Act, XXVIII OF 1961, or a practitioner registered under Part A or Part B of 

the Register maintained under the Maharashtra Homeopathic and Biochemic Practitioners 

Act, XII of 1960, or any other law corresponding thereto and in force in the State of 

Maharashtra, or the respective Medical Registration Acts of the several State 

Governments. 

 (48)  Special pay means an addition, of the nature of pay, to the emoluments of a 

post or of a Government servant granted in consideration of - 

  (a) the specially arduous nature of the duties; 

  (b) a specific addition to the work or responsibility. 

 (51)  Substantive pay means the pay other than special pay, personal pay or 

emoluments classed as pay by Government under sub-rule 36  (iii) to which a 

Government servant is entitled on account of post to which he has been appointed 

substantively or by reasons of his substantive position in a cadre. 

 (53)  Temporary post means a post carrying a definite rate of pay sanctioned for a 

limited time. 

Note.--Substantive appointments to temporary posts should be made in a limited number 

of cases only, as for example, when posts are, to all intents and purposes, quasi-

permanent or when they have been sanctioned for a period of not less than, or 

there is reason to believe that they will not terminate within a period of three 

years.  In all other cases, appointments in temporary posts should be made in an 

officiating capacity only. 

    Instruction.--The benefit of substantive appointments to temporary posts contemplated 

in the above note should not be allowed to be enjoyed by more than one person 

simultaneously.  Therefore, where a Government servant has already been appointed 

substantively to a temporary post and there is a temporary interruption in his tenure of the 

post, it would not be proper to appoint another Government servant substantively to the 

post during such temporary interruption.  For this purpose, interruptions which are likely 

to last for less than 3 years may be treated as temporary.  It follows, therefore, that where 

a Government servant is already appointed substantively to a temporary post, a second 

Government servant should not be appointed substantively to it unless the previous 

holder of the post has been transferred from it permanently or unless he has been 



transferred temporarily and there is reason to believe that he will remain absent from the 

post for a period of not less than three years. 

 (54) Tenure post means a permanent post which an individual Government servant 

may not hold, for more than a limited period without reappointment. 

Note.--The following posts in State and Class I services have been declared by 

Government to be   tenure posts :-- 

1 Period of 

Tenure 

           (Years) 

(1) Under Secretary to Government (when held by persons other than those 3 

 promoted from the Subordinate Secretariat Service). 

(2) Deputy Secretary (Criminal Law) in the Law & Judiciary Department.       5 

(3) Solicitor (Mofussil Litigation)  .. .. .. .. ..       

5 

(4) Three posts of Assistant Directors of Social Welfare .. .. ..       3 

 (56)  Transfer  means the movement of a Government servant from one 

headquarter station in which he is employed to another such station, either- 

          (a)   to take up the duties of a new post; or 

          (b)   in consequence of a charge of his headquarters. 

 (57)  Transit time means the actual time required to reach the destination of tour 

from the headquarters or from one outstation to another outstation by the ordinary mode 

of travel. 



CHAPTER III-GENERAL CONDITIONS 

10. Right to leave 

 (1) Leave is permission granted by a competent authority at its discretion to remain 

absent from duty. 

 (2)  Leave cannot be claimed as of right. 

 (3)  when the exigencies of public service so require, leave of any kind may be 

refused or revoked by the authority competent to grant it, but it shall not be open to 

that authority to alter the kind of leave due and applied for excerpt at the written 

request of the Government servant. 

11. Considerations for sanctioning of leave on application 

 Where all applications for leave cannot in the interest of public service be granted, 

an authority competent to grant leave should in deciding which application should be 

granted take into account the following considerations:- 

 (a)  the Government servant who can for the time being best be spared. 

 (b)  the amount of leave due to the various applicants. 

 (c) the amount and character of the service rendered by each applicant since 

he last returned from leave. 

 (d)  the fact that any such applicant was compulsorily re-called from his last 

leave. 

 (e)  the fact that any such applicant has been refused leave in the public interest. 

12. Grant of leave should not unduly deplete cadre 

 Leave should not be granted to an extent which would deplete the strength of a 

service or Department available for duty below the essential minimum. 

13. Duties of Government servant absent on leave to be discharged by another  

  Government servant ordinarily from same station or district. 

 As a general rule, the duties of a Government servant absent on leave for a period 

not exceeding 120 days should be discharged by another Government servant in the same 

station or district.  Only in exceptional cases, where there is no Government servant 

available on the spot, the transfer of a Government servant from another station or district 

to officiate in consequence of a Government servant being on leave, not exceeding 120 

days can be allowed.  In the case of posts held by members of the All India Services, if a 



member of that service is not available on the spot,  a State Officers should be placed in 

charge of the vacant post. 

14. Commutation of one kind of leave into another 

     (1) At the request of a Government servant, the authority which granted him leave 

may commute it retrospectively into leave of a different kind which was due and 

admissible to him at their time the leave was granted, but the Government servant cannot 

claim such commutation as a matter of right. 

     (2) The commutation of one kind of leave into another shall be subject to adjustment 

of leave salary on the basis of leave finally granted to the Government servant, that is to 

say, any amount paid to him in excess shall be recovered or any arrears due to him shall 

be paid. 

Note.--Extraordinary leave granted on medical certificate or otherwise may be commuted 

retrospectively into leave not due subject to the provisions of rule62. 

15.  Combination of different kinds of leave 

    Except as otherwise provided in these rules, any kind of leave under these rules may be 

granted in combination with or in continuation of any other kind of leave. 

   Explanation.--Casual leave which is not recognized as leave under these rules shall not 

be combined with any other kind of leave admissible under these rules. 

16.  Maximum amount of continuous leave 

     Unless Government in view of the exceptional circumstances of the case otherwise 

determines, no Government servant shall be granted leave of any kind for a continuous 

period exceeding five years. 

17  Formal joining of duty at the end of leave with the intention of taking leave 

again permitted.  

     Formal joining of duty at the end of leave with the intention of taking leave again 

permitted. The principle on which the requirements of this rule should be enforced is that 

no deliberate or intentional evasion of the rule should be permitted; but so long as this 

condition is satisfied, it is left to the discretion of the authority competent to grant the 

leave, to grant or refuse it, as may seem proper in each case. 

 

 



 

 

18.  Application of rules while on temporary transfer to other Government or on 

foreign service   

     (1) Government servants to whom these rules apply shall continue to be governed by 

these rules while on temporary transfer to the Central Government or any other State 

Government or while on foreign service within India. 

      (2) A Government servant in foreign service in India should submit his application 

for leave for a period not exceeding 120 days to his employer through the Audit Officer 

concerned.  If the period is in excess of 120 days, he should submit the application 

through his employer to the authority, competent to grant the leave along with the Audit 

Officer’s report thereon. 

       (3) A Government servant in foreign service in India may be granted by his employer 

leave for a period not exceeding 120 days, provided that it is certified by the Audit 

Officer to be admissible Leave of longer duration may be granted by the authority which 

sanctions the transfer. 

      (4) In the case of Government servants on foreign service outside India (including 

service with U.N. agencies within or outside India)  or on temporary transfer to the 

Armed Forces of the Union, these rules shall apply only to the extent provided in the 

terms and conditions of foreign service or temporary transfer, as the case may be. 

19.      Admissibility of leave while in foreign service to be certified by Audit Officer 

      In the case of a Government servant on foreign service leave should not be sanctioned 

until the Audit Officer who is responsible for the recovery of the leave and pension 

contributions has certified the amount of leave and the leave salary admissible. 

20. Acceptance of service or employment while on leave  

     (1) A Government servant (other than a Government servant who has been permitted a 

limited amount of private practice or who has been permitted to undertake casual literary 

work or service as an examiner or similar employment)  while on leave (including leave 

preparatory to retirement or leave granted beyond the date of retirement or quitting 

service)  shall not take up any service or employment elsewhere, including the setting up 



of a private professional practice as Accountant, Consultant or Legal or Medical 

Practitioner, without obtaining the previous sanction of- 

  (a) Government if the proposed service or employment lies elsewhere than in 

India; or 

   (b) the authority empowered to appoint him, if the proposed service or 

employment lies in India. 

 (2) (a) No Government servant while on leave, other than leave preparatory to 

retirement or leave granted beyond the date of retirement, shall ordinarily be permitted to 

take up any other service or employment. 

   (b) If grant of such permission is considered desirable in any exceptional case, 

the Government servant may have his services transferred temporarily from his parent 

office to the office in which he is permitted to take up service or employment or may be 

required to resign his appointment before taking up any other service or employment. 

 (3) (a) In case a Government servant who has proceeded on leave preparatory to 

retirement is required, before the date of compulsory retirement, for employment during 

such leave in any post under the State Government in or outside India and is agreeable to 

return to duty, the unexpired portion of the leave from the date of rejoining shall be 

cancelled. 

    (b) The leave so cancelled under clause (a) shall be treated as leave refused and 

subject to the provisions of rule 67 it may be granted from the date of compulsory 

retirement of the Government servant. 

    (c) Such recall to duty before expiry of leave shall be treated as optional for the 

purpose of rule 46. 

   (d) No leave shall be earned in respect of any period of employment during leave 

preparatory to retirement. 

   (e) In case a Government servant is employed in any post under the Government 

of Maharashtra while he is on leave referred to in rule 67 he may continue to enjoy his 

leave concurrently with such employment, but his leave salary which may be drawn in 

addition to pay of the post in which he is employed will be restricted to the amount leave 

salary admissible in respect of leave on half pay.  During such employment he may be 

granted dearness allowance and compensatory allowance, if any admissible on the basis 



of pay.  These allowances will neither be admissible on leave salary not will the leave 

salary be taken into account in calculating these allowances. 

 (4) Government servant on leave preparatory to retirement desiring to take up 

employment under Government will be given the option of retiring forthwith, or of 

remaining on leave until he has exhausted  the leave admissible to him on condition that 

so long as ha is employed under the Government, leave salary will be restricted to the 

amount of the pension plus pension equivalent of death-cum-retirement-gratuity,  

admissible to him on retirement.  The expression ‘employment under Government’ 

includes employment in any office under the Government whether under a State 

Government or the Central Government. 

 (5) (a) Where a Government servant is on leave beyond the date of compulsory 

retirement as provided in rule 67 and is employed during such leave in any post under the 

State Government or under a local body referred to in clause (a) of sub-rule (3) of rule 66 

he may, if he so desires, continue to enjoy his leave concurrently with such employment 

subject to the maximum limit of 180 days as prescribed in rule 50. 

 (b) Where a Government  servant is on leave preparatory to retirement as 

provided in rule 66 and is permitted such leave to take up employment under the State 

Government or under the Central Government or under a private employer or an 

employment payable from a Local Fund or an employment in any independent 

profession, trade or business such as setting up of practice as a Consultant, Accountant, 

Lawyer or Doctor, his leave salary should be restricted to the amount of leave salary 

admissible in respect of leave on half pay. No dearness allowance shall be admissible on 

leave salary. 

           (6)  Re-employment of a Government servant, in a post other than in his parent 

department or office is to be treated as involving a “contracting out” of the Government 

servant’s normal conditions of service and such an employment does not, therefore, 

attract the protection afforded by rule 27 of Maharashtra Civil Services (General 

Conditions of Services ) Rules, 1981. 

21. Carry-forward of leave of temporary Government servant with one year’s 

continuous service if appointed within six days of relinquishment of the first 

appointment 



     Whenever a temporary Government servant with at least one year’s continuous service 

is appointed to another permanent or temporary post under Government and the 

interruption in service between relinquishment of the first appointment and joining the 

second appointment does not exceed six days, all kinds of leave (earned leave, half pay 

leave, etc.) at his credit in the old post should be credited to his leave account in the new 

post. The service rendered by him in the old post and in the new post is not to be treated 

as continuous and cannot therefore be taken into account for any purpose. 

 

 

 

22.   Leave at credit to cease on removal or resignation 

    (1)  Except as provided in rule 67 and this rule, any claim to leave to the credit of a 

Government servant, who is dismissed or removed or who resigns from Government 

service, ceases from the date of such dismissal or removal or resignation, as the case may 

be. 

       (2)  Where a Government servant applies for another post under the Government but 

outside his parent office or department and if such application is forwarded through 

proper channel and the applicant is required to resign his post before taking up the new 

one, such resignation shall not be a resignation of public service provided that there is no 

physical break or if there be any, it does not exceed the joining time admissible under the 

rule, and shall not result in the lapse of the leave to his credit. 

    (3)  A Government servant, who is dismissed or removed from service but is re-

instated on appeal or revision, shall be entitled to count for leave his service prior to 

dismissal or removal, as the case may be. 

    (4)  A Government servant, who having retired on compensation, or invalid pension 

or gratuity is re-employed and allowed to count his past service for pension, shall be 

entitled to count his former service towards leave. 

23.   Transfer to industrial establishment 

      If a Government servant governed by these rules is appointed in an industrial 

establishment wherein his leave terms are governed by the Factories Act, 1948 (63 of 

1948), the balance of the leave at his credit on the date of such appointment shall be 



allowed to be availed of as terminal leave or may lapse, subject to revival as and when he 

is transferred back to a service or post to which these rules apply.  



CHAPTER IV - GRANT OF AND RETURN FROM LEAVE 

24.   Application for leave 

       An application for leave or for extension of leave shall be made in Form 1 in 

Appendix V to the authority competent to grant leave. 

25.   Leave account 

    (1)  A leave account in Form 2 in Appendix V shall be maintained by the Audit Office 

in respect of all Gazetted Government servants except such Governments whose pay and 

allowances are drawn by the Head of Offices on establishment bills. 

     (2)  In  respect of Non-gazetted Government servants and such Gazetted Government 

servants whose pay and allowances are drawn by means of establishment pay bills, the 

leave account in Form 2 shall be maintained by the Head of Office. 

26.   Verification of title to leave 

 (1)  No leave shall be granted to a Government servant until a report regarding its 

admissibility has been obtained from the authority maintaining the leave account. 

 (2)  The authority competent to sanction leave to a Government servant shall 

indicate in the orders sanctioning earned leave/half pay leave, the balance of such leave 

to his credit. 

 (3)  (a)  Where there is reason to believe that the obtaining of admissibility report 

will be unduly delayed, the authority competent to grant leave may calculate, on the basis 

of available information, the amount of leave admissible to the Government servant and 

issue provisional sanction of leave for a period not exceeding sixty days. 

 (b)  The grant of leave under this sub-rile shall be subject to verification by the 

authority maintaining the leave account and modified sanction for the period of leave 

may be issued where necessary. 

 (c)  In the case of Gazetted Government servants the Audit Officer may, at the 

request of the authority competent to grant leave, issue a provisional leave-salary slip for 

a period not exceeding sixty days. 

1Note.--In the case of leave preparatory to retirement or refused leave, an undertaking for 

recovery of the leave salary, if any, paid in excess shall be taken from the 

Government servant. 

 

 



 

27.   Authority competent to grant leave to Non-gazetted Government servants 

      Except as provided in rule 43 any leave, other than special disability leave, admissible 

under these rules may be granted to  a Non-gazetted Government servant by the authority 

whose duty it would be to fill up his post if it were vacant or by any other competent 

authority. 

28.  final sanction  of leave to Gazetted officer only when admissibility certified 

by Audit Officer 

       In case  of emergency, a Gazetted Government servant may be allowed to proceeds 

on leave by the authority competent him leave, but leave may not be finally sanctioned to 

him until a report as to the admissibility  of the leave has been obtained from the Audit 

Officer. 

29.  Grant of leave to a Gazetted Government servant  

 Except as provided in rule 43 any leave, other than special disability leave, 

admissible under these rules may be granted to a Gazetted Government servant by a 

competent authority on receipt of the report referred to in rule 28. 

30.  leave and payment of leave salary to a Government servant transferred from 

one Department/Office to another while on leave. 

The grant of leave or extension of leave and payment of leave salary to a Government 

servant transferred  from one Department /Office to another while he is already on leave 

or in transit from one department  to another, shall be regulated as follows:- 

 (a) in cases where a period of leave has already been sanctioned by a 

Department/Office and the Government servant concerned is transferred to another 

Department/Office where he has to join on expiry of the leave , the issue of formal 

orders sanctioning leave and the payment of leave salary shall  devolve on the 

Department/Office from which he is transferred. 

 (b) In cases where extension of leave applied for in continuation of the leave already 

granted to him by the Department/Office from which he is transferred, the issue of 

formal orders sanctioning extension of leave and the payment of  leave salary shall 

devolve on- 



  (i) the Department/Office where he is to report for duty, if the transfer or 

reversion of the Government servant to such Department/Office is to take effect 

from the date of expiry of the original spell of leave, or  

  (ii) the Department/Office from which he is transferred, if the transfer or 

reversion is to take effect from the date of expiry of extension of the leave applied 

for. 

 (c) in cases where the leave is applied for by a government servant during the 

period of transit from one Department/Office to another, the leave should be 

sanctioned by the Department/Office where he has to report for duty and that 

Department/Office should also make suitable administrative arrangements 

incumbent on the sanctioning of leave. 

31.  Leave not be granted in certain circumstances  

        Leave shall not be granted to a Government servant whom a competent punishing 

authority has  decided to dismiss, remove or compulsory retire from Government service. 

32.    Repeated grant of leave on medical certificate within short intervals  

 When a Government servant applies for repeated grants of leave on Medical 

certificates within short intervals, the attention of the Medical Board/Government 

Medical Officer should be drawn to his case with a view to their/his carefully considering 

the term of absence necessary for his complete recovery. 

33.    Production of medical certificate does not confer a right to leave 

            which is not admissible  

   Every  certificate of a Medical Board or a Medical Officer recommending the grant 

of  leave to a Government servant must contain a provisio that no recommendation 

contained in it, shall be deemed to be evidence of a claim to any leave not admissible to 

the Government servant under the rules to which he is subject. 

34.   Appearance before Medical Board 

   There shall be a standing Medical Board, for each Revenue Division except Bombay 

Division, meeting at Pune, Aurangabad and Nagpur. For Bombay Division, there shall be 

two standing 

Medical Boards, meeting at the J.J. Group of Hospitals, Bombay and the St.George’s 

Hospital, Bombay or G.T. Hospital, Bombay. 



35.     Appearance of a Government servant serving outside the limits of Greater 

Bombay    before a Medical Board  

 (1) A Government servant serving outside the limits of Greater Bombay shall 

normally be required to appear before the Medical Board constituted under rule 34 for the 

Revenue Division in which he is serving, but, when the authority competent to grant 

leave is satisfied that it will be more convenient, either to Government or the Government 

servant, that the latter should appear before the Board constituted for another Division or 

for Bombay, he may request the Vivil Surgeon of the concerned district or the 

Superintendent of St.George's or J.J.Hospitals, Bombay, respectively to convene a Board. 

 (2) A Government servant serving in Bombay, or within the limits of the Greater 

Bombay, shall be required to appear before one of the Boards constituted for Greater 

Bombay. 

36.  Medical Board to consist of  

 The Board referred to in rule 34 for the Revenue Divisions, other than Bombay 

Division, shall consist of three qualified medical men, of whom one shall be the Civil 

Surgeon at the Divisional headquarters station, who shall also be the Chairman. The two 

standing Medical Boards for Bombay division shall be constituted as indicated in 

paragraph 648 of the Bombay Civil Medical Code, Part I. 

37.     Arrangement for assembly of Medical  Board  

1 On  receipt of intimation from authority competent to grant  leave that a Government 

servant requires to be examined by the Medical Board, the Civil Surgeon or  

Superintendent/Dean of St. George’s Hospital or Dean of J.J. Hospitals shall arrange for 

the assembly of the Medical Board. 

38.  Grant of leave to Gazetted Government servant outside district 

headquarters on medical certificate of a Registered Medical Practitioner 

 A Gazetted Government servant serving in places outside district headquarters may be 

granted leave on medical certificate on the strength of a certificate of a  Registered 

Medical Practitioner countersigned by the Civil Surgeon or the District Medical Officer, 

who may visit the patient if for any reason he considers this course advisable. This rule 

will only apply when the Government servant requiring leave is too ill, or unable for 

other reasons regarded as  sufficient by his immediate superior, to come to headquarters 

to undergo examination by the Civil Surgeon or the District Medical Officer. 



39. No medical certificate to be submitted for countersignature without the  

cognizance of Head of Office 

No certificate should be submitted for countersignature without  the cognizance of the 

Head of the Office in which the applicant is serving. 

 

 

 

 

40. Grant  of leave on medical grounds to Gazetted Government  servants  

 (i)  Where leave of any kind (together with extension of leave, if any) is asked for on 

medical grounds, the competent authority may, if he considers it necessary to have a 

medical opinion, follow the following procedure:-  

  (a)  if the leave together with extension of leave (if any) asked for is of 2 months’ 

duration or less, he may be asked to obtain a certificate in Form 3 in Appendix V from 

his Authorised Medical Attendant; or Medical Officer of equal status. 

  (b)  if the leave together with  extension of leave (if any) asked for is for more 

than two months,or if the certificate obtained under clause(a) above so recommends, 

he may be asked to appear before a Medical Board. 

 (2) If according to (1) (b) above , appearance before a Medical Board is required, the 

authority competent to grant  leave, shall  request the Civil Surgeon of the district in 

which the Government  servant is serving or in which he falls ill or to which he proceeds 

for treatment to set up a  Medical Board . The Government  servant shall present himself  

before the Medical Board with two copies of the statement of his case. 

 (3) The Medical Board may give the Government servant a certificate to the 

following effect, namely:- 

  “We do hereby certify that, according to the best of our professional judgment and 

after  careful personal examination of the case, we consider the health of  Shri/ 

Shrimati/ Kumari……………..………….   ………………………..,to be such as to 

render leave of absence for a period of ..………………….………………………….. 

absolutely necessary for his/her recovery.” 



Note.--Where the leave recommended is for more than three months or where the leave 

for three months or less is extended beyond three months, the Medical Board shall 

state, at the time of giving this certificate, whether the Government servant should 

or need not appear before another Medical Board for obtaining the certificate of 

fitness for return to duty. 

 (4) Where the Medical Board entertain a doubt, it may, before giving the certificate 

under sub-rule (3), provide  for the keeping of the applicant under professional 

observation for a period not exceeding fourteen days and give him a certificate to the 

following effect, namely :- 

  “Shri/Shrimati/Kumari ………………     ……………. ……... having applied to 

us for a medical certificate recommending the grant to him/her of leave, we consider it 

expedient, before granting or refusing such certificate, to keep Shri/Shrimati/Kumari 

……………………..……. ………………. under professional observation ……… 

..………… ……………… …… ……….. days.”  

 (5) If the state of health of the applicant is certified by the Civil Surgeon or District 

Medical Officer to be such as to make it impracticable for the applicant, for a specified 

period, to present himself/ herself at the place where a Board can be assembled, the 

authority competent to grant the leave may, in lieu of the certificate prescribed in sub-rule 

(3), accept a certificate signed by any two Medical Officers, not below the rank of a Civil 

Surgeon. 

 (6) Notwithstanding anything contained in sub-rule (5) the authority competent to 

grant leave may dispense with  the procedure laid down in sub-rules (2) and (3) when the 

applicant is undergoing treatment in a hospital as an indoor patient and the leave is 

recommended by the Medical Officer-in-charge of the case in the hospital not below the 

rank of a Civil Surgeon for the period of hospitalization of convalescence. 

 (7) A Medical Officer shall not recommend the grant of leave in any case in which 

there appears to be no reasonable prospect that the Government servant concerned will 

ever be fit  to resume his duties and in such  case, the opinion that the  Government 

servant is permanently unfit for Government service shall be recorded in the medical 

certificate. 



 (8) The grant of a medical  certificate under this rule  does not in itself confer upon 

the Government servant concerned any right to leave,  the medical certificate shall be 

forwarded to the authority competent to grant leave and orders of that authority awaited. 

Note 1.--In Greater Bombay, certificates from the Police Surgeon, Bombay, and the 

Superintendents/ Dean of St.Georage’s, J.J. and G.T.Hospitals, and those 

signed by the Honorary Medical Staff of these institutions and countersigned 

by the Superintendent/Dean may be accepted for purpose of this rule. The 

Superintendent/Dean of the above Hospitals are empowered to countersign 

medical certificate from other Registered Medical practitioners in Greater 

Bombay or require the applicant to present himself before him for medical 

examination before countersignature. 

 Instruction:--In case the leave is for sixty days or less, the last sentences of the 

medical certificate in form  3 should be modified by scoring out the irrelevant words.In 

case  leave is for more than sixty day, the last sentences of the medical certificate should 

be completely scored out.  

Note 2.--Certificate sign by the medical officer- in-charge, Cama and Albless Hospitals, 

Bombay, may be accepted for purposes of this rule far as female Government 

servants of Gazetted rank in greater Bombay are  concerned. 

Note3.--Certificate sign by the assistant to the Civil  Surgeon, Pune, provided  he is as an 

Officer of class 1st of the Maharashtra Medical and Health Services, may be 

accepted for purposes of this rule. 

41.  Grant of leave on medical grounds to Non-gazetted  Government Servants  

 (1) An application for leave on medical grounds made by a Non-gazetted 

Government servants, shall be accompanied by a medical certificate in form 4 in 

Appendix V given by an Authorised Medical  Attendant or a Registered Medical 

Practitioner, defining as a clearly  as possible the nature and probable duration of the 

illness.  

 (2) A Medical Officer shall not recommended the grant of leave in any case in which 

there appears to be no reasonable prospect that the Government Servant Concerned will 

ever be fit to resume his duties  and in such case, the opinion that the Government 



Servant is permanently unfit for Government Services shall be recorded in the  Medical 

Certificate. 

 (3) The authority competent to grant leave may, at its discretion, secure a second 

medical opinion by requesting a Government Medical Officer not below the rank of a 

Civil Surgeon, to have the  applicant medically examined on the earliest possible date. 

NonGazetted female Government servant in  a Greater Bombay may be examined by the 

Medical Officer in-charge Cama and Albless Hospitals, Bombay. 

 (4) It shall be the duty of the Government Medical Officer referred  to in sub-rule (3) 

to express an opinion both as regards the facts of  the illness and as regards the necessity 

for the amount of leave recommended and for that purpose he may either require the 

applicant  to appear before himself or before a Medical Officer nominated by  himself. 

 (5) The grant of a medical certificate under this rule does not in itself confer upon the  

Government servant concerned any right to  leave; the medical certificate shall be 

forwarded to the authority  competent to grant leave and orders of that authority awaited. 

 (6) The authority competence to grant leave may, in its discretion, waive the 

production of a medical certificate in Form 4 in case of an application for a leave for 

period not   exceeding three days at a  time. Such leave shall not be treated as commuted 

leave and shall be debited against leave other than commuted leave. 

42. Grant of leave on medical grounds to a class IV Government servant  

 In support of an application for leave , or for an extension of leave,on medical grounds 

from a Government servant in class IV service, the authority competent to grant the leave 

may accept such certificate as it may deem sufficient. 

43. Leave to a Government servant who is unlikely to be fit to return to duty  

 (1) (a) When a medical authority has reported that there is no reasonable prospect that 

the Government servant will ever be fit  to return to duty, leave shall not necessarily be 

refused to such Government servant. 

 (b) The leave may be granted, if due, by the authority competent  to grant leave 

on the following conditions:- 

  (i) if the medical authority is unable to say with certainty that the Government 

servant will never again be fit for service, leave not exceeding twelve months in all 



may be granted and such leave shall  not be extended without further reference to a 

medical authority, 

  (ii) if a Government servant is declared by a medical authority to be completely and 

permanently incapacitated for further service, leave or an extension of leave may be 

granted to him after the report of the medical authority has been received, provided the 

amount of leave as debited to the leave account together with any period of duty 

beyond the date of the report of the medical authority does not exceed months. 

 (2) A Government servant who is declared by a medical authority to be completely 

and permanently incapacitated for further service shall,- 

  (a) if he is on duty , be invalided from service from the date of relief of his duties, 

which should be arranged without delay on receipt of the report of the medical 

authority; if, however, he is granted leave under sub-rule (1) he shall be invalided 

from service on the expiry of such leave, 

  (b) if he is already on leave, be invalided from service on the date of expiry of that 

leave or extension of leave, if any, granted to him under sub-rule (1). 

44.  Commencement and termination of leave  

 Except as provided in rule 45, leave ordinarily begins on the day on which the transfer 

of charge is effected and ends on  the day preceding that on which the charge is resumed. 

45.  Combination of holidays with leave  

 (1) When the day, immediately preceding the day on which a Government servant’s 

leave begins or immediately following the day on which his leave expires, is a holiday or 

one of a series of holidays, the Government servant  may be permitted to leave his station 

at the close of the day before, or return to it on the day following such holiday or series of 

holidays:  

 Provided that- 

  (a) his transfer or assumption of  charge does not involve the handing or taking over 

of securities or of moneys other than a permanent advance, 

  (b) his early departure  does not entail a correspondingly early transfer from another 

station of a Government servant to perform his duties, and  

  (c) the delay in his return does not involve a corresponding delay in the transfer to 

another station of the Government  servant who was performing his duties during his 



absence or in the discharge from Government service of  a person temporarily 

appointed to it. 

 (2) On condition that the departing Government servant remains responsible for the 

moneys in his charge, the Head of Department may, in any particular case, waive the 

application of clause (a) of the provision to sub-rule (1). 

 (3) Unless the authority competent to grant leave in any case otherwise directs- 

  (a) if holidays are prefixed to leave and any consequent rearrangement of pay and 

allowances take effect from the day after the holidays; and  

  (b) if holidays are suffixed  to leave, the leave is treated as having terminated  and 

any consequent rearrangement of pay and allowances takes effect from the day on 

which the leave would have ended if holidays had not been suffixed 

Note 1.--A compensatory leave granted in lieu of duty performed by a Government 

servant on Sunday or a holiday for a full day may be treated as a holiday for the 

above purpose. 

Note 2.--A Government servant who has availed of half days casual leave and then 

proceeds on leave from the next day shall be allowed to prefix  half  days  

casual leave to the leave. 

46.   Recall to duty before expiry of leave  

 (1) All orders recalling  a Government servant to duty before  the expiry of his leave 

shall state whether the return to duty is optional or compulsory. 

 (2)  Where the return to duty is optional the Government  servant shall not be entitled 

to any concession. 

 (3)  Where the return of duty is compulsory ,the Government servant shall be 

entitled- 

  (a) if the leave  from which  he is recalled is in India, to be treated as on duty from 

the date on which he  starts for the station to which he is ordered, and to draw- 

    (i)  traveling allowance under rules made in this behalf for the journey; 

and  

    (ii) leave salary, until he joins his post, at the same rate at which he would 

have drawn it but for recall to duty. 



  (b) If the leave from which he is recalled is out of India, to count the time spent on 

the voyage to India as duty for purposes of calculating leave, and to receive-- 

1    (i) leave salary, during the voyage to India and for the period from the date 

of landing in India.to the date of  joining his post, at the same rate at which  he 

would have drawn it but for recall to duty, 

    (ii) a free passage to India, 

    (iii) refund of his passage from India if he has not completed half the 

period of his leave by the date of leaving for India on recall, or three months, 

whichever is shorter, 

    (iv) travelling  allowance, under the rules for the time being in force, for 

travel from the place of landing in India to the place of duty. 

Note.--Orders recalling a Government servant from leave out of India should be 

Communicated to him officially through the High Commissioner for India.The 

orders of recall should state clearly whether the return is optional or Compulsory. 

47.  Return From leave 

 (1)  A Government servant on leave shall not return to duty before the expiry of the 

period of leave granted to him unless he is permitted to do so by the authority which  

granted him leave. 

 (2) Notwithstanding anything contained in sub-rule (1), a Government servant on 

leave preparatory to retirement shall be precluded from returning to duty, save with the 

consent of the authority competent to appoint him to the post from which he proceeded 

on leave preparatory to retirement. 

 (3) (a)  A Government servant who has been granted leave on medical grounds may 

not return to duty until he has produced a medical certificate of fitness in Form 5 in 

Appendix V. 

 (b) If the Government servant is a Gazetted Officer, the certificate under clause (a) 

shall be obtained from a Medical Board except in the following cases :- 

  (i) cases in which the leave is for not more than three months. 

  (ii) cases in which the leave is for not more than three months or leave for three 

months or less is extended beyond three months, and the Medical Board states, at the 

time of granting the original certificate of the certificate for extension that the 



Government servant need not appear before another Medical Board for obtaining the 

certificate of fitness. 

 (c) In cases falling under clause (b), the certificate may be obtained from the  

Authorised Medical Attendant or a Medical Officer of equivalent status. 

 (d) In the case of a Non-gazetted Government servant, the authority under whom the 

Government servant is employed on return from leave may, at his discretion, accept a 

certificate signed by a Registered Medical Practitioner. 

 (4) (a)  A Government  servant returning from leave is not  entitled, in the absence of 

specific orders to that effect, to resume as a matter of course the post which he held 

before going on leave.  (b)Such Government servant shall report his return to duty 

to the authority which granted him leave or to the authority, if any, specified in the order 

granting  him the leave and await orders. 

Note 1.--A Government servant who had been suffering from tuberculosis may be 

allowed to resume duty on the  basis of fitness certificate which recommends 

light work for him. 

Note 2.--The competent authority should provide for the expected return of Government 

servants from leave by seeing that the Government servants to be  relieved are 

at head quarters in due time to give over charge. 

48.    Absence after expiry of leave 

 (1) Unless the authority competent to grant leave extends the leave, a Government 

servant  who remains absent after the end of leave is entitled to no leave salary for the 

period of such absence and that period shall be debited against his leave account as 

though it were half pay leave, to the extent such leave is due, the period in excess of such 

leave due treated as extraordinary leave. 

 (2) Wilful absence from duty after the expiry of leave renders a Government servant 

liable to disciplinary action. 

49.  Leave intervening treated as over-stayal  

 The entire period (excluding Sundays and holidays) intervening between the day on 

which the leave expires and the day on which the Government servant  resumes duty 

shall be treated as over-stayal. 



CHAPTER V--KINDS OF LEAVE DUE AND ADMISSIBLE 

50.  Earned leave for Government servants serving in Departments other than 

vacation         Department  

 (1) (a) A Government servant who is serving in a Department other than a vacation 

Department shall be entitled to earned leave at the rate of one-eleventh of the period 

spent on duty. 

        (b) The Government servant will ceases to earn such leave under clause (a) when 

the earned leave due amounts to 180 days. 

 (c) Where a Government servant not in permanent employ is appointed without 

interruption of service substantively to a permanent post his leave account shall be 

credited with the earned leave which would have been admissible if his previous duty had 

been rendered  as a Government servant in permanent employ. 

Note.--The provision of this clause shall apply to Government servant whose first year of 

service  or any  part  there of  in temporary was rendered before 1
st
 October 

1974, When rate of  earning such leave used to be 1/22
nd

 of period spent on 

duty. 

        (d) A period spent in foreign service shall count as duty for purpose of this rule, it 

contribution towards leave  salary is paid on account of such period. 

 (2)Subject to the provision of rule 10 and sub-rules  (1) and  (3) of this rule, the 

maximum earned leave that may be granted at a time shall be 120 days. 

 (3) Earned leave may be granted  to a  Government servant in Class I or Class II 

service for a period exceeding 120 days but not exceeding 180 days,  if the entire leave so 

granted or any portion thereof is spent outside India, Bangladesh,  Bhutan ,Burma, 

Srilanka, Nepal  and Pakistan: 

 Provided that where earned leave for a period exceeding 120 days is granted 

under this sub-rule, the period of such leave spent in India shall not in the  aggregate 

exceed the aforesaid limits. 

 Exception.--When earned leave admissible under these rules is combined with special 

types of leave, such as T.B. leave or hospital leave, the whole spell of such leave  

terminating in superannuating (or invalidation) shall not be  treated as leave  preparatory 

to retirement for the  application of the limits  of earned leave admissible under this rule. 



 

 

 

51.  Calculation of earned leave  

 (1) In calculating earned leave referred to in sub-rule(1) of rule 50 the actual number 

of days of duty performed shall first be counted and then multiplied by 1/11
th
 and the 

product expressed in days and fraction of day. 

 (2) In case there is a change in the rate of earning of leave, the fraction in the earned 

leave shall be rounded off to the nearest day,that is fraction below half shall be ignored 

and half or more shall be reckoned as one day. 

52.  Vacation Department 

 A Vacation Department is, subject to the exceptions and to the extent stated in 

Appendix II, a department or part of a department to which regular vacations are allowed, 

during which a government servant serving in the department is permitted to be absent 

from duty. 

53.  Government servant holding two appointments  

 A Government servant holding appointments, of which one is in a Vacation 

Department and one is not, will not be deemed to serve in a Vacation Department. 

54.  Earned leave for persons serving in vacation Departments  

 (1) A Government servant serving in a Vacation Department shall not be entitled to 

any earned leave in respect of duty performed in any year in which he avails himself of 

the full vacation. 

 (2) (a) In respect of any year in which a Government  servant avails himself of a 

portion of the vacation, he shall be entitled to earned leave in such proportion of 30 days, 

as the number of days of vacation not taken bears to the full vacation. 

 Provided that no such leave shall be admissible to a Government servant  not in 

permanent employ in respect of the first year of his service. 

 (b) If, in any year , the Government servant does not avail himself of any vacation, 

earned leave shall be admissible to him in respect of that year under rule 50. 

 Explanation.--For the purposes of this rule, the term “year” shall be construed as 

meaning not calendar year but twelve months actual duty in a Vacation Department. 



Note 1.--A Government servant entitled to vacation shall be considered to have availed 

himself of a vacation or a portion of a vacation unless he has been  required by 

general or special order of a higher authority to forgo such vacation or portion 

of a vacation ; provided that if he has been prevented by such order from 

enjoying more than fifteen days of the vacation, he shall be considered to have 

availed himself of no portion of the vacation. 

Note 2.--When a Government servant serving in a Vacation Department proceeds on 

leave before completing a full year duty, the earned leave admissible to him 

shall be calculated not  with reference to the vacations which fall during the 

period of actual duty rendered before proceeding on leave but with reference to 

the vacations that fall during the year commencing from the date on which he 

completed the pervious year of duty. 

     (3) Vacation may be taken in combination with or in continuation of any kind of 

leave under these rules: 

 Provided that the total duration of vacation and earned leave taken in conjunction, 

whether the earned leave is taken in combination with or in continuation of other leave or 

not, shall not exceed the amount of earned leave due and admissible to the Government 

servant at a time under rule 50:  

Provided further that the total duration for  vacation, earned leave and commuted 

leave taken in conjuction shall not exceed 240 days. 

55.  Government servant in Vacation Department liable to be recalled at his own 

expense  

 A Government servant serving in a Vacation , Department, who leaves his place 

of duty during vacation, is liable to be recalled thereto at his own expense, except when 

such Government servant had been granted leave with permission to prefix or suffix 

vacation to his leave. 

56.  Furnishing of certificate to Audit of non- availment of vacation 

 It is the duty of the Government servant concerned to furnish a certificate to the 

Audit Officer, along with a copy of the order of the head of his department , that he has 

not availed himself of a vacation or portion thereof unless he comes under one or other of 

the general classes specified below. 



Note.-- The following Government servants are required by general order of Government 

to perform duties throughout the vacations, viz.- 

  (i)  Judicial officers under training; 

  (ii) Head Clerk, Sheristedar or Nazir of a District Court. 

57.  Government servant precluded from enjoying a part of vacation etc. 

    In the case of a Government servant who is precluded from enjoying a part of the 

vacation by reason of his transfer, the time actually spent in traveling from one station to 

another and not the full joining time admissible under the rules should be added to the 

period by which he has been prevented from enjoying a vacation by reason of his 

transfer. 

 

 

58.   Termination of  period of service on transfer from Vacation Department to 

Non-vacation Department  

 (1) When a Government servant is transferred from a Vacation Department to a 

Non-vacation Department, his period of service in the former will be considered to have 

terminated with effect from the close of the last vacation enjoyed by him.  

 (2)  When a Government servant is transferred from a Non -vacation Department 

to a Vacation Department his period of service in the latter will be held to have 

commenced from the date of his joining the vacation Department . 

Note.-- In the case of a Government servant transferred to a Non-vacation Department 

during the period of vacation the words "last vacation enjoyed by him" occurring 

in sub-rule (1) of this rule should be interpreted as referring to the last vacation 

fully or partly enjoyed by him. 

59.  Government servant in Vacation Department not entitled to pay if he resigns 

without previous intimation  

 (1) A Government servant serving in a department to which regular vacations are 

allowed, who holds only an acting appointment is not entitled to pay for the period of 

vacation , if the resigns the  appointment without any previous intimation from the day 

his office  reopens for business after the vacation . Similarly a Government servant 

serving in a department to which regular vacations are allowed ,who joins his 



appointment from extraordinary leave only a day or two previous to the beginning of the 

vacation , is not entitled to pay for the period of vacation if he goes again on 

extraordinary leave without returning to duty on the reopening of his office after 

vacation. 

 (2) A teacher in a Government Secondary School or an Assistant Lecture in a 

Government College officiating in, or holding a temporary post created against a post 

substantively vacant, may be granted pay for the period of a vacation provided his 

services are dispensed with just before the commencement of the vacation and he has 

already put in service, of not less than eight months during the academic year concerned. 

60.  Half pay leave  

 (1) (a) A Government servant shall be entitled to half pay leave of 20 days in respect 

of each  completed year of service. 

 (b) The leave due under clause (a) above may be granted on medical certificate or on 

private affairs : 

  Provided that in the case of a Government servant not in permanent employ, no 

half pay leave may be granted unless the authority competent to grant leave has reason to 

believe that the Government servant will return to duty in its expiry except in the case of 

a Government servant who has been declared completely and permanently incapacitated 

for further service by a medical authority. 

 (2) If a Government servant is on leave on the day on which he completes a year of 

service, he shall be entitled to half pay leave without having to return to duty. The period 

of suspension when treated as such i.e., as suspension should be excluded for counting 

completed years of service for the half pay leave. 

61.  Commuted leave  

     (1) Commuted leave not exceeding half the amount of half pay leave due may be 

granted on medical  certificate to a Government servant subject to the following 

conditions :- 

 (a) the authority competent to grant leave is satisfied that there is reasonable prospect 

of the Government servant returning to duty on its expiry; 

 (b) when commuted leave is granted , twice the amount of such leave shall be debited 

against the half pay leave due; 



 (c) the authority competent to grant leave obtains an undertaking from the 

Government servant that in the event of his resignation or retiring voluntarily from 

service he shall refund the difference between the leave salary drawn during 

commuted leave and  that admissible during half pay leave. 

    (2) Commuted  leave upto a maximum of 90 days may be allowed during the entire 

service (without production of medical certificate) where such leave is utilized for an 

approved  course of study whether full time or part time certified to be in the public 

interest by the leave sanctioning  authority and also for the preparation of the final 

examination. 

      (3) Where a Government servant who has been granted commuted leave resign from 

service or at his request is permitted to retire voluntarily without returning  to duty , the 

commuted leave shall be treated as half pay leave and the difference between the leave 

salary in respect of commuted leave and half pay leave  shall be recovered: 

 Provided that no such recovery shall be made if the retirement is by reason of ill-

health incapacitating the Government servant for further service or in the event if his 

death. 

Note.-- Commuted leave may be granted at the request of the Government servant even 

though earned leave is due to him. 

62.  Leave not due  

      (1) Save in the case of leave preparatory to retirement , leave not due may be granted 

to a Government servant in permanent employ subject  to the following  condition :- 

 (a)  the authority competent to grant leave is satisfied that there is reasonable prospect 

of the Government servant returning to duty on its expiry; 

 (b)  leave not due shall be limited to the half pay leave he is likely to earn thereafter; 

 (c)  leave not due during  the entire service shall be limited to a maximum of 360 days 

out of which not more than 90 days at a time and 180 days in all may be otherwise 

than on medical certificate; 

 (d)  leave not due shall be debited against the half pay leave the Government servant 

may earn subsequently; 



 (e)  the authority competent to grant leave  obtains an undertaking  from the 

Government servant that in the event of his resigning  or retiring voluntarily from 

service without returning to duty , he shall refund the leave  salary paid to him. 

 (2) (a) Where a Government  servant who has been granted leave not  due resigns 

from service or at his request  permitted to retire voluntarily without returning to duty , 

the leave not due shall be cancelled , his resignation or retirement taking effect from the 

date on which such leave had commenced, and the leave salary shall be recovered. 

 (b)  Where a Government servant who having availed himself of leave not due 

returns to duty but resigns or retires from service before he has earned such leave, he 

shall be liable to refund the leave salary  to the extent the leave has not been earned 

subsequently ; 

 Provided that no leave salary shall be recovered under clause (a) or clause (b) if 

the retirement is by reason of ill-health incapacitating the Government servant for further 

service or compulsory on attaining the age of 50/55 years or in the event of his death. 

63.  Extraordinary leave  

      (1) Extraordinary leave may be  granted to a Government servant in special 

circumstance - 

     (a)  when no other leave is admissible ; 

     (b)  when other leave is admissible but the Government servant applies in 

writing for the grant of extraordinary leave. 

      (2) Unless Government in view of the exceptional circumstances of the case 

otherwise determines, no Government servant who is not in permanent employ shall be 

granted extraordinary  leave on any one occasion in excess of the following limits:- 

  (a) three months; 

  (b) six months, where the Government servant has completed three years 

continuous service on the date of expiry of leave of the kind due and admissible 

under these rules, including three months extraordinary leave under clause (a) and 

his  request for such leave is supported by a medical certificate ad required by 

these rules; 

  (c) twelve months, in the case of a Government servant who has completed  

five years’ continuous service on the date of expiry of leave due and  admissible 



under the rules  including extraordinary leave under (a) and (b) of sub-rule (2) 

above, if the extraordinary leave is required on account of illness of the 

Government servant as certified by a Civil Surgeon or Superintendent of 

Government Hospital, as the case may be; 

  (d) twelve months, where the Government servant who has completed one 

year’s continuous service is undergoing treatment for cancer, or for mental illness, 

in an institution recognised for the treatment of such disease or under a Civil 

Surgeon or a specialist in such disease; 

  (e) eighteen months, where the Government servant who has completed one 

year’s continuous service is undergoing treatment for- 

1   (i) pulmonary tuberculosis or pleurisy of tubercular origin, in a recognised 

sanatorium; 

Note.- The concession of extraordinary leave upto eighteen  months shall be admissible 

also  to a Government servant  suffering from pulmonary tuberculosis or pleurisy 

of tubercular origin who receives treatment at his residence as such by the state 

Administrative Medical Officer concerned and produces a certificate signed by 

that specialist to the effect that he is under his treatment and that he has 

reasonable chances of recovery on the expiry of the leave recommended.  

   (ii) tuberculosis of any other part of the body by a qualified tuberculosis 

specialist or a .Civil Surgeon, or 

   (iii) leprosy in a recognised leprosy institution or by a Civil Surgeon or a 

specialist in leprosy hospital recognised as such by the Director of Health 

Services; 

 (f) twenty-four months, where the leave is required for the purpose of prosecuting 

studies  certified to be in the public interest, provided the Government servant concerned 

has completed three years continuous service on the date of expiry of leave of the kind 

due and admissible under these rules, including three months extraordinary leave under 

clause (a) of sub-rule (2) above. 

 (3) (a) Where a Government servant is granted extraordinary leave in relaxation 

of the provision contained in clause (f) of sub-rule(2), he shall be required to execute a  

bond in Form in Appendix V, undertaking  to refund to the Government the actual 



amount of expenditure incurred by the Government during such leave plus that incurred 

by any other agency with interest thereon in the event of his returning to duty on the 

expiry of such leave or quitting the service before a period of three years after return to 

duty. 

 (b) The bond shall be supported  by sureties from two permanent Government 

servant having a status comparable to or higher than that of the Government servant. 

 (4) Government servants belonging to the scheduled castes or the Scheduled 

Tribes may, for the purpose of attending the Pre-Examination Training Course at the 

centers notified by the Government from time to time, be granted extraordinary leave by 

Head of Department in relaxation of the provisions of sub-rule (2). 

 (5)  Two spells of extraordinary leave , if intervened by a spell of vacation or by 

any other kind of leave, shall be treated as one continuous spell of extraordinary leave for 

the purposes of sub-rule(2). 

 (6) The authority competent to grant leave may commute retrospectively periods 

of absence without leave into extraordinary leave. 

64.  Leave to a probationer , a person on probation and an apprentice 

      (1) (a) A probationer shall be entitled to leave under these rules as if he had held  his 

post substantively otherwise  than on probation . 

 (b) If, for any reason, it is proposed to terminate the services of a probationer, any 

leave which may be granted to him shall not extend- 

  (i) beyond the date on which the probationary period as already sanctioned 

or extended expires ,or  

  (ii)  beyond any earlier date on which his services are terminated by the 

orders of an authority competent to appoint him.  

      (2) A person appointed to a post on probation shall be entitled to leave under these 

rules. 

Note.--The probationers in the Registration Department for Sub-registrar’s posts are not 

eligible for any leave but the period of probation will count as duty if the 

probationers are subsequently confirmed. 

      (3) An apprentice shall be entitled to- 



 (a) leave, on medical ground on leave salary equivalent to half pay for a period 

not exceeding 30 days in any year of apprenticeship ;  

 (b) extraordinary leave under rule 63. 

Note.-- Leave at the credit of a Government servant on the date of his appointment as an 

apprentice under any Department may be allowed to be carried forward on his 

appointment to any post on the expiry of the period of apprenticeship. 

65.  Person re-employed after retirement  

      (1) In the case of a person re-employed after retirement, the provisions of these rules 

shall apply as if he had entered Government service for the first time on the date of his re-

employment. 

      (2) Earned leave due and admissible may be granted to a re-employed pensioner prior  

to cessation of his duties. 

66.  Leave preparatory to retirement  

      (1) A Government servant may be permitted by the authority competent to grant 

leave to take leave preparatory to retirement to the extent of earned leave due, not 

exceeding 180 days together with half pay leave due, subject to the condition that the 

total period of leave should not exceed 28 months or such leave does not extend beyond 

the date of compulsory retirement. 

      (2) A Government servant, who has given notice of retirement after attaining the age 

of 50 years in the case of Gazetted or 55 years in the case of Non-gazetted or to whom 

notice has been given by the appropriate authority after attaining the age of 50/55 years, 

as the case may be, may be granted leave due and admissible to him not extending 

beyond the date of compulsory retirement, even though such leave extends beyond the 

date of expiry of the notice: 

     Provided that a Government servant, who is retired by the appropriate authority by 

giving him pay and allowances in lieu of notice, may apply for leave within the period for 

which such pay and allowances were given, and where he is granted leave, the leave 

salary shall be allowed only for the period of leave excluding that period for which pay 

and allowances, in lieu of notice have been allowed. 

Note.--The leave granted as leave preparatory to retirement shall not include 

extraordinary leave. 



 (3) (a) Where a Government servant who is on foreign service in or under any 

local authority or a corporation or company wholly or substantially owned or controlled 

by the Government (referred to as the local body) applies for leave preparatory to 

retirement, the decision to grant or refuse such leave shall be taken by foreign employer 

with the concurrence of the lending authority under the State Government. 

 (b) In case the leave is so refused to the Government servant in public interest, it 

may be availed of by him to the extent admissible under rule 67 form the date of his 

quitting service. 

 (c) In case the lending authority under Government is not agreeable to the refusal  

of leave preparatory to retirement, it shall be granted to the Government servant and if the 

foreign employer needs the Services of the officer during that period, the Government 

servant may be re-employed by that employer concurrently with leave preparatory to 

retirement and leave salary regulated in accordance with the provisions of sub-rule (5) of 

rule 70.  

 (4) Where a Government servant is on foreign service in or under a local body 

other than the one mentioned in clause (a) of sub-rule (3), leave preparatory to retirement 

shall be admissible to him only when he quits duty under the foreign employer: 

     Provided that where the Government servant continues in service under such foreign 

employer, the Government servant shall not be eligible for grant of refused leave under 

rule 67. 

67.  Leave beyond the date of compulsory retirement or quitting of service 

      (1) Except as provided hereinafter, no leave shall be granted to  a Government servant 

beyond- 

 (a) the date of his compulsory retirement, or 

 (b) the date of his final cessation of duties, or 

 (c) the date of his resignation from service. 

          (2) Where the service of a Government servant has been extended in the interest of 

public service beyond the date of his compulsory retirement, he may be earned leave, 

subject to a maximum of 180 days. 

          (3) Where the service of a Government servant, not in permanent employ is 

terminated by notice or by payment of pay and allowances in lieu of notice, or otherwise 



in accordance with the terms and conditions of his appointment, he may be granted 

earned leave to his credit, subject to a maximum of 120 days,  even though such leave 

extends beyond the date on which he ceases to be in service. If the Government servant 

himself resigns or quits service, he may be granted earned leave to the extent of half of 

such leave to his credit subject to a maximum of 60 days: 

       Provided that the leave so granted to such Government servant, other than a 

Government servant, re-employed after attaining the age of compulsory retirement, does 

not extend beyond the date on which he attains the age of compulsory retirement. 

68.    Cash equivalent of leave salary in respect of earned leave at the credit at the 

time retirement on superannuation 

 (1) The authority competent to grant leave shall suo-motu sanction to a Government 

servant who retires on attaining the age of superannuation, the cash equivalent of leave 

salary in respect of the period of earned leave at his credit on the date of his 

superannuation, subject to a maximum of 180 days. 

 (2) The cash equivalent of leave salary payable under sub-rule(1)above, shall also 

included dearness allowance admissible on the leave salary at the rates in forces on the 

date of retirement and it shall be paid in one lumpsum, as a one-time settlement. 

 (3) The compensatory local allowance and house rent allowance shall not be included 

in calculating the cash equivalent salary under this rule . 

 (4) From the cash equivalent so worked out, no deduction shall be made on account 

of pension and pensionary equivalent of other retirement benefits. 

 (5) A Government servant who retires from service on attaining the age of 

compulsory retirement while under suspension shall be paid cash equivalent of leave 

salary under sub-rule (1)above in respect of the period of earned leave at his credit on the 

date of his superannuation, provided that in the opinion of the authority competent to 

order reinstatement, the government servant has been fully exonerated and the suspension 

was wholly unjustified. 

Note 1.--A Government servant can also avail of as leave preparatory to retirement a part 

of earned leave at his credit. In that case, he shall be allowed payment of cash equivalent 

of leave salary for the balance of the earned leave that remains at his credit on the date of 

retirement in accordance with sub-rule (1)above. 



Note 2.--With a view to enabling the retiring Government servant to receive cash 

equivalent of leave salary in respect of the unutilized earned leave without 

delay, the following procedure shall be followed:  

  (a) A Government servant nearing the date of retirement on superannuation 

should inform in writing to the authority competent to sanction him leave, 

three months in advance of the date of retirement, if he desire to avail of 

cash equivalent of leave salary in respect of the unutilized earned leave at 

his credit on the date of his superannuation  

  (b)(i)The competent authority should within 15 days of receipt of such an 

intimation from a Gazetted officer move the audit officer to communicate to 

him the amount of earned leave to his credit on the date of his 

superannuation. 

   (ii)The audit officer should communicate the title to earned leave due and 

admissible as on the date of superannuation to the competent authority at 

least a fortnight before the a date of retirement of the Government servant, 

endorsing a copy to the concerned Gazetted officer. 

   (iii)While reporting the title to the earned leave at the credit of the retiring 

Gazetted officer , the Audit officer will indicated  the rate of cash equivalent 

of leave salary in respect of the unutilized earned leave due and admissible 

of leave salary in respect of the unutilized earned leave due and admissible 

subject to the condition that the cash equivalent at rates indicated by the 

Audit is not payable before the date of retirement and that the officer does 

not avail of any earned leave subsequent to the date of report of the title to 

leave by the audit office. 

  (c) In the case of a Non-gazetted Government servant the competent authority 

should within 15 days of receipt of intimation from the concerned 

Government servant, himself arrange to have ascertained the mount of 

earned leave due and admissible to the credit of the Government servant on 

the date of superannuation. 

  (d)The competent authority should after satisfying himself that earned leave, if 

any, availed of by the concerned Government servant, Gazetted or Non-



gazetted, after receipt of his written intimation admissible as in (a) above, is 

actually deducted from the earned leave due and admissible as on the date of 

superannuation as reported by the Audit/his office, arrange to issue 

necessary orders sanctioning cash equivalent of leave salary in respect of the 

unutilized earned leave. This should be done within a week of the date of 

retirement of the concerned Government servant. 

  (e)Thereafter, the competent authority should within 15 days after the date of 

retirement prefer a bill claiming the cash equivalent of leave salary in 

respect of the unutilized earned leave to theTreasuty. 

  (f)Payment of cash equivalent of leave salary in respect of the unutilised earned 

leave at the credit of the Government servant retiring on superannuation, 

should be made irrespective of whether of not ‘No Demand  Certificate’ 

from the Audit office/department concerned is received. 

Note 3.--The cash payment for unutilized earned leave shall be made in the following 

manner:- 

    Pay + Dearness allowance admissible       No of unutilized days of 

earned         

Cash payment = on date of retirement                          x leave at credit subject to a 

maximum        30          of 180 days 

69.      Cash equivalent of leave salary in case of death while in service   

       In case a Government servant dies while in service, the cash equivalent of the leave 

salary that the deceased employee should have got had he gone on earned leave that 

would have been due and admissible to him but for the death on the date immediately 

following the death and in any case, not exceeding leave salary for 180 days, shall be 

paid to his family without any reduction on account of pension and pension equivalent of 

death-cum-retirement gratuity. 

Note.--In addition to the cash equivalent of leave salary admissible under this rule, the 

family of the deceased Government servant shall also be entitled to payment of 

dearness allowance only. 

 

70.        Leave salary 



 (1) Except as provided in sub-rules(5) and (6), a Government servant who proceeds 

on earned leave is entitled to leave salary equal to the pay drawn immediately before 

proceeding on earned leave. 

Note.--In respect of any period spent on foreign service out of India, the pay which the 

Government servant would have drawn if on duty in India but for foreign service 

out of India shall be substituted for the pay actually drawn while calculating leave 

salary. 

 (2) A Government servant on half pay leave or leave not due is entitled to leave salary 

equal to half the amount specified in sub-rule (1) above  

 (3) A Government servant on commuted leave is entitled to leave salary equal to the 

amount admissible under sub-rule (1) above. 

 (4) A Government servant on extraordinary leave is not entitled to any leave salary. 

 (5) A Government servant who is permitted during leave preparatory to retirement to 

take up any other service or employment under an employer other than the State 

Government, his leave salary while on earned leave shall be restricted to the amount of 

leave salary admissible during half pay leave. 

 (6) (a) A Government servant who is granted leave beyond the date of compulsory 

retirement or quitting of service, as the case may be, as provided under rule 67, shall be 

entitled during such leave to leave salary as admissible under this rule. 

 (b) Where such a Government servant is re-employed during such leave he may 

continue to enjoy his leave concurrently with such employment but his leave salary 

which may be drawn in addition to pay of the post in which he is employed, shall be 

restricted to the amount of leave salary admissible while on half pay leave. 

 (c) A Government servant whose pension is drawn separately during re-employment, 

and who proceeds on earned leave during the period of re-employment, the leave salary 

shall be based on the pay drawn by him exclusive of the pension and pension equivalent 

of other retirement benefits. 

 (7) In the case of person to whom the Employees’ State Insurance Act, 1948 (34 of 

1948) applies, leave salary payable during leave, other than earned leave, shall be 

reduced by the amount of benefits payable under the said Act for the corresponding 

period. 



71.      Drawal of leave salary  

 The leave salary payable under these rules shall be drawn in rupees in India. 

 

72.      Advance of leave salary  

 A Government  servant including a Government servant servant on foreign service, 

proceeding on leave for a period of not less than 30 days, may be allowed an advance in 

lieu of leave salary upto a month’s pay and  allowances admissible on that leave salary 

subject to deductions on account of Income Tax, Provident Fund, House Rent, Recovery 

of advances etc. 

73.      Surrender of earned leave  

 (1) A Government servant shall be allowed to surrender earned leave at his option to 

the extent of 30 day in a financial year onavailment of not less than 30 days earned leave 

subject to the following condition:- 

  (a) the surrender of  earned leave shall not be allowed more than once in any 

financial year. 

  (b) The application for surrender of earned leave should be made alongwith the 

application for grant of leave. 

  (c) The number of days of earned leave surrendered under these rules should be 

reckoned as surrendered on the date of commencement of actual leave taken and 

deducted from the leave account of the Govern ment servant on that date,  

  (d) The total of the earned leave actually availed of and the earned leave 

surrendered should not exceed the maximum leave admissible to the Government 

servant at any one time viz. 120 days,  

  (e) On return from earned leave the Government servant should serve the 

Government for a period of not less than that of the earned leave surrendered, 

  (f) In the case of a Government servant who is on the verge of retirement, the 

period of leave surrendered should not exceed the period of duty between the date of 

expiry of earned leave actually availed of and the date of compulsory retirement, 

  (g) The surrender of earned leave should not be allowed in the case of leave 

preparatory to retirement or refused leave, 



  (h) The surrender of earned leave shall not be admissible to a Government 

servant who resigns while on leave, 

  (i) A Government servant who is permitted to surrender leave should not 

ordinarily be permitted to rejoin duty before the expiry of the thirty days leave 

sanctioned to him, 

  (j) In case of compulsory recall to duty, the government servant should be 

Allowed to enjoy the balance of his earned leave before expiry of the period of six 

months from the date on which he proceeded on earned leave or before he again 

proceeded on earned leave with surrender of earned leave, whichever is earlier. The 

leave sanctioning authority shall grant leave to such government servant during the 

prescribed period if he applies for it. If, however, the government servant concerned 

himself does not ask for being allowed to enjoy the balance of the earned leave shall 

lapse and the said period would be debited to his leave account as if he had enjoyed it. 

  (k) The concession shall be admissible to a Government servant who is on 

foreign service or on deputation to the Government of India or to any other State 

Government, 

  (l) If a Government servant during his deputation to Central Government or 

other State Government or at the end of it, surrenders earned leave at his credit and in 

consideration thereof becomes entitled to additional remuneration representing cash 

value of the leave surrendered, the liability for the payment of additional  

remuneration including other compensatory allowances relatable to the cash value of 

leave surrendered, will devolve on the Government of Maharashtra, 

  (m) In the case of Government servant who is on foreign service, a term to the 

effect that the Government servant shall be entitled to the benefit of surrender of 

leave and the expenditure towards compensatory allowances including dearness 

allowance on the leave so surrendered while on foreign service, shall be borne by  the 

foreign employer, should be incorporated in the terms and conditions. 

      (2) The authorities who are empowered to sanction earned leave shall be competent to 

accept surrender of earned leave. 

1      (3) The leave salary and allowances admissible for the leave surrendered should be 

at the rate of leave salary and allowances admissible at the commencement of earned 



leave and shall include dearness allowance, compensatory local allowance and non-

practising allowance but shall not include house rent allowance. For this purpose, a 

month should be reckoned as 30 days, irrespective of the month in which the leave is 

availed of. 

       (4) The amount of leave salary and allowances for the surrendered leave may be paid 

in advance but not earlier than six days before the commencement of leave and shall not 

be liable to deductions on account of any advances etc. The leave sectioning authority 

should insert a clause in the sanctioning order itself to the effect that in case the leave had 

to be cancelled by the competent authority before the date from which the Government 

servant was to proceed on leave, the amount of leave salary and allowances for the 

surrendered leave will have to refunded forthwith to Government by the Government 

servant in one installment or adjusted in full in the first monthly pay/leave salary bill of 

the Government servant. 

       (5)(a) In order to guard against omission to post a debit in the leave account in 

respect of the leave surrendered in the case of non-gazzetted Government servants and 

Gazzetted officers referred to in sub-rule (2) of rule 25 details of the surrendered leave 

should be noted in their service books and in their leave accounts when the leave salary is 

drawn. A certificate to the effect that the necessary entries have been made in the service 

book and the leave account, should be furnished by the disbursing officer in the bill in 

which the leave salary for the surrendered leave is drawn 

       (b) In respect of Gazzetted officers others than  those referred to in sub-rule (2) of 

rule 25, the Audit officer who certifies the admissibility of earned leave, should debit in 

the leave account of the Gazzetted officer concerned, the amount of earned leave 

surrendered on receipt of orders accepting the surrender of leave from the competent 

authority. 



CHAPTER VI--SPECIAL KINDS OF LEAVE 

OTHER THAN STUDY LEAVE. 

74.      Maternity leave 

   (1) A competent authority may, subject to the provision of this rule, grant to a female 

Government servant in permanent employ, who does not have three or more living 

children on the date of the application, maternity leave for a period of ninety days from 

the date of its commencement. During such period she shall be paid leave salary equal to 

the pay drawn immediately before proceeding on leave. Such leave shall not be debited to 

the leave account. 

      (2) A female Government servant not in permanent employ who has put in at least 

one year of continuous service shall also, subject to the provisions of this rule, be eligible 

for maternity leave referred to in sub-rule (1), subject to the condition that the leave 

salary admissible during the period of maternity leave shall be regulated as follows, that 

is to say: - 

 (a) In the case of a female Government servant who has put in two or more years’ 

continuous service, the leave salary admissible shall be as provided in sub-rule (1) 

of rule 70 of these rules; and 

 (b) In the case of a female Government servant who has put in continuous service 

for a period exceeding one year, but less than two years, the leave salary admissible 

shall be as provided in sub-rule (2) of rule 70 of these rules. 

        (3) The application for maternity leave should invariably be supported by medical 

opinion as to the probable date of confinement, and an undertaking to the effect that the 

Government servant shall report the date of confinement supported by a medical 

certificate. In case of a Class IV Government servant in which insistence on a regular 

medical certificate is likely to cause hardship, the authority competent to grant leave may 

accept such certificate as it may deem sufficient. 

        (4) A female Government servant may be allowed leave of the kind due, including 

commuted leave if she so desires, in continuation of the maternity leave, up to a 

maximum of 60 days without production of a medical certificate. 



      (5) Leave under this rule shall be admissible in a case of miscarriage or abortion, 

including abortion induced under the Medical Termination of Pregnancy Act, 1971, 

subject to the following conditions:- 

       (a) The leave does not exceed six weeks, and 

       (b) The application for the leave is supported by a medical certificate.        

      (6) Heads of Department may subject to the provisions of this rule, grant to a 

female Government servant borneon the work charged establishment or remunerated by 

piece rates or daily wages who does not have three or more living children on the date of 

application, maternity leave for 90 days from the date of its commencement, subject to 

the provisions of sub-rules (3) and (5) above, subject to the following further conditions: 

-  

  (a)She must have put in continuous service for at least 33 months 

(inclusive of any period of authorized leave) previous to the date of requiring the 

maternity leave and must furnish a  guarantee with at leas one security that she 

will return to duty for a period of at least 6 months after the expiry of the leave if 

her services are required  

  (b) The leave salary admissible shall be equal to the emolument drawn for 

the month immediately before proceeding on leave. 

75.       Special disability leave for injury intentionally inflicted  

       (1) The authority competent to grant leave may grant special disability leave to a 

Government servant (whether permanent or temporary) who is disabled by injury 

intentionally inflicted or caused or in consequence of his official position. 

       (2) Such leave shall not be granted unless the disability manifested itself within three 

months of the occurrence to which it is attributed and the person disabled acted with the 

promptitude in bringing it to notice:  

 Provided that the authority competent to grant leave may, if it is satisfied as to the 

cause of the disability manifested itself more than three months after the occurrence of its 

cause. 

      (3) the period of leave granted shall be such as is certified by an Authorized Medical 

Attendant and shall in no case exceed 24 months. 

         (4) Special disability leave may be combined with leave of any other kind. 



        (5) Special disability leave may be granted more than once if the disability is 

aggravated or reproduced in similar circumstances at a later date, but not more than 24 

months of such leave shall be granted in consequence of any one disability. 

        (6) Special disability leave shall be counted as service qualifying for pension and 

shall not, except the leave granted under the proviso to clause (b) of sub-rule (7) be 

debited against the leave account. 

 (7) Leave salary during such leave shall- 

        (a) For the first 120 days of any period of such leave, including a period of 

such leave granted under sub-rule (5), be equal to leave salary while on earned 

leave, and          (b) For the remaining period of nay such leave, be 

equal to leave salary during half pay leave: 

Provided that a Government servant may, at his option, be allowed leave salary as 

in sub-rule (a) for a period not exceeding another 120 days, and in that event the period of 

such leave shall be debited to his half-pay leave account. 

Note.--Leave salary in respect of special disability leave granted to a Government servant 

who has rendered service under more than one Government may be apportioned 

between the Governments in accordance with the normal rules. 

 (8) (a) In the case of person to whom the Workmen’s Compensation Act, 1923 (8 

of !923) applies, the amount  of leave salary payable under this rule shall be reduced by 

the amount of compensation payable under clause (d) of sub-section (1) of section 4 of 

the said Act. 

     (b) In the case of person to whom the Employees’ State Insurance Act, 1948 

(34 of 1948 applies, the amount  of leave salary payable under this rule shall be reduced 

by the amount of benefit payable under the said act for the corresponding period. 

 (9)  (a) The provisions of this rule shall apply- 

  (i) to a civil Government servant disabled in consequence of service with a 

military force, if he is discharged as unfit for further military service, but is not 

completely and permanently incapacitated for the further civil service, and  

  (ii) to a civil servant not so discharged who suffers a disability which is 

certified by a medical board to be directly attributable to his service with military 

force.   



      (b) In either case, any period of leave granted to such a person under military 

rules in respect of that disability shall be reckoned as leave granted under this rule 

for the purpose of calculating the period admissible. 

76.       Special disability leave for accidental injury 

      (1) the Provisions of  rule 75 shall apply also to a Government servant, whether 

permanent or temporary, who is disabled  by injury accidentally incurred in, or in 

consequence of, the due performance of his official duties or in consequence  of his 

official position, or by illness incurred in the performance of any particular duty which 

has the effect of increasing his liability to illness or injury beyond the ordinary risk 

attaching to the civil post which he holds. 

       (2) The grant of special disability leave in such case shall be subject to the further 

conditions:- 

  (a) that the disability, if due to disease, must be certified by an Authorised 

Medical Attendant to be directly due to the performance of the particular duty; 

  (b) that, if the Government servant has concentrated such disability during  

service otherwise than with a military force, it must be, in the opinion of the 

authority competent to sanction leave exceptional in character; and  

      (c) that the period of absence recommended by an Authorised Medical 

Attendant may be covered in part, by leave under this rule and in part by any 

other kind of leave, and that the amount of  special disability leave granted on 

leave salary equal to that admissible on earned leave  shall not exceed 120 days. 

77. Hospital leave  

 (1) The authority competent to grant leave may grant hospital leave to -  

  (a) Class IV Government servants, and  

  (b) such class III Government servants whose duties involve the handling of 

dangerous machinery, explosive materials, poisonous drugs and the like, or the 

performance of hazardous tasks 

while under medical treatment in a hospital or otherwise, for illness or injury, if such 

illness or injury is directly due to risks incurred in the course of their offical duties 

  Exception.--The hospital leave may also be granted on account of ill health to 

Government servants specified below whose duties expose them t o special risk of 



accident or illness even though the illness or injury may not be directly due to risk 

incurred in the course of their official duties. :-- 

 (i) Police officers, including trainees of a rank not higher than that of Head 

Constable; 

 (ii) Government servants of the Prohibition and Excise Department other than 

Clerical establishment; 

 (iii)Forest Subordinates, other than clerks in receipt of pay not exceeding Rs.225. 

 (2) Hospital leave shall be granted on the Production of medical certificate from an 

Authorised Medical Attendant. 

 (3) Hospital leave may be granted on leave salary equal to that admissible during 

earned leave or half pay leave and for such period as the authority granting it may 

consider necessary. 

 (4) Hospital leave shall not be debited against the leave account and may be 

combined with any other kind of leave which may be admissible, provided  the total 

period of leave, after such combination does not exceed 28 months. 

 (5) (a) In the case of a person to whom the Workmen’s Compensation Act, 1923 (8 

of 1923) applies, the amount of leave salary payable under this rule shall be reduced by 

the amount of compensation payable under clause (d) of sub-section 4 of the said Act. 

 (b) In the case of a person to whom the Employees’ State Insurance Act, 1948 (34 

of 1948) applies, the amount of leave salary payable under this rule shall be reduced by 

the amount of benefit payable under the said Act for the corresponding period. 

78.      Seamen’s sick leave  

    (1) A Government servant serving as an officer, warrant officer or petty officer on a 

Government vessel may, while undergoing medical treatment for sickness or injury, 

either on his vessel or in hospital, be granted leave, by an authority competent to grant 

leave, on leave salary equal to full pay for a period not exceeding sex weeks:  

 Provided that such leave shall not be granted if a Government medical officer 

certifies that the Government servant is malingering or that his ill health is due to 

drunkenness or similar self-indulgence or to his own action in willfully causing or 

aggravation the disease or injury. 



 (2) A seaman disabled in the exercise of his duty may be allowed leave on the leave 

salary equal to full pay for a maximum period not exceeding three months, if the 

following conditions are fulfilled, namely:- 

  (a) a Government medical officer must certify the disability; 

  (b) the disability must not be due to the seaman’s own carelessness or 

inexperience; 

  (c) the vacancy caused by his absence must not be filled. 

 (3)  Such leave is not debited to the leave account. 

 (4)  (a) In the case of a person to whom the Workmen’s Compensation Act, 1923 (8 

of 1923) applies, the amount o leave salary payable under this rule shall be reduced by 

the amount of compensation payable under clause (d) of sub-section (1) of  section 4 of 

the said Act. 

 (b)  In the case of a person to whom the Employees’ State Insurance Act, 1948 (34 

of 1948) applies, the amount of benefit payable under this rule shall be reduced by the 

amount of benefit payable under this said Act for corresponding period. 

 

79.  T.B./Cancer/Leprosy/Paralysis leave 

  Rules regarding grant of leave to Government servants suffering from 

T.B./Cancer/Leprosy/Paralysis have been incorporated in Appendix III. 



CHAPTER VII-STUDY LEAVE 

80. Conditions for grant of study leave  

 (1) Subject to the conditions specified in this chapter, study leave may be granted 

to a Government servant with due regard to the exigencies of public service to enable him 

to undergo, in or out of India, a special course of study consisting of higher studies or 

specialised training in a professional or a technical subject having a direct and close 

connection with the sphere of his duty. 

 (2)  Study leave may also be granted- 

 (a) for a course of training or study tour in which a Government servant may 

not attend a regular academic or semi-academic course if the course of training or the 

study tour is certified to be of definite advantage to Government from the point of view 

of public interest and is related to sphere of duties of the government servant; and   

 (b) for the purposes of studies connected with the frame work or back ground 

of public administration subject to the conditions that- 

  (i) The particular study or study tour should be approved by the authority 

competent to grant leave, and  

  (ii) the Government servant should be required to submit, on his return, a 

full report on the work done by him while on study leave: 

 (c) for the studies which may not be closely or directly connected with the 

work of a Government servant, but which are capable of widening his mind in a manner 

likely to improve his abilities as a civil servant and to equip him better to collaborate with 

those employed in other branches of the public service. 

    (3) (a) It is certified by the authority competent to grant leave that the proposed 

course of study or training shall be of definite advantage from the point of view of the 

public interest; 

  (b) It is for prosecution of studies in subjects other than academic or literary 

subjects: 

 Provided that a Medical Officer may be granted study leave for prosecuting a 

course of a post-graduate study in medical sciences, if the Director of Medical Education 

and Research certifies to the effect that such study shall be valuable in increasing the 

efficiency of such Medical Officer in the performance of his duties; 



          (c) the Department of Economic Affairs of the Ministry of Finance, 

Government of India agrees to the release of foreign exchange involved in the grant of 

study leave, if such leave is outside India. 

 (4)  Study leave out of India shall not be granted for the prosecution of studies in 

subjects for which adequate facilities exist in India or under any of the schemes 

administered by the Department of Economic Affairs of the Ministry of Finance or by the 

Ministry of Education, Government of India. 

 (5)  Study leave shall not ordinarily be granted to a Government servant- 

  (a) who has rendered less than five years’ service under the Government; 

  (b) who is due to retire, or has the option to retire, from the Government 

service within three years of the date on which he is expected to return to duty 

after the expiry of the leave; 

      (6) Study leave shall not be granted to a Government servant with such frequency as 

to remove him from contact with his regular work or to cause cadre difficulties owing to 

his absence on leave. 

Note.--Applications for study leave shall be considered on merits of each case in 

consultation with the General Administration Department and Finance 

Department. 

81.   Maximum amount of study leave 

The maximum amount of study leave, which may be granted to a Government servant, 

shall be- 

 (a)  ordinary twelve months at any one time, and  

 (b)  during his entire service, twenty-four months in all (inclusive of similar kind of  

leave for study or training granted under any other rules). 

82.   Applications for study leave  

 (1) (a) Every application for study leave shall be submitted through proper channel 

to the authority competent to grant leave. 

    (b) The course or courses of study contemplated by the Government servant and 

any examination which he propose to undergo shall be clearly specified in such 

application. 



 (2) Where it is not possible for the Government servant to give full details in his 

application, or if, after leaving India he is to make any change in the programme which 

has been approved in India, he shall submit the particulars as soon as possible to the head 

of the Mission or the authority competent grant leave, as the case may be and shall not, 

unless prepared to do so at his own risk, commence the course of study or incur any 

expenses in connection therewith until he receives the approval of the authority 

competent to grant the study leave for the course. 

83.      Sanction of study leave  

      (1) A report regarding the admissibility of the study shall be obtained from the Audit 

Officer :        Provided that the Study leave, if any, already availed of by the 

Government servant shall be included in the report. 

    (2) Where a Government servant borne permanently on the cadre of one department or 

establishment is serving temporarily in another department or establishment, the grant of 

study leave to him shall be subject to the condition that the concurrence of the department 

or the establishment to which he is permanently attached is obtained before leave is 

granted. 

     (3) Where the study leave is granted for prosecution of studies abroad, the Head of the 

Mission Concerned shall be informed of the fact by the authority granting the leave. 

Note.--The Head of the Mission shall be contacted by the Government servant for issue 

of any letters of introduction or for other similar facilities that may be required. 

 (4) (a) Every Government servant in permanent employ who has been granted study 

leave or extension of such study leave shall be required to execute a bond in Form 7 or 

Form 8, in Appendix V as the case may be, before the study leave or extension of such 

study leave granted to him commences. 

 (b)Every Government servant not in permanent employ who has been granted study 

leave or extension of such study leave shall be required to execute a bond in Form 9 or 

Form 10, in Appendix V as the case may be, before the study leave or extension of such 

study leave granted to him commences. 

 (c)The authority competent to grant leave shall send to the audit Officer a certificate 

to the effect that the Government servant referred to in clause (a) or clause (b) has the 

requisite bond. 



 (5) (a) On Completion of the course of study, the Government servant shall submit 

to the authority which granted him the study leave, the certificates of examinations 

passed or special courses of study undertaken, indicating the date of commencement and 

termination of the course with the remarks, if any, of the authority in-charge of the course 

of study. 

 (b) If the study is undertaken in a country outside India where there is an Indian 

Mission, the certificates shall be submitted through the head of the Mission concerned. 

 

84.       Accounting of study leave and combination with leave of other kinds.  

       (1) Study leave shall not be debited against the leave account of the Government 

servant. 

      (2) Study leave may be combined with other kinds of leave, but in no case shall  the 

grant of this leave in combination with leave, other than extraordinary  leave, involve a 

total absence of more than twenty  eight months from the regular duties of the 

Government servant. 

 Explanation.--The limit of twenty  eight months of absence  prescribed  in this  

sub-rule includes the period of vacations. 

 (3) A Government servant granted study leave in combination with any other kind 

of leave may, if he so desires, undertake or commence a course of study  during any other  

kind of leave and subject  to other conditions laid down in rule 87 being satisfied, draw 

study  allowance in respect thereof : 

 Provided that the period of such leave coinciding with the course of study shall not 

count as study  leave. 

85.     Regulation of study leave extending beyond course of study 

 When the course of study falls short of study leave granted to a Government 

servant, he shall resume duty on the conclusion of the course of study , unless the 

previous  sanction  of the authority  competent to grant leave has been obtained to treat 

the period of shortfall as ordinary leave. 

86.      Leave salary during study leave 

     (1) During study leave availed outside India, a Government  servant shall draw leave 

salary  equal  to the pay ( without  allowances other  than dearness  allowance)  that the  



Government  servant  drew while  on duty  with Government  immediately before  

proceeding on such  leave in addition  to the study  allowance  admissible in accordance 

with the provisions of rules 87 to 89. 

 (2)(a)  During study leave availed in India , a Government  servant shall draw leave 

salary equal to the pay ( without allowances other than dearness allowance) that the 

Government  servant drew while on  duty with Government immediately before 

proceeding on such leave. 

      (b) Payment of leave salary at full rate under clause (a) shall be subject  to furnishing  

of a certificate  by the Government  servant to the  effect  that he is not in receipt of any 

scholarship, stipend or remuneration in respect or any part-time employment. 

       (c) The amount , if any, received  by a Government servant during the period of 

study leave as scholarship, stipend  or remuneration in  respect of any part-time  

employment  shall be adjusted  against the leave salary payable  under this sub-rule, 

subject to the condition  that the leave salary shall not be reduced  to an amount  less than 

that payable as leave salary during half pay leave. 

 (d) No study allowance shall be paid during study leave for courses of study in 

India. 

87.      Conditions for grant of study allowance  

 (1) A study allowance shall be granted to a Government servant who has been 

granted study leave for studies outside India for the period spent in prosecuting a definite 

course of study at a recognised institution or in any definite tour of inspection of any 

special class of work, as well as for the period covered by any examination at the end of 

the course of study. 

 (2) Where a Government servant has been permitted to receive and retain, in 

addition to his leave salary, any scholarship or stipend that may be awarded to him from a 

Government or non-Government source, or any other remuneration in respect of any part-

time employment-- 

  (a) no study allowance shall be admissible in case the net amount of such 

scholarship or stipend or remuneration (arrived at by deducting the cost of fees, if 

any, paid by the Government servant, from the value of the scholarship or stipend or 

remuneration) exceeds the amount of study allowance otherwise admissible. 



  (b) in case the net amount of scholarship or stipend or remuneration is less than 

the study allowance otherwise admissible, the difference between the value of the net 

scholarship or stipend or any other remuneration in respect of any part-time 

employment and the study allowance may be granted by the authority competent to 

grant leave. 

 (3) Study allowance shall not be granted for any period during which a Government 

servant interrupts his course of study to suit his own convenience : 

 Provided that the authority competent to grant leave or the Head of Mission may 

authorise the grant of study allowance for a period not exceeding 14 days at a time during 

such interruption if it was due to sickness. 

 (4) Study allowance shall also be allowed for the entire period of vacation during 

the course of study subject to the conditions that- 

  (a) the Government servant attends during vacation any special course of study or 

practical training under the direction of the Government or the authority competent to 

grant leave, as the case may be; or 

  (b) in the absence of any such direction, he produces satisfactory evidence before 

the Head of the Mission or the authority competent to grant leave, as the case may be, 

that he has continued his studies during the vacation : 

  Provided that in respect of vacation falling at the end of the course of study it shall 

be allowed for a maximum period of 14 days. 

 (5) The period for which study allowance may be granted shall not exceed 24 months 

in all. 

88.   Rates of study allowance  

(1) The rates of study allowance shall be as follows :- 

Country                                                       Study Allowance per dien 

Australia                                £ 1.00 (Sterling).  

Continent of Europe             £ 1.65 (Sterling).  

New Zealand                        £ 1.20 (Sterling).  

United Kingdom                    £ 2.00 (Sterling).  

United States of America      £ 2.75 (Sterling). 



 (2) The rates of study allowances prescribed in sub-rule (1) may be revised by the 

Government from time to time. 

 (3)  The rates of study allowance to be granted to a Government servant who 

takes study leave in any country other than those specified in sub-rule (1) shall be such as 

may be specially determined by Government in each case. 

89.  Procedure for payment of study allowance  

 (1) Payment of study allowance shall be subject to the furnishing of a certificate 

by the Government servant to the effect that he is not in receipt of any scholarship or 

stipend or any other remuneration in respect of any part-time employment. 

 (2) Study allowance shall be paid at the end of every month provisionally subject 

to an undertaking in writing being obtained from the Government servant that he would 

refund to the Government any overpayment on his failure to satisfy the authority 

competent to grant leave about the proper utilization of the time spent for which study 

allowance is claimed. 

 (3) (a) In the case of a definite course of study at a recognised institution, the 

study allowance shall be payable by the authority competent to grant leave, if the study 

leave availed of is in a country where there is no India Mission, and by the Head of the 

Mission in other cases, on claims submitted by the Government servant from time to 

time, supported by proper certificates of attendance. 

 (b) The certificate of attendance required to be submitted in support of the claims 

for study allowance shall be forwarded at the end of the term if the Government servant is 

undergoing study in an educational institution, or at intervals not exceeding three months 

if he is undergoing study at any other institution. 

 (4) (a) When the programme of study approved does not include, or does not 

consist entirely of, such a course of study, the Government servant shall submit to the 

authority competent to grant leave direct or through the Head of the Mission a diary 

showing how his time has been spent and a report indicating fully the nature of the 

method and  operation which have been studied and including suggestions as to the 

possibility of adopting such methods or operations to conditions obtaining in India. 



 (b) The authority competent to grant leave shall decide whether the diary and 

report show that the time of the Government servant was properly utilized and shall 

determine accordingly for what period study allowance may be granted. 

90. Admissibility of allowance in addition to study allowances  

     No allowance of any kind other than the dearness allowance and study allowance shall 

be admissible to a Government servant in respect of the period of study leave granted to 

him. 

91. Traveling  allowance during study leave  

      A Government servant to whom study leave has been granted shall not ordinarily be 

paid traveling allowance but the Government may in exceptional circumstances sanction 

the payment of such allowance. 

92. Cost of fees for study  

       A Government servant to whom study leave has been granted shall ordinarily be 

required to meet the cost of fees paid for the study but in exceptional cases, the 

Government may sanction the grant of such fees: 

 Provided that in no case shall the cost of fees be paid to a Government servant 

who is in receipt of scholarship or stipend from whatever source or who is permitted to 

receive or retain, in addition to his leave salary, any remuneration in respect of part-time 

employment. 

 

93. Resignation or retirement after study leave  

       (1) If a Government servant resigns or retires from service or otherwise quits service 

without returning to duty after a period of study leave or within a period of three years 

after such return to duty, he shall be required to refund- 

  (a) the actual amount of leave salary, study allowance, cost of fees, travelling and 

other expenses, if any, incurred by the Government, and  

  (b)  the actual amount, if any, of the cost incurred by other agencies, such as 

foreign Governments, Foundations and Trusts in connection with the course of study, 

together with interest thereon at rates for the time being in force on Government loans, 

from the date of demand, before his resignation is accepted or permission to retire is 

granted or his quitting service otherwise: 



 Provided that nothing in this rule shall apply-- 

  (i) to a Government servant who, after return to duty from study leave, permitted 

to retire from service on medical grounds; or 

  (ii)  to a Government servant who, after return to duty from study leave, is deputed 

to serve in any statutory or autonomous body or institution under the control of the 

Government and is subsequently permitted to resign from service under the 

Government with a view to his permanent absorption in the said statutory or 

autonomous body or institution in the public interest. 

 (2) (a)  The study leave availed of by such Government servant shall be converted 

into regular leave standing at his credit on the date on which the study leave commenced, 

any regular leave taken in continuation of study leave being suitably adjusted for the 

purpose and the balance of the period of study leave, if any, which cannot be so 

converted, treated as extraordinary leave. 

 (b) In addition to the amount to be refunded by the Government servant under 

sub-rule  (1), he shall be required to refund any, excess of leave salary actually drawn 

over the leave salary admissible on conversion of the study leave. 

 (3) Notwithstanding anything contained in this rule, the Government may, if it is 

necessary or expedient to do so, either in public interest or having regard to the peculiar 

circumstances of the case or class of cases, by order, waive or reduce the amount required 

to be refunded under sub-rule (1) by the Government servant concerned or class of 

Government servants. 



CHAPTER VIII--MISCELLANEOUS 

94. Temporary and officiating service taken into account for leave purposes  

     Temporary and officiating service, rendered under the Central Government  or any 

state Government, will, if followed by con formation under the Government of  

Maharashtra  without interruption of duty, be taken into account for the purpose of the 

leave account provided that under the rules laid down by the other Government such 

service would have counted had the Government servant in question continued in the 

service of that Government without a break of service till confirmation and provided that 

the other Government treats in a similar manner temporary and officiating service 

rendered under the Government of Maharashtra. 

95. Grant of leave to Government servants remunerated partly by fixed pay and 

partly by  honoraria    

       (1)  A Government servant who is remunerated partly by fixed pay and partly by 

honoraria may be granted such leave as the authority who appoints him may think fit to 

grant, provided that the authority is able to make satisfactory arrangements for the 

performance of the absentee’s duties and that no extra expense is caused to Government.  

In such cases the Government servant may be permitted to draw leave salary equal to pay 

or part of the pay of his post, but the whole of the honoraria shall be paid to the person 

who officiates in the post. 

       (2)  Rules regulating the grant of leave to Government servants in non-continuous 

and part time service are contained in Appendix IV. 

96. Leave to boring Mechanics, Mukadams and Trained Coolies  

      Boring mechanics; mukadams and trained coolies, employed in the Agricultural 

Department for boring work, may be granted:- 

 (1) Leave up to one-eleventh of the period spent on duty, subject to a maximum of 60 

days at a time, on monthly leave allowance equal to the earnings proceeding on leave; 

and 

 (2) Leave on medical certificate on half the above allowance for a further one-

eleventh of the period spent on duty, provided that not less than five years’ duty has 

been done by them. 



CHAPTER IX-REPEAL AND SAVING 

97. Repeal and Saving  

       The corresponding rules in the Bombay Civil Services Rules, 1959, as in force in 

force in the State of Maharashtra immediately before  the commencement of these rules 

are hereby repealed in so far as they provide for any of the matters contained in these 

rules: 

      Provided that anything done or any action taken under the rules so repealed shall be 

deemed to have been done or taken under the corresponding provisions of these rules. 



APPENDIX II 

(See rule 52) 

List of Government servants serving in Vacation/Non-vacation 

Department 

    The following classes of Government servants serve in Vacation  Department  when 

the conditions of rule 52 are fulfilled:- 

 1. (a) Under the Directorate of Education - 

  (i) All Heads of Government Educational Institutions belonging to Class I, II and 

III. 

  (ii) Professors, Readers, Associate Professors, Research Assistants, Lecturers, 

Assistant Lecturers, Demonstrators, Tutors in Class I, II and III as the case may be, in 

Government Arts, Science, Commerce and Law Colleges. 

  (iii) Professors, Lectures, Co-ordinators, Assistant  Lectures etc. in Class I,II and 

III as the case may be, in Government Training Colleges. 

  (iv) Physical Instructor in Government Colleges and Secondary Schools. 

  (v) Laboratory Assistants, Laboratory Attendants in Government Colleges and 

Secondary Schools. 

  (vi) Lecturers or other teachers in Government Primary, Middle and Secondary 

Schools and in Primary Training  Institutions and other special Institutions. 

  (vii) All other staff in Government Institutions excepting those mentioned as 

belonging to Non-vacation Department. 

Note.--The following classes of Government   servants should be treated as belonging to 

a Non-vacation Department:- 

  (i) Farm Superintendents in Multipurpose High Schools and Agriculture Teacher 

Supervisors in Agriculture High Schools or the incumbents of similar posts in 

Agriculture High Schools who are required to do super -vision of Agriculture 

farms and Field Assistants, Field Attendants who are required to do farm work, 

  (ii) Clerks and other ministerial servants in all Educational Institutions including 

Colleges, 

  (iii) Librarians, Assistant Librarians  in all Educational Institutions including  

Colleges, 

  (iv) Registrars of Government Colleges, 



  (v) Such Class IV servants as are attached to the Offices of the Educational 

Institutions, 

  (vi) The following Class IV servants paid from contingencies in Educational 

Institutions:- 

   (1) Library Hamals, (2) Laboratory Hamals, (3) Malis, (4) Watchmen, (5) 

Sweepers, (6) Kamathis or Hamals, (7) Pagis, (8) Farases. 

 (b) (i) All the posts borne on the Maharashtra Education Service,Class I, II and  III 

under the Director of Technical Education requiring teaching instructions of its 

incumbents. 

Note 1.--The Principals and Heads of Institutions under the Director of Technical 

Education belonging to the Maharashtra Educational Service, Class I,II, III 

should be treated as belonging to Non-vacation Department irrespective of the 

fact that the incumbents of these posts are also required to do some teaching 

work. 

Note 2.--All the Maharashtra Educational Service, Class I,II,III posts the incumbents of 

which are not required to do teaching  instruction work,should be treated as 

belonging to Non-vacation Department. 

 (ii) All the members of the Class IV service attached to workshops/laboratories 

should be treated as belonging to Vacation Department. 

Note.--The Class IV servants belonging  to the Office of an institution and/or to the 

institution  as a whole should be treated as belonging to Non-vacation 

Department. 

 (c) The following  posts at Shasakiya Vidya Niketan, Pusegaon,Aurangabad, Dhulia 

and Amaravati:- 

  (i) Principal, Maharashtra Education Service, Class I (Administration Branch). 

  (ii) Warden,  Maharashtra Education Service, Class II (Administration Branch). 

  (iii) Rector,  Maharashtra Education Service, Class II (Administration Branch). 

  (iv) Teacher, Maharashtra Education Service, Class II (Administration Branch). 

  (v)Assistant Teacher, Maharashtra Education Service, Class III (Administration 

Branch) 



  (vi) Part-time Teacher, Maharashtra Education Service, Class III (Administration 

Branch). 

  (vii) Cook, Maharashtra Education Service, Class IV. 

  (viii) Assistant Cook, Maharashtra Education Service, Class IV. 

  (ix) Kitchen Servnt,  Maharashtra Education Service, Class IV, Metron , Kamathi, 

Sweeper , Watchman and Electrician-cum-Water-pump Operator. 

    (d) The following posts in Class III and Class III and Class IV services in the Institute 

of Science, Bombay, Nagpur, Aurangabad:- 

1Class III 

(i)   Demonstrator (full time)  (xi)   Harbarium Assistant 

(ii)  Demonstrator (part-time) (xii)   Museum Assistants 

(iii) Research Assistant (xiii)  Record Keeper 

(iv) Foreman (xiv)  Artist-cum-Photographer 

(v)  Senior Mechanic (xv)   Photo Artist 

(vi)  Junior Mechanic (xvi)  Senior Technician 

(vii) Carpenters (xvii)  Technical Assistants. 

(viii) Glass Blower (xviii) SeniorTechnical Assistants. 

(ix) Laboratory Assistants (x) Field Collectors 

(xix) Laboratory Mechanic. 

Class IV 

(i)   Animal Attendant (iv) Mazdoors in workshop 

(ii)  Animal Keeper (v) Laboratory Hamal. 

(iii) Mazdoors in Laboratories  

Note.--The following posts in Class IV services (i.e. the entire staff of Office, Library 

and Stores and Administrative Assitants of all Departments and Malies of the 

Botany Department) in the Institute of  Science, Bombay, are treated as belonging 

to Non-vacation Department :- 

Class  III 

(i)  Librarian (vii)  Assistant Librarian 

(ii)  Stores Officer (viii)  Store-keeper  

(iii) Higher Grade Stenographer  (ix)  Steno-typist  



(iv) Personal Assitant to the Director   (x)  Junior Clerks 

(v) Senior Clerks (xi)  Driver. 

(vi) Administrative Assistants 

Class  IV 

(i) Naik   (vi) Watchman (Stores) 

(ii) Peons (Office & Library) (vii) Sweepers (Stores) 

(iii) Liftman  (viii) Pump Operator 

iv) Mali (Botany) ix) Mazdoors in Library. 

v) Mazdoors in Stores 

2. Under the Directorate of Medical Education and Research- 

 (a) Full-time teaching staff working at Government Medical Colleges, 

  (Except- 

  (i)   Officer holding the post of Principal of the College, 

  (ii)  Professor of Pathology, 

  (iii) Lecturer in Pathology, 

  (iv) Lecturer in Bacteriology, 

  (v)  Senior-most Junior Lecturer in Pathology and 

  (vi) Senior-most Junior Lecturer in Bacteriology at B. J.Medical College at Pune;) 

and full-time teaching staff of the Grant Medical College, Bombay; 

        (Except- 

  (i) Professor of Pathology, Grant Medical College and pathologist ,  J. J. Group of 

Hospitals, Bombay, 

  (ii)  Lecturer in Pathology, 

  (iii)  Lecturer in Bacteriology and  

  (iv)   one Junior Lecturer in Pathology.) 

Note.-- The following full-time teaching staff appointed at Government Dental College 

and hospital ,Bombay, on or after 6
th  

November1950, should be treated as 

belonging to a Non-vacation Department:- 

  (i)  Professor of Dentistry and Dental Sergeon; 

  (ii) Lecturer in Dentistry; 

  (iii) Full-time Demonstrator and Dentistry. 



 (b) The staff appointed before 6
th
 November 1950, will be governed by the provisions 

of Rule 52. 

3. Under the Directorate of Ayurveda- 

 (a) The following posts at Government Ayurvedic College, Nanded:- 

   (i)     Lecturer in Anatomy, Bacteriology and Hygiene. 

  (ii)    Lecturer in Dravyaguna and Rasashastra. 

  (iii)    Junior Lecturer in Rog-Nidan. 

  (iv)    Lecturer in Physics, Chemistry and Biology. 

  (v)     Demonstrator in Anatomy. 

  (vi)    Demonstrator in Physiology. 

  (vii)   Demonstrator in Pathology. 

  (viii)  Demonstrator in Dravyaguna and Rasashastra. 

  (ix)    Demonstrator in Physics, Chemistry and Biology. 

Note.-- The following posts at the Government Ayurvedic College, Nanded, should be 

treated as belonging to Non-vacation Department :- 

  (i)  Principal-cum-Superintendent. 

  (ii)  Professor in Physiology, Biochemistry and Pathology.  

  (iii)  Lecturer in Clinical Medicine, Pharmacology and Meteria Medica. 

  (iv)  Professor, Sharir and Shalya Shalakya. 

  (v)  Professor, Doshadhatu Mala Vidnyan and Rog Nidan. 

  (vi)  Professor, Dravyaguna and Rasashastra (Pharmacist). 

  (vii) Professor in Kayachikitsa. 

  (viii)  Professor in Kumar Bharitya. 

 (b)  The following posts at the Ramvilas Anandilal Podar Medical College 

(Ayurvedic), Bombay :- 

  (i) The Lecturers in Anatomy, Physiology and Dravyaguna and the in charge of 

the Museum and Botanical Garden ; 

  (ii)  Tutor in Anatomy and Lecturer in Sharir Rachana; 

  (iii)  Demonstrator in Physiology and Biochemistry ; 

  (iv)  Demonstrator in Anatomy. 

 



 

4. Under Judicial Department- 

 All Judicial Officers and their office establishments including Class IV Government 

servants except District and Sessions Judges, Assistant Judges holding appellate powers, 

Joint and Additional Sessions Judges and Principal Judge of the City Civil and Sessions 

Court, Bombay. 

Note 1.--The Judges and staff of the Labour Courts should be treated as belonging to a 

Non-vacation Department. 

Note 2.--The posts of Adjudicators (Industrial Tribunals) should be treated as belonging 

to a Non-vacation Department. 

Note 3.--The Civil Judge-cum Magistrates should be treated as belonging to a Vacation 

Department.  

Note 4.--The posts of Chief Metropolitan Magistrate, Additional Chief  Metropolitan 

Magistrate should be treated as belonging to a Non-vacation Department. 

5. Under  the Police Department- 

    Those members of the staff attached to the Police Training College at Nashik, who are 

allowed regular vacations. 

Note.--The Assistant Superintendents of Police, Deputy Superintendents of Police and 

Language Master at Police Training College, Nashik do not serve in a vacation 

Department. But the Inspectors and Sub-Inspectors undergoing training at the 

College serve in a vacation Department. 

6. Under the Directorate of Fisheries-- 

 The staff attached to Government Fisheries Schools (except Class IV staff).  

7.     Under the Maharashtra Institute of Labour Studies, Bombay- 

 The Director and all other teaching posts in the Maharashtra Institute of Labour  

Studies, Bombay 



APPENDIX III 

(See rule 79) 

Rules regarding grant of concessions to Government servants  

suffering from tuberculosis/Cancer/Leprosy or Paralysis 

Rule 1--Scope  

 (1) These rules are applicable to all Government servants on regular establishment 

as well as to the persons employed on work-charged establishment, except staff paid on 

daily wages and part-time employees. 

 (2) Temporary Government servant who has put in more than a year's continuous 

service shall be eligible to the concessions under these rules other than monetary 

concessions and concessions T. B. leave on full pay. The monetary concessions and The 

T. B leave on full pay will be admissible only to those temporary Government servants 

who have put in not lass than three year's continuous service. Temporary Government 

servants with lass than a year's service are not entitled to any of these concessions. 

Note.--Continuous  service of one year or three year means services of specified duration 

under the Government of Maharashtra till the commencement of leave for 

treatment of T.B. 

 (3) Government servants suffering from T.B while they are under suspension are 

also eligible to these concessions. 

 (4) These concessions are not available to Government servants suffering from 

ordinary pleurisy. 

Rule 2--Suspectation and examination of the disease.  

 In respect of Government servants serving in Bombay city and who are suspected of 

tuberculosis should be sent for examination and opinion to the J.J Group of Hospital or 

the G.T. Hospital, Bombay. In respect of Government servants, serving in the mofussil, 

should be referred to the nearest District Head quarters Hospital. No charge should be 

made   for such examination. The civil surgeon, if he considers it necessary, will refer the 

case to the nearest Government Hospital where proper facilities, including X-Ray, are 

available, for a through examination. No charge will be made for X-Ray, skiagrams, 

examination and laboratory investigations. 

Rule 3--Confirmation of the disease and grant of leave.  



 (1) If, after careful consideration, the case is found to be an active one, the 

Government servants concerned should be granted such leave as is recommended in his 

case by the Authorised Medical Attendant until he was exhausted all the leave due to him 

under the maharashtra civil services (Leave) Rules, 1981.When the end of this leave 

under sub-rule (3) is approaching he should be brought before a Medical Board for report 

whether there is any likelihood of his return to duty. 

If the Board reports that he would be fit to resume duty after further treatment he should 

be granted extraordinary leave for the period recommended by the Board, provided that 

the total period of continuous absence from duty does not exceed three years. if the Board 

reports that there is no likelihood of his returning to duty, he should be invalided. 

 (2) In the case of a Government servant, who has more than six month's leave due 

to him, the examination by the medical Board referred to above should be arranged six 

months, such extraordinary leave as is necessary to complete that period may be given 

pending examination of the patient by the Medical Board. 

 (3) A Government servant irrespective of the pay drawn, after the expiry of all leave 

due and admissible to him on full pay be granted T.B leave should be regulated under 

normal rules. The total T.B. leave should not exceed one year. After the expiry of this 

leave, leave on half pay, if due, should be granted in case it is found that a further period 

of leave is necessary for his recovery. After the expiry of leave on half pay, the 

Government servant should be placed before the Medical Board for his examination as to 

his physical fitness for further service and should be granted extraordinary leave 

recommended by the Medical Board subject to the condition that all leave granted under 

these rules does not be exceed three years. The T.B. leave on full pay should not be 

debited to the leave account of Government servant. 

 (4) At Places where there are no Medical Boards, the Civil surgeon may with the 

sanction of the Director of Health Services convene a Medical Board to examine 

Government  servants suffering from Tuberculosis with the help of the medical officers 

of the Institution where the patient is receiving treatment. The charges for the medical 

examination of a Government servant suffering from T.B. by a regular or a specially 

convened Medical Board, should be borne by Government, if the Medical Board is 

convened at a place it is convened at a place other than the one where it is ordinarily 



convened, on the request made by the Government servant on ground of health etc., the 

extra expenditure involved to Government in this respect e.g. expenditure on traveling 

allowance of a Medical Officer attending the meeting of the Medical Board, etc., shall be 

borne by the Government Servant concerned. 

 (5) In order to afford continuity of service to temporary Government servants, 

gazetted or non-gazetted, who contact Tuberculosis and undergo treatment in a 

recognised institution established for the treatment of the disease, and to unable them to 

return their original posts  after treatment, they may, in addition to and /or half pay leave 

which may be admissible to them, be granted in relaxation of rule 63(2) of maharashtra 

Civil Services (leave) Rules, 1981, extraordinary leave upto a maximum period of twelve 

months on any one occasion, subject to the following conditions :-- 

  (a) The post from which the Government servant proceed on leave is likely to 

last till his return to duty. 

  (b) the extraordinary leave shall be granted subject to the production of a 

certificate from the Medical Board, specifying the period for which the leave is 

recommended; and  

  (c) The Medical Board, in recommending the leave shall bear in mind the 

provisions of rule 40(7) of Maharashtra civil services (leave) Rules, 1981. 

 (6) The concession of extraordinary leave up to twelve months shall also be 

admissible to a temporary Government servant who for want of accommodation in any of 

the institutions recongnised for the purpose of the concession located at or near the place 

of his duty, receives treatment at his residence, provided that--  

  (a) the treatment is under a duly qualified Registered Medical Practitioner ; 

and  

  (b) he submits a certificate signed by that medical practitioner to the effect 

that he is under his treatment and that he has reasonable chances of his recovery on 

the expiry of the leave recommended. 

 (7) Before the expiry of the maximum limit of extraordinary leave admissible under 

the rules, the Government servant concerned should be examined by the Medical Board 

to see whether he is fit to resume duty or should be invalided. If the Government servant 

is found to have greatly improved, but to be still in need of some more fit to resume 



duties, further leave may be granted subject to the limit of 3 months provided it is 

certified that he is likely to resume duty by the end of that period. 

     (8) The Heads of department or offices, as the case may be, should, while placing the 

Government servant suffering from T. B. before a Medical Board, invariably inform the 

Medical Board of the period of extraordinary leave already enjoyed by the Government 

servant concerned in pursuance of the T. B. concessions, and the balance of leave 

admissible, so as to enable the Medical Board to certify whether the Government servant 

is likely to be fit before the expiry of the full leave. 

 (9) (a) The extraordinary leave availed of by permanent Government servant on 

account of illness due to tuberculosis should be counted towards increments subject to the 

condition that only such extraordinary leave falling during the period of three years 

commencing from the date of absence from duty will count for increments under rules 39 

of the Maharashtra Civil Service (pay) Rules, 1981. 

 (b) the extraordinary leave availed of by the temporary Government servant to the 

extent admissible under the T. B. Concession rules should also be counted for increment 

if supported by the medical certificate of the competent authority. 

Note.--Rules 3(2) and 3(3) be read together. These rules are inconsistance with each other 

and as such each rule should not be read as an independent rule and interpreted.  

Rule 4--Authority competent to grant leave and monetary concessions  

      The Regional Officer of the Department under whom the Government servant is 

serving or where there is no Regional Officer, the Head of the Department should be the 

authority to sanction these concessions for the first time.   

Rule 5--Treatment while on leave  

       (1) While on leave, the government servant should be required to undergo treatment 

in a Government Medical Institution, or if he so prefers, place himself for treatment under 

a competent private medical practitioner or in any of the approved non-Government 

Tuberculosis Sanatoria or Institutions mentioned below: - 

 (a) The Bel-air Sanatorium, Delkeith, Panchgani. 

 (b) Hillside Sanatorium, Vengurla. 

 (c) Wanless Tuberculosis Sanatorium, Wanlesswadi. 

 (d) The Nashik Tuberculosis Sanatorium, Wanlesswadi, Mhasrul, Nashik. 



 (e) The Group of tuberculosis Hospitals, Sewree, Bombay. 

 (f) The N. M. Wadia Charitable Hospital, Solapur. 

 (g) The Talegaon General Hospital and Convalscent Home, Talegaon (Dabhade), 

District Pune. 

 (h) The Shashikala Tuberculosis Sanatorium, Jaysingpur, District Kolhapur. 

 (i) The Swastik T. B. Sanatorium, Wai, District satara. 

 (j) The Evangeline Booth Hospital, Ahmednagar, District Ahmednagar. 

 (k) K. E. M. Hospital, Bombay. 

 (l) Dr. Bandorwalla Leprosy Hospital, Kondhawa, Pune. 

       (2) The Medical Officers should have discretion to decide whether a patient should 

be asked to stay in a hospital or a sanatorium, or whether he should take treatment while 

staying outside such institutions under such conditions as may be considered necessary. 

    (3) Reasonable facilities should also be provided as far as possible,for admission of a 

Government servant to the existing institutions (i.e.Government Hospital or approved 

non-Government Hospital or Sanatorium, provided he is deemed fit by the Civil Surgeon 

of the District concerned or the Superintendent, J.J. Group of Hospitals or G.T. Hospital, 

Bombay, for institutional treatment. 

Rule 6--Medical examination for physical fitness before resuming duties and grant 

of concessions. 

 (1) The Government servant who was suffering from T.B. should be sent to 

Medical Board for his examination and the certificate regarding his physical fitness 

should be obtained from the Medical Board before he is allowed to resume his duties 

under the following conditions:- 

  (a) that he remains under suitable medical supervision and treatment of a 

qualified medical practitioner approved by the Government Medical Officer 

concerned who should maintain a special register of such cases so that the patient 

may be followed up regularly from time to time in his own interest as well as that 

of public health; 

  (b) that the Government servant suspected of Tuberculosis or suffering from 

“arrested” Tuberculosis shall undergo periodical re-examination by the proper  

Government Medical Officer and if necessary, by a competent authority in 



Tuberculosis approved by Government. The re-examination should  be done by 

the Government Medical Officer free of charge. 

 (2)  (a)  For journeys to Government Medical Institutions and back  in connection 

with the medical examination and for treatment, Government servant will be eligible to 

travelling allowance as on tour as admissible, under the relevant Travelling Allowance 

Rules, and for the purpose of payment of such travelling allowance his residence shall be 

treated as his headquarters.  Similar travelling allowance will also be granted, if 

Government servant goes to approved non- Government Tuberculosis Sanatoria or 

Institutions for treatment. 

 (b) The attendant, if any, accompanying the patient (Government servant) should 

be granted actual single fare of the appropriate class in which the patient travels or a 

lower class by which the attendant actually travels. 

 (3) In the event of a Government servant suffering from Tuberculosis being  

declared fit for duty, the department concerned should, wherever possible, give him light 

duty for another year or so, and also allow him some period for rest daily or occasionally 

as advised by  the Medical Attendant of the Government servant. 

Rule 7--Limits of monetary concessions  

       (1)  Government will assist in the payment of the cost of special diet, special 

medicines and sanatorium charges in  case of Government  servants with pay not 

exceeding Rs.760 per mensem, when they are admitted as paying patients (and not 

against free beds reserved by Government) to private approved sanatoria or hospitals up 

to the following monetary limits:--  

  (a) Rs.25 per mensem for sanatorium charges (which includes charges for 

ordinary accommodation, ordinary diet and ordinary medicines) or at the rate 

actually paid by the patients, whichever is less;  

  (b) An allowance of Rs.50 per mensem during the period of high prices 

towards the cost of special diet, if any, prescribed by the Medical Superintendent 

of the Sanatorium; and  

  (c) A Government servant should be allowed reimbursement of medical 

expenses incurred by him on account of special medicines (excluding those 

included in the list of inadmissible medicines) under the Maharashtra State 



Services (Medical Attendance) Rules, 1961.  Government servant should also be 

allowed  reimbursement of expenditure incurred by him on account of P.P.sputum 

examination, blood test, injections and operations etc.at the private approved 

sanatoria or hospitals. 

        (2) A Government servant who can not be accommodated either in a Government 

Hospital where proper facilities for the treatment of T.B. exist or in a reserved bed in one 

of the private T.B. Sanatoria where Government has reserved beds for the free treatment 

of Governmentservants and who is allowed to take treatment in a non-Government 

sanatorium or Hospital or under a private medical practitioner, shall be entitled to the 

following concessions:- 

  (a) In case of a Government servant whose pay does not exceed Rs.760 p.m. 

the expenses on Hospital or Sanatorium charges,special diet and special 

medicines subject to the limits mentioned in sub-rule (1). 

  (b) In case of a Government servant whose pay exceeds Rs.760 p.m. only 

charges on medicines included in the latest  National Health Formulary of the 

United Kingdom but not exceeding the limit mentioned in sub-rule (1) (c) above. 

  (c) A Government servant undergoing treatment under private medical 

practitioner or as out-patient at Government Hospital or recognized private 

institution should be granted the concessions subject to the following conditions:- 

   (i) The Medical Officer, i.e. the Civil Surgeon or the Superintendent of 

Government Hospital should certify that the Govern ment servant can take 

treatment of such medical practitioner under such conditions as he considers 

necessary.  

   (ii)   The Medical Officer who has examined the Government servant 

should, as far as possible, try to secure him admission  in a Government 

hospital and at the same time furnish him with a list of approved sanatoria or 

institutions, so that the patient  may also on his own seek admission to one of 

them. 

   (iii)  The necessary vouchers for the special medicines purchased by the 

patient for himself should be produced and countersigned by the Medical 



Practitioner or the authorities of the Institutions concerned, as the case may 

be. 

 (3) The allowance for special diet at the rate of Rs.50 p.m. or equal to the actual 

expenditure incurred, whichever is less, should be granted subject to the condition that 

declaration as stated below is given by the patient and is countersigned by the Medical 

Attendant:- 

 I hereby declare that, I Shri/Smt./Kum........................................... was under the 

treatment of Dr. ...........................................................for tuberculosis, and under his 

advice, I have taken special diet, such as ........ for which I have incurred an expenditure 

of Rs.........................for the period from .........................................  to  

....................................... 

 (4) A Government servant taking treatment as indoor patient in Government 

Institution should be granted monetary concessions towards items on which he has 

incurred expenditure, subject to the maximum laid down in sub-rule (1) provided he 

produces necessary vouchers and certificates in support of his claim. 

Note.-- The requirement in regard to production of vouchers for special diet shall be 

waived provided a declaration is given by the Government servant concerned that 

he has taken special diet of the value of Rs.50 per month. 

 (5) A Government servant who was suffering from Tubereculosis and who has 

been declared fit to resume duties should be granted the following monetary 

concessions:- 

  (a)  Rs. 30 per month for extra diet. This is available for period of one year 

with effect from the date of the Government servant resuming duty, subject to the 

conditions that the extra diet, medicines and tonics are recommended y the Civil 

Surgeon or the authorities of the hospital in which he was taking treatment and 

subject to the production of necessary vouchers in support of his claims. 

  (b) The Heads of the Departments while granting the concessions, should 

insist on the certificate of the Civil Surgeon or the authorities of the hospital in 

which the Government servant was taking treatment recommending extra diet, 

medicines and tonics. On  the production of vouchers for medicines and tonics, a 



declaration given by the Government servant concerned that he has taken extra 

diet of Rs.15 per moth in place of vouchers for extra diet,should suffice. 

 (6) The expenditure on account of monetary concessions extended under these 

rules should be debited to the appropriate budget head to which the cost on account of the 

general administration of the department concerned is debited under the object of 

expenditure “Salaries”. 

Rule 8--Authority competent to grant the con cessions  second or third time  

 (1) A Government servant suffering from T.B. and declared fit to resume duty on 

expiry of leave, should report for periodical check-up at the nearest Civil Hospital where 

there is X-Ray facility or at the recognized  sanatorium where free beds are reserved for 

Government servants. His periodical check-up should be done till the specialist 

examining the patient considers that such check-up is necessary in his case and not 

indefinitely. The expenditure on account of the travelling allowance of such Government 

servant should be borne by Government. 

 (2) A Government servant having once availed of T.B. concessions and having 

been certified to be fit for duty after treatment, may be granted these concessions if he 

contacts T.B. again. 

 (3) The Heads of Departments under whom the Government servant is serving 

shall be the authority to sanction these concessions for the second time. The vouchers 

required to be produced under rule 7 (4) should be submitted to the Head of the 

Department in order to enable him to authorize the concession. It is not necessary to 

Government . 

 (4) If the concessions are to be sanctioned for the 3
rd
 time after producing the 

necessary certificate from the Authorized Medical Attendant that the Government servant 

has scrupulously followed T.B. concessions for the 3
rd
 time, such cases should be referred 

to  Government. 

 (5) The T.B. concessions should not be granted to a Government servant for the 

4
th
 time and that the Government servant asking for the concession for the 4

th
 time should 

be placed before the Medical Board for invalidation. 

Rule 9--Re-employment of ex-T.B. patients in Government  service  



 (1) The ex-T.B. patient who was once in Government service but was discharged 

on account of his affliction with T.B. will be eligible for re-employment provided he has 

been declared non-infective and medically fit for Government service by a T.B. specialist 

or a medical authority authorized in this behalf by Government. 

Note.-- The authority to declare ex-T.B. patients as non-infective and medically fit for 

Government service should be a Medical Board. The Civil Surgeon/ District 

Medical Officers in-charge of the Civil Hospitals, Superintendents of Medical 

Institutions in Bombay and Superintendents of Government T.B. Sanatoria 

including Superintendent, Hospital for the Diseases of  chest, Camp Aaundh, 

Pune, are authorized to convene a Medical Board for the examination of the ex-

T.B. patients and for issue of fitness certificates   to them. 

 (2) Such a Government servant will be eligible for re-appointment  to the posts 

preciously held by him if vacancies exist or to equivalent  posts in his own Department, 

the usual condition of age limit not being enforced in his case. 

 (3) Such a Government servant will be eligible for re-appointment by the 

Department concerned without the intervention of the selection Board or the Employment 

Exchange as the case may be, whenever there are suitable vacancies. 

 (4) If such a Government servant cannot be re-employed in the Department 

concerned for want of vacancies, employment assistance to him will be rendered by the 

Selection Board or the Employment Exchanges as the case may be. For this purpose as 

also for purposes of age relaxation he will be treated as transferred Government 

employee. 

 (5) On his re-employment in the same post from which he was discharged; the 

actual precious service rendered by him should be treated as qualifying service for 

purposes of pension and seniority and for purposes of pay and he should be placed in the 

same position in which he was at the time of his discharge from service. The break in 

service between the date on which he was discharged from service and the date of his re-

employment would itself, however, be regarded as continuous. The seniority of such a 

person re-employed in other post will be fixed in consultation with General 

Administration Department and his pay fixed in consultation with the Finance 

Department. 



 (6) On re-employment he will not be required to undergo a fresh medical 

examination if he has been medically examined on his first appointment. He will, 

however, have to undergo the usual medical examination before confirmation, if 

otherwise necessary. 

 (7) In a case in which he is re-employed in a post direct appointment to which can 

be made only in consultation with the Maharashtra Public Service Commission, the 

Commission will be consulted as usual. For this purpose his available record will be 

referred to the Commission. The commission, if they also consider necessary, may 

interview him and his actual appointment will be made only after the Commission has 

certified him to be suitable for appointment to the post in question. 

Rule 10--Re-employment of Government servant who retires on invalid pension on 

account of affliction with T.B. 

 (1)   Whenever a Government servant who retires on invalid  pension being 

incapacitated for further service on account of the affliction with T.B. is re-employed 

being cured of the disease- 

  (a) his pay on re-employment will be regulated according to relecant 

provisions of the Pension rules. 

  (b)  he will not be required to undergo a fresh medical examination under rule 

15 (1) of Maharashtra Civil Services (General Conditions of Services) Rules, 

1981; and  

  (c)   the leave standing to his credit will be carried forward as provided in rule 

22 (4) of the Maharashtra Civil Services (Leave) Rules, 1981. 

 (2)   The concessions mentioned in rule 9 and sub-rule (1) above are applicable to 

Government servants who were in service but  were discharged on account of their 

affliction with T.B. Pleurisy, as distinguished from ordinary pleurisy. They are also 

applicable  mutatis  mutandis to those who were in service but were discharged on 

account of their affliction with leprosy. 

 

Rule 11--Extension of T.B. concessions to Government servants suffering from 

Cancer, Leprosy or Paralysis. 



 Government servant who has put in not less than 3 years  continuous service and 

suffering from leprosy/cancer or paralysis should be granted the concessions regarding 

T.B. leave on full pay  admissible under sub-rule (3) of rule 3 of these rules and the 

monetary concessions admissible under rule 7. They should also be granted the special 

diet allowance of Rs. 50 p.m. or equal to actual  expenditure incurred, whichever is less, 

even if they are not required to be on leave as per the rules in force from time to time. 

The Special diet allowance should be for a period of one year or till  the Authorized 

Medical Attendant recommends, whichever is earlier.They should also be granted 

travelling allowance for their journeys to Government Medical Institutions and back in 

connection with the medical examination and for treatment as per the provision of these 

rules. 

Rules 12--Grant of concession dependant only on restricting family size. 

 These concessions will not be available to those Government servants who do not 

restrict their family size to 3 living children, if they have less than 3 children or to their 

present size if they have more than 3 living children as on 15
th
 August 1968 :  

 Provided that such Government servants who become disentitled to these  

concessions on account of the contravention of the directions  issued in this rule, they 

should become re-entitled if the Government  servant or the spouse being, in the 

reproductive group, thereafter undergoes sterilization and produces and certificate to that 

effect by competent Medical Authorities in charge of the Hospital or Dispensary where 

the sterilization operation has been performed. The Head of office should furnish the 

following certificate while sanctioning the concessions to the Government servant. 

 

 

 

 

 

 

 

 

CERTIFICATE  



Name of the Department ...........................................................................  

      Certified that Shri/Smt. ............................................................................. after 

contravention of the orders issued in rule 12 has produced a medical certificate that 

he/she/his wife/her husband has undergone the sterilization operation as required in the 

proviso to  rule 12.  He/ She is eligible for the concession admissible under the rules 

regarding T.B. concessions to Government servant.  

 

                                       Head of Office  ............  ................................ 

 

        Seal of Office ................................................ 

Rule 13--Cessation of concessions on retirement  

 The concessions available under these rules shall, in any case, cease when the 

Government servant retires from Government service. 



 

APPENDIX  IV  

(See rule 95) 

Rules regulating the grant of leave to Government servants  

in non-continuous and part-time service  

 

Leave Rules applicable to the Advocate General . 

 1. The Advocate General appointed in accordance with the provisions of article 

165 of the Constitution of India, may be granted leave as follows :-- 

  (a) leave on full pay during the vacation of the High Court. 

  (b) leave on half pay for a period not exceeding 30 days for each completed 

year of service; 

  (c) on medical certificate, leave on half pay subject to a maximum of 12 

months during the whole service; 

  (d) extraordinary leave on the conditions prescribed in rule 63. 

Note.-- When maximum period of twelve months is exhausted, further on medical 

certificate not exceeding six months in all may be granted in exceptional cases on 

the recommendation of a Medical Board. 

 2.  Leave on half pay admissible under clause (b) or (c) of rule 1,is subject to 

maximum of Rs.750 p.m. 

 3.  Leave under any one of the clause of rule 1 may be combined  with leave 

under any other clause. 

Leave rules applicable to Government servants in non-continuous  

and part-time service  

 4.   No leave, except on half pay, shall be granted to the following :-- 

  (i)     Part-time lecturers in regional languages; 

  (ii)    Part-time Professors and lecturers in the Medical Department  who are 

remunerated wholly by pay. 

  (iii)   Part-time staff employed in the several offices under the Commissioner 

of Labour, Bombay. 

  (iv)   Part-time Professors, Assistant Professors, Lecturers and teachers. 



 5.  Half pay leave admissible under rule 4 shall be allowed at  the rate of 15 days 

for each years of duty.  

Note 1.--The term ”each year of duty” in this rule means a year comprising of 365 days 

of actual duty which may spread over a number of months. 

Note 2.--Part-time Demonstrators in Government Medical Colleges in pre-clinical 

subjects of Physiology, Anatomy and also in the Department of Pharma-cology 

and Preventive and Social Medicine and Pathology are not entitled to half pay 

leave. 

 6.  Maximum amount of half pay leave to be granted at any one time under rule 4 

shall b limited to ninety days on condition that such leave has been earned. 

 7.  Officers serving in the Vacation “Department will be allowed to prefix or affix 

half pay leave to a vacation but not both. They will be allowed full pay during vacation, 

which will be counted as duty, provided that no extra expenditure is thereby caused to 

Government,’ 

Note.--In case where a Government servant has been allowed prefix half pay leave to a 

vacation but is unable to resume duties for the circumstances beyond his control, 

the competent authority, on the merits of the case, and at its discretion, condone 

such an irregularity, as a special case.  

 8.  Half pay leave will also be granted to officers mentioned in clauses (ii) of rule 

4 taken elsewhere in India, Sir Lanka, Nepal, Burma or Aden for purpose of study on the 

conditions that they will undertake to continue to serve Government on return from half 

pay leave for period upto a maximum of give years if so desire by them and that in the 

event of default they shall re-imbrues to Government all amounts received by them 

during the period of half pay leave. 

 9.  The half pay leave shall, in no case, extend beyond the tenure of the 

appointment. 

          10.  Half pay leave cannot be claimed as of right. 

Leave rules applicable to Government servants  

Remunerated by honoraria  

 11. Except as provided for in rule 74 (6) a Government servant  remunerated by 

honoraria, may be granted leave on the terms laid down in rules 4 to 10 above, provided 



that he makes satisfactory arrangements for the performance of his duties, that no extra 

expense is caused to Government and that during leave of the kind contemplated in rule 

95, the whole of honoraria is paid to the person who officiates in his post.  

 Exception.--This rule does not apply to Honorary Professors and Honorary 

Lecturers in the Medical Department. 



APPENDIX V 

Forms 

FORM 1 

(See rule 24) 

Application for leave or for extension of leave  

 1. Name of applicant                             .. 

 2. Post held                                            .. 

 3. Department, Office and Section        .. 

 4. Pay                                                     .. 

 5. House rent and other compensatory 

       allowances drawn in the present post. 

 6. Nature and period of leave applied 

       for and date from which required. 

 7. Sundays and holidays, if any,  

  proposed to be prefixed/suffixed to leave. 

 8. Grounds on which leave is applied for. 

 9. Date of return from last leave, and 

       the nature and period of that leave. 

          10. I propose/do not propose to surren- 

       der earned leave for  …………… 

  days during the financial year 19 

  --19        . 

 11. Address during leave period         .. 

 12. *In the event of my resignation or voluntary retirement from  service, I 

undertake to       refund:-- 

                       (i) the difference between the leave salary drawn during ‘commuted leave’  

and that admissible during half pay leave, which would not have been  

admissible had sub-rule (1) of rule 61 not been applied. 

                   (ii) the leave salary drawn during ‘leave not due’ which would not have  been 

admissible    had sub-rule (1) of rule 62 not been applied.  

  



       13.  * I certify that I do not have three or more living children on  the date of this                

application. 

 

                                      Signature of 

Applicant 

                                                                                        (with 

date) 

 
(* Score out whatever be not applicable) 

  

 14.  Remarks and /or recommendation of the Controlling Officer. 

 

          Signature 

(with date)                                                                         

Designation. 

 

 

CERTIFICATE REGARDING ADMISSIBILITY OF LEAVE 

( By Audit Officer in case of Gazetted Officer ) 

 15. Certified that earned leave ………… days /half pay leave………… 

days/commuted leave ……….. days is to his credit on the .. 

…………………………………19….,under rule ……………………...of the 

Maharashtra Civil Services (Leave) Rules,1981. 

 

                                                                                  Signature 

(with date)  

                                                                                                                      

Designation. 

 

          16 .   * Orders of the authority competent to grant leave. 

 

 

                                                                            Signature 

(with date)  

          

 Designation. 



 
*  If the applicant is drawing any compensatory allowance, it should also be indicated in 

the orders whether on the expiry of leave, the Government servant is likely to return 

to the same post or to another post carrying similar allowance. 



FORM 3 

(See rule 40) 

Medical certificate for Gazetted Officers recommended leave or extension of leave 

or commutation of leave 

 Statement of the case of 

………………………………………………………………............. Name ( to be 

filled in by the applicant in the presence of the Civil Surgeon or Authorised  Medical 

Attendant. 

 Appointment held……………………………………………………………………. 

 Age 

………………………................................................................................................... 

 Total Service ………………………………………………………………………… 

 Previous periods of leave of absence on medical certificate………………………… 

 Habits………………………………………………………………………………… 

 Disease……………………………………………………………………………….. 

 I, ………………………………………………………….. Civil Surgeon / Medical 

Officer of ………………………………………………… after careful personal 

examination of the case hereby certify that Shri/Smt./Kumari……………………. 

………………………… ……… ……………… ………is in a band state of health and I 

solemnly and sincerely declare that according to the best of my judgement  a period of 

absence from duty is essentially necessary for the recovery of his/her health and 

recommend that he/she may be granted leave for………………………..with effect 

from…………………………………… 

 *In my opinion it is/it is not necessary for the officer to appear before a Medical 

Board. 

Dated …………...........……..                                             Authorised Medical Attendant. 

1Note 1.--Where the period of leave initially recommended, or the period of leave 

initially recommended together with any extension thereof subsequently 

recommended, does not exceed two months, the Medical Officer should 

invariably certify whether in his opinion it is or it is not necessary for the 

Government servant to appear before a Medical Board. 



Note 2.--This form should be adhered to as closely as possible and should be filled in 

after the signature of the Government servant has been taken. The certifying 

officer is not at liberty to certify that the Government servant requires a change 

from or to a particular locality or  that he is not fit to proceed to a particular 

locality. Such certificates should only be given  at the explicit desire of the 

administrative authority concerned to whom it is open to   decide, when an 

application on such grounds has been made to him, whether the  applicant 

should go before a Medical Board to decide the question of his /her fitness for  

service. 

Note 3.--No recommendation contained in this certificate shall be evidence of a claim to 

any leave  not admissible to the Government servant. 

 
          * This sentence should either be modified by scoring out the irrelevant worlds or 

altogether scored out according as the period of leave recommended is upto two 

months or exceeds that period. 



FORM 4 

(See rule 41) 

Medical certificate for Non-gazetted Officers recommended leave or extension of 

leave or commutation of leave 

           Signature of Government servant 

…………..........………………………………………… 

           I, ………………………………………………..……… after careful personal 

examination of the case hereby certify that Shri/ Shrimati/ 

Kumari………………………….…………… 

……….……………………………………………. whose is given above is suffering 

from …………………………..……………………………and I consider that a period of 

absence from duty of .............………………… with effect from 

…………………………………….. is absolutely necessary for the restoration of his/her 

health. 

 

 

Authorised Medical Attendant, 

…………………..…. Hospital/ 

Dispensary or other Registered 

                                                                             Medical Practitioner. 

 

Dated ……………………. 

Note 1.--The nature and probable duration of the illness should be specified. 

Note 2.--This Form should be adhered to as closely as possible and should be filled in 

after the signature of the Government servant has been taken. The certifying 

officer is not at liberty to certify that the Government servant  requires a change 

from or to a particular locality, or that he is not fit to proceed to a particular 

locality. Such certificates should only be given at the explicit desire of the 

administrative authority concerned, to whom it is open to decide, when an 

application on such grounds has been made to him whether the applicant should 

go before Civil Surgeon to  decide  the question of his/her fitness for services. 



Note 3.--Should a second medical opinion be required, the authority competent to grant 

leave should arrange for the second medical examination to be made at the 

earliest possible date by a medical officer not below the rank of a Civil Surgeon 

who shall express an opinion both as  regards the facts of the illness and as 

regards the necessity for the amount of leave recommended and this purpose he 

may either require the Government servant appear before himself or before a 

medical officer nominated by himself. 

Note 4.--No recommendation contained in this certificate shall be evidence of a claim to 

any leave  not admissible to the Government servant. 



FORM 5 

(See rule 47) 

Medical certificate of fitness to return to duty 

Signature of Government servant ……………………………………………………… 

 

We the members of medical Board 

 

I …………………….. Civil Surgeon/ 

                                         Authorised Medical Attendant, of …….. 

                                         Resident Medical Practitioner, 

do hereby certify that we/I have carefully examined Shri/Shrimati/Kumari 

…………………………………………………………………………..whose signature is 

given above, and find that he/she has recovered from his/her illness and is now fit to 

resume duties in Government  service. We/I also certify that before arriving at this 

decision, we/I examined the original medical certificate (s) and statement (s) of the case 

(or certified copies there of) on which leave was granted or extended and have taken 

these into consideration in arriving at our/my decision. 

 
 
                                                                                       Members of the Medical Board 

 

                                                                                 (1) ……………………. 

 

                                                                                 (2) ……………………. 

 

                                                                                 (3)……………………. 

 

Date ……………..                                                   Civil Surgeon/ 

                                                                          Authorised Medical Attendant 

                                                                          Registered Medical Practitioner 

 
Note: --The original medical certificate (s) and statements (s) of the case on which the 

leave was originally granted or extended shall be produced before the authority 



required to issue the above certificate. For this purpose, the original certificates 

(s) and statement (s) of the case should be prepared in duplicate, one copy being 

retained by the Government servant concerned. 



FORM 6 

[See rule 63 ] 

Bond for temporary Government servants granted extraordinary leave in relaxation 

or rule 63 (3) (a) for study leave in India or abroad 

 

 KNOW ALL MEN BY THESE PRESENTS THAT WE 

…………………………….. 

resident of ……………………………………………….… in the District of 

Department/Office of ………………………………….… (hereinafter called 

"theObligor") and Shri/Shrimati/Kumari ………………………………………………….. 

Son/daughter of …………… of ……………………  and Shri/Shrimati/Kumari 

…………………………….…… Son/daughter of ……………………………………… 

of ……………………………………………….………… …………… 

…………………….(hereinafter called the sureties) do hereby jointly and severally bind 

ourselves and our respective heirs,executors and administrators, to pay to the Governor of 

Maharashtra, his successors and assigns ( hereinafter called the “Government”) on 

demand the sum of Rs. ……………………..(Rupees ………………………………...) 

together  with interest thereon from the date of demand at Government rates for the time 

being in force on Government loans or, if the payment is made in a country other than 

India the equivalent of the said amount in the currency of that county converted at the 

official rate of exchange between that country and India AND TOGETHER with all costs 

between attorney and client and all charges and expenses 

that shall or may have been incurred by the Government. 

 WHEREAS the Government has, at the request of the above bounden 

Shri/Shrimati/Kumari ……………………………………………………, employed as a 

……………… ………………………………………………………, granted him/her 

regular leave, followed by extraordinary leave without pay and allowances, for a period 

of 

…………………………………………………….months………………………………

………. days with effect from ……………… …………………………………… in order 

to enable him/her to study at …………….………………………………………. 



 AND WHERES the Government has appointed/will have to appoint a substitute 

to perform the duties of ………… during the period of absence of Shri/Shrimati/Kumari 

………………………………………… On extraordinary leave; 

 AND WHEREAS for the better protection of the Government the obligor has 

agreed to execute this bond with two sureties with such condition as hereunder written;  

 AND WHEREAS the said sureties have agreed to execute this bond as sureties on 

behalf of the bounden ……………………….. 

 NOW THE CONDITION OF THE ABOVE WRITTEN OBLIGATION IS 

THAT in the event of the above bounden, 

Shri/Shrimati/Kumari………………………………………..failing to rejoin on the expiry 

of the period of extraordinary leave, the post originally held by him/her and serve the 

Government after rejoining for such period not exceeding a period of …………… years 

as the Government may require or refusing to serve the Government in any other capacity 

as may be required by the Government on a salary to which he/she would be entitled 

under the rules, the said Shri/Shrimati/Kumari ………………………… or his/her heirs, 

executors, and administrators shall forthwith pay to the Government on demand the said 

sum of Rs. ………………………………………………….. together with interest 

thereon from the date of demand at Government rates for the time being in force on 

Government loans.  

 AND upon the obligor Shri/Shrimati/Kumari ……………………………and, or 

Shri/Shrimati/Kumari ………………….. and or Shri/Shrimati/Kumari 

……………………… these sureties aforesaid making such payment the above written 

obligation shall be void and of no effect, otherwise it shall be and remain in force and 

virtue. 

 PROVIDED always that the liability of the sureties hereunder shall not be 

impaired or discharged by reason of time being granted or by any forbearance, act or 

omission of the Government or any person authorized by them (whether with without the 

consent or knowledge of the sureties) nor shall it be necessary for the Government to sue 

the obligor before suing the sureties Shri/Shrimati/Kumari 

……………..…………………………. Or any of them for amounts due hereunder. 



 The bond shall in all respects be governed by the laws of India for the time being 

in force and the rights and liabilities hereunder shall where necessary be accordingly 

determined by the appropriate courts in India. 

 The Government of Maharashtra have agreed to bear the stamp duty payable on 

this bond.  Signed and dated this ……………………… Day of 

…………………………… 

One thousand nine hundred and …………………… 

Singed and delivered by the obligor  

above-named .Shri/Shrimati/Kumari 

…………………………………… In the presence of ………………………………... 

 

Witness                1 

                            2 

Signed and delivered by the surety 

above-named.       Shri/Shrimati/Kumari 

…………………………… In the presence of ………………………………………... 

Witness                1 

                            2 

Signed and delivered by the surety 

Above-named.      Shri/Shrimati/Kumari 

……………………………… In the presence of ………………………................ 

Witness                1 

                            2 

    

 

                                                                                                       Accepted   

                           

                                                                                             for and on behalf of the                                                                           

Government  of   Maharashtra 



FORM 7 

[See rule 83] 

Bond to be executed by a Government servant in permanent 

 employ when processing on study leave. 

 

 KNOW ALL MEN BY THESE PRESENTS THAT I,…………………… 

………………. resident of ………………………………………. In district of 

…………………. At present employed as …………………. in the Department/Office of 

…………………………... do hereby bind myself and my hairs, executors and 

administrators to pay to the Governor of Maharashtra (hereinafter called the Government) 

on demand the sum of RS……………….(Rupees…………………………only.) together 

with interest thereon from the date of demand at Government rates for the time being in 

force on Government loans pr, if payment is made in a country other than India, the 

equivalent of the said amount in the currency of that country converted at the official rate 

of exchange between that country and India, AND TOGETHER with all  costs between 

attorney and client and all charges and expenses that shall or may have been incurred by 

the Government. 

 Whereas I,…………………………………………………am granted study leave 

by  Government;  

 AND WHEREAS for the better protection of the Government, I have agreed to 

execute this bond with such condition as hereunder is written; 

 NOW THE CONDITION OF THE ABOVE WRITTEN OBLIGATION IS 

THAT in the event of my failing to resume duty or resigning or retiring from service or 

otherwise quitting service without  returning to duty after the expiry or termination of the 

period of study leave or at any time within a period of three years after my return to duty, 

I shall forthwith pay to the Government or as may be directed by the Government on 

demand the said sum of Rs. …………………………...Rupees…………………………… 

only) together with interest thereon from the date of demand at Government rates  for the 

time being in force on Government loans. 

 AND upon my making such payment the above written obligations shall be void 

and of no effect, otherwise it shall be and remain in full force and virtue.The laws of 

India shall in all respects govern the bond for the time being in force and the rights and 



liabilities hereunder shall where necessary be accordingly determined by the appropriate 

courts in India 

         The government of Maharashtra have agreed to bear the stamp duty payable on this 

bond.   

       Signed and dated this …………………………day of……………………… 

…………… One thousand nine hundred and ……………………………… ...........Signed 

and delivered by 

…………………………………. 

In the presence of ……………… 

Witness (1)…………………….. 

             (2)…………………….   

         

         

 

        Accepted. 

        for and on behalf of the  

            Government of Maharashtra. 



FORM 8 

(See rule 83) 

Bond to be executed by a Government servant in permanent employ 

when granted extension of study leave. 

 KNOW ALL MEN BY THESE PRESENTS THAT I, 

…………………………….. resident………………………………………in the District 

of …………………………………... at present employed as 

………………………………………………………... In the Department /Office of 

………………………………………………………… do hereby bind myself and my 

heirs, executors and administrators to the Governor of Maharashtra (hereinafter called 

“the Government”) on demand the sum of 

Rs……………………………………………….(Rupees………………………………onl

y) together with interest thereon from the date of demand at Government rates for the 

time being in force on Government loans or, if payment is made in a country other than 

India , the equivalent of the said amount in the currency of that country converted at the 

official rate of exchange between that country and India AND TOGETHER with all costs 

between attorney and client and all charges and expenses that shall or may have been 

incurred by the Government. 

 WHEREAS I, …………………………………………………………………. 

granted study leave by Government for the period from………………….......……… 

………………………...to……………………………in consideration of which I 

executed a bond 

dated……………………………..forRs..................................(Rupees…………………….

only) in favour of the Governor of Maharashtra. 

 AND WHEREAS  the extension of study leave has been granted to me at my 

request until…………………………………………………………………………… 

 AND WHEREAS for the better protection of the Government I have agreed to 

execute this bond with such condition as hereunder is written. 

 NOW THE CONDITION OF THE ABOVE WRITTEN OBLIGATION IS 

THAT in the event of my failing to resume duty, resigning or retiring or otherwise 

quitting service without returning to duty after the expiry or termination of the period of 



study leave so extended or any time within a period of three years after my return to duty, 

I shall forthwith pay of the Government or as may be directed by the Government on 

demand the said sum of Rs. 

……………………………………(Rupees………………………………………………o

nly) together with interest thereon from the date demand at Government rates for the time 

being in force on Government loans. 

 AND upon my making such payment the above written obligation shall be void 

and of no effect, otherwise it shall be and remain in full force and virtue. 

 The Bond shall in all respect be governed by the laws of India for the time being 

in force and the right and liabilities hereunder shall, where necessary, be accordingly 

determined by the appropriate courts in India. 

 The Government of Maharashtra have agreed to bear the stamp duty payable on 

this bond.  Singed and dated this 

……………………………………………………………... Day of …………………… 

one thousand nine hundred and ……………………………….. 

Signed and delivered by  

………………………….. in the presence of  

Witnesses  (1)  

                 (2) 

          

 

 

 

          Accepted  

         For and on behalf of 

the           Governor of 

Maharashtra. 



FROM 9 

(See rule 83) 

Bond to be executed by a Government servant not in permanent  

employ, when proceeding on study leave 

 KNOW ALL MEN BY THESE PRESENTS THAT WE ……………………… 

………………………..resident of ………………………………………… in the District 

of ………………………………………………… at present employed as 

……………………….. in the Department./Office of 

…………………………………………. (hereinafter called “the 

obligor”)andShri/Shrimati/Kumari………………………….……………………………

……..son/daughter of …………………………..of ……………………………………... 

and Shri/Shrimati/Kumari …………………………………………….. Son/daughter of 

………… ……… …… ……. of    …………………………….……….. (hereinafter 

called the sureties) do hereby jointly and severally bind ourselves and our respective 

heirs, executors and administrators to pay to the Governor of Maharashtra (hereinafter 

called “the Government”) on demand the sum of 

Rs.…………………………………(Rupees ……………………………. Only) together 

with interest thereon from the date of demand at Government rates for the time being in 

force on Government loans or, if payment is made in country other than India, the 

equivalent of the said amount in the currency of that country converted at the official rate 

of exchange between that country and India AND TOGETHER with all costs between 

attorney and client and all charges and expenses that shall or may have been incurred by 

the Government. 

 WHEREAS the obligor is granted study leave by the Government; 

 AND WHEREAS for the better protection of the Government the obligor has 

agreed to execute this bond with such condition as hereunder is written ; 

      AND WHEREAS the said sureties have agreed to execute this bond as sureties on 

behalf of the above bounden ……………………………… 

     NOW THE CONDITION OF THE ABOVE WRITTEN OBLIGATION IS THAT in 

the event of the obligor Shri/Shrimati/Kumari ………………………………. 

………………failing to resume duty or resigning from service or otherwise quitting 



service without returning to duty after the expiry or termination of the period of study 

leave or at any time, within a period of three years after his return to duty, the obligor and 

the sureties shall forthwith pay to the Government or as may be directed by the 

Government on demand the said sum of Rs.……………….. (Rupees 

………………………………..Only) together with interest thereon from the date of 

demand at Government rates for the time being in force on Government loans.And upon 

the obligor Shri/Shrimati/Kumari……………………………………………………..and 

or Shri/Shrimati /Kumari………………………….………and, or 

Shri/Shrimati/Kumari…….................................   ………………………. the sureties 

aforesaid making such payment the above written obligation shall be void and of no 

effect, otherwise it shall be and remain in full force and virtue : 

    PROVIDED ALWAYS that the liability of the sureties hereunder shall not be impaired 

or discharged by reason of time being granted or by any forbearance, act or omission of 

the Government or any person, authorized by them (whether with or without the consent 

or knowledge of the sureties) nor shall it be necessary for the Government to sue the 

obligor before suing the sureties Shri/Shrimati/Kumari ……………………………… and 

Shri/Shrimati/Kumari …………………………….. …………………………………..or 

any of them for amounts due hereunder.  

     The bond shall in all respects be governed by the laws of India for the time being in 

force and the rights and liabilities hereunder shall where necessary be accordingly 

determined by the appropriate courts in India. 

      The Government of Maharashtra have agreed to bear the Stampduty payable on this 

bond.   Signed and dated this ……………………………. 

…………………………day of ………………………………………… one thousand 

nine hundred and …………….. ……………………………….. 

Signed and delivered by the obligor above- 

Named Shri/Shrimati/Kumari ……………. 

In the presence of ……………………….. 

Witnesses (1) 

                (2) 

Signed and delivered by the surety above- 



named Shri/Shrimati/Kumari ………….. 

in the presence  of ……………………… 

Witnesses (1) 

                (2) 

Signed and delivered by the surety above- 

named Shri/Shrimati/Kumari ……… 

in the presence of ………………….. 

Witnesses (1) 

                 (2)  

  Accepted  

  for and on behalf of 

the    Governor of 

Maharashtra. 



FORM 10 

(See rule 83) 

Bond to be executed by a Government servant not in permanent 

employ, when proceeding on study leave 

  KNOW ALL MEN BY THESE PRESENTS THAT WE ………………….…..…. 

resident of ………………………….......................in the District of 

……………………………… at present employed as ………………... in the 

Department/Office of ……………………………………(hereinafter called “the 

obligor”) and Shri/Shrimati/Kumari 

…………………………………………Son/daughterof…………....……………………

…of ………………………………………and 

Shri/Shrimati/Kumari......……………………………… son/daughter of 

…………………………. of ……………………………………... (hereinafter called “ 

the sureties”) do hereby jointly and severally bind ourselves and our respective heirs, 

executors and administrators to pay to the Governor of Maharashtra (hereinafter called 

“the Government”)on demand the sum of Rs. ……………………….. (Rupees 

…………….. ……………………. Only) together with interest thereon from the date of 

demand at Government loans or, if payment is made in a country other than India, the 

equivalent of the said amount in the currency of that country converted at the official rate 

of exchange between that country and India AND TOGETHER with all costs between 

attorney and client and all charges and expenses that shall or may have been incurred by 

the Government. 

 WHEREAS the obligor is granted study leave by the Government  

 AND WHEREAS  for the better protection of the Government the obligor has 

agreed to execute this bond with such condition as hereunder is written;  

 AND WHEREAS the said sureties have agreed to execute this bond as sureties on 

behalf of the above bounden ………………………....................... 

 NOW THE CONDITION OF THE ABOVE WRITTEN OBLIGATION IS 

THAT in the event of the obligor Shri/Shrimati/Kumari ………………………………. 

Failing to resume duty or resigning from service or otherwise quitting service without 

returning to duty after the expiry or termination of the period of study leave or at the 



Government or as may be directed by the Government on demand the said sum of 

Rs………………….. (Rupees ……………………………. Only ) together with interest 

thereon from the date of demand at Government rates for the time being in force on 

Government loans.And upon the obligor Shri/Shrimati/Kumari 

……………………………. And or Shri/Shrimati/Kumari ………………………….. and, 

or Shri/Shrimati/Kumari ………………….. the sureties aforesaid making such payment 

the above written obligation shall be void and of no effect, otherwise it shall be and 

remain in full force and virtue : 

 PROVIDED ALWAYS that the liability of the sureties hereunder shall not be impaired 

or discharged by reason of time being granted or by any forbearance, act or omission of 

the Government or any person, authorized by them (whether with or without the consent 

or knowledge of the sureties) nor shall it be necessary for the Government to sue the 

obligor before suing the sureties Shri/Shrimati/Kumari ……………………….. and 

Shri/Shrimati/Kumari …………………………… or any of them for amounts due 

hereunder. The bond shall in all respects be governed by the laws of India for the time 

being in force and the rights and liabilities hereunder shall where necessary be 

accordingly determined by the appropriate courts in India.The Government of 

Maharashtra have agreed to bear the Stamp duty payable on this bond. 

 Signed and dated this ………………………… day of ……………………. One 

thousand nine hundred and ………………………………………… 

Signed and delivered by the obligor above- 

       named Shri/Shrimati/Kumari ………………. 

       in the presence of ……………………… 

          Witnesses (1) 

                (2) 

Signed and delivered by the surety above 

       named Shri/Shrimati/Kumari ………………. 

       in the presence of ……………………… 

          Witnesses (1) 

                          (2) 

Signed and delivered by the surety above 



       named Shri/Shrimati/Kumari ………………. 

       in the presence of ……………………… 

           Witnesses (1) 

                           (2) 

 

        Accepted  

  for and on behalf of 

the    Governor of 

Maharashtra. 

                                                By order and in the name of the Governor of 

Maharashtra,           

V.PRABHAKAR, 

Special Secretary to Government, 
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41(1) 674(a)   51 Instruction 

below RLR-8 

 

41(2) 659  52 737 and 738  

41 (3) 674 (b) and 

Note below 

 53 739  



it. 

        

 

 

 

 

  

 

 

 

54 RLR-9  68   

55 742  69   

56 743  70   

Note Note  71   

57 744  72   

58 745  73   

Note Note  Chapter V--Special kinds of leave other 

than study leave 

59 746  74   

60 RLR- 4 (viii), 

10 (a) and 11 

 75   

61(1) RLR-10 (c)  76   

61(2) RLR-10 (c)(i)  77 (1) & (2)   

61(3) Note 5 below  

RLR-10 

 77 (3)   

Note  New 77 (4)   

62(1) RLR-10 (d), 

Note 1 

 77 (5)   

62(2) RLR-10 (e)(i) 

and (ii) and 

Note 2 & 4 

 78   

63 

} 
and Notes 

thereunder 

RLR-13                          

and 752  

 

 

79   

64(1)  809 Chapter VII-- Study leave 

64(2)   } 
          Notes 1, 2 & 3 below 

 80 to 93 751 & Note 

and 

Appendix L 

 



809 
 
 
 
 
 
Note 
64(3) 810  Chapter VIII--Miscellancous 
Note Note 2 below 

810 

 94 784  

65 Note 2 below  

RLR-11 & 

782-A 

 95 804  

66 RLR 6 & 753  96 805  

67 753 and 

RLR-6 

 Chapter XI--Repeal and Saving 

   97 864  

 

The following Rules/Notes/Instructions from the Bombay Civil Services Rules, 1959 

stand deleted :-- 

 
Rule No Rule No 

Note 1 below 613  684   

614   685   

616   686   

621   687   

622-A   688   

Note 1 below 625 and instruction below 629 

and Exception below 630 (a). 

689   

632   690   

633   691   
636 (a) 

                }and Notes 

 

636 (a) 

 693   

637   994 to 703   

Note 1 below 

639 

  705 to 736   

642   Note 1 to 8 and Explanation below 747 

643   Note 1 below 748  

Note 1 below 

645 

  750   

647   752 (c) and Notes 1 and 3 

below 752  

 

648     

649   Notes 1 to 14 of 753 (b)  



655   757 with notes  

656   758,759 and 760 alongwith 

notes 

 

667   761 (2), (3) and Notes below 

it 

 

Notes 2, 3 & 4 below 674  763   

Notes 1 & 2 below 682 (b)  764 and 765   

   765 (A) (a) and Notes below it 

   766   

   768   

   769 and Note   
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Rule No. Rule No. 

769 (A) and Note 806 

Notes below 773  807 

781 808 

782 Note 1 below 809 

783 Note 1 below 810 

785 822 

786 826-A & note 

789 830 

 

The following rules from the Revised Leave Rules, 1935 have also been deleted :-- 

 

RLR No. RLR No. 

1 Explanation below RLR 6 

Exception 2 below rule 2 Explanation below RLR 8 

2-A Note 2 below RLR 9 

2-C Note 2 

and 5 below RLR 13, 4 

3 Annexure below RLR 15 

4[except 4 (viii) and Note 1, Note 2]  

 

III 

The following Rules/Notes/Instructions/Exception etc. from Bombay Civil Services 

Rules 1959, stand transferred to other sets of rules, as shown below :-- 

 

657  --Transferred to Maharashtra Civil Services (Joining Time, Foreign Service and 

Payments during Suspension, Dismissal and Removal) Rules, 1981. 

 

-------------- 
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10. 1THE ALL INDIA SERVICES (CONDUCT) 
RULES, 1968 

In exercise of the powers conferred by sub-section (1) of section 3 of the All India 
Services Act, 1951 (61 of 1951), the Central Government after consultation with the 
Governments of the State concerned, hereby makes the following rules, namely:— 

  1.  Short title and commencement. —  

1(1) These rules may be called the All India Services (Conduct) Rules, 1968. 

1(2) They shall come into force on the date of their publication in the Official 
Gazette. 

 2. Definitions—In these rules, unless the context otherwise requires— 

2.(a) “Government” means—  

 (i) in the case of a member of the Service serving in connection with the 
affairs of the Union, the Central Government; or 

 (ii) in the case of a member of the Service serving under a Foreign 
Government or outside India (whether on duty or on leave), the Central 
Government; or 

 (iii) in the case of a member of the Service serving in connection with the 
affairs of a State, the Government of that State; 

 Explanation—A member of the Service whose services are placed at the disposal 
of a company, corporation or other organisation or a local authority by the Central 
Government or the Government or the Government of a State shall for the purpose of 
these rules, be deemed to be a member of the Service serving in connection with the 
affairs of the Union or in connection with the affairs of that State, as the case may be, 
notwithstanding that his salary is drawn from the sources other than the Consolidated 
Fund of India or the Consolidated Fund of that State; 

2.(b)  ‘member of family’, in relation to a member of the service, includes—  

 (i) the wife or husband as the case may be of such member, whether 
residing with (such member)2 or not, but does not include a wife or 
husband separated from the member of the Service by a decree or 
order of competent court; 

 (ii) the son or daughter or the step-son or step-daughter of such member 
and wholly dependent 1(on such member) but does not include a child 
or step-child who is no longer in any way dependent (on such member) 
or of whose custody the member of the Service has been deprived by 
or under any law; and 

 (iii) any other person related, whether by blood or marriage, to such 
member or to his or her wife or husband, as the case may be, and 
wholly dependent on such member. 

                                                 
1Published vide Notification No.8/91/62—AIS(III) dated 18.12.1968 (GSR No.3 dt. 04.01.1969) 
2 Substituted vide DP&AR Notification No.11017/23/77—AIS(II) dated 19.04.78 (GSR No.583 dt. 06.05.1978) 
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2.(c)  “member of the Service” means a member of an All India Service as 
defined in section 2 of the All India Services Act, 1951 (61 of 1951) 

 3(cc)Non—Governmental Organisation (NGO) means any organization 
other than an Organisation owned or controlled by the Central 
Government, a State Government or an International Organisation or 
agency; 

Explanation:— International Organisation in this rule will include a multilateral body 
at the International level in which India is a member. 

 4(d) “Private undertaking” includes a company, firm or association or body of 
individuals. 

3.  General.— 3(1)Every member of the Service shall at all times maintain absolute 
integrity and devotion to duty and shall do nothing which is unbecoming of a member of 
the Service.  

3(2) Every member of the Service shall take all possible steps to ensure 
integrity of, and devotion to duty by, all Government servants for the time 
being under his control and authority. 

 5(2A)Every member of the service shall in the discharge of his duties act in a 
courteous manner and shall not adopt dilatory tactics in his dealings with 
the public or otherwise. 

3(3)  6(i) No member of the Service shall, in the performance of his official 
duties, or in the exercise of powers conferred on him, act otherwise 
than in his own best judgment to be true and correct except when 
he is acting under the direction of his official superior. 

  (ii) The direction of the official superior shall ordinarily be in writing. 
Where the issue of oral direction becomes unavoidable, the official 
superior shall confirm it in writing immediately thereafter. 

  (iii) A member of the Service who has received oral direction from his 
official superior shall seek confirmation of the same in writing, as 
early as possible and in such case, it shall be the duty of the official 
superior to confirm the direction in writing. 

 7Explanation I.— A member of the Service who habitually fails to perform a task 
assigned to him within the time set for the purpose and with the quality of performance 
expected of him shall be deemed to be lacking in devotion to duty within the meaning of 
the sub-rule (1); 

Explanation II:— Nothing in clause (i) of sub-rule (3) shall be construed as 
empowering a Government servant to evade his responsibilities by seeking instructions 
from or approval of, a superior officer or authority when such instructions are not 
necessary under the scheme of distribution of powers and responsibilities. 

                                                 
3 Inserted vide Notification No.11017/18/96—AIS(III),dated 16.11.1998 (GSR No.228 dt.28.11.1998) 
4 Inserted Vide DP&T Notification No. 11017/27/93—AIS(III) dated 13.01.1995(GSR No.52 dt. 04.02.1995) 
5 Substituted vide DP&AR Notification No. 11017/27/93-AIS(III) dated 13.01.1995 (GSR No. 52 dt. 04.02.1995) 
6 Inserted vide DP&AR Notification No. 11017/2/79—AIS(III) dated  24.08.1979 (GSR No. 1122 dt. 08.09.1979) 
7 Substituted vide DP&AR Notification No. 11017/39/86—AIS(III) dated 01.01.1987 (GSR No. 34 dt. 17.01.1987) 
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 8(iv) Prohibition regarding employment of children below 14 years of 
age:—  No member of the Service shall employ to work any child 
below the age of 14 years. 

 4. Employment of near relatives in companies or firms.— 4.(1) No member of 
the Service shall use his position or influence directly or indirectly to secure employment 
for any member of his family with any private undertaking or 9Non- Government 
Organisation. 

4(2)(a) No member of the Service shall, except with the previous sanction of the 
Government, permit (a member of his family) to accept employment with 
any private undertaking or 10NGO having official dealings with the 
Government. 

  Provided that where the acceptance of such employment cannot await 
the sanction of the Government or is otherwise considered urgent, the 
matter shall be reported to the Government, and the employment may be 
accepted provisionally subject to the sanction of the Government.  

 4(2)(b) A member of the Service shall, as soon as he becomes aware of the fact 
of acceptance by a member of his family of an employment with any 
private undertaking or 11NGO report to the Government the fact of such 
acceptance and also whether he has or has had any official dealings with 
that private undertaking or 12NGO 

   Provided that no such report shall be necessary if the member of the 
Service has already obtained sanction of, or sent a report to, the 
Government under clause (a).  

4(3)(a) No member of the Service shall in the discharge of his official duties, deal 
with any matter relating to, or award any contract in favour of a private 
undertaking NGO or any other person, if any members of his family is 
employed in that private undertaking or NGO under that person or if he or 
any member of his family is interested in such private undertaking or 
NGO or other person in any other manner. 

4(3)(b) In any case referred to in clause (a), the member of the Service shall refer 
the matter to his official superior and the case shall thereafter be 
disposed of according to the instructions of the official superior. 

5. Taking part in politics and elections.— 5(1) No member of the Service shall be 
a member of, or be otherwise associated with, any political party or any organization 
which takes part in politics, nor shall he take part in, or subscribe in aid of, or assist in 
any other manner, any political movement or political activity. 

 5(2) It shall be the duty of every member of the Service to endeavour to 
prevent any member of his family from taking part in or subscribing in aid 
of or assisting in any other manner, any movement of, activity which is, or 

                                                 
8 Inserted vide DOP&T Notification No. 11017/25/99—AIS(III) dated 01.02.2000 (GSR No. 51 dt. 12.02.2000) 
9 Inserted vide Notification No. 11017/18/96—AIS(III) dated 16.11.9198 (GSR No.228 dated 28.11.1998) 
10 Inserted vide Notification No. 11017/18/96—AIS(III) dated 16.11.1998 (GSR No. 228 dated 28.11.1998) 
11 Inserted vide Not. No. 11017/18/96—AIS(III) dated 16.11.1998 (GSR No.228 dated 28.11.1998) 
12 Inserted vide Not. No. 11017/18/96—AIS(III) dated 16.11.1998 (GSR No.228 dated 28.11.1998) 



 

184 
 

tends directly or indirectly to be subversive of the Government as by law 
established, and where a member of the Service is unable to prevent 
member of his family from taking part in or subscribing in aid of, or 
assisting in any other manner, any such movement of activity, he shall 
make a report to that effect to the Government. 

  5(3) If any question arises whether any movement or activity falls within the 
scope of this rule, the question shall be referred to the Government for its 
decision. 

  5(4) No member of the Service shall canvass or otherwise interfere with, or 
use his influence in connection with, or take part in, an election to any 
legislature or local authority:— 

  Provided that — 

  (i) a member of the Service qualified to vote at any such election may 
exercise his right to vote but where he does so he shall give no 
indication of the manner in which he proposes to vote or has voted, 
and 

  (ii) a member of the Service shall not be deemed to have contravened 
the provisions of this sub-rule by reason only that he has assisted in 
the conduct of an election in the due performance of a duty imposed 
on him by or under any law for the time being in force. 

Explanation— The display by member of the Service, on his person, vehicle or 
residence of any electoral symbol shall amount to using his influence in connection with 
an election, within the meaning of this sub-rule. 

 136. Connection with press or radio—Previous sanction of the Government shall 
not be required when the member of the service, in the bonafide discharge of his duties 
or otherwise, publishes a book or contributes to or participates in a public media. 

 Provided that he shall observe the provisions of rules and at all times make it clear 
that the views expressed, are of his own and not those of the Government. 

7. Criticism of Government.—No member of the Service shall, in any radio 
broadcast 14or communication over any public media or in any document published 
anonymously, pseudonymously  or in his own name or in the name of any other person 
or in any communication to the press or in any public utterance, make any statement of 
fact or opinion,—  

 i. Which has the effect of an adverse criticism of any current or recent 
policy or action of the Central Government or a State Government; or 

 ii. which is capable of embarrassing the relations between the Central 
Government and any State Government; or 

 iii. which is capable of embarrassing the relations between the Central 
Government and the Government of any Foreign State: 

                                                 
13 Substituted vide Notification No.11017/27/93—AIS(III) dated 13.01.1995 (GSR No. 52 dt. 04.02.1995) 
14 Inserted vide Notification No. 11017/27/93—AIS(III) dated 13.01.1995 (GSR No. 52 dt. 04.02.1995) 
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  Provided that nothing in this rule shall apply to any statement made or 
views expressed by a member of the Service in his official capacity and in 
the due performance of the duties assigned to him. 

   (GOI Instructions: D.P. & A.R. letter No. 11017/9/75—AIS(III), dated the 
2nd March, 1976, reproduced under Miscellaneous Executive Instructions 
at the end of these Rules) 

 8. Evidence before committees, etc.—  
8(1) Save as provided in sub-rule (3), no member of the Service shall except 

with the previous sanction of the Government, give evidence in 
connection with any inquiry conducted by any person, committee or other 
authority. 

8(2) Where any sanction has been accorded under sub-rule (1) no member of 
the Service giving such evidence shall criticize the policy or any action of 
the Central Government or of a State Government. 

 8(3) Nothing in this rule shall apply to—  

8(3) (a) evidence given at any inquiry before an authority appointed by the 
Government, or by Parliament or by a State Legislature; or  

 8(3) (b) evidence given in any judicial inquiry; or 

 8(3) (c) evidence given at departmental inquiry ordered by any authority 
subordinate to the Government. 

8(4) No member of the Service giving any evidence referred to in sub-rule (3) 
shall give publicity to such evidence. 

9. Unauthorised communication of information.— No member of the Service 
shall except in accordance with any general or special order of the Government or in the 
performance in good faith of duties assigned to him, communicate directly or indirectly 
any official document or part thereof or information to any Government servant or any 
other person to whom he is not authorised to communicate such document or 
information. 

 Explanation.—Quotation by a member of the Service (in his representations to the 
Head of Office or Head of Department or President) of, or from, any letter circular or 
office memorandum or from the notes on any file to which he is not authorised to have 
access, or which he is not authorised to keep in his personal custody or for personal 
purposes, shall amount to authorised communication of information within the meaning 
of this rule. 

10. Subscriptions.—No member of the Service shall, except with the previous 
sanction of the Government or of such authority as may be empowered by it in his behalf 
ask for, or accept, contributions to or otherwise associate himself with the raising of any 
fund or other collections in cash or in kind in pursuance of any object whatsoever. 

 1511. Gifts  

 11(1) A member of the service may accept gifts from his near relatives or from 
his personal friends having no official dealings with them, on occasions 
such as wedding, anniversaries, funerals and religious functions when the 

                                                 
15 Inserted vide Notification No. 11017/27/93—AIS(III) dated 13.01.1995 (GSR No. 52 dt. 04.02.1995) 
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making of gifts is in conformity with the prevailing religious and social 
practice, but he shall make a report to the Government if the value of 
such gift exceeds Rs.5,000/— . 

 Explanation—For the purposes of this rule “gift” includes free transport, free 
boarding, free lodging or any other service or pecuniary advantage when provided by a 
person other than a near relative or personal friend having no official dealings with the 
member of the Service but does not include a casual meal, casual lift or other social 
hospitality. 

 11(2) Save as otherwise provided in sub-rule (1), no member of the service 
shall accept any gift without the sanction of the Government if the value of 
gift exceeds Rs.1,000/—. 

 11(3) Member of the Service shall avoid accepting lavish hospitality or frequent 
hospitality from persons having official dealings with them or from 
industrial or commercial firms or other organisations.  
11—A.  Giving or taking of dowry.— No member of the Service shall— 

  (i) give or take or abet the giving or taking of dowry; or 

  (ii) demand, directly or indirectly, from the parents or guardian 
of a bride or bridegroom, as the case may be, any dowry. 

Explanation.— For the purpose of the rule, “dowry” has the same meaning as in the 
Dowry Prohibition Act, 1961 (28 of 1961). 

12. Public demonstrations in honour of Government Servants.—   

 12(1) No member of the Service shall except with the previous sanction of the 
Government, receive any complimentary or valedictory address or accept 
any testimonial or attend any meeting or entertainment held in his honour 
or in the honour of any other Government Servant.: 

   Provided that nothing in this rule shall apply to— 

 (i) a farewell entertainment of a substantially private and informal 
character held in honour of a member of the Service or any other 
Government servant on the occasion of his retirement or transfer or of 
any person who has recently quit service of Government; or 

 (ii) the acceptance of simple and inexpensive entertainments arranged by 
public bodies or institutions. 

 12(2) No member of the Service shall exercise pressure of any sort on any 
Government servant to induce him to subscribe towards any farewell 
entertainment even if it is of a substantially private and informal character. 

13. Private trade or employment.—1613(1) Subject to the provisions of sub-rule 
(2), no member of the Service shall except, with the previous sanction of the 
Government,—  

 (a) engage directly or indirectly in any trade or business, or 

  (b) negotiated for or undertake, any other employment, or 

                                                 
16 Substituted vide DP&T Notification No.11017/39/86—AIS(III), dated 01.01.1987 (GSR No. 34 dt. 17.01.1987) & 
25.01.1989 
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  (c) hold an elective office, or canvass for a candidate or candidates for an 
elective office, in any body, whether incorporated or not, or  

  (d) canvass in support of any business of insurance agency, commission 
agency etc. owned or managed by any member of his family, or  

  (e) take part, except in the discharge of his official duties, in the 
registration, promotion or management of any bank or other company 
registered or required to be registered under the Companies Act, 
1956 (1 of 1956), or any other law for the time being in force, or of any 
co-operative society for commercial purposes.  

   17(f) Participate in, or associate himself in any manner, in the making of:— 

  (i) a sponsored media (including radio, television programme, or 

  (ii) a media programme commissioned by Government media, but 
produced by an outside agency, or 

  (iii) a privately produced radio or television or other media 
programme including a video magazine. 

  Provided that no previous permission shall be necessary in the case a 
member of the service participates in a programme produced by the 
Doordarshan on a subject dealt with by him in his official capacity. 

  18(g) Involve or engage himself in the registration, promotion, management 
of other kinds of activities of any non-Governmental organization if the 
same is aided by the Central Government, State Government or an 
international organization or agency;  

13 (2) A member of the Service may, without the previous sanction of the 
Government,—  

 (a) undertake honorary work of a social or charitable nature, or 

  (b) undertake occasional work of a literary, artistic or scientific character, 
or 

 (c) participate in sports activities as an amateur, or 

  (d) take part in the registration, promotion or management (not involving 
the holding of an elective office) of a literary, scientific or charitable 
society, or of a club, or similar organisation, the aims or objectives of 
which relate to promotion of sports, cultural, or recreation activities, 
registered under the Societies Registration Act, 1860 (21 of 1860), or 
any other law for the time being in force; or 

  (e) take part in the registration, promotion or management (not involving 
the holding of an elective office) of a co-operative society substantially 
for the benefit of the members of the Service or government servants 

                                                 
17 Inserted vide Notification No. 11017/27/93—AIS(III) dated 13.01.1995 (GSR No. 52 dt. 04.02.1995) 
18 Inserted vide Notification No. 11017/1/86—AIS(III) dated 16.11.1998 (GSR No. 229 dt. 28.11.1998) 
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registered under the Co-operative Societies Act, 1912 (2 of 1912), or 
any other law for the time being in force in any State :  

Provided that,— 

  (i) he shall discontinue taking part in such activities if so directed by 
the Government; and 

 (ii) in a case falling under clause (d), or clause (e) of this sub-rule, 
his official duties shall not suffer thereby and he shall, within a 
period of one month of his taking part in such activity, report to 
the Government giving details of the nature of his participation. 

1913(3) Every member of the Service shall, if any member of his family is 
engaged in a trade or business, or owns or manages an insurance 
agency or commission agency, report that fact to the Government.  

13(4) No member of the Service shall accept any fee for any work done for any 
public body or for any private person without the sanction of the 
Government. 

Explanation:—Fee means a recurring or non-recurring payment made, whether 
directly or indirectly to a member of the Service from a source other than the 
Consolidated Fund of India or the Consolidated Fund of a State, but does not include :— 

(a)  unearned income such as income from property, dividends and 
interest on securities; and  

(b)  Income from literary, cultural, artistic, scientific, or technological 
efforts and income from participation in sports activities as an 
amateur. 

2013(5) Contesting election to sports bodies etc.:- Subject to the provisions of 
sub-rule (2) of rule 13, no member of the service shall, except with the 
previous sanction of the Central Government:- 

 (i) hold an elective office in any sports association/ federation/ body, 
by whatever name known at State/ National level for a term of more 
than 4 years or for one term, whichever is less: provided that this 
restriction will not apply to functionaries like the District Magistrate, 
Superintendent of Police etc. when they hold posts in ex-officio 
capacity at Divisional/ District/ Sub-divisional/ Taluk levels; 

 (ii) Canvass either for his own candidature or for any other person for 
holding elective office in such sports bodies is mentioned in clause 
(i) above. 

 (iii) While canvassing for contesting elections either on his own behalf 
or any other person, indulge in conduct and becoming a member of 
the service.  

 (iv) Shall proceed on travel abroad in connection with the work or other 
activities of any sports bodies described in clause (i) above without 
prior cadre clearance from the Central Government           

                                                 
19 Substituted vide DP&T Notification No. 11017/39/86—AIS(III) dated 01.01.1987 (GSR No. 34 dt. 17.01.1987) & 
25.01.1998 
20 Inserted vide Notification No. 11017/9/92—AIS(III) dated 27.09.1995 (G.S.R. No. 452 dt. 14.10.1995) 
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2113—A Use of Government accommodation:— No member of the service shall 
sub-let, lease or otherwise allow occupation by any other person, of Government 
accommodation which has been allotted to him.  

14. Investment, lending and borrowing.—  
 2214 (1) No member of the Service shall speculate in any stock, share or other 

investments but this provision will not apply to occasional investment 
made through Stock-brokers or other persons duly authorised on licence 
under the relevant law. 

Explanation.— Frequent purchase or sale or both of shares, securities or other 
investments shall be deemed to be speculation within the meaning of this sub-rule. 

14 (2) No member of the service shall make or permit any member of his family 
or any person acting on his behalf to make, any investment which is likely 
to embarrass or influence him in the discharge of his official duties. For 
this purpose, any purchase of shares from out of the quotas reserved for 
Directors or their friends and associates, shall be deemed to be an 
investment which is likely to embarrass the Government Servant.  

14 (3) If any question arises whether any transaction is of the nature referred to 
in sub-rule (1) or sub-rule (2), it shall be referred to the Government for its 
decision. 

14 (4) (i) No member of the Service shall save in the ordinary course of 
business with a bank or a public limited company, himself or through 
any member of his family or any person acting on his behalf.  

(a)  lend or borrow or deposit money as a principle or agent, to, or from, 
or with, any person or firm or private limited company within the 
local limits of his authority or with whom he is likely to have official 
dealings or otherwise place himself under pecuniary obligation to 
such person or firm; or 

 (b)  lend money to any person at interest or in manner whereby return 
in money or kind is charged or paid; 

Provided that a member of the Service may give to, or accept from a relative or a 
personal friend a purely temporary loan of small amount free of interest or operate a 
credit account with a bonafide tradesman or make an advance of pay to his private 
employee : 

Provided further that nothing in this sub-rule shall apply in respect of any 
transaction, entered into by a member of the Service with the previous sanction of the 
Government. 

14(4)(ii) When a member of the Service is appointed or transferred to a post of 
such nature as would involve him in the breach of any of the 
provisions of sub-rule (2) or sub-rule (4), he shall, forthwith report the 
circumstances to the Government and shall thereafter act in 
accordance with such order as may be made by the Government. 

 

                                                 
21 Inserted vide Notification No. 11017/27/93—AIS(III) dated 13.1.95 
22 Inserted vide Notification No. 11017/27/93—AIS(III) dated 13.1.95 
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15. Insolvency and habitual indebtedness.—  

15 (1) A member of the Service shall so manage his private affairs as to avoid 
habitual indebtedness or insolvency. 

15 (2)  A member of the Service against whom any legal proceedings is 
instituted for recovery of any debt due from or for adjudging him as an 
insolvent, shall forthwith report the full acts of such legal proceedings to 
the Government. 

15 (3)  The burden of proving that indebtedness or insolvency is the result of 
circumstances which, with the exercise of ordinary diligence, the member 
of the Service could not have foreseen or over which he had no control, 
and has not proceeded from extravagant or dissipated habits, shall be 
upon him. 

16. Movable, immovable and valuable property.—  

16 (1)  Every person shall, where such person is a member of the Service at the 
commencement of these rules, before such date after such 
commencement as may be specified by the Government in this behalf, or 
where such person becomes a member of the Service after such 
commencement, on his first appointment to the Service, submit a return 
of his assets and liabilities in such form as may be prescribed by the 
Government giving the full particulars regarding :—  

 (a) the immovable property owned by him, or inherited or acquired by 
him or held by him on lease or mortgage, either in his own name or 
in the name of any member of his family or in the name of any other 
person; 

 (b) shares, debentures, postal Cumulative Time Deposits and cash 
including bank deposits inherited by him or similarly owned, 
acquired or held by him; 

 (c) other movable property inherited by him or similarly owned, 
acquired or held by him; and  

 (d) debts and other liabilities incurred by him directly or indirectly 

NOTE I.  In all returns, the values of items of movable property worth less than23 
Rs.15,000 in value may be added and shown as a lump sum. The value 
of articles of daily use such as clothes, utensils, crockery and books need 
not be included in such return 

NOTE II.  Where a member of an All India Service is appointed as a member of 
another All India Service, he shall not be required to submit a fresh return 
under this sub-rule. 

2416(2) Every member of the Service shall submit an annual return in such form 
as may be prescribed by the Government in this regard, giving full 
particulars regarding the immovable property inherited by him or owned 
or acquired by him or held by him on lease or mortgage, either in his own 
name or in the name of any member of his family or in the name of any 
other person. 

                                                 
23 Substituted vide Notification No.11017/27/93—AIS(III) dated 13.01.1995 (GSR No. 52 dt. 04.02.1995) 
24 Substituted vide Notification No.11017/45/76—AIS(III) dated 11.01.1978 (GSR No.151 dt, 28.01.1978)   
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16(3) No member of the Service shall, except with the previous knowledge of 
the Government,—  

 (a) acquire any immovable property by lease, mortgage, purchase, gift 
or otherwise, either in his own name or in the name of any member 
of his family; or 

  (b) dispose of by lease, mortgage, sale gift or otherwise any 
immovable property owned by him or held by him either in his own 
name or in the name of any member of his family: 

  25Provided that the previous sanction of the Government shall be 
obtained if any such transaction is with a person having official 
dealings with the member of the Service. 

16 (4) Every member of the Service shall intimate the Government in respect of 
each transaction, whose value exceeds 26Rs.15,000/— within a month of 
the completion of such transaction. 

  27Provided that the previous sanction of the Government shall be obtained if 
any such transaction is with a person having official dealings with the 
member of the Service. 

16 (5) The Government or any authority empowered by it in this behalf may, at 
any time, by general or special order, require a member of the Service to 
furnish within a period specified in the order, a full and complete 
statement of such movable or immovable property held or acquired by 
him or on his behalf or by any member of his family as may be specified 
in the order and such statement shall if so required by the Government or 
by the authority so empowered, include details of the means by which, or 
the source from which such property was acquired. 

28Explanation I.— For the purpose of this rule, the expression movable property 
includes inter alia the following property, namely :—  

(a)  jewellery, insurance policies the annual premia of which exceeds a fifteen 
thousand rupees or one sixth of the total annual emoluments received by 
the member of the Service from the Government, whichever is less, shares, 
securities and debentures; 

 (b)  loans advanced by or to such member of the Service, whether secured or 
not; 

 (c)  motor cars, motor cycles, horses, or any other means of conveyance; and 
 (d)  refrigerators, radiograms and television sets. 

Explanation II.— For the purpose of this rule, ‘lease’ means, except where it is 
obtained from, or granted to, a foreign national or foreign mission or a foreign 
organisation controlled by, or associated with, foreign missions, or a person having 
official dealings with the member of the Service, a lease of immovable property from 
year to year or for any term exceeding one year or receiving a yearly rent. 

                                                 
25 Substituted vide DP&T Notification No. 11017/85/84—AIS(III) dated 15.10.1985 (GSR No. 1009 dt. 02.11.1985) 
26 The figure Rs.15,000/—in the rule is inserted vide Notification No.11017/27/93—AIS(III) dated 13.01.1995 (GSR No. 52 
dt. 04.02.1995) 
27 Substituted vide DP&T Notification No. 11017/85/84—AIS(III) dated 15.10.1985 (GSR No. 1009 dt. 02.11.1985) 
28 Explanation renumbered as Explanation, words “and radiograms” Substituted by words “radiograms and televisions 
sets” and Explanation II inserted vide DP&T Not.No.5/23/72 AIS(III) dt.27.07.1774 (GSR No.834 dt. 10.08.1974) 
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16A. Transaction in immovable property outside India:—Notwithstanding 
anything contained in sub-rule (3) of rule 16, no member of the Services shall except 
with the previous sanction of the Government,— 

 16A (a) acquire by lease, mortgage, purchase, gift or otherwise, either in his 
own name or in the name of any member of his family, any immovable 
property situated outside India; or 

 16A (b) dispose of by mortgage, sale, gift or otherwise, or grant any lease in 
respect of, any immovable property situated outside India which was 
acquired or is held by him either in his own name or in the name of 
any member of his family; or 

 16A (c) enter into any transaction with any foreigner, foreign Government, 
foreign organisation or concern,— 

 (i) for the acquisition, by lease, mortgage, purchase, gift or otherwise, 
either in his own name or in the name of any member of his family, 
or any immovable property. 

 (ii) for the disposal of, by mortgage, sale, gift or otherwise, or the grant 
of any lease in respect of any, immovable property which was 
acquired or is held by him either in his own name or inthe name of 
any member of his family 

17. Vindication of acts and character of members of the Service:—No member 
of the Service shall, except witht he previous sanction of the Government have recourse 
to any court or to the press for the vindication of official act which has been the subject 
matter of adverse criticism or attack of a defamatory character. 

29Provided that if no such sanction is conveyed to by the Government within 12 
weeks from the date of receipt of the request, the member of the service shall be free to 
assume that the sanction sought for has been granted to him. 

Explanation.—Nothing in this rule shall be deemed to prohibit a member of the 
Service from vindicating his private character or any act done by him in his private 
capacity. Provided that he shall submit a report to the Government regarding such 
action. 

3017A. Observance of cultural norms:— Every member of the service in his 
personal capacity or otherwise shall —  

 (i) observe strictly, the existing policies regarding age of marriage, preservation 
of the Environment, Wild Life and Cultural heritage:  

 (ii) observe the existing policies regarding crime against women and  
(iii)  observe the two children family norms.  

18. Canvassing.— No member of the Service shall bring or attempt to bring any 
political or other influence to bear upon any superior authority to further interests in 
respect of matters pertaining to his service under the Government 

3119. Restriction regarding marriage.—  
19 (1) No member of the Service shall enter into, or contract a marriage with a 

person having a spouse living; and  

                                                 
29 Inserted vide Notification No.11017/27/93—AIS(III) dated 13.01.1995 (GSR No. 52 dt. 04.02.1995) 
30 Inserted vide Notification No. 11017/27/93—AIS(III) dated 13.01.1995 (GSR No. 52 dt. 04.02.1995) 
31 Substituted/Added vide DP&AR Notification No. 9/32/70—AIS(III) dated 10.03.1971 (GSR No. 419 dt. 27.03.1971) 
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19 (2) no member of the Service having a spouse living, shall enter into, or 
contract, a marriage with any person: 

Provided that the Government may permit a member of the Service to enter into or 
contract, any such marriage as is referred to in clause (1) or clause (2) if it is satisfied 
that— 

(a) Such marriage is permissible under the personal law applicable to 
such member of the Service and the other party to the marriage and  

(b) there are other grounds for so doing. 
19 (3)  A member of the Service who has married or marries a person other than 

of Indian Nationality shall forthwith intimate the fact to the Government. 
20. Consumption of intoxicating drinks and drugs.—A member of the Service 

shall— 
 20(a)  strictly abide by any law relating in intoxicating drinks or drugs in force in 

any area in which he may happen to be for the time being; 
 3220(b)  not be under the influence of any intoxicating drink or drug during the 

course of his duty and shall also take due care that the performance of 
his duties at any time is not affected in any way by the influence of such 
drink or drug; 

3320.(bb) not consume any intoxicating drink or drug in a public place; 

20(c)  not appear in a public place in a state of intoxication; 

20(d)  not use such drinks or drugs to excess. 

 34Explanation.— For the purpose of this rule, ‘public place’ means any place or 
premises (including a conveyance) to which the public have or are permitted to have, 
access whether on payment or otherwise. 

21. Interpretation.— If any doubt arises as to the interpretation of these rules, the 
Central Government shall decide the same. 

22. Delegation of powers.— The Government may, by general or special order, 
direct that any power exercisable by it under these rules (except the power under rule 21 
or the power under this rule) shall, subject to such conditions, if any, as may be specified 
in the order, be exercisable also by such officer or authority as may be specified in the 
order. 

23. Ceaser and saving.— The All India Services (Conduct) Rules, 1954 
(hereinafter referred to as the said rules), shall cease to be in force: 

Provided that the ceaser shall not affect— 
 (a) the previous operation of, or anything duly done or suffered under, the 

said rule; or 
 (b) any right, privilege, obligation, liability acquired, accrued or incurred under 

the said rules; or 
 (c) any penalty or punishment incurred under the said rules; or 

                                                 
32 Substituted vide MHA Notification No. 9/2/70—AIS(III) dated 23.05.1970 (GSR No. 876 dt. 10.08.1974) 
33 Inserted vide DP&AR Notification No.5/23/72—AIS(III) dated 27.07.1974 (GSR No. 834 dt. 10.08.1974) 
34 Inserted vide DP&AR Notification No.5/23/72—AIS(III) dated 27.07.1974 (GSR No. 834 dt. 10.08.1974) 
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 (d) any investigation, legal proceeding or remedy in respect of any such right, 
privilege, obligation, liability penalty or punishment as aforesaid; and any 
such investigation, legal proceeding or remedy may be instituted, 
continued or enforced and any such penalty or punishment may be 
imposed as if the said rules had not ceased to be in force. 

[No. 8/91/62—AIS(III), dated 18-12-1968. (GSR No. 3, dt. 4-1-69)]. 

  



 

195 
 

MISCELLANEOUS EXECUTIVE INSTRUCTIONS 

I. FORMS USED TO PROVIDE INFORMATION/RETURNS UNDER VARIOUS RULES  

FORM I 
[See Government of India’s Instructions (1) and (2) below rule 16.] 

Statement of Immovable property on  appointment for the year....... 
1. Name of Officer (in full) and Service ......................... 

to which the officer belongs. 

2. Present post held ............................................. 

3. Cadre of the state on which borne.............................. 

4. Present Pay: .................................................. 

Inapplicable clause to be struck out. 

 
Name of 
districts, 
sub-
Division, 
Taluk and 
village in 
which 
property is 
situated 

Name and details
of Property 
 
 
 
 
 
 
 
 
1.Housing and
other buildings 
2. Lands 

Present 
Value 

If not in own
name, state in
whose name
held and
his/her 
relationship to
the members
of the Service

How acquired
whether by purchase,
lease, mortgage,
inheritance, gift or of
otherwise with date
of acquisition and
name with details of
person/ persons from
whom acquired. 

Annual 
income 
from 
property 

Remarks

     

Signature ................... 
Date ......................... 

Note.—  This declaration form is required to be filled in and submitted by every 
member of the IAS/I.P.S. under rule 16(5) of the All India Services 
(Conduct) Rules, 1968 on first appointment to the Service, and thereafter 
at the interval of every twelve months, giving particulars of all immovable 
property owned, acquired or inherited by him or held by him on lease or 
mortgage, either in his own or in the name of any member of his family or 
in the name of any other person. 

FORM—II 

[See Government of India’s Instruction 27 below Rule 16.] 

Form for giving prior intimation of seeking previous sanction under Rule 16(3) of 
the AIS (Conduct) Rules, 1968 for transactions in respect of immovable property. 

1. Name and designation     : 
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2. Scale of pay and present pay    : 

3. Purpose of application—    : 
sanctions for transaction/prior  
intimation of transaction: 

4. Whether property is being acquired or disposed of  : 

5. Probable date of acquisition/disposal of property  : 

6. Mode of acquisition/disposal     :  

7. (a)  Full details about location, viz, municipal  
  No., Street/Village, Taluk, District and  
  State in which situated    : 

(b) Description of the property, in the case  
 of cultivable land, dry or irrigated land  : 
(c) Whether freehold or lease hold   : 
(d) Whether the applicant’s interest in the  
 property is in full or part. (In case of  
 partial interest, the extent of such interest  
 must be indicated)    : 
(e) In case the transaction in not exclusively  
 in the name of the Government servant,  
 particulars of ownership and share of  
 each member      : 

8. Sale/purchase price of the property,  
(Market value in the case of gifts)   : 

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

(a) personal savings : 
(b) other source giving details. 

10. In the case of disposal of property, was  
requisite sanction/intimation obtained/given for  
its acquisition (A copy of the sanction/ 
acknowledgement to be attached   : 

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

(b) Is the party related to the applicant?  
 If so, state the relationship.   : 
(c) Did the applicant have any dealings with  
 the party in his official capacity at any time,  
 or is the applicant likely to have any dealings  
 with him in the near future?   : 
(d) How was the transaction arranged?  
 (Whether through any statutory body  
 or a private agency through advertisement  
 or through friends and relatives.  
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 Full particulars to be given)   : 

12. In the case of acquisition by gifts, whether  
sanction is also required under Rule 11 of  
the AIS (Conduct) Rules, 1968.   : 

13. Any other relevant fact, which the applicant  
may like to mention.     : 

Declaration 

I,……………………………..hereby declare that the particulars given above are true. 
I request that I may be given permission to acquire/dispose of property as described 
above form/ to the party whose name is mentioned in item 11 above. 

OR 

I,……………………………..hereby intimate the proposed acquisition/disposal of 
property by me as detailed above. I declare that the particulars given above are true. 

Station :       Signature: 

Date :       Designations: 

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

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

FORM—III 
[See Government of India’s Instruction 27 below Rule 16.] 

Form for giving intimation or seeking previous sanction under Rule 16(4) of AIS 
(Conduct) Rules, 1968 for transaction in respect of movable property. 

1. Name of the Government servant   : 

2. Scale of pay and present pay    : 
3. Purpose of application-sanction for transaction/ 

intimation of transaction    : 

4. Whether property is being acquired or disposed of : 
5. (a) Probable date of acquisition/disposal of property : 

(b) If property is already acquired/disposal of,  
 Actual date of transaction.    : 

6. (a) Description of the property e.g. Car/Scooter/ 
  Motorcycle/Refrigerator/Radio/ Radiogram/ 
  jewellery/loans/insurance policies etc.)  : 

(b) Make, model (and also registration number,  
 in case of vehicles), where necessary  : 

7. Mode of acquisition/disposal(purchase, sale,  
gift, mortgage, lease or otherwise).   : 

8. Scale/purchase price of the property  
(market value in the case of gifts)   : 
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9. In case of acquisition, source or sources from  
which financed/proposed to be financed  : 

 (a) personal savings      : 
 (b) other source giving details.   : 

10. In the case of disposal of property, was  
 requisite sanction/intimation obtained/given for  
 its acquisition, a copy of the sanction / 
 acknowledgement to be attached   : 

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

b. Is the party related to the applicant?  
 If so, state the relationship.    : 

 c. Did the applicant have any dealings with the  
 party in his official capacity at any time, or is  

the applicant likely to have any dealings with  
him in the near future?    : 

 d. Nature of official dealing with the party.  ; 

 e. How was the transaction arranged?  
 (Whether through any statutory body or a  

private agency through advertisement or through  
friends and relatives Full particulars to be given). : 

12. In the case of acquisition by gifts, whether sanction  
 is also required under Rule 11 of the  
 AIS (Conduct) Rules,1968.    : 

13. Any other relevant fact, which the applicant  
 may like to mention.     : 

Declaration 

I,……………………………..hereby declare that the particulars given above are true. 
I request that I may be given permission to acquire/dispose of property as described the 
above form/ to the party whose name is mentioned in item 11 above. 

OR 

I,……………………………..hereby intimate the proposed acquisition/disposal of 
property by me as detailed above. I declare that the particulars given above are true. 

 

Station :       Signature: 

Date :       Designations: 

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

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

(DP&T Letter No. 11017/14/95—AIS(III)dated 16.5.1995.) 
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FORM—IV 

[See Govt. of India’s decision No. 4 below rule 16]. 

Form of report/application for permission of the Govt. for the building of or 
addition to, a house. 

 Sir, 

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

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

 The estimated cost of the land and materials for the construction/extension of the 
house is given below:— 

LAND : 
(1) Location (Survey numbers, village, district, State). 

(2) Area. 

(3) Cost. 

BUILDING MATERIALS ETC: 

(1) Bricks (Rate/quantity/cost). 

(2) Cement (Rate/quantity/cost). 

(3) Iron and Steel (Rate/quantity/cost) 

(4) Timber (Rate/quantity/cost). 

(5) Sanitary Fittings (cost). 

(6) Electrical Fittings (Cost). 

(7) Any other special fittings (Cost). 

(8) Labour Charges. 

(9) Other charges, if any. 

TOTAL COST OF LAND AND BUILDING: 

2. The construction will be supervised by myself/The construction will be done 
by.............. I do not have any official dealings with the contractor, nor did I have any 
official dealings with him in the past. 

I have/had official dealings with the contractor and the nature of my dealings with 
him is/was as under: 

3. The cost of proposed construction will be met as under:— 

Amount 

(i) Own Savings 

(ii) Loans/Advances with full details. 

(iii) Other sources with full details. 

Yours faithfully 
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 FORM—V 

[See Govt. of India’s decision No.4 below rule 16.] 

Form of report to the Government after completion of the building of a 
house/addition of the house. 
Sir, 

In my letter No ............ dated .......... I had reported that I proposed to build a house 
or make addition to my house/Permission was granted to me in Order No........... dated 
the........... for the building of house or making addition to my house. The construction of 
the house or the addition to the house has since been completed and I enclosed a 
Valuation Report duly certified by 

2. The cost of construction indicated in the enclosed valuation report was financed 
as under:— 

Amount 

(i) Own Savings. 

(ii) Loans/Advances with full details. 

  

 

Yours 
faithfully, 

(                     ) 

Dated: 

(Note— Variation, if any, between the figures given above and the figures given in 
Form II may be explained suitably). 

Valuation Report 

I/We hereby certify that I/We have valued House .............. constructed by 
Shri/Shrimati ................. and I/We give below the value at which we estimate the cost of 
the house under the following headings:— 

Cost 

Rs.                                                     N.P. 

1. Bricks. 

2. Cement. 

3. Iron and Steel 

4 Timber. 

5. Sanitary fittings. 

6. Electrical fittings. 

7. All other special fittings. 

8. Labour charges. 
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9. All other charges. 

Total cost of the building: 

 

 (Signature of the valuation authority) 

Date: 

 II. INSTRUCTIONS REGARDING CONTACT OF MEMBERS OF THE ALL INDIA 
SERVICES WITH FOREIGN NATIONAL/MISSIONS 

1. Utmost discretion should be exercised in contacts with foreign nationals: - 
Officers should exercise the utmost discretion in their contact with foreign 
correspondents, members of foreign missions/organisations and other foreign nationals 
in India. They should also avoid any conversation likely to reveal, even inadvertently, 
information on matters of secret nature. They should scrupulously avoid over-
patronisation and indiscriminate and frequent acceptance of hospitality, particularly of an 
informal nature, from foreign nationals or Indian nationals employed by foreign missions. 
Such excessive hospitality could place the recipient under obligation to the host and may 
thus impair the impartial and judicious exercise of his functions in the eyes of others. 

2. Private Correspondence with foreign missions etc. should be avoided: - Private 
correspondence with foreign Embassies/ Missions/High Commissions should be 
avoided. Similarly, no private or personal correspondence on matters of an official nature 
should be entered into directly with members of foreign missions in India. 

3. Rules should be kept in mind in exchange of gifts with foreign 
nationals/Missions: - In the matter of exchange of gifts with foreign national/ members 
of a foreign mission or acceptance of foreign articles from them the relevant provisions 
of the A.I.S. (Conduct) Rules, 1968, should be borne in mind and prior permission taken 
wherever necessary under the rules. It is to be noted that it would be illegal to bring 
foreign exchange into this country save as provided for in the foreign Exchange 
Regulations. 

4. Prior permission is required for attendance at National Day Receptions by 
foreign Missions:- Officers shall attend National Day Receptions by foreign Missions 
only after obtaining the prior permission of the Government. 

5. Invitations/Hospitality may be accepted only when these are from an officer of 
equivalent higher diplomatic status; prior permission for Under 
Secretaries/Deputy Secretaries:- 

(i)  Officers should normally accept invitations for formal or informal 
entertainment offered by foreign diplomats only when the invitations is from 
an officer of a corresponding or higher diplomatic status. 

(ii)  Officers of the Ranks of Under Secretary and Deputy Secretary and 
comparable ranks should not accept any invitations except with the prior 
and specific approval of the Secretary concerned.  

6. Official and social calls should not be initiated and kept limited to appropriate 
official level: - Officers shall not initiate action for paying official/social calls on Heads of 
Missions/Consulates of other countries or members of the staff. 

2. Officers should particularly ensure that the contacts with representatives of other 
countries limited to their appropriate officials level. 
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7. Report of conversations at social functions:- All officers who accept or are 
permitted to accept invitations to social functions from foreign diplomats/representatives 
of foreign mission should report to their senior officers any conversation with 
diplomats/representative of foreign missions, on matter of interest and importance to 
Government, on such occasions. 

8. Return of hospitality accepted from foreign Mission/Consulates by local officers 
is limited and not a quid pro quo basis:- It is well recognised everywhere that 
diplomats are specially paid to enable them to entertain local officials and that the local 
officer’s capacity to return their hospitality is limited. There need not, therefore, be 
anything like a quid pro quo basis maintained in the matter entertainment between 
diplomats and local officers. 

9. Supply of information to members of Missions/Consulates and nationals of 
other countries should not be made by the officer on his own: The Supply of 
information to foreign Mission/Consulates or their members or foreign nationals is the 
responsibility of the Central Government. Any officer, on his own, should not do this 
directly or by implication. The contacts by junior officers with Personnel Assistants and 
Secretaries in foreign diplomats or foreign national abroad with the permission should on 
any account maintain contacts with junior diplomats personnel in foreign 
Missions/Consulates except with the express approval of the Government. 

10. Officers should not stay with foreign diplomats/national as guests in India and 
should not invite diplomats to stay with them:- 

(a) Officers should not stay as guest with foreign diplomats or foreign nationals 
in India. They could, however, stay with foreign diplomats or foreign national 
abroad with the permission of the Government. 

(b) Officers should not invite foreign diplomats to stay with them as their guests 
in India. 

11. Permission should be obtained before seeking employment of 
wives/dependants of officers in foreign mission: - An officer whose wife or 
dependant intends to take up employment under a foreign mission in India or with any 
foreign organisation (including a commercial concern) should apply to Government for 
permission. 

12. Lifts in aircraft belonging to foreign Embassies in India or foreign 
Governments abroad should normally not be accepted: - No officer should accept, 
or permit his wife or dependants to accept passage money or free air transport from a 
foreign Mission/Government organisation. Exceptional cases where humanitarian or 
compassionate grounds are involved should be referred to Government for grant of 
permission. 

2. Relaxation of this rule is permissible only in cases which are covered by specific 
agreements or memoranda of understanding entered into by the Government of India 
with foreign Governments or organisations and which might still be in force. In regard to 
invitations to visits abroad, which may be accepted only after consultation with the 
Ministry of External Affairs, the convention in respect of senior officers is that while local 
hospitality offered by foreign Governments may be accepted from the host such 
hospitality is not accepted from non-Government societies ,organisations, private parties 
etc. 

3. There would, however, be no objection to the acceptance of the cost of passage in the 
case of officers who are invited by foreign Governments and organisations to participate 
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in conferences, seminars, etc. if the invitation is extended to a particular officer by name 
with a view to benefit from the expertise of the officer invited. In other cases, in which 
participation in conferences etc. is considered desirable in the interests of the officer 
concerned or the Department sponsoring his deputation, the cost of passage should 
continue to be met by the sponsoring Department. 

4. Within the foreign country, an officer could accept a free flight in connection with his 
official duties only. When an officer and his family are in a foreign country as State 
guests, it would be permissible for them to accept free flights from foreign Governments. 

13. Previous knowledge of the Government is required for Disposal of immovable 
property by lease to foreign nationals: - Under rule 16(3) of the AIS (Conduct) Rules, 
1968, no officer shall, except with the previous knowledge of the Government acquire or 
dispose of any immovable property by lease, mortgage, purchase, sale, gift otherwise, 
either in his own name or in the name of any member of his family, provided that the 
previous sanction of the competent authority shall be obtained by the officer, if any such 
transaction is with a person having official dealings with the officer or otherwise than 
through a regular or a reputed dealer the term ‘lease’ occurring in this rule covers letting 
out accommodation on rent, either by written or oral agreement whether for a short 
period or for a long one. It is clarified that prior permission should be taken or prior 
intimation given, as the case may be, in regard to all transactions in immovable 
properties, including lease as explained above with foreign nationals/ member of foreign 
Missions/ organisations controlled by or associated with foreign Mission. 

14.  Prior permission of the Government is required for joining of foreign language 
classes: - Officers who are desirous of joining foreign language classes conducted by 
foreign Missions and Embassies in India or organizations controlled by, or associated 
with foreign Missions or Indo—foreign cultural organisation should seek prior permission 
from the Government. 
 
III. ASSOCIATION WITH INDO-FOREIGN CULTURAL ORGANISATIONS 
1.  Officer should not associate with Indo-foreign cultural organisations without 
the permission of the Government: - Officers should not be members of, or actively 
participate in the activities of Indo—foreign cultural organisation without the permission 
of the Government. 
[M.H.A. letter No. 9/31/69—AIS(III), dated 14-1-1970 read with M.H.A. O.M. No. 
25/34(S)/67—Estt.(A), dated 22-5-1969]. 
2. State Governments should obtain prior approval of the Central Government for 
granting permission to AIS officers for association with Indo-foreign cultural 
organisations: - In accordance with item 15 of extracts from Ministry of Home Affairs 
Office Memorandum No. 25/34(S)/67—EStt. (A), dated the 22nd May, 1969 officers 
should not be members of, or actively participate in the activities of Indo-foreign cultural 
organisation without the permission of the Government. In view of the fact that Foreign 
Affairs is the subject matter of the Central Government, a question arose whether 
permission as envisaged in the said Office Memorandum should be granted by the 
Central Government or the State Government. 
2  It has been decided after careful consideration of the matter that so far as members of 
All India Services working in connection with the affairs of the State are concerned, 
permission should not be granted by the State Government without the prior approval of 
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the Central Government. It is accordingly requested that individual cases of IAS/IPS/IFS 
Officers be referred to the Department of Personnel and Administrative Reforms, 
Ministry of Home Affairs and the Ministry of Environment & Forests respectively for 
approval of the Central Government. 

[DP & AR letter No. 5/21/72—AIS(III), dated 4-12-1972] 

3. Association of moS with Indo-Foreign cultural organization would normally be 
avoided: - It has been decided that, while Indo-Foreign cultural organization, may in 
suitable cases, be looked upon with favour and assisted, the association of member of 
the Service with such organizations, would be avoided. 

[DP & AR letter No. 11017/9/75—AIS(III), dated 2-3-1976] 

4. A moS should obtain prior permission of the government before he becomes a 
member of a book club run by a foreign agency and accept books as gift: - It has 
been decided that a member of the Service should obtain prior permission of the 
government before he becomes a member of a book club run by a foreign agency if the 
membership of the book club entitles such a member of the service to receive books as 
gift. A member of the service while holding a post has been given permission, to become 
a member of such book club, should consequent upon his transfer or appointment to any 
other post, intimate the Government about his membership of the book club concerned 
and thereafter act in accordance with such order as may be made by the Government. 
For receiving books by way of gifts the question of acceptance of such gifts would be 
governed by rule 11 of the All India Service (Conduct) Rules, 1968. 

[D.P. & A.R. No. 5/17/72—AIS(III), dated 23-4-1973 and dt. 16-9-74.] 
5. A moS should obtain prior permission of the Government before he becomes a 
member of a foreign centre with multifaceted activities which includes Library or 
book club facility: -  It was clarified in the Department of Personnel and A.R. letter No. 
5/17/72—AIS(III), dated the 23rd April, 1973 that a Member of All India Services should 
obtain prior permission of the Government before he becomes a Member of a book club 
run by a foreign agency. It was further clarified in the Department of Personnel and A.R. 
letter No. 5/17/72—AIS(III), dated the 6th September, 1974 that prior permission for 
accepting membership of a book club or Library run by a foreign agency would be 
necessary only if the membership entitles such a member of the service to receive 
books as gifts. 
2. A question has now been raised whether a member of an All India Service should 
obtain permission from Government for accepting membership of a foreign centre, which 
extends book club facility in addition to providing cultural and other activities. It is 
clarified that a member of an All India Service should obtain prior permission of the 
Government before he becomes a member of a foreign centre with multifaceted 
activities which includes Library or book club facility. 
 
IV. PROCEDURE TO BE FOLLOWED IN ACCEPTING OFFERS OF SCHOLARSHIPS/ 
FELLOWSHIPS AND OTHER KINDS OF GRANTS FROM FOREIGN/ 
INTERNATIONAL INSTITUTIONS. 

(i)  Offers from correspondence with foreign Governments/institutions for visits 
abroad/grant of scholarships/fellowships or grants.—  

 The State Governments or the members of the All India Services individually 
should not negotiate directly with foreign Governments/institutions/agencies 
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and international organisations including Indo-Foreign Cultural Organisations 
for the grant of Scholarships/fellowships/grants to the members of the All India 
Services or offers to visit abroad. When such offers of fellowships etc., or offers 
to visit abroad are received by the State Governments not meant for a 
particular member of the Service directly from the foreign Governments or 
organizations the State Government should forward the communication 
together with the names of the members of All India Services, whom the State 
Government would like to sponsor for the scholarships, fellowships, etc., to the 
Ministry/Department of the Government of India who are concerned with the 
particular Service. (At the same time the State Government should 
acknowledge receipt of the offers from the foreign Government of organisation 
concerned and inform them that all future correspondence in the matter should 
be addressed by them to the Government of India, Ministry of External Affairs). 
In other words, such invitations are not to be processed by the State 
Government or accepted by the members of the All India Services without the 
approval of the Ministry of External Affairs through the (i) Department of 
Personnel and Administrative Reforms in the case of the members of the 
Indian Administrative Service, (ii) the Ministry of Home Affairs in the case of the 
members of the Indian Police Service and (iii) the Ministry of Environment 
&Forests in the case of the members of the Indian Forest Service. 

 If however, such offers of fellowship, etc. or offers to visit abroad are addressed 
to a member of the Service direct or addressed to the State Government 
intended for a particular member of the Service by the foreign Government, 
foreign organisation etc., the State Government should straightaway reject the 
offer made by the foreign Government or foreign organisations, without 
approaching the Central Government seeking the I concurrence for permitting 
the members of the service concerned to accept the offer. The question of 
selection of a member of the Service for fellowship or travel a grant should be 
left to the Government to decide and not the foreign Governments, foreign 
organisations etc. The intention behind this restriction is to discourage the 
possibility of foreign Governments, foreign organisations etc. exercising 
patronage by means of travel grants etc., and conversely the possibility of 
members of the Service compromising their positions in some way as a result 
of these facilities. The names of the members of the All India Services whom 
the State Government would like to recommend for such fellowships, training 
courses or travel grants in response to such offers should be sent to the 
concerned Ministry/Department referred to above who would process the case 
in consultation with the other Ministries of the Government of India. 

(ii)  Open advertisements by Central Ministries for foreign fellowships.— 
Applications of members of the All India Services response touch 
advertisements may be forwarded by the State Governments to the concerned 
Ministries direct. 

(iii)  Open advertisements by foreign agencies for foreign fellowships.— 
Applications of the members of the All India Services in response to such 
advertisements should be routed through (i) the Department of Personnel and 
Administrative Reforms in the case of the members of the Indian Administrative 
Service, (ii) the Ministry of Home Affairs in the case of the Members of the 
Indian Police Service, and (iii) the Ministry of Environment and Forest in the 
case of the members of the Indian Forest Service. 
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(iv) Officers who wish to go abroad for higher studies at their own cost.—Members 
of the All India Services who wish to go abroad for higher studies at their own 
cost may be permitted to seek admission in foreign educational institutions for 
higher studies in subjects which are advantageous for, or directly relevant to, 
the discharge of the duties usual o the service to which they belong, provided 
they do not apply for financial assistance in the form of fellowships, 
scholarships, travel grants etc. from the educational institutions. If they want to 
make any request for financial assistance they should rout their requests 
through (i) the Department of Personnel and Administrative Reforms in the 
case of the members of the Indian Administrative Service, (ii) the Ministry of 
Home Affairs in the case of the Indian Police Service and (iii) the Ministry of 
Environment & Forests in the case of the member of the Indian Forest Service. 

2. Whenever a member of an All India Service goes abroad for a fellowship, training 
course etc., a copy of the orders issued by the State Governments may be endorsed to 
the (i) Secretary to the Government of India, Department of Personnel and 
Administrative Reforms and the Establishment officer to the Government of India, in the 
case of a member of the Indian Administrative Service, (ii) Secretary to Government of 
India, Ministry of Home Affairs in the case of a member of the Indian Police Service, and 
(iii)Secretary to Government of India, Ministry of Environment & Forests the case of 
members of the Indian Forest Service. 

3. The present procedure has been reviewed in the light of the Government’s policy to 
encourage higher studies in specialized areas by officers in order to gain greater 
knowledge and exposure to the international environment  and also to special areas of 
learning.   In view of the fact that the present system is far too stringent and causes 
difficulties and delays in the processing of applications because by which officer might 
miss the opportunity of getting admission etc.  The procedure has been simplified as 
under:- 

 (i) A member of the service applying for higher studies to a reputed foreign 
university/training institution would require no prior permission of the 
Government but would be required to keep Government informed of his 
intention to apply to such universities and also indicate the subjects of study 
he proposes to pursue. 

 (ii) In case the member of the service is applying for financial assistance to the 
concerned university which is of standard nature and is available on open 
merit based criteria, namely, university fellowships, teaching assistantship 
research assistantship or tuition waiver, Government may only be kept 
informed. 

 (iii) In case the member of the service proposes to receive financial assistance 
from any other foreign source which is not of the type mentioned in (ii) 
above, prior permission of the Government would have to be taken. 

 (iv) The question of taking leave or study leave is a separate issue and would 
have to be dealt with after the officer obtains admission and applies for the 
leave.     

4. The Government may, however, at any time disallow the officer from pursuing his 
application for admission of financial assistance in cases where Govt. is of the view that 
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a member of the service has utilized his official influence to obtain the same or if the 
Government feels that such course of action is not in the interest of the Government. 

[Letter No. 11017/18/91-AIS(III)dated 1.7.91.] 

5. The above instructions are issued in super session of Ministry of Home Affairs letter 
No. 6/14/69—AIS(III), dated 21-7-1970 and letter of the same number dated the 6th July, 
1971 of the (Deptt of Personnel). 

[Deptt. of Personnel and A.R. letter No. 9/26/71—AIS(III), dated 25-7-1973]. 

 
V. PARTICIPATION IN CONFERENCES/SEMINARS ETC. 
1. State Governments can permit a member of the Service working under them to 
attend programmes organised by the various foreign cultural centres in India 
which are properly scrutinised by MEA: — A question has been raised as to the 
procedure to be followed and the authority competent to give permission to members of 
All India Services for participating in conferences/seminars organised by United States 
information Service/British Council similar “Cultural” Organisation of foreign mission etc. 
in India. 

2. This Department have examined this matter carefully. The programmes organised by 
the various foreign cultural centres in India such as the United States information 
Service and British Council etc. are properly scrutinised by the Ministries of External 
Affairs, Home Affairs and Education and Social Welfare. In view of this, the State 
Government can permit a member of the Service working under them to attend such 
conferences or seminars without a reference to this Department. While giving the 
permission to a member of the Service to participate in any such seminar or conference, 
he should be asked to keep in mind the provisions contained in the All India Services 
(Conduct) Rules, 1968, particularly rule 7 thereof. 

3. As regards members of the Service who are working under the Central Government, 
the Ministry or Department in which the officer is working can give such permission 
without obtaining the concurrence of this Department. 

[D.P. & A.R. letter No. 11017/9/75—AIS(III) dt. 2.3.1976]. 

2. Clearance of MHA under FCRA Act, 1976 is required to visit abroad to 
participate international seminars: - In the case of visits abroad by Government 
servants to participate in international seminars etc., it is necessary, among other things 
to obtain the clearance of the Ministry of Home Affairs, Government of India under the 
provisions of the Foreign Contribution (Regulation) Act, 1976. For this purpose, a format 
has been prescribed in which the particulars of the officers sponsored for the visit abroad 
are required to be furnished to the Ministry of Home Affairs. A copy of the format, form 
FC-2, is annexed. 

2. While forwarding proposals for participation of Members of the All India Services in 
international seminars etc. in foreign countries, the particulars in form FC-2, should 
invariably be sent along with the proposal.  

[G.I. DP&AR letter No. 11017/66/81—AIS(III), dated 23rd January, 1982]. 
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ANNEXURE to DP & AR Letter No. 11017/66/81—AIS(III), dated 23rd January, 
1982]. 

 FORM FC—2 

[See rule 3 (b)]. 

 Application for seeking prior permission of the Central Government to accept foreign 
hospitality. 

[Section 9 read with sections 10(a) and 11(I) of the Foreign Contribution 
(Regulation) Act, 1976]. 

 1.  Name in full (in block letters) 

 2.  Date of Birth 

 3.  Name of father. 

 4.  Present address. 

 5.  Permanent address. 

 6.  Passport Particulars (if already in possession of) 

 7.  Status. 

 Member of a Legislature. 

 Office bearer of a political party. 

 Employee of a Company/Corporations 

 Any person or class of person specified in Section 9. 

 8.  Names of countries/places to be visited with duration of stay. 

 9.  The countries and places where foreign hospitality is to be accepted. 

10. Duration and purpose of visit to the country (ies)/ place(s) mentioned in column 
9. 

11. Particulars of host(s):— 

 (a)  If an individual, his personnel particulars including name, present 
address, permanent address, nationality, profession.  

 (b) If an Organisation/ Institution/ Association/ Trust/ Foundation Trade 
Union, etc. full particulars thereof including:—  

 i. Full Name and complete Address. 

 ii. Address of head Officer-Principal officer. 

 iii. Aims and objects. 

 iv. Particulars of important office bearers. 

12. Full particulars as in serial II (a) & (b) of the foreign source in case the actual 
source extending the hospitality is located in the country other than actually 
proposed to be visited. 

13. Nature and duration of hospitality proposed to be accepted (give specific 
details).  
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14. Nature of connection/dealings with the host and/or foreign source extending the 
hospitality. 

15. Approximate expenditure to be incurred on hospitality. 

16. Any other information of significance, which the applicant may like to furnish. 

DECLARATION 

I hereby declare that the above particulars furnished by me are true and correct. 

Place: 

Date: 

Signature of the Applicant. 

3. Conditions for acceptance of invitations from Foreign Bodies/International 
organizations to attend studies/seminars etc.: - In some cases Central Government 
officers are receiving invitations from foreign governments/foreign/organizations/ 
international organizations etc., for delivering lectures or presenting ‘papers’ at 
Conference/Seminars/Workshops etc. For this purpose, these foreign 
organizations/bodies are meeting expense on airfare, boarding and lodging but also 
giving remuneration or honorarium to these officers. In large number of such cases, the 
Screening Committee of Secretaries has been taking a view that these offices should 
take leave as they are going abroad in their personal capacity. However, since there are 
no guidelines in this regard, the matter has been considered and it has now been 
decided that in cases where: — 

(a) the invitation is received by the Government of India and the Government of 
India selects an officer to attend such a workshop/ to present papers/ to 
deliver lectures etc.; the officer may be treated as on official deputation; 

(b) in cases where the invitation in received by the officer directly in his 
personal capacity, the officer should be treated as on a personal visit and 
he may be asked to proceed on leave. 

2. In this connection, it becomes imperative to reiterate the guidelines mentioned in 
Cabinet Secretariat’s O.M. No. 21/1/7/94—Cab, dated 30th March, 1995, that generally 
no Government of India officer will accept free passage or hospitality, the approval of the 
Screening Committee of Secretaries or PM should be ensured to be taken before 
accepting invitation in this connection. 

3. As regard accepting remuneration honorarium, the orders given in SR—II and SR—
12(FR—SR—Part—I) and Government of India orders printed below them should be 
strictly followed. 

4. Proposals be regulated accordingly. 

[OM No. 19036/1/2000-E-IV dated 21st March, 2000 of Ministry of Finance, Department 
of Expenditure] 
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VI. EMIGRATION OF MEMBERS OF ALL INDIA SERVICE TO OTHER COUNTRIES  

1. No member of the service should apply for or seek emigration to any other 
country so long as he is in Government service: - A question has been raised as to 
whether a member of the service can correspond with foreign missions in regard to 
emigration and whether they can be granted ‘no-objection-certificate’ for seek such 
emigration to foreign countries. The matter has been considered carefully and decided 
that no member of the service should apply for or seek emigration to any other country 
so long as he is in Government service. Issuing a no-objection-certificate to any member 
of the service, who wishes to migrate to a foreign country does not arise. 

[Letter No.11017/70/93—AIS(III) dated 30.12.93.] 

 
VII. APPLYING FOR JOBS AGAINST ADVERTISEMENTS: 
1. Cadre clearance is not required for applying jobs in response to 
advertisements, however, prior permission is required after selection under 
respective Cadre rules: - A question has been raised as to whether the members of the 
All India Services can be permitted to apply for posts advertised in the Press by the 
Government, Public Sector Undertakings etc. The Govt. of India are of the view that 
applications should be forwarded only in case where Government servants in lower 
services with inadequate prospects seek further advancement. In the Indian conditions, 
the All India Services offer the best available prospects for regular advancement and a 
fair share of deputation posts in the Public Sector Undertakings etc. Therefore, the 
members of the All India Services should not be permitted to apply for any post 
advertised in the Press. Members of the Indian Police Service and in the Indian Forest 
Service may, however, be permitted to apply for the combined competitive examination 
for appointment to the Indian Administrative Service and Central Civil Services Class I. 

[D.P. & A.R. letter No. 5/21/72—AIS(III), dated 4-12-1972.] 
2. The aforesaid instruction has, affected the prospects for regular advancement in 
career of the members of the Service; therefore it has been decided that in response to 
advertisements issued n the press by UPSC etc. the applications of the members of the 
All India Services may be forwarded for consideration for the said posts. If the 
Recruitment Rules for the post so advertised provide for ‘transfer on deputations’ also as 
one of the methods of recruitment in the event of the selection, the officer may be 
allowed to proceed on deputation if it is administratively feasible for the State 
Government to spare the officer. In case the Recruitment Rules for the post do not have 
any provision for ‘transfer on deputations’ the member of the service may be requested 
to giver an undertaking at the time of making a request for forwarding the application to 
the effect that, in the event of selection, he/she is willing to seek retirement or 
resignation, as the case may be. 
3. The deputation of the members of the All India Services to a post which has  ‘transfer 
on deputations’’ as one of the methods of recruitments, will be subject to the conditions 
laid down in rule 6 of respective Cadre Rules of IAS, IPS and IFS, which requires all 
deputations to be made with the concurrence/approval of the Central Government. 

[DP&T letter Nos. 11017/9/91—AIS(III) dated 7.2.91 and 11017/9/91—AIS(III) dated 
19.7.94] 
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VIII. JOIN CORRESPONDENCE/EVENING COURSES 
1. Permission to join correspondence/evening courses may be given if it is not 
detrimental to official duties and can be withdrawn at any time: - References are 
being received in the Department from various Ministries/Departments of the 
Government of India regarding requests of members of all India Services for 
Government’s permission for joining correspondence courses, evening classes, 
language classes etc. 

2. The Ministry/Department may examine case on merits and grant necessary 
permission subject to the following conditions:— 

(i) The permission does not ipso facto confer any right on the member of the 
service for his continued posting at a particular station for the duration of the 
course. 

(ii)  Pursuit of studies by the member of the service should be without detriment 
to the efficient discharge of his official duties. 

(iii)  The grant of permission will not entitle the member of the service to leave 
office by any particular time every day. On occasions requiring his presence 
in office beyond the office hours, he will stay in office till the time required. 

(iv)  The Government will accept no responsibility for his failure to complete the 
percentage of compulsory attendance prescribed for the course if any, of 
this account. 

(v)  The permission will not entitle the member of the service to claim leave 
either for preparation or for the duration of examination. Leave, if any, 
required for this purpose will be sanctioned subject to title of any exigencies 
of work. 

(vi)  The Government reserves the right to withdron the permission at any time 
without assigning any reason. 

[DP & AR O.M. No. 11017/44/77—AIS(III), dt. 29-12-77.] 
 
IX. LEGAL ASSISTANCE TO ALL INDIA SERVICE OFFICERS IN CONNECTION 
WITH LITIGATION ACTION TAKEN BY THEM IN THE CASE OF THEIR OFFICIAL 
DUTIES 
1. Government can provide assistance to a moS in public interest, with litigation 
action taken by them in the cases of their official duties: - I am directed to refer this 
Department’s letter No. 45/5/53—Estt. (A) dated 8.1.59 on the above subject and to say 
that an increasing tendency has been observed among certain sections to lodge legal 
complaints against members of the All India Services in their personal name for official 
acts done by these officials in the case of their official duties. 

2. While State Governments and the Central Government vide DP&AR letter No. 
45/5/53—Estt(A) dated 8.1.59 do have provisions to undertake the defence of such 
government servants in case it is in the public interest, whereupon all arrangements are 
made by the Government, there in often a tendency for the State Governments to ask 
the officer to undertake the defence on his own and consider reimbursement of the legal 
expenses only in case such officer is successful in the legal proceedings. In other cases, 
the State Governments may agree to provide legal expenses but subject to the condition 
that in case is lost, the officer has to bear the entire cost of litigation. The practice of 
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asking officers to defend themselves in such legal proceedings in bound to cause 
harassment for such officers in addition to expense, the reimbursement of which by the 
State Government and the extent thereof being uncertain. 

3. In the performance of the official acts, the officer usually is only implementing the 
decision of the Government and it is not unjust to expect that the Government would 
undertake the defence of all government servants who have been impleaded in such 
legal action.  For this purpose, there appears no need to make a distinction as to 
whether the complaint has been filed against the officers in their official designation or in 
their individual name. 

4. While the State Governments are themselves the best judge of the public interest in 
respect of acts done by officers working for them the above may please be kept in mind 
while examining the case in which officers are subjected to harassment through such 
legal action. 

[Letter No.11017/17/93—AIS(II) dated 15/9/93] 

 
X. ACCEPTANCE OF ‘FREE COMPANION TICKET’ BY GOVERNMENT SERVANTS 
AND MEMBERS OF THEIR FAMILIAR UNDER THE ‘COMPANION FREE SCHEME’ 
INTRODUCED FROM TIME TO TIME BY VARIOUS AIRLINES. 
1. Government servants may be permitted to accept the Free Companion Tickets if 
benefits are restricted to travel by the national carriers: - The undersigned is 
directed to refer to this Department’s O.M. No. 11013/13/93—Estt.(A) dated 9.12.93 and 
dated to say that in the light of the representations received from various quarters, and 
the fact that such a scheme is part of normal sales promotion  and is not confined  to 
Government  servants alone, the Government have reviewed these instructions. It has 
been decided to withdraw these instructions with immediate effect. Accordingly, the 
Government servants may be permitted to accept the Free Companion Tickets or 
variations thereof, provided that such benefits are restricted to travel by the national 
carriers (Indian Airlines and Air India.) 

[O.M. No. 11013/2/97—Estt. (A) of Government of India, Ministry of Personnel, 
Public Grievances & Pensions (Department of Personnel & Training) dated the 5th 

March, 1997]  

2. No objection to Government servants accepting the free tickets earned by them 
under Flying Returns scheme of Air India/Indian Airlines: - The undersigned is 
directed to refer to this Department’s O.M if even number dated 5th March, 97 on the 
subject mentioned above wherein it was provided that Government servants may be 
permitted to accept the Free Companion Tickets or variations thereof provided that such 
benefits are restricted to travel by the national carriers (Indian Airlines and Air India). 
References have been received seeking clarification whether Government servant may 
be permitted to accept the ‘Free Tickets’ earned under the ‘Flying Returns’ Schemes of 
Air India/Indian Airlines. It is clarified that since the O.M. dated 5.3.97 permits 
acceptance of Free Companion Tickets or variations thereof, there would be no 
objection to Government servants accepting the free tickets earned by them under 
Flying Returns scheme of Air India/Indian Airlines. 

[O.M. No—11013/2/97—Estt.(A) of Government of India, Ministry of Personnel, 
Public Grievances and Pensions(Department of Personnel & Training) dated the 5th 

March, 1997) dated the 15th September, 1998.] 
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3. No objection to Government servants availing of the benefit of “Frequent Flier 
Programme” of Flying Return Programmers” of other Airlines: - The undersigned is 
directed to refer to this Department’s O.M. of even number dated the 19th August, 1997 
on the above subject wherein it has been clarified that there would be no objection to 
Government servants accepting the free tickets earned by them under “Flying Return 
Scheme” of Air India/Indian Airlines. References have been received seeking 
permissions to avail such “Frequent Flier/Flying Return Programmers” of other Airlines 
including foreign airlines. 

3.2 The matter has been considered in this Department and it has been decided 
that there would be no objection to Government servants availing of the benefit of such 
“Frequent Flier Programme” of Flying Return Programmers” of other Airlines also. In so 
far as the “Free Companion Scheme” is concerned, the availing of this facility should 
remain confined to National Carriers only. 

[O.M. No. 11013/2/97—Estt.(A) of Government of India, Ministry of Personnel, 
Public Grievances and Pensions (Department of Personnel & Training) dated the 15th 

Sept., 1998.] 

XI. BRINGING POLITICAL OR OUTSIDE INFLUENCE TO FURTHER SERVICE 
INTERESTS 
Action should be taken against Government servants approaching Members of 
Parliament or State Legislature for sponsoring individual cases: - Rule 20 of the 
CCS (CONDUCT) Rules, 1964 provides that no Government servant shall bring or 
attempt to bring any political or other outside influence to bear upon any superior 
authority to further his/her interest in respect of matters pertaining to his/her service 
under the Government. The Government of India has, from time to time, emphasized 
that Government servants should not approach Members of Parliament or State 
Legislatures or other political/outside authorities to sponsor their cases in respect of 
service matters.  As per the existing instructions, vide O.M. No. 11013/7/85—Estt.(A)   
dated 22.5.95, the following action should be taken against Government servants 
approaching Members of Parliament or State Legislature for sponsoring individual 
cases: 

I. A Government employee violating the aforesaid provisions of the Conduct 
Rules for the first time should be advised by the appropriate disciplinary 
authority, to desist from approaching Members of Parliaments/Members of 
State Legislature to further his/her interest in respect of matters pertaining to 
his/her service conditions. A copy of this advice need not, however, be placed 
in the CR dossier of the employee concerned. 

II. If a Government employee is found guilty of violating the aforesaid provisions 
of the Conduct Rules a second time despite the issue of advice on the earlier 
occasion, a written warning should be issued to him/her by the appropriate 
disciplinary authority and a copy thereof should be placed be placed in his/her 
CR dossier. 

III. If a Government employee is found guilty of violating the aforesaid provisions 
of the Conduct Rules despite the issue of warning to him/her disciplinary action 
should be initiated against him/her by the appropriate disciplinary authority 
under the provisions of CCS(CCA) Rules, 1965. 

2. In spite of those instructions, cases of individual Government servants continue to be 
sponsored by public representatives/outside authorities. After careful consideration of all 
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aspects of the matter it has been decided that the following procedure may be adopted 
for dealing with communications from public representatives/outside relating to the 
service matters of Government employees: 

(a) Communications received from public representatives regarding problems of 
groups/categories of Government functionaries must be entertained and dealt 
with on a time-bound basis. In all such cases, after due examination, 
appropriate replies would continue to be issued at the level of the Minister 
concerned. 

(b) All communications from public representatives relating to the grievances of the 
retired personnel should receive the same consideration and be dealt with in 
the same way as outlined in (a) above. 

(c) In cases in which a public representative sponsors the cause of an individual 
Government servant (e.g. recruitment, appointment to a specific position, 
complaints against supersession, expunction of adverse remarks, allotment of 
Government accommodation, etc.) a formal reply should continue to be sent 
from the Minister acknowledging the receipt of the communication stating that 
the contents of the letter have been noted and where necessary, suggesting 
that the person whose case has been recommended, may be advised to 
represent his case through proper official channels. All such communications 
addressed to the Minister shall be replied to at, his/her level.  In all such cases 
the formal reply given by the Minister shall be deemed to dispose off the 
communication unless there are further directions from the Minister in the 
matter. 

3. All Ministries/Departments/Offices etc. are requested to bring the above instructions to 
the notice of all concerned under their control and take action against the Government 
servants who violate the provisions of the Conduct Rules as prescribed in para 1. 

[Copy of DP&T O.M. No. 11013/12/94—Estt.(A) dt. 12.1.95] 
 
XII. OBSERVANCE OF THE PROVISIONS MANUAL OF OFFICE PROCEDURE 
REGARDING ACTION ON ORAL INSTRUCTION 
1. I am directed to forward herewith a copy of this Department’s Office Memorandum No. 
11013/4/88—Estt. (A) dated 19th April, 1988 on the above subject and to say that the 
instructions (herein apply mutatis mutandis in respect of All India Service Officers. 

2. It is requested that the instructions may be brought to the notice of the members of 
the All India Services serving in the State. The State Governments may also consider 
issuing suitable instructions in the light of regulations relating to Officer Procedure in the 
States corresponding to the instructions in the Manual and Office Procedure enclosed 
with this letter. 

[D.P. & A.R. letter No. 11017/21/80—AIS (III) dt. 5-5-89, addressed to All State 
Governments and copy endorsed to all Ministries/ Departments to the Government of 

India, etc.]  

Copy of DP & Trg. O.M. No. 11013/4/88—Estt.(A) dt. 19-4-88 addressed to all 
Ministries/Departments etc, to Govt. of India.  

1. The undersigned is directed to invite attention to the provisions of Rule 3 of the CCS 
(Conduct) Rules, 1964 and paras 25 to 25-C of Central Secretariat Manual of Office 
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Procedure (extracts enclosed for ready reference) which define the scope and role of 
oral instructions in the transaction of Government business and also lay down the 
detailed procedure to be followed whenever it becomes necessary to give oral directions 
by a higher officer to a subordinate or when a member of the Personal Staff of the 
Minister communicates an oral order on behalf of the Minister. Instances have come to 
notice where the above provisions have not been followed. 

2. The purpose for keeping a proper written record of policy decisions taken by the 
various Government functionaries, when action in this regard is to be initiated on the 
basis of oral instructions given by senior officers, is to ensure proper accountability of the 
decisions taken on important matters and have a record of the considerations leading to 
the decisions. It is, therefore, reiterated that the procedure prescribed in the Manual of 
Office procedure and the provisions of the Conduct Rules referred to above should be 
scrupulously followed at all levels in order to avoid ambiguity or doubts and to specify 
responsibility when important decisions are taken. It is clarified that these provisions 
apply equally to matters, which may be considered sensitive or secret. In such cases of 
sensitive nature, adequate care should however be taken to accord proper security 
classification to the relevant papers and to ensure their safe custody as envisaged in the 
Manual of Departmental Security Instructions. 

3. Ministry of Agriculture etc. may please bring the above position to the notice of all 
administrative authorities under their control. 

Extract from Manual of Office Procedure. 

CHAPTER V 

25. Oral Discussions—  

 (1) All points emerging from discussions between two or more officers of the 
same department and the conclusions reached will be recorded on the 
relevant file by the officer authorising action. 

 (2) All discussions/instructions/decisions which the officer recording them 
considers to be important enough for the purpose, should be got 
confirmed by all those who have participated in or are responsible for 
them. This is particularly desirable in cases where the policy of the 
Government is not clear or where some important departure from the 
prescribed policy is involved or where two or more levels differ on 
significant issues or the decision itself, though agreed upon by all 
concerned, is an important one. 

25A. Oral instructions by higher officers— 
 (1) Where an officer is giving direction for taking action in any case in respect 

of matters on which he or his subordinate has powers to decide, he shall 
ordinarily do so in writing. If, however the circumstances of the case are 
such that there is no time for giving the instructions in writing, he should 
follow it up by a writing confirmation at his earliest. 

 (2) An officer shall, in the performance of his official duties, or in the exercise 
of powers conferred on him, act in his best judgement except when he is 
acting under instructions of an official superior. In the latter case, he shall 
obtain the directions in writing wherever practicable before carrying out 
the instructions, and where it is not possible to do so, he shall obtain 



 

216 
 

written confirmation of the directions as soon thereafter as possible. If the 
officer giving the instructions is not his immediate superior but one higher 
to him in the hierarchy, he shall bring such instructions to the notice of his 
immediate superior at the earliest. 

25B. Oral orders on behalf of or from Minister—  

 (1) Whenever a member of the personal staff of a Minister communicates to 
any officer an oral order on behalf of the Minister, it shall be confirmed by 
him in writing immediately thereafter. 

 (2) If any officer receives oral instructions from the Minister or from his 
personal staff and the orders are in accordance with the norms, rules, 
regulations or procedures they should be brought to the notice of the 
secretary or the head of the department where the officer concerned is 
working in or under a non-secretariat organisation.  

 (3) If any officer receives oral instructions from the Minister or from his 
personal staff and the orders are not in accordance with the norms, rules, 
regulations or procedures, he should seek further clear orders from the 
secretary (or the head of the department in case he is working in or under 
a non-secretariat organisation) about the line of action to be taken, stating 
clearly that the oral instructions are not in accordance with the rules, 
regulations, norms or procedures.  

25C. Confirmation of oral instructions  

 (1) If an officer seeks confirmation of an oral instruction given by his superior, 
the latter should confirm it in writing whenever such confirmation is 
sought.  

 (2) Receipt of communications from junior officer seeking confirmation of oral 
instructions should be acknowledged by the senior officers or their 
personal staff, or the personal staff of the Minister, as the case may be.  

 
XIII. BAN ON PARTICIPATION OF CERTAIN ORGANISATIONS  
1. Ban on participation in certain organisations like R.S.S., Jamat-e-Islami, Anand 
Marg and CPM(L) etc that have been banned by rule 33 of the Defence and Internal 
Security of India Rules, 1971: - I am directed to say that certain organisations like the 
R.S.S., Jamat-e-Islami, Anand Marg and CPM(L) have been banned under the 
provisions of rule 33 of the Defence and Internal Security of India Rules, 1971 vide 
Ministry of Home Affairs Gazette Notifications dated 3rd and 4th July, 1975 (copies 
enclosed for ready reference). This rule, inter alia provides that no person shall :— 

(a) manage or assist in managing any organisation to which the rule applies; 

(b) promote or assist in promoting a meeting of any members of such 
organisation, or attend any such meeting in any capacity; 

(c)  publish any notice or advertisement relating to any such meeting; and   

(d) invite persons to support such an organisation or otherwise in any way 
assist the operations of such organisation. 
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Any person who contravenes any of the provisions of the above rule, shall be 
punishable with imprisonment for a term which may extend to seven years, or with fine 
or with both. 

2. Sub-rule (1) of rule 5 of the All India Services (Conduct) Rules, 1968, provides that no 
members of the service shall be a member of, or be otherwise associate with any 
political party or any organisations which takes part in politics nor shall he take part in, or 
subscribe in aid, or assist in any other manner, any political movement or political 
activity. Members of the service who are found to have connections with these banned 
organisations are liable to be dealt with suitably in departmental proceedings. In 
appropriate cases action could also be considered against them under proviso (c) of 
clause 2 of article 311 of the Constitution. 

3. I am to request that these instructions may be brought to the notice of all members of 
the All India Services working under the State Government. 

[O.M. No. 11017/50/75—AIS(III), Dated 6th March, 1976 addressed to All State 
Governments and the Ministries/Deptts. of the Government of India, etc.]  

Rule 33 of the Defence and Internal Security of India Rules, 1971 (vide M.H.A. 
Gazette Notification Dated 3rd and 4th July, 1975). 

S.O. 304(E).— Whereas the Central Government is satisfied with respect to the 
organisations specified in the schedule below that they are organisations which are and 
whose members and the persons in control whereof are, indulging in activities prejudicial 
to the internal security, the public safety and the Maintenance of public order: 

Now, therefore, in exercise of the powers conferred by sub-rule (1) of rule 33 of the 
Defence and Internal Security of India Rules, 1971, the Central Government hereby 
directs that the said rule shall apply to the organisations specified in the schedule below. 

The Schedule 

 1. Anand Marg. 

 2. Proutist Forum of India. 

 3. Proutist Block of India. 

 4. Vishya Sanskranti Seva also known as Volunteer Social Service. 

 5. Sewa Dharm Mission. 

 6. Education, Relief and Welfare Section. 

 7. Pragatisheel Bhojpuri Samaj. 

8. Angika Samaj. 
 9. Baghelkhand Samaj. 
10. Universal Proutist Labour Federation. 
11. Universal Proutist Students Federation. 
12. Renaissance Universal Club. 
13. Renaissance Artists and Writers Association. 
14. Anand Marg Universal Relief Team. 

[No. II/16013/5/75—S & P(D.II)] 
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S.O.305(E).— Whereas the Central Government is satisfied with respect of the 
organisations specified in the schedule below that they are organisations which are and 
whose members and the persons in control whereof are, indulging in activities prejudicial 
to the internal security, the public safety and the maintenance of public order: 

Now, therefore, in exercise of the powers conferred by sub-rule (1) of rule 33 of the 
Defence and Internal Security of India Rules, 1971, the Central Government hereby 
directs that the said rule shall apply to the organisations specified in the schedule below. 

The Schedule 

1. Communist Party (Marxist-Leninist) (Charu Mazumdar Group-Pro-Lin Piao 
Faction. 

2. Communist Party (Marxist-Leninist) (Charu Mazumdar Group-anti-Lin-Piao 
Faction). 

3. United Communist Party (Marxist-Leninist) (S.N. Singh—Chandra pulla Reddy 
Group). 

4. The Andhra Pradesh Communist Committee (Revolutionaries) (T. Negi Reddy 
Group). 

5. Communist Party (Marxist-Leninist) (Suniti Ghosh-Sharma Faction). 

6. Eastern India Zonal Consolidation Committee of the Communist Party (Marxist-
Leninist). 

7. The Maoist Communist Centre. 

8. The Mukti Yadha Group. 

9. Unity Centre of Communist Revolutionaries of India (Marxist-Leninist). 

10. Centre of Indian Communists. 

[No. II/16013/5/75—S & P (D.II)] 

S.O.306 [E]—Whereas the Central Government is satisfied with respect to the 
organisations known as Rashtriya Sawyam Sevak Sangh that it is an organisations 
which is and whose members and the persons in control whereof, are indulging in 
activities prejudicial to the internal security, the public safety and the Maintenance of 
public order: 

Now, therefore, in exercise of the powers conferred by sub-rule (1) of rule 33 of the 
Defence and Internal Security of India Rules, 1971, the Central Government hereby 
directs that the said rule shall apply to the Rashtriya Sawyam Sevak Sangh aforesaid. 

    [No. II/16013/5/75—S & P (D.II)] 

MINISTRY OF HOME AFFAIRS Notification No. 234 dt. 4.7.1975:— 
S.O. 307(E).— Whereas the Central Government is satisfied with respect to the 

organisations specified in the schedule below that they are organisations which are and 
whose members and the persons in control whereof are, indulging in activities prejudicial 
to the internal security, the public safety and the Maintenance of public order: 

Now, therefore, in exercise of the powers conferred by sub-rule (1) of rule 33 of the 
Defence and Internal Security of India Rules, 1971, the Central Government hereby 
directs that the said rule shall apply to the Jammat-e-Islami-e-Jammu and Kashmir 
aforesaid. 
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      [No. II/60/5/75—S&P(D—II)] 

S.O.307(E).— Whereas the Central Government is satisfied with respect of the 
organisations specified in the schedule below that they are organisations which are and 
whose members and the persons in control whereof are, indulging in activities prejudicial 
to the internal security, the public safety and the maintenance of public order: 

Now, therefore, in exercise of the powers conferred by sub-rule (1) of rule 33 of the 
Defence and Internal Security of India Rules, 1971, the Central Government hereby 
directs that the said rule shall apply to the Jammat-e-Islami-e-Jammu and Kashmir 
aforesaid. 

      [No. II/60/5/75—S&P(D—II)]  

2. Action will be taken against the Government Servant found participating in 
banned organisations under normal service rules: - The undersigned is directed to 
refer to this Department’s Office Memorandum No. 18011/1/S/75—Estt.(B) dated the 
28th November, 1975 on the subject mentioned above and to say that consequent upon 
the lifting of the ban on organizations may be treated as deleted.  Hereafter, action may 
be taken against Central Government employees if they come to notice for participation 
in the activates of the political organizations, under the normal service rules, such as rule 
5 of the Central Civil Service (Conduct) Rules 1964, or corresponding rules governing 
the service conditions of other categories of the employees. 

 The Ministry of Finance etc. are requested to bring the contents of this Office 
Memorandum to the notice of all concerned including those working in their attached and 
subordinate offices. 

[OM No. 34013/4/(S)/77—Estt. (B) of Government of India Ministry of Home Affairs 
Departments if Personnel and Administrative Reforms dated the 23rd April, 1977] 

3. Ban on association with Anand Marg or any of its organisations: - It has been 
decided that the instructions contained in Department of Personnel & A.R. letter No. 
15014/6(S)/80—Estt.(B), dated the 31st December, and 5th Aug. 81C regarding 
association of Govt. servants with the activities of Anand Marg will apply to members of 
All India Service also. 

2. According to Rule 5 of the All India Services (Conduct) Rules 1968, no member of an 
All India service shall be a member of, or be otherwise associated with any political party 
or any other organisation which takes part in politics, nor shall   take part in, or subscribe 
in aid of, or assist in any other manner, any political movement or political activity. 
Membership of or association of a member of an All India Service with the Activities of 
the Anand Marg movement would attract the provisions of the above rule and any 
member of the Service who contravenes the provisions of the above rules would be 
liable to disciplinary action. 

[G.I. M.H.A. D.P.&A.R letter no.11017/68/81-AIS(III) dated 34d March, 1982] 

G.I., M.H.A. D.P. & A.R. letter No.15014/6/(S)/80—Estt.(B), dated 31st December, 
1980 to the Chief Secretaries of all State Governments on association of 
Government servants with the activities of Anand Marg. 

I am directed to say that the Government of India consider that a Government 
servant’s membership of or association with the activities of movement known as Anand 
Marg would attract the provisions of sub-rule(1) of Rule 5 of the Central Civil Services 
(Conduct) Rules, 1964 which lays down that no Government servant shall be a member 
of, or be otherwise associated with any political party of any organization which takes 
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part in politics nor shall be take part in, subscribe in aid of, or assist in any other manner, 
any political movement or activity. Instructions have been issued to Ministries etc. at the 
Centre that a Government Servant who contravenes the provisions of the above rule and 
takes part in the activities etc. of Anand Marg or any of its organizations (see list in 
Annexure) would be liable to disciplinary action. 

2. I am to request that if there is no objection the State Government may also 
consider the question of issuing similar instructions in the case of the State Government 
servants. 

1. VSS (Volunteer Social Service). 
2. Amra Bengali. 
3. The Progressive Fenderation of India. 
4. The . Proutist Forum of India. 
5. Angika Samaj. 
6. Pragatisheel Bhojpuri Samaj. 
7. Nagpuri Samaj 
8. Maithill Samaj 
9. Pragatisheel Bhojpuri Samaj. 
10. Braj Samaj. 
11. Awadhi Samaj. 
12. Bundeli Samaj 
13. Garhwali Samaj 
14. Kumaoni Samaj 
15. Pragatisheel Haryana Samaj 
16. Asia Punjabi 
17. Proutist League. 

Copy of MHA DP&AR OM No. 15014/6/(5)/80—Estt.(B) dated 5-8-1981. 

SUBJECT : Association of Government servants with the activities of Anand Marg. 

The undersigned is directed to invite the attention of the Ministry of Finance etc. to 
this Department’s O.M. No. 15014/6/(S)/80—Estt.(B), dated the 31st December, 1980 on 
the above subject and to say that in the Annexure to the said O.M., the Organisations as 
per list enclosed may be added. 

I. The Ministry of Finance, etc. are requested to bring the above to the notice of all 
Government employees working in or under them. 

LIST OF FRONT ORGNISATIONS OF ANAND MARG 

18. Education, Relief and Welfare Section. 
19. Sewa Dharm Mission 
20. Anand Marg Universal Relief Team. 
21. Women’s Welfare Department. 
22. Girl Volunteers. 
23. Spiritual Sports & Adventures Club. 
24. Proulist Bloc of India. 
25. Proutist Universal 
26. Universal Proutist Labour Federation 
27. Universal Proutist Youth Federation 
28. Universal Proutist Student Federation 
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29. Universal Proutist Intellectual Federation 
30. Universal Proutist Farmer’s Federation 
31. Renaissance Artists’ & Writers’ Association. 
32. Renassance Universal 
33. Ek Manav Samaj 
34. Bhojpuri Samaj 
35. Chhatisgarh Samaj 
36. Malwi Samaj 
37. Vidarbha Samaj 
38. Telangana Samaj 
39. Circal Samaj 
40. Utkal Samaj 
41. Kosal Samaj 
42. Navya Malayalam Samaj 
43. Konkani Samaj 
44. Kannad Samaj 
45. Tulu Samaj 
46. Dogri Samaj 
47. Haryanavi Samaj 
48. Pahari Samaj 
49. Haroti Samaj 
50. Sahvadri Samaj 
51. Gurjar Samaj 
52. Coorgi Samaj 
53. Tamil Samaj 
54. Rayalaseeema Samaj 
55. Assam Unnayan Samaj 
56. Mewari Samaj 
57. Marwari Samaj 
58. Kathiawari Samaj 

 

XIV. OBSERVANCE OF PROPER PROCEDURE IN OFFICIAL DEALINGS BETWEEN 
THE ADMINISTRATION AND MEMBERS OF PARLIAMENT AND STATE 
LEGISLATURES 
1.  Procedure for corresponding with Members of the Parliament/State Legislature: 
- With regard to the correspondence with the Members of Parliament, a copy of the 
guidelines(O.M. No. 25/19/64—Estt.(A) dated 8.11.1974) on the subject issued by the 
Government of India is enclosed for necessary action. A separate O.M. No. 
11013/2/2000—Estt.(A) dated the  23rd May, 2000 giving the details about official 
dealings between the Administration and Members of Parliament and Members of State 
Legislatures is also enclosed.  Extracts of the relevant portion of the Central Secretariat 
Manual of Office Procedure are also enclosed herewith for guidance. 

2. As regards the availability of the members of the All India Services on telephones, it is 
indicated that even though the members of the Service may not always be available on 
telephone because of the exigencies of work, they are supposed to make suitable 
arrangements for getting recorded during their absence the message received from the 
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Members of Parliaments and the messages received from the Members of State 
Legislatures and getting back to them as soon as they are in a position to do and also for 
talking suitable actions on the basis of the message received from the Hon’ble  
Members. Suitable arrangements must be made so that the members of the Parliament 
are not put to inconvenience and any indifferent attitude in this respect should be 
strongly dealt with under AIS(D&A) Rules, 1969. 

3. It is requested that copies of these instruction /guidelines may kindly be circulated 
among all the members of the Service for strict compliance. 

[letter No. 28011/3/2000—AIS (III) dated 11.7.2000] 

Copy of O.M. No.11013 /2/2000—Estt. (A) of Government of India Ministry of 
Personnel, Public Grievances & Pensions (Department of Personnel and 
Training) dated the 23rd May, 2000. 

 1. The undersigned is directed to say that the broad guidelines to govern the 
official dealings between the Administration and Members or Parliament and State 
Legislature were issued vide Personnel &  A..R. O.M. No. 25/19/64—Estt.(A) dated 8th 
November, 1974. Although these guidelines were reiterated from time-to-time vide 
Department of Personnel & Training O.Ms. dated 21.12.92 and 29.10.96 yet there are 
instances where the laid down procedure and protocol has not been observed property. 
The Parliamentary Committee during the course of meeting on demands for grants of 
Ministry of Home Affairs raised a point that there is a need to issue fresh instructions in 
the matter, as the earlier instructions are not available in most of operative officers. The 
Committee also observed that letters are not replied in some cases by the person who 
has been addressed by Members of Parliament/Members of Legislative Assembly. 

 2. As the members of Parliament and State Legislatures occupy, in our democratic 
set up, a very important place as accredited representative of people, they have 
important functions to perform under the Constitution and they find it necessary to seek 
information from the Ministries/Departments of the Govt. of  India or the State 
Governments, or make suggestions for their consideration or ask for interviews  with the 
officers in connection with their Parliamentary and allied duties. In this connection, 
certain well recognized principles and conventions to govern the relations between 
Members of Parliament and of State Legislatures and Government servants have 
already been established. The existing instructions emphasise that it should be 
endeavour of every officer to help Members of Parliament and State Legislature to the 
extent possible in the discharge of their functions under the Constitution. The basis 
principles to be borne in mind by the Govt. servants while interacting with the Members 
of Parliament and State Legislatures are that: — 

(i) The Government servants should show courtesy and consideration to 
Members of Parliament and State Legislatures may have to say, they should 
always act according to their own best judgement. 

(ii) That while they should consider carefully of listen patiently to what the 
Members of Parliament and State Legislatures may have to say, they should 
always act according to their own best judgement. 

(iii) Any deviation from an appointment made with a Member must be promptly 
explained to him to avoid any possible inconvenience. Fresh appointment 
should be fixed in consultation with him. 
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(iv) An officer should be meticulously correct and courteous and rise to receive 
and see off a Member visiting him. 

(v) Members of Parliament/State Legislatures of the area to be invariably invited 
to public function organised by a Govt. office. Proper and comfortable seating 
arrangements at public functions to be made for Member who appear above 
officers of the rank of Secretaries to Government of India in Warrant of 
Precedence. 

(vi) Letters from Members of Parliament and Members of State Legislatures must 
be promptly acknowledged, and a reply sent at an appropriate level 
expeditiously.  Relevant provisions of the Manual of Office Procedure should 
be observed in this regard. 

(vii) Information or statistics relating to matter of local importance must be 
furnished to M.Ps, and M.L.As when asked for. If request is to be refused, 
instructions from higher authority should be taken. 

(viii) A Government servant should not approach MPs/MLAs for sponsoring his 
individual case; and 

(ix) References from Committees of Parliament must be attended to promptly. A 
senior officer at the level of Joint Secretary or equivalent should be charged 
with the responsibility for ensuring this. 

(x) The Officers should not ignore telephonic messages left for them by the 
Members of Parliament/State Legislatures in their absence and should try to 
contact at the earliest the concerned Member of Parliament/State Legislature. 

3. All Ministries/Departments are requested to ensure that the above basic 
principles and instructions are followed by all concerned in letter and spirit. It may also 
be impressed on all concerned that violation of the laid down guidelines will be viewed 
seriously. 

Paras 57, 60 & 122 of Central Secretariat Manual of Office Procedure (Eleventh 
Edition, 1998) 

57. Correspondence with Member of Parliament 

(1) Communications received from Members of Parliament should be attended 
to promptly. 

(2) Where a communication is addressed to a Minister, it should, as far as 
practicable, be replied to by the Minister himself. In other cases, a reply 
should normally be issued over the signature of an officer of the rank of 
Secretary only. 

(3) Where, however, a communication is addressed to the head of an attached 
or subordinate office, Public Sector Undertaking ) financial institutions 
(including nationalized banks) Division/Branch In charge  in a Ministry/ 
Department/ Organisation, it should be replied to by the addressee himself. 
In routine matters not involving question of policy, he may send an 
appropriate reply on his own. In matters involving questions of policy the 
officer should have prior consultation with higher authorities before sending 
a reply. It should, however, be ensured that minimum level at which such 
replies are sent to Members of Parliament is that of Under Secretary and 
that also in letter form only. 



 

224 
 

(4) Normally Information sought by a Member should be supplied it is such a 
nature that it would have been denied to him even if asked for on the floor of 
the Houses of Parliament. 

(5) As far as possible, in corresponding with Members of Parliament, pre-
printed or cyclostyled copies should be avoided. 

(6) In case reference from an Ex-Member of Parliament (or MP who has not 
been re-elected) is addressed to a Minister or Secretary, reply to such 
reference may be sent by the concerned Divisional Head after obtaining 
approval of the Secretary of the Ministry/Department. In case the reference 
is addressed to a lower level officer reply to such reference could be sent by 
the officer on his own in non-policy cases and after obtaining approval of the 
higher authorities in policy cases. However, the minimum level at which 
reply could be sent should be that of an Under Secretary and that too in 
letter form only. 

60. Prompt response to letters received  

(1) Each communication received from Members of Parliament, a member of 
the public, a recognized association or a public body will be replied to 
within 15days. 

(2) Where (i) delay is anticipated in sending a final reply, or (ii) information has 
to be obtained from another Ministry or another office, an interim reply will 
be sent within a fortnight indicating the possible date by which a final reply 
can be given. 

(3) If any such communication is wrongly addressed to a department, it will be 
transferred promptly(within three days) to the appropriate department 
under intimation to the party concerned. 

(4)   Where the request of a Member of the Public cannot be acceded to for any 
reason, reasons for not acceding to such a request should be given. 

(5) As far as possible, requests from members of public should be looked at 
from the user’s point of view of what may be administratively convenient. 

122. Watch on disposal of communication received from Members of 
Parliament. 
The personal section of each Joint Secretary/Director (if the director submits cases 

direct to secretary/additional secretary) will maintain a separate register of 
communications received from Members of Parliament in the form given in Appendix 45. 
The serial number at which a letter is entered in this register will be prominently marked 
on that letter together with its date of registration e.g., ‘ ‘25/JS/P/MP)’ 20.3.96 

a. To keep a special watch on speedy disposal of communication received 
from Members of Parliament, each section will; 
 i. maintain a register as in form at Appendix 46; and 
 ii. Make out prominently those communications finally disposed of by 

rounding off the serial numbers of the register in red ink. 
b. If for any reason an M.P.’s letter is received by a section without being 

registered in the personal section of the Joint Secretary/Director, immediate 
steps will be taken to get it registered there. 
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c. On the 1st and 15th day of each month, each section will submit the register 
along with the report in the form at Appendix 47 to the Under 
Secretary/Deputy Secretary. Particulars of communications pending for 
more than a fortnight will be given in the form at Appendix 48. The report, 
with the remarks of Under Secretary/Deputy Secretary, will be submitted to 
the Director/Joint Secretary and register will be returned to the section. 

d. The personal section of the Joint Secretary/Director will check whether all 
the communications entered in its register figure in the reports sent by the 
sections. If any discrepancy is found, it should be reconciled. Thereafter, the 
report will be submitted to the Joint Secretary/Director for scrutiny and for 
such other action, as he may consider appropriate. 

e. Ministries may through departmental instructions include additional columns 
in the forms at Appendix 45, 46,47 and 48 to suit local needs. 

2. Instructions to all Ministries/Departments of Government of India with copy to 
all State Governments and LBSNAA regarding guidelines to deal with the 
Members of the Parliament/State Legislatures: - The undersigned is directed to refer 
to this Department O.M. No. 11013/2/92—Estt.(A) dated 21.12.92 on the subject 
mentioned above wherein broad guidelines to govern dealings between the 
Administration and Members of Parliament and State Legislatures have been reiterated . 
The instructions  emphasise that it should be the endeavour of every officer to help 
Members of Parliament and State Legislatures to the extent possible in the discharge of 
their functions under the Constitution. It has also been laid down that the two basic 
principals to be borne in mind by the Government servants while interacting with the 
Members of Parliament and State Legislatures are that (i) the Govt. servants should 
show courtesy and consideration to Members of Parliament and State Legislatures; and 
(ii) that while they should consider carefully or listen patiently to what the Members of 
Parliament and of the State Legislatures may have to say, they should always act 
according to their own best judgement. 

2. The Lok Sabha Secretariat has brought to the notice of this Department that of late 
complaints have been received from Hon’ble Members about non-observance by some 
of the authorities of instructions/guidelines regarding courtesy to be extended to people’s 
representatives in relation to public functions. The Hon’ble Speaker has directed that it is 
has to be ensured that Members of Parliament are invariably apprised of the function 
being held/organized in their respective parliamentary constituencies. 

3. In this connection, attention of Ministries/Departments is invited to para 5 of the 
instructions contained in the O.M. dated 21.12.92 wherein it has been prescribed that 
Ministries/Departments should issue instructions to ensure that in a public function 
organised by any of its offices in any part of the country, the Members of Parliament 
/State Legislatures of the area are invariably invited and entry passes wherever 
necessary, are sent to them in advance to avoid any inconvenience to them in this 
regard. It has also been prescribed in these instructions that proper and comfortable 
seating arrangements at public functions should be made for Members of Parliament 
who appear above the officers of the rank of Secretary of Government of India in 
Warrant of Precedence. 

4. Ministries/Departments are requested to ensure that these instructions are followed by 
all concerned in letter and spirit. It may also be impressed on all concerned that violation 
of these instructions will be viewed seriously. 

[O.M. No. 11013/9/96—Estt. (A) 29th October, 1996] 
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Copy of O.M. No 11013/2/92—Estt.(A) of Government of India, Ministry of 
Personnel, P.G. & Pensions (Department of Personnel & training) dated the 21-
12-92. 

 1. The undersigned is directed to refer to Department of Personnel & A.R. O.M. 
No No. 25/19/64—Estts.(A) dated the 8th Nov., 1974 wherein broad guidelines were laid 
down to govern official dealings between the Administration and the Members of 
Parliament and State Legislatures. These guidelines were re-circulated on 23.6.1988 
and again on 23.4.91 with the request to bring these instructions to be notice of all 
concerned for strict compliance. 

2. It has been noted that of late there have been cases where due and proper 
courtesy was not shown to MPs/MLAs, there by inviting adverse comments. There is, 
therefore, need for ensuring that proper courtesy is always shown to the members of 
Parliament/State Legislatures. Therefore, it is once again reiterated that 
Ministries/Departments should ensure that the guidelines contained in the O.M. dated 8th 
November, 1974 are observed  strictly at all levels. 

3. It has further been noted that references from Committee of Parliament were 
not being attended to promptly. It has, therefore, been decided that all such references 
should be attended to promptly and should not be passed on routinely down the line. 
Ministries/Departments should immediately identify senior officer at the level of Joint-
Secretary or equivalent who should be charged with the responsibility of ensuring that 
the references are attend to promptly. 

4. As regards treatment of letters received from members of Parliament/State 
Legislature, attention in invited to the para 7 contained in the instruction issued by the 
Government of India in 1974. 

5. It has also been decided that Ministries/Departments should issue instructions 
to ensure that in a public function organized by any of its officers in any part of the 
country, the members of Parliament /States Legislatures of the area are invariably 
invited and entry passes wherever necessary, are sent to them in advance to avoid any 
inconvenience to them in this regard. 

6.Ministries/Departments may also ensure that while addressing communications 
to the members of Parliaments, proper protocol conforming to their position in the 
Warrant of precedence (Copy enclosed) should be observed. In all official 
correspondence, where the name of an MP is to appear along with others, the name 
should be listed according to the position assigned to the MPs in the Warrant of 
Procedure. Care should also be taken to address each of them as member of Parliament 
(or MP) and not as Member of Parliament of Rajya Sabha. If it is desired to be more 
specific about the House to which they belong they may be addressed as Member of 
Parliament  of MP(Lok Sabha)/(Rajya Sabha). 

7. With a view to ensuring that these instructions are scrupulously followed by all 
concerned, it is necessary that these instructions are made available to all the Offices 
preferably in local languages.  

8. It may please be ensured that these instructions are followed by all concerned 
in letter and spirit. It may also be emphasized on all concerned that a serious note will be 
taken of any violation of these instructions. 
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Copy of O.M. No. 25/19/64—Estt(A) of Government of India/Cabinet 
Secretariat/Department of Personnel & Administrative Reforms dated the 8th 
November, 1974. 

1. The undersigned is directed to state that Members of Parliament and State 
Legislature occupy in our democratic set-up a very important place as accredited 
representatives of the people. They have important functions to perform under the 
Constitution and they may occasionally find it necessary to seek information form the 
Ministries/Departments of the Government of India or the State Governments, of make 
suggestions for their consideration or ask for interview with Officers in connection with 
their parliamentary and allied public duties. In this connection, certain well-recognized 
principle and conventions to govern the relations between Members of Parliament and of 
State Legislatures and Government Servants have already been established. These 
principles and conventions were communicated in Ministry of Home Affairs (new 
Department of Personnel and Administrative Reforms) Office Memorandum  No. 
25/29/56—Estts (A) dated the 28th  August, 1957 and ) Office Memorandum  No. 
25/6/68—Estts (A) dated the 27th March, 1968. copies enclosed as Enclosure—I and II 
respectively. However, on a review of the position it has been considered necessary to 
reiterate, and to spell out in some detail, the principles and practices that should govern 
the relations between Members of Parliament and State Legislature and Government 
servants. The instructions in this regard are contained in the subsequent paragraphs. 
The Ministry of Finance etc. are requested to bring the contains of this Office 
Memorandum to the notice of all concerned for guidance and strict compliance. 

2. The two basic principles to be borne in mind are (i) that Government servants 
should show courtesy and consideration of Members of Parliament and of the State 
Legislatures and (ii) that while they should consider carefully or listen patently to what 
the Member of Parliament and of State Legislatures may have to say, they should 
always act according to their own best judgment. 

3. It should be the endeavour of every Officer to help the Members of Parliament 
and of State Legislatures to the extent possible in the discharge of their important 
functions under the Constitution. In cases, however, where an officer in unable to 
accede to the request or suggestion of a Member, the reasons for his inability to do so 
should be courteously explained to the member. 

4. It is realize that many officers have very heavy public duties and 
responsibilities and if they are to function effectively they should be permitted to plan out 
their day’s work with some care and adhere to the plan. An officer should feel free to set 
apart some hour when he can refuse to meet visitors without being considered guilty of 
discourtesy, lack of consideration and the like. He should, however, set apart some time 
every day when anybody can see him and, within these hours and also during other 
office hours in which he is to meet visitors, he must give priority to Members of 
Parliament and of State Legislatures except when a visitors has come by previous 
appointment and a Member of Parliament of a State Legislature his come without an 
appointment. In such a case he should see the Member of Parliament or of a State 
Legislature immediately after he has met the visitor who had come by previous 
appointment. Any deviation from an appointment made with a Member of Parliament or 
of a State Legislature or indeed with any Member concerned so that the least possible 
inconvenience is caused to him and a fresh appointment should be fixed in consultation 
with him. 
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5. When a Member of Parliament or of a State Legislature comes to see him, an 
officer should rise in his seat to receive the Member and to see him off. Small gestures 
have symbolic value and officers should, therefore, be meticulously correct and 
courteous in their dealing with Members of Parliament and of State Legislatures. 

6. Similarly, seating arrangement at public functions should be ensured that there 
is no room for any misunderstanding on this score. The position of Members of 
Parliament has been clearly brought out in the warrant of procedure approved by the 
President. M.Ps. appear at Article 30 above officers of the rank of full Central or 
equivalent, Secretaries to the Government of India, etc. The instructions appended to 
the Warrant of precedence also lay down that when Members of Parliament are invited 
en bloc to major State functions, the enclosure reserved for them should be next to the 
Governors, Chief Justice, Speaker of the Lokl Sabha, Ambassadors, etc. A further 
provision in the instructions is that the Members of State Legislatures who, owing to their 
presence in Delhi happen to be invited to State functions, should be assigned rank just 
after Member of Parliament. To convenience to Members of Parliament and of seats 
meant for them should be kept reserved till end of the function and should not be 
occupied by other persons, even though they may be vacant. The seats provided for 
them should be at least as comfortable and as prominently placed as those for officials. 

7. Letters received from Members of Parliament and of State Legislatures should 
be acknowledged promptly. All such letters should receive careful consideration   and 
should be responded to at an appropriate level and expeditiously. The officers should 
furnish to Members of Parliament and of State Legislatures when asked for, such 
information or statistics relating to matters of local importance as are readily available 
and are not confidential. In doubtful cases instructions should be taken from a higher 
authority before refusing request. 

8. While the official dealings of Government servants with Members of Parliament 
and of State Legislature have to be regulated as stated in the previous paragraphs, it is 
necessary to invite the attention of Government servants to what is expected of them in 
their individual capacity in respect of their own grievances in the matter of conditions of 
service. Under the relevant Conduct Rules governing them, Government servants are 
prohibited from bringing or attempting to bring any, political or other influence to bear 
upon any superior authority to further their interests in respect of matters pertaining to 
their service under the Government. Therefore, a Government servants is not expected 
to approach a Member of Parliament or of a State Legislature for sponsoring his 
individual case. 

Copy Ministry of Home Affairs(now Department of Personnel & Administrative 
Reforms), Office Memorandum  No. 25/29/56—Estt. (A) dated the 28th August, 
1957.—(Enclosure—I) 

1. It has been brought to the notice of the Government by certain Members of 
Parliament that instances have occurred in which Members of Legislatures have not 
been accorded by Government officers the consideration and regard which their position 
in the public life of the country requires. Government of India have no doubt that, lapses, 
if any, in this respect cannot be intentional, and that there in no desire to be discourteous 
or rude. Nevertheless, Government of India would like to remind all officers that due 
courtesy and regard to the representatives of the people are desirable in the larger 
interests of the country. The Members of Parliament have important functions to perform 
under the Constitution and it  should be the endeavour of every officer to help them to 
the extent possible in the discharge of their functions. In cases, however, when officers 
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are unable to accede to the request or suggestions of Members of Parliament, the 
reasons for the office’s inability to do so should be courteously explained to them. For 
purposes of interview, Members of Parliament should be given preference over other 
visitors, and in the very rare cases where an officer is unable to see a Member of 
Parliament at a time about which he had no previous notice, the position should be 
politely explained to the Member and another appointment fixed in consultation with him. 
The same courtesy and regard should be shown to Members of Legislatures attending 
public functions where, in particular, seats befitting their position should be reserved for 
them. 

 2. Ministry of Finance etc. are requested to bring these instructions to the notice 
of all concerned.  

Copy of O.M. No. 25/6/68—Estt(A) dated 27.3.1968.(Enclosure—II) 

1. As the Ministry of Finance etc. are aware, instructions were issued on 
28.8.57(Vide copy enclosed) emphasizing the need for observance of proper courtesies 
by officers of the Govt. in their dealings with Members of Parliament. In continuation of 
these instructions, it is further emphasized that where any meeting convened by Govt. is 
to be attended by Members of Parliament, special care should be taken to see that 
notice is given to them in good time regarding the date, time venue etc. of the meeting, 
and it should be ensured that there is no slip in any matter of detail, however minor it 
may be. 

2. Ministry of Finance etc. are requested to bring the above instructions to the 
notice of all concerned. 

PRESIDENT’S SECRETARIAT 

No. 33—Pres/79 dated the 26th July, 1979. 

a. In suppression of all previous notifications issued on the subject, the 
following Table, with respect to the rank and precedence of the persons 
named therein which has been approved by the President, is published for 
general information: 

1. President 

2. Vice President 

3. Prime Minister 

4. Governors  of States within their respective States 

5. Former Presidents 

 5(A) Deputy Prime Minister 

6. Chief Justice of India. 

 Speaker of the Lok Sabha 

(7) Cabinet Ministers of the Union. 

 Chief Ministers of States within their respective States 

 Deputy Chairman, Planning Commission 

 Former Prime Ministers. 
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 Leaders of Opposition in the Rajya Sabha and the Lok Sabha. 

7(A) Holders of the Bharat Ratna Decoration 

8 Ambassadors Extraordinary and Plenipotentiary and High 
Commissioners of Commonwealth countries accredited to India. 

 Chief Ministers of States outside their respective States/Governor of 
States outside their respective States. 

9 Judges of Supreme Court 

9-A. Chief Election Commissioner 

 Comptroller & Auditor General of India. 

10 Deputy Chairman, Rajya Sabha 

 Deputy Chief Ministers of  States 

 Deputy Speaker, Lok Sabha 

 Members of the Planning Commission 

 Ministers of State of the Union and other Minister in the Ministry of 
Defence for defence matters. 

11. Attorney General of India. 

 Cabinet Secretary  

 Lieutenant Governors within their respective Union Territories. 

12. Chiefs of Staff holding the rank of full General or Equivalent rank 

13. Envoys Extraordinary and Ministers Plenipotentiary accredited to India. 

14. Chairman and Speakers of State Legislatures within their respective 
States 

 Chief Justice of High Courts within their respective jurisdictions. 

15. Cabinet Ministers in States within their respective States. 

 Chief Ministers of Union Territories and  

 Chief Executive Councillor, Delhi, within their respective Union 
Territories, Deputy Ministers of the Union  

16. Officiating Chief of Staff holding the rank of Lieutenant General or 
equivalent rank. 

17. Chairman, Central Administrative Tribunal 

 Chairman, Minorities Commission 

 Chairman, Scheduled Castes and Scheduled Tribes Commission 

 Chairman, Union Public Service Commission 

 Chief Justices of High Courts outside their respective jurisdictions. 

 Puisne  Judges of High Courts within their respective jurisdictions. 

18. Cabinet Ministers in States outside their respective States. 
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 Chairman, and Speakers of State Legislatures outside their respective 
States. 

 Chairman, Monopolies and Restrictive Trade Practices Commission. 

 Deputy Chairman and Deputy Speaker of State legislature within their 
respective States. 

 Ministers of States in States within their respective States 

 Ministers of Union Territories and Executive Councillors, Delhi, within 
their respective Union Territories. 

 Speakers of Legislative Assemblies in Union Territories and Chairman 
of Delhi Metropolitan Council within their respective Union Territories. 

19. Chief Commissioner of Union Territories not having Councils of 
Ministers, within their respective States. 

 Deputy Ministers in States within their respective States. 

 Deputy Speaker of Legislative Assemblies in Union Territories and 
Deputy Chairman, of Metropolitan Council, Delhi, within their respective 
Union Territories. 

20. Deputy Chairman and Deputy Speaker of States Legislatures, outside 
their States. 

 Ministers of State in, States outside their States 

 Puisne Judge of High Courts outside their respective jurisdictions. 

21. Member of Parliament  

22. Deputy Ministers in their States outside their respective States. 

23. Army Commanders/Vice Chief of the Army Staff or equivalent in other 
Services. 

 Chief Secretaries to State Governments within their respective States. 

 Commissioner  for Linguistic Minorities. 

 Commissioner for Scheduled Castes and Scheduled Tribes. 

 Members, Minorities Commission. 

 Member, Scheduled Castes and Scheduled Tribes Commission. 

 Member, Scheduled Castes and Scheduled Tribes Commission  

 Officers of the rank of full General or equivalent rank 

 Secretaries to the Government of India (including officers holding this 
office ex-officio) 

 Secretary, Minorities Commission  

 Secretary, Scheduled Castes and Scheduled Tribes Commission 

 Secretary, to the President 

 Secretary to the Prime Minister 

 Secretary, Rajya Sabha, Lok Sabha 
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 Solicitor General 

 Vice-Chairman, Central Administrative Tribunal 

24. Officers of the rank of Lieutenant General or equivalent rank. 

25. Additional Secretaries to the Government of India. 

 Additional Solicitor General  

 Advocate General’s of States. 

 Chairman, Tariff Commission 

 Charges Affairs and Acting High Commissioners a pied and ad interim. 
 Chief Ministers of Union Territories and Chief Executive Councillor, 

Delhi, outside their respective Union Territories. 
 Chief Secretaries of States Governments outside their respective 

States. 
 Deputy Comptroller and Auditor General  
 Deputy Speaker of Legislative Assemblies in Union Territories and 

Deputy Chairman, Delhi Metropolitan Council, outside their respective 
Union Territories. 

 Director, Central Bureau of Investigation 
 Director, General, Central Reserve Police. 
 Director, Intelligence Bureau. 
 Lieutenant Governors outside their respective Union Territories. 
 Members, Central Administrative Tribunal. 
 Members, Monopolies and Restrictive Trade Practices Commission 
 Members, Union Public Service Commission 
 Ministers of Union Public Territories and Executive Councillor, Delhi, 

outside their respective Union Territories. 
 Principal Staff officers of the Armed Forces of the rank of Major 

General or equivalent rank 
 Speaker of Legislative Assemblies in Union Territories and Chairman of 

Delhi Metropolitan Council, outside their respective Union Territories. 

26. Joint Secretaries to the Government of India and Officers of equivalent 
rank. 

Officers of the rank of Major-General or equivalent rank. 

NOTE 1— The order in this Table of Precedence is meant for State and Ceremonial 
occasions and has no application in the day-to-day business of 
Government. 

NOTE 2— Persons in the Table of Precedence will take rank in order of the number 
of the articles. The entries in the same article are arranged alphabetically. 
Those included in the same article will take precedence inter se according 
to date of entry into that article. However, where the dignitaries of 
different States and Union Territories included in the same article are 
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present at function outside their States or Union Territories and there in 
difficulty in ascertaining their dates of entry, they may be assigned 
precedence inter se in the alphabetical order of the name of States and 
Union Territories concerned after those whose precedence is determined 
according to date of entry into that article. 

NOTE 3— In Article 7, the former Prime Ministers will take precedence over the 
Cabinet Ministers of the Union and the Leaders of Opposition in the Rajya 
Sabha and the Lok Sabha. The Chief Ministers of States within their 
respective States will take precedence over the Cabinet Ministers of the 
Union of official functions held in the respective States. 

NOTE 4 —  In Article 8— 

 (a) Ambassadors Extraordinary and Plenipotentiary and High 
Commissioners of Commonwealth countries accredited to India 
will en bloc rank above Governors of State outside their respective 
States. 

 (b) Governors of States outside respective States will en bloc rank 
above chief Ministers of States outside their respective States. 

NOTE 5— The Ministry of External Affairs may assign appropriate ranks to foreign 
dignitaries and Indian Ambassadors, High Commissioners and Ministers 
Plenipotentiary during their visit to India. 

NOTE 6— Notwithstanding the procedure laid down in Note 2, the rank inter se and 
precedence of the persons in Article 10 shall be assigned in the following 
order: — 

1. Deputy Chairman, Rajya Sabha. 

2. Deputy Speaker, Lok Sabha 

3. Ministers of State of Union and any other Minister in the Ministry of 
Defence for defence matters, 

4. Deputy Chief Ministers of States. 

5. Members of the Planning Commission However, the Deputy Chief 
Ministers of States outside their respective States will always rank 
below all other dignitaries figuring in this article. 

NOTE 7— The Chairman of State Legislative Councils will rank above the Speakers 
of Legislative Assemblies in case where they were elected on the same 
date. 

NOTE 8— When Members of Parliaments are invited en block to major State 
functions, the enclosures reserved for them should be next to the Chief 
Justice, Speaker of the Lok Sabha, Ambassadors etc. 

NOTE 9— Speakers of Legislative Assemblies in Union Territories and Chairman of 
the Delhi Metropolitan Council, Delhi, will take precedence over Ministers 
and Executive Councillors, included in the same article. 

NOTE 10. In Article 23— 
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(a) Secretaries in the Ministry of External Affairs other than the Foreign 
Secretary between themselves, will take precedence in the order of 
their seniority in Grade I of the Indian Foreign Service and both of 
them will take precedence after the Foreign Secretary; 

(b) Member of the Minorities Commission and the Scheduled Castes 
and Scheduled Tribes Commission will always take precedence 
over the Secretaries of these Commissions; 

(c) In official functions held at Delhi/New Delhi, Army 
Commanders/Vice Chief of the Army Staff or equivalent in other 
Services will always rank after Secretaries to the Government of 
India. 

NOTE 11— In Article 25— 

(a)  Additional Secretaries in the Ministry of External Affairs among 
themselves will take Precedence in the order of their seniority in 
Grade II of the Indian Foreign Service; 

(b)  Additional Solicitor General will take precedence above the 
Advocate Generals of States; 

(c)  Lieutenant Governors will take precedence over the Chief Ministers 
and Chief Executive Councillor, Delhi, and the latter will take 
precedence over Speakers of Legislative Assemblies and 
Chairman , Metropolitan Council, Delhi; 

(d)  Deputy Speaker of Legislative Assemblies of Union Territories and 
Deputy Chairman of Delhi Metropolitan Council will take 
precedence after Ministers of Union Territories and Executive 
Councillors, Delhi. 

NOTE 12—For the purpose of Article 26, the posts equivalent to the posts of Joint 
Secretaries to the Government of India will be determined by the Ministry 
of Home Affairs. 

 

GOVERNMENT OF INDIA’S DECISIONS 

GOVERNMENT OF INDIA’S DECISIONS UNDER RULE 3 

1. Participation in proselytising activities may be treated as good and sufficient 
reason for taking disciplinary action against a moS: - A question was raised whether 
members of the Service were prohibited from taking part in proselytising activities under 
these Rules. The Government of India have decided that although, under the 
Constitution of India, servants of the States are entitled in their private lives to profess, 
practice or propagate any religion freely, they should so conduct themselves in public as 
to leave no room for an impression that they are likely in their official dealings to favours 
persons belonging to any particular religion. Such an impression is bound to arise in 
respect of a member, who participates in bringing about or organizing conversions from 
one religion to another and such conduct would be even more reprehensible if, in the 
process, he makes use, directly or indirectly, of his official position or influence. 
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2. Although a specific provision in this regard is not made in these Rules, participation in 
proselytising activities may be treated as good and sufficient reason for taking 
disciplinary action against a member under the All India Service (Discipline and Appeal) 
Rules, 1955. 

3. The provisions contained in the proceeding paragraph may be kept in view by the 
State Governments, while examining the conduct of members of the Service in this 
regard. 

[G.I., M.H.A. letter No.(IS)503/58-AIS(III), dated 30th May, 1958, read with  
O.M. No. 25/50/57-Esst.(A), dated 15th January, 1958-M.H.A. F.No.16/39/58-AIS(III)]. 

 
GOVERNMENT OF INDIA’S DECISIONS UNDER RULE 5 

1. Permission should not be given to a moS to publish articles in the journals, 
souvenirs etc., of political parties: - A doubt has been raised whether members of the 
All India Services can be permitted to publish articles in the journals, souvenirs etc., of 
political parties. 

2. The matter has been examined in this Department and it has been decided, that in all 
such cases, permission should not be given. 

[DP&T letter No. 11017/30/93 AIS (III), dated 21/06/93] 

 

GOVERNMENT OF INDIA’S DECISIONS UNDER RULE 10 

1. A moS may be permitted to participate in Flag Day Collection: - According to Rule 
10 of the All India Services (Conduct) Rules, 1968, no member of the service shall 
except with the previous sanction of the Government or such authority as may be 
empowered by it in this behalf ask for or accept contributions to or otherwise associate 
himself with the raising of any funds or other collections in cash or any kind or in 
pursuance of any object whatever. For the purpose of this rule, Government in the case 
of the member of the service serving in connection with the affairs of the Union is the 
Central Government and in the case of a member of the service serving in connection 
with the affairs of State the Government of that State. 

2. A question was raised whether members of All India Services may be permitted to 
associate themselves with the raising of funds in connection with the Armed Force Flag 
Day. So far as the Central Government servants are concerned, Government of India 
has decided to relax the provision of the Rule 12 of the CCS (conduct) Rules and to 
allow Central Government servants to participate in such collections on voluntary basis, 
keeping in view the object underlying the Flag Day Collection, vide Ministry of Home 
Affairs’ Memo. No. 25/33/55—Estt., dated 31st October, 1955. 

3. It was decided to extend the provisions of the Ministry of Home Affairs Memorandum 
cited above to the members of the All India Services serving under the Central 
Government. 

4. The State Governments were requested to consider adopting the same policy in 
respect of the members of All India Services working under them. 

[DP & AR letter No. 11017/80/82—AIS(III), dated 16-11-82.] 
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GOVERNMENT OF INDIA’S DECISIONS UNDER RULE 11 

1. The criteria to decide acceptance of gift my a moS or his members of the family 
is whether it is inspired by his official position: - The main criteria to be followed in 
deciding whether a member of the Service or a member of his family, should be 
permitted to retain a gift would be whether it has been inspired by his official position and 
also whether it is likely to embarrass or influence him, either immediately or 
prospectively in the discharge of his official duties. 

[G.I. M.H.A. letter No. 7/15/56—AIS (II), dated 10th April, 1956]. 

2. No officer should be given permission to accept gifts of more than trifling value, 
at the time of transfer: - Instances have come to the notice of the Government in which 
senior officers and others were presented, on the occasion of their retirement or transfer 
expensive gifts for the purchase of which the members of staff contributed. Though 
farewell entertainment of substantially private and informal character may be held in the 
honour of officers on the eve of their retirement or transfer, yet it is hardly healthy or 
desirable to allow the practice of accepting gifts from the staff. It has, therefore, been 
decided that in future no officer should be given permission to accept gifts of more than 
trifling value, at the time of transfer. 

2. There is, however, no objection to the officer’s accepting gifts at the time of his 
retirement from members of the staff subject however to prior permission of Government 
wherever such permission is necessary. 

3. The State Government may, if there be no objection follow these instructions while 
dealing with the similar cases of officers serving in connection with the affairs of the 
State. 

[G.I. M.H.A. letter No. 8/51/62—AIS(III), dated 30th November 1962] 

3. Procedure for disposal of presents received by a moS by visiting foreign 
dignitaries: - The Government of India have decided that presents made to members of 
the Service by visiting foreign ‘dignitaries’ as distinguished from ‘foreigners’ shall be 
disposed of in the following manner:—  

 (i) Presents, which are of a symbolic and not of any practical value, like 
swords ceremonial robes etc., may be retained by the recipients; 

  (ii) Presents of trivial value, which for this purpose shall be *Rs. 3000/ 
may be retained by the recipients; and 

  (iii) Presents not covered by the above two categories shall be deposited 
at the Government Toshakhanna (in the Ministry of External Affairs), 
from where the recipients may be given the option to purchase them 
at prices fixed by the authorities in charge. 

[G.I. M.H.A/ letter No. 25/49/55—Estt., dated 31st March, 1956, read with Dep’t. of 
Personnel and A.R. letter No. 5/28/73—AIS—(III), dated 10-1-1974 and No. 

11017/55/76—AIS (III), dated 8-12-1976] 

4. Presents received by a moS from foreign firms will also be covered under the 
procedure above: - A question has been raised whether the instructions contained in 
letter No. 5/28/73—AIS (III), dated 10-1-1974 could be applied in the case of gifts 
received by members of the service from foreign firms. 

2. This question has been carefully considered in this department. According to the 
normal policy no permission is granted, save in exceptional circumstances, for 
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acceptance of gifts made to members of the services by firms, whether foreign or 
indigenous, with whom the members of the service concerned has had or has or is likely 
to have official dealings, either directly or indirectly by virtue of his official position. 
Permission should also not be normally granted for the acceptance of gifts by members 
of the All India Services from firms, which are contracting firms with the Government 
even if the contract is entered into by Ministry of Department other than one in or under 
which the member of the service concerned is serving. The question of grant of 
permission for acceptance of gifts from a foreign firm would, therefore, normally arise 
only in those cases where the foreign firms concerned is neither a firm contracting with 
the Government where it is proposed to grant permission for acceptance of the gifts 
made by a foreign firm the procedure laid down in this department letter of even number 
dated 10-1-1974 referred to above should be followed. 

[D.P. & A.R. letter No. 5/28/73—AIS (III), dated 22-10-1975]. 

5. Procedure for contacts with business firms: - I am directed to invite attention to 
sub-rule (4) of Rule 11 of AIS (Conduct) Rules, 1968 and to forward herewith a copy of 
this Department’s office Memorandum No. 11013/1/88—Estt. (A) dated the 10th May, 88 
on the subject mentioned above. I am further directed to say that the instructions 
stipulated therein shall apply mutatis mutandis to members of the All India Services also. 

2. It is requested that the above instructions may be brought to the notice of the 
members of the All India Services serving in the State/Central Government of the 
Compliance 

[Letter No. 11017/25/88—AIS(III) dated 12-7-1988] 

Copy of O.M. No. 11013/1/88—Estt.(A) dated 10.5.88 of Government of India, 
Ministry of Personnel, P.G. & Pensions, Department of Personnel & Training 

1. The undersigned is directed to invite attention to Note (II) below Rule 13(I) of 
the Central Civil Services (Conduct) Rules, 1964 which lays down that a Government 
servant shall avoid accepting lavish hospitality or frequent hospitality from any 
commercial firms, organizations etc. Rule 4(3) of the CCS (Conduct) Rules, 1964 inter-
alia envisages that no Government servant shall in the discharge of his official duties 
deal with any matter concerning any company of firm of any other person if he or any 
member of his family is interested in such matter in any manner.  These instruction have 
been issued to ensure that Government servants are extremely careful and discreet 
while coming in contact which businessmen and business firms so as to avoid situations, 
which might cause embarrassment to the Government or to the Government servants 
concerned, while dealing with matters relating to those business firms/businesses in 
their official capacity. 

2. It may sometimes so happen that a Government servant is required to 
maintain contact with outsiders to gain information, in the public interest, about the 
violation of rules, regulations etc. In such cases the Government servant concerned has 
to exercise adequate care and discretion in making use of such outside contacts so that 
neither the Government nor the Government servant personally becomes obliged or 
committed to the said contact in any manner. 

3. The aforesaid instructions are brought to the notice of all Ministries/ 
Departments for strict compliance by Government servants of all categories. 
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GOVERNMENT OF INDIA’S DECISIONS UNDER RULE 12 

1. The members of the Services should refrain from declaring building etc. open 
and should take prior permission if necessary: - A question was raised whether it 
would be in consonance with the spirit of this rule for members of the Service to accept 
invitations to declare buildings, etc. open, or to lay the foundation-stones of new 
buildings, or to allow bridges, road, buildings, parks or public institutions such as 
hospitals, schools or colleges be named after them. The Government of India have 
decided that it would not only be against the spirit of this rule, for members of the 
Service to act in the manner set forth above, but it would be inappropriate and 
inconsistent with the rule of detached impartiality legitimately expected of them and that 
it would generally have an unwholesome effect. 

2. While it is possible that there may be occasion when members may have to 
participate in such functions, which have a cultural or sociological significance especially 
in remote areas, they should, as far as possible refrain from associating themselves with 
such functions. In cases, where they are in doubt, they would be well advised to take the 
prior permission of their superior officers. 

3. The State Government may issue similar orders in respect of members of the Service 
serving under them. 

[M.H.A. letter No. 6/79/57—AIS(II), dated 28th October, 1957 read with O.M. No. 
25/24/57—Estt.(A) dated 16-9-1957]. 

2. The members of the Services should not accept awards conferred by private 
organisations: - This Department has been receiving references from various 
Ministries/Departments recommending grant of Awards from organisations of National/ 
International repute and also from Private Bodies, to members of All India Services.   

2. In this connection, I am directed to invite the attention of all Ministries/Departments to 
the clarification issued in this Department’s letter No.11017/48/93-AIS(III) dated 20th 
October, 1993 and to say that it is not appropriate for members of All India Services to 
accept awards from Private Bodies. 

{DOPT Letter No.11017/71-93-AIS(III) dated 9th August, 1994] 

Copy of the DOPT Letter No.11017/48/93-AIS(III) dated 20th October, 1993 
regarding acceptance of awards conferred by private organisations. 

1. As per rule 12(1) of the All India Services (Conduct) Rules, 1968, a member of the 
Service is required to take the previous sanction of Government, which may be subject 
to such conditions and provisions as may be specified therein, before receiving any 
complimentary or valedictory address or testimonial or attending any meeting or 
entertainment held in his honour.  While there is no specific rule regarding the 
acceptance of awards conferred on officers by private organisations, however, the policy 
of the Government has been that if a government servant has done any outstanding 
work, there are various methods open to Government themselves to recognise his 
merits and service and it would not be appropriate for him to accept such an award from 
a private body.  In some isolated cases, however, the acceptance of awards was not 
objected to where the body giving the award was highly respected and the award did not 
include any monetary component.  

2. It is relevant to point out that the activities of the Government extend over wide 
ranging fields, some of which are well publicised and some are not; this could lead to an 
unintended preference in recognition for persons engaged in the former category which 
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is not desirable.  Some of the bodies which institute awards may also be involved in 
activities which may prove embarrassing for Government.  Moreover, it has been 
accepted that a civil servant should not strive to seek publicity or public recognition since 
his job is to act in a fair manner within the framework of the policy laid down by the 
political executive; seeking awards instituted by private bodies can affect such 
functioning.  Finally, the achievement which may be attributed to a public servant or 
member of the Service is almost always a result of coordinated efforts and thinking by a 
number of individuals and not the achievement of one person alone.  Therefore, it is felt 
that, in general, awards sought to be given by private bodies and institutes to members 
of the Services do not need to be encouraged.  In case there are exceptional 
circumstances like rewarding the merit of an officer for work done outside the purview of 
his functions in government or where Government otherwise thinks that an individual 
deserves a particular award, it is left to the discretion of the competent authority to 
decide such issues in a reasonable and judicious manner.  

3. The main criteria which may be followed in granting permission to individual 
officers to accept awards from private organisations is that such awards should not have 
a monetary component.  The competent authority must also take their decisions on a 
case-to-case basis since instructions cannot precisely encompass the multitude of 
possibilities that can crop up in such matters.   
 
 
GOVERNMENT OF INDIA’S DECISIONS UNDER RULE 13 

1. Income from literary, cultural or artistic efforts, which are not aided by the 
knowledge acquired by the member in the course of his service, is not `fee’ for the 
purpose of SR 12 and can be retained by the officer in full: - A question arose, 
whether a member of the service could accept royalty of the publication of a book of 
literary, artistic, or scientific character and also whether such royalties were to be treated 
as ‘Fee’ under supplementary Rule 12. It has been decided that the income from literary, 
cultural or artistic efforts, which are not aided by the knowledge acquired by the member 
in the course of his service, is not `fee’ for the purpose of SR 12 and can be retained by 
the officer in full. In other cases, SR 12 will apply and 1/3rd or the amount above Rs. 250 
will have to be credited to the Consolidate Fund of India/State. 

[G.I. M.H.A. letter No. 16/12/59—AIS(III), dated 15th June, 1959]. 

2. There is nothing in this rule prohibiting a member of the Service from becoming 
a member of any Co-operative Society. 

[G.I. M.H.A. letter No. 8/50/61—AIS(III), dated 29th November, 1961] 

3. Members of the Services are not permitted to act as a sleeping partner: - 
Instances have come to the notice or the Government of India, when members of the 
service sought permission to continue, as a sleeping partner to keep their interests alive 
in the joint family concern or otherwise. As a rule the Government are averse to the 
continued association of an all India Service Officer with a commercial firm in his own 
State of Allotment. 

[G.I. M.H.A. letter No. 8/6/63—AIS (III), dated the 15th May, 1963]. 

4. Members of the Services may be discouraged to hold Elective posts in 
University Senate: - Seeking election to a University Senate is neither in the scheme of 
social nor literary work. In fact the work of the University Senate itself cannot be 
regarded as of social, or literary character. In a large number of Universities, elections to 
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the Senate are hotly contested by nominees of the major political parties and the senate 
bodies are considered another forum for political activity. 

2. In view of the considerations mentioned above it has been decided that elective post 
of the nature referred to above should not be held by the members of the All India 
Services and that they may be discouraged from seeking such election. 

[M.H.A. letter No. 8/88/65—AIS(III), dated 8-12-1965]. 
5. Power of the Central Government to grant previous sanction under rule 13(1) 
has not been delegated to the Central Ministries/Departments: - Rule 13(1) of All 
India Services (Conduct) Rules, 1968 as amended by this Department’s Notification No. 
5/23/72—AIS (III), dated, the 27th July, 1974 provides that no member of the service 
shall except with the previous sanction of the Government, engage directly or indirectly 
in any trade or business or negotiate for or undertake any employment. The powers of 
the Central Government under this rule are exercisable by the Department of Personnel 
and Administrative Reforms, as these powers have not been delegated to the 
administrative Ministries/Departments. The Ministry of Finance etc. are therefore, 
requested to ensure that proposals for grant of permission under this rule to the 
members of the All India Services working in, or under, them are invariably referred to 
this Department for prior concurrence. 

[Department of Personnel and A.R. O.M. No. 11017/3/75—AIS (III), dated 9-4-1975]. 
6. State Governments are not competent to nominate or appoint any member of 
the AIS on Central deputation to any executive or semi-executive positions under 
the State Government without the specific approval of the Central Government: - 
Instances have come to notice where members of All India Services while on Central 
deputation have been nominated/appointed to specific executive semi-executive 
positions under the State Governments. Not only does this practise create avoidable 
embarrassment, it is also contrary to the rules. According to sub-rule (1) rule 13 of the 
AIS(Conduct) Rules read with clause (a) of rule 12 ibid no member of the Service 
serving in connection with the affairs of the Union, or serving under a foreign 
Government or outside India whether on duty or on leave, shall, except with the previous 
sanction of the Central Government undertake any employment under a State 
Government. In view of these provisions State Government are not competent to 
nominate or appoint any member of the AIS on Central deputation to any executive or 
semi-executive positions under the State Government without the specific approval of 
the Central Government. The concurrence of the Central Government cannot be 
presumed. The basic assumption is that the entire time of a Government servant, 
particularly a senior one, should be available to the Central or State Government 
depending  on where he is working. Moreover, it is necessary that while an officer is 
serving in the Government of India, he is not subject to any kind of control by a State 
Government. 
2. If an officer in a State Government is holding certain positions in the State, it is not 
necessary that he should continue to do so, even when he comes on deputation to the 
Centre. For one thing, he will be able to devote the same time which he may have done 
while he was in the State and this may be against the interest of the institution(s) with 
which he was associated. For another, such step may tend to cause demoralization 
amongst officers in the State as it implies that there is no one competent enough to take 
over the responsibility. 
3. For the above reasons, it has been decided that, as a matter of principle, members of 
the All India Services who are serving at the Centre will not be permitted to occupy 
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executive or semi-executive position under a State Government or Public sector 
organisation etc. controlled by the State Government except, where they are nominated 
by the Central Government to represent the interests of that Government. 

[DPAR letter No. 11017/10/78—AIS (III), dated 20-7-1978]. 
7. Details of the trade or business, the family members of the moS is engaged in, 
should invariably be furnished: - Under sub-rule (3) or rule 13 or the All India Service 
(Conduct) Rules, 1968, every member of the Service shall, if any member of his family is 
engaged in a trade or business, or owns or manages an insurance agency or 
commission agency, report that fact to the Government. It is, however, noticed that in a 
number of cases in the past, members of the All India Services did not furnish details 
relating to the trade/business started by their family members while making their reports 
to the Government under the aforesaid sub-rule with the result that Government had no 
information in this regard. Hereafter whenever a report is made by a member of the All 
India Services (Conduct) Rules, 1968, elementary details like nature of and name under 
which trade/business is being done, its location, whether with or without partners, 
amount invested and the source of the amount invested etc. should invariably be 
furnished. 

[G.I., M.H.A., DP&AR letter No. 11017/15/79—AIS(III), dated the 30th July, 1979] 
8. A moS should not stand guarantee/surety for loans taken by their relatives for 
business purposes: - A question was raised whether an All India Service Officer can 
stand surety/guarantee to a loan being taken by his wife for business purposes. 
2. It has been clarified that members of the All India Service should not stand 
guarantee/surety for loans taken by their relatives for business purposes as in this way 
indirect interest in business and financial commitments are created attracting the 
provisions of Rules 13 and 15 of the All India Services (Conduct) Rules, 1968. 

[G.I.DP&AR letter No. 11017/46/82—AIS(III), dated 4th September, 1982] 

9. A moS can enrol with bar association with a condition that he should not 
engage in legal profession while in government service: - A question has arisen 
whether a member of an All India Services could enrol himself with bar association. It 
has been decided that a member an All India Services can be permitted to enrol himself 
as an advocate, on condition that he should not engage himself in the legal profession 
either independently or otherwise for so long as he continues in Government Services.  

[DP&T No. 11017/55/92 AIS(III), dated 22/12/92] 

10. Secretaries of the Government of India should not associate themselves with 
Boards of Public Sector Undertakings: - Instances have come to the notice of the 
Government in which the Secretaries of the Government of India have associated 
themselves with the Public Sector Undertakings, as members of their Board of Directors. 

2. The matter has been carefully considered in this Department and with the approved of 
Prime Minister, Secretaries to Government need not be appointed to the Boards of 
Public Sector Undertakings or in such companies with which Public Sector Undertakings 
are intimately involved. 

[DP&T Letter No. 11017/11/93—AIS(III) dated 12.7.93]  
11. A moS should obtain prior permission of the Government before negotiating 
for consultancies and other appointments: - Under Rule 13(1) (b) of the 
AIS(Conduct) Rules 1968 the members of All India Services are required to obtain prior 
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permission of the Government before they negotiate for, or undertake, any other 
employment. 

2. It has come to the notice of the Government of India that some members of AIS have 
taken up consultancies and other appointments without obtaining the prior permission of 
the Government.  The matter has, been viewed seriously and it is again reiterated that 
members of All India Services should not negotiate for, or undertake, any other 
employment without the previous sanction of the Government. 

3. It is requested that this may be brought to the notice of all the members of the All India 
Service, and that all the State Governments should maintain strict control in this matter. 

[Letter no. 11017/52/93—AIS(III) dated 2.12.94] 

GOVERNMENT OF INDIA’S DECISIONS UNDER RULE 6 AND RULE 13(4) 
1. There is no objection to radio broadcasts or contributions to newspapers, 
periodicals, etc. on matter relating to sports being made by members of the 
Service without prior sanction of the Government. 

[G.I. M.H.A. letter No. 7/23/56—AIS II, dated 27th April, 1956] 
2. State Governments can permit a moS to submit thesis for Ph.D. etc. if there are 
not likely to interfere his due discharge of duties: - A question arose, whether 
members of the Service can be permitted to submit thesis for Ph.D. etc., the Govt. of 
India advised that the State Governments themselves could decide each individual case 
on merits. If the State Government are satisfied that the proposed course of studies is 
not likely to Interfere with the efficient discharge of officer’s duties, they may, at their 
discretion, permit the officer. 

[G.I. M.H.A. F. No. 8/76/62—AIS(III) dated] 

3. Sanction of the Government is not necessary for publication of books/articles 
of literary, artistic or scientific character: - Sanction of the Government is not 
necessary for publication of a book or article by a member of the service if the ‘work’ is 
of literary, artistic or scientific character and is not aided by his official duties but the 
officer should take care that in publishing the book he does not contravene provisions of 
rule 6 or any other provisions of the All India Services (Conduct) Rules, 1968. 

2. Provisions of S.R. 12 are also not attracted in such cases. 
[G.I. M.H.A. F. No. 8/35/62—AIS(III)] 

5. Prior sanction of the Government is necessary under rule 13(4) for accepting 
remuneration for publication of books/articles of purely literary, artistic or 
scientific character, though permission is not required for their publication under 
rule 6: - According to rule 6 of the All India Services (Conduct) Rules, 1968, a member 
of an All India service is not required to obtain the previous sanction of the Government 
for publishing a book or for contributing an article to a newspaper, periodical etc. If the 
subject matter of the book or contribution is of a purely literary, artistic or scientific 
character and, in the case of a book, it is published through a publisher. A question has 
been raised as to whether in such cases a member of an All India Service should obtain 
the sanction of the Government for accepting remuneration for such publication. 
2. Sub-rule (4) of rule 13 ibid provides that no member of an al India Service shall accept 
any fee for any work done for any public body on for any private person without the 
sanction of the Government. This provision is independent of the provision contained in 
rule 6. As such even though a member of an All India Service is not required to obtain 
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the sanction of the Government for publishing a book etc. on a purely literary artistic or 
scientific subject he has to obtain the sanction of the Government for accepting any 
remuneration, for the work from a source other than the Consolidated Fund of India or 
the Consolidated Fund of a State. Similarly, in cases where a member of an All India 
Services, is required to obtain the sanction of the Government, under rule 6, for the 
publication of the book etc. the sanction under rule 6, does not automatically imply 
sanction of the Government under sub-rule (4) of rule 13, and, in cases where the 
provisions of the sub-rule are attracted, specific sanction there under is necessary. 
3. The question whether any portion of the fee, received for the work, should be credited 
to the Government, is to be decided in accordance with Supplementary Rule 12, as far 
as the members of and All India Service serving in connection with the affairs of the 
Union are concerned. In the case of a member of an I.A.S. serving in connection with the 
affairs of a State, this matter may be regulated by the rules, regulations and orders, 
applicable to the members of the State Civil Service Class I of that State. 

(Department of Personnel and A.R. No. 5/4/73—AIS(III), dated 27-4-73). 
5. Greater care/discretion should be taken about the provisions of the Official 
Secrets Act, 1923, while giving permission to serving/retired officers to publish 
books/articles: - It has been brought to the notice of the Government that some retired 
officers have published books/articles, which revealed sensitive information on certain 
operation pertaining to the security of the State/having a bearing on the sovereignty and 
integrity of India. It has also been noted that such disclosures are not only likely to 
embarrass the Govt. and the officers concerned, whose names has been revealed, but 
they are also likely to perilously affect cordial and friendly relations with foreign States. 
Administrative Ministries/ Departments/Authorities should very carefully and critically 
review such instances and ensure that necessary follow-up action as envisaged in the 
Official Secrets Act, 1923/relevant Pension Rules governing the conditions of pension of 
retired Govt. servants, are taken in time, as and when necessary. Even more important 
would be the need to exercise greater care/discretion at the time of according 
permission to serving the case may be, for publication of material which would attract the 
provisions of the Official Secrets Act, 1923. 

(DP&T letter No. 11017/48/92—AIS(III) dated 4.2.1993) 

 

GOVERNMENT OF INDIA’S DECISIONS UNDER RULE 10 AND RULE 13 

1. No objection if individual members of the trainee took part in the variety of 
performance organised by the public organising committee, but collection of 
contribution is not allowed: - In connection with the Tagore Centenary Celebrations, 
sanction of the Government of India was sought by members undergoing training at the 
Central Police Training College to collect funds in aid of the Viswa Pharaoh University 
and to stage a variety performance. While the sanction to collect contributions was not 
given it was indicated that there would be no objection if individual members of the 
trainees took part in the variety performance, organised by the public organising 
committee. 

(G.I. M.H.A. letter No. 8/22/61—AIS(III), dated 4th May, 1961). 

2. A moS should not be allowed to collect any contributions/donations in 
connection with the celebrations of the Anniversaries of Independence etc.: - A 
question has been raised as to whether District Magistrates/ Deputy 
Commissioners/District Collectors can be authorised to raise voluntary contributions in 
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connection with the celebrations of the 25th Anniversary of Independence. The Central 
Government have considered the matter carefully and are of the view that association of 
Government servants with such collections is bound to evoke public criticism. It has 
therefore, been decided that members of the All India Services should not be allowed to 
collect any contributions/donations in connection with the celebrations of the 25th 
Anniversary of Independence.  

[D.P. & A.R. Letter No. 5/13/72—AIS (III), dated 9-8-1972] 

3. Members of the Services may not be allowed to be a member of the 
societies/bodies which collect funds/accept contributions: - A member of an All 
India Service, who is permitted under rule 13(3) of the All India Services (Conduct) 
Rules, 1968 to associate himself with Societies which have a specific objective like 
building schools/hospitals or celebrating centenaries etc. of eminent public 
men/institutions etc. cannot, under rule 10 ibid accept contribution to the society or 
otherwise associate himself with the raising of any fund or other collections in cash or in 
kind for that society without the previous sanction of the State Government if he is 
serving in connection with the affairs of the State and with the previous sanction of the 
concerned Ministry/Department if he is serving in connection with the affairs of the 
Centre. If a member of the Service is working in connection with the affairs of the State 
Government, it is for that Government to decide, while permitting him under rule 13(3), 
whether any previous Sanction under rule 10 is to be given to him in his capacity as 
Chairman/Office Bearer of the body to collect funds or to associate himself with 
collection of funds by that body. If the State Government are of the view that such 
previous sanction should not be given for any reason and, if the body concerned is likely 
to raise funds for any specific purpose, then State Government will be well advised not 
to permit the member of the service to associate himself with that Society under rule 
13(3). If, however, State Government are of the view that previous sanction under rule 
10 be given then there is no bar to the member of the Service to collect funds or 
associate himself with the collection of funds by that society as the requirements of rule 
10 will stand fulfilled as far as he is concerned. 

2. However, it should be remembered that association of AIS officers who hold 
responsible positions with fund collection for societies/bodies is bound to evoke public 
criticism.  It would, therefore, be appropriate that members of the Service in Districts are 
not permitted under rule 13 to associate themselves with such bodies whose specific 
objectives can be fulfilled only by collection of funds.  In fact, Government of India 
Decision No.2 below rule 10 of the Rules ibid stipulates that members of All India 
Services should not be allowed to collect any contribution/donations in connection with 
the celebrations of the 25th anniversary of Independence. 

3. The State Governments are advised that, in view of the circumstances explained in 
para 1above, it would be but proper not to permit members of the All India Services to be 
associated with such societies/bodies lest the credibility of the officers in the eyes of the 
public should be eroded. 

 [DPAR letter No. 11017/44/81—AIS(III), dated the 29th October, 1981] 

GOVERNMENT OF INDIA’S DECISIONS UNDER RULE 14 

1. It has been decided that taking of loans from reputable firms or banks does not 
require previous sanction of the Government under this rule.  

[M.H.A. O.M. 8/79/62—AIS(III), dated 24th October, 1962]. 
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2. ‘Small amount’ under sub-rule 4 depends on case to case basis: - A question 
having arisen and it was decided that the definition of small amount used in proviso to 
sub-rule (4) depends on the circumstances of each individual cases and no hard and 
fast criteria can be laid down e.g., what constitute a small loan for an officer drawing Rs. 
2,250 may not be shall amount for another officer drawing Rs. 500. 

[M.H.A. No. 8/69/73—AIS (III), dated 30-12-1963]. 

3. If a moS, holding shares of a particular company, subsequently appointed to a 
post which requires to deal with the affairs of that company, he may not be 
permitted to such post or he may be asked to dispose of his shares of that 
company: - Instances have come to notice of this Department where members of the All 
India Services had purchased shares from Company, etc., with which they were not 
having any official dealings but later on they were appointed/transferred to a post, which 
required them to deal with the company etc., of which he had purchased the shares 
earlier. The question whether they may be allowed to retain such shares has been 
considered and it has been held that it would be necessary to abide by the provisions of 
Rule 14(4)(ii) of the All India Service (Conduct) Rules, 1968 in letter and in spirit. 
Accordingly, in such cases, either the work concerning the company in question may be 
withdrawn from the concerned officer or he may be asked to dispose of his shares, 
irrespective of the fact that the holdings of the officer or any member of his family in the 
company concerned may be nominal. 

2. It is requested that the above decision may be uniformly applied in all such cases. 

[D.P. & A.R letter No. 11017/2/77—AIS(III), dated 22nd April, 1977]. 

4. Procedure for treatment of fixed deposits with companies and banks: - 
Questions have been raised, from time to time in regard to the treatment to be accorded 
to fixed deposits with companies and banks. Doubts have been raised particularly on the 
point whether in regard to such deposits, the provisions of Rule 14(4) of the AIS 
(Conduct) Rules, 1968,will be attracted. The matter has been examined and the position 
is clarified as under : 

(1) Fixed deposits with public limited companies, whether in the private sector or 
the public sector, will be covered by the saving clause in Rule 14(4) of the AIS 
(Conduct) Rules, 1968, as public limited companies receive deposits from the 
public on authorisation given by the Central Government under the companies 
(Acceptance of deposits from the public) Rules, 1975. However, where the 
amount of deposit with a public limited company exceeds the monetary limits 
laid down in Rule 16(4) of the AIS (conduct) Rules, 1968, then a report to the 
prescribed authority in regard to the deposit will be necessary under that rule. 

(2) Deposits with private limited companies and firms are in the nature of loans to 
those companies and firms and they should be regulated with reference to the 
provision or Rule 14(4) of the AIS (Conduct) Rules, 1968. 

(3) Fixed deposits with banks are, as already provided in Rule 14(4) of the AIS 
(Conduct) Rules, 1968, exempt from the operation of this rule. However, in 
regard to fixed deposits with banks also, a report should be made to the 
prescribed authority under Rule 16(4) of the AIS (Conduct) Rules, 1968, if the 
monetary limits laid down therein are exceeded. The clarification contained in 
Prar 4 of the Department letter No. 5/8/73—AISIII, dated 1-7-74 will stand 
modified to this extent. 
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(4) Day-to-day Savings Bank transactions, either with a bank or with a post-office 
would not, however, come with in the purview of Rule 16(4) of the AIS 
(Conduct) Rules, 1968. 

[DP & AR letter No. F. 11017/24/81—AIS(III), dated 22-6-82] 

5. A moS should not purchase nor should he permit any member of his family to 
purchase shares from out of the quota reserved for friends and associates of 
Directors of Companies: - A question has raised whether a member of All India 
Services can purchase share of companies from out of a quota reserved for the friends 
and associates of the Directors of Companies. The provisions of rule 14(2) of the AIS 
Conduct Rules 1968, makes it clear beyond doubt that a member of All India Services 
should be circumspect in the matter of making investments and their is room for the 
inference that purchase of shares in a company from out of the quota reserved for 
friends and associates of Directors is likely to embarrass him in the discharge of his 
official duties at some time or other. In the circumstances, and keeping in view of the 
provisions of rule 14(2) of the AIS Conduct Rule, 1968 member of AIS should not 
purchase nor should he permit any member of his family to purchase shares from out of 
the quota reserved for friends and associates of Directors of Companies. 

(DP&T No. 11017/52/92 AIS(III), dated 27/1/1993) 
 
 
 
GOVERNMENT OF INDIA’S DECISIONS UNDER RULE 16 

1. Declaration of immovable property to be made in Form-I in duplicate, one to the 
concerned State Government and the other to the Establishment Officer of the 
Government of India: - The members of the Service serving in connection with the 
affairs of the Union or serving under a Foreign Government or outside India shall submit 
the declaration under sub-rule 1 & 2 in Form 1. The declaration shall be submitted in 
duplicate, one copy being forwarded to the State Government, on whose cadre the 
member is borne, and the other to Establishment Officer to the Government of India. As 
far as the members of the Service serving in connection with the affairs of the State are 
concerned, the State Governments may adopt the same form, subject to such changes, 
if any, as they may consider necessary in the light of local conditions. In their case also, 
the declaration shall be submitted in duplicate, one copy being forwarded to the 
Government of India in the Ministry of Home Affairs. 

2.The returns shall be submitted in separate sealed covers subscribed as follows:—  

  “Statement of immovable property furnished under rule 16 (1) of the All India 
Services (Conduct) Rules, 1954, on the first appointment for the year. 

 

 Name (In block letters) 

(Service, Cadre) and  

Designation of Officer,” 

3.The returns in respect of members serving in connection with the affairs of the Union 
etc., will be kept in separate folders. When the return relating to a particular year is 
received from such a member it would be added to the relevant letter and retained in 
safe custody, after it is scrutinised by the Deputy Secretary (Vigilance). The State 
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Governments may also adopt the same course in respect of returns of members serving 
under them. 

[G.I., M.H.A. letter and O.M. No. 8/2/54—AIS (II), dated 8th November, 1955, and O.M. 
No. 18/2/55—AIS (III), dated 23rd May, 1956 read with letter No. 12(2)—E.O. III/69, 

dated 13th November, 1959]. 

2. The return of immovable property shall be submitted by the moS within one 
month on his first appointment to the Service and subsequently in the month of 
January every year: - The return of immovable property shall be submitted by the 
members of the Service on their first appointment to the Service within a month of such 
appointment and subsequently in the month of January every year. The initial return 
shall show the position as on the date of their appointment and subsequent returns as 
on the 1st January of the year in which they are submitted. 

[G.I., M.H.A. No. 8/9/60—AIS (III), dated 16th February, 1960.] 

3. The moS should report the share in a joint family property and require to obtain 
prior permission of the Government for the disposal, if necessary: - Under this rule, 
a member of the Service who has share in a joint family property is required to report it. 
He is also required to obtain Government’s permission for the disposal of his share in 
the joint family property, when such permission is necessary under sub-rule (4). 

[G.I., M.H.A. U.O. No. 6/34/57—AIS (II), dated 7th May, 1957.] 

4. The moS should seek prior permission before starting construction/extension 
of a house and should report details after construction: -  The Govt. of India have 
decided that the purchase of any movable property exceeding Rs.15,000 in value by a 
member of the Service for the construction or extension of a house shall be reported to 
the prescribed authority in the following manner:  

 (i) before starting the construction/extension, he shall report or seek 
permission, as the case may be, in form IV, and 

 (ii) after completing the construction/extension, he shall report in Form V.  

2. The details in Forms IV and V shall be furnished wherever it is possible to do so. 
Where however it is not possible to furnish details, the members shall mention the 
covered area, on which the building is proposed to be erected, and the estimated cost of 
the building. 

   The decision should be construed to have been issued under Rule 16. 

[G.I. M.H.A. letter No. 6/5/57—AIS (III), dated 12th September, 1957, read with letter No. 
11017/25/75—AIS (II), dated 9th September, 1975 and letter No. 11017/40/75—AIS (III), 
dated 11th November, 1975.] 

5. If construction of a house is being done by a contractor, the moS should 
indicate whether he has any official dealing with him or not: - It should inter alia also 
be mentioned in the prescribed form I whether the construction etc. would be done by 
any contractor. If the construction is to be done by a contractor he should also indicate 
whether he had or has any official dealings with the contractor. 

[M.H.A. letter No. 8/55/63—AIS (III), dated 1st February, 1964.] 

6. Interest in joint family property, which is non-existent if governed by Dayabhai 
School, need note be reported: - In the case of a member of the Service governed by 
the Dayabhai School, he has no right in the ancestral property, so long as father is alive. 
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His interest in the joint family property, which is non-existent, is not therefore, to be 
included in the return prescribed in sub-rule (3). 

[letter no.6/37/57-AIS-II dated 18.11.1957] 
7. Transaction of movable property by the wife or by a member of the family of a 
moS from his/her won funds, need not be reported, however, transaction of 
immovable property in this regard need to be reported separately: - A question was 
raised whether a transaction involving purchase of movable property exceeding 
Rs.2000/- in value by the wife or by an other member of the family of an All India service 
Officer, entirely from his/her funds, is required to be reported to the Government and 
whether such property should be included in the property return which the State 
Government may call for under sub rule (5). 
2. It has been decided that such transaction in movable property need not be reported to 
the Government.  As regards similar transactions in immovable property by the family 
members of an All India Services officers, while they are not required to be reported as 
and when they are entered into, they have to be included, as separate items in the 
returns of immovable property prescribed in sub-rule (2) .  
3. As regards return which the State Government may prescribed under sub-rule (5), it is 
not, circumscribed by the provision of sub-rule(2).  Thus, though there is no mention of 
the members of their families in the return prescribed by them under sub-rule (5).    

[G.I. M.H.A. letter No. 16/33/59—AIS—(III), dated 9th September, 1959] 
8. Fixed deposits in banks from the savings of the salary of the moS need not be 
reported, but all purchases of Postal or National Saving Certificate exceeding 
Rs.2,000 in value need to be reported: - The Government of India have decided that, 
while fixed deposits in a bank or deposit in a saving bank account made by a member of 
the Service from out of his salary or accumulated savings would not come within the 
scope of sub-rule (2), it would be necessary for the member to report to the Government 
all purchases of Postal or National Saving Certificate exceeding Rs.2,000 in value, from 
such accumulated savings or deposits in banks or post offices, as the Postal or National 
Saving Certificates come in the same category as insurance policies, shares, securities 
and debentures mentioned in Explanation I of rule 16(5). 

[G.I., M.H.A. letter No. 16/59/59—AIS (III), dated 12th January, 1960.] 
9. Provisions of this rule apply to transactions, even though they are with persons 
outside the jurisdiction of a member of the Service or outside the State, on whose 
cadre he is borne: - Provisions of this rule apply to transactions, even though they are 
with persons outside the jurisdiction of a member of the Service or outside the State, on 
whose cadre he is borne. In such cases, the procedure to be followed before grant of 
sanction approval to the purchase or sale of immovable property by the member is, that 
the State Government may ascertain from the local authorities, in the case of property 
situated within the State, whether the price to be paid or the sale price is reasonable in 
the case of sale or purchase of immovable property situated outside the State the State 
Government concerned may be addressed in the matter. 

[G.I. MHA letter No. 8/4/60—AIS(III) dt. 30th January 1960.] 
10. Sanction of the Government is necessary for contribution towards 
construction of a building on a plot owned by a member of the family: - A doubt 
was raised whether sanction of the Government was necessary where a member of the 
Service contributed towards the construction of a building on a plot of land owned by a 
member of his family. 
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2. Such a transaction would come within the scope of sub-rule (4) if the contribution in 
cash or kind exceeds Rs.2,000 in value. The requirement of this sub-rule should, 
therefore, be complied with by the officer. 

[M.H.A. letter No. 8/6/61—AIS (III), dated 16th February, 1961.] 
11. Where a member of the Service enters into a transaction in immovable 
property with the Government no prior sanction is necessary. 

[M.H.A. letter No. 8/36/61—AIS (III), dated 25th August, 1961.] 
12. Construction/extension of a house financed entirely by a member of the family 
of the moS need not be reported: - The intention behind the forms prescribed in 
Government of India’s decision (4) above is that the immovable property that would be 
acquired during the construction/extension should be reported to the Government as 
required by sub-rule (4). If the construction/ extension is financed entirely by a member 
of the family of the officer, rule 16 would not be attracted and hence it would not be 
necessary for him to submit the reports; but where such construction/extension is 
financed wholly or partly by a member of the Service in his own name or in the name of 
any member of his family, reports will have to be submitted. 

[M.H.A. letter No. 8/19/62—AIS (III), dated 15th March, 1962.] 
13. The Government of India have decided that a ‘Co-operative Society’ can be 
termed as a regular/reputed dealer for purposes of rules 16(3) and 16(4) of the All 
India Services (Conduct) Rules, 1968. 

[M.H.A. letter No. 8/69/62—AIS (III), dated 4th September, 1962.] 
14. Sub-rules (3) and (4) extend to gifts made by a member of the Service to his wife 
relative dependents etc. When a gift is made by a member of the Service to his relative 
or dependents the question of approaching a dealer or an agent would not arise. The 
proviso to sub-rules (3), (4) of rule 16 have therefore, no application where the nature of 
transaction is such as to exclude the possibility of the engagement of a dealer or agent. 
In view of this, a member of the Service need not obtain the prior permission of the 
Government for making gifts to his wife or relatives or any one else. It would suffice if he 
makes a report to the Government under rule 16(3) or 16(4) as the case may be for 
information. 

[Deptt. of Personnel and A.R. letter No. 9/15/71—AIS (III), dated 26th August, 1971.] 
15. Properties acquired by the members of the family of the moS from out of their 
own funds need note be included in the property return of the moS: - Sub-rules (3) 
and (4) of rule 16 of the All India Services (Conduct) Rules, 1968, apply only to 
properties acquired etc. by the members of the Service either in their own names or in 
the names of the members of their families. In other words, the properties either 
acquired by the members of the families of the officers from out of their own funds or 
inherited by them would not attract the provisions of the rules. As such, the movable/ 
immovable properties owned, etc. by the members of the families of the officers, which 
are either inherited by them or acquired by them from out of their own funds, are not 
required to be included in the property returns envisaged in sub-rule (2) of rule 16 ibid  

(Letter No 5/4/74—AIS (III), dated 21st February, 1974.] 
16. No prior permission is needed for acquiring any movable/immovable property 
by inheritance, but reported to the Government (if value exceeds Rs.2000/- in case 
of movable property) ; - A question has arisen as to whether a member of All India 
Services should report to, or seek permission of, Government under sub-rule (3) and (4) 
of the rule 16 of the All India Services (Conduct) Rules, 1968 for acquiring immovable 
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and movable properties by inheritance. The following clarification is issued for the 
guidance of the State Government:— 
16.2 Sub-rule 3 of rule 18 provided that no member of the Service shall, except with the 
previous knowledge fo the Government: -  
(a) acquire any immovable property by lease, mortgage, purchase, gift or otherwise, 

ether in his own name or in the name of the member of this family; or 
(b) dispose by lease, mortgage, sale, gift or otherwise any immovable property owned 

by him or held by him either in his own name or in the name of any member of his 
family. 

The proviso below this sub-rule envisages that previous sanction of the Government 
shall be obtained by a member of the Service for entering into any such transaction if it 
is with a person having official dealings with him or otherwise than through a regular 
reported dealer.    
3. The word ‘or otherwise’ occurring in the sub-rule could cover property acquired by a 
member of the Service by inheritance also.  When a member of the Service inherits any 
immovable property, the question of approaching a dealer or agent would not arise and 
the proviso below this sub-rule will have no application in such types of transaction.  A 
member of the Service need not, therefore, obtain prior permission of the Government 
for acquiring any immovable property by inheritance. He should, however, submit a 
report to the Government giving full details of the property so acquired. 
3.1 Acquiring movable properties (including cash) by member of the Service by 
inheritance, would amount to transaction in movable property, for the purpose of sub-
rule (4) of rule 16 ibid. In this type of transaction also, since the proviso below this sub-
rule would have no application as member of the Service need not obtain prior sanction 
of the Government for acquiring any movable property (including cash) by inheritance. 
He should, however, report to the Government the details of the movable property 
(including cash) inherited by him if the value of such property exceeds rupees two 
thousand. 

[D.P. & A.R. letter No. 5/19/74—AIS (III), dated 3rd July, 1974.] 
17. A moS need not report to seek permission from the Government for depositing 
money in and receiving final payment from the Cumulative Time Deposit Account 
whether operated with a bank or a post office even if the amount in question 
exceeds Rs.2,000 and also deposits/withdrawals of amounts exceeding 
Rs.15,000/- from his back account: -  A question has been raised whether investment 
in Unit Trust of India, Treasury Savings Deposits, National Savings Certificates, Post 
Office Time Deposits etc. is a transaction in movable property for the purpose of sub-rule 
(4) of rule 16. It is clarified that sale or purchase of Units of Unit Trust of India, Treasury 
Savings Deposits, National Saving Certificates is a transaction in movable property if the 
value of any such transaction exceeds Rs.15,000 member of the service has to report to 
the Government about such transaction as provided for in sub-rule (4). Prior permission 
of the Government is not necessary for entering into such type of transactions. It has 
also been decided that a member of the Service need not report to seek permission from 
the Government for depositing money in and receiving final payment from the 
Cumulative Time Deposit Account whether operated with a bank or a post office even if 
the amount in question exceeds Rs.2,000.  

2. Similarly, a member of the Service is not required to report to the Government about 
the deposits and withdrawals of amounts exceeding Rs.15,000 to and from his account 
in a bank.  
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[Deptt. of Personnel and A.R letter No. 5/32/74—AIS(III), dated 22nd November, 1974 
and No. 11017/12/75—AIS(III), dated 14th July, 1975.] 

18. Procedure for prior permission for joining chit fund, taking life insurance 
policies, making fixed deposits in banks: - A question has arisen whether:— 

(a) a member of an All India Service should obtain permission of the Government 
for joining chit fund; 

(b) a member of an All India Service should report to the Government or seek prior 
permission of the Government for taking life insurance policies; and 

(c) a member of the Service should obtain permission of the Government for 
making fixed deposits in banks. 

The correct position is explained in the following paragraphs: 

2. The subscriptions which a member of an All India Service gives to a chit fund would 
be a transaction in movable property within the meaning of sub-rule (4) of rule 16 of the 
All India Services (Conduct) Rules, 1968. If the annual subscription to the chit fund 
exceeds Rs. 2,000 a member of the Service has to report to the Government under the 
aforesaid rule previous sanction of the Government would be necessary only if the 
member of the service concerned has official dealings with the chit fund and if it is not a 
registered chit fund company. The amount that a member of the service may receive 
from the chit fund can be classified into two categories. 

(i)  receiving the amount of the sum total of the contribution payable by all 
subscribers for any one instalment less the discount or commission payable to 
the Chit Fund company by bid before the expiry of the period upto which the 
subscription is to be made, and  

(ii)  receiving the amount at the time of maturity. 

2.1 As regard (i) above, since the amount received, by a subscriber from the chit fund by 
bid would be more than the amount subscribed by him and the difference will have to be 
made good by him by future subscriptions upto the total period of the chit fund, the 
amount received in such case would amount to loan received from the chit fund 
company. Since the chit fund company is not a banking company and the provisions of 
the Banking Regulations Act 1949 are not therefore, applicable to such companies, a 
member of the Service has to obtain permission of the Government under proviso to 
sub-rule (4) of rule 16 of the All India Services (Conduct) Rules, 1968 for receiving the 
money from the chit fund companies in such cases. As regards (ii) if the amount 
received from the chit fund exceeds Rs.2,000 a member of the Service has to report to 
the Government under sub-rule (4) of the rule 16 ibid because the amount received by 
him would not be exclusively the amount subscribed by him but would also include the 
commission payable by the chit fund company. 

3. As regards (b), a member of the Service need not obtain prior permission of the 
Government for taking a life insurance policy. He will have, however, to submit a report 
to the Government as laid down below: 

(i)  A member of the Service should submit a report to the Government while 
taking an insurance policy if the annual premium of it exceeds Rs.15,000/-. 
However, if the annual premium first determined is less then Rs.15,000/- but on 
conversion, it exceeds Rs.15,000/- a report to the Government is necessary at 
the stage. When he receives the sum assured as survival benefit/on maturity of 
the policy he need not submit any report to the Government. 
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(ii)  A member of the Service need not report to the Government while taking an 
insurance policy annual premium of which is less than Rs.2,000/-. He should 
however, submit a report to the Government as the time of receiving the sum 
assured as survival benefit/on maturity of the policy. 

4. As regards (c) while fixed deposits in a bank or deposits in a Savings Bank account 
made by a member of the service from out of his salary or accumulated savings would 
not come with in the scope of sub-rule (2), it would be necessary for the member of the 
service to report to the Government all purchase of Postal or National Savings 
Certificates exceeding 15Rs. 2,000 in value, from such accumulated Savings. 

(M.H.A., letter No. 16/59/59—AIS(III), dt. 13-1-1960 read with DP. & AR. letter No. 
5/8/73—AIS(III), dated 1-7-1974). 

19. No prior sanction of Government is necessary in transaction of immovable 
property with the State Housing Boards for purchasing flats etc., but the 
Government should be informed in advance: - In cases of transactions in immovable 
property with the State Housing Boards in regard to purchase of residential flats etc. no 
prior sanction of the Government is necessary. However, the officers have to inform the 
Government in advance. Attention is also invited to Government of India decision 14 
below rule 16 of the A.I.S. (Conduct) Rules, 1968 (reproduced at p. 104 of AIS Manual 
Part I corrected upto 1-8-1984). 

(G.R. DP & AR O.M. No. D2456/83— AIS(III), dt. 3-12-1983.)  
20. Rental value of property exceeding Rs.10,000/- for a year to be shown in the 
annual property returns and rental value exceeding Rs.15,000/- need to be 
reported to the Government: -  A question has been raised whether the house/flat let 
out a member of All India Services, the rental value of which does not exceed 10,000/- 
p.m., is required to be reported to the Govt. It has been decided that the property return 
is filled on annual basis, therefore, if the rental value of property exceed Rs.10,000/- for 
a year, it is be shown in the annual property returns. The rental value of the property 
exceeding Rs.15,000 it to be reported to the Govt. 

(DP&T No. 11017/37/92 AIS(III), dated 2/9/92),) 
21. Powers of the Central Government in respect of IPS officers working in the 
Central Police Organisation in ranks upto D.I.G. shall be exercised by the heads of 
the organisations concerned under delegated powers: - In exercise powers vested 
under rule 22 of the All India Services (Conduct) Rules, 1968, it has been ordered that 
the powers of the Central Govt. under sub-rule (4) of rule 16 of the All India Services 
(Conduct) Rules, 1968 in respect of I.P.S. officers working in the Central Police 
Organisation in ranks upto D.I.G. shall be exercised by the heads of the organisations 
concerned. Copies of sanctions issued in this regard will, however, be endorsed to the 
Ministry of Home Affairs (I.P.S. Section). 

[Order No. 11017/22/78—AIS(III), dated 5-7-79.] 
22. transaction entered into by the officer on behalf of a Trust need to be reported 
to the Government if the moS or his wife is a Trustee: -  A question has been raised 
whether transactions made by a Trust are to be reported to the Govt. if the Trustee is a 
member of the All India Services or his wife is a Trustee— 
2. It has been decided that any transaction entered into by the officer on behalf of the 
Trust will be dealt with under the All India Services (Conduct) Rules, 1968 as if the 
transaction(s) were entered into in his personal capacity. In other words, the provisions 
of the All India Services (Conduct) Rules, 1968 attract also the transactions entered into 
by the member of the Service on behalf of the Trust. 
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[Deptt. of Personnel & Trg. letter No. 11017/95/84—AIS(III), dated March, 1985] 
23. The moS, while reporting to the Govt. or seeking the permission of a 
transaction, has to indicate whether he has had any official dealings with the 
person with whom he has entered into of proposes to enter into the transactions 
in movable of immovable property: - As per the existing provisions of Rules 16(3) of 
the AIS (Conduct) Rules 1968, a member of the service is not allowed either in his own 
name or in the name of any member if his family to acquire or dispose of any immovable 
property without the previous knowledge of the Government.  It is also provided that 
pervious sanction of the Govt. shall be obtained if any such transaction is with a person 
having official dealings with the person. 
2. Attention is invited to this department’s letter No. 5/18/73—AIS(III) dated the 20th July 
1973 wherein it has been clarified that a member of the service has to obtain the 
pervious sanction of Govt. in the following types of transactions: 

 (i) transactions with persons having official dealings with the member of the 
services; 

 (ii) transactions with persons having no official dealings with the member of the 
service. 

3. When a member of the service reports to the Govt. or seeks the permission of a 
transaction, he has to indicate whether he has had any official dealings with the person 
with whom he has entered into of proposes to enter into the transactions in movable of 
immovable property. It is therefore for the Government to decide whether the transaction 
is in accordance with the provisions of the transactions thereon especially in regard to 
Rule 3(1) ibid, and to grant or refuse permission accordingly. 

[letter No. 11017/95/84—AIS(III), dt. 4.5.1993]  
24. State Governments should ensure that every moS should furnish their annual 
property returns in respect of every calendar year, by the 31st January of the next 
year: - In accordance with the provisions of Rules 16(2) of the AIS (Conduct) Rules, 
1968, every member of the service is required to submit an annual return giving full 
particulars regarding the immovable property inherited by him or owned or acquired by 
him or held by him on lease or mortgage, either in his own name of in person.  It has 
been prescribed in Government of India’s instruction Nos. 1 & 2 below Rule 16 ibid that 
the return of immovable property in form I shall be submitted by the members of the 
service on their first appointment to the service within a month of his appointment and 
subsequently in the month of January every year.  The need for obtaining these returns 
regularly and making careful scrutiny of the same has also been reiterated from time to 
time. 
2. It has however, been noticed that in many cases these returns are not being 
submitted on time. All State Governments etc. are therefore requested to ensure that the 
returns of immovable property are submitted by all members of the service under their 
control, in respect of every calendar year, by the 31st January of the next year. It may 
also be impressed upon them that failure on the part of the members of the Service to 
comply with the requirements of the aforesaid rules constitutes good and sufficient 
reason for institution of disciplinary proceedings against them. 

[letter No. 11017/74/93—AIS(III) dated 4.1.94] 
25. All moS should scrupulously follow the provisions of this rule while 
submitting the property returns lapses of would attract action under AIS(D&A) 
Rules, 1969: - I am directed to refer to the provisions contained in sub-rule(1) and (2) of 
Rule 16 of the All India Services(Conduct) Rules, 1968 Rules  in regard to submission of 
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immovable/movable and valuable property returns to be filed by the members of the All 
India Services and to state a review of the application of the said provisions has 
revealed certain short-falls, namely: 

a. While filling the annual immovable property returns, in some cases, officers had 
not initially furnished information of acquisition of property in the years when 
they were due but the return subsequently filed contained information of 
acquisition/disposal that had not been initially given. 

b. There have been cases where the returns have not been filled by officers in 
respect of the years when no property was acquired/disposed. 

 c. There have been cases where property returns have not been filed even 
though the transactions have been taken place. 

d. Cases where property transactions have been duly reported to the 
administrative authorities and the relevant information recorded or the 
necessary permission obtained and the sources of funding such property fully 
explained but the annual property returns were not filled. 

e. Case where the intimation or permission required were not given to or asked 
for from the administrative authorities concerned and where the intimation  has 
been given but full details of the sources of acquisition or the income from 
disposal have not been fully explained and the annual immovable property 
statements were not submitted. 

2. After careful consideration of all the aspects involved in dealing with the above kinds 
of cases on receipt of complaints of allegations, the Government of India are of the 
considered view that the State Governments/Union Territories Administration should 
scrupulously follow the provisions contained in the All India Services(Conduct) Rules 
and orders issued thereunder in order to avoid instances of such cases, by bringing 
relevant portions thereof  to the notice of the members of the All India Services. 

3. Disciplinary action should invariably by taken against the officers concerned under the 
A.I.S.(D&A) Rules, 1969 in case of lapse. However, in the case of minor lapses such as 
those indicated in para (ii) and (iv), where the authorities are of the view that the lapses 
are minor and of technical in nature, a lenient view can be taken depending upon the 
circumstances of the case. 

[letter No. 11017/33/92—AIS(III) dated 7.7.92] 

26. Prior sanction/report is required by a moS whenever entering into transaction 
under sub-rule 3 and 4 in prescribed forms: - I am directed to say that the procedure 
for obtaining prior sanction or making a report about the transactions of property by a 
member of the Service under Rule 16(3) and 16(4) of AIS(Conduct) Rules in a 
prescribed forms has already been circulated to all State Governments vide this 
department’s letter no.11017/46/86-AIS(III) dated 20.1.1987 (copy enclosed) 

2. It has come to the notice of the Government that some state Governments have not 
followed the procedure prescribed in the above said circular.  It is however, reiterated 
that whenever a member of Service enter into transaction under sub rule 3 and 4 or Rule 
16 of the AIS(Conduct) Rules, 1968, he/she may obtain prior sanction or make a report, 
as the case may be, in prescribed forms, copies of which are attached.  

[Letter no.11017/14/95-AIS(III) dated 16.05.1995]  

Copy of letter No.11017/46/86-AIS(III) dated 20.1.1987 regarding calling of a 
statement of movable or immovable property at any time 
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1. I am directed to say that a question has been raised whether in addition to the 
return of assets and liabilities to be submitted at the time of initial appointment and the 
annual return of immovable property, the members of the Service can be asked to 
furnish, at any time, the details of movable or immovable property held by them or on 
their behalf.  Attention in this regard is invited to sub-rule (5) of Rule 16 of the 
AIS(Conduct) Rules, 1968, which provides that the Government or any authority 
empower4d by it in this behalf, may at any time, by general or special order, require a 
member of the Service to furnish a full and compete statement of such movable or 
immovable property held or acquired by him on his behalf or by any member of his 
family.  The member of the Service can also be asked to indicate the means by which, or 
the source from which such property was acquired.  The State Governments are 
requested to bring the above provisions to the notice of all administrative authorities with 
the advice that thy may make use of these provisions, as and when considered 
necessary. 

2. The question of streamlining the procedure for obtaining prior sanction or making 
a report about the transactions of property by the members of the Service under sub-
rules (3) and (4) of Rule 16, has also been considered and it has been decided that all 
requests for obtaining prior sanction and making intimation about transaction in 
immovable and movable property may be made in the enclosed standard Forms I and II 
respectively.  These forms contain the basic information required by the prescribed 
authority in all cases for considering a request for grant of permission or taking note of 
an intimation given by the Government servant.  The prescribed authority concerned, if it 
so desires, may seek any additional information/clarification about the transaction 
entered into by the members of the Service, depending upon the fact and circumstances 
of the case.  

3. The application for obtaining sanction or making prior intimation regarding 
construction of house or additions to the house will continue to be made in the form 
already prescribed.  

 4. The State Governments are requested to circulate these forms among all the 
authorities under their control, who are required to deal with the requests for grant of 
permission and receive intimation about transactions of property.   

[Forms are given as Form-II and Form-III under heading of Forms] 

GOVERNMENT OF INDIA’S DECISIONS UNDER RULE 19 

1. A moS who marries to a person other than Indian Nationality should intimate 
the facts to the Government and this aspect will be kept in view while deciding his 
posting: - I am directed to say that a member of the All India Service who has married 
or marries a person other than of Indian Nationality shall forthwith intimate the fact to the 
Govt. under Rule 19(3) of the AIS(Conduct) Rules, 1968. 

2. The Central Govt. had issued certain instructions on the subject vide O.M. No. 
25/34(S)/67—Estt.(A) dated the 16th March, 1970. A copy thereof is sent herewith for the 
information of the State Govts. in dealing with such cases. 

[DOP&T letter No. 11017/31/90—AIS(III) dated 16.10.90] 

Copy of MHA, DOP&T OM No. 24/34/(S)/67—Estt(A) dt. 16.3.70 regarding 
Government servants marrying foreigners—Action to be taken 
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The undersigned is directed to say that the question of Government servants 
marrying foreigners has been considered. So far as officers of the Indian Foreign 
Service are concerned, they are governed by the Indian Foreign Service (Conduct& 
Discipline) Rules, 1961, and orders on the subject issued by the Ministry of External 
Affairs. So as far as the Government servants working in or under other 
Ministries/Departments are concerned, it is considered that some security risk is likely to 
be involved when a Government servant has, as his wife a foreigner, especially if the 
foreigner belongs to a country with which India’s relations are not quite happy and 
accordingly, this aspect has to be kept in mind while ordering the posting or transfer of 
the officer concerned. It has been decided that a provision should be made in the 
Conduct Rules to the effect that a Government servants who has married/marries a 
foreign national should inform the Government of such marriage and that the fact of such 
marriage should be kept on record in the character roll or personal file of the officer, so 
that this aspect is kept in view while deciding the posting of the officer. Amendment of 
the Conduct Rules will be issued separately. An officer having a foreigner as wife should 
not be appointed to a post, which is considered “sensitive”. The above decision would 
also apply mutatis mutandis to the husbands of female Government servants. 

 

GOVERNMENT OF INDIA’S DECISIONS UNDER RULE 20 

1. Every moS should scrupulously follow the rules relating consumption of 
intoxicating drinks and violation of this rule is a good and sufficient reason for 
taking disciplinary action against him and imposing any of the penalties specified 
in rule 6 of the All India Services (Discipline and Appeal) Rules, 1969: - Rule 20 of 
the All India Services (Conduct) Rule, 1968 provides that:—  

(i) the members of the All India Services shall strictly abide by any law relating to 
intoxicating drinks or drugs in force in any area in which he may happen to be 
for the time being; 

(ii) he shall not be under the influence of any drink or drug during the course of his 
duty and shall also take due care that the performance of his duties at any time 
is not affected in any way by the influence of such drinks or drugs; 

(iii) he shall not consume any intoxicating drink or drug in a public place; 

(iv) he shall not appear in a public place in a state of intoxication; and 

(v) he shall not use any intoxicating drink or drug to excess. 

The rule further defines public place as any place or premises (including a 
conveyance) to which the public have, or are permitted to have, access whether on 
payment or otherwise.  

2. The above provisions of the All India Services (Conduct) Rules, 1968, are of special 
importance in the context of the latest endeavour to reduce the consumption of alcoholic 
beverages and drug. While it is expected that every member of an a All India Services 
will scrupulously adhere to the provisions of the All India Services (Conduct) Rules, 
1968, mentioned above, it is also expected of the disciplinary authorities to keep a strict 
watch on the conduct of members of the All India Services in regard to matter covered 
by the aforesaid Rule. Violation of any of the provisions of rule 20 of the All India 
Services (Conduct) Rules, 1968, will constitute a good and sufficient reason for taking 
disciplinary action against a member of the All India Service. While any of the penalties 
specified in rule 6 of the All India Services (Discipline and Appeal) Rules, 1969 can be 
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imposed on a member of an All India Service for good and sufficient reason after 
following the prescribed procedure the disciplinary authorities should take a very serious 
view of any violation of rule 20 of the All India Services (Conduct) Rules, 1968 and 
should not hesitate to impose the severest punishment on such members of the All India 
Service who are proved guilty of violating the said Rule. 

[ DP & AR letter No. 11017/1/76—AIS(III), dated the 5th February, 1976] 

2. Definition of public places and special provisions for foreign Missions/visitors/ 
tourists etc: - Following points have been raised with reference to rule 20. 

(i) Whether the definition of Public place would include a club meant exclusively 
for members where it is permissible for the members to invite non-members as 
guests, and 

(ii) whether a hotel would be a public place or not for the purpose of the said rule. 

2. The position in regard to the above two points is clarified as under: 

(i) The club of the nature mentioned above would be a public place not only for 
the non-member guests but also for members who may be the members of the 
All India Services. 

(ii) Drinking in the logging room in a hotel will not attract the provisions of rule 22 
but drinking at the bar or restaurant where the public is permitted would attract 
the aforesaid rule. 

3. In their letter No. 20—10/75—SD, dated 21-2-1976 to all Chief Secretaries copy of 
which was also forwarded to all Ministries and Departments the Department of Social 
Welfare had advised the State Governments to make certain special provisions in the 
interests of Foreign Missions, foreign visitors, Tourists and others, in the context of the 
programme for reducing consumption of alcoholic beverages. The special provisions are 
as follow :— 

(a)  here need be no restriction on serving of liquor in the precincts of foreign 
embassies, foreign embassies may also be allowed to serve liquor in 
halls/lounges of hotels and clubs provided which halls/lounges are exclusively 
reserved or taken on by them to entertain a select number of invitees.  

(b) The exemption referred to in (a) above may also be extended to parties hosted 
by others in honour of foreigners, subject to the condition that the number of 
invites does not exceed 100, and these hosting such parties obtain permits 
from the Deputy Commissioner/District Magistrate concerned. 

(c) & (d) Clubs may be permitted to provide for service of drinks in their bar rooms 
only; beer, however, may be permitted to be served anywhere within the 
precincts of such clubs. 

(e) Alcoholic beverages may be permitted to be served in official parties hosted by 
the Government of India/State Governments on “closed lounges” in hotels, 
clubs etc., where important foreign visitors are required to be entertained.  

4. A question has been raised whether consumption of intoxicating drinks by the 
members of All India Services in the place and under the circumstances mentioned in 
the preceding paragraph would amount to violation of Rule 20 of the All India Services 
(Conduct) Rules, 1968. The position is clarified below, Seriatim:— 
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(a) In terms of the clarifications given in para 2 above a member of the All India 
Services cannot take drinks in the clubs or in the Halls/Lounges. However, 
where officers are required to attend official entertainments arranged by foreign 
Missions in Halls/Lounges of Hotel and Clubs, in the discharge of their official 
duties, taking drinks at such official entertainments will not attract rule 20 of the 
All India Services (Conduct) Rules, 1968, provided the places where the 
entertainments arranged are exclusively reserved or taken on hire by the 
Foreign Mission to entertain a select number of invitees. 

(b)  The clarification at (a) above would apply to the circumstance also, subject to 
the condition that the parties are hosted by Government or any organisation 
controlled by Government, like autonomous bodies, public sector undertakings, 
etc. 

(c) & (d) Members of the All India Services will not be exempt from the operation of 
rule 20 of the All India Services (Conduct) Rules, 1968 in the places and 
circumstances, referred to. 

(e)  The provisions of Rule 20 of the All India Services (Conduct) Rules, 1968 
would not apply to the members of the All India Services invited to such parties 
in their official capacity. 

[DP & AR letter No. 11017/66/76—AIS(III), dated 18th  January, 1977] 

3. Members of the All India service should refrain from consuming intoxicating 
drinks even at official parties arranged by Foreign Mission whether in the Mission 
premises or in halls-lounges exclusively reserved: - In the context of the present 
policy of the Government aimed at progressive introduction of prohibition in the country 
the position regarding consumption of intoxicating drinks by Government servants has 
been reviewed. In partial modification of paragraph 4(a), (b) and (c) of this Department’s 
letter dated the 18th January, 1977, referred to in the above paragraph it has been 
decided that members of the All India service should refrain from consuming intoxicating 
drinks even at official parties arranged by Foreign Mission whether in the Mission 
premises or in halls-lounges exclusively reserved. The same position would obtain in 
respect of consumption of intoxicating drinks at parties arranged by Government or 
semi-Government Organisations where foreigners are entertained or at similar parties 
hosted by others. 

[DP & AR letter No. 11017/62/77—AIS(III), dated 9-1-1978] 

4. Members of the All India Services should strictly comply with the provisions 
contained in rule 20 relating to the consumption of intoxicating drinks and drugs: 
- The Home Minister in his D.O. letter No. 11013/3/84—Estt.(A), dated 30th March, 1984 
to the Chief Ministers of the States has emphasised the need for the Government 
servants, serving both under the Central Government and under the State Governments, 
to observe scrupulously and abide by any law relating to intoxicating drinks or drugs. 

2. The members of the All India Services should strictly comply with the provisions 
contained in rule 20 of the All India Services (Conduct) Rules, 1968 relating to the 
consumption of intoxicating drinks and drugs. Besides, there are also detailed executive 
instructions about the role of disciplinary authorities in enforcing compliance by the 
members of the All India Services, with the rules and orders on the subject. 

[D.O. letter No. 11017/23/84—AIS(III), dated the 31st May,1984 from Secretary, 
MHA, Deptt. of Personnel & AR to the Chief Secretaries of All India Services]. 
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GOVERNMENT OF INDIA’S DECISIONS UNDER RULE 22 

1. Delegation of certain powers of the Central Government under these Rules to 
the Ministries/Departments of the Government of India: - Power of the Central 
Government under rules 4, 6, 8, 11, 12, 14,15, 16(3), 16(4) and 16(5) of the All India 
Services (Conduct) Rules, 1968 have been delegated to each Ministry/Department in 
respect of members of the Service working in or under them. 

2. It has been decided in partial modification of the instructions contained in the said 
O.M. No. 9/4/69—AIS(III), dated 23.1.1969 that reports submitted for information under 
Rule 16(4) of the All India Services(Conduct) Rules, 1968 may be submitted, in the 
cases of officers of the level of Joint-Secretary to the Additional Secretary/Secretary and 
in the cases of officers of the level of Additional Secretary to the Secretary in the 
Administrative Ministry concerned; in the cases of officers of the level of Secretary, may 
be submitted to the Minister, in-Charge of the Ministry/Department. 

[DP & Trg. O.M. No. 11017/18/85—AIS(III), dated 17-6-85.] 

2. Delegation of powers of the Central Government under rule 5(2) and rule 15(2) 
to the Ministries/Departments of the Government of India: - In continuation of the 
Ministry of Home Affairs O.M. No.9/4/69—AIS(III), dated the 23rd January, 1969, it has 
been decided to delegate to Ministries/Departments, the powers of the Central 
Government under sub-rule (2) of Rule 5 and sub-rule (2) of Rule 15 of the All India 
Services (Conduct) Rules, 1968, in regard to All India Services Officers working in or 
under them. 

2. If on submission of a report under sub-rule (2) of Rule 5 or sub-rule (2) of Rule 15 of 
the All India Services (Conduct) Rules, 1968, it is proposed to take any action in relation 
to such reports, the matter maybe referred to this Department in the case of Indian 
Administrative Service officers, to the Ministry of Environment & Forests in the case of 
Indian Forest Service officers and the Ministry of Home Affairs in the case of Indian 
Police Service officers. 

[DP & AR letter No. 11017/63/77—AIS(III), dated 22-3-78.] 
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Copy of the letter No. 11017/07/2008-AIS-III dated 01/07/2008 addressed to the Chief 
Secretaries of all States/Union Territories 
 
Subject: - Acceptance of part-time employment by the members of the All India Services. 
 

It has come to the notice of this Department that there is some doubt about 
allowing members of the All India Services to accept part-time employment in other 
Government, quasi-Government or an autonomous body not controlled by the 
Government or a private body. Such employment, even though it is outside office hours, 
is contrary to the principle embodied in rule 13(1) of the All India Services (Conduct) 
Rules, 1968, which stipulates that no member of the Service shall except, with the 
previous sanction of the Government, engage directly or indirectly in any trade or 
business, or negotiate for or undertake, any other employment. 
 
2.  Allowing a member of the Service to take part-time employment before/after 
office hours in other organisations may result in some deterioration in his efficiency 
because if he does part-time work in addition to his full working hours in his office, he 
may not get sufficient time for rest and recreation and Will, therefore, be unable to give 
undivided attention to his work even during office hours. Moreover, such part-time work 
by members of All India Services leads generally to depriving unemployed people of 
work, which they would otherwise have got. 
 
3.  Having regard to all these considerations, it has been decided that while the 
competent authority may permit a member of the Service to undertake work of a casual 
or occasional character, a whole time member of the Service should not ordinarily be 
allowed to accept any part-time employment whether under Government or elsewhere, 
even though such employment may be after office hours. 
 
4.  These instructions may please be brought to the notice of all the members of the 
All India Services. 
 
Copy of the D.O. letter No. No.11017/04/2010-AIS-III dated 03/03/2010 from Cabinet 
Secretary addressed to the all Secretaries of the Government of Indian and Chief 
Secretaries of all States/Union Territories  
 
Observance of ethics by Civil servants-Letter of Cabinet Secretary to Secretaries of all 
Ministries/Departments of the Government of India. 
 
Of late there have been some disturbing incidents which call for serious introspection by 
civil servants. It is important that we ponder over the manner in which we discharge our 
duties and fulfil our responsibilities and what we need to do to refurbish our image. 
 
2.  Civil servants are appointed on the basis of a fair and open competition.  We 
must respond in full measure to the faith that citizens have reposed in us and meet their 
hopes and aspirations of good governance. Integrity, honesty, objectivity, impartiality, 
transparency, accountability and devotion to duty are the core values which civil 
servants should cherish and which should form an integral part of our decisions and 
actions. 
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3.  The issue of corruption needs to be addressed fairly and squarely. The 
Government's policy of zero tolerance for corruption must be implemented fully and 
effectively. Preventive vigilance should be strengthened. Transparency must be 
introduced in decision making and in all our systems. Stringent action must be taken 
against officers found guilty. Disciplinary proceedings must be expedited. 
 
4.  We need to stand by and uphold our core values. Senior officers must set an 
example and mentor their colleagues. The Civil Services must work wholeheartedly to 
provide good governance. 
 
5. Please share these sentiments with all officers. Let us resolve to serve the nation and 
the citizens in a committed manner. 
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YASHWANTRAO CHAVAN ACADEMY OF DEVELOPMENT ADMINISTRATION  
PUNE  - 411 007 

Service Rules  
 

1.01   These rules may be called “YASHWANTRAO CHAVAN ACADEMY OF 
DEVELOPMENT ADMINISTRATION, SERVICE RULES 1992”. (Revised  
March  2010) 

 
1.02 These amended rules shall come into operation on the 5th  day of March 2010. 
 
1.03 These rules shall apply to the employees of YASHADA subject to the following:- 
 

a)   The persons who are appointed under specific contract conditioned will be 
strictly governed by the contract conditions and not by these Rules.       

b)  The persons, who are in the employment of Government of India or 
Government of Maharashtra or State Public Sector Undertaking or any 
other teaching institution, and whose services have been temporarily 
loaned to YASHADA.  will be governed by the rules of the service to 
which they originally belong but they will have an option to be governed 
by the provisions relating to Medical reimbursement, Leave Travel 
Concession, TA/DA, Mobile allowance, Newspaper allowance and  
Peon allowance,  in these rules . 

 
2.01 DEFINITIONS  
  

In these rules the following words and expressions used shall have the meaning as 
shown against each of them. 

 
(a) YASHADA means Yashwantrao Chavan Academy of Development 

Administration. 
 
(b) Registrar means person holding the charge of Registrar of YASHADA 

for the time being. 
 
( c) Basic pay means pay in the pay band plus grade pay as admissible. 
 
(d) The  definition of senior level post be revised   after considering the 

definition of group  A to D of State Govt. Employees is redefined by 
the state Govt. Considering the sixth pay commissions 
recommendations.   

 
(e) The  definition of middle level post be revised   after considering the 

definition of group  A to D of State Govt. Employees is redefined by 
the state Govt. Considering the sixth pay commissions 
recommendations. 
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(f) The  definition of lower middle level post be revised   after considering 

the definition of group  A to D of State Govt. Employees is redefined 
by the state Govt. Considering the sixth pay commissions 
recommendations. 

(g) The  definition of lower level post be revised   after considering the 
definition of group  A to D of State Govt. Employees is redefined by 
the state Govt. Considering the sixth pay commissions 
recommendations. 

 
(h) Committee means the Executive Committee of YASHADA. 
 
(i) Director General means the Director General  of YASHADA 
 
 
(j) Employee means a person  appointed  to a post in YASHADA. 
 
(k) Family means and includes the employee, his spouse, his dependent 

children and his dependent parents, unmarried brothers, unmarried/ 
divorcee/deserted sisters if they are residing with the employee and if 
their individual income from all sources does not exceed Rs 5000/- per 
month 

   
(l) Government means the Government of Maharashtra. 
 
(m) Non-teaching Posts means posts, whose duties do not include teaching. 

They shall include the Registrar, Deputy Registrar, Accounts Officer, 
Estate Manager and all the staff members not specifically treated as 
teaching employees. 

 
(n) Scheduled Caste/ Scheduled Tribe/ DTNT/ VJNT/ Other Backward 

Classes/ Special  Backward Class mean the Classes declared as such by 
the Government. 

 
(o) Pay means  basic pay (including grade pay) personal  pay, special pay  

and any other emoluments which may be specially classed as pay. 
 
(p) Resignation means voluntarily leaving the service with prior approval  of 

Director General  by an employee before attaining the age of 
superannuation  or before completion of the term of his probation, as the 
case may be 

 
( q) Retirement means termination of employment of an employee on his 

attaining the age of retirement 
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 (r) Teaching Institution means an institution engaged in teaching/ training/ 

Research  which is recognized by the Central Government or any State 
Government or by any Statutory Authority  in India. 

 
(s) Teaching Posts means posts the duties of which are closely connected with 

teaching/ training/research. They shall include the posts of Director 
General, Professor/s,  Director/s, Additional Director/s, Associate 
Professor/s, Assistant Professors, Research Officers and any other posts 
declared as teaching posts by the Director General. 

 
(t) Time Scale of pay is the scale of pay which starts with a minimum, rises 

by annual increments and rests at the maximum. 
 
(u) Terms not defined in these rules shall have the same meaning as is given 

to them in the Maharashtra Civil Services Rules. 
 
3.01 Age of retirement 
 

The age of retirement for employee in the service of YASHADA shall be  58 
years. An employee shall retire from service on the afternoon of the last day of the 
month in which he/she attains the age of 58 years  and as amended from time to 
time in relevant rules  on the lines of  State Government employees. 
 

4.01 Effect of appointment 
 

The appointment shall be effective from the date of joining only if the person 
concerned takes over the charge of the post before noon. In other cases it will be 
effective from the next calendar day even if it is a holiday. 

 
5.01 Physical fitness 
 

Every person, who is to be appointed to any post in YASHADA shall be required 
to undergo a medical check up and produce certificate of physical fitness before 
taking up appointment . If for some reason he is allowed to join without such a 
medical check up, he shall not be continued in the employment of YASHADA 
beyond a period of three months unless in the meanwhile he has been medically 
examined and found fit, for appointment in YASHADA. The rules and 
procedures for medical examination of candidate as to their physical fitness 
provided in appendix III to Maharashtra Civil Services (General conditions 
of services) Rules 1981 will be applicable 
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5.02 The fees, if any, charged by the medical authority for the medical 
check up of the candidate shall be borne by the candidate himself.   

 
 
 
6.01 Probation 
 

A Person appointed to the post in YASHADA by way of direct recruitment or 
internal selection  shall be on probation for a period of two years. 

 
6.02 A person appointed on probation shall draw his 1st increment on the next day after 

completion of continuous service of 12 months.  A person appointed on probation 
shall draw his 2nd increment after satisfactory completion of   probation period or 
extended period of probation. 

 
6.03 The probation period shall be automatically extended, by the number of days 

equal to the days of leave enjoyed during the period of probation except the casual 
leave. 

 
6.04 The services of a probationer can be terminated by the Director General without 

assigning any reason, during the probation period, if he feels it necessary in the 
interest of YASHADA to do so. If, however, the Director General feels it 
necessary to extend the probation period, the probation period can be extended 
for upto 2 years including the period automatically extended under Rule 
6.03. 

 
6.05 If the probationer was a confirmed employee of YASHADA before his 

appointment on probation, the Director General may, if the performance of the 
employee during the period of probation is not satisfactory, revert him to the 
lower post from which he was so appointed/ promoted.   

 
6.06 When a confirmed employee of YASHADA is appointed to a higher 

post in YASHADA, and placed on probation in the said higher post, 
the vacancy caused by such appointment shall not be filled in on 
permanent basis until the employee concerned is confirmed in the 
higher post.   

 
7.01 Confirmation 
 

A person appointed on probation will be confirmed by issue of an order by 
Director General, once the probationer  completes his probation 
satisfactorily.  A person appointed on probation will be deemed to be 
confirmed after lapse of period of six months from completion of two years 
probation period, unless his probation period is extended. 
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8.01 Resignation 
 

a) No confirmed employee shall resign his employment in YASHADA without    
giving a written notice of at least three months to the Director General.  
b)  The Director General shall have powers to accept a shorter notice on the 
condition that the pay and allowances  for the period by which the notice falls 
short of three months shall be recovered from the employee concerned.  
c) An employee on probation may resign his appointment during the period of 
probation by payment of compensation of one month’s pay and allowances to 
YASHADA. 

 
8.02 Termination 
 

(a) Director General may, by issue of a written notice of not less than three 
months, terminate the services of the junior most confirmed employee in the 
cadre in the event of abolition of the post in that cadre.  
b)  Where it is not possible to give such a notice of three months the pay and 
allowances of the employee for the period by which such a notice falls short of a 
period of three months shall be paid to the employee by YASHADA in lieu of 
such notice. 

 
8.03 Abolition of Post 
 

(a) In the event of abolition of a post in a cadre, the Director General shall, as far 
as possible, try to accommodate the junior most employee in that cadre (whose 
services would be required to be terminated)  in any  equivalent post in any  
other cadre,  without affecting his basic pay. 
(b) If no such equivalent post is available and the employee is willing to accept 
any other lower post in any cadre that may be available, the Director General 
shall have powers to appoint him to such lower post without affecting his basic 
pay.    
(c)  If the basic pay of the employee is   higher than the maximum of the time 
scale of such lower post,  his pay may be fixed at the maximum pay attached to 
the lower post.  
(d) An employee accommodated on the equivalent post  or lower post  in any 
other cadre  will be the junior most in that cadre for the purpose of seniority.  
However, when an employee accommodated in the lower cadre (from which 
he was promoted)  will be allowed to retain his original seniority in the lower 
cadre.  
e) If an employee cannot be accommodated in the manner mentioned in (a) 
and (b) above his services shall stand terminated.   

 
8.05 This clause may be shifted in rule 8.01 (c) under the heading “Resignation” 

and deleted here. 
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9.01 Service Record 
 

The record of service of the employees of YASHADA shall be kept in the form of 
Service Book prescribed for the Government employees. The Service Books shall 
be kept in duplicate, one copy remaining in the custody of the employee of 
YASHADA. 

 
9.02 (a) All events in the service life of the employee such as his Bio-data, 

appointments, post occupied, pay-scale, pay drawn and pay verification done 
from time to time, increments, promotions,  rewards, punishments, leave enjoyed 
leading upto the final retirement shall be recorded in the Service Books. Leave 
account of the employees shall also be kept in their Service Books.  
(b) The procedure for writing the events and recording the date of birth in 
the service book, as prescribed under rule 38 of The Maharashtra Civil 
Services (General conditions of services) Rules, 1981 will be followed.  
(c) At the end of every year the service of the employee should be verified with 
reference to the records such as muster rolls, pay bills, etc. and a certificate of 
verification recorded in his Service Book. 
 

9.03 All entries in the Service Book shall be attested by the Registrar by full 
signature., and the signatures of the employees, for having satisfied  about the 
correctness of the entries, shall be obtained in the prescribed column No. 8 in the 
original service book.    

 
9.04 The original Service Book shall be the property of YASHADA and shall be 

preserved for a period of 5 years beyond the date of resignation/ retirement/ death 
of the employee concerned or till the  finalization   of Pension Case / 
Departmental Proceedings / Judicial Proceedings.   

 

Every employee of YASHADA shall be required to subscribe to the Contributory 
Provident Fund and such other funds as may be established by YASHADA in the 
interest of the employees, according to the rules applicable to such funds. 

 
    
 

Every person who is appointed for the first time to a post in YASHADA shall  
entitled to the minimum pay attached to the pay band of the post concerned. The 
Director  General shall, however, have power to make appointment with the 
higher starting pay for the reason that the person concerned has already worked in 
a similar capacity elsewhere for a sufficiently long period or has acquired special 
qualifications to warrant higher starting pay. 

 
 

10.01 Subscription to funds 
 

11.01 Pay 
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11.02 a) An employee of YASHADA, on his appointment to a higher post with a higher 
pay band/scale in YASHADA by internal selection or by promotion shall be 
entitled to the pay at the lowest stage in the pay scale with  corresponding grade 
pay of the higher post which gives him monetary benefit of not less than two 
increments in the pay scale  of the lower post occupied by him before such 
appointment. If there is no such stage in the pay scale of the higher post the pay 
of the employee should be fixed at the stage next above his present pay, treating 
the excess over the notional pay in the pay scale of the lower post, as personal 
pay till he draws his next regular increment in the pay scale of the higher post.    

 

b)    The initial  pay  of the employee appointed to higher post carrying the pay 
scale identical that of lower post,  by internal selection or by promotion shall be 
fixed at the stage of the pay scale, by increasing his pay by two increments. 

 
11.03 a) No employee shall be appointed to a post carrying less pay except at his own 

request. In case of such appointment  the initial pay of employee shall be fixed at 
the same stage in the time scale of the new post and  if there is no such stage, at 
the stage next above his present pay.  

 
b) Whenever an employee is appointed to a post carrying lower time scale of the 
pay as a result  of abolition of post (as per provision in rule 08.03),  the initial pay 
of such employee shall be fixed at the same stage in the time scale of the new post 
and  if there is no such stage, at the stage next above his present pay.  

 
c)  The pay of an employee reverted to a lower post on termination of his 
officiating of his higher post shall be fixed at the stage in the time scale of the 
lower post in  which  the employee would have drawn his pay but for his 
appointment to the higher post . 
 
d)  The pay of an employee reverted to a lower post carrying a lower pay scale or 
identical pay scale by way of punishment, shall be fixed at the  stage  of the time 
scale for the lower post (from where he was promoted) at which he would have 
drawn his pay but for his appointment to the higher post.  

 
11.04 The pay of the employee reverting to a lower post after a spell of appointment in 

the higher post shall be the pay to which he would have been entitled but for his 
appointment to the higher post concerned. 

 
11.05 The pay of Government pensioner reemployed in YASHADA shall be subject to 

the rules for reemployment of pensioner in the service of Government provided 
the Director may in his discretion, taking into consideration the special ability of 
the person, in teaching / research/ disaster management / information 
technology/ engineering or any such field,    reemploy him on  special terms and 
conditions till he attains the age of 65.   
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11.06 The revision in pay and allowances payable to the employees  will be done on 
the lines of state government employees including the formula adopted by the 
State Government for this purpose. 

 
12.01 Increments 
 

A confirmed employee shall be entitled to an increment on 1st July of every year 
after completion of 1 year’s reckonable service in YASHADA each year except in 
the following cases :-  
a) Where the increment is withheld by the Director General. 
b) Where the employee has already reached the maximum pay attached to the 
time scale. 
Note :- 1) The following period shall count as reckonable   service for the 
purpose of annual increments. 
i)  All leave, except extra ordinary leave. 
ii)  Extra ordinary leave on medical grounds  
iii) Deputation within or outside India. 
iv)  Period spent on training. 

 
12.02 When the employee has reached maximum of the  pay scale/ band attached to his 

post, after one year he shall be granted one increment in the present pay 
scale/band and his pay shall be fixed at the stage in the next pay scale/ band and if 
there is no such stage his pay should be fixed at the next stage, till he reaches the 
maximum of the pay scale/band PB-4, after which the benefit of increment will 
not be admissible. 

 
12.03 (a) Advance Increments (Performance based):-  
 

The Director General shall be competent to sanction advance increment to 
employees for the outstanding work  on the lines of the scheme of granting 
advance increments to the state govt.  employees, modified from time to time. 
 

13.01 Additional Charge & Appointment 
 

An employee who is asked to hold charge of another sanctioned post not directly 
subordinate to him, in addition to his own duties for a period of not less than 15 
days, shall be entitled to charge allowance to the extent of 10% of his basic pay 
subject to a maximum limit as prescribed by the State Govt. for the State Govt. 
Employees.  No employee will be asked to  hold additional charge of the post 
for a period of more than six months and in exceptional circumstances upto 
one year.  No employee of YASHADA shall be entitled to additional charge 
allowance for more than one  post at the same time.   
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14.01 Suspension 
 

The Director General or any other officer, empowered in this behalf by the 
Director General may place an employee under suspension 
a) Where a disciplinary proceeding is contemplated or is pending, or 
b) Where a case against him in respect of any criminal offence is under 
investigation, enquiry or trial. 

 
14.02 Deemed suspension   
 

An employee shall be deemed to have been placed under  Suspension by 
an order of the Director General. 
a) With effect from the date of his detention in police or judicial custody, whether 
on a criminal charge or otherwise, for a period exceeding 48 hours. 
b) With effect from the date of his conviction, if in the event of his conviction for 
an offence for which he is sentenced for a term of imprisonment exceeding 48 
hours and is not forth with dismissed or removed or compulsorily  retired, 
consequent to such conviction. 
Explanation:-  

The period of 48 hours referred to in (Clause-b) of this rule shall be 
computed from the commencement of the imprisonment after the conviction and 
for this purpose intermittent periods of imprisonment, if any, shall be taken in to 
account. 

 
14.03  

a) An order of suspension made or deemed to have  been made under this rule 
shall continue to remain in force until it is modified or revoked by the Director 
General. 
b) Where an employee is suspended or is deemed to have been suspended 
(whether in connection with any disciplinary proceeding or otherwise), and any 
other disciplinary proceeding is commenced against him during the continuance 
of that suspension, the Director General may, for the reasons to be recorded in 
writing, direct that the employee shall continue to be under suspension until the 
termination of all or any of such proceedings. 
 

14.04 a) During the period of suspension an employee \ shall be entitled to subsistence 
allowance equal to 50% of his basic pay including dearness pay (if any) of the 
post from which he was suspended and the Dearness Allowance based on such 
reduced pay. He will also be entitled for City compensatory allowance and House 
rent allowance which he was drawing immediately before his suspension, 
However, he shall not be entitled to any allowance like conveyance allowance, 
telephone allowance etc. which are provided in lieu of reimbursement of the 
expenses incurred by employee while performing his  duties.  
b) If the suspension of an employee is extended beyond a period of six 
months for no lapse on the part of  the employee, the subsistence allowance shall 
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be increased by 50% for the remaining period of suspension. However, if the 
suspension period is extended beyond six months for the lapse on the part of the 
employee reasons attributable to the employee the subsistence allowance may be 
reduced by 50%. 
c) The Income Tax, Profession Tax, rent of YASHADA premise occupied by 
him, installments of loans and advances, if any, granted to him by YASHADA  
shall be recovered from the subsistence allowance.  
d) No recoveries on account of subscription to Provident Fund, court 
attachments and loss caused by the employee to the property of YASHADA shall 
be made from the subsistence 

 
14.05 a)  Other deductions and recoveries shall be made from the subsistence allowance 

only at the option of the employee concerned. 
b)  No leave of any kind shall be admissible to an employee under   Suspension. 

 
14.06 The employee under suspension shall not accept any employment  during the 

suspension. 
 
14.07 The employee under suspension shall not leave his head quarters without 

permission from the Director General. He shall abide by the instructions and 
directions of the Director General in regard to his personal presence in 
YASHADA, whenever required. 

 
14.08 If in the disciplinary proceeding, the employee under suspension is   fully 

exonerated of the charges leveled against him, he shall be reinstated and full pay 
and allowance for the period of suspension shall be paid to him (less the amount 
of subsistence  allowance and other allowance paid to him) treating the 
suspension period as duty for all purposes. However, he shall not be entitled to 
any allowance like conveyance allowance, Telephone allowance etc. which are 
provided in lieu of reimbursement of the expenses incurred by employee while 
performing his duties. 

 
14.09 If an employee who has been dismissed, removed or compulsorily  retired is 

reinstated as a result of an appeal or order of the Court and no further disciplinary 
proceeding is held against him, the employee shall be paid full pay and 
allowances for the period of his absence including the period of suspension, 
preceding his dismissal, removal or compulsory retirement as the case may be and 
the entire period of absence including period of suspension shall be treated as a 
period spent on duty for all purposes subject to the directions of the Court. 
However, he shall not be entitled to any allowance like conveyance allowance, 
Telephone allowance etc. which are provided in lieu of reimbursement of the 
expenses incurred by employee while performing duty. 
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14.10 When as a result of disciplinary proceeding, a major penalty is imposed against an 
employee, the period of suspension will not be treated as a period spent on duty 
and he will not be entitled for pay and allowances for the period of his suspension 
and the period of suspension will be treated as suspension. However, the Director 
general may order that the period of suspension shall be treated as qualifying 
service for any specified purpose.  

 
14.11 When as a result of disciplinary proceeding a minor penalty is imposed against an 

employee, the period of suspension will be treated as duty and he will be paid the 
full amount of pay allowances for the said period less the amount of subsistence 
allowance paid to him. However, he shall not be entitled to any allowance  like 
conveyance allowance, Telephone allowance etc. which are provided in lieu of 
reimbursement of the expenses incurred by employee while performing his duties. 

 
14.12 No appeal can be filed against the order of suspension passed by the Director 

General. However, the appeal can be filed to the Director general against the 
order of suspension passed by any other officer subordinate to him. 

 
14.13 The resignation tendered by an employee placed under suspension  will not be 

accepted except in special circumstances. 
 
14.14 When an employee under suspension dies before disciplinary or Court 

proceedings, such proceeding would come to an end and the entire period 
between the date of suspension and the death will be treated as duty for all the 
purposes and he would be entitled for full pay and allowances for such period 
subject to adjustment of amount of subsistence allowance paid to him. However, 
he shall not be entitled to any allowance  like conveyance allowance, Telephone 
allowance etc. which are provided in lieu of reimbursement of the expenses 
incurred by employee while performing duty. 

 
15.01 Leave 
 

The employees of YASHADA shall be entitled to the following kinds of leave :- 
 

(a) Earned leave to the extent of not more 30 days in a year. Such leave can be 
accumulated to the extent of 300 days and shall carry leave salary equal to the rate 
of pay and allowances drawn immediately before proceeding on leave.  

  
(b) Half pay leave of 20 days per year. Such leave shall at the option of the 
employee be converted into full pay leave of 10 days per year if the leave is taken 
for the purpose of pursuing studies approved by YASHADA or on medical 
grounds. Leave salary during half pay leave shall be half the leave salary 
admissible during earned leave.  

 
(c)Extraordinary leave which can be   availed at the option of the employee or        
when no other kind of leave is due. It   shall carry no leave salary. 
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d) TB/Cancer /leprosy/paralysis leave will be admissible to the employees 
suffering from  any of these diseases  will be admissible in accordance with 
provision/s in the Maharashtra Civil Services Rules (Leave) 1981 in this regard. 

 
15.02 Leave (of any kind) shall be granted by the Director General at his discretion 

and the employee shall not claim leave as a matter of right.   
 
15.03 Any kind of leave can be combined with any other kind of leave. This rule does 

not apply to casual leave. 
 
15.04 No employee shall be absent or on leave of any kind, whether sanctioned or 

otherwise, continuously for more than a year except when study leave is granted 
to him for more than one year’s duration. 

 
15.05 No employee, shall accept any other employment during leave. 
 
15.06 a) Earned leave of 15 days each shall be credited in advance to the leave account   

of the employee on 1st January and 1st July every year. 
 

b) Proportionate credit rounded off to the nearest day based on the completed 
months of service during the half year shall be given in case of first appointment, 
retirement, resignation or death of the employee. 
 
c) Earned Leave sanctioned shall be debited to leave account on the date of 
commencement of leave. 
 
d) If an employee enjoys extra ordinary leave or is placed under suspension the 
credit of earned leave at the commencement of the next half year shall be reduced 
by 1/10th of such period rounded off to the nearest full day, subject to maximum 
of 15 days.  
 

e) Where the balance at the end, of any half year is between 286 and 300 days the 
advance credit of EL for the next half year shall be shown separately and the 
employee may be allowed to enjoy it during the half year concerned. If the 
employee fails to enjoy or enjoys it only partially and the result would be to 
increase the balance of EL at the end of the half year beyond 300 days the balance 
would be restricted to 300 days. 
 

15.07 (a) Half pay leave of 10 days each shall be credited in advance to the leave 
account of the employee on 1st January and 1st July every year.  

 

(b) Proportionate credit rounded off to the nearest day based on the completed 
months of service during the half year shall be given in case of first appointment, 
retirement, resignation or death of the employee.  
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(c)The number of days of half pay leave and twice the number of days of 
commuted leave sanctioned shall be reduced from the balance of half pay leave 
on the date of commencement of leave.  
 
(d) If the employee is placed under suspension or when his unauthorized absence 
is not regularized by grant of any other kind of leave the credit to be given to the 
half pay leave account at the commencement of the ensuing half year shall be 
reduced by 1/18 of such period of suspension or unauthorized absence and 
rounded off to the nearest day. 

 
15.08 An employee proceeding on leave for more than 30 days shall be eligible for grant 

of advance of leave salary equivalent to net leave salary for one month, i.e. leave 
salary equal to one month’s pay and allowance admissible on that leave salary, 
reduced by all the normal deductions from the pay of the employee. 

 
15.09 a)  Female employees of YASHADA shall be eligible to maternity leave as is 

made admissible to State Govt. employees from time to time.    
 

b) Leave salary shall be admissible even for maternity leave availed of during 
probation at the time of first entry into service in YASHADA.  

 
c) Leave salary at the rate of pay and allowances drawn immediately before 
proceeding on maternity leave shall be admissible during the maternity leave 
availed of by a confirmed employee of YASHADA.  
 
d)   Maternity leave shall not be debited to leave account. 

 
15.10 Maternity leave subject to a maximum of six weeks shall also be admissible to 

female employees in case of miscarriage or abortion including abortion induced 
under the medical termination act, 1971, however maternity leave will not be 
admissible in case of abortion violating the provisions of PCNDT act. 

 
15.11 (a) Study leave shall not be granted to an employee  

i) Who has  rendered   less than three years service in YASHADA. 
ii) Who is due to retire within three years of the date on which he is 

expected to return to duty after expiry of study leave.   
 

(b) Study leave of not more than 12 months duration at a time, may be granted to 
an employee of YASHADA for pursuing any study, which the Director General 
considers beneficial for personal development of the employee and also for 
YASHADA. Such study leave may be granted  on execution of a bond (as 
prescribed by the Director General) to serve YASHADA for a period of not 
less than three years after his return from such study leave.  

 

(c) The total period of study  leave will not exceed two years in the entire 
service of an employee.    
 
(d) Study leave shall not be debited to leave account.      
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(e) In the event of resigning his post before the completion of such period of 
three years, the leave salary actually paid to him shall be refunded to 
YASHADA. 
 

15.12 During the study leave the employee shall be entitled to leave salary equal to the 
basic pay + dearness allowance  (without any other allowances) which he was 
receiving before proceeding on such leave.   

 
15.13 (a) If an employee of YASHADA is deputed for training in India by YASHADA, 

he shall be treated as on duty, and shall be eligible to receive the pay and 
allowances which he was receiving before proceeding on such training. In 
addition, he shall be entitled to traveling allowance and daily allowance as may be 
normally admissible to him for the place where the training is imparted, However 
whenever lodging and boarding is provided free while on training, the 
employee shall be entitled to 1/4th of Dearness allowance admissible to the 
employee. 
(b) If the training is outside India the employee shall not be deputed without the 
express sanction of the Government.  
(c) An employee deputed for training abroad by YASHADA shall be entitled to 
such concessions and benefits, in addition to his pay and allowances in India, as 
may be decided by the Director General considering the benefits and 
allowances provided to him at the place of training. 

 
15.14 An employee who ceases to be in the employment of YASHADA for reason other 

than dismissal or removal shall be entitled to receive the cash value of unutilized 
balance of earned leave to his credit (subject to maximum of 300 days)on the 
last day of his service. 

 
16.01 Traveling Allowance 
 

Traveling allowance is an allowance given to an employee to cover the extra 
expenses which he has to incur on account his being sent out of his headquarters 
for official work. 

 
16.02 The classifications of employees for the purpose of traveling allowance be 

decided after the state govt. redefines the categories of employees from group A 
to D. 

 
16.03 The entitlement of class of accommodation for purpose of traveling be decided 

after the state Govt. issues the necessary Govt. Resolution for State Govt. 
Employee in this regard, considering the sixth pay commissions 
recommendations.   
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16.04 An employee who is allowed  by the orders of the  Director General, to use his 
own motor car or a car hired by him for the purpose of official journey shall be 
deemed to have traveled by Rail in a class to which he is entitled for as per rule 
No. 16.03  and shall be reimbursed the fares of the respective Class for the 
distance actually traveled. 

 
16.05 An employee traveling on duty, shall in addition to the reimbursement of 

fares of admissible class, be entitled to the following: -  
(a) Rickshaw/Taxi fares from the place of residence to the railway station/ Air port/ 

State Transport Bus Depot, on the day of departure from the headquarters and 
on the date of his return to headquarters for Ist and IInd Grade employees and 
rickshaw fares for others.  

 
(b) Rickshaw fares/ Taxi fares from the Railway Station, Air port, Bus Depot to the 

place of work and back out of headquarters for Ist and IInd Grade, and auto 
rickshaw fares (taxi fares where auto rickshaws are not permitted like city of 
Mumbai)  for others.  

 
(c) Local conveyance as per entitlement as shown in clauses (a) and (b) appearing    
         above. 
 
(d) Reservation / Cancellation charges  officially charged for booking/ Canceling a  

seat on rail, bus or air including the service charges levied by the reservation    
agency as approved by the Director General .  

 
 (e)  Daily allowance at the following rates for the period starting from one hour  

 before the departure of railway train or a state transport bus or two hours before   
the departure of the aeroplane, as the case may be, and ending with one hour after 
the arrival of the train or bus at the headquarters or two hours after the arrival of 
the aeroplane at Pune airport as the case may be. 

 
 

The rates of daily allowance as prescribed by the state Govt.  and revised 
from time to time, be made applicable for YASHADA employees.    
In cases where the Director is satisfied that it was beyond the control of the 
employee to manage his tour expenses within the limits of the daily allowance 
admissible to him, he may sanction payment of actual expenses on lodging, 
supported by vouchers, within the following monetary limits :-  

 
Note:-    The monetary limits for reimbursements of expenses over and above the  

  daily allowance admissible to the employee, may be  revised once the rates  
  of daily allowance are notified by State Govt. for State Govt. employees .  

 
      (f) Whenever lodging and boarding is provided free while on tour, the employee shall  

be entitled to 1/4th of the DA admissible to the employee. 
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16.06 No daily allowance shall be admissible on the day on which employee takes 
casual leave on tour. 

 
16.07 Where the tour of the employee necessitates halt at a place where special rate of 

daily allowance is admissible, the daily allowance as may be admissible for the 
entire duration of tour may be worked out first and the difference between the 
ordinary rate and the special rate shall be added for the period of actual halt at the 
place where the special rate of DA is admissible. 

 
16.08 For fractions of less than 24 hours the daily allowance shall be calculated at the following 

rates :- 
 

(a) For 12 hours or more          : Full daily allowance 
(b) For 6 hours or more daily  but less than 12 hours         : 50% of the allowance 
(c)For less than 6 hours           : 30% of the daily allowance. 

 
16.09 When an employee or his dependent family member is ill and is required, on the 

advice of the medical practitioner nominated by YASHADA, to be examined / 
treated at an institution out of his headquarters, the employee or his dependent 
family member, as the case may be, may be  accompanied by any one of his 
family members who shall be held eligible for the traveling allowance on the 
scale and rates admissible to the employee himself. 

 
16.10 Conveyance charges shall be admissible to employees  using with the permission 

of the Director General their own conveyance for work of YASHADA within the 
municipal limits of Pune City  

The rates of conveyance charges will be fixed by the  Director General  
from time to time.  

   
When employee performs journey in a public bus he shall be entitled to 

reimbursement of actual fare paid. Where heavy papers equipment, etc. is to be 
carried and the vehicle belonging to YASHADA is not available an employee 
may hire a rickshaw and get reimbursement of actual hire charges paid, on 
submission of a certificate of having actually paid the charges. 

 
17.01 Other Allowances  

The employees of YASHADA shall be eligible for the following allowances / 
additional pay in addition to pay :-  

 
(a) Dearness Allowance 
(b) House Rent Allowance 
(c) Compensatory Local Allowance  
(d) Cash Allowance for handling cash to the person who works as a cashier. 
(e) Additional pay for  holding additional charge of  post for 15 days or more.  
(f) Washing allowance to Class-IV and other employees provided with uniforms.  
(g) Overtime allowance to the Drivers engaged on wheel duty beyond nine hours    
       a day.  
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(h) Overtime allowance to General Attendants engaged on duty beyond nine 
hours a day.   

 
17.02 (a) The rates of  Dearness Allowance as announced by the Government from time 

to time shall be applicable to the employees of YASHADA except persons 
appointed on contract basis.  

 
(b) The Dearness Allowance shall also  be admissible during all kinds of  leave 
except extraordinary leave  and shall be based on the amount of leave salary. 

 
17.03 (a) House rent allowance shall be admissible to the employees, who are not 

provided with residential accommodation by YASHADA, at the rates applicable 
to the employees of the Government.   
(b) It shall be admissible during all kinds of leave except during extraordinary 
leave, study leave, at the rate at which the employee was receiving it before 
proceeding on leave.  
(b) The allowance shall be admissible to both husband and wife if both of them 
happen to be the employees of YASHADA. 

17.04 Compensatory local allowance shall be admissible to every employee on the scale 
prescribed by the Government to its employees and shall be admissible during all 
kinds of leave except extraordinary leave and study leave.(To be modified as per 
6th pay commission recommendation ). 

 
17.05 The employees who have been provided accommodation by YASHADA shall be 

required to pay YASHADA every month, by deduction from their salary, the 
standard rent of the premises fixed by the Director General In addition, such 
employees shall pay to YASHADA the service charges as may be fixed by the 
Director General. 

 
17.06 a)  Cash allowance of Rs.300/- per  month shall be admissible to a   person who is 

appointed to work as  a cashier. (The monetary limit may be revised considering 
the government guidelines issued from time to time in this regard.) 

 
(b)  Washing allowance of Rs.100/- per month shall be admissible to Drivers and 
Attendants. 
 
(c)  Franking machine operator shall be paid a machine allowance of Rs.100/- per 
month.  

 
(d)  These allowances shall not be paid during leave of any kind except casual  
       leave. 
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17.07 Overtime allowance shall be admissible at the rate of 1.5 times the hourly wage 
(Basic + DA) of the employee concerned, or a part thereof, to the Drivers, 
Drivers-cum-Cleaners and General Attendants of YASHADA engaged on duty on 
any day in Pune for more than 9 hours including the lunch break. The overtime 
allowance in any calendar month shall not exceed 50% of the basic of the 
employee concerned. This rule will be applicable on non working days/Holidays 
also and payment to the concerned employee should be considered separately for 
the limit of 50% of the basic for the purpose of working day overtime and 
overtime on holidays.      

 
18.01 Leave Travel Concession 

a) The employees of YASHADA shall  be eligible to leave travel   concession to 
travel to their home  town once in two years.  

 
b) The concession shall be limited to the rail /bus fares of the admissible class, 
from Pune to the home town and back. 

 
c) The concession shall be admissible to the employee, his spouse and his children 
limited to three in number. 

 
d) Scheme of Leave Travel concession for visiting any place in the State once in 
four years is extended for YASHADA employees which is in addition to the 
scheme of “Hometown Leave Travel Concession” Thus, in a block of four years, 
any employee may avail the facility of “Hometown Leave Travel Concession” 
twice  in a period of four years (i.e. two blocks of two years each) or  a 
“Hometown Leave Travel Concession” once and a “Leave Travel Concession” as 
provided in Government Resolution No. RPS/1194/184 Seva-5, dated 28.03.1995 

 
18.02 The employee desirous of enjoying the leave travel concession shall be eligible to 

an advance equal to 75% of the estimated expenses and shall be settled by 
preferring an adjustment leave travel concession bill within a period of six 
months from the date of drawl of advance In case of failure to abide by the 
time limit the amount of advance shall be recovered in a lump sum from the next 
salary of the employee concerned. Interest at 18% per annum shall be recovered 
from the employee who fails to undertake the travel within a month from the 
date of drawl of advance. 

 
18.03 (a) For the purpose of leave travel concession every employee shall communicate 

his home town to the Director General, YASHADA within six months from the 
date of appointment. 

 
(b) The Director General shall accept the declaration of the home town if he is 
satisfied that the employee has property or close relations at that place and is 
required to visit the place often on account of such family ties.  
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c)   In case of failure to declare the home town within the prescribed period the 
place of permanent residence noted in his Service Book shall be treated as his 
home town for this purpose. 

 
18.04 The home town once declared or determined on account of his failure to make a 

declaration shall not be changed except once during the service of the employee. 
The Director General shall accept such re-declaration after satisfying himself 
about the circumstances requiring such re-declaration.   

 
19.01 Reimbursement of Medical Expenditure 
 

An employee of YASHADA shall be eligible for the reimbursement of medical 
expenses incurred by him for the treatment of himself and his family (including 
those dependant family members not residing with the employee) on the 
recommendation of the Medical Officer attached to YASHADA at any of the 
following institutions in Pune:-  

 
(a) Sassoon Hospital, Pune 
(b) Ruby Hall Clinic, Pune 
(c) K.E.M. Hospital, Pune 
(d) Any dispensary run by the Municipal Corporation of Pune and 
Pimpri/Chinchwad 
(e) Sancheti Hospital, Pune 
(f) Jehangir Nursing Home, Pune 
(g) Wadia Hospital, Pune 
(h) Hospitals of Maharashtra Medical Foundation, Pune (Joshi Hospital Ratna 
Memorial) 
(i) Lokmanya Hospital, Chinchwad 
(j) Aditya Birla Hospital  
(k) Deenanath Mangeshkar Hospital  
(l) Niramay Hospital  
(m) Sahyadri Hospital 
(n) Poona Hospital, Off. L. B. S. Road. 
(o) Hardikar Hospitals, Shivajinagar 
(p) Sanjeevan   
(q) Nisargopchar Kendra Uruli-Kanchan 
(r) Nobel Hospital  
(s) Ayurved and General Hospital, S No 7 Pradhikaran, Nigdi 

 
19.02 The Director General may, at his discretion, considering the circumstances in 

each case permit treatment to be taken in any other dispensary / hospital. 
 
19.03 The treatment shall include all investigations and other diagnostic facilities, 

special or ordinary medicines, vaccines, sera or supply of any other thing required 
for the treatment, preventive and curative medicines as may be prescribed by the 
medical institutions named in rule 19.01 above. It shall also include all the normal 
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facilities provided to indoor patient viz. diet, blood transfusion service, delivery of 
female patients, dental care (Except appliances as the part of cosmetic 
measures) The Senior and Middle level officers shall be entitled to 
accommodation in special rooms while other   employees are eligible for 
accommodation in Semi Private Rooms for hospitalization. 

 
19.04 (a) The concession of medical reimbursement shall be available only to those 

employees whose family does not include more than two#  living children on the 
date of commencement of the treatment. 
(b) The reimbursement stopped on account of larger size of the family can be 
recommended on production of proof of the employee or his spouse having 
undergone a family planning operation but shall not be available in respect of the 
treatment of the third# or subsequent child. 
 
#Note:- 1 This sub rule shall be made applicable after 1 year from the  

      date of  commencement of these rules.    
 

2.   This Rule shall not be applicable for those employees who were  
      joined YASHADA before the operation of this rules. 

 
19.05 If the employee and his spouse are both employed he should select either himself 

or his spouse for being considered eligible for reimbursement. In such cases the 
claim of reimbursement of the employee shall be admitted only on the production 
of the certificate from the employer of the spouse stating clearly that the spouse is 
not receiving the reimbursement of expenses or any other allowance in lieu 
thereof from that employer.   

 
19.06 In case of emergencies wherein it is not possible to shift the patient to the 

institutions named in the rule 19.01 above, the employee should bring the facts to 
the notice of the Director General as soon as possible after admission of the 
patient in any other medical or surgical nursing home. The Director General 
shall, decide whether and to what extent the circumstances warranted such 
emergency admission and deal with the reimbursement claim accordingly. 

 
19.07 (a) An employee shall be eligible for an advance upto  75% of the probable  

expenditure required for the treatment of himself or of his family members 
when he or they are advised to undergo open heart surgery,  kidney transplant, 
Byepass surgery of heart,  or treatment for any other major disease or surgery 
in an emergent situation .    

 
(c) The advance shall be adjusted against the medical reimbursement claim and 
shall be settled within three months of the date of drawl of advance or within a 
month of the completion of treatment, whichever is earlier. 

 
(c) In case of failure to settle the advance, the amount of advance together with 
interest @ 18% per annum shall be recovered from the employee in installments 
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as may be decided by the Director General. The recovery of interest may be 
waived by the Director General in deserving cases.  
(d) In case of hospitalization, for any  illness the employee shall be entitled to an 
advance upto Rs.25,000/- adjustable against medical reimbursement permissible 
to the employee, at the discretion of the Director General. 

 
19.08 As an exception to the aforesaid rules, the employees or their family members 

may, in case of ordinary illnesses, consult the medical practitioner nearest to their 
residence and get reimbursement of the cost of treatment which shall be limited to 
Rs. 6000/- for a financial year to entire family.   

 
19.09 The employee whose services are loaned to YASHADA by Government, state 

Public Sector Undertaking or a teaching institution may opt to be governed by 
these rules during his tenure with YASHADA. 

 
20.01 Casual Leave, Optional Holidays, Compensatory Holidays, etc. 
 

Casual leave is intended to meet special circumstances for which provision cannot 
be made by exact rules. The total casual leave admissible to the employee of 
YASHADA shall be 8 days per calendar year. 

 
 
20.02 Not more than five days casual leave can be enjoyed at a time. This limit may be  

extended to seven days by the Director General in the most exceptional 
circumstances. 

 
20.03 When casual leave is enjoyed in conjunction with or interposed between Sunday/ 

holidays/ optional holidays the Sunday/ holidays/ optional holidays shall be 
excluded while counting the actual casual leave enjoyed for the purpose of debit 
to casual leave account, but they shall be counted for the purpose of limits set in 
rule 20.02 above. 

 
20.04 Employees belonging in group C and D,  required to attend to their duties on 

Sundays or on the days declared as holidays for YASHADA, shall be allowed 
equal number of compensatory holidays during the same calendar year. However 
not more than two compensatory holidays shall be enjoyed in a month. In 
respect of attendance during the last week of December, however, the 
compensatory holidays may be enjoyed during the first fortnight of the month of 
January. Such holidays can be enjoyed in conjunction with casual leave, Sundays, 
holidays and any kind of leave due and admissible. 

 
20.05 Casual leave shall not be prefixed or suffixed to regular leave, except for casual 

leave for one half day in the afternoon taken on grounds of illness, immediately 
before the commencement of regular leave. 
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20.06 Except for medical reasons the employees shall get the casual leave sanctioned in 
advance. The Director  General shall have the power to treat absence without 
sanction, as leave without pay and allowances. 

 
20.07 The Director shall be competent to sanction  special casual leave of not more than 

15 days duration to employees participating in the Inter State / Inter National 
sporting events or for undergoing sterilization operation.       

 
21.01 Every employee shall at all times maintain absolute integrity, devotion to duty 

and shall do nothing which will embarrass YASHADA. 
 
21.02 Every employee shall follow the written  and oral orders of his superiors,  to be 

confirmed in writing in due course, wherever necessary. 
 
21.03 No employee shall give any information about YASHADA to any outsider 

including persons  connected with publication of any newspaper,  magazine, 
website, electronic media or any other publication without specific authority from 
the Director General. However the employee may give  in good faith 
information relating to performance of duties assigned to him to any outsider 
subject to the condition that the said fact will be brought to the notice of his 
immediate superior at the earliest possible. 

 
21.04 No employee, while in the employ of YASHADA, shall accept any remunerative 

work without prior permission from the Director General. 
 
21.05 Prevention of Sexual Harassment of women  at work place; 

a) No YASHADA  employee shall  indulge  in  any act  of sexual harassment 
of any women at her work place  
 
b)  Every YASHADA employee who is incharge of workplace shall take 
necessary steps to prevent  sexual  harassment to any working women at such 
work place.  
Explanation :- for purpose of these rules, sexual harassment includes such  

 unwelcome sexually determined behavior, whether directly or  
otherwise such as  

a) Physical contact and advances  
b) A demand or request for sexual favors.  
c) Sexually colored remarks  
d) Showing pornography or  
e) Any other unwelcome physical, verbal or non verbal conduct of a 

sexual nature.  
 

21.06 YASHADA employees will also be governed by Maharashtra Civil Services 
(Conduct) Rules 1979 as amended from time to time.  And for that purpose 
the word “Government” and “ Government Employee” appearing in the said 
rules  will  be construed   as “ Director General” and  “ YASHADA 
Employee” 
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22.01 Disciplinary Action 
The Director General shall be the competent authority to take disciplinary  action 
against any employee and impose any of the penalties provided in the rules. 

 

22.02 The penalties that can be imposed against the employee shall be as under 
a) Minor penalties    

 1)   Censure 
2) Fine not exceeding  Rs. 1000/- 
3)   Withholding of increment  for period  not more than three years without  
      effect on future increments. 
4)  Recovery from his pay, the whole or part of pecuniary loss caused by 
employee to Yashada or to any trainee, guest faculty or any guest of Yashada, 
by negligence or breach of orders.  
 

b) Major penalties                
 1)  Stoppage of increment for any period with effect on future increments.   
 2) Reduction to a lower stage in the time                              
scale of pay for a specified period, with further directions as to whether 
employee will earn increments of pay during the period of such reduction and 
whether on the expiry of such period, the reduction will or will not have the 
effect of postponing the future increments of his pay;  
3)  Reduction to a lower time scale of pay, with corresponding grade pay,   
grade post  which shall ordinarily be a bar to the promotion of an employee in 
the time scale of pay, grade, post or service from which he was reduced with 
or without further direction regarding conditions or restoration to the time 
scale of pay, grade, post or service from which the employee was reduced and 
his seniority and pay on such restoration to that time scale of pay, grade, post 
of service.  (This be revised once the State Govt. amends the relevant rule 
in the MCS (Discipline & Appeal))  Rules 1979.  

     1)  Compulsory retirement 
     2)     Removal 

3) Dismissal 
Explanation :-   The following shall not amount to penalty within the meaning 
of this rule.  
 
(i) Withholding of increments of pay of YASHADA employee  for his failure to 
pass any departmental examination of the (Hindi and Marathi language 
examination) in accordance with the rules or orders governing the service to 
which he belongs or post which he holds or the terms of his appointment;  
 
(ii) Non-promotion of a YASHADA employee , whether in a substantive or 
officiating capacity, after consideration of his case, to a service, grade or post for 
promotion to which he is eligible, on administrative grounds unconnected with his 
conduct;  
 
(iii) Reversion of a YASHADA employee,  officiating in a higher Service grade 
or post to a lower Service, grade or post, on the ground that he is considered to be  
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unsuitable for such higher Service, grade or post or on any administrative ground 
unconnected with his conduct;  
 
(iv) Reversion of a YASHADA employee appointed on probation to any other 
Service, grade or post, to his permanent Service, grade or post during or at the end 
of the period of probation in accordance with the terms of his appointment or the 
rules and orders governing such probation;  
 
(v) Replacement of the service of a YASHADA employee, whose services have 
been lent to any Other State Government or  Government in India or any authority 
under their control, 
 
(vi) Compulsory retirement of a YASHADA employee in accordance with the 
provisions relating to his superannuation or retirement  
 
(vii)  Termination by the Director General,  

a) of a YASHADA employee  appointed on probation, during or at the 
end of the period of his probation, in accordance with the terms of his 
appointment or the  rules and orders governing such probation; or  
b) of a temporary employee for reasons, unconnected with his conduct; or  
c) of a permanent employee on account of abolition of post, in 
accordance  with the provision in service rules.  
d) of a  employee employed under an agreement, in accordance with the 
terms of such agreement.  

(ix) Where a major penalty of “Reduction to a lower stage in the time 
scale of pay” mentioned in the item (2) under Major Penalty, in such 
rule above is imposed on YASHADA employee, the Director General 
shall expressly state in the order imposing the penalty that the period 
for which the reduction is to be effective, and that it will be exclusive 
of any interval spent on leave before the period is complete. 

 
22.03 While imposing the major and minor penalties mentioned in rule 22.02  the 

respective procedure prescribed in Maharashtra Civil Services (Discipline and 
Appeal ) 1979  Rules for imposing major and minor penalties shall be followed. 

 
22.04 When an enquiry envisaged is conducted by the inquiring authority appointed by 

the Director General, a copy of the inquiry report will be supplied to the employee 
giving him an opportunity to make representation , before the findings are 
recorded and final orders are passed by the Director General 

 
22.05 When the Director General differs with the findings of the inquiring authority  

favorable to the employee, a notice will be sent to the employee,  communicating 
to him the tentative findings and providing him an opportunity to  make a 
representation, before final  findings are recorded and orders are passed by the 
Director General. 
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22.06 The employee will have right to file an appeal against the order imposing  
penalty, passed by the Director General, to the Appeals Committee within   a period 
of one month from the date on which a copy of the order is received by  the 
employee. The appeal will be submitted through the Director General. The 
composition of the appeals committee will be as under –  
a) Member nominated by the president of Board of Governors of YASHADA from 
amongst the Heads of State Govt. Directorates in Pune in terms of provisions  in rule 
35 (ii) of YASHADA’s Memorandum of Association and Rules.  
 
b) The secretary Rural Development Department (In-charge of Training) in terms of 
provisions in rule 35 (iii) of YASHADA’s Memorandum of Association and Rules. 

 
c) Representative of  a sister training institution  to be nominated by the president in 
terms of provisions  in 35 (iv) of YASHADA’s Memorandum of Association and 
Rules.  
Meeting of the appeals committee will be preferably held on the date when the  
meeting of the executive committee is held.   

 
22.07  Consideration of appeal  
 

 (i) In case of appeal against an order of suspension,  the Director General  
shall consider whether in the light of the provisions of rule 14.01 of these 
rules and having regard to the circumstances of the case, the order of 
suspension is justified or not and confirm or revoke the order, accordingly.  
 
(ii) In the case of an appeal against an order imposing any of the penalties 
specified in rule 22.02 of these rules or enhancing any penalty imposed under 
that rule, the appeals committee shall consider  
 
(a) whether the procedure laid down in these rules has been followed, and if 
not, whether such non-compliance has resulted in the violation of any 
provision of the Constitution of India or in the failure of Justice; 
(b) whether the findings of the disciplinary authority are warranted by the 
evidence of the record; and  
 

 (c) whether the penalty imposed is adequate or severe; and pass order –  
 

(d) confirming reducing or setting aside the penalty; or remitting the case to 
the Director General who had passed the order appealed against  with such 
directions as it may deem fit in the circumstances the case; 

 
22.08 Special Procedure in case of conviction in criminal case  

      Notwithstanding anything contained in rule 22.03,  where any penalty is 
imposable on a YASHADA employee on the ground of conduct which has led to 
his conviction, the Director General may consider the circumstances of the case 
and make such orders there on as he deems fit, provided that the employee may be 
given an opportunity  of making representation on the penalty proposed to be 
imposed before any order is made.  
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23.01 Training  
 

The Director General shall be competent to depute any employee for a training 
course conducted in India by any recognized training institution, at the cost of 
YASHADA on the condition that he is satisfied that the training course will 
improve the utility of the employee to YASHADA.  The training period including 
the time required for traveling to the training institute and back shall be treated as 
duty and the  employee concerned shall be entitled to traveling allowance on tour 
as per rule. 

 
23.02 The Director General may, with the approval of the Government of Maharashtra,  

permit  any employee to attend a training course/workshop/seminar or to 
undertake a study tour or to accompany the trainees  in the capacity of  a 
coordinator,   out of India on such terms and conditions as the Director General 
may  think proper.  The entire period of tour including the time involved in to 
and  fro shall be treated as duty and the employee concerned shall be eligible to 
traveling allowance.  During the period of traveling abroad the employee shall 
arrange to receive his pay and allowance from YASHADA through a duly  
authorized person or a financial institution. 

 
24.01 Seniority 
 

 Seniority of the confirmed employees in the same cadre shall be decided on the 
basis of continuous service rendered by the employees in that cadre irrespective of 
the mode of recruitment in the cadre.  The period during which an employee was 
temporarily appointed to a higher post in another cadre shall be deemed to the 
service rendered in the lower cadre for the purpose of seniority. 

 
25.01 Performance appraisal 

a)  The performance of every teaching and  non-teaching employee of 
YASHADA   for every financial year,  shall be reported upon  by the 
reporting officers notified by the Director General from time to time.   
(Annexure – I ) 

 
25.02 The performance reports of the employees written  by the respective reporting 

officers will be reviewed by the  respective reviewing officers notified by the 
Director General from time to time.   

 
25.03 All the employees (except group D and the drivers) will submit self 

assessment  reports to their reporting officer  by 15th April of every year.  
Such self assessment  reports shall form part of the confidential record of the 
concerned employee.   The reporting officer shall take such self assessment 
reports into account before writing Annual Confidential Reports.   
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25.04 The outstanding remarks as also the adverse remarks  shall be brought to the 
notice of the employee concerned, as far as possible, within three months of the 
close of the year.  The Director  General shall have power to expunge the adverse 
remark given by any reporting / reviewing officer considering the merits of the 
representation submitted by the employee. 

 
25.05 The forms in which the performance reports and self assessment reports shall be 

written shall be as prescribed by the Director General.    
 
26.01 (a) Advance for the purchase of conveyance on the scale and conditions 
mentioned below: 

Sr. 
No. 

Type of conveyance to be 
purchased 

Monetary limit 
(least of the three / 
lesser of the two) 

Maximum number of 
equal installments 
admissible,  for 
recovery of principal 
and interest  

01 New Motorcycle 12 times basic pay or 
Rs. 45000\- or the on 
road price of the 
vehicle. 

Sixty 
(50 for Principal & 10 
for Interest) 

02 Old Motorcycle (Not more 
than 5 year old)  

6 times basic pay or 
Rs 22500\- or the 
purchase price 

Thirty 
(25 for Principal & 05 
for Interest) 

03 New Scooter 9 times basic pay or 
Rs 28000 or the cost 
on road price of the 
vehicle.

Forty Eight 
(40 for Principal & 08 
for Interest) 

 04 Old scooter (not more than 
5 years old) 

5 times basic pay or 
Rs 14000/- or the 
purchase price 

Forty two  
(35 for Principal & 07 
for Interest) 

05 New Moped 5 times basic pay or 
Rs. 14000/- or on 
road price of the 
vehicle.

Forty two 
(35 for Principal & 07 
for Interest) 

06 Old Moped (not more than 
5 year old) 

3 times basic pay or 
Rs.7000\- or the 
purchase prices. 

Twenty One 
(17 for Principal & 
04for Interest) 

07 Bicycle (New) Rs.2500\- or the cost 
including sales tax, 
octroi 

Ten 
(07 for Principal & 03 
for Interest) 

09 New Car  The  Car loan  will 
applicable to all 
employees 
irrespective of Basic 
pay/ or Grade pay 
and as per State Govt 
Rules   in this regard. 

 

 
 
(b)  (i) The advance shall be subject to the condition that the employee shall produce 

the proof of purchase of the conveyance in his own name within a month from the 
date of payment of advance failing which the principal together with interest @ 
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18 percent per annum shall be recoverable from the employee in installments of 
not more than 50% of the basic pay of the employee as may be prescribed by the 
Director General. 

 

(ii) The advance shall carry interest at the rate prescribed by the Director General 
on the  basis of the rates prescribed by the State Government for the year in 
which the advance  is paid. 
 

(iii) Employee shall hypothecate the conveyance purchased to YASHADA for the 
period beginning from the date of purchase of conveyance to the final repayment 
of both principal and interest.   

 
(iv) Interest shall be recovered after the last installment of the principal is repaid. 

 
(v) The employee may at his option repay the advance earlier by paying two or 
more installments at the same time. 

 
(vi) The Director General may, in deserving cases, waive the recovery of interest 
@ 18% referred to in (i) above. 

 
(vii) The employee shall be eligible for another such advance 3 years after 
repayment of the earlier advance along with interest thereof.  

 
 (viii) The employees confirmed in service  shall be eligible for advance for 

purchase of conveyance except for Bicycle advance. 
 

26.02 (a) Advance of traveling allowance on tour equal to the estimated TA claim for 
the duration of halt outside Pune.  

 
(b) Advance shall not carry interest normally. If however, the advance is not fully 
settled by submission of the claim of traveling allowance and/or refund of balance 
within one month of the completion of the tour, it shall be recovered from the 
pay of the employee together with interest @ 18% per annum from the deadline 
fixed for  settlement of advance to the recovery of advance.  

 
(c) If the tour  for which advance is taken, is cancelled or not undertaken , 
the advance will be refunded in next three working days,  failing  which it 
will be recovered from the pay of the employee together with 18% interest     
p. a. from the deadline fixed for  settlement of advance to the recovery of 
advance.  
 
(d) No claim for traveling allowance submitted after period of 06 months 
from completion of tour will be entertained.   

 
(e) The Director General may at his discretion waive the recovery of interest in 
deserving cases. 
 

26.03 Advance on account of leave travel concession as per provisions of rule 18.02 
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26.04 Advance of leave salary as per provisions of rule 15.09. 
 

26.05 (a) Advance on the occasions  of important festivals shall be admissible to the 
confirmed employees. The amount of the advance shall be restricted to Rs 5000/- 
and it shall be repayable in ten equal installments.  

 
(b) Advance shall not be admissible on more than one occasion during a calendar 
year as also when the earlier advance is not fully repaid.  

 
(c) The advance shall not carry any interest.  

 
(d) The festivals for which the advance shall be admissible shall be as may be 
prescribed by the Government. 

 
26.06 Advance for the treatment of serious diseases as per rule 19.09 
 

26.07 (a) Advance upto Rs. 5000/- for expenses not related to the training courses to be 
incurred on behalf of YASHADA as may be sanctioned at the discretion of the 
Registrar to the employee who has been instructed to incur such expenses.  

 

(b) When an advance upto Rs. 10000/-  is required to be paid to any employee for 
such expenses to be incurred following due procedure,  the sanction of the 
Deputy Director General / Additional Director General  shall be necessary. 

 

(c) The advances paid under this rule shall, as far as may be possible be settled by 
submission of details of expenses together with vouchers and refund of advance 
on the same day. The settlement shall in no case, be delayed beyond 7 days from 
the date of payment of advance. 

 

(d) In case of delay beyond seven days the amount of advance shall carry interest 
beyond seven days at 18% per annum till the date of refund and/or settlement, as 
the case may be. 

 
 (e) The Director General may, in deserving cases, waive the recovery of interest.    
 

26.08 (a) (i) Notwithstanding the provisions of rule 26.07 above an advance for 
expenses on fuel and repairs to vehicles YASHADA may be paid to the Drivers of 
the vehicles proceeding on tour with the vehicle.  

 

(ii) The amount of advance shall be decided and sanctioned by the Registrar.  
 

(iii) If the advance is not settled by the Driver by production of vouchers and/or 
refund of balance within seven days of the return of the vehicle to Pune, the 
Driver shall be required to repay the advance in lump sum failing which the 
amount of advance together with interest at 18% per annum for period beyond 
seven days shall be recoverable from the pay of the driver immediately due to 
him. 

 
(iv) The Director General may, in deserving cases, waive the recovery of interest.  
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(b) (i) In addition to the provision of sub rule (a) the employee dealing with the 
work of maintenance of vehicles may be granted an imprest advance of Rs. 
10000/-. 

  
(ii) The expenditure incurred from the imprest during a week shall be submitted 
for reimbursement on the first working day of the ensuing week. The employee to 
whom the imprest is sanctioned shall be responsible to account for the amount of 
imprest on any day. 

 
(iii) On the last day of the financial year the balance of interest together with 
vouchers for expenditure incurred since the beginning of the last week of March 
shall be submitted for credit to YASHADA Account or adjustment, as the case 
may be. 
 
(iv) A fresh imprest advance shall be drawn on the first day of every financial 
year. 

 
(v) Whenever the employee concerned proceeds on leave it shall be his duty to 
hand over the complete account of the imprest to the person taking charge of his 
post. 

 

26.09 (a) Advance for the purpose of meeting the expenses of Training Programmes 
shall be paid to the respective Course Director subject to the limits intimated 
below.  

a) Director General Advance beyond Rs. 100000/- 
b) Additional Director 

General  
Advance upto Rs. 100000/- 

c) Deputy Director 
General 

Advance upto Rs 50000/- 

d) Head of Department/ 
OIC 

Advance upto Rs. 20000/- 

e) Course Director Advance upto  Rs. 10000/- 
 

(b) The advances shall not normally carry any interest if they are settled by 
submission of vouchers and/or refund of balance within 15 days of the conclusion 
of the Training Programme for which the advance was sanctioned.  

 
(c) In case of delay beyond this period, the Director may in his discretion order 
recovery of interest @18% per annum from the completion of 10th day of  the 
conclusion of the Training Programme to the actual date of recovery / settlement 
from the pay of the person drawing the advance besides recovery of the amount of 
advance from him. 

26.10 In case of death of employee while in service, the Director General may sanction 
an ex-gratia  amount of Rs. 20000/-  to the legal heir of  the employee.     

 

26.11 House Building Advance  
 



YASHADA – XXXIX (39th) MEETING OF BOARD OF GOVERNORS   

 

Annexure 14.1   Page 31 
 

The confirmed employee of YASHADA will be eligible to get House Building 
Advance as admissible under the present scheme adopted in the BoG meeting 
held on 29.11.1997 and as amended from time to time on the lines of House 
Building Advance scheme applicable to State Government employees. 

 

26.12 Personal Computer/ Laptop Advance 
 

i) All confirmed employees of YASHADA will be eligible to get an interest free  
advance not exceeding Rs 20000/- for purchase of new Personal Computer / 
Laptop.  

 
ii)  The said advance will be subject to the terms and conditions  prescribed by the 
Director General on the lines of conditions  prescribed by the State Government 
for  grant of advance for purchase of computer to State Government employees.   

 
26.13 The Newspaper allowance will be admissible  at the following rates. 
 

i) Officers  in the pay scale of 
Secretary and above 

Rs   800/- p.m 

ii) Officers  holding Academic / 
Administrative post  carrying the 
pay scale, the minimum of which 
is Rs. 12000/-  and above. 

Rs 400/- p.m. 

 
26.14 Peon allowance to YASHADA officers  

(To check with Govt. GR) 
 
26.15 Reimbursement of  Mobile  bills (including internet).  
The reimbursement of mobile bills will be admissible to the extent of the limits shown as 
under.  
  

i) Director General, Additional Director 
General/ Deputy Director General  

No limit 

ii) Dean, Professor and equivalent, Financial 
Advisor, Registrar  

Rs. 750/- 
p.m. 

iii) Associate Professor, Assistant Professor and 
equivalent  

Rs 350/- 
p.m. 

iv) Research Officers, Research Assistant  and 
equivalent  

Rs. 250/- 
p.m. 

v) Drivers and Others specifically permitted by 
Director General  

Rs 200/- 
p.m. 

  
 
Note:-  i)  The equivalence of other posts with the posts mentioned above will be as  

decided by the Director General.  
ii) In deserving cases the expenditure incurred above the limits may be 
reimbursed with the specific approval of the Director General.   
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26.16 Reimbursement of Residential Telephone (Landline) bills (including 

internet).  
The facility of Residential Telephone connection will be permitted by the Director 
General in deserving cases.  The reimbursement of  bills in respect of such 
Residential Telephone will be admissible to the extent of the limits shown as 
under.  

i) Director General, Additional Director 
General/ Deputy Director General  

No limit 

ii) Dean, Professor  and equivalent, 
Financial Advisor, Registrar  

Rs. 1000/- 
p.m. 

iii) Others specifically permitted by the 
Director General   

Rs 750/- p.m. 

In deserving cases the expenditure incurred above the limits may be 
reimbursed with the specific approval of the Director General. 

 
26.17 Transport facilities to YASHADA employees / Officers  

1)    Free Transport facilities from residence to office and back may be provided 
to the persons holding following posts.   

i) Director General  
ii) Additional Director General  
iii) Deputy Director General  
iv) Registrar  
v) Financial Advisor  
The persons provided with the facility of free transport will not be paid the 

transportation allowance.  
  

2) The charges for the private and personal use of the  YASHADA’s vehicle by 
any employees / officers will be recoverable at the rates fixed by the Government  
of Maharashtra from time to time. 

 
27.1 In special circumstances when the Director General is satisfied that the operation 
of any of the rules is likely to cause undue hardship to the employee or his family he shall 
be competent to relax the provisions of any rule, in a rare case, that too after recording in 
writing the reasons for such relaxation. All cases of relaxation of rules shall, however, be 
brought to the notice of the Executive committee of YASHADA  
 
27.2 In case of any doubt or dispute as regards the interpretation of any of the rules, the 
decision of Director General YASHADA shall be final.  
 
 
E.P.F.  and  F.P.S. scheme for YASHADA employee.  
 
Employees of YASHADA shall be governed by the Employees Provident Fund Scheme, 
1952 and Employees’ Family Pension Scheme, 1971 as amended from time to time.
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Annexure -I 
Sr No Name of Post Reporting Officer Reviewing Officer 

1.  Professor ADG/DG DG 
2.  Dean (Academic) ADG/DG DG 
3.  Associate Professor Professor 

DDG/ HoD  
ADG/DG 

4.  Assistant Professor Associate Prof /Professor 
DDG/HoD 

Professor  
DG 

5.  Research officer  Assistant / Associate Prof/Professor  
DDG/HoD 

Professor  
DG 

6.  Research officer  (Publication) Assistant Prof. Publication Professor  
DDG/HoD 

7.  Research Assistant  RO/ Asst/ Associate professor  Professor  
DDG/HoD 

8.  Course Associate  RO/ Asst/ Associate professor Professor  
DDG/HoD 

9.  Course Assistant  RO/ Asst/ Associate professor Professor  
DDG/HoD 

10.  Course Asso Computer Research Officer (Computer) OIC CIT/ Professor/HoD  
11.  Programmer Research Officer 

(Computer) 
OIC CIT / Professor  DDG/HoD 

DG  
12.  Sr  Librarian  Professor 

DDG/ HoD  
ADG/DG 
 

13.  Librarian  Sr Librarian  Professor 
DDG/HoD 
ADG/DG  

14.  Assistant Librarian  Sr Librarian  Professor 
DDG/HoD 
ADG/DG 
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Sr No Name of Post Reporting Officer Reviewing Officer 
 

15.  Asstt Pub. Officer Assistant Prof. Publication Professor  
DDG/HoD 

16.  Addl. Director (Research)  Director Research / DG  DG 
17.  Coordinator (Project Monitoring Unit)  Addl. Director Research  Director Research  

DG 
18.  Coordinator (Training Monitoring Cell)  Associate Professor / Professor 

DDG/HoD  
Professor/DDG/HoD/ADG/DG 

19.  Management Representative Professor  
DDG/HoD 

ADG/DG 

20.  C- MIS Coordinator  Associate Professor / Professor 
DDG/HoD  

Professor/DDG/HoD/ADG/DG 

Registrar   DDG/ADG/DG ADG/DG 
21.  Dy Registrar  Registrar  DDG/ADG/DG 
22.  Estate Manager  HoD/DDG/ADG ADG/DG 
23.  Public Relation Officer  Registrar  DDG/ADG/DG 
24.  Planning Manager (TMC) HoD/DDG/ADG ADG/DG 
25.  Master Plan Manager  HoD/DDG/ADG ADG/DG 
26.  Hostel Manager (MDC) Director, MDC ADG/DG 
27.  Campus Manager  Registrar DDG/ADG/DG 
28.  Meeting Secretary  Professor / DDG DG 
29.  Assistant Registrar   Dy. Registrar/ Registrar  Registrar/DDG/ADG/DG 
30.  Accounts officer  FA DDG/ADG/DG 
31.  Training Manager  Associate Professor /Professor/ HoD /DDG  Professor/ HoD /DDG/ ADG/DG 
32.  Hostel Manager Registrar  DDG/ADG/DG 
33.  Assistant  Accounts Officer /Deputy Registrar FA/Registrar 
34.  Assistant (Estate) Estate Manager  HoD/ DDG/ADG 
35.  Senior Clerk  Accounts Officer /Estate Manager /Deputy 

Registrar 
FA/HoD/Registrar 

36.  Typist cum- clerk  Dy. Registrar / Accounts Officer  Registrar/ FA 
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Sr No Name of Post Reporting Officer Reviewing Officer 
 

37.  Steno ( S. G.) DG --- 
38.  Steno (H. G.) DDG/Professor/ADG --- 
39.  Steno ( L. G. ) DDG/Professor/ADG --- 
40.  Jr Engineer (Elec) EM HoD/DDG 
41.  Jr Engineer (Civil) EM HoD/DDG 
42.  Assistant Accountant  Officer  AO  FA 
43.  Office  Superintendent AO/Dy Registrar  FA/ Registrar 
44.  Audio Visual Officer  HoD /Professor DDG/ADG/DG 
45.  Audio Visual  Assistant  HoD DDG/ADG/DG 
46.  Wireman  EM HoD/DDG 
47.  Plumber  EM HoD/DDG 
48.  Telephone  Operator  Dy Registrar  Registrar  
49.  Driver (General pool) Dy Registrar  Registrar  
50.  Driver (assigned) Concerned Officer  -- 
51.  Driver Cum Cleaner  Concerned Officer -- 
52.  Naik Dy. Registrar/ Concerned Officer   Registrar/HoD  
53.  Roneo Operator  Dy Registrar  / Concerned Officer   Registrar/HoD  
54.  General Attendant  Dy  Registrar/ Concerned Officer   Registrar/HoD 
55.  Hostel Warden  Registrar  DDG/ADG/DG 
56.  Director MDC ADG/DG DG 

Note :-  
1 The reporting officer should be immediate superior or the controlling authority of the incumbent of the post.  
2 The reviewing officer should be immediate superior or the controlling authority of the reporting officer. 
3 In case where the incumbent of the post is asked to work under two or more officers, the Director General will notify 

the reporting officer and the reviewing officer in respect of such post.   
In case of any dispute regarding the reporting and reviewing officer in respect of any post, the decision of the Director 

General shall be final.   
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+iªÉÆiÉ ¨É½þi´ÉÉSÉä            Gò |É¶ÉÉ-1/3511/ºÉÆEòÒhÉÇ  
ÊnùxÉÉÆEò :- 23.08.2011 

 

 Ê´É¹ÉªÉ :- ´ÉiÉÇhÉÚEò ÊxÉªÉ¨ÉÉÆ¤ÉÉ¤ÉiÉ  
 ºÉÆnù¦ÉÇ :- ªÉ¶ÉnùÉ ºÉä´ÉÉ ÊxÉªÉ¨É 21.01 iÉä 21.06 
 

{É Ê®ú {É jÉ Eò 
 

ªÉ¶ÉnùÉiÉÒ±É +ÊvÉEòÉ®úÒ / Eò¨ÉÇSÉÉ®úÒ ªÉÉÆxÉÉ ÊnùxÉÉÆEò 05.03.2010 ®úÉäVÉÒ{ÉÉºÉÚxÉ ºÉÖvÉÉ®úÒiÉ ºÉä´ÉÉÊxÉªÉ¨É ±ÉÉMÉÖ Eò®úhªÉÉiÉ +É±Éä +É½äþiÉ.  
 
02 ªÉ¶ÉnùÉ ºÉÖvÉÉ®úÒiÉ ºÉä´ÉÉÊxÉªÉ¨É 21.06 xÉÖºÉÉ®ú ªÉ¶ÉnùÉiÉÒ±É +ÊvÉEòÉ®úÒ / Eò¨ÉÇSÉÉ®úÒ ªÉÉÆxÉÉ ¨É½þÉ®úÉ¹]Åõ xÉÉMÉ®úÒ ºÉä´ÉÉ ÊxÉªÉ¨É 1979 (´ÉiÉÇhÉÚEò) ½äþ iÉºÉäSªÉÉ iÉºÉä ±ÉÉMÉÖ Eò®úhªÉÉiÉ +É±Éä 
+É½äþiÉ.  iÉºÉäSÉ ªÉ¶ÉnùÉ ºÉä´ÉÉ ÊxÉªÉ¨ÉÉiÉÒ±É  21.01 iÉä 21.05 ¨ÉvªÉä½þÒ ´ÉiÉÇhÉÚEòÒ¤ÉÉ¤ÉiÉSªÉÉ iÉ®úiÉÖnùÒ º{É¹]õ Eò®úhªÉÉiÉ +É±Éä±ªÉÉ +É½äþiÉ.    
 
03 ªÉÉ´ªÉÊiÉÊ®úCiÉ ªÉ¶ÉnùÉiÉÒ±É +ÊvÉEòÉ®úÒ / Eò¨ÉÇSÉÉ®úÒ ªÉÉÆxÉÉ ´ÉiÉÇhÉÚEòÒºÉÆnù¦ÉÉÇiÉÒ±É JÉÉ±ÉÒ±É ÊxÉªÉ¨É ±ÉÉMÉÚ  ®úÉ½þiÉÒ±É.   ºÉ´ÉÇ +ÊvÉEòÉ®úÒ / Eò¨ÉÇSÉÉ®úÒ ªÉÉÆxÉÒ ºÉnù®ú ÊxÉªÉ¨ÉÉÆSÉä 
EòÉ]äõEòÉä®ú{ÉhÉä {ÉÉ±ÉxÉ Eò®úÉ´Éä.  
 
A)  Employees shall regularly attend to their duties.  They shall report for duty at the time of opening the office and shall not leave 
YASHADA before closing hours without proper permission.  The employees who attend the office after ten minutes of opening time 
shall be marked late.  
 
B.)  All employees (Except class I & II officers) shall sign the muster roll/ late muster roll,  as the case may be.  
 
C.)  Employees reporting late for duty on three or more occasions during a calender month shall be issued with a warning by the 
Registrar.  In addition to this the casual leave available for such employee shall be reduced by one day for every three days of late 
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attendance or subsequent part thereof of two days.  The employee who receive three warning during a calendar year shall be liable 
to disciplinary action.  
 
D.)  The employees shall attend the office in clean dress.  The employees who shall be provided with uniform shall attend in clean 
uniform.  
 
 
E.) Employees shall abide by all the laws of the country during the period of their employment in YASHADA.  In case of cognizable 
breach of any law the Director General  shall have power to terminate the services of the employee concerned without notice as 
soon as the employee is convicted of such an offence.   
 
04 ªÉ¶ÉnùÉiÉÒ±É ºÉ´ÉÇ +ÊvÉEòÉ®úÒ / Eò¨ÉÇSÉÉ®úÒ ªÉÉÆxÉÒ ´É®ú xÉ¨ÉÚnù ÊxÉªÉ¨ÉÉÆSÉä EòÉ]äõEòÉä®ú{ÉhÉä {ÉÉ±ÉxÉ Eò®úÉ´Éä.  ºÉnù®ú {ÉÊ®ú{ÉjÉEò ªÉÉ {ÉÊ®ú{ÉjÉEòÉSªÉÉ ÊnùxÉÉÆEòÉ{ÉÉºÉÚxÉ +Æ¨É±ÉÉiÉ ªÉä<Ç±É.  
 
 
(¨ÉÉ ¨É½þÉºÉÆSÉÉ±ÉEò, ªÉ¶ÉnùÉ ªÉÉÆSªÉÉ ¨ÉÉxªÉiÉäxÉä)           (ÊxÉ¤ÉÆvÉEò) 
               ªÉ¶ÉnùÉ, {ÉÖhÉä  
 
|ÉÊiÉ  
 

- ºÉ´ÉÇ ÊxÉªÉÊ¨ÉiÉ +ÊvÉEòÉ®úÒ / Eò¨ÉÇSÉÉ®úÒ, ªÉ¶ÉnùÉ (ËZÉ¥ÉÉ´É®ú) 
 
|ÉiÉ  
 
- ±ÉäJÉÉÊvÉEòÉ®úÒ, ªÉ¶ÉnùÉ   
- |É¶ÉÉºÉxÉ-2  
- |É¶ÉÉºÉxÉ-2 (ÊxÉ´Éb÷ xÉºiÉÒ) 
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3.01 Age of  retirement.  (Revised in BoG 41) 
 
The age of retirement for employee in the service of YASHADA (except class IV employees) shall be 58 years.  In case of class 
IV employees, the age of retirement shall be 60 years.   An employee shall retire from service on the afternoon of the last day of 
the month in which he/she attains the age of 58 (in case of class IV employees 60 years) years and as amended from time to time 
in relevant rules on the lines of State Government employees. 
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Gò |É¶ÉÉ-1/1012/ÊxÉ ¨ÉÆ 42/14 
             ÊnùxÉÉÆEò :- 06.11.2012 

 
Ê´É¹ÉªÉ : ªÉ¶ÉnùÉ ºÉä´ÉÉ ÊxÉªÉ¨É 26.05 +ÆiÉMÉÇiÉ Ê¨É³ýhÉÉ−ªÉÉ =iºÉ´É +OÉÒ¨ÉÉSªÉÉ ®úEò¨ÉäiÉ ´ÉÉfø Eò®úhÉä¤ÉÉ¤ÉiÉ... 
ºÉÆnù¦ÉÇ : ÊnùxÉÉÆEò 19.10.2012 ®úÉäVÉÒ ZÉÉ±Éä±ªÉÉ ÊxÉªÉÉ¨ÉEò ¨ÉÆb÷³ýÉSªÉÉ 42 ´ªÉÉ ¤Éè`öEòÒSªÉÉ <ÊiÉ´ÉÞkÉÉiÉÒ±É `ö®úÉ´É Gò. 42 ¤ÉÒ+ÉäVÉÒ:14 
 

{ÉÊ®ú{ÉjÉEò  
ªÉ¶ÉnùÉ ºÉä´ÉÉ ÊxÉªÉ¨É 26.05 +ÆiÉMÉÇiÉ =iºÉ´É +OÉÒ¨É ¨½þhÉÚxÉ ¯û{ÉªÉä 5000/- <iÉEòÒ ®úCEò¨É ªÉ¶ÉnùÉ +ÊvÉEòÉ®úÒ / Eò¨ÉÇSÉÉ®úÒ ªÉÉÆxÉÉ 

+xÉÖYÉäªÉ +É½äþ. ´É®ú xÉ¨ÉÚnù Eäò±Éä±ªÉÉ ºÉÆnù¦ÉÉÇxÉÖºÉÉ®ú ªÉÉ ®úEò¨ÉäiÉ ´ÉÉfø Eò®úhªÉÉiÉ +É±ÉÒ +ºÉÚxÉ ªÉÉ ÊxÉªÉ¨ÉÉ+ÆiÉMÉÇiÉ +ÉiÉÉ ¯û{ÉªÉä 7500/- <iÉEòÒ 

®úCEò¨É +xÉÖYÉäªÉ ®úÉÊ½þ±É. 

02 ºÉnù®ú +Énäù¶É 29.10.2012 {ÉÉºÉÚxÉ +Æ¨É±ÉÉiÉ ªÉäiÉÒ±É. 

(¨É½þÉºÉÆSÉÉ±ÉEò) 
                        ªÉ¶ÉnùÉ, {ÉÖhÉä  

p 
|ÉÊiÉ, 

- ºÉ´ÉÇ +ÊvÉEòÉ®úÒ / Eò¨ÉÇSÉÉ®úÒ (±ÉìxÉuùÉ®äú) 
|ÉiÉ :  

- ±ÉäJÉÉ¶ÉÉJÉÉ (+É´É¶ªÉEò iªÉÉ EòÉªÉÇ´ÉÉ½þÒºÉÉ`öÒ) 
- |É¶ÉÉºÉxÉ – 2 ÊxÉ´Éb÷ xÉºiÉÒ 
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Association of State Government servant
with socio-religious bodies
M.C.S (Conduct) Rules, 1979 ..

Government of Maharashtra
General Administration Department,

Govt.Circular no.CDR- 1009/C.R.8/09/11,
Mantralaya, Mumbal 400 032.

Date : 7 th July, 2009

Circular :-

Instances have been brought to the notice of this Department where Government
servant seek prior permission for becoming members of socio-religious bodies, the
objectives of which are claimed to be aimed at social reforms and religious awakening
etc.

2. According to Rule 16 of the Maharashtra Civil Services (conduct) Rules, 1979,
no previous sanction of the Government is required for a State Government servant to
undertake honorary work of a social or charitable nature but he should discontinue
taking part in such activities, if so directed by the Government. Prior permission is
essential only if the Government servant seeks to hold an elective office. As regards
participation in purely religious activities, the freedom to profess and practice any
religion is guaranteed under the Constitution of India itself. Since, however, the
Constitution of India is based on the principle of secular state, the Government
servants, while they are free to profess and practice any religion in their private lives,
should so conduct themselves in public as to leave no room for any impression to arise
that they do not subscribe to the secular philosophy of the state.

3. Some of the organizations and movements claiming to aim at social and
religious reforms, may have some attributes of sectarian or communal nature. It will,

therefore, be desirable on the part of the Government servants to be very cautious in

associating themselves with any organization or movement the activities of which are

liable to be construed as sectarian or communal in nature. It is not possible to give an
exhaustive list of such activities or of the organizations and movements whose aims

and objectives may be objectionable. The responsibility for the consequences of the

decision to join any organization and participating in its activities will rest.with the
employee himself. It is, therefore, the duty of the Government employee who wishes

to join any organization or association to satisfy himself that its activities and objectives
are not of such a nature as are likely to attract action under any of the provisions of the



Conduct Rules. In the circumstances , any plea of ignorance or mis-conception as to theGovernment 's attitude regarding participation in the activities of such organizationswould not be tenable.

4. All Departments of the Mantralaya may bring the above to the notice of all
concerned.

5. This Circular is made available on Government of Maharashtra website namely
www.maharashrata.gov.in

and the computer code number thereof is
20090707140321001.

By order and in the name of the Governor of Maharashtra,

(KTS ^`. . atakar)
Under Secreatary to Govenrment of Maharashtra.

To

The Secretary to the Governor,
The Principal secretary to the Chief Minister,
The secretary to the Deputy Chief Minister,
The Chief Secretary to Government,

All Additional Chief Secretary / All Principal Secretary /
All Secretary to Government

All other Head of Departments and Heads of Offices under the Several
Departments of Mantralaya,
All Divisional Commissioners,
All District Collectors,
GAD (All sections)
Select file.
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GOVERNMENT SERVANTS CONDUCT 

RULES-CONSTITUTIONAL PROVISIONS & 

CASE STUDIES 
 
 The Constitution of India provides Fundamental Rights under six groups as 

follows- 

(a) Right to Equality (Art.14 to 18) 

(b) Right to Freedom (Art.19 to 22) 

(c) Rights against Exploitation (Art.23 to 24) 

(d) Right to Freedom of Religion (Art.25 to28) 

(e) Cultural and educational Rights (Art.29 to30) 

(f) Rights to Constitutional Remedies (Art.32-35) 

 

 The Right to Property has been eliminated by the 44
th

 Amendment Act (w.e.f 30-

4-79). Right to Education was made a Fundamental Right by the Constitution 

(86
th

)Amendment Act,2002.Art.21A incorporated as per the above amendment provides 

for free and compulsory education to children of the age of Six to Fourteen years. 

 

 The rights which are given to the Citizens by way of Fundamental Rights are a 

guarantee against State action. In case of violation of one’s fundamental rights by the 

State, the aggrieved person can directly approach the High Court or Supreme Court for 

remedy. In case violation of one’s fundamental rights by private individuals the ordinary 

remedies may be available but not constitutional remedies. 

 

 The fundamental rights enshrined in Part III of the Constitution are available 

against State.Art.12 of the Constitution defines ‘State.’ 

 

By virtue of the definition in Art.12, the term ‘State’ includes- 

 

(i) The Central Govt. and Parliament of India, 

(ii) The State Govt. and Legislature of each State, 

(iii)All local or other authorities within the territory of India 

(iv) All local and other authorities under the control of the Govt. of India 

 

 The term State thus includes executive as well as legislative organs of the State. 

Whenever the action of these bodies violates one’s fundamental rights as guaranteed in 

Part III, he can challenge the violative action before the Supreme Court or High Court. 

 

 S.3 (31) of the General Clauses Act defines the term ‘Local Authorities’. They 

include Municipalities, District Boards, Panchayats, Improvement Trusts and Mining 

Settlement Boards. Courts interpreted the term 'other authorities’ in their judgments. 
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Fundamental Rights 
 

I-Right to Equality 

 

1-Equality before Law-Art.14 

2-Prohibition of discrimination on ground of religion etc.-Art.15 

3-Equality of opportunity in employment-Art.16 

4-Abolition of untouchability-Art.17 

5-Abolition of titles-Art.18 

 

II-Right to Freedom 

 

1-Freedom of speech and expression, assembly, association, movement, residence and     

profession-Art.19 

2-Protection in respect of conviction for offences-Art.20 

3-Protection of Life and personal liberty-Art.21 

4-Right to education-Art.21A 

5-Protection against arrest and detention in certain cases-Art.22 

 

III-Right against exploitation 

 

1-Prohibition of traffic in human beings and forced labour-Art.23 

2-Prohibition of employment of children in hazardous employment-Art.24 

 

IV-Right to Freedom of Religion 

 

1-Freedom of conscience and free profession-Art.25 

2-Freedom to manage religious affairs-Art.26 

3-Freedom as to payment of taxes for promotion of any particular religion-Art.27 

4-Freedom as to attendance at religious instruction in certain educational institutions-

Art.28 

 

V-Cultural and Educational Rights 

 

1-Protection of language, script or culture of minorities-Art.29 

2-Right of minorities to establish and administer educational institutions-Art.30 

 

VI-Right to Constitutional remedies 

 

Remedies for enforcement of the fundamental rights conferred by Part III –Writs of 

Habeus Corpus, Mandamus, Prohibition, Certiorari and Quo warranto-Art.32 and Art.226 
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Double jeopardy 
Immunity from Double prosecution and Punishment 

 

 he prohibition against double jeopardy is contained in Clause (2) of Art.20 which 

runs as follows- 

 

“No person shall be prosecuted and punished for the same offence more than once” 

 

  he expression ‘double jeopardy’ is used in the American law, but not in our 

Constitution .A similar principle is incorporated here. The Supreme Court in 

Venkataraman V Union of India(1954)SCR1150 laid down that Art.20(2) refers to 

Judicial punishment and gives immunity to a person from being prosecuted and punished 

for the same offence more than once. In other words, if a person has been prosecuted and 

punished in a previous proceeding of an offence, he cannot be prosecuted and punished 

for the same offence again in subsequent proceedings. If any law provides for such 

double punishment, such law would be void. The Article however does not give 

immunity from proceedings other than proceedings before a Court of law or a judicial 

tribunal. Hence a Govt. Servant who has been punished for an offence in a Court of law 

may be subjected to departmental proceedings for the same offence or conversely 

(Venkataraman V Union of India).If the accused was neither convicted nor acquitted of 

the charges against him in the first trial his retrial would not amount to double 

jeopardy(O.P.Dahiya V Union of India(2003)1 SCC 122).Prosecution and other 

punishment under two sections of an Act, the offences under the two Sections being 

distinct from each other,doesnot amount to double jeopardy(State of Rajasthan V Hat 

Singh AIR 2003 SC 791) 

 

Prerogative writs 
 

 he expression ‘Prerogative writ’ is one of English Common law refers to the 

extraordinary writs granted by the Sovereign, as fountain of justice, on the ground of 

inadequacy of ordinary legal remedies. In course of time these Writs came to be issued by 

the High Court of Justice as the agency through which the Sovereign exercised his 

judicial powers and these prerogative writs were issued as extraordinary remedies in 

cases where there was either no remedy available under the ordinary law or the remedy 

available was inadequate. These writs are –Habeus Corpus, Mandamus, Prohibition, 

Certiorari and Quo warranto. 

 

 he power of the High Courts to issue these writs is wider than that of the Supreme 

Court. Under Art.32 of the Constitution, the Supreme Court has power to issue these 

writs only for the purpose of enforcement of the Fundamental rights whereas under 

Art.226 a High Court can issue these writs not only for the purpose of enforcement of 

fundamental rights but also for the redress of any other injury or illegality owing to 

contravention of the ordinary law. A person can move High Court or Supreme Court for 

enforcement of Fundamental rights. 
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Writ of Habeus Corpus 

 

 his is in the nature of an order calling upon the person who has detained another 

to produce the latter before the Court in order to let the Court know on what ground he 

has been confined and to set him free if there is no legal justification for the 

imprisonment. The words’habeus corpus’ literally mean ‘to have a body’. 

 

The detenue or a relative or friend of him can file application for this wrist. 

 

Writ of Mandamus 

 

 This is an order of the Court commanding a person or a public authority to do or 

to refrain from doing something in the nature of a public duty or a statutory duty. This 

will be issued when there is a failure to perform a mandatory duty by a public authority. 

 

 The party applying for this writ must show that he made a demand and it was 

refused by the public authority. 

 

Writ of Certiorari 

 

 A writ of Certiorari is issued for quashing or nullifying an order made without 

jurisdiction or in violation of the rules of natural justice by an inferior court or body 

exercising judicial or quasijudicial function. 

 

Writ of Prohibition 

 

    This writ is issued to prevent an inferior Court or tribunal from exceeding its 

jurisdiction or acting contrary to the rules of natural justice. It is issued to judicial and 

quasijudicial bodies for preventing them from exercising jurisdiction which is not vested 

in them or to prevent them from abusing the jurisdiction. 

 

Writ of Quo Warranto 

 

 This writ is issued to a person who holds a public office to show the 

Court under what authority he holds his office. The words ‘quo warranto’ means ‘what is 

your authority’. Any member of public can challenge the right of a person to hold a 

public office. 

 

 Article 19(2) to (6) of the Constitution provides for reasonable restrictions on the 

exercise of fundamental rights in the interest of Sovereignty and integrity of the State, 

public order or morality etc. 

 

 In addition to these restrictions, the Govt.has imposed certain restrictions on the 

action or omission of Govt. Servants. Some actions are restricted, some can be performed 

with permissions and some others are prohibited. That means there are certain “Dos” and 

“Don’ts” prescribed for Government Servants. These acts or omissions are grouped under 
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various rules in Govt. Servants Conduct Rules as General Conduct, Hospitality, Property, 

Investments, Secrecy, Associations, Literary activities, Personal Misconduct, Relations 

with –Family, Co-workers, Public, Other authorities, Representatives of People, 

Ministers, Governor ,Other Govts.,etc., , Govt. Servants Conduct Rules 1960 came into 

existence in January,1960.This was issued as a statutory notification as per 

GO(P)No.6/PD dt.5-1-1960 in Kerala Gazette No.2 dt 12-1-1960 invoking the powers 

conferred to Governor under Art.309 of the Constitution of India. This rule is later 

revalidated under the Kerala Public Services Act, 1968.This Rule consists of 96 rules. 

 

Application of Rules 

 

  These rules apply to all Govt.Servants under the rule making control of Kerala 

Govt. except to the employees in Subordinate Service in Govt. owned industrial 

concerns. 

 

 The Article 309 of the Constitution of India confers on the State and Central 

Government the absolute power to frame rules for regulating the conduct of Government 

employees. In discharging official duties the Government servant have to conform to rule 

of conduct made by the Government and they should also observe a certain standard of 

discipline, dignity and decorum within public as well as private life. 

 

 Conduct Rules have always invited numerous interpretations from different 

courts. There is nothing unusual about it, since human nature is so unpredictable. 

  

MISCONDUCT 

 
 The term ‘misconduct’ is not defined in any of the conduct rules or other 

enactments’ Misconduct’ literally means wrong conduct or improper conduct. The 

expression misconduct is an expression of wide amplitude. Misconduct has been defined 

in Black’s Law Dictionary ,Sixth Edition at page 999,thus –“a transgression of some 

established and definite rule of action ,a forbidden act, a dereliction from duty, unlawful 

behaviour,wilful in character, improper or wrong behaviour.It’s synonyms are 

misdemanour, misdeed, misbehaviour, delinquency, impropriety, mismanagement, 

offence, but  not negligence or carelessness”. 

 

MISCONDUCT IN OFFICE-DEFINITION 

 
 “any unlawful behaviour by a public officer in relation to the duties of his office, 

willful in character. The term embraces acts which the office holder had no right to 

perform, acts performed improperly and failure to act in the face of an affirmative duty to 

act” 

 

 Rule 3 of the Kerala Government Servant’s Conduct Rules requires that every 

Government Servant shall at all times maintain absolute integrity and devotion to duty. 

Any thing contrary of this rule will be considered as misconduct. 
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 Gujarat High Court held that the Armed Police Constable Dalabhai Bhimabhai 

Patel who had sexual intercourse with the wife of another constable, with her consent 

may not be guilty of offence of rape or criminal trespass, but it is certainly a case of 

misconduct and a departmental enquiry can validly be held against him. 

[Dalabhai Bhimabhai Patel v Dy. Commr. of Police 1992(1) SLRGuj551] 

 

 hen a Government Servant fails to give satisfactory account about the property 

which he has acquired and which is disproportionate to his known sources of income he 

can be considered to have committed grave misconduct under the provision of the 

Conduct Rules [Bharat Ram v Union of India AIR1967Pat347] 

 

  ommitting sexual intercourse with a co-worker while on duty, is an act subversive 

of discipline.[Prabu Dayal v State of Madhya Pradesh,1988(6)SLR M P 164]  

 

CASE STUDIES 
 

 Summaries of some landmark cases related to Conduct Rules are given below  

 
 These rules primarily govern the conduct of Govt. Servants. They are framed in 

‘public interest’ and as a matter of ‘public policy’. They lay down norms and standards 

for the conduct of the Govt. Servants in public interest. These aspects afford a key to the 

understanding of the word ‘business’ occurring in Rule16 –Manmadan V Krishnappan 

Unni, 1985 KLT (670) 

 

 To seek police reports about the political faith, belief and association and the past 

political activity of a candidate for public employment is repugnant to the basic rights 

guaranteed by the Constitution and entirely misplaced in a democratic republic dedicated 

to the ideals set forth in the Preamble of the Constitution. Termination of Service on a 

police report that before his appointment the employee had taken part in R.S.S. and 

JanaSangh activities was held to be illegal-State of M.P.V.Ramashanker(1983) 2 SCC 

145. 

 

 A citizen who is otherwise found fit for public employment cannot be 

discriminated or priced out of employment market because of his political convictions or 

affiliations. Of course, once he enters the Service, he would be bound by and governed by 

the Rules and the code of conduct obtaining in that Service and cannot act contrary to 

them.- Kalluri Vassayya V Supdt. Of Post office 1980 (2) SLR433. 

 

 The fact that the Rules came into force after a person entered service or the fact 

that he ceased to be a Govt. Servant on the date when disciplinary proceedings were 

actually commenced cannot stand in the way of Government enforcing the provisions of 

the Rules against him.- Narayanan Nair V.St. of Kerala 1962KLT 740 

 

 Conduct on the part of a Govt. Servant prior to the promulgation of the Rules 

cannot be investigated under the new Rules which cannot have retrospective effect.- 

Gopinathan V.State of Kerala 1963 KLT 508. 
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 It is not necessary that a member of the Service should have committed the 

alleged act or omission in the course of discharge of his duties as a Servant of the 

Government in order that it may form the subject matter of disciplinary proceedings. If 

the act or omission is such as to reflect on the reputation of the officer or his integrity or 

good faith or devotion to duty, there is no reason why disciplinary proceedings should not 

be taken against him for that act or omission.- Govinda Menon V Union of India AIR 

1967 SC 1274,1967 KLT 336. 

 

 Every official lapse, inefficiency or incapacity cannot be dubbed as misconduct so 

as to warrant disciplinary action.- Kannan V Board of Revenue,1994(1)KLT 271 

 

 When the office was shifted the officer invoked the blessings of ‘God Ganapathy’ 

through a special worship performed in the office. The contention that such conduct of 

the officer is a negation of the Secular principles of the Constitution and that he has 

committed misconduct warranting initiation of disciplinary proceedings is unsustainable. 

–Peethambaran V Supdt. Of Police 1996(1) KLT 167, ILR 1996(2) Ker.153 

 

 Even if the act of delinquency is not specified in the Rules as an act of 

misconduct, disciplinary action can be taken, if there are good and sufficient reasons.- 

Secretary to Govt. V Brito (1997)3 Sec 387 

 

 The contention that no disciplinary action can be taken in regard to actions taken 

or purported to be done in the course of judicial or quasijudicial proceedings not 

sustainable –Union of India V Saxena (1992)3 Sec 124. 

 

 When an officer in exercise of judicial or quasijudicial powers acts negligently or 

recklessly or in order to confer under favour on a person he is not acting as a judge. 

Disciplinary action can be taken in respect of such action- Union of India V Dhavan 

(1993)2 SCC 56. 

 

 Misconduct committed while discharging quasi judicial function as an Appellate 

Asst. Commissioner. Disciplinary action can be taken –Jacob John V Secretary to 

Govt.1996 (2) KLT462 

 

 Extreme care and caution is needed before initiating disciplinary proceedings 

against an officer performing judicial or quasijudicial functions regarding any of his 

actions in the course of such functions-Natarajan V Board of Revenue ,1995(1)KLT 695. 

 

 Moral turpitude is an expression which is used in legal as also social parlance to 

describe conduct which is inherently base, vile, depraved or having any connection 

showing depravity .The Supreme Court has suggested that provision has to be made that 

punishment of fine up to Rs.2000/- or so on a summary/ordinary conviction shall not be 

treated as conviction at all for any purpose and all the more for entry into and retention in 

Govt. Service –Pawan Kumar V St. of Haryana (1996)4SCC17 
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 Based on the above observation of the Supreme Court the Govt. of Kerala added 

the following proviso to the Kerala Civil Services(Classification Control & Appeal) 

Rules,1960 as per GO(P)No.28/2003/P&ARD dt.18-9-2003 

 

 “…..Provided further that where a Government Servant is convicted on a criminal 

charge by a criminal court and sentenced to imprisonment and or with fine; 

 

(a) he shall be dismissed or removed from service forthwith by invoking the 

provision contained in item(a) of the second proviso to clause(2)of Article 311 of 

the Constitution of India irrespective of the fact that an appeal is pending or that 

the execution of sentence is suspended in respect of the said conviction and 

(b) in case the said conviction is subsequently set aside in appeal or otherwise and the 

Government Servant is acquitted of the charges, the order of dismissal or removal 

ceases to have effect and revised orders shall be issued forthwith to reinstate him 

in service entitling him all the benefits to which he would have been entitled had 

he been in service. 

       

 Provided also that in case where conviction is on a summary trial the sentence for 

petty offences and the sentence is for a fine upto Rs.2000/-only such conviction shall not 

be treated as a conviction for the purpose of this rule and for the entry into service or 

retention in service as the case may be. 

 

 Disciplinary action initiated against the petitioner on the ground that while 

functioning as Deputy Commissioner (Appeals) he allowed an appeal filed by the 

assessee resulting in loss to Government was held illegal. Officers invested with 

quasijudicial powers are to discharge their functions without fear of disciplinary action on 

account of their free exercise of that power-KesavanVState of Kerala 1989 (1) KLT135 

 

 The conduct of an officer in submitting a false report in his capacity as an 

authorized Officer assisting a quasijudicial Tribunal can be subject matter of disciplinary 

proceedings-George Eapen V State of Kerala -1989 (2)KLT 659 

 

 A public Servant is in the position of trustee. Social power vests in him for the 

purpose of rendering service to the community-GonalBihimappa V State of Karnataka 

AIR1987 SC 2359 

 

 The word misconduct is sufficiently a wide expression and covers any conduct 

which in any way renders a man unfit for his office or is likely to tamper or embarass the 

administration. In this sense grossly improper or unbecoming conduct in public life may 

also become misconduct-Natarajan V Div.Supdt. of S. Railway 1975KLT 806 

 

 It is not necessary that a member of the service should have committed the alleged 

act or omission in the course of discharging of his duties as servant of a Govt.in order that 

it may form the subject matter of disciplinary proceedings. If the act or omission is such 

as to reflect on the reputation of the officer for his integrity or good faith or devotion to 

duty, there is no reason why disciplinary proceedings should not be taken against him for 
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that act or omission even though the act or omission relates to an activity in regard to 

which there is no actual master and servant relationship-GovindaMenon V Union of India 

AIR 1967SC 1274 

 

 An act or omission runs counter to the expected code of conduct would constitute 

misconduct. Lack of efficiency, failure to attain the highest standard of  administrative 

ability while holding a high post would not themselves constitute misconduct-Union of 

India VAhmed AIR 1979SC 1022 

 

 An illegal or irregular or improper exercise of judicial discretion, in the absence 

of malafides, will not amount to misconduct-Bhagavat Swaroop V State of Rajasthan 

1978(1) SLR 835 

 

 In a complaint about the nonmaintenence of a wife against a Govt. servant, the 

question of relationship of the alleged wife must be left for the determination of the 

Courts of law. If there was a decree passed, that decree could have been relied on for 

further action-Jaladharan V D.T.O.1966 KLJ 673 

 

 An Appellate Assistant Commissioner of AIT&STDept.was found guilty on the 

charge that she did not achieve the quota of 385 appeals fixed for a period in the matter of 

disposal. The proceedings were challenged contending that matters relating to the 

discharge of judicial duties cannot form subject matter of a charge of misconduct. The 

contention was rejected holding that the instructions issued in this case have no bearing 

on the decision-making process. The charges do not relate to the quality of judicial 

functioning of the petitioner-Saradamma V Board of Revenue 1988(2) KLT 437 

 

 Railway servant publishing a letter in a newspaper which is aimed at focusing the 

attention of the Railway administration on the need for providing safety measures to 

prevent recurrence of accidents and the adverse effect of what he thought to be repressive 

measures against Railway work men. It was held that the petitioner cannot be held guilty 

of charge under the Railway Services Conduct Rules. His removal from service was held 

invalid-Kunhabdulla V Union of India 1983 KLT 1017 

 

 In a representation submitted to the employer the employee invited the attention 

of the employer to the newspaper reports relating to some alleged irregularities in the 

handling of Wakf properties and expressed the opinion that the allegations in the 

newspaper reports required investigation. It was held that this was not a misconduct so as 

to warrant disciplinary action .No authority is entitled to treat the exercise of the 

fundamental right of freedom of speech by a citizen as misconduct and deal with its 

employee for the misconduct of the exercise of fundamental freedom of speech and 

expression assured by Art.19 (1) of the Constitution of India-Ibrahim V Kerala Wakf 

Board 1985 KLT 24 

 

 The fundamental rights guaranteed in the Constitution cannot be waived by 

conditions of service, but reasonable restriction can be imposed.Rule80 (a) of TCConduct 

Rules restricted the membership of Service Associations to Govt. servants only and 
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 Rule81 which provided that “no Govt.servant shall be a member of any Service 

Association which has not been recognized by Govt. or of which the recognition has been 

withdrawn “were held to be reasonable and valid-C.N.Chellappan Pillai V State of TC 

1957KLT 169 

 

 The fundamental right guaranteed under Art.19 (1) (c) of Constitution to form 

unions doesnot carry with it a right to claim the grant of recognition of the union by the 

employer –David V St. of Kerala, 1971KLT892 

 

 Rule 4A of the Central Civil Service(Conduct) Rules, 1955 in so far as it 

prohibited any form of demonstration was violative of the Govt. Servants rights under 

Art.19(1) (a) and (b) of the Constitution and should ,therefore be struck down. The Court 

further held that the said rule in so far as it prohibited a strike could not be struck down 

for the reason that there was no fundamental right to resort a strike –OK Ghosh V E X 

Joseph AIR 1963SC812 

 

 There is no fundamental right under Art.19 (1) to strike – Radhey Shyam V pmg 

Nagpur AIR 1965 SC311 

 

  The petitioner was called upon to answer only one charge. That charge framed 

against the petitioner having found to be not proved, there is no justification in 

proceeding further in the matter. If the disciplinary authority had a case of any other 

instance of misconduct, the petitioner should have been proceeded against separately –

Vijayan V High Court of Kerala 2003(1) KLT 914. 

 

 

The Indian Penal Code 1860 
(Law of Crimes) 

 

 A crime is an act or omission which the law punishes. A crime is considered to be 

a public wrong i.e., a wrong against public at large or wrong against the State. When a 

person commits a crime the State prosecucutes him. 

 

Elements of a crime 

 

“Actus non facit reum misi meus sit rea” 

 

 This maxim means an act doesnot amount to a crime unless done with a guilty 

intention. In other words, the act alone doesnot amount to guilt, it must be accompanied 

by a guilty mind. The act or omission should be one prohibited by law. 

 

 Maintenance of law and order is a Sovereign function of the State. For this 

purpose certain acts and omissions of human beings are prohibited or restricted by law. 

The object of criminal law is protection of life, liberty and property of persons in the 

society. Threat of punishment is used to achieve this. Following punishments are 

provided in Indian Penal Code. 
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1-Death 

2-Imprisonment for life 

3-Imprisonment for a fixed period-it may be rigorous or simple or solitary 

4-Forfeiture of property 

5-Fine 

Theories of Punishment 

 

 The purpose of criminal justice is punishment to the wrong doer.  

There are mainly five theories 

 

1-Retributive-Purpose is retribution. The wrong doer should suffer. The principle is “an 

eye for an eye, a tooth for a tooth” 

 

2-Preventive-Purpose is prevention or disablement. Offender is disabled from repeating 

the offence. 

 

3-Deterrent-Purpose is to make the offender an example and a warning to other persons 

who are like minded i.e., to deter the ‘would be criminal’ 

 

4-Reformative-object is to reform the criminal morally 

 

5-Explatory-the object of punishment is explation.The guilt is explated when the 

offender is suffered in person or purse. 

 

          Each theory has its own merits and demerits. 

 

 

* * * 
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    The Directorate of Higher Education was entrusted with the responsibility of the Management of Non ‐ agricultural Universities and its
Degree Colleges pertaining higher education in the faculties of Arts, Science, Commerce, law, Education and Non ‐ AICTE in the State.      The
picture presented below will show the scenario of higher educational systemin Maharashtra.

Higher Education System in Maharashtra

    In the year 1969 the State Government had introduced 10+2+3 systems of education and started number of Senior Colleges in the State to
impart Higher Education. The number of these colleges increased immensely after formation of Directorate of Higher Education on 31‐10‐ 1984.
Consequently, the administrative responsibilities of Director of Higher Education have enormously increased and the centralized management of
all the colleges had become very difficult from State level Directorate located at Pune. Thus the need was felt to decentralize the organization
which has resulted in the creation of 10 regional offices in the State to oversee the functioning of colleges in the respective regions. The 10
offices of Regional Joint Directors are located at Mumbai, Panvel, Pune, Kolhapur, Solapur, Aurangabad, Nanded, Jalgaon, Amravati and
Nagpur.

The functions of Directorate are categorized into following three broad categories: A) Planning and Co‐ordination; B) Academic
Functions and C) Advisory Functions 

A) Planning & Co‐ordination:

i) To prepare consolidated plans, policies in the sphere of Higher Education in the State in accordance with the guidelines that may be
issued by the University Grants Commission from time to time, and to assist in their implementation, keeping in view the overall prior-
ities and perspectives of Higher Education in the State; ii) To assist the State Govt. in respect of determination and maintenance of
standards and suggest remedial action wherever necessary; iii) To evolve perspective plans for development of Higher Education in the
State; iv) To forward the development programmes of Universities and Colleges in the State at the State Govt. along with its comments
and recommendations; v) To monitor the progress of implementation of such developmental programmes; vi) To promote cooperation
and coordination of the educational institutions among themselves and explore the scope forinteraction with industry and other related
establishments; vii) To formulate the principles as per the guidelines of the Government and to decide upon, approve and sanction new
educational institutions by according permission keeping in view the various norms and requirements to be fulfilled; viii) To suggest
ways and means of augmenting additional resources for Higher Education in the State;

B) Academic Functions:
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i) To encourage and promote innovations in curricular development, restructuring of courses and updating of syllabi in the University
and the Colleges. ii) To promote and coordinate the programme of Autonomous Colleges and to monitor its implementation. iii) To
devise steps to improve the standards of examinations conducted by the Universities and suggest necessary reforms; iv) To facilitate
training of teachers in Colleges and Universities; v) To develop programmes for greater academic cooperation and inter‐action between
University teachers and College teachers and to facilitate mobility of students and teachers within and outside the State; vi) To conduct
entrance examination for admission to institutions of Higher Education and render advice on admissions vii) To conduct sports, games,
physical education and cultural activities in the universities and colleges; viii) To encourage extension activities and promote interaction
concerned with agencies with regional planning and development. ix) To prepare an overview report on the working of the universities
and the colleges in State and to furnish a copy of the report to the state Govt.

C) Advisory Functions

To advise the Government: i) To link research work of educational institutions with that of the research agencies and industry, keeping
in view the overall research needs of the State; ii) On the statutes and Ordinances to various Universities in the State (excluding Central
Universities) and on the statutes proposed by the Universities in the State. iii) In formulation of the schemes in the State; iv) To make
new institutions self sufficient and viable; v) On the policy of ‘earning while learning’ vi) To perform any other functions necessary for
the furtherance of Higher Education in the State.

LIST OF REGIONAL OFFICES UNDER THE PURVIEW OF DIRECTORATE

Sr No Regional Office Location

1 Joint Director of Higher Education, Regional Office, Mumbai Mumbai

2 Joint Director of Higher Education, Regional Office, Panvel Panvel

3 Joint Director of Higher Education, Regional Office, Pune Pune

4 Joint Director of Higher Education, Regional Office, Kolhapur Solapurr

5 Joint Director of Higher Education, Regional Office, Solapur Solapur

6 Joint Director of Higher Education, Regional Office, Aurangabad Aurangabad

7 Joint Director of Higher Education, Regional Office, Nanded Nanded

8 Joint Director of Higher Education, Regional Office, Jalgaon Jalgaon

9 Joint Director of Higher Education, Regional Office, Amravati Amravati

10 Joint Director of Higher Education, Regional Office, Nagpur Nagpur

LIST OF NON‐AGRICULTURAL UNIVERSITIES UNDER THE PURVIEW OF DIRECTORATE

Sr No Non‐Agricultural Universities Location

1 Mumbai University, Mumbai Mumbai

2 S.N.D.T. University, Mumbai Panvel

3 Savitribai Phule Pune University, Pune Pune

4 Shivaji University, kolhapur Solapur

5 Solapur University, Solapu Solapurr

6 Dr. Babasaheb Ambedkar Marathwada University, Aurangabad Aurangabad

7 Swami Ramanand Teerth Marathwada University, Nanded Nanded

8 North Maharashtra University, Jalgaon Jalgaon

9 Sant Gadge Baba Amravati University, Amravati Amravati

10 Rashtrasant Tukdoji Maharaj Nagpur University, Nagpur Nagpur
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11 Gondwana University, Gadchiroli Gadchiroli

12 Kavi Kulguru Kalidas Sanskrit University, Ramtek Dist. Nagpur Ramtek & Nagpur

13 Yashwantrao Chavan Open University, Nashik Nashik
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Association of State Government servant
with socio-religious bodies
M.C.S (Conduct) Rules, 1979 ..

Government of Maharashtra
General Administration Department,

Govt.Circular no.CDR- 1009/C.R.8/09/11,
Mantralaya, Mumbal 400 032.

Date : 7 th July, 2009

Circular :-

Instances have been brought to the notice of this Department where Government
servant seek prior permission for becoming members of socio-religious bodies, the
objectives of which are claimed to be aimed at social reforms and religious awakening
etc.

2. According to Rule 16 of the Maharashtra Civil Services (conduct) Rules, 1979,
no previous sanction of the Government is required for a State Government servant to
undertake honorary work of a social or charitable nature but he should discontinue
taking part in such activities, if so directed by the Government. Prior permission is
essential only if the Government servant seeks to hold an elective office. As regards
participation in purely religious activities, the freedom to profess and practice any
religion is guaranteed under the Constitution of India itself. Since, however, the
Constitution of India is based on the principle of secular state, the Government
servants, while they are free to profess and practice any religion in their private lives,
should so conduct themselves in public as to leave no room for any impression to arise
that they do not subscribe to the secular philosophy of the state.

3. Some of the organizations and movements claiming to aim at social and
religious reforms, may have some attributes of sectarian or communal nature. It will,

therefore, be desirable on the part of the Government servants to be very cautious in

associating themselves with any organization or movement the activities of which are

liable to be construed as sectarian or communal in nature. It is not possible to give an
exhaustive list of such activities or of the organizations and movements whose aims

and objectives may be objectionable. The responsibility for the consequences of the

decision to join any organization and participating in its activities will rest.with the
employee himself. It is, therefore, the duty of the Government employee who wishes

to join any organization or association to satisfy himself that its activities and objectives
are not of such a nature as are likely to attract action under any of the provisions of the



ConductRules. In the circumstances,any plea of ignorance or mis-conception as to the Government's attitude regarding participation in the activitiesof suchorganizations would not be tenable.

4. All Departments of the Mantralaya may bring the above to the notice of all
concerned.

5. This Circular is made available on Government of Maharashtra website namely
www.maharashrata.gov.in

and the computer code number thereof is
20090707140321001.

By order and in the name of the Governor of Maharashtra,

(KTS^` . . atakar)
Under Secreatary to Govenrment of Maharashtra.

To

The Secretary to the Governor,
The Principal secretary to the Chief Minister,
The secretary to the Deputy Chief Minister,
The Chief Secretary to Government,

All Additional Chief Secretary / All Principal Secretary /
All Secretary to Government

All other Head of Departments and Heads of Offices under the Several
Departments of Mantralaya,
All Divisional Commissioners,
All District Collectors,
GAD (All sections)
Select file.
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GOVERNMENT SERVANTS CONDUCT 

RULES-CONSTITUTIONAL PROVISIONS & 

CASE STUDIES 
 
 The Constitution of India provides Fundamental Rights under six groups as 

follows- 

(a) Right to Equality (Art.14 to 18) 

(b) Right to Freedom (Art.19 to 22) 

(c) Rights against Exploitation (Art.23 to 24) 

(d) Right to Freedom of Religion (Art.25 to28) 

(e) Cultural and educational Rights (Art.29 to30) 

(f) Rights to Constitutional Remedies (Art.32-35) 

 

 The Right to Property has been eliminated by the 44
th

 Amendment Act (w.e.f 30-

4-79). Right to Education was made a Fundamental Right by the Constitution 

(86
th

)Amendment Act,2002.Art.21A incorporated as per the above amendment provides 

for free and compulsory education to children of the age of Six to Fourteen years. 

 

 The rights which are given to the Citizens by way of Fundamental Rights are a 

guarantee against State action. In case of violation of one’s fundamental rights by the 

State, the aggrieved person can directly approach the High Court or Supreme Court for 

remedy. In case violation of one’s fundamental rights by private individuals the ordinary 

remedies may be available but not constitutional remedies. 

 

 The fundamental rights enshrined in Part III of the Constitution are available 

against State.Art.12 of the Constitution defines ‘State.’ 

 

By virtue of the definition in Art.12, the term ‘State’ includes- 

 

(i) The Central Govt. and Parliament of India, 

(ii) The State Govt. and Legislature of each State, 

(iii)All local or other authorities within the territory of India 

(iv) All local and other authorities under the control of the Govt. of India 

 

 The term State thus includes executive as well as legislative organs of the State. 

Whenever the action of these bodies violates one’s fundamental rights as guaranteed in 

Part III, he can challenge the violative action before the Supreme Court or High Court. 

 

 S.3 (31) of the General Clauses Act defines the term ‘Local Authorities’. They 

include Municipalities, District Boards, Panchayats, Improvement Trusts and Mining 

Settlement Boards. Courts interpreted the term 'other authorities’ in their judgments. 
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Fundamental Rights 
 

I-Right to Equality 

 

1-Equality before Law-Art.14 

2-Prohibition of discrimination on ground of religion etc.-Art.15 

3-Equality of opportunity in employment-Art.16 

4-Abolition of untouchability-Art.17 

5-Abolition of titles-Art.18 

 

II-Right to Freedom 

 

1-Freedom of speech and expression, assembly, association, movement, residence and     

profession-Art.19 

2-Protection in respect of conviction for offences-Art.20 

3-Protection of Life and personal liberty-Art.21 

4-Right to education-Art.21A 

5-Protection against arrest and detention in certain cases-Art.22 

 

III-Right against exploitation 

 

1-Prohibition of traffic in human beings and forced labour-Art.23 

2-Prohibition of employment of children in hazardous employment-Art.24 

 

IV-Right to Freedom of Religion 

 

1-Freedom of conscience and free profession-Art.25 

2-Freedom to manage religious affairs-Art.26 

3-Freedom as to payment of taxes for promotion of any particular religion-Art.27 

4-Freedom as to attendance at religious instruction in certain educational institutions-

Art.28 

 

V-Cultural and Educational Rights 

 

1-Protection of language, script or culture of minorities-Art.29 

2-Right of minorities to establish and administer educational institutions-Art.30 

 

VI-Right to Constitutional remedies 

 

Remedies for enforcement of the fundamental rights conferred by Part III –Writs of 

Habeus Corpus, Mandamus, Prohibition, Certiorari and Quo warranto-Art.32 and Art.226 

      

 

 

 

 



 3 

Double jeopardy 
Immunity from Double prosecution and Punishment 

 

 he prohibition against double jeopardy is contained in Clause (2) of Art.20 which 

runs as follows- 

 

“No person shall be prosecuted and punished for the same offence more than once” 

 

  he expression ‘double jeopardy’ is used in the American law, but not in our 

Constitution .A similar principle is incorporated here. The Supreme Court in 

Venkataraman V Union of India(1954)SCR1150 laid down that Art.20(2) refers to 

Judicial punishment and gives immunity to a person from being prosecuted and punished 

for the same offence more than once. In other words, if a person has been prosecuted and 

punished in a previous proceeding of an offence, he cannot be prosecuted and punished 

for the same offence again in subsequent proceedings. If any law provides for such 

double punishment, such law would be void. The Article however does not give 

immunity from proceedings other than proceedings before a Court of law or a judicial 

tribunal. Hence a Govt. Servant who has been punished for an offence in a Court of law 

may be subjected to departmental proceedings for the same offence or conversely 

(Venkataraman V Union of India).If the accused was neither convicted nor acquitted of 

the charges against him in the first trial his retrial would not amount to double 

jeopardy(O.P.Dahiya V Union of India(2003)1 SCC 122).Prosecution and other 

punishment under two sections of an Act, the offences under the two Sections being 

distinct from each other,doesnot amount to double jeopardy(State of Rajasthan V Hat 

Singh AIR 2003 SC 791) 

 

Prerogative writs 
 

 he expression ‘Prerogative writ’ is one of English Common law refers to the 

extraordinary writs granted by the Sovereign, as fountain of justice, on the ground of 

inadequacy of ordinary legal remedies. In course of time these Writs came to be issued by 

the High Court of Justice as the agency through which the Sovereign exercised his 

judicial powers and these prerogative writs were issued as extraordinary remedies in 

cases where there was either no remedy available under the ordinary law or the remedy 

available was inadequate. These writs are –Habeus Corpus, Mandamus, Prohibition, 

Certiorari and Quo warranto. 

 

 he power of the High Courts to issue these writs is wider than that of the Supreme 

Court. Under Art.32 of the Constitution, the Supreme Court has power to issue these 

writs only for the purpose of enforcement of the Fundamental rights whereas under 

Art.226 a High Court can issue these writs not only for the purpose of enforcement of 

fundamental rights but also for the redress of any other injury or illegality owing to 

contravention of the ordinary law. A person can move High Court or Supreme Court for 

enforcement of Fundamental rights. 
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Writ of Habeus Corpus 

 

 his is in the nature of an order calling upon the person who has detained another 

to produce the latter before the Court in order to let the Court know on what ground he 

has been confined and to set him free if there is no legal justification for the 

imprisonment. The words’habeus corpus’ literally mean ‘to have a body’. 

 

The detenue or a relative or friend of him can file application for this wrist. 

 

Writ of Mandamus 

 

 This is an order of the Court commanding a person or a public authority to do or 

to refrain from doing something in the nature of a public duty or a statutory duty. This 

will be issued when there is a failure to perform a mandatory duty by a public authority. 

 

 The party applying for this writ must show that he made a demand and it was 

refused by the public authority. 

 

Writ of Certiorari 

 

 A writ of Certiorari is issued for quashing or nullifying an order made without 

jurisdiction or in violation of the rules of natural justice by an inferior court or body 

exercising judicial or quasijudicial function. 

 

Writ of Prohibition 

 

    This writ is issued to prevent an inferior Court or tribunal from exceeding its 

jurisdiction or acting contrary to the rules of natural justice. It is issued to judicial and 

quasijudicial bodies for preventing them from exercising jurisdiction which is not vested 

in them or to prevent them from abusing the jurisdiction. 

 

Writ of Quo Warranto 

 

 This writ is issued to a person who holds a public office to show the 

Court under what authority he holds his office. The words ‘quo warranto’ means ‘what is 

your authority’. Any member of public can challenge the right of a person to hold a 

public office. 

 

 Article 19(2) to (6) of the Constitution provides for reasonable restrictions on the 

exercise of fundamental rights in the interest of Sovereignty and integrity of the State, 

public order or morality etc. 

 

 In addition to these restrictions, the Govt.has imposed certain restrictions on the 

action or omission of Govt. Servants. Some actions are restricted, some can be performed 

with permissions and some others are prohibited. That means there are certain “Dos” and 

“Don’ts” prescribed for Government Servants. These acts or omissions are grouped under 



 5 

various rules in Govt. Servants Conduct Rules as General Conduct, Hospitality, Property, 

Investments, Secrecy, Associations, Literary activities, Personal Misconduct, Relations 

with –Family, Co-workers, Public, Other authorities, Representatives of People, 

Ministers, Governor ,Other Govts.,etc., , Govt. Servants Conduct Rules 1960 came into 

existence in January,1960.This was issued as a statutory notification as per 

GO(P)No.6/PD dt.5-1-1960 in Kerala Gazette No.2 dt 12-1-1960 invoking the powers 

conferred to Governor under Art.309 of the Constitution of India. This rule is later 

revalidated under the Kerala Public Services Act, 1968.This Rule consists of 96 rules. 

 

Application of Rules 

 

  These rules apply to all Govt.Servants under the rule making control of Kerala 

Govt. except to the employees in Subordinate Service in Govt. owned industrial 

concerns. 

 

 The Article 309 of the Constitution of India confers on the State and Central 

Government the absolute power to frame rules for regulating the conduct of Government 

employees. In discharging official duties the Government servant have to conform to rule 

of conduct made by the Government and they should also observe a certain standard of 

discipline, dignity and decorum within public as well as private life. 

 

 Conduct Rules have always invited numerous interpretations from different 

courts. There is nothing unusual about it, since human nature is so unpredictable. 

  

MISCONDUCT 

 
 The term ‘misconduct’ is not defined in any of the conduct rules or other 

enactments’ Misconduct’ literally means wrong conduct or improper conduct. The 

expression misconduct is an expression of wide amplitude. Misconduct has been defined 

in Black’s Law Dictionary ,Sixth Edition at page 999,thus –“a transgression of some 

established and definite rule of action ,a forbidden act, a dereliction from duty, unlawful 

behaviour,wilful in character, improper or wrong behaviour.It’s synonyms are 

misdemanour, misdeed, misbehaviour, delinquency, impropriety, mismanagement, 

offence, but  not negligence or carelessness”. 

 

MISCONDUCT IN OFFICE-DEFINITION 

 
 “any unlawful behaviour by a public officer in relation to the duties of his office, 

willful in character. The term embraces acts which the office holder had no right to 

perform, acts performed improperly and failure to act in the face of an affirmative duty to 

act” 

 

 Rule 3 of the Kerala Government Servant’s Conduct Rules requires that every 

Government Servant shall at all times maintain absolute integrity and devotion to duty. 

Any thing contrary of this rule will be considered as misconduct. 
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 Gujarat High Court held that the Armed Police Constable Dalabhai Bhimabhai 

Patel who had sexual intercourse with the wife of another constable, with her consent 

may not be guilty of offence of rape or criminal trespass, but it is certainly a case of 

misconduct and a departmental enquiry can validly be held against him. 

[Dalabhai Bhimabhai Patel v Dy. Commr. of Police 1992(1) SLRGuj551] 

 

 hen a Government Servant fails to give satisfactory account about the property 

which he has acquired and which is disproportionate to his known sources of income he 

can be considered to have committed grave misconduct under the provision of the 

Conduct Rules [Bharat Ram v Union of India AIR1967Pat347] 

 

  ommitting sexual intercourse with a co-worker while on duty, is an act subversive 

of discipline.[Prabu Dayal v State of Madhya Pradesh,1988(6)SLR M P 164]  

 

CASE STUDIES 
 

 Summaries of some landmark cases related to Conduct Rules are given below  

 
 These rules primarily govern the conduct of Govt. Servants. They are framed in 

‘public interest’ and as a matter of ‘public policy’. They lay down norms and standards 

for the conduct of the Govt. Servants in public interest. These aspects afford a key to the 

understanding of the word ‘business’ occurring in Rule16 –Manmadan V Krishnappan 

Unni, 1985 KLT (670) 

 

 To seek police reports about the political faith, belief and association and the past 

political activity of a candidate for public employment is repugnant to the basic rights 

guaranteed by the Constitution and entirely misplaced in a democratic republic dedicated 

to the ideals set forth in the Preamble of the Constitution. Termination of Service on a 

police report that before his appointment the employee had taken part in R.S.S. and 

JanaSangh activities was held to be illegal-State of M.P.V.Ramashanker(1983) 2 SCC 

145. 

 

 A citizen who is otherwise found fit for public employment cannot be 

discriminated or priced out of employment market because of his political convictions or 

affiliations. Of course, once he enters the Service, he would be bound by and governed by 

the Rules and the code of conduct obtaining in that Service and cannot act contrary to 

them.- Kalluri Vassayya V Supdt. Of Post office 1980 (2) SLR433. 

 

 The fact that the Rules came into force after a person entered service or the fact 

that he ceased to be a Govt. Servant on the date when disciplinary proceedings were 

actually commenced cannot stand in the way of Government enforcing the provisions of 

the Rules against him.- Narayanan Nair V.St. of Kerala 1962KLT 740 

 

 Conduct on the part of a Govt. Servant prior to the promulgation of the Rules 

cannot be investigated under the new Rules which cannot have retrospective effect.- 

Gopinathan V.State of Kerala 1963 KLT 508. 
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 It is not necessary that a member of the Service should have committed the 

alleged act or omission in the course of discharge of his duties as a Servant of the 

Government in order that it may form the subject matter of disciplinary proceedings. If 

the act or omission is such as to reflect on the reputation of the officer or his integrity or 

good faith or devotion to duty, there is no reason why disciplinary proceedings should not 

be taken against him for that act or omission.- Govinda Menon V Union of India AIR 

1967 SC 1274,1967 KLT 336. 

 

 Every official lapse, inefficiency or incapacity cannot be dubbed as misconduct so 

as to warrant disciplinary action.- Kannan V Board of Revenue,1994(1)KLT 271 

 

 When the office was shifted the officer invoked the blessings of ‘God Ganapathy’ 

through a special worship performed in the office. The contention that such conduct of 

the officer is a negation of the Secular principles of the Constitution and that he has 

committed misconduct warranting initiation of disciplinary proceedings is unsustainable. 

–Peethambaran V Supdt. Of Police 1996(1) KLT 167, ILR 1996(2) Ker.153 

 

 Even if the act of delinquency is not specified in the Rules as an act of 

misconduct, disciplinary action can be taken, if there are good and sufficient reasons.- 

Secretary to Govt. V Brito (1997)3 Sec 387 

 

 The contention that no disciplinary action can be taken in regard to actions taken 

or purported to be done in the course of judicial or quasijudicial proceedings not 

sustainable –Union of India V Saxena (1992)3 Sec 124. 

 

 When an officer in exercise of judicial or quasijudicial powers acts negligently or 

recklessly or in order to confer under favour on a person he is not acting as a judge. 

Disciplinary action can be taken in respect of such action- Union of India V Dhavan 

(1993)2 SCC 56. 

 

 Misconduct committed while discharging quasi judicial function as an Appellate 

Asst. Commissioner. Disciplinary action can be taken –Jacob John V Secretary to 

Govt.1996 (2) KLT462 

 

 Extreme care and caution is needed before initiating disciplinary proceedings 

against an officer performing judicial or quasijudicial functions regarding any of his 

actions in the course of such functions-Natarajan V Board of Revenue ,1995(1)KLT 695. 

 

 Moral turpitude is an expression which is used in legal as also social parlance to 

describe conduct which is inherently base, vile, depraved or having any connection 

showing depravity .The Supreme Court has suggested that provision has to be made that 

punishment of fine up to Rs.2000/- or so on a summary/ordinary conviction shall not be 

treated as conviction at all for any purpose and all the more for entry into and retention in 

Govt. Service –Pawan Kumar V St. of Haryana (1996)4SCC17 
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 Based on the above observation of the Supreme Court the Govt. of Kerala added 

the following proviso to the Kerala Civil Services(Classification Control & Appeal) 

Rules,1960 as per GO(P)No.28/2003/P&ARD dt.18-9-2003 

 

 “…..Provided further that where a Government Servant is convicted on a criminal 

charge by a criminal court and sentenced to imprisonment and or with fine; 

 

(a) he shall be dismissed or removed from service forthwith by invoking the 

provision contained in item(a) of the second proviso to clause(2)of Article 311 of 

the Constitution of India irrespective of the fact that an appeal is pending or that 

the execution of sentence is suspended in respect of the said conviction and 

(b) in case the said conviction is subsequently set aside in appeal or otherwise and the 

Government Servant is acquitted of the charges, the order of dismissal or removal 

ceases to have effect and revised orders shall be issued forthwith to reinstate him 

in service entitling him all the benefits to which he would have been entitled had 

he been in service. 

       

 Provided also that in case where conviction is on a summary trial the sentence for 

petty offences and the sentence is for a fine upto Rs.2000/-only such conviction shall not 

be treated as a conviction for the purpose of this rule and for the entry into service or 

retention in service as the case may be. 

 

 Disciplinary action initiated against the petitioner on the ground that while 

functioning as Deputy Commissioner (Appeals) he allowed an appeal filed by the 

assessee resulting in loss to Government was held illegal. Officers invested with 

quasijudicial powers are to discharge their functions without fear of disciplinary action on 

account of their free exercise of that power-KesavanVState of Kerala 1989 (1) KLT135 

 

 The conduct of an officer in submitting a false report in his capacity as an 

authorized Officer assisting a quasijudicial Tribunal can be subject matter of disciplinary 

proceedings-George Eapen V State of Kerala -1989 (2)KLT 659 

 

 A public Servant is in the position of trustee. Social power vests in him for the 

purpose of rendering service to the community-GonalBihimappa V State of Karnataka 

AIR1987 SC 2359 

 

 The word misconduct is sufficiently a wide expression and covers any conduct 

which in any way renders a man unfit for his office or is likely to tamper or embarass the 

administration. In this sense grossly improper or unbecoming conduct in public life may 

also become misconduct-Natarajan V Div.Supdt. of S. Railway 1975KLT 806 

 

 It is not necessary that a member of the service should have committed the alleged 

act or omission in the course of discharging of his duties as servant of a Govt.in order that 

it may form the subject matter of disciplinary proceedings. If the act or omission is such 

as to reflect on the reputation of the officer for his integrity or good faith or devotion to 

duty, there is no reason why disciplinary proceedings should not be taken against him for 
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that act or omission even though the act or omission relates to an activity in regard to 

which there is no actual master and servant relationship-GovindaMenon V Union of India 

AIR 1967SC 1274 

 

 An act or omission runs counter to the expected code of conduct would constitute 

misconduct. Lack of efficiency, failure to attain the highest standard of  administrative 

ability while holding a high post would not themselves constitute misconduct-Union of 

India VAhmed AIR 1979SC 1022 

 

 An illegal or irregular or improper exercise of judicial discretion, in the absence 

of malafides, will not amount to misconduct-Bhagavat Swaroop V State of Rajasthan 

1978(1) SLR 835 

 

 In a complaint about the nonmaintenence of a wife against a Govt. servant, the 

question of relationship of the alleged wife must be left for the determination of the 

Courts of law. If there was a decree passed, that decree could have been relied on for 

further action-Jaladharan V D.T.O.1966 KLJ 673 

 

 An Appellate Assistant Commissioner of AIT&STDept.was found guilty on the 

charge that she did not achieve the quota of 385 appeals fixed for a period in the matter of 

disposal. The proceedings were challenged contending that matters relating to the 

discharge of judicial duties cannot form subject matter of a charge of misconduct. The 

contention was rejected holding that the instructions issued in this case have no bearing 

on the decision-making process. The charges do not relate to the quality of judicial 

functioning of the petitioner-Saradamma V Board of Revenue 1988(2) KLT 437 

 

 Railway servant publishing a letter in a newspaper which is aimed at focusing the 

attention of the Railway administration on the need for providing safety measures to 

prevent recurrence of accidents and the adverse effect of what he thought to be repressive 

measures against Railway work men. It was held that the petitioner cannot be held guilty 

of charge under the Railway Services Conduct Rules. His removal from service was held 

invalid-Kunhabdulla V Union of India 1983 KLT 1017 

 

 In a representation submitted to the employer the employee invited the attention 

of the employer to the newspaper reports relating to some alleged irregularities in the 

handling of Wakf properties and expressed the opinion that the allegations in the 

newspaper reports required investigation. It was held that this was not a misconduct so as 

to warrant disciplinary action .No authority is entitled to treat the exercise of the 

fundamental right of freedom of speech by a citizen as misconduct and deal with its 

employee for the misconduct of the exercise of fundamental freedom of speech and 

expression assured by Art.19 (1) of the Constitution of India-Ibrahim V Kerala Wakf 

Board 1985 KLT 24 

 

 The fundamental rights guaranteed in the Constitution cannot be waived by 

conditions of service, but reasonable restriction can be imposed.Rule80 (a) of TCConduct 

Rules restricted the membership of Service Associations to Govt. servants only and 
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 Rule81 which provided that “no Govt.servant shall be a member of any Service 

Association which has not been recognized by Govt. or of which the recognition has been 

withdrawn “were held to be reasonable and valid-C.N.Chellappan Pillai V State of TC 

1957KLT 169 

 

 The fundamental right guaranteed under Art.19 (1) (c) of Constitution to form 

unions doesnot carry with it a right to claim the grant of recognition of the union by the 

employer –David V St. of Kerala, 1971KLT892 

 

 Rule 4A of the Central Civil Service(Conduct) Rules, 1955 in so far as it 

prohibited any form of demonstration was violative of the Govt. Servants rights under 

Art.19(1) (a) and (b) of the Constitution and should ,therefore be struck down. The Court 

further held that the said rule in so far as it prohibited a strike could not be struck down 

for the reason that there was no fundamental right to resort a strike –OK Ghosh V E X 

Joseph AIR 1963SC812 

 

 There is no fundamental right under Art.19 (1) to strike – Radhey Shyam V pmg 

Nagpur AIR 1965 SC311 

 

  The petitioner was called upon to answer only one charge. That charge framed 

against the petitioner having found to be not proved, there is no justification in 

proceeding further in the matter. If the disciplinary authority had a case of any other 

instance of misconduct, the petitioner should have been proceeded against separately –

Vijayan V High Court of Kerala 2003(1) KLT 914. 

 

 

The Indian Penal Code 1860 
(Law of Crimes) 

 

 A crime is an act or omission which the law punishes. A crime is considered to be 

a public wrong i.e., a wrong against public at large or wrong against the State. When a 

person commits a crime the State prosecucutes him. 

 

Elements of a crime 

 

“Actus non facit reum misi meus sit rea” 

 

 This maxim means an act doesnot amount to a crime unless done with a guilty 

intention. In other words, the act alone doesnot amount to guilt, it must be accompanied 

by a guilty mind. The act or omission should be one prohibited by law. 

 

 Maintenance of law and order is a Sovereign function of the State. For this 

purpose certain acts and omissions of human beings are prohibited or restricted by law. 

The object of criminal law is protection of life, liberty and property of persons in the 

society. Threat of punishment is used to achieve this. Following punishments are 

provided in Indian Penal Code. 
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1-Death 

2-Imprisonment for life 

3-Imprisonment for a fixed period-it may be rigorous or simple or solitary 

4-Forfeiture of property 

5-Fine 

Theories of Punishment 

 

 The purpose of criminal justice is punishment to the wrong doer.  

There are mainly five theories 

 

1-Retributive-Purpose is retribution. The wrong doer should suffer. The principle is “an 

eye for an eye, a tooth for a tooth” 

 

2-Preventive-Purpose is prevention or disablement. Offender is disabled from repeating 

the offence. 

 

3-Deterrent-Purpose is to make the offender an example and a warning to other persons 

who are like minded i.e., to deter the ‘would be criminal’ 

 

4-Reformative-object is to reform the criminal morally 

 

5-Explatory-the object of punishment is explation.The guilt is explated when the 

offender is suffered in person or purse. 

 

          Each theory has its own merits and demerits. 

 

 

* * * 
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    The Directorate of Higher Education was entrusted with the responsibility of the Management of Non ‐ agricultural Universities and its
Degree Colleges pertaining higher education in the faculties of Arts, Science, Commerce, law, Education and Non ‐ AICTE in the State.      The
picture presented below will show the scenario of higher educational systemin Maharashtra.

Higher Education System in Maharashtra

    In the year 1969 the State Government had introduced 10+2+3 systems of education and started number of Senior Colleges in the State to
impart Higher Education. The number of these colleges increased immensely after formation of Directorate of Higher Education on 31‐10‐ 1984.
Consequently, the administrative responsibilities of Director of Higher Education have enormously increased and the centralized management of
all the colleges had become very difficult from State level Directorate located at Pune. Thus the need was felt to decentralize the organization
which has resulted in the creation of 10 regional offices in the State to oversee the functioning of colleges in the respective regions. The 10
offices of Regional Joint Directors are located at Mumbai, Panvel, Pune, Kolhapur, Solapur, Aurangabad, Nanded, Jalgaon, Amravati and
Nagpur.

The functions of Directorate are categorized into following three broad categories: A) Planning and Co‐ordination; B) Academic
Functions and C) Advisory Functions 

A) Planning & Co‐ordination:

i) To prepare consolidated plans, policies in the sphere of Higher Education in the State in accordance with the guidelines that may be
issued by the University Grants Commission from time to time, and to assist in their implementation, keeping in view the overall prior-
ities and perspectives of Higher Education in the State; ii) To assist the State Govt. in respect of determination and maintenance of
standards and suggest remedial action wherever necessary; iii) To evolve perspective plans for development of Higher Education in the
State; iv) To forward the development programmes of Universities and Colleges in the State at the State Govt. along with its comments
and recommendations; v) To monitor the progress of implementation of such developmental programmes; vi) To promote cooperation
and coordination of the educational institutions among themselves and explore the scope forinteraction with industry and other related
establishments; vii) To formulate the principles as per the guidelines of the Government and to decide upon, approve and sanction new
educational institutions by according permission keeping in view the various norms and requirements to be fulfilled; viii) To suggest
ways and means of augmenting additional resources for Higher Education in the State;

B) Academic Functions:
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i) To encourage and promote innovations in curricular development, restructuring of courses and updating of syllabi in the University
and the Colleges. ii) To promote and coordinate the programme of Autonomous Colleges and to monitor its implementation. iii) To
devise steps to improve the standards of examinations conducted by the Universities and suggest necessary reforms; iv) To facilitate
training of teachers in Colleges and Universities; v) To develop programmes for greater academic cooperation and inter‐action between
University teachers and College teachers and to facilitate mobility of students and teachers within and outside the State; vi) To conduct
entrance examination for admission to institutions of Higher Education and render advice on admissions vii) To conduct sports, games,
physical education and cultural activities in the universities and colleges; viii) To encourage extension activities and promote interaction
concerned with agencies with regional planning and development. ix) To prepare an overview report on the working of the universities
and the colleges in State and to furnish a copy of the report to the state Govt.

C) Advisory Functions

To advise the Government: i) To link research work of educational institutions with that of the research agencies and industry, keeping
in view the overall research needs of the State; ii) On the statutes and Ordinances to various Universities in the State (excluding Central
Universities) and on the statutes proposed by the Universities in the State. iii) In formulation of the schemes in the State; iv) To make
new institutions self sufficient and viable; v) On the policy of ‘earning while learning’ vi) To perform any other functions necessary for
the furtherance of Higher Education in the State.

LIST OF REGIONAL OFFICES UNDER THE PURVIEW OF DIRECTORATE

Sr No Regional Office Location

1 Joint Director of Higher Education, Regional Office, Mumbai Mumbai

2 Joint Director of Higher Education, Regional Office, Panvel Panvel

3 Joint Director of Higher Education, Regional Office, Pune Pune

4 Joint Director of Higher Education, Regional Office, Kolhapur Solapurr

5 Joint Director of Higher Education, Regional Office, Solapur Solapur

6 Joint Director of Higher Education, Regional Office, Aurangabad Aurangabad

7 Joint Director of Higher Education, Regional Office, Nanded Nanded

8 Joint Director of Higher Education, Regional Office, Jalgaon Jalgaon

9 Joint Director of Higher Education, Regional Office, Amravati Amravati

10 Joint Director of Higher Education, Regional Office, Nagpur Nagpur

LIST OF NON‐AGRICULTURAL UNIVERSITIES UNDER THE PURVIEW OF DIRECTORATE

Sr No Non‐Agricultural Universities Location

1 Mumbai University, Mumbai Mumbai

2 S.N.D.T. University, Mumbai Panvel

3 Savitribai Phule Pune University, Pune Pune

4 Shivaji University, kolhapur Solapur

5 Solapur University, Solapu Solapurr

6 Dr. Babasaheb Ambedkar Marathwada University, Aurangabad Aurangabad

7 Swami Ramanand Teerth Marathwada University, Nanded Nanded

8 North Maharashtra University, Jalgaon Jalgaon

9 Sant Gadge Baba Amravati University, Amravati Amravati

10 Rashtrasant Tukdoji Maharaj Nagpur University, Nagpur Nagpur
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11 Gondwana University, Gadchiroli Gadchiroli

12 Kavi Kulguru Kalidas Sanskrit University, Ramtek Dist. Nagpur Ramtek & Nagpur

13 Yashwantrao Chavan Open University, Nashik Nashik
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MAHARASHTRA CIVIL SERVICES 

 

 

Joining Time, Foreign Service and 

Payments during Suspension               

Dismissal and Removal 

 

RULES, 1981 

 

 
(From financial publication of Government of Maharashtra No.III) 



 

CHAPTER V - 

SUSPENSION, DISMISSAL AND REMOVAL 

 

66. Pay and allowances cease from the date of dismissal or removal 

The pay and allowances of Government servant, who is dismissed or removed from service, 
cease from the date of such dismissal or removal. 

67. Grant of leave not permissible during suspension 

Leave may not be granted to a Government servant under suspension. 

68. Subsistence allowance and compensatory allowance during suspension 

1. A Government servant under suspension or deemed to have been p[laced under suspension 
by an order of the appointing authority shall be entitled to the following payments, namely:- 

a. A subsistence allowance at an amount equal to the leave salary which the Government 
servant would have drawn if he had been on leave on half pay and, in addition dearness 
allowance based on such leave salary: 

Provided that where the period of suspension exceeds six months, the authority which made 
or is deemed to have made the order of suspension shall be competent to vary the amount of 
subsistence allowance for any period subsequent to the period of first six months as follows:- 

i. It may be increased by a suitable amount, not exceeding fifty per cent of the subsistence 
allowance admissible during the period of first six months, if in the opinion of the said 
authority, the period of suspension has been prolonged for reasons, to be recorded in writing, 
not directly attributable to the Government servant ; 

ii. It may be reduced by a suitable amount, not exceeding fifty per cent of the subsitence 
allowance admissible during the period of the first six months, if, in the opinion of the said 
authority, the period of suspension has been prolonged due to reasons, to be recorded in 
writing, directly attributable to the Government servant; 

iii. The rate of dearness allowance will be based on the increased or, as the case may be, the 
decreased amount of subsistence allowance admissible under sub-clause (i) and (ii)  

a. Other compensatory allowance, if any, of which the Government servant was in receipt of 
suspension to such extent and subject to such conditions as the authority suspending the 
Government servant may direct. 



Provided that the Government servant shall not be entitled to the compensatory allowance 
unless the said authority is satisfied that the Government servant continues to meet the 
expenditure for which they are granted. 

1. When a Government servant is convicted by competent Court and sentenced to 
imprisonment, the subsistence allowance shall be reduced to a nominal amount of rupee one 
per month with effect from the date of such conviction and he shall continue to draw the 
same till the date of his removal or dismissal or re-instatement by the competent authority. If, 
however,, he was acquitted by the Appellate Court in the meanwhile, in which case, he will 
draw the subsistence allowance at the normal rate from the date of acquitted by the Appellate 
Court. 

66. Recovery of Government dues from subsistence allowances and furnishing of non-
employment certificate while under suspension. 

1. Notwithstanding anything contained in sub-rule (1) of rule 68, the authority suspending the 
Government servant may withhold the payment of dearness allowance and /or compensatory 
allowances to the Government servant under suspension and appropriate the same towards the 
payment of any amount which may be due to Government. 

2. The following provisions apply to the recovery of dues from the subsistence allowance proper:- 

a. Compulsory deduction :- The following deductions should be enforced from the subsistence 
allowance: 

i. Income tax and Profession Tax, 
ii. Licence fee and allied charges i.e. electricity, water, furniture. 

iii. Repayment of loans and advances taken from Government at such rates as the Head of 
the Department deems it right to fix; 

a. Optional deductions:- The following deductions shall not be made except with the Government 
servant's written consent:- 

i. Premia due on Postal Life Assurance Policies; 
ii. Amounts due to Co-operative Stores and Co-operative Credit Societies  

iii. Refund of advances taken from General Provident Fund; 

a. Other deductions:-The deductions of the following nature shall not be made from the 
subsistence allowance:- 

i. Subscription to General Provident Fund; 
ii. Amounts due on Court attachments; 

iii. Recovery of loss caused to Government for which a Government servant is responsible. 

1. There is no bar to effecting the recovery of overpayments from the subsistence allowance, but 
the competent authority will exercise discretion to decide whether the recovery should be held 
wholly in abeyance during the period of suspension or it should be effected at full or reduced rate 



ordinarily not exceeding one-third of the amount of the subsistence allowance only i.e. excluding 
dearness allowance and other compensatory allowances.  

 

2. No payment under rule 68 (1) shall be made unless the Government servant furnishes a 
certificate to the following effect before payment is made every month:-  

" I certify that I did not accept any private employment or engage myself in trade or business 
during the period in question."  

If the authority has any reasons to doubt this certificate; it may ask the Police Authorities to 
verify the certificate and if the Government servant is found to have given a false certificate, that 
should be construed as an act of misconduct and made an additional charge against him.  

I n case of Gazetted Officer under suspension, they should furnish the certificate themselves to 
the Treasury Officers/Audit Officer, who should se that the certificate is furnished before the 
claim for payment is admitted. In case of doubt regarding the certificate, the case should be 
referred to the Head of Department, who will ask the Police Authorities to verify the same. 

5. Icemen occupying rent-free quarters in Police lines or living in quarters the rent of which is paid 
by Government may be permitted to occupy them during the period of suspension just as they 
did while on duty. 

6. The compensatory local allowance and house rent allowance sanctioned at the discretion of the 
suspending authority under rule 68(1)(b), can be drawn only if the Government under suspension 
certificate that he or his family or both resided for the period for which the allowance is claimed 
at the station where he was on duty at the time of suspension. 

7. Government servants other than those referred to in sub-rule (5) occupying rent-free quarters 
prior to being placed under suspension, may at the discretion of the suspending authority, be 
allowed to occupy them to such extent and subject to such conditions as the authority suspending 
the Government servant may direct. 

70. Regularization of pay and allowances and the period of absence from duty where dismissal, 
removal or compulsory retirement is set aside as a result of appeal or review and such 
Government servant is re-instated. 

1. When a Government servant who has been dismissed, removed or compulsorilly retired is re-
instated as a result of appeal or review or would have been so re-instated but for his retirement 
on superannuation while under suspension or not, the authority competent to order re-instatement 
shall consider and make a specific order- 

a. regarding the pay and allowances to be paid to the Government servant for the period of his 
absence from duty including the period of suspension preceding his dismissal, removal or 
compulsory retirement, as the case may be; and  

b. Whether or not the said period shall be treated as a period spends on duty. 



1. Where the authority competent to order re-instatement is of opinion that the Government servant 
who had been dismissed, removed or compulsorily retired has been fully exonerated, the 
Government servant shall, subject to the provisions of sub-rule (6), be paid the full pay and 
allowances to which he would have been entitled, had he not been dismissed, removed or 
compulsorily retired or suspended prior to such dismissal, removal or compulsory retirement, as 
the case may be:  

Provided that where such authority is of opinion that the termination of the proceedings instituted 
against the Government servant had been delayed due to reasons directly attributable to the 
Government servant, it many, after giving him an opportunity to make his representation within 
sixty days from the date on which the communication in this regard is served on him and after 
considering the representation, if any, submitted by him, direct for reasons to be recorded in 
writing, that the Government servant shall, subject to the provisions of sub-rule (7), be paid for 
the period of such delay, only such amount (not being the whole) of such pay and allowances as 
it may determine. 

2. In a case falling under sub-rule(2), the period of absence from duty including the period of 
suspension preceding dismissal, removal or compulsory retirement, as the case may be, shall be 
treated as a period spent on duty for all purposes. 

3. In a cases other than those covered by sub-rule (2), (including cases where the order of dismissal, 
removal or compulsory retirement from service is set aside by the appellate or reviewing 
authority solely on the ground of non-compliance with the requirements of clause (2) of article 
311 of the Constitution and no further inquiry is proposed to be held ) the Government servant 
shall, subject to the provisions of sub-rules (6) and (7) ,be paid such proportion of the full pay 
and allowances to which he would have been entitled., had he not been dismissed, removed or 
compulsorily retired or suspended prior to such dismissal, removal or compulsory retirement,. As 
the case may be, as the competent authority may determine after giving notice to the Government 
servant of the quantum proposed and after considering the representation, if any, submitted by 
him in that connection within such period which in no case shall exceed sixty days from the date 
on which the notice has been served, as may be specified in the notice. 
Provided that payment under this sub-rule to a Government servant (other than Government who 
is governed by the provisions of the Payment of Wages Act, 1936 (4 of 1936) shall be restricted 
to a period of three years immediately preceding the date on which orders for reinstatement of 
such Government servant are passed by the appellate authority or reviewing authority, or 
immediately preceding the date of retirement on superannuation of such Government servant, as 
the case may be. 

4. In a case falling under sub-rule (4), the period of absence from duty including the period of 
suspension preceding his dismissal, removal or compulsory retirement, as the case may be, shall 
not be treated as a period spent on duty, unless the competent authority specifically directs that it 
shall be so treated for any specified purpose; 

Provided that if the Government servant so desires such authority may direct that the period of 
absence from duty including the period of suspension preceding his dismissal, removal or 
compulsory retirement, as the case may be, shall be converted into leave of any kind due and 
admissible to the Government servant. 



Note:- The order of competent authority under the preceding proviso shall be  

absolute and no higher sanction shall be necessary for the grant of - 

a. extraordinary leave in excess of three months in the case of a temporary Government servant; 
and  

b. leave of any kind in excess of five years in the case of a permanent Government servant. 

1. The payment of allowance under sub-rule (2) or sub-rule (4) shall be subject to all other 
conditions under which such allowances are admissible. 

2. The amount determined under the proviso to sub-rule (2) or under sub-rule (4) shall not be less 
than the subsistence allowance and other allowances admissible under rule 68. 

3. Any payment made under this rule to a Government servant on his reinstatement shall be subject 
to adjustment of the amount, if any, earned by him through an employment during the period 
between the date of removal, dismissal or compulsory retirement. Where the pay and allowances 
admissible under this rule are equal to or less than the amounts earned during the employment 
elsewhere, nothing shall be paid to the Government servant. 

70. Regularisation of pay and allowances and the period of absence from duty where dismissal, 
removal or compulsory retirement is set aside by a Court of law and such Government 
servant is reinstated. 

1. Where the dismissal, removal or compulsory retirement of a Government  
servant is set aside by a Court of law and such Government is reinstated without holding any 
further inquiry, the period of absence from duty shall be regularised and the Government servant 
shall be paid pay and allowances in accordance with the provisions of sub-rule (2) or (3) subject 
to the directions if any, of the Court. 

2. (a) Where the dismissal, removal or compulsory retirement of a Government servant is set aside 
by the Court solely on the ground of non-compliance with the requirements of clause (2) of 
article 311 of the Constitution, and where he is not exonerated on merits, the Government 
servant shall , subject to the provisions of sub-rule (7) of rule 70 be paid such amount (not being 
the whole) of the pay and allowances to which he would have been entitled had he been 
dismissed, removed or compulsorily retired or suspended prior to such dismissal, removal or 
compulsory retirement, as the case may be, as the competent authority may determine after 
giving notice to the Government servant of the quantum proposed and after considering the 
representation, if any, submitted by him, in that connection within such period which in no case 
shall exceed sixty days from the date on which the notice has been served, as may be specified in 
the notice: 

Provided that any payment under this sub-rule to a Government servant (other than a 
Government servant who is governed by the provisions of the Payment of Wages Act 1936 (4 of 
1936) shall be restricted to a period of three years immediately preceding the date on which 
judgement of the Court was passed or the date of retirement on superannuation of such 
Government servant as the case may be.  



b) period intervening the date of dismissal, removal or compulsory retirement including the 
period of suspension preceding such dismissal, removal or compulsory retirement, as the case 
may be, and the date of judgement of the Court shall be regularized in accordance with the 
provisions contained in sub-rule(5) of rule-70. 

3. If the dismissal, removal or compulsory retirement of a Govern servant is set aside by the Court 
on the merits of the case, the period intervening between the date of dismissal, removal or 
compulsory retirement including the period of suspension preceding such dismissal, removal or 
compulsory retirement, as the case may be of re-instatement shall be treated as duty for all 
purposes and be paid the full pay and allowances for the period, to which he would have been 
entitled, had he not been dismissed, removed or compulsorily retired or suspended prior to such 
dismissal, removal or compulsory retirement, as the case may be. 

4. The payment of allowances under sub-rule(2) or sub-rule(3) shall be subject to all other 
conditions under which such allowances are admissible. 

5. Any payment made under this rule to a Government servant on his re-instatement shall be 
subject to adjustment of the amount, if any, earned by him through an employment during the 
period between the date of dismissal, removal or compulsory retirement and date of 
reinstatement. Where the pay and allowances admissible under this rule are equal to or less than 
those earned during the employment elsewhere, nothing shall be paid to the Government servant. 

70. Re-instatement of a Government servant after suspension and specific order of the 
competent authority regarding pay and allowances etc. and treatment of period as spent on 
duty. 

1. When a Government servant who has been suspended is reinstated or would have so reinstated 
but for his retirement on superannuation while under suspension, the authority competent to 
order re-instatement shall consider and make a specific order:- 

a. regarding the pay and allowances to be paid to the Government servant for the period of 
suspension ending with re-instatement or the date of his retirement on superannuation, as the 
case may be; and  

b. whether or not the said period shall be treated as a period spent on duty. 

1. Notwithstanding anything contained in rule 68, where a Government servant under suspension 
dies before the disciplinary or Court proceedings instituted against him are concluded, the period 
between the date of suspension and the date of death shall be treated as duty for all purposes and 
his family shall be paid the full pay and allowances for that period to which he would have been 
entitled had he not suspended, subject to adjustment in respect of subsistence allowance already 
paid. 

2. Where the authority competent to order re-instatement is of the opinion that the suspension was 
wholly unjsutified, the Government servant shall, subject to the provisions of sub-rule (8), be 
paid the full pay and allowances to which he would have been entitled, had he not been 
suspended,: 

Provided that where such authority is of the opinion that the termination of the proceedings 
instituted against the Government servant had been delayed due to reasons directly attributable to 



the Government servant, it may, after giving him an opportunity to make his representation 
within sixty days from the date on which the communication in this regard is serv ed on him and 
after considering the representation, if any, submitted by him, direct, for reasons to recorded in 
writing, that the Government servant shall be paid of such delay only such amount (not being the 
whole ) of such pay and allowances as it may determine. 

3. In a case falling under sub-rule (3) the period of suspension shall be treated as a period spent on 
duty for all purposes. 

4. In cases other than those falling under sub-rules(2) and (3) the Government servant shall, subject 
to the provisions of sub-rules (8) and (9), be paid such amount ( not being the whole ) of the pay 
and allowances to which he would have been entitled had he not been suspended, as the 
competent authority may determine, after giving notice to the Government servant of the 
quantum proposed and after considering the representation, if any submitted by him in that 
connection within such period which in no case shall exceed, as may be specified in the notice. 

5. Where suspension is revoked pending finalisation of the of the disciplinary or court proceedings, 
any order passed under sun-rule (1) before the conclusion of the proceedings against the 
Government servant, shall be reviewed on its own motion after the conclusion of the proceedings 
by the authority mentioned in sub-rule (1) who shall make an order according to the provisions 
of sub-rule (3) or sub-rule (5), as the case be. 

6. In a case falling under sub-rule (5) the period of suspension shall not be treated as a period spent 
on duty, unless the competent authority specifically directs that it shall be so treated for any 
specified purpose. 

Provided that if the Government servant so desires, such authority may order that the period of 
suspension shall be converted into leave of any kind due and admissible to the Government 
servant. 

Note.- The order of the competent authority under preceding proviso shall be absolute and no 
higher sanction shall be necessary for the grant of- 

a. extraordinary leave in excess of three months in the case of temporary Government servant: and 
b. leave of any kind in excess of five years in the case of permanent Government servant. 

1. The payment of allowances under sub-rule (2), sub-rule (3) or sub-rule (5) shall be subject to all 
other conditions under which such allowances are admissible. 

2. The amount determined under the proviso to sub-rule (3) or under sun-rule (5) shall not be less 
than the subsistence allowance and other allowances admissible under rule 68. 

70. No extra cost to be incurred by the grant of pay and allowances under rule 70 to 72 without 
the permission of Government 

No extra cost may be incurred by the grant of pay and allowances under rules 70,71 except sub-
rule (3), and 72 except sub-rule (2) without the permission of Government. In cases however, 
where the cost does not exceed Rs. 2,000 and where the period during suspension, removal or 
dismissal from service, does not exceed two years, the excess expenditure may be admitted on 



the sanction of the authority mentioned in rules 70,71 except sub-rule (3) and 72 except sub-rule 
(2). 

Note 1.- It is necessary under this rule to obtain the approval of Government to  
the payment of- 

a. any amount exceeding Rs.2000, or 
b. any amount not exceeding Rs.2000, if the period in respect of which it is paid, exceeds 

two years. 

Note 2 :- Departmental enquiries in disciplinary matters are generally not completed 
expeditiously and that at times drag on for a considerably long time. Such enquiries should be 
held and completed as quickly as possible and that in any case the period should not exceed three 
months from the date a decision has been taken to hold a departmental enquiry. If for any reasons 
the enquiry is likely to take longer time, the Enquiry Officer, unless he is himself the Head of 
Department should submit a report to the Head of his Department giving reasons for the delay 
and the latter should obtain the sanction of Government for allowing the Enquiry Officer an 
extension of time to complete his enquiry if he is satisfied that there is a case for such extension. 
In case the Enquiry Officer is himself the Head of Department, he should report the reasons for 
delay, if any, to Government and obtain an extension of time for completing enquiry. 

 
Note 3. - It is necessary to obtain the approval of Government to the payment of pay and 
allowances in cases where reinstatement is ordered by setting aside the order of 
dismissal/removal on the ground that it was passed by an authority subordinate to the appointing 
authority or was so passed without giving reasonable opportunity to show cause in respect of 
such order. In all such cases a report explaining why the proper procedure was not observed 
should invariably be sent to Government to enable it to decide whether the loss caused to 
Government should be recovered from the official(s) concerned in proportion to his/her/their 
responsibility. 

Instruction:- This rule is not applicable to those cases in which the period of absence from duty, 
either by way of suspension or by way of the period spent out of service, is treated as leave due 
and admissible. 

74. Adjustment of subsistence allowance against final payment 

The amount of subsistence allowance, if any, already drawn is to be deducted from the pay and 
allowances or proportion of them which may be granted under 70, 71, or 72 as the case may be. 

75. Filling in vacant posts substantively due to reduction, removal or dismissal, after one 
year. 

Posts vacated by Government servants, removed or dismissed from service, may be filled 
substantively only after the expiry of the period of one year from the date of such reduction, 



removal, or dismissal, as the case may be, subject to the condition that the arrangements thus 
made will be reversed if such Government servants are re-instated on appeal.  

76. Grant of pay and allowances on reinstatement does not cancel officiating arrangements. 

The grant of pay and allowances or a proportion of them under rules 70, 71 o 

72 does not cancel any acting arrangements which may have been in force during  

the period of a Government servant's suspension, removal, dismissal or reduction. 

Note:- Cases where Governments are re-instated when the order of 

dismissal/removal is set aside for the reason that it was passed by an authority not  

competent to pass such an order or was so passed without giving a reasonable  

opportunity to show cause in respect of such order, will be covered by this rule. 

 



No.6/3/2013-Estt (Pay-I) 
Ministry of Personnel, Public Grievances and Pensions 

Department of Personnel & Training 

North BIRck, New Delhi 
Dated the e 'February, 2014 

OFFICE MEMORANDUM 

' Subject: Regulation of pay on imposition of a penalty under CCS (CCA) Rules, 1965. 

The undersigned is directed to say that the following penalties prescribed in the Rule 
11 of CCS (CCA) Rules, 1965, have a bearing on the pay of the officer: 

11. Penalties 

Minor Penalties - 

(iii a) reduction to a lower stage in the time-scale of pay by one stage for a period 
not exceeding three years, without cumulative effect and not adversely 
affecting his pension. 

(iv) withholding of increments of pay; 

Major Penalties - 

(v) save as provided for in clause (iii) (a), reduction to a lower stage in the time- 
scale of pay for a specified period, with further directions as to whether or 
not the Government servant will earn increments of pay during the period of 
such reduction and whether on the expiry of such period, the reduction Will 
or will not have the effect of postponing the future increments of his pay 

(vi) reduction to lower time-scale of pay, grade, post or Service for a period to 
be specified in the order of penalty, which shall be a bar to the promotion 
of the Government servant during such specified period to the time-scale of 
pay, grade, post or Service from which he was reduced, with direction as to 
whether or not, on promotion on the expiry of the said specified period - 

(a) the period of reduction to time-scale of pay, grade, post or service shall 
operate to postpone future increments of his pay, and if so, to what extent; 
and 

(b) the Government servant shall regain his original seniority in the higher 
time scale of pay , grade, post or service; 

2. 	 Consequent upon implementation of the recommendations of 6 th  CPC under the CCS 
(RP) Rules, 2008 pay scale of a post/grade for below HAG level means the Pay Band and 
Grade Pay specified for that post. Under the CCS (RP) Rules, 2008 a Pay Band may cover 



Government servants in more than one Grade Pay or posts in the hierarchy. As per Rule 9 of 
the CCS (Revised Pay) Rules, 2008, the rate of increment in the revised pay structure is 3% 
of the sum of the pay in the Pay Band arid Grade Pay applicable, which is to be rounded off 
to the next multiple of 10. Further, as per Rule 10 of the CCS (Revised Pay) Rules, 2008, 
there is now a uniform date of increment, that is, l g  July of the year. 

3. 	 The mode of implementation of these penalties has been clarified to individual 
Ministries/Departments wherever references have been received. It is now proposed to issue 
detailed guidelines on the issue. The regulation of pay on imposition of these penalties is in 
the subsequent pants: 

A. Reduction to a lower stage of pay by one stage (Rule 11( iii all  

On imposition of a penalty under this Rule, the pay would be fixed at the next lower 
stage in the Pay Band. In other words, in case of reduction by one stage, the revised pay 
would be the pay drawn in the Pay Band at the stage before the last increment. Grade Pay 
attached to the post would remain unchanged. The pay will be fixed by reversing the mode 
of allowing increments given in Rule 9 of the CCS (RP) Rules, 2008. The formula would 
be:- 

Reduced Pay In Pay Band = {(Pay in Pay Band+ Grade Pay) x 100/103} less (Grade Pay) 
(rounded off to next 10) 

Fajta! be Pay in Pay Band as above + Grade Pay 

B. Withholding of increment (Rule 11(101  

As the uniform date of increment now is 1 g` July, on imposition of a penalty of 
withholding of increment, the increment(s) due on the 1 g` of July falling after the date of 
imposition of the penalty would be withheld. In case where penalty of withholding of more 
than one increment is imposed, increments due on l g  of Juty in the subsequent years would 
similarly be withheld. The increment would be restored at the end of the period for which 
the penalty is imposed. 

This also applies to cases where the penalty is imposed for part of a year. For 
instance, if the penalty of withholding of the increment for six months is imposed on a 
Government servant in April 2013, then the increment falling due on 1.7.2013 will be 
withheld for a period of six months, that is, till 31.12.2013. The increment would be released 
w.e.f. 1.1.2014. In this case the next increment falling due on 1.7.2014 will also be allowed. 

C. Reduction to a lower stage in the time-scale of pay for a specified periodfRule 11(v)}  

The process of imposition of penalty of reduction by one stage under Rule 11(iii a) 
explained above shall be repeated for every additional stage of reduction by taking the pay 
arrived at notionally as pay for the second reduction, and so on. Grade Pay shall remain 
unchanged. 

NOTE 1: It is not permissible to impose a penalty under this rule if the pay after imposition 
of the penalty would fall below the minimum of the Pay Band attached to the post. 

2 



NOTE 2: A Pay Band may cover Government servants in different Grade Pays or holding 
posts at several levels in the hierarchy. It needs to be kept in mind that reduction to lower 
pay scale or grade is a distinct penalty, under Rule 11(vi).Therefore, while imposing a 
penalty of reduction to a lower stage in the time-scale of pay under Rule 11(v) of the CCS 
(CCA) Rules, 1965, Disciplinary Authorities should weigh all factors before deciding upon 
the quantum of penalty, i.e., the number of stages by which the pay is to be reduced. 

D. Reduction to lower time-scale of pay under Rule 11(vi)  

As a result of imposition of a penalty of reduction to lower time-scale of pay, the pay 
of the Government servant would be reduced to the stage of pay he /she would have drawn 
had he/she continued in the lower post for the period of penalty. The mode of fixation of pay 
in this case is similar to reversing the mode of fixation of pay on promotion. Therefore, both 
pay in Pay Band and Grade Pay would be reduced. 

However, Disciplinary Authority has the power, in terms of FR 28, to indicate the 
pay which the Government servant on whom a penalty of reduction in rank has been 
imposed, would draw. The Government servant will be entitled to the Grade Pay of the post 
to which he has been reduced. Thus, the power of the Disciplinary Authority under FR 28 is 
limited to indicating the pay in the Pay Band applicable to the lower ranlc/post. 

In some cases imposition of a penalty under Rule 11(vi) may also involve a change 
in Pay Band. For instance a Government servant holding a post in PB-2 with Grade pay of 
Rs.4200/- may be reduced to a post in PB-1 with Grade Pay of Rs.2800/- 

It may also be noted that a Government servant cannot be reduced in rank to a post 
not held earlier by him in the cadre. For example, an LDC who qualifies as Assistant as a 
Direct Recruit and is later promoted as Section Officer cannot be reduced to the rank of 
LDC but only to that of an Assistant. 

4. 	 Some illustrations on pay fixation in above types of cases are annexed. 

(Mukesh Chaturvedi) 
Deputy Secretary to the Government of India 

Tele: 23093176 
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To 

All Ministries/ Departments (as per standard list) 

CM also forwarded to: 

1. Secretary General / Registrar General, Supreme Court of India. 
2. Secretary General of Lok Sabha Sect / Rajya Sabha Sect 
3. Secretaries in Cabinet Seen. / Central Vigilance Commission / President's Sect / 

Vice-President's Sect/ Prime Minister's Office /Planning Commission. 
4. Controller General of Accounts/Controller of Accounts, Ministry of Finance. 
5. Governors of all States/Lt. Governors of all Union Territories. 
6.. 	 Secretary, National Council of JCM (Staff Side), 13-C, Feroz Shah Road, New 

Delhi. 
'7. 	 All Members of Staff Side of the National Council of JCM/ Departmental Council. 
8. All Officers / Divisions / Sections of Dept of Personal & Training / Deptt. of 

Administrative Reforms & 	 Public Grievances / Department of Pensions & 
Pensioners Welfare/ PESB 

9. Joint Secretary (Pers.), D/o Expenditure, Ministry of Finance. 
10.- Additional Secretary (Home), Ministry of Home Affairs. 

Director NIC, DoPT- for uploading on the web site of the Department under 
Establishment "Pay Rules" as well as "CCS (CCA Rules)". 

12. 4214pare copies. 	 yr '• 

bitt 

(Mukesh Chaturvedi) 
Deputy Secretary to the Government of India 

Tele: 23093176 
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Pay in Pay 
Band Rs 
20460 

Pay in Pay 
Band 
19730 
19020 
18330 
17660 
17010 

Grade Pay 

4800 

Grade Pay (Rs) 

4800 
4800 
4800 
4800 
4800 

25260 

Total (Rs) 

24530 
23820 
23130 
22460 
21810 

On the date of 
enal 

Reduction 

4200 14340 

Total 
Rs 

Grade Pay (Rs) 

Grade Pay 
Rs 

4200 13930 
4200 13530 
4200** 13140** 

Pay in Pay 
Band Rs 
10140 

Reduction 

On the date of 
enal 

Reduction 

9730 
9330 
8940** 

Total (Rs) 

Se. 

ILLUSTRATIONS 

Reduction to a lower state in Pav Band 

ExariSiLl 

:VOTE: There may be some difference when the process is reversed i.e. 
when increment is allowed. This is because of rounding off of pay in Pay s 

Band to next 10. 

** In the above illustration, a penalty of reduction by more than two stages 
would take the pay in the Pay Band below the minimum of the Pay Band, 
such a penalty would therefore not be implementable in view of Note 2 

under para 3C . 
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Case 1: Reduction to a lower stage 

The penalty of reduction to a lower stage in the time-scale of pay by one 
stage for a period of one year, without cumulative effect and not adversely affecting 
his pension is imposed on a Government servant w.e.f. 13.03.2013. The 
Government servant was drawing Rs. 15440 + GP Rs.4200 in Pay Band 2 (Rs.9300- 
34800) 

A. Pay when penalty imposed 	 = Rs.15440+ 4200 =19640 

B. Reduced Pay} = 1(15440+4200) x 100/103 less (4200) rounded off to next 10 
in Pay Band} 

= 19067 -4200 = 14867 rounded off to Its 14870 

C. Reduced Pay w.e.f.13-3-2013 	 = Rs.14870 +OP Rs.4200 =19070 

Increment (notional) ) 1-7-2013 =15440 + (19640 x 3%)@@ +4200 

=15440+590°44200 

Pay after increment = 16030+4200=20230 

" rounded off to next 10 

D. Pay w.e.f. 13-3-2014 	 = its 16030+ 4200= Rs.20230 
E. Pay w.e.f. 1 ,7-2014 	 = Rs 16640+4200 = Rs 20840 
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Case 2: Reduction to a lower stage 

The penalty of reduction to a lower stage in the time-scale of pay by two 
stages for a period of one year is imposed on a Government servant w.e.f. 13-03-
2013. It is further directed that the Government servant Government servant would 
earn increment during the period and the reduction will not have the effect of 
postponing future increments of pay. 

The Government servant was drawing Rs. 15440 + GP Rs.4200 in Pay Band 
2 (Rs.9300-34800) 

(same as in Case 1 but reduction by 2 stages) 

A. Pay when penalty imposed 	 = Rs.15440+ 4200 =19640 

B. Reduced Pav in Pay Band 

Step -1 First stage reduction 

={ (15440+4200) x 100/103 less (4200) rounded off to next 10 
= 19067 -4200 = 14867 rounded off to Rs 14870 

Pay= 14870+4200=19070 

Step-2 Second stage reduction 

={ (14870+4200) x 100/103 less (4200) rounded off to next 10 
= 18514 -4200 = 14314 rounded off to Its 14320 

C. Reduced Pay w.e.f.13-3-2013 = Rs.14320 +GP Rs.4200 =18520 

Increment (notional) ) 1-7-2013 	 =15440 + (19640 x 3%)00  +4200 

=15440+59000+4200 

Pay after increment = 16030+4200=20230 

°° rounded off to next 10 

D. Pay w.e.f. 13-3-2014 	 = Rs 16030+ 4200= Rs.20230 
E. Pay w.e.f. 1-7-2014 	 = Rs 16640+4200 = Rs 20840 
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Case 2-A: Reduction to a lower stale 

The penalty of reduction to a lower stage in the time-scale of pay by two 
stages for a period of one year is imposed on a Government servant w.e.f. 
13.03.2013. It is further directed that the Government servant would not earn 
increment during the period and the reduction will not have the effect of postponing 
future increments of pay. 

The Government servant was drawing Rs. 15440 + GP Rs.4200 in Pay Band 
2 (Rs.9300-34800) 

(same as in Case 2 but no increments during penalty period) 

A. Pay when penalty imposed = Rs.15440+ 4200 =19640 

B. Reduced Pay in Pay Band 

Step -1 First stage reduction 

={ (15440+4200) x 100/103 less (4200) rounded off to next 10 
= 19067 -4200 = 14867 rounded off to Rs 14870 

4t• 
Par 14870+4200=19070 

Step-2 Second stage reduction 

={ (14870+4200) x 100/103 less (4200) rounded off to next 10 
= 18514 -4200 = 14314 rounded off to Rs 14320 

C. Reduced Pay w.e.f.13-3-2013 = Rs.14320 +GP Rs.4200 =18520 

NO INCREMENTS DURING THE 
PERIOD OF PENALTY 

D. Pay w.e.f. 13-3-2014 = Rs 15440+4200 = 19640 
E Pay w.e.f. 1-7-2014 = Rs 16030+4200 = 20230 

(Note: The Government servant has drawn Rs.15440 for six months including 
broken periods) 
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Case 3: Reduction to a lower stage  

The penalty of reduction to a lower stage it the time-scale of pay by one stage for a 
period of two years, without cumulative effect and not adversely affecting his pension is 
imposed on a Government servant w.e.f. 13.03.2013. The Government servant was 
drawing Rs. 15440 + GP Rs.4200 in Pay Band 2 (Rs.9300-34800) 

A. Pay when penalty imposed 	 = Rs.15440+ 4200 =19640 

B. Reduced Pay} = { (15440+4200) x 100/103 less (4200) rounded off to next 10 
in Pay BEind } 

= 19067 -4200 = 14867 rounded off to Rs 14870 

C. Reduced Pay w.e.f.13-3-2013 = Rs.14870 +GP Rs.4200 =19070 

Increment (notional) 1-7-2013 =15440 + (19640 x 3%)@@ +4200 

=15440+590 +4200 

Pay after increment 	 = 16030+4200=20230 

@@ Increment (notional) 1-7-2014 = 16030+ (20230 x 3%)@@ +4200 

= 16640+ 4200 =20840 

@@ rounded off to next 10 

D. Pay w.e.f. 13-3-2015 = Rs 16640+4200 = Rs 20840 
E. Pay w.e.f. 1-7-2015 = Rs 17270+4200 = Rs 21470 
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Case 4: Withholding of increment 

The penalty of Withholding of one increment for a period of six months, without 
cumulative effect and not adversely affecting his pension is imposed on an Government 
servant on 13-03-2013. The Government servant was drawing Rs. 15440 + GP Rs.4200 
in Pay Band 2 (Rs.9300-34800) 

A. Pay when penalty imposed 	 = Rs.15440+ 4200 =19640 

Increment (due) 1-7-2013 =15440 + (19640 x 3%) 44  +4200 

=15440+590 +4200 

Pay after increment 	 = 16030+4200=20230 

(4(4)  rounded off to next 10 

This increment is to be withheld for six months i.e. from 1- 7-2013 to 31-12-2013 

B. Pay w.e.f. 1.7.2013 to 31-12-2013 	 = Rs.15440+ 4200 =19640 
C. Pay w.e.f. 1.1.2014 = Rs 16030 + 4200 = 20230 
D. ay w.e.f. 1.7.2014 = Rs 16640+ 4200 = 20840 

Ir • 
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18210+4600=22810  
13-3-2015 

18900+4600=23500  
1-7-2015 

Pay in GP 4200 

15070+4200= 19270 

15650+4200= 19850 

16250+4200= 20450 

16870+4200= 21070 

Pay in GP 4600 

15650+4600= 20250 

16260+4600= 20860 

16890+4600= 21490 

17540+4600= 22140 

1-8=2009 

1-7-2010 

1-7-2011 

1-7-2012 

13-3-2013 16870+4200= 21070 

1-7-2013 17510+4200= 21710 

1-7-2014 18170+4200= 22370 

Case 5: Reduction to lower grade 

The penalty of reduction to the post carrying Grade pay of Rs 4200 for a period of two 
years is imposed on Government servant in Grade Pay Rs.4600 w.e.f. 13.03.2013, with further 
directions that the reduction shall not postpone his future increments and on the expiry of the 
period he shall regain his original seniority in the higher grade. 

On 13.03.2013 the Government servant was drawing Rs. 17540 + GP Rs.4600 in Pay Band 
2 (Rs.9300-34800). The Government servant had been promoted to the post in Grade Pay 
Rs.4600 on 1-8-2009. At that time his pay was Rs.15070 + GP 4200 in Pay Band 2. 

In this case the pay in GP 4200 would need to be fixed w.e.f. 13.03.2013 to 12.03.2015 as 
if he had continued in GP 4200. Pay would be regulated as under: 

NOTE: 

1. "Notional pay in GP 4200 from 1-8-2009 to 12-03-2013 

2.
" One increment would be allowed on the Pre Penalty pay as the Government servant would 

have drawn that pay for more than six months as on 1-7-2013 

3.
In case the higher and lower grades are in different Pay Bands then also the same method 

would be followed. 

4.
Under FR-28, the authority Which orders the transfer of a government servant as 

exceeding the 

maximum of the lower grade or post which it may think proper. Provided the pay allowed to be 
drawn by a government servant shall not exceed the pay which he would have drawn by the 
operation of FR 22 read with clause (b) or (c) as the case may be of FR 26. This illustration is 
where no such orders have been passed. Where the disciplinary authority has specified the pay 

to be drawn in the lower post pay will be drawn as per those direct. 

sit 
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THE MAHARASHTRA CIVIL SERVICES 

(Discipline and Appeal) 

Rules, 1979 
 

As modified up to 31-05-2012 
 

 Important Note 
 

The Maharashtra Civil Services (Discipline & Appeal) Rules) 1979 came into force on 12
th

 July 

1979. Thereafter number of amendments has been made to these rules from time to time. The 

State Government regularly publishes Marathi booklet containing the amended rules. However 

no such booklet in English is published regularly. The last Marathi book published by the State 

government contains the rules modified up to 31-07-2008. 

Thereafter a few important amendments have been made to these rules. All the amendments 

made so far have been considered while uploading the rules on this blog. All the amendments 

made so far are also available on the blog. 

The enclosed rules are therefore as modified on 31-05-2012. It will be ensured that the 

amendments made hereafter in future are incorporated in the uploaded version. 

Hope this uploaded version will prove to be useful to all concerned including State Government 

employees. 

 

 

                                                                                                                          S.D.JOSHI,IAS (R)) 

                                                                                                                 Ex-ViceChairman, M.A.T. 
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THE MAHARASHTRA CIVIL SERVICES 

(Discipline and Appeal) 

Rules, 1979 

 

No. MDA-1078-RMC. - In exercise of the powers conferred by the proviso to article 309 of 

the Constitution of India, the Governor of Maharashtra is hereby pleased to make the 

following rules, namely:- 

 

PART I – GENERAL 

1. Short title and commencement 

 

These rules may be called the Maharashtra Civil Services (Discipline and Appeal) Rules, 

1979. 

They shall come into force on the 12th day of July 1979. 

2. Interpretation  

 

In these rules, unless the context-otherwise requires- 

 

a) "Appointing authority" in relation to a Government servant means- 

(i)  The authority competent to make appointments to the Service of which the 

Government servant is for the time being a member or to the grade of the Service 

in which the Government servant is for the time being included, or  

(ii)  the authority competent to make appointments to the post which the Government 

servant for the time being holds, or 

(iii) the authority which appointed the Government servant to such Service,  grade or 

post, as the case may be, or  

(iv)  where a Government Servant having been a permanent member of any other 

Service or having substantively held any other permanent post, has been in 

continuous employment of the Government, the authority which appointed him to 
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that Service or to any grade in that Service or to that post, whichever authority is 

the highest authority; 

 

b) "Commission" means the Maharashtra Public Service Commission; 

 

c) "Disciplinary authority" means the authority competent under these rules to impose 

on a Government servant any of the penalties specified in rule 5; 

 

d) "Head of' Department" shall have the meaning assigned to it in clause (23) of rule 9 

of the Bombay Civil Services, Rules 1958; 

 

e) "Head of' Office" means the authority declared to be such under clause (X-a) of rule 2 

of the Bombay Financial Rules 1959; 

 

f) "Government" means the Government of Maharashtra; 

 

g) "Government servant" means a person who- 

i. is appointed to any Civil Service or post in connection with the affairs of the 

State, and include such Government servant whose services are temporarily 

placed at the disposal of any other Government in India, or a company, or 

corporation owned or controlled by Government, or a local authority or other 

authority, notwithstanding that his salary is drawn from sources other than the 

Consolidated Fund of the State; 

ii. is a member of a Service of or holds a civil post under, any other Government in 

India and whose services are temporarily placed at the disposal of Government or 

iii. is in the service of a local or other authority and whose services are temporarily 

placed at the disposal of Government; 

 

h) "Legal Practitioner" means an advocate, vakil or attorney of any High Court, mukhta 

or revenue agent; 

 

i) * "Major penalty" means any of the penalties specified in item (vii) to (ix) (both 

inclusive) of sub-rule (1) of rule 5; 
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j) ** "Minor penalty" means any of the penalties specified in item (i) to (vi) (both 

inclusive) of sub-rule (1) of rule 5; 

 

k) "Regional Head of Department" means any of the officers specified in the Appendix 

to these rules. 

 

l) "Service" means a Civil Service of the State; 

 

m) "State" means the State of Maharashtra. 

 

* Clause (i) substituted by notification no. CDR-1005/C.R.24/05/11 dated 

29/12/2006. 

** Clause (j) substituted by notification no. CDR-1005/C.R.24/05/11 dated 

29/12/2006. 

 

3. Application 

 

(1) Except as otherwise provided by or under 'these rules, these rules shall apply to 

every Government servant not being, 

(a) any member of an All India Service, 

(b)    person in casual employment of Government, 

(c) an Inspector of Police or a member of the subordinate ranks as defined in 

clause (16) of section 2 of the Bombay Police Act, 1951, 

(d)  any person for whom special provision is made in respect of matters 

covered by these rules, by or under. any law for the time being in force or 

under any agreement entered into by or with previous approval of the 

Governor before or after the commencement of these rules, in regard to 

matters covered by such special provisions, 

 

(2)  Notwithstanding anything contained in Sub-rule (1), the Governor .may, by order 

exclude any class of Government Servants from the operation of all or any of 

these rules. 

 

(3) If any doubt arises 

(a)   whether these rules or any of them apply to any person or 
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(b)  whether any person to whom these rules apply belongs to a particular 

service, the matter shall be referred-to the Governor who shall decide the 

same. 

 

                                            PART II - SUSPENSION 

4. Suspension 

 

(1)  The appointing authority or any authority to which the appointing authority is 

subordinate or the disciplinary authority or any other authority empowered in the 

behalf by the Governor by general or special order may place a Government servant 

under suspension- 

 

(a)  where a disciplinary proceeding against him is contemplated or is pending, or 

 

(b) where in the opinion of the authority aforesaid, he has engaged himself in 

activities prejudicial to the interest of the security of the State, or 

 

(c)  where a case against him in respect of any criminal offence is under 

investigation, inquiry or trial: 

 

Provided that, where the order of suspension is made by an authority lower than the 

appointing authority, such authority shall forthwith report to the appointing authority, the 

circumstances in which the order was made. 

 

(2)  A Government servant shall be deemed to have been placed under suspension by an 

order of appointing authority- 

 

(a)  with effect from the date of his detention, if he is detained in police or judicial 

custody, whether on a criminal charge or otherwise, for a period exceeding 

forty-eight hours; 

 

(b)  With effect from the date of his conviction, if, in the event of a conviction for 

an offence, he is sentenced to a term of imprisonment exceeding forty-eight 

hours and is not forthwith dismissed or removed or compulsorily retired 

consequent to such conviction. 
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Explanation - 

The period of forty eight hours referred to in clause (b) of this sub-rule shall be computed 

from the commencement of the imprisonment after the conviction and for this purpose, 

intermittent periods of imprisonment, if any, shall be taken into account. 

 

(3)  Where a penalty of dismissal, removal or compulsory retirement from Service 

imposed upon a Government servant under suspension is set aside in appeal or on 

review under these rules and the case is remitted for further inquiry or action or with 

any other directions, the order of his suspension shall be deemed to have continued 

in force on and from the date of the original order of dismissal, removal or 

compulsory retirement and shall remain in force until further orders. 

 

(4)  Where a penalty of dismissal, removal or compulsory retirement from service 

imposed upon a Government servant is set aside or declared or rendered void in 

consequence of, or by, a decision of a court of law, and the disciplinary authority, on 

a consideration of the circumstances of the case, decides to hold a further inquiry 

against him on the allegation on which the penalty of dismissal, removal or 

compulsory retirement was originally imposed, the Government servant shall be 

deemed to have been placed under suspension by the appointing authority from the 

date of the original order of dismissal, removal or compulsory retirement and shall 

continue to remain under suspension until further orders. 

 

*  [Provided that no such further inquiry shall be ordered unless it is intended to meet a 

situation where the Court has passed on order purely on technical grounds without going 

into the merits of the case.] 

 

* Proviso inserted by Notification No. CDR-1188/I582/CR-38-88/XI, dated 

12.10.1990. 

 

(5)  (a) An order of suspension made or deemed to have been made under this rule 

shall continue to remain in force until it is modified or revoked by the authority 

competent to do so. 
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(b)  Where a Government servant is suspended or is deemed to have been 

suspended (Whether in connection with any disciplinary proceeding or other -wise), and 

any other disciplinary proceeding is commenced against him during the continuance of 

that suspension, the authority competent to place him under suspension may, for 

reasons to be recorded by it in writing, direct that the Government servant shall 

continue to be under suspension until the termination of all or any of such proceedings. 

 

(c)  An order of suspension made or deemed to have been made under this rule 

may at any time be modified or revoked by the authority, which made or is deemed to 

have made the order or by any authority to which that authority is subordinate. 

 

* Provided that, where a criminal offence is registered against a Government 

Servant, the recommendation of the Suspension Review Committee constituted by the 

Government, in this behalf, shall be obtained by the authority which has made or is 

deemed to have made the suspension order or by any authority to which that authority 

is subordinate, before revoking or modifying the order of suspension of such 

Government.” 

 

* This proviso was inserted by GAD Notification No. CDR-1011/C.R.-109/11, 

dated 11th October, 2011. 

 

                    PART III - PENALTIES AND DISCIPLINARY AUTHORITIES 

5. Penalties 

 

+ [(l) Without prejudice to the provisions of any law [or the time being in force, the 

following penalties may, for good and sufficient reasons and as hereinafter, provided, be 

imposed on a Government servant, namely - 

 

Minor Penalties - 

 

(i) Censure; 

(ii) Withholding of his promotion; 

(iii) Recovery from his pay of the whole or part of any pecuniary loss caused by him 

to Government, by negligence or breach of orders; 

(iv) Withholding of increments of pay; 
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(v) Reduction to a lower stage in the time-scale of pay for a specified period, with 

further directions as to whether or not the Government servant will earn 

increments of pay during the period of such reduction and whether on the expiry 

of such period, the reduction will or will not have the effect of postponing the 

future increments of his pay; 

(vi) ** reduction to lower time scale of pay, grade, post or service for a period to be 

specified in the order of penalty, which shall be a bar to the promotion of the 

Government servant during such specified period to the time scale of pay, grade, 

post or service from which he was reduce with direction as to whether or not, on 

promotion on the expiry of the said specified period, -  

a) the period of reduction to time scale of pay, grade, post or service shall 

operate to future increments of his pay, and if so, to what extent; and  

b) the Government Servant shall regain his original seniority in the higher time 

scale of pay, grade, post or service; 

 

** This Sub Clause (vi) is substituted in place of earlier sub clause (vi) vide GAD 

Notification No. CDR-1010/CR 20/10/11, dated 1st September, 2010. 

    

Major Penalties - 

 

(vii) compulsory retirement; 

(viii) removal from Service which shall not be a disqualification for future  employment  

under Government; 

(ix) dismissal from Service which shall ordinarily be a disqualification for future  

employment under Government: 

 

++ [Provided that, in every case in which the charge of acceptance from any person 

of any gratification, other than legal remuneration, as a motive or reward for doing 

or forbearing to do any official act is established, the penalty mentioned in clause 

(viii) or (ix) shall be imposed; 

 

Provided further that, in any exceptional case and for special reasons recorded in 

writing any other penalty may be imposed]. 

 

Explanation - 



 11 of 44 

 

The following shall not amount a penalty within the meaning of this rule, namely - 

 

(i) Withholding of increments of pay of Government servant for his failure to pass 

any departmental examination or the * [Hindi and Marathi language 

examination] in accordance with the rules or orders governing the service to 

which he belongs or post which he holds or the terms of his appointment; 

(ii) stoppage of a Government servant at the efficiency bar in the time-scale of pay 

on the  ground of his unfitness to cross the bar; 

(iii) non-promotion of a Government servant, whether in a substantive or officiating   

capacity, after consideration of his case, to a Service, grade or post for promotion 

to which he is eligible, on administrative grounds unconnected with his conduct; 

(iv) reversion of a Government servant officiating in a higher Service grade or post to 

a lower Service, grade or post, on the ground that he is considered to be 

unsuitable for such higher Service, grade or post or on any administrative ground 

unconnected with his conduct; 

(v) reversion of a Government servant appointed on probation to any other Service, 

grade or post, to his permanent Service, grade or post during or at the end of the 

period of probation in accordance with the terms of his appointment or the rules 

and orders governing such probation; 

(vi) replacement of the services of .a Government servant, whose services had been 

borrowed from any Government in India or any authority under its control, at the 

disposal of such Government, or authority; 

(vii) compulsory retirement of a Government servant in accordance with the 

provisions relating to his superannuation or retirement; 

(viii) termination of the services – 

(a) of a Government servant appointed on probation, during or at the end of the 

period of his probation, in accordance with the terms of his appointment or the 

rules and orders governing such probation; or 

(b) of a temporary Government servant unconnected with his conduct; or 

(c) of a Government servant employed under an agreement, in accordance with 

the terms of such agreement. 

 

(2) Where a penalty mentioned in item (v) or (vi) in sub-rule (1) is imposed on a 

Government servant, the authority imposing the penalty shall expressly state in the order 
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imposing the penalty that the period for which the reduction is to be effective will be 

exclusive of any interval spent on leave before the period is completed. 

 

+ Sub-rule (1) Substituted by Notification No. 1097/CR No. 32/97/XJ dated 5-2-

1998. 

 

++ Both the provisos shown in the brackets below the Major Penalty of dismissal 

were added vide notification number CDR 1188/1582/CR.38-88/XI dated 12- 10- 

1990 

 

* The words in the bracket in explanation (I) below sub- rule (1) were inserted 

vide notification number CDR.1187/246/5/XI dated 04- 02- 1987 

                                                   

6. Disciplinary authorities 

 

(l) The Governor may impose any of the penalties specified in rule 5 on any Government 

servant. 

(2) Without prejudice to the provisions of sub-rule (1), Appointing Authorities may  impose 

any on the penalties specified in rule 5 upon members of Class III and Class IV Services 

serving under them, whom they have power to appoint: 

 

Provided that the Heads of Offices shall exercise the powers of imposing minor penalties 

on the Class III and Class IV Government servants under their respective administrative 

control: 

Provided further that Heads of Departments and Regional Head of Departments shall 

exercise the powers of imposing minor penalties only in relation to Government servants 

of State Service (Class II) under their respective control: 

* [[Provided also that, the Heads of Departments shall exercise the powers of imposing 

minor penalties only in relation to Government servants of State service (Class-I) under 

their respective administrative control who draw pay in a scale, the minimum of which 

does not exceed +(Rs. 10650)]. 

 

# [[(3) Without prejudice to the provisions of sub-rule (1), the Commissioners of Divisions 

shall, in the course of implementation of the Employment Guarantee Scheme under 

the Maharashtra Employment Guarantee Act, 1977(Mah. XX of 1978), exercise the 
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powers of imposing minor penalties only in relation to Government servants of State 

Service, Class I, drawing pay in a scale the minimum of which is +[Rs. 10650) or 

less and of State Services, Class II, and shall also exercise .the powers of imposing 

any of the penalties specified in rule 5 in relation to members of Class III and Class 

IV Services serving in the said Scheme.]] 

 

* The Proviso inserted by Notification No. CDR.1185/2777/3/XI, dated 

17.4.1986. 

 

# Sub-rule (3) inserted by Notification No. CDR 1187/1351/27- XI dated 

18/6/1987. 

 

+ Letters and figures "Rs. 3000/- “substituted by Notification number CDR- 

1189/ 1258/ 20/ XI dated 18- 10- 1989, in third Proviso below sub- rule 

(2) and in sub- rule (3) were further substituted by the letters and figures 

Rs. 10650/- by Notification No. CDR-1001/773/C.R.13/01/XI, dated 

29.10.2004. 

7. Authority to institute proceedings 

 

(1) The Governor or any other authority empowered by him by general or special order 

may- 

(a) institute disciplinary proceedings against any Government servant; 

 

(b) direct a disciplinary authority to institute disciplinary proceedings against any 

Government servant on whom that disciplinary authority is competent to impose 

under these rules any of the penalties specified in rule 5. 

 

+ (c) [direct the transfer of any pending enquiry from any enquiring authority, appointed by 

the disciplinary authority under sub-rule (2) of rule 8, to any other enquiring 

authority if he is satisfied that it .is necessary for timely completion of enquiry]. 

 

(2) A disciplinary authority competent under these rules to impose any of the penalties 

specified in rule 5 may institute disciplinary proceeding against any Government servant 

on whom the disciplinary authority is competent to impose any of the penalties specified 

in rule 5. 
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+ Inserted by Notification No. CDR 1097/ CR-I0/ 97/XI dated 6.2.1998. 

 

                         PART IV -PROCEDURE FOR IMPOSING PENALTIES 

8. Procedure for imposing major penalties 

 

(1)  No order imposing any of the major penalties shall be made except after an inquiry 

held, as far as may be, in the manner provided in this rule and rule 9, or where such 

inquiry is held under the Public Servants (Inquiries) Act 1850 (37 of 1850), in the 

manner provided in that Act. 

 

(2)    Whenever the disciplinary authority is of the opinion that there are grounds for inquiring 

into the truth of any imputation of misconduct or misbehaviour against a Government 

servant it may itself inquire into, or appoint under this rule or under the provisions of 

the Public Servants (Inquiries) Act, 1850, as the case may be, an authority to inquire 

into the truth thereof. 

 

** Provided that, where there is a complaint of sexual harassment within the meaning of 

Rule 22 A of Maharashtra Civil Service (Conduct) Rules, 1979, the Complaints Committee 

established in each Department or Office for inquiring into such complaints, shall be deemed 

to be the inquiring authority appointed by the disciplinary authority for the purpose of these 

rules and the Complaints Committee shall hold, if separate procedure has not been 

prescribed for the Complaints Committee for holding the enquiry into the complaints of 

sexual harassments, the enquiry as far as practicable in accordance with the procedure laid 

down in these rules.  

 

Explanation- 

Where a disciplinary authority itself holds an inquiry under this rule, any reference to an 

inquiring authority in this rule shall, unless the context otherwise requires, be construed 

as reference to the disciplinary authority.  

 

(3)   Where it is proposed to hold an inquiry against a Government servant under this  rule, 

the disciplinary authority shall draw up or cause to be drawn up- 
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(i)  the substance of the imputations of misconduct or misbehaviour into definite and distinct 

articles of charge; 

 

(ii) a statement of the imputation of misconduct or misbehaviour in support of each article  

of charge, which shall contain- 

 

(a) a statement of all relevant facts including any admission or confession made by the 

Government servant; and 

 

(b) a list of documents by which, and a list of witnesses by whom, the articles of charges 

are proposed to be sustained. 

 

(4)  The disciplinary authority shall deliver or cause to be delivered to the Government 

servant, a copy of articles of charge the statement of the imputations of misconduct or 

misbehaviour, and a list of documents and of the witnesses by which each article of 

charge is proposed to be sustained, and shall by a written notice require the 

Government servant to submit to it within such time as may be specified in the notice, a 

written statement of his defence and to state whether he desires to be heard in person. 

 

(5) (a)  On receipt of the written statement of defence the disciplinary authority may itself 

inquire into such of the articles of charge as are not admitted, or, if it considers it 

necessary as to do, appoint, under sub-rule (2) an inquiring authority for the 

purpose, and where all the articles of charge have been admitted by the Government 

servant in his written statement of defence, the disciplinary authority shall record its 

findings on each charge after taking such evidence as it may think fit and shall act in 

the manner laid down in rule 9 of these rules. 

 

(b)  If no written statement of defence is submitted by the Government servant, the 

disciplinary authority may itself inquire into the articles of charge or may, if it 

considers it necessary to do so appoint under sub-rule (2) of these rules an inquiring 

authority for the purpose. 

 

(c)   Where the disciplinary authority appoints an inquiring authority it may, by an order, 

appoint a Government servant or a legal practitioner, to be known as the "Presenting 
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Officer" to present the case in support of the articles of charge before the inquiring 

authority. 

 

(6) The disciplinary authority shall where it is not the inquiring authority, forward to the 

inquiring authority- 

 

(i)  a copy of each of the articles of charge and the statement of the imputations of 

misconduct or misbehaviour; 

 

(ii)  a copy of the written statement of defence, if any, submitted by the Government 

servants; 

 

(iii)  copies of statements of witnesses if any, referred to in sub-rule (3) of this rule; 

 

(iv)  evidence proving the delivery of the documents referred to in sub-rule (3) to the 

Government servant; and 

 

(v) a copy of the order appointing the presenting Officer. 

 

(7)  *** The Government servant shall appear in person before the inquiring authority on 

such day and at such time within ten working days from the date of receipt by the 

inquiring authority of the articles of charge and the statement of the imputations of 

misconduct or misbehaviour, as the inquiring authority may, by a notice in writing, 

specify in this behalf, or within such further time, not exceeding ten days, as the 

inquiring authority may allow. 

 

(8) ++ a) The Government Servant may take the assistance of any other Government 

Servant posted in any office either at his head quarters or at the place where the 

enquiry is held, to present the case on his behalf, but may not engaged a legal 

practitioner for the purpose, unless the Presenting Officer appointed by the disciplinary 

authority is a legal practitioner, or, the disciplinary authority, having regard to the 

circumstances of the case, so permits.  

 Provided that the Government Servant may take the assistance of any other 

Government servant posted at any other station, if the inquiring authority having regard 

to the circumstances of the case, and for reasons to be recorded in writing, so permits.  
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Note- The Government servant shall not take the assistance of any other Government servant 

who has three pending disciplinary cases on hand in which he has to give assistance.  

 

 b) the Government servant may also take the assistance of a retired Government 

servant to present the case on his behalf, subject to such conditions as may be specified 

by the Governor from time to time, by general or special order in this behalf.  

 

(9)  If the Government servant who has not admitted any of the articles of charge in his 

written statement of defence, or has not submitted any written statement of defence, 

appears before the inquiring authority, such authority shall ask him whether he is guilty 

or has any defence to make and if the pleads guilty to any of the articles of charge, the 

inquiring authority shall record the plea, sign the record and obtain signature of the 

Government servant thereon. 

 

(10) The inquiring authority shall return a finding of guilt in respect of those articles of charge 

to which the Government servant pleads guilty. 

 

(11) The inquiring authority shall, if the Government servant fails to appear within the 

specified time or refuses or admits to plead, require the Presenting Officer to produce 

the evidence by which he proposes to prove article of charge and shall adjourn the case 

to a later date not exceeding thirty days, after recording an order that the Government 

servant may, for the purpose of preparing his defence, 

 

(i)  inspect within five days of the order or within such further time not exceeding five days 

as the inquiring authority may allow, the documents specified in the list referred to in 

sub-rule (3) of this rule. 

 

(ii)  submit a list of witnesses to be examined on his behalf. 

 

(iii) give a notice within ten days of the order or within such further time not   exceeding ten 

days as the inquiring authority may allow, for the discovery or production of any 

documents which are in the possession of Government but not mentioned in the list 

referred to in sub-rule (3) of this rule, indicating the relevance of such documents. 
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(12) Where the Government servant applies orally or in writing for the supply of copies of 

the statements of witnesses mentioned in the list referred to in sub-rule (3) of this 

rule, the inquiring authority shall furnish him with such copies as early as possible, and 

in any case not later than three days before the commencement of the examination of 

the witnesses on behalf of the disciplinary authority. 

 

(13) Where the inquiring authority receives a notice from the Government servant for the 

discovery or production of documents, the inquiring authority shall forward the same 

or copies thereof to the authority in whose custody or possession the documents are 

kept, with a requisition for the production of the documents by such date as may be 

specified in such requisition. 

 

Provided that, the inquiring authority may, for reasons to be recorded by it in writing, 

refuse to requisition such of the documents as are, in its opinion, not relevant to the 

case. 

 

(14) On receipt of the requisition referred to in sub-rule (13), every authority having the 

custody or possession of the requisitioned documents shall produce the same before 

the inquiring authority: 

 

Provided that, if the authority having the custody or possession of the requisitioned 

documents is satisfied for reasons to be recorded by it in writing that the production of 

all or any of such documents would be against the public interest or security of the 

State, it shall inform the inquiring authority and the inquiring authority shall, on being 

so informed, communicate the information to the Government servant and withdraw 

the requisition made by it for the production of discovery of such documents. 

 

(15) The inquiry shall be commenced on the date fixed in that behalf by the inquiring 

authority and shall be continued thereafter on such date or dates as may be fixed time 

to time by that authority. 

 

(16) On the date fixed for the inquiry, the oral and documentary evidence by which the 

articles of charge arc proposed to be proved shall be produced by or on behalf of, the 

disciplinary authority.The witnesses shall be examined by or on behalf of the 

Presenting Officer and may be cross-examined by or on behalf of the Government 
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servant. The Presenting Officer shall be entitled to re-examine, the witnesses an any 

points on which they have been cross-examined, but not on any new matter, without 

the leave of the inquiring authority. The inquiring authority may also put such 

questions to the witnesses as it thinks fit. 

 

(17) If it shall appear necessary before the close of the case on behalf of the disciplinary 

authority, the inquiring authority may, in its discretion, allow the Presenting Officer to 

produce evidence not included in the list given to the Government servant or may 

itself call for new evidence or recall and re-examine any witness and in such case the 

Government servant shall be entitled to have, if he demands it. a copy of the list of 

further evidence proposed to be produced and an adjournment of the inquiry for three 

clear days before the production of such new evidence, exclusive of the day of 

adjournment and the day to which the inquiry is adjourned. The inquiring authority 

shall give the Government servant an opportunity of inspecting such documents before 

they are taken on the record. The inquiring authority may also allow the 

Government servant to produce new evidence, if it is of the opinion that the production 

of such evidence is necessary in the interests of justice: 

 

Provided that no new evidence shall be permitted or called for or any witness shall be 

recalled to fill up any gap in the evidence unless there is an inherent lacuna or defect 

in the evidence which has been produced originally. 

 

(18) When the case for the disciplinary authority is closed, the Government servant shall be 

required to state his defence, orally or in writing, as he may prefer. If the defence is 

made orally, it shall be recorded and the Government servant shall be required to sign 

the record. In either case a copy of the statement of defence shall be given to the 

Presenting Officer appointed, if any. 

 

(19) The Evidence on behalf of the Government servant shall then be produced. The 

Government servant may examine himself in his own behalf if he so prefers. The 

witnesses produced by the Government servant shall then be examined and shall be 

liable to cross- examination, re-examination and examination by the inquiring 

authority according to the provisions applicable to the witnesses for the disciplinary 

authority. 
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(20) The inquiring authority may, after the Government servant closes his case and shall, if 

the Government servant has not examined himself, generally question him on the 

circumstances appearing against him in the evidence for the purpose of enabling the 

Government servant to explain any circumstances appearing in the evidence against 

him. 

 

(21) The inquiring authority may, after the completion of the production of evidence, hear 

the Presenting Officer, appointed, if any, and the Government servant, or permit them 

to file the written briefs of their respective case, if they so desire. 

 

(22) If the Government servant to whom a copy of the articles of charge has been 

delivered, does not submit a written statement of defence on or before the date 

specified for the purpose or does not appear in person before the inquiring authority or 

otherwise fails or refuses to comply with the provisions of this rule, the inquiring may 

hold the inquiry ex-parte. 

 

(23) (a) Where a disciplinary authority competent to impose any of the minor penalties but 

not competent to impose any of the major penalties has itself inquired into or 

caused to be inquired into any of the articles of charge and that authority, having 

regard to its own findings or having regard to its decision on any of the findings of 

any inquiring authority appointed by it, is of the opinion that any of the major 

penalties should be imposed on the Government servant, that authority shall 

forward the records of the inquiry to such disciplinary authority as is competent to 

impose such major penalty. 

 

(b) The disciplinary authority to which the records are so forwarded may act on the 

evidence on the record or may, if it is of the opinion that further examination of 

any of the witnesses is necessary in the interests of justice, recall the witness and 

examine, cross-examine and re-examine the witness, and may impose on the 

Government servant such penalty as it may deem fit in accordance with these 

rules. 

Provided that if any witnesses are recalled, they may be cross-examined by or on 

behalf of the Government servant. 
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(24) Whenever any inquiring authority, after having heard and recorded the whole or any 

part of the evidence in an inquiry ceases to exercise jurisdiction therein, and is 

succeeded by another inquiring authority which has, and which exercises, such 

jurisdiction, the inquiring authority so succeeding may act on the evidence so recorded 

by its predecessor, or partly recorded by its predecessor and partly recorded by itself: 

 

Provided that, if the succeeding inquiring authority is of the opinion that further 

examination of any of the witnesses whose evidence has already been recorded is 

necessary in the interests of justice, it may recall, examine cross-examine and re-

examine any such witnesses as hereinbefore provided. 

 

Provided that, if any witnesses are recalled, they may be cross-examined by or on 

behalf of the Government servant. 

 

(25) After conclusion of the inquiry, a report shall be prepared by the inquiring authority, 

such report shall contain- 

(a) the articles of the charge and the statement of the imputations of misconduct or 

misbehaviour; 

(b) the defence of the Government servant in respect of each article of charge; 

(c) an assessment of the evidence in respect of each article of charge; 

(d) the findings on each article of charge and the reasons therefor; 

 

   + [(e) Recommendation regarding the quantum of punishment] 

 

(26) Where, in the opinion of the inquiring authority, the proceedings of the inquiry 

establish any article of charge, different from the original article of the charge and it 

may record its finding on such article of charge: 

 

  Provided that, the findings on such article of charge shall not be recorded unless the 

Government servant has admitted the facts on which such article of charge is based or 

has had a reasonable opportunity of defending himself against such article of charge. 

 

(27) The inquiring authority, where it is not itself the disciplinary authority, shall, forward to 

the disciplinary authority the records of inquiry which shall include- 
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(a) the report prepared by it under sub-rule (25); 

 

(b) the written statement of defence, if any, submitted by the Government servant; 

 

(c) the oral and documentary evidence produced in the course of the inquiry; 

 

(d) written briefs, if any, filed by the Presenting Officer or the Government servant or 

both during the course of the inquiry; and 

 

(e) the orders, if any, made by the disciplinary authority and the inquiring authority in 

regard to the inquiry. 

 

* The words in the bracket shown in sub- rule 8 inserted by Notification No. CDR. 

1096/CR-83/96-11 dated 10-6-1998. 

 

+ Clause (e) of Sub-rule (25) deleted by Notification No. CDR 1096/ CR-58-96/XI 

dated 1-12-1997. 

 

** This proviso was inserted by a GAD Notification No. CDR-1008/C.R.45/08/11, 

dated 1st April, 2010 published in Government Gazette for the period from April 15 

to 21 April, 2010. 

 

*** This sub Rule (7) was substituted in place of earlier sub rule (7) vide GAD 

Notification No. CDR-1008/CR-45/08/11, dated 1st April, 2010 published in 

Maharashtra Government Gazette (Part 4 A) for the period from April 15 to 21 

April, 2010.  

 

++ This Sub Rule (8) was substituted in place of earlier sub rule (8) vide GAD 

Notification No. CDR-1008/CR-45/08/11, dated 1st April, 2010 published in 

Maharashtra Government Gazette (Part 4 A) for the period from April 15 to 21 

April, 2010.  
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9. Action on the inquiry report 

 

(1)  The disciplinary authority, if it is not itself the inquiring authority may, for reasons 

to be recorded by it in writing, remit the case to the inquiring authority for further 

inquiry and report, and the inquiring authority shall thereupon proceed to hold the 

further inquiry according to the provisions of rule 8 of the these rules as far as may 

be. 

 

** (2)  The disciplinary authority shall forward or cost to be forwarded a copy of the 

report of the enquiry, if any, held by the disciplinary authority or where the 

disciplinary authority is not the inquiring authority, a copy of the report of the 

inquiring authority together with its own tentative reasons for disagreement, if any, 

with the findings of inquiring authority or any article of charge to the Government 

servant who shall be required to submit, if he so desires, his written representation 

or submission to the disciplinary authority within 15 days, irrespective of whether 

the report is favorable or not to the said Government servant.  

***(2) A – The disciplinary authority shall consider the representation, if any, submitted 

by the Government servant and record its findings before proceeding further in the 

matter as specified in Sub Rules (3) and (4).  

 

(3)   If the disciplinary authority having regard to its findings on all or any of the articles 

of charge is of the opinion that any of the minor penalties should be imposed on 

the Government servant, it shall, notwithstanding anything contained in ru1e 10 of 

these rules on the basis of the evidence adduced during the inquiry held under rule 

8 determine what penalty, if any should be imposed on the, Government servant 

and make an order imposing such penalty: 

 

Provided that, in every case where it is necessary to consult the Commission, the 

record of the inquiry shall be forwarded by the disciplinary authority to the 

Commission for its advice, and such advice shall be taken into consideration before 

making any order imposing any penalty on the Government servant. 

 

+ [(4) If the disciplinary authority, having regard to its findings on all or any of the 

articles of charge and on the basis of the evidence adduced during the inquiry, is of 

the opinion that any of the penalties specified in {clauses *(vii) to (ix) of sub-rule 

(1) of rule 5}, should, be imposed on the Government servant, it shall make an 
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order imposing such penalty and it shall not be necessary' to give. the Government 

servant any opportunity of making representation on the penalty proposed to be 

imposed 

Provided that, in every case where it is necessary to consult the Commission, the 

record of the inquiry shall be forwarded by the Disciplinary authority to the 

Commission for its advice, and such advice shall be taken into consideration before 

making an order imposing any such penalty on the Government servant.] 

 

+ Substituted for earlier Sub-rule (4) by Notification No. CDR. 

1184/1380/27/XI  dated 15.11.1985. 

 

**  This sub Rule (2) has been substituted in place of earlier sub Rule (2) 

vide GAD Notification No. CDR-1009/C.R. 56/09/11, dated 10th June, 2010 

published in Maharashtra Govt. Gazette for the period July 1-7, 2010.  

 

*** This Sub Rule (2 A) has been inserted vide GAD Notification No. CDR-

1009/C.R. 56/09/11, dated 10th June, 2010 published in Maharashtra Govt. 

Gazette for the period July 1-7, 2010 

 

* The words and figures in the bracket have been substituted vide GAD 

Notification No. CDR-1009/C.R. 56/09/11, dated 10th June, 2010 published 

in Maharashtra Govt. Gazette for the period July 1-7, 2010 

10. Procedure for imposing minor Penalties 

 

(1) Save as provided in sub-rule (3) of rule 9, no order imposing on a Government servant  

any of the minor penalties shall be made except after 

(a) informing the Government servant in writing of the proposal to take action against 

him and of the imputations of misconduct or misbehaviour on which it is proposed to 

be taken, and giving him a reasonable opportunity of making such representation as 

he may wish to make against the proposal; 

(b) holding an inquiry in the manner laid down in rule 8, in every case in which the 

disciplinary authority is of the opinion that such inquiry is necessary; 

(c) taking into consideration the representation, if any, submitted by the Government 

servant under clause (a) of this rule and the record of inquiry, if any, held under 

clause (b) of this rule; 
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(d) recording a finding on each imputation of misconduct or misbehaviour; and 

(e) consulting the Commission where such consultation is necessary. 

(2)  Notwithstanding anything contained in clause (b) of sub-rule (1), if in a case it is  

proposed, after considering the representation if any, made by the Government 

servant under clause (a) of that sub-rule, to withhold increments of pay and such 

withholding of increments is likely to affect adversely the amount of pension payable 

to the Governments servant or to withhold increment of pay for a period exceeding 

three years or to withhold increments of pay with cumulative effect for any period + 

[or to impose any of the penalties specified in clauses (v) and (vi) of sub-rule (1) of 

the rule (5)], an inquiry shall be held in the manner laid down in sub- rule (3) to (27) 

of rule 8, before making any order of imposing on the Government servant any such 

penalty. 

(3)   The record of the proceeding in such cases shall include- 

(i) a copy of the intimation to the Government servant of the proposal to take action 

against to him; 

(ii) a copy of the statement or imputations of misconduct or  misbehaviour delivered to 

him; 

(iii) his representations, if any; 

(iv) the evidence produced during the inquiry; 

(v) the advice of the Commission, if any; 

(vi) the findings on each imputation of misconduct or misbehaviour; and 

(vii) the orders on the case together with the reasons therefor. 

 

+ The words shown in the bracket in sub- rule (2) inserted vide notification no. 

CDA-1005/C.R.24/05/11 dated  29/12/2006. 

11.  + Communication of orders 

 
+ Orders made by the disciplinary authority shall be communicated to the Government 

servant, who shall also be supplied with a copy of its finding on each article of charge, or 

whether the disciplinary authority is not the inquiring authority, a statement of the 

finding of the disciplinary authority together with brief reasons for its disagreement, if 

any, with the findings of the inquiring authority and also a copy of the advice, if any, 

given by the Commission, and where the disciplinary authority, has not accepted the 

advice of the Commission, a brief statement of the reasons for such non -acceptance. 
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+ This Sub Rule has been substituted for earlier Sub Rule (11) vide GAD 

Notification No. CDR-1009/C.R. 56/09/11, dated 10th June, 2010 published in 

Maharashtra Govt. Gazette for the period July 1-7, 2010 

 

12.  Common proceedings 

 
(1) Where two or more Government servants are concerned in any, case, the Governor or  

any other authority competent to impose the penalty of dismissal from service on all 

such Government servants may make an order directing that disciplinary action against 

all of them may be taken in a common proceeding. 

 

(2) Where the authorities competent to impose the penalty of dismissal on such 

Government servants are different, an order for taking disciplinary action in a common 

proceeding may be made by the highest of such authorities with the consent of the 

others. 

 

(3) Every order for taking disciplinary action in a common proceeding shall specify- 

(i) the authority which may function as the disciplinary authority for the purpose of such 

common proceeding; 

(ii) the penalties specified in rule 5 which such disciplinary authority shall be competent 

to impose; and 

(iii) whether the procedure laid down in rule 8 and rule 9 or rule 10 shall be followed in 

the proceeding. 

 

13.  Special procedure in certain cases 

 
Notwithstanding anything contained in rules 8 to rule 12 of these rules. 

(i) where any penalty is imposed on a Government servant on the ground of conduct which 

has led to his conviction on a criminal charge; or 

 

(ii) where the disciplinary authority is satisfied for reasons to be recorded by it in writing 

that it is not reasonably practicable to hold an inquiry in the manner provided in these 

rules, or 

 



 27 of 44 

(iii) where the Governor is satisfied that in the interest of the security of the State, it is not 

expedient to hold any inquiry in the manner provided in these rules, or the disciplinary 

authority may consider the circumstances of the case and make such orders thereon as 

it deems fit. 

* [Provided that the Government Servant may be given an opportunity of making  

representation on the penalty proposed to be imposed before any order is made in a 

case under clause (i) 

Provided further that the Commission shall be consulted. Where such consultation is 

necessary before any orders are made in any case under this rule]. 

 

** (iv) Disciplinary proceeding comes to an end immediately on the death of the delinquent 

Government servant. No disciplinary proceedings under these rules, can therefore, be continued 

after the death of the concerned Government servant. 

 

* Both Provisos below clause (iii) were inserted in place of earlier provisos by 

Notification No. CDR.1188/1582/CR. 38.88/XI, dated 12.10.1990. 

 

** Sub-rule (iv) is added vide notification no. CDR 1199/C.R.13/99/11 dated 

23/2/2000. 

 

14.  Provisions regarding Officers lent to any Government in India, Local authority, 

etc. 

 
(1) Where the Services of a Government servant are lent by one department of 

Government to another department of Government or to any other Government in 

India or to an authority subordinate thereto or to a local or other authority (including 

any Company or corporation owned or controlled by Government) (hereinafter in this 

rule referred to as "the borrowing authority") the borrowing authority shall have the 

powers of the appointing authority for the purpose of placing such Government 

servant under suspension and of the disciplinary authority for the purpose of 

conducting a disciplinary proceeding against him: 

Provided that, the borrowing authority shall forthwith inform the authority which lent 

the services of the Government servant (hereinafter in this rule referred to as " the 

lending authority") of the circumstances leading to the order of suspension of such 
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Government servant or the commencement of the disciplinary proceeding, as the 

case may be. 

(2) In the light of the findings in the disciplinary proceeding conducted against the 

Government servant, - 

(i) if the borrowing authority is of the opinion that any of the minor penalties should 

be imposed on the Government servant it may after consultation with the lending 

authority, make such orders on the case as it deems necessary: 

Provided that, in the event of a difference of opinion between the borrowing 

authority and the lending authority, the services of the Government servant shall 

be replaced at the disposal of the lending authority; 

(ii) if the borrowing authority is of the opinion that any of the major penalties should 

be imposed on the Government servant, it shall replace his services at the 

disposal of the lending authority and transmit to it, the proceedings of the 

inquiry; and thereupon the lending authority may, if it is the disciplinary 

authority, pass such orders therein as it may deem necessary or if it is not the 

disciplinary authority, submit the case to the disciplinary authority which shall 

pass such orders on the case as it may deem necessary 

Provided that, before passing any order, the disciplinary authority shall comply 

with the provisions of sub-rules (3) and (4) of rule 9 of these rules.  

 

(3) The orders under clause (ii) of sub-rule (2) of this rule may be passed by the 

disciplinary authority either on the basis of the record of the inquiry transmitted to 

it by the borrowing authority or after holding such further inquiry as it may deem 

necessary, as far as may be in accordance with the provisions of rule 8 of these 

rules. 

15.  Provision regarding Officers borrowed from any Government in India, local 

authority etc 

 
(1) Where an order of suspension is made or a disciplinary proceeding is conducted 

against a Government servant whose services have been borrowed by one 

department of Government from another department of Government or from any 

Government in India or from any authority, subordinate thereto or from a local or 

other authority, (including a company or corporation owned or controlled by 

Government) the authority lending his services (hereinafter in this rule referred to as 

"the lending authority" ) shall forthwith be informed of the circumstances leading to 
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the order of the suspension of the Government servant or of the commencement of 

the disciplinary proceeding, as the case may be. 

(2) In the light of the findings in the disciplinary proceeding conducted against the 

Government servant- 

(i) if the disciplinary authority is of the opinion that any of the minor penalties  

should be imposed on him, it may, subject to the provisions of sub-rule (3) of 

rule 9 of these rules after consultation with the lending authority, pass such 

orders on the case as it may deem necessary. 

Provided that, in the event of a difference of opinion between the borrowing 

authority and the lending authority, the services of the Government servant shall 

be replaced at the disposal of the lending authority; 

(ii) if the disciplinary authority is of the opinion that any of the major penalties 

should be imposed on the Government servant, it shall replace the services of 

such Government servant at the disposal of the lending authority and transmit to 

it the proceedings of the inquiry for such action as it may deem necessary. 

 

PART V – APPEALS 

 

16.  Orders against which no appeal lies 

 
Notwithstanding anything contained in this part, no appeal shall lie(s) against- 

(i)   any order made by the Governor; 

(ii) any order of an interlocutory nature or of the nature of a step- in-aid or the final   

disposal of a disciplinary proceeding, other than an order of suspension; 

(iii) any other order passed by an inquiring authority in the course of an inquiry under 

rule 8 of these rules. 

17.  Orders against which appeal lies 

 
Subject to the provisions of rule 16, a Government servant may prefer an appeal against 

all or any of the following orders, namely :- 

(i) an order of suspension made or deemed to have been made under rule 4 of these 

rules; 

(ii) an order imposing any of the penalties specified in rule 5 of these rules, whether 

made by the disciplinary authority or by any appellate or reviewing authority; 

(iii) an order enhancing any penalty, imposed under rule 5 of these rules; 
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(iv) an order which- 

a) denies or varies to his disadvantages his pay allowances, pension or other 

conditions of. service as regulated by rules or by agreement; or 

(b) denies promotion to which he is otherwise eligible according to the recruitment rule 

and which is due to him according to his seniority; 

(c) interprets to his disadvantage the provisions of any such rule or agreement; 

 

(v) an order 

(a) stopping him at the efficiency bar in the time scale of pay on the ground of his 

unfitness to cross the bar; 

(b) reverting him while officiating in a higher Service, "grade or post to a lower 

Service, grade 'or post, otherwise 'than as a penalty;  

(c) reducing or withholding the pension or denying the maximum pension admissible 

to him under the rules governing pension; 

(d) determining the subsistence and the other allowances to be paid to him for the 

period of suspension or for the period during which he is deemed to be under 

suspension or for any portion thereof; 

(e) determining his pay and allowances  

(i)   for the period of suspension, or 

(ii) for the period from the date of his dismissal, removal, or compulsory    

retirement from service, or from the date of his reduction to a lower Service, 

grade, post, time-scale or stage in a time-scale of pay, to the date of his 

reinstatement or restoration to his Service, grade or post, or  

(f) determining whether or not the period from the date of his suspension or from 

the date of his dismissal, removal, compulsory retirement or reduction to a lower 

Service, grade, post, time- scale of pay or stage in a time-scale of pay to the 

date of his re-instatement or restoration to his Service, grade or post shall be 

treated as a period spent on duty for any purpose. 

 

Explanation- In this rule, 

 

(i) the expression "Government Servant" includes a person who has ceased to be 

in Government service. 

(ii) the expression "Pension includes additional pension, gratuity and any other 

retirement benefits. 
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18.  Appellate authorities 

 

(1) Subject to the provisions of any law for the time being in force, 

* (i) a member of class I or class II services (Group A or Group B service, including a 

person who belonged to any of these classes immediately before he ceased to be in 

service), may appeal to 

a) Government against the orders passed by the authorities subordinate to 

Government, imposing penalties on him or 

b) The Governor, against the orders passed by the Government or any authority not 

subordinate to Government imposing penalties on him. 

 

(ii) a member of class III or Class IV Service (including a person who belonged to any 

of those classes immediately before he ceased to be in Service), may appeal to the 

immediate superior of the Officer imposing a penalty upon him under rule 5 of 

these rules; [**and no further appeal shall be admissible to him.] 

 

+ [Provided that - - - - - - - -  - - -------] 

 

(2) Notwithstanding anything contained in sub-rule (1) of this rule- 

(i) an appeal against an order in a common proceeding held under rule 12 of 

these rules shall lie to the authority to which the authority functioning as the 

disciplinary authority for the purpose of that proceeding is immediately 

subordinate: 

 

+ + [Provided that where such authority is subordinate to the Governor in respect of 

a Government servant for whom Governor is the appellate authority in terms of 

clause (i) of sub-rule (l), the appeal shall lie to the Governor.] 

 

 (ii) where the person who made the order appealed against becomes, by virtue of 

his subsequent appointment or otherwise the appellate authority in respect of 

such order, an appeal against such order shall lie to the authority to which such 

person 
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is immediately subordinate. 

 

* The clause (i) in sub- rule (1) substituted vide notification NO. CDR.1199/CR-

16/99/XI/dated 18- 04- 2001 

 

** Bracketed words in clause (ii) of sub- rule (1) inserted by Notification No. 

CDR.1188/1582/CR-38-88/XI, dated 12-10-1990 

+ Proviso deleted by Notification No. CDR, 1188/1582/CR-38-88/XI, dated 12-

10-1990. 

+ + Proviso inserted by Notification, No. CDR. 1188/1582/CR-38-88/XI, dated 

12.10.1990. 

 

19. Period of limitation for appeals 

 
No appeal preferred under this Part shall be entertained unless such appeal is preferred 

within a period of forty-five days from the date on which a copy of the order appealed 

against is delivered to the appellant: 

Provided that, the appellate authority may entertain the appeal after the expiry of the 

said period, if it is satisfied that the appellant had sufficient cause for not preferring the 

appeal in time.  

20.  Mode, form and contents of appeal 

 
(1) Every person preferring an appeal shall do so separately and in his own name and 

shall address it to the authority to which the appeal lies. 

 

(2) The appeal shall be complete in itself-and shall contain all material statements and 

arguments on which the appellant relies, but shall not contain any disrespectful or 

improper language. 

21. Submission of appeals 

 

(1) Every appeal shall be submitted to the authority which made the order appealed 

against: 

Provided that: 
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(a) where such authority is not the Head of the Office in which the appellant may be 

serving, or  

(b) where the appellant has ceased to be in service and such authority was not the 

Head of the Office in which the appellant was serving immediately before he ceased 

to be in Service or  

(c) where such authority is not subordinate to any Head of Office referred to in clause 

(a) or (b) the appeal shall be submitted to the Head of Office referred to in clause 

(a) or (b) of this sub- rule accordingly, as the appellant is or is not in service; 

 

22.  Transmission of appeals 

 
(1) The authority which made the order appealed against shall, on receipt of copy of the 

appeal, without any avoidable delay, and without waiting for any direction from the 

appellate authority, transmit to the appellate authority every appeal together with its 

comments thereon and the relevant records. 

23.  Consideration of appeal 

 
(1)  In the case of appeal against an order of suspension, the appellate authority shall 

consider whether in the light of the provisions of rule 4 of these rules and having 

regard to the circumstances of the case, the order of suspension is justified or not and 

confirm or revoke the order, accordingly. 

(2)  In the case of an appeal against an order imposing any of the penalties specified in rule 

5  of these rules or enhancing any penalty imposed under that rule, the appellate 

authority shall consider- 

(a) whether the procedure laid down in these rules has been followed, and if not,    

whether such non-compliance has resulted in the violation of any provisions of the 

Constitution of India or in the failure of justice; 

(b) whether the findings of the disciplinary authority are warranted by the evidence of  

the record; and 

(c) whether the penalty or the enhanced penalty imposed is adequate, inadequate, or 

severe; and pass orders- 

(i) confirming, enhancing, reducing, or setting aside the penalty; or 

(ii) remitting the case to the authority which had passed the order appealed 

against, with such directions as it may deem fit in the circumstances the case: 
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Provided that- 

(i) the appellate authority shall not impose any enhanced penalty which neither 

such authority nor the authority which made the order appealed against is 

competent in the case to impose;  

(ii) the Commission shall be consulted in all cases where such consultation is 

necessary; 

*(iii) [if the enhanced penalty which the appellate authority proposes to impose is 

one of the major penalties and an inquiry under rule 8 has not already been held 

in the case, the appellate authority shall, subject to the provisions of rule 13, 

itself hold such inquiry or direct that such inquiry be held in accordance with the 

provisions of rule 8, and thereafter, on a consideration of the proceedings of such 

inquiry, make such orders as it may deem fit;] 

 

(iv) If the enhanced penalty which the appellate authority proposes to impose is 

one of the major penalties and an inquiry under rule 8 of these rules has 

already been held in the case, the appellate authority shall * * [ give to the 

Government servant a notice stating the enhanced penalty proposed to be 

imposed on him and calling upon him to submit within 15 days of receipt of 

notice or such further time not exceeding 15 days, as may be allowed, such 

representation as he may wish to make on the enhanced penalty] make such 

orders as it may deem fit; and 

  

+ (V) [no order imposing an enhance penalty shall be made in any other case unless 

the appellate has been served with a notice stating the enhance penalty 

proposed to be imposed on him and calling upon him to submit within 15 days 

of receipt of the notice or such further time not exceeding 15 days, as may be 

allowed, such representation as he may wish to make on the proposed 

enhanced penalty]. 

 

(3) In an appeal against any other order specified in rule 17 of these rules, the appellate 

authority shall consider all the circumstances of the case and make such orders as it 

may deem just and equitable.  

 

* This proviso (iii) is substituted for earlier proviso (iii) by Notification No. 

CDR. 1188/1582/ CR-38-88/XI, dated 12.10.1990.  
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** The words in the bracket in clause (iv) of sub- rule (2) deleted by 

notification CDR.1188/1582/CR-38-88/XI,dated 12.10.1990. 

 

+ The entire clause (v) deleted by Notification No. CDR.1188/1582/CR-38-

88/XI,dated 12.10.1990. 

 

24. Implementation of orders in appeal 

 
The authority, which made the order appealed against, shall give effect to the orders 

passed by the appellate authority. 

 

 

PART VI - * [REVISION AND REVIEW] 

25. *[Revision] 

 
(1) Notwithstanding anything contained in these rules, the Governor or any authority 

subordinate to him to which an appeal against an order imposing any of the penalties 

specified in rule 5 of these rules lies may, at any time, either on his or its own motion 

or otherwise call for the records of an inquiry and *[revise] any order made under 

these rules or under the rules repealed by rule 29 of these rules from which an appeal 

lies but against which no appeal has been preferred or orders against which no appeal 

lies, after consultation with the Commission where such consultation is necessary, and 

may - 

(a) confirm, modify or set aside the order; or  

(b) confirm, reduce, enhance or set aside the penalty imposed by the order, or 

impose any penalty where no penalty has been imposed; or 

(c) remit, the case to the authority which made the order or to any other authority 

directing such authority to make such further inquiry as it may consider proper 

in the circumstances of the case; or 

(d) pass such other orders as it may deem fit 

 

* The heading of Part IV "REVIEW' substituted by the heading "REVISION 

AND REVIEW', in the marginal note the words "Review" is substituted by 

the word "Revision" and in sub-rule (1) the words "review" substituted by 
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the words "revise" by the Notification No. CDR. 1184/1380/27/XI, dated 

15.11.1985.  

 

Provided that, no order imposing or enhancing any penalty shall be made by any **  

[revising authority], unless the Government servant concerned has been given a 

reasonable opportunity of making a representation against the penalty proposed, 

and where it is proposed to impose any of the major penalties or to enhance the 

penalty imposed by order sought ** [to be revised] to any of the major penalties, no 

such penalty shall be imposed except after an inquiry in the manner laid down in rule 

8 of these rules + [ and after giving a reasonable opportunity to the Government 

servant concerned of showing cause against the penalty proposed on the evidence 

adduced during the inquiry and trial] except after consultation with the Commission 

where such consultation is necessary: 

 

Provided further that, no ** [power of revision] shall be exercised by the authority to 

which an appeal against an order imposing any of the penalties specified in rule 5 of 

these rules, lies unless --- - 

(i) the authority which made the order in appeal, or 

(ii) the authority to which an appeal would lie, where no appeal has been 

preferred is subordinate to it. 

 

(2)   No proceeding for [revision] shall be commenced until after 

 (i) the expiry of the period of limitation for an appeal, 

 (ii) the disposal of the appeal, where any such appeal has been preferred. 

 

(3) An application for ** [revision] shall be dealt with in the same manner as if it were an 

appeal under these rules, except that the period of limitation for its consideration shall 

be six months commencing from the date on which a copy of the order under * 

[revision] is delivered to the applicant - 

 

** The words "reviewing authority" substituted by the words "revising authority", 

the words "to be reviewed" substituted by the words" to be revised", the words 

"power of review" substituted by the words" power of revision" And the word 

"review" substituted by the words "revision" by Notification No. COR. 

1184/1380/27/XI, dated 15.11.1985. 
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+ The words shown in the bracket deleted by Notification No. CDR. 

1188/1582/CR-38-88.,/XI, dated 12-10-1990. 

 

 25A.    Review 

The Governor may, at any time, either on his own motion or otherwise, review any order 

passed under these rules, when any new material or evidence which could not be produced. 

or was not available at the time of the order under review and which has the effect of 

changing the nature o the case, has come or has been brought, to his notice: 

 

 Provided that, no order imposing or enhancing any penalty shall be made by the Governor 

unless the Government servant concerned has been given a reasonable opportunity of 

making a representation against the penalty proposed, or where it is proposed to impose 

any of the major penalties specified in rule 5 or to enhance the minor penalty imposed by 

the order sought to be reviewed to any of the major penalties and if an inquiry under rule 8 

has not already been held in the case, no such penalty shall be imposed except after an 

inquiry in the manner laid down in rule 8, subject to the provision of rule 13, and except 

after consultation with the Commission where such consultation is necessary. 

 

* This rule is inserted by Notification NO. CDR 1184/I380/27/XI, dated 

15.11.1985. 

 

PART VII - MISCELLANEOUS 

26.  Service of orders, notices, etc 

 
Every order, notice and other process made or issued under these rules shall be served 

in person on the Government servant concerned or communicated to him by registered 

post. 

27. Power to relax limit and to condone delay 

 

Save as otherwise expressly provided in these rules, the authority competent under 

these rules to make any order may, for good and sufficient reasons or is sufficient cause 

is shown, extend the time specified in these rules for any thing required to be done 

under these rules or condone any delay. 
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28.  Supply of copy of Commission's advice 

 
Whenever the Commission is consulted as provided in these rules, a copy of the advice 

by the Commission and where such advice has not been accepted, also a brief statement 

of the reasons for such non- acceptance, shall be furnished to the Government servant 

concerned along with a copy of the order passed in the case by authority making the 

order. 

 

29. Repeal and saving 

 

(1) On the commencement of these rules, the following rules, that is to say - 

(i) the Bombay Civil Services Conduct, Discipline and Appeal Rules in so far as they 

relate to matters provided by these rules; 

(ii) the rules made under rule 54 of the Civil Services (Classification Control and 

Appeal) Rules as applicable to non-gazetted servants of the Government of 

Maharashtra who were allocated to that Government from the pre-Reorganisation 

State of Madhya Pradesh, 

(iii) the Civil Services (Classification, Control and Appeal) Rules as applicable to 

gazetted servants other than those to whom the Hyderabad Civil Services 

(Classification, Control and Appeal) Rules are applicable; 

(iv) the Hyderabad Civil Services (Classification, Control and Appeal) Rules applicable 

to the servants of the Government of Maharashtra who were allocated to that 

Government from the pre- Reorganisation State of Hyderabad; and any rules 

corresponding to the rules referred to in clauses (i), (ii). (iii) and (iv) and in force 

immediately before the commencement of these rules and applicable to Government 

servants to whom these rules apply are hereby repealed :- 

Provided that - 

(a) such repeal shall not affect the previous operation of any notifications or orders 

made, or anything done, or any action taken under the rules so repealed; 

(b) any proceedings under the rule so repealed which were pending at the 

commencement of these rules shall be continued and disposed of as far as may be, 

in accordance with the provisions of these rules, as if such proceedings were 

proceedings under these rules. 
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(2) Nothing in these rules shall be construed as depriving any person to whom these rules 

apply of any right of appeal which had accrued to him under the rules, notifications or 

orders in force before the commencement of these rules. 

 

(3) An appeal pending at the commencement of these rules against an order made before 

such commencement shall be considered and orders thereon shall be made, in 

accordance with these rules, as if such orders were made under these rules. 

(4) As from the commencement of these rules any appeal or application for review against 

any order made before such commencement shall be preferred or made under these 

rules, as if such orders were made under these rules: 

Provided that. nothing in these rules shall be construed as reducing any period of 

limitation for any appeal or review provided by any rule in force before the 

commencement of these rules. 

 

30. Removal of doubt 

 

Where a doubt arises as to whether any authority is subordinate to, or higher than, any 

other authority or as to the interpretation of any of the provisions of these rules, the 

matter shall be referred to Government whose decision thereon shall be final. 

 

 

 

Annexure :  List of Authorities recognised as Regional Heads vide Government 

Resolution, Finance Department, No. PAY-1058/231800/S-2, dated 10th December 1958 

as modified from time to time. (Marathi). 
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ANNEXURE 

{Rule 2 (K)} 

 

 Schedule showing authorities recognised as Regional Heads vide Government 

Resolution, Finance Department, No. PAY-1058/231800/S-2, dated 10th December 1958 as 

modified from time to time. 

 

I - Home Department 

 

1. The Deputy Inspector General of Police, Anti-Corruption and Prohibition Intelligence 

and Director, Anti-Corruption Bureau, Bombay 

2. The Commissioner of Police, Pune 

3. The Commissioner of Police, Nagpur 

4. The Deputy Inspector General of Police, Intelligence, Bombay 

5. The Deputy Inspector General of Police (Crime and Railways), Pune 

6. The Deputy Inspector General of Police, Bombay Range, Nashik 

7. The Deputy Inspector General of Police, Aurangabad Range, Aurangabad 

8. The Deputy Inspector General of Police, Pune Range, Kolhapur 

9. The Deputy Inspector General of Police, Nagpur Range, Amravati 

10. The Deputy Inspector General of Police, Armed Forces, Bombay 

11. The Deputy Inspector General of Police, Training and Special Units, Bombay 

12. The Regional Transport Officer, Bombay Region, Bombay 

13. The Regional Transport Officer, Thane Region, Thane 

14. The Regional Transport Officer, Pune Region, Pune 

15. The Regional Transport Officer, Aurangabad Region, Aurangabad 

16. The Regional Transport Officer, Nagpur Region, Nagpur 

17. The Deputy Commissioner of Prohibition and Excise (Administration), Bombay 

18. The Deputy Inspector General of Prisons and Deputy Director of Correctional 

Services, Eastern Region, Nagpur 

19. The Deputy Inspector General of Prisons and Deputy Director of Correctional 

Services, Western Region, Pune 

20. The Deputy Inspector General of Prisons and Deputy Director of Correctional 

Services, Central Region, Aurangabad 
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II- Revenue and Forests Department 

 

1. The Deputy Director of Land Records, Nagpur 

2. The Deputy Director of Land Records, Pune  

3. The Deputy Director of Land Records, Bombay 

4. The Deputy Director of Land Records, Aurangabad 

5. The Conservator of Forests, Nashik Circle 

6. The Conservator of Forests, Pune Circle 

7. The Conservator of Forests, Nagpur Circle 

8. The Conservator of Forests, Amravati Circle 

9. The Conservator of Forests, Thane Circle 

10. The Conservator of Forests, Kolhapur Circle 

11. The Conservator of Forests, Chandrapur Circle 

12. The Conservator of Forests, Aurangabad Circle 

13. The Chief Wild Life Warden, Pune 

14. The Conservator of Forests, Working Plants, Pune 

15. The Conservator of Forests, Evoluation, Pune 

16. The Conservator of Forests, Tendue Leaves Circle, Nagpur 

 

III - Agriculture and Co-operation Department 

 

1. The Superintending Agricultural Officer, Nagpur 

2. The Superintending Agricultural Officer, Bombay 

3. The Superintending Agricultural Officer, Pune 

4. The Superintending Agricultural Officer, Aurangabad 

5. The Superintending Agricultural Officer, Konkan Region, Thane 

6. The Superintending Agricultural Officer, Kolhapur 

7. The Superintending Agricultural Officer, Amravati 

8. The Regional Deputy Director of Animal Husbandry, Nagpur 

9. The Regional Deputy Director of Animal Husbandry, Bombay 

10. The Regional Deputy Director of Animal Husbandry, Pune 

11. The Regional Deputy Director of Animal Husbandry, Aurangabad 

12. The Regional Dairy Development Officer, Pune 

13. The Regional Dairy Development Officer, Nagpur 

14. The Regional Dairy Development Officer, Konkan Bhavan, Konkan 
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15. The Deputy Director of Cottage Industries and Deputy Registrar for Industrial 

Cooperatives, Bombay 

16. The Deputy Director of Cottage Industries and Deputy Registrar for Industrial 

Cooperatives, Pune 

17. The Deputy Director of Cottage Industries and Deputy Registrar for Industrial 

Cooperatives, Nagpur 

18. The Deputy Director of Cottage Industries and Deputy Registrar for Industrial 

Cooperatives, Aurangabad 

19. The Deputy Registrar of Co-operative Societies, Nagpur 

20. The Deputy Registrar of Co-operative Societies, Amravati 

21. The Deputy Registrar of Co-operative Societies, Aurangabad 

22. The Deputy Registrar of Co-operative Societies, Pune 

23. The Deputy Registrar of Co-operative Societies, Nashik 

24. The Deputy Registrar of Co-operative Societies, Bombay 

25. The Deputy Registrar of Co-operative Societies, (Sugar) 

 

IV - Education and Youth Services Department 

 

1. The Deputy Director of Education, Greater Bombay 

2. The Deputy Director of Education, Pune 

3. The Deputy Director of Education, Nagpur 

4. The Deputy Director of Education, Aurangabad 

5. The Deputy Director of Education, Nashik 

6. The Deputy Director of Education, Amravati 

7. The Deputy Director of Education, Kolhapur 

8. The Deputy Director of Technical Education, Greater Bombay 

9. The Deputy Director of Technical Education, Pune 

10. The Deputy Director of Technical Education, Nagpur 

11. The Deputy Director of Technical Education, Aurangabad  

 

V- Urban Development and Public Health Department 

 

1. The Deputy Director of Health Services, Bombay Circle, Bombay 

2. The Deputy Director of Health Services, Nashik Circle, Nashik 

3. The Deputy Director of Health Services, Pune Circle, Pune 
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4. The Deputy Director of Health Services, Kolhapur Circle, Kolhapur 

5. The Deputy Director of Health Services, Nagpur Circle, Nagpur 

6. The Deputy Director of Health Services, Akola Circle, Akola 

7. The Deputy Director of Health Services, Aurangabad Circle, Aurangabad 

8. Assistant Director of Ayurved, Nagpur 

9. Assistant Director of Ayurved, Pune 

10. Joint Commissioner, Food & Drugs Administration, Bombay Circle, Bombay 

11. Joint Commissioner, Food & Drugs Administration, Bombay Division, Bombay 

12. Joint Commissioner, Food & Drugs Administration, Nagpur Division, Nagpur 

13. Joint Commissioner, Food & Drugs Administration, Pune Division, Pune 

14. Joint Commissioner, Food & Drugs Administration, Aurangabad Division, Aurangabad 

15. Administrative Medical Officer, Employees State Insurance Scheme, Bombay 

16. Administrative Medical Officer, Employees State Insurance Scheme, Pune 

17. Administrative Medical Officer, Employees State Insurance Scheme, Nagpur 

18. Deputy Director of Town Planning, Bombay Division, Bombay 

19. Deputy Director of Town Planning, Pune Division, Pune 

20. Deputy Director of Town Planning, Nagpur Division, Nagpur 

21. Deputy Director of Town Planning, Aurangabad Division, Aurangabad 

 

VI - Finance Department 

 

1. Chief Auditor, Local Fund Accounts, Bombau 

2. The Deputy Director of Accounts & Treasuries, Pune 

3. The Deputy Director of Accounts & Treasuries, Nagpur 

 

VII - Industries, Energy & Labour Department 

 

1. The Joint Director of Industries, Bombay Region 

2. The Joint Director of Industries, Bombay Metropolitan Region 

3. The Joint Director of Industries, Pune 

4. The Joint Director of Industries, Aurangabad 

5. The Joint Director of Industries, Nagpur 

6. The Deputy Commissioner of Labour, Nagpur 

7. The Deputy Commissioner of Labour, Pune 
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VIII- Social Welfare, Cultural Affairs, Sports and Tourism Department 

 

1. The Divisional Social Welfare Officer, Bombay 

2. The Divisional Social Welfare Officer, Ngapur 

3. The Divisional Social Welfare Officer, Pune 

4. The Divisional Social Welfare Officer, Aurangabad 

 

IX - Rural Development Department 

 

1. Joint Director, Groundwater Surveys and Development Agency, Pune 
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PREFACE  
 

The First Edition of the Bombay Civil Services Rules, 1959, in Volumes I & II was 
printed in 1959 after the reorganization of States in 1956. Various developments have 
taken place since then i.e. the Reorganization of the Bilingual Bombay State into the two 
States of Maharashtra and Gujarat as also changes have been made in the rules through 
numerous amendments issued from time to time, during the last several years. As a result, 
a good deal of difficulty was being experienced in practice in understanding and applying 
these rules properly. The need to have revised and simplified Service Rules was being 
acutely felt. Government, therefore, has decided to publish the following self-contained 
subject wise sets of Service Rules:- 

(1) Maharashtra Civil Services (General Conditions of  Services) Rules. 
(2) Maharashtra Civil Services (Pay) Rules. 
(3) Maharashtra Civil Services (Joining Time, Foreign Service and Payments during 

Suspension, Dismissal and Removal) Rules. 
(4) Maharashtra Civil Services (Leave) Rules. 
(5) Maharashtra Civil Services (Pension) Rules. 
(6) Maharashtra Civil Services (Honoraria, Fee, Compensatory Local and House Rent 

Allowances) Rules. 
(7) Maharashtra Civil Services (Occupation of Government Residences) Rules. 
(8) Maharashtra Civil Services (Traveling Allowances) Rules. 

 
These sets of rules seek to codify the provisions of existing rules in the Bombay Civil 
Services Rules subjectwise and the various orders issued by Government with such 
rewording as have become necessary to put them in the form of statutory rules. 
 
2. The first four sets of rules {S. Nos. (1) to (4)] issued under Government Notification. 
Finance Department. No. MSC.1081/1/2/3 and 4/ MCSR-Cell, dated the 23rd July 1981. 
This is the fifth set of rules framed by the Governor of Maharashtra under the proviso to 
Article 309 of the Constitution of India, which have been issued under Government 
Notification, Finance Department, No. MSC. 1082/2/5 SER-6, date the 12th August 1982, 
come into force with effect from 15th August 1982. The remaining sets of rules will be 
issued later on. 
 
3. Government has published separately the rules called the Maharashtra Civil Services 
(Commutation of Pension) Rules, 1981 under Government Notification, Finance 
Department No. COP-1081/CR-1411/SER-4, dated the 10th December 1981 and have 
come into force with effect from 1st December 1981. 
 
4. To make each set of rules as self-contained as possible, the relevant delegation of 
powers. Appendices and the relevant Forms pertaining to a particular subject have also 
been included therein. 
 
5. This set of rules pertains to Pension matter of employees of the Maharashtra 
Government. The Marathi version will be published separately. 
 



6. For facility of reference a comparative table has been appended to this set of rules at 
the end indicating the numbers of these rules, and the corresponding provisions of the 
Bombay Civil Services, Rules, 1959. The table also indicates the provisions of the 
Bombay Civil Services Rules; 1959which have been deleted from this set of rules. 
 
7. Omissions or inaccuracies, if any, in this set of rules, may please be brought to the 
notice of the Finance Department. 
 
 
 
Dated 12th August 1982    V. PRABHAKAR, 
Finance Department,     Special Secretary to Government, 
Mantralaya, Bombay 400032    Finance Department. 
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GOVERNMENT OF MAHARASHTRA 
FINANCE DEPARTMENT 

Mantralaya, Bombay 
12th August 1982 
NOTIFICATION 

 
CONSTITUTION OF INDIA 
 
No. MSC. 10825/SER-6- In exercise of the powers conferred by the proviso to Article 
309 of the constitution of India, the Governor of Mahrarashtra is hereby pleased to make 
the following Rules, namely:- 
 

CHAPTER I-GENERAL 
 
1.  Short title and commencement 

(1) These Rules may be called the Mahrashtra Civil Services (Pension) Rules, 1982. 
 
(2) They shall come into force on the 15th day of August 1982. 

 
2. Extent of application 
 
   Except where it is otherwise expressed or implied, these rules apply to all members of 
services and holders of posts whose conditions of service the Government of Maharashtra 
are competent to prescribe.  
 
They shall also apply to- 

(a) any person for whose appointment and conditions of employment special 
provision is made by or under any law for the time being in force. 

(b) any person is respect of whose service, pay and allowances and pension or any 
of them special provision has been made by an agreement made with him, in 
respect of any matter not covered by the provisions of such law or agreement, 
and 

(c) Government servants paid from Local Funds administered by Government, 
except relating to the Foreign Service. 

 
Note 1:- As regards the amount of leave and pension, Government servants  of the former States of 
Saurashtra, Kutch, Madhya Pradesh and Hyderabad, allocated to the State of Bombay, who have opted to 
be governed by the rules of the former States  applicable to them before the 1st day of November 1956, in 
accordance with Government Resolution. Finance Department No. INT 1056-S-8, dated the 7th January 
1957, as modified from time to time, will be governed by those rules. Option once exercised is final. 
 
Note 2- Persons transferred to Government service from a Local Fund which is not administered by 
Government will be treated as joining a fresh post under Government and their previous service shall not 
count as service performed under Government. Government may, however, allow previous service in such 
cases to count as service performed on such terms as it thinks fit. 
 
3.  Right to interpret 
Government reserve to themselves the right of interpreting these rules. 



 
4. Power of relaxation 

 
Where Government is satisfied that the operation of any of these rules causes or is 
likely to cause undue hardship in the case of any Government servant of class or 
Government servants, it may, by an order in writing, exempt any such 
Government servant or class of Government servants from any provisions of these 
rules or may direct that such provision shall apply to such Government servants or 
class of Government servants with such modifications not affecting the substance 
thereof as may be specified in such order. 

5. Validity of terms of contract 
The terms of a specific contract enforceable at law necessarily override the 
provisions of these rules. 

 
6.  Regulation of claims to pension or Family Pension 
 
 (I) Any claim to pension or Family pension shall be regulated by the provisions of 
these rules in force at the time when a Government servant retires or is retired or 
discharged or dies as the case may be: 
 
 Provided that, if during his service, changes disadvantageous to him are 
introduced in the rules, to which he became subject on entry into the service of 
Government, his pension shall not be less than that which would have been admissible 
but for the introduction of such changes. 
 

(2) The day, on which a Government servant retires or is retired of is discharged or is 
allowed to resign from service, as the case may be, shall be treated as his last 
working day. The date of death shall also be treated as working day. 

 
Provided that in the case of a Government servant who is retired prematurely or who 
retires voluntarily under sub-rule (4) or (5) of rule 10 [or sub-rule (I) of rule 65 or rule 
66] as the case may be, the date of retirement shall be treated as a non-working day. 
 
[6A- Manner of payment of arrears of pension or family pension or dearness relief-
Notwithstanding anything contained in these rules the arrears of pension or family 
pension and dearness relief payable thereon on account of revision of pension or family 
pension to which any pensioner or family pensioner may be entitled in respect of any 
period under these rules shall be paid either in cash or by crediting the entire amount in 
the National Savings Scrips, or partly in Cash and partly by Crediting in the National 
Savings Scrips, as the Government may from time to time, by order determine in this 
behalf.] 
 
 
 



7.  Exercise and delegation of powers under these rules 
No powers may be exercised or delegated under these rules except after consultation with 
the Finance Department. It shall be open to that Department to prescribe, by general or 
special order, cases in which its consent may be presumed to have been given. 
 
Note-For powers delegated under these rules see Appendix I 
 
8. Reasons for concessions to be communicated to Audit Officer 
 
When a competent authority, other than Government, communicates to the Audit Officer 
an order granting any concessions under these rules to any Government servant in cases 
in which it is prescribed that the reasons therefore should be recorded, he should at the 
same time forward to him a copy of his reasons. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



CHAPTER II-DEFINITIONS 
 
[The definitions given below are reproduced from Chapter II of the Maharashtra Civil 
Services (General Conditions of Services) Rules, 1981 and are only those definitions 
which are relevant for the purpose of the subject matter contained in this set of rules. 
 
9. Unless the context otherwise requires, the terms defined in this Chapter are used in the 
various sets of the Maharashtra Civil Services Rules, in the sense here explained:- 
 
(2) Allotment means grant of a license to a Government servant to occupy a house 
owned, leased or requisitioned by Government or a portion thereof for his use as 
residence. 
 
(3) Apprentice means a person deputed for training in a trade or business with a view to 
employment in Government service, who is paid at monthly rates by Government during 
such training but is not employed in or against a substantive vacancy in the cadre of a 
department. 
 
(4) Audit Officer means an Audit Officer, appointed by the Comptroller and Auditor 
General of India whatever his official designation, in whose circle of audit a public 
servant is serving, or (in respect to verification of service) has served. 
 
(9)Competent authority, in relation to the exercise of any power, means Government, or 
any authority to which the power is delegated by or under these rules. 
 
(10) Consolidated Fund of India or the State- All revenues received by the 
Government of India, all loans raised by that Government by the issue of treasury bills, 
loans or ways and means advances and all moneys received by that Government is 
repayment of loans shall form one consolidated fund to be entitled “ the Consolidated 
Fund of India”. Similarly all revenues received by the Government of a State, all loans 
raised by that Government by the issue of treasury bills, loans or ways and means 
advances and all moneys received by that Government in repayment of loans shall form 
one consolidated fund to be entitled “the Consolidated Fund of the State”. 
 
(12) Date of first appointment means the date the Government servant assumes the 
duties of his first post in Government service, or, if this be earlier, the date of his 
assumption of any duty which is treated, as service counting for pension. 
 
(13) Day means the period beginning from one midnight and ending with the next 
midnight. 
 
(14) Duty- Duty includes- 

(a) service as a probationer; 
(b) joining time; 
(c) a course of the instructions or training authorized by or under the orders of 

Government; 



(d) a course of instruction or training authorized by 
(i) Director of Social Welfare in the case of the members of the staff 

of the Social Welfare Officer deputed to undergo a course of 
training in making estimates and plan drawing before their 
confirmation. 

(ii) Director of Education in the case of teachers of the educational 
staff who undergo a course of training or instructions at training 
colleges or schools, and 

(iii) Director of Agriculture in respect of staff who undergo a course in 
agriculture or any other training preparatory to appearing for the 
Sub-service Department Examination. 

 
Note1- The time reasonably required for the journeys between the place of training and the station 
from which a Government servant proceeds in order to undergo training is part of the period of 
training. 
 
Note2- The period spent by candidates at the Central Police Training College, Nasik, for training and 
the interval between the satisfactory completion of the course and their assumption of duty should be 
regarded as duty for the purpose of this rule. 
 In the case of Military Officers and other ranks, who join the Police Force as Sub-Inspectors and 
whose period of probation is treated as Vocational Training under section 40 of Army Vocational 
Training (India), 1933, their services in the Police shall count from the dates they formally leave the 
Army, since until that date, the time spent on Vocational on training is included in the period of their 
military service and they are borne on the military establishment. 
 
Note 3- The period spent by candidates (other than candidates not already in Government service 
admitted on or after the 22nd April 1962) in the Prohibition and  Excise Department for training and 
interval between the completion of the course and their assumption of duty, should be regarded as duty 
for the purpose of this rule. 
 
Note-4 The period spent by the Sales Tax Inspectors in the Sales Tax Department for the training and 
the interval between the completion of training and their assumption of duty as Sales Tax Inspector in 
the regular time scale of pay should be regarded as duty for the purpose of this rule. 
 
Note 5-When one or more holidays follow the period of training, the training period may deemed to 
have been extended to cover such holidays. 
 
(e) the period occupied- 
(i) in appearing for language examination prescribed by Government at which a 

Government servant has been granted permission to appear; 
(ii) in attending an obligatory departmental examination; 
(iii) in attending an examination which a Government servant  must pass to 

become eligible for a higher post in any branch of the public service. 
including the time reasonably necessary for going to and from the place of 
examination. 
 This concession should not be allowed more than twice for each obligatory 
examination. 
Note 1- If an examination is taken immediately before leave, the leave shall be held to have 
commenced from the date following that of the completion of the examination. In cases where an 
examination is taken in interruption of leave or immediately after leave, the time occupied in 
appearing for the examination, shall be treated not as duty but as leave. 



Note 2- The period occupied in appearing for the Maharashtra Accounts Clerks’ Examination 
including the time reasonably necessary for going to and from the place of examination voluntary basis 
should be treated as duty. This concession should not be allowed more than twice. 

 
(f) the period for which a Government servant is required to wait compulsorily until 
receipt of his posting orders in the cases mentioned below:- 
 

(i) whose orders of transfer are held in abeyance, cancelled or modified while in 
transit, or 

(ii) who, on return from leave or deputation or on abolition of the post held by 
him, has to await receipt of posting orders, or  

(iii) who, on arrival at the headquarters of the post to which he is posted is not in a 
position to take charge of the post from the Government servant to be 
relieved.  

The period availed of to resume duties after the receipt of posting orders shall not 
exceed the joining time admissible under the rules and shall be treated as continuation 
of the period of compulsory waiting. 
 
(g) the period intervening between the date on which a Government servant is 
engaged temporarily for special or other duty and the date on which he takes over 
charge, provided the period does not exceed the joining time that would be 
permissible to a Government servant entitled to joining time; 
 
(h) the period spent by Government servant on training mentioned below:- 
 
 (i) training in accordance with the Regulations of the Army in India Reserve of 
Officers. 

Note- In the case of civil officers granted Commissions in the Army in India Reserve of Officers the period 
of training will not include the time spent in journey to and from the station at which the training is carried 
out. The time spent by these officers in journeying to and from the place of training should be treated as 
duty and acting arrangements may be made during that time. 
 
 (ii) training in the Indian Navel Fleet Reserve and on the journey to and from the 
place of training, 
 
 (iii) annual training courses of instruction or military service in accordance with 
the Regulations for the Territorial Army, 1948. 
 
 (iv) on Home Guard training or Home Guard duties with the permission of the 
Head of his office, 
 

(v)in training or in the camp in accordance with the rules of the National Cadet 
Corps and also such period of the vacations as are spent by National Cadet Corps 
Officers (Senior Division) who are Government servants holding officiating charge of 
units during the absence of regular Commanding Officer, 
 

 (vi) training and active service in the Army and Air Force Reserves and the India 
Fleet Reserve/Air defence  Reserve and/on journey to and from the place of training, in 



case leave in respect of their civil appointment is not availed of during training and transit 
period. 
 
 (vii) training at a Boy Scout’s Camp 
 
Note-No traveling or halting allowance is admissible in respect of this duty. 
 
(i) additional leave on full pay not exceeding three weeks granted to a Government 
servant undergoing anti-rabic treatment, admissible under Appendix 15 of Bombay 
Financial Rules, 1959; 
 
(j) the period spent by a Government servant in connection with work on the various 
University bodies in the Maharashtra State- 
 

(a) as representatives of Government or ex-officio, 
(b) by virtue of his official position such as Principal of a College, and  
(c) for attending the meeting of a Board of Studies, 

 
 
(18) First appointment means the appointment of a person who is not holding any 
appointment under Government, even though he may have previously held such an 
appointment. 
 
(19) Foreign service means service in which a Government servant receives his pay with 
the sanction of Government from any source other than the Consolidated Fund of India or 
of a State, or of  a Union Territory. 
 
(20) A Gazetted Government servant is one who is a member of an All India or State 
Service or a person appointed in accordance with the terms of a contract or agreement 
and whose appointment is gazetted by Government. Members of the Subordinate Civil 
Services, whose appointments are gazetted by Heads of Departments, are Non-gazetted 
Government servants. Notifications investing Government servants with powers under 
different Acts, in order that the Courts may take judicial cognizance of them, do not 
constitute the persons invested with such powers as Gazetted Government servants within 
the meaning of this sub-rule. 
 
Exception- Officers whose appointments to Class II services or posts are made by the 
Heads of Departments or Heads of Officers subordinate to them and are not published in 
the Gazette should be treated as Gazetted Government servants. 
 
(21) Government, unless there is anything repugnant in the subject or context, as respect 
anything done or to be done after the commencement of the Constitution, shall mean the 
Governor of Maharashtra. 
 
(22) Heads of Departments- (i) This term includes the officers mentioned in Appendix 
II in Maharshtra Civil Services (General Conditions of Services) Rules, 1981 and any 
others whom Government may from time to time declare to be Heads of Departments. 



 
(ii) Head of Office means a Gazetted Officer declared as such by Government and 
includes such other authority or person whom the competent authority may, by order, 
specify as Head of Office. 
(26) Class IV service means performed by a Government servant in a post specifically 
classified as Class IV and such other unclassified Non-gazetted posts the maximum of the 
scale of which is equal to or less than Rs.435. 
 
(28) Leave means permission to remain absent from duty granted by a competent 
authority under the Maharashtra Civil Services (Leave) Rules, 1981 
 
(29) Leave salary means the monthly amount paid by Government to a Government 
servant on leave. 
 
(30) Lien means the title of a Government servant to hold substantively, either 
immediately or on the termination of a period or periods of absence, a permanent post, 
including a tenure post, to which he has been appointed substantively. 
 
(32) Local Fund means- 
 
(a) revenues administered by bodies, which by law or rule having the force of law come 

under the control of Government whether in regard to proceedings generally or to 
specified matter, such as the sanctioning of the budgets, sanction to the creation or 
filling up of particular posts, or the enactment of leave, pension, or similar rules; and 

(b) the revenues of any body which may be specially notified by Government as such. 
 
(34) Month means a calendar month. In calculating a period expressed in terms of 
months and days complete calendar months, irrespective of the number of days in each, 
should first be calculated and the odd number of days calculated subsequently. 
 
Instruction-Calculations of period expressed in terms of months  and days should be made as under:- 
 
(a) To calculate 3 months and 20 days on and from the 25th January, the following method should be 

adopted:- 
 

y m d 
25th January to 31st January     0 0 7 
February to April      0 3 0 
1st May to 13th May      0 0 13 

0              3             20 
        
(b) The period commencing on 30th January, and ending with 2nd March should be deemed as 1month and 
4days, as indicated below:- 
 
        y m d 
30th January to 31st January     0 0 2 
February       0 1 0 
1st March to 2nd Marrch      0 0 2 

    0             1            4 
 



 
(35) Officiate- A Government servant officiates in a post when he performs the duties of 
a post of which another person holds a lien. A competent authority, may if thinks fit, 
appoint a Government servant to officiate in vacant post on which no other Government 
servant holds a lien. 
 
(36) Pay means the amount drawn monthly by a Government servant as- 
  (i) the pay (including special dearness pay) which has been sanctioned for a post 
held by him substantively or in an officiating capacity, or to which he is entitled by 
reason of  his position in a cadre; and 
 
 (ii) personal pay, and special pay; and 
 (iii) any other emoluments which may be specially classed as pay by Government 
 
(37) Pension includes a gratuity. 
 
(38) Pensionable Pay means the average pay earned by a Government servant during 
the last ten month’s service. 
 
Note1.- The officiating pay/special pay deputation (duty) allowance drawn from the Consolidated Fund of 
India by State Government employees on deputation to the Government of India shall be taken into 
account for calculating pensionable pay. 
 
Note2- The drawn by a Government servant while on foreign service shall not count for pension. In such a 
case the pay which the Government servant would have drawn under the Government had be not been sent 
on foreign service, will alone be taken into account while calculating pensionable pay. 
 
(39) Pensionable Service means service which qualifies the Government servant 
performing it to receive a pension from the Consolidated Fund. 
 
(40) Permanent post means a post carrying a definite rate of pay sanctioned  without 
limit of time. 
 
(41) Personal pay means additional pay granted to a Government servant- 
 
(a) to save him from a loss of substantive pay in respect of a permanent post other than a 

tenure post due to a revision of pay or due to any reduction of such substantive pay 
otherwise than as a disciplinary measure; or  

(b) in exceptional circumstances on other personal considerations. 
 
(42) Presumptive pay of a post, when used with reference to any particular Government 
servant, the pay to which he would be entitled if he held the said post and were 
performing its duties, but it does not include special pay unless the Government servant 
performs or discharge the work or responsibility, in consideration of which special pay 
was sanctioned. 
 
(43) Probationer means a Government servant employed on probation in or against a 
substantive or temporary vacancy in the cadre of a department. 



 
Note1- No person appointed substantively to a permanent post in a cadre is a probationer, unless definite 
conditions of probation have been attached to his appointment, such as the condition that he must remain 
on probation pending the passing of certain examination. 
Note2- A Government servant (other than one who holds substantively a permanent post) appointed on 
promotion to a temporary post will be treated for all purpose as a temporary Government servant. 
 
Note 3- The status of a probationer is to be considered as having the attributes of a substantive status 
except where the rules prescribe otherwise. 
 
(48) Special pay means an addition, of the nature of pay, to the emoluments of a post or 
of a Government servant granted in consideration of- 
 

(a) the specially arduous nature of the duties; 
(b) a specific addition to the work or responsibility. 

 
(50) Subsistence allowance means a monthly grant made to a Government servant who 
is not in receipt of pay or leave-salary. 
 
(51) Substantive pay means the pay other than special pay, personal pay or emoluments 
classed as pay be Government under sub-rule (36) (iii) to which a Government servant is 
entitled on account of a post to which he has been appointed substantively or by reasons 
of his substantive position in a cadre. 
 
(52) Superior service means any kind of service which is not class IV. 
 
(53) Temporary post means a post carrying a definite rate of pay sanctioned for a 
limited time. 
 
Note-Substantive appointment to temporary posts should be made in a limited number of cases only, as for 
example, when posts are, to all intents and purposes, quasi-permanent or when they have been sanctioned 
for a period of not less than, or there is reason to believe that they will not terminate within a period of 
three years. In all other cases, appointments in temporary posts should be made in an officiating capacity 
only. 
 
Instruction- The benefit of substantive appointments to temporary posts contemplated in the above note 
should not be allowed to be enjoyed by more than one person simultaneously. Therefore where 
Government servant has already been appointed substantively to a temporary post and there is a temporary 
interruption in his tenure of the post, it would not be proper to appoint another Government servant 
substantively to the post during such temporary interruption. For this purpose, interruptions which are 
likely to last for less than 3 years may be treated as temporary. It follows, therefore, that where a 
Government servant is already appointed substantively to a temporary post, a second Government servant 
should not be appointed substantively to it unless the previous holder of the post has been transferred from 
it permanently or unless he has been transferred temporarily and there is reason to believe that he will 
remain absent from the post for a period of not less than three years. 
 



(54) Tenure post means a permanent post which an individual Government servant may 
not hold, for more than a limited period without reappointment. 
 
Note-The following posts in State and Class services have been declared by Government to be tenure post:- 
 
                                                                                                   Period of tenure 

                                                                                                 (Years) 
(1) Under Secretary to Government( when held by persons other than   3 

those promoted from the Subordinate Secretariat Service) 
 
(2)Deputy Secretary (Criminal Law) in the Law and Judiciary Department  5 
 
(3) Solicitor (Mofussil Litigation)       5 
 
(4) Three posts of Assistant Directors of Social Welfare    3 
 
 
 
 
 
 

  
 
 

 
 
 
 
 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 

CHAPTER III-RETIREMENT 
 
10.  Age of retirement 
 
(I) Except as provided in this rule, every Government servant, other than a Class IV 
servant, shall retire from service on the afternoon of the last day of the month in which he 
attains the age of 58 years. He may be retained in service beyond 58 years only with the 
previous sanction of Government on public grounds which must be recorded in writing. 
 
(2) Subject to the provisions of sub-rule (4), a Government servant in Class IV service 
shall retire from service on the afternoon of the last day of the month in which he attains 
the age of 60years. He may not be retained in service after that age except with the 
previous sanction of Government. 
 
(3) The following rules are applicable to particular services: 
 

(a) Holders of the posts of the Chief Judge of the Court of Small Causes. Bombay 
and the Administrator General and Official Trustee, Bombay, whether they 
are recruited directly or are promoted from subordinate posts, should 
ordinarily be retained in service till the age of 60 years, if they continue to be 
efficient upto that age, otherwise they nay required to retire at the age of 55 
years or any time thereafter. 

(b) The Principal Judge, Bombay City Civil and Sessions Court, Bombay, the 
Chief Metropolitan Magistrate, Bombay, the Coroner of Bombay and the 
Additional Coroner of Bombay, should be required to retire on attaining the 
age of 60 years. 

(c) A Judge of the City Civil sand Sessions Court (being a Judge appointed direct 
from Bar) should be required to retire on his completion of the requisite years 
of qualifying service or duty necessary to entitle him to get the benefit of rule 
53 or on his attaining the age of 60 years, whichever is earlier, provided that 
such a Judge should not required to retire before he attains the age of 55 years. 

 
(4) Notwithstanding anything contained in sub-rules (I) and (2) of this rule, the 
appropriate authority, if it is of the opinion that it is in the public interest so to do, by 
giving[notice of three months] in writing in Form 30 or in Form 31, as the case may be, 
or three month’s pay and allowances in lieu of such notice, have the absolute right to 
retire- 
 
 (a) any Gazetted Government servant under the rule making control of the State 
Government:- 



(i) if he had entered Government service under any Government in India, 
before attaining the age of thiry-five years, after he has attained the age of 
fifty years, and 

(ii) in any other case, after he has attained the age of fifty-five years; 
[Provided that a Government servant who holds a Class III post in a substantive 
capacity but is holding a Class I or Class II post in an officiating capacity, shall, in 
case it is decided to retire him from service while holding a Class I or Class II 
post, in the public interest, be allowed on his request in writing to the appropriate 
authority to continue in service in Class III post which he holds in a substantive 
capacity.] 
 
(c) any Government servant who holds a post in Class III service of the State, 

either pensionable or non-pensionable, after he has attained the age of fifty-
five year; 

(d) any Government servant who holds a post in Class IV service of the State and 
who is recruited in Government service on or after the 21st September 1970, 
after he has attained the age of fifty-five years. 

(5) Notwithstanding anything contained in sub-rules (1) and (2) of this rule, any 
Government servant may, by giving [notice of three months] in writing to appropriate 
authority, retire. 
 (a) in the case of a Government servant- 
 

(i) referred to in sub-rule (4) (a) (i), after he has attained the age of fifty 
years. 

(ii) Referred to in sub-rule (4)(a)(ii) after he has attained the age of fifty-five 
years; 

(iii) (b) in the case of a Government servant referred to in sub-rule (4) (b) and 
(c), after he has attained the age of fifty-five years. 

 
[Provided that where the Government servant giving notice under sub-rule (5) is under 
suspension or is deemed to be under suspension, it shall be open to the appropriate 
authority to withdraw permission, if already granted or, as the case may be, to withhold 
permission to such Government servant to retire voluntarily under this rule.] 
 
(6) (a) A Government servant referred to in sub-rule (5) may make a request in writing to 
the appropriated authority to accept notice of voluntary retirement of less than three 
months giving reasons therefore; 
(c) on receipt of a request under clause (a), the appropriate authority may consider such 

request for the curtailment of the period of notice of three months on merits and if it 
is satisfied that the curtailment of the period of notice will not cause any 
administrative inconvenience, the appropriate authority, with the concurrence of the 
Finance Department, may relax the requirement of notice of three months on the 
condition that the Government servant shall not apply for commutation of a part of 
his pension before the expiry of the period of notice of three months.] 



(7) A Government servant, who has elected to retire under sub-rule (5) and has given the 
necessary notice to that effect to the appropriate authority, shall be precluded from 
withdrawing his notice except with the specific approval of such authority: 
[Provided that the request for withdrawal shall be made before the intended date of his 
retirement.] 
Explanation-For the purposes of sub-rules (4) and (5)- 
 
(1) “appropriate authority” means the authority which has  the power to make 
substantive appointment to the post or service from which the Government servant 
retires, or wants to retire; 
 
1. inserted by Notification No. PEN-1088/1167/SER-4,dated 5.5.1990 
2. inserted by Notification No. PEN-1088/1167/SER-4,dated 5.5.1990 

 
(2) The three months’ notice referred to in these sub-rules may be given either before or 
after the Government servant attains the age of fifty, or fifty-five years provided that the 
retirement takes place after he has attained the age of fifty or fifty-five years, as the case 
may be: 
 
(3) in computing the notice period of three months’ referred to in these sub-rules the date 
of service of notice and the date of its expiry shall be excluded. 
 
Note1- A Government servant whose date of birth is the 1st of a month shall retire from service on the 
afternoon of the last day of the preceding month on attaining the age of 58 years, or 60 years, as the case 
may be. 
 
Note2-For the purposes of sub-clauses (a) and (b) of sub-rule (4), the age of entry into Government service 
or recruitment in Government service shall be the age at which a Government servant was appointed to a 
full time post and not to a part time or honorary post. 
 
11.  Retirement according to the character of the post held in an officiating 
capacity and not the post held in a substantive capacity 
 
When a Government servant holding a permanent post substantively, is officiating in 
another post, [sub-rules (I) and (2) of rule 10] should be applied according to the 
character of the post in which he is officiating and not according to the character of the 
permanent post held substantively by him. Thus the date of compulsory retirement of the 
substantive holder of a post in Class IV service, who is officiating in a post not included 
in that service, is the date on which he attains the age of 58 years. If such a person would 
like to be governed by sub-rule (2) of rule 10, he must revert to a post in Class IV service 
before he attains the age of 58 years. If such a person would like to be governed by sub-
rule (2) of rule 10, he must revert to a post in Class IV service before he attains the age of 
58 years. 
 



 
 
 
12.  Extension in service beyond the age of compulsory retirement 
 
Notwithstanding anything contained in sub-rule (3) of rule 10 Government may grant an 
extension of service to any Government servant beyond the age of retirement, on public 
grounds, which must be recorded in writing. 
 
Note-Normally except in very exceptional circumstances, extension should not be granted beyond the age 
of 60 years. 
 
1st[Substituted by G.N.F.D. No. MCS-1085/CR-54/SER-6, dated 18-7-1985] 
 
 
13.  Grant of refused leave not to be treated as an extension in service 
 
The grant of leave under rule 67 of the Maharashtra Civil Services (Leave) Rules, 1981 
extending beyond the date on which a Government servant must compulsorily retire, or 
beyond the date up to which a Government servant has been permitted to remain in 
service, shall not be treated as sanctioning an extension of service, for the purposes of 
pensionary or Contributory Provident Fund benefits or the retention of a lien. The 
Government servant shall retire and become eligible for all pensionary benefits as due to 
him on the date of retirement, or such other later date, if any extension of service is 
granted, from the date of expiry of such leave. 
Note-See note 9 below rule 60. 
 
14.  Application of rule 10 to re-employed Government servants 
 
Rule 10 is also applicable to re-employed personnel who have retired before reaching the 
age of Superannuation and the rules in Chapter VII are subject to conditions laid down in 
rule 10. Rule 158 from the nature of its concession and conditions, puts the re-
employment of a person in receipt of a Superannuation and or retiring pension in a 
special class outside rule 10 and subject to the conditions stated in the rule itself which 
must be observed with every renewal of sanction. 
 
15.  Review of cases before Superannuation or expiry of extension of service. 
The case of each Government servant should be taken up for examination when he is 
approaching the age of Superannuation and before the expiry of each extension of 
service. Extensions may not be granted fro any period exceeding one year at one time, the 
first extension being given generally up to the end of the financial year. In cases in which 
it is proposed to grant extension of service, reports should be made to Government at 
least two months before the necessity for sanction or fresh sanction arises. 
 
 
 
 



16.  Claim for compensation for retirement is not to be entertained 
 
No claim for compensation from a Government servant who is required to retire under 
the provisions of rule 10 will be entertained. 
 
17.  When extension is refused, Government servant is continued till relieved by 
his successor 
When a Government servant has been refused an extension of service, he may, in the 
absence of specific orders to the contrary be allowed to continue in service until he is 
relieved by his successor. 
 
Note- In cases, however, where an extension of service has been applied for and granted and no further 
extension is asked for and sanctioned, the Government servant must be held to cease to be in the service of 
Government and to be entitled to no pay from the date of the expiration of the period for which the 
extension was granted. It is for the officer under whom the Government servant, to whom the extension has 
been given, is serving, to take timely measures to ensure, as far as in him lies, that another Government 
servant shall he available to take over charge from the time-expired Government servant on the date on 
which the extension given terminates. 
 
18.  Promotion not to be given when a Government servant is on extension of 
service 
 
Without the previous sanction of Government, no promotion whether officiating or 
substantive, and whether in a permanent or in a temporary establishment, should be given 
to a Government servant who is under extension. This does not debar such a Government 
servant from earning an increment, if the pay of the appointment held by him is on a 
time-scale. 
 
19.  Removal or compulsory retirement from service for misconduct, insolvency 
or inefficiency 
 
A competent authority may remove any Government servant subject to these rules from 
Government service, or may require him to retire from it, on the ground of misconduct, 
insolvency or inefficiency: 
 
Provided that before any such order is issued, the procedure referred to in rules 8 to 15 of 
the Maharashtra Civil Services (Discipline and Appeal) Rules, 1979, shall be followed. 
 
Note1. In the case of Police Officers Subordinate ranks, a competent authority in the Police Department can 
exercise his discretion under this rule after observing the procedure laid down in Chapter XIII of the 
Bombay Police Manual, 1959, Volume I and Section 26 of the Bombay Police Act, 1951. 
 
Note 2- Except where it is expressly stated otherwise removal includes the case of a Government servant 
who has been asked to retire under this rule. 
 
 
 
 
 
 



CHAPTER IV-GENERAL CONDITIONS 
 
20.  Government servants transferred from services and posts to which these 
rules do not apply 
 
(1) A Government servant who is transferred permanently to a service or post to which 
these rules apply from a service or post to which these rules do not apply, shall become 
subject to these rules: 
 
Provided that it shall be open to him, within six months of the date of issue of the order of 
his permanent transfer or, if he is on leave on that day, then within six months of his 
return from leave, whichever is later, to elect to be governed by the pension rules to 
which he was subject immediately before the date of his transfer. 
 
(2) The option under the proviso to sub-rule (1) shall be exercised in writing and 
communicated to the authority making such order of transfer. 
 
(3) The option once exercised shall be final. 
 
21.  Limitations on number of pensions 
 
(1) A Government servant shall not earn two pensions in the same service or post at the 
same time or for the same continuous service. 
 
(2)A Government servant, who having retired on a Superannuation Pension or Retiring 
Pension is subsequently re-employed, shall not be entitled to a separate pension or 
gratuity for the period of his re-employment. 
 
22. Admissibility of Wound and Extraordinary Family Pension 
 
The rules from 85 to 98 and provisions in Appendix IV which govern the grant of Wound 
or Injury Pension and Extraordinary Family Pension on account of injuries or death, 
apply to all persons employed in a civil capacity in the service of Government whether 
permanently, temporarily, or even casually, and whether remunerated by fixed pay or at 
piece-work rates. 
 
23. Sanction of pension in special circumstances 
 
In any case in which a pension is not admissible under any specific provision of these 
rules, Government may sanction the grant of a pension, which shall not, save in the most 
exceptional circumstances, exceed the monthly minimum pension as fixed by 
Government from time to time, or of a gratuity not exceeding the equivalent, calculated 
in accordance with the table prescribed under rule 8 of Maharashtra Civil Services ( 
Commutation of Pension) Rules,[1984] of the value of such a pension, if the grant is not 
inconsistent with the general spirit of the rules. 
 



Note- Pension sanctioned under this rule need not be given any special name. It may be styled “ Invalid” , 
“Retiring”, “ Superannuation”, or Extraordinary”, in accordance with the circumstances of each case. 
 
24. Pension not exchangeable but gratuity may be exchanged for annuity 
 
(1) A Government servant eligible for a pension is not entitled to exchange it for a 
gratuity. 
 
(2) If a Government servant is eligible under these rules for a gratuity only, Government 
may at its discretion, if the expectation of life of the Government servant is reported by 
competent medical authority to be equal to the average, convert the gratuity into an  
annuity. The amount of the annuity shall be calculated with reference to the table of 
present values prescribed by Government under rules 8 of the Maharashtra Civil Services 
( Commutation of Pension), Rules, [1984]. 
 
25. Inadmissibility of pension while in service of Local Fund 
 
A Government servant transferred to foreign service under a Local Fund shall not be 
permitted, while he remains in the service of the Fund, to receive a pension on voluntary 
retirement from Government service. For the purpose  of this rule, retirement shall be 
considered to be voluntary if the Government servant is not required to retire but retires 
on Retiring Pension before he is compelled to retire under rule 10. 
 
26. Pension subject to good conduct 
 
(1) Future good conduct shall be an implied condition of every grant of pension. 
Government may, by order in writing, withhold or withdraw a pension or part thereof, 
whether permanently or for a specified period, if the pensioner is convicted of a serious 
crime or is found guilty of grave misconduct: 
 
Provided that where a part of pension is withheld or withdrawn, the amount of remaining 
pension shall not be reduced below the minimum pension as fixed by Government. 
 
(2) Where a pensioner is convicted of a serious crime by a court of law, action under sub-
rule (1) shall be taken in the light of the judgment of the court relating to such conviction. 
 
(3) In a case not falling under sub-rule (2), if Government considers that the pensioner is 
prima facie guilty of grave misconduct, it shall, before passing an order under sub-rule 
(I), follow the procedure as laid down in rules 8 and 9 of the Maharashtra Civil Services 
(Discipline and Appeal) Rules, 1979 for imposing a major penalty. 
 
(4) The Maharashtra Public Service Commission shall be consulted before an order under 
sub-rule (I) is passed in respect of officers holding posts within their purview. 
 
 
 
 



Explanation- In this rule- 
(a) the expression ‘serious crime’ includes a crime involving an offence under the 
Official Secrets Act, 1923 (act XIX of 1923); 
 
(b) the expression ‘grave misconduct’ includes the communication or disclosure of any 

secret official code or pass-word or any sketch, plan, model, article, note, document 
or information, such as is mentioned in section 5 of the Official Secrets Act,1923 
(ActXIX of 1923) (which was obtained while holding office under the Government) 
so as to prejudicially affect the interests of the general public or the security of the 
State. 

 
27. Right of Government to withhold or withdraw pension 
 
(I) Government may, by order in writing, withhold or withdraw a pension or any part of 
it, whether permanently or for a specified period, and also order the recovery from such 
pension, the whole or part of any pecuniary loss caused to Government, if, in any 
departmental or judicial proceedings, the pensioner is found guilty of grave misconduct 
or negligence during the period of his service including service rendered upon re-
employment after retirement: 
 
Provided that the Maharashtra Public Service Commission shall be consulted before any 
final orders are passed in respect of officers holding posts within their purview: 
 
Provided further that where a part of pension is withheld or withdrawn, the amount of 
remaining pension shall not be reduced below the minimum fixed by Government. 
 
(2) (a) The departmental proceedings referred to in sub-rule (1), if instituted while the 
Government servant was in service whether before his retirement or during his re-
employment, shall, after the final retirement of the Government servant, be deemed to be 
proceedings under this rule and shall be continued and concluded by the authority by 
which they were commenced in the same manner as if the Government servant had 
continued in service. 
 
(b) The departmental proceedings, if not instituted while the Government servant was in 
service, whether before his retirement or during his re-employment- 
 

(i) shall not be instituted save with the sanction of the Government, 
(ii) shall not be in respect of any event which took place more than four years 

before such institution, and 
(iii) shall be conducted by such authority and at such place as the Government 

may direct and in accordance with the procedure applicable to the 
departmental proceedings in which an order of dismissal from service 
could be made in relation to the Government servant during his service. 

 
 
 



(3)No judicial proceedings, if not instituted while the Government servant was in 
service, whether before his retirement or during his re-employment, shall be instituted 
in respect of a cause of action which arose or in respect of an event which took place, 
more than four years  before such institution. 

 
(4)In the case of a Government servant who has retired on attaining the age of 
Superannuation or otherwise and against whom any departmental or judicial 
proceedings are instituted or where departmental proceedings are continued under 
sub-rule (2), a provisional pension as provided in rule 130 shall be sanctioned. 

 
(5)Where Government decides not to withhold or withdraw pension but orders 
recovery of pecuniary loss from pension, the recovery shall not, subject to the 
provision of sub-rule (I) of this rule, ordinarily be made at a rate exceeding one-third 
of the pension admissible on the date of retirement of a Government servant. 

 
(6)For the purpose of this rule- 

(a) departmental proceedings shall be deemed to be instituted on the date on 
which the statement of charges is issued to the Government servant or 
pensioner, or if the Government servant has been placed under suspension 
from an earlier date, on such date: and 

(b) judicial proceedings shall be deemed to be instituted- 
(i) in the case of criminal proceedings, on the date on which the 

complaint or report of a police officer of which the Magistrate 
takes cognizance in made, and 

(ii) in the case of civil proceedings, on the date of presenting the plaint 
in the Court. 

 
28. Grant of pension to Government servants who have served partly under 
Central Government and partly under Maharashtra Government 
 
When a Government servant has rendered a total period of qualifying service which is 
sufficient to qualify for a pension under these rules but a portion of such service has been 
rendered under the Central Government, his pension shall consist of the total of the 
following:- 
(a) the amount of pension which would have been payable in accordance with provisions 
of the rules in Section IV of Appendix 3B to the Account Code, Volume I, by the Central 
Government in respect of the period served under them, had the entire period of service 
been rendered whilst subject to the rules of the Central Government, and 
 
(b) the amount of pension which would have been payable in accordance with the 
provisions of the rules in Section IV of Appendix 3B to the Account Code, Volume I, by 
the Government of Maharashtra in respect of the period served under them, had the entire 
period of qualifying service been performed whilst subject to these rules: 
 
Provided that the total amount of pension admissible shall in no case exceed the 
maximum limits prescribed in these rules: 



 
Provided further that the amount of pension of a Government servant subject to these 
rules whose services are merely lent for a time to the  Government of India or who is 
transferred temporarily to an establishment which is administered by the Government of 
Maharashtra as agents of the Government of India shall, in respect of his whole service, 
be calculated in accordance with these rules. 
 
Note- When a Government servant is eligible to retire either under the rules of the Central Government or 
under these rules and when the amount of pension admissible under both the sets of rules is identical, the 
provisions of the above rule need not be enforced and the Government servant may be given the pension 
admissible as if the entire service has been rendered under the Government of Maharashtra. The incidence 
of pension in such cases should be worked out in accordance with the rules in Section IV of Appendix 3 B 
to the Account Code, Volume I. 
 
29. Sharing of pension between Consolidated Fund and Local Fund 
 
When part of the pensionable service of a Government servant qualifies for pension from 
the Consolidated Fund and part from a Local Fund, the amount of his pension shall be 
chargeable to Government and the Local Fund in proportion of the length of service. If 
the share of pension chargeable to one account does not exceed one rupee, no charge 
shall be made to that account and the share shall be borne by the account chargeable with 
the greatest share. 
 
Note-Service for which pension contribution has been recovered or for which the recovery of pension 
contribution has been waived should be regarded as service paid by Government for purpose of this rule. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



CHAPTER V-QUALIFYING SERVICE 
 
30. Commencement of qualifying service 
 
Subject to the provisions of these rules, qualifying service of a Government servant shall 
commence from the date he takes charge of the post to which he is first appointed either 
substantively or in an officiating or temporary capacity: 
 
Provided that at the time of retirement he shall hold substantively a permanent post in 
Government service or holds a suspended lien or certificate of permanency: 
 
[Provided further that, in cases where a temporary Government servant retires, on 
Superannuation or on being declared permanently in capacitated for further Government 
service by the appropriate medical authority after having rendered temporary service of 
not less that ten years, or voluntarily after completion of twenty years of qualifying 
service, shall be eligible for grant of Superannuation, Invalid or, as the case may be, 
Retiring Pension; Retirement Gratuity; and Family Pension at the same scales as 
admissible to a permanent Government servant.] 
 
Exception- The rules regarding grant of terminal benefits to temporary Government 
servants [except those mentioned in the second proviso] who retire without being 
confirmed in any post in Government service are embodied in Appendix II. 
 
Note1.- If a Government servant is holding a temporary post when the permanent post on which he holds a 
lien is abolished in the circumstances described in the rule 81, or if, at or very shortly after the abolition of 
the permanent post, he is appointed to a newly created temporary post, his service in the temporary post is 
pensionable service. 
 
Note 2.- In the case of the employees of former India States who have been absorbed in Government 
service previous pensionable service rendered by them under the same State should it immediately 
followed by Government  service be taken into account for purposes of pension on his final retirement from 
Government service. Pensionable service rendered under different States should be taken into account for 
purposes of pension provided that the employees were transferred or sent on deputation from on State to 
another under a written agreement between the Governments of the States concerned. 
 
[The term” immediately” appearing in Note 2 above includes a break in service if it does not exceed six 
months, between the date on which the service was terminated and the date of his re-employment in 
service). 
The question whether the previous service in Indian States in pensionable or not should be determined in 
accordance with these rules as if those rules were applicable to that service. 
 
31. Conditions subject to which service qualifies 
 
(1) The service of a Government servant shall not qualify unless his duties and pay are 
regulated by the Government or under conditions determined by the Government. 
 
(2) For the purposes of sub rule (1) the expression “service” means service under 
Government and paid by Government from the Consolidated Fund of State or a Local 



Fund administered by Government but does not include service in a non-pensionable 
establishment unless such service is treated as qualifying service by Government. 
 
(3) In the case of a Government servant belonging to the Central Government, who is 
permanently transferred to a service or post to which these rules apply, the continuous 
service rendered under the Central Government in an officiating or temporary capacity, if 
any, followed without interruption by substantive appointment, or the continuous service 
rendered under that Government in an officiating or temporary capacity, as the case may 
be, shall qualify: 
 
Provided that nothing contained in this sub-rule shall apply to any such Government 
servant who is appointed other wise than by deputation to a service or post to which these 
rules apply. 
 
32. Age after which service counts for pension 
Service rendered by a Government servant before attaining the age of 18 years shall not 
count for pension: 
Provided that in the case of Government servant in Class IV service or post who held a 
lien or a suspended lien on a permanent pensionable post prior to the 1st April 1950, 
service rendered before attaining the age of 16 years shall not count for pension. 
 
33.  Service rendered under Government followed without interruption by 
confirmation counts in full as service qualifying for pension 
 
A Government servant who holds a permanent post substantively or holds a lien or a 
suspended lien or a certificate or permanency on the date of his retirement, the entire 
temporary or officiating service rendered under Government followed without 
interruption by confirmation in the same or another post, shall count in full as service 
qualifying for pension except the service rendered against one of the posts mentioned in 
rule 57. 
 
Note- The benefit of above rule should also be extended to Government servants who have rendered 
service in temporary post in the former Civil Supplies Department including those re-employed after the 
break, provided they agree to refund the terminal gratuity, if any, received by them on their retrenchment 
from the former Civil Supplies Department (In order to avoid hardship, the gratuity may be refunded in 
monthly installments not exceeding twenty). Competent authorities are authorized to condone where 
necessary, breaks not exceeding 3 years. In cases where break exists, the terminal gratuity referred to above 
should be refunded within three months from the date of the order of the competent authority condoning the 
break and the right to count the service under the above rule does not accrue unit the gratuity is wholly 
refunded. The condonation should be postponed unit the Ex-Civil Supplies Department personnel actually 
pass the examination, if any, required for confirmation and are actually confirmed. The benefit of 
condonation of break should be allowed only in those cases in which breaks have occurred on account of 
discharge from service for want of post and not on any other ground e.g. voluntary resignation etc. and in 
computing the period of break the terminal leave availed of by the persons concerned, should also be taken 
into account. The leave salary is not, however, refundable. 
 
 
 
 
 



34.  Incidence of pension in respect of service under Local Fund 
 
Service paid from a Local Fund which is administered by Government is pensionable 
service, but the cost of a pension earned by it will be met by the Local Fund. 
 
35.  Counting of all leave for pension 
All leave including extra-ordinary leave during the period of continuous service shall 
count as qualifying service for pension. 
 
36.  Counting of service on probation 
Service on probation against a post if followed by confirmation in the same or another 
post shall qualify for pension. 
 
37.  Counting of service as an apprentice 
Service as an apprentice shall not qualify for pension. 
Exception: The service rendered as an Apprentice in (a Government press) shall count 
towards pension. 
 
38.  Counting of service on contract 
 
(I) A person who is initially engaged by Government on a contract for a specified period 
and is subsequently appointed to the same or another post in a substantive capacity in a 
pensionable establishment without interruption of duty, may opt either:- 
 
(a) to retain the Government contribution in the Contributory Provident Fund with 
interest thereon including any other compensation for that service; or 
 
(b) to agree to refund to Government the monetary benefits referred to in clause (a) or to 
forgo the same if they have not been paid to him and count in lieu thereof the service for 
which the aforesaid monetary benefits may have been payable. 
 
(2) The option under sub-rule (1) shall be communicated to the appointing authority 
under intimation to the Audit Officer within a period of three months from the date of 
issue of the order of permanent transfer to pensionable service, or if the Government 
servant is on leave on that day, within three months of his return from leave, whichever is 
later. 
 

(3) If no communication is received by the appointing authority within the period 
referred to in sub-rule (2), the Government servant shall be deemed to have opted 
for the retention of the monetary benefits payable or paid to him on account of 
service rendered on contract. 

 
 
 
 



39.  Counting of pre-retirement civil service in the case of re-employed 
Government servants 
(I) A Government servant who having retired on Compensation Pension or Invalid 
Pension or compensation gratuity or invalid gratuity, is re-employed and appointed 
substantively to a service or post to which these rules apply, may exercise option either- 
 
(a) to continue to draw the pension or retain the gratuity sanctioned for his earlier service, 
in which case his former service shall not count as qualifying service, or 
 
(b) to cease to draw his pension and refund- 

(i) the pension already drawn, and 
(ii) the value received for the commutation of part of pension, 
(iii) the amount of [retirement gratuity] including service gratuity, if any, and 

count the previous service as qualifying service: 
 
Provided that- 

(i) the pension drawn prior to the date of re-employment shall not be required to 
be refunded: 

(ii) the element of pension which was ignored for fixation of his pay including the 
element of pension which was not taken into account for fixation of pay shall 
be refunded by him; 

(iii) the element of pension equivalent of gratuity including the element of 
commuted part of pension, if any, which was taken into account for fixation of 
his pay shall be set-off against the amount of [retirement gratuity] and 
commuted value of pension and the balance, if any, shall be refunded by him. 

Explanation-In this clause the expression which was taken into account means the 
amount of pension including the pension equivalent of gratuity by which pay of the 
Government servant was reduced on initial re-employment, and the expression “ 
which was not taken into account” shall be construed accordingly. 

 
(2) (a) The authority issuing the order of substantive appointment to a service or post as is 
referred to in sub-rule (i), shall along with such order require in writing the Government 
servant to exercise the option under the sub-rule within three months of the date of issue 
of such order or if he is on leave on that day within three months of his return from leave 
whichever is later, and also bring to his notice the provisions of clause (b) below. 
 
(b) If no option is exercised within the period referred to in clause (a), the Government 
servant shall be deemed to have opted for clause (a) of sub-rule (I) 
 

(4) In the case of a Government servant who opts for clause (a) of sub-rule (I) the 
pension or gratuity admissible for his subsequent service is subject to the 
limitation that service gratuity or the capital value of the pension and [retirement 
gratuity] if, any, shall not be greater than the difference between the value of the 
pension and [retirement gratuity] if any, that would be admissible at the time of 
the Government servant’s final retirement if the two periods of service were 



combined and the value of retirement benefits already granted to him for the 
previous service. 

Note:- The capital value of pension shall be calculated in accordance with the Table prescribed by 
Government under rule 8 of the Maharashtra Civil Services (Commutation of Pension) Rules, [1984] 
applicable at the time of the second or final retirement. 
 
4(a) A Government servant who opts for clause (b) of sub-rule (I) shall be required to 
refund the gratuity received in respect of his earlier service, in monthly installments not 
exceeding thirty-six in number, the first installment beginning from the month following 
the month in which he exercised the option. 
 
(b) The right to count previous service as qualifying service shall not revive until the 
whole amount has been refunded. 
 
(5) In the case of a Government servant, who, having elected to refund the gratuity, dies 
before the entire amount is refunded, the amount of unrefunded gratuity shall be adjusted 
against the [death gratuity] which may become payable to his family. 
 
(6)In the case of Government servants who are paid at piece-work rate and whose service 
is treated as pensionable, the pay of the appointment which was abolished or from which 
he was invalided should be taken at the average earnings of the last six months or 
employment. 
 
40.  Counting of approved war service towards civil pension 
‘Approved war service’ rendered during the 2nd World War by itself or in conjunction 
with other Military service in respect of war service candidates appointed permanently to 
civil posts against vacancies arising on or after the 1st April 1947, nay also be allowed to 
count in full towards civil pension subject to the following conditions:- 
(a) the Government servant concerned should not have earned a pension under the 
Military rules in respect of the service in question: 
 
(b) in the case of services or posts in respect of which a minimum age is fixed for 
recruitment, Military or war service rendered below that age shall not be counted for 
pension; 
 
(c) war service rendered in the Armed Forces of India or in similar Forces of a 
Commonwealth Country shall be counted alike for pension, and no contribution towards, 
or share, of a pension earned as a result of this concession shall be claimed from the 
foreign Government concerned: 
(d) refund of bonus or gratuity paid in respect of the war service shall not be demanded 
from the Government servant concerned. If, however, the Government servant has been 
granted any retirement gratuity for service covering both the war and post-war period, 
such gratuity shall be refundable; 
 
(E) the break between the military/war service and the civil service shall be treated as 
automatically condoned provided the period of the break does not exceed one year. 



Bread exceeding one year but not exceeding three years, may also be condoned, in 
exceptional cases, under special orders of Government. 
Note- Approved war service or military service should be got verified in the Form 24 
prescribed in the Appendix V from the Military authorities concerned. 
 
41.  Other cases in which Military service counts as service for pension 
 
In any case not covered by rule 40, a competent authority may be general or special order 
direct that the Military service performed by any Government servant, after attaining age 
of 18 years, who before entering civil employ was in Military employ but did not earn a 
pension in Military employ, shall be treated as service qualifying for pension. In issuing 
such an order the competent authority shall specify the method by which the amount of 
service shall be calculated and may impose any condition, which it may think fit: 
Provided- 
(1)that the Military service must have been pensionable under military rules; 
 
(2)that the Military service must have been paid from Consolidated Fund of India or of 
State or pensionary contribution for that service must have been received by Consolidated 
Fund of India or of State; and 
 
(3) that, if the service is treated as service qualifying for civil pension any bonus or 
gratuity received in lieu of pension on or since discharge from Military service must be 
refunded in not more than 36 monthly instalments from such date as the competent 
authority may direct. 
 
 
Note I.- An order under the rule should be communicated to the Controller of Defiance Accounts concerned 
who will be requested to calculate the  exact amount to be recovered and communicate it to the Accountant 
General. Maharashtra, who will make the recoveries in as many instalments as may be directed in the order. 
 
Note2- Leave taken in Military service which was not counting under those rules before the Government 
servant became subject to the civil have rules not be treated as service for purposes of this rule. 
 
Note3-It is permissible to allow Military service interposed between two periods of civil service to count 
for civil pension, provided that the conditions laid down in this rule are otherwise fulfilled. 
 
Note4-See Note below rule 40 
 
Note5-Temporary Military service rendered by a Government servant with an interruption between the 
Military and Civil service shall be condoned provided the conditions prescribed in Sub-rule(I) of rule 48 
are fulfilled. In such cases the pensionary liability in respect of Military service shall be borne by the 
Defiance authorities and the Government servant will be required to refund the service gratuity, if any, 
received by him in respect of Military service rendered  by him, before he is allowed to count that service 
towards civil pension. 
 
42.  Counting of periods spent on training 
 
The Government may, by order, decide whether the time spent by a Government servant 
under training immediately before appointment to service under it shall count as 
qualifying service. 



 
43.  Counting of periods of suspension 
 
Time passed by a Government servant under suspension pending inquiry into conduct 
shall count as qualifying service where, on conclusion of such inquiry, he has been fully 
exonerated or the suspension is held to be wholly unjustified; in other cases, the period of 
suspension shall not count unless the authority competent to pass orders under the rule 
governing such cases expressly declares at the time that it shall count to such extent as 
the competent authority may declare. 
 
Note-In the absence of specific indication to the contrary in the service record, the period 
of suspension shall be taken as counting towards the qualifying service. 
 
44.  Counting of past service on reinstatement 
 
(1) A Government servant who is dismissed, removed or compulsorily retired from 
service, but is reinstated on appeal or review, is entitled to count his past service as 
qualifying service. 
 
(2)The period of interruption in service between the date of dismissal, removal or 
compulsory retirement, as the case may be, and the date of reinstatement, and the period 
of suspension, if any, shall not count as qualifying service unless regularized as duty or 
leave by a specific order of the authority which passed the order of reinstatement. 
 
45.  Forfeiture of service on dismissal or removal 

 
Dismissal or removal of a Government servant from a service or post entails 
forfeiture of his past service. 

 
46.  Forfeiture of service on resignation 
 
(1)Resignation from a service or a post entails forfeiture of past service. 
 
(2)A resignation shall not entail forfeiture of past service if it has been submitted to take 
up, with proper permission, another appointment, whether temporary or permanent under 
the Government where service qualifies. 
 
(3) Interruption in service in a case falling under sub-rule (2), due to the two 
appointments being at different stations, not exceeding the joining time permissible under 
the rules of transfer, shall be covered by grant of leave of any kind due to the 
Government servant on the date of relief or by formal condonation to the extent to which 
the period is not covered by leave due to him. 
 
(4) The appointing authority may consider the request of a person who had earlier 
resigned his post under Government, to take him back in service in the public interest on 
the following conditions, namely:- 



 
(a) that the resignation was tendered by the Government servant for some compelling 
reasons which did not involve any reflection on his integrity, efficiency or conduct and 
the request for withdrawal of the resignation has been made as a result of a material 
change in the circumstances which originally compelled him to tender the resignation; 
 
(b) that during the period intervening between the date on which the resignation became 
effective and the date from which the request for withdrawal was made, the conduct of 
the person concerned was in no way improper; 
 
© that the period of absence from duty between the date on which the resignation became 
effective and the date on which the person is allowed to resume duty as a result of 
permission to withdraw the resignation is not more than ninety day; 
 
(d) that  the post, which was vacated by the Government servant on the acceptance of his 
resignation or any other comparable post, available. 
 
(5)Request for taking him back in service shall not be accepted by the appointing 
authority where a Government servant resigns his service or post with a view to taking up 
an appointment in or under a private commercial company or in or under a corporation or 
company wholly or substantially owned or controlled by the Government or in or under a 
body controlled or financed by the Government. 
 
(6) When an order is passed by the appointing authority allowing a person to be taken 
him back in service and to resume duty the order shall be deemed to include the 
condonation of interruption in service but the period of interruption shall not count as 
qualifying service. 
 
47.  Effect of interruption in service 
 
(1) An interruption in the service of a Government servant entails forfeiture of his past 
service, except in the following cases:- 
 
(a)authorized leave of absence; 

 
(b)unauthorized absence in continuation of authorized leave of absence so long as the 
post held by the absentee is not filled substantively; 

 
© suspension, where it is immediately followed by reinstatement, whether in the same or 
a different post, or where the Government servant dies or is permitted to retire or is 
retired on attaining the age of Superannuation while under suspension; 
(d) transfer to non-qualifying service in an establishment under the control of the 
Government if such transfer has been ordered by a competent authority in the public 
interest; 
 
(e) joining time while on transfer from one post to another. 



 
(2) Notwithstanding anything contained in sub-rule (i), the appointing authority may, by 
order, commute [retrospective] the periods of absence without leave as extraordinary 
leave. 
 
48.  Condonation of interruption in service 
 
(1) The appointing authority may, by order, condone interruptions in the service of a 
Government servant; 
 
Provided that- 
(a) the interruptions have been caused by reasons beyond the control of the Government 
servant; 
 
(b) the total service pensionary benefit in respect of which will be lost, is not less than 
five years duration, excluding one or two interruption, if any; and 
 
© the interruption including two or more interruptions if any, does not exceed one year. 
 
(2) the period of interruption condoned under sub-rule (1) shall not count as qualifying 
service. 
(3) In the absence of a specific indication to the contrary in the service record, an 
interruption between two spells of civil service rendered by a Government servant under 
Government, shall be treated as automatically condoned and the pre-interruption service 
treated as qualifying service. 
(4) Nothing in sub-rule (3) shall apply to interruption caused by resignation, dismissal or 
removal from service or for participation in a strike. 
 
The period of interruption referred to in sub-rule (3) shall not count as qualifying service. 
 
49. Service on establishment paid by piece-work treated as pensionable 
 
The service of a Government servant employed on a fixed establishment which is paid by 
piece-work may be treated as qualifying service: 
 
(i) if he is employed not casually but as a member of a fixed establishment; and 
 
(ii) if during the last 20 months of his actual employment he has been attached to one 
office uninterruptedly for 6 months or it has not been through his own choice or 
misconduct that he has not been so attached. 
 
50. Period of voyage to India on compulsory recall to duty 
If a Government servant in pensionable service is compulsorily recalled to duty before 
the expiry of leave taken out of India, the period spent on the voyage to India shall be 
treated as duty for pension. 
 



51. Period of non-employment on non-continuous post 
 
If a Government servant is serving in an establishment the duties of which are not 
continuous but are limited to certain fixed periods in each year, the period during which 
the establishment is not employed shall be treated as service qualifying for pension: 
 
Provided that it shall not be so treated unless the Government servant is on actual duty- 
(a) on the date on which the establishment is discharged prior to such period on 
completion of its work, and  
 
(b) on the date on which he is re-employed after the expiry of such period. 
 
Note-This rule does not apply to service in a Vacation Department. 
 
52.  Non-pensionable service counting for pension 
 
Government may, by general or special order, permit service other than pensionable 
service, for performing which a Government servant is paid from State revenues or from 
a Local Fund, to be treated as service qualifying for pension. In issuing such an order 
Government shall specify the method by which the amount of qualifying service shall be 
calculated and may impose any condition which it thinks fit. 
 
Note I. Temporary service on city and pot-hissa survey is allowed to count for pension but only the net pay 
after deducting the traveling allowance should be taken into account for purpose of pension. So also the 
temporary service rendered on the following establishments of the Land Records Department should be 
allowed to be counted for pension after confirmation of the incumbents in the posts converted into 
permanent ones by Government Resolution, Revenue and Forests Department No. EST-1065/58023-V, 
dated 19th July 1968- 

(i) Khoti Survey Establishment; 
(ii) Establishment for Inam village survey; 
(iii) Establishment for  merged State Area Survey, and 
(iv) Establishment for consolidation of Holding Schemes. 

 
Note2- Service rendered for the period during which Government servants subscribed to the Contributory 
Provident Fund shall count in full towards the pension in cases of Government servants who are 
permanently transferred to pensionable service under Government on or after 22nd June 1963. Such 
Government servants will be required to exercise the option as provided in rule 28 of the Maharashtra 
Contributory Provident Fund Rules, and refund to Government the amount of contribution paid by 
Government together with interest thereon standing to their credit. 
This benefit of counting full Contributory Provident Fund service will also be admissible to Government 
servants, who had already opted for pension rules but who retired on or after 22nd June 1963. 
The provisions of this Note are, however, not applicable to employees of the Ex-princely States who were 
absorbed in Government service after the merger of such States. 
 
Note 3.- In the case of Peons who have rendered service  as Attendants prior to conversion of the posts of 
Attendants into those of Peons, one-half of the previous continuous service rendered by them as Attendants 
shall count for pension in respect of those who retire on or after 30th June,1982. 
 
 
 
 



53.  Addition to qualifying service for Superannuation pension 
 
Government servants who are directly recruited from the Bar and whose pensionable 
service has been rendered in one or the other of the posts or service mentioned in any of 
the following clauses and whose qualifying service for Superannuation pension is not less 
than ten years, may add to their service qualifying for Superannuation pension, the years 
of service in the following manner, namely:- 
(a)(i) Civil Judge, Junior Division and Judicial Magistrate, 
First Class; 
(ii) Judge, Labour Court; 
(iii) Junior Draftsman, Law and Judiciary Department; 
the number of years by which their completed years of age on appointment exceeded 
twenty-five years, subject to a maximum of five years; 
(b) (i) Administrator General and Official Trustee; 
(ii) Principal Judge of the Bombay City Civil Court; 
(iii) Judge of the Bombay City Civil Court; 
(iv) District Judge (including the person initially appointed as Assistant Judge or 
Additional District Judge, as the case may be, for eventual appointment as District 
Judge); 
(v) Metropolitan Magistrate; 
(vi) Judge, Small Causes Court; 
 (vii) President of Industrial Court; 
(viii) Member of Industrial Court; 
(ix) Adjudicator of Industrial Tribunal; 
(x) Member of Industrial Tribunal; 
(xi) Deputy Charity Commissioner (in the Charity organization); 
(xii) Assistant Charity Commissioner (in the Charity organization); 
(xiii) Draftsman-cum-Joint Secretary, Law and Judiciary Department; 
(xiv) Deputy Draftsman-cum Deputy Secretary, Law and Judiciary Department; 
(xv) Assistant Draftsman-cum-Under Secretary, Law and Judiciary Department, 
(xvi) Legal Advisor-cum-Joint Secretary, Law and Judiciary Department; 
(xvii) Deputy Legal Advisor-cum-Deputy Secretary, Law and Judiciary Department; 
(xviii) Assistant Legal Advisor-cum-Under Secretary, Law and Judiciary Department; 
(xix) Deputy Secretary (legal Side), Law and Judiciary Department; 
(xx) Under Secretary (Legal Side), Law and Judiciary Department; 
(xxi) Commissioner for Workmen’s Compensation; 
(xxii) Additional Commissioner for Workmen’s Compensation; 
 
 
 
 
 
 
 
 
 



 
the number of years on a sliding scale as indicated below:- 
Completed years of age on the date of 
initial appointment to the post mentioned 
above 

Period to be added to the qualifying service 
 
 
 
 

36years 6years 
 

37years 7years 
38 years 8 years 
39 years 9 years 
40 years and above 10 years (maximum) 
 
Provided that, where a person recruited to any of the posts mentioned in clause (b) is, on 
his initial appointment, of less than 36 completed years of age he shall be eligible for the 
same concession as mentioned in clause (a). 
Explanation I. In computing the number of completed years of  age, fraction of a year 
equal to six months or less shall be ignored and that of more than six months shall be 
treated as one full years. 
Explanation2.- In the case of a holder of any of the posts mentioned in clause (a) or (b), 
his subsequent appointment, promotion, deputation or transfer to any of the other such 
posts shall not deprive him of the concession admissible to him under this rule.] 
 
54.  Condonation of deficiency and addition in service 
 
Government may, for special reasons to be recorded in writing- 
 
(1) condone a deficiency, which may not ordinarily exceed one year, in the period of 
service qualifying for pension performed by a Government servant in order to qualify 
him to receive a Retiring Pension or to receive a pension as distinct from a gratuity; or 
 
(2) make an addition, which may not ordinarily exceed one year, to the period of service 
qualifying for pension, performed by a retiring Government servant which under the 
provisions of these rules may be counted for pension 
 
Note- The power under sub-rule (1) shall be exercised only in respect of low paid Government servants 
retiring on Invalid or Compensation pension. 
 
55.  Period of deputation to United Nations and other Organisations 
 
A Government servant deputed on foreign service, for a period of five years or more, to 
the United Nations Secretariat or other United Nations Bodies, The International 
Monetary Fund, The International Bank of Reconstruction and Development, or The 
Asian Development Bank or the Commonwealth Secretariat may at his option- 
(a) pay the pension contributions in respect of his foreign service and count such service 
as qualifying for pension under these rules; or 



 
(b) avail of the retirement benefits admissible under the rules of the aforesaid 
organization and not count such service as qualifying for pension under these rules; 
 
Provided that where a Government servant opts for clause (b), retirement benefits shall be 
payable to him in India in rupees from such date and in such  manner as  the Government 
may, by order, specify; 
 
Provided further that pension contributions, if any, paid by the Government servant, shall 
be refunded to him. 
 
56.  Service cost recovered from third party 
 
The fact that the whole or part of the pay of a Government servant in pensionable service 
is recovered by Government from a third party does not operate to render his service 
other than pensionable if the Government servant is appointed, controlled and paid by 
Government. 
 
57.  Non-pensionable service 
 
As exceptions to rule 30, the following are not in pensionable service:- 
 
(a) Government servants who are paid for work done for Government but whose whole 
time is not retained for the public service, 
 
(b) Government servants who are not in receipt of pay but are remunerated by Honoraria, 
 
©Government servants who are paid from contingencies, 
 
(d) Government servants holding posts which have been declared by the authority which 
created them to be non-pensionable. 
 
(e) Holders of all tenure posts in the Medical Department, whether private practice is 
allowed to them or not, when they do not have an active or suspended lien on any other 
permanent posts under Government. 
 
Note1.- In case of employees paid from contingencies who are subsequently brought on a regular 
pensionable establishment by conversion of their posts, one-half of their previous continuous service shall 
be allowed to count for pension. 
 
Note2- In the case of persons who were holding the posts of Attendants prior to 1st April 1966, one-half of 
their previous continuous service as Attendants, shall be allowed to count for pension. 
 
 
 
 
 
 



 
58.  Power of Government to declare any service as non-pensionable 
 
Government may declare that service in any post or establishment created after the date 
these rules come into force or the service of future incumbents of existing post created 
by it shall not be qualifying service for pension. 
 
59.  Verification of qualifying service after twenty-five years service or five years 
before retirement 
(1) Where a Government servant completes (a) twenty years service-if he is a Gazetted 
Officer and (b), twenty-five years service if he is Non-gazetted servant, the Audit Officer 
in the case of a Gazetted Officer or the Head of Office in consultation with the Audit 
Officer in the case of a Non-gazetted Government servant, shall, in accordance with the 
rules for the time being in force, verify the service rendered by such a Government 
servant, determine the qualifying service and communicate to him in Form 22 the period 
of qualifying service so determined or on his being left with five years service before the 
date of retirement, whichever is earlier. 
 
(2) Notwithstanding anything contained in sub-rule (1) where a Government servant is 
transferred to another department from a temporary department or on account of the 
closure of the department he had been previously serving or because the post he held had 
been declared surplus, the verification of his service may be done whenever such even 
occurs. 
 
(3) The verification done under sub-rules (1) and (2) shall be treated as final and shall not 
be reopened except when necessitated by a subsequent change in the rules and orders 
governing the conditions under which the service qualifies for pension. 
 
   ___________________________ 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 



 
CHAPTER VI- PENSIONABLE PAY 

 
60.  Pensionable pay 

 
(1) The “Pensionable pay” means the average pay earned by a Government servant 
during the last ten months service. 

 
(2)In case of a Government servant who was in service on 1st March 1976 and retires on 
or after that date and where the provisions of sub-rule (1) operate disadvantageously to 
him, his pensionable pay shall be based on the average pay  earned during the last 36 
months of service. 
[ (3) For the purpose of sub-rules (1) and (2) above, “pay” means the pay as defined in 
rule 9 (36)(i)] 
 
Note 1- If a Government servant immediately before his retirement or death while in service had been 
absent from duty on leave for which leave salary is payable or having been suspended had been reinstated 
without forfeiture of service, the pay which he would have drawn had he not been absent from duty or 
suspended shall be the pay for the purposes of this rule: 
 
Provided that any increase in pay (other than the increment referred to in note 4) which is not actually 
drawn shall not form part of this Pay. 
 
Note 2- If, during the last ten months of his service, a Government servant had been absent from duty on 
extra-ordinary leave, or had been under suspension, the period whereof does not count as service, the 
aforesaid period of leave for suspension shall be disregarded In the calculation of the pensionable pay and 
equal period before the ten months shall be included. 
 
Note 3- If a Government servant immediately before his retirement or death while in service had been 
absent from duty on extra-ordinary leave or had been under suspension, the period whereof does not count 
as service, the pay which he drew immediately before proceeding on such leave or being placed under 
suspension shall be the pay for the purposes of this rule. 
 
Note 4- If a Government servant immediately before his retirement or death while in service was on leave 
other than extra-ordinary leave and earned an increment which was not withheld during the first six months 
of the period of leave, such increment, though not actually drawn, shall form part of his pensionable pay. 
 
Note 5- Where a Government servant immediately before his retirement or death while in service had 
proceeded on leave for which leave salary is payable after having heal a higher appointment whether in an 
officiating or temporary capacity, the benefit of officiating pay drawn in such higher appointment shall be 
given only if it is certified that the Government servant would have continued to hold the higher 
appointment but for his proceeding on leave. 
 
Note 6.- Pay drawn by a Government servant in a tenure appointment shall be treated as pay for calculation 
of pensionable pay. 
 
Note 7- Pay drawn by a Government servant while on deputation to the Government of India shall be 
treated as pay for calculation of pensionable pay. 
 
Note 8- The pay drawn by a Government servant while on foreign service shall not count for pension. In 
such a case the pay which the Government servant would have drawn under the Government had not been 
sent on foreign service, will alone be taken into account while calculating pensionable pay. 



 
Note9- In the case of a Government servant who is granted refused leave immediately after Superannuation 
or after the period of extension of service, if any, the period spent on such leave should be ignored while 
calculating the pensionable pay i.e. the last ten months/thirty-six months preceding the date on which 
“refused” leave begins to run shall be the period for calculating pensionable pay. In the case of a 
Government servant who was already in pensionable service on or before 18th June 1952, the period of 
refused leave shall not be ignored if it happens to be advantageous to  him.  
 
Note 10.- Where a pensioner who is re-employed in Government service, elects in terms of clause (a) of 
sub-rule (1) of rule 39 to retain his pension for earlier service  and whose pay on re-employment has been 
reduced by an amount not exceeding his pension, the element of pension by which his pay is reduced shall 
be treated as pay for calculation of pensionable pay. 
 
Note 11.- In case in which a piece-work employee is remunerated at different times during the last ten 
months of his service by fixed pay and piece rates, the average earning for the last 20 months should be 
taken for calculation of his pensionable pay. If during the last 20 months, he is appointed to officiate in a 
vacancy the allowances drawn by him for the period calculated at fixed pay are to taken into account in the 
calculation of his/her average pay. Only the piecework earnings received during the currency of the last 20 
months of his service should be taken into account and divided by the number of months during which he 
was actually remunerated at piece-work rates only. If a piece-work employee retires on a date other than 
the first day of the month and broken periods of a month have consequently to be taken into account 
calculating pension, average pay should be calculated on the earnings of the last 20 months ending on the 
last day of the month immediately preceding that in which he retires from the service, the month referred to 
above being taken to be not necessarily the calendar month but the month for which the accounts of piece-
worker’s earning are made out, namely, from a date in calendar month to the corresponding date of the next 
calendar month. In cases where leave with or without allowances of suspension occurs during the last 20 
months of service, the period of leave or suspension shall be neglected, and the earnings of an equal period 
of duty rendered immediately before the last 20 months shall be taken into account. 
 
61.  Portion of Dearness Allowance treated as Dearness Pay for gratuity and 
pension 
 
(1) In respect of Government servant who retired on 30th September 1977 or will retire 
thereafter the amount of dearness allowance treated as dearness pay by issue of specific 
order by Government from time to time  shall count as ‘pay’ for the purposes of pension 
and gratuity. For this purpose, before taking the average of the pay earned during the last 
ten months of service, the pay for each month as reckoned for the purposes of 
determining pensionable pay under rule 60 shall be increased by an amount equal to the 
dearness pay appropriate to the pay for that month. 
 
(2) The amount of dearness pay shall not be taken into account for calculation of Family 
Pension admissible under rule 116. 
 
 
 
 
 
 
 
 
 



 
 

CHAPTER VII-CLASSES OF PENSIONS AND CONDITIONS GOVERNING 
THEIR GRANT 

 
62.  Different classes of pensions 
 
The following different classes of pension may be granted to Government servants or 
their families:- 
 
(I) Superannuation Pension, which is a pension granted a Government servant who 
retires from Government service at an age at which he is by rule entitled or required to 
retire. 
 
(2) Retiring Pension, which is a pension granted to a Government servant who retires 
voluntarily on completion of 20/30 years qualifying service or who is required by the 
appointing authority to retire in the public interest, but before attaining the age of 
Superannuation. 
(3) Invalid Pension, which is a pension granted to a Government servant who retires 
from Government service, before reaching the age of Superannuation, on account of 
mental or bodily infirmity. 
 
(4) Compensation Pension, which is a pension granted to a Government servant who is 
discharged from Government service otherwise than on medical certificate and for no 
fault of his own, before earning a Retiring or Superannuation Pension. 
 
(5) Wound or Injury Pension, which is a pension granted to a Government servant 
wounded or injured while in Government service. 
 
(6) Compassionate Pension, which is a pension granted to a Government servant who is 
removed or required to retire from, Government service for misconduct, insolvency, or 
inefficiency. 
 
(7) Family Pension means Family Pension, 1964 admissible under rule 116 and includes 
Family Pension, 1950 admissible under rule 117 to the family of deceased Government 
servant. 
 
(8) Extraordinary Family Pension, which is a pension granted to the family of deceased 
Government servant under rules in Appendix IV. 
 

(1) SUPERANNUATION PENSION 
 
63.  Superannuation Pension 
 
A Government servant who retires on his attaining age of Superannuation fixed by the 
relevant sub-rule of rule 10 shall be granted a Superannuation Pension. 



 
 
 

(2) RETIRING PENSION 
 
64. Retiring Pension 
 
 (1) A Retiring Pension shall be granted to a Government servant who retires, or is 
retired, in advance of the age of Superannuation in accordance with the provisions of rule 
10 or rules 65 to 67 of these rules. 
 
(2) A Government servant who is made to retire or who retires under the provisions of 
[sub-clause (ii) of clause (a) and clause (b) of sub-rules (4) so far as it relates to a class III 
Government servant, and clause (b) of sub-rule (5) of rule 10] shall draw a Retiring 
Pension subject to the proviso that in the case of those Government servants who were in 
service on 11th February 1963, (i.e. the date on which the age of Superannuation was 
raised from 55 to 58 years), the amount of pension shall not be less than what he would 
have been entitled to “as Superannuation Pension” on reaching the age of 55 years, but 
for the raising of the age of Superannuation to 58  years, the pay drawn and the  service 
rendered after reaching the age of 55 years, being omitted from the calculations for both 
the qualifying service and pensionable pay i.e. restoring strictly the status quo ante. 
 
65.  Retirement on completion of 30 years qualifying service. 
(1) At any time after a Government servant has completed thirty year’s qualifying 
service, he may retire from service, or he may be requited by the appointing authority to 
retire in the public interest: 
 
Provided that- 
(a) a Government servant shall give a notice in writing to the appointing authority[  ] 
three months before the date on which he wishes to retire; or  
 
(b) the appointing authority shall give a notice in writing [in Form 32] to a Government 
servant[  ] three months before the date on which he is required to retire in the public 
interest, on three months pay and allowances in lieu of such notice; 
 
[Provided further that where the Government servant who gives  notice under clause (a) 
of the preceding proviso is under suspension, it shall be open to the appointing authority 
to withhold permission to such Government servant to retire under this rule: 
 
Provided also that where a Government servant giving notice under clause (a) of the first 
proviso to this rule is placed under suspension after he has given notice of retirement as 
above, it shall be open to the appointing authority to withdraw permission, if already 
granted or, as the case may be, to withhold permission to such Government servant to 
retire voluntarily under this rule.] 



[2(a) A Government servant referred to in clause (a) of the proviso to sub-rule (1) may 
make a request in writing to the appointing authority to accept notice of voluntary 
retirement of less than three months giving reasons therefore; 
 
(b) on receipt of a request under clause (a), the appointing authority may consider such 
request for the curtailment of the period on notice of three months on merits and if it is 
satisfied that the curtailment of the period of notice will not cause any administrative 
inconvenience, the appointing authority, with the concurrence of the Finance Department, 
may relax the requirement of notice of three months on the condition that the 
Government servant shall not apply, for commutation of a part of his pension before the 
expiry of the period of notice of three months.] 
 
(3) A Government servant, who has elected to retire under this rule and has given the 
necessary intimation to that effect to the appointing authority, shall be precluded from 
withdrawing his election subsequently except with the specific approval of such 
authority: 
 
Provided that the request for withdrawal shall be before the intended date of his 
retirement. 
66.  Retirement on completion of 20 years qualifying service 
(1) At any time after a Government servant has completed twenty years qualifying 
service, he may, by giving notice of [  ] three months in writing to the appointing 
authority, retire from service. 
 
(2) The notice of voluntary retirement given under sub-rule (1) shall require acceptance 
by the appointing authority: 
 
Provided that where the appointing authority does not refuse to grant the permission for 
retirement before the expiry of the period specified in the said notice, the retirement shall 
become effective from the date of expiry of the said period 
(3) [  ] 
 
Provided that the total qualifying service after allowing the increase under this sub-rule , 
shall not exceed the qualifying service which the Government servant would have had, if 
he had retired voluntarily at the lowest age limit for voluntary retirement prescribed 
under sub-rule (5) of rule 10. 
 
(4)(a) [ A Government servant referred to in sub-rule (I) may make a ] request in writing 
the appointing authority to accept notice of voluntary retirement of less than three months 
giving reasons therefore; 
(b) On receipt of a request under clause (a), the appointing authority subject to the 
provisions of sub-rule (2), may consider such request for the curtailment of the period of 
notice of three months on merits and if it is satisfied that the curtailment of the period of 
notice will not cause any administrative inconvenience, the appointing authority, with the 
concurrence of the Finance Department, may relax the requirement of notice of three 



months on the condition that the Government servant shall not apply for commutation of 
a part of his pension before the expiry of the period of notice of three months. 
 
(5) A Government servant, who has elected to retire under this rule and has given the 
necessary notice to that effect to the appointing authority, shall be precluded from 
withdrawing his notice except with the specific approval of such authority: 
Provided that the request for withdrawal shall be made before the intended date of his 
retirement. 
(6) The pension and [retirement gratuity] of the Government servant retiring under this 
rule shall be based on the pay as defined under rules 60 and 61 and the increase not 
exceeding five years in his qualifying service shall not entitle him to any notional fixation 
of pay for purposes of calculating pension and gratuity. 
 
(7)This rule shall not apply to a Government servant who- 
(a) retires when he is declared surplus 
(b) retires from Government service for being absorbed permanently in an Autonomous 
Body or a Public Sector Undertaking to which he is on deputation at the time of seeking 
voluntary retirement. 
 
Explanation- For the purpose of this rule the expression “Appointing authority” shall 
mean the authority which is competent to make appointments to the service or post from 
which the Government servant seeks voluntary retirement. 
 
[66A- Addition to qualifying service on voluntary retirement- 
(1) The qualifying service as on the date of intended retirement of a Government servant 
retiring under sub-rule (5) of rule 10, clause (a) of the proviso to sub-rule (1) of rule 65 
or, as the case may be, sub-rule (I) of rule 66 shall be increased by a period not exceeding 
five years, subject to the condition that the total qualifying service rendered by the 
Government servant does not in any case exceed thirty-three years and it does not take 
him beyond the date of Superannuation. 
 
(2) The weightage of five years under sub-rule (1) shall not be admissible in cases of 
those Government servants who are prematurely retired by the Government in the public 
interest under sub-rule (4) of rule 10 or, as the case may be, clause (b) of the proviso to 
sub-rule (1) of rule 65]. 
 
67.  Pension on absorption in or under a Corporation, Autonomous Body or a 
Local Authority 
 
A permanent Government servant who while on deputation is permitted to be absorbed in 
a service or post in or under a Corporation or Company wholly or substantially owned or 
controlled by the Government or an Autonomous Body or a Local Authority shall, if such 
absorption is declared by the Government to be in the public interest, be deemed to have 
retired from service from the date of such absorption and shall eligible to receive 
retirement benefits which he may have elected or deemed to have elected from the date 
from which the pro-rata pension, gratuity, etc, would be disbursable as under :- 



 
(a) The pro-rata pension and [retirement gratuity] shall be based on the length of his 
qualifying service under Government till the date of absorption. The pension will be 
calculated on the basis of pensionable pay for ten months preceding the date of 
absorption and the [retirement gratuity] on the basis of the pay immediately before 
absorption. 
 
(b) In cases where a Government servant at the time of absorption has less than 10 years 
service and is not entitled to pension; he will only be eligible for proportionate service 
gratuity in lieu of pension and to [retirement gratuity] on the basis of the pay immediately 
before absorption. 
 
© The amount of pension/gratuity and the [retirement gratuity] would be concurrently 
worked out and will be intimated to the Government servant as well as to the concerned 
organization as and when the Government servant is absorbed. 
(d) The pro-rata pension, gratuity, etc;, admissible in respect of the service rendered 
under Government would be disbursable either from the earliest date from which the 
Government servant could have been retired voluntarily under the rules applicable to him 
or from the date of absorption in the concerned organization, whichever is later. 
 
(d) Every Government servant will exercise an option, within six months of his 

absorption for either of the alternatives indicated below:- 
 
(i) receiving the monthly pension and [retirement gratuity] already worked out, under (a) 
above. 
 
(ii) receiving the [retirement gratuity] and a lump sum amount in lieu of pension worked 
out with reference to commutation tables obtaining on the date from which the pro-rata 
pension, gratuity, etc., would be disbursable. 
 
Where no option is exercised within the prescribed period, the Government servant will 
automatically be governed by alternative (ii) above. Option once exercised shall be final. 
The option shall be exercised in writing and communicated by the Government servant 
concerned to the concerned Undertaking, Department and Audit. 
 
(f)Where a Government servant elects alternative (e) (ii),he shall, in addition to the 
[retirement gratuity] be granted- 

(i) on an application made in this behalf, a lump sum amount not exceeding the 
commuted value of one-third of his pension as may be admissible to him in 
accordance with the provisions of Chapter III of the Maharashtra Civil 
Services (Commutation of Pension) Rules, [1984] and 

(ii) terminal benefits equal to the commuted value of the balance amount of 
pension left after commuting one-third of pension referred to in clause (i) in 
accordance with provisions of Chapter IV of the Maharashtra Civil Services 
(Commutation of Pension) Rules, [1984] subject to the condition that the 
Government servant surrenders his right of drawing two-third of his pension. 



 
(g)Notwithstanding anything contained in (f) above, where any lump sum amount in 
addition to the [retirement gratuity] had been paid at any time between the period 
commencing on 28th April 1981 and ending with the commencement of these rules, to 
any Government servant who had elected the alternative of receiving the [retirement 
gratuity] and a lump sum amount in lieu of pension, such payment shall be deemed to 
have been made in accordance with this clause if the requirements of this rule have been 
satisfied. 
 
(h)The total gratuity admissible in respect of service rendered under the Government and 
that under the concerned organization should not exceed the amount that would have 
been admissible had the Government servant continued in Government service and 
retired on the same pay, which he drew on retirement from the concerned organization. 
 
(i) (i) The benefit of Family Pension, 1964 will be admissible only to the families of 
those who were/are actually in receipt of pension from the State Government, after their 
absorption in the organization referred to in this rule. This benefit will not be admissible 
to the families of those who got only the service gratuity. Family Pensions will, however, 
also be admissible to the families of those Government servants absorbed in the 
organizations referred to in this rule, who draw the lump sum amount in lieu of monthly 
pension on their absorption on the date of its becoming due and thus do not draw any 
monthly pension on the date of death. Similarly, Family Pension will also be payable to 
the families of those whose monthly pension or lump sum amount has not become 
payable and is disbursable from the earliest date of voluntary retirement but the person 
dies before that date without receiving these benefits. 
 
(ii) Family Pension will be admissible from only one source either from the State 
Government or the organization referred to in this rule in case such organization has a 
similar scheme for payment of Family Pension. The beneficiary may be given option to 
choose either of the two schemes. 
 
(iii) Grant of Family Pension, 1964, will be subject to other conditions specified in rule 
116; 
 
(j) Any further liberalization of pension rules decided upon by Government after the 
permanent absorption of a Government servant in a concerned organization would not be 
extended to him. 
 
(k)In cases where the Government servant has opted to receive pension as at (e) (i) above 
but wishes to commuted a portion of the pension, such commutation will be regulated in 
accordance with the Government rules in force at the time of his absorption/voluntary 
retirement. 

 



(3) INVALID PENSION 
 
68.  Conditions for grant of Invalid Pension 
 
An Invalid Pension shall be granted to a Government servant, who is permitted to retire 
from Government service before reaching the age of Superannuation, on production of a 
medical certificate in the form prescribed in rule 72 to the effect that he is by mental or 
bodily infirmity incapacitated for Government service or for the particular branch of 
Government service to which he belongs. 
 
69.  Non-admissibility of Invalid Pension when discharged on grounds other than 
infirmity 
 
A Government servant discharged from Government service on grounds other than 
grounds of infirmity is not eligible for an Invalid Pension, although he may be able to 
produce medical evidence of incapacity for Government service. 
 
70.  Non-admissibility of Invalid Pension if incapacity is due to irregular or 
intemperate habits 
 
An Invalid Pension shall not be granted to a Government servant whose incapacity is 
directly due to irregular or intemperate habits. If incapacity has not been directly caused 
by such habits but has been accelerated or aggravated by them, the authority granting the 
pension shall decide the reduction in the amount of the pension which shall be made on 
this account. 
 
71.  Submission of medical certificate for Invalid Pension 
 
An application for an Invalid Pension from a Government servant who is less than 60 
years of age if he is in Class IV service of 58 years of age in other cases should be 
supported by the requisite medical certificate, but, if omission has been made in this 
respect the Head of Office may accept a certificate bearing a later date. 
 
72. Form of medical certificate of unfitness for further service 
(1) A medical certificate of unfitness fro further service produced by a Government 
servant shall be accompanied, if possible by a succinct statement of the medical case and 
of  the treatment adopted and, except as provided in sub-rule (2) of this rule, shall be in 
the following form:- 
 
“Certified that I/We have carefully examined Shri/Smt/Kum------------of the --------------
Department------------------- service. His/Her age is by his/her own statement---------------
years and by appearance about-------------years. I/We consider Shri/Smt./Kum -------------
---to be completely a permanently incapacitated for further service of any kind in the 
department to which he/she belongs in consequence of ---------------- His/Her incapacity 
appears to me/us to have been- 
(a) directly caused, or 



 
(b) accelerated or aggravated though not directly caused, or 
© neither directly caused, nor accelerate not aggravated by irregular or intemperate 
habits.” 
 
(2) If the incapacity does not appear to be complete and permanent, the certificate shall 
be modified accordingly, and given in the following form, if justified by the facts of the 
case :- 
“I am/We are of opinion that Shri/Smt/Kumari-----------------------is fit after resting--------
-- months be fit for service of a less laborious character than that which he/she has been 
performing.” 
 
(3) The object of the certificate prescribed in sub-rule (I) to the effect that the 
Government servant is completely and permanently incapacitated  for further service in 
the department to which he belongs or of the alternative certificate (of partial incapacity), 
in the foregoing  sub-rules ins that a Government  servant should, if  possible, be 
employed even on lower pay, so that the expense of pensioning him may be avoided. If 
there be no means of employing him even on lower pay, then he may be admitted to 
Invalid Pension; but should be considered whether in view of his capacity for partially 
earning a living, it is necessary to grant him the full pension admissible under the rule. 
 
(4) If the certifying medical authority although unable to discover any specific disease in 
the applicant, considers him to be incapacitated for further service by general debility 
while still under the age of fifty-eight/sixty years, it shall give detailed reasons for its 
opinion, and in that case a second medical opinion shall, if possible, be obtained. 
 
(5) A simple certificate that inefficiency is due to old age or to natural decay from 
advancing years, shall not be sufficient in the case of an applicant whose recorded age is 
less than fifty-eight/sixty years’ but a medical authority may, when certifying that an 
applicant  is incapacitated for further service by general debility, state its reasons for 
believing the age to be understated. 
 
73.  Authorities empowered to sign the medical certificate of incapacity for 
further service 
 
A medical certificate of incapacity for further service shall, if granted in India, be signed 
by a Medical Board, constituted under rules 34, 35 and 36 of the Maharashtra Civil 
Services (Leave) Rulels,1981: 
 
Provided that in the following circumstances the certificate of Medical Officer-in-charge 
of a Civil Station or the Superintendents of J.J. Group of Hospitals, St.Georges Hospital 
and G.T. Hospital, Greater Bombay, as the case may be, shall suffice- 
 
(a) in the case of those Non-gazetted Government servants whose pay, as defined in rule 
[9(36)(i)] does not exceed Rs. [2,200] per mensem’ 
 



(b) when in the opinion of a Medical Officer-in-charge of a Civil Station or the 
Superintendents of J.J. Group of Hospitals, St. Georges Hospital and G.T. Hospital, 
Greater Bombay, as the case may be, which shall be recorded in writing with reasons 
therefore, and shall be countersigned by the Director of Health Services, the applicant 
cannot without grave risk of serious injury to his health, present himself before a Medical 
Board. 
 
Note I-The following officers exercise the powers of a Medical Officer-in-charge of a 
Civil Station or of the Superintendents of J.J. Group of Hospitals, St. Georges Hospitals 
and G.T. Hospital, Greater Bombay:- 
 
(1) Police Surgeon In respect of the members of the City and 

Railway Police in Bombay 
(2) Superintendent of a Mental Hospital In respect of Government servants who are 

suffering from mental disease. 
(3) M.M. &HS. (Class I and Class II) In respect of Non-gazetted Government 

servants serving in the Jail Department. 
 

(4) The Superintendent, Hospital for the 
diseases of the chest, Camp Aundh, Pune 

In respect of the members of the staff in the 
Hospital 

(5) The Medical Officers-in-charge of 
Government Hospitals. 

 

 
 
74.  Decision to be communicated to the Government servant retired on Invalid 
Pension and giving him an opportunity to appeal to be Medical Appeal Board 
 
(I) If a competent authority comes to the conclusion on the report of a Medial Officer or 
any of the Standing Medical Boards that a Government servant should be retired on 
Invalid Pension, it shall inform the Government servant that he has been declared to be 
completely and permanently in capacitated for further service and that it is proposed to 
invalidate him. Except where it is clear that the Government servant himself desires to be 
invalidated, or where it is obvious from the nature of the disability that no useful purpose 
will be served by an appeal, if he so desires, he may, within one month, submit to the said 
authority a request to be examined by a Medical Appeal Board, supported by- 
 
(a) prima facie evidence that good ground for an appeal exists, and 
 
(b) accompanied by a treasury receipt for Rs. 48 
 
The Government servant shall be informed that the appeal cannot be claimed as of right 
but that, if an application as above be made, it will be considered. The Government 
servant concerned should also be informed of the arrangements regarding the cost of the 
Appeal Board set forth in rule 75 below, but he should not be informed of the reasons, 
which led the Medical Officer or the Standing Medical Board to recommend his 
invalidation. 



 
(2) Appeals presented within the prescribed period should be forwarded to Government 
in the Department concerned, and if the Department after consultation with  the Director 
of Health Services and the Urban Development and Public Health Department holds that 
a sufficiently strong case for review has not been made out, the application for hearing 
the appeal should be rejected. If, however, the Department after such consultation, holds 
that a prima facie case for review by an Appeal Board has been made out, the appeal shall 
be referred to an Appeal Board. 
 
75.  Ad-hoc Board to hear appeals 
 
(1)In the case of Government servants in the Class III or Class IV services when the 
appeal is from a decision of a Civil Surgeon or the Superintendents J. J. Group of 
Hospitals, St. Georges Hospital and G.T. Hospital, Greater Bombay, as the case may be 
the Government servant concerned shall be placed before a Standing Medial Board 
constituted under rule 34 of the Maharashtra Civil Services (Leave) Rules, 1981. The 
Civil Surgeon from whose decision the appeal is made shall not be the President or a 
member of the Board. 
 
(2) In the case of the State Service Officers a special Ad-hoc Board shall be constituted 
which shall hear an appeal from a decision of any of the Standing Medical Boards at each 
Revenue Division. 
Instruction- No Medical Officer who first recommended the Government servant’s invalidation or who sat 
either as Chairman or as member of the Standing Medical Board shall be a member of the Medical Board 
or of the Ad-hoc Board, as the case may be, to which the appeal is referred. The Director of Health Services 
shall not be a member of the Ad-hoc Board and Government in the urban Development and Public Health 
Department will decide in each case who should constitute the Board 
 
Note- The entire expenditure in assembling an Appeal Board will be borne by the Medical Department. The 
sum of Rs. 48 forwarded by the applicant with his request for the setting up of an Appeal Board will be 
forfeited if the request is rejected. In the event of an Appeal Board being set up  each of the honorary 
Medical Officers will be paid 25 per cent of the fee of Rs. 48- The balance of the fee will be refunded to the 
applicant if  he is declared fit and credited to Government if declared unfit. 
 
76.  Constitution of Medical Board for Invalid Pension for Government servant 
while on leave out of India 
 
When a Government servant on leave out of India applies for Invalid Pension his medical 
examination shall be arranged through the Indian Missions abroad. The examination 
should be done by a Medical Board consisting of a Physician, a Surgeon and on 
Ophthalmologist, each of them having the status of a consultant. The services of doctors 
approved for the officers and staff of the Mission concerned shall be utilized for this 
purpose provided they fulfill above conditions. A lady doctor shall be included as a 
member of the Medical Board whenever a woman candidate is to be examined. 
 
 



77.  Medical certificate of incapacity not to be issued without the knowledge of 
the Head of Office. 
 
Serious illness of a Government servant may be an excuse for placing him under 
treatment but not for giving him a certificate of a permanent incapacity for further service 
without the knowledge of the Head of the Office and without having received authority 
from the Department/Office to which the Government servant belongs- 
 
78.  Conditions subject to which medical certificate of incapacity accepted on 
refusal of Government servant to undergo an operation 
 
A medical certificate of incapacity for further service in consequence of rupture or some 
such disease, for which the examining Medical Officer recommends an operation, but the 
Government servant does not submit to an operation, should not be accepted without 
question. In such cases the medical report should state the finding on the following 
issues:- 
 
(a) Is the Government servant at present incapacitated for service? 
 
(b) Does the expert medical testimony indicate that an operation would offer a reasonable 
probability of removing his incapacity? 
 
© Does the Government servant refuses to undergo the operation? 
(d)In the ordinary acceptance of the term, would the operation be dangerous? 
 
Note- It is not entirely equitable to deprive men, whose ignorance leads them to reject the 
relief they might derive from an operation of the whole pension which they have already 
earned, but the amount of pension to be granted should be varied in accordance with the 
medical report. Men of this class will thus be offered a further inducement to submit to an 
operation and should not be retired until they have had an opportunity of considering the 
alternatives, which confront them. 
 
79.  Authorization from Head of Office for examining the Government servant 
for incapacity 
 
A medical certificate of incapacity for further service shall not be granted in India unless 
the applicant produces a letter showing that the Head of his Office or Department is 
aware of his intention to appear before the medical authority. That authority shall be 
supplied by the Head of the Office or Department with a statement of the applicant’s age 
as it appears from his service book or from other official records. 
 
 
80.  Cessation of duty on production of a medical certificate of incapacity 
 
A Government servant who has submitted under rule 71 a medical certificate of 
incapacity for further service shall if he is on duty, be invalided from service from the 



date of relief from his duties, which should be arranged without delay on receipt of the 
medical certificate, or, if he is granted leave under rule 43 of Maharashtra Civil Services 
(Leave) Rules, 1981 on the expiry of such leave. If he is on leave at the time of 
submission of the medical certificate, he shall be invalidated from service on the expiry 
of that leave or extension of leave, if any, granted to him under the rule 43 of 
Maharashtra Civil Services (Leave) Rules,1981 
 
Note- The period allowed for arranging the relief of a Government servant on duty who is incapacitated for 
further service of nay kind should not exceed seven days from the date of the medical certificate. A 
departure from this rule should not be made without every special reasons. Which must be reported to 
Government for approval. Without special orders from Government, service rendered after the period of 
seven days from the date of such medical certificate, will not count for pension. 
 

(4) COMPENSATION PENSION 
 
81. Conditions for grant of Compensation Pension 
 
If a Government servant is selected for discharge owing to the abolition of his permanent 
post or owing to a change in the nature of the duties of that post, he shall, unless he is 
appointed to another post the conditions of which are deemed by the authority competent 
to discharge him to be at least equal to those of his own, have the option- 
 
(a) of taking any Compensation Pension or gratuity to which he may be entitled for the 
service he has already rendered, or 
(b) of accepting another appointment or transfer to another establishment even on a lower 
pay, if offered, and continuing to count his previous service for pension 
 
Note-      When a Government servant holding a post the pay of which has been fixed with reference to the  

cost of living in a particular locality is transferred with his post to another locality on a rate of pay 
appropriate to the cost of living in the later locality, he should, for the purpose of this rule, be 
deemed to be selected for discharge and appointed to another post the conditions of which are 
equal to those of his own. 

 
Instruction-Before a pension is granted to a Government servant under this rule, it should be carefully 
considered whether he cannot be provided for in another post the conditions of which are deemed to be 
equal to those of his own, and it is found impossible to do so the reasons therefore should be recorded in 
writing. 
 
82. Drawal of Compensation Pension in foreign service 
 
A Government servant in foreign service shall be held to have lost his lien in Government 
service from the date on which the post held by him in Government service is abolished, 
and no contributions shall be received after that date. He shall be regarded as having 
retired from Government service from that date, and he shall thereafter be permitted to 
draw the Compensation Pension to which he in entitled in addition to the pay which he 
receives at the time from his foreign employer. 
 



83.  Additional gratuity in addition to Compensation Pension when notice of 
discharge is not given 
 
(I) If in any case three month’s notice of his intended discharge has not been given to a 
Government servant discharged from Government service in the circumstances described 
in rule 81, he may be granted in addition to the Compensation Pension or gratuity 
admissible under the rules, an additional gratuity not exceeding his emoluments for the 
period by which the notice given to him falls short of three months. In this rule, 
emoluments mean the pay or leave salary, or both, which the Government servant would 
have received during the period in question, had notice not been given to him. 
 
(2) If an additional gratuity is granted to a Government servant under sub-rule (I) of this 
rule, his Compensation Pension shall not become payable until the expiry of the period 
covered by the gratuity. 
 
84.  Final pension not to be less than the Compensation Pension 
 
If a Government servant, who is entitled to Compensation Pension, but ceases to draw 
any part of pension and counts his previous service for pension, accepts in its place 
another post in Government service and subsequently becomes entitled to receive a 
pension of any class, the amount of such pension shall not be less than that of the 
Compensation Pension which he could have claimed if he had not accepted the post. 
 

(5) WOUND OR INJURY PENSION 
 
85.  Procedure for Wound or Injury Pension 
 
(I) When an application for Wound or Injury Pension is received, the Head of the 
Department or Office, in which the applicant is employed shall hold a formal inquiry 
taking evidence as to the circumstances in which the wound or injury was received. 
 
(2) He shall then submit the application in Form 25 through his official superior to the 
authority competent to sanction it together with a statement of circumstances of the case 
and his one recommendation. 
 
(3) The Head of Department/Office, shall then arrange for the examination of the 
applicant by a Medical Board or a competent authority mentioned in rule 73 and shall 
refer the case to such Board or authority with a full statement of the points on which a 
report from the Medical Board is desired. 
 
(4) On receipt of the report of the Medical Board the authority competent to sanction 
pension shall, if it considers that pension should be granted, forward the application to the 
Audit Officer. 
 



86.  Conditions for grant of production of medical certificate for Wound or 
Injury Pension 
 
A Wound of Injury Pension may be granted on the production of a medical certificate in 
Form 26 or on the production of a certificate from a competent authority mentioned in 
rule 73, that the would or injury is so severe as to justify the grant of pension even though 
the Government servant concerned nay not be permanently incapacitated for further 
service as a result of wound or injury. 
 
87.  Temporary grant of Wound or Injury Pension and its subsequent extension 
 
A Wound or Injury Pension shall be granted not necessarily for the lifetime of the 
pensioner but for such period as Government may direct. If granted temporarily in the 
first instance, it may subsequently be extended for such further period as may be 
considered necessary depending upon the continuance of the disability and its severity. 
 
88.  Wound or Injury Pension depends on the continuance of disability 
 
A Wound or Injury Pension, sanctioned under rule 97 would, except when it is sanctioned 
for life, be dependent on the continuance of the disability. The payment shall be subject 
to the production of a medical certificate, once in three years, from the Civil Surgeon, or 
a Medical Board in accordance with the provisions of rule 86,. Where the disability has 
disappeared or become less, Government may pass such orders regarding its continuance 
as are deemed fit. 
 
89.  Conditions for grant of Wound or Injury Pension 
 
Government may sanction the grant of a Wound or Injury Pension to a Government 
servant who is wounded or injured under any of the following conditions:- 
Government may sanction the grant of a Wound or Injury Pension to a Government 
servant who is wounded or injured under any of the following conditions:- 
 
(a) while serving in a civil capacity in circumstances justifying his presence with a 
military force, if his presence with the force can reasonably by held to be wholly or in 
part due to the fact that he is at the time Government servant in civil employ. 
 
(b) while serving in a military capacity with a military force, either because he has been 
called out on actual military service as a member of the Territorial Army or in other 
circumstances justifying his presence with the force. 
 
© while performing any particular duty which has the effect of increasing his liability to 
injury beyond the ordinary risk of the post which he holds. 
 
Note 1. The performance by a Medical Officer of an operation of a venereal or septicaemic patient, or the 
attendance by a nurse or a medical subordinate upon such a patient, or the employment of a Magistrate or 
Police Officer in the suppression of a riot or disturbance, is duly involving extraordinary bodily risk for the 
purpose of this rule. 



 
Note 2- Government do not recognize a claim on account of an injury resulting from an ordinary accident 
met with by a Government servant on duty. 
 
Note3- No award shall be made in respect of Civilian Officer who is deputed on foreign service under the 
U.N. Bodies on or after 1st January 1958 and who is allowed to join the U.N. Joint Staff Pension Fund as an 
Associate Member. 
 
90.  Exceptional cases for grant of Wound or Injury Pension 
 
Government may, in exceptional cases when the conditions of rule 89© are not strictly 
fulfilled, sanction the grant of a Wound or Injury Pension to a Government servant who- 
 
(a) is injured in or in consequence of the due performance of his official duties or because 
of his official position, or  
 
(b) sustains serious injury to his health in the execution of the official duties. 
 
91.  Admissibility of other pension in addition to Wound or Injury Pension 
 
If a Government servant is permanently incapacitated for Government service by a 
wound, injury or disability, in respect of which a Wound or Injury Pension or gratuity is 
granted to him under these rules, he shall be granted on retirement in addition to such 
pension or gratuity any other pension or gratuity for which he is eligible under the rules. 
 
92.  Amount of Wound or Injury Pension 
 
If a Wound or Injury Pensioners granted under rule 89(a) to a Government servant on 
account of a would or injury, received while serving in a civil capacity with a military 
force, its amount shall be regulated as follows:- 
 
(I) if the wound or injury involves the loss of an eye or limb, or of the use of a limb, or 
other incapacity equivalent in its effects of the loss of limb, the Government servant shall 
receive a pension at the rate of one-third of his pay subject to a maximum of Rs.150 per 
mensem and if he be wholly incapacitated from earning a living to a minimum of Rs.20 
per mensem, separate pension on this scale may be granted for each eye or limb of which 
he has lost the use; 
 
(2) if the wound or injury be not of the nature described in sub-rule (I) of this rule, the 
Government servant shall receive such pension or gratuity not exceeding the equivalent 
of one-fifth of his pay subject to a maximum of Rs.75 per mensem as Govern on a 
consideration of all the circumstances, may fix; 
 
Provided that if the Government servant was drawing a pay of Rs.500 per mensem or 
more, Government may sanction to him a pension, exceeding the maximum limit 
mentioned above, but limited to half of pay last drawn of Rs.300 whichever is less 
 



93.  Amount of Wound or Injury Pension while serving in Military capacity. 
 
(I) If a Wound or Injury Pension is granted under rule 89(b) to a Government servant on 
account of a wound or injury received while serving in military capacity with a military 
force, its amount shall be regulated either by the provisions  of Articles 740-743 of the 
Civil Service Regulations or by the military regulations governing his employment in 
military service according as the Government servant, may, at any time during such 
service or after it, elect. 
 
(2) If the Government servant elects to be treated according to the provisions of Articles 
740-743 of the Civil Service Regulations, his pay for the purpose of those rules shall be 
taken to be that which he would have drawn had he remained in civil employ. 
 
94.  Maximum amount of Wound or Injury Pension 
 
If a Wound or Injury Pension is granted under rule 89© to a Government servant on 
account of a wound or injury received while performing a duty which has the effect of 
increasing his liability to injury beyond the ordinary risk of the post which he holds, its 
amount shall be regulated as prescribed in rule 92. 
 
95.  Amount of Wound or Injury Pension not to exceed pension granted under 
rule 92 
 
If a Wound or Injury Pension is granted under rule 90 to a Government servant who is 
injured in or in consequence of the due performance of his official duties or because of 
his official position, its amount shall be fixed by Government in consideration of all the 
circumstances of the case, provided that it shall not exceed the maximum pension 
admissible under rule 92 or a gratuity equivalent to such maximum pension. 
 
96.  Amount of Wound or Injury Pension not to exceed maximum pension 
granted under rule 90 
 
If a Wound or Injury Pension is granted under rule 90(b) to a Government servant who 
sustains serious injury to his health in the execution of his official duties, its amount shall 
be fixed by Government, subject to a maximum limit of Rs. 50 a month, or, if it be a 
gratuity, of the equivalent of Rs.50 a month or Rs.2, 000 whichever is greater: 
 
Provided that if a Government servant was drawing a pay of Rs. 250 per mensem, or 
more, Government may sanction to him a pension or gratuity exceeding the maximum 
limit mentioned above, but limited to ½ of pay last drawn of Rs.300 whichever is less. 
 
97.  Maximum amount of Injury Pension 
 
If a Wound or Injury Pension is granted under rule 89 or 90 to a Government servant who 
at grave personal risk to himself, including probability of serious personal injury or death, 
perseveres in the performance of his public duties and actually suffers serious  injuries, 



its amount shall be equal to seventy-five percent of the substantive pay of the injured 
Government servant, subject to a maximum of Rs.500 per mensem. Where the pay drawn 
at the time of injury is not substantive pay, lowest pay (other than leave salary) drawn 
during the twelve months immediately before the injury, may be deemed as the 
substantive pay. 
 
 
 
98.  Exchange of invalid gratuity for Wound or Injury Pension 
 
If the service qualifying for pension of a Government servant who is granted a Wound or 
Injury Pension or gratuity renders him eligible for an invalid gratuity and not for an 
Invalid Pension, he may at his option exchange his invalid gratuity for a pension 
calculated as follows:- 
 
(a) at the rate of 1/66th of his pensionable pay for each six monthly period of qualifying 
service including any service performed with a military force in either a civil or a military 
capacity. 
 
(b) in calculating pensionable pay for the purpose of clause (a) of this rule in the case of a 
Government servant serving in a military capacity with a military force, the  pay taken 
into account shall be the pay which he would have earned had he remained in civil 
employ. 
 
99.  Grant of pension to whom Workmen’s Compensation Act, 1923 applies 
 
In the case of a pension to whom the Workmen’s Compensation Act, 1923, applies:- 
 
(a) a pension or gratuity shall be paid under the provisions of rules  98 and rules in 
Appendix IV only if Government consider that the compensation payable under the Act 
is in the particular case inadequate; and 
 
(b) the amount of pension or gratuity paid to any such person shall not exceed the 
difference between the amount otherwise admissible under these rules and the amount of 
compensation payable under the Act. 
 

(6) COMPASSIONATE PENSION 
 

100.  Grant of Compassionate Pension 
 
(1) A Government servant who is removed or required to retire from Government service 
for misconduct or insolvency shall be granted no pension other than a Compassionate 
Pension. 
 
(2) A Government servant who is removed or required to retire from Government service 
on the ground of inefficiency, shall, if he be eligible for a Superannuation, or retiring 



pension, be granted such pension. If he is not eligible for a Superannuation or retiring 
pension he shall be granted no pension other than a Compassionate Pension. 
 
101.  Grant of Compassionate Pension in deserving cases by Government 
 
When a Government servant is removed or required to retire from Government service 
for misconduct or insolvency or is removed or required to retire from Government 
service on grounds of inefficiency before he is eligible for a Retiring or Superannuation 
Pension, Government may, if the case is considered deserving of special treatment, 
sanction the grant to him of a Compassionate Pension. 
 
(2) A dismissed Government servant is not eligible for Compassionate Pension 
 
102. Amount of Compassionate Pension to be fixed by Government in each case 
 
The amount of Compassionate Pension granted to a Government servant under rule 101 
shall be such as Government may fix in each case: 
 
Provided that:- 
(a) When a Government servant is removed from Government service of insolvency, 
inefficiency or misconduct, it shall not exceed two-thirds of the invalid pension which 
would have been admissible to him had he retired on a medical certificate; and 
 
(b) When a Government servant is required to retire from service for insolvency, 
inefficiency or misconduct, it shall be at a rate not less than two-thirds of and not more 
than full invalid pension admissible to him on the date of his compulsory retirement. 
Note-The pension sanctioned under this rule should not be reduced below the minimum 
pension as fixed by Government 
 

COMPASSIONATE FUND GRATUITIES 
 
103.  Rules regulating the grant of Compassionate Gratuities 
 
The rules regulating the grant of Compassionate Gratuities to a family of a Government 
servant left in indigent circumstances through the premature death of the person upon 
whom they depended for support are embodied in Appendix III 
Instruction-Each application for a grant for the Compassionate Gratuity should be 
accompanied by the particulars in Section A and Section B of Appendix III. 
 
Instruction:- Each applicant for a grant for the Compassionate Gratuity should be 
accompanied by the particulars in Section A and Section B of Appendix III. 
 
 
 
 
 



 
 
 
 
 
 
 
 
 
 
 
 

CHAPTER VIII-REGULATION OF AMOUNTS OF PENSIONS OF PRE-1950 
ENTRANTS 

 
104.  Scope 
 
The provisions of this Chapter shall apply to a Government servant who on the 31st 
March 1950 held a lien or a suspended lien on a permanent pensionable post under the 
Government or a Local Fund administered by the Government and had opted for: 
(a) continuing under the rules applicable to him as contained in Chapter XI of the 
Bombay Civil Services Rules,1959, Volume I, 1st Edition, but for the introduction of the 
Revised Pension Rules, 1950 printed in Appendix XIV-C of the Bombay Civil Services 
Rules, 1959, Volume II, 1st Edition; 
 
(b) drawing pension, under the rules applicable to him but for the introduction of the 
Revised Pension Rules,1950 reduced by Pension equivalent of the gratuity admissible 
under the Revised Pension Rules,1950 and receiving in lieu of this reduction the death-
cum-retirement gratuity and Family Pension, 1950 as provided thereunder. 
 
105.  Retirement on completion of 30 years of total service or 25 years of duty 
 
A retiring pension shall be granted to a Government servant who is permitted to retire 
from pensionable service after completing 25 years of duty and 30 years of total service 
reckoned from the date of first appointment. 
 
106.  Regulation of amounts of pension 
The amount of Superannuation, Retiring, Invalid or Compensation Pension shall be 
regulated as follows viz:- 
 
Completed years of duty 
                (1) 

Scale of pension 
           (2) 

Maximum pension per annum 
               (3) 

25 and above 24/48 of pensionable pay. Rs.5,000 
 
 
 



107.  Pensionable pay 
 
The expression “Pensionable Pay” use in col. (2) above is rule 106 means the  average 
pay earned by a Government servant during the last 36 months of service. For the 
purpose of this definition, pay means and includes- 
 
(a) substantive pay in respect of a permanent post; including pay in respect of a 
provisionally substantive appointment to permanent post; 
 
(b) personal pay given in the circumstances described in rule 9(4); 
 
© special pay, as defined in rule 9 (48), if it is permanently attached to the post in which 
duty is performed; 
(d) officiating pay drawn by a Government servant who is appointed in an officiating 
capacity to a permanent post which is substantively vacant or to a permanent post which 
is temporarily vacant in consequence of the absence of the permanent incumbent on 
foreign service. 
 
If the Government servant has, during any portion of the last three years of service, been 
absent on leave, other than extraordinary leave, or on joining time under rule 10 (2) of the 
Maharashtra Civil Service ( Joining Times, Foreign  Service and Payments during 
Suspension, Dismissal, Removal) Rules, 1981, his pay during such leave or joining time 
shall be taken to be the pay, falling under any of the clauses (a) to (d) above which he 
would have drawn had he been on duty at any time during the first six months of the 
period of leave and joining time. 
 
108. Eligibility to [retirement gratuity/death gratuity] and Family Pension 
 
(I) A Government servant who has opted for the provisions contained in rule 104 (b) shall 
be eligible for the [retirement gratuity/death gratuity]as admissible under rule 111 and 
Family Pension admissible under rule 116 or 117, as the case may be. 
 
 
 
 
 
 
 
 
  
 
 
 
 
 
 



CHAPTER IX- REGULATION OF AMOUNTS OF PENSIONS OF POST-1950 
ENTRANTS 

 
109.  Scope 
Except the provisions contained in rules 104 to 108 of Chapter VIII, the provisions of all 
other rules contained in various Chapters of these rules, shall apply to a Government 
servant- 
 
(a) who on the 31st March 1950 held a lien or a suspended lien on a permanent 
pensionable post under the Government or a Local Fund administered by the Government 
and did not opt for the provisions relating to pension and gratuity as specified in clause 
(a) or clause (b) of rule 104: 
 
(b) who entered Government service on or after the 1st April 1950 or having entered 
Government service before that date did not hold a lien or a suspended lien on a 
permanent pensionable post before that: 
 
© who on allocation to the Bilingual Bombay State on 1st November 1956 had opted for 
the Revised Pension Rules, 1950 contained in Appendix XVI-C of Bombay Civil 
Services Rules, 1959, Volume Ii in accordance with G.R. F.D. No. INT-1056/S-8, dated 
the 7th January 1957, as modified from time to time. 
 
110.  Amount of pension 
 
(I) In the case of a Government servant retiring on Superannuation, Retiring, Invalid or 
Compensation Pension before completing qualifying service of ten years, the amount of 
service gratuity shall be calculated at the rate of half month’s pay for every completed six 
monthly period of qualifying service. 
 
(2) (a) In the case of a Government servant retiring on Superannuation, Retiring, Invalid 
or Compensation Pension in accordance with the provisions of these rules after 
completing qualifying service of not less than thirty-three years, the amount of pension 
shall be calculated at fifty percent of the “ Pensionable Pay” subject to a maximum of 
Rs.4,000 per month] 
 
(b) In the case of a Government servant retiring on Superannuation, Retiring, Invalid or 
Compensation Pension in accordance with the provisions of these rules before 
completing qualifying service of thirty-three years but after completing qualifying service 
of  the amount of pension shall be proportionate to the amount of pension admissible 
under clause (a) and in no case the amount of pension admissible under clause (a) and in 
no case the amount of pension shall be less than [rupees three hundred and seventy 
five]per mensem. 
(3) In calculating the length of qualifying service, fraction of a year equal to [three] 
months and above shall treated as a completed one-half year and reckoned as qualifying 
service. 



(4) The amount of pension finally determined under clause (a) or clause (b) of sub-rule 
(2), shall be expressed in whole rupee and where the pension contains a fraction of a 
rupee it shall be rounded off to the next higher rupee. 
 
111.  [Retirement Gratuity/Death Gratuity] 
(I) A Government servant, who has completed five year’s qualifying service and has 
become eligible for service gratuity or pension under rule 110, shall, on his retirement, be 
granted retirement gratuity equal to one-fourth of his pay for each completed six monthly 
period of qualifying service, subject to a maximum of 16.5 times of pay. 
 
(2) If a Government servant dies while in service, the death gratuity shall be paid to his 
family in the manner indicated in sub-rule (I) of rule 112 at the rates given in the Table 
below, namely:- 
Length of qualifying service Rate of death gratuity 
(i) Less than one year 2 times of pay 
(ii) One year or more but less than 5 years. 6 times of pay. 
(iii) 5 years or more but less than 20 years. 12 times of pay 
(iv) 20 years or more Half of pay for every completed six 

monthly periods of qualifying service, 
subject to a maximum of 33 times of pay 

 
 
Provided that the amount of retirement gratuity or death gratuity payable under this rule 
shall in no case exceed one lakh rupees: 
Provided further that where the amount of retirement or death gratuity as finally 
calculated contains a fraction of a rupee, it shall be rounded off to the next higher rupee] 
(3) If a Government servant, who has become eligible for a service gratuity or pension, 
dies within five years from the date of his retirement from service including compulsory 
retirement as a penalty and the sums actually received by him at the time of his death on 
account of such gratuity or pension including temporary increase in pension and relief in 
any, together with the [retirement gratuity] admissible under sub-rule (I) and the 
commuted value of any portion of pension commuted by him, are less than the amount 
equal to 12 times of his pay, a residuary gratuity equal to the deficiency may be granted 
to his family in the manner indicated in sub-rule (I) of rule 112. 
 
(4) The pay for the purpose of gratuity admissible under this rule shall be reckoned in 
accordance with rule 9 (36) (i): 
 
Provided that if the pay of a Government servant has been reduced during the last ten 
months of his service otherwise than as a penalty pensionable pay as referred to in rule 60 
shall be treated as pay 
 
(5) For the purpose of this rule and rules 112,114 and 115 “family”, in relation to a 
Government servant, means- 
 



(e) wife or wives, including judicially separated wife or wives in the case of a male 
Government servant, 

(ii) husband, including judicially separated husband in case of a female Government  
servant, 
(iii) sons including step sons and adopted sons, 
(iv) unmarried daughters including step daughters and adopted daughters, 
(v)widowed daughter including step daughters and adopted daughter 
(vi) father,  
(vi) mother, 
(including adoptive parents in the case of individuals whose personal law permits 
adoption,) 
(viii) brothers below the age of eighteen years including step brothers, 
(ix) unmarried sisters and widowed sisters including step sisters, 
(x) married daughters, and 
(xi)children of a pre-deceased son. 
 
112. Persons to whom gratuity is payable 
 
(I) (a) The gratuity payable under rule 111 shall be paid to the person or persons on 
whom the right to receive the gratuity  is conferred by means of a nomination under rule 
115. 
 
(b) If there is no such nomination or if the nomination made does not subsist, the gratuity 
shall be paid in the manner indicated below:- 
 
(f) if there are one or more surviving members of the family as in clauses (i),(ii),(iii) and 

(iv) of sub-rule (5) of the 111 to all such members in equal shares; 
(ii) if there are no such surviving members of the family as in sub-clause (i) above, but 
there are one or more members as in clauses(v), (vi), (vii),(viii), (ix) and (xi) of sub-rule 
111 to all such members in equal shares. 
 
(2) If a Government servant dies after retirement without receiving the gratuity 
admissible under sub-rule (I) of rule 111 the gratuity shall be disbursed to the family in 
the manner indicated sub-rule (1). 
 
(3) The right of female member of the family, or that of a brother, a Government servant 
who dies while in service or after retirement, to receive the share of gratuity shall not be 
affected if the female member marries or re-marries, or the brother attains the age of 
eighteen years after the death of the Government servant and before receiving her or his 
share of the gratuity. 
 
(4) Where gratuity is granted under rule 111 to a minor member of the family of the 
deceased Government servant, it shall be payable to the guardian on behalf of the minor 
after the guardian executes an indemnity bond in Form 28 and furnishes an affidavit 
about guardianship 

 



Note- Hindu or a Christian mother shall not be required to execute and indemnity bond or affidavit being 
natural guardian. 
 
113. Debarring a person from receiving gratuity 
 
(I) If a person who in the event of death of a Government servant while in service is 
eligible to receive gratuity in terms of rule 112 is charged with the offence of murdering 
the Government servant or for abetting in the commission of such an offence, his claim to 
receive his share of gratuity shall remain suspended till the conclusion of the criminal 
proceedings instituted against him, 
 
(2) If on the conclusion of the criminal proceedings referred to in sub-rule (I), the person 
concerned- 
(a) is convicted for  the murder of abetting in the commission of the murder of the 
Government servant, he shall be debarred from receiving his share of gratuity which shall 
be payable to other eligible members of the family, if any, 
 
(b) is acquitted of the charge of murdering or abetting in the commission of the murder of 
the Government servant, his share of gratuity shall be payable to him. 
 
(3) The provisions of sub-rule (I) and sub-rule (2) shall also apply to the undisbursed 
gratuity referred to in sub-rule (2) of rule 112. 
 
114.  Lapse of [retirement gratuity/death gratuity] 
 
Where a Government servant dies while in service or after retirement without receiving 
the amount of gratuity and leaves behind no family and- 
(a) had made no nomination, or 
(b)the nomination made does not subsist, 
the amount of [retirement gratuity/death gratuity] payable in respect of such Government 
servant. [Under rule 111 shall lapse to the Government: provided that the amount of 
death gratuity/retirement gratuity, shall be payable to the person in whose favour a 
Succession Certificate in respect of the gratuity in question has been granted by a Court 
of Law.”] 
 
115.  Nominations 
 
(I) A Government servant shall, on his initial confirmation in a service or post, make a 
nomination in Form 1 or Form 2, as may be appropriate in the circumstances of the case, 
conferring on one or more persons the right to receive the [retirement gratuity/death 
gratuity] payable under rule 111. 
 
Provided that if at the time of making the nomination- 

(i) the Government servant has a family, the nomination shall not be in favour of 
any person or persons other than the members of his family: or 

(ii) the Government servant has no family, the nomination may be made in favour 
of a person or persons, or a body of individuals whether incorporated or not. 



(2) If a Government servant nominates more  than one person under sub-rule (I), he shall 
specify in the nomination the amount of share payable to each of the nominees in such 
manner as to cover the entire amount of gratuity. 
 
(3) A Government servant may provide in the nomination_ 
 

(i) that in respect of any  specified nominee who pre-deceases the Government 
servant, or who dies after the death of the Government servant but before 
receiving the payment of gratuity, the right conferred on that nominee shall 
pass to such other person as may be specified in the nomination: 

 
Provided that if at the time of making the nomination the Government servant has a 
family consisting of more that one member, the person so specified shall not be a person 
other than a member of his family:> 
 
Provided further that where a Government servant has only one member in his family, 
and a nomination has been made in his favour it is open to the Government servant to 
nominate alternate nominee or nominees in favour of any person or a body of individuals, 
whether incorporated or not: 

(ii) that the nomination shall become invalid in the event of the happening of the 
contingency provided therein. 

(4) The nomination made by a Government servant who has no family at the time of 
making it, or the nomination made by a Government servant under the second proviso to 
clause (i) of sub-rule (3) where he has only one member in his family shall become 
invalid in the event of the Government servant subsequently acquiring a family, or an 
additional member in the family, as the case may be. 
 
(5) A Government servant may, at any time, cancel a nomination by sending a notice in 
writing to the Head of Office: 
 
Provided that he shall along with such notice, send a fresh nomination made in 
accordance with this rule. 
 
(6) Immediately on the death of a nominee in respect of whom no special provision, has 
been made in the nomination under clause (i) of sub-rule (3) or on the occurrence of any 
event by reason of which the nomination becomes invalid in pursuance of clause(ii) of 
that sub-rule, the Government servant shall send to the Head of Office, a notice in writing 
canceling the nomination together with a fresh nomination made in accordance with this 
rule. 
 
(7)(a) Every nomination made (including every notice of cancellation, if any, given) by a 
Government servant under this rule shall be sent- 
 

(i) in case the Government servant is a permanent Gazetted Government servant 
other than a Gazetted Government servant whose pay and allowances are 



drawn by the Head of Office on the establishment bill, to the Audit Officer 
concerned: and 

(ii) in any other case, including that of a Gazetted Government servant referred to 
in sub-rule (7)(a)(i), to the Head of Office. 

(b) The Audit Officer or the Head of Office, as the case may be shall immediately on 
receipt of the nomination referred to in clause (a) countersign it indicating the date of 
receipt and keep it under his custody. 
 
©(i) The Head of Office may authorize his subordinate Gazetted Officer to countersign 
the nomination forms of Non-gazetted Government servants. 
(ii) Suitable entry regarding receipt of nomination shall be made in the service book of 
the Non-gazetted Government servant. 
 
(8) Every nomination made, and every notice of cancellation given, by a Government 
servant shall, to the extent that it is valid, take effect from the date on which it is received 
by the Head of Office. 
 
 
 
(5) A Government servant may, at any time, cancel a nomination by sending a notice in 
writing to the Head of Office : 
 
Provided that he shall along with such notice, send a fresh nomination made in 
accordance with this rule. 
 
(6) Immediately on the death of a nominee in respect of whom no special provision has 
been made in the nomination under clause (i) of sub-rule(3) or on the occurrence of any 
event by reason of which the nomination becomes invalid in pursuance of clause (ii) of 
that sub-rule, the Government servant shall send to the Head of Office, a notice in writing 
canceling the nomination together with a fresh nomination made in accordance with this 
rule. 
 
(7) (a) Every nomination made (including every notice of cancellation, if any, given) by a 
Government servant under this rule shall be sent- 
 
(i) in case the Government servant is a permanent Gazetted Government servant other 
than a Gazetted Government servant whose pay and allowances are drawn by the Head of 
Office on the establishment bill, to the Audit Officer concerned : and  
 
(ii) in any other case, including that of a Gazetted Government servant referred to in sub-
rule(7) (a) (i), to the Head of Office. 
 
(b) The Audit Officer or the Head of Office, as the case may be shall, immediately on 
receipt of the nomination referred to in clause(a), countersign it indicating the date of 
receipt and keep it under his custody. 
 



(c) (i) The Head of Office may authorise his subordinate Gazetted Officer to countersign 
the nomination forms of Non-gazetted Government servants. 
 
(ii) Suitable entry regarding receipt of nomination shall be made in the service book of 
the Non-gazetted Government servant. 
 
(8) Every nomination made, and every notice of cancellation given, by a Government 
servant shall, to the extent that it is valid, take effect from the date on which it is received 
by the Head of Office. 
 
116.  Family Pension 1964 
 
(1) The provisions of this rule shall apply- 
(a) to a Government servant entering service in a pensionable establishment on or after 
the 1st January 1964,and  
 
(b) to a Government servant who was in service on the 31st December 1963 and came to 
be governed by the provisions of the Family Pension Scheme, 1964, contained in the 
Government Resolution, Finance Department, No.PEN 1464/3/64/X, dated 8th May, 
1964. 
 
1 (Note – The provisions of this rule shall also extend, from 1st October 1977, to Government 
servants on pensionable establishment who retired /died before 31st December 1963 as also to 
those who were alive on 31st December 1963 but had opted out of the 19 64 scheme) 
 
(2) Without prejudice to the provisions contained in sub-rule(4), where a Government 
servant dies- 
 
(a) after completion of one year of continuous service, or 
(b) before completion of one year continuous service provided the deceased Government 
servant concerned immediately prior to his appointment to the service or post was 
examined by the appropriate medical authority and declared fit  by that authority for 
Government service : or 
 
(c) after retirement from service and was, in receipt of pension on the date of death,  
 
the family of the deceased shall be entitled to Family  Pension, the amount of which shall 
be determined in accordance with the table below:- 
 



2(TABLE) 
 
Pay of Government servant Amount of monthly Family Pension 
(i) Not exceeding Rs.1,500 30 per cent of basic pay subject to a 

minimum of Rs.375. 
 

(ii) Exceeding Rs.1,500 but not  
Exceeding Rs.3,000 
 

20 percent of basis pay subject to a 
minimum of Rs.450 

(iii) Exceeding Rs.3000 15 per cent of basic pay subject to a 
minimum of Rs.600 and a maximum of 
Rs.1,200) 
 

 
1. Inserted by Notification No.PEN-1088/1167/SER-4,dated 5.5.1990 
2. Substituted w.e.f.1.1.1986 by Notification NO.PEN-1088/1167/SER-4,dated 5.5.1990. 
 
Explanation – The expression “continuous one year of service” wherever it occurs in this 
rule shall be construed to include less than one year of continuous service as defined in 
clause (b) 
 
(3) The amount of Family Pension shall be fixed at monthly rates and be expressed in 
whole rupee and where the Family Pension contains a fraction of a rupee, it shall be 
rounded off to the next higher rupee : 
 
Provided that in no case a Family Pension in excess of the maximum determined under 
this rule shall be allowed. 
 
(4)(a) (i) Where a Government servant, who is not governed by the Workmen’s 
Compensation Act,1923 (8 of 1923), dies while in service after having rendered not less 
than seven years continuous service, the rate of family pension payable to the family shall 
be equal to 50 per cent of the pay last drawn or twice the family pension admissible under 
sub-rule (2),whichever is less, and the amount so admissible shall be payable from the 
date following the date of death of the Government servant, for a period of seven years, 
or for a period up to the date on which the deceased Government servant would have 
attained the age of 65 years had he survived, whichever period is less ; 
 
(ii) In the event of death of a Government servant after retirement, the family pension as 
determined under sub-clause (i) shall be payable for a period of seven years, or for a 
period up to the date on which the retired deceased Government servant would have 
attained the age of 65 years had he survived, whichever is less: 
 
Provided that in no case the amount of Family Pension determined under sub-clause (ii) 
of this clause shall exceed the pension authorised on retirement from Government 
service: 
 



Provided further that where the amount of pension authorised on retirement is less than 
the amount of Family Pension admissible under sub-rule (2) , the amount of family 
pension determined under this clause shall be limited to the amount of family pension 
admissible under sub-rule(2). 
 
Explanation – For the purpose of this sub-clause, pension sanctioned on retirement 
includes the part of the pension, which the retired Government servant may have 
commuted before death. 
 
(b) (i) Where a Government servant, who is governed by the Workmen’s Compensation 
Act,1923 (8  of 1923), dies while in service after having rendered not less than seven 
years continuous service, the rate of family pension payable to the family shall be equal 
to 50 percent of the pay last drawn or one and a half times the family pension admissible 
under sub-rule (2),whichever is less. 
 
(ii) The family pension so determined under sub-clause (i) shall be payable for the period 
mentioned in clause (a): 
 
Provided that where a compensation is not payable under the aforesaid Act, the Head of 
Office shall send a certificate to the Audit Officer to the effect that the family of the 
deceased Government servant is not eligible for any compensation under the aforesaid act 
and the family shall be paid family pension on the scale, and for the period, mentioned in 
clause (a) 
 
(c) After the expiry of the period referred to in clause (a), the family in receipt of Family 
Pension under that clause or clause (b), shall be entitled to Family Pension at the rate 
admissible under sub-rule (2). 
 
5. The period for which family pension is payable shall be as follows:- 
 
(i) in the case of a widow or widower, up to the date of death or remarriage, whichever is 
earlier : 
 
(ii) in the case of a son, until he attains the age of twenty-one years; and 
 
(iii) in the case of an unmarried daughter, until she attains the age of twenty-four years or 
until she gets married, whichever is earlier: 
 
Provided that if the son or daughter of a Government servant is suffering from any 
disorder or disability of mind or is physically crippled or disabled so as to render him or 
her unable to earn a living  even after attaining the age of twenty-one years in the case of 
the son and twenty – four years in the case of the daughter, the family pension shall be 
payable to such son or daughter for life subject  to the following conditions, namely :- 
 
(i) if such son or daughter is one among two or more children of the Government servant, 
the family pension shall be initially payable to the minor children in the order set out in 



clause (iii) of sub-rule (7) of this rule until the last minor child attains the age of twenty-
one or twenty-four, as the case may be, and thereafter the Family Pension shall be 
resumed in favour of the son or daughter suffering from disorder or disability of mind or 
who is physically crippled or disable and shall be payable to him/her for life ; 
 
1{(ii) if there are more than one such children suffering from disorder or disability or 
mind or who are physically crippled or disabled, the family pension shall be paid, in the 
order of their birth and the younger of them will get the family pension only after the 
elder immediately above him/her ceases to the eligible : 
 
Provided that, where the family pension is payable to such twin children it shall be paid 
in the manner set out in clause (d) of sub-rule (6) of this rule.} 
 
2(iii)  the Family Pension shall be paid to such son or daughter through the guardian as if 
he or she were a minor except  in the case of the physically crippled or disabled 
son/daughter who has attained the age of majority :} 
 
(iv) before allowing the Family Pension for life to any such son or daughter, the 
sanctioning authority shall satisfy itself that the handicap is of such a nature as to prevent 
him or her from earning his or her livelihood and the same shall be evidenced by a 
certificate obtained from a Medical Officer not below the rank of a Civil Surgeon setting 
out, as far as possible, the exact mental or physical condition of the child ; 
 
 
1. Substituted by Notification No.PEN – 1090/254/ser-4, dated 1-7-1991 
2. Substituted by Notification No.PEN –1089/519/ser-4, dated 14-12-1190 
 
(v) the person receiving the Family Pension as guardian of such son or daughter 1(or such 
son or daughter not receiving the Family Pension through a guardian.) shall produce 
every three years a certificate from a Medical Officer not below the rank of a Civil  
Surgeon to the effect that he or she continues to suffer from disorder or disability of mind 
or continues to be physically crippled or disabled. 
Explanation – 
(a)  2(     ) 
(b) A daughter shall become ineligible for Family Pension under this sub-rule from the 
date she gets married. 
 
(c) The Family Pension payable to such a son or daughter shall be stopped if he or she 
starts earning his/her livelihood. 
 
(d) In such cases it shall be the duty of the guardian 1{or such a son or daughter,} to 
furnish a certificate to the Treasury or Bank, as the case may be, every month that (i) he 
or she has not started earning his/her livelihood ; (ii) in case of daughter, that she has not 
yet married. 
 
(6) (a) (i)  Where that Family Pension is payable to more widows than one, the Family 
Pension shall be paid to the widows in equal shares ; 



on the death of a widow, her share of the Family Pension shall become payable to her 
eligible child : 
 
3(Provided that if the widow is not survived by any child, her share of the family pension 
shall not lapse but shall be payable to the other widows in equal shares, or if there is only 
one such other widow, in full, to her.) 
 
(b) Where the deceased Government servant or pensioner is survived by a window but 
has left behind eligible child or children from another wife who is not alive, the eligible 
child or children shall be entitled to the share of Family Pension which the mother would 
have received if she had been alive at the time of the death of the Government servant or 
pensioner. 
 
4{provided that on the share or shares or of family pension payable to such a child or 
children or to a widow or widows ceasing to be payable, such share or shares shall not 
lapse but shall be payable to the other widow or widows and or to other child or children 
otherwise eligible, in equal shares, or if there is only one widow or child, in full, to such 
widow or child).  
 
 

1. Substituted by Notification NO.PEN-1089/519/SER-4, dated 14-12-1990 
2. Deleted by Notification No.PEN-1090/254/SER-4,dated 1-7-1991 
3. Substituted by Notification No.PEN-1089/519/SER-4, dated 7-12-1990 
4. Inserted by Notification NO.PEN-1089/519/SER-4, dated 7-12-1991. 

 
1{(c) Where the deceased Government servant or pensioner is survived by a widow but 
has left behind eligible child or children from a divorced wife or wives, the eligible child 
or children shall be entitled to the share of Family Pension which the mother would have 
received at the time of the death of the Government servant or pensioner had she not been 
so divorced.} 
 
2(provided that on the share or shares of family pension payable to such a child or 
children or to a widow or widows ceasing to be payable, such share or shares shall not 
lapse but shall be payable to be other widow or widows and or/to other child or children 
otherwise eligible, in equal shares, or if there is only one widow or child, in full, to such 
widow or child) 
 
3.{(d) Where the family pension is payable to twin children it shall be paid to such 
children in equal shares : 
 
Provided that, when one such child cases to be eligible his / her share shall revert to the 
other child and when both of them cases to be eligible, the family pension shall be 
payable to the next eligible single child or twin children, as the case may be.} 
 
(7) (i) Except as provided in sub-rule(6), the Family Pension shall not be payable to more 
than one member of the family at the same time ; 
 



(ii) If a deceased Government servant or pensioner leaves behind a widow or widower, 
the Family Pension shall become payable to the widow or widower, failing which to the 
eligible child : 
 
 4({iii} Family pension to the children shall be payable,  in the order of their birth and the 
younger of them will not be eligible for family pension unless the elder immediately 
above him/her has become ineligible for the grant of the family pension : 
 
Provided that, where the family pension is payable to twin children it shall be paid in the 
manner set out in clause (d) of sub-rule (6) of this rule.) 
 
 

1. Inserted w.e.f.15-1-1990 by Notification No.PEN-1089/519/SER-4dated 14-12-1990. 
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(8) Where a deceased Government servant or pensioner leaves behind more children than 
one, the eldest eligible child shall be entitled to the family pension for the period 
mentioned in clause(ii) or clause  (iii) of sub-rule (5) as the case may be, and after the 
expiry of that period the next child shall become eligible for the grant of Family Pension. 
 
(9) Where Family Pension is granted under this rule to a minor, it shall be payable to the 
guardian on behalf of the minor, after the guardian executes an indemnity bond  in Form 
29 and furnishes an affidavit about guardianship. 
 
Note- Hindu or a Christian mother shall not be required to execute an indemnity bond or affidavit 
being a natural guardian. 
 
(10) In case both wife and husband are Government servants and are governed by the 
provisions of this rule, and one of them dies while in service or after retirement, the 
family pension in respect of the deceased shall become payable to the surviving husband 
or wife and in the event of death of the husband or wife, the surviving child or children 
shall be granted the two family pensions in respect to the deceased parents, subject to the 
limits specified below, namely ;- 
 
(a) (i) if the surviving child or children is or are eligible to draw two family pensions at 
the rate mentioned in sub-rule (4), the amount of both the pensions shall be limited to  
1(two thousand four hundred rupees) per mensem 
 
(ii) if one of the family pensions ceases to be payable at the rate mentioned in sub-rule (4) 
, and in lieu thereof the pension at the rate mentioned in sub-rule (2) becomes payable, 
the amount of both the pensions shall also be limited to 1(two thousand four hundred 
rupees) per mensem : 
 



(b) If both the family pensions are payable at the rates mentioned in sub-rule (2), the 
amount of two pensions shall be limited to 1(one thousand two hundred rupees) per 
mensem. 
 
(11) Where a female Government servant or male Government servant dies leaving 
behind a judicially separated husband or wife and no child or children, the Family 
Pension  in respect of deceased shall be payable  to the person surviving : 
 
 

1. Substituted w.e.f.1-1-1986 by Notification No.PEN-1088/1167/SER-4,dated5-5-1990 
 
 
Provided that where in a case the judicial separation is granted on the ground of adultery 
and the death of the Government servant takes place during the period of such judicial 
separation, the Family Pension shall not be payable to the person surviving if such person 
surviving was held guilty of committing adultery. 
 
(12) (a) Where a female Government servant or male Government servant dies leaving 
behind a judicially separated husband or wife with a child or children, the Family Pension 
payable in respect of the deceased shall be payable to the surviving person provided he or 
she is the guardian of such child or children. 
 
(b) where the surviving person has ceased to be the guardian of such child or children, 
such Family Pension shall be payable to the person who is the actual guardian of such 
child or children. 
 
(13) (a) If a person who in the event of death of a Government servant while in service is 
eligible to receive Family Pension under this rule, is charged with the offence of 
murdering the Government servant or for abetting in the commission of such an offence, 
the claim of such a person, including other eligible member or members of the family to 
receive the Family Pension, shall remain suspended till the conclusion of the criminal 
proceedings instituted against him. 
 
(b) If on the conclusion of the criminal proceedings referred to in clause(a), the person 
concerned – 
 
(i) is convicted for the murder or abetting in the commission of the murder of the 
Government servant, such a person shall be debarred from receiving the Family Pension 
which shall be payable to other eligible member of the family, from the date of death of 
the Government servant. 
 
(ii) is acquitted of the charge of murder or abetting in the commission of the murder of 
the Government servant, the Family Pension, shall be payable to such a person from the 
date of death of the Government servant. 
 



(c) The provision of clause (a) and clause(b) shall also apply for the Family Pension 
becoming payable on the death of a Government servant after his retirement. 
 
(14) (a) (i)  As soon as the Government servant enters Government service, he shall give 
details of his family in Form 3 to the Audit Officer, if he is a Gazetted Government 
servant other than a Gazetted Government servant other than a Gazetted Government 
servant whose pay and allowances are drawn by the Head of Office on the establishment 
bills or to the Head of Office if he is a Non-gazetted Government servant or a Gazetted 
Officer whose pay and allowances are drawn by Head of Office on the establishment bills 
: 
 
Provided that a Government servant holding a lien or a suspended lien on a non-gazetted 
service or post and holding a gazetted service or post in a temporary or officiating 
capacity shall furnish the details of his family in Form 3 to Head of Office: 
 
(ii) if the Government servant had no family, he shall furnish the details in Form 3 as 
soon as he acquires family. 
 
(b) The Government servant shall communicate to the Audit Officer or Head of Office, as 
the case may be, any subsequent change in the size of his family, including the fact of 
marriage of his female child. 
 
(c) The Audit Officer shall, on receipt of the said Form 3, keep it in safe custody and 
acknowledge receipt of the said Form 3 and all further communications received from the 
Government servant in this behalf. 
 
1{(d) As and when the disability referred to in the proviso to sub-rule (5) manifests itself 
in a child which makes him/her unable to earn his/her living, the fact should be brought 
to the notice of Head of Office/Audit Officer duly supported by a medical certificate from 
a Medical Officer, not below the rank of a civil Surgeon. This may be indicated in Form 
3 by the Head of Office/Audit Officer. As and when the claim for family pension arises, 
the legal guardian of the child should make an application supported by a fresh medical 
certificate from a Medical Officer, not below the rank of Civil Surgeon, that the child still 
suffers from the disability.} 
 
(e) The Head of Office shall, on receipt of the said Form 3, paste it in the service book of 
the Government servant concerned and acknowledge receipt of the said Form 3 and all 
further communications received from the Government servant in this behalf. 
 
 
1. Substituted by Notification No.PEN-1088/1167/SER-4, dated 5-5-1990. 
 
(f) The Audit Officer or the Head of Office, as the case may be, on receipt of 
communication from the Government servant regarding any change in the size of family 
shall incorporate such a change in Form 3. 
 



(15) The temporary increase in pension, and relief sanctioned by Government from time 
to time shall be payable to the family in receipt of a family pension under this rule. 
 
(16) For the purposes of this rule- 
 
(a) “Continuous service” means service rendered in a temporary or permanent capacity in 
a pensionable establishment and does not include –  
 
(i) period of suspension, if any, and  
(ii) period of service, if any, rendered before attaining the age of eighteen years; 
(iii)“ family”, in relation to a Government servant means- 
 
(i) wife in the case of a male Government servant, or husband in the case of a female 
Government servant 1[  ]. 
 
(ii) a judicially separated wife or husband, such separation not being granted on the 
ground of adultery 1[  ] and the person surviving was not held guilty of committing 
adultery ; 
 
(iii) son  who has not attained the age of twenty one years and unmarried daughter who 
has not attained the age of twenty four years, including such son and daughter adopted 
legally before retirement 1[   ]. 
 
(c )  ‘Pay’ means- 
 
(i)  the pay as specified in rule 2 ( 9(36) (i) , or  
(ii) the pension able pay as referred to in rule 60 if the pay of the deceased Government 
servant has been reduced during the last ten months of his service otherwise than as 
penalty : 
 
Provided that the element of dearness allowance which has been treated as dearness pay 
under rule 6) shall not be treated as pay for the purpose of this rule. 
 
 
1. Deleted vide Notification No.PEN-1090/254/SER-4,dated 1-7-1991. 
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(17) Nothing contained in this rule shall apply to – 
(a) a re-employed Government servant who had retired before the 1st January, 1964, from  
 
(i) civil service on Retiring Pension or Superannuation Pension, or 
 
(ii) Military service on Retiring Pension, service pension of Invalid Pension and who, on 
the date of re-employment, had attained the age of superannuation applicable to the post 
in which he is re-employed; 
 



(b) a military pensioner who has retired/retires from military service on or after the 1st 
January, 1964, or retires from such service on Retiring Pension, service or Invalid 
Pension and is re-employed in a civil service or post before attaining the age of 
superannuation : 
 
Provided that for the grant of ordinary Family Pension such Government servant is 
governed by Army Instruction 2/5/64, as amended from time to time, or corresponding 
Navy or Air Force Instructions: 
 
(c) a Government servant referred to in rule 67, who on absorption in a corporation or 
company wholly or substantially owned or controlled by the Government, or any other 
body, incorporated or not, is governed by the provisions of the family pension scheme of 
the corporation or company or body, as the case may be. 
 
(18) Notwithstanding anything contained in clause (b) of sub-rule (17),a military 
pensioner referred to in the aforesaid clause, who dies while holding a civil post in a 
temporary capacity, in the course of re-employment, his family may be allowed to apt for 
the Family Pension admissible under this rule or the Family Pension authorised at the 
time of his retirement or discharge from the military under Army Instruction 2/5/64 or the 
of corresponding Navy or Air Force Instructions. 
 
117.  Family Pension,1950 
 
(1) The provisions of this rule shall apply to a Government servant who was in service on 
the 31st December, 1963 and had specifically opted for the scheme of family pension 
(here in after in this rule referred to as Family Pension, 1950), admissible under the 
Revised Pension Rules, 1950 in Appendix XIV-C, Bombay Civil Services Rule, 1959, 
Volume II, 1st Edition, as amended from time to time. 
 
(2) A Family Pension shall be granted for a period not exceeding ten years to the family 
of a Government servant who dies while in service after completion of not less than 
twenty years qualifying service : 
 
Provided that the Government may, in exceptional circumstances grant such pension to 
the family of a Government servant who dies while in service after completion of not less 
than ten years qualifying services ; 
 
Provided further that the period of payment shall, in no case, extend beyond a period of 
five years from the date on which the Government servant would have retired in the 
normal course on Superannuation pension. 
 
Explanation – Where a Government servant dies while on extension of service, the date 
up to which extension of service had been granted to him before his death shall be 
construed as the date on which the Government servant would have retired on 
Superannuation Pension. 
 



(3) A Government servant who, at the time of his retirement, including compulsory 
retirement as a penalty, had rendered qualifying service of not less than twenty years and 
dies within five years of the death of his retirement, Family Pension shall be granted to 
his family for the un expired portion of five years from the date of his retirement. 
 
(4) (a) The amount of Family Pension payable under sub-rule (2) shall be one-half of the 
Superannuation Pension which would have been admissible to the Government servant 
had he retired on the dated following the date of his death. 
 
(b) The amount of Family Pension payable under sub-rule (3) shall be one –half of the 
pension sanctioned to the Government servant at the time of his retirement and if the 
pensioner had before his death, commuted a part of the pension, the commuted part of his 
pension shall be deducted from the amount of Family Pension. 
 
Provided that the amount of Family Pension payable under clause (a) or clause (b) shall 
be subject to a maximum of one hundred and fifty rupees per month and a minimum of 
fifty rupees per month. 
 
(5) No family pension shall be payable under this rule – 
 
(a) to a person mentioned in clause (b) of sub-rule (6), without production of reasonable 
proof that such person was dependent on the deceased Government servant for support ; 
 
(b) to an unmarried female member of Government servant’s family, in the event of her 
marriage ; 
 
(c) to a widowed female member of a Government servant’s family, in the event of her 
re-marriage; and  
 
(d) to a brother of a Government servant, on his attaining the age of eighteen years. 
 
(6) (a) Except as may be provided by nomination under sub-rule (7),the Family Pension  
sanctioned under this rule shall be payable – 
 
(i) to the widow , and if there are more widows than one, to the eldest surviving widow, if 
the deceased was a male Government servant, or to the husband, if the deceased was a 
female Government servant ; 
 
Explanation – The expression “ eldest surviving widow “ shall be construed with 
reference to the seniority according to the date of the marriages of the surviving widows 
and not with reference to their age ; 
 
(ii) failing a widow or husband, as the case may be, to the eldest surviving son ; 
 
(iii) failing (i) and (ii) above, to the eldest surviving unmarried  daughter. 
 



(iv) failing (i) (ii) and (iii) above to the eldest surviving widowed daughter. 
 
(b) If there are no surviving members of the family as in clause (a), the family pension 
may be granted- 
 
(i) to the father ; 
(ii) failing (i) above , to the mother ; 
(iii) failing (i) and (ii) above, to the eldest surviving brother below the age of eighteen 
years ; 
(iv) failing (i),(ii) and (iii) above, to the eldest surviving unmarried sister ; 
(v) failing the above, to the eldest surviving widowed sister. 
 
(7) (a) A Government servant shall on his confirmation in a service or post, make a 
nomination in Form 4 indicating the order in which a Family Pension should be paid to 
the members of his family and , to the extent it is valid, the Family Pension shall be 
payable in accordance with such nomination ; 
 
Provided that the persons concerned satisfy the requirements of sub-rule (5) on the date 
from which such pension may fall due,  
 
(b) In case  the person concerned does not satisfy the requirements of sub-rule (5), the 
family pension shall be granted to the person next lower in the order shown in the 
nomination. 
 
(c) The provisions of sub-rules (5), (7) and (8) of rule 115 shall apply in respect of 
nominations made under this sub-rule. 
 
(8) (a) A Family Pension granted under this rule shall not be payable to more than one 
member of a Government servant’s family at the same time. 
 
(b) If the Family Pension granted under this rule ceases to be payable on account of death 
or marriage of the recipient or other causes, it shall be regranted to the person next lower 
in the order mentioned in sub-rule (6) or to the person next lower in the or order shown in 
the nomination made under sub-rule (7) as the case may be, who satisfies the other 
provisions of this rule. 
 
(9) A Family Pension sanctioned under this rule shall be tenable in addition to any Extra-
ordinary Family Pension under rule 4 in Appendix IV or gratuity or compensation that 
may be granted to the members of a Government servant’s family. 
 
(10) Where Family Pension is granted under this rule to a minor member of the family of 
the deceased Government servant, it shall be payable to the guardian on behalf of the 
minor. 
 
(11) For the purposes of this rule, the expression ‘family’ in relation to a Government 
servant means, the family as defined in clauses (i) to (viii) of sub-rule (5) of rule 111. 



 
CHAPTER X- DETERMINATION AND AUTHORISATION OF THE AMOUNTS 

OF PENSION AND GRATUITY. 
 
118.  Preparation of list of Government servant due for retirement 
 
(1) Every Head of Department shall have a list prepared every six months, that is, on the 
1st July each year of all Government servants who are due to retire within the next 24 to 
30 months of that date. 
 
(2) A copy of every such list shall be supplied to the Audit Officer concerned not later 
than the 31st January of the 31st July, as the case may be, of that year. 
 
(3) In the case of a Government servant retiring for reasons other than by way of 
superannuation, the Head of Office shall promptly inform the Audit Officer concerned, as 
soon as the fact of such retirement becomes known to him. 
 
(4) A copy of the intimation sent by the Head of Office to the Audit Officer under sub-
rule (3) shall also be endorsed to the Executive Engineer concerned if the Government 
servant concerned is an allottee of Government accommodation. 
 
119.  Intimation to the Executive Engineer concerned regarding issue of ‘No 
demand certificate’ 
(1) The Head of Office shall write to the Executive Engineer concerned at least two years 
before the anticipated date of retirement of the Government servant who is in occupation 
of a Government accommodation, (hereinafter referred to as allottee) for the issue of a 
‘No demand certificate’, in respect of the period preceding eight months of the retirement 
of the allottee. 
 
(2) On receipt of the intimation under sub-rule (I) the Executive Engineer concerned shall 
take further action as provided in rule 133. 
 
120.  Preparation of pension papers 
 
(1) Every Head of Office shall undertake the work of preparation of pension papers in 
Form 6 in respect of Non- gazetted Government servant as well as Gazetted Government 
servant, whose pay and allowances are drawn by him on establishment bills, two years 
before the date on which they are due to retire on superannuation ; or on the date on 
which they proceed on leave preparatory to retirement, whichever is earlier. 
 
(2) The Audit Officer shall undertake the work of preparation of pension papers in Form 
6, two years before the date on which a Gazetted Government  servant, other than 
mentioned in sub-rule  (1) above who is due to retire on superannuation or on the date on 
which he proceeds on leave preparatory to retirement, whichever is earlier. 
 



(3) The time schedule and procedure prescribed in these rules shall be flowed by the 
Audit Officer on whom the responsibility for preparation of pension papers in respect of 
Gazetted Government servants under sub-rule (2) has been entrusted. 
 
(4) In the case of a Government servant holding a lien or a suspended lien on a Non-
gazetted post and holding a Gazetted post in a temporary or officiating capacity at the 
time of retirement and whose pay and allowances are not drawn by the Head of Office on 
establishment bills, the Head of Office shall send the service book of the Government 
servant concerned to the Audit Officer two years in advance of the date of retirement of 
such Government servant or as soon as possible if such Government servant is promoted 
to officiate in a Gazetted post only during the last year of his service, after verifying that 
the certificate of verification relating to non-gazetted service has been recorded and that 
the service book is complete in all respects. 
 
121.  Stages for the completion of pension papers 
(1)The Head of Office shall divide the period of preparatory work of two years referred 
to in rule 120 in the following three stages :-  
 
(a) First Stage- Verification of service :- (i) The Head of Office shall go through the 
service book of the Government servant and satisfy himself as to whether the certificates 
of verification for the entire service are recorded therein. 
 
(ii) In respect of the unverified portion or portions of service, he shall arrange to verify 
the portion or portions of such service, as the case may be, with reference to pay bills, a 
quittance rolls or other relevant records, and record the necessary certificates in the 
service book. 
 
(iii) If the service for any period is not capable of being verified in the manner specified 
in sub-clause (i) and sub-clause (ii), that period of service having been rendered by the 
Government servant in another Office or Department, a reference shall be made to the 
Head of Office in which the Government servant is shown to have served during that 
period for the purpose of verification. 
 
(iv) If any portion of service rendered by a Government servant is not capable of being 
verified in the manner specified in sub-clause (i) , or sub-clause (ii), or sub-clause (iii), 
the Government servant shall be asked to file a written – statement on plain paper stating 
that he had in fact rendered that period of service, and shall , at the foot  of the statement, 
make and subscribe to a declaration as to the truth of that statement, and shall, in support 
of such declaration, produce all documentary evidence and furnish all information which 
is in his power to produce or furnish. 
 
(v) The Head of Office shall, after taking into consideration the facts in the written-
statement and the evidence produced and the information furnished by that Government 
servant in support of the said period of service, admit that portion of service as having 
been rendered for the purpose of calculating the pension of that Government servant. 
 



(b) Second Stage – Making good omission in the service book :-  
 
(i) The Head of Office while scrutinizing the certificates of verification of service, shall 
also identify if there are any other omissions, imperfections or deficiencies which have a 
direct bearing on the determination of ‘Pensionable Pay’ and the service qualifying for 
pension. 
 
(ii) Every effort shall be made to complete the verification of service, as in clause (a) and 
to make good omissions, imperfections or deficiencies referred to in sub-clause (i) of this 
clause.   Any omissions, imperfections or deficiencies including the portion of service 
shown as unverified in the service book which it has not been possible to verify in 
accordance with the procedure laid down in clause (a) shall be ignored and service 
qualifying for pension shall be determined on the basis of the entries in the service book. 
 
(iii) Calculation of Pensionable Pay :- For the purpose of calculation of pensionable pay, 
the Head of Office shall verify from the service book the correctness of the pay drawn or 
to be drawn during the last ten months of service. In order to ensure that the pay during 
the last ten months or service has been correctly shown in the service book, the Head of 
Office may verify the correctness of pay for the period of twenty-four months only, 
preceding the date of retirement of a Government servant, and not for any period prior to 
that date. 
 
  (C) Third Stage – Obtaining Form 5 by the Head of Office :- Eight months prior to the 
date of retirement of the Government servant, the Head of Office shall obtain Form 5 
from the Government servant, duly completed. 
 
(2) Action under clauses (a), (b) and (c) of sub-rule (1) shall be completed eight month 
prior to the date of retirement of the Government servant. 
 
122.  Completion of pension papers 
The Head of Office shall complete Part I 1(and Part-III) of Form 6 not later than six 
months before the date of retirement of the Government servant. 
 
123.  Forwarding of pension papers to Audit Officer 
 
(1) After complying with the requirement of rules 121 and 122, the Head of Office shall 
forward to the Audit Officer Form 5 and Form 6 duly completed with a covering letter 
in Form 7 along with service book of the Government servant duly completed, upto–
date, and any other documents relied upon for the verification of service. 
 
1. Inserted by Notification No.PEN-1088-1167-SER-4, dated 5-5-1990. 
 
(2) The Head of Office shall retain a copy of each of the Forms referred to in sub-rule (1) 
for his records. 
 



(3) Where the payment is desired in another audit circle, the Head of Office shall send 
Form 6 in duplicate to the Audit Officer. 
 
(4) The papers referred to in sub-rule (1) shall be forwarded to the Audit Officer not later 
than six months before the date of retirement of Government servant. 
 
1{(5) The Head of Office shall also prepare  a pension calculation sheet, in triplicate, in 
the Form prescribed in Part III of Form 6 in Appendix V and after certifying the same he 
shall forward the same to the Audit Officer along with the pension papers.} 
 
124.  Intimation to Audit Officer regarding any event having bearing on pension. 
 
If, after the pension papers have been forwarded to the Audit Officer within the period 
specified in sub-rule(4) of rule 123, any event occurs which has a bearing on the amount 
of pension admissible, the fact shall be promptly reported to the Audit Officer by the 
Head of Office. 
 
125.  Intimation of the particulars of Government dues to the Audit Officer. 
 
(1) The Head of Office after ascertaining and assessing the Government dues as in rule 
132, shall furnish the particulars thereof to the Audit Officer at least two months before 
the date of retirement of a Government servant so that the dues are recovered out of the 
gratuity before its payment is authorised. 
 
(2) If, after the particulars of Government dues have been intimated to the Audit Officer 
under sub-rule (1), any additional Government dues come to the notice of the Head of 
Office, such dues shall be promptly reported to Audit Officer. 
 
126.  Provisional pension and gratuity. 
 
(1) The various stages of action laid down in rule 121 shall be strictly followed by the 
Head of Office. There may be an isolated case where, in spite of following the procedure 
laid down in rule 121, it may not be possible for the Head of Office to forward the 
pension papers. 
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referred to in rule 123 to the Audit Officer within the period prescribed in sub-rule (4) of 
that rule, or where the pension papers have been forwarded to the Audit Officer within 
the prescribed period but the Audit Officer may have returned the pension papers to the 
Head of Office for eliciting further information before issue of pension payment order 
and order for the payment of gratuity. If the Head of Office in such a case is of the 
opinion that a Gazetted or Non-gazetted Government servant is likely to retire before his 
pension and gratuity or both, can be finally assessed and settled in accordance with the 
provisions of these rules, he shall without delay, take steps to determine the qualifying 
years of service and the pay qualifying for pension after the most careful summary 
investigations that may be made. 



 
For this purpose, he shall- 
 
(i) rely upon such information as may be available in the official records, and  
 
(ii) ask the retiring Government servant to file a written-statement on plain paper stating 
the total length of qualifying service including details of pay drawn during the last ten 
months of service but excluding the breaks and other non-qualifying period of service. 
 
(2) The Government servant while furnishing the statements as in clause (ii) of sub-
rule(1) shall, at the foot of the statement, make and subscribe to a declaration as to the 
truth of the statement. 
 
(3) The Head of Office shall thereafter determine the qualifying years of service and the 
pay qualifying for pension in accordance with the information available in the official 
records and the information obtained from the retiring Government servant under sub-
rule (1). He shall, than, determine the amount of provisional pension and the amount of 
provisional 1(retirement gratuity). 
 
(4) After the amount of pension and gratuity have been determined under sub-rule (3), the 
Head of Office  shall take further action as follows :-  
 
(a) He shall issue a sanction letter addressed to the Government servant endorsing a copy 
thereof to the Audit Officer authorizing - 
 
1. Substituted by Notification No.PEN-1088/1167/SER-4, dated 5-5-1990. 
 
(i) 100 per cent of pension as determined under sub-rule (3) as provisional pension for a 
period not a exceeding six months to be reckoned from the date of retirement of the 
Government servant ; and  
 
(ii)100 per cent of the gratuity as provisional gratuity s determined under sub-rule (3) 
withholding ten per cent of gratuity or one thousand rupees, whichever is less. 
 
(b) He shall indicate in the sanction letter the amount recoverable from the gratuity under 
sub-rule (1) of rule 125. After issue of the sanction letter he shall draw- 
 
(i) the amount of provisional pension ; and  
(ii) the amount of provisional gratuity after deducting there from the amount mentioned 
in sub-clause (ii) of clause (a) and the dues, if any, mentioned in rule 132. 
 
In the same manner as pay and allowances of the establishment are drawn by him in 
Form 21.  
 
(5) The amount of provisional pension and gratuity payable under sub-rule (4) shall, if 
necessary, be revised on the completion of the detailed scrutiny of the records. 



 
(6) (a) The payment of provisional pension shall not continue beyond a period of six 
months from the date of retirement of the Government servant.- 1(In cases where it is not 
possible for the Head of Office to get the amount of final pension payable to the 
Government servant determined from the Audit Officer within a period of six months 
from the date of his retirement, the said period of six months for payment of provisional 
pension shall be extended by the Head Office, in consultation with the Audit Officer, by 
another six months.) 
 
If the amount of final pension and the amount of final gratuity had been determined by 
the Head of Office in consultation with the Audit Officer before the expiry of the said 
period of six months, the Audit Officer shall – 
 
(i) issue the pension payment order, and  
(ii) direct the Head of Office to draw and disburse the difference between the final 
amount of gratuity and the amount of provisional 
 
1. Inserted by Notification No.PEN-1088/1167/SER-4 dated 5-5-1990. 
 
gratuity paid under sub-clause (ii) of clause (b) of sub-rule (4) after adjusting the Government dues, if any, 
which may have come to notice after the payment of provisional gratuity. 
 
(b) If the amount of provisional pension disbursed to a Government servant under sub-
rule (4) is on its final assessment found to be in excess of the final pension assessed by 
the Audit Officer, it shall be open to the Audit Officer to adjust the excess amount of 
pension out of gratuity withheld under sub-clause (ii) of clause (a) of sub-rule (4) or 
recover the excess amount of pension in installments by making short payments of the 
pension payable in future by an amount not exceeding one third of the pension. 
 
(c) (i) If the amount of provisional gratuity disbursed by the Head of Office under sub-
rule (4) is larger than the amount finally assessed, the retired Government servant shall 
not be required to refund the excess amount actually disbursed to him. 
 
(ii) The Head of Office shall ensure that chances of disbursing the amount of gratuity in 
excess of the amount finally assessed are minimized and the officials responsible for the 
excess payment shall be accountable for the over payment. 
 
(7) If the final amount of pension and gratuity have not been determined by the Head of 
Office in consultation with the Audit Officer within a period of six months referred to in 
clause (a) of sub-rule (6), the Audit Officer shall determine the final amount of pension 
and gratuity on the basis of available record and issue pension payment order 
immediately on the expiry of the period of six months. 
 
(8) As soon as the pension payment order has been issued by the Audit Officer under 
clause (a) of sub-rule (6) or sub-rule (7), the Head of Office shall take steps to refund the 
amount of withheld gratuity under sub-clause (ii) of clause (a) of sub-rule (4) to the 
retired Government servant, after adjusting Government dues which may have come to 



notice after the payment of provisional gratuity under sub-rule (ii) of clause (b) of sub-
rule (4). If the Government servant was an allottee of Government accommodation, the 
withheld amount should be refunded on receipt of ‘No demand certificate’ from the 
Executive Engineer concerned. 
 
127.  Authorisation of pension and gratuity by the Audit Officer. 
(1) (a) On receipt of pension papers referred to in rule 123, the Audit Officer shall apply 
the requisite checks, record the account enfacement in part II of Form 6 and assess the 
amount of pension and gratuity and issue the pension payment order not later than one 
month in advance of the date of the retirement of the government servant if the pension is 
payable in his Audit circle. 1( He shall also countersign the pension calculation sheet in 
Part III of Form 6 as certified by the Head of Office, retain one  copy out of the three 
copies received form the Head of Office and forward the second copy as countersigned 
by him to the pensioner along with the Pension Payment Order. The third certified copy 
of the pension calculation sheet as countersigned by him shall be passed on to the 
concerned treasury officer for record.) 
 
(b) If the pension is payable in another Audit circle, the Audit Officer shall send the 
pension payment order along with a copy of Form 6 and the accounts enfacement to the 
Audit Officer of the Audit circle for arranging payment. 
 
(2) The amount of gratuity as determined by the Audit Officer under clause (a) or sub-
rule (1) shall be intimated to the Head of Office with the remarks that the amount of the 
gratuity may be drawn and disbursed by the Head of Office to the retired Government 
servant after adjusting the Government dues, if any, referred to in rule 132. 
 
(3) The amount of gratuity withheld under sub-rule (5) of rule 133 shall be adjusted by 
the Head of Office against the outstanding licence fee intimated by the Executive 
Engineer concerned and the balance, if any, refunded to the retired Government servant. 
 
128.  Payment of provisional pension and gratuity through money order 
  
If the provisional pension or gratuity or both sanctioned under sub-rule (4) of rule 126, is 
desired to be paid by the pensioner through money order or bank draft, the same shall be 
remitted to him through money order or bank draft at his cost : 
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Provided that in the case of any pensioner who has been authorised payment of 
provisional pension not exceeding one hundred and fifty rupees per mensem (inclusive of 
the amount of relief on pension ) that amount shall, at the request of the pensioner, be 
remitted to him by money order at Government expense. 
 
 
 



129.  Government servants on deputation. 
(1) In the case of Government servant who retires while on deputation to another State 
Government Department, action to authorise pension and gratuity in accordance with the 
provisions of this Chapter shall be taken by the Head of Office of the borrowing 
Department. 
 
(2) In the case of a Government servant who retires from service, while on deputation to 
a Central Government or while on foreign service, action to authorise pension and 
gratuity in accordance with the provisions of this Chapter shall be taken by the Head of 
Office of the cadre authority which sanctioned deputation to the Central Government or 
to foreign service. 
 
1[129-A.  Interest on delayed payment of gratuity-  
(1) If the payment of gratuity has been authorised after three months from the date when 
its payment become due and it is clearly established that the delay in payment was 
attributable to administrative lapse, interest at the following rate on the amount of 
gratuity in respect of the period beyond three months shall be paid :- 
 
(i) beyond 3 months and upto one year   7 % per annum 
(ii) beyond one year    10 % per annum) 
 
2(Provided that no interest shall be payable if the delay in payment of gratuity was 
attributable to the failure on the part of the Government servant to comply with the 
procedure laid down in this Chapter : 
 
Provided further that no interest shall be payable in the  case in which a provisional 
gratuity is sanctioned.) 
 
(2) 2 ( On an application made by the pensioner the concerned Administrative 
Department in Mantralaya shall consider the request for payment of interest ) and where 
the Department is satisfied that the delay in the payment of gratuity was caused on 
account of administrative lapse, that Department shall make a recommendation to the 
Finance Department for the payment of interest.] 
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(3) If the recommendation of the Department made under sub-rule (2) is accepted by the 
Finance Department, the Department concerned shall issue Government sanction for the 
payment of interest. 
 
(4) In all cases where the payment of interest has been authorised with the concurrence of the Finance 
Department, the Department concerned shall fix the responsibility and take disciplinary action against the 
Government servant or servants concerned who are found responsible) 1(for the delay in the payment of 
gratuity and recover the amount of interest required to be paid from the Government servant, or servants 
concerned, including the concerned officer, who are found responsible for the delay in the payment of 
gratuity.) 



 
(5) If as a result of Government’s decision taken subsequent to the retirement of a 
Government servant, the amount of gratuity already paid on his retirement is enhanced on 
account of – 
(a) grant of pay higher than the pay on which gratuity, already paid, was determined. 
 

Or 
(b) liberalization in the provisions of these  rules from a date prior to the date of 
retirement of the Government servant concerned, no interest on the arrears of gratuity 
shall be paid. 
 
2[129-B.  Interest on delayed payment of Pension- 
 (1) If the payment of pension has been authorised after six months from the date when its 
payment became due and it is clearly established that the delay in payment was 
attributable to administrative lapse, interest at the rate of 10 per cent per annum in respect 
of the period beyond six months shall be paid on the amount of pension: 
 
Provided that, no interest shall be payable if the delay in payment of pension was 
attributable to the failure on the part of the Government servant to comply with the 
procedure laid down in this Chapter . 
 
Provided further that, no interest shall be payable for the period for which a provisional 
pension is sanctioned. In case of Government Servant to whom provisional pension is 
sanctioned an interest as provided shall be paid after a period of six months from the 
cessation of provisional pension till the final pension is authorised.] 
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(2) On an application made by the pensioner the concerned Administrative Department in Mantralaya shall 
consider the request for payment of interest and where the Department is satisfied that the delay in the 
payment of pension was caused on account of administrative lapse, that Department shall make a 
recommendation to the Finance Department for the payment of interest. 
 
(3) If the recommendation of the Department made under sub-rule (2) is accepted by the 
Finance Department, the Department concerned shall issue Government sanction for the 
payment of interest. 
 
(4)In all cases where the payment of interest has been authorised  with the concurrence of 
the Finance Department, the Department concerned shall fix the responsibility and take 
disciplinary action against the Government servant or servants concerned who are found 
responsible for the delay in the payment of pension and recover the amount of interest 
required to be paid from the Government servant, or servants concerned, including the 
concerned officer, who are found responsible for the delay in the payment of pension. 
 



(5) If as a result of Government’s decision taken subsequent to the retirement of a 
Government servant, the amount of pension already paid on his retirement is enhanced on 
account of – 
 
(a) grant of pay higher than the pay on which pension, already paid, was determined; or 

 
(b) liberalization in the provisions of these rules from a date prior to the date of 
retirement of the Government servant concerned, no interest on the arrears of pension 
shall be paid.”} 
 
130.  Provisional pension where departmental or judicial proceedings may be 
pending 
 
(1) (a) In respect of a Gazetted or Non-gazetted Government servant referred to in sub-
rule (4) of rule 27 the Head of Office shall authorise the provisional pension equal to the 
maximum pension which would have been admissible on the basis of qualifying service 
upto the date of retirement of the Government servant, or if he was under suspension on 
the date of retirement upto the date immediately preceding the date on which he was 
placed under suspension. 
 
(b) The provisional pension shall be authorised by the Head of Office for a period of six 
months during the period commencing from the date of retirement unless the period is 
extended by the Audit Officer and such provisional pension shall be continued upto and 
including the date on which, after the conclusion of departmental or judicial proceedings, 
final orders are passed by the competent authority. 
 
(c) No gratuity shall be paid to the Government servant until the conclusion of the 
departmental or judicial proceedings and issue of final orders thereon. 
 
(2) Payment of provisional pension made under sub-rule (1) shall be adjusted against 
final retirement benefits sanctioned to such Government servant upon conclusion of such 
proceedings but no recovery shall be made where the pension finally sanctioned is less 
than the provisional pension or the pension is reduced or withheld either permanently or 
for a specified period. 
 
131.  Revision of pension after authorization. 
(1) Subject to the provisions of rules 26 and 27 , pension once authorised after final 
assessment shall not be revised to the disadvantage of the Government servant, unless 
such revision becomes necessary on account of detection of a clerical error subsequently : 
 
Provided that no revision of pension to the disadvantage of the pensioner shall be ordered 
by the Head of Office without the concurrence of the Finance Department if the clerical 
error is detected after a period of two years from the date of authorization of pension. 
 



(2) For the purpose of sub-rule (1), the retired Government servant concerned shall be 
served with a notice by the Head of Office requiring him to refund the excess payment of 
pension within a period of two months from the date of receipt of notice by him. 
 
(3) In case the Government servant fails to comply with the notice, the Head of Office 
shall, by order in writing, direct that such excess payment, shall be adjusted in 
installments by short payments of pension in future, in one or more installments, as the 
Head of Office may direct. 
 
132.  Recovery and adjustment of Government dues. 
(1) It shall be the duty of the Head of Office to ascertain and assess Government dues, 
payable by a Government servant due for retirement. 
 
(2) The Government dues as ascertained and assessed by the Head of Office which 
remain outstanding till the date of retirement of the Government servant, shall be adjusted 
against the amount of the 1(retirement gratuity) becoming payable. 
 
(3) The expression’ Government dues’ includes- 
 
(a) dues pertaining to Government accommodation including arrears of licence fee, if any 
; 
 
(b) dues other than those pertaining to Government accommodation, namely, balance of 
house building or conveyance or any other advance, overpayment of pay and allowances 
or leave salary and arrears of income-tax deduction at source under the Income Tax Act, 
1961 (43 of 1961). 
 
133. Adjustment and recovery of dues pertaining to Government accommodation. 
(1) The Executive Engineer concerned on receipt of intimation from the Head of Office 
under sub-rule (1) of rule 119 regarding the issue of ‘No demand certificate’ shall 
scrutinize his records and inform the Head of Office eight months before the date of 
retirement of the allottee, if any licence fee was recoverable from him in respect of the 
period prior to eight months of his retirement. If no intimation in regard  to recovery of 
outstanding licence  fee is received by the Head of Office by the stipulated date, it shall 
be presumed that no licence fee was recoverable, from the allottee in respect of the period 
preceding eight months of his retirement. 
 
(2) The Head of Office shall ensure that licence fee for the next eight months, that is upto 
the date of retirement of the allottee is recovered every month from the pay and 
allowances of the allottee. 
 
(3) Where the Executive Engineer concerned intimates the amount of licence fee 
recoverable in respect of the period  mentioned in sub-rule (1), the Head of Office shall 
ensure that outstanding licence fee is recovered in installments from the current pay and 
allowances of the allottee and where the entire amount is not recovered from the pay and 



allowances, the balance shall be recovered out of the gratuity before its payment is 
authorised. 
 
(4) The Executive Engineer concerned shall also inform the Head of Office the amount of 
licence fee for the retention of Government accommodation for the permissible period of 
one month beyond 
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the date of retirement of the allottee. The Head of Office shall adjust the amount of that 
licence fee from the amount of the gratuity together with the un-recovered licence fee, if 
any, mentioned in sub-rule (3) 
 
(5) If in any particular case, it is not possible for the Executive Engineer concerned to 
determine the outstanding licence fee, that Executive Engineer shall inform the Head of 
Office that ten per cent of the gratuity or one thousand rupees, whichever is less, may be 
withheld pending receipt of further information. 
 
(6) The recovery of licence fee for the occupation of the Government accommodation 
beyond the permissible period of one month after the date of retirement of the allottee 
shall be responsibility of the Executive Engineer concerned. 
 
Note-For the purpose of this rule, the licence fee shall also include any other charges payable by 
the allottee for any damage or loss caused by him to the accommodation or its fittings. 
 
134.  Adjustment and recovery of dues other than dues pertaining to Government 
accommodation. 
(1) For the dues other than the dues pertaining to occupation of Government 
accommodation as referred to in clause (b) of sub-rule (3) of rule 132, the Head of Office 
shall tae steps to assess the dues two years before the date on the which a Government 
servant is due to retire on superannuation ; or on the date on which he proceeds on leave 
preparatory to retirement, whichever is earlier. 
 
(2) The assessment of Government dues referred to in sub-rule (1) shall be completed by 
the Head of Office eight months prior to the date of the retirement of the Government 
servant. 
 
(3) The dues as assessed under sub-rule (2) including those dues which come to notice 
subsequently and which remain outstanding till the date of retirement of the Government 
servant, shall be adjusted against the amount of 1(retirement gratuity) becoming payable 
to the Government servant on his retirement. 
 
2[134-A-Recovery and adjustment of excess amount paid – 
 If in the case of a Government servant, who has retired or has been allowed to retire, it is 
found that due to any reason whatsoever an excess amount has been paid to him during 
the period of his service including] 
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Service rendered upon re-employment after retirement or any amount is found to be 
payable by the pensioner during such period and which has not been paid by , or 
recovered from him, then the excess amount so paid or the amount so found payable shall 
be recovered from the amount of pension sanctioned to him: 
 
Provided that, the Government shall give a reasonable opportunity to the pensioner to 
show cause as to why the amount due should not be recovered from him : 
Provided further that, the amount found due may be recovered from the pensioner in 
installment so that the amount of pension is not reduced below the minimum fixed by 
Government.) 
 
135.  Date of retirement to be notified. 
When a Government servant retires from service- 
(a) a notification in the official Gazette in the case of a Gazetted Government servant, and  
(b) an office order in the case of a Non-gazetted Government servant, shall be issued 
specifying the date of retirement within a week of such date and a copy of every such 
notification or office order, as the case may be, shall be forwarded immediately to the 
Audit Officer : 
 
Provided that where a notification in the official Gazette or an office order, as the case 
may be, regarding the grant of leave preparatory to retirement to a Government servant is 
issued, a further notification or office order that the Government servant has actually 
retired on the expiry of such leave shall not be necessary unless the leave is curtailed and 
the retirement is for any reason ante-dated or postponed. 
 

CHAPTER XI-DETERMINATION AND AUTHORISATION OF THE 
AMOUNTOF FAMILY PENSION AND 1(DEATH GRATUITY) IN RESPECT OF 

GOVERNMENT SERVANTS DYING WHILE INSERVICE 
 
136.  Obtaining of claims for Family Pension and 1(death gratuity) 
(1) Where the Head of Office has received an intimation about the death of a Government 
servant while in service, he shall ascertain whether any 1(death gratuity) or family 
pension or both is or are payable in respect of the deceased Government servant. 
 
(2) (a) Where the family of the deceased Government servant is eligible for the 1(death 
gratuity) under rule 111, the Head of Office shall ascertain- 
if the deceased Government servant had nominated any person or persons to receive the 
gratuity ; and  
 
if the deceased Government servant had not made any nomination or the nomination 
made does not subsist, the person or persons to whom the gratuity may be payable. 
(b) The Head of Office shall, then, address the person concerned in Form 8 or Form 9, 
as may be appropriate, for making a claim in Form 10. 
 



(3) Where the family of the deceased Government servant is eligible under rule 116 for 
the Family Pension, 1964- 
 
(a) the Head of Office shall address the widow or widower in Form 11 for making a 
claim in Form 12 ; and 
 
(b) where the deceased Government servant is survived only by a child or children, the 
guardian of such child or children may submit a claim in Form 12 to the Head of Office : 
 
Provided that the guardian shall not be required to submit a claim in the said Form on 
behalf of a child if the child has attained the age of eighteen years and such child may 
himself or herself submit a claim in the said Form 
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(4) (a) Where the family of the deceased Government servant is eligible Family Pension, 
1950 under rule 117, the Head of Office shall ascertain – 
 
(i) if the deceased Government servant had nominated a member of his family to receive 
the payment of Family Pension , 1950 : and  
 
(ii) where the deceased Government servant had not made any nomination or the 
nomination made does not subsist, the person to whom the Family Pension, 1950 may be 
payable. 
 
(b) The Head of Office, shall, then, address the person concerned in Form 13 or Form 
14, as may be appropriate, for making a claim in Form 15. 
 
(5) If on the date of death, the Government servant was an allottee of Government 
accommodation, the Head of Office shall address the Executive Engineer concerned for 
the issue of ‘ No demand certificate’ in accordance with the provisions of sub-rule (1) of 
rule 142. 
 
137.  Completion of Form 16 
 
(1) (a) The Head of Office while taking action to obtain claim or claims from the family 
in accordance with the provisions of rule 136 shall simultaneously undertake the 
completion of Form 16. The work shall be completed within one month of the date on 
which intimation regarding the date of death of the Government servant has been 
received. 
 
(b) The Head of Office shall go through the service book of the deceased Government 
servant and satisfy himself  as to whether certificates of verification of service for the 
entire service are recorded therein. 
 



(c) If there are any periods of unverified service, the Head of Office shall accept the 
unverified portion of service as verified on the basis of the available entries in the service 
book. For this purpose, the Head of Office may rely on any other relevant material to 
which he may have ready access. While accepting the unverified portion of service, the 
Head of Office shall ensure that service was continuous and was not forfeited on account 
of dismissal, removal or resignation from service, or for participation in strike. 
 
(2) (a) For the purpose of determination of pay for Family Pension and 1(death gratuity) 
the Head of Office shall confine the verification of the correctness of pay for a maximum 
period  of one year preceding the date of death of the Government servant. 
 
(b) In case the Government servant was on extraordinary leave on the date of death, the 
correctness of the pay for a maximum period of one year which he drew preceding the 
date of the commencement of the extraordinary leave, shall be verified. 
 
(3) The process of determination of qualifying service and qualifying pay shall be 
completed within one month of the receipt of intimation regarding the date of death of the 
Government servant and the amount of family pension and 1(death gratuity) shall also be 
calculated accordingly. 
 
138.  Determination of the amount of Family Pension and gratuity where service 
records are incomplete. 
According to the existing instructions, there should not be any case where service book 
has not been maintained properly. If, in any particular case, the service book has not been 
maintained properly despite the Government’s orders on the subject, and it is not possible 
for the Head of Office to accept the unverified portion of service as verified on the basis 
of entries in the service book, the Head of Office shall not proceed with the verification 
of the entire spell of service. The verification of service in such a case shall be confined 
to the following spells of service :- 
 
(a) For the purpose of Family Pension, 1964- 
 
(i) If the deceased Government servant on the date of death had rendered more than one 
years of service but less than seven years of service, the service and pay for the last year 
of service shall be verified and accepted by the Head of Office and the amount of Family 
Pension, 1964 determined under sub-rule (2) and sub-rule (3) of rule116. 
 
(ii) If the deceased Government servant on the date of his death had rendered more than 
seven years of service, the service for the last seven years and pay for service rendered in 
the last year shall be verified  and accepted by the Head of Office and the amount of 
Family Pension, 1964 and the period for which it is payable shall be determined in 
accordance with the provisions of sub-rule (4) of rule 116. 
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(iii) If the deceased Government servant at the time of death had rendered more than 
seven years of service and the service of last seven years is not capable of being verified 
and accepted by the Head of Office but the service rendered during the last year is 
capable of being verified and accepted, the Head of Office, pending the verification of 
service for seven years, shall calculate the amount of Family Pension in accordance with 
the provisions of sub-rule (2) and sub-rule (3) of rule 116. 
 
(iv) The service for the last seven years shall be verified and accepted within the next two 
months and the amount of Family Pension, the enhanced rate and the period for which it 
is payable, shall be determined in accordance with the provisions of sub-rule (4) of rule 
116. 
 
(v) The determination of the amount of family pension in accordance with the provisions 
of sub-clauses (i), (ii) and (iii)shall be done  within one month of the receipt of intimation 
of the date of death of the Government servant. 
 
(b) For the purpose of 1(death gratuity) 
 
1((i) If the deceased Government servant had on the date of his death rendered more thant 
5 years of qualifying service but less than 20 years of qualifying service, and the spell of 
last 5 years has been verified and accepted by the Head of Office under clause (a) the 
amount of death gratuity shall be equal to 12 times of his pay as indicated in item (iii) of 
the Table in sub-rule (2) of rule 111. Where the verified and accepted service is less than 
5 years, the amount of death gratuity shall be the amount as indicated in item (i) or item 
(ii) in the Table in sub-rule (2) of rule 111 as may be applicable.) 
 
(ii) If the deceased Government servant had rendered more than 2(twenty years of service 
and the entire service is not capable of being verified and accepted, but the service for the 
last five years has been verified and accepted under sub-clause (i), the family of the 
deceased Government servant shall be allowed, on provisional basis, the 1(death gratuity) 
equal to 12 times of the pay. Final amount of the gratuity shall be determined by the Head 
of Office on the acceptance and verification of the entire spell of service 
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Which shall be done by the Head of Office within a period of six months from the date on 
which the authority for the payment of provisional gratuity was issued. The balance, if 
any, becoming payable as a result of determination of the final amount of 1(death 
gratuity) shall then be authorised to the beneficiaries. 
 
(c) For the purpose of Family Pension ,1950- 
 
Since the Family Pension,1950 is related to Superannuation  Pension , it shall be 
necessary to verify the entire spell of service by following the procedure laid down in 
Chapter VIII of these rules. 
 



139.  Forwarding the papers to the Audit Officer. 
 
(1) On  receipt of claim or claims, the Head of Office shall complete items 22,23,24,25 
and 26 of Form 16 and send the said Form in original to the Audit Officer with a covering 
letter in Form 17 along with the Government servant’s service book duly completed up-
to-date and any other documents relied upon for the verification of the service claimed. 
This shall be done not later than one month of the receipt of claim by the Head of Office. 
 
(2) The Head of Office shall retain one copy of the aforesaid Form 16 for his office 
record. 
 
(3) If the payment is desired in another Audit Circle, Form 16 shall be sent in duplicate 
to the Audit Officer. 
 
(4) The Head of Office shall draw the attention of the Audit Officer to the details of 
Government dues outstanding against the deceased Government servant, namely :- 
 
(a) Government dues as ascertained and assessed in term of rule 142 and recoverable out 
of the gratuity before payment is authorised. 
 
(b) amount of gratuity to be held over partly for adjustment of Government dues which 
have not been assessed so far and partly as a margin for adjustment in the light of the 
final determination of the gratuity. 
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(c) the maximum amount of gratuity to be held over for the purpose of clause (b) shall be 
limited to ten per cent of the amount of gratuity or rupees one thousand, whichever is 
less. 
 
140.  Sanction, drawal and disbursement of provisional Family Pension and 
gratuity. 
 
(1) As son as the intimation about the death of a Government servant while in service is 
received by the Head of Office, he shall sanction, draw and disburse provisional Family 
Pension not exceeding the maximum family  pension and hundred per cent of the gratuity 
as determined in accordance with the provisions of this Chapter, before forwarding the 
documents referred to in rule 139 to the Audit Officer. For this purpose the Head of 
Office shall adopt the following procedure, namely :- 
 
(a) he shall issue a sanction letter in favour of claimant or claimants endorsing a copy 
thereof to the Audit Officer indicating the amount of provisional family pension and 
hundred per cent of the gratuity as determined ; 
 
(b) he shall indicate in the sanction letter the amount recoverable out of the gratuity under 
sub-rule (3) of rule 139; 



 
(c) after issue of the sanction letter he shall draw- 
 
(i) the amount of the provisional family pension, and  
 
(ii) the amount of hundred per cent of the gratuity after deducting there from the dues 
mentioned in clause (b) in the same manner as pay and allowance of the establishment 
are drawn by him in Form 21. 
 
(2) The Head of Office shall disburse the provisional family pension (including arrears, if 
any) and the gratuity immediately after the same have been drawn under sub-rule (1). 
 
(3) The payment of provisional family pension shall continue for a period of six months 
from the date following  the date of death of the Government servant unless the period is 
extended by the Audit Officer under the provision to sub-rule (1) of rule 141. 
 
(4) The Head of Office shall inform the Audit Officer- 
 
(a) as soon as the gratuity has been paid to the claimant or claimants ; and  
 
(b) as soon as the provisional family pension has been paid for a period of six months or 
for the period extended under proviso to sub-rule (1) of rule 141, as the case may be. 
 
(5) If the claimant or any of the claimants desire the payment of provisional family 
pension or of gratuity or of both through money-order or bank draft, the same shall be 
remitted to him or her through money order or bank draft at his own cost : 
 
Provided that in the case of any claimant who is sanctioned a provisional family pension 
not exceeding one hundred and fifty rupees (inclusive of relief on family pension) per 
mensem, the amount of pension shall, at the request of the claimant, be remitted to him or 
her by money – order at Government expense. 
 
141.  Authorisation of final pension and balance of the gratuity by the Audit 
Officer 
 
(1) On receipt of the documents referred to in sub-rule (1) of rule 139, the Audit Officer 
shall, apply the requisite checks and complete Section  I of Part II of Form 16 and assess 
the amount of Family Pension and gratuity ; 
 
Provided that if the Audit Officer is, for any reason, unable to assess the amount 
expeditiously, he shall communicate the fact to the Head of Office to continue to disburse 
the provisional family pension to the claimant for such period as may be specified by the 
Audit Officer. 
 
(2) (a) If the family pension is payable in his Audit circle, the Audit Officer shall prepare 
the pension payment order. 



 
(b) The payment of Family Pension shall be effective from the date following the date on 
which the payment of provisional family pension ceased. 
 
(c) Arrears of Family Pension, if any, in respect of the period for which provisional 
Family Pension was drawn and disbursed by the Head of Office shall also be authorised 
by the Audit Officer. 
 
(3)(a) The Audit Officer shall determine the amount of the balance of the gratuity after 
adjusting the amount, if any, outstanding against the deceased Government servant. 
 
(b) The Audit Officer shall intimate to the Head of Office, the amount of the balance of 
the gratuity determined under clause (a) with the remarks that the amount of the balance 
of the gratuity may be drawn and disbursed by the Head of Office to the person or 
persons to whom the provisional gratuity has been paid. 
 
(c) The amount of gratuity withheld under clause (b) of sub-rule (1) of rule 142 shall be 
adjusted by the Head of Office against the outstanding licence fee mentioned in clause 
(viii)of sub-rule (1) of rule 142 and the balance, if any, refunded to the person or persons 
to whom gratuity has been paid. 
 
(4) The fact of the issue of the pension payment order shall be promptly reported to the 
Head of Office by the Audit Officer and the documents which are no longer required 
shall also be returned to him. 
 
(5) If the amount of provisional Family Pension as disbursed by the Head of Office is 
found to be in excess of the final family pension assessed by the Audit Officer, it shall be 
open to the Audit Officer to adjust the excess amount in instalments by short payments of 
Family Pension payable in future. 
 
(6) (a) If the amount of gratuity disbursed by the Head of Office proves to be larger than 
the amount finally assessed by the Audit Officer the beneficiary shall not be required to 
refund the excess. 
 
(b) The Head of Office shall ensure that chances of disbursing the amount of gratuity in 
excess of the amount actually admissible are minimized and the official or officials 
responsible for the excess payment shall be accountable for the over-payment. 
 
142.  Adjustment of Government dues 
 
(1) Dues pertaining to Government accommodation :- 
 
(i) If on the date of death, the Government servant was an allottee of Government 
accommodation, the Head Office on receipt of intimation regarding the death of the 
Government servant shall within seven days of the receipt of such intimation, write to the 
Executive Engineer concerned for the issue of ‘No demand certificate’ so that 



authorization of Family Pension and 1(death gratuity) is not delayed. While addressing 
the Executive Engineer concerned for the issue of ‘ No demand certificate’, the Head of 
Office shall also supply the following information in duplicate (one copy marked to the 
Rent Wing and the second the Allotment Wing):- 
 
(a) name of the deceased Government servant with designation ; 
 
(b) particulars of the accommodation (quarter No., type and locality) ; 
 
(c) date of death of Government servant. 
 
(d) whether the Government servant was on leave at the time of his death and, if so, the 
period and nature of leave ; 
 
(e) whether the Government servant was enjoying rent free accommodation ; 
 
(f) the period upto which licence fee had been recovered from the pay and allowances of 
the deceased Government servant and the monthly rate of recovery and particulars of the 
pay bill under which last recovery was made ; 
 
(g) if the licence fee had not been recovered upto the date of death and the family intends 
to retain Government accommodation for the permissible period of one month from the 
date of death of the Government servant, details of – 
 
(A) period for which licence fee still remains to be recovered ; 
 
(B) the amount of licence fee in respect of the period at (A) to be determined on the basis 
of the standard rent bill ; 
 
(C) the amount of licence fee for the retention of Government accommodation by the 
family of the deceased Government servant for the concessional period of one month 
beyond the date of death of the Government servant to be determined on the basis of 
standard rent bill ; 
 
(D) the amount of licence fee mentioned at (B) and (C) proposed to be recovered out of 
1(death gratuity). 
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(E) details of any previous reference from the Executive Engineer concerned having 
bearing on the recovery of licence fee outstanding against the allottee and action taken 
thereon. 
 
(ii) The Head of Office shall recover form the 1(death gratuity) the amount of licence fee 
as intimated to the Executive Engineer concerned under clause (i)  
 



(iii) The recovery of licence fee for the occupation of Government accommodation 
beyond the permissible period of one month shall be the responsibility of the Executive 
Engineer concerned. 
 
(iv)The Executive Engineer concerned shall scrutinize his records with a view to 
determine if licence fee other than the licence fee referred to in clause (i) was outstanding 
against deceased Government servant. If any recovery is found, the amount and the 
period or periods to which such recovery or recoveries relate shall be communicated to 
the Head of Office within a period of three months of the receipt of intimation regarding 
the death of the Government servant under clause (i)  
 
(v) Pending receipt of information under clause (iv), the Head of Office shall withhold 
ten per cent of the 1(death gratuity) or one thousand rupees whichever is less. 
 
(vi) If no intimation is received by the Head of Office within the period prescribed under 
clause (iv) regarding recovery of licence fee, it shall be presumed that nothing was 
recoverable from the deceased Government servant and the amount of gratuity withheld 
shall be paid to the person or persons to whom the amount of 1(death gratuity) was paid. 
 
(vii) If the Head of Office has received intimation form the Executive Engineer 
concerned under clause (iv) regarding licence fee outstanding against the deceased 
Government servant, the Head of Office shall verify from the acquittance rolls if the 
outstanding amount of licence fee was recovered from the pay and allowances of the 
deceased Government servant. If as a result of verification, it is found that the amount of 
licence fee shown as outstanding by the Executive Engineer 
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Concerned, had already been recovered, the Head of Office shall draw the attention of the 
Executive Engineer concerned to the pay bills under which the necessary recovery of the 
licence fee was made and subject to the provision of sub-rule (2) take steps to pay the 
amount of the gratuity withheld under clause (v) to the person or persons to whom the 
1(death gratuity) was paid. 
 
(viii) If the outstanding amount of licence fee was not recovered from the pay and 
allowances of the deceased Government servant, the outstanding amount shall be 
adjusted against the amount of the gratuity withheld under clause (v) and the balance, if 
any, repaid to the person or persons to whom the amount of 1( death gratuity) was paid. 
 
(2) Dues other than those referred to in sub-rule (1)- 
The Head of Office shall within one month of the receipt of intimation regarding death of 
a Government servant, take steps to ascertain if any dues as referred to in rule 132 
excluding the dues pertaining to the allotment of Government accommodation were 
recoverable from the deceased Government servant. Such ascertainable dues shall be 



recovered from the amount of 1(death gratuity) becoming payable to the family of the 
deceased Government servant. 
 
143.  Payment of Family Pension and 1(death gratuity) when a Government 
servant dies while on deputation 
 
(1) In the case of a Government servant who dies while on deputation to another 
Department/ Office, action to authorise Family Pension and 1(death gratuity) in 
accordance with the provisions of this Chapter shall be taken by the Head of Office of the 
borrowing Department. 
 
(2) In the case of a Government servant who dies while on deputation to a Central 
Government or while on foreign service, action to authorise the payments of Family 
Pension and 1(death gratuity) in accordance with the provisions of this Chapter shall be 
taken by the Head of Office of the cadre authority which sanctioned the deputation of the 
Government servant to the Central Government or to the foreign service. 
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CHAPTER XII-SANCTION OF FAMILY PENSION AND RESIDUARY 
GRATUITY IN RESPECT OF DECEASED PENSIONERS 

 
144. Sanction of family Pension and residuary gratuity on the death of pensioner. 
 
(1) Where the Head of Office has received an intimation regarding the death of a retired 
Government servant who was in receipt of pension, he shall ascertain whether any Family 
Pension or residuary gratuity or both is or are payable in respect of the deceased 
pensioner: 
 
Provided that the Head of Office, may, when he considers it necessary so to do, consult 
the Audit Officer. 
 
(2) (a) (i) If the deceased pensioner is survived by a widow or widower who is eligible 
for the grant of Family Pension, 1964, under rule 116, the amount of Family Pension, 
1964, as indicated in the pension Payment Order shall become payable to the widow or 
widower, as the case may be, from the day following the date of death of the Pensioner. 
 
(ii) On receipt of 1(a claim the Form 12) from the widow or widower, the Treasury 
Officer from whom the deceased pensioner has drawn his or her pension, shall authorise 
the payment of Family Pension, 1964 to the widow or widower, as the case may be. 
 
(b) (i) Where the deceased pensioner is survived by child or children, the guardian of the 
child or children may submit a claim in Form 12 to the Head of Office for payment of 
Family Pension,1964 : 
 



Provided that the guardian shall not be required to submit a claim in the said Form on 
behalf of the son or unmarried daughter if he or she has attained the age of eighteen years 
and such a person may himself or herself submit a claim in the said Form. 
 
(ii) On receipt of claim from the guardian, the Head of Office shall sanction the Family 
Pension, 1964, in Form 18. 
 
 
1. Substituted by Notification No.PEN-1088/1167/SER-4, dated 5-5-1990. 
 
(c) (i) Where a widow or widower in receipt of Family Pension 1964, remarries and has, 
at the time of remarriage, child or children from the former spouse who is or are eligible 
for Family Pension, 1964, the remarried individual shall be eligible to draw the Family 
Pension, 19 64,on behalf of such child or children, if such individual continues to be the 
guardian of such child or children. 
 
(ii) For the purposes of sub-clause (i) , the remarried individual shall apply to the Head of 
Office on plain paper furnishing the following particulars, namely :- 
 
(a) a declaration that the applicant continues to be the guardian of such child or children ; 
 
(b) the date of remarriage ; 
 
(c) the name and date of birth of the child or children from the former spouse ; 
 
(d) the Treasury from where payment of Family Pension, 1964,on behalf of such child or 
children is desired ; 
 
(e) full postal address of the applicant. 
 
(iii) If the remarried individual has, for any reason, ceased to be the guardian of such 
child or children, the Family Pension, 1964, shall become payable  to the person entitled 
to act as guardian of such child or children under the law for the time being in force and 
such person may submit a claim in Form 12 to the Head of Office for the payment  of 
Family Pension, 1964: 
 
Provided that the guardian shall not be required to submit a claim in the said Form on 
behalf of the son or unmarried daughter if he or she has attained the age of eighteen years 
and such person may himself or herself submit a claim in the said Form . 
 
(iv) On receipt of the claim referred to in sub-clause (iii) the Head of Office shall 
sanction Family Pension, 1964, in Form 19. 
 
(d) (i) Where a widow or widower in receipt of Family Pension, 1964, dies and leaves 
behind child or children who is or are eligible for Family Pension, 1964, the guardian 



may submit a claim in Form 12 to the Head of Office for the payment of Family Pension, 
1694: 
 
Provided that the guardian shall not be required to submit a claim in the said Form on 
behalf or the son or unmarried daughter if he or she has attained the age of eighteen years 
and such a person may himself or herself submit claim in the said Form. 
 
(ii) On receipt of a claim from the guardian, the Head of Office shall sanction Family 
Pension, 1964, in Form 18. 
 
(3) (a) In case the deceased pensioner who was governed by the Family Pension, 1950, 
and his death had taken place within five years of his retirement, the Family Pension, 
1950, shall become payable to the eligible of the family of the deceased pensioner as 
provided in rule 117 for the un expired period of five years from the date of retirement of 
the deceased. 
 
(b) On receipt of a claim in Form 15 from such member, the Head of Officer shall 
sanction the Family Pension, 1950, for the un expired period aforesaid. 
 
(4) Where on the death of a retired Government servant a residuary gratuity becomes 
payable to the family of the deceased under sub-rule  (3) of rule 111, the Head of Office 
shall sanction its payment on receipt of a claim or claims in Form 20 from the person or 
persons eligible to receive the residuary gratuity. 
 
145.  Authorisation of payment by Audit Officer. 
 
On receipt of the sanction under rule 139 regarding the payment of Family Pension or of 
residuary gratuity or of both ; the Audit officer shall authorise the payment of the same. 
 

CHAPTER XIII-PAYMENT OF PENSIONS 
 
146.  Date from which pension becomes payable. 
 
(1) Except in the case of a Government servant to whom the provisions of rule 67 apply 
and subject to the provisions of rules 27 and 130 a pension other than Family Pension 
shall become payable from the date on which a Government servant ceases to be borne 
on the establishment. 
(2) Pension including Family Pension, 1950 or 1964 shall be payable for the day on 
which its recipient dies. 
 
147.  Procedure for payment of pension to a lunatic. 
 
When any sum is payable in respect of pension or gratuity to any person by Government, 
and the person to whom the sum  is payable is certified by a Magistrate to be a lunatic, 
the procedure laid down in section 95(1) of (the Indian) Lunacy Act, 1912(Act IV of 
1912) shall be followed. 



 
148.  Date of commencement of payment of Wound or Injury Pension or Extra-
ordinary Family Pension 
 
A Wound or Injury Pension shall be payable from the date of the Wound or Injury and a 
Extra-ordinary Family Pension from the day following the death of the Government 
servant, provided – 
 
(i) that, if the grant of the pension is regulated by Army Regulations, it shall take effect 
from the date therein prescribed ; 
 
(ii) that, if considerable delay has occurred in making application for a Wound or Injury 
Pension, it shall be payable from the date of report on the case by the Medical Board 
unless in exceptional circumstances Government otherwise direct ; and 
 
(iii) that, if considerable delay has occurred in making application for a Extra-ordinary 
Family Pension, it shall be payable from such date as Government may prescribe. 
 
149.  Need for medical certificate for payment of Wound or Injury Pension. 
In the case of a Wound or Injury Pension sanctioned under rule 97, it shall be the 
responsibility of the officer disbursing the pension to see that the medical certificate 
referred to in rule 88 is produced after every three years. 
 
150.  Currency in which pension is payable. 
 
All pensions including gratuities admissible under these rules shall be payable in rupees 
in India only. 
 
151.  Manner of payment of gratuity and pension 
 
(1) Except as otherwise provided in these rules, a gratuity shall be paid in lump sum. 
 
(2) A pension fixed at monthly rates shall be payable monthly on or after the first day of 
the following month. 
 
152.  Application of Treasury Rules 
Save as otherwise provided in these rules, the Treasury Rules of the State Government 
shall apply in regard to the procedure of payment- 
(i) of gratuity. 
 
(ii) of pension. 
 
(iii) of pension undrawn for more than a year, and  
 
(iv) of pension in respect of a deceased pensioner. 
 



 
CHAPTER XIV-RE-EMPLOYMENT OF PENSONERS 

 
153.  Re-employment ordinarily not to qualify for second pension. 
 
Unless in any case it be otherwise distinctly provided in this Chapter, a Government 
servant who has received a pension on retirement shall not, if re-employed in 
Government service, be permitted to count has new service as qualifying for second 
pension. If the new service is pensionable, it must be combined for the purpose of 
calculating pension with the service previously rendered and the whole treated as one 
service. 
 
154.  Declaration by the re-employed pensioner about amount of pension and 
gratuity or bonus 
 
When a person, who was formerly in the civil or military employment of any 
Government in India, obtains re-employment, whether temporarily or permanently, in 
Government service or in the service of a Local fund, it shall be incumbent on him to 
declare to the appointing authority the amount of any gratuity, bonus or pension granted 
to him in respect of the previous employment. The authority re-appointing him shall 
specifically state in the order of re-appointment whether any deduction is to be made 
from pay as required by the rules in this Chapter and shall communicate a copy of the 
order to the Audit Officer. 
 
Note- The principle of this rule applies in the case of continued employment on retirement from 
Government service. The amount of the pension to be declared is that sanctioned originally, i.e., it 
shall be inclusive of any amount that may have been commuted (vide rule 158). 
 
155.  Provisions of this Chapter to be brought to the notice of the re-employed 
pensioner 
 
The attention of every person who is re-employed should be specially called to the 
provisions of this Chapter by the authority re-employing him, and, whenever he becomes 
aware of such an appointment , but the failure of such authority to do this will not be 
admitted as a ground for condoning any breach of the rules contained in this Chapter. 
 
156. Wound or Injury or Disability Pension awarded under Military rules to be 
continued 
 
Not with standing anything contained in the rules in this Chapter a Wound or Injury 
Pension sanctioned under rules 92 to 99 and a Wound or Injury or Disability Pension or 
an addition to pension on account of disability awarded under the Military rules shall 
continue to be drawn by a retired Government servant, civil or Military, during re-
employment or continued employment, and shall be subject only to the conditions of its 
award. The amount of such pension or addition to pension shall not be taken into account 
when fixing the pay during re-employment or continued employment. 
 



Note:- Where the military pension is consolidated and service and disability elements are not 
explicitly differentiated, the total pension may be split up in the following manner :- 
The service portion of the pension will be represented by the service pension earned or, if  no 
service pension has been earned, by the proportionate service pension calculated with reference to 
the minimum ordinary pension admissible for the rank and the actual length of service rendered. 
In calculating this service element, an amount of 50 paise and over shall be taken as a whole 
rupee, amounts of less than 50 paise being ignored. The disability portion of the pension will be 
the balance. 
 
157.  Fixation of pay of re-employed pensioner 
 
(1) A person, who is in receipt of a Superannuation or Retiring Pension, shall not be re-employed or 
continue to be employed in service paid from Consolidated Fund of India or of State or from a Local Fund, 
except on public grounds and in a purely temporary capacity. 
 
(2) The authority who is competent to re-employ a pensioner shall fix the pay on re-
employment subject to the following conditions, all of which must be satisfied :- 
 
(a) Pay on re-employment plus pension (including pension equivalent of retirement 
gratuity or gratuity in lieu of pension ) should not exceed the substantive pay drawn 
before retirement, or the officiating pay, if the Government servant was continuously 
officiating in that post for at least one year before retirement. In cases, where the 
substantive / officiating pay drawn before retirement is less than the minimum of the 
time-scale of the post in which a pensioner is re-employed, pay on re-employment may 
be the minimum of the time-scale minus pension (including pension equivalent of 
retirement gratuity or gratuity in lieu of pension). 
 
(b) Pay (i.e.,gross pay minus pension) on re-employment should not except with the 
sanction of Government under rule 40 of Maharashtra Civil Services(pay) Rules, 1981 
exceed the minimum of the time-scale of post in which the Government servant is re-
employed. 
 
(c) Pay on-re-employment plus pension (including pension equivalent of retirement 
gratuity or gratuity in lieu of pension) should not exceed the maximum of the time-scale 
of the post in which the Government servant is re-employed.  
 
(d) Special pay can be drawn in addition to pay on re-employment provided – 
 
(i) the total of pension and pay on re-employment plus special pay is restricted to the 
substantive pay last drawn or officiating pay, if the Government servant was continuously 
officiating in that post for at least one year before retirement plus special pay last drawn ; 
and  
 
(ii) the special pay is attached to the post in which he is re-employed. 
 
(3) (a) In the case of persons retiring before attaining the age of fifty-five years, the 
competent authority while fixing the pay under sub-rule (2) above, shall ignore :- 
 



(i) In the case of Civil Pensioners holding Class I post at the time of retirement, first 
Rs.1(500) of pension ; 
 
(ii) In the case of others, the entire pension. 
 
(b) The pension for the purposes of sub-clause (a) , shall include pension equivalent of 
retirement gratuity or gratuity in lieu of pension.  
 
Note 1.- Cases of Government  servants who were subject to Contributory Provident Fund should 
be referred to Government for fixing the initial pay on re-employment. 
 
Note 2 .-Once the pay on re-employment is fixed, the Government servant shall be entitled to 
receive the benefits of increments even though the total of pension including pension equivalent 
of retirement gratuity or gratuity in lieu of pension and pay exceeds the substantive pay drawn 
before retirement, or officiating pay if the Government servant was continuously officiating in 
that post for at least one year before retirement, but it should not exceed the maximum of the time 
–scale of the post in which he is re-employed. 
 
1.Substituted b Notification No.RES-1086/CR-52/SER-7,dated 21-11-1986. 
 
Note 3. – When a Government servant is re-employed and his pension is shared between 
Maharashtra Government and another Government or Local Body, his pension should not be held 
in abeyance but should be drawn as separate entity. 
 
Note 4- Where, on re-employment, pension is not held in abeyance, increments accruing after re-
employment should be based on the consolidated pay,i.e.,pay on re-employment plus pension 
(including pension equivalent of retirement gratuity or gratuity in lieu of pension). 
 
Note 5- If the pay-scale of the post in which the Government servant is re-employed is revised 
and the Government servant’s pension has not been held in abeyance, his existing pay for the 
purpose of rule 15 of Maharashtra Civil Services (pay) Rules, 1981 should be taken to be his 
consolidated pay i.e.pay on re-employment plus pension (including pension equivalent of the 
retirement gratuity or gratuity in lieu of pension). 
 
Note 6- The upper limit, viz, substantive/ officiating pay at the time of retirement minus pension 
laid down in sub-rule (2) (a) above is also applicable to re-employment in a part-time post 
whether carrying a time-scale or an honorarium. 
 
158. Gross amount of pension to be taken into account while fixing pay 
 
(1) In the case of a pensioner who is re-employed in Government service or in the service 
of a Local Fund and who commuted a portion of his pension after such employment, the 
amount of pension which the pensioner is entitled to draw under the rules in this Chapter 
shall be the amount to which he would have been entitled had there been no 
commutation, less the amount commuted. 
 
(2) In the case of pensioner a portion of whose pension has been commuted before re-
employment the original amount of the pension should be taken in to consideration in 



fixing the total receipts during re-employment or continued employment and not merely 
the un commuted pension. 
 
(3) In the case of a re-employed pensioner whose pension is held wholly in abeyance 
during such re-employment and who commutes a portion of his pension during this 
period, his pay during re-employment shall be reduced by the amount of pension 
commuted with effect from the date on which the commutation becomes absolute. In the 
case of a pensioner whose pension is held partly in abeyance during such re-employment, 
and who during this period commutes a portion of his pension in excess of the produced, 
with effect from the date on which the commutation becomes absolute, by an amount 
representing the difference between the portion of pension commuted and the portion of 
pension drawn until the commutation. 
 
159.  Application of rule 39 to re-employed pensioner 
Rule 39 is applicable only when the Government service previous to re-employment has 
been under the Government of Maharashtra. 
 
160.  Fixation of pay of re-employed  pensioner drawing pension from another 
Government or Zilla Parishad 
 
Except as provided in rules 161 & 162, when a person who is drawing his pension from 
another Government or from a Zilla Parishad is re-employed in the service of the 
Government of Maharashtra, the authority competent to fix the pay and allowances of the 
appointment in which the pensioner is re-employed, shall take the amount of pension into 
account in fixing the pay to be allowed to him and shall fix the initial pay in such a 
manner that the sum total of the initial pay plus pension does not exceed his substantive 
pay at the time of his retirement. 
 
Instruction – See clauses (a) to (d) below sub-rule (2) of rule 157. 
 
161.  Non-application of rules to Military Warrant or non-commissioned 
pensioners on re-employment under Civil Service. 
 
Except where it is otherwise expressly provided, the rules in this Chapter do not apply to 
Military Officer, Warrant or Non-commissioned Officer or Soldier who is taken into or 
allowed to continue in civil employ after he has been granted a pension under Military 
Rules. His pension for service in the Civil Department will not be affected by his Military 
pension. 
 
162.  Fixation of pay of Military pensioner on re-employment in Civil 
Department. 
 
Where a pensioner formerly in Military service, obtains employment in Civil Department 
after having been granted a Military pension, and continues to draw his Military pension, 
the authority competent to fix the pay and allowances of the post in which he is re-
employed shall, in fixing his pay and allowances in the post reduce his initial pay in the 



post by the amount of pension, including such portion of it as may have been commuted 
and fix the pay as under :- 
 
(a) (i) In the case of Commissioned Officers- Pay on re-employment plus full military 
pension (including pension equivalent of retirement gratuity or gratuity in lieu of pension, 
if any) should not exceed the pay drawn before retirement (i.e. basic pay other than 
allowances of any kind):  
 
Provided that where the pay so fixed is not a stage in the time scale, it should be fixed at 
the stage next below that pay plus personal pay equal to the difference, and, in either case 
he will continue to draw that pay until such time as he would have earned an increment in 
the time-scale of the new post : 
 
Provided further that where the pay so fixed is less than the minimum of the scale, it may 
be fixed at the minimum. 
 
(ii) In the case of persons retiring before attaining the age of fifty-five years, the amount 
of pension as shown below shall be ignored in fixing their pay on re-employment :- 
 
(A) In the case of Commissioned Officers, the first 1( Rs. 500) of pension ; 
 
(B) In the case of personnel below Commissioned Officer’s rank, the entire pension. 
 
Note – The pension for the purpose of (a) (ii) above shall include pension equivalent of 
retirement gratuity or gratuity in lieu of pension, if any.  
 
(b) In the case of Junior Commissioned Officers and below – Pay on re-employment shall 
be fixed at a stage in the time-scale which is equal to the last pay drawn (i.e.basic pay 
other than allowances of any kind) ignoring the pensionary benefits. 
 
(c) Once the pay is fixed, he shall be allowed to draw normal increments in the time-scale 
of the new post. 
 
Note – For the purpose of this rule- 

(a) Commissioned Officers shall include – 
 

1. Field Marshal, 
2. General, 
3. Lt-General, 
4. Maj.-General, 
5. Brigadier,  
6. Colonel,  
7. Lt.-Colonel, 
8. Major, 
9. Captain, 
10. Lieutenant, 
11. Second Lieutenant. 

1. Substituted by Notification No.RES-1086/CR-52/SER-7, dated,21-11-1986. 



 
 
(b) Junior Commissioned officers and below, shall include - 

1. Subedar Major and Risaldar Major, 
2. Subedar and Risaldar, 
3. Naib Subedar, 
4. Havildars, 
5. Dafadars, 
6. Naiks, 
7. Lance,  Naiks, 
8. Sepoy. 
 

163.  Commercial employment after retirement. 
 

(1) If a pensioner who , immediately before his retirement was a member of, or held in an 
officiating capacity, a post belonging to a State Service, Class I, 1(Maharashtra Civil 
Services (Executive Branch), Upper Division,) or Maharashtra Sales Tax Service, 
Superintendents of Police, Deputy Commissioners of Police, Deputy Superintendents of 
Police, Assistant Commissioners of Police and all other pensioners who occupied posts 
carrying a maximum pay of Rs.1(4,000) per month, wishes to accept any commercial 
employment before the expiry of two years from the date of his retirement, he shall 
obtain the previous sanction of the Government to such acceptance 1( by submitting an 
application in Form 23.) 

 
Provided that a Government servant who was permitted by the Government to take up a particular form of 
commercial employment during his leave preparatory to retirement shall not be required to obtain 
subsequent permission for his continuance in such employment after retirement. 
 
(2) Subject to the provisions of sub-rule (3), the Government may, by order in writing , 1(on the application 
made under sub-rule(1) grant permission, subject to such conditions, if any, as it may deem necessary, or 
refuse permission for reasons to be recorded in the order, to such pensioner to take up the commercial 
employment specified in the application. 
 
(3) In granting or refusing permission under sub-rule (2) to a pensioner for taking up any commercial 
employment, the Government shall have regard to the following factors, namely:- 
 
(a) the nature of the employment proposed to be taken up and the antecedents of the employer ; 
 

1. Substituted by Notification No.PEN-1088/1167/SER-4, dated 5-5-1990. 
 

(b) whether his duties in the employment which he proposed to take up might be such as to bring him 
into conflict with Government ; 

 
(c) Whether the pensioner while in service had any such dealing with the employer under whom he 

proposes to seek employment as might afford a reasonable basis for the suspicion that such 
pensioner had shown favour to such employer ; 

 
(d) Whether the duties of the commercial employment proposed involve liaison or contact work with 

Government departments ; 
 

 



(e) Whether his commercial duties will be such that his previous official position or knowledge or 
experience under Government could be used to give the proposed employer an unfair advantage ; 

 
(f) The emoluments offered by the proposed employer ; and  

 
 
(g) any other relevant factors. 
 
(4) Where within a period of sixty days of the date of receipt of an application under 1(sub-rule (1) ) 
the Government does not refuse to grant the permission applied for or does not communicate the 
refusal to the applicant, the Government shall be deemed to have granted the permission applied for : 
 
2(Provided that, in any case where defective or insufficient information is furnished by the applicant 
and it becomes necessary for Government to seek further clarifications or information from him, the 
period of sixty days shall be counted from the date on which the defects have been removed or 
complete information has been furnished by the applicant.) 
 
(5) Where the Government grants the permission applied for subject to any conditions or refuses such 
permission, the applicant may, within thirty days of the receipt of the order of the Government to that 
effect, make a representation against any such condition or refusal and the Government may make such 
orders thereon as it deems fit : 
 
Provided that no order other than an order canceling such condition or granting such permission 
without any conditions shall be made under this sub-rule without giving the pensioner making the 
representation an opportunity to show cause against the order proposed to be made. 
 
1. Substituted by Notification No.PEN-1088/1167/SER-4,dated 5-5-1990. 
2. Inserted by Notification No.PEN-1088/1167/SER-4, dated 5-5-1990. 
 
(6) If any pensioner takes up any commercial employment at any time before the expiry of two years 
from the date of his retirement without the prior permission of the Government or commits a breach of 
any condition subject to which permission to take up any commercial employment has been granted to 
him under this rule, it shall be competent for the Government to declare by order in writing and for 
reasons to be recorded therein that he shall not be entitled to the whole or such part of the pension and 
for such period as may be specified in the order : 
 
Provided that no such order shall be made without giving the pensioner concerned an opportunity of 
showing cause against such declaration: 
 
Provided further that in making any order under this sub-rule, the Government shall have regard to the 
following factors, namely :- 
 
(i) the financial position of the pensioner concerned ; 
 
(ii) the nature of, any the emoluments from, the commercial employment taken up by the pensioner 
concerned ; and  
 
(iii) any other relevant factors. 
 
(7) Every order passed by the Government under this rule shall be communicated to the pensioner 
concerned. 
 
(8) In this rule, - 
 
(a) the expression “ commercial employment” means - 



 
(i) an employment in any capacity including that of an agent, under a company, co-operative society, 
firm, or individual engaged in trading, commercial, industrial, financial or professional business and 
includes also  a directorship of such company and partnership of such firm, but does not include 
employment under a body corporate, wholly or substantially owned or controlled by the Government ; 
 
(ii) setting up practice, either independently or as a partner of a firm , as adviser or consultant in 
matters in respect of which the pensioner - 
 
(A) has no professional qualifications and the matters in respect of which the practice is to be set up or 
is carried on are relatable to his official knowledge or experience ; or  
 
(B) has professional qualifications but the matters in respect of which such practice is to be set up are 
such as are likely to give his clients an unfair advantage by reason of his previous official position ; or 
 
(iii) to undertake work involving liaison or contact with the offices or offices of the Government. 
 
Explanation – For the purposes of this clause “ employment under a co-operative society” includes the 
holding of any office, whether elective or otherwise, such as that the President, Chairman, Manager, 
Secretary, Treasurer and the like, by whatever name called in such society. 
 
(b) the expression “ date of retirement”, in relation to a Government servant re-employed after 
retirement, without any break, either in the same or in another Class I  post under the Government or in  
any other equivalent post under a State Government, means the date on which such Government 
servant finally ceases to be so re-employed in Government service. 
 

164.  Employment after retirement under a Government outside India. 
 
(1) If a pensioner to whom this rule applies wishes to accept any employment under any Government 
outside India, he shall obtain the previous permission of Government for such acceptance, and no 
pension shall be payable to a pensioner who accepts such an employment without proper permission in 
respect of any period for which he is so employed or such longer period as the Government may direct 
: 
 
Provided that a Government servant who was permitted by the appropriate authority to take up a 
particular form of employment under any Government outside India during his leave preparatory to 
retirement shall not be required to obtain subsequent permission for his continuance in such 
employment after retirement. 
 
(2) This rule applies to every pensioner who immediately before retirement was a member of, or held 
in an officiating capacity a post belonging to, a State Service Class I, Maharashtra Civil Service 
(Executive Branch), Upper Division or Maharashtra Sales Tax Service and to all other pensioners, who 
occupied posts carrying a maximum pay exceeding 1(Rs.4,000 per month). 
 
1. Substituted by Notification No.PEN-1088/1167/SER-4, dated 5-5-1990. 
 
Explanation – For the purposes of this rule, the expression “employment under any Government 
outside India” includes employment under a local authority or corporation or any other institution or 
organization which functions under the supervision or control of a Government outside India, or an 
employment  under an International Organisation of which the Government of India is not a member. 
 



 
 
 

CHAPTER XV-REPEAL AND SAVING 
 

165.  Repeal and saving 
(1) On the commencement of these rules, every rule, regulation or order including Government 
Resolutions (hereinafter referred to in this rule as the old rule) in force immediately before such 
commencement shall, in so far as it provides for any of the matters contained in these rules, cease to 
operate. 
 
(2) Notwithstanding such ceaser of operation – 
 
(a) (i) every nomination for the payment of death-cum-retirement gratuity, or of Family Pension, 
1950;and  
 
(ii) every from regarding the details of family of a Government servant for the purpose of Family 
Pension , 1964 ; 
 
Which a Government servant had made or given under the old rule shall be deemed to have been made 
or given under the corresponding provisions of these rules ; 
 
(b) any nomination for the payment of death-cum-retirement gratuity or of Family Pension, 1950 any 
from regarding the details of family of a Government servant for the purpose of Family Pension, 1964 
required to be made or given by a Government servant under the old rule but not made or given before 
the commencement of these rules shall be made or given after such commencement in accordance with 
the provisions of these rules ; 
 
(c) any case which pertains to the authorization of pension to a Government servant who had retired 
before the commencement of these rules and is pending before such commencement shall be disposed 
of in  accordance with the provisions of the old rule as is these rules had not been made ; 
  
(d) any case which pertains to the authorization of death-cum-retirement gratuity and Family Pension 
to the family of deceased Government servant or of a deceased pensioner and is pending before the 
commencement of these rules shall be disposed of in accordance with the provisions of the old rule as 
is these rules had not been made ;  
 
(e) Subject to the provisions of clauses  ( c) and (d), anything done or any action taken under the old 
rule shall be deemed to have been done or taken under the corresponding provisions of these rules. 
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APPNDIX I 
 

(See rule 7) 
 

AUTHORITIES TO WHOM POWERS UNDER MAHARASHTRA CIVIL SERVICES 
(PENSION) RULES, 1982 HAVE BEEN DELEGATED BY GOVERNMENT 
 

Serial 
No. 

 
 
 
 

1 

No. 
of 

Rule 
 

 
 

2 

Nature of power 
 
 
 
 
 

3 
 

Authority to whom the power is 
delegated 

 
 
 
 

4 
 

Scope 
 
 
 
 
 

5 

Remarks 
 
 
 
 
 

6 
 

1(1)  163 Power to grant 
permission for 
acceptance of 
commercial 
employment after 
retirement 

Administrative Department of 
Mantralaya in consultation with 
General Administration 
Department and Finance 
Department. 

Full powers Subject to the 
fulfillment of 
criteria laid 
down in the 
rule 163(3) 
 

 
1. Amended by Notification No.PEN-1088/1167/SER-4, dated 5-5-1990. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



APPENDIX II 
 

(See exception to rule 30) 
 

GRANT OF TERMINAL BENEFITS TO TEMPORARY EMPLOYEES 
 

1. These rules may be called the Terminal Benefits Rules. 
 
2. Terminal Gratuity;- A temporary employee 1(excluding an employee referred to in the second 

proviso to rule 30) who retires on superannuation, or is discharged on account of retrenchment, or 
is declared invalid for further service, will be eligible for a gratuity at the rate of 1/3rd of month’s 
pay for each completed year of service, provided he had completed not less than 5 years 
continuous service at the time of retirement/discharge/invalidation. 

 
3. Death Gratuity – The family of a temporary Government servant who dies while in service, will be 

eligible for a death gratuity on the scale and subject to the conditions specified below :- 
 

(a) On death after completion of one year’s service but before completion of three years 
service a gratuity equal to one month’s pay. 

 
(b) On death after completion of three years’ service but before completion of five year’s 

service a gratuity equal to two months pay. 
 

 
(c) On death after completion of five years’ service or more a gratuity equal to three months’ 

pay or the amount of the terminal gratuity mentioned in rule 2 above, if it is greater. 
 
Note 1- “ Pay” for the purpose of determining the amount of terminal death gratuity will mean 
only pay as defined in rule 9 (36) and also dearness pay admissible under rule 61 at the time of 
relinquishing service or death as the case may be. It will not include special pay, personal pay and 
other emoluments classed as “ Pay”. In case the person concerned was on leave with or without 
allowance immediately before retirement/discharge/ invalidation /death, pay for this purpose will 
be the pay which he drew before proceeding on such leave provided that the benefit of increase in 
pay not actually drawn due to increment or promotion to a post carrying a higher rate of pay, 
falling during leave not exceeding 180 days of leave will be taken into account. 
 
Note 2- The gratuity shall be paid  to the members of the family in the order of preference in sub-
rule (5) below rule 111 in Chapter IX. 
 

1. Inserted w.e.f.1-1-1986 by Notification NO.PEN-1088/1167/SER-4,dated 5-5-1990. 
 
4. No gratuity will be admissible- 
 

(a) in cases where the employee concerned resigns his post or is removed/ dismissed from 
public service ; 

 
(b) to a probationer or other Government servant discharged for failure to pass the prescribed 

test or examination ; 
 

 
(c) to  re-employed pensioners- 
 
(i) who retired from Civil Services on Retiring or Superannuation Pension, or 



(ii) who retired from the Defence Services with Retiring / Service/ Invalid Pension and had 
reached on the date of re-employment, superannuation age as application on the civil side to 
the category of posts to which the re-employment is made. 

 
Note 1- The gratuity admissible to re=employed pensioners who are not covered by clause (c) 
above will, however, be subject to the limitation prescribed in sub-rule (3)of rule 39 the 
Maharashtra Civil Services(Pension) Rules,1982. 
 
Note 2- Re-employed pensioners who are permitted to contribute to the Contributory Provided 
Fund in terms of Government Resolution, General Administration Department, No.PFR-1060-J, 
dated 20th April 1961, should not be held eligible for any gratuity. 
 
5. Where the amount of Government contribution together with the interest thereon standing to the credit of 
employees who have been admitted to Contributory Provided Fund or Workmen’s Contributory Provident 
Fund is less that the amount which would have been admissible to them or their families, had they not been 
admitted to the aforesaid fund, then in such cases, the difference between the gratuity that would have been 
admissible under these rules had the employees in question not been admitted to the said Funds, and the 
Government contribution with interest thereon, standing to their credit in the funds mentioned above may 
be allowed. 
 
6. These rules are not applicable to - 

(a) Government servants, not in whole time employment, 
(b) Government servants engaged on contract, 
(c) Government servants paid out of contingencies,  
(d) Persons employed in work-charged establishment. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



APPENDIX III 
 

(See rule 103) 
 

RULES REGULATING THE GRANT OF GRATUTIES FORM THE COMPASSIONATE FUND 
 

SECTION A 
 

1.(a) The Compassionate Fund is intended for the relief of families of Government servants paid monthly 
from Consolidated Fund of the State, whether their rates of pay are fixed on a daily or a monthly basis, if 
they are left in indigent circumstances through the premature death of the person upon whom they 
depended for support : 
Provided that no application will be considered which is not submitted to the department of Government 
concerned within one year of the death of the Government servant, unless the delay in submission is 
sufficiently explained. (it is most desirable that application should be submitted as promptly as possible 
after the death of a Government servant.) 
 
(b) The fund is formed by an annual grant which will be fixed by the Government from year to year. The 
amount will be divided into six bi-monthly instalments.  The unexpended balance of each bi-monthly 
instalment will be carried forward for utilisation during the remaining period of the same financial year but 
not in the subsequent year. 
 
Exception – Awards from the fund are not admissible to those who are eligible for the benefits of Pension. 
 
Note – In forwarding an application for assistance from the Compassionate Fund, the Head of the 
Department should submit an independent report on the financial condition of the applicant from 
the Collector, District Magistrate or Tahsildar of the place where the applicant resides. 
 
2. In all cases of applications for assistance from the Compassionate Fund, the treasury at which payment is 
desired, in the event of assistance being granted, should be specified and the following particulars in 
respect of the person to whom the gratuity is to be paid should be furnished :- 
 

(i)Full name, 
(ii) Marks of identification, 
(iii) Height, 
(iv) Race, Section, 
(v) Residence showing village and taluka 
(vi) Date of birth 
(vii) Signature or left-hand thumb and finger impressions :- 
Small finger  Ring finger Middle finger Index finger Thumb 
(  ) (       ) (           ) (          ) ( ) 
The above particulars should be submitted in duplicate (on separate sheet) and attested by two or more 
persons of respectability in the town, village or taluka in which the applicant resides. 
 
Note – Where the applicant is a minor, information on the above lines should also be 
furnished in respect of his/her guardian (appointed by a competent authority). 
 
The conditions which regulate a grant from the fund are :- 

(1) Grants form the Fund are restricted to cases of an exceptional character. 
(2) The deceased Government servant must have been a meritorious public 

servant.Unusually meritorious service gives special claim for consideration. 
(3) Death due to special devotion to duty establishes strong claim for consideration. 
(4) In more ordinary cases preference should be given to the dependents of Government 

servants who have completed many years service and have just failed to draw their 
pension. 



(5) Other things being equal, preference should be given to those who have been on low rates 
of pay. 

(6) As a general rule, a grant should not be given if the salary of the deceased Government 
servant exceeds Rs.900 a month. 

(7) Assistance should seldom be given to families of Gazatted. Government servants. 
(8) No application for gratuity from dependents of Class IV Government servants who drew 

monthly pay of Rs.196 and above and did not subscribe to the Provident Fund will be 
entertained. 

 
3.   The rules for sanctioning grants are:- 
 
(1) No pension is granted from the Fund but in some cases yearly grants are made for a limited period 

to defray the expenses of the education of children. 
 
(2) The maximum gratuity payable in any individual case is Rs.5,000. The precise amount in all cases 

is fixed according to the number of members in the family and the necessities of the case, the 
equivalent of a year’s pay of the deceased being considered as a suitable maximum in cases in 
which the circumstances are such as to require liberal treatment, but in most ordinary cases six 
month’s pay is regarded as sufficient. 

 
4.(1) The fund will be administered by a Committee consisting of the Chief Minister, the Finance 
Minister, and one of the other Ministers, appointed by the Chief Minister, and in case where the Chief 
Minister is also the Finance Minister, he and two of the other Ministers appointed by him. On receipt 
of an application in the Finance Department, the facts will be summarized and put up before the 
Compassionate Fund Committee without comment in six batches every year viz., in April, June, 
August, October, December and February. The Committee’s decision will be communicated by the 
Finance Department direct to the authority submitting the application, the Department concerned and 
the Audit Officer. 
 
(2) Should the allotment available for a bi-monthly batch be insufficient to meet cases which the 
Committee specifies as hard cases they will be eligible for being carried forward to the next batch but 
not on more than two occasions. 
 
(3) Decision of the Committee on all matters relating to the fund or payment there from will be final. 
 
(4) All awards from the Fund will be purely ex-gratia. 
 
Formula adopted by Compassionate Fund Committee. 
 
The working formula which is adopted for the purpose of recommending to the Committee, figures of 
gratuity to be paid from Compassionate Fund is as follows: 
 
Gratuity equivalent to one month’s pay for every completed year of service for the first six years of 
service and thereafter half month’s pay for every completed year of service subject to a minimum of 2 
months’ pay and maximum of 12 months’ pay. Amounts according to this formula calculated are 
reduced if necessary on pro-rata basis to fit in with the amount available for distribution. 
 
 
 



SECTION B 
 

Form of particulars required to be furnished in each case of recommendation for the grant of 
gratuities from the Compassionate Fund 

 
Each of the following questions should be answered carefully. Any omission or lack of clearness will cause 
further correspondence and consequent delay in the submission of cases to the Compassionate Fund 
Committee :- 
 
(1) Name and designation of the deceased Government servant. 
 
(2) (a) Date of death 
 

(b) Date of application made by a member of the family of the deceased Government servant. 
 
(c) In case the application was not submitted to the Department of the Mantralaya concerned within 
one year of the death of the deceased Government servant, what are the reasons for the delay ? 
 

(3) Pay at the time of death. 
 
(4) Remarks of superior officer on deceased Government servant’s work. 
 
(5) Circumstances under which death occurred indicating whether it was due to or accelerated by special 

devotion to duty and if it was due to plague, cholera or small-pox whether the deceased Government 
servant was inoculated or vaccinated against it by way of preventive treatment and if so, when? 

 
(6) Total service, whether pensionable, non-pensionable or work charged ? 
 
(7) Whether the deceased Government servant was a subscriber to the Contributory Provident Fund ? 
 
(8) Whether the deceased Government servant was a subscriber to the General Provident Fund ? If so, the 

amount of his deposits in the Fund should be stated 
 
(9) Whether the deceased Government servant was insured ?  If so, the amount for which he was insured 

should be stated. 
 
(10)Whether the deceased Government  servant has left any moveable or immoveable property ? If so, state 
its value and the annual income derived from it. 
 
(11) The following information regarding the dependents of the deceased Government servant :- 
 
Sr.No. 
 
1 

Name 
 
2 

Relationship 
 
3 

Age 
 
4 

Occupation 
 
5 

 
 

    

 
(12) Where there are any relatives who are in a position to give help ? 
 
(13) What are the dependents means of subsistence, apart from the property left by the deceased ? 
 
(14) On what ground is the case considered to be of an exceptional character ? 
 
(15) Amount of gratuity proposed. 
 
(16) General  



SECTION C 
 

To ensure submission of application for compassionate gratuity to the Compassionate Fund 
Committee within six months from the date of the receipt thereof the following instructions 
should be strictly observed 
 
(i) For guidance of Heads of Office- As soon as an application for compassionate gratuity is received 
from a member of the family of a deceased Government servant who is not eligible for the benefits of 
Pension Rules contained in Maharashtra Civil Services (Pension) Rules, 1982, the Head of Office 
should forward a copy thereof to the Head of Department and also to the Department of Mantralaya 
concerned. The Head of Office should simultaneously obtain from the applicant - 
 
(a) full particulars as required under Section B of this Appendix ; 
(b) the descriptive roll of the applicant as in rule 2 in Section A of this Appendix ; and  
(c) the information regarding the treasury at which payment is desired. 
 
On receipt of these particulars from the applicant, the Head of Office should send a copy of the form of 
particulars, duly filled in, direct to the Tahsildar of the taluka in which the applicant resides for 
verification and submission of a report regarding the financial conditions of the applicant within a 
fortnight. If the Head of Office experiences any difficulty in obtaining the requisite particulars from the 
applicant, he should ask the Tahsildar concerned to obtain them and forward the same to him along 
with the report regarding the financial position of the applicant. Special care should be taken to see that 
the case is not prepared in a perfunctory manner as any omission in the required particulars will result 
in correspondence and consequential delay in submission of the case to the Compassionate Fund 
Committee. The entire enquiry should be completed expeditiously and both the particulars and the 
documents required by Government should be forwarded to the Head of the Department concerned 
with the least possible delay, and in any case not later than three months from the date of the 
application. If a Head of Office feels that the case cannot be forwarded by him within the stipulated 
period, he should report the circumstances in which it will not be possible to adhere to the time – limit 
to the Department of Mantralaya concerned through  the Head of Department and ask for extension of 
time for a specified period. The Department of Mantralaya should then submit the report to is 
Secretary for extension of time-limit. 
 
(ii) For guidance of Heads of Department- The main function of Head of Department so far as the 
disposal of compassionate gratuity cases is concerned, is to ensure that complete particulars and 
documents as required under the rules are received by him from the Head of Office within the 
stipulated period of three months from the date of application. As soon as the original application 
(together with the required particulars and documents)is  received in his office, the Head of 
Department should forward the same to the Finance Department through the Department of 
Mantralaya concerned along with his recommendation. In no case should be taken for this purpose 
more than one month from the date of receipt of the original application. 
 
(iii) For guidance of Department of Mantralaya – It is the responsibility of the Department of 
Mantralaya concerned to see that the respective time-limits prescribed for the Head of Office and the 
Head of Department are scrupulously observed. Once an advance copy of application from the Head of 
Office is received, the Administrative Department concerned should watch the progress of the case 
with a view to ensuring its submission in time. In forwarding the original application to the Finance 
Department, the Department of Mantralaya should specify whether it supports the recommendation of 
the Head of Department. The time-limit allowed for the Department of Mantralaya is one month from 
the date of receipt of the original application from the Head of Department. 
 

 
 
 
 
 



APPENDIX IV 
 

(See rules 22,62 (8) and 117(9) ) 
 

EXTRAORDINARY FAMILY PENSION 
 

1. Enquiry by Head of Department as to the circumstances in which Government servant died. 
 

(1) When an application for family pension under sub-rule (2) below is received, the Head of the 
Department or office in which the deceased Government servant was employed shall hold a formal 
inquiry, taking evidence as to the circumstances in which the Government servant dies, and the 
relationship and the pecuniary circumstances of the claimants, and also at his discretion require a 
medical report if it has not been submitted with the application. 

 
(2) He shall then submit the application in Form 27 through his official superior to the authority 

competent to sanction it together with a statement of circumstances of the case and his own 
recommendation. 

 
(3) The authority competent to sanction pension shall, if it considers that a pension should be granted, 

forward the application to the Audit Office. 
 
2. Conditions under which Extraordinary Family Pension is granted. 
 
Government may sanction the grant of a Family Pension to the family of a Government servant who is 
killed or who dies of injuries received or disease contracted in the circumstances described in rules 89 
and 90 if the deceased Government servant had not opted for the Family Pension,1964. 
 
3. Conditions governing the grant of Family Pension under Army Regulations, India. 
 
When the amount of a family pension granted under these rules is regulated by the rates laid down in 
Army Regulations, India, the following conditions shall be observed :- 
 
(a) The conditions of the grant shall be regulated by Army Regulations, except in so far as Government 
may in any case modify those conditions in order to adopt them to meet the laws or customs applicable 
to the families concerned. 
 
(b) The Family Pension of a widow shall cease on remarriage but when such remarriage is annulled by 
divorce, desertion or death of the second husband, her pension may be restored at the discretion of 
Government upon proof that she is in necessitous circumstances and otherwise deserving. 
 
4. Fixation of amount of Family Pension and eligibility therefore 
 
(1) If a Family Pension is granted under rule 2 above to the family of a Government servant who is 
killed or dies of a wound or injury received while serving in a civil capacity with a military force, its 
amount shall be one –half of his pay subject to a maximum of Rs.250 per mensem and a minimum of 
Rs. 60 per mensem: 
 
Provided that if a Government servant was drawing a pay of Rs. 500 per mensem or more, 
Government may sanction to him a pension, exceeding the maximum  limit mentioned above, but 
limited to ½ of pay last drawn or Rs. 300 whichever is less. 
 
(2) For the purpose of awarding a Family Pension under this rule, the term “ family” includes only 
wife, legitimate child, and father or mother, dependent upon the deceased for support. 
 
(3)  The pension is allotted – 
 



(i)    to the eldest surving son for the support of the family ; 
(ii)   failing a son , to the eldest widow for the same purpose : 
(iii) failing both sons and widows, to the eldest surving unmarried daughter, for the same purpose; 
(iv)   these failing , to the father for the same purpose ; 
(v)    failing (i) to (iv) to the mother for the same purpose . 
 
(4) The pension to a male is tenable as follows :- 
 
(i)    if the pensioner is under six years of age, till he is eighteen years old ; 
(ii)   if not under six, but under fifty years, for twelve years ; 
(iii)  if over fifty years, for life. 
 
(5) The pension to a female is for life or in the case of an unmarried daughter until marriage, but on 

her suitable marriage, Government may at their discretion grant her for marriage expenses an 
amount not exceeding five years’ pension provided that the pension is not regranted  to any other 
member of the family under sub-rule (2) above. 

 
Note –A pension granted to a female infant shall, in the absence of special orders to the 
contrary, last until she leaves her own family to cohabit with her husband, or being married, 
attains the age of 18 years, whichever event happens first. 
 
(6) In awarding a Family Pension under this rule, Government may make such modifications in the 

mode of allotment or conditions of tenure set forth in sub-rules (3) to  (5) as Government may 
consider desirable, with a view to adopting these to the legal or customary conditions applicable in 
the case of the family to be benefited, or to providing against the improper application of the 
pension or its premature cessation. Government may also award the pension to a dependent who 
does not strictly fall within the definition of ‘ Family’. The awards granted to dependents, other 
than widows and children of deceased Government servants, are subject to review, should there be 
an improvement in the pecuniary circumstances of the beneficiaries.  

 
Instruction – The duty of watching the improvement in the pecuniary circumstances of family 
pensioners, other than widows and children of deceased Government servants, should be 
entrusted to the Collectors in the case of pensioners residing in their districts. Standard Form 
No.Genl.216 is prescribed for the purpose.  The Collectors should obtain copies of the form 
from the Manager. Yeravada Prison Press, Pune and supply them to the family pensioners 
residing in their charges in the month of March every year. After they are filled in by the 
pensioners the officers should forward them with their remarks not later than 30th September 
to the Department of the Mantralaya under whose control the deceased Government servants 
were last employed. On receipt of these reports the Department will consider in consultation 
with the Finance Department whether the pension s should be continued at the sanctioned 
rates, reduced or entirely stopped. No orders of Government will be issued unless the family 
pensions are reduced or entirely stopped and until such orders are issued, the Treasury 
Officers should continue to pay such pensions at the sanctioned rates. 
 
 
(7) On the cessation of the pension through death, marriage or other cause, Government may, at their 
discretion, regrant it in whole or in part to members of the family lower down in the scale prescribed in 
sub-rule (3) who may have been dependent on it for support, and for such period as they may consider 
desirable, not exceeding that admissible under sub-rule (4) or (5) for an original grant. 
 
5. Family pension granted in cases falling under rule 2 above 
 
If a family pension is granted under rule 2 to the family of a Government servant who is killed or dies 
of wounds or injuries received while serving in a military capacity with a military force, its amount 



shall be regulated either by the provisions of Articles 740-743 of the Civil Services Regulations or by 
the Military Regulations governing the Government servant’s employment with the military force, 
according as the Government servant may have elected. If the Government servant has made no 
election, the amount of the pension shall be regulated by whichever of these methods is more favorable   
to   the family. 
 
6. Amount of Family Pension shall be as prescribed under rule 4 
 
If a family pension is granted under rule 2 above, the family of a Government servant who has lost his 
life in the performance of a duty which increased his liability to injury beyond the ordinary risk of the 
post which the held, its amount shall be regulated as prescribed in rule 4. 
 
7.Fixation of amount of Extraordinary Family Pension by Government on consideration of all 
circumstances of case 
 
If a family pension is granted under rule 2 above, the family of a Government servant who is killed in, 
or in consequence of the due performance of his official duties or because of his official position, its 
amount shall be fixed by Government on a consideration of all circumstances of the case :  
 
Provided that it shall not exceed the maximum amount admissible under rule 4 above or a gratuity 
equivalent to such maximum pension. 
 
8. Minimum amount of Extraordinary Family Pension 
 
If a family pension is granted under rule 2 above to the family of a Government servant who dies from 
the effect of injury to his health sustained in the executive of his official duties, its amount shall be 
fixed by Government subject to a maximum limit of Rs.60 a month, or, if it be gratuity, of the 
equivalent of Rs.60 a month or Rs.2,000 whichever is greater : 
 
Provided that if a Government servant was drawing a pay of Rs.250 per mensem or more, Government 
may sanction to him a pension or gratuity, exceeding the maximum limits mentioned above, but 
limited to ½ of pay last drawn or Rs.300 whichever is less. 
 
9. Amount of Extraordinary Family Pension when a Government servant dies in the 
circumstances described under rule 97. 
 
If a family pension is granted under rule 2 above to the family of a Government servant who is killed 
or who dies of injuries received in the circumstances described in rule 97, its amount shall be fixed by 
Government as follows :- 
 
(1) The pension to be given to the family (widow and children of a deceased Government servant) 
should be equal to 50 per cent of substantive pay. Where pay drawn at the time of death is not 
substantive pay, lowest pay (other than leave salary) drawn during the twelve months immediately 
before death may be deemed to be ‘substantive pay’. 
 
(2) The pension payable under sub-rule (1) above should be distributed between the widow of the 
deceased and his children at the discretion of Government. In the absence of any special 
circumstances, each child may be paid an allowance not exceeding 10 per cent or 15 per cent of the 
deceased’s pay, according as there is or there is not a widow subject to the condition that the total of all 
children’s allowances shall not exceed one-half of the pension admissible under  sub-rule (1) above. 
 
(3) The pension to the widow should be for life or till she remarries. 
 
The pension to the male child should be until he attains the age of 21 or until the child starts earning, 
whichever is earlier. 
 



The pension to the female child should be until she marries, or until she starts earning or until she 
attains the age of 24, whichever is earlier. 
 
(4) Where the deceased leaves behind parents, brother and sisters, who were wholly dependent on him 
for support, Government may at its discretion and subject to provisions of sub-rule (6) of rule 4 above 
allot to them a portion or portions of the pensions payable to widow and children under sub-rules(1), 
(2)  and (3) of this rule. The pensions to the father and mother may be tenable for the period mentioned 
in sub-rule (4) and (5) respectively of rule 4 above and to brother and sisters for the periods mentioned 
in sub-rule (3) above. 
 
(5) All such pensions shall be subject to the following minimum and maximum limits :- 
 
  Minimum 

Rs 
Maximum 

Rs. 
(i)  Widow’s pension 30 250 
(ii) Child’s pension (where there is also a widow) 5 50 
(iii) Child’s pension (where there is no widow). 10 75 

 
Provided  that the total pension sanctioned in respect of each person shall not exceed the substantive 
pay of the Government servant as defined in sub-rule (1) above, or Rs.500, whichever is less. 
 
Note – Family pension, if granted under rule 2 above to the family of a Government servant 
who is murdered consequent to the performance of his duty will be fixed under this rule and 
not under rule 8 even if the murder cannot be proved to have occurred in the circumstances 
described in rule 97. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



APPENDIX V 
FORMS 
FORM 1 

(See rule 115 (1) ) 
 

Nomination for 1(Retirement gratuity/Death gratuity) 
 
 

When the Government servant has a family and wishes to nominate one member, or more than one 
member, thereof. 
 
I……………………………hereby nominate the person/persons mentioned below who is/are 
member(s) of my family, and confer on him/them the right to receive, to the extent specified below, 
any gratuity that may be sanctioned by the Government of Maharashtra in the event of my death while 
in service and the right to receive on my death, to the extent specified below, any gratuity which 
having become admissible to me on retirement may remain unpaid at my death :- 
 
 

Original nominee (s) Alternate nominee (s) 
Name (s) and 
address (es) of 
nominee/nominees 

Relationship 
With the 
Government 
Servant 

Age Amount or 
share of 
gratuity 
payable to 
each * 

Name, address, 
relationship and age of the 
person or persons, if any, 
to whom the right 
conferred on the nominee 
shall pass in the event of 
the nominee predeceasing 
the Government servant or 
the nominee dying after 
the death of the 
Government servant but 
before receiving payment 
of gratuity.  

Amount 
or share 
of 
gratuity 
payable 
to each + 

(1) (2) (3) (4) (5) (6) 
      

 
 
 
 
 
 

 
*This column should be filled in so as to cover the whole amount of the gratuity. 
+ The amount/share of the gratuity shown in this column should cover the whole 
amount/share payable to the original nominee (s) 
 
1. Substituted by Notification No.PEN-1088/1167/SER-4, dated 5-5-1990. 
 
This nomination supersedes the nomination made by me earlier on …………………..which stands 
cancelled. 
 
Note-(i) The Government servant shall draw lines across blank space below the last entry to 
prevent the insertion of any name after he has signed. 



(ii) Strike out which is not applicable. 
 
 
Dated this ……………………………day of……………………………………19 at 
………………………………. 
Witnesses to signature – 
1………………………………………… 
2………………………………………… 
 

Signature of Government Servant. 
 

(To be filled in by the Head of Office/Audit Officer) 
 

Nomination by ………………………. 
Designation………………………….. 
Office………………………………… 
 

Signature of Head of Office/ 
Audit Officer. 

 
Date ……………… 
Designation……… 
 
 
 

Proforma for acknowledging the receipt of the Nomination 
 Form by the Head of Office/Audit Officer 

 
To 
………………………….. 
………………………….. 
…………………………. 
 
Sir 
 
In acknowledging the receipt of your nomination, dated the ………………….cancellation, dated the 
…………………………………..of the nomination made earlier in respect of gratuity in Form 
……………………….… I am to state that it has been duly placed on record. 
 
 

Signature of Head of Office/ 
Audit Officer. 

 
 
Place ………………………. 
Dated the ………………….. 

(Designation) 
 
Note – The Government servant is advised that it would be in the interest of his nominees if 
copies of the nominations and the related notices and acknowledgements are kept in safe 
custody so that they may come into the possession of the beneficiaries in the event of his 
death. 
 
 
 



FORM 2 
 

(See rule 115 (1) ) 
 

Nomination for 1(Retirement gratuity /Death gratuity) 
 
 

When the Government servant has no family and wishes to nominate one person or more than one 
person. 
 
I………………………………having no family, hereby nominate the person/persons mentioned below 
and confer on him/them the right to receive, to the extent specified below, any gratuity that may be 
authorised by the Government of Maharashtra in the event of my death while in service and the right to 
receive on my death, to the extent specified below, any gratuity which having become admissible to 
me on retirement may remain unpaid at my death :- 
 

Original nominee (s) Alternate nominee (s) 
Name (s) and 
address (es) of 
nominee/nominees 

Relationship 
With the 
Government 
Servant 

Age Amount or 
share of 
gratuity 
payable to 
each * 

Name, address, 
relationship and age of the 
person or persons, if any, 
to whom the right 
conferred on the nominee 
shall pass in the event of 
the nominee predeceasing 
the Government servant or 
the nominee dying after 
the death of the 
Government servant but 
before receiving payment 
of gratuity.  

Amount 
or share 
of 
gratuity 
payable 
to each + 

(1) (2) (3) (4) (5) (6) 
      

 
 
 
 
 
 

 
*This column should be filled in so as to cover the whole amount of the gratuity. 
+ The amount/share of the gratuity shown in this column should cover the whole 
amount/share payable to the original nominee (s) 
 
1. Substituted by Notification No.PEN-1088/1167/SER-4, dated 5-5-1990. 
 
This nomination supersedes the nomination made by me earlier on …………………which stands 
cancelled. 
Note –(i) The Government servant should draw lines across blank space below the last entry to prevent 
the insertion of any name after he has signed. 
(ii) Strike out which as not applicable. 
Dated this ……………………….day of ………………………………….19 at ………………… 
Witnesses to signature – 
1…………………………… 



2…………………………… 
Signature of Government Servant. 

 
(To be filled in by the Head of Office/Audit Officer) 

 
Nomination by …………………….. 
Nomination by ………………………. 
Designation………………………….. 
Office………………………………… 

Signature of Head of Office/ 
Audit Officer. 

 
Date ……………… 
Designation……… 
 
 

Proforma for acknowledging the receipt of the Nomination 
 Form by the Head of Office/Audit Officer 

 
To 
………………………….. 
………………………….. 
…………………………. 
 
Sir 
 
In acknowledging the receipt of your nomination, dated the …………………….cancellation, dated the 
…………………………………..of the nomination made earlier in respect of gratuity in Form 
……………………….…I am to state that it has been duly placed on record. 
 
 

Signature of Head of Office/ 
Audit Officer. 

 
 
Place ………………………. 
Dated the ………………….. 

(Designation) 
 
Note – The Government servant is advised that it would be in the interest of his nominees if 
copies of the nominations and the related notices and acknowledgements are kept in safe 
custody so that they may come into the possession of the beneficiaries in the event of his 
death. 
 

 
FORM 3 

 
(See rule 116(14)) 

 
Details of Family 

 
 

Name of the Government servant :- 
 
Designation :-  



 
Date of birth:- 
 
Date of appointment :- 
 
Details of the members of my family* as on 
 
Serial  
No. 
 
 
 
1 

Name of the 
members of 
family * 
 
2 

Date of 
Birth 
 
 
 
3 

Relationship 
with the 
Government 
servant 
 
4 

Signature of 
the Head of 
Office 
 
 
5 

Remarks  
 
 
 
 
6 

1      
2      
3      
4      
5      
6      
7      
8      
9      
 
I hereby undertake to keep the above particulars up-to-date by notifying to the Audit Officer/Head of 
Office any addition or alteration. 
 
Place :…………….. 
Dated the…………………. 

Signature of Government servant 
 

 
* Family for this purpose means family as defined in Clause (b) of sub-rule (16) of rule 116 
of Maharashtra Civil Services (pension) Rules,1982. 
 
Note :- Wife and husband shall include respectively judicially separated wife and husband. 
 
 
 

FORM 4 
 

(See rule 117(7) 
 

Nomination for Family Pension,1950 
 
I…………………..hereby nominate the person(s) mentioned below, who is/are members(s) of my 
family to receive in the order shown below the Family Pension, 1950 which may be granted by the 
Government of Maharashtra in the event of my death after completion of ten years qualifying service. 
 

Name(s) and address 
(es) of nominee(s) 
 
 

(1) 

Relationship with the 
Government servant 
 
 

(2) 

Age 
 
 
 
 

(3) 

Whether married or 
unmarried. 
 

 
 

(4) 
    



 
 
 
 

 
This nomination supersedes the nomination may by me earlier on ……………………….which stands 
cancelled. 
 
Note :- The Government servant should draw lines across blank space below the last entry to 
prevent the insertion of any name after he has signed. 
 
Dated this …………………………….day of…………………..……………….19 at …………………. 
 
Witnesses to signature – 
1……………………….. 
2……………………….. 

Signature of Government servant 
and Designation. 

 
 

(To be filled in by the Head of Office/Audit Officer). 
 
Nomination by ……………………… 
Designation ………………………… 
Office………………………………. 
 

Signature of Head of Office/ 
Audit Officer. 

 
Dated ……………………. 
Designation……………… 

 
Proforma for acknowledging the receipt of the Nomination Form by the Head of Office/Audit 

Officer 
 

To 
……………………….. 
.……………………….. 
……………………………. 
 
Sir, 
In acknowledging the receipt of your nomination, dated the ……………………..cancellation, dated the 
………………………………………the nomination made earlier in respect of Family Pension, 1950 in 
Form …………… I am to state that it has been duly placed on record. 
 

Signature of Head of Office/ 
Audit Officer. 

Designation. 
Place…………….. 
Dated the………... 
 
 

FORM 5 
 

{See rules 121 (1) ( c) and 123 (1)} 



 
Particulars to be obtained by the Head of Office from the retiring government servant eight months 
before the date of his /her retirement 
 
1.  Name of the Government servant 

. 
2. .(a) Date of birth 

(b) Date of retirement 
 

3. * Two specimen signatures (to be 
furnished in a separate sheet) duly attested 
by a Gazetted Government servant. 
 

4. ** Three copies of  passport size joint  + 
photograph with wife or  husband (To be 
attested by the Head of Office). 
 

5. Two slips showing the particulars of height 
and personal +identification   marks duly at 
tested by a Gazetted Government servant. 
 

6.  Present address. 
 

7. = Address after retirement. 
 

8. Name of the Government Treasury or the 
Branch of Public Sector Bank through 
which the pension is to be drawn. 
 

9. @ Details of the family in Form 3.  
 

 
Place ………………… 
 
 

Signature 
Designation 

Department/Office. 
Dated the ………. 
 
* Two slips each bearing the left hand thumb and finger impressions duly attested may be 
furnished by a person who is not literate enough to sign his name. If such a Government servant 
on account of physical disability is unable to give left hand thumb and finger impressions he may 
give thumb and finger impressions of the right hand. Where a Government servant has lost the 
hands, he may give his toe impressions. Impressions should be duly attested by a Gazetted  
Government servant. 
** Two copies of the passport size photograph of self  only need the furnished- 
(i) if the Government servant is governed by rule 116 of Maharashtra Civil Services (Pension) 
Rules, 1982 and is unmarried or a widower or widow : 
(ii) if the Government servant is governed by rule 117 of Maharashtra Civil Services (Pension)  
Rules,1982. 
+Where it is not possible for a Government servant to submit a photograph with his wife or her 
husband, he or she may submit separate photographs. The photographs shall be attested by the 
Head of Office. 



+ Specify a few conspicuous marks, not less than two, if possible. 
=Any subsequent change of address should be notified to the Head of Office. 
@ Applicable only where rule 116 of Maharashtra Civil Services (Pension) Rules,1982 applies to 
the Government servant. 
 

FORM 6 
 

{See rules 120,122,123 (1) and (3) and 127 (1) } 
 

Form for assessing pension and gratuity 
 

(To be sent in duplicate if payment is desired in another Audit Circle) 
 

PART I 
 

1.  Name of the Government servant 
 

 

2.  Father’s name ( and also husband’s name 
in the case of a female Government 
servant). 
 

 

3.  Date of birth (by Christian era). 
 

 

4.  Religion 
 

 

5.  Permanent residential address showing 
village, town, district and  State. 
 

 

6.  Present or last appointment including name 
of establishment :- 
(i) Substantive 
(ii) Officiating, if any. 

 

 

7.  Date of beginning of service 
 

 

8.  Date of ending of service 
 

 

9.  ) Total period of 
Military service for which pension or 
gratuity was sanctioned. 

(ii) Amount and nature of any 
pension/gratuity received for the 
Military service. 

 

 

10.  Amount and nature of any pension/ 
gratuity received for previous civil 
service. 
 

 

11.  Government under which service has been 
rendered in order of employment 
 

Year months days 

12.  Class of pension applicable 
 

 

13.  The date on which action initiated to :-  



 
(i) obtain the ‘No demand certificate’ 
from the Executive Engineer concerned as 
provided in rule 119 of the Maharashtra 
Civil Services (Pension) Rules, 1982 ; 
 
(ii) assess the service and pay qualifying 
for pension as provided in rule 121 of the 
Maharashtra Civil Services (Pension) 
Rules, 1982; 
 
(iii)assess the Government dues other than 
the dues relating to the allotment of 
Government accommodation as provided 
in rule 134 of the Maharashtra Civil 
Services (Pension )  Rules, 1982. 
 

14.  Details of omissions, imperfections, or 
deficiencies in the service book which 
have been ignored under rule 121 of the 
Maharashtra Civil Services (Pension ) 
Rules, 1982. 
 

 

15.  Total length of qualifying service (for the 
purpose of adding towards broken 
periods, a month is reckoned as thirty 
days). 
 

 

16.  Period of non-qualifying service :- 
 
(i) Interruption in service condoned under 
rule 48 of the Maharashtra Civil Services 
(Pension)  Rules, 1982. 
 
(ii) Extraordinary leave specifically 
sanctioned not to qualify for pension. 
 
(iii) Period of suspension not treated as 
qualifying service. 
 
(iv) any other service not treated as 
qualifying service. 
 

From             To            Y.M.D. 
 
 
 
 
 
 
 
 
 
 
 
 
 
Total ..                  

17.  Pay reckoned for gratuity. 
 

 

18.  Average pensionable pay. 
 
@ Pay earned during the last ten months 
of service. 
 

 

 
Post  
Held 
 
 

From  To 
………… 
 
 

Pay 
 
 
 

Personal/special 
Pay/ Dearness Pay/ 
Non practicing 
Allowance 

Total 
3 + 4 
 
 

Amount 
 
 
 



 
1 

 
2 

 
3 

 
4 

 
5 

 
6 

  Rs. Rs. Rs. 
 
Grand 
Total… 
 
Pensionable  
Pay 
 

Rs. 
 
 
 

 
@ (i) In a case where the last ten months include some period not to be reckoned for calculating 
average pay, an equal period back ward has to be taken for calculating average pay. 
(ii) The calculation of average pay should be based on actual number of days contained in each 
month. 
 

19. Date on which Form 5 has been obtained 
from the Government servant (To be 
obtained eight months before the date of 
retirement of Government servant). 
 

20. (i) Proposed pension. 
(ii) Proposed relief on pension. 
 

21 Proposed 1(retirement gratuity) 
 

22. Date from which pension is to commence. 
 

23. Proposed amount of provisional pension. 
(If department or judicial proceedings  is 
instituted against the Government servant 
before retirement.) 
 

24. Details of Government dues recoverable 
out of gratuity and Head of Account to 
which they are to be credited. 
 
(i) Licence fee for the allotment of 
Government accommodation (See sub-
rules(2),(3) and (4) of rule 133 of 
Maharashtra Civil Services (Pension ) 
Rules, 1982.) 
 
(ii) Dues referred to in rule 134 of 
Maharashtra Civil Services (Pension) 
Rules, 1982. 

25. Whether nomination made for  
 
(i) 1( Retirement gratuity/Death Gratuity) 
 
(ii) Family Pension, 1950, if applicable. 
 

26. Whether Family Pension,1964 applies to 
the Government servant and if so :- 



(i) Pay reckoning for the family pension. 
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 (ii) The amount of the family pension 
becoming payable to the family of the 
Government servant, if death takes place 
after retirement,- 
 

 

 (a) before attaining the age of 65 years, or  
 

Rs…………….. 

 (b) after attaining the age of 65 years. 
 

Rs…………….. 

 (iii) Complete and up-to-date details of 
the family as given in Form 3 :- 
 

 

 
Serial  
No. 
 
1 

Name of the member 
of the family 
 

2 
 

Date of birth 
 
 

3 

Relationship with the 
government servant. 
 

4 
 

1 
 

   

2 
 

   

3 
 

   

4 
 

   

5 
 

   

 
27. Height 

 
28 Identification marks 

 
29 Place of payment of pension 

(Government Treasury or Branch of 
Public Sector Bank). 
 

30. Head of Account to which pension and 
gratuity are debitable. 
 

 
 

Signature of the Head of Office. 
 
 

PART II 
Section I 

 
Audit Enfacement 



 
1. Total period of qualifying service which 

has been accepted for the grant of 
Superannuation or Retiring or Invalid or 
Compensation or Compassionate 
Pension and gratuity with reasons for 
disallowance, if any (other than 
disallowance indicated in Part I of this 
Form). 
 

2. Amount of Superannuation or Retiring 
or Invalid or Compensation or 
Compassionate Pension or gratuity that 
has been admitted. 
 

3. The date from which Superannuation or 
Retiring or Invalid Compensation or 
Compassionate Pension or gratuity is 
admissible. 
 

4. Head of Account to which 
superannuation or Retiring or Invalid or 
Compensation or Compassionate 
Pension or gratuity is chargeable. 
 

5. The amount of the Family Pension, 1964 
becoming payable to the entitled 
members of the family in the event of 
death of the Government servant after 
retirement. 
 

 
Section II 

 
1. Name of the Government servant : 

 
2. Class of pension or gratuity : 

 
3. Amount of pension authorised : 

 
4. Amount of gratuity authorised : 

 
5. Date of commencement of pension : 

 
6. Amount of family pension in the event of 

death after retirement :- 
(i) if death takes place before 65 years of 
age ; or 
 
(ii) if death takes place after 65 years of 
age. 
 

7. The amount of relief admissible on pension 
 

8. The Government dues recoverable out of 



gratuity before authorising  its payment. 
 

9. The amount of gratuity held over for 
adjustment of unassessed Government 
dues. 
 

10. Date on which the pension papers received 
by the Audit Officer. 
 

 
1(PART III 

 
Pension Calculation Sheet 

 
1. Name : 

 
2. Designation of the post from which retired 

: 
 

3. Office/Department last served : 
 

4 Date of Birth: 
( in figures and words) 
 

5. Date of superannuation/retirement : 
 

6. Rules under which pensionary benefits 
were settled : 
 

7. Qualifying service for pension  
Indicating separately :- 
 
(i) Addition to qualifying service, for 
example, under rule 53 of the Maharashtra 
Civil Services (pension) Rules, 1982, and 
 
(ii) Period of service not qualifying for 
pension with the reasons for not qualifying, 
indicated against each : 
 

8. Pay drawn during the last 10 months 
(along with the pay scale) preceding 
retirement / superannuation: 
 

9.  Computation of pensionable pay on which 
pension is fixed : 
 

10. Total amount of pension and family 
pension admissible : 
 

11. Details of commutation of pension - 
(i) Percentage amount of monthly pension 
commuted ; and  
 
(ii) Amount of commuted value of pension 



authorised. 
 

12. Computation of Retirement Gratuity : 
 

13. Amount of Retirement Gratuity : 
 

14. Remarks : 
 

 
Note- The calculation sheet should be prepared in triplicate and certified at the bottom before it is 
passed on to Audit Officer.) 
 
1. Inserted w.e.f. 1-1-1986 by Notification No.PEN-1088/1167/SER-4,dated 5-5-1990. 
 
 

FORM 7 
 

(See Rule 123(1)) 
 

Form of letter of the Audit Officer forwarding the pension papers of a Government servant 
 

No……………………….. 
Government of Maharashtra 
Department / Office…………… 
Dated the ……………………… 
 

 
To   

The Accountant General. 
 
 
 
Subject – Pension papers of Shri/Shrimati/Kumari………………………..for authorization of 

pension. 
 

Sir, 
 

I am directed to forward herewith the pension papers of Shri/Shrimati/Kumari…………………..of 
this Department /Office for further necessary action. 
 
2. The details of Government dues which will remain outstanding on the date of retirement of the 
Government servant and which need to be recovered out of the amount of 1(retirement gratuity) are 
indicated below : 
 
 

(a)  Balance of the house building or conveyance advance. 
 

Rs. 

(b) Over payment of pay and allowances including leave 
salary. 
 

 

(c) Income tax deductible at source under the Income Tax Act, 
1961 (43 of 1961). 
 

 

(d) Arrears of licence fee for the retention of Government 
accommodation. 

 



 
(e) The amount of licence fee for the retention of Government 

accommodation for the permissible period of one month 
beyond the date of retirement. 
 

 

(f) Any other assessed dues and the nature thereof 
 

 

(g)  The amount of gratuity to be withheld for adjustment 
unassessed dues, if any. 
 

 

 Total  
 
1. Substituted by Notification No.PEN-1088/1167/SER-4, dated 5-5-1990. 
 
@@3.(a) No departmental enquiry is either pending or proposed to be held against Shri /Shrimati/ Kumari 
…………………………… 
 
(b) Departmental enquiry is pending /or proposed to be held against Shr/Shrimati/Kumari…………………. 
and a provisional pension amounting to Rs…………..per month with effect from ………….19          to 
………..19             has been sanctioned. 
 
4. Your attention is invited to the list of enclosures  which is forwarded herewith. 
 
5.The receipt of this letter may be acknowledged and this Department / Office informed that necessary 
instructions for the disbursement of pension have been issued to concerned Treasury Officer. 
 
6. The 1(retirement gratuity) will be drawn and disbursed by this Department/Office on receipt of authority 
from you. The outstanding Government dues as mentioned in para 2 above will also be recovered out of the 
1(retirement gratuity ) before making payment. 
 

Yours faithfully, 
 
 

Head of Office. 
 

List of Enclosures : 
1. Form 5* and Form 6 duly completed. 
 
2. Medical certificate of incapacity (if the claim is for Invalid Pension ). 
 
3. Statement of the savings effected and the reasons why employment could not be found elsewhere (if 
claim is for Compensation Pension or gratuity). 
 
4. Service Book (date of retirement to be indicated in the service book. 
 
@@ Strike out which is not applicable. Item (b) in para. 3 above is applicable when the pension 
papers are referred to Audit Officer for verification after the retirement of the Government 
servant. 
 
* If a Government servant is compulsorily retired from service and delay is anticipated in 
obtaining Form 5 from the Government servant, the Head of Office may forward the pension 
papers to the Audit Officer without Form 5. The Form may be sent as it is  obtained form the 
Government servant. 
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5. Two specimen signatures, duly attested by a Gazetted Government servant or in the case of pensioner not 
literate enough to sign his name, two slips bearing the left hand thumb and finger impressions, duly attested 
by a Gazetted Government servant. 
 
**(b) Three copies of passport size photograph with wife or husband (either jointly or separately) duly 
attested by the Head of Office. 
 
(c) Two slips showing the particulars of height and identification marks, duly attested by a Gazetted 
Government servant. 
 
6. A statement indicating the reasons for delay in case the pension papers are not forwarded before six 
months of the retirement of Government servant. 
 
7. Written statement, if any, of the Government servant as required under rule 121 (1) (a) (iv) of 
Maharashtra Civil Services (Pension) Rules, 1982. 
 
8. Brief statement leading to reinstatement of the Government servant in case the Government servant has 
been reinstated after having been suspended, compulsorily retired, removed or dismissed from service. 
Note- When initials or name of the Government servant are or is incorrectly given in the various 
records consulted, this fact should be mentioned in the letter. 
 
** Only two copies of passport size photograph need be furnished :- 
(i) if the Government servant is governed by rule 116 of Maharashtra Civil Services(Pension )  
Rules, 1982, and is unmarried or a widower or a widow. 
(ii) if the Government servant is governed by rule 117 of Maharashtra Civil Services (Pension) 
Rules , 1982. 
 
 

FORM 8 
 

{See rule 136 (2) (b) } 
 

Form of letter to the member or members of the family of a deceased Government servant where 
valid nomination for the grant of the 1(death gratuity) exists 

 
No……………………….. 
Government of Maharashtra 
Department / Office………… 
Dated the ………………… 

 
To, 
…………………….. 
……………………. 
……………………... 
 

Subject – Payment of 1(death gratuity) in respect of the late Shri / Shrimati……….. 
  
Sir/Madam, 
 
I am director to stated that in terms of the nomination made by the late Shri 
/Shrimati…………………(Designation) in the Office/ Department of ……………………a1(death gratuity 
) is payable to his/her nominee(s). A copy of the said nomination is enclosed herewith. 



 
2. I am to request that a claim for the grant of the gratuity may be submitted by you in  the enclosed Form 
10. 
 
3. Should any contingency have happened since the date of making the nomination, so as to render the 
nomination invalid, in whole or in part, precise details of the contingency may kindly be stated. 
 
 

Yours faithfully, 
 
 

Head of Office 
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FORM 9 
 

(See rule 136 (2) (b) 
 

Form of letter to the member or member of the family of a deceased Government servant where 
valid nomination for the grant of the 1(death gratuity) does not exists 

 
No……………………….. 
Government of Maharashtra 
Department / Office……… 
Dated the ………………… 

 
To, 
…………………….. 
……………………. 
……………………... 

Subject:- Payment of 1(death gratuity ) in respect of the last Shri / Shrimati…………………. 
 
Sir/Madam, 
 

I am directed to state that in  terms of rule 111 of the Maharashtra Civil Services (Pension) 
Rules,1982, a 1(death gratuity ) is payable to the following members of the family of late Shri 
/Shrimati……………………………(Designation) in the Office/Department of 
……………………………………………in equal shares : 
(i) Wife/husband(including judicially separated wife / husband) 
(ii) Sons                                } including step children and adopted  
(iii) Unmarried daughters children.. 
 
2.  In the event of there being no surviving members of the family as indicated above, the gratuity will be 
payable to the following members of the family in equal shares : 
 
(i) Widowed daughters (including step daughters and adopted daughters) 
(ii) Father including adoptive parents in case of individuals 
(iii) Mother whose personal Law permits adoption. 
(iv) Brother below the age of eighteen years and unmarried widowed sisters including step brothers and 
step sisters. 
(v) Married daughters, and  
(vi) Children of a pre-deceased son. 
 
3. It is requested that a claim for the payment of gratuity may be submitted in the enclosed Form 10 as soon 
as possible. 



 
Yours faithfully, 

 
 

Head of Office. 
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FORM 10 
 

(See rule 136 (2) (b) 
 

Form of application for the Grant of 1(death gratuity) on the death of a Government servant 
 
(To be filled in separately by each claimant and in case the claimant is minor, the Form should be filled in 
by the guardian on his/her behalf. Where there are more than one minor, the guardian should claim gratuity 
in one Form on their behalf. ) 
 
1. (i) Name of the claimant in case he is not minor. 

 
(ii) Date of birth of the claimant. 
 

2. (i) Name of the guardian in case the claimants are 
minors. 
 
(ii) Date of birth of the guardian. 
 

3. (i) Name of the deceased Government servant in 
respect of whom gratuity is being claimed. 
 
(ii) Date of death of Government servant. 
 
(iii) Office/ Department in which the deceased served 
last. 
 

4. Relationship of the claimant/guardian with the 
deceased Government servant. 
 

5. Full Postal address of the claimant/guardian. 
 

 
6. (i) Where gratuity is claimed by the guardian on behalf of minors, the names of the minors, their ages, 
relationship with the deceased Government servant, etc. 
 
Serial 
No. 

 
 
 

1 

Name 
 
 
 
 

2 

Age 
 
 
 
 

3 

Relation with the 
deceased Government 

servant 
 
 

4 

Postal address 
 
 
 
 

5 
 

1 
 

    

2 
 

    



3 
 

    

4 
 

    

 
(ii) Relationship of the guardian with minor. 
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7. Place of payment of pension and gratuity 

(Government Treasury or Branch of Public Sector 
Bank). 

 
 
 

Signature/ Thumb impression of the 
claimant/guardian. 

 
 
8. Two specimen signatures or * left hand thumb and 

finger impressions of the claimant/guardian duly 
attested. 
 

 
 

(To be furnished in a separate sheet.) 

 
9. ++ Attested by--- 
 

Name Full address Signature 
(i)……………….. ……………………. ……………………. 
 ……………………. ……………………. 
 ……………………. ……………………. 
(ii)……………… ……………………. ……………………. 
 ……………………. ……………………. 
 ……………………. ……………………. 
10. Witnesses--   
(i)  ……………. ……………………. ……………………. 
(ii)……………. ……………………. ……………………. 
 
* To be furnished in case the applicant is not literate enough to sign his name. 
++ Attestation should be done by two Gazetted Government servants or by two or more persons 
of respectability in the town, taluka or village in which the applicant resides. 
 
 

FORM 11 
 

(See rule 136 (3) (a) 
 

Form of letter to the widow/widower of a deceased Government servant for grant of Family 
Pension,1964 

 
No……………………….. 
Government of Maharashtra 
Department / Office……… 



Dated the …………………… 
 
 

To, 
…………………….. 
……………………. 
……………………... 
 

Subject:- Payment of Family Pension, 1964 in respect of Late Shri / 
Shrimati……………………………………….. 

 
Sir/Madam, 
 
I am directed to state that under rule 116 of the Maharashtra Civil Services (Pension) Rules, 1982, a Family 
Pension is payable to you as widow/widower of the late Shri/Shrimati………….(Designation) in the 
Office/Department of ………………… 
 
2. You are advised that a claim for the grant of Family Pension may be submitted in the enclosed Form 12. 
 
3. The Family Pension, will be payable till your death or re-marriage, whichever event occurs earlier. In the 
event of your death or re-marriage, the Family Pension shall be granted to the child or children, if any, 
through the guardian. 
 

Yours faithfully, 
 
 
 

Head of Office. 
 

FORM 12 
 

(See rules 136 (3) (a) and (b) and 144(2)(b) (i) , (c) (iii) and (d) (i) 
 

Form of application for the grant of Family Pension, 1964 on the death of a Government 
servant/pensioner 

 
1. Name of the applicant in full- 

(i) Widow/Widower 
(ii) Guardian if the deceased person is survived by 
child or children. 
 

2 Name and age of surviving widow (s)/ widower and 
children of the deceased Government 
servant/pensioner. 
 

 
 
Serial 
No. 

 
(1) 

Name 
 
 

(2) 

Relationship  
With  the deceased person 

 
(3) 

Date of birth by Christian 
era 

 
(4) 

 
1 
 

   

2 
 

   



3 
 

   

4 
 

   

5 
 

   

6 
 

   

 
 
3. Date of death of the Government servant/pensioner. 

 
4. Office/Department in which the deceased 

Government servant/ pensioner served last. 
 

5. If the applicant is guardian, his date of birth and 
relationship with the deceased Government 
servant/pensioner. 
 

6. If the applicant is a widow/widower the amount of 
service pension which she/he may be in receipt on 
the date of death of the husband/wife. 
 

7. Full address of applicant 
 

8. Place of payment of pension and gratuity 
(Government Treasury or Branch of Public Sector 
Bank). 
 

9. Enclosures;(specimen of forms are enclosed )- 
(i) Two specimen signatures of the applicant, duly 
attested (to be furnished in duplicate). 
 
(ii) Two copies of passport size photograph of the 
applicant, duly attested. 
 
(iii) Two slips each bearing left-hand thumb and 
finger impressions * of the applicant, duly attested. 
 
(iv) Descriptive Roll of the applicant, duly attested, 
indicating (a) height and (b) personal marks, if any 
on the hand, face etc. 
(Specify a few conspicuous marks not less than two, 
if possible) (to be furnished in duplicate). 
 
(v) Certificate(s) of age (in original with two 
attested copies) showing the dates of birth of the 
children. The certificate should be from the 
Municipal Authorities or from the Gram Panchayat 
or from the Head of a recognized school if the child 
is studying in such school. (This information should 
be furnished in respect of such child or children, the 
particulars of whose date of birth are not available 
with the Head of Office) 
 

10. Signature or left-hand thumb impression * of the 



applicant. 
 

 
11. Attested by--- 
 

Name Full address Signature 
(i)……………….. ……………………. ……………………. 
 ……………………. ……………………. 
   
(ii)……………… ……………………. ……………………. 
 ……………………. ……………………. 
   
12. Witnesses--   
(i)  ……………. ……………………. ……………………. 
 ……………………. ……………………. 
(ii) ……………. ……………………. ……………………. 
 
 
 
Note – Attestation should be done by two Gazetted Government servants or two or more persons 
of respectability in the town, taluka or village in which the applicant resides. 
 
* To be furnished in case the applicant is not literate enough to sign his name. 
 
In the case of re-marriage of the widow while applying for family pension on behalf of the minor 
child, the widow should furnish (i) the date of her re-marriage. (ii) name of the Treasury at which 
payment is desired and (iii) her full address in the application for Family  Pension. It is not 
necessary to furnish a fresh application nor the documents as they are already available with the 
pension papers on which Family Pension was originally admitted to her. 
 
 

ENCLOSURES OF FORM 12 
 
(Under item No.9) 
 
(I) Specimen Signature Slip 
 
Specimen signature of ………1………………………………. 
    2……………………………….  
    3………………………………. 
 
Certified that the above specimen signature was taken in my presence. 
 
Dated ……………………..  

Signature …………………… 
Name……………………….. 
Designation………………… 

 
 
(II) Pensioner’s Photograph 
 
 

 
 



 
 
 
 
 

 
 

Signature of the Pensioner…………………….. 
 

Certified that the signature and the photograph are those of ………………………. 
 
 

Signature …………………… 
Name……………………….. 
Designation………………… 

Dated ………………….. 
 
 
 
(III) The Thumb and Finger Impression Card 
 
Little Finger 
 

Ring Finger Middle Finger Forefinger Thumb 
 

 
 
 
 
 

    

 
Certified that the thumb and finger impressions are those of the left hand of  
 
1………………………………………………………………………………………………………………
…………………………………………………………………………………….. 
 

Signature …………………… 
Name……………………….. 
Designation………………… 

Dated ………………….. 
 
 
 
(IV) Descriptive Roll 
 
(i) Height 
 
(ii) Personal Marks, if any, 
      on the hand, face, et. 
 
Certified that the above identification marks are those of …………………………… 
 

Signature …………………… 
Name……………………….. 
Designation………………… 

Dated ………………….. 
 



 
 
 

FORM 13 
(See rule 136(4) (b) 

 
 

Form of letter to the member of the family of a deceased Government servant where valid 
nomination for the grant of Family Pension, 1950 exists 
 

No……………………….. 
Government of Maharashtra 
Department / Office………… 
Dated the ………………… 

 
To, 
…………………….. 
……………………. 
……………………... 
 

Subject:- Payment of Family Pension, 1950 in respect of Late Shri / 
Shrimati……………………………………….. 

 
Sir/Madam, 
 
I am directed to state that in terms of the nomination made by the late Shri 
/Shrimati………………..(Designation)………………….in the Office/Department of 
……………….Family Pension under rule 117 of the Maharashtra Civil Services (Pension) Rules, 1982, is 
payable to you as his/her nominee. 
 
2. I am accordingly to suggest that a claim for the grant of Family Pension may be submitted by you in 
enclosed Form 15. 
 
3. Should any contingency have happened since the date of making the nomination, so as to render the 
nomination invalid, precise details of the contingency may kindly be stated.  
 
 

Yours faithfully, 
 
 

Head of office. 
 
 

FORM 14 
(See rule 136 (4) (b) 

 
Form of letter to the member of the family of a deceased Government servant where valid 

nomination for the grant of Family Pension, 1950 does not exists. 
 

No……………………….. 
Government of Maharashtra 
Department / Office………… 
Dated the ………………… 

 
To, 
…………………….. 



……………………. 
……………………... 
 

Subject:- Payment of Family Pension, 1950 in respect of Late Shri / 
Shrimati……………………………………….. 

 
Sir/Madam, 
  
I am directed to the state that under rule 117 of the Maharashtra Civil Services (Pension) Rules, 1982, a 
Family Pension is payable to the family of the late 
Shri/Shrimati………………………….(Designation)………………………in the Office/Department of 
………………………as follows:- 
 
(a) (i) to the eldest surviving widow or to the husband; 
(ii) failing a widow or husband, to the eldest surviving son ; 
(iii) failing (i) and (ii) above, to the eldest surviving unmarried daughter; and  
(iv) failing (i),(ii) & (iii) above to the eldest surviving widowed daughter, and  
 
(b) if these are no surviving members of the family as at(a)above, 
(i) to the father ; 
(ii) failing (i) above, to the mother; 
(iii) failing (i) and (ii) above, to the eldest surviving brother below the age of eighteen years; 
(iv) failing (i) (ii) and (iii) above , to the eldest surviving unmarried sister ; 
(v) failing the above, to the eldest surviving widowed sister. 
 
(c) No Father Pension, is payable to a person mentioned in (b) above without production of reasonable 
proof that such person was dependent on the deceased for support. 
 
2. I am to suggest that a claim for the Family Pension may be submitted in the enclosed Form 15 as soon as 
possible. If you have a prior claim to it in accordance with the gradation given above, you are requested to 
furnish an affidavit to the effect that there is no other surviving member of the family of Shri 
/Shrimati…………………………………..ranking above you in the order given in the first paragraph. If, in 
the light of the above gradation, you have no prior claim to the Family Pension, you are requested to 
intimate this Office/Department the name, address and relationship with the deceased, of the person who 
according to your knowledge has a prior claim to the Family Pension. Any false information given or 
declaration made by you in this connection will render you liable to legal action.  
 
 

Yours faithfully, 
 
 

Head of Office. 
 
 

 
FORM 15 

 
(See rules 136 (4)(b) and 144(3)(b) 

 
Form of application for the grant of Family Pension, 1950 on the death of a Government servant 

/pensioner 
 
1 Name of the applicant in full  

 
2 (i) Name of the guardian in case the applicant is a 

minor. 



 
(ii) Relationship of the guardian with the applicant. 
 

3. Name of the deceased Government servant/pensioner. 
 

4 Relationship of the applicant with the deceased 
Government servant/pensioner. 
 

5 Date of death of the Government servant/pensioner. 
 

6 Office/Department in which the deceased served last. 
 

7. (i) Date of birth of the applicant. 
 
(ii) Date of birth the guardian in case the applicant is a 
minor. 
 

8. Full address of the applicant/guardian. 
 

9. Place of payment (Government Treasury or Branch of 
Public Sector Bank). 
 

10 Enclosures (Specimen of forms are enclosed) 
(i) Two specimen signatures of the applicant, duly 
attested (To be furnished in duplicate) 
 
(ii) Two copies of a passport size photograph of the 
applicant, duly attested. 
 
*(iii) Two slips each bearing left hand thumb and 
finger impressions of the applicant, duly attested. 
 
(iv) Descriptive Roll of the applicant, duly attested, 
indicating (a) height and (b) personal marks, if any, on 
the hand, face, etc, (specify a few conspicuous marks 
not less than two if possible) (To be furnished in 
duplicate). 
 
(v) If the applicant belongs to a category mentioned at 
(b) of item 11, he/she should produce reasonable proof 
of his/her dependence on the deceased Government 
servant/pensioner for support. 
 
(vi) If the applicant is a minor brother of the deceased 
Government servant/pensioner, certificate of age (in 
original with two attested copies) showing the date of 
birth should be furnished.( The original will be 
returned to the applicant after necessary verification). 
 
(vii) Affidavit (please see paragraph 2 of form 14). 
 

 
*  To be furnished in case the applicant is not literate enough to sign his name. 
 
11. Names and ages of surviving kindred of the deceased 

Government servant/ pensioner. 



 
 
 
  Name Date of birth by Christian Era 

 
(a)  Widow/husband 

Sons 
Unmarried daughters 
Widowed daughters 
 

  

(b) Father  
Mother  
Brothers below the  
age of eighteen 
Years. 
Unmarried sisters 
Widowed sisters 

  

 
12. Signature or thumb impression of the applicant. 

 
13. Attested by- 

 
 
 Name Full address Signature 
(i)  …………………… ………………….. ………………… 
  …………………..  
(ii) …………………… …………………. …………………. 
  ………………….  
14. Witness -   
(i)  …………………… ………………….. ………………… 
  …………………..  
(ii) …………………… …………………. 

…………………. 
…………………. 

 
 
Note –1- Attestation should be done by two Gazetted Government servants or by two or more 
persons of respectability in the town, taluka or village in which the applicant resides. 
 
Note –2- If the applicant is a minor, the enclosures against item 10 (i) to (iv) are to be furnished 
by the guardian. 
 

ENCLOSURES OF FORM 15 
 
(Under Item No.10) 
 
(I) Specimen Signature Slip 
 
Specimen Signature of - 1……………………………. 

2……………………………. 
3……………………………. 
 

 
Certified that the above specimen signature was taken in my presence. 
 



Signature …………………… 
Name……………………….. 
Designation………………… 

Dated ………………….. 
 
 
(II) Pensioner’s Photograph 
 

 
 
 
 
 
 

 
Signature of the Pensioner ………………………………….. 
Certified that the signature and the photograph are those of………………………… 
 

Signature …………………… 
Name……………………….. 
Designation………………… 

Dated ………………….. 
 
 
 
(III) The Thumb and Finger Impression Card 
 
Little Finger  Ring Finger Middle Finger Fore Finger Thumb 

 
 
 
 
 
 
 
 
Certified that the thumb and finger impressions are those of the left hand of – 
 
1.………………………………………………………………………………………………………………
……………………………………………………………………………………. 
 

Signature …………………… 
Name……………………….. 
Designation………………… 

Dated ………………….. 
 
 
 
(IV) Descriptive Roll 
 
(i) Height 
 
(ii) Personal Marks, if any 
       on the hand, face, etc. 
 



Certified that the above identification marks are those 
of……………………………………………………………………………… 
 

Signature …………………… 
Name……………………….. 
Designation………………… 

Dated ………………….. 
 
 

FORM 16 
(See rules 137 (1) , 139(1) ,(2) and (3) & 141 (1) 

 
Form for assessing and authorising the payment of Family Pension and 1(death gratuity) when a 

Government servant dies while in service. 
 
(To be sent in duplicate if the payment is desired in another Audit Circle.)  
 

PART I 
SECTION –I 

 
1. Name of the deceased Government  servant. 

 
2. Father’s name (and also husband’s name in the case of 

female Government servant). 
 

3 Date of Birth (by Christian era)  
 

4. Date of Death (by Christian era) 
 

5. Religion 
 

6. Office/Department in which last employed. 
 

7. Appointment held hast- 
(i) substantive 
(ii) officiating 
 

8. Date of beginning of service. 
 

9. Date of ending of service 
 

10. (i) Total period of Military service for which pension, 
gratuity was sanctioned ; and  
(ii) Amount and nature of any pension , gratuity 
received for the Military service. 
 

11. Amount and nature of any pension received for 
previous civil service, if any, 
 

 
1. Substituted by Notification No.PEN-1088/SER-4,dated 5-5-1990. 
 
12. Government under which service has been rendered in 

order of employment. 
 



13. The date on which intimation regarding the death of 
Government servant was received by the Head of 
Office. 
 

14. The date on which action initiated to – 
(i) obtain claim or claims from the claimants in the 
appropriate from for 1(death gratuity) and Family 
pension as provided in rule 136. 
 
(ii) obtain  the ’No demand certificate’ from the 
Executive Engineer concerned as provided in rule 142 
(1) of the Maharashtra Civil Services (Pension) Rules, 
1982. 
 
(iii) assess the Government dues other than the dues 
pertaining to occupation of Government 
accommodation as provided in rule 142(2) of the 
Maharashtra Civil Services  
(Pension ) Rules, 1982. 
 
(iv) assess the service and pay qualifying for 1(death 
gratuity) and Family pension as provided in rules 137 
and 138 of the Maharashtra Civil services (Pension) 
Rules, 1982. 
 

15. Whether nomination made for- 
(i) 1(death gratuity) 
(ii)  Family Pension, 1950, if applicable. 

 
1. Substituted by Notification No.PEN-1088/SER-4,dated 5-5-1990. 
 
16. Length of service qualifying for 1(death gratuity) 

pension. 
 

 

17. Periods of non-qualifying service :-  
(i) Interruption in service condoned under rule 48 
of the Maharashtra Civil Services (Pension) 
Rules, 1982. 
 
(ii) Pension of suspension treated as non-
qualifying. 
 
(iii) Any other service not treated as qualifying 
service. 
 

From To Y.M.D. 

 
Total period of non-qualifying service 

 
18. (a) Pay reckoned for 1(death gratuity) 

 
(b) Amount of 1(death gratuity) 
 

19.  If Family Pension , 1950 is applicable, the pay drawn 
** during the last ten months ; 
 



 
Post 
held 

From ……To Pay Personal/Special pay 
/Dearness pay /Non-
practicing Allowance 

Total 
(3) + (4)  

Amount 

(1) (2) (3) (4) (5) (6) 
 
 
 
 
 
 

 Rs. Rs. Rs. Rs. 

    Grand Total  
 
   Pension able pay  
 
 
** (i) In a case where the last ten months include some period not to be reckoned for calculating average 
pay, an equal period backward has to be taken for calculating average pay. 
 
(ii) The calculation of average pay should be based on actual number of days contained in each month. 
 
 
1. Substituted by Notification No.PEN-1088/SER-4,dated 5-5-1990. 
 
20.  If Family Pension , 1950 applies and the 

Government servant had rendered more than ten 
years service :- 
(i) Proposed pension 
(ii) Proposed Family Pension, 1950. 
(iii) Period of tenability of Family 
 

 
 
 
 
From                     To 

21. If Family Pension, 1964 applies- 
(i) Proposed Family Pension at- 
 
(a) enhanced rates (if service rendered at the time 
of death is more than seven years) determined 
under the provisions of rule 116 (4) of the 
Maharashtra Civil Services (Pension ) 
Rules,1982. 
 
(b) ordinary rates as per provisions of rule 116(2) 
of the Maharashtra Civil Services (Pension) 
Rules, 1982. 
 
(ii) Period of tenability of Family Pension, 1964- 
 
(a) enhanced rates 
(b) ordinary rates 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
From                       To 

22. Person to whom family pension is payable  
 
(a) Name in full 
(b) Relationship with the deceased Government 
servant. 
(c) Full postal address. 

 



 
23. Details of Government dues recoverable out of 

gratuity :- 
 
(i) Licence fee for occupation of Government 
accommodation.(see rule 42 of the Maharashtra 
Civil Services (Pension) Rules, 1982.) 
 
(ii) Amount of 1(death gratuity) to be held over 
pending receipt of information from the 
Executive Engineer concerned. (see rule 142 (1)  
(v) of the Maharashtra Civil Services (Pension ) 
Rules, 1982) 
 
(iii) Dues referred to rule 142 (2) of the 
Maharashtra Civil Services, (Pension) Rules, 
1982. 
 

 

24. Date on which claims received from the 
claimants. 
 

 

25. Name of guardian who will receive payment of 
1(death gratuity) and Family Pension in the case 
of minors. 
 

 

26. Place of payment (Government Treasury, or 
Branch of Public Sector Bank). 
 

 

27. Head of Account to which 1(death gratuity) and 
Family Pension are debitable. 
 

 

 
 
Place : 
 
Dated, the    Signature of Head of Office. 
 
 
1. Substituted by Notification No.PEN-1088/SER-4,dated 5-5-1990 
 
 
 
SECTION II 
Details of provisional Family, Pension and gratuity to be drawn and disbursed by the Head of Office in 
accordance with rule 140 of Maharashtra Civil Services (Pension) Rules, 1982. 
 
  Per Month 

 
Provisional Family Pension Rs.  
Gratuity [the amount 
mentioned in item 18(b) of 
section I] 

Rs.  

Less   



(a) Licence fee recoverable 
from gratuity for occupation 
of Government 
accommodation [as in 
item,23(i) of Section I] 

Rs.  

(b) Amount of gratuity to be 
held over pending receipt of 
information from the 
Executive engineer 
concerned [as in item 23(ii) 
of section I.] 

Rs.  

(c) Other Government dues 
as mentioned in Rs. Item 23 
(iii) of section I. 

Rs.  

 Total of (a), (b) and (c) Rs. 
 
 
Place: 
 
Dated, the        Signature of Head of Office. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
PART II 
 
SECTION I 
 
Audit Enfacement:- 
 
1. Total period of qualifying service which 
has been accepted for- 

 

(i)[death gratuity] 
 

 



(ii) Family Pension, 1964 or Family 
Pension,1950 
2. Net amount of gratuity after adjusting 
Government dues. 

 

3. Amount and the period of tenability of 
Family Pension, 1964 

 
 
Amount               Period of tenability 
Rs.                        From             To 

If death took place- 
(i) before seven years service 
 
(ii) after seven years service 
 

 

4. Amount and the period of tenability of 
Family Pension, 1950. 

 

5. Date from which Family Pension is 
admissible. 

 

6. Head of Account to which [death 
gratuity] and Family Pension are 
chargeable 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
SECTION II 
 
1. Name of the deceased Government 
servant 
 

 

2. Date of death of the Government 
servant. 
 

 

3. Date on which pension papers received  



by the Audit Officer. 
 
4. Amount of Family Pension authorized 
 

 

5. Amount of gratuity authorized 
 

 

6. Date of commencement of Family 
Pension 
 

 

7. Date on which payment of Family 
Pension and gratuity authorized 
 

 

8. Amount recoverable from gratuity. 
 

 

9. Amount of gratuity held over pending  
receipt of ‘No demand certificate’ 

 

 
 
Place: 
 
 
Dated, the        Audit Officer. 
 
 
 
 
 
 
 
 
 
 
 
 

FORM 17 
[See rule 139 (I)] 

 
Form of letter to the Audit Officer forwarding papers for the grant of Family 
Pension and [death gratuity] to the family of a Government servant who dies while 
in service 
 

        No………………… 
Government of Maharashtra………….. 

         Department/Office…………… 
     Dated, the………………….. 

To, 



The Accountant General 
……………………….. 
……………………….. 
 

Subject:- Grant of Family Pension and [death gratuity] 
 
Sir,  
 
 I am directed to State that shri/Smt./Kum………………………. (Designation) 
died on………………… His/Her family has become eligible for the grant of Family 
Pension and [death gratuity]. Form 16 duly completed is forwarded herewith for further 
necessary action. 
 
2. Government dues in respect of the deceased Government servant will be recovered out 
of the [death gratuity] as indicated in Section II of Part I of Form 16. 
 
3. Your attention is invited to the list of enclosures which is forwarded herewith. 
 
4. A provisional family pension amounting to Rs………………. Per month and a 
provisional [death gratuity] amounting to Rs………………… have been sanctioned. 
 
5. The receipt of this letter may be acknowledged and this Department/ Office informed 
that necessary instructions for the disbursements of Family Pension and [death gratuity] 
have been issued to the disbursing authority concerned. 
 
 

Yours faithfully, 
 

Head of Office. 
 
 
 
 
 
List of enclosures- 
 
1. Form 16 duly completed. 
 
2. Form 10 and Form 12 filed in by the applicants. 
 
3. Service book (date of death to be indicated in the service book). 
 
4. Two specimen signatures or left hand thumb and finger impressions of the claimant or 
guardian duly attested. 
 
5. Two copies of passport size photographs of the claimants or guardian duly attested. 



 
6. Two copies of descriptive roll of the claimant or guardian duly attested indicating 
height and personal marks. 
 
7. Postal address of the claimant or guardian. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

FORM 18 
[See rule 144(2)(b)(ii) and (d)(ii)] 

 
Form of letter sanctioning Family Pension, 1964 to the child or children of a retired 
Government servant who dies after retirement but does not leave behind a widow or 
widower 
 
 
 
 

No……………………….. 
Government of Maharashtra. 



                                                                                                 Department/Office……….. 
                                          Dated, the…………….. 

To, 
The Accountant General 
……………………….. 
……………………….. 
……………………….. 
 

Subject- Grant of Family Pension, 1964 to the child/children 
 

Sir, 
 
I am directed to state that Shri/Shrimati………………… formerly………………… 
[Designation]…………………in this Department was authorized pension of 
Rs…………… with effect from…………………….. on his/her retirement from service. 
 
2.Intimation has been received in this Department/Office that Shri/Shrimati…………… 
died on……………… and that at the time of death left no widow/widower but was 
survived by the following child/children:- 
 
Serial No. Name Son/Daughter Date of birth in 

Christian era 
Date from 
which Family 
Pension cases 
to be payable 

1.     
2.     
3.     
4.     
5.     
6.     
 
** The names of children should be mentioned in the order of eligibility mentioned in 
rule 116 of Maharashtra Civil Service (Pension) Rules, 1982. 
 
 
3. In terms of rule 116 of Maharashtra Civil Services (Pension) Rules, 1982, the amount 
of  Family Pension, 1964 has become payable to the children in the order mentioned 
above. The Family Pension 1964 will be payable on behalf of the minor to 
Shri/Shrimati…………………….. who is the guardian. 
 
4. Sanction for the grant of Family Pension, 1964 of Rs…………….. per month to the 
children mentioned above is hereby accorded. The Family Pension, 1964 will take effect 
from……………… and subject to the provisions of sub-rule (5) of rule 116 of 
Maharashtra Civil Services (Pension) Rules, 1982, will be tenable till……………. 
 



5. The amount of Family Pension, 1964 is debitable to the Budget 
Head……………………………………… 
 
6. Attention is invited to the information furnished in the list of enclosures. 
 
7. The receipt of the letter may kindly be acknowledged and this Department/Office 
informed that instructions for the payment of Family Pension, 1964 to the guardian have 
been issued to the disbursing authority concerned. 
 
 

Yours Faithfully, 
 

Head of Office 
 
    ________________ 
 
List of enclosures- 
1. Permanent address of the guardian. 
 
2. Place of payment (Government Treasury, or Branch of Public Sector Bank) 
 
3. Specimen signature or*left hand thumb and finger impressions of the claimant or 
guardian duly attested. 
 
4. Two attested copies of passport size photograph of the guardian 
 
5. Descriptive roll of the guardian, duly attested. 
 
 
*To be furnished in the case of the guardian who is not literate enough to sign his or her 
name. 
 
 
 
 
Form 19 

[See rule 144(2)(c)(vi)] 
 

Form of letter sanctioning Family Pension, 1964 to the child or children on the death or re-marriage of a 
widow/widower who was in receipt of Family Pension, 1964 

 
                    No…………………… 

                                                 Government of Maharashtra 
            Department/Office………. 

Dated the ……………….. 
To,  
The Accountant General, 



………………………. 
……………………… 
 

Subject:- Grant of Family Pension, 1964 to the child/children 
Sir, 
 
I am directed to state that Shri/Shrimati………………. Widow/widower or late 
Shri/Shrimati………………… 
formerly………………….[Designation]……………………in this Department/Office, 
was sanctioned Family Pension of Rs………………. With effect from the …………. The 
Family Pension, 1964 was tenable till the death or re-marriage of the widow/widower. 
 
1.Intimation has been received in this Department/Office that Shri/Shrimati…………. 
died/re-married on ………………………. 
 
3.At the time of death/re-marriage, Shri/Shrimati…………………. had following 
children**- 
Serial No. Name Son/Daughter Date of birth in 

Christian era 
Date from 
which Family 
Pension ceases 
to be payable 

1     
2     
3     
4     
5     
6     
 
4. In terms of rule 116 of the Maharashtra Civil Services (Pension) Rules, 1982 the 
amount of Family Pension, 1964 has become payable to the children in the order 
mentioned above. The Family Pension, 1964 will be payable on behalf of the minors to 
Shri/Shrimati……… who is the guardian. 
** The names of children should be mentioned in the order of eligibility mentioned in 
rule 116 of the Maharashtra Civil Services (Pension) Rules, 1982. 
 
5. Sanction for the grant of Family Pension, 1964 of Rs…………… per month to the 
children, mentioned above is hereby accorded. The Family Pension, 1964 will take effect 
from…………….. and subject to the provisions of sub-rule (5) of rule 116 of the 
Maharashtra Civil Services (Pension) Rules, 1982, will be tenable till……………… 
 
6. The amount of Family Pension, 1964 is debitable to the Budget Head…………… 
 
7. Attention is invited to the information furnished in the enclosed list of enclosures. 
 



8. The receipt of this letter may kindly be acknowledged and this Department/Office 
informed that necessary instructions for the payment of Family Pension, 1964 to the 
guardian have been issued to the Treasury Officer concerned. 
 

Yours faithfully, 
 

Head of Office. 
List of enclosures- 
1. Permanent address of the guardian 
 
2. Place of payment (Government Treasury or Branch of Public Sector 
Bank) 
 
3. Specimen signature or left hand* thumb and finger impressions of the  
guardian, duly attested. 
 
4. Two attested copies of a passport size photograph of the guardian. 
 
5. Descriptive roll of the guardian, duly attested. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
FORM 20 

[See rule 144(4)] 
 
Form of application for the grant of residuary *gratuity on the death of a pensioner 
 

(To be filled in separately by each application) 
 



1. Name of the applicant in full  
2. Name of the guardian in case the 
applicant is a minor 

 

3. Name of the deceased pensioner.  
4. Office/Department in which the 
deceased pensioner served last. 

 

5. Date of death of the pensioner.  
6. Date of retirement of the deceased 
pensioner. 

 

7. Amount of monthly** pension 
(including temporary increase or relief, if 
any) sanctioned to deceased pensioner. 

 

8. Amount of [retirement gratuity]received 
by the deceased pensioner. 

 

8. The amount of ** pension ( including 
temporary increase or relief, if any) drawn 
by the deceased till the date of death. 

 

 
*If a retired Government servant in receipt of service gratuity or pension dies within five 
years from the date of his retirement from service including compulsory retirement as a 
penalty and the sums actually received by him at the time of his death on account of such 
gratuity or pension including temporary increase or relief, if any, together with the death-
cum-retirement gratuity and the commuted value of any portion of pension commuted by 
him deficiency becomes payable to the family should be indicated. 
 
** When a Government servant has retired before earning a pension, the amount of 
service gratuity should be indicated 
 
1. Substituted by Notification No. PEN/1088/1167/SER-4, dated 5.5.1990 
 
 
 
 

 
10. If the deceased had commuted a 
portion of pension before his death, the 
value of the pension 

 

11. Total of items 8,9 and 10  
12. Amount of [death gratuity] equal to 
12 times of the pay. 

 

13. The amount of residuary gratuity 
claimed i.e. the difference between the 
amount shown against item 11 and item 
12. 

 

14. Relationship of the applicant with the 
deceased pensioner. 

 



15 Date of birth of the applicant.  
16. Name of the Government Treasury at 
which payment is desired. 

 

17. Full address of the applicant.  
18.Signature or thumb impression of the 
applicant (To be furnished in a separate 
sheet duly @ attested). 

 

 
19.Attested by- 
 
Name Full address Signature 
(i)   
(ii)   
 
20.Witness 

  

(i)   
(ii)   
 
@Attestation should be done by two Gazetted Government servants or by two or 
more persons of respectability in the town, taluka or village in which the applicant 
resides. 
 
 
 
 
 
 
 
 
 
 
 
 
 

FORM 21 
[See rules 126(4) (b) and 140 (I) (c) (ii)] 

 
Bill form for drawal of provisional pension/family pension/service gratuity/retirement gratuity service 
death gratuity 
 
District Head of Account “266, 

Pensions and Other 
Retirement Benefits”. 

Voucher No……….. 
List for……………….. 

 
Received the amount of Provisional 
Pension/Family Pension due to 
Shri/Shrimati………………. for the month 

 



of……………….. and Gratuity/Death 
Retirement Gratuity sanctioned vide Letter 
NO……………………….dated………… 
 
Less deduction- 
Income tax……………………… 
Total deductions………………….. 
Net amount payable…………….. 
In words………………………… 
 
Certified that the amount drawn in the last month’s bill has been duly disbursed and the 
receipt obtained from the pensioner/gratuitant. 
Certificate from the pensioner regarding *non-employment/non-marriage is attached. 
 
Station……………………………   Signature…………….. 
       Designation of the  
       Drawing Officer. 
Dated…………………19 
Pay to Shri/Smt…………..(Designation……………… 
Whose specimen signature below is hereby attached. 
Signature and entered 
 
Examined and entered 
 
 
Treasury Accountant. 

(Signature and Designation of Drawing 
Officer.) 
Pay Rs………………Rupees……………. 
In cash………………..Rs……………….. 
028, Other Taxes         Rs………………… 
on Income and ExpenditureRs………….. 
 
 
                                  Treasury Officer. 

(For use in Accountant General’s Office) 
 
Admitted Rs………………………………..Objected Rs…………………… 
Auditor   Section Officer  Gazetted Officer 

FORM 22. 
[See rule 59(1)] 

 
Form of certificate of verification of service for pension 

 
No……………………………… 

          Government of Maharashtra, 
   Department/Office…………… 

     Date…………………… 
MEMORANDUM 

 
 



It is certified,* in consultation with the Audit Officer, that Shri/Smt./Kum…………….. 
designation………………… has completed a qualifying service of 
………………years……….months and…………….days as on……………….. as per 
details given below. The service has been verified on the basis of his service documents 
and in accordance with the rules regarding qualifying service in force at present. The 
verification of service under sub-rules (1) and (2) of rule 59 of the Maharashtra Civil 
Services (Pension) Rules, 1982 shall be treated as final and shall not be re-opened except 
when necessitated by a subsequent change in the rules and orders governing the 
conditions under which the service qualifies for pension. 
 

Details of Qualifying Service 
 

1 From                                    To 
2  
3  
 
To 
 
Shri…………………………… 
Name and designation    Signature of Audit Officer/Head of Office. 
 
*The words “in consultation with Audit Officer” shall be deleted when this certificate is 
issued by the Audit Officer in respect of Gazetted Officers whose pension papers are 
prepared by him. 
 
 
 
 
 
 
 
 
 
 
FORM 23 

[See rule 163(2)] 
 
Form of application for permission to accept commercial employment within a period of 
two years after retirement. 
1. Name of the officer  
(In Block letters) 

 

2. Date of retirement  
3. Particulars of the Department/Office in 
which the officer served during the last five 
years preceding retirement (with duration). 

 

 



Name of Department/Office Post held Duration 
From                      To 

   
4. Post held at the time of retirement and 
period for which held 

 

5. Pay-scale of the post and the pay drawn 
by the officer at the time of retirement. 

 

6. Pensionary benefits  
Pension expected/sanctioned(commutation, 
if any, should be mentioned) 

                         Gratuity, if any 

  
7. Details regarding commercial 
employment proposed to be taken up: 
(a) (i) Name of the Firm/Company/Co-
operative Society, etc. 
(ii) Products being manufactured by the 
Firm/Company/Co-operative Society,etc.or 
type of business carried out by the firm, 
etc. 
 
(b) Whether the official had, during his 
official career, any dealings with the firm 
etc. 
 

 

 
Note- If the officer had no dealing with the firm, company, etc., in which employment is 
offered, it may also be indicated whether the officer had dealings with any other firm, 
company, etc., under the control of the proposed employer. If so, details may be given at 
(c) below. 
 
 
 
 
 
 
(c) Duration of service of the official 
dealing with the firm 

 

(d) Name of job/post offered.  
(e) Whether post was advertised, if 
not,[how was offer made.(Attach 
newspaper cutting of the advertisement and 
a copy of the offer of appointment, if any).] 

 

(f) Description of the duties of the job/post.  
(g) Does it involve liaison/contract work 
with Government Departments. 

 

(h) Remuneration offered for the post/job  



(i) if proposing to set up a practice, 
indicate- 

(a) professional qualifications in the 
field of practice; 

(b) nature of proposed practice, 
 
 
8. Any information, which the applicant desires to furnish in support of his request. 
 

9. Declaration 
 
I hereby declare that- 
(i) the employment which I  propose to take up will not bring me into conflict with the 
Government: 
 
(ii) may commercial duties shall not be such that my previous official position or 
knowledge or experience under Government could be used so as to give my proposed 
employer an unfair advantage; 
 
(iii) my commercial duties shall not involve liaison or contract with the Government 
Departments. 
 

Signature of the applicant  
Address……………… 

 
Station: 
Date:         Signature of the Officer 
 
 
 
 
 
 
 
 

FORM 24 
(See note below rule 40] 

 
Form of Verification of approved War Service or Military Service 
 
Certificate of verification of military service of 
No…………………Rank…………..Name…………………Unit 
Re-enrolled in the………………… as…………………….from……………… 
 
The information required for verification of war/military service for the purpose of 
counting towards civil pension and relative orders is given as under: - 



 
1. Date of birth, or the nearest age on 
enrolment if the Army/Navy/Air Force if 
the former is not known. 

 

2.Date of enrolment in the Army/Navy/Air 
Force. 

 

3.Date of discharge  
4. Period of reserve service, if any  
5. Whether the military service was 
pensionable under the military rules, but 
terminated on or before pension was earned 
in respect thereof. 
 

 

6. Whether he was entitled to a service 
gratuity and if so, how much. 

 

7. Whether the gratuity was drawn and is 
refundable to the Defiance Service 
Estimates (if the service is allowed to count 
for Civil pension). 

 

8. If the individual is in receipt of a 
disability pension- 
(a) had he earned an ordinary service 
pension of his qualifying service. 
 Or 
(b)had he only earned a service gratuity in 
lieu of which a service element of disability 
pension has been granted to him. If so, 
what was the amount of service gratuity. 

 

9. Whether he was paid from the Indian 
Revenues throughout. 

 

10. Whether the pensionary contribution 
has been recovered and credited to India 
Revenues for the period of his service out 
of India. 

From                                 to 
 

11. No,-qualifying service, if any From                                     to 
12. Period of satisfactory paid Military 
Service. 

From                                     to 

13. Whether the Military Service was 
superior or inferior. 

From                                     to 

14. Length of War Service From                                     to 
15.Amount of service gratuity paid for the 
period of War Service indicated in the 
preceding item. 

 

16.Amount of War Gratuity paid for the 
period of War Service. 

 

17.Period and nature of leave(other than  



casual leave availed of during Military 
Service.) 
 
 

(Signature of Record Officer, 
concerned) 

 
Station: 
Dated: 
        Countersigned 
        
       Controller of Defiance Accounts 

                                                                    PAO(OR) 
 

Station: 
Dated: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
FORM 25 

[See rule 85(2)] 
 
Form of application for Wound or Injury Pension 
 
1. Name of the applicant and full Office 
address 

 

2. Father’s name  
3. Full residential address (showing village, 
post office, District and State). 

 



4. Present or last employment including 
full particulars and address of the 
Establishment 

 

5. Date of entry into service  
6. Full particulars of service and length of 
service, including interruption (both 
qualifying and non-qualifying). 

 

7.Percentage of disability sustained due  to 
injury/disease (as certified by the  Medical 
Authorities) and circumstances which 
resulted in that disability. 

 

8. Pay at the time of injury sustained, 
disease contracted (as certified by the 
Medical Authorities). 

 

9. Pension claimed  
10.Date of injury/disease (as certified by 
the Medical Authorities). 

 

11.Place of payment  
12.Other relevant information, if any.  
13. Date of applicant’s birth by Christian 
era (See Note 2). 

 

14.Height  
15.Indentification Marks  
16.Thumb and finger impressions  
 
 
 
 
 
 
 
 
 
 
Thumb…………………………….Fore-finger……………………….Middle 
finger……………………..Ring-finger………………..Little-finger…………….. 
 
Place:       Date: 
 
Date on which the applicant applied for 
Pension:      Signature of the applicant 
 
                        

                  Signature of the Head of Office. 
 



Note1.- Thumb and finger impressions and particulars of height and personal marks are 
not required to be given by such ladies, Gazetted Officers, Government title holders and 
other persons as are specifically exempted, by the Government by special orders in that 
behalf. 
 
Note2. If not know exactly, please state on the best information or estimate and according 
to the best of your knowledge and belief. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
FORM 26 

(See rule 86) 
 
Form of certificate from Medical Boards in connection with wound or Injury Pension 
 
(To be used in all cases of wounds or injuries, whether received in action or not) 
 
PROCEEDINGS OF A MEDICAL BOARD assembled by order 
of……………………………………………………………………………………………
………………………………………………………………………………………………
for the purpose of examining and reporting on the present state of the wound or injury 
sustained by…………………………………………………………………at (place of 



injury)……………………………………………………………….on the (date of injury 
etc.)…………………………………………………………………………………………
………………………………………………………………………………………………
…(a) State briefly the circumstances under which the wound or injury was sustained. 
………………………………………………………………………………………………
………………………………………………………………………………………………
………………………………………………………………………………………………
….(b) What is the Government servant’s present condition? 
………………………………………………………………………………………………
………………………………………………………………………………………………
………………………………………………………………………………………………
..© Is the Government servant’s present condition wholly due to the wound or injury?If 
not, state to what other causes it is 
attributable…………………………………………………………………………………
…………………………………………………………………………………………… 
            
        
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The opinion of the Board upon the questions below is as follows:- 

Replies 
As to 
first 
wound 
or injury 

As to second 
would or 
injury(if any) 

As to third 
wound or 
injury(if any) 

A-Received in action 
1. Has the Government servant lost an eye 
or a limb: or has he permanently lost the 
use of an eye or a limb; or is the injury 
equivalent to the loss of a limb, and 
permanent, or likely to be permanent? 

 

2.If the case does not come under the  



category1- 
(a) Was the injury, in the first instance, 
very severe in character? 
 
(b) Are its effects still very severe? 
3.If the case is classified under category 2, 
are the effects of the injury permanent, or 
likely to be permanent? 

 

4.Injuries that do not come under the above 
categories should be classified here, 
making use of the following terms:- 
 
Severe or slight and permanent or not 
permanent, as the case may be 

 

B-Sustained otherwise than in action 
1. (a) Has the Government servant lost an 
eye or a limb or the use of a limb; or (b) is 
the injury equivalent to the loss  of a limb; 
(c) is it permanent of likely to be 
permanent? 

 

2. If the injury does not come under 
category 1 (a), is it of a very serious nature 
in its present effects, and (b) is it 
permanent or likely to be permanent? 

 

3. If the injury does not come under 
category 1 or 2, is it severe and permanent 
in character? 

 

4. If the injury does not come under 
category 1, 2 or 3 it should be classified 
here, making use of one of the following 
terms:-Severe, but not permanent; or, slight 
and permanent, or not permanent, as the 
case may be. 

 

Signatures…………………………. 
………………………………….. 

 
 

Station………………………. 
    Date……………………… 

 
 
Remarks- Here the classification above may be amplified, if necessary, or details of 
additional injuries to the main injury may be given. 
 
Instructions to be observed by the Medical Board preparing the Report 
 



1. Wounds or injuries received in action will be classified by the Board under “A”, those 
not in action will be dealt with under “B” 
 
2.If the injuries be more than one, they should be numbered and described separately; and 
should it be considered that, though only “severe” or “slight” in themselves, they 
represent together the equivalent of a singly “very severe” or “very serious” injury such 
an opinion may be expressed in the column provided for that purpose.. 
 
3. The Board will not express any opinion, either to the Government servant examined, or 
in their report, as to whether he is entitled to compensation, or as to the amount, of it, nor 
will it inform the Government servant how the wound or injury has been classified. 
 
4. The Board before recording their opinion should invariable consult the proceedings of 
previous Medical Boards, if any, as also all previous medical documents connected with 
Government servant  brought before them for examination. 
 
5. In answering the questions in the prescribed form the Board will confine itself 
exclusively to the medical aspect of the case and will carefully discriminate between the 
Government servant’s unsupported statements and the documentary evidence available. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
FORM 27 

[(See rule 1 (2) in Appendix IV)] 
 
Form of application for Extraordinary Family Pension 
 
Application for Extraordinary Pension for the family of late 
Shri/Shrimati………………………………killed, or died, of 
Injury/Disease/Injuries/Diseases claimed as being attributable to Government service. 
 
I.Information regarding the claimant 
1. Full name and address, residence  



(showing village, Post Office, District, 
State) 
2. Age and date of birth  
3. Height  
4. Identification marks   
5. Present occupation and pecuniary 
circumstances. 

 

6. Relationship with the deceased.  
 
II. Information regarding the deceased 
 
7. Full name, Father’s name, residence 
(indicating village, Post Office, District, 
State) 

 

8. Particulars of post and service with full 
name and address of the Establishment. 

 

9. Full particulars of service, length of 
service, etc. 

 

10.Pay at the time of death  
11. Date of birth  
12. Age at the time of death  
13.Natureof 
Injury/Disease/Injuries/Diseases 
causing death (as per the Certificate of the 
Medical Authorities) and the circumstances 
in which the same resulted. 

 

 
 
 
 
 
 
 
III. Other Information 
 
14. Amount of pension etc. claimed  
15.Place of payment  
16.Date from which benefit(s) claimed.  
 
17.Other relevant information, if any. 

 

 
IV Names and age of surviving kindred of the deceased 
 
Relation Name Date of birth by Christian 

era 
Sons   



Widows   
Daughters   
Father   
Mother   
 
Place: 
 
Date: 
 

Signature of the claimant 
 

Signature of Head of Office 
 
 

Place: 
 
Date:        Seal: 
 
Note1. Please strike out the word or words not applicable. 
 
Note 2. If the deceased has left no son, widow, daughter, father or mother surviving him, 
the work “none” or “dead” should be entered opposite to such relative. 
 
 
 
 
 
 
 
 
 
 
 
 
FORM 28 

[See rule 112 (4)] 
 
Form of Indemnity Bond to be executed by the person claiming the amount of Death gratuity on behalf of 
deceased Government Servant who claims to be a guardian of the minor legal heir (s) 
 
KNOW ALL MEN BY THESE PRESENTS THAT 
I……………………………………………………………………(Name of claimant as 
guardian on behalf of minor legal heirs) resident of …………………………..and 
I/We…………………………….surety/sureties (on behalf of the claimant) are held and 
firmly bound to the Governor of  Maharashtra in the sum of Rs……………………to be 
paid to the said Governor or his successors or assigns FOR WHICH payment to be well 
and truly made, each of as severally bind(s) himself and his heirs, executors, 



administrators and assigns and every two and all of us jointly bind ourselves and our 
heirs, executors, administrators and assigns firmly by these presents. 
Signed this    day of   19 
WHEREAS, Shri……………………………….was at the time of his death in the 
employment of/in receipt of pension from Government of Maharashtra(hereinafter 
referred to as “the Government”) 
 
AND WHEREAS, the said………………………..died 
on……………………..the……………………… day of …………………..19………and 
thereupon a sum of Rupees…………………became payable to the heirs of the deceased 
as death gratuity in respect of the service rendered by the deceased to the Government; 
 
AND WHEREAS, at the time of his death the deceased left behind 
him…………………….. as one/some of his legal heir/s who is /are / minor/s (hereinafter 
referred to as “ the said minor legal heirs”); 
 
AND WHEREAS, Shri…………………………………………..(hereinafter referred to 
as “the  claimant”) being a guardian the said Rs……………………..the out of the said 
total sum of Rs…………………….. the said sum of Rs…………………… as such 
guardian of the minor legal leirs but has not obtained a guardianship certificate to the 
property and effects of the said minor legal heirs of the deceased; 
 
AND WHEREAS, the claimant has satisfied the……………………..(Officer concerned) 
that he/she is entitled to the aforesaid sum and that it would cause undue delay and 
hardship if the Claimant were required to produce guardianship certificate to the property 
and effect of the said; 
 
AND WHEREAS, Government desires to pay the said sum to the claimant on behalf of 
minor legal heirs/s of the deceased but under Government rules and orders it is necessary 
that the claimant should first execute a bond with one surety/two sureties to indemnify 
Government against all claims to the amount so due as aforesaid to the said minor legal 
heirs/s of the deceased before the said sum can be paid to the claimant; 
NOW THE CONDITION of this bond is such that if after payment has been made to the 
claimant the claimant or the surety/sureties shall jointly and severally in the event of the 
claim being made by any other person against Government with respect to the said of 
Rupees………………………refund to the Government the said sum of 
Rs……………..and shall also indemnify and save Government harmless from all liability 
in respect of the aforesaid sum and interest and all costs and charges incurred in 
consequence of any claim thereto THEN the above written bond or obligation shall be 
void but otherwise the same shall remain in full force and virtue. 
 
IN WITNESS to the above written bond and the condition therefore, 
I/We…………………….and……………………………hereunto set our respective 
hands this……………………….day of …………………………….19 
Signed and delivered by the claimant above names Shri………………………………..in 
presence of  



1…………………………………….. 
2…………………………………….. 
Signed and delivered by the Surety/Sureties abovenamed 
Shri…………………………………………………………………………….in presence 
of1……………………………………… 
2………………………………………. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
FORM No. 29 

[See rule 116(9)] 
 
Form of Indemnity Bond to executed by the person claiming the amount of Family 
Pension on behalf of minor 
 
THIS DED made this………………day of ……………………..19 …………….. 
between*…………………………………………………………………and 
De facto guardian of ……………………………………………………….. 
      (Name of minor) 
son/daughter of ………………………………………………………..a minor under the 
age of 18 years under the……………………………………………….Law of 
Guardianship by which he is governed hereinafter referred to as “ the Bounden” (which 
expression shall unless excluded by or it be repugnant to the context or meaning thereof 



be deemed to include his/her heirs, executors and administrators_ of the one part and the 
Governor of Maharashtra hereinafter referred to as the “Government” (which expression 
shall unless excluded by or it be repugnant to the context or meaning thereof be deemed 
to include his successors and assigns) of the other part. 
 
WHEREAS………………………………………………………………….. 
       (Name of deceased) 
-----------------------------------------------------------------------------------------was at the time 
of his/her death in the employment of Government in the 
………………………………Department. Government of Maharashtra, 
as………………………………………………………………………… 
(Designation held by the deceased at the time of his/her death) 
 
AND WHEREAS, the said 
……………………………………………………..(hereinafter referred to as “the 
deceased”) died testate/intestate  at…………………………on 
the……………………………day of …………………..19……………….leaving 
him/her surviving**………………………………and the said………………..a minor 
under the age of 18 years(hereinafter referred to as “minor”) as his/her only heirs 
according to++………………………………………..law by which he/she was governed; 
 
* Here insert name of defacto guardian of the minor children and his/her relationship with 
the minor. 
+Here mention the personal law by which minor is governed. 
 
** Give names of major children of the deceased. 
Name of minor child 
++ Name of religion of deceased. 
 
 
 
 
AND WHEREAS, the Bounden is the ………………………..of the deceased and a de 
facto guardian of the minor under the …………………………**………………Law of 
Guardianship by which the minor is governed and has voluntarily placed himself/herself 
in charge of the person and property of the minor; 
 
AND WHEREAS, family pension of Rs…………………………p.m. is admissible inder 
the relevant rules to the minor as the minor son/daughter of the deceased for a period 
commencing from…………………..the…………………………day 
of……………………..19……………….to the………………….day 
of………………………….19…………………………..(or till the date of her 
marriage++ whichever is earlier); 
 
AND WHEREAS,on the Bounden, as a de facto Guardian of the minor requesting the 
Government to pay to him/her for and on behalf of the minor the family pension due and 



payable to the minor as aforesaid which the Government agreed to do upon the Bounden 
executing in favour of the Government an indemnity bond in the manner hereinafter 
appearing; 
 
NOW THIS INDENTURE WITNESSETH that in pursuance of the said agreement and in 
consideration of the Government at the request of the Bounden agreeing to pay to the 
Bounden as the de facto guardian of the minor the amount of family pension due and 
payable to the minor as  the minor son/ daughter of the deceased and of the premised the 
Bounden doth hereby agree with the Government that the Bounden will at all times 
hereafter well and sufficiently indemnify and keep indemnified and save harmless the 
Government of from and against the payment made from time to time by the Government 
to the Bounden as de facto guardian of the minor and for and on behalf of the minor of 
the  amount of family pension due and payable to the minor as the minor son/daughter of 
the deceased and also of from and against all actions, proceedings, claims  and demands 
which may be taken or made against the Government in that regard by any other person 
whomsoever for and on behalf of the minor or otherwise howsoever and also of from and 
against all costs, charges, expenses and damages which may be sustained or incurred or 
payable by the Government in respect thereof. AND the Bounden doth hereby agreed and 
declare that without prejudice to any other rights and remedies of the Government the 
amount due and payable hereunder may be recovered from the Bounden as arrears of land 
revenue under the provisions lf law in that behalf for the time being in force. 
 
*Here mention relationship of the de facto guardian with the deceased 
** Here mention personal law by which the minor is governed. 
+This date should be the day on which the minor attains age of 18 and in case of a minor 
of whose person or property or both a guardian is appointed by the Court or of whose 
property superintendence is assumed by a Court of Wards attains age of 21. 
++ This portion is applicable only in case of minor daughter.  
 
 
 
 
IN WITNESS WHEREOF  the Bounden has hereto set hisher hand the day and year first 
hereinabove written. 
 
SIGNED AND DELIVERED by the within named Bounden 
Shri/Shrimati………………………….. in the presence of- 
 
 
 
(1)…………………………………. 
 
(2)…………………………………… 
 
 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
FORM 30 

[See rule 10 (4) (a) (i) and (ii)] 
 

Form of Notice of Premature Retirement of Gazetted Government Servants 
 
No……………………….. 
Government of Maharashtra 
Department/Office………. 
Dated the…………………. 
 

NOTICE 
 



Whereas, under sub-clauses (i) and (ii) of clause (a) of sub-rule (4) of rule 10 of the 
Maharashtra Civil Services (Pension) Rules, 1982, an appropriate authority has the 
absolute right to retire any Gazetted Government servant:- 
 
(i) if he entered Government service under any Government in India, before attaining the 
age of thirty-five years, after he has attained the age of fifty years; 
 
(ii) in any other case, after he has attained the age of fifty-five years, by giving him notice 
of three months in writing, if such authority is of the opinion that it is in the public 
interest so to do: 
 
And whereas, Shri*……………………………………………………………… 
Department/Office………………………………………………….a Gazetted 
Government servant, has now attained the age of +…………………………years; 
 
And whereas, the ……………………………………………..(being the appropriate 
authority) is of the opinion that it is in the public interest to retire the said 
Shri…………………………………………………. 
 
*Here enter the name and designation. 
+Here enter the present ago in completed years. 
 
 
 
 
 
 
 
 
 
 
 
 
 
Now, therefore, in pursuance of *sub-rule (4) clause (a)(i)/sub-rule (4) clause (a) (ii) of 
rule 10 of the Maharashtra Civil Services (Pension) Rules, 1982, the 
………………………………(appropriate authority) hereby gives notice to the said 
Shri…………………………………………that he shall stand retired from Government 
service on the **…………………………………….day of……………………..19 or the 
day immediately following the date of expiry of the period of three months commencing 
from the date of service of this notice on him, whichever is later. 
 
+By order and in the name of the Governor of Maharashtra, 
 
Signature…………………. 
 



Designation………………. 
To 
 
Shri………………………. 
 
……………………………. 
 
*Strike out what is not appropriate. 
**Here enter the date following the date of expiry of three month’s notice period 
reckoned from the date of issue of notice. 
 
+ To be deleted where the “appropriate authority” is other than Government. 
 
Note:- The Notice should be signed by the “appropriate authority” itself where such 
authority is other than Government and not by any authority subordinate to such 
authority. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
FORM 31 

[See rule 10 (4) (b)] 
 

Form of Notice of Premature retirement of non-Gazetted Government Servants 
 

No………………………….. 
Government of Maharashtra, 
Department/Office…………. 

                                 Dated the…………………. 
 
 



NOTICE 
 
Whereas, under sub-clause (b) of sub- rule (4) of rule 10 of the Maharashtra Civil 
Services (Pension) Rules, 1982, an appropriate authority has the absolute right to retire 
any Government servant who holds a post in Class III service of the State. Either 
pensionable or non-pensionable, after he has attained the age of fifty-five years, by giving 
him notice of three months in writing, if such authority is of the opinion that it is in the 
public interest so to do: 
 
And whereas, Shri*……………………………………………….. 
 
Department/Office………………………………………………………..a Government 
servant, who holds a post in class III service of the State has now attained the age of 
+…………………………years; 
 
And whereas, the …………………………………………..(being the appropriate 
authority) is of the opinion that it is in the public interest to retire the said 
Shri………………….. 
 
Now, therefore, in pursuance of clause (b) of sub-rule (4) of rule 10 of the Maharashtra 
Civil Services ( Pension) Rules, 1982, the …………………………..(appropriate 
authority) hereby gives notice to the said Shri……………………………….that he shall 
 
 
[*Here enter the name and designation.] 
[+Here enter the present age in completed years] 
 
 
stand retired from Government service on the*……………………………..day 
of………………………..19 or the day immediately following the date of expiry of the 
period of three months commencing from the date of service of this notice on him, 
whichever is later. 
 

+ By order and in the name of the Government of Maharashtra, 
 

+Signature…………………….. 
 

Designation……………………. 
 
 
 
 
 
 
To,  
 



Shri……………………. 
…………………………. 
 
 
*Here enter the date following the date of expiry of three month’s notice period reckoned 
from the date of issue of notice. 
 
+ To be deleted where the “appropriate authority” is other than Government. 
 
Note-The Notice should be signed by the “appropriate authority” itself where such 
authority is other than Government and not by any authority subordinate to such 
authority.] 
 
 
 
FORM 32 

[See rule 65 (1) (b)] 
 

Form of Notice of Premature retirement of Government Servants 
 

No………………………………. 
         Government of Maharashtra, 

    Department/Office………………. 
           Dated the……………………… 

 
NOTICE 
 
Whereas, under clause (b) of the proviso to sub-rule (1) of rule 65 of the Maharashtra 
Civil Services (Pension) Rules, 1982, an appointing authority has the absolute right to 
retire any Government servant who holds a post, either pensionable or non-pensionable, 
after he has put in qualifying service of thirty years, by giving notice of three months in 
writing to such Government servant, if such authority is of the opinion that it is  in the 
public interest so to do; 
 
Andwhereas, 
Shri*………………………………………….Department/Office…………………………
.a Government servant, who holds a post of ……………………………..under 
Government has completed qualifying service of thirty years; 
 
And whereas, the ……………………………….(being the appointing authority) is of 
the opinion that it is in the public interest to retire the said Shri……………………. 
 
Now, therefore, in pursuance of clause (b) of the proviso to sub-rule (1) of rule 65 of the 
Maharashtra Civil Services (Pension) Rules, 1982, the 
……………………………(appointing authority) hereby gives notice to the said 
Shri……………………………that he shall stand retired from  



 
[*Here enter the name and designation] 
 
Government service on the *…………………………………day of 
……………………………………..19 or the day immediately following the date of 
expiry of the period of three months commencing from the date of service of this notice 
on him, whichever is later. 
 
+By order and in the name of the Governor of Maharashtra. 
 

Signature………………………………. 
 

Designation…………………………… 
 
*Here enter the date following the date of expiry of three months’ notice period reckoned 
from the date of issue of notice. 
 
+ To be deleted where the “appointing authority” is other than Government. 
 
Note- The Notice should be signed by the “appointing authority” itself where such 
authority is other than Government and not by any authority subordinate to such 
authority. 
 
 

By order and in the name of the Governor of Maharashtra, 
 

 
K.PADMANABHAIAH, 

 
Principal Secretary to Government. 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  



 
 
 
 
 
 
 
 
 
 
 
 
 
  

 
 
 

 
 

 
 
 
 
 
 
 


