DISCIPLINARY & VIGILANCE PROCEDURES

INQUIRIES | Chapter 13

'FORMATS TO BE USED |N
DISCIPLINARY PROCEDURES

Under Rule 8 (1) of the APCS (CCA) Rules, 1991, a member of the Service
may be placed under suspension from Service. The competent authority should issue
orders in the formats prescribed in G.0. Ms. No. 411 GA (Ser. C) dept. dt. 28.7.93.

Proforma for extension of period of suspension beyond six months is prescribed
in G.O. Ms. No. 517 GA (Ser.C) Dept dt. 27.7.1977 which is given as annexure-|V.

Proforma for continuance under suspension after review, in intervals of six
months is prescribed in Govt. Memo No. 904;Ser C/a7-1 GAD dt. 29.5.97. which is
given as annexure v.

1) Annexure | to be used where charge sheet has been issued.

. 2) Annexure Il to be used where disciplinary proceedings are contemplated.
ici i f maturely retired,
As part of the efficiency drive he was pre . '
his predeccessor was suspended and the new appointee .

4 B b i Annexure Il to be used where a case has been registered and is under
is goingto be s » SIr.

investigation.

4) Annexure IV to be used to send a report to Gowt. for review on the question of
extention of suspension.

5) Annexure V for Order of continuance of suspensioh.
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As part of the efficiency drive he was-prematurely retired,
his predeccessor was suspended and the new appointee
is going to be sacked, sir.
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FORMATS ' DISCIPLINARY & VIGILANCE PROCEDURES

ANNEXURE - |

Sub:-  Public Services - SrISME e suspension from
service - Orders - Issued.

And whereas the Government of Andhra Pradesh/Under-signed being the
competent authority (Appointing authority/any other compeient authority) consider it
necessary to place SrifSMi.. ... under
suspension pending inguiry into grave charge or charges afore mentioned.

Now, therefore, in exercise of the powers conferred by sub-rule (1) of rule 8 of
Andhra Pradesh Civil Services (CCA) Rules, 1991, the Government of Andhra Pradesh/
Under-signed (appointing authority/any other competent authority) here by place(s) the
SAIA ST/ O ..o ot e e e et ettt e e e e e et Under
suspension from the date of communication of this order and he/she shall continue to
be under suspension in public interest until the conclusion of the disciplinary proceedings/
termination of all proceedings relating to the Criminal charge(s).

It is further ordered that during the period this order remain in force the
headquarters of STYSME..........ocoi {(name and designation
of Government Servant) shall be (name of the place) and the said Sri/fSmt...................
............................ shall not leave the head quarters without obtaining the previous
permission of the undersigned.

Name and Designation of the

Suspending authority.
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' ANNEXURE - |

................. suspension from
Sub:- Public Services - SrifSmt. ...

service - Orders - Issued.

W

ity) consider it
petent authority (Appointing authority/any other competent authority)
com

crbeenenesisnas under
necessary to place Sri/SME........cooi s

tioned. .
spension pending inquiry into grave charge or charges afore men
su

: b-rule (1) of rule 8 of
S i he powers conferred by su
therefore, in exercise of t Pradesh/
Andh ;lt'oa\:;:ash Civil Services (CCA) Rules, 1991, the Government of Andhra
ndhra

Sald SII Sl”l muswawn YRR E T P e P L R R R L R ]
..--....-.-.....----... . e . R L L R L ) Ulldel

' i in in force the
it is further ordered that during the period this order remain in

el Ol l P A T L N R R . e ...................( g
Ileadqua!t S S IISI[It.. .e . v sirrsassermseny Iia!!le a[ld deS] llahO“

()i (;() ell”“eill E;GIVa ll be lla”le O! tllep a e ]Id i!e a!d Sl SlIlt-.-....-.u-------u

..........

permission of the undersigned.

Name and Designation of the

Suspending authority.
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ANNEXURE - Il

Sub:-  Public Services - Sri/Smt

* &

Whereas it has come to the notice of the
under signed who is the competent authori
authority) alleging that

Government of Andhra Pradesh/
ty (Appointing authority/any other competent

And whereas disciplinary proceedings against Sri/Smt
are contemplated,

And whereas the Government of
authority/any of other competent authority
material and having due regard to the circ
necessary to place Sri/fSmt
under suspension.

Andhra Pradesh/under signed (appointing
) after careful consideration of the available
umstances of the case, are satisfied that it is

Now, therefore, in exercise of the
Andhra Pradesh Civil Services
under-signed (appointing auth
SRASOISIL ot under
suspension from the date of communication of this order and he/she shall continue to

be under suspension untii the conclusion of the disciplinary proceedings/termination of
all proceedings relating to the Criminal charge(s).

powers conferred by sub-rule (1) of rule 8 of
(CCA) Rules, 1991, the Government of Andhra Pradesh/
ority/any other competent authrority) hereby place(s) the

It is further ordered that dur
headquarters of Sri/Smt................._ (name and designation

of Government Servant) shall be {(name of the place) and the said Sri/Smt

shall not leave the head quarters without obtaining the previous perm
undersigned.

ing the period this order remains in force, the

ission of the

Signature....................
Name and Designation of the
Suspending authority

Dr. M.C.R.H.R.D. Institute of Andhra Pradesh
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ANNEXURE - i}

i

Sub - Public Services - SrifSmt.........oov oo, suspension
from service - Orders - Issued.

Whereas it has come to the notice of the Government of Andhra Pradesh/
under - signed who is the competent authority (appointing authority or any other
competent authority), alleging that..............ccccooc v iieen.

And whereas a case has been registered by the Anti-Corruption Bureau/Officer
incharge of the Police Station..............ooov e in Crime

And whereas it is considered that his continuance in office will prejudice the
investigation.

And whereas the Government of Andhra Pradesh/under-signed (appointing
authority or any other competent authority) after carefut consideration of the available
material and having due regard to the circumsatances of the case are satisfied that the
criminal charge under investigation is connected witi: his official position as a Government
servant and involved moral turpitude and therefore consider it necessary to place Srif
S under suspension.

Now, therefore, in exercise of the powers conferred by sub-rule (1) of rule 8 of
Andhra Pradesh Civil Services (CCA) Rules, 1991, the Government of Andhra Pradesh/
under-signed (appointing authority/another competent authority) hereby place(s) the
SAIA SFOME. .. under suspension from
the date of comminication of his order and he/she shall continue to be under suspension
until the conclusion of the disciplinary proceedings/termination of all proceedings relating
to the Criminal charge(s).

It is further ordered that during the period this order remains in force, the
headquarters of SrifSmit............cccoecvvvv v (name and designation of Government
Servant) shall be (name of the place) and the said Sri/Smt........ccoocoov v shall
not leave the headquarters without obtaining the previous permission of the undersigned.

Signature...........ooocooii
Name and Designation of the
Suspending authority

Dr. M.C.R.H.R.D. Institute of Andhra Pradesh




FORMATS DISCIPLINARY & VIGILANCE PROCEDURES

ANNEXURE - IlI

Sub - Public Services - Sti/Smt. ..o, suspension
from service - Orders - Issued.

* ok k

Whereas it has come to the notice of the Government of Andhra Pradesh/
under - signed who is the competent authority (appointing authority or any other
competent authority), allegingthat................ccccomvveevii,

And whereas a case has been registered by the Anti-Corruption Bureauw/Qfficer
incharge of the Police Station............c..ooiiiii e in Crime

And whereas it is considered that his continuance in office will prejudice the
investigation.

And whereas the Government of Andhra Pradesh/under-signed (appointing
authority or any other competent authority) after careful consideration of the available
material and having due regard to the circumsatances of the case are satisfied that the
criminal charge under investigation is connected witi+ his official position as a Government
servant and involved moral turpitude and therefore consider it necessary to place Sri/
SIME . under suspension.

Now, therefore, in exercise of the powers conferred by sub-rule (1) of rule 8 of
Andhra Pradesh Civil Services (CCA) Rules, 1991, the Government of Andhra Pradesh/
under-signed (appointing authority/another competent authority) hereby place(s) the
S Sri/SME..ee e SR under suspension from
the date of comminication of his order and he/she shall continue to be under suspension
until the conclusion of the disciplinary proceedings/termination of all proceedings relating
to the Criminal charge(s).

It is further ordered that during the period this order remains in force, the
headquarters of SrifSmt........cccooviiiiieies e, (name and designation of Government
Servant) shall be (name of the place) and the s2id Sri/fSmt....c.oooveeeeovvooo shall
not leave the headquarters without obtaining the previous permission of the undersigned.

Signature.........cc.ooee .
Name and Designation of the
Suspending authority
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(Proforma to be sent to Gowvt,

months.)

1.

2.

FORMATS
ANNEXURE - v

4

for extension of period of suspention beyond six

Sl No.

Name and Designation of the Officer under suspensiori
Date of suspension :
Date of appointment of Enquiry Officer

(a) Have charges been framed, if so, date

(b) Has it been served on the other officer, if so, when date
{c) Has it been served on the other officer, if so, when date

(d) Has the case in support of the charge b
' i : ge been presented :
Enquiry Officer, date p before

(e) Has the Officer under sus i i
pension entered upon hig
oo o] is defence. If

Reasons for asking for extension

Expected date of completion

Whether the official has been paid subsistence allowance

Remarks

ANNEXURE - v

Order of extension of suspension by and 6 months

Sub:-  Public Services - Sri/fSmt

Orders - Issued.

Dr. M.C.R.H.RD. Institute of Andhra Pradesh
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FORMATS ) DISCIPLINARY & VIGILANCE PROCEDURES

"The Government have reviewed the case of Sri.......................__ who
is under suspension pending enquiry and they have decided that he shall continue
under suspension. The next review will be taken up at the end of six months from the
date of this order."

Name and Designation of the

Suspending authority

Under the provisions of Andhra Pradesh Civil Services (Classification, control
and Appeal) Rules, 1991, the competent autharity should issue orders in disciplinary
cases after due consideration, in the relevant proforma issued wide G.0. Ms. No. 82 dt.
1.3.98 of GA (Ser.C) Dept.

1. Under F.R. 53 (2) the suspended official shall submit to the competent authority,
a certificate that he/she is not engaged in any other employment, business,
profession or vocation. The format of certificate to be submitted shall be in the
fermat as shown in Form-I.

2. The competent authority shall frame the Articles of charges in a disciplinary
case in the format as show in Form-IL.

3. The competent authority shall issue en order of revocation of a suspension
order in the format'as shown in Form-1ii.

4. The competent authority shall issue orders for appointing Inquiry Authority in a
disciplinary case in the format as shown in form-1V.

5. The competent authority shall issue orders for appointment of a presenting
officer under Rule 20 (5) (c) in the format as shown in Form-V.

6. The competent authority shall frame the Memorandum of charges for imposing
Minor Penalty in the format as shown in Form-VI. \

7 The competent 'authority shall initiate Minor penality proceedings in the format
as shown in Form-VI.

8. The competent authority shall initiate disciplinary action in common proceedings
in the format as shown in Form-Vill.

P22 Dr. M.C.R.H.R.D. Institute of Andhra Pradesh
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FORMATS

i ho
i OF ST, w
"The Government have reviewed the case . vho
is under suspension pending enquiry and they have decided that' he shtT:l c;fonnt::ge
under suspension. The next review will be taken up at the end of six months
date of this order.”

Name and Designation of the

Suspending authority

Under the provisions of Andhra Pradesh Civil Services (Classifigatic?n, .ccl)_ntrol
and Appeal) Rules, 1991, the competent authority should ISSLEE? orders :;I d;chnp 8122?1
cases after due consideration, in the relevant proforma issued wide G.O. Ms. No. )
1.3.98 of GA (Ser.C) Dept.

1 Under F.R. 53 (2) the suspended official shall submit to the compete;'at :utﬁ:;:;s/,
- rtificat i d in any other employment, busi .
rtificate that he/she is not engage ) | !
srg?ession or vocation. The format of certificate to be submitted shall be in the
format as shown in Form-l.

2 The competent authority shall frame the Articles of charges in a disciplinary
' case in the format as show in Form-Il.

3 The competent authority shall issue an order of revocation of a suspension
‘ order in the format'as shown in Form-lIi.

4 The competent authority shall issue orders for appointing Inquiry Authority in a
| disciplinary case in the format as shown in form-IV.

5 The competent authority shall issue orders for apgointment of a presenting
- officer under Rule 20 (5) (c) in the format as shown in Form-V.

6 The competent authority shall frame the Memorandum of charges for imposing
- Minor Penalty in the format as shown in Form-VI.

. . . ¢
7 The competent authority shall initiate Minor penalty proceedings in the forma
as shown in Form-VIi.

8 The competent authority shall initiate disciplinary action in common proceedings
‘ in the format as shown in Form-VIil.

P[22 | Dr. M.C.R.H.R.D. Institute of Andhra Pradesh
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FORM - |
STANDARD FORM OF CERTIFICATE TO BE
FURNISHED BY THE SUSPENDED OFFICAL UNDER FR. 53 (2)

................................ (Name of Government Servant) having
been placed under suspensionby order No.................. Date

while holding the POSEO. e do hereby certify that | have
not been employed in any business.

Name of Government Servant -

Address :
FROM - i
STANDARD FORM FOR INITIATION OF MAJOR PENALTY PROCEEDINGS
PUBLIC SERVICES - SPheicce
(Name and designation).............ccooo
Department - Departmental proceedings under Rule-20 of the Andhra Pradesh
Civil Services (Classification, Control and Appeal) Rules, 1991, Articles of charges -
issued.
G.0. Rt. No. Date :
Memo
ORDER :

and designation)

accordance with the procedure laid down in Rule 20
(Classification, Control and Appeal) Rules, 1991

2.

Dr. M.C.RHRD. Institute of Andhra Pradesh

It is proposed to hold an enquiry against Sri

................................ Department in
of the Andhra Pradesh Civil Services

, the articles of charges are




FORMATS ) DISCIPLINARY & VIGILANCE PROCEDURES

3. ST (Name and designation) is directed to submit
within 10 days of the receipt of this order, a written statement of hisfher defence.

4. STt SSUSU (name and designation) is informed that an
inquiry will be heid only in respect of those articles of charges as are not admitted.
He/she should, therefore, specifically admit or deny each article of charge.

5. ] 3 SRR (name and designation) is further informed that if
he/she does not submit his/her written statement of defence on or before the
date specified in para 3 above further action will be processed based on the
material available, | |

8. Attention of Sri.............coovooiiiioo is invited to Rule 24
of the Andhra Prdesh Civil Services (conduct) Rules, 1964 (under) which no
Government servant shali bring or attempt to bring any political or outside
influence to bear upoh any superior authority to further his interest in respect of
matters pertaining to his service under Government. If any representation is
received on his behalf from another person in respect of any. matter dealt with
in these proceedings.

It will be presumed that Sri......... e s is aWéfe of such a
répresentation and that it has been made at his instance and action will be taken against
him for violation of rule 24 of the Andhra Pradesh Civil Service (Conduct) Rules, 1964.

The receipt of the Memorandum may be acknowledged.

(IN THE NAME OF THE DISCIPLINARY AUTHORITY)
To

ANNEXURE - |

Statement of articles of charge framed against Sri....................._
................................................ (name and designation).

n Article-l: Thatthe said Sri........... e (Name and
Designation) while functioningas.......................... during the period..............

~ BASIS OF THE CHARGE :

124 , . Dr. M.C.RH.R.D. Institute of Andhra Pradesh -




FORMATS DISCIPLINARY & VIGILANCE PROCEDURES

3. o T U URUUPPURR ORI USSR (Name and designation) is directed to submit
R within 10 days of the receipt of this order, a written statement of his/her defence.

4. o 1 T USRS USROS (name and designation) is informed that an
inquiry will be held only in respect of those articles of charges as are not admitted.
He/she should, therefore, specifically admit or deny each article of charge.

5. ] TSR (name and designation) is further informed that if
hel/she does not submit his/her written statement of defence on or before the
date specified in para 3 above further action will be processed based on the
material available. '

6. AHENON OF ST is invited to Rule 24
of the Andhra Prdesh Civil Services (conduct) Rules, 1964 (under) which no
Government servant shall bring or attempt to bring any political or outside
influence to bear upoh any superior authority to further his interest in respect of
matters pertaining to his service under Government. If any representation is
received on his behalf from another person in respect of any matter dealt with
in these proceedings.

It will be presumed that Sri......... et ttreteeeeeaee——arereeaeeaannan is aWéfe of sucha
representation and that it has been made at his instance and action will be taken against
him for violation of rule 24 of the Andhra Pradesh Civil Service (Conduct) Rules, 1964.

The receipt of the Memorandum may be acknowledged.

(IN THE NAME OF THE DISCIPLINARY AUTHORITY)

To

ANNEXURE - |

Statement of articles of charge framed against Sri.........cccoovviiviiiiiriiinnee
................................................ (name and designation).

B Article-l: Thatthe said Sri.................. e e e e e —————ar———————— (Name and
Designation)} while functioningas.........cccoooooeivice, during the period..............

BASIS OF THE CHARGE .

124 . : Dr. M.C.R.i1.R.D. Institute of Andhra Pradesh
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FORMATS
Article-ll: That durin

g the aforesaid peri o it o
office, the said St periad and while functioning in the aforesaid

................................................. s {Name and Designation)

ANNEXURE-I

List of documents by which the articles of charge framed a

. gainst Sri
(Name and Designation) are proposed to

be sustained.

ANNEXURE-HI
Li i
o Ist of witnesses by whom the articles of charge framed against
Sty T (Name and Designation) are proposed to ba

FORM-II

Ref:-

Whereas, an order placing Sri

of the Gavernment SOVt Undar e (Name and Designation

uspension was made/was deemed to have been

by clause (c) of subrule (5
w . of rule-
Andhra Pradesh Civil Services (Classificaiion, control and Ap(p;al) Rufee: ?ggile

hereby revoke the said order of suspention with immediate effect

(In the name of competent authoritleiscipffnary Authority)

Dr. MC.RH.R.D. Institute of Andhra Pradesh
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Control and Appeal) Rules, 1991 is being held against, Sri

(Name and Designation of lending Authority making orders of suspension)

(Name and Designation of the authority making the order of suspension)

FORM IV

STANDARD FORM OF ORDER RELATING TO
APPOINTMENT OF INQUIRING AUTHORITY

Whereas, an inquiry under Rule 20 of the AP, Civil Services (Classification,

............................................

(name and designation of the Government Servant)

2.

126

And whereas, it is considered that an Inquiring Authority should be appointed
to inquire into the charges framed against the said Sri )

Now, therefore, in exercise of the powers conferred by sub-rule (2) of rule-2 of
rule-20 of the said rule, the disciplinary authority hereby appoints
ST (name and designation of the inquiring Officer) as
the Inquiring Authority to inquire into the charges framed against the said
ST

Signature
Designation of the Competent
Authority.

Dr. M.C.R.H.R.D. Institute of Andhra Pradesh
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DISCIPLINARY & VIGILANCE PROCEDURES

(Name and Designation of the authority making the order of suspension)

FORM IV

' TO
STANDARD FORM OF ORDER RELATING
APPOINTMENT OF INQUIRING AUTHORITY

Sub :-

Whereas, an inquiry under Rule 20 of the A.P. Civil Services (Classification,

Control and Appeal) Rules, 1991 is being held against , SFi.......c.ocv
(name and designation of the Government Servant)

2.

126

And whereas, it is considered that an Inquiring Authority should be appointed
to inguire into the charges framed against the said Sri......ccoi

Now. therefore, in exercise of the powers conferred by sub-rule (2) of ru!e-‘2 of
rule,-?_O of the said rule, the disciplinary authority here_a-by appomts
111 TOUPTUTTUT PR OTUI O PPp P (name and designation of the Inquiring Officer) gs
the:ul.i;c.;.uiring Authority to inquire into the charges framed against the said

Signature
Designation of the Competent
Authority.

o

DISCIPLINARY & VIGILANGE PROCEDURES

FORMATS

FORM -V

STANDARD FORM OF THE ORDER RELATING TO THE

APPOINTMENT OF PRESENTING OFFICER

Whereas, an inquiry under Rule-20 of the Andhra Pradesh Civil Service

(Classification, Control and Appeal) Rules, 1991 is being held against

Sri

...................................... (name and designation of the Charged Officer).

2. And whereas, it is considered that a Presenting Officer should be appointed to
present on behalf of the disciplinary authority the case in support of the articles
of charge.

3. Now, therefore, the disciplinary authority in exercise of the powers conferred
by sub-rule (5) of rule 20 of the said rules, hereby appoints
S (name and designation of Presenting Officer) as
the Presenting Officer.

(In the nature of Disciplinary Authority)

Copy to

1. The Presenting Officer

2. The Charged Officer

3. The Inquiry Officer.
FORM-VI
- STANDARD FORM OF MEMORANDUM OF CHARGE
FOR MINOR PENALTIES
Memo No............ccooiin . Dater.........coco
Sub:-
Dr. M.C.R.H.R.D. Institute of Andhra Pradesh 127




FORMATS ’ DISCIPLINARY & VIGILANGCE PROCEDURES

1 O (Designation)......................__ (Office in
which working............ L E is hereby informed that it is proposed o take action
against him/her under Rule-22 of the Andhra Pradesh Civil Services (Classification,
Control and appeal) Rules, 1991. A Statement of the imputation of mis-conduct or
misbehaviour on which action is probosed to be taken is enclosed.

2. SAM/SME...eeecoeo is hereby given an opportunity
to make such representation as he/she may wish to make against the proposed.

3. If ShrifSmt................ fails to submit his/her representation within
ten days of the receipt of this Memorandum, it will be presumed that he/she
has no representation to take and order will be liable to be passed against Sri/

SMEeeii e ex-parte.
4, The receipt of this Memorandum should be acknowledge by Shri/
SMbeiieeeeee

To

ShrifSmt...................... s esirraeeenteresnanreaas

FORM-VII

STANDARD FORM FOR INITIATION OF MINOR PENALTY
PROCEEDINGS

(In cases where disc'iplinary authority decides to hold the enquiry)

MemoNo.................. Dated:................._
Sub:
In continuation of MemorandumNo................. Dt. issued under Rule-22

of the Andhra Pradesh Civil Services (Classification, Contro} and Appeal) Rules, 1991,
it is considered necessary to hold an enquiry against Shri....................______
under Rule-22 of the A.P. Civii Service (Classification, controi and Appeal) Rules, 1991.

128 V Dr. M.C.R.H.R.D. Institute of Andhra Pradesh
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S o USSP RURUUURR (Designation)......:..: ........................ (Ofﬁce- in
which working........ccccccvvveveeiieinnann, is hereby informed thatllt-|s proposed to tak.ej act:Fton
against him/her under Rule-22 of the Andhra Pradesh lenl ngces ((.?tassnf:;:a zon,
Control and appeal) Rules, 1991. A Statement of the. imputation of mis-conduct or
misbehaviour on which action is proposed to be taken is enclosed.

SN is hereby given an opportunity
2. ShrifSmt...cooee e : ‘
to make such representation as he/she may wish to make against the proposed.

3 IFShrifSmt.....c.ocooiiiiii . fails to submit his/her representation within
. ten days of the receipt of this Memorandum, it will be presumed that.helshg
has no representation to take and order will be liable to be passed against Sri/

SMbciii ex-parte
4 The receipt of this Memorandum should be acknowledge by Shri/
SME e

To
Shri/fSmt.....ccooevvveene. e ———
FORM-VII

STANDARD FORM FOR INITIATION OF MINOR PENALTY
| PROCEEDINGS

(In cases where disciplinary authority decides to hold the enquiry)

Dated:...coovvneeee .
Memo NO....oeve .

Sub:-

In continuation of Memorandum NoO...........cccovveveiiinn... Dt. issued under Rule-22

of the Andhra Pradesh Civil Services (Classification, Control and Appeal) Rules, 1991,

i i INSESH.eeeee e
it is considered necessary to hold an enquiry agaar?s
under Rule-22 of the A.P. Civil Service (Classification, control and Appeal) Rules, 1991.

128 Dr. M.C.R.H.R.D. Institute of Andhra Pradesh
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The substance of the imputation of mis-conduct or mis-behaviour in respect of which
the inquiry is Proposed to be held is set out in the enclosed statement of article of
charge and the imputation of mis-conduct or mis-behaviour in support of each article of
charge is enclosed (Annexure-1). A list of documents by which and a list of witnesses by

whom the articles of charge are proposed to be sustained are also enclosed (Annexure-
IFand i),

2. SHri. e is directed to submit within ten days of the receipt
of this Memorandum a written statement of his defence.

3. He is informed that an inquiry will be held only in respect of those articles of
charge as are not admitted, He should, therefore, specifically admit or deny
each article of charge.

4, Shricoec is further informed! that if he does not submit his
written statement of defence on or before the date specified in para-2 above, or
othewise fails or refuses to comply with the provisions or Rules-20 and 22 of
the Andhra Pradesh Civil Services (Classification, Control and Appeal) Rules,
1991 or the orders/directions issued in pursuance of the said rules the inquiring
Authority may hold the inquiry against him ex-partie.

5. Attention of Shri.................... is invited to Rules-24 of the Andhra
Pradesh Civil Services (Conduct) rules, 1964 under which no Government
Servant shall bring or attempt to bring any political or outside influence to bear
upon any superior authority to further his interests in respect of matters pertaining
to his service under Government, If any representation is received on his behalf
from another person in respect of any matter delat with in these proceedings, it
will be presumedthatSri.......... . is aware of such a representation
and that it has been made at his instance and action will be taken against him

for violation of Rule-24 of the Andhra Pradesh Civil Service (Conduct) Rules,
1964.

6. The receipt of this Memorandum may be acknowledged.

(In the Name of Disciplinary Authority)

Enclosures : Annexures I, lland IH

Dr. M.C.RHR.D. lnstitute_of Andhra Pradesh _— 129
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FORM - viii

STANDARD FORM OF ORDER FOR TAKING DISCIPLINARY
ACTION IN COMMON PROCEEDINGS

Whereas, the Government Servants sepcified below are jointly concerned in a
disciplinary case:;

Now, therefore, in exercise of the powers conferred by Rules (1) and (2) of
Rule 24 of Andhra Pradesh Civil Services (Classification, Control and appeal) Rules,
1991, the Disciplinary authority hereby directs.

() thatdisciplinary action against all the said Government Servants shall be
taken in a common proceedings.

(i) that........oo. (name and designation of the authority) shall
function as the Disciplinary Authority for the purpose of the common
proceedings and shall be competent to impose the following penalties,
namely :-

(Here spécify the penalties)

(i)  that the procedure prescribed in Rules 1-20, 20 of the C.C.A. Rules, 1991
shall be followed in the said proceedings.

(In the Name of the disciplinary Authority)

Copy to

S (Name & Designatior)
STl e (Name & Designation)
S U (Name & Designation)
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