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C I R C U L A R

Sub: Time frame for conducting Preliminary investigations & departmental  

                 enquiries – instructions – reg.

1.
In regard to the complaints received or cases entrusted to/taken up for preliminary Investigation/enquiry, it is necessary to complete different activities (viz. right from the state of receiving the complaint/taking up the case to the state of it’s disposal) to end up with the case within a set time frame. Such time frame as approved by the competent authority is given hereunder, specifying therein the authority responsible for the status of different events involved, against the set time frame.
	Sl
No
	Status of the event (viz.investigation or departmental enquiry) 
	Time limit set for completing the event
	Authority responsible

	1
	Decision whether the complaint involves Vigilance angle and to be entrusted to Vigilance department for enquiry
	1 week
	CVO/C&MD

	2
	Conducting investigation and submission of report
	4 to 8 weeks
	I/c Officer, Vigilance Department and CVO 

	3
	Issue of charge sheet, if required
	3 weeks
	Disciplinary authority (D.A.)

	4
	Time for submission of defence statement
	2 weeks (or 15 days as specified in C,D&A rules
	Charged Officer(CO)

	5
	Consideration of defence statement
	1 week
	D.A.

	6
	Issue of final order in minor penalty cases (wherever applicable)
	1 week
	D.A.

	7
	Appointment of Inquiry Officer & Presenting Officer in case of major penalty
	1 week
	D.A.

	8
	Conducting departmental inquiry and submission of report by I.O.
	12 weeks
	Inquiry authority

	9
	Sending of a copy of IOs report to charged officer for his representation
	2 weeks
	D.A.

	10
	Consideration of CO’s representation
	2 weeks
	CVO/DA

	11
	Issue of orders on the enquiry report
	2 weeks
	DA


2.
This issued with the approval of the Competent Authority.
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