1.1.

CHAPTER -1

CONSTITUTION
Offices of the Principal Accountant General, Audit-I,

Andhra Pradesh and Accountant General, Audit-II, Andhra Pradesh
are under the overall charge of the respective Accountants General.

1.2.

FUNCTIONAL DISTRIBUTION
The Office of the Prl. Accountant General, Audit-I, Andhra

Pradesh deals with Departmental Audit, OAD/Civil Inspection
including audit under Sections 14, 15, 19 and 20 of CAG (DPC)
Act 1971, Efficiency cum Performance Audit and Audit reports
(Civil, Works and Forest Audit and Audit of Projects).

1.3.
below.

FUNCTIONAL GROUPS

The functional groups in each of the offices are given

Office of the Prl. Accountant General, Audit-I, Andhra

Pradesh.

1. Report Under the direct charge

of Prl.A.G (Audit-I)

2. Internal Test Audit

3. ECPA, Civil & Works.

4. Inspection Civil (Headquarters sections and civil

inspection parties) and (Concurrent audit of PAO,

Hyderabad)

5. Works, Forest and Project Audit (including inspection

parties and Concurrent audit of Projects accounts)

6. Departmental Audit.

7. Miscellaneous Sections.
(a) Office Administration, Bills & Establishment
Sections.and Office Establishment consisting of sections
like Records, Central Despatch, Receipt Branch,
Stationery and Forms, Library, Furniture, Central Type
Sections.
(b) Welfare

Office of the Accountant General, Audit-II, Andhra
Pradesh.

1. Commercial audit (including Concurrent Audit of
Electricity Boardand Road Transport Corporation.).
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2. Central Receipt Audit.(including Concurrent Audit of
Central Excise, Hyderabad and Customs, Visakhapatnam).
3. State Receipt Audit (Headquarters sections &
Field parties).

4. Report.
5. Miscellaneous Sections.

(a) Office Administration, Bills and Establishment.

(b) Welfare.

1.4.  The Functional Groups of the Offices of the Accountants
General, Audit-I and Audit-II, Andhra Pradesh are divided into
several compact sections each incharge of an Assistant Audit
Officer/Section Officer. They are under the immediate control of
Senior Audit Officer/Audit Officer/Assistant Accountants General.
Each functional group in the Audit office is under the charge of a
Group Officer (Deputy/Senior Deputy Accountant General) as the
case may be.

1.5. The charges held by Accountant General and Group
Officers are detailed below:

PRINCIPAL ACCOUNTANT GENERAL (AUDIT-I)

Principal Accountant General: Direct supervisory charge of
Report.and Internal Test Audit.

DEPUTY ACCOUNTANT GENERAL (Inspection - CIVIL)

Three Deputy Accountant Generals hold direct supervisory
charge of Inspection Civil Headquarters Sections and Civil
Inspection Parties (expenditure audit of State and Central
Government Offices in the State and Autonomous bodies covered
under sections 14,15, 19 and 20 of CAG (DPC) Act, audit of
Government transactions in nationalised banks.and ECPA-Civil.

DEPUTY ACCOUNTANT GENERAL
(WORKS, PROJECTS & FORESTS)

Direct supervisory charge of Works and Projects audit
sections including inspection parties and Resident Audit Sections
of Nagarjuna Sagar Project, Pochampad Project, Srisailam Project
and Telugu Ganga Project and their field parties.and ECPA-
Works.-II).
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SENIOR DEPUTY ACCOUNTANT GENERAL
(ADMINISTRATION) & (OLIC)

Direct supervisory charge of Administration and
Establishment Section of Audit-I , Hindi Anubhag.and Computer
Cell.

ACCOUNTANT GENERAL (AUDIT-II)
ACCOUNTANT GENERAL

Direct supervisory charge of Internal Test Audit.

DEPUTY ACCOUNTANT GENERAL
(CENTRAL RECEIPT AUDIT)

Direct supervisory charge of Headquarters Sections
including concurrent audit section located in the Commissionerate
of Central Excise, Hyderabad and Customs Collectorate at
Visakhapatnam and field parties of Income Tax , Central Excise
and Customs.

SENIOR DEPUTY ACCOUNTANT GENERAL
(COMMERCIAL)

Inspection-Commercial, Direct Supervisory charge of OAD
Commercial Headquarters Section, Electricity Board, Concurrent
Audit, Road Transport Corporation concurrent audit and field
parties.

DEPUTY ACCOUNTANT GENERAL (SRA)

Direct Supervisory charge of Headquarters sections, State
receipts (Tax and Non-Tax) and audit parties.

(AG I/AP/83-84/618 00 No.10 dated 1-.3-1984 Chapter 2.2.4 of MIR)
WELFARE OFFICER

1.6.  (a) The Welfare Officer in the senior time scale of Group
‘A’ service functioning in the office of the Prl. Accountant General
(Audit-I) Andhra Pradesh is also incharge of the Welfare functions
of the office of Accountant General (Audit-II) Andhra Pradesh.

(b) Duties to be performed by the Welfare Officer.



(I) STAFF WELFARE

(a) Giving personal hearing to individual members of staff
regarding their difficulties and grievances.

(b) Assistance to staff suddenly taken ill or those chronically ill.
Helping in securing admission in places of treatment.

(c) Helping in cases of need in securing admission of children in
schools, colleges and other educational institutions.

(d) Assisting in cases of need, families of persons on protracted
tours.

(II) HOUSE KEEPING

(a) Cleanliness of Office buildings premises and bath rooms
including adequacy of water supply.

(b) Cleanliness of Office canteen and kitchen.

(c) Cleanliness of premises of staff colony if any and security
arrangements therefor.

(d) Neatness of work place including proper maintenance of
furniture removal of unwanted records, elimination of congestion
in sections, adequacy of lighting and ventilation.

(e) Adequacy of drinking water facilities.
(f) Timely provision of hot and cold weather arrangements.

(g) Parking lots for cycles and scooters and ensuring their safety
and protection against sun and rain.

(III) RECREATIONAL, CULTURAL AND
COMMUNITY ACTIVITIES

(a) Encouragement to players for participation in games, etc.,
arrangements for matches and tournaments.

(b) Encouragement to persons possessing talent in music
dramatics, art, literary and other cultural activities and participation
in the arrangements for variety entertainments, dramatic
performances, art exhibitions, Kavi Sammellans, Mushairas,
Debates, and publication of Office magazine, etc.



5
(c) Arrangements for “get together” and picnics,

(d) Liaison with Recreation club, Co-operative stores, credit
Society, House Building Society etc.

--(Authority: Letter No.351-NGE.iii/114.75, dated 23-2-1976 from the
Comptroller and Auditor General of India)

SECRETARY TO THE ACCOUNTANT GENERAL

1.7.  The Secretary to the Accountant General besides
functioning as Personal Assistant to A.G., will also attend to the
following duties:

(1) Checking up details and elucidating points arising from
particular cases as specified by the Accountant General.

(i1) Detailed investigation in particular cases under
Accountant General’s directions.

(ii1)) Working up of detailed data in connection with the
correspondence, which is personally handled by the A.G.

(iv) Assisting the A.G in the examination of the arrear
reports of the different branches.

(v) Review of working of particular sections of the Office.

(vi) Investigation and working out details of important new
proposals initiated by or referred to the A.G and collection of
information from various sections required by the C&A.G etc., at
short notice.

(vi1) To deal with duplicate copies of the sanctions received
by the A.G for his personal scrutiny.

(viil) To bring to A.G’s special notice control returns not
being submitted to him and control returns indicative of bad state
of affairs requiring remedial action.

(ix) In addition to above, he should be employed on
conduct of surprise inspections of sections getting reports on
bottlenecks in works and generally to act on behalf of the A.G as a
multipurpose Officer.

(CAG’s Lr.No.2090-GE.II/19-69, dated 11-8-1969, P.55 File 2-5/69-70 EB.1)
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DUTIES AND RESPONSIBILITIES OF MEMBERS OF THE
OFFICE

1.8.  The duties and responsibilities of any member of the staff
cannot be precisely laid down as they vary from charge to charge.
However, every employee of this Office is required to perform the
duties and discharge the responsibilities demanded by the charge
on which he is posted and arising out of the circumstances in
which he is placed to the satisfaction of his superiors. He is also
required to perform properly such other work and discharge such
other responsibility as may be entrusted to him by his superiors
from time to time. He should also keep in view the provisions of
F.R. 11 and Rule 3 of the C.C.S (Conduct) Rules, 1964 in this
connection.

POWER OF ASSISTANT AUDIT OFFICERS/SECTION
OFFICERS

1.9.  The following powers are vested in the Assistant Audit
Officers/Section Officers in the various Offices of the Indian Audit
and Accounts Department:

(1) Power to grant casual leave to Sr.Auditors, Auditors,
Clerks/Typists and Group ‘D’ working under them upto a
maximum period of 5 days at a time.

(i1) Condonation of late attendance of the staff under them
for a maximum of two days in a month.

(111) Attestation of entries in the Service Books of N.G.O’s
other than those on first page of the Service Book and annual
verification of services which will be attested by Branch Officer.

(iv) Signing of routine acknowledgements and also
reminders under their own designations.

(v) Issue of audit notes and also half margin memos
conveying routine remarks such as calling for certificates and other
wanting documents.

(vi) Scrutiny and acceptance of sanctions issued by
authorities subordinate to Government. eg:, Heads of Departments
etc.

(vii) Filing of all circulars of routine nature.
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(viii) To grant permission to the staff to leave headquarters
upto the period they are empowered to Casual Leave.

(ix) Waiver of objections upto Rs.25/- under the Article
808(1)(b) of MSO (Tech) Vol.L

The above particulars are not exhaustive. In the
restructured set up the duties of Assistant Audit Officers and
Section Officers are furnished in Annexure 2.9.1 of Manual of
instructions for Restructuring of cadres of [A&AD.
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CHAPTER - 11
OFFICE DISCIPLINE
GENERAL

2.1.  Government Servants Conduct Rules: All  members
of the office are expected to be conversant and to comply with the
rules contained in the “Central Civil Services (Conduct) Rules,
1964”.

OFFICE HOURS

2.2. The hours of attendance are from 9.15 AM to 5.45 PM

except on Saturdays and Sundays on which days the office will

remain closed.

Note 1: Group ‘D’ officials should attend office at 8.45 AM on all days and in
special cases their attendance may be required earlier than that hour.

They should initial in the attendance register maintained in the sections
to which they are attached.

Note 2: Concessions of a religious or Sectarian nature, like coming to office late
or leaving office early should not be granted to the officials. No
Government servant should get privilege on the ground of his
Community or religion alone.

(C&AG Letter No.301-NGEI/211-66 Dt.17th February, 1967)

2.3.  Normally the members of the office are allowed thirty
minutes between 1.00 PM and 2.00 PM for having their lunch and
the Assistant Audit Officers and Section Officers of the Section
should ensure that in no case a member in the section avails of the
lunch break exceeding thirty minutes.

2.4. The prescribed working hours in the office should be
adhered to by all and the Officers and members of staff should in
no case over stay the lunch break.

2.5.  Habitual non-observance of scheduled hours for attending
office is highly objectionable and will amount to lack of devotion
to duty, thus attracting Rule 3(1)(ii) of C.C.S (Conduct) Rules,
1964.

--(C.A.G Lr.2073 NGEI/12-73, dated 7th July, 1975 P.21 File 8-12)



9

2.6. Leaving office early is not allowed. In case of a
Government servant who departs from office early before the time
of closing of office, without proper sanction of leave should also be
treated like late attendance and in that case also half a day’s C.L
should be debited to the C.L Account for each such early departure
from office vide para 9.

-- (G.O.1. Cabinet Sectt. OM.No0.28034/10/75-Estt(A), dated 27th August 1975

forwarded in CAG’s Endt. No.3186-MGEI/12-73, dated 12th September, 1975
P.51 File 8-12)

ATTENDANCE

2.7.  The attendance register will be maintained in Form X.Y.
302. Strict punctuality is expected of all members of the office,
who should be in their places and ready to begin their work by 9.15
AM. The attendance register kept in each section should be
signed in the appropriate cage by each member of the staff as and
when he/she arrives.

2.8(a) The Asst. Audit Officer/Section Officer should close the
attendance register promptly at 10 minutes past the prescribed time
(i.e., 9.25 A.M) and submit the register to the Branch Officer after
marking a circle in red ink against the names of those who had not
come by that time.

(b) The late comers should be asked to initial indicating the
time of arrival in the Branch Officers room where the attendance
register would be available after 9.25 A.M.

(c) The Branch Officers should ensure that all the
attendance registers reach them from the respective sections well in
time.

(d) The Group Officers should carry out surprise checks of
one or two sections daily to see that the procedure of closing the
attendance register is being followed scrupulously.

-- (CAG Lr.No.3825, NGEI/12-73, dated 3rd October 1974)
2.9. Half a day’s casual leave should be debited to the C.L
Account of a Government Servant for each late attendance but late

attendance upto an hour on not more than 2 occasions in a month
may be condoned by an authority competent to grant C.L if he is
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satisfied that this is due to unavoidable reasons. In case such a
course does not ensure punctual attendance, suitable disciplinary
action may be taken against the Government Servant in addition to
debiting half a day’s C.L to his C.L Account on each occasion of
such late attendance.

Note 1: In the case of a Government Servant who, having exhausted his C.L
attends office late upto one hour at a time for unavoidable reasons such
late attendance may be condoned on not more than 2 occasions in a
month. If however, he attends office late on subsequent occasions in
the month disciplinary action may be taken against him.

Note 2: The existing instructions provide for deducting half a day’s C.L when a
Government servant comes late without sufficient justification and the
competent authority, while not considering it as a fit case for initiating
disciplinary action is also not prepared to condone the late coming
sometimes it so happens that a Government Servant who comes late
without sufficient justification has no C.L to his credit and it is not
therefore possible to debit half a day’s C.L to his C.L Account. It has
been decided that if any official who has no C.L to his credit, comes
late without sufficient justification and the administrative authority
concerned is not prepared to condone the late coming but does not at
the same time propose to take disciplinary action it may inform the
official concerned that he will be treated as on unauthorised absence for
the day on which he has come late and leave it to the official himself
either to face the consequences of such unauthorised absence or to
apply for earned leave or any other kind of leave due and admissible for
the entire day, the same may be sanctioned by the competent authority.

-- (OM No.28034/3/82 Edt(A) Govt. of India Ministry of Home Affairs Dept. of
Personnel and AR New Delhi through C&AG’s Lr.No.1053-NGEI/77-78, dated
30.03.1982)

2.10. Report of late Attendance: A report of late attendance
should be maintained in the Attendance Register (SY.302-A)
making use of the columns on the right hand side of the register.
At the end of each month the Assistant Audit Officer/Section
Officer should examine the attendance register and have the
number of days on which each member has attended late during the
months entered in the C.L Register as well as in the final columns
provided for the purpose in the Attendance Register. The penalty
for late attendance should be imposed strictly and entered both in
the C.L Register and attendance register.
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Holidays and restricted holidays

2.11(a)In a Calendar Year there will be sixteen closed holidays,
and in addition each employee will be permitted to avail himself of
any two holidays, to be chosen by him from out of the list of
“Restricted Holidays”every year.

-- (G.I, MH.A. 0O.M.No.20/38/60, Pub-I, dated 31st December 1960
communicated in CAG’s Lr.No.150-NGE.I/18-61, dated 24th January 1961 and

G.I, M.H.A. O&M No.20/1-65 Pub-I, dated 1st April, 1965 received in CAG’s
Endt. No.776-NGE-1/48-65 of 9th April, 1965)

(b) Guidelines for the closure of Central Government
Offices inconnection with elections to Parliament/State Assembly
local elections are detailed in Annexure I to the Chapter.

2.12.  Scope of and permission for restricted holidays

A Government servant may avail himself of any two
restricted holidays irrespective of whether those holidays are
observed by his community or not. However, his right to observe
restricted holidays is not, absolute. The restricted holidays are to
be taken only with the permission of superior officers. Such
permission should normally be given except when the presence of
an individual employee or group of employees is absolutely
necessary in the interest of office work.

--(G.LM.F Dept. of Rev. Lr.No.F/20/2/60 Coord. dated 14th March, 1960)

2.13. Restricted Holidays can be prefixed or suffixed to regular
leave or Casual Leave.

--(G.0.I. M.H.A. O.M No.20/37/60, Pub-I, dated 7th October, 1960 P.15 File 3-
13, Vol.Il received in CAG’s Endtt. 1350-Al1/181-60, dated 21st October, 1960)

2.14. According to the instructions of Government of India the
following 13 holidays are to be compulsorily observed in all the
Central Government Offices (outside Delhi).

(1) Republic day (26th January).

(2) Independence Day (15th August).

3) Mahatma Gandhi’s Birth Day (2nd October).
4) Id-Ul-Zuha (Bakrid).

(%) Muharram.
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(6)  Id-Ul-Fitr.
(7) Good Friday (Friday before Easter Sunday).
(8) Christmas Day (25th December).
9) Buddha Purnima.
(10)  Guru Nanak’s Birth Day.
(11)  Mahavir Jayanthi.

The Central Government Employees Welfare Co-ordination
Committee should once for all decide the other 3 holidays to be
observed, taking into account the local importance of the
concerned festivals on which such holidays should be declared.
The five occasions in question should not be changed and they
alone should be observed as closed holidays in addition to the
holidays to be observed on the 13 occasions mentioned above,
irrespective of any of them falling on a Saturday or a Sunday.

2.15. Similarly in respect of Restricted holidays also the Central
Government Employees Welfare Co-ordination Committee should
draw up a list of occasions which should be not more in number
than the number of Restricted Holidays prescribed for the year.
There should be no change in the list in future.

2.16. The closed holidays and Restricted holidays so decided by
the Central Government Employees Welfare Co-ordination
Committee should be followed.

Note: It may happen that the change of date of the holiday has to be notified
at a very short notice. In such a situation, announcement could be made
through TV/AIR/News paper and the Heads of Department/ Offices of
the Central Government may take action according to such

announcement without waiting for a formal order about the change of
date.

(Authority 12/4/96-JCA G.O.1, Dept of Personnel & Trg. New Delhi, dated 9th
July 1996.)

2.17. Instructions regarding closure of Office in the event of the
death of high dignitaries are given in Annexure-II.

2.18. Gazetted Officers will be held responsible to see that all
important returns due for despatch during holidays are ready for
despatch on the morning of the day on which the office opens after
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the holidays. Similarly arrangements must be made for the
disposal of other urgent work and for work in arrears.

Compensation holidays

2.19. In the case of a Government servant required by a Gazetted
Officer to attend office on a holiday to deal with very urgent work,
he will get another day as holiday in compensation. As far as
possible however, a man of religious persuasion who observes the
festival for which a holiday is granted should not be called upon to
work on that day. Merely attending to arrears of work will not give
a title to any compensation leave. Credit of compensation leave to
all members of staff will be given by the concerned Deputy
Accountant General.

Leaving station during holidays

2.20. Any Gazetted Officer who desires to leave the station
during a holiday or holidays will take the permission of the
Accountant General arranging with some other Gazetted Officer to
deal with any urgent work that may happen to arise in his absence
and informing A.O(Admn.) accordingly. Non-Gazetted members
of the staff should obtain permission of the Head of the office in
which they are serving before leaving Headquarters during
holidays. Those who are residing away from Headquarters and
coming to Headquarters stations should likewise obtain permission
of the Head of their office before leaving their stations. Address
during such absence should invariably be intimated to the Assistant
Audit Officers/Section Officers of the sections in which they are
serving. For this purpose, the authority competent to grant Casual
Leave under para 2.22 may exercise the power of the “Head of
Office” to grant permission to leave Headquarters.

-- (CAG’s Lrs. No.1958-NGE.1/280-59, dated 15th September, 1959, No0.2493-

NGE-1/220-59, dated 21st November 1959 and No.278-NGE.I/3760, dated 10th
February, 1960. File EB 8-72/59-60).

Note: Powers have been delegated to Assistant Audit Officers/Section
Officers to grant permission to the staff to leave headquarters upto the
period they are empowered to grant Casual Leave.

- (CAG’s Lr.No.4-OSD(P)/73-I11, dated 31st January, 1974), P.55 File 8-12).
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Casual leave

2.21. Casual leave is not earned by duty. It cannot be taken as a
matter of right but is subject to the exigency of public service. The
maximum amount of casual leave admissible to the staff is 8 days
in a calendar year.

Note:  Public holidays, weekly offs and Restricted holiday falling within a
period of casual leave should not be counted as part of the casual leave.

--(Ministry of Personnel, P.G. & Pensions, Memo No.28016/3/98, Estt.(A)dated
15.6.98)

2.22. Assistant  Audit  Officers/Section  Officers/Welfare
Assts/Managers are competent to sanction Casual Leave upto a
maximum of 5 days at a time to the staff working under them.
Branch Officers are competent to sanction casual leave to
A.A.O/S.O/Welfare Assts./Managers working under them, upto 8
days and to sanction casual leave to Senior Auditors, Auditors,
Clerks, Group-D beyond 5 days upto 8 days.

The Assistant Audit Officers/Section Officers/Welfare
Assts./Managers/Audit Officers may allow the staff working under
them to avail Restricted Holiday when such a holiday is required in
combination with Casual Leave. It should not be taken into
account for computing the limit of 5/8 days upto which the
A.A.O/S.0/A.O’s respectively are competent to sanction Casual
Leave. Sanction of Accountant General is necessary for casual
leave beyond 8§ days.

--(CAG’s Letter numbers F-4. USC(P)/73, dated 6th March, 1973, even

No.dated 27th June, 1973 and even No.17th July, 1973, EB-1/Misc.73-74/8-
12/00 432, dated,19th October, 1973 P.9, 21, 25 File 8-12)

2.23. In respect of persons who join in the course of the year,
while no restriction is imposed on the number of days of casual
leave that can be granted if the casual leave is applied for in excess
of the proportionate leave due to them on the basis of their date of
joining, orders of the concerned D.A.G should be obtained
irrespective of the period of such leave.
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Note: (1) The Branch Officers will warn the officials who exhibit a tendency
to run through their casual leave too quickly in the early months of the
year.

Note:  (2) For leaving station during the period of casual leave combination
with holidays or not the procedure prescribed in para 20 should be
followed. The temporary address during the period of absence should
also be intimated to the office before leaving Headquarters.

Note:  (3) Ifthe casual leave is applied for on grounds of ill health, it should if
so desired by the D.A.G concerned be supported by a Medical
Certificate giving such details as may be required.

-- (0.0. EB/i-13/60-61/158, dated 11th September, 1960)

2.24. Casual Leave for Senior Audit Officers,Audit Officers and
Assistant Accountant General working in the groups will be
sanctioned by the respective Senior D.A.G/D.A.G as the case may
be wherever such powers were delegated to them.

-- (CAG’s Lr.No.C-4/DD(TA)/1969, dated 13th March, 1969)

2.25. Regular holidays or restricted holidays which are observed
as closed holidays may be allowed to be prefixed and/or suffixed to
casual leave.

--(OM.No0.20.37.60, Pub-I, dated 7th October, 1960 from G.O.I., M.H.A
communicated in CAG’s Endt. No.1350-181/60, dated 21st October 1960, and

CAG’s Lr.N0.240-NGE-1/20-60,. Pt.IV, dated 21st February 1960 prefixing half
day’s casual leave to regular leave).

2.26. (a) There may be occasions on which a Government servant
may have some urgent private work, which does not require a full
day’s casual leave e.g., when he has to go to Railway Station to
receive a friend or r elation, or to a dispensary to have himself or a
member of his family treated. In such cases half a day’s casual
leave, if applied for by a Government servant may be granted to
him.

(b) A Government servant may have some urgent private
work in the afternoon which does not require a full day’s casual
leave. If he desires half a day’s casual leave in the afternoon, it
may be granted to him.

2.27. For the grant of half-a-day’s casual leave the lunch interval
will be the dividing line i.e., a person who takes half-a-day’s casual
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leave for forenoon session is required to come to office at 2.00 PM.
Similarly, if a person takes leave for the after-noon session, he can
be allowed to leave office at 1.30 PM.

2.28. In view of the decisions contained in the preceding
paragraphs, the balance at credit in the casual leave account of
some Govt. Servants may be in terms of full day or day’s casual
leave plus half a day. In such cases, there is no objection to the
grant of half-a-day’s casual leave, in conjunction with full day or
days, casual leave, if so applied for. Likewise, even when the
casual leave at the credit of a Government servant is in terms of a
full day or days, there is no objection to the grant of half day’s
casual leave in conjunction with full day or days casual leave. The
restriction imposed on the number of days casual leave that can
normally be granted at a time will, however, continue to apply.

2.29(a) Prefixing half day’s casual leave to regular leave: 1f an
employee takes half day’s casual leave in the afternoon session of
the day and does not resume duty on or from the next working day
due to sickness or other compelling grounds and has, therefore, to
take regular leave to cover his absence for or from that working
day, he may, as an exception to the general rule be permitted to
combine such half day’s casual leave with regular leave. In such
cases, if such employee is a Gazetted Officer, he should hand over
charge on the afternoon of the day of commencement of casual
leave and if such employee is a non-Gazetted Officer, he should be
deemed to have been relieved from the after noon of the day of the
commencement of casual leave.

(b) However, a Government servant, who has applied for in
advance, and has been sanctioned regular leave on or from the next
working day should not be allowed to avail himself of the half day
casual leave for the afternoon of the previous working days.

(G.I.,, M.H.A.O.M.No0.60:45:66:- Ests.(A) dt. 4-2-1966 received under C.A.G’s

Endt. No.306 N.G.E.I: 194-65 dt.16-02.1966 and C.A.G’s Lr.No.1911 NGE.I
194-65 dt.08.02.1966 p.259 File 8-72:63-69).

Application for Casual Leave:

2.30. All applications for casual leave except in cases where the
necessity for leave cannot possibly be foreseen, should be submitted
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so as to reach the leave sanctioning officer concerned at least two
clear days before the leave is required.

Casual Leave Register:

2.31. (a) Casual Leave Register should be in the revised form
given in G.O.LM.H.A.O.M. No.46/3/67-Ests (A) date. 17.07.1961
read with O.M. No.12/9/94-JCA dated 14-1-1998.. The intention
is that only one page should be used for a whole year for all the
employees in one section, appropriate indication being given in the
relevant column against the date on which Casual Leave or
Restricted Holiday is availed of by an individual and the entry
should be attested by the sanctioning officer promptly by means of
dated initials.

—(G.0.LM.HX.A.OX.M.No0.46:3:61 Ests.(A) dated.17.07.1961. p.91 File 3-13
Vol.II).

(b) To avoid subsequent alteration no entries should be
made in the casual leave account (statement) on first report of
absence. On return of the absentee the necessary entries should be
made and the statement submitted to the Branch Officer.

(c) In the case of transfer of a member from one section to
another, the total number of days of casual leave availed of by him
before his transfer should be brought forward and noted in the
casual leave account of the section to which he has been transferred
and entry attested by the A.A.O/S.O, concerned.

--(G.LM.H.A.0.M.N0.40:3:61 Ests.(A) dt.18-.07.1961 recd. in C.A.G’s End*
No.1860 N.G.E. [:256-60 dt.12.09.1961).

Addresses of Office Staff:

(d) The residential address of every member of the staff
should be kept in the casual leave register of the section concerned.
The residential addresses of the members should be kept uptodate.
For this purpose the employees are required to communicate
promptly to the office the changes in their residential addresses.

2.32. In the offices of the Accountants General Audit I & II the
work relating to sanction of special casual leave other than sanction
of special casual leave to sportsmen and to office bearers of office
associations is dealt with by Administration to which the
application is forwarded.
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As far as special casual leave to sportsmen are concerned
Welfare Section obtains orders for sanctions.

Special casual leave for officials who are not able to attend
office due to curfew, bandh etc., are also considered for sanction by
Admn-I section based on merits of each case.

SANCTION OF SPECIAL CASUAL LEAVE

2.33. The authority competent to sanction Special Casual Leave
for attending Annual General Meetings, etc., of the Association is
the Head of the Department/Office or Offices authorised to
sanction Casual Leave vide CAG’s Lr.No.24/NGEI/19-66/11, dated
06-01-1968. Special Casual Leave for other purposes is to be
granted by the Accountant General.

--(CAG’s Lr.No.821. N.G.E.I: 19-66. II dt.06-04-1968 read with E.B 1/3-13/67
68/502 dt.30.03.1968 P.102 File 3-13 Vol.II)

Note:  Sanction to special casual leave can be given only after Co-ordination
Cell reports eligibility. After sanction of special casual leave necessary
entries should be made in the Register to be maintained by Co-
ordination Cell which is responsible to watch the grant of Special C.L
against the limits and conditions prescribed.

GENERAL

2.34. As a general rule, it is open to the competent authority to
grant casual leave in combination with special casual leave but in
cases where it is permissible to grant regular leave in combination
with special casual leave, casual leave should not be granted with
both Special Casual Leave and regular leave.

-(G.0.1.M.H.A.0.M.46:8:67 dt.22.07.1967 recd. with C.A.G’s Endt. No.899
Audit:114 67 dated 01.08.1967. P.78. File 3-13 Vol .III)

Special casual leave for Association activities:

2.35(1)(a) Office  bearers of  recognised  Service

Associations/Unions of Central Government Employees may be

allowed Special Casual Leave upto a maximum of 20 days in an

year for participation in the activities of Associations.

Note:  An office bearer of the Association, who holds the office of one
Association or the other in a particular year can be allowed a maximum

of 20 days special casual leave only.
Authority: C&AG’s Lr.No.1823.CE.II/46-89/ dt.11.05.1989.
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(b) Special Casual Leave upto 10 days in a year will be
admissible to out-station delegates/member of Executive
Committee of a recognised all India Association/Federation to
attend its meetings.

(c) Special Casual Leave upto 5 days in a year would be
admissible to local delegates and local members of Executive
Committees of all recognised Associations/ Unions/Federations for
attending meetings of the Associations/Unions/Federations.

(d) Those who would be availing of Casual Leave in their
capacity as Office bearers under (a) above will not be entitled to
avail of Casual leave separately in their capacity as
delegates/executive committee members under (b) and (c).

(G.O.ILM.H.A.O.M No.27:3:69 Estt.(B) dt.08.04.1969 received with C.A.G’s
Endt.No.726 N.G.E.II-10-69 Dt.21.04.1969 P.140 File 3-13 - Vol.III)

Note (1): The entitlement of Special Casual Leave should be regulated in terms
of the year actually followed by the Unions/Associations. In regard to
the case of office bearers etc., coming into office during the course of a
year in Casual vacancies, the competent authority may at its discretion
grant Special C.L upto the maximum entitlement in a full year, having
regard to the genuineness and merits of each particular case.

(G.O.1. Cabinet Sectt. O.M.No.8/13/72 J.C.A dated 05-09-1972 received in
C.A.G’s Endt. No0.2429).

Note (2): The facility of 20 days Casual Leave (mentioned in
G.0.I.,M.H.A.O.M. dt.08-04-1969) is available for office-bearers of all
recognised Associations (All India or otherwise).  Each such
Association should have been separately accorded recognition as a full
fledged Association for all purposes.

“Even where office Bearers of the Local Recognised Service
Association during a calendar year are later elected as office Bearers of
the All India Recognised Service Association during the same calendar
year, the limit of 20 days special casual leave has to be reckoned for the
particular calendar year including the periods both as office bearer of
the Local Recognised Service Association and office bearer of the All
India Recognised Service Association and not separately.”

-- (CAG’s Lr.No.291-N4/12-86 dated 20-05-1986 circulated in Coordination
Cell/CC-II/Mis. 86-89/TR No.60 dated 18-11-1986 of AG AP Audit I).
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Note (3): The concession of Special Casual Leave mentioned in para 1(c) of
G.0.ILM.H.A.0.M.No.27/3/69 Ests.(B) dated 08-04-1969 is available
to local delegates and local members of the Executive Committees of
all recognised Unions etc., for attending the meetings of the
Associations/  Unions/Federations/irrespective  of  whether  such
recognised Associa-tions/ Unions are local or are of all India Character.
This facility will, however, not be available for attending the Meetings
of the Executive Committees.

Special Casual Leave as provided in para 1(a) of the OM dated
08-04-1969 is admissible to the office bearers only. The office bearers
should be those who are specially defined or mentioned in the approved
constitution or Bye Laws/Rules of the Associations/Unions which have
been accorded de facto recognition by the C&Ar.G.

--(C.A.G’s Circular No0.477. N.G.E 1I:10-71 dated 25-2-1972 P.180.
File 3-13 Vol.IlI)

Note (4): Special Casual Leave admissible in terms of G.O.M.H.A.O.M dt.08-
04-1969 has to be applied for and got sanctioned in advance i.e., the
Special C.L cannot be claimed as a matter of right and it is open to the
competent authority to refuse the special C.L if it is satisfied that leave
is not for taking part in the activities of the recognised Associations.
The term “Activities of the Associations” cannot be construed for the
purpose of aforesaid O.M as including absentation from duty for
participation in a hungerstrike and similar activities.

Casual leave has also to be applied for in advance and granted
before it could be availed of and it is open to the competent authority to
satisfy itself that leave asked for is for genuine purpose of a casual
nature.

The clarifications given in the preceding paragraph will
equally apply to cases where special casual leave or casual leave has
been asked for observing “Dharna” during office hours.

(Authority: Welfare/3-13/111/73-74 0.0.17 dt. 1-74 received with CAG
Circular No0.622/54 -P.P./73-I dt.7-7-1973 and 1237. PP/54-73(I) dt.3-
12-1973 P.210, 216 and 224 File 3-13 Vol .III)

Note (5): Satrudays and Sundays ad other holidays should not be counted as
special casual leave in the limit of ten days prescribed in G.O.I. M.H.A.
O.M dated 4-1-1960 (raised to 20 days in O.M. dt.8-4-1969 (CAG
Lr.2319 NGE/119-66/11 dt.25-10-1967 P.86 File 3-13 Vol.III)
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Note (6): Combination of Special Casual Leave granted to Government servants
for attending Annual General Meetings of the Associations etc., with
regular leave is not permissible. There would, however be no objection
to combining such Special C.L with ordinary Casual Leave.

--C.A.G’s L1.No.1631. N.G.E.I/19/66 1I dt.10.07.1968 P.128 File 3-13 Vol.III)

Note (7): Applications for Special Casual Leave should be submitted by the
individuals concerned and not by the President/Secretary of the
Association on behalf of others.

--(C.A.G’s Lr.No.228 N.G.E. I/19-66 dt.31.01.1968 P.91 File 3-13 Vol.III)

(1) Special Casual Leave granted for purposes of work
connected with J.C.M. Councils should not be debited to the Annual
Special Casual Leave Entitlement. The special casual leave granted for
purposes of work connected with J.C.M as laid down in para 7 of
M.H.A OM. F8/1/64-JCA, dated 18-10-1966 is in addition to the
Special Casual Leave mentioned in Para I above for participation in the
activities of the Associations/Unions.

-(G.0.I.M.H.A.0.M.N.27/3/69 Estt.(B) dt.08-04-1969 received with C.A.G’s
Endt.No.726 N.G.E.I11/10-69 dt.21-04-1969. P.140 File 3-13 Vol.III)

Special casual leave for sports activities:

2.36. Special Casual Leave for a period not exceeding 30 days in
any one calendar year, may be allowed to a Government servant
taking part in sporting events and tournaments of national or
international importance under the conditions given below.
Periods of absence in excess of 30 days should be treated as regular
leave. Special casual leave should not be granted in combination
with ordinary casual leave, in such cases.

National Championships being conducted by the recognised
National Sports Federations in individual disciplines and national
games conducted by Indian Olympic Association should be
recognised as events of national importance and if the events are
recognised by the International Sports Bodies and the participation
is with the prior approval of the Government (Department of
Youth Affairs and Sports), they can be considered as the events of
international importance.

(Government of India, Ministry of Personnel, P.G. & Pensions,
Department of Personnel and Training, Office Memorandum No.
6/1/85-Estt.(Pay-I), dated 7-11-1988)

The Special casual leave may be allowed only:

(a) for participation in sporting events of national or
international importance.

(b) When the Government servant concerned is selected for
such participation:
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(1) In respect of international sporting events by any
National Sports Federation/ Association recognised by the All
India Council of Sports and approved by the Ministry of Education.

(i1) In respect of events of national importance when the
sporting event in which participation takes place, is held on an
inter-state, inter-Zonal or inter-circle basis, and the Government
servant concerned takes part in the event in a team as a duly
nominated representative on behalf of the State, Zone or Circle as
the case may be.

This concession is not to be allowed for Government
Servants who take part only in their personal capacity and not in a
representative capacity.

--(G.I.,M.H.A.Lr.No.46-7-50-Ests.dt.05-04-1954 as substituted by O.M.No.46/
7/59 Ests.(z)(A) dt.01.06.1960. P.209 File 3-13 Vol.I)

The concession of Special Casual Leave subject to the
conditions mentioned on G.O0.LM.O.H.A.0.M.No.46/7/50-Estt.
dated 05-04-1954 has been extended to such of the employees
working in Audit Department who are required to participate in the
All India Audit Tournaments conducted on zonal and Inter-Zonal
level as well as in the other sporting events on national/
international importance provided the maximum leave admissible
for participating in sporting events on all account does not exceed
the period of 30 days in a calendar year.

--(C&AG No.2150-NGE.1/102-78/dt.22-06-1981)

Note (1): A list of Federations/Associations which select members to participate
in International sporting events is given in Annexure -III. These
Federations/Associations can be consulted to determine whether any
event is of a national or international importance.

--(C.A.G’s Lr.No.1881 N.G.E.1/34-68 dt.12.08.1968 P.126 File 3-18 Vol.III)
Note (2): See also note below para 37, para 38 and 41.

2.37. Special Casual Leave for a period not exceeding ten days in
any one calendar year, may be allowed to a Govt. servant taking part
in the Inter-Ministerial or Inter-Departmental tournaments and
sporting events subject to the conditions given below. The period of
absence in excess of ten days should be treated as regular leave. For
this purpose Govt. Servants may be permitted as special case to
combine special C.L with regular leave but not with ordinary C.L.
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The grant of special casual leave is subject to the following
conditions:

(a) It will be admissible only for participation in Inter-
Ministerial or Inter-Departmental tournament and sporting events.

(b) the concession will be admissible only for those
sporting events which have been recognised by Govt. and will
normally be limited to tournaments, etc., sponsored by recognised
Sports/Recreation Clubs of Government employees.

(c) only those Government servants who have been duly
nominated by recognised sports/recreation clubs and specifically
permitted by their offices to participate in such events will be
entitled to special C.L.

(d) the limit of 30 days special casual leave in any one
calendar year re f erred to in Government of India Memo
No.46/7/50. Estt. dated 05-04-1954 should not be exceeded even if
the Govt. servants participate both in sporting events of National or
International importance and interministerial or inter-departmental
events in the same calendar year.

--(G.LM.H.A.OM.No0.46/20/54-Estt(s), dated 16-06-1958 forwarded with
C.A.G’s Endt. No.1573-A/168/58, dated 25-07-1958 case 3-50 Page 55 File 3-
13, Vol-I and C.A.G’s Lr.N0.2496 N.G.E.I/20-60, Pt.IT dated 09-12-1960 P-27
File 3-13 Vol-II)

Note:  Pre-selection trial to select All India Players for such tournaments is not
covered by the orders above. As such no special casual leave should be
granted for absence due to pre-selection trails which are held for
selecting All India Players, for their participation in
interministerial/Inter-Departmental tournaments.

(OM.No.46/15/67, Estt (A) dated 01-01-1968 from Ministry of Home Affairs
received in C.A.G’s Endt. No.77 N.G.E.L. 19-66 (I) dated 10-01-1968 P-96 File
3-13 Vol-III)

2.38. Saturdays/Sundays/Holidays intervening the period of
special casual leave admissible for sporting events are counted as
special casual leave and these are not excluded for the purpose of
sporting events.

G.0.LO.M.6/3/59-Estt  (A), dated 20-08-1960 which
envisages that public Holiday and weekly off falling within the
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period of ordinary casual leave should not be counted has not been
extended to the grant of special casual leave.

There is no objection to prefixing and/or suffixing of
Saturdays, Sundays and other Public holidays with special casual
leave admissible for the above purpose. In a case where special
casual leave is combined with regular leave the Saturdays, Sundays
and Public Holidays thus intervening the two kinds of leave will
have to be counted as special casual leave if it is due, otherwise as
regular leave if special casual leave is not due.

~(C.A.G’s Lr.No.1361-N.G.E.I/19-66-11, dated 30-05-1968, P.118 File 3-13
Vol.III)

Special casual leave for cultural activities:

2.39. Government of India have decided to extend the concession
granted in O.M.No0.46/20/54-Estt (A) dated 16-6-1958 to those
Government servants also who participate in cultural activities like
dance, drama, music, poetic symposium, etc., of an All India or
Inter State character organised by the Central Secretariat Sports
Control Board or on its behalf subject to the over all limit of 30
years referred to in para 1(d) of that O.M (vide para 37 of this
chapter). Special Casual Leave will not be admissible for practice
or participation in Cultural Activities organised locally. These
orders take effect from 1-3-1969. (G.O.LM.H.A.0.MNo.27/3/68
Ests.(B) dt.28-6-1959 and even No.7-5-1970 P.159 and P.156 File
3-13 Vol.III)

Special Casual Leave not exceeding 15 days in any calendar
year may be granted to Government Servants, who participate in
dancing and singing competitions organised at regional, national or
international level by Government of India/Government sponsored
bodies.

Special Casual Leave will not be admissible for practice in
connection with such cultural activities.
(GOI, Ministry of Personel, Public Grievances & Pensions (Deptt. of Personnel

& Training) Lr.No.28016/1/87-Estt.(A) dt.9-9-87 received in C&AG
Lr.No.1149-Audit 1/65-87/111-87(195) Dt.20-11-87.
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Special casual leave for mountaineering expeditions:

2.40(a) Special Casual Leave not exceeding 30 days in any one
calendar year, may be granted to Govt. servants participating in
mountaineering expeditions subject to paragraph 41 of this chapter
and also to the following conditions.

(1) the expedition has the approval of the Indian
Mountaineering Foundation; and

(i1) there will be no change in the overall limit of 30 days of
special casual leave for an individual Government servant for one
calendar year for participating in sporting events of national and
international importance.

(b) The period of absence in excess of 30 days should be
treated as regular leave of the kind admissible under the rules
applicable to the persons concerned. For this purpose Govt.
servants may be permitted, as a special case, to combine special
casual leave with regular leave.

(G.LM.H.A.0.M.No.27/4/68 Estt.9(B) dated 6-9-1969 received under C.A.G’s
Endt. Lr.No.104 Audit/73-69 dt.12-9-1969. P.156 File 3-13 Vol.Il1/73-75)

Special casual leave for attending coaching camps:

2.41() In the case of Central Government servants who are
selected only as sports men/sports women for participating in
sporting events on national/international importance the period of
the actual days on which they participate in the events as also the
time spent in travelling to and from such tournaments/meets may
be treated as duty. Further if any pre-participation coaching camp
is held in connection with the above mentioned events and the
Government servant is required to attend the same, this period may
also be treated as on duty. Consequently the existing provisions
regarding grant of Special Casual Leave for the purpose mentioned
in these items may be treated as cancelled.

(i1)) The quantum of special casual leave for a period not
exceeding 30 days in a calendar year allowed to central
Government employees for the following purposes will cover also
their attending the preselection trials/camps connected with
sporting events of national/ international importance.
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(a) attending coaching or training camps under Raj Kamari
Amrit Kaur coaching scheme or similar All India Coaching or
Training Schemes.

(b) attending coaching or training camps at the National
Institute of sports Patiala.

(c) participating in mountaineering expeditions.

(d) attending coaching camps in sports organised by
National Sports Federatin/ Sports Boards recognised by All India
Council of Sports and

(e) participating in trekking expeditions

(ii1) The Central Government Employees who are selected
for participating in sporting events of National/International
importance within India may be allowed to travel by First class by
train. In the case of events of International Importance held outside
India they may be entitled to travel by economy class by air.

(Para 3(iii) of the O.M.No.6/1/85 - Estt. (Pay-I) dated 16-7-
1985 readwith C.A.G.’s Lr.No.326-NP/Sports/11-95 dated 28-06-
95)

(iv) (@) The number of increments to be awarded for
achieving excellence in National events should be laid down at a
scale lower than for excellence in International events, say one
increment for National level and two increments for International
events.

(b) The total number of increments to be awarded to an
individual should not exceed five in his/her entire career.

(c) The increments so granted would continue to be drawn
at the same rate till retirement and would count for the purpose of
retirement benefits but not for pay fixation on promotion on the
analogy of incentive increments awarded for promoting small
family norms.

(d) The Rate of increment is the lowest in the revised scale
with effect from 1.1.86 corresponding to the pay scale of the post
against which the individual had earned the personal pay in the pre-
revised scales of pay.

(Government of India, Ministry of Personnel, P.G. and
Pensions, Department of Personnel and Training, No.6/1/85-
Estt.(Pay-I) dated 7-11-1988.)
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An individual sportsman/sportswoman participating in
National/International events will be treated as showing excellence
if he/she achieves first, second or third position in the event. If
such tournaments recognised by various Federations are given the
status of National level then only the tournaments organised by the
CSCS will be treated as having National importance since advance
increments are due to be granted under FR-27 the authority
competent to grant advance increments will be defined under FR-
27.

(Government of India, Department of Personnel and
Training, New Delhi Lr.No.6/2/85-Estt. (Pay.l) dated 2nd July
1986 forwarded by C.A.G. of India in Lr.No.502-Audit I/101-85-
11-86 (83) dated 24th July, 1986).

The All India Services tournaments conducted by various
State Governments on behalf of Central Govt. services sports
board are of National importance and employees participating in
such tournaments would be eligible to be treated as on duty. The
TA/DA would be paid by the respective office where the employee
is working.

(G.O.I.Ministry of Personnal & Public Grievances & Pension Central
Civil Services Board letter No.File No.20-8-85-CCSSB dated 6-6-86)

If an individual Government servant participates in all the
events including cultural activities like dance, drama, music and
poetic symposium etc., of All India or Inter State character
organised by the CSS CB or on its behalf and inter ministerial or
inter departmental tournaments held in or outside Delhi for which
special casual leave not exceeding 10 days in one calendar year is
admissible, he is not to be allowed any special casual leave in
excess of 30 days in a year.

Government servants who are selected to attend coaching
camps in sports organised by the National Federations Sports
Boards recognised by the All India Council of Sports Ministry of
Education and Youth services may also be granted special casual
leave not exceeding 30 days in a year.

Government servants who are selected to attend coaching
camps in sports organised by the National Federations Sports
Boards recognised by the All India Council of Sports Ministry of
Education and youth services may also be granted special casual

leave not exceeding 30 days in a year.
(G.I Cabinet Secretariat Department of Personnal OM No.27/3/70 Est.(P) dt.14-
6-1971 received in CAG’s Endt. No.813 Audit/73-69 dt.25-6-1971)
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Special casual leave in connection with territorial
Army/Air force/ Air defence reserve:

2.42. Period of absence from duty of civilian Govt. Servants
occasioned by their interview/ Medical Examination, etc., in
connection with their joining the Territorial Army/Auxiliary Air
Force/Air Defence Reserve should be treated as special casual
leave.

(G.O.LM.H.A.OM.No0.F.47/7/58. Est.(A), dated 29-12-1960 P.49 File 3-13
Vol.II)

2.43. When Civil Government Servants are called for training in
the Territorial Army/ Defence Reserves/ Auxiliary Air Force the
period spent by them in transit from the date of their relief from
civil posts to the date on which they report to Military Authorities
and vice-versa should be treated as special casual leave.

(G.O.LM.H.A.0.M.No0.86/15-64 Ests.(B) dt.15-6-1965 forwarded in C.A.G’s
Endt. No.1421 N.G.E 1/216-65 dt.1-7-1965 P.N6 File 3-13 Vol.III)

For joining home guards:

2.44. In the case of Government servants permitted to join the
officially sponsored auxiliary police organisation such as Home
Guard, national volunteer corps Prantia Raksha Dal, etc., the
period of their training and duty as Home Guards etc., will be
treated as special casual leave.

(G.ILM.H..0.M.No.25/1/49/Ests. dt.10-1-1949 and their U.O No.61-63 Ests(A)

dt.4-1-1963 recd. with C.A.G’s U.0.No.2408 W.G.E.11/345 62 dt.31-12-1962
P.24 File 3-13 Vol.III)

Grant of permission to join civil defence services:

2.45. The government servants who join as volunteers in the civil
Defence Service have to play an important and useful role in the
life of the citizens. Such of the Government servants who are
holding key posts may not be permitted to join the service.

Generally the normal period of training would be outside
office hours. The Government servant who is enrolled as a member
of the Civil Defence Service is required in emergency under the C.D
Service Rules 1962 to perform any duty during office hours, the
period of absence have to be treated as special casual leave. The
Government servants are also permitted to receive in addition to
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their civil pay such allowances as may be prescribed under the
rules ibid.

These rules are not applicable to Government servant
desiring to join on whole time paid basis. Such Government
servants would be sent on deputation basis if they are permanent
and other individual cases may be examined on its merit.

(O.M.No.47/7/63 Ests.(A) dt.23-5-1963 from Min. of Home Affairs, P.20 File 3-
15/63-68/Vol.III)

2.46. The absence from civil posts during the period of Annual
training with the Air Force as a member of the Auxiliary Air Force
will be treated as special casual leave.

(G.LM.H.A.O.M.No.47/2/55 Est.(A) dt.24-10-1957 forwarded with C.A.G’s
Endt. No.4091 N.G.E.I1/423-56 dt.13-11-1957)

2.47. Special Casual Leave for a maximum period of 15 days
including the transit time in both ways may be granted to Ex-
Servicemen (boarded out of service and re-employed as civilians)
appearing before the Medical Reserve Board for reassessment of
their disability.

(G.0.LM.0.DO.M.11(5)65/d(cicv.1I) DT.10-10-1966 P.272 File 3-13 Vol.III)

2.48. Special Casual Leave may be granted to Central
Government servants, who having joined the Lok Sahayak Sena
have won certificates of Merit and are required to participate in the
Republic Day parade held annually in Delhi.

(1) for a period not exceeding 14 days required for their
stay in Delhi in connection with participation in the Republic Day
parade; plus

(i1) for the minimum period required for their journey from
the Headquarters of the Government servants to Delhi and back.

(G.I.M.H.A.O.M.N.46/5/58 Ests(A) dt.20-6-1958 forwarded with C.A.G’s Endt.
No.1427-A/261-58 dt.7-7-1958 case 3-50)

Special casual leave in connection with
St. John Ambulance Brigade:

2.49. Government servants, who are permitted to join the St. John
Ambulance Brigade, should ordinarily be required to undergo the
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necessary training, etc., out of office hours. In case, however
where this is not possible there will be no objection to the period of
training etc., being treated as casual leave to the extent of such
leave is due and to the extent such leave is not due, as special
casual leave. It should be made clear to the staff who are the
members of the brigade that the Govt. of India will not be
responsible for any risks, injuries, damages or other consequences
arising out of or during the course of the membership training with
the Brigade.

(C.A.G’s Endt. No0.850. N.G.E.I/233-53 dt.28-4-1954)

2.50. The period of absence of these Government servants who
participate in the Republic Day parades held annually and reharsals
connected therewith in their capacity as members of the St. John’s
Ambulance Brigade should be treated as special casual leave and
not counted against the ordinary casual leave admissible to such
Government servants.

(G.LM.H.A. Lr.No.46/955 Ests.(A) dt.27-10-1955 forwarded with C.A.G’s
Endt. No.2229 N.G.E/192-55 dt.12-11-1955)

2.51. Special casual leave not exceeding three (3) days per
annum may be allowed to Govt. servants who are members of the
St. Johns Ambulance Brigade, to cover their absence on any
special duties that may be assigned to them by the Brigade
provided that -

(1) such duties are performed during office hours on
working days; and

(11) if the duties so performed extend only to half-a-day only
half day’s special casual leave should be allowed.
(G.I. Cab. Sectt.(Dept. of Personnel) Lr.No.F.27/5/70 Ests(B) dt.12-1-1971

endorsed in C.A.G’s Lr.No.274 Audit/213 70 dt.25-2-1971 P.164 File 3-13
Vol.III)

Special casual leave in connection with meetings
of co-operative societies:

2.52(a) The members, delegates of members, managing committee
members and office bearers of co-operative societies (formed
exclusively with Central Government Employees) whether within
their headquarters or outside the headquarters of the societies, may
be granted special casual leave upto a maximum period of ten days
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in a calendar year plus the minimum period required for the
journeys to attend such meetings.

In respect of those employees who are members, office
bearers etc., of such cooperative societies and who are posted at the
same place as Headquarters of the cooperative societies, may be
granted special casual leave as above subject to the following
conditions.

(1) Special Casual Leave should be granted only to cover
the actual period of unavoidable absence and subject to exigencies
of work. If the absence will be in the forenoon or in the afternoon
as the case may be then special casual leave may be granted for
half a day only to cover the actual period of absence.

(i) The Government servant should furnish certificate from
the cooperative society concerned to the effect that he actually
attended the meeting indicating the time and duration of the
meeting.

(ii1) The grant of special casual leave under this OM would
be subject to all other conditions laid down in the Ministry of
Home Affairs OM No0.46/22/63 BHA dated 14-1-1964.

(G.ILM.H.O.M.No.46/22/63-Ests(A) dt.14-1-64 read with G.I Ministry of Home
Affairs Department of Personnel and Administrative Reforms OM
No0.28016/1/84 Estt(A) dt.19-1-64).

(b) Members of co-operative societies, whose bye-laws
provide for attending annual general meetings/special general
meeting through delegates of members will not be eligible for
special casual leave and in such cases, only the elected delegates
will be eligible for this special casual leave. However if the
members are required to participate in any meetings outside the
headquarters of the society for the purpose of electing their
delegates, they may be granted special casual leave.

(c) The power of granting special casual leave under these
orders will be exercised by Heads of Department as defined in
S.R.2(10) in the case of Government servants under the
administrative control and by the Ministries of the Govt. of India in
other cases.
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(d) Special Casual Leave, under these orders will be
allowed to be combined with ordinary casual leave only and not
with regular leave. Saturdays, Sundays and holidays intervening
the period of special casual leave will not be ignored but will form
part of Special Casual Leave.

(G.LM.H.A.0.M.No0.46/22/63 Ests.(A) dt.14-1-1964 received in C.A.G’s Endt.
No.163 Audit/365-63 dt.30-1-1964 P.171 File 3-13 Vol.III)

Special casual leave for departmental promotion examination:

2.53. Special Casual Leave may be granted to Central
Government servants who are eligible to appear at Departmental
promotion Examinations which are neither obligatory nor entail a
condition of preferment in Government service. Special casual
leave will not, however, be admissible to departmental candidates
for appearing at the competitive examinations held by the U.P.S.C.
e.g., Combined Services Examination, Stenographers Examination
L.D.Cs. Exam., Assistants FExamination, etc., for direct
recruitment.  Special casual leave for departmental promotion
examination will cover the actual duration of the examination
concerned plus the minimum period required for the journey to and
from the examination centre nearest to the headquarters station
where such Examination is held outside the Headquarters.

(G.0O) M.H.A.0.M.No0.46/26/63 Ests(A) 2-12-1963 received in C.A.G’s Endt.
No0.2033-Audit/292-63, dt.16-12-1963 P.169 File 3-13 Vol.I)

Special casual leave for donating blood:

2.54. Government servants, who donate blood to a recognised
Blood Bank, on a working day is entitled to special casual leave for
that day.

(G.0O.LM.H.AM.O.No.46-11.56. Ests(A) dt.8-10-1956 recd. in C.A.G’s Endt.
No.1894 N.G.E. 1/208/56 dt.23-10-1956)

Special casual leave for family planning operations:

2.55. Special casual leave not exceeding six working days may
be granted to a Government servant who undergoes sterilisation
operation (vasectomy or salpingectomy) under the Family Planning
Scheme. The grant of special casual leave should be limited to the
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actual period recommended by the Medical Attendant who
conducts the operation but not exceeding 6 days.

(G.IM.H.A.0.M.No0.46/3/59. Ests.(A) dt.6-10-1959. P.99 File 3-13 Vol-I)

2.56(a) Special casual leave not exceeding 14 days may be granted
to female Govt. servants who undergo nonpuerperal sterilisation
(i.e. an operation for sterilisation done at a time other than 2 to 5
days after the delivery)

G.O.ILM.HAA.O M.N.46/266 Ests.(A) dt.16-6-1966 forwarded in C.A.G’s
Endt.No.771 Audit. 55-66 dt.25-6-1966. P.20 Ffile 3-13/73-75/Vol.11I)

(b) A regular non-industrial Central Government male
employee, whose wife undergoes a non-puerperal tubectomy
operation, may be granted special casual leave upto 7 days. This
will be subject to production of a medical certificate from the
doctor who performed the operation to the effect that the presence
of the Govt. servant is essential for the period of leave to look after
the wife during her convalescence after operation.

(Authority: Office Memorandum No.27/23/71 STs.(B) dated 18-9-1971 from the
Government of India, Cabinet Secretariat (Department of Personnel) New Delhi-
1 communicated through the letter No.1230 Audit/122.71, dt.4-10-1971 of the
Comptroller & Auditor General of India) File 3-13/73.75 Vol.Il of O.M.I.
(Welfare Section).

2.57. In cases where the Government servants having undergone
Sterilisation operation (Vasectomy or Salpungectomy) could not
recover within the prescribed period of special casual leave
admissible owing to the operation turning septic the Head of
Departmental/Office concerned may grant casual leave or regular
leave applied for by the Government servant when leave in excess
of the admissible special casual leave has been recommended on
medical advice and a medical certificate from the appropriate
medical authority under the leave rules applicable to Government
servant in support of the leave is produced. In no case special
casual leave should be allowed to be combined with casual leave as
well as with regular leave at one time. Special casual leave should
be combined either with casual leave or with regular leave in such

cases.
(G.I.LM.H.A.0.M46/6/65 Ests(A) dt.24-6-1965 recd. with C.A.G’s Endt. No.329-
Audit/65-66 dt.5-3-1966. P.16 File 3-13 Vol.III)
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2.58. Special casual leave cannot be granted or combined with
ordinary casual leave or regular leave in cases in which
Government servants undergo sterilisation operation while on
regular leave.

(C.A.G’s Lr.No.1525 A.55-56 dt.18-10-1968 P.130 File 3-13/Vol.III)

2.59. All regular non-industrial Central Govt. women employees
may be granted special casual leave on the day of .U.C.D insertion
under Family Planning Scheme.

(G.0O.ILM.H.A.O.M.No.46/1/67 Ests.(A) dt.28-1-1967 P.46 File 3-13 Vol.III)
REGULAR LEAVE

2.60. The following rules regulate the conditions under which
such leave may be granted to and availed of by the office
establishment. In sanctioning leave, Branch Officers are required
to exercise their discretion with due regard both to the
requirements of the office and to the reasonable interests, of
members of the Establishments.

(a) Any member of the establishment, who absents himself
from duty without the definite approval of his Branch Officer does
so at his own risk. He cannot assume that leave will be sanctioned
to cover his absence as a matter of course.

(b) Absence from duty in anticipation of formal permission
or of formal grant of leave may be necessitated by serious illness or
accident which renders it unsafe or impracticable for the employee
to attend duty until sanction is accorded. In such cases, the
authority who has power to sanction the leave will grant such leave
as is admissible on production of proper evidence of its necessity
including, where necessary, a certificate from the Authorised
Medical Attendant regarding the seriousness of the illness which
does not enable the official to attend office even for the purpose of
handing over charge. The official concerned should, however,
attend office as soon as he is in a fit condition to do so and hand
over charge.

(c) In other cases the nature of the indisposition, etc., may
be such that an employee can reasonably be expected to continue to
attend to his duties for the short time necessary to enable his
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application for leave to be considered and sanctioned and for his
relief to be rearranged. If he does not do this, but absents himself
unnecessarily from duty in anticipation of sanction, he must clearly
understand that he is liable to be treated as absent without leave
and dealt with accordingly.

(d) Member of the staff should, before availing of leave,
hand over the work of their seat to the successor or the AAO/SO in
urgent cases i.e., give in writing the stages of work in their seat in
regard to correspondence, audit, filing, etc. Failure to do so will
entail delay in the grant of leave apart from disciplinary action as
may be found necessary in each case.

(e) Assistant Audit Officers/Section Officers of Sections
concerned should furnish on the application for leave a certificate
regarding the state of work of that seat of which the member was
incharge, indicating clearly the extent of arrears, if any, and
whether the member has handed over charge of his seat (if he has
stayed away in anticipation) and whether he is responsible for the
arrears, so as to enable the D.A.G/Sr.DAG(A) to deal with the case
suitably.

(f) Branch Officers should ensure that the responsibility of
the members in this behalf is brought home to them and that cases
of non-observance are promptly reported for disciplinary action.
Note:  Whenever a Branch Officer wants to grant leave to any member of the

staff under them they should so arrange that no arrears, crop up on that

account. The Senior Auditor/Auditor who takes leave should be

required to complete the item left over by him, on his return from leave
by sitting late, if necessary.

--(0.0.No.TM/64-C/165, dated 2-7-1964)

2.61. Members of the staff who were sanctioned leave by Branch
Officer without any substitute being posted in their places, should
report themselves to the concerned Sections. Others for whom
substitutes are posted by the respective groups, should report
themselves to those groups. But Admn-I should also be consulted
before admitting the staff to duty on return from leave in the
following cases:

(a) Where leave was not sanctioned and the Govt. servant
had stayed away from duty;
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(b) Where leave had been availed of in excess of the
amount of leave originally granted to the individual;

(c) In all cases where the Govt. Servant returning to duty is
neither permanent nor Quasi-Permanent and the period of absence
exceeds three months irrespective of the fact whether sanction to
leave was obtained or not. The joining report of the individual
should also contain full particulars of the date of commencement
of absence, (2) whether leave was sanctioned and (3) whether any
application for extension of leave of absence was made and the
date of such applications.

--(E.B. Circular E.B. 1/5-8/70-71/314, dt.14-7-1970)

2.62(a)Rule 32 of CCS (Leave) Rules, 1972, provides that unless
the President, in view of the exceptional circumstances of the case
otherwise determines no Govt. servant who is not in permanent
employ shall be granted extraordinary leave on any one occasion in
excess of certain limits mentioned in Clause (2) of that Rule.

(b) It is irregular on the part of any temporary Government
servant to absent himself from duty without the sanction of the
competent authority. Where the leave applied for exceeds the
limits prescribed in this rule, it is the responsibility of the official
to ensure that he applies to the competent authority in time through
proper channel stating the full reasons therefor and obtain his
orders. In case the official is asked to rejoin duty within a specified
period, he will do so failing which action under C.C.S (T.S) Rules,
1965, or C.C.S (C.C.A) Rules, 1965 may be resorted to. In this
context, it is necessary that unauthorised absence of officials is
taken up immediately as and when each occasion arises. As and
when each case exceeding a period of 15 days arises, a recall
Memo, in the form prescribed should be issued to the official
concerned by Registered Post Acknowledgement due by the
concerned Branch Officer and in case there is no response within
30 days, the case along with the office copy of the recall Memo and
acknowledgement should be transferred to Admn-I section within
45 days from the date the official stayed away for further action.
Instead of reporting for duty if the official concerned sends a
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representation or applied for leave, the leave application indicating
eligibility may be put up to the authority competent to sanction
leave for his orders.

(c) Admn-I section will, in all cases of temporary official
initiate such action under C.C.S (C.C.A) rules 1965 or C.C.S (T.S)
Rules, 1965 as may be necessary before the expiry of the maximum
period of Extraordinary leave that can be granted to a temporary
Government servant so that no case arises for regularisation of
such period as may fall in excess of the maximum permissible
period of extraordinary leave that can be granted to such officials.
In the case of quasi permanent and permanent Government
servants, each case will be reviewed on its merits for further action.

(d) If the official desires to report for duty before final
orders are issued on his unauthorised absence, he may be permitted
to do so, in consultation with Admn-I in all cases where a report
has been sent to Admn-I as contemplated in this order.

--(0.0.E.B.I/C.R 3-18/73-74/614, dated 15-2-1974)
QUARANTINE LEAVE

2.63. (i) Where in consequence or the presence of an infectious
disease, referred to in sub-para (ii) below, in the family or
household of a Government servant at his place of duty, residence
or sojourn, his attendance at his office is considered hazardous to
the health of other Government servants such Govt. servant may be
granted quarantine leave.

(i1)(a) For the purposes of sub-para (i) above Cholera
Small-pox, Plague, Diphtheria, Typhus fever and Cerebrospina
meningitis may be considered as an infectious disease. Chicken-
pox shall not, however be considered as an infectious disease
unless the Medical Officer or Public Health Officer considers that
because of doubt as to the true nature of the disease (for ex., small-
pox) there is reason for the grant of such leave.

(b) In the case of a Government servant stationed in an area
under the administration of a State Government such other diseases
as may have been declared by that Government as infectious for the
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purpose of quarantine leave rules in force in that State, may be
considered as infectious diseases for the purpose of this para.

(ii1) (a) Quarantine leave may be granted by the Head of the
Office on the certificate of a Medical Officer or Public Health
Officer for a period not exceeding 21 days or, in exceptional
circumstances 30 days.

(b) Any leave necessary in excess of this period shall be
treated as leave due and admissible and shall be debitable to the
leave account of the Government servant.

(iv) Quarantine leave, subject to the maximum laid down in
sub-para (iii) above, may also be granted when necessary in
continuation of other leave.

(v) A Government servant on quarantine leave shall be
treated as on duty. No substitute shall be appointed while he is on
such leave.

--( Rule 48 of CCS Leave Rules, 1972)

Cleanliness

2.64. General:- The following rules should be carefully observed:
(a) Furniture should be neatly arranged in the sections;

(b) Waste paper should be placed in receptacles provided
for it and not thrown on the floor;

(c) Every member of the staff should tidy up his table every
evening before he leaves the office;

(d) No files, registers or papers should be kept on the floor;

(e) Important papers and vouchers should be kept safely to
avoid their being lost or misplaced.

2.65. Group ‘D’ Officials doing duty under Gazetted Officers or
in the Several departments will be held responsible for the
cleanliness of the rooms to which they are attached. They should
every evening inform the Chowkidar to close the room. They
should themselves dust the tables, books cases etc., and see that the
sweepers have done their work properly. Those attached to sections
should remain in the sections to which they are attached till the last
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person leaves the section and should see before leaving the office
that all fans and lights are switched off. If in any case the Assistant
Audit Officer/Section Officer or other members working in the
section late, permit the Group ‘D’ member to leave the office
earlier, they should invariably inform the Chowkidar to switch off
the lights and fans and close the room also at the time they leave.

Spitting and smoking in office

2.66. Expectoration is a habit which tends to the disemination of
infectious diseases and is otherwise objectionable. A.A.O/S.O are
expected to co-operate in seeing that no one spits inside the office
except in the spittons, provided for the purpose. Smoking in the
rooms is prohibited.

Inspection of the general condition of office

2.67. Audit Officer (O.E) will arrange for inspection of the
general condition of each room of the office on the first working
day of each week in such a way that the whole office is covered at
the end of month. For this purpose a register will be maintained in
O.E Section in the form below and submitted to the Audit Officer
(O.E) Section at the close of each inspection. Once a month the
A.O (0O.E) himself will make the inspection and record the results
in the register which will be submitted to the Accountant General
through the Sr.D.A.G (Admn.) The Register will be listed in the
calendar of returns of O.E.I Section under “Weekly” and
“Monthly” returns.

Date of Sections Inspector’s A.O’s D.A.G’s A.G’s
Inspection  inspected remarks remarks remarks  orders

2.68. Gazetted Officers are required to make occasional visits to
their sections, and to make themselves personally acquainted with
the work of their A.A.O’s/S.0’s and other members of staff on the
spot.
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Admission into the office premises

2.69. (i) Each member of the office will be provided with an
identity card. No member of the office will be allowed to enter the
premises unless the identity card is produced to the Gate Keeper.

(i1) The identity cards must be produced at the gate on
demand, when entering. Members of the office who do not
produce the card on demand will not be admitted inside under any
circumstances.

(ii1) If a card is lost, a duplicate should be immediately
obtained from the Audit Officer, O.E after giving a written
explanation of the circumstances leading to the loss. A sum of
Rs.10 will be recovered from the salary of the employee who is
issued with a duplicate pass, when he has lost the original.

(iv) The identity cards may be retained by the individual
when they are on tour or when they proceed on leave. If, however,
they desire to leave them in the custody of the office, they may
lodge them with the A.O (O.E) who will arrange to give a receipt
for the same. The receipt should be produced when the card is
claimed back.

(v) Members of the office, transferred temporarily or
permanently from this office should surrender their identity cards
to the A.O (O.E). The L.P.Cs., will be issued only after surrender
of the identity cards.

(vi) The identity card permits only the individual specified
therein to enter the office. Any misuse of the card such as
transferring it to another or tampering with any of the particulars
noted therein, will render the individual concerned liable for
disciplinary action.

(vil) Any changes in the particulars noted in the card can be
carried out only by A.O (O.E) who will attest such changes. The
officials who are promoted to the next higher cadre should
surrender their identity cards and obtain a fresh one. Their original
cards will be restored, if they are subsequently reverted.
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2.70. Members of the office will not be allowed to attend office
before 8-15 am on working days. In case of any urgent office work
requiring their attendance before 8-15 am or after 7-45 pm the
written permission of the Branch Officers should be obtained and
produced to the Care Taker or to the official on duty and sign the
register kept in Reception Room noting the time of entry/exit.

-- (O.M. I/C.12-8/73-74/00.8, dt.5-9-1973 and 0.0-0-10 dt.8.10-1973)

2.71. (a) No section will be opened on holidays except on
production of written permission by the employees from the
Branch Officer to attend office on holidays. In addition they are
required to sign in the register maintained by the Caretaker both at
the time of arrival and departure.

(b) The hours of the Recreation Club during holidays will
be 9.15 am to 6.00 pm and on all working days 6.00 pm to 7.45
pm.

(O.M. I/Genl.C. 12-8/73-74/00.8, dt.5-9-1973)

2.72. (i) No outsider will be allowed inside the building unless
permitted by a Gazetted Officer. For the purposes of regulating the
admission of outsiders, a Receptionist has been posted at Gate.
No.l.  All outsiders will first report to the Receptionist. The
Receptionist will require the outsider to note down on a slip of
paper the name of the person desiring admission, purpose of visit
and officer whom he desires to see. The Receptionist will then
arrange to send the slip to the officer concerned or ascertain his
instructions through the telephone. The outsider will be admitted
only if the concerned officer permits him to do so either by an
order in writing on the slip or by instructing the Receptionist on the
telephone.

(i1) No outsider will normally be allowed to enter the office
premises for meeting any of the non-gazetted personnel of the
office Persons desiring to meet any of the non-gazetted members
will be allowed to see them only in cases of urgent necessity. Such
persons will have to remain in the room of the Receptionist and the
particular individuals whom they desire to meet should be sent for
from the sections.



42

Principles and practices that should govern the relation
between M.Ps/M.L.A’s and Government servants

2.73. The principles and practices that should govern the
relations between members of Parliament and of State Legislatures
and Government servants are contained in the subsequent
paragraphs:

(2) The two basic principles to be borne in mind are (i) that
Government servants should show courtesy and consideration to
members of Parliament and of State Legislatures and (ii) that while
they should consider carefully or listen patiently to what the
Members of Parliament and of State Legislatures may have to say,
they should always act according to thier own best judgement.

(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 is 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) 1t is realised 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 f