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ORGANISATION



ORGANISATION

Prior to the creation of the Directorate of Prosecution, the Prosecuting Officers in Tamil Nadu 

were working under  supervision of District  Collectors  and duly reporting  the details  of  the cases 

conducted by the before various courts to them.  With a view to avoiding a dual system of supervision 

within the State of Tamil Nadu  and based on Law Commission recommendations the Government of 

Tamil Nadu decided to stream line the Prosecuting system and a need to introduce a uniform pattern of 

working in the prosecuting agency in the state under the supervision of Directorate of Prosecution. 

The Government of Tamil Nadu decided to constitute a Directorate of Prosecution to function under 

the administrative control of the Home Department in G.O.Ms.No.2075, Home(Cts.VI) Dept. dated 

15.9.84.  In pursuance of the decision, the Directorate with supporting staff at Chennai and 8 posts of 

Assistant  Directors  of  Prosecution  at  Regional  level  was  constituted  in  G.O.Ms.No.2070,  Home 

(Cts.VI) Dept. dated 31.7.86.  However, later the Directorate was wound up in December 1989 due to 

administrative reasons.  To meet the needs for a revival of Directorate, the Govt. in G.O.No.1788. 

Home(Cts.VI) Dept. dated 30.10.92 revived the Directorate of Prosecution and in G.O.ms.No.2103, 

Home(Cts.VI) Dept. dated 24.12.92, nominated a special officer in the rank of Joint Secretary.  In the 

interest of proper and effective administration, the Govt. in G.O.Ms.No.579, Home(Po.I) Dept. dated 

17.4.95, created a post of Director of Prosecution in the rank of Inspector General of Police and the 

Directorate started functioning with effect from 25.5.95. The main objective behind establishing the 

Directorate  of Prosecution was exercise to close supervision and scrutine of work relating various 

prosecuting officers at Chief Judicial Magistrate Courts and Judicial Magistrate Courts in the state.

The Prosecuting Officers are under the supervisory control of the Director of Prosecution.  This 

Directorate is headed by the Director of Prosecution assisted by other subordinate prosecuting officials 

and ministerial staff.  The Directorate is authorised to perform duties and exercise powers as given 

hereunder:

i)  The  Director  of  Prosecution  will  be  an  officer  not  below the  rank  of  Inspector 

General of Police.

ii)  The  Director  of  Prosecution  is  the  controlling  authority  for  all  the  overall 

administrative functions of the prosecution department i.e. the controls administrative function of the 

Joint  Director  of  Prosecution,  Deputy  Director  of  Prosecution,  Assist  Director  of  Prosecution, 



Additional Public Prosecutors attached to Additional Sessions Judge cum Chief Judicial Magistrate, 

and Assistant Public Prosecutors Gr.I & II.

iii)  The  Director  of  Prosecution  conducts  monthly  review  meetings  and  critically 

scrutinise the pendency and disposal of the cases in each district. 

iv) The Director of Prosecution shall have the power to scrutinise charge sheet in cases 

were it is believed that innocent persons have false be implicated and tender advice thereon to the 

concerned prosecuting officers.

v)  The  Director  would  make  frequent  filed  visit  to  make  personal  review  of  the 

functioning of the prosecuting officers in the field and also to meet the judicial officers and senior 

police officials regarding speedy disposal of the cases.  

vi)  The  Director  also  have  power  the  conduct  co-ordination  meeting  with  police 

officers wherein suitable instructions and guidelines are issued to reduce the pendency for speedy 

disposal of cases.

 Hitherto  to  service  conditions  for  all  the  prosecuting  officers  in  the  state  Tamil  Nadu are 

governed under  the Tamil  Nadu Government  Servants Conduct Rules 1973 and the Departmental 

action to be initiated in respect of the Prosecuting Officers are governed by the Tamil Nadu Civil 

Services (Discipline and Appeal) Rules 1955.

The Prosecuting agency shall consists of 6 categories of rank to ensure close supervision over 

the functioning of the prosecutors and district  and regional levels.   Thus hierarchy of Prosecuting 

Officers in the state and promote cadre, service and regulated promotional avenues are created.



Rank hierarchy:

i) DIRECTOR OF PROSECUTION

ii) JOINT DIRECTOR OF PROSECUTION

iii) DEPUTY DIRECTORS OF PROSECUTION

iv) ASSISTANT DIRECTORS OF PROSECUTION/
ADDITIONAL PUBLIC PROSECUTORS

v) ASSISTANT PUBLIC PROSECUTORS GR.I

vi) ASSISTANT PUBLIC PROSECUTORS GR.II



SELECTION  RULES



APPOINTMENT / SELECTION RULES

In the early years of development of the Indian Police System, Prosecution of cases  in 
Magistrate courts was handled by select police Officers, trained and employed as Prosecuting Sub-
Inspectors  or  Prosecuting  Inspectors.   They  were  part  and  parcel  of  the  District  Police  setup. 
Prosecution  of  cases  in  Sessions  Courts  was  handled  by  a  functionary  called  Public  Prosecutor 
appointed by the government from the local Bar for specified term.  In due course a cadre of Assistant 
Public Prosecutors was developed to handle prosecution work before Magistrates.  Persons qualified in 
law and having some experience at the Bar were recruited to this cadre and they functioned under the 
administrative control of the Superintendent of Police and the District Magistrate in each district.   The 
code of Criminal Procedure, 1973 has brought into effect a new scheme (Section 24 & 25) for the 
appointment of a Public Prosecutor at the state level for conducting any prosecution, appeal or other 
proceeding on behalf of the government before the High Court, a Public  Prosecutor and Additional 
Public Prosecutor at the district level for handling Sessions cases and Assistant Public Prosecutors for 
conducting prosecution in the courts of Magistrates.  All these appointments are to  be made by the 
State Government.  The Central government has concurrent powers for appointing a Public Prosecutor 
to handle its cases before the High court.  Appointment of an experienced advocate from the Bar as a 
Special Public Prosecutor for the purposes of any particular case or class of  cases by the Central 
Government or the state Government is also permissible under the code.  With the coming into force 
of the code of criminal procedure, 1973 a feeling appears to have grown among the Prosecuting staff 
in states that they form an independent wing of the criminal Justice system and do not come under the 
administrative  purview of the Police setup.  This has led to a general weakening of the structure at the 
district level and lack of co-ordination between the subordinate prosecuting staff and the subordinate 
Police Officers actually concerned with the production of witnesses and marshalling of evidence in 
courts.

With a view to examining the graving lack of co-operation between the investigating 
officers and the prosecuting staff frequently resulting unpreparedness of the prosecuting staff to handle 
cases in court and the consequent delay in proceedings, the Government of Tamil Nadu decided to 
establish a Directorate of Prosecution in the year 1995 to scrutinize the work relating to the various 
prosecuting agencies.

For the effective functioning of the Department  and in view of the power confered 
through various G.Os.the Government of Tamil Nadu issue the following special Rules of the Tamil 
Nadu State Prosecution Service:-



Rules

1. Short title and commencement:

1) These rules may be called the Tamil Nadu State Prosecution Service Rules, 2008

2) These rules shall come into force with immediate effect.

2. Constitution:

The  service  shall  consist  of  the  following  categories  of  posts  in  the  Tamil  Nadu  State 

Prosecution Service:

Category 1 - DIRECTOR OF PROSECUTION

Category 2 - JOINT DIRECTOR OF PROSECUTION

Category 3 - DEPUTY DIRECTORS OF PROSECUTION

Category 4 - ASSISTANT DIRECTORS OF PROSECUTION/
ADDITIONAL PUBLIC PROSECUTORS

Category 5 - ASSISTANT PUBLIC PROSECUTORS GR.I

Category 6 - ASSISTANT PUBLIC PROSECUTORS GR.II

3. METHOD OF APPOINTMENT

Subject to other provision in these rules, the method of appointment for the several categories 

shall be as follows:-

The General and the Special Rules applicable to the holders of the permanent posts in Class 

XLIX of the Tamil Nadu General Service shall apply to the holders of the temporary posts of Personal 

Assistant to Directors of Prosecution, Assistant Director of Prosecution, Additional Public Prosecutor, 



Deputy Director of Prosecution, Joint Director of Prosecution and Director of Prosecution, sanctioned 

from time to time, subject to the modifications specified in the following rules.

Constitution:   The posts shall each constitute a separate category in the said class of the said service.

Appointment: Appointment to the posts specified in the column (2) of the Table below shall thereof:-

THE TABLE

----------------------------------------------------------------------------------------------------------
Sl.No. Name of the post Method of appointment
  (1)    (2)        (3)
----------------------------------------------------------------------------------------------------------

1. Director of Prosecution i) By promotion from the post of Joint 
Director of Prosecution or

ii) By Recruitment by transfer from
among the holders of the posts of
District Judge (Super time scale) 
or District Judge or Additional 
District Judge or Chief Judicial 
Magistrate of the Tamil Nadu
State Judicial Service: or

iii) By transfer from among the 
holders of the post of Joint
Secretary to Government,
Law Department.

2. Joint Director of By promotion from among the 
Prosecution holders of the post of Deputy

Director of Prosecution

3. Deputy Director of By promotion from among the
Prosecution holders of the posts of Assistant 

Director of Prosecution and
Additional Public Prosecutor.



4. Assistant Director of Prosecution By promotion from among 
and Additional Public Prosecutor the holders of the post of
in the Courts of Additional Dist. Assistant Public Prosecutor
Judge –cum-Chief Judicial Grade -1.
Magistrate including Additional 
District Judge cum Additional 
Chief Judicial Magistrate borne 
from the cadre of Directorate of 
Prosecution.

5. Assistant Public Prosecutor Gr.I By promotion from among
the holders of the post of
Assistant Public Prosecutor
Gr.II.

6. Assistant Public Prosecutor Gr.II By direct recruitment 

 



4. APPOINTMENT:

Appointment to the post of Additional Public Prosecutor/Assistant Public Prosecutor Gr.I shall 

be made on grounds of merit and ability, seniority being considered only were merit and ability are 

approximately equal.

Appointment to the post of Assistant Public Prosecutor Gr.II shall be made as follows:

Reservation for appointment:-   The rule of reservation of appointment (General rule 22) shall apply 

to the appointment to the post of Assistant Public Prosecutor Grade II.

Appointing Authority:-  

(i) The  State  Government  shall  be  the  appointing  authority  for  both  the  categories  of 
Assistant Public Prosecutors, Grade I and Grade II.  The appointment  to the post of 
Assistant Public Prosecutor, Gr.II shall be made on the recommendation of a committee 
constituted by the State Government for selection of candidates.

(ii) The committee shall consist of an officer in Home Department not below the rank of 
Deputy Secretary to Government, an officer in the Law Department not below the rank 
of Deputy Secretary to Government and the Public Prosecutor, High court, Madras.

Unit for appointment, probation and seniority:-

For  the  purpose  of  appointment,  probation,  seniority,  discharge  of  probations  and 
approved  probationers for want of vacancies, reappointment  as full members and promotion, the 
State  as  a  whole  shall  be the  unit  for  Assistant  Public  Prosecutor,  Grade  II  and Assistant  Public 
Prosecutor, Grade-I.

Qualifications:  No person shall be eligible for appointment as Assistant Public Prosecutor, 
Grade-II unless he possesses the following qualification, namely:-

i) Must not have completed or will not complete 34 years of age3 on the first day 
of August of the year in which the selection for appointment is made: and

ii) Must be a member of the  Bar and have had not less than five years of active 
practice in criminal courts.]



Explanation:-  For the purposes of this rule, the expression “active practice in criminal courts” 
shall include the period of service rendered by a person as a temporary Assistant Public Prosecutors, 
Grade-II.

Probation:-  (a) Every person appointed to the post of Assistant Public Prosecutor, Grade-II 
shall, from the date of which he joins duty, be on probation for a total period of two years on duty 
within a continuous period of three years;

(b) The Collectors in districts and the Commissioner of Police, in Madras City 
shall be competent to declare the satisfactory completion of probation of probationers in the post of 
Assistant Public Prosecutor, Grade-II.

Training:- (a) Every person appointed  to the post of Assistant Public Prosecutor, Grade-II, 
shall on and from the date on which he joins duty, undergo for a period of six months, the training 
prescribed by the Government in Annexure-I.  During  the period of training, he shall draw pay at the 
minimum of the time scale  of pay applicable  to the post.   The period of training  shall  count  for 
probation and increment;
 

(b)  The  Collectors  in  districts,  other  than  the  Collectors  of  Madras  and the 
Commissioner  of  Police,  Madras  shall  create  temporary  additional  posts  of  Assistant  Public 
Prosecutor, Grade-II  for the duration of training of candidates selected for appointment as Assistant 
Public Prosecutor, Grade-II and deputed for training and to fill up the vacancies with fully qualified 
persons under intimation to Government;

(c)  The scheme of training is appended in Annexure-I to these rules.

Agreement:- (a) Every person appointed to the post of Assistant Public Prosecutor, Grade-II, 
shall execute an agreement in the form appended to these rules in Annexure-II binding himself to 
serve the Government as Assistant Public Prosecutor, Grade-II for the period  specified  in sub rule (b) 
below.  If he resigns his post before completing the two years service from the date of completion of 
training due to any reasons except ill health certified by a medical Officer, not below the rank of Civil 
surgeon, he shall refund the Government the Pay drawn by him during the period of his training.

(b) The agreement  to serve the Government  after  the completion  of training 
shall be:-

i) for a period of two years, if the appointment is to last for two years; or
ii) for such lesser period up to which the post has been sanctioned;

Provided that if the appointment is continued beyond such lesser period upto the 
period of two years or thereafter, the person appointed as Assistant Public Prosecutor, Grade-II shall 
execute another agreement so as to  cover the period up to two years.



THE SCALE OF PAY OF THE PROSECUTING OFFICERS IN 

THE PROSECUTION DEPARTMENT AS FOLLOWS

S.NO. DESIGNATION SCALE OF PAY
1. Director of Prosecution 22400-525-24500
2. Joint Director of Prosecution 14300-400-18300
3. Deputy Director of Prosecution 12000-375-16500
4. Assistant Director of Prosecution/ 

Additional Public Prosecutor 
10000-325-15200

5. Assistant Public Prosecutor, Grade-I 9100-275-14050
6 Assistant Public Prosecutor, Grade-II 8000-275-13500



DIRECTOR OF PROSECUTION



a) DIRECTOR OF PROSECUTION

The Director of Prosecution will :

i) be the Administrative Head of the Prosecution Department

ii) facilitate effective co-ordination among the investigating and prosecuting officers 

iii) conduct review meetings with the Deputy Directors of Prosecution, Assistant Directors 

of  Prosecution  and  Additional  Public  Prosecutors  and  periodical  reports  to  Home 

Department.

iv) review the work of District Committees constituted by the Government G.O.Ms.No.102 

Home dated 25.1.95 for considering withdrawal of petty cases and submit periodical 

reports to the Government.

v) Take necessary steps for filing draft final reports and conducting of trials in criminal 

cases by co-ordinating efforts of the investigating and prosecuting officers. 

vi) Such other administrative powers also vested with Director of Prosecution necessary 

for effective administration.



JOINT DIRECTOR OF PROSECUTION



b) JOINT DIRECTOR OF PROSECUTION

The Joint Director of Prosecution will:

i) in addition to the duties mentioned below he shall perform all the duties assigned to 

him by the Director of Prosecution

ii) he  will  work  under  the  administrative  control  and  supervision  of  the   Director  of 

Prosecution.

iii) the Joint Director of Prosecution will exercise the supervisory powers over the work 

relating  to  furnishing legal  opinions draft  final  reports  and draft  compliance  by the 

prosecuting officers of the Directorate of Prosecution.

iv) he  will  be  responsible  to  give  guidance  and advice  in  legal  matters  to  the  Deputy 

Directors of Prosecution.

v) to review sessions cases ended in acquittal and upon such review if acquittal is found to 

be lapses in investigating, the said fact should be brought by him to the notice of the 

concerned Deputy Inspector General of Police/Commissioner of Police/Superintendent 

of  Police.   If  acquittal  is  found to  be  due  to  lapses  committed  by  the  prosecuting 

officers  concerned,  the said fact  should be brought  to the notice of the Director  of 

Prosecution for enabling him to take necessary follow up action.

vi) to assist the Director of Prosecution in coordinating with the Judicial Officers and with 

officers of the Police Department to ensure effective and speedy disposal of criminal 

cases.

vii) to  supervise  the  compilation  of  all  statistics  furnished  by  the  Deputy  Directors  of 

Prosecution and Assistant Directors of Prosecution for being reviewed every month by 

the Director of Prosecution and Secretary to Government, Home Department.

viii) to assist the Director of Prosecution in reviewing the performance of all prosecuting 

officers in the prosecution department 

ix) to  ensure compliance  of  all  the  instructions  of  the   Director  of  Prosecution  by the 

Prosecuting officers of the Department



x) to make surprise visits to courts and supervise the work of the prosecutors.

xi) to  grant  casual  leave  to  Deputy  Director  of  Prosecution/Ministerial  staff  of  the 

Directorate.

xii) to grant annual increments to Deputy Director of Prosecution/Ministerial staff of the 

Directorate

xiii) to countersign all TA/TTA Bills of the Deputy Director of Prosecution/Ministerial staff 

of the Directorate.

xiv) to grant leave travel concession to Deputy Director of Prosecution/Ministerial staff of 

the Directorate.

xv) to  sanction  festival  advance  to  the  Prosecuting  Officers/Ministerial  staff  of  the 

Directorate

xvi) to  sanction  reimbursement  of  medical  charges  to  Deputy  Director  of 

Prosecution/Ministerial staff of the Directorate

xvii) to conduct confidential enquiry whenever ordered

xviii) to  sanction  local  purchase  of  stationery  articles  when not  available  with  stationery 

printing department as per appendix 8 of the Tamil Nadu Financial Code Vol.II.

xix) to organize refresher courses for the prosecuting officers at the Headquarters.

xx) to conduct annual inspection of the office of the Deputy Director of Prosecution and 

Assistant Director of Prosecution as per scheduled by the  Director of Prosecution.

xxi) to initiate Annual Confidential Report of Deputy Directors of Prosecution and review 

Annual  Confidential  Reports  of  Assistant  Director  of  Prosecution/Additional  Public 

Prosecutors of the Directorate.

xxii) to attend the functions on behalf of Director of Prosecution when he is on leave. 



DEPUTY DIRECTOR OF PROSECUTION 



Deputy Director of Prosecution:

1) The Deputy Directors of Prosecution are the in-charge officers of their range.

2) The  Deputy  Directors  of  Prosecution  will  make  surprise  visit  to  the  offices  of  Assistant 
Director  of  Prosecution,  Addl.  Public  Prosecutors,  Assistant  Public  Prosecutor  Gr.I  and 
Assistant Public Prosecutor Gr.II in their respective range.

3) The  Deputy  Directors  of  Prosecution  will  convene  monthly  review  meetings  of  Assistant 
Public Prosecutor Gr.I and Assistant Public Prosecutors Gr.II in their district by the fifth of 
every month.

4) The Deputy Directors of Prosecution will also convene separate bi-monthly review meeting of 
Assistant Directors of Prosecution and Addl. Public Prosecutors of their region by the seventh 
of every bi-month.

5) After  the  review  meetings  the  Deputy  Director  of  Prosecution  will  send  the  NIC-NET 
Statement along with their review proceedings to the Directorate by the 10th of every month 
without fail.

6) The Deputy Directors of Prosecution will attend the bi-monthly review meetings convened by 
the Director of Prosecution.

7) The Deputy Directors of Prosecution will attend the monthly crime meetings convened by the 
Commissioner of Police/Superintendent of Police along with the prosecuting officers of their 
region.

8) The Deputy  Directors  of  Prosecution  will  make  annual  inspection  the  offices  of  Assistant 
Directors  of Prosecution and Addl.  Public  Prosecutors of his  region apart  from the annual 
inspection of the offices of Assistant Public Prosecutor Gr.I and Assistant Public Prosecutor 
Gr.II of their region.

9) The  Deputy  Directors  of  Prosecution  will  initiate  annual  confidential  report  of  Assistant 
Director of Prosecution and Additional Public Prosecutor of his region and of Assistant Public 
Prosecutor Gr.I and Gr.II of their region and forward the same to the Directorate.

10) The  Deputy  Directors  of  Prosecution  will  also  review  the  annual  confidential  reports  of 
Assistant Public Prosecutors Gr.I and Assistant Public Prosecutor Gr.II of their district.



11) The Deputy Directors of Prosecution will make additional charge arrangement in respect of 
Additional Public Prosecutor in their district and also in respect of Assistant Public Prosecutor 
Gr.I and Gr.II in their district.

12) The Deputy Directors  of  Prosecution  will  forward proposals  of  administrative  and service 
matters of the prosecuting officers in his region with their specific remarks to the Directorate of 
Prosecution. 

13) All  correspondence  like petitions/representations  of  the prosecuting officers  in  their  region 
should be routed through the concerned Deputy Directors of Prosecution with their specific 
remarks.

14) The Deputy Directors of Prosecution will maintain the Service Books of Assistant Directors of 
Prosecution  and  Additional  Public  Prosecutors  of  their  region  and  the  service  books  of 
Assistant Public Prosecutor Gr.I and II of their district.

15) The Deputy Directors of Prosecution will sanction casual leave,  earned leave and unearned 
leave  on  medical  certificate  to  the  Assistant  Directors  of  Prosecution  and  Addl.  Public 
Prosecutors in their region and Assistant Public Prosecutor Gr.I, Gr.II and other ministerial 
staff including office assistant of their district.

16) The  Deputy  Directors  of  Prosecution  will  sanction  the  T.A.  and  T.T.A  bills  of  Assistant 
Directors of Prosecution and Additional Public Prosecutors of their region and the T.A and 
T.T.A bills  of Assistant Public Prosecutor Gr.I,  Gr.II and Ministerial  staff  including office 
assistants of their district.

17) The  Deputy  Directors  of  Prosecution  will  sanction  the  festival  advance,  loans  from GPF, 
(temporary,  part  final  and 90% of part  final)  to the Assistant Directors of Prosecution and 
Additional Public Prosecutors of their region and the Assistant Public Prosecutor Gr.I, Gr.II 
and Ministerial staff including Office Assistants of their district.

18) The  Deputy  Directors  of  Prosecution  will  sanction  the  surrender  leave  salary  to  Assistant 
Directors  of  Prosecution,  Additional  Public  Prosecutors,  of  their  region  and  the  Assistant 
Public Prosecutor Gr.I, Gr.II and Ministerial staff including Office Assistants of their district.

 
19) The  Deputy  Directors  of  Prosecution  will  claim  the  pay  commission  arrears  of  Assistant 

Directors  of Prosecution and Additional  Public  Prosecutors of their  region and also of the 
Assistant Public Prosecutor Gr.I, Gr.II and Ministerial staff including Office Assistants of their 
district.

20) The  Deputy  Directors  of  Prosecution  will  forward  the  addl.  Charge  allowance  claims  of 
Assistant  Directors  of  Prosecution,  Additional  Public  Prosecutors  of  their  region  and  of 
Assistant Public Prosecutor Gr.I and Gr.II of their district to the Directorate after verifying the 
particulars furnished by the respective prosecuting officers.



21) The Deputy Directors of Prosecution will  process the Tamil  Nadu Government  Employees 
Health  Fund  claims  of  Assistant  Directors  of  Prosecution,  Additional  Public  Prosecutors, 
Assistant Public Prosecutor Gr.I, Gr.II and Ministerial staff including Office Assistants of their 
district.

 
22) The Deputy Directors of Prosecution will sanction the annual increment and also fix the pay on 

promotion to the Assistant Directors of Prosecution,  Additional  Public  Prosecutors of their 
region  and  Assistant  Public  Prosecutor  Gr.I,  Gr.II  and  Ministerial  staff  including  Office 
Assistants of their district.

23)  The Deputy Directors of Prosecution will  sanction SPF I  and II to Assistant Directors of 
Prosecution,  Additional  Public  Prosecutors  of  their  region  and Assistant  Public  Prosecutor 
Gr.I, Gr.II and Ministerial staff including Office Assistants of their district.

24) The Deputy Directors  of Prosecution will  initiate  and forward the pension proposal  of the 
Assistant Directors of Prosecution, Additional Public Prosecutors of their region and Assistant 
Public Prosecutor Gr.I, Gr.II and Ministerial staff including Office Assistants of their district to 
the Principal Accountant General (A&E), Tamil Nadu, Chennai-18.

25) The  Deputy  Directors  of  Prosecution  will  sanction  the  terminal  benefits  of  the  Assistant 
Directors  of  Prosecution,  Additional  Public  Prosecutors  of  the  region and Assistant  Public 
Prosecutor Gr.I, Gr.II and Ministerial staff including Office Assistants of their district.

26) The Deputy Directors  of Prosecution will  fix the selection grade and special  grade pay of 
Assistant Directors of Prosecution, Additional Public Prosecutors of their region and Assistant 
Public Prosecutor Gr.I, Gr.II and Ministerial staff including Office Assistants of their district.

27) The  Deputy  Directors  of  Prosecution  will  forward  the  pay  anomaly  claims  of  Assistant 
Directors of Prosecution, Additional Public Prosecutors of their region and Assistant Public 
Prosecutor Gr.I, Gr.II and Ministerial staff including Office Assistants of their district.

28) The Deputy Directors of Prosecution will issue draft final reports and opinions in all session’s 
cases of their district. They will also issue draft final report and opinions in cases of important 
on the request of Superintendents of Police of district s in their region.

29) The Deputy Directors of Prosecution will approve the advance tour programme of Assistant 
Directors of Prosecution in their region.  If any change is made in the advance tour programme 
they have  to approve the revised tour programme before sanctioning the T.A. for the same.

30) The Deputy Directors of Prosecution will send their monthly diary by 5th of every month to the 
Directorate without fail.

31) The Deputy Directors of Prosecution will conduct confidential enquiries whenever ordered by 
the Director of Prosecution.



32) The Deputy Directors of Prosecution will perform any other duty assigned to them from time 
to time by the Director of Prosecution. 



ASSISTANT DIRECTOR OF PROSECUTION / 
ADDITIONAL PUBLIC PROSECUTORS



Assistant Director of Prosecution

i) The Assistant Directors of Prosecution are the in-charge officers of their district.

ii) The  Assistant  Directors  of  Prosecution  will  make  surprise  visit  to  the  offices  of 
Assistant Public Prosecutor Gr.I and Assistant Public Prosecutor Gr.II in their district.

iii) The  Assistant  Directors  of  Prosecution  will  convene  monthly  review  meetings  of 
Assistant Public Prosecutor Gr.I and Assistant Public Prosecutors Gr.II in their district 
by the fifth of every month.

iv) The  Assistant  Directors  of  Prosecution  will  attend  the  bi-monthly  review meetings 
convened by the Director of Prosecution.

v) The  Assistant  Directors  of  Prosecution  will  attend  the  bi-monthly  review  meeting 
convened by the respective Deputy Directors of Prosecution.

vi) The  Assistant  Directors  of  Prosecution  will  attend  the  monthly  crime  meetings 
convened by the Superintendent of Police along with the prosecuting officers of their 
district.

 
vii) After the review meetings the Assistant Director of Prosecution will send the NIC-NET 

Statement along with their review proceedings to the Directorate by the 10th of every 
month without fail.

viii) The  Assistant  Directors  of  Prosecution  will  make  annual  inspection  the  offices  of 
Assistant Public Prosecutor Gr.I and Assistant Public Prosecutor Gr.II of their district.

ix) The  Assistant  Directors  of  Prosecution  will  initiate  annual  confidential  report  of 
Assistant Public Prosecutor Gr.I and Gr.II of their district and forward the same to the 
Deputy Director of Prosecution.

x) The Assistant  Directors of Prosecution will  send their  self  assessment  report  to the 
Deputy Director of Prosecution.

xi) The Assistant  Directors  of  Prosecution  will  make  additional  charge  arrangement  in 
respect of Assistant Public Prosecutor Gr.I and Gr.II in their district.

xii) The Assistant Directors of Prosecution will forward proposals of   administrative and 
service matters of the prosecuting officers in their district with their specific remarks to 
the Deputy Director of Prosecution for onward transmission to the Directorate.

xiii) All  correspondence  like petitions/representations  of  the prosecuting officers  in  their 
district should be routed through the concerned Deputy Directors of Prosecution with 
their specific remarks.



xiv) The Assistant Directors of Prosecution will maintain the Service Books of Assistant 
Public Prosecutor Gr.I, Gr. II and Ministerial staff including office assistants of their 
district.

xv) The Assistant  Directors of Prosecution will  sanction casual  leave,  earned leave and 
unearned leave on medical certificate to the Assistant Public Prosecutor Gr.I, Gr.II and 
other ministerial staff including office assistant of their district.

xvi) The  Assistant  Directors  of  Prosecution  will  sanction  the  T.A.  and  T.T.A  bills  of 
Assistant Public Prosecutor Gr.I, Gr.II and Ministerial staff including office assistants 
of their district.

xvii) The Assistant Directors of Prosecution will sanction the festival advance, loans from 
GPF, (temporary, part final and 90% of part final) to   the Assistant Public Prosecutor 
Gr.I, Gr.II and Ministerial staff including Office Assistants of their district.

xviii) The  Assistant  Directors  of  Prosecution  will  sanction  the  surrender  leave  salary  to 
Assistant Public Prosecutor Gr.I, Gr.II and Ministerial staff including Office Assistants 
of their district.

xix) The Assistant Directors of Prosecution will claim the pay commission arrears of   the 
Assistant Public Prosecutor Gr.I, Gr.II and Ministerial staff including Office Assistants 
of their district.

xx) The Assistant Directors of Prosecution will forward the addl. Charge allowance claims 
of Assistant Public Prosecutor Gr.I and Gr.II of their district to the Directorate after 
verifying the particulars furnished by the respective prosecuting officers.

xxi) The  Assistant  Directors  of  Prosecution  will  process  the  Tamil  Nadu  Government 
Employees  Health  Fund  claims  of    Assistant  Public  Prosecutor  Gr.I,  Gr.II  and 
Ministerial staff including Office Assistants of their district.

xxii) The Assistant Directors of Prosecution will sanction the annual increment and also fix 
the pay on promotion to the Assistant Public Prosecutor Gr.I, Gr.II and Ministerial staff 
including Office Assistants of their district.

xxiii)  The Assistant  Directors of Prosecution will  sanction SPF I  and II  to the Assistant 
Public Prosecutor Gr.I, Gr.II and Ministerial staff including Office Assistants of their 
district.

xxiv) The Assistant Directors of Prosecution will initiate and forward the pension proposal of 
all  the Assistant Public Prosecutor Gr.I,  Gr.II and Ministerial  staff  including Office 
Assistants of their district to the Principal Accountant General, (A&E), Tamil Nadu, 
Chennai-18.



xxv) The  Assistant  Directors  of  Prosecution  will  sanction  the  terminal  benefits  of  the 
Assistant Public Prosecutor Gr.I, Gr.II and Ministerial staff including Office Assistants 
of their district.

xxvi) The Assistant Directors of Prosecution will send their monthly diary by 5th of every 
month to the Deputy Director of prosecution without fail.

xxvii) The Assistant Directors of Prosecution will fix the selection grade and special grade 
pay of the Assistant Public Prosecutor Gr.I, Gr.II and Ministerial staff including Office 
Assistants of their district.

xxviii) The  Assistant  Directors  of  Prosecution  will  forward  the  pay  anomaly  claims  of 
Assistant Public Prosecutor Gr.I, Gr.II and Ministerial staff including Office Assistants 
of their district,  to the Directorate of Prosecution thro’ the concerned Deputy Directors 
of Prosecution.

xxix) The Assistant Directors of Prosecution will issue draft final reports and opinions in all 
session’s cases of their district. They will also issue draft final report and opinions in 
cases of important on the request of Superintendents of Police of their district.

xxx) The Assistant Directors of Prosecution will conduct confidential  enquiries whenever 
ordered by the Director of Prosecution.

 
xxxi) The Assistant Directors of Prosecution will perform any other duty assigned to them 

from time to time by the Director of Prosecution.



Additional Public Prosecutor: 

1. The  Additional  Public  Prosecutors  will  conduct  trial  before  the  Chief  Judicial  Magistrate  
courts in their district.

2. The Additional Public Prosecutors will send their fortnightly diary to the Deputy Director of 
Prosecution of their region.

3. The  Additional  Public  Prosecutors  will  attend  the  bi-monthly  review  meeting  without  fail 
convened by the Deputy Director of Prosecution.

4. The  Additional  Public  Prosecutors  will  attend  the  quarterly  review  meetings  without  fail 
convened by  the Director of Prosecution.

5. The Additional Public Prosecutors will send their self assessment report to the Deputy Director 
of Prosecution of their region.
 

6. The Additional  Public  Prosecutors  will  attend  the monthly  crime meetings  convened by the 
Commissioner of Police/Superintendent of Police of their city/district.

       2. Hence, all Deputy Directors of Prosecution and Assistant Directors of Prosecution
       requested to offer their valuable suggestions in the matter early to issue instructions in this regard.



ASSISTANT PUBLIC PROSECUTOR GR.I & 
ASSISTANT PUBLIC PROSECUTOR GR.II



ASSISTANT PUBLIC PROSECUTORS GR.I / II

Each  Asst. Public Prosecutor Grade – I and II shall;

1. Conduct prosecution in all the trial matters before the Additional District & Sessions Court and 
Assistant Sessions Court respectively/to which he is appointed / posted

2. ensure that the witness are presented before the Court as per the schedule of the cases;

3. Take interest in preparing the arguments of cases by projecting the prosecution case before the 
court and citing latest case laws relevant to the facts for successful prosecution.

4. Bring to the notice of the senior officials where the witnesses are not produced or do not attend 
the court inspite of the service of summons.

5. Ensure that the summons to official witnesses and Investigating officers are obtained in-time 
from the court and executed to avoid undue delay and obstructions to the smooth conduct of 
prosecutions.

6. Obtain all copies of documents that are filed in court for reference during the trials;

7. Receive notices of Appeals and Bails and in turn intimate the same to the concerned S.H.O. 
and  obtain  C.D.files,  to  get  necessary  instructions  to  oppose  the  Bail  filed  against  the 
convictions from the lower courts;

8. Soon after the receipt of judgment copy under Rule 100 (1) ix of criminal Rules of practice and 
where there are acquittals and inadequate sentence passed; and where there exist, good grounds 
for  Appeals  and  Revisions,  he  shall  advice  the  Superintendent  of  police  or  the  concerned 
Government department to do so, by furnishing details and reasons specifically;

9. Submit monthly statements in the prescribed proforma(NIC NET STATEMENTS 1-4

10. Attend the review meetings of the Deputy Director /Joint Director or many other officer of the 
Directorate on intimation from time to time, along with required notes/materials etc.;

11. Conduct the prosecution in the cases filed not only by the police Department but also in cases 
from other Government departments like Forest, Drug Inspectors, Food Inspectors etc.

12. Give his opinion or advice whenever approached by the police or other department officials in 
a matter pending before the court or during the stage of investigation.

13. Give draft charge sheet whenever approached by concerned official and ensure that the charge 
sheet is given with legally applicable sections of law after satisfying himself that the material 
available on record is sufficient to lay charge sheet against the accused or advice whether if 
some more information or further probe/investigation in the case under scrutiny, if considered 
necessary.  



14. Be responsible and vigilant in giving legal advise / opinion / draft charge sheet so as to avoid 
future complaints of negligence and irresponsible attitude.

15. Conduct the prosecution of cases entrusted and take every possible legal action for successful 
prosecution of cases in public interest.

16. Oppose  the  bail  applications  after  obtaining  necessary  instructions  from  the  concerned 
Department officials;

17. Ensure that the witnesses attend the court as per schedule and NDWs are executed well in time 
by giving suitable instructions to the concerned SHO in writing.

18. Write to the concerned official and to this Directorate in case there is no proper attendance of 
court by the concerned official and lack of interest shown in production of witnesses before the 
trial court;

19. Discuss the priority of old cases pending prosecution in consultation with to concerned and get 
the cases expedited in the court;

20. Maintain cordial relationship with the court, police, department official and other Members of 
the Bar;

21. Act  in  a  fair  and impartial  manner  in  discharge  of  duties  towards  court,  police  and other 
departments;

22. Assist the court with his fairly considered view as the court is entitled to have the benefit of 
prosecuting officers specialized expositions.

23. Take all necessary legal steps to ensure that the court does not close the cases on account of 
non-production of witnesses;

24. Consult the senior prosecuting officer and seek advice on cases involving legal complications / 
expertise;

25. Attend  the  review  /  Crime  meetings  held  by  the  Deputy  Inspector  General  of  police  / 
Commissioner  of  police  whenever  communication  is  received  and  furnish  the  required 
information and also appraise the problems faced in the conduct of prosecution or procurement 
of witnesses to the court;

26. Render legal advice to the I.O. on request and assist in guiding the proper legal course of action 
on the case referred; and after scrutinizing the available evidence opine whether to proceed 
with prosecution in court of law.       



DIRECTORATE STAFF



DIRECTORATE STAFF

Allocation of work among the ministerial staff of Directorate of Prosecution is as follows:

A  Branch deals with the following:

‘A’ Superintendent 

1) Supervision and control of all the staff of his section.

2) Checking and countersigning of all files emanating from his section.

3) Review of all registers and records maintained by the staff of his section.

4) Review  of  pending  files  in  his  section  and  to  discuss  the  same  with  Joint  Director  of 
Prosecution.

5) Checking the discipline and cleanliness of his section.

6) Checking and supervising the work of Typists and Office Assistant. 

ALLOCATION OF WORK

‘A1’ Section  (Assistant)

1) All  service  matters  relating  to  appointments,  induction  training  to  the  newly  recruited 
prosecuting officers, proposals for probation, regularisations, promotions and transfers of all 
Deputy Directors of Prosecution, Assistant Directors of Prosecution, Addl.Public Prosecutors 
and APPs Gr.I & II.

2) Preparation of seniority list and promotion panels in respect of the above mentioned categories.

3) All proposals for new sanction of establishment in the prosecution department.

4) Proposals for advancement to selection grade and special grade to all prosecuting     officers

5) FR  56(2)  Compulsory  retirement  report/monthly  establishment  particulars,  Additional  
charge posting orders of prosecuting officers.

6)         Deputation of prosecuting officers to other departments.

7) Retirement Forecast/VRS proposal
8) Maintenance of registers, records, stock files and periodical pertaining to the above     subjects.

9) Any other work that may be assigned from time to time.

‘A2’ Section (Junior Assistant)



1) All  service  matters  relating  to  appointments,  probation,  regularisations,  promotions  and 
transfers of all Ministerial staff of the Directorate of Prosecution.

2) Annual service verification of Quinn quinneal attestation and TLS. Preparation of seniority list 
and promotion panels in respect of the above mentioned categories.

3) Proposals for advancement to selection grade and special grade of the Ministerial staff and the 
pay fixation.

4) Maintenance  of  Service  Books  of  Joint  Director  of  Prosecution,  Deputy  Directors  of 
Prosecution,  and  Ministerial  staff  and  forwarding  of  pay  slip  of  Deputy  Directors  of 
Prosecution to Accountant General to fix pay.

5)        Sanction of all kinds of leave to Deputy Directors of Prosecution and ministerial staff.

6) Sanction of annual increment to Deputy Director of Prosecution  and  Ministerial staff of the 
Directorate.

7) Further  continuance  and  permanent  retention  of  all  Temporary  posts  in  Directorate  of 
Prosecution.

8) Date of Birth alteration.

9)        Half yearly periodical report regarding absence of Government servants.

10) Increment to prosecuting officers on completion of post graduate degree.

11) Maintenance  of  registers,  records,  stock  files  and  periodical  pertaining  to  the  above      
subjects.

12) Any other work that may be assigned from time to time.

‘A3’ Section (Assistant)  

1) Correspondence relating to review meetings

2)  Review of NIC NET statements I & II.

3) Review of statistics furnish by SPs / COPs.

4) Review under G.O.102. (Petty cases)

5)       Review of performance of work of Prosecuting officers relating  PCR, CCIW, Forest 

          Offences and other Special Act Cases.         

6) Reply to Legislative assembly and  Rajya Sabha questions.

7) Preparation of policy note to the Government

8) Preparation of review meeting proceedings 

9) Training  programme  and  Refresher  courses  (Fees  and  Honorarium)  excluding  induction 
training.

10) Reports of surprise checks conducted by Deputy Directors of Prosecution/Assistant Directors 
of Prosecution.



11) Maintenance of registers, records, stock files and periodical pertaining to the above     subjects.

12) Medals to Prosecuting officers and performance of prosecuting officer.

13) All correspondence relating to conducting of cases by Assistant Public Prosecutors in the court.

14) Citizen charter

15) All subject relating to Right to Information Act.

16) Any other work that may be assigned from time to time.

‘A4’ Section (Assistant) 
1) Corruption complaints against prosecuting officers and ministerial staff

2) All type complaints against prosecuting officer and other ministerial staff of this Directorate.

3) All matters relating to disciplinary departmental proceedings

4) Suspension, revocation and subsistence allowance

5) Permission  and  NOC  for  purchase  of  house  and  vehicles  by  prosecuting  officers  and 
ministerial staff and all other matters relating to conduct rules.

6) Appeal,  Review and mercy petitions of Prosecuting Officers of ministerial staff.

7) Vigilance/ Criminal Cases against Prosecuting Officers and Ministerial Staff.

8) Cases filed by Prosecuting Officers pertaining to disciplinary matters and other service matter.

9) Guidance of prosecuting officers of ministerial staff of this Directorate.

10) Maintenance of registers, records, stock files and periodical pertaining to the above     subjects.

11) Any other work that may be assigned from time to time.

'B'  Branch deals with the following:

‘B’ Superintendent  
1)        Supervision and control of all the staff of his section.

2) Checking and countersigning of all files emanating from his section.

3) Review of all registers and records maintained by the staff of his section.

4) Review of pending files in his section and to discuss the same with Joint Director of 
Prosecution.

5) Checking the discipline and cleanliness of his section.

ALLOCATION OF WORK

‘B1’ Section(Assistant)  



1) All cash transactions of maintenance of cash book.

2) Preparation of pay bills, arrear bills, supplementary bills and medical reimbursement bills of 
the Directorate of Prosecution

3)  Pension and retirement /VRS benefits  (DCRG,SPF,SPF2K,FSF etc.) of Prosecuting officer 
and ministerial staff of the Directorate of Prosecution.

4) Sanction of additional charge allowance.

5) Pension review  and superannuation.

6) Budget proposals, revised estimate, number statement, FMA and surrender statement

7) Review and filing of nominations.

8) Reconciliation work, fixation of pay for selection grade, special grade and pay anomalies of all 
prosecuting officers and  Ministerial staff 

9) Health Fund

10) Effecting of TNPBF subscription and private recoveries.

11) Maintenance of registers, records, stock files and periodical pertaining to the above     subjects.

12) Any other work that may be assigned from time to time.
 

‘B2’ Section (Junior Assistant) 

1) Maintenance of tapal distribution register

2) Maintenance of attendance and late attendance registers

3) Monthly statement of leave debit/credit particulars

3) Maintenance of CM’s Cell petition register

4) General subjects not covered by the other staff

5) Maintenance of call books

6) Any other work that may be assigned from time to time.

‘B3’ Section (Assistant) 

1) Sanction of T.A. Bills, T.T.A. Bills, LTC Bills, Unblemished service award proceeding 
to bill, expenditure statement on transfer of Assistant Public Prosecutors GPF advance, 



part final withdrawal and GPF Final payment of all Deputy Director of Prosecutions 
and ministerial staff

2) Contingency Bills

3) Stores and purchase

4) Office rent, electricity charges and telephone charges 

5) Works relating to Prosecutor’s Journal 

6) Diaries of Deputy Directors of Prosecution, Assistant Directors of Prosecution and

 Addl.Public Prosecutors 

        7) Maintenance of registers, records, stock files and periodical pertaining to the above  
subjects.

           8) All types of temporary appointment Driver salary, part time sweeper salary, fuel bills,

        maintenance and repair bills of the vehicles of the Directorate

          9)  Any other work that may be assigned from time to time.

‘B4’ Section (Junior Assistant)

1) Maintenance of despatch register

2) Maintenance of stamp accounts

3) Sanctioning of festival advances and vehicle loans to Prosecuting Officers and ministerial of 
the Directorate

4)        Maintenance of Block pending list

5) Maintenance of consolidated PDL register

6) Maintenance of registers, records, stock files and periodical pertaining to the above     subjects.
7) Any other work that may be assigned from time to time.

Typist 

1) Fair copying 

2) Maintenance of fair copy register and machine cards

3) Maintenance of office order book.

RULES



The General and the Special Rules applicable to the holders of the permanent posts 
of Superintendent.  Assistant Junior Assistant, Steno-Typist in the Tamilnadu Ministerial Service 
shall respectively apply to the holders of the temporary posts of Superintendents, Assistant, Junior 
Assistant, Steno-Typist and Typist in the Department of Prosecution, Subject to the modification 
specified in the following rules;-

2.Constitution:-     The posts shall each constitute a separate category in the said service.

3. Appointment:-   Appointment to the posts specified in column (2) of the Table below shall be 
made by the methods specified in the corresponding entries in column (3) there of:-

THE TABLE    

-------------------------------------------------------------------------------------------------------------
Sl.No Name of the Post                Method of Appointments
-------------------------------------------------------------------------------------------------------------
    (1) (2) (3)
-------------------------------------------------------------------------------------------------------------

     1.             Superintendent (i) By promotion from the post of
               Assistant in the Department 
               of prosecution ; or

(ii)       By transfer of Superintendent's from 
                     any other department in the 

            Tamilnadu Ministerial service; or

(iii)      By recruitment by transfer from any
             other services.

     2.             Assistant (i)      By promotion from the post of
                Junior Assistant in the Department 
                of Prosecution; or

 (ii)     By transfer from the holders of
           similar posts in other departments

                 in the Tamilnadu Ministerial Service or

             (iii) By recruitment by transfer from 
            any other service.

  3.             Junior Assistant (i)  By direct recruitment; or

           (ii)  By transfer from the holders of 



                        similar posts in other departments 
                        in the Tanilnadu Ministerial Service or
  

          (iii)  By recruitment by transfer from any 
                  other Service.

    4.          Typist including Steno-Typist           (i)  By direct recruitment; or

          (ii) By transfer from the holders of 
                similar posts in other departments in 

                      the Tamilnadu Ministerial Service; or
  

 5.          Driver            (i)  Through Employment Exchange

     6.          Record Clerk (i) Transfer of service from office
                       Assistant on the basis of seniority
                       in the  Department.

7.          Office Assistant       (i) Through Employment Exchange.

4.  Appointing Authority:- The appointing authority for the posts shall  be the Director of 
Prosecution.  The Director of Prosecution shall also be unit Officer for the purpose of allotment of 
candidates for appointment to the posts of Junior Assistants and Typists including Steno-Typist.

5. Transfer and Postings:-  The Director  of Prosecution shall  be the competent  authority for 
transfer and postings.

6. Qualifications:-  No person shall be eligible for appointment to the post specified in column 
(2) of the Table below unless he possesses the qualifications specified in the corresponding entries in 
column (3) there of:-     

THE TABLE

-------------------------------------------------------------------------------------------------------------------



Serial Number Name of the Post Qualification
-------------------------------------------------------------------------------------------------------------------  

(1) (2) (3)
-------------------------------------------------------------------------------------------------------------------

(1) Assistant Must have passed the following tests:
tests:-

(i) The criminal Judicial Test parts I and II

(ii) The Account test for subordinate
      officers parts I and II 

(2) Junior Assistant Minimum General Educational 
Qualification as specified in schedule I
to the General Rules for the TamilNadu State 
and Subordinate services.

(3) Typist (a)  Must posses the Minimum General 
 Educational Qualifications specified 

in the Schedule I to the General Rules 
for the Tamil Nadu State and 
Subordinate Service; and

(b)  Must have passed the Govt.
      Technical Examination in Typewriting.   

 (i)  By the higher Grade in Tamil and English; 
     or

 
(ii) By the Higher Grade in Tamil and

                 Lower Grade in Tamil;

(iii) By the Higher Grade in English 
                 and Lower Grade in Tamil;

Provided that the candidates with the
      qualifactions referred to in item

(ii)      above shall be appointed only if candidates 
                  the qualifactions referred in item above are 

 not available;

Provided  further  that  the  candidates  with  the  
qualification  referred  to  in  item(iii)above  shall  
be appointed only candidates with the 



qualifactions  referred to  in  item and (ii)  above  
are not available.

(4)   Steno-Typist (a)  Must possess the minimum  General 
Educational  qualifactions  specified  in   
Schedule I to the General  Rules for 
the  Tamil  Nadu  state  and  subordinate  
Services; and

(b) Must have passed the Government 
     Technical   Examination in Type – 
      Writing and Shorthand-

             (i)  By the Higher Grade in Tamil  
           and English; or 

(ii) by the Higher Grade in Tamil 
           and Lower grade in English  or
 
(iii) by the Higher Grade in English

            and Lower Grade in Tamil;

Provided that candidates with the 
qualifactions referred to in item 
(ii) above shall be appointed only 
if candidates with qualifications 
referred to in item (i) above are 
not available.

Provided further that the 
candidates with the qualifactions 
referred to in item (iii)  above shall 
be appointed only if candidates 
with the qualifactions referred to 
in time (i) and (ii) above are not 
available.

7. Probation:-  Every person appointed to the post by direct recruitment shall, from the date on which 
he joins duty, be on probation for a total period of two years on duty within a continuous period of 
three years.



8. Tests:- Every person appointed to the post of Junior Assistant or Typist or Steno-Typist by 
direct recruitment shall within the period of probation, pass the District Office Manual Test.

9. Pay:-   There shall be paid to the holders of the posts specified in column (2) of the Table below a 
monthly pay calculated in the scale specified in the corresponding entries in column (3) thereof.

THE SCALE OF PAY OF THE MINISTERIAL STAFF IN 
THE PROSECUTION DEPARTMENT AS FOLLOWS:



S.NO. DESIGNATION SCALE OF PAY
1. P.A to Director of Prosecution 8000-275-13500
2. Superintendent 5700-175-9200
3. Steno-Typist 4000-100-6000
4. Assistant 4000-100-6000
5. Junior Assistant 3200-85-4900
6. Typist 3200-85-4900
7. Officer Assistant 2550-55-2660-60-3200
8. Driver 3200-85-4900
9. Record Clerk 2610-60-3150-65-3540



DEPARTMENTAL ACTION

THE TAMIL NADU CIVIL SERVICES 
(DISCIPLINE AND APPEAL) RULES 1955



The Director of Prosecution shall have the applicable of the Tamil Nadu Civil Services 
(Discipline and Appeal) Rules 1955.

CLASSIFICATIONS

                        The services among the members of which are subject to these rules, shall be 
classified as follows:-
                         1) The State Services; and
                         2) The Subordinate Services.
                         The term State Service will mean the service in the State appointment to which is made 
by the Governor / Government. “Subordinate Service” shall mean the service of those who are in the 
posts in the Subordinate Ranks appointment to which shall be made by the subordinate authorities to 
the Government.
                          The persons holding the posts of State Services were called Gazetted Officers and 
those holding the posts in the Subordinate Services were called non-gazetted officials.  Accepting the 
recommendation of the Tamil Nadu Administrative Reforms Commission, the Government servants as 
gazetted and non-gazetted and classified them into four groups as groups, A, B, C and D, with effect 
from 11th July 1977 in G.O.Ms.No.843, P & A.R., Dated 11th July 1977.
                          Therefore, while dealing with the cases under these rules, we should have in mind the 
above classification of the Government employees.  For ready reference, the classification as given in 
Rule 2-A in Part I of the Tamil Nadu State and Subordinate Services Rules, is given below:-
                          Persons holding posts under the Tamil Nadu State and Subordinate Services shall be 
classified into the following four groups, namely:
                          Group A : Persons in the posts on the scales of pay the minimum of which is 
Rs.8,000/- and above.
                          Group B  :  Persons in the posts on the scales of pay, the minimum of which is 
Rs.5,700 and above but below Rs.8,000/-
                          Group C    :  Persons in the posts on the scales of pay, the minimum of which is 
Rs.3200/- and above but below Rs.5,700/-
                          Group D      : Persons in the posts on the scales of pay, the minimum of which is 
below Rs.3,200/-
Explanation :       Persons holding posts in Selection Grade or Special Grade shall come under the 
respective groups under which such posts in the ordinary grades are classified.

PENALITIES

                             As regards imposition of penalties and disciplinary actions are concerned directorate 
shall be Governed by THE TAMIL NADU CIVIL SERVICES (DISCIPLINE & APPEAL) RULES. 



Rule 17(a) and 17(b) specify different type of penalties. The following penalties may for good and 
sufficient reasons be imposed on a Government Servant namely                         

Minor Penalties:
 
                            1. Censure
                            2. Fine 
                            3. Withholding of increment or promotion
                            4. Recovery from pay
                            5. Suspension when person has already been suspended
                                under rule 17(a)
Major Penalties:
                            1. Reduction to a lower rank in the seniority list or to a lower post not being lower 
than that to which he was directly recruited, whether in the same service or in another service, State of 
Subordinate or to a lower time scale, not being lower than that to which he was directly recruited, or to 
a lower stage in a time scale:
                                Provided that in cases where the punishment of reduction to a lower stage in a time 
scale cannot be given effect to fully, the monetary value equivalent to the difference in emoluments as 
a result of reduction to such lower stage in the time – scale for the unexpired period of the punishment 
shall be recovered from the person.
                             2. Compulsory Retirement
                             3. Removal from the Civil Service of the State 
                                 Government
                            4. Dismissal from the Civil Service of the State 
                                Government 
                          
PROCEDURE FOR MINOR PENALTIES

 



E N Q U I R I E S E N Q U I R I E S 



Where the allegations in the complaint or information are found to be true, clear and 
specific, on verification, a regular enquiry can be taken up for further course of action.

Generally no action is to be taken on anonymous and pseudonymous complaints.  If the 
allegations are specific and verifiable and are of the type which are fit to be taken up for regular 
enquiry, a discreet enquiry may be made to the limited extent of finding out whether there is some 
truth in the allegations.

The  Joint  Directors/Deputy  Director  should  forward  promptly  the  discreet  enquiry 
reports after verification of complaints or source informations.  While forwarding such reports, they 
should send their specific suggestions about the further action to be taken.

Regular Enquiries:

Regular enquiries will be taken up on the orders of the Director of Prosecution, on the 
petitions or information received which require detailed and open enquiries.  The Director orders a 
regular enquiry on the basis of a discreet enquiry report.

As soon as orders for conducting regular enquiry are received, the enquiry Officer will 
draw up a list  of  allegations  to be enquired into,  the names of witnesses to be contacted and the 
documents required  to be perused or to be taken possession of.

During  the  regular  enquiry,  statements  of  witnesses  concerned  should  be  recorded, 
preferably in their own hand-writing, and language and got signed by them.  If a witness is illiterate, 
the statement should be got recorded by enquiry Officer.  Complete permanent address of the witness 
should be mentioned.

Documents concerning the enquiry should be requisitioned under the signature of the 
Joint Director/Deputy Director and taken possession of under acknowledgment.  Where records are 
required  to  be  obtained  from the  Government,  the  enquiry Officer  should  submit  a  report  to  the 
Director of Prosecution who would address the Government in the matter.

The  regular  enquiry  should  normally  be  completed  within  4  months.   If  a  regular 
enquiry is pending for more than 4 months, the reasons for the delay should be looked into by the 
reviewing officers so that the causes for the delay are eliminated and enquiry completed expeditiously.

If during the course of a regular enquiry it is found that there is prima facie material 
pertaining to a criminal offence and also other allegations, those other allegations should be dealt with 
as in other Regular enquiries and a report of the Regular enquiry be submitted to file the criminal case 
on merits.

During the course of a regular  enquiry,  if  the evidence collected till  then indicates, 
prima facie, that a case could be made out under the Prevention of Corruption Act, the enquiry Officer 



should at once report the matter to the Director of Prosecution, who will examine material and decide 
whether to address the Anti-Corruption Bureau for further action.

During the regular enquiry, the delinquent Officer should be given an opportunity to 
explain the circumstances  of the case against  him.   To enable   the delinquent  Officer  to give his 
version regarding the allegation or allegations, such records as may be required by him should be 
allowed to be perused by him in the presence of the enquiry Officer.  Such secret  or confidential 
reports  which  have  no  direct  bearing  on  the  enquiry  need  not  be  shown to  him.   Whatever  the 
delinquent Officer says either orally or through a written statement should be taken note of and gone 
into, allegation-wise.  If necessary, further enquiries may be made regarding his version, before the 
report is finalised.  This fact should clearly be mentioned in the final report.

The  delinquent  Officer  should  be  contacted  personally.   In  the  case  of  Gazetted 
Officers, the contact should be by a Gazetted Officer of equivalent or preferably higher rank.

Every regular enquiry report should be drafted by the officer conducting the enquiry 
and attested by him.  All enquiry reports should be scrutinised and finalised by the Joint Director/ 
Deputy Director who will submit those reports under his signature.

In the case of regular enquiries taken up on the basis of petitions, the original petitions 
should be  enclosed to  the enquiry reports  submitted  by the  Joint  Director/Deputy  Director  to  the 
Director of Prosecutions.



CONDUCT RULE



CONDUCT RULE

1) All  the  Prosecuting  Officers  shall  primarily  be  governed  by  the  Tamil  Nadu Government 
Servants Conduct Rules 1973.  However some of the important rules, do’s and don’ts are enumerated 
here for the guidance of the Directorate personnel.

2) These rules prescribed how Government servants should conduct themselves vide discharge 
their duties in their respective posts.  

3) While discharging the official duties, they must act in their best judgement while exercising the 
statutory  powers  conferred  on  them,  except  when he  is  acting  under  the  direction  of  his  official 
superior.  In such a case, it  is better the employee should get a written direction from his official 
superior.  No Government employee shall behave in a manner which is derogatory to the prestige of 
the  Government  and  act  in  a  manner  which  will  place  his  official  position  under  any  kind  of 
embarrassment.  

4) Every  Government  servant  should  be  devoted  to  duty  and  maintain  absolute  integrity, 
discipline and impartiality.  

5) There are certain activities which a Government servant shall not do:-

                                                                                                               



Procedure for Minor Penalties : Rule 17(a) 

In every case where it is proposed to impose on a member of a service or a person holding a civil post 
under the State any of the penalties specified in items (i), (ii), (iii), (v) and (ix) in rule 8 or in rule 9, he shall be 
given a reasonable opportunity of making any representation that he may desire to make and such representation, 
if any, shall be taken into consideration before the order imposing the penalty is passed ;

Provided that the requirements of this sub-rule shall not apply where it is proposed to impose on a member 
of a service any of the penalties aforesaid on the basis of facts which have led to his conviction by a court martial 
or where the officer concerned has absconded or where it is for other reason impracticable to communicate with 
him:

Provided further that, in every case where it is proposed, after considering the representation, if any, made 
by the Government servant, to withhold increments of pay and such withholding of increments is likely to affect 
adversely the amount of pension payable to the Government servant or to withhold increments of pay without 
cumulative effect for a period exceeding 3 years or to withhold increment of pay with cumulative effect for any 
period,  the procedure laid down in sub-rule (b) shall  be followed before making any order imposing on the 
Government servant any such penalty.



Procedure for Major penalties : Rule 17(b) 

(i) In every case where it is proposed to impose on a member of a service or on a person holding a Civil 
Post under the State any of the penalties specified in items (iv), (vi), (vii) and (viii) in rule 8, the grounds on 
which it is proposed to take action shall be reduced to the form of a definite charge or charges, which shall be 
communicated to the person charged, together with a statement of the allegation, on which each charge is based 
and of any other circumstances which it is proposed to take into consideration in passing orders on the case. He 
shall be required, within a reasonable time to put in a written statement of his defence and to state whether he 
desires an oral inquiry or to be heard in person or both. An oral inquiry shall be held if such an inquiry is desired 
by the person charged or is directed by the authority concerned. Even if a person charged has waived an oral 
inquiry, such inquiry shall be held by the authority concerned in respect of charges which are not admitted by the 
person charged and which can be proved only through the evidence of witnesses. At that inquiry oral evidence 
shall be heard as to such of the allegations as are not admitted, and the person charged shall be entitled to cross-
examine the witnesses to give evidence in person and to have such witnesses called, as he may wish, provided 
that the officer conducting the inquiry may, for special and sufficient reason to be recorded in writing, refuse to 
call a witness. Whether or not the person charged desired or had an oral inquiry, he shall be heard in person at any 
stage if he so desires before passing of final orders. A report of the inquiry or personal hearing (as the case may 
be) shall be prepared by the authority holding the inquiry or personal hearing whether or not such authority is 
competent to impose the penalty .Such report shall contain a sufficient record of the evidence , if any,  and a 
statement of the findings and the grounds thereof.  Whenever any inquiring authority,  after  having heard and 
recorded the whole  or  any part  of  the  evidence  in  an inquiry ceases  to  exercise  jurisdiction  therein,  and is 
succeeded by another inquiring authority which has, and which exercises such jurisdiction, the inquiring authority 
so succeeding may act on the evidence so
recorded by its predecessor or partly recorded by its predecessor and partly recorded by itself; 

Provided that if the succeeding inquiring authority is of the opinion that further examination of any of the 
witnesses whose evidence has already been recorded is necessary in the interest of justice, it may recall, examine, 
cross-examine and re-examine any such witnesses as hereinbefore provided: Provided further that where there is a 
complaint  of sexual  harassment  within the meaning of Rule 20-B of the Tamil  Nadu Government  Servants’ 
Conduct  Rules,  1973,  the  Complaints  Committee  established  in  each  Government  Department  or  Office  for 
inquiring  into  such complaints,  shall  be deemed to  be the inquiring  authority  appointed  by the Disciplinary 
Authority for the purpose of these rules and the Complaints Committee shall hold the inquiry as far as practicable 
in accordance with the procedure laid down in these Rules. 

Provided further that the Government Servant may take the assistance of any retired Government servant 
to present the case on his behalf but may not engage a legal practitioner for the purpose unless the inquiring 
authority is a legal practitioner or the inquiring authority,  having regard to the circumstances of the case, so 
permits.

Explanation :-  The Government servant shall not take the assistance of any retired Government servant 
who has two pending disciplinary cases on hand, in which he has to give assistance.
 



(ii) After the inquiry or personal hearing referred to in clause (i) has been completed, the authority competent 
to impose the penalty specified in that clause, is of the opinion, on the basis of the evidence adduced during the 
inquiry, that any of the penalties specified in rule 8 should be imposed on the person charged, it shall, before 
making an order imposing such penalty, furnish to him a copy of the report of the inquiry or personal hearing or 
both, as the case may be, and call upon him to submit his further representation, if any, within a reasonable time, 
not  exceeding  fifteen  days.  Any representation  received  in  this  behalf  within  the  period  shall  be taken into 
consideration before making any order imposing the penalty, provided that such representation shall be based on 
the evidence adduced during the inquiry only. It shall not be necessary to give the person charged any opportunity 
of making representation on the penalty proposed to be imposed ;

Provided that in every case where it is necessary to consult the Tamil Nadu Public Service Commission, 
the disciplinary authority shall consult the Tamil Nadu Public Service Commission for its advice and such advice 
shall be taken into consideration before making an order imposing any such penalty:

Provided further that in the case of a person appointed to a post in a temporary department by transfer 
from any other class or by recruitment by transfer from any other service, the State Government may, at any time 
before the appointment of such person as a full member to the said post, revert him to such other class or service, 
either for want of vacancy or in the event of his becoming surplus to requirements or if the State Government are 
satisfied that he has not got the necessary aptitude for work in the said post, without observing the formalities 
prescribed in this sub-rule.



Rule 17 (c) – Procedure in the case of conviction of a Government Servant :

(i) (1) The requirements of sub-rule (b) shall not apply where it is proposed to impose on a member of 
a service any such penalty as is referred to in clause (i) of that sub-rule on the basis of facts which have led to his 
conviction in a criminal court (whether or not he has been sentenced at once by such court to any punishment); 
but he shall be given a reasonable opportunity of making any representation that he may desire to make and such 
representation, if any, shall be taken into consideration before the order imposing the penalty is passed.

 (2) The requirements of sub-rule (b) shall not apply where it is proposed to impose on a member of 
a service any of the penalties mentioned in rule 8 or 9, on the basis of facts which have led to his conviction by a 
court  martial  or where the officer concerned has absconded or where it is for other reasons impracticable  to 
communicate with him.

(ii)  The provisions of sub-rule (b) shall not apply where the Governor is satisfied that in the interest of 
the security of the State it is not expedient to follow the procedure prescribed in that sub-rule.



Rule 17 (d) – Conditions for waiver of procedure:

(i) All or any of the provisions of sub-rules (a) and (b) may, in exceptional cases, for special and sufficient 
reasons to be recorded in writing, be waived where there is difficulty in observing exactly the requirements of the 
sub-rules and those requirements can be waived without injustice to the person charged.

(ii)  If any question arises whether it is reasonably practicable to follow the procedure prescribed in sub-rule 
(b), the decision thereon of the authority empowered to dismiss or remove such person or reduce him in rank, as 
the case may be, shall be final.

(iii) The  provisions  of  sub-rule  (b)  may be waived in  cases  where deficiency in  the  stores  incharge  of  a 
member of a Subordinate Service in the Jail Department detected at the time of stock-taking is due to negligence 
or breach of orders on his part and the authority competent to write off the loss caused to the Government by such 
deficiency is of opinion that the loss does not exceed Rs.100 and that it should be recovered from the pay of such 
member.  In  such  cases  the  member  shall,  before  the  recovery  is  ordered  from him,  be  given  a  reasonable 
opportunity of showing cause why the loss should not be recovered from his pay.

(iv)  The procedure prescribed in clause (b) shall be followed also in the case of persons appointed under rule 
10 (a) (i) and (ii) or promoted under rule 39(a) (i) of the General Rules for the Tamil Nadu State and Sub ordinate 
Services and those paid from contingencies provided the termination of appointment is made as a measure of 
punishment.



Rule 17(e) – Circumstances for ordering suspension:

 (1) A member of a service may be placed under suspension from service, where-

(i) an enquiry into grave charges against him is contemplated, or is pending; or

(ii)  a complaint against him of any criminal offence is under investigation or trial and if such suspension is 
necessary in the public interest.

(2) A Government servant who is detained in custody whether on a criminal charge or otherwise, for a period 
longer than forty-eight hours shall be deemed to have been suspended under this rule.

(3) Where  a  penalty  of  dismissal,  removal  or  compulsory  retirement  from  service  imposed  upon  a 
Government servant under suspension is set aside in appeal or on review under these rules and the case is remitted 
for further inquiry or action or with any other directions, the order of his suspension shall be deemed to have 
continued in force on and from the date of the original order of dismissal, removal or compulsory retirement and 
shall remain in force until further orders.

(4)  Where  a  penalty  of  dismissal,  removal  or  compulsory  retirement  from  service  imposed  upon  a 
Government Servant is set aside or declared or rendered void in consequence of or by a decision of a Court of law 
and the disciplinary authority,  on a consideration of the circumstances of the case,  decides to hold a further 
inquiry against him on the allegations on which the penalty of dismissal, removal or compulsory retirement was 
originally  imposed,  the  Government  servant  shall  be  deemed  to  have  been  placed  under  suspension  by  the 
appointing authority from the date of the original order of dismissal, removal or compulsory retirement and shall 
continue to remain under suspension until further orders.

 Provided that no such further inquiry shall  be ordered unless it  is intended to meet a situation 
where the Court of law has passed an order purely on technical grounds without going into the merits of the case.

(5)  Where a Government servant is suspended or is deemed to have been suspended (whether in connection 
with any disciplinary proceedings or otherwise) and any other disciplinary proceedings are commenced or any 
other criminal complaint is under investigation or trial against him during the continuance of that suspension, and 
where the suspension of the Government servant is necessary in public interest as required under clause (1), the 
authority competent to place him under suspension may, for reasons to be recorded by him in writing, direct that 
the  Government  servant  shall  continue  to  be  under  suspension  until  the  termination  of  all  or  any  of  such 
proceedings  including departmental  proceedings taken on the basis  of facts  which led to the conviction in a 
Criminal Court.

(6)  An order of suspension made or deemed to have been made under this rule may at any time be revoked by 
the authority which made or is deemed to have made the order or by any authority to which that authority is 
subordinate.



Rule 17 (f) & (g):   Ex parte procedure:

(f)  If the Government Servant, to whom a copy of the charges together with a statement of the allegation on 
which each charge is based and of any other circumstances which it is proposed to take into consideration in 
passing orders on the case, is communicated, does not submit the written statement of his defence on or before the 
date specified for the purpose or does not appear in person before the inquiring authority or otherwise fails or 
refuses to comply with the provisions of this rule, the inquiring authority may hold the inquiry ex-parte.

Enquiry Authority:

(g) Whenever the disciplinary authority is of the opinion that there are grounds for inquiring into the truth of 
any imputation of misconduct or misbehaviour against a Government servant, it may itself inquire into, or appoint 
an authority to inquire into the truth thereof.

Explanation .- Where the disciplinary authority itself holds the inquiry, any reference to the "inquiring authority" 
shall be construed as a reference to the disciplinary authority.

Procedure for imposing minor penalties – 

(1)  In cases in which the disciplinary authority decides that proceedings should be initiated for imposing a 
minor penalty; the disciplinary authority will inform the Government servant concerned in writing of the proposal 
to take action against him by a notice accompanied by a statement of imputations of misconduct or misbehaviour 
for which action is proposed to be taken giving him a reasonable opportunity of making any representation that he 
may desire to make within a prescribed period.  No mention should be made of the nature of the penalty which 
the disciplinary authority wishes to impose.   There is no provision in the relevant  rule for the inspection of 
documents to enable the accused Government servant to submit his defence statement, but the rules of natural 
justice requires that wherever a case is based on documentary evidence and if the accused officer requests for the 
inspection of such documents,  he should be allowed necessary facilities.   After taking into consideration the 
representation of the Government servant or without it,  if  no such representation is received, the disciplinary 
authority will proceed after taking into account such evidence as it may think fit, to record its findings on each 
imputation of misconduct or misbehaviour.

(2)  If, as a result of its examination of the case and after taking the representation made by the Government 
servant  into account  the disciplinary  authority  is  satisfied  that  the allegations  have not  been proved,  it  may 
exonerate the Government servant.  An intimation of such exoneration will be sent to the Government servant in 
writing.
In case, the disciplinary authority is of the opinion that the allegations against the Government servant stand 
substantiated it may impose upon him any of the minor penalties specified in Rule 8 of these rules.

(3)  However, according to the second proviso to this sub-rule introduced in G.O Ms.397, P & AR (Per-N) 
dated 1st April 1980, in every case where it is proposed, after considering the representation, if any, made by the 
Government  servant,  to  withhold  increments  of  pay  and  such  withholding  of  increment  is  likely  to  affect 
adversely the amount of pension payable to the Government servant or to withhold increments of pay without 
cumulative effect for a period exceeding three years or to withhold increment of pay with cumulative effect for 
any period,  the procedure laid  down in sub-rule  (b) of this  rule  shall  be followed before making any order 
imposing on the Government servant any such penalty.  By virtue of the above provision, it does not mean that 



the withholding of increments is a major penalty.  The withholding of increments is still classified as a Minor 
penalty only and in respect of the three situations mentions above, the accused Government servant should be 
given the reasonable opportunity as in the procedure laid down in sub-rule (b) of this rule.  For this purpose, after 
consideration of the representation of the accused Government servant to the show-cause notice issued to him 
under sub-rule (a) of this rule, the disciplinary authority will have to issue a notice to him drawing his attention to 
the second proviso to this sub-rule and to state whether he desires an oral enquiry or to be heard in person or both. 
After conducting an oral  enquiry and obtaining a report  of enquiry,  the disciplinary authority may impose a 
penalty with reference to the second proviso to sub-rule (a) of this rule.

Procedure for imposing major penalties:

(1)  Sub-rule (b)(i) of this rule provides that in every case where it is proposed to impose on a member of a 
service or on a person holding a civil post under the State any of the major penalties specified in Rule 8, the 
grounds on which it is proposed to take action shall be reduced to the form of a definite charge or charges, which 
will be communicated to the person charged, together with a statement of the allegations on which each charge is 
based and of any other circumstances which it is proposed to take into consideration in passing orders on the case. 
The accused Government servant shall also be required, within a reasonable time, to put in a written statement of 
his defence and to state whether he desires an oral enquiry or to be heard in person or both.

(2)    Framing of charges  :  This is the most crucial stage in the entire proceedings because the success of any 
disciplinary  case  depends  primarily  on  the  soundness  of  the  charges.   The  charges  are  in  turn  based  on 
imputations so that if the imputations or allegations are founded solidly on unshakable evidence, the chances of 
successful conclusion of the proceedings are greatly enhanced.

A charge is the formally drawn up accusation against a Government servant.  It may be described as the 
prima facie proven essence of the allegation levelled against him.



The Government have also laid down certain guidelines for facility of the disciplinary authorities in their 
Circular No. 14353/Per-N/93-1, P & AR, dated 11th March 1993.  They are given below:

GUIDELINES FOR DECIDING WHETHER CHARGES MAY BE FRAMED 
UNDER RULE 17 (b)

Without prejudice to the generality of the situations involving indiscipline, moral turpitude, corruption etc. 
charges under Rule 17 (b) have to be framed in the following types of cases for imposing any one of the major 
penalties:

(1) Cases  in  which  there  is  reasonable  ground to  believe  that  a  penal  offence  has  been committed  by a 
Government servant but the evidence forthcoming is not sufficient for prosecution in a Court of law.  e.g-

(a)  possession of assets disproportionate to the known sources of income
(b) obtaining or attempting to obtain illegal gratification;
(c) misappropriation of Government property, money or shares;
(d) obtaining or attempting to obtain any valuable thing or pecuniary advantage without    
      consideration or for a consideration which is not adequate etc.

2) Falsfication of Government records
3) Irregularity or negligence in the discharge of official duties with a dishonest motive.
4) Misuse of official position for personal gain
5) Disclosure of secret or confidential information eventhough it does not  fall strictly within the scope of the 

Official Secrets Act.
6) Misappropriation of Government  funds, false claims of Travelling Allowance,  reimbursement  of false 

medical bills etc.

 Unless a major punishment is really warranted, namely,  dismissal from service, removal from service, 
compulsory retirement or reduction to a lower rank in the seniority list or to a lower post or time scale, framing 
charges under Rule 17(b) is not necessary and should be avoided.



COMMON GUIDELINES TO BE FOLLOWED IN FRAMING CHARGES UNDER RULE 17(b) AND 
ISSUING SHOW CAUSE NOTICE UNDER RULE 17 (a)

(1) A separate charge should be framed wherever necessary in respect of each separate transaction/event or a 
series of related transactions/amounting to misconduct/misbehaviour. 

(2) If the transaction/event amounts to be more than one type of misconduct, then all the misconducts should 
be mentioned.

(3)  If a transaction/event shows that the Government servant must be guilty of one misconduct or the other 
depending on one or the other set of circumstances, then the charge can be in the alternative.

(4)  Multiplication or splitting up of the charges on the basis of the same allegation should be avoided.

(5)  The  articles  of  charge  should  first  give  plain  facts  and  then  mention  the  nature  of 
misconduct/misbehaviour of the accused.

(6)  The wording of the charge should not appear to be an expression of opinion as to the guilt of the accused 
but should contain only statement of facts.  Any statement which smacks of expression of opinion and draws 
some positive conclusions against the Government servant should be strictly avoided in the charge sheet.

(7)  A charge should not be related  to a matter  which had already been the subject matter  of an enquiry 
resulting  in  conviction/punishment/acquittal/exoneration  unless  acquittal/exoneration  was  based  on  benefit  of 
doubt by a Court or on technical consideration.

(8)  A charge sheet should not refer (in the list of references as well as in the body of the memo) to the report 
on  preliminary  investigation/detailed  inquiries  conducted  by  the  Directorate  of  Vigilance  and  Anti-
Corruption/Police C.I.D and other agencies.

(9)  There is no bar to include all charges of violation of departmental rules as well as criminal offence which 
can be taken up departmentally e.g Misappropriation of Government money, defalcation and theft of departmental 
materials etc.  In the case of departmental proceedings, reference to clauses of the Indian Penal Code should be 
avoided.  The proceedings should be based on the failure to observe departmental rules and regulations.  For 
instance, in the case of theft of a registered or insured article, the charge against an employee may not be theft of 
that article but failure to account for the article entrusted to him for custody or disposal etc.

(10)  All the facts, figures, dates etc. included in the imputations should be carefully checked before the issue of 
the charge sheet as a lot of difficulties may crop up when some clerical error in these figures or dates later on 
comes to notice.

(11)  The practice of disciplinary authorities framing extra charges like “this shows that he is incapable’, ‘This 
shows he is not trustworthy’  etc.  or their variations which were the offshoots of the main charges should be 
avoided.  For example, if there is a charge showing or implying the dishonesty of a delinquent, there is no need 
for another charge that the official is dishonest.



(12)  There need be only a minimum number of a specific provable charge directly attributable to the delinquent 
and not too many unwanted charges which may dilute the enquiry.

(13)  Once a charge is framed and fully served but no explanation is received within the stipulated time, there 
is no need to frame another charge for non-submission of explanation.  There is no need to frame another charge 
for non-submission of explanation.  There is no need also to send any reminder.  In such cases, necessary action 
should be proceeded with after considering the facts and records based on which charges were framed.  For this 
purpose,  a clause is  routinely added to all  charge Memos that  if  no explanation is  received  within the time 
stipulated, it will be presumed that the delinquent has no explanation to offer, and further action will be taken on 
the merits of the case based on available records.

(14)  An Officer’s  past  record should not  be taken into account  in  arriving at  a  finding as  to  the truth or 
otherwise of the charges against him.  But there may be cases in which a person might have been previously 
punished for similar irregularity, but still he has not corrected himself.  If such past bad record of a person is 
proposed to be taken into account in determining the penalty to be imposed, it should be made the subject matter 
of a specific charge in the main charge sheet issued in the first instance, or in the form of an additional charge 
sheet issued before the commencement of an enquiry in respect of the main charge sheet and the person charged 
should be afforded all the facilities necessary for enabling him to meet the allegation relating to past record.

The charge sheet should also be accompanied by a list of witnesses who are proposed to be produced 
during the oral inquiry in support of the charges.  In the preliminary inquiry number of witnesses are examined 
and their statements recorded.  It is not necessary that all those who were examined during the preliminary inquiry 
should be produced in the regular inquiry also.  Only such witnesses who are considered to support the charges 
and give material evidence should be produced during such regular inquiry.  Copies of complaints made by the 
complainants and copies of statements taken from witnesses which form the basis on which the charge or charges 
are framed against the delinquent officer should be furnished to him at the time of communication of the charge 
notice itself.  The statements of the witnesses who were examined in the preliminary inquiry but are not proposed 
to be produced in the oral enquiry need not be made available to the accused officer.  A list of documents which 
are proposed to be provided in support of the charges should also accompany the charge sheet.  The charge sheet 
should  be  signed  by  the  appropriate  disciplinary  authority  and  should  be  accompanied  by  a  statement  of 
imputation on which the charges are based.  This statement should give full recitation of the specific facts of 
commission and omission on the part of the Government servant in support of each article of charge.  It should 
also briefly mention any other circumstances which it is proposed to take into consideration.  



DELIVERY OF CHARGE MEMO / NOTICE

The Disciplinary Authority will deliver or cause to be delivered the Charge Memo / Notice together with 
the required enclosures to the Accused Officer concerned through his superior Officer.  Sub-rule (c) of Rule 18 of 
these Rules provides the mode of serving every order, notice and other process made or issued under these Rules. 
The disciplinary authorities should adopt the mode of servicing prescribed in the above sub-rule.

The Accused Officer  should be required to submit  his  reply to  the  articles  of  charge  (i.e  his  written 
statement of defence) by a date to be specified in the charge notice.  For the convenience of the accused as well as 
the disciplinary authority, a questionnaire form will be furnished to the Accused Officer asking him to resubmit 
the questionnaire duly filled in along with his defence statements (i.e his explanations) to the charge notice.  It has 
been held that furnishing of the questionnaire alone cannot be considered a substitute for asking him specifically 
in the charge notice whether he desires an oral enquiry or to be heard in person or both and that the  failure to 
specify the above requirement in the charge notice itself will vitiate the proceedings.

On receipt of the written statement of defence, the disciplinary authority should examine it carefully.  If 
the disciplinary authority finds that any or all of the charges have not been admitted by the accused in his written 
statement  of  defence  ,  the  disciplinary  authority  may  itself  inquire  into  the  charge  or  appoint  an  inquiring 
authority to inquire into the truth of the charges.  An oral enquiry will be held in respect of charges which are not 
admitted by the accused officer.



ORAL ENQUIRY

1.General Principles:-  a) The principle underlying the maxim “AUDI ALTERAM PARTEM” that no one should 
be condemned unheard is incorporated in Article 311 of the Constitution of India.  Clause (2) of Article 311 
provides that no person who is a member of the Civil Service of the Union or an All India Service or a Civil 
Service of a State or holds a civil post under the Union or a State shall be dismissed or removed or reduced in 
rank except after an inquiry in which he has been informed of the charges against him and given a reasonable 
opportunity of being heard in respect of all those charges and where it is proposed, after such inquiry, to impose 
on him any such penalty, such penalty may be imposed on the basis of the evidence adduced during such inquiry 
and it  shall   not  be necessary to  give such person any opportunity of making representation  on the penalty 
proposed.  The Constitution, therefore, guarantees that before any of these three punishments in inflicted on the 
accused Government Officer concerned, he should be afforded an opportunity of being heard.  In accordance with 
this Constitutional guarantee, Rule 17(b) of these rules provides that before any of the major penalties is imposed, 
an oral inquiry should be held.

b. The provisions of the Indian Evidence Act and the Criminal Procedure Code are not applicable in 
departmental enquiries but since the provisions of these enactments are based on the Principles of natural justice, 
they have to be followed in the conduct of departmental proceedings.

2. Equiry Authority:  a)  An inquiry  Authority  to  enquire  into  the  charges  framed  against  an  accused 
Government  servant  has  to  be  formally  appointed  by  the  Disciplinary  Authority.   Along with  the  order  of 
appointment of inquiry officer, the following documents should be sent to him:-

xxiii) A copy of the articles of charge and the statement of the imputations of misconduct or 
misbehaviour.

xxiv) A copy of  written  statement  of  defence submitted  by the Government  Servant.   If  the 
accused Government servant has not submitted a written statement of defence, this fact 
should be clearly brought to the notice of the inquiring authority.

xxv) A copy of the statement of witnesses whom the prosecution proposes to produce in support 
of the charges;

xxvi) Evidence  providing  the  delivery  of  documents  referred  to  in  (i)  above  to  the  accused 
Government servant.  The date of receipt of the document by the accused should be clearly 
indicated.  The date of receipt of the articles of charges by the Government servant will 
need to be taken into account by the inquiring Authority in fixing the date of the first 
hearing.

b) On receipt of the order of appointment and the above documents, the inquiring authority is required to 
send a notice to the accused Government servant asking him to appear before the inquiring authority at the place, 
date and the time specified in that notice.  The modes of serving order, notices as provided in Rule 18(1)(c) of 
these rules should be followed.  It is also the practice, when departmental action against an officer is taken up on a 
report from the Director of Vigilance and Anti-Corruption for the officer conducting the enquiry to intimate to the 
Director the exact date of the enquiry sufficiently in advance so that arrangements will be made for the production 
of witnesses and for the officer of the Directorate who conducted the investigation to be present at the time of the 
departmental enquiry to assist the Enquiring officer.  The above procedure is absolutely essential in the interests 
of  successful  prosecution  in  all  departmental  proceedings  and  it  should  be  strictly  followed  in  all  such 
proceedings.



c) Normally, the hearings will be held at the place where the accused Government servant was employed at 
the time of commission or omission of the act or acts forming the ground for the disciplinary proceedings and or 
where the documentary evidence and witnesses are likely to be readily available.   The inquiring authority may, 
however, fix any other place for the inquiry or different places for different hearings during the course of the 
enquiry, considering the convenience of the parties concerned with reference to the purpose of each hearing.

3. Preliminary Hearing:- The proceedings before the Inquiring Authority are of a confidential nature. 
It may be explained to the accused Government servant at the preliminary hearing that the charges which he had 
admitted in his written statement of defence will not form the subject of the enquiry.  The Inquiry Officer should 
further ask the accused officer whether he pleads guilty  of any of the articles of charges the Inquiring Officer will 
record  the  plea,  sign the  record  and obtain  the  signature  of  the  accused  Government  servant  thereon.   The 
Inquiring officer in his report will write a finding of guilt in respect of articles of charges to which the accused 
Government servant pleads guilty before him.  In ultimate analysis, the inquiry is to be held only in respect of 
those charges which have not been admitted by the accused officer in his written statement of defence or before 
the Inquiring Officer.
4. Inspection of Documents:- Before  the  regular  hearings  commence,  the  accused  officer  has  to  be 
allowed, for preparing his defence, the inspection of documents relied upon by the prosecution in support of the 
charges.   The accused officer is  free to taken extracts  of the documents.   In asking for such documents the 
Government Servant will also indicate the relevance of the document to the presentation of his case.

5.  Summoning of witnesses:-  The Inquiring Authority functioning under these rules has no powers to 
compel attendance of witnesses and production of documents.  The witnesses cited by the Prosecution as well as 
by the Defence, may, therefore, be requested by the Inquiring Authority to appear before him on the date, time 
and place mentioned in the notice of the request.  The Inquiring Authority may consider the relevancy of the 
witnesses cited by the accused before summoning them.  He may, for special and sufficient reason to be recorded 
in writing, refuse to call a witness; failure so to record the reasons will vitiate the enquiry.

6. Regular hearings: (i)  Documentary evidence produced at the inquiry should be properly proved 
as in a Court. -  The evidence shall, in all cases, be recorded in the presence of the person charged, that is to say, 
both the evidence  given in examination-in-chief  and in cross-examination  should be so recorded.   As far  as 
possible, the cross-examination should be done immediately after the examination-in-chief is over.  The officer 
charged is also entitled to give evidence in person.  The evidence of the witnesses and of the person charged, if he 
offers evidence, should be taken down in writing, irrelevant depositions should be read over and signed by them 
in token of their having been correctly recorded.  If the departmental enquiry is conducted on the complaint of a 
private person or body, the complainant should not be allowed to cross-examine the officer charged who is in 
such inquiry in the position of an accused person but the complainant may suggest question to the Inquiring 
Officer to be put to the witnesses produced in defence of the officer charged or the Inquiring officer may, in his 
discretion, permit the complainant himself to cross-examine the said witnesses.

(ii) Statement of prosecution witnesses – The witnesses examined at the preliminary inquiry held before 
the framing of charge whose evidence is considered necessary to prove the charges must be recalled at the regular 
inquiry, after the charges have been framed.  It shall not be necessary to record over again the evidence recorded 
at the preliminary inquiry, but the evidence so recorded should be read out at the regular inquiry in the presence 
of the person charged and he should be given an opportunity to cross-examine the witnesses, whether or not he 
had already cross-examined them at the preliminary inquiry.  If, however, any such witness was examined at the 
preliminary inquiry in the absence of the person charged such witness should, if the person charged so desires, be 



examined-in-chief  in  his  presence at  the regular  inquiry instead of the evidence  given by the witness at  the 
preliminary inquiry being read out, and the person charged should also be given an opportunity to cross-examine 
the  witness.   It  is  not  necessary that  every person who was examined  at  the  preliminary inquiry should be 
examined at the regular inquiry though it is incumbent on the Inquiring Officer to examine at the regular enquiry 
any particular witnesses  previously examined whom the officer charged specifically asks for examination.  But 
no evidence other than that of persons examined at the regular inquiry should be relied upon in arriving at the 
findings.

(iii)  Production of  documents – On the date  fixed for the hearing,  the Inquiry Officer  may ask the 
accused  Government  servant  to  indicate  the  documents,  which  have  been  inspected  by  him.   Documentary 
evidence by which the articles of charge are proposed to be proved may then be produced by the officer having 
the custody of the documents or by an officer deputed by him for the purpose.  Unlike in the courts of law, it is 
not necessary that the authority in whose custody the documents are, should personally come to produce the 
documents and prove signatures, etc. theron.  The investigation officer who has taken over the documents during 
the course of investigation may produce the documents on behalf of the various authorities from whom he took 
possession of the documents.  The documents produced may be numbered as Exhibits P-1, P-2 so on.  These may 
be signed by the Inquiry Officer.

(iv) Examination-in-Chief  - The prosecution witness mentioned in the list of witnesses furnished 
to the accused Government servant may then be examined.  It is not necessary that the witnesses should be 
examined in the same order as they were mentioned in the list of witnesses.  The witnesses who are examined 
may be numbered as PW1, PW2 and so on.  The Inquiring Officer may not permit asking leading questions in a 
manner which will allow the very words to be put into the mouth of the witness which he can echo back.

(v)  Cross-examination  -  The right of the Government servant to cross-examine a witness who has given 
evidence him in a departmental proceedings is a safeguard implicit in the reasonable opportunity to be given to 
him under Article 311(2).  Cross-examination in departmental inquiries should as far as possible conform to the 
accepted principle of cross-examination under the Indian Evidence Act.  It is the duty of the Inquiring Officer to 
protect the witness and disallow questions if they are inordinate length or oppressive or irrelevant.

(vi)  Re-examination of witnesses -   After  the cross-examination of a witness is  over he may be re-
examined by or on behalf of the disciplinary authority.  The purpose of re-examination is to obtain clarification on 
the points coming-up afresh in cross-examination.  The re-examination which is governed by S.S. 137-138 of the 
Indian Evidence Act, is confined only to the matters referred to in the cross-examination.  The witness cannot be 
re-examined on any new fact except with the permission of the Inquiry Authority and where such a permission is 
granted, the accused official will have a right of further cross-examination on the points newly introduced.

(vii) After the examination, cross-examination and re-examination of a witness the Inquiring officer may 
put such questions to the witness he may think fit.  Such a witness may be cross-examined by or on behalf of the 
Government servant with the leave of the Inquiry Officer on matters covered by the questions put by the Inquiry 
Officer.

(viii) Depositions – The deposition of each witness should be recorded on a separate sheet indicating the 
name and address  of the witness.   The depositions  may generally  be recorded as  narrations  dictated  by the 
Inquiring Officer but on certain points it may be necessary to record the questions and answers verbatim.  After 
evidence of each witness is completed, the Inquiry Officer will ready out the depositions, to the witness in the 



presence  of  the  Government  servant.   Verbal  mistakes  in  the  depositions,  if  any,  will  be  corrected  in  their 
presence.  However, if the witness denies the correctness the evidence record the objection of the witness.  The 
Inquiry Officer will record and sign the following certificates at the end of the depositions of each witness:

“Read over to the witness in the presence of the accused and admitted correct/objection of witness 
recorded”.   The witness will  be asked to  sign every page of the depositions.   The accused officer  when he 
examines himself as the defence witness, should also be required to sign his deposition.  If a witness refuses to 
sign the deposition, the Inquiry Officer will record this fact and append his signature.  Copies of the deposition 
will be made available at the close of the inquiry each day to the parties concerned.

(ix) Defence Witnesses – After the closure of the case for the disciplinary authority, the Government 
servant shall be required to state his defence and to lead his evidence.  The defence witnesses will be examined in 
the same way as prosecution witnesses.  The accused government servant has also the right to examine himself as 
a witness.  The documents produced by the defence witness will be numbered as Exhibits D-1, D2 and so on and 
the witnesses who give oral evidence will be numbered as DW1, DW2 and so on.

(x) Final Hearing – After the completion of the production of evidence on both sides, the Inquiry 
Officer will ask the accused Government servant to put in, if he so desires any further statement of his defence. 
Since the term “reasonable opportunity”  mentioned in  Article  311 (2) of the Constitution  of India  has  been 
interpreted by the Courts, very liberally, it is desirable that every delinquent officer should be given a reasonable 
opportunity as contemplated in Article 311 (2) of the Constitution.  Therefore, the inquiry officer should ask in 
writing the counsel of the delinquent officer or the delinquent officer, as the case may be, immediately after the 
inquiry is over whether the accused officer had a reasonable opportunity of presenting his case or if he has any 
complaint in his regard.  If there is any complaint in this regard, the Inquiry Officer will examine the complaint 
and set right the matter.  If it is considered that the alleged, denial of reasonable opportunity is made with a view 
to delay unduly the disciplinary proceedings, the Inquiry Officer will be competent to ignore the complaint and 
the reasons for not complying with the request should be recorded.

7. Part-Heard Inquiries -  If an inquiry officer after having heard and recorded the whole or any 
part of the evidence in an enquiry ceases to function as Inquiry Officer for any reason, a new officer is appointed 
as  Inquiry Officer  for  conducting  the  enquiry,  he  may proceed with  the  enquiry  from the  stage  left  by the 
predecessor and act on the evidence already recorded by his predecessor or on the evidence partly recorded by his 
predecessor and partly recorded by him.  However, if the new Inquiry Officer is of the opinion that further or a 
fresh examination of any of the witnesses whose evidence has already been recorded is necessary in the interest of 
justice, he may recall the witness for examination, cross-examination and re-examination.

8. Ex-parte proceedings:- If the Government servant to whom a copy of the charge memo has 
been delivered does not submit the written statement of defence on or before the date specified for the purpose or 
does not appear in person  before the Inquiry Officer or otherwise fails or refuses to comply with te provisions of 
the Discipline and Appeal Rules, the Inquiry Officer, may hold the enquiry ex parte.  In ex parte proceedings, the 
entire gamut of the enquiry has to be gone through.  The notices to witnesses should be sent ; the documentary 
evidence should be produced.  During the course of enquiry the accused officer is free to put in appearance and 
participate in the enquiry.  In such a case the details of what has transpired in his absence may be furnished to him 
at his request.  This concept of  ex parte enquiry where the delinquent official wilfully absents himself is well 
known in service jurisprudence.  Hence this provision for ex parte. enquiry has been statutorily provided for by 
adding a  sub-rule (f)  in  this  Rule 17 on the lines  of sub-rule  (20) of Rule 14 of the Central  Civil  Services 
(Classification, Control and Appeal) Rules 1965.



9. Finding  of  the  Inquiry  Officer  – The  inquiry  officers  appointed  to  hold  enquiries  in  the 
departmental disciplinary cases should not recommend the nature and quantum of punishments to be inflicted 
upon the  Government  servants  charged  for  the  charges  held  proved unless  they  are  specifically  directed  to 
indicate the punishments also in their reports and that it would suffice if the enquiry officers record their findings 
on each charge separately after carefully considering the evidence adduced in support of it as well as for the 
defence.

10. Report of the Inquiry Officer – An oral inquiry is held to ascertain the truth or otherwise of the 
allegations and is intended to serve the basis on which the disciplinary authority had to take a decision as to 
whether or not the imposition of any penalty on the Government Servant is called for.  The findings  of the 
Inquiry Officer should be based on evidence adduced during the oral inquiry.  The assessment of documentary 
evidence does not present much difficulty.  The oral evidence has however to be taken and weighed together, 
including not only what was said and who said it, but also when and in what circumstances it was said and also 
whether  what  was  said  and done  by all  concerned  was  consistent  with  the  normal  probabilities   of  human 
behaviour.  The Inquiry Officer who actually records the oral evidence has also the opportunity to watch the 
demeanour  of  a  witnesses  and has  to  form a  judgement  as  to  his  credibility.   Taking  into  consideration  all 
circumstances and facts, the Inquiry Officer, as a rational and prudent man, has to draw inferences and to record 
his reasoned conclusion as to whether the charges are proved or not.  The Inquiry Officer should take care, while 
giving his findings on the charges to see that no part of the evidence which the accused Government servant was 
not given an opportunity to refute, examine or rebut, has been relied on against him.  No material from personal 
knowledge of the Inqiury Officer bearing  on the facts of the case, which has not appeared  either in the charge 
memo or the statement of allegations or in the evidence adduced at the enquiry and against which the accused 
Government servant had no opportunity to defend himself should be imported  into the case.  The Discipline and 
Appeal Rules also provides for a “personal hearing” to be given to the accused officer if he desires it in addition 
to the oral enquiry.  Whether or not the person charged desired or had an oral inquiry, he shall be heard in person 
at any stage if he so desires before passing of final orders.  A report of the inquiry or personal hearing (as the case 
may be) shall  be prepared by the authority is competent  to impose the penalty.   Such report  shall  contain a 
sufficient record of the evidence if any a statement of the findings and the grounds thereof.  The report of the 
Inquiry Officer will contain the following:-

I) i) An introductory paragraph in which reference will be made about the appointment of the 
Inquiry Officer and dates on which and the places where the inquiry was held

ii)  charges that were framed;
iii) charges which were admitted or dropped or not pressed, if any;
iv) charges that were actually enquired into;
v) brief statement of facts and documents which have been admitted;
vi) brief statement of the case of the disciplinary authority in respect of the charges 

enquired  into;
vii) brief statement of the defence;
viii)  points for determination;
ix) assessment of the evidence in respect of each point set out for determination and the 
      finding thereon; and
x) finding on each article of charge



II) A folder containing  -

a) list of exhibits produced in proof of the articles of charge;
b) list of exhibits produced by the Government servant in his defence;
c) list of witnesses examined in proof of the charges and
d) list of defence witnesses.

III) A folder  containing depositions  of witnesses arranged in the order in  which they were 
examined.

IV)A folder containing written statement of defence, if any, and written briefs filed by both 
sides, application, if any made in the course of the inquiry with orders thereon and orders 
passed on any request or representation made orally.

Once the Inquiry Officer has signed his report he becomes  functus officio and cannot make any 
charge in his report and he will forward to the Disciplinary authority his report together with the record of the 
enquiry including the exhibits and spare copies of the report.

Finalisation of Disciplinary proceedings –      1. The  report  of  the  Inquiry  officer  is  intended  to  assist  the 
Disciplinary Authority in coming to a conclusion about the guilt of the Government Servant.  Its findings or 
recommendations are advisory in character and are not binding on the Disciplinary authority who can discharge 
with them and come to its own assessment of the evidence forming part of the record enquiry.  On receipt of the 
report and the record of the enquiry the Disciplinary Authority will examine them carefully and dispassionately 
and after satisfying itself that the Government servant has been given a reasonable opportunity to defend himself 
will record its findings in respect of each article of charge saying whether, in its opinion it stands proved or not. 
If the Disciplinary Authority disagrees with the findings of the Inquiry Officer on any article of charge, it will, 
while recording its own findings, also record reasons for disagreement.  Reason need not, however, be given if the 
Disciplinary Authority agrees with the Inquiry Officer.

2.   Having regard to its own findings on the charges, if the Disciplinary Authority is of the opinion 
that any of the minor penalties should be imposed on the Government servant, such a minor penalty cannot be 
imposed on the Government servant straightaway by furnishing a copy of the report of the Enquiry Officer.  In 
such cases the disciplinary authority should follow the provisions made in amendment to sub-rule (ii) of this Rule 
made in G.O.Ms.No. 28, P&AR dated 29.1.96.

3. If the disciplinary proceedings had been instituted by a higher authority competent to impose a 
major penalty and on receipt of the report of the Inquiry Officer it appears that a minor penalty will meet the ends 
of justice, the final order imposing a major penalty should be passed by the same higher Disciplinary Authority 
which had initiated the proceedings and not by the lower disciplinary authority though he may be competent to 
impose a minor penalty.



4. Clause (ii) of sub-rule (b) of Rule 17 of the Tamil Nadu Civil Services (CCA) Rules was first 
amended with effect from 4th September 1979 dispensing with issue of the second show-cause notice under 
the said clause, communicating the provisional conclusion of the punishing authority as regards the penalty. 
The above amendment  was based on the forty-second amendment of the Constitution of India to Article 
311(2).  However, according to the existing clause (ii) of sub-rule (b)  of this Rule 17(b)  of the Discipline and 
Appeal Rules has been completed and if the authority competent to impose the penalty has decided to impose 
one of the major penalties on the basis of the evidence adduced during the enquiry, a copy of the report of the 
enquiry officer on enquiry or personal hearing or both, as the case may be, shall be furnished to the delinquent 
officer and call upon him to submit his further representation if any, within a reasonable time, not exceeding 
fifteen days.  Any representation received in this behalf within the period shall be taken in to consideration 
before making any order imposing any of a major penalty, provided that such representation shall be based on 
the evidence adduced during the inquiry only.   It  shall  not be necessary to give the person charged any 
opportunity of a\making representation on the penalty proposed to be imposed.  In cases where the Tamil 
Nadu Public Service Commission is to be consulted such a final decision should be taken after consulting the 
Tamil Nadu Public Service Commission and  such consultation of the Commission will be done only in the 
cases where the Government pass their orders of punishment mentioned in regulations 18 (1) (b) of the Tamil 
Nadu Public Service Commission Regulations.   In determining the quantum of penalty the Disciplinary / 
Punishing authority should take into account only that material which the accused Government servant had 
the opportunity to rebut.  The object is to ensure that no material on which the Government servant was not 
given prior notice and on which he was not given adequate opportunity of rebutting or defending himself 
against, should be taken into account for deciding the extent of punishment to be awarded.

5.  Personal Hearing – Rule 17 (b) (i) of the Tamil Nadu Civil Services (Discipline and Appeal) Rules 
provides inter alia  that  the person charged shall  be heard in person at  any stage,  if be so desires, before 
passing of final orders.  Even if the punishing authority has given the “personal hearing” to the Accused 
Officer, the defence put in by the Accused Officer should also be taken into consideration before passing final 
orders by the punishing authority.

6.  Final order on Disciplinary Proceedings – The  final  order  which  should  be  a  “speaking  order”, 
should  be  signed  by  the  disciplinary  authority  competent  to  impose  the  penalty.   It  must  be  formally 
communicated to the person charged.  In some cases the punishment orders may take effect from the date of 
the order or from the date of its actual receipt by the Accused officer.  In some other cases, it may also be 
given effect from the date of relief of the Accused Officer.  In any case, the punishment orders will ot be 
given retrospective effect.

7.  A Government servant who has been placed under suspension pending enquiry should not be 
dismissed or removed or compulsorily retired from service retrospectively from the date on which he was 
placed under suspension, but the order in such a case should take effect only from the date of issue thereof.

8.  An order passed in a disciplinary case, where a Government servant is dismissed or removed 
from service or  reduced in  rank is  liable  to  be declared  null  and void if  such an order  is  passed by an 
incompetent  authority  or  it  is  exercised  by  a  competent  authority  but  not  according  to  the  procedures 
prescribed by the statute.  Two things are essential for a valid order of dismissal or removal from service or 
reduction in rank.  The first requirement as provided in Article 311 (1) of the Constitution of India, is that 
such an order must be made either by the authority that appointed the Government servant concerned or by 
some authority superior to that authority.  The second requirement is that of conducting an oral inquiry in 



which  the  Government  servant  concerned  has  been  informed  of  the  charges  against  him  and  given  a 
reasonable opportunity of being heard in respect of those charges.  The need for the strict observance of the 
above two statutory requirements of the Constitution is emphasized.  It is also emphasized that all orders 
passed in disciplinary case involving dismissal,    removal  or reduction in  rank should contain a specific 
statement  to  the effect  that  the authority inflicting  the punishment  is  not  an authority  subordinate  to  the 
authority who appointed the Accused Officer.

Past Record - An officer’s past record should not be taken into account in arriving at a finding as to 
the truth or otherwise of the charges against him.  If past bad record of an officer is proposed to be taken into 
account in determining the penalty to be imposed, it should be made a subject matter of a specific charge in 
the main charge sheet issued in the first instance or in the form of an additional charge sheet issued before the 
commencement of an enquiry in respect of the main charge sheet and the person charged should be afforded 
all the facilities necessary for enabling him to meet the allegations based on past record.

Appearance of Lawyers in Departmental Enquiries – A Government servant proceeded against has no right to 
be represented or assisted by a lawyer in departmental enquiry.  The Heads of departments and other Inquiring 
Authorities have been vested with the discretion to allow the Government servant to engage a lawyer in defending 
himself in the departmental proceedings, where they are of the view that denial of such opportunity will greatly 
prejudice him.   When the principles  of natural  justice  require  tat  the person charged and proceeded against 
departmentally  should have the assistance of  a lawyer,  a  lawyer  can be allowed to  represent  a  Government 
servant, as for example -

i) When the person charged has a substantial allegation of bias against the enquiry officer,   or
ii) When the person charged challenges the opinion of a Medical Board, i.e. When a technical 

point is involved.

It is in the discretion of the enquiring officer to accept or reject the prayer of a Government servant 
for his representation through a lawyer in departmental proceedings.  Refusal to afford a 'reasonable opportunity' 
to take such legal advice, when viewed in the light of other circumstances of the case may legitimately lead to the 
inference that he was not given a reasonable opportunity to defend himself.  However, in departmental enquiries 
taken on the report of the Director of Vigilance and Anti-Corruption, the Vigilance Officer who has investigated 
the case has a right to be present there  to assist the enquiring officer, and the presence of the Vigilance Officer 
will militate against the Accused Officer.  Hence, in such cases, the request of the accused officer for engaging a 
lawyer should not be rejected.

Defence Assistant by Retired Government Servants -   According  to  the  latest  amendment  issued  to  Rule 
17(b) of these Rules in G.O.Ms.No. 78, P&AR(N), dated 6th February 1996, the Government have allowed their 
retired employees to render assistant to the charged officials in departmental enquiries.  With reference to the said 
provisions, the charged employee may take the assistance of any retired Government servant to present the case 
on his behalf but he may not engage a legal practitioner for the purpose, unless the inquiring authority is a legal 
practitioner or the inquiring authority, having regard to the circumstances of the case, so permits.  However, the 
charged employee cannot take the assistance of the retired Government servant who has two pending disciplinary 
cases on hand in which he has to give assistance.



Expeditious Disposal of Disciplinary Cases -  The departmental  proceedings should be thorough in every 
respect.  As these proceedings are of a quasi-judicial character, it is of the greatest importance that they should be 
so conducted as not to give rise to any feeling, in the mind of the person charged that the inquiry was conducted 
in an impartial and detached frame of mind.  Especially should this be the case where the officer conducting the 
enquiry is himself in the position of a prosecutor.  All the requirements of the rule should therefore be complied 
with scrupulously.

Where, however, in exceptional cases there is difficulty in observing exactly the requirements of 
the rules, the requirements can be waived without injustice to the person charged and if it is proposed to waive all 
or any of the provisions of the rule, the reason therefor must be recorded in writing; failure so to record the 
reasons will vitiate the inquiry.

It is also very necessary that there should be no avoidable delay in completing the proceedings. 
Where an officer is suspended pending an enquiry into his conduct on the ground that it is undesirable to allow 
him to continue on duty during the inquiry, it is all the more necessary that the inquiry should be completed with 
expedition and orders passed as early as possible.

Undue and abnormal delays in disciplinary cases defeat the very purpose for which action is taken 
against  the  persons  concerned  and  hence  disciplinary  cases  should  be  dealt  with  at  all  stages  with  greatest 
expedition.

It will not be pleasant for any person against whom disciplinary proceedings are pending to wait 
for many months and sometimes even some years to learn the result.  The suspense and mental anguish thus 
engendered is enormous and must seriously endanger health and mental balance.  It is sheer callours cruelty to 
prolong such suspense for a longer period than is strictly necessary.   It is therefore desired to impress on the 
authorities that all disciplinary cases should be disposed of with the utmost expedition.

In cases where permission to retire an officer belonging to Groups A and B should be granted at 
Government level, the Heads of Departments will have the responsibility to send a report to the Government on 
such officer concerned as to, whether any disciplinary action is pending against him or any disciplinary action is 
proposed  to  be  initiated  against  him within  six  months  prior  to  the  date  of  superannuation  of  such  officer 
concerned.

The  Directorate  of  Vigilance  and  Anti-corruption/Commissioner  for  Disciplinary  Proceedings, 
Madras have to send a report every month to the Government in administrative department concerned indicating 
the Government Servants who are due to retire within one year and against whom the investigation of the enquiry, 
as the case may be, is pending with the Directorate of Vigilance and Anti-Corruption / Tribunal for Disciplinary 
Proceedings so as to enable the Government to review the cases and take final decision well in advance before the 
date of superannuation of the accused Officers concerned.

The question of how best the punishing authorities may be helped to avoid technical irregularities 
in  the  disciplinary  cases  was  considered.   It  was  decided  that  a  check  list  will  be  useful  to  the  concerned 
authorities in imposing major penalties for which the procedure indicated in Rule 17(b) of the Tamil Nadu Civil 
Services (Discipline and Appeal) Rules has to be followed.  A check list has therefore been prescribed to ensure 
that all the formalities laid down in the said Rules are complied with during the various stages of action.  A copy 
of the check list is given at the end of the Comments.  No irregularities will occur in disciplinary cases if the 
check list and the various procedures indicated in the foregoing notes are scrupulously followed.



Consequence  of  death  in  disciplinary  cases  -   When  the  delinquent  officer  dies  during  the  pendency  of 
disciplinary proceedings, initiated against him the allegations against the deceased officer have to be taken as not 
proved.  It will not be legal to penalise the officer when the allegations have not been proved.  In view of the 
above  position,  disciplinary  proceedings  against  Government  servants  for  monetary  loss  caused  to  the 
Government owing to the incurring excess expenditure shall also abate in the even of the death even though such 
proceedings may be in the initial stage or nearing completion.



LEAVE RULES



6. MISCELLANEOUS LEAVE RULES

1.Special disability leave
(F.R.83 and 83A)

An officer, permanent or non-permanent, if disabled by injury either natural accidental while 
discharging his functions may not continue to perform his official function.  Under these Conditions, 
the officer needs leave and the leave so granted for treatment is called “Special Disability Leave”.  The 
leave may also be sanctioned even after some time provided that the disability manifests with in three 
months from the date of accident.

The above leave should be sanctioned only on the advice of the Medical board.

Maximum special disability leave allowed to an officer is 24 months. If the disability is 
reproduced later on, this may again be sanctioned subject to the Maximum of 24 months in respect of 
any one disability.  Following hints may be taken note of:

xxvii) The duties should be risk prone such as Police Constable etc.
xxviii) The leave shall be allowed to the Maximum of 24 months.
xxix) The leave shall again be sanctioned if the disability recurs.
xxx) The heads of departments alone are competent to sanction this leave.

Leave salary

The leave salary shall be at the rate of full pay for 120 days.  Remaining period shall be paid at 
the rate of half-pay and allowances.

2.Study leave

(F.R.84 and Rules in Annexure to Appendix-II

(1)   This leave shall be granted to officers to study scientific or technical problems or to 
undergo special courses or instructions either inside or outside India.

(2)   This leave shall normally be granted to gazetted officers only.
(3)   The officer should have a minimum service of five years and at the same

time should not retire from service within three years from the date deputation or training.

(4)   This leave may be granted upto 12 months at a time and upto 24 months in all.

(5)   During study leave, the officer shall be paid half-pay and a fixed rate of study allowance 
for each day.

(6)   The period of study allowance paid to the officer should not exceed 24 months.
(7)   This leave may be combined with any other leave.  But the total of study leave and other 

leave sanctioned in continuation should not exceed 28 months.



7. This leave is not debitable against the leave account.

8. The period of “Study leave” will count for the purpose of pension 
subordinate officer as empowered to sanction this leave.

(10)  This leave should be sanctioned only by the Government and no subordinate officer is 
empowered to sanction this leave.

(11)  During study leave, no other leave can be availed.-G.O.Ms.No.488 P & A R dt.23.05.83.

The Government have given consolidated instructions regarding study leave in G.O. 
Ms.No.145 P&RA R.dt.14.03.96.

3.Casual leave

(Annexure-VII to F.R.)

(1)   Casual leave is a concession to employees to enable them is special circumstances to be 
absent duty for short periods.

(2)   The period of absence under casual leave shall be treated as duty for all purposes.  That is, 
the period will count for increment, leave, pension, etc.

33) Total casual leave allowed to the employees in a calendar year is 12

(4)   The leave, including Government holidays and compensation off availed at a time should 
not exceed 10 days.  If the eleventh day is unexpectedly declared holidays(s)the total leave in that 
case, may exceed ten days.-G.O.Ms.No.309 P&A.R. dt.16.08.93.

(5)   Casual leave should not be combined with E.L. or U.E.L. etc

(6)   Employees appointed under emergency provisions and who are likely to be ousted at any 
time, their eligibility for casual leave shall be calculated with reference to the period actually spent by 
them on duty and shall be proportionately restricted.  As a working principle, they shall be given three 
days C.L. for every two methods.     

(7)   Advance application of C.L.need not contain the purpose for which the C.L. is requested.- 
G.O.Ms.No.1410 P&A.R. dt.02.12.77.

(8)   Application for leave (or extension of leave) must be given either before the leave is taken 
or at the time of joining duty.-G.O.ibid.

(9)   Employees irrespective of the office hours are eligble for 12 days C.L. – Government 
Lr.No.109257-A/85 P&A.R. dt.31.12.83.



(10)  When C.L.is not available at the credit, they may take E.L. for short spells by sending 
advance intimation.- Ruling (3) under F.R.67.

(11)  Contingent employees are also eligible for C.L. if they have completed 30 days of duty.- 
G.O.Ms.No.1180 P&A.R. dt.15.12.86.

4. SPECIAL CASUAL LEAVE

(Annexure-II to F.R.)

(a)   This leave shall be sanctioned under extraordinary circumstances and is an additional 
concession allowed to employees to treat their absence as duty. e.g., special casual leave allowed for 
family planning operation, etc.

(b)   The rate of leave differs in each case and is determined by specific rules.

(c)   Necessary further details about rate of leave in each case has been given Annexure-VII to 
F.R.

(d)   Special C.L. may be prefixed or suffixed or both with Government holidays.-
G.O.Ms.No.216P&A.R. dt.14.03.83.

Special casual leave for family planning operation

(a)   Seven days special casual leave shall be allowed to an officer whose wife undergoes 
sterilization operation (puerperal or Non-Puerperal) on the production of Medical Certificate from the 
doctor who performed the operation.  In the event of failure of first operation, this leave may be 
allowed for the second time – G.O.Ms.No.470 P&A.R. dt.14.11.90.

(b)   IAS/IPS Officers are also eligible for 8 days of special casual leave, if  they undergo 
sterilization operation.  Similarly 20 days special C.L. be allowed to married women IAS/IPS officers 
to undergo non-puerperal sterilization operation. G.O.Ms.No.203 Health  dt .13.02.92.

(c)   Seven days  special  casual leave shall  be granted to an officer whose wife undergoes 
medical termination of pregnancy with tubectomy.  The leave should certified by the Medical officer 
who performed the operation.  The certificate issued by a recognized institution may also be accepted.- 
Government Memo. No.4535/R1/77-11 Health dt.25.06.77 and G.O. Ms.No.270 Health dt.10.02.78.

(d)   The above leave is eligible for contingent staff also – G.O. Ms.No.452 Health dt.14.07.82
 

(e)   The special casual leave shall be given from the date of such operation – Government 
Memo.No.27620/R2/78-6 Health dt.14.06.78.

(f)   This special casual leave may be combined with E.L., U.E.L. etc. Government Memo. 
No.27620/R2/78-6 Health dt 14.06.78.



(g)   The holidays may be prefixed or suffixed to the special casual leave be should not be sand 
witched between special casual leave and regular leave (E.l.or U.E.L.
Etc.,) Government Memo.No.27620/R2/78-6 Health. Dt.14.06.78.

(h)   The combination of special casual leave with regular leave may be sanctioned by the 
authority who normally sanctions leave. G.O. Ms.No.35 Health dt.22.02.82.

(i)   20 days of special casual leave shall be sanctioned to temporary married women 
employees for undergoing sterilization operation irrespective  of the service – G.O.Ms.No.229 
dt.10.03.82.

(j)   21 days of special casual leave shall be allowed to employees who unmarried or who have 
less than two children for undergoing operation for recanalisation.  The operation should have been 
performed in a hospital as per compiled by the Government of India.  This special casual leave may be 
combined with any kind of leave.  Prefixing of leave is not permissible.  Sundays and holidays shall 
count against 21 days – G.O.Ms.No.2323 Health dt.28.12.81.

(k)   8 days special casual leave shall be sanctioned to the employees undergo sterilization 
operation – Ruling 7 to 11 (a) Annexure – VII to F.R.     

(l)   20 days special casual leave shall be sanctioned to women employees who undergo non-
puerperal sterilization operation during ordinary time No special Casual leave is allowed if the 
operation is done immediately after confinement Ruling 7 to 11 (a) Annexure – VII to F.R.

(m)   In some cases, those who are sanctioned casual leave may request hospital even after the 
expiry of special casual granted to him.  In the case they may require post sterilization treatment. 
They may be allowed  additional special casual leave as certified by the Medical Officer who 
conducted operation. G.O.Ms.No.644 Health dt.25.03.82

The certificate shall be in the form of:

Certified  that  Thiru/Tmt…………………………………… employed  as  …………………… 
in the ……………………………. Under gone sterilization operation  
at the ……………………..on……………………He/She    developed    post     operation
complication due to…………………………………which warranted hospitalization from  
……………….to………………

Signature of the Medical Officer
Special casual leave for home guard duty

The entire period of absence in connection with home guard duty will be teated as special C.L.-
Annexure – III to F.R introduced in G.O. Ms.No.289 P&A.R. dt.29.03.84.

Special casual leave for infectious diseases

So far special  casual leave was being given to an employee  if  any of his family members 
catches infections diseases such as Chicken Pox, Cholera, Typhoid etc. With effect from 03.06.97 such 



leave is not admissible except for Rabies For other diseases, no special casual leave is admissible – 
G.O.Ms.No.264 Health dt 03.06.94.

Special casual leave for sports 

(a)    The  period  including  the  period  of  journey  to  participate  in  sporting  events  and 
tournaments  of  national  and  international  importance  upto  30  days  shall  be  treated  as  duty  – 
G.O.Ms.No.1755 Education dt.28.11.88

(b)   Similarly the period spent to attend the pre-participating coaching camp shall also be 
treated as duty – G.O.Ms.No.1755 Education dt.28.11.88.

(c)   This supersedes the existing provision in F.R. for allowing leave to participants of sports.

(d)   In addition to above 30 days special casual leave be allowed to attend pre-selection 
trial/camps organized in connection with the selection of players national and international 
importance-GO.Ms.No.1755 Edn.dt.28.11.88.

(e)   Sportsmen are also allowed T.A. and increments as incentives. Please chapter or 
increment.

6. Compensatory leave

(G.O.Ms.No.2218 (Misc.) dt 14.12.81)

(a)   It is the leave sanctioned to an employee in lieu of having attended office on a holiday. 
Maximum compensatory leave allowed is 20 days in a calendar at and leave accumulation exceeding 
20 days in a calendar year will lapse. 

(b)   This leave may be combined with holiday or casual leave and total of these taken at a 
time, should not exceed 10 days.

(c)   This leave may also be prefixed or suffixed with E.L.,U.E.L. etc. – Note F.R. 68
 

vii) On transfer, the leave at credit may be carried to the new station.

(e)   This leave should be availed of within 6 months from the date of holiday work.   

(f)   It shall normally be sanctioned to ‘C’ and ‘D’ groups employees only.  If occasion arises 
so as to make it almost essential as a mater or routine, ‘A’ and ‘B’ officials may also be granted 
compensatory leave  -G.O.Ms.No.2218 Public dt.04.12.81

(g)   Same individual should not be allowed to attend turn duty continuously to avail of 
compensatory off – Government Lr.No.16215/83-1/P&A.R. dt.27.04.83.  



(h)   No compensatory leave is admissible in lieu of attending holiday work while on camp. – 
para 169, G.O.M.

(i)   Watchmen shall be allowed upto 20 days of compensation holiday.  If the office Assistants 
are engaged to attend to guard the office, they shall be allowed 20 days compensatory off – 
Government Lr.No.10 P & A.R. dt.28.11.2000.

7. Extraordinary Leave

(FR.85(a))

(a)   Extraordinary leave is nothing but leave on loss of pay (L.L.P.)as we popularly know.

(b)   This may be granted when no other leave is admissible or when the officer himself applied 
for this leave.

(c)   During the period of extraordinary leave (E.O.L), no salary is admissible

(d)   Extraordinary leave on medical certificate exceeding 60 days shall be referred to the 
Medical Board – Government Lr.No.69548/82-1, P&A.R. dt.13.0992  

viii) If fresh spell of leave is applied after a short interval of duty, the 
Sanctioning  authority should check the bonafides of the leave. –Govt. Memo.No 3354/84-2 P&A.R. 
dt.--.7.82.     

            (f)   Extraordinary leave with medical certificate will count for pension and increment. 
Extraordinary leave without medical certificate will not count for pension and increment.  (So, you 
should apply for E.O.L. with M.C.- Author)

8. Hospital leave

(a)   The employee handling dangerous machinery, explosive mater poisonous drugs, etc., or 
performing a hazardous task while treatment for or injury directly due to risks incurred in the course of 
their duties are eligible hospital leave – Instrucion 2 under F.R.101(b).

 (b)   Only permanent employees are entiled for this leave. – Instruction 2 under F.R. 101(b).

 (c)   The leave is admissible for six months in every three years.  When combined with other 
leave, it should not exceed 28 months.

(d)   Leave salary during this period shall be full pay and allowances, in the first three months, 
and half-pay and allowances for next three months.

6. Maternity leave



1. Maternity Leave
(F.R.101(a)and Instruction there under)

The women employees,  on returning from maternity Leave,  may be posted the same place 
from where they proceeded on leave.-Government Lr.No.22902/93-P&A.R.dt.18.08.93.

Probationer

The probationer (married woman employee) need not complete one year service to avail of the 
maternity leave.  However, she shall be sanctioned available E.L. at the first instance and the balance 
as maternity leave subject to other conditions governing the leave – F.R. 101 (a) introduced in G.O. 
Ms.No.138 P&A.R. dated 26.02.1983 and  Government. Lr.No.44189/82-13,P&A.R. dt 16.02.1983.

Approved Probationers

(a)   On and from 29.06.93, maternity leave is allowed upto two children.  That is, where a 
woman employees has already having two children alive, maternity leave is not eligible for the third 
delivery – G.O. Ms.No.237, P&A.R. dt.29.06.93.

(b)   This leave is also admissible for delivery of a “still-born” child-Government Lr.No.35660/
F.R.III/89-7 P&A.R. dated

(c)   Maternity leave is admissible for 90 days and may be taken before or after delivery as 
advised by the doctor.

(d)   In continuation of maternity leave, other kinds of leave up to one year may be sanctioned 
on the advise of a doctor-G.O.M.s.No.237, P & A.R.dt. 29.06.93.

(e)   If delivery occurs while on any leave (other than maternity leave), maternity leave shall 
commence from the date of delivery – G.O M.S. No.138,P&A.R. dt.26.02.83.

Temporary women employees

(a)    Temporary  women  employees  may  also  be  given  Maternity  Leave  but  only  after 
completing one year service.

(b)   In their cases, the E.L. available at the credit shall first be sanctioned and the balance 
sanctioned as Maternity leave.
   

  (c)  other conditions are the same as applicable to regular government
   employees-A.r 101(a) as introduced in G.o. MS.NO.138, P&A.R. dated 26.2.1983.

2.Natural abortion or voluntary abortion 
(F.R.101(a) & G.O.Ms.No. 1190, P&A.R.dated 25.10.1978)



(1)   Married woman employees may be sanctioned maternity leave in case of
 miscarrying or abortion or medical termination of pregnancy irrespective of the number of abortions. 
Sterlisation  is  also  not  necessary  –  G.O.Ms.No.237  P&A.R.dt.  29.6.93.  Medical  termination  of 
Pregnancy Author) 

(2)   The period of leave shall be for six weeks from the date of abortion or medical termination 
of Pregnancy

(3)   The condition to sanction this leave is that abortion or medical termination of pregnancy 
should  have  taken  place  after  12  weeks  but  before  20  weeks  of  pregnancy.   The  termination  of 
pregnancy should have been performed in government Hospitals or other institutions approved under 
the Medical Termination of preganancy Act, 1971 – G.O. Ms.No.1190, P&A.R. Dated 25.10.1978.

(4)   The certificate issued by a registered Medical practitioner authorised under the Medical 
Termination of pregnancy Act may also be accepted for this purpose – G.O. Ms.No 1684, Health and 
Family Welfare, dated 21.07.1977.

(5)   In respect of Temporary employees, the available E.L. At credit shall first be allowed and 
balance sanctioned as Maternity Leave.

3. Leave for adoption

I f a woman employee adopts a child, she is eligible for leave as indicated below subject to the 
following  conditions  –  G.O.Ms.  No.342,  Social  Welfare,  dt.  08.12.95  and  government  Lr.No. 
21559/SW-V/96-3 social  welfare dt.14.02.97 (Leave for this purpose means eligible leave and not 
maternity leave – Author)

(i)   The women employee concerned should have two or less children

(ii)   The maximum admissible leave is one year.  Medical certificate is not necessary.  The 
leave will be as issustrated below.

*     If the age of the adopted child is less than one month. Leave up to one year be allowed.

*     If the age of the child is nine months or more.  Leave up to three months be allowed. 

*     That is, she is eligible for a maximum of one year leave excluding the completed months 
of the baby.

(iii)  She may be given any eligible leave.  (That is earned leave, U.E.L. On private affairs etc)

(iv)  A certificate from a recognised voluntary institution stating that the applicant has legally 
adopted the child should be produced.

2. Adoption may be made from relatives or from outside.



EARNED  LEAVE:
                       
Introduction
                    Earned Leave is the leave earned by an employee by virtue of duty.  With effect from 
01.07.1994 in G.O.Ms.No.157 P & A.R. dated 24.06.1994 was enacted.  Hereafter the condition 
that leave is earned by duty has also been dispensed with the procedure of advance credit. 
Advance credit of E.L. The salient features
                  (a) This system came into force from 1.7.94.
                  (b) In respect of approved probationers and permanent employees, 15 days Earned 
Leave will be credited in advance, on 1st January and 1st July every year, as detailed below:
                        For example, the closing balance of E.L. as on 30.06.2007 is 160 days.  On 
01.07.2007, 15 days will be credited in advance increasing the credit to 175 days.  The leave 
taken by him from 1.07.2007 to 31.12.2007 will be deducted against this 175 days.  The balance 
will be the closing balance at the end of the half year namely on 31.12.2007.  On 01.01.2008 again 
15 days will be credited in advance.
                         If the closing balance of E.L. falls in between 226-240 days at the opening of an 
half year, 15 days will not be added to 226-240.  It will be shown separately. If any leave is taken 
during that half year, it will first be adjusted in the 15 days and the leave taken in excess of 15 
days will be adjusted in the 226-240 days and balance struck at the end of the half year.  The 
closing balance at the end of the half year shall be limited to 240 days.

(i) Closing Balance on 31.12.2006 238 days
(ii) Advance credit on 1.1.2007 = 15 days

(show  separately  because  the  opening  balance  is  in 
between 226-240 days)

238 + 15 days

(iii) Leave  taken  from  1.1.2007  to  30.06.2007  (adjust  15 
days and deduct the excess 13 days in 238 days) 
(238-13)

28 days

(iv) Closing balance on 30.06.2007 225 days
(v) Add: Advance credit on 01.07.2007 (now the opening 

balance  is  225  (i.e.)  not  between  226-240.   Hence 
advance credit  need not  be shown separately  and be 
taken as 225+15

240 days

(vi) Leave taken from 01.07.2007 to 31.12.2007 10 days
(vii) Balance at the end of 31.12.2007 

(240-10)
230 days

(viii) Advance credit on 01.01.2008 (since the closing balance 
falls in between 226-240, the credit of 15 days, should 
be shown separately)

230 + 15 days

(ix) Leave availed of between 01.01.2008 to 30.06.2008 Nil
(x) Closing balance on 30.06.2008 = 230 + 15= 245 Limited to 240
(xi) Advance  credit  on  01.07.2008  (since  the  opening 

balance falls in between 226-240, the credit of 15 days, 
should be shown separately. 



          (c) During the half year, if L.L.P. is taken it shall be adjusted in the next half year.  For 
example an employee takes 22 days of L.L.P. after the advance credit of 15 days E.L. In that 
case, 2 days at the rate of one day for every 10 days shall be reduced in the next half  year. 
(Please note that no leave be deducted in the current half year)
          (d) If an employee takes U.E.L. etc, after crediting E.L. in advance, whether leave should 
be  reduced  from  the  advance  credit  already  made?  No.   It  is  not  necessary.  – 
Govt.lr.No.60665/F.R.-III/95-1 P & A.R. dated 02.11.1990 and Govt.Lr.No.60094/F.R.III/94-14 P 
& A.R. dated 21.06.96. (Can you ever analysed why leave is not reduced? It is because, 30 days 
E.L. only is credited for a year instead of 33 days leave earned @ 1/11)
          (e) In the case of an employee, who is due for retirement during a half year, E.L. will be 
credited at the rate of 2 ½ days for each full month of the remaining service, in advance.  If he is 
due for retirement on 31.05.2007 he has got five full months.  Hence, 2 ½ x 5 = 12 ½ rounded to 
13 days to be credited to his leave account.
           (f) In the case of one employee, 15 days leave has already been credited on 01.07.2007.  He 
dies on 30.09.2007.  In this case, is it necessary to reduce the leave already credited? No, it is not 
necessary.   Neither  leave  be  cut  nor  salary  recovered  for  the  excess  credit  made. 
Govt.Lr.No.60094/F.R.-III/94-14 P & A.R. dated 21.06.96.
            (g) While crediting E.L., fraction of a day shall be rounded off to nearest one day – 
Govt.Lr.No.60094/F.R.-III/94-14 P & A.R. dated 21.06.96.
             (h) In one case, balance of E.L. on the opening of a half year is Nil.  15 days is credited on 
the first day.  A question may arise whether he can be allowed E.L. on the first day itself because 
the E.L. has just been credited on the opening of a half year.  In this case, he can either avail the 
entire 15 days or surrender 15 days on the same day itself.  (On the 1st January or 1st July). – 
Govt.Lr.No.60094/F.R.III/94-14 P & A.R. dated 21.06.96 and Govt.Lr.No.60695/F.R.-III/95-1 P 
& A.R. dated 02.11.95. (The clarification sought for is unnecessary.  He gets leave to his credit on 
1st January or 1st July.  When credit is there, entitlement to avail of the leave naturally accrues. 
Then,  how the leave applied be rejected  on the ground of  non-availability  of  leave? Such a 
clarification discloses the dwindling standards of the administrative people-Author).

Temporary, Probationers and Basic Servants

                  (a) Temporary employees, Probationers and Basic Servants are not eligible or 
advance credit of E.L. They shall be allowed leave at the rate of 2 ½ days for every completed 
two  calendar  months.   They  can  accumulate  leave  upto  the  maximum  of  30  days.  – 
Govt.Lr.No.60094/F.R.-III/94-14 P & A.R.  dated 21.06.96.  (mjhtJ Ït®fŸ gâòçªj  fhy¤ij  bfh©L 
Ïu©L KG khj¤Â‰F 2 ½  ehŸ v‹W fz¡»l nt©L«).
                  (b) The Basic Servants on completing five years of regular service (Five years from 
the date of regularisation) are eligible for the advance credit of E.L. – Govt.Lr.No.60665/F.R.-
III/95-1 P & A.R. dated 02.11.95.
                  (c ) If probation is completed in the middle of a half year.  E.L. shall be calculated at 
the rate of 2 ½ days for every two completed months of service upto the month of completion of 
probation.  From the next  month, E.L. shall  be calculated at the rate of 2 ½ days for each 
completed calendar months till the end of the half year.  From the next half year 15 days may be 
credited  in  advance.   That  is,  there  will  be  no  recasting  of  E.L.  as  hitherto  done.-Govt. 
Lr.No.60094/F.R.-III/94-14 P & A.R. dated 21.06.96.



Table:
Category Eligibility 

9. Temporary, Probationer and
         Basic Servants

Eligible  for  leave  @  2  ½  days  for  every 
completed two calendar months. (max, balance 
at credit 30 days)

10. Basic Servants completed
five years service 

Eligible  for  advance  credit  of  leave  from  the 
next half year.

11. Probation if completed in the 
middle of half year

Leave shall be calculated @ 2 ½ days for every 
completed  two  months  upto  the  month  of 
completion of probation.  From the next month 
E.L. shall be calculated @ 2 ½ days for every 
completed month. Advance credit be made from 
the next half year.

12. Approved probationer 15 days E.L. to be credited in advance for each 
half year.

Maximum accumulation of E.L. at a time.
             The E.L. can be accumulated upto a maximum as detailed below.  The leave 
accumulation exceeding this limit will lapse.
Period Maximum limit 
Up to 31.03.55 90 days
From 1.4.55 to 31.03.66 120 days
From 1.4.66 to 31.3.74 180 days and can be availed of 120 days at a 

time.
From 1.4.74 180 days and can be availed of at a time 

(G.O.Ms.No.444 Finance dtd.30.03.74)
From 30.10.87 240 days can be accumulated. But can be 

availed of 180 days at a time. (G.O.Ms.No.999 P 
& A.R. dated 30.10.87)

Whether holidays combined with leave?

a)  The  Government,  in  their  Lr.No.64435/FR-V/94-5,  P&AR  dt.27.3.95  have  given 
following instructions.(Takes effect from 30.5.94)

34) Prefixing and suffixing of holidays be allowed with leave provided substitute is not 
posted.

35) The medical leave will commence from the day on which the  certificate is issued 
and ends on the day on which the fitness certificate is given.

36) When holidays are combined with medical leave, the medical certificate should be 
obtained  w.e.f.  Monday.   In  that  case,  preceding  holidays  will  be  allowed.   If 
fitness is obtained from Saturday, suffixing of holidays is allowed.



b)  Local  holidays  like  “Thiruthani  Adi  Kirithigai”  etc.,  notified  only  in  the  District 
Gazette cannot be prefixed or suffixed to E.L or U.EL. –Ruling (3) under F.R.68.

Certificate under F.R.26(bb)

The certificate of officiation contemplated under F.R.26(bb) shall be dispensed with in 
respect of those employees who have put in more than three years of continuous service in the 
officiating post or who are approved probationers in that post, subject to the condition that if 
any such officer is reverted to a lower post during such leave, a special intimation should be sent 
to audit giving full details of the case for review of the individual case. – G.O.Ms.No.777, Finance 
(FR.1) dt.16.7.76.

Late Attendance and permission

xxxii) If an employee attends office late thrice in a month with permission, half-a-
day C.L. will be cut.  If he attends office late thrice in a month without 
permission, one day C.L. will be cut. – G.O.Ms.No.414 P&AR dt.17.7.89. 
In general, two permission are allowed in a month.  They may either attend 
office late or leave officer earlier.  Similarly, an employee can attend office 
late two times without permission a in a month in which case there will not 
be any cut.

xxxiii) If C.L. is not available at the credit, compensatory off or E.L will be cut – 
G.O.Ms.No.130 P&AR dt.10.4.91.

xxxiv) If no compensatory or E.L. is available, E.L. that will accrue in future will 
be cut 

xxxv) Religious  holiday  cannot  be  adjusted  for  late  attendance  – 
Govt.Lr.No.24686/FR.III/P&AR dt.4.4.89.

xxxvi) Women employees working in administrative offices may attend office one 
hour late on Fridays (Three times in a month).  They should sign the late 
attendance  before  11.10  a.m.   This  permission  is  in  addition  to  the 
permissions already available – G.O.Ms.No.393, P&AR dt. 29.12.95.

9. SURRENDER OF EARNED LEAVE

(Authority – G.O. Ms.No.1089 P&A.R. dt.1-11-1980)

1)   Surrender of earned leave shall be permitted while on duty and also while on 
all kinds of leave except.  Extrordinary leave without allowance (Without Medical 
Certificate) and unearned leave on private affairs.

2)   For surrender of earned leave not exceeding 30 days, intercval between one
 surrender and another shall be 24 months, for surrender not exceeding 15 days or earned  
 leave, the interval shall be 12 months.



3)   Application for surrenders of earned leave can be made on or before the due
 date for surrender.  Applications received within a month from the due date shall also be
allowed.  The date of surrender shall be indicated in the application for surrender of
earned leave.

4)   The order sanctioning the surrender of earned leave shall specifically indicate 
the date from which the government servant concerned is permitted to surrender earned
 leave, so that entries could be made in his service book.  The number of days of earned
 leave surrendered shall be reckoned as surrendered on this date and the interval for the
 next surrender will be reckoned from the date. 

5)   The leave salary shall be paid at 1/10th of monthly salsry for each of surrender
 irrespective of number of days in the month in which the earned leave is surrendered and
 irrespective of the fact whether the government servant is on duty or on leave other than
 extraordinary leave without allowance9with medical certificate) and unearned leave on
 private afairs.

6)   The total number of days of earned leave availed and the earned leave
 surrendered shall not exceed the maximum earned leave admissible to government
 servants.

Reinstated Govt. Servant

A Govt. Servant removed/dismissed from service may be reinstated by order of
 court.  If surrender leave accrued to them.  During the period of removal, they are
 eligible for leave salary.  Applications should be made with in one month from the data
 of receipt of orders of reinstatement.   

(Govt.Lr.No.23186 A/86-9 P &A.R. dt.19.1.1987) 

Foreign service

While in Foreign service, surrender leave shall be paid by the foreign employer
 initially and copy of the proceedings shall be sent to parent Dept for making
 corresponding entries in service register.

Govt.Lr.No.58175 /F.R.II/88-2 P &A.R. dt.27.9.1988) 

7)   These orders shall apply to state Government servants on foreign service as
 well as those on deputations to other Governments.
 

8)   Government servants appointed either under the emergency provisions or on
 regular basis shall be eligible to surrender 15 days of earned leave, only after the
 completion of 12 months continuous service, for surrender of 30 days of earned leave,
 they shall become eligible after completion of 24 months of continuous service.



9)   In order to guard against to post debit entries in the leave account, details of
 earned leave surrendered shall be noted in the body of service books and a certificate to
 this effect shall be appended by the A drawing officer in the Bills in which the leave
 salary for the earned leave surrender is drawn.
   

In all cases where government are the leave sanctioning authority, surrender of
earned leave for encasement be permitted by the Head of Departments themselves,
subject to eligibility and the case of Head of Departments will however, be dealt with at
Government level.

( Vide G.O. Ms .No 21 P &A.R(F.R.III) dt. 07.01.1982)

10)  Permission to surrender earned leave once accorded should not be revised to take 
effect from a later date subsequently, expect in cases where earlier  orders permitting surrender 
of leave are found to be erroneous.

(Govt.Lr.No.86904/81 P &A.R.(F.RIII) dt.8.3.1982)
 

11)  The conditions in sub para (10) above is not applicable to government
 servants who have been reinstated to service after suspension and whose period of
 suspension is treated as duty.  They can apply for surrender of leave on due dates within
 one month from the date of receipt of orders treating the period of suspension as duty

(Govt.Lr.No.36904/81 P &A.R.(F.RIII) dt.29.5.1982 read with
.letter No.92550/82-3 P-A.R.(F.R.III) dt.18.01.1983)

12. Surrender leave salary

i)   The employees who surrender leave shall be paid H.R.A., C.C.A and hill
 allowance in adition to the pay. G.O.No.200 Fin.Dt.29.01.1982.

ii)  The surrender leave should be sanctioned within one month from the date of
 application and should be paid within 15 days.  (G.O.No.687 P & A.R.dt.16.07.1982.

iii) H.R.A. Is also admissible to an employee who has been occupying
 government rented accommodation or government accommodation (G.O.MS.No.777
 Fin. Dt.07.09.1983)

iv) Employees provided with rent free quarters are not eligible for H.R.A during
 the period of surrender – Govt.Lr.No.33853/II/84-1 dt.18.08.1984. 

13) Orders sanctioning surrender of Earned leave should be issued only on or
 after the date of surrenderer.

Govt.Lr.No.4113/FR II/78-2 P&A.R. dt.19.09.1979 



10. ENCASEMENT OF EARNED LEAVE
             AT THE TIME OF RETIREMENT

(Rules 86 of F.R. And Rule 7 of Tamil nadu Leave Rules)

Leave at the credit of a government servant in his leave account other than leave shall lapse on, 
the date of retirement or on the date of termination or the extension of service.  The competent 
authority(leave sanctioning authority) shall suo moto sanction without waiting for the formal 
application from the government servant concerned, the encasement of earned leave at the credit 
government servant on the date of retirement or on the date of termination or the extension of service 
subject to a maximum of 240 days.

ENCASEMENT OF EARNED LEAVE AT THE TIME OF DEATH OF A GOVERNMENT 
SERVANT WHILE IN SERVICE 

1)   The family of a government servant who dies in services (Whether on duty or on leave 
including leave preparatory to retirement) shall be eligible for the leave salary pay left over, at the 
credit of the government servant on the date of death, subject to maximum of 240 days.

2)   In the case of a government servant who dies while on surrender leave, but has not drawn 
the leave salary for the surrendered leave, his family shall be eligible to draw the leave salary for the 
surrendered portion. In such case, the period for which leave salary is allowed will also be taken into 
account for arriving at the period of 240days for leave salary and can be allowed under this order.

(G.O.Ms.No.999 P&A.R. Dt 30.10.1987)

3)   H.R.A & C.C.A shall be allowed up to 180 days only

4)   The authorities who are empowered to sanction earned leave or leave on average pay to the 
government servants will be competent to sanction the earned leave allowances  referred  to in 
paragraph(i) to the family of the deceased government servant.

5)   The concession shall apply to government servant who are on foreign service or on 
deputation to the government on India or other state Government.

6)   The leave salary referred  to in paragraph (i) shall be paid to the family of the deceased 
government servant as prescribed in Article 80 of the TamilNadu Financial Code.  Volume I, for the 
payment of arrears due to deceased government servant.



7)   In the case of Non-Gazetted government servant a certificate to the effect that the leave 
salary referred to in paragraph (i) has been drawn and paid to the family of the deceased Government 
servant shall be recorded in the service book by the drawing officers.

(G.O. Ms.No.1072 Finance (F.R.II)dt 13th October 1976) 
read with G.O.Ms.No.444 Finance(F.RII dated 30th March 1974)

8)   No deduction on account of family pension equivalent of death – cum retirement gratuity 
be made from the leave salary payable to the family of a government servant who dies while in 
service, whether on duty or on leave.

(G.O.Ms.No.1048 Finance (F.R.II)dt. 13th October 1976)

9)   The employee retiring on medical invalidation is also granted this leave.

(G.O.Ms.No.345 P & A.R.dt.31.07.1990)

10) The employees retring from service on “Compulsory Retirement” are also allowed  to 
encash the leave at credit.

(G.O.Ms.No.161&545P&A.R. dt.21.2.1986 
& 30.9.1988 res)

11) The final payment towards terminal leave shall be paid through A/C payee cheques.
(Govt.Lr.No.97246/T & A/90-10 Finance dt.3.12.1991)

CLARIFICATIONS

12) The government after careful consideration issue the following clarification on the points 
raised by the Accountant General.

(Govt.Lr.No.61612 P & A.R.(F.R.III) dt.17.9.1990)

Point  1:   Whether  the word 'retirement'  mentioned in Tamilnadu Leave Rules 7 includes 
compulsory retirement as a measure of punishment, voluntary retirement, dismissal etc. apart from the 
superannuation retirement and the government servants are eligible for the encasement of terminal 
leave in these cases also.

Clarification:  There are  already instructions  for  encasement  of earned leave at  the time of 
compulsory retirement under F.R. 56(2) and TamilNadu Civil  Services (Classification Control and 
Appeal) Rules, voluntary retirement under fundamental rules 56(3) and also for medical invalidation, 
Necessary amendment to Rules have been issued in G.O. Ms.No.345.  Personnel and Administrative 
Reforms (F.R.Spl.) dt 31.07.1990 in this regard.

Point 2:   Whether the encasement of terminal leave is to be allowed when the government 
servants  are  placed  under  suspension  shortly  before  retirement  or  are  permitted  to  retire  without 
prejudice to the disciplinary proceedings pending against them.  It is felt that in such cases.  The cash 



equivalent of leave may have to be with held for effecting any recovery which may be found to be due 
while finalizing the cases.

Clarification:    If  a  government  servant  is  suspended  shortly  before  retirement  and 
permitted to retire without prejudice to the disciplinary proceedings pending against him.  He 
may be permitted for encashment  of earned leave only after finalization of the disciplinary 
proceedings and regulation of the suspension period.  If a government servant is not suspended 
but  only  disciplinary  proceedings  are  contemplated  before  retirement,  such  person  may  be 
allowed for encasement of earned leave at the time of superannuation without prejudice to the 
disciplinary action pending against him.   
    

Point3:   In  some  cases  where  the  officers  placed  under  suspension  are  reinstated  and 
subsequently retried and where the period of suspension is got to be regularised, it is not possible on 
the date of retirement to update the leave account in the absence of particulars as to how the period of 
suspension is to be treted.  In these cases, suo-moto authorization is not possible.  The  departments 
may be directed not to insist on the leave salary authorization before regulating the suspension period.

Clarification:   All  the departments  are  accordingly requested to  avoid insisting on leave 
salary authorization by the accountant General before regulating the period of suspension in case of 
persons who retire before regulation of the period of suspension.

Point 4:    The held of departments may be directed to issue a certificate in respect of the 
retiring  government  servant  on  the  period  of  absence  pending  regularisation  mainly  because  the 
Accountant-General/pay and Account Officers may not  be aware of short spells as part of a month.  In 
may cases certificates of transfer of charge are also not given when the officers proceed on leave on 
medical grounds or on other short leave without substitute.

All the other departments are requested to take into account of the practical difficulty pointed 
out by the Accountant-General and to issue certificate in respect of retiring government servants on the 
period of absence pending regulation of leave, before there retirement.

LEAVE ON P.A - ENCASHMENT

The government have decided to accept the long pending demand of various associations of 
employees to surrender half  pay leave on private affairs at the time of retirement and also to grant full 
leave  salary  for  encasement  of  the  entire  leave  at  credit  of  retiring  employees.   Accordingly, 
government pass the following orders.

a)   At the time of retirement 50% of the leave on private affairs to the credit of the employees 
up to maximum of 90days be entitled for full leave salary.  The Head of Office shall draw the leave 
salary on encasement of leave on private affairs as in the case of encasement of earned leave, and

b)    Full  leave  salary  including  Dearness  Allowance  and  all  other  allowances  normally 
admissible  while  going  on leave  during  service  be  allowed for  the  entire  period  of  earned  leave 
encasement at the time of retirement.



The above orders shall apply to All India service Officers serving under the State Government.

These orders shall also apply to the following categories of employees
a) Those retiring on medical invalidation.
b) Those retrenched from government service.
c)  Those permitted  to retire  from service without  prejudice to  the disciplinary proceedings 

pending against them.
d) In the case of death of an employee while in service.
e) To those going on voluntary retirement, and
f) Those sent on compulsory retirement.

(G.O.Ms.No.488 Fin(PEN) dt. 12.08.96 w.e.f. 1.07.96)   

It  is now clarified that the competent leave sanctioning authority shall  suo motu draw and 
disburse the cash benefits of enchasement of leave on private affairs., with reference to the orders 
issued in the government Order cited, in the case of non self drawing government Servants, without 
insisting on formal sanction orders on the date of retirement or on the date of termination of extension 
of service as the case may be, or on the next working day, following the date of  service, if the date of 
retirement or termination of extension of service if the date of retirement or termination of extension 
of service happens to be a holiday.  In respect Self drawing Officers, the Accountant General or pay 
and Accounts Officer, as the case may be, shall suo motu, issue the pay slips for the encasement of 
leave on private affairs as per the orders cited in the reference without insisting on formal sanction 
orders, on the date of retirement or on the date of termination of entension of service, immediately on 
retirement/termination of extension or service.      

11. Leave salary

1. Earned leave Full pay and allowances. TNLR 28A
2. Earned of E.L. Full pay and allowanceG.O.Ms.No.1089 P&A.R.Dt 

1.11.803.
3. Encashment of E.L. Full pay and allowances FR 86(a) TNLR 7

(First 180 days & pay & DA ONLY FOR Remainder 
period) 

4. UEL onN P.A Half pay and full allowance TNLR. 28A
5. UEL on M.C Full pay and allowance.TNLR 28 A
6. Spl Disability Leave Full pay and allowances for the first four months 

and half pay and allowances for the remainder 
period.  FR.83.A

7. Hospital Leave Full pay and allowances for the first three months and half 
pay and allowances for the next three months. FR 101 

8. Maternity Leave Full pay and allowances FR 101(a)
9. Study Leave Half pay and study allowance. FR 84
10.EOL No pay and allowances.



F.R.72. 1) A government servant on leave may not return to duty before the
 expiry of the period of leave granted to him. Unless he is permitted to do by the
 authority which granted him leave.

2)   A Government servant returning to duty at a time other than fixed for him by
 the authority which granted him leave has no claim to be appointed to any particular
 post and he is liable to be kept on subsistence grant until a suitable vacancy occurs.

(Instruction 2 under F.R.72(1))

13. COMPULSORY RECALL TO DUTY

F.R.70. All orders recalling a government servant to duty before the expiry of his
leave should state whether the return to duty is optional or compulsory.  If the return is
optional the government servant is entitled to no concession.  If it is compulsory, he is
entitled to be treated as on duty from the date on which he starts for the station to which
he is ordered and to draw travelling allowance under rules made in this behalf under rule
44 for the journey, but to draw until he joins his post, leave salary only.

14. COMPULSORY WAIT FOR ORDERS OF POSTING

1)   When a government servant has compulsorily to wait for orders of posting,
 such period of waiting shall be treated as duty.  During such period he shall be eligible
 to draw the pay plus special pay which he would have drawn had he continued in the
 post he held immediately before the period of compulsory wait or the pay plus special
 pay which he will draw on taking charge of the new post, whichever is less.  For this
 purpose no temporary post need be created.

2)   In the case of Government servants under suspension, the period from the
 date of order of revocation of suspension to the date prior to the date of serving the
 posting order on the government servant concerned shall be treated as compulsory wait.

(G.O.Ms.No.182 P & A.R.(FR-3), dated 22.2.1985 w.e.f 10.08.1984)
(Ruling 3 & 3 A under F.R.9(6) )

3)   The compensatory allowances shall be reckoned at the rates admissible at the
 station in which he was on compulsory wait.

(G.O.Ms.No.235 Finance dated 14th march 1977 )
(G.O.Ms.No.430Finance (F.R)dated 2nd April 1973)

4)   In the case of G.S.relieved from Foreign service but to wait for postings, the
 salary for the period of compulsory wait shall be paid initially by the Foreign employer
 and reimbursed subsequently from the parent office to which the G.S is posted. 

(G.O.Ms.No.420 P&A.R.dt.27.09.1990)



15. LATE ATTENDANCE AND PERMISSION

1)   If a G.S. Attends office late thrice in a month, with permission ½ day C.L will
 be cut; if a G.S. Attends office late thrice in a month, without permission one day  C.L will be 
cut.  Two permissions are allowed per month.

( G.O.Ms.No.414 P & A.R. Dt 17.07.1989 )

2)   If C.L. Is not available at the credit compensatory/ E.L will be cut.

(G.O.Ms.No.130 P &A.R. dt.10.04.1991)

3)   If  no compensatory/EL is available, EL that will accrue in future will be cut. (G.O. lbid)

 4)   Religious holiday cannot be adjusted towards late attendance.
(G.O.Ms.No.24686/FR III/P & A.R. Dept dt.4.4.1989 )

1. GUIDELINES REGARDING OBTAINING NO OBJECTION CRTIFICATE 
BEFORE APPLYING FOR PASSPORT OR UNDERTAKING ANY FOREIGN 

TRIP

Rule 24-A of the TNGSC Rules 1973.

The intention of this Rule is for obtaining of No Objection Certificate before
 applying for passport or undertaking any foreign trip by the government Servant.

While applying for such No Objection Certificate, information regarding the
 purpose of the visit the duration of stay and the names of countries proposed to be
 visited shall be furnished.

Information shall not be required for the grant of No Objection Certificate to
 obtain passport to seek employment abroad.

Government Servants shall not leave India without prior permission of the
 government.

Government Servants proceedings on Haj pilgrimage to Saudi Arabia through
 TamilNadu Hajj committee on “pilgrim pass” are ex temped from obtaining No
 Objection Certificate.



Heads of Departments concerned shall be competent to exercise the powers of the
government under this rule to issue “No Objection Certificate” to the government
belonging to Groups B, C and D who apply for grant or renewal of passport and also
apply to undertake trip to foreign countries as tourists or on pilgrimage or to see friends
or relatives or to seek employment.  

It should be ensured that,

“(i) no disciplinary proceedings are pemding or contemplated against the
 individual under rule 17 (b) of the TNCS ( D & A ) Rules.

(ii) no Vigliance case is pending or contemplated against the individual,

(iii)there are no grounds to believe that the applicant  could figure adversely on
 the security records of the government; and 

(iv)The decision for the grant of NOC should be taken by the Heads of
 department himself/herself.  The NOC should also be signed by him/her.”

government servants who are deputed for various kinds of training specified in column(2) of 
the  table  below shall  execute  a  bond to  serve  the  government  for  the  period  specified  in 
column (3) and the penalty for breach for the period specified in column (3) and the penalty for 
breach of the conditions of the bond shall be as specified in column (4) there of.

17. STUDY LEAVE & TRAINING

THE TABLE

S.L.NO. Kinds of Training Period of bond Penalty
    1 2         3     4

    1. Training prescribed as a  5 Years The government servant
condition for satisfactory pay the pay and allowances
completion of probation for the training period and 

expenditure on training 
incurred by government, if 

any.

   2. Inservice training or Thrice the specialised 
training with in period of India for a period of more

training than six months at the 
Government cost.



3. Inservice training or Twice the The government servant shall specialised 
training for a period of pay the pay and allowances period of more than six

training for the period of bond and months within India at his
expenditure on training own cost. Incurred by 

government if any.

4. Seminars, Conferences The government servant shall workshops 
Refresher pay the pay and allowances Courses, inservice Training

for the period of bond and Specialised training outside the 
expenditure of training India at government cost for. Incurred if any, by 

government.

i)  More than 30 days but Two years
up to180 days
ii) More than 180 days Four times of the 

period

5. Seminars, Conferences,
workshops, Refresher
Courses, inservice Training
specialised training outside India at own 

cost for.

i)   More than 30 days but One year
up to 180 days
ii)  More than 180days Twice the period

subject to a minimum
of two years.

Explanation: If any government Servant who has executed a bond to serve the
 Government for a stipulated period, wants to leave Government service in the middle of
 the binding period on voluntary retirement or on resignation, he should remit the
 Government the bond amount equivalent to the balance period he is required to serve the
 Government.

(G.O.MS.No,145 P&AR (FRW) dt 14.3.96)

Government servants who are availing study leave other than extra leave without
 allowance, or the government servants who are absent and the absence is treated as duty
 for higher studies specified in column (2) of the Table below, shall execute a bond to
 serve the Government for the period specified in column (3) and the penalty for breach
 of the conditions of the bond shall be as specified in column (4) thereof.



SL.NO.            Kinds of Training Period of bond Penalty

      1 2 3       4

      1. Higher studies at Thrics the Government     cost 
with period of study in India

      2. Higher studies at own Twice the cost within 
India period of study

      3. Higher studies outside The Government India at 
Government cost servant shall pay for 

and allowances 
for the period of 

bond and the 
expenditure on higher 
studies incurred if any, 

by Government     

i)   More than 30 days Two years

ii)  More than 180 days Four times of the
period of study

      4. Higher studies outside india at own 
cost for

i)  More than 30 days One year but upto 180 
days.

ii) More than 180 days. Twice the period 
of study subject to a

minimum of two Years.

Explanation: If any Government servant who has executed a bond to serve the
 Government for a stipulated period, wants to leave Government service in the middle of
 the binding period on voluntary retirement or on resignation, he should remit the
 Government the bond amount equivalent to the balance period he is required to serve the
Government. 

(G.O.Ms.No.145 P & A.R. (F.R.IV) dt 14.3.96)



TAMIL NADU LEAVE RULES 1933 – LEAVE CHART (READY RECKONER)

Classification of 
Leave

1

SUPERIOR SERVICE BASIC SERVICE
Emergency 10(a) (i) and 
Probationers

2

Approved 
Probationers 
Permanent and 15 
years completed 
Basis Servants.

3

Probationers

4

Approved Probationers 
and Permanent (those 
not completed 5 years 

5

Unearned Leave on 
private affairs (Half 
pay + Full allowance 
(Rule 28)

Nil 0-10 year 90 days 
above 10 years, 180 
days
(for whole service 
180 days spread 
over as shown 
above)

Nil Nil

UEL of MC Nil Ruling (2) TNLR 23

If completed 2 years 
probation as shoen below 
0-2 years Nil, 2-5 years 
90 days can be availed .
 60 days at a time 
(G.O.Ms.No.478 P& AR 
dt.21.11.90.

Period of service 
Leave, 0-5 years 90 
days, 5-10 years 
180 days 10-15 
years, 270 days, 
15-20 years 360 
days, above 20 
years 540 days, 
total 540 days w.r. 
to service and 
above Rule 15, 15-
A, 25 and G.O. 
Ms.No.1119-
P&AR, dt. 28.9.79.

1.For 
temporary Nil. 
Ruling
2. TNLR 23(2) 
For 
Probationer, ten 
days UEL on 
M.C. for every 
completed year, 
Rule 23(c)

1. 10 days for every 
completed year. 
Permanent 
employees can 
accumulate 180 
days but can 
avail 60 days at a 
time.

2. If the basic servant 
completes 15 years 
from the date of 
regularization he shall 
be allowed UEL on PA 
as admissible for 
superior service.



Extra Ordinary 
Leave on Loss of 
Pay

Up to 180 days at any 
one time with an interval 
of 3 years between two 
spells of leave. (ii) Upto 
24 months at any one 
time in case of T.B. 
Cancer, Leprosy, etc., 
(Rule 23(a) (ii) of TNLR

Employees who 
have not completed 
5 years of service 
can avail upto 180 
days at any one 
time with other 
kinds of leave. 
Employees who 
have completed 5 
years of Service can 
avail one year at a 
time along with 
other kinds of 
leave.  There should 
be an interval of 3 
years between two 
spells of leave 
(G.O.Ms.No.1040/ 
P&AR, dt.13.11.87 
& 
Lr.No.12/1266/87-5 
P&AR, dt. 27.2.88

Maternity Leave 
(full pay) married 
Women Govt. 
servants only.

E.L. at credit to  be 
availed first and balance 
allowed to make up 90 
days (should have 
completed one year 
Service including leave 
period in case of 
temporary Govt. 
Servants)

Ninety (90)-days 
from pre 
confinement rest to 
post confinement 
recuperation. 
G.OL.Ms.No.279/ 
P&AR dt. 11.2.80 
FR 101 (a)

Allowed for their 
confinement if 
having less than 2 
living children.  No 
leave allowed if 
having 2 living 
children.

As in Column 
(2)

As in Column (3)

N.B. Bsic servant shall be allowed E.L. 1/11, if they complete five years from the date of regular 
appointment  limited  to  240 days,  After  15 years  of regular  service,  leave eligible  as for  superior 
service employees (G.O. Ms.No.1381 P&AR., dt. 28.12.79.

In case of Tuberculosis (T.B.)Leprosy, Cancer, etc., Leave for 540 days may be granted without any 
restriction  if  a  certificate  is  received  from  a  Recognized  Institution  where  the  Govt.  Servant  is 



undergoing treatment. Rule 18, 23(c) Ex-Gratia upto a maximum of Rs.250 and minimum of Rs.125 
p.m. to those with pay less than Rs.1000 in case of  T.B., Cancer, Leprosy or Hanson’s disease.

Classification of 
Leave

1

                                  SUPERIOR SERVICE  BASIC SERVICE

Emergency 10(a) (i) and 
Probationers

2

Approved 
Probationers 
Permanent and 15 
years 
completed Basis 
Servants.

3

Probationers

4

Approved 
Probationers and 
Permanent (those 
not completed 5 
years service)

5

Maternity Leave for 
abortion and 
termination of 
pregnancy (Full 
PayP) Instruction I 
(A) (B) and (C) of 
FR 101 (a)

Hospital Leave F.R. 
101 (b)

E.L. at credit first and the 
balance period to make 
up 6 weeks.  Temporary 
employees should have 
completed one year of 
service including leave 
periods.

Not eligible

Upto 6 Weeks

Permanent 
Government 
Servants of 
Subordinate 
Service eligible 
(as in Column 4)

Applicable to 
Govt. Servants as 
in Col(3) in Fire 
Services, Govt. 
Press/Police 
Constable / Forest 
Reserve Watcher 
etc., (Other than 
Ministerial 
Service)

Six months on 
half pay in every 
3 years of 
seervice, subject 
to 28 months of 
combined with 
other kind of 
leave.

If detention in 
hospital was due 
to an injury 
received while on 
duty, full pay 
admissible for 3 
months leave.



Study Leave :F.R. 
84 AND T.N.Study 
Leave Rules 1965 
(Appex 11 of F.R.)

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Special Disability 
Leave F.R.83 & A

Nor eligible

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Maximum of 20 months 
with reference to the 
recommendation of the 
Medical Board for any 
one disability while 
discharging duty. 

Condition: Should 
have completed 5 
years of service, 
should have three 
years before 
retirement, should 
have gazetted 
status, bond should 
be executed. 

 Leave: 12 months 
at a time, 24 months 
in all.  Total 
absence with other 
kinds of leave 
should not exceed 
28 months.

 Salary: Half pay 
plus study 
allowance if any 
fixed by 
Government 

Purpose : To study 
Scientific or 
Technical problem 
or courses  
instruction in or 
outside India 

Leave salary: Full 
pay and allowance 
for first 4 months.  
Half pay and 
allowance 
remaining period.  
May be combined 
with other kinds of 
Leave.  Leave 
salary to 
probationers full 
pay  for 30 days 
only(Ruling 9 under 
T.N.L.R.29)

Not eligible Not eligible

As in Column (2) & (3)



 Rules under Fundamental Rule 74

LEAVE PROCEDURE IN THE CASE OF GOVERNMENT SERVANTS.

LEAVE ACCOUNTS

1.   The leave account shall be maintained in F.R.. Form No.9-A, in respect of
 Government servants subject to the rules in the Fundamental Rules and in the Form
 prescribed in the Tamil Nadu Leave Rules, 1933, in the case of these governed by the
 said TamilNadu Leave Rules, 1933. 

2.   (a) The Leave account of a Group A and B Government servant shall be
 maintained by, or under the direction of the principal auditor responsible for the audit of
 his pay

      (b)The leave account of Group C and D Government servant shall be
 maintained and the entries therein attested by the head of the office in which he is
 employed.

APPLICATION FOR LEAVE 

3)   Every application for leave or for an extension of leave should be sent to the
 competent authority through the immediate, if any, of the government servant applying
 for leave.  In the case of Group A and B officers, the application should also be sent
 through the Accountant-General.  The application of  a Government servant in foreign
 employ should also be sent through the Accounts Officer who accounts for the
 contribution recovered from the foreign employer.  

5)   Application for leave from Military Officers in Civil employ whether they are
 subject to Military leave rules or Civil leave rules, shall be submitted to Government
 through the civil Accountant-General who audits the pay of the officer going on leave.
  No leave shall be sanctioned to such an officer before a report is received from the
 Civil Accountant-General concerned.

Note- The leave application of the Aide-de-Camp to the Governor will be
 forwarded to the Government through the Defence Accounts Officer, Madras district, to
 whom a copy of the Government notification granting leave will be forwarded when
 leave is notified.

7)   A Government servant transferred to foreign service must before taking up his
 duties in foreign service himself acquainted with the rules or arrangements which will
 regulate his leave during such service.



SECTION III – MEDICAL CERTIFICATES. 

General Rules

8)   A medical officer must not recommend the grant of leave in any case in
 which there appers to be no reasonable prospect that the Government servant concerned
 will ever be fit to resume his duties.  In such cases. The opinion that the Government
 servant is permanentely unfir for Government service should be recorded in the medical
 certificate. 

9)   Every certificate of a medical committee or a medical officer recommending
 the grant of leave to a government servant must contain a prociso that no
 recommendtion contained in it shall be evidence of a claim to any leave not admissible
 to the government servant under the terms of his contract, or of the rules to which he is
 subject.

9-A (I) Before leave is sanctioned, the recommendations of medical committee
 shall be compulsority obtained in the following cases namely:- 

(a)   All applications for unearned leave on medicial certificate for periods
 exceeding two months. 

(b)  Where extension of leave is applied for piece-meal and the cumulative total
 of such leave exceeds two months; and 

(c)   Where a Government servant applied for unearned leave on medical
 certificate after orders transferring him to another post, place etc., are issued to him,
 irrespective of the period of leave applied for.

(ii)  The leave sanctioning authority should also exercise the discretion to refer
 cases to the medical committee where there are repeated applications for medical leave,
 althought each such application may be for a period of less than two months. 

(iii) Where a Government servant applies for leave on medical certificate for short
 periods and there is no time to constitute a medical committee, the head of office or the
 leave sanctioning authority may refer him to the nearest available Government doctor
 not below the rank of a civil Surgon.  

(iv) Whenever a reference is made to the medical committee or to the nearest
 Government doctor, the medical committee or Governent doctor as the case may be
 should specifically decide and record their or his opinion as to whether it is necessary
 for the Government servant to appear before them or him at the end of the medical leave
 period to get his fitness for rejoining duty.  In all such cases, the fitness certificate issued
 by the medical committee or the Government doctor will have to be produced before the



 Government servant rejoins duty. 

(v)  The reference to the medical committee shall be made in the case of all
 diseases except in the case of in-patients in Government hospitals, provided they are
 admitted for treatment and not for diagnosis.  In such cases, it is necessary
that the superintendent of the Hospital concerned issues the requiring certificate to that
 effect.  

(G.O. Ms.No.783,P. And A.R.(F.R..-1), dated 28th June 1977)

This amendment deemed to have come into force effect from 1st may 1976.

(vi) The reference to the Medical board shall not be necessary for granting
 Unearned Leave on Medical Certificate in the case of Government servants who are
 admitted as inpatients in Government hospital for the period of treatment and also if the
 period of leave recommended is co-terminus with the period of treatment.  In such cases,
 a reference to the Medical Board is not necessary for granting Unearned Leave on
 Medical Certificates in the case of Government  servants who are taking treatment even
 after discharge from the hospital, provided the treatment is continuous and the
 certificate regarding the treatment is issued by a Medical officer not below the rank of a
 civil Assistant Surgeon serving in that particular department in the particular hospital
 where the government servant concerned was admitted as inpatient for treatment”;
 (w.e.f. 12th july 1980.)



(vii) Where Government servants are admitted as inpatients in private Nursing
 Homes/Hospitals and the Unearned leave on Medical Certificate applied for exceeds
 sixty days and stay in such institution is co-terminus with the period of treatment, the
 Government servant shall be directed to be produced  before the Medical Board for
 check up and issue of medical certificates if the place where the Medical Board located
 is within a short distance from the private Nursing Home/Hospital by using an
 ambulance. The hire charges therefore shall be reimbursed by the Government. 

If the Government servant cannot be produced in person before the Medical
 Board than the Medical records of the individual shall be furnished to the Medical Board
 and if the genulneness of the treatment given to the Government servant by the private
 Nursing Home/Hospital is acceptable to the members of the Board, then unearned Leave
 on medical certificate shall be granted.  The grant of Medical Leave in such cases is
 subject to the condition that the Government servant shall appear before the Medical
 Board at the earliest opportunity as and when possible to attend the Board, while
 recouping health.  The expenditure incurred by the Government servant for appearing
 before the Medical Board shall be reimbursed by the Government.  

( w.e.f. 24th March 1980 )
(G.O.Ms.No.293.prsonnel and Administrative Reforms(per.1)Department, dated 18.05.1989)

9-B.  The medical certificate issued to the Government servants for the purpose of
 sanctioning leave and for their fitness to rejoins duty on the expiry of such leave, by the
 following indigenous Medical Practioners may be accepted:-

(i)   Indigenous Medical practitioners with H.P.I.M., L.I.M., and B.I.M.,
 qualifications who have registered their names with either the Board of integrated
 Medicine Madras or the Central Board of indigenous medicine;

(ii)  Indigenous medical practitioners of Kerala State with D.A.M., D.M.M., and     
I.S.M., qualifications who have registered their names with the Central Board of 
indigenous medicine:

(iii) Indigenous medical practitioners of Mysore State with L.I.M., and
D.U.M., qualification who have registered their names with the Central Board of 
indigenous Medicine:

Provided that indigenous medical practitioners who have registered their names 
with the Central Board of indigenous medicine under “B” or “C” class shall not be 
competent to issue medical certificate to Government servants for grant of leave or for 
fitness to rejoin duty on the expiry of such leave.

(G.O.Ms.No.816, Personnel and Administrative Reforms Department (F.R.III),  dated 31st 

July 1981-with effect from 23rd February1973.)



“9-C.  If a Government servant who is on leave and is out of India applice for expansion of leave 
on medical grounds, such an application shall be accompanied by a Medical Certificate from 
two qualified Medical Practitioners in the proforma given below.  If the two qualified Medical 
Practioners belong to a foreign country, the said Medical Certificate shall be attested by the 
consular  or  other  authority  as  bearing  the  signature  of  qualified  Medical  Practioners.   If 
concurrence of the Central Government is required in respect of the leave, the matter shall be 
taken up with the Department of Personnel and Training, North Block, New Delhi as they are 
the competent authority in this regard.

11.  Having secured such a certificate, the Government servant must, except in cases 
covered by rule, 14 obtain the permission of the head of his office or if he himself is the head of 
an office, of the head of his department to appear before a medical committee.  The committee 
will  be  assembled  under  the  orders  of  the  Director  of  Medical  services,  who  will,  where 
practicable preside over it.  The committee will be assembled either at the headquarters of the 
state  or  at  such other  place  as  Government  may appoint  and the  Government  servant  will 
present himself with three copies of the statement of his case before the committee.

12.  Before  the  required leave  or extension of  leave  can be granted the Government 
servant must obtain from the committee a certificate to the following effect:- 

“We do hereby certify that, according to the best of our professional judgement after 
careful personal examination of Thiru                                         ,we consider that he is suffering  
from                                    
and that his health is such as to render leave of absence for a period of months with effect from

absolutely     necessary for his recovery.”

Note.-In cases where the leave recommended by the chief Medical Attendent or the Honorary 
Medical Officer not below the rank of a civil Assistant Surgeon under rule 10 does not exceed two 
months.  The authority competent to grant leave shall dispence with the appearance of the Government 
servant before the medical committee under rule 11 and the obtaining of a certificate from the 
committee under this rule, unless such authority doubts the bonafides of the application for the grant of 
leave on medical certificate.

13. Before deciding whether to grant or refuse the certificates, the committee may, in a 
doubtful case, death the applicant under professional observation for a period not exceeding 14 
days.  In that case, it should grant to him a certificate to the following effect:-

“C.D. having applied to us for a medical certificate recommending the grant to him of 
leave,  we consider it  expedient,  before granting or refusing such a certificate,  to detain C.D. 
Under professional observation for                    days.”

14.  If the state of the applicant's health is certified by a medical officer in-charge of a 
civil station to be such as to make it inconvenient for him to present himself at any place in 



which a committee can be assembled, the authority competent to grant the leave may accept, In 
lieu of the certificate prescribed in Rule 12 either-

(a) Certificate signed by any two medical officers in charge of civil stations in whatever state 
they may be serving; or

(b) If the authority considers it unnecessary to require the production of two medical 
opinions, a certificate signed by an officer in medical charge of a civil station and countersigned by the 
collector of the district or in the case of officers of the judicial Department by the District and sessions 
judge.

For the purposes of this clause, the chief Medical Officer, Lady willingdon Leper Settlement, 
Tirumani, shall be deemed to be medical officer in charge of civil station in respect of leper patients 
under his treatment. Provided that he is registered under the Madras Medical Registration Act, 1914 
(Madras Act IV of 1914) and the certificate given by him is countersigned by the Director of Medical 
Services.

15. The grant of a certificate under rule 12 or 14 does not in itself confer upon the 
Government servant concerned any right to leave.  The certificate should be forwarded to the authority 
competent to grant the leave and the orders of that authority should be awaited.

Procedure in the case of Group C and D Government Servants in superior Service.

16. An Application by a Groups C and D Government servants in superior service for 
leave or for extension of leave on medical certificate must be accompanied by a certificate issued 
by the authorised medical attendant or by the applicant's own medical attendant, who should be 
a registered medical  practitioner.   Such certificates  should distinctly  state the nature of  the 
illness, its symptoms, probable causes and duration, the period of absence from duty considered 
to be absolutely necessary for the restoration of the applicant's health and the date from which 
such absence should take efect.  In cases where the Government servant produces a certificate 
from his own medical attendant, the authority competent to grant the leave may in its discretion 
either accept the certificate or secure a second medical opinion, by sending the applicant for 
medical examination either to the District Medical officer or to the nearest groups A and B 
Government servants (Medical Officer) Available. Should it decide to secure a second Medical 
opinion, it must arrange for the medical examination to be made on the earliest possible date 
after the date on which the first medical opinion was given.  It will be the duty of the District 
Medical  Officer or the  other Medical  Officer,  as  the  case may be,  to  make an independent 
examination of the applicant and on the basis of such examination to express an opinion both as 
regards the facts of the illness and as regards the amount of leave required.

Note.-(1) The possession of a certificate as prescribed in this rule does not itself confer 
upon the Government servant concerned any right to leave.

Note.-(2) The above procedure will not apply to the Group C and D executive officers 
and executive subordinates and menials of the Madras city police.  In their cases, the following 
procedure should be followed:-



No leave on medical certificate or extension thereof to those officers who are in Madras 
City or within 16 Kilometers thereof at the time of applying for leave or extension of leave shall 
be  granted,  without  a  certificate  from the  police  surgeon.   Certificates  issued by  registered 
medical practitioners to applicants who are at the time of application,  more than 16 kilometers 
away from the Madras City for such leave or extension of leave shall not be accepted without the 
counter signature of the police surgeon.

(G.O.Ms.No.209,personel and Administrative Reforms, dated 6th March 1961)

17. No certificate should be submitted for counter signature without the cognizance of the 
head of the office in which the applicant is serving.

18. The countersigning officer may, in his discretion, require the applicant to appear 
before him, unless it appears from the certificate of his medical attendant that he is too III to 
bear the journey.  In the latter case, the officer may, after careful investigation of the case.

19.In  support  of  an  application  for  leave  or  for  an  extension  of  leave  on  medical 
certificate form a Groups C and D Government servant in Basic Service the authority competent 
to grant the leave nay accept such certificate as it may deem sufficient.

SECTION IV – CERTIFICATE OF ADMISSIBLITY

Group A and B Government Servants.       

20.  Leave will  be sanctioned to Groups A and B Government Servant only after its 
admissibility has been certified by the Audit Officer who has been auditing his pay.

Groups C and D Government Servants.

21. Before leave is sanctioned to a group C and D Government servant the authority 
competent to grant the leave should either consult the leave account refered to in rule 1, and satisfy 
himself that the leave is admissible, or obtain a certificate to that effect from the officer entrusted with 
the attestation of the entries in the leave account.

When the application is for study leave or other leave specifically granted for purpose of 
study out of India, the authority sanctioning the leave should obtain a certificate of admissibility 
from the Accountant-General concerned before sanctioning the leave.

In the case of Government servants transferred as a temporary measure to the central 
Government the authority competent to sanction the leave may get a certificate of admissiblity of leave 
under the state leave rules from the Accountant-General administering the leave rules concerned when 
there is genuine cause of doubt.  The same procedure shall be followed in the case of similar transfer 
to other State Governments.



Government servants in foreign service.

22. In the cse of Government servant on foreign service, leave should not be sanctioned until 
the audit officer who is responsible for the recovery of the leave and pension contribution has certified 
the amount of leave and the leave- salary admissible.

Explanation.-In  the  case  of  all  non-gazetted  and  gazetted  Government  servants,  the 
maximum of whose time scale of pay is Rs.1,000 (Rupees one thousand only) and below who are 
deputed  on  foreign  service  terms  to  the  State  government  owned  or  controlled 
corporation/Boards/Undertakings, the eligibility of  leave  shall be issued by the head of office who 
maintains the leave account/Service books.

( G.O.Ms.No.1043, fINANCE (F.R.I).dated 31st October 1975)

SECTION V-GRANT OF LEAVE -GENERAL

Priority of claims to leave

23. The grant of leave at a particular time cannot as a right by a Government servant.  In 
exercising their discreation under rules, authority competent to grant leave shall have regard to the 
following considerations.

(a)  The exigencies of the service
(b)  The Government servants who can, for the time being be spared
(c)  The amount of leave due to the various applicants
(d)  The amount and chracter of the service rendered by each applicant since he last returned 

from leave
(e)  The fact that any such applicant was compulsorily recalled from his last leave.
(f)  The fact that any such applicant has been refused leave in the public interests.

Grant of leave to a government servant who is unlikely to be fit to return to duty.

24.   When a medical committee in Indian has reported that there is no reasonable 
prospect that a particular government servant will ever be fit to return to duty, leave should not 
necessarily be refused to such Government servant.  It may if due be granted on the following 
conditions by Government in the case of gazetted Government servants.  And by the head of the 
department concerned in the case of non-gazeted Government servants:-

(a)    If  the medical  committee is  unable to say  with certainty  that  the Government 
servant will never be fit for service in India again, leave not exceeding twelve months in all, may 
be  granted.   Such  leave  should  not  be  extended  without  a  further  reference  to  a  medical 
committee.

(b)   I f the medical committee declares the government servant to be completely and 
permanently incapacitated for further service, in India the Government servant should except as 
provided in clause (c) below, be invalided from the service either on the expiration of the leave 



already granted to him, if he is on leave when examined by the committee or if he is not on leave, 
from the date of relief of his duties, which should be arranged without delay on receipt of the 
committee's report.

(c)   A Government servant declared by a committee to be completely and permanently 
incapacitated may, in special cases, be granted leave or an extension of leave, not exceeding six 
months as debited against the leave account, if such leave be due to him.  Special circumstances 
justifying such treatment may be held to exist when the government servant's breakdown in 
health has been caused in and by Government service or when the Government servant has 
taken a comparatively small amount of leave during his service or will complete at an early date 
an additional year's service for pension.

Grant of leave to a government servant who ought to be dismissed.

25.   Leave should not be granted to a government servant who ought at once to be dismissed 
or removed from Government service for misconduct or general incapacity

SECTION VII- PAYMENT OF LEAVE SALARY.

32.Leave – salary is payable in India after the end of each calendar month.

Group A and B Government Servants.

33.   Group A and B Government servant on leave in India may draw his leave salary at 
any  district  of  the  state.  But  he  cannot  begin  to  draw  it  without  producing  a  leave  salary 
certificate from the audit officer who audited his pay before he proceeded on leave.  If during 
leave he desires to change the office at which he receives the payment of his leave-salary he 
should obtain a new certificate from the Audit Officer within whose jurisdiction his leave salary 
was last paid.

 Note.-An  officiating  Group  A  and  B  Government  servant  who  holds  an  active  or 
suspended lien on a group C and D post, will retain his gazetted status for all purposes during 
the period of leave taken by him including extension if any, but before resuming duty as Groups 
C and D Government servant the authority sanctioning the leave should, in such cases intimate 
the fact to the head of the office where the Government servant is permanently borne sufficiently 
in advance to enable the latter to make necessary consequential arrangements.

34.   If a group A and B Government servant draws his leave salary through an authorized 
agent, the agent, whether he has or has not the power-of attorney, must execute a bond to refund 
overpayments.

35.    The provisions of  rules  33 and 34 apply  also to Group A and B Government 
servants who spend their leave out of India and who have  to draw their leave-salary in rupees in 
India under fundamental Rule 91.

Group C and B Government servants.



36.   The leave-salary of a group C and D Government servant on leave in India or on leave 
out of India cannot be drawn in India, except the signature of the head of his office and the latter is 
responsible for any over-charge.

The leave-salary of  a group C and D Government servant holding a permanent post in 
one office and officiating in a post in another office may be drawn at the office form which he 
proceeded on leave, if he would have continued in that office but for his leave and is expected to 
return to it on its expiry.  No last-pay certificate should be issued in such cases but the fact of the 
Government servants having gone on leave should, however, be intimated to the head of the first 
office so that he can show the necessary arrangements in the absentee statements of his office. 
The bills in which leave salary is drawn should also indicate the permanent post on which the 
absentee holds a lien to facilitate correct classification of leave salary.

In the case of a Groups C and D officer whose substantive appointment is not a local 
appointment but simply that of a member of a state staff, leave allowances should be drawn 
either  at  Madras  by  the  head  of  his  department  or  at  the  place  where  his  salary  was last 
disbursed,  and in  the  latter  case,  if  he  was not  himself  the  head of  an  office  he  should  be 
regarded as attached to the office in which he was last employed and the head of that office 
should draw the leave allowance and be regarded as responsible for over charges.

Leave salary during leave preparatory to retirement 

36.a.  Group A and B Government servant on leave preparatory to retirement or on 
refused leave under Fundamental Rule 86 or any other corresponding rule or such other leave 
on the expiry of which he is not expected to return to duty should record a certificate on the 
leave salary bill that during the period for which leave salary is drawn, he was not re-employed 
under Government, local fund or a private employer.

In  the  case  of  Group  C  and  D  Government  servants  similar  certificate  should  be 
recorded by the drawing officer on the bills in which the leave salary is drawn after obtaining 
declaration regarding non-employment from them.

SECTION VIII RETURN FROM LEAVE.

42. Group A and B Government servant, on return from leave, must report his return to 
Government.

43.    A Government  servant  returning  from leave  is  not  entitled  in  the  absence  of 
specific orders to that effect, to resume as a matter of course the post which he held before going 
on leave. He must report his return to duty and await orders.  He must if necessary also submit 
to such delay as may be required in the interest of the public service.

Note.-Controlling officer should provide for the expected return of Government servants from 
leave by seeing that the Government servants to be relieved are at headquarters in due time to give 
over charge.



Return to duty

44.  Before returning to duty a gazetted A government servant who has drawn his leave 
salary  in  India  should  obtain  a  last-pay  certificate  from  the  Audit  officer  within  whose 
jurisdiction his leave-salary was last paid, and deliver it to the Audit Officer, who audits his pay. 
Without such a certificate, he cannot obtain payments of any arrears of leave-salary or pay due 
to him.

RULINGS

(1)   When a Government servant is appointed to officiate in a group A and B capacity 
the  Audit  Officer  shall  call  for  his  leave  account  and  maintain  it.   During  leave  such  a 
Government servant shall be deemed to hold a Group A and B status for purposes of drawal of 
leavy salary grant of extension of leave issue of notifications etc., irrespective of the fact whether 
on the expiry of his leave he would return to his group A and B post or not.  The Audit Officer 
will intimate the rate of leave salary admissible to the officer and the officer will draw his pay 
accordingly.  Any extension of leave will also be certified by the Audit Officer.

(Finance Memorandum No.83902-2-(C.S.R) dated 7th January 1954)

(2) In the case of an officer who is granted leave under rule 24 (a) under Fundamental 
Rule 74 (a) the leave should initially be treated as leave preparatory to retirement but if the 
officer returns to duty subsequently, the leave should be treated as leave on medical certificate 
for purposes of the proviso to Rule 81(b).  Necessary adjustments in the leave account, should be 
made and arrears of leave-salary, if any, should also be  paid.

(G.O. No.382, Finance, dated, dated 21st October 1937)

(3)   The discretion allowed by rule 24(c) may be exercised in the case of Government 
servants who are sent before a competent medical authority either for grant of leave or for 
report as to their fitness for further service and the latter certifies them to be completely and 
permanently incapacitated for further service.

(G.O.No.576,Finance(Pension), dated 17th July 1930 and No.348,Finance dated 28th July 
1936)    

(4)   Rules 1: to 16 in section III of the rules under Fundamental Rule 74(a) regulating 
the  grant  of  leave  on  medical  certificate  to  gazetted  Officers  should  be  applied  also  to 
Government servants who are holding gazetted posts in an officiating capacity prior to their 
going on leave.  An officiating Gazetted Government servant who applies for leave or extension 
of leave should accordingly produce a certificate from a medical committee in support of his 
application for leave or extension of leave.

(G.O.No.326,Finance, dated 20th January, 1951).



LEAVE - GENERAL

1) Holidays – Prefixed & suffixed

Holidays may be prefixed and suffixed to regular leave provided no substitute is posted in the 
leave vacancy.  Local holidays cannot be prefixed or suffixed. Rule 3 FR 68 instructions 3 (c)FR 68.

But as per Govt Lr.No.125 P&AR,dated 30.05.94 prefixing holidays is allowed with E.L 
and not admissible to any other leave.

2) Right to avail the Leave:
Leave cannot be claimed as a matter of right when, the exigencies of public service so 

require FR 67.

Against the wishes of a Govt servant, the authority competent to sanction leave cannot grant 
the leave other than the leave applied for by him.  Ruling 2 FR 67.

The  EL  at  the  credit  during  the  last  ten  years  of  service  shall  not  be  refused 
G.O.Ms.No.999 P & AR dated 30.10.87.

3) How long a Govt servant can be on leave ?

(G.O.M.s.No.1046 P & AR (FR III )dated 13.11.87)

i) Permanent and Approved probationers who have not completed five years of service 
shall be granted any kind of leave not exceeding 6 months except in the case of UEL on Medicial 
certificate or study leave granted under the rules.

ii)  permanent and Approved Probationers  who have completed five years  of  service 
shall be granted any kind of leave not exceeding one year except in case of UEL on Medical 
certificate or study leave granted under the rules.

iii) If the Govt servant does not resume duty after the spell of above leave periods, he 
may be removed from service. Following the procedure laid down in Tamil Nadu Civil Service 
(D&A) Rules.

iv) There should be an interval of three years period between two spells of maximum 
leave so granted.

v)  In respect of Temporary & Probationers, the existing procedure under rule 23(a) 
TNLR shall be followed Here also, interval of three years between two spells of maximum leave 
should be there.

4) Combination of different Kinds of leave:



Any kind of  leave  (other  than C.L.)shall  be  combined with any  other  leave  availed 
continuously TNLR 6.

E.L. Availed at a time shall nor exceed 180 days

When the UEL on private affairs is  availed with E.L. The total of  leave should not 
exceed 180 days TNLR 14.UEL on Private Affairs shall be availed 90 days a time. TNLR 13.

5) Return to duty before expiry of leave:

A Govt servant.  With the permission of  the authority who sanctioned the leave can 
return to duty before the expiry of leave. FR 92(i) Normally no Govt servant can return to duty 
before the expiry of leave granted to him.

By returning to duty before the expiry of leave he is liable to be kept under subsistence 
grant till he is posted instructions 2 FR 72.

No formal cancellation of unexpired portion of leave in necessary when he returns back 
to duty before the expiry of his leave. Ins 3 FR 72.

6) Leave considered for Promotion:

a) An employee who is on leave for more than three years is not eligible for promotion 
or appointment by transfer which may arise during the period of such leave.

(G.O.Ms.No.4P &AR dt.02.01.1985)

b) If the leave is availed for research or higher education such employee will not be 
considered for promotion where the leave exceeds four years.

Both the employees (a) & (b) above will be considered for promotion after the expiry of 
one year, from the date of rejoining duty.

7) Rejoining duty:

A Govt servant who rejoins duty after the expiry of leave may join duty upto 12 noon. 
Govt.Lr.No.57819/85-1 P & AR dt.22.08.85. 

8. RESTRICTED HOLIDAYS

i) W.e.f 12.01.2006, the Government have enhanced the restricted holidays to three in a 
calendar year. G.S.can avail  of this leave for any of the following festivals. Prior permission 
should be obtained,G.O.,(2D)No.3 P & AR dt.12.01.2006.



ii) It any of the religious holiday is subsequently declared as a government Holiday then 
employees cannot avail them under restricted holiday.

Govt.Lr.No.12/FRIII/06-1,P &AR dt 02.02.2006 

iii)The restricted holidays shall be allowed to the empoolyees irrespective of the religion to 
which the festival pertains.-G.O.Ms.No.428,P &Ardt 16.12.2003.

Chitra Pournami Bogi Varalakshmi Viratham
Adi perukku Masi Makam Onam
Rig Upakarma Maha Sivarathiri Shabe Miraj
Yajur Upakarma Shabi Bharath Arfa
Gayathri Japam Shabe Khader Easter
Sama Upakarma Hijira – New Year Moharam
Deepavali Nonbu Maundy Thursday Telugu New Years day
Karthigai Deepam Ash Wednesday Mahaveer Jayanthi
Vaikuda Ekadesi Ali Souls Day Milad-un-Nabi
Arudra Dharshan 'x'Mas Eve Uzhavar Thirunal
Thai Poosam New year Eve Shri Gurunanak 

                  Devji's Birthday
Dr. B.R.Ambedkar Birthday Garveen of Mohideen

Abdul Khader.

RULE.84

Study Leave Rules

As far as the Study Leave Rules are concerned the Act applicable  to the prosecuting 
officers and staff is, the  Tamil Nadu  Study Rules, 1965.  

The  Act  shall  apply  to  all  Government  servants  under  the  rule-making  control  of  the 
Government of Tamil Nadu.

Sec – 3 : Conditions for grant of study leave – (1) Subject to the conditions specified in these rules 
study leave may be granted to a Government  servant with due regard to the exigencies  of public 
service to enable him to undergo, in or out of India, a special course of study consisting of higher 
studies  or  specialized  training  in  a  professional  or  a  technical  subject  having  a  direct  and  close 
connection with the sphere of his duty.

(2)   Study leave may also be granted-

(i)   for a course of training or study tour in which a Government servant may not 
attend a regular academic or semi- academic course if the course of training of the study tour is 
certified to be of definite advantage to Government from the point of view of public interest and 
is related to the sphere of duties of the Government servant;



(ii)  For the purpose of studies connected with the frame work or background of public 
administration, subject to the condition that the Government servant shall submit, on his return 
a full report on the work done by him while on study leave and.

(iii) For the studies which may not be closely or directly connected with the work of a 
Government servant but which are capable of widening his mind in a manner likely to improve 
his abilities as a civil servant and to equip him better to collaborate with those employed with 
those employed in other branches of the public service.

Note.-Application for study leave in cases falling under clause(iii)shall be considered on 
merits of each case.

(3)  Study leave shall not be granted unless-

(i)   It is certified by the head of the department concerned that the proposed course of 
study or training shall be of definite advantage from the point of view of public interest;

(ii) It is for prosecution of studies in subjects other than academic or literary subjects; 
and

(iii) The economic Affairs Department of the Ministry of Finance of the Government of 
India agrees to the release of foreign exchange involved in the grant of study leave, if such leave 
is outside India.

(4)   Study leave  out  of  India  shall  not  be  granted for the  prosecution  of  studies  in 
subjects which for adequate facilities exist in India or under any of the schemes administered by 
the Economic Affairs Department of the Finance Ministry, the Ministry of Education and the 
Ministry of Scientific Research and Cultural Affairs of the Government of India.

(5)  Study leave shall not ordinarily be granted to a Government servant-

1. Who  has  rendered  less  than  five  years  service  under  the 
Government; or

2. Who does not hold a Group A and B post under the 
Government; or

3. Who  is  due  to  retire  or  has  the  option  to  retire  from the 
Government service within three years of the date on which 
he is expected to return to duty after the expiry of the leave.

(6)  Study leave shall not be granted to a Government servant with such frequency as to 
remove him from contact  with his  regular  work or  to  cause  cadre  difficulties  owing to  his 
absence on leave.



(7)  Leave of any other kind shall not be granted to a Government servant during the 
period of study leave.

(G.O.Ms.No.488,Personnel and Administrative Reforms (F.R.III) Department, dated 23rd  May 1983-
with effect from 9th November 1983.)

4.  Authorities competent to sanction study leave.- The Government alone shall grant study  
leave under these rules.

5.  Maximum amount of study leave that may be granted at a time and during the entire  
service-The maximum amount of study leave, which may be granted to a Government servant shall  
be-

(i)   Ordinarily twelve months at any one time, which shall not be exceeded save for 
exceptional reasons; and 

(ii)  Twenty – four months inclusive of study leave granted under any other rules, in all 
during his entire service.

6.    Combination  of  study  leave  with  leave  of  other  kinds-  (i)  Study  leave  may be 
combined with other kinds of leave but in no case shall the grant of this leave in combination 
with leave other than extraordinary leave involve a total absence of more than twenty-eight 
months from the regular duties of the Government servant.

(2)  A Government servant granted study leave in combination with any other kind of leave 
may, if he so desires, commence his study before the end of the other  kind of leave but the period of 
such leave coinciding with the courses of study shall not count as study leave.

Note-The limit of twenty-eight months of absence prescribed in sub-rule (1) include the 
period of vacation  

7.  Regulation of study leave extending beyond course of study-when the course of study 
falls  short  of  study  leave  sanctioned,  the  Government  servant  shall  resume  duty  on  the 
conclusion of the course of study, unless the previous assent of the Government to treat the 
period of short fall as ordinary leave has been obtained

8.  Grant of study allowance.- A study allowance shall be granted for the period spend in 
prosecuting a definite course of study at the institutions recognized by Government or in any 
definite tour of inspection of any special class of work, as well as for the period covered by any 
examination at the end course of study.

9.   Period  for  which  study  allowance  may  be  granted-The  period  for  which  study 
allowance may be granted shall not exceed twenty months in all.

10. Rates of study allowance.-(1)The rates of study allowance shall be as follows but may 
be revised from time to time:-



Nature of country/Continent. Study allowance per diem.

(1) (2)
Australia -- -- 12s (Sterling).
Continent of Europe -- -- 1 (Sterling
India -- -- Half of the full daily 

allowances to which the 
Government servant would 
have been entitled under rules 
regulating his travelling 
allowance if he were on tour 
to the place of study. 

New Zeland -- -- 12s(Sterling)
United Kingdom -- -- 16s (Sterling)
United States of
America -- -- 30s (Sterling)

(2)   The rates of study allowance to be granted to a Government servant who takes 
study leave in other countries shall be such as may specially be determined by the Government 
in each case.

(3)   In cases where a Government servant is on study leave at the same place as his 
place of duty, the leave salary plus the study allowance shall not together exceed the pay that we 
would have otherwise drawn had been on duty.

11.  Conditions governing grant of study allowance.- (i) Study allowance may be paid at 
the end of every month provisionally subject to an undertaking in writing being obtained from 
the Government servant that he would returned to Government any over payment consequent 
on his failure to produce the required certificate of attendance or otherwise.

(2)   A Government  servant may be allowed to  draw study allowance for the entire 
period of vacation during the course of study subject to the conditions that.-

(i)   He attends during vacation any special course of study or practical training under 
the direction of the Government, or

(ii)  In the absence of any such direction, he produces satisfactory evidence before the 
Head of Mission or Government as the case may be that he has continued his studies during the 
vacation.

(3)  No study allowance shall be drawn during vacation falling at the end of a course of 
study except for maximum period of fourteen days.



Note.-The period of vacation during which study allowance is drawn shall be taken into 
account in calculating the maximum period of twenty four months for which study allowance is 
admissible.

(4)    Study  allowances  shall  not  be  granted  for  any  period  during  which  the  a 
Government servant interrupts his course of study to suit his own convenience:

Provided that the Government in a case where the study leave is taken in India or a 
country  where  there  is  no  Indian Mission  and the  head of  the  Mission  in  other  cases  may 
authorise the grant of study allowance for any period not exceeding fourteen days at a time 
during which the Government servant is  prevented by sickness from pursuing his course of 
study.

(5)  In the case of a definite course of study at the institutions recognized by government 
the study allowance shall be payable by Government if the study leave availed of is in India or in 
a country where there is no Indian Mission end by the head of Mission in other cases, on claims 
submitted by the Government servant from time to time, supported by proper certificates of 
attendance.

(6)  The certificate of attendance required to be submitted in support of the claims for 
study  allowances  shall  be  forwarded  at  the  end  of  the  item,  if  the  Government  servant  is 
undergoing study in an Educational institutions or at intervals not exceeding three months, if he 
is undergoing study at any other Institution. 

  
(7) When the programme of study approved does not include or does not consist entirely of such a 
course of study the Government servant shall submit to the Government direct or through the Head of 
the Mission a diary showing how his time has been spent and a report indicating fully the nature of the 
methods and operations which have been studies and including suggestions as to the possibility of 
adopting such methods of operations to conditions obtaining in India.  The Government shall decide 
whether the diary and report show if the time of the Government servant was properly employed and 
shall determine accordingly for what periods study allowance may be granted

(8) (i) In the case of a Government servant who holds a Group A and B post the payment of 
study allowance at the full rate shall be subject to the production of a certificate to the effect that he is 
not in receipt of any scholarship or stipend or any other remuneration in respect of any part time 
employment and 

(ii) In the case of a Government servant who does not hold a Group A and B post, to whom 
study leave has been granted in relaxation of the provisions of clause (ii) of sub-rule (5) of rule 3, the 
certificate referred to in clause (i) of this sub-rule shall be obtained from him by the drawing officer 
and the same shall be enclosed along with the bill for the drawal of study allowance.



12. Grant of study allowance to Government  servants in receipt of scholarship or stipend – A 
Government servant, who is granted study leave may be permitted to receive any retain, in addition to 
his leave salary any scholarship or stipend that may be awarded to him from a Government or non-
Government source.  Such Government servant shall ordinarily be granted any study allowance but in 
cases where the net amount of the scholarship or stipend (arrived at by deducting the cost of fess paid 
by the Government servant, if any, from the value of the scholarship or stipend) is less than the study 
allowance that would be admissible but for the scholarship or stipend the difference between the value 
of the net scholarship or stipend and the study allowance may be granted by the Government.

13. Grant of study allowance to Government servants who accept part-time employment during 
study leave – If a Government servant who is granted study leave is permitted to receive and retain, in 
addition  to his  leave salary,  any remuneration in  respect  of a part  time employment,  he shall  not 
ordinary be granted any study allowance but in cases where the net amount of remuneration received 
in respect of the part time employment (arrived at by deducting from remuneration any cost of fee paid 
by the Government servant) is  less than the study allowance that would be admissible but fort the 
remuneration, the difference between the net remuneration and the study allowance may be granted by 
the Government.

14. Allowance  in  addition  to  study allowance  No allowance  of  any kind other  than  the study 
allowance or the traveling allowance, where specially sanctioned under Rule 15 shall be admissible to 
a Government servant in respect of the period study leave granted to him.

15. Grant of traveling allowance – A Government servant granted shall not ordinarily be paid traveling 
allowance  but  the  government  may  in  exception  circumstances  sanction  the  payment  of  such 
allowance.

16. Cost of fee for study – A Government servant granted study leave shall ordinarily be required to 
meet the cost of fees paid for the study but in exception cases the Government may sanction the grant 
of such fees:

Provided that in no case shall be the cost of fees be paid to Government servant who is in 
receipt of scholarship or stipend from whatever source or who is permitted to receive or retain in 
addition to his leave salary any remuneration in respect of part time employment.

17. Execution of a Bond – (1) Every Government servant in permanent  employ who has been 
granted study leave or extension of such leave shall be required to executive a bond as given in Form 
“A” or form A-1 as the case may be annexed to these rules before the study leave or the extension of 
such leave granted to him commences.  If study leave or the extension of such leave is granted to a 
Government servant not in permanent employ, the bond shall be executed as given in Form B or Form 
B-1 as the case may be, annexed to these rules.



(2) The Government shall sent to the audit Officer and to the pay and accounts officer, Madras, as 
well a certificate to the effect that the Government servant has executed the requisite bond (2) in the 
Tamil Nadu Study Leave rules, 1965, In Part-I of Appendix II,--

(i)  in rule 17, after sub-rule (2) the following sub-rule shall be added, namely:-

(3) Government  servants who are availing  study leave other than extra-ordinary leave without 
allowances, or the Government  servants who are absent and the absence is treated as duty for higher 
studies specified in column (2) of the  Table  below shall execute a bond to serve the Government for 
the period specified in column (3) and the penalty for breach of the conditions of the bond shall be as 
specified in column (4) thereof:-

The Table

S.No. Kinds of Higher Studies    Period of bond           Penalty

1. Higher Studies at Government Thrice the period of study.   The Government 
servant cost with in India               shall pay the pay 
2. Higher Studies at own cost within Twice the period   and allowances for 

             India                                                                                                      the period of bond   

                     and expenditure 

3. Higher Studies outside India at Two Years    on higher studies 
Government cost for.               By Government, if any

            Four times of the period of 

(i) More than 30 days but upto 180 study.

     days.

The Government servant 
shall pay the pay and 
allowances for the period of 
bond and expenditure on 
higher studies incurred

(ii) more than 180 days              by Government, if any.

One Year

Higher Studies outside



4. India at own cost for-       Twice the period of study The Government servant 

      subject to a minimum of shall pay the pay and 

(i) more than 30 days but upto       two years allowances for the period

     180 days of bond and expenditure 

on higher studies incurred 

(ii) more than 180 days by Government, if any.

Explanation:- If any Government servant who has executed  a bond to serve the Government for a 
stipulated period wants to leave Government service in the middle of the binding period on voluntary 
retirement or on resignation, he should remit the Government the bond amount, equivalent to the 
balance period he is required to serve the Government.

(ii) In Form-A and Form AI for the clause starting with the words “Now the condition” and 
ending with the words “Government loan”, the following clause shall be substituted, namely:-

Now the condition of the above written obligation is that in the event of my resignation or 
voluntary retirement from service without returning to duty after the expiry or termination of the 
period of study leave or in the middle of the binding period, I shall forthwith pay to the Government 
or, as the case may be directed by the Government, on demand the said sum of Rs…………….. 
together with interest thereon from the date of demand at the Government rates for the time bring in 
force on Government loan.

(with effect from 22nd December 1982).
[G.O.Ms.No.145, Personnel and Administrative reforms (FR.IV) department, dated 14th March 1996]

18. Resignation and retirement- (1) If a Government servant resigns or retire from service without 
returning to duty after a period of study leave or within a period of three years after such return to 
duty, he shall be required to refund double the amount of leave salary, study allowance, cost of fees, 
travelling and other expenses, if any, incurred by the Government and drawn by him for the period of 
study leave, together with interest thereon at Government rates for the time being in force on 
Government loans from the date of demand before his resignation is accepted or permission to retire is 
granted:

Provided that the amount required to be refunded under this rule shall, in the case of a 
Government servant who, on return to duty from study leave, is permitted to resign from the service 
and to taken up on his own initiative employment under any statutory or autonomous body or 
institution under the control of the Government be reduced to an amount equal to the expenditure 



incurred by the Government and the said other agencies in respect of the leave salary, study allowance, 
cost of fees, traveling and other expenses sanctioned to him during the period of study leave together 
with interest thereon:

Provided further that nothing in this rule shall apply—

(a) to a Government servant who on return to duty from study leave is permitted to retire from 
service on medical grounds; and 

(b) to a Government servant who after return to duty from study leave, is deputed to serve in 
any statutory or institution under the control of the Government and is subsequently permitted to 
resign from service under the Government with a view to his permanent absorption in the said 
statutory or autonomous body or institution in the public interest.

[ G.O.Ms.No.1479, Finance (F.R.), dated 13th October 1971]

(2) The study  leave availed  of by such Government servant shall be converted into regular 
leave standing at his credit on the date on which the study leave commenced any regular leave taken in 
continuation of study leave being suitably adjusted for the purpose and the balance of the period of 
study leave if any which cannot be so converted, treated as extraordinary leave.  In addition to the 
amount to be refunded by the government servant under sub-rule(1) be shall refund any excess of 
leave salary actually drawn over the leave salary admissible on conversion of the study leave.

19. Leave salary during study leave:-(1) During study leave, a Government servant shall draw leave 
salary equal to the amount admissible during half pay leave under the Tamil Nadu Leave Rules, 1933.

(2) The rate of exchange prescribed by the Central Government for the conversion of leave 
salary shall apply to leave salary during study leave.

Note:-  Any Assistant Surgeon who is granted study leave for undergoing the Diploma course in 
radiology is eligible for the X-ray special pay of Rs.50 per mensem  for the period of study leave and 
also for the period of earned leave and unearned leave, where such leave at the credit of the Assistant 
Surgeon is combined with study leave.

(G/o/Ms.No.1072, Finance, dated 30th September 1962.)

20. Commencement of a course of study during leave, other than study leave:-  A Government 
servant may subject to the approval being obtained as required under paragraph 1 of form C annexed 



to these rules undertakes or commences a course of study during earned leave and subject to Rules 8 to 
15 and 18 draw study allowance in respect thereof.

21. Counting of study leave for promotion, pension, seniority, leave and increments:-  (1) Study 
leave shall count as service for promotion, pension and seniority.  It shall also count as service for 
increments as provided in Rule 26 of the Fundamental Rules.

(2) the period spent on study leave shall not count for leave.

22. Debiting of study leave to the leave account.-  Study leave shall be treated as extra unearned leave 
and shall not be taken into account in reckoning the aggregate amount of unearned leave taken by the 
Government servant towards the maximum period admissible.

23. Procedure for making application for study leave and grant of such leave.-  The procedure for 
making application for study leave and grant of such leave shall be as laid down in the Procedural 
Instructions given in Form C (Appendix)

12. LEAVE TRAVEL CONCESSION 

Leave travel Concession permits the employees to perform journey to any place within the 
state along with their family at the cost of  Government provided that the distance between the place of 
work and the proposed place of visit exceeds 160 km.

Eligibility-

The following Government employees are eligible to avail of this concession.

(a) Permanent Government employees and Approved Probationers;

(b) In the case of officers for whom no definite period of probation is fixed they should have 
put in a total service for a period of two years on duty within a continuous period of three years.

(c) In the case of contract offices, the period of contract should be more than two years;

(d) In the case of re-employed pensioners, they are eligible to avail of this concession only 
after completion of two years of continuous service.

(e)  The  concession  is  not  admissible  to  persons  who  are  not  full-time  employees  of  the 
Government and who are paid from contingencies and to those who are eligible for any other forms of 
Travel Concessions.

12. LEAVE TRAVEL CONCESSION



(f) An employee whose appointment  is irregular (though put in a long service) and whose 
services  are  not  regularised  due  to  administrative  reason is  also  not  eligible  for  this  concession- 
Govt.Lr.No.11892/AII-I/82-1, dated 11.2.83 and Govt.Lr.No.46515/AII-83-1, Finajce dated 2.3.1983.

(g) In the case of an employee on Foreign Service, the L.T.C. Facility available in the parent 
department  or  with  the  Foreign  Employer,  whichever  is  advantageous  may  be  availed  – 
Govt.Lr.No.4558/85-4, P&AR dated 23.5.86.

(h) In respect of employees  due for retirement,  claim shall be allowed as detailed below – 
Govt.Lr.No.44312/AII/93-1 Finance dt.19.5.93.

Employees have less than two years service on 
the due date 

One way

Employees have more than two years service 
on the due date

Two way

(i) The employees undergoing P.G. Studies at the Government cost shall be eligible for 
this facility only during the vacation holidays – G.O.Ms.No.52 PWD 11.1.85.

Conditions to be satisfied(To go on leave)

(a) L.T.C can be availed of during E.L. Or C.L or compensatory off or holidays cpoupled with 
C.L.  Or  restricted  holidays  –  Govt.Lr.No.156467/AII-I/Finance  dt.10.2.89  and  G.O.Ms.No.862, 
Finance dt.11.9.86.

(b) If the facility is availed of while on E.L. And the employee dies, the unspent E.L. Shall be 
allowed as terminal leave.  Govt.lr.No.46515/AII-I/83-Finance dt.2.3.84.

(c)  The employees  can avail  of  this  concession only after  the leave  is  sanctioned – Govt. 
Lr.No.181982/AII-I/82-1 dt.11.2.83 and Govt.Lr.No.74995/AII-I/87-1 Finance dt.15.9.87.

(d) The employee should go on leave even though he does not accompany the family to avail 
of L.T.c. - Govt. Lr.No.;181982/AII-I/82-1 Finance dt.11.2.83.  Govt.Lr.No.74995/AII-I/87-1 Finance 
dt.15.9.87.

(e) The facility can be availed of during the period of vacation also -G.O.Ms.No.407, Finance 
dated 15.6.81.

Block years-To avail of the concession(Once in Two years)



(a) Previously the scheme was for four years block.  Revised scheme was introduced from 
1985, with a block of four consecutive years 1985-88, 1989-92. 1993-96, 1997-2000 and 2001-2004 
and so on G.O.Ms.No.561, Finance dated 10.6.85.  In this block year, the employee  may avail of 
L.T.C for two ways.

(b) In the above block year, the employee may also choose one way for a block of two years – 
G.O.Ms.No.561, Finance dated 10.6.85.

(c) The journey should only be performed either by train or by bus run by the State transport 
undertakings.   In other words, it  is implied that the employee  should not travel in a bus run by a 
private agency – G.O.Ms.No.561, Finance  dated 10.6.85.

(d)  Other  conditions  stipulated  for  L.T.C.  In  G.O.ms.No.407,  Finance  dated  15.6.81  will 
continue to exist – Govt.Lr.No.92746/PCI/85-1 Finance dated 18.5.87.

Distance and place of visits.

(a)  The  employees  should  travel  a  minimum  distance  of  160  km  –  G.O.1113  Finance 
dt.7.10.89.

(b) They can also go to other states not exceeding 400 k, from their of work as given below 
according to their choice.

* For Single way Once in two years
* For both ways Once in four years

Family -

Family Members eligible Family members not eligible
* Family as indicated in T.A.Rule 2 * Parents getting pension are not eligible- 

Govt.Lr.No.30739/AII-I85-1 Finance 
dt.29.10.85

*Employee's son who worked temporarily and 
ousted  -Govt.Lr.46415/AIII-I/85-1  Finance 
dt.2.3.84

*Employed children are not eligible-
Govt.Lr.No.46415/AII-I/85-1 Finance dt.2.3.84

*Dependent  Parents – Govt.Lr.No.46415/AII-
I/85-1 Finance dt.2.3.84

*Parents of a husband (i.e) father-in-law and 
mother-in-law who are dependent on the 

women employee are not eligible – 
Govt.Lr.No.118982/AII-I/82-2 Finance 

dt.18.8.83.
*Dependent  parents of the unmarried woman *In respect of employed spouse where suhc 



Family Members eligible Family members not eligible
employee-  Govt.Lr.No.118982/AII-I/82-2 
Finance dt.18.8.83

facility is available in their office – 
Govt.Lr.No.30739/AII-I/85-1 Finance 

dt.29.10.85
*Parents of widowed female employee wholly 
dependent  –  Govt.Lr.No.30739/AII-I/85-I 
Finance dt.29.10.85.

* Brothers and Sisters of the un-married 
women employees are not eligible – 

Govt.Lr.No.30739/AII-I/85-1 Finance 
dt.29.10.85.

*Parents of women employees separated from 
her husband but not divorced – 

Govt.Lr.No.30739/AII-I/88-1 Finance 
dt.29.10.85.

*Parents of the divorced women employees if 
they  are  wholly  dependent  – 
Govt.Lr.No.30739/AII-I/85-1  Finance 
dt.29.10.85

* Parents of a married women employee 
eventhough there is nobody to look after them 

– Govt. Lr.No.30739/AII-I/85-1 Finance 
dt.29.10.85; Govt.Lr.No.73987/AII-I/85-1 
Finance dt.23.7.85 Govt. Lr.No.63774/AII-

I/85-1 Finance dt.18.12.84.

Employed husband and wife – Among them who can claim?

(a)  Where  both  husband  and  wife  are  State  Government  employees,  concession  shall  be 
admissible at their choice on the scale admissible to the husband or the wife and not to both.

(b)  If  the  husband  or  the  wife  of  an  employee  is  employed  in  a  Private  firm/Public 
Sector/Central/Other  State  Government,  he/she may be allowed L.T.C such facility  is  not eligible 
there.  For this purpose, he/she should furnish a certificate to this effect -  Govt.Lr.No.11898/AII-
I/82-2, Finance dated 18.8.83.

(c) If the spouse is employed in an organisation and  if he/she avails of concession including 
such spouse in that  office,  no claim is again admissible  the state  Government.   To ensure this,  a 
certificate  to  the  effect  that  the  spouse  the  employee  is  not  eligible  for  any  L.T.C  in  such 
organisation(where  he/she  working)  should  be produced.   -  Govt.Lr.No.46415/AII-I/82-3,  Finance 
dt.2.3.    Govt.Lr.No.39739/AII-I/85-1 Finance dt.29.10.85.

Commencement and completion of journey 

(a) The journey shall be commenced only after the leave is granted Govt.Lr.No.39739/AII-
I/85-1, Finance dt.29.10.85.

(b) The employee and the family may travel together or separately different groups.  The return 
journey  must  be  completed  within  two  months  from  the  commencement  of  journey.   - 
Govt.Lr.No.87612/AII-I/86-1 Finance dt.8.10.86.



(c) The employee availing of the concession by combing Saturday and Sunday may commence 
the journey on Friday evening – Govt.Lr.No.74995/AII-I/87-1 Finance dt.15.9.87.

Mode of transport, calculation of distance and production of receipt.

(a)  The  journey  shall  be  undertaken  by  the  train  or  by  bus  run  by  the  State  Transport 
Undertakings – G.O.Ms.No.561 Finance dt.10.6.85.

(b) A.C or Air travel shall be regulated as per G.O.Ms.No.464 Finance dt.23.11.2001.
  

(c) In respect of travel to places not connected by rail or bus, the reimbursement of fare shall be 
restricted to what would have been admissible if the places had been connected by bus.

(d)  The  employees  who availed  of  this  concession  are  required  to  produce  cash receipt  if 
insisted.  Otherwise it enough if they furnish a certificate to the effect that they travelled a particular 
mode of conveyance – Govt. Lr.No.13803/AII-I/82-1 Finance dt.28.1.83 and Govt. Lr.No.101350/AII-
I/83-1 Finance dt. 08.03.84.

(e) The calculation of train or bus fare should be worked out on the through ticket basis even 
though the journey taken place to  various  places  en-route-Govt.  Lr.No.118982-AII-I/82-1 Finance 
dt.11.2.83.

(f) In the case of journey between two stations, claim shall be calculated by the shortest route 
on the through ticket basis – Govt.Lr.No.118982/AII-I/82-1 Finance dt.11.2.83.

(g)  If  an  employee  performs  journey  on  a  circular  route  from the  H.Q.  Say  Madurai  to 
Manamadurai, Madapam, Karikal, Nagore, Thanjavur, Cuddalore, Tiruchirappalli, Dindigul and back 
to H.Q (Madurai), the claim shall be restricted to the stage of the fare to the farthest place by the 
shortest  route  calculated  on  the  through  ticket  basis'  –  Govt.Lr.No.118982/AII-I/82-1  Finance 
dt.11.2.83.

(h) The employees,  while availing of L.T.C. may also travel either by express or by super 
deluxe buses.  They cannot travel by A.C bus.  –Govt.Lr.No.118982/AII-I/82-1 Finance dt.18.8.83.

(i) The employee is not eligible to avail L.T.C. to a foreign country If claim is made it should 
be restricted upto Tamil Nadu territory. –Govt.Lr.No.22483/AII-I/83-1 Finance dt.2.11.83.

(j)  The  ticket  No.  and  place  of  reservation  should  be  indicated  in  the  T.A  Bill  – 
Govt.Lr.No.92746/PCI-85f-1, Finance dated 18.5.87 and Govt.Lr.No.4952/88-1 Public dt.18.7.88.

(k) L.T.C may also be availed of through the tours organized by the Tamil  Nadu Tourism 
Corporation.

(l) Where there is no first class facility in a train, the eligible employee may travel in second 
class A.C .Sleeper – Govt. Lr.No.95733/AIIs/95-1 Finance dt.8.1.96 and Govt.Lr.No.49028/AIIs/96-1 
Finance dt.17.7.96.



(m) If an employee travels by a higher class other than the one admissibility to him, he shall be 
allowed the fair admissible to the eligible class – Govt.Lr.No.74995/AII-I/87-1 Finance dt.15.9.87.

Distance – How to be determined?

The employees are eligible for one way or two way fare as the case may from the place of 
work to the place of proposed visit by the shortest route calculated on through ticket basis.  It means 
the fare allowed will be determined at the short route.

Break-up journeys – whether permissible?

Break-up journeys or halt is allowed.  But, the fare allowed shall not exceed the through fare 
by shortest route.

T.A claims admissible and procedure for claim.

(a) The employee and the family are eligible for one way/two way 
(b) The class of accommodation should be determined based on the grade of the employee. 

(c)  Only  train/bus  fare  including  reservation  charge  is  allowed.   No  other  charges  are 
admissible.

(d) If the place of visit is changed after sanction which may cost more than the orginal trip, no 
additional claim is admissible – Govt.Lr.No.46415/AII-I/83-I Finance dt.2.3.84.

(e)  L.T.C.  can  be  allowed  upto  Vivekananda  Rock  i.e.  to  pay  the  ferry  charges  upto 
Vivekananda Rock Memorial – Govt.Lr.No.46415/AII-I/83-2 Finance dt.18.3.83.

(f) If an employee travels by A.C Coach, the fare will be restricted to admissible class only – 
Govt.Lr.No.8761/AII-I/86-1 Finance dt.8.10.86.

(i)  In case of journeys  performed by different classes during a journey,  the claim shall  be 
restricted to the eligible fare – Govt.Lr.No.87617/AII-I/86-1 Finance dt.8.10.86.

(j) Bus or train Ticket No.should be noted in the L.T.c. bill – Govt.Lr.No.4952/88-1 Public 
(Spl.B) dt.18.7.88.

Time limit for submission of the bill

(a) The L.T.c. claim should be preferred within one month from the date of completion of the 
return journey.  If the claim is not preferred within one month the claim will be rejected.  There is no 
provision to accept the claim by imposing 15% cut – Govt.Lr.No.74995/AII-I/87-1 Finance dt.15.9.87. 
(Also see Govt.No.118982/AII-I/82-1 Finance dt.11.2.83.



(b) The T.A claim for the adjustment of the advance drawn should referred within one month 
from the completion of the return journey.

Tour Advance

(a) The amount of advance shall be limited to 4/5th of the estimated amount if the proposed trip. 
– G.O.Ms.No.407, Finance dt.15.6.81 and Govt.Lr.No.147382/AII-I/83-1 Finance dt.24.4.84.

(b) No separate sanction order is necessary.  The bill should accompany by a copy of the L.T.C 
sanction orders anf form No.III and the bill should be countersigned by the competent authority – 
Govt.Lr.No.52041/ALLs/94-1 Finance(Allow) dt.14.11.94.

(c) Self drawing officers shall prefer the claim for advance along with the sanction orders.  For 
others, on receipt of sanction order, they pay drawing officer shall claim the advance and disburse it to 
the employee concerned.

(d) The advance shall to be refunded forthwith if the journey is not commenced within 30 
days from the date of drawal of advance.

(e)  The  bill  adjusting  the  advance  shall  be  preferred  within  one  month  from the  date  of 
completion of the return journey.

How to very the bonafides of the claim?

(a) The countersigning authority may address the railways and check up the bonafides of the 
claim if he has got doubt about the claim.  Rs.750/90 to be remitted  for this purpose may be met from 
contingencies  and  later  recovered  from  the  individual  if  the  claim  is  proved  bogus  – 
Govt.Lr.No.1241785/Finance(Allowance)/93-2 dt.25.1.94.

(b) The countersigning authority shall  test-check the claims – Govt.Lr.No.48826/AII-I/89-1 
Finance dt.13.5.89.

Head of account

The expenditure on the scheme or the advance granted in this connection shall be debited to a 
new sub-detailed head ‘Travel Concession’ under the details head ’01 Salaries’ under the major head 
of account concerned to which the pay and allowances of the Government employee are debited. 

 



T.A to attend interviews

T.A shall be allowed to an employee who is called for an interview as a candidate for 
another appointment in Government Service – T.A Rule 107.

T.A to attend functions 

Officers  who participate  in  functions  connected  with  private  institutions  as  ex-officio 
chairman or Presidents may draw T.A as on tour-Ruling(3) under T.A Rule 107.

T.A to attend sport events

The employee selected for participation in sports events on national/international importance 
within or outside India shall be allowed T.A as per T.A Rules – G.O.Ms.No.1755, Education, dated 
28.11.1988.

To join a post on first appointment (T.A Rule 65)

(a) No T.A is allowed to join a post on first appointment except where an employee had to join 
a post after completing prescribed training on his selection – T.A Rule 65.

(b) A person who, on first appointment required to undergo a prescribed court of training is not 
entitled to T.A for joining the training centre or for stay at the centre – T.A Rule 106(d).

(c) In case, he had to undergo the prescribed training at different training centres before taking 
up the duties of the post to which he has been appointed he may be allowed T.A as on tour and not 
D.A – T.A Rule 106(e).

T.A to attend an examination (Rule 86 to 89)

(a) An employee who has to attend an obligatory examination(which is compulsory under the 
Rules) is eligible for trrain or bus fare. (b) No D.a is eligible (c) In case of car journey, the claim shall 
be limited to train fare. (d) No.T.A is admissible to attend the examination for the third time.

(b) The employee on camp is also eligible for T.A claim to write an examination which is 
compulsory – G.O.Ms,.No.1206, Finance dt.4.9.72.

(c)  D.A admissible  to  IA  probationers  for  the  period  of  halt  at  Chennai  for  writing 
departmental examination.

MISCELLANEOUS T.A RULES



T.A to give evidence in a court or to attend a departmental enquiry 

(a) An employee is eligible for T.A as on tour when he is called to give evidence in India in 
criminal case, or a case before a court martial, or a civil case in which he has come across as evidence 
and for a departmental enquiry held by properly constituted authority in India provided that the facts 
as to which he is give evidence have come to his knowledge in the discharge of his public duties T.A 
Rule 96.

(b) In case of car journey between places connected by trail, the fare shall be restricted to what 
would have been admissible had the journey been performed by trail.  T.A Rule 96.

(c) A certificate of attendance given by the court or the authority by which he was called shall 
be produced – T.A Rule 96.

(d) If an employee claim T.A for court duty, he should not accept any batta or T.A from the 
court or from any other authority – T.A Rule 96.

(e) No T.A is admissible if the court is situated within 8 km, from the headquarters – T.A 
 Rule 96.

f) T.A is also admissible to an employee to peruse records etc., to prepare defence while 
on duty or on leave or from suspension.  No D.A is admissible Note (1), (2), (3) under T.A Rule 
96.

g) If an employee undertakes a journey in connection with a case or inquiry instituted against 
him for action done in his official capacity and if the defence of such case has been sanctioned by a 
Government department, he shall be granted T.A as journey on tour – Ruling (1) under T.A Rule 96.

g) T.A is allowed to give evidence while on vacation – Ruling(2) under T.A Rule 96.

i) If  an employee is called upon to give evidence while on Foreign Service, T.A should   be 
given by the parent office if he has to give evidence on official capacity 0 Ruling (3) under T.A Rule 
96.

If an officer is compulsorily recalled from leave – Rule 91 

a) When an employee is compulsorily re-called from leave and the leave is therby curtailed by 
not less than one month he eligible for T.A as on tour from the place where he received such orders.

T.A for attending training

a) Employees attending training Programme in Tamil for the linguistic minorities are eligible 
for T.A and D.A – Govt. Lr.No.113115/87-2, Finance dated 29.2.1988.



b) An employee deputed to undergo a course of training and if the training as at a fixed centre 
and the course of training exceeds three months, he is eligible for travelling allowance as T.T.A.  If 
not, he is eligible for travelling allowance as on tour – Rule 106.

T.A to attend works related universities or a co-operation institution

When an  officer  performs  journey connected  with  the  business  of  a  Univerisity,  or  a  co-
operative Institute or any other agency elected, nominated or ex-offico members he shall draw T.A and 
D.A from such institution – T.a Rule 109.

Duty of the Controlling Officer

It is the duty of the controlling officer or a drawing officer to check …
(T.A Rule 110(b) 

(i) the necessity, frequency and duration of journeys and halts for which T.A is claimed and to 
disallow the whole or any part of the T.a claim to see whether the journey was unnecessarily or unduly 
protracted or that a halt was of excessive duration.

(ii) the distance and rates indicated in the bill

(iii)  the  claims  for  transporting  personal  effects,  servants  etc.  in  the  event  of  transfer  are 
genuine and reasonable and to disallow the claim in his opinion does not fulfil the condition and  

(iv) The subsidiary rules made therefore have been followed.

 

    

     



MAINTENANCE & DESTRUCTION 
OF OFFICIAL RECORDS



MAINTENANCE & DESTRUCTION OF OFFICIAL RECORDS

A competent authority official records from time to time subject to the careful observance of 
the relevant rules contained in the Tamil Nadu Office Manual (District Office Manual) and any other 
relevant orders of the Government.

The following rules apply generally to the maintenance and destruction of records:

a) The following should on no account to be destroyed:

2. All Government Orders and Board Proceedings containing authoritative executive orders and 
ruling etc., 

3. All material paper connected with permanent rights of Government or the public in property 
any kind whatsoever should be permanently retained

4. All  laws,  rules,  notification and their  interpretation  and communications  to  or from higher 
authorities resulting to results of important enquires set on foot unless printed in any books 
published and supplied by the Government.

5. Government G.Os., Memos and Circulars including Directorate Orders and Instructions.
6. Annual Establishment Return(Books of Establishment)

b) The following records should be preserved for not less than period specified against each item

Sl.No. Description of Records Period of preservation
1. Appointments 30 years
2. Leave 3 years
3. Transfers 10 years
4. Casual Leave 1 year
5. Charge List 3 years
6. Diaries 3 years
7. Office Orders 10 years
8. Stationery Indents 3 years
9. Tour Programmes 3 years
10. Office Inspections 10 years
11. Monthly Reviews 3 years
12. Office Instructions 10 years



The following Registers mentioned will be destroyed after the period prescribed herein:

Sl.No. Description of Records To be destroyed
1. Personal Register After 5 years
2. New case Register After 5 years
3. Fair Copy Register After 3 years
4. Stamp Account After 3 years
5. Despatch Register After 3 years
6. Periodical Register After 3 years
7. Call Book After 3 years
8. Pay abstracts After 3 years
9. Last Pay Certificate After 3 years
10. Travelling Allowance Bills and acquittance rolls relating 

thereto 
After 3 years

11. a) Pay Bills and acquittance rolls where these are 
maintained separately of Government servants for whom 
no establishment returns are submitted or no service 
books are maintained After 35 years
b) Pay Bills of other classes of Government servants and 
acquittance rolls for pay and allowances(other than 
travelling allowance) when maintained separately After 6 years
c) Pay bills of copyist and examiners in the Revenue 
Department who are not eligible for pension or leave 
allowances

after 6 years

d) Pay bills and acquittance rolls where these are 
maintained separately of inferior Government servants After 45 years

12. Leave Register After 20 years
13. Establishment Orders After 35 years
14. Annual returns Establishment(April lists) After 35 years
15. Conduct sheets and confidential records of Government 

servants- five years from the date of their retirement, 
resignation, removal or dismissal

-

16. Conduct sheets and confidential records of deceased 
public servants

1 year from the date of 
their death

17. Casual Leave Registers and Casual leave applications 1 year after the year to 
which they relate

18. Superseded editions of books which are neither Acts, 
Codes and Official orders nor are treated as such in 
Collector’s Offices, when not likely to be required again After 3 years

19. Superseded editions(i.e all editions other than the 
current and the one previous to it) of all books in offices, 
subordinate to the Collector when not likely to be 
required again

After 3 years



There are certain records which are to be retained 

NOTE:1.  Service books and other papers relating to a claim for a gratuity should be retained until the 
claimant attains 58 years of age or dies, whichever is earlier,  and also until final orders have been 
passed on the claim.

NOTE:2. In  regard  to  service  books  of  Government  servants  who  have  been  dismissed  or 
discharged or have resigned or died while in service should be retained until final orders have been 
passed on the claim.

NOTE:3. When the Government have prescribed a minimum prescribed after which records of a 
particular kind may be destroyed, the head of the department or any other authority to do so, may 
order  in  writing  that  such  records  in  his  own office  and  the  offices  subordinate  to  him shall  be 
destroyed on the expiry of the period counting from the last day of the latest financial year to which 
the record relates.  Before the head of the department allows any pay bills and acquittance rolls to be 
destroyed, he should take care to satisfy himself that the procedure in regard to the maintenance and 
verification of service books prescribed in the Financial Code and the Treasury Code has been strictly 
followed in regard to those pay bills or acquittance rolls. 

Sl.No. Description of Records

1. Regulations, Acts, Codes and Official orders in Collector’s Offices and such of 
the books as are treated like Acts, Codes and Official Orders

2. Gazetted files in the Collector’s office except those of other district(two sets)

3. Books supplied by Government to the office library

4. Correspondence regarding suspension, dismissals of public servants have to be 
retained for 20 years
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APPENDIXES

RECORD TO BE MAINTAINED BY HEAD OFFICE

The Directorate shall maintain the following Registers:

Sl.No.
(1)

Name of the Record/Register
(2)

Appendix No.
(3)

3. Administration & Accounts

1. Attendance Register
2. Casual Leave Register
3. Register of Service Books
4. Personal Register 
5. Inward Register
6. Outward Register
7. Library Books Register
8. Distribution Register
9. Furniture Stock Register
10. Stationery Stock Register
11. Local Tappal Deliver Book
12. Increment Watch Register
13. Pay Bill Register
14. Acquittance Roll Register
15. Undisbursed Pay Register
16. Cash Book
17. Permanent Advance Register
18. Register of Contingent Charges
19. Treasury Bill Book
20. Register of Advance T.A on Tour etc.
21. T.A Bills Counter-signature Register
22. Budget Control Register
23. Register of FA/APCO Recoveries
29. General Loans Ledger 

Marriage Marriage Advance Register
 House Building Advance Register 
Motor Car/Cycle Advance Register

30. Log Book for Vehicle
31. General Loan Ledger (G.P.F/Misc.)

Register of Court cases



4. Confidential Records  

32. Petition Register
33. Regular Enquiry Register
34. Inspection/Visiting Register
35. ACR/PF Receipt Register
36. Stock File of Circulars



RECORD TO BE MAINTAINED BY DISTRICT OFFICES

a) The Drawing & Disbursing Officers shall maintain the following Registers:

Sl.No.
(1)

Name of the Record/Register
(2)

Appendix No.
(3)

1. Increment Watch Register
2. Pay Bill Register
3. Acquittance Roll Register
4. Undisbursed pay etc., Register
5. Cash Book
6. Permanent Advance Register
7. Register of Contingent Charges
8. Register of Contingent Charges
9. Treasury Bill Book
10. Register of Advance T.A. on Tour etc.
11. T.A Bill Counter-signature Register
12. Budget Control Register
13. Register of FA/APCO Recoveries 
14. (a) General Loans Ledger (GPF/Mic.)

(b) Furniture & Library requirement proforma
15. Distribution Register

(b) Prosecuting Officers should maintain the following
      Registers

1. Periodical Register
2. Library Register
3. Furniture Register
4. Stamp Account Register 
5. Despatch Account Register 
6. Opinion Register
7. Charge Sheet Register
8. Bail Register
9. Miscellaneous Register
10. Stationery Register
11. Withdrawal Register



NIC NET STATEMENT NO. I FOR THE MONTH OF .................

DISTRICT :

1. Sl.No. :
2. Name & Designation of the Law Officer :

and cort to which attached
3. Total No.of cases pending at the beginning :

of the month
4. Total no.of cases received during the month :
5. Total no.of cases available during mont :
6. Total no.of cases disposed off during the :

month
7. % of disposal :
8. Balance no.of cases at the end of the month :
9. Total no.of cases acquitted :
10. % of Acquitted :
11. No.of cases in contested conviction :
12. % of contested conviction :
13. No.of cases in admission conviction :
14. Overall % :
15. No.of cases over 1 year available during :

the month
16. No.of cases over 1 year disposed during :

the month
17. % of cases over 1 year disposed during :

the month
18. No.of witnesses examined during the :

month
19. No.of witnesses turned hostile :
20. No.of Draft charge sheets furnished :
21. No.of Legal Opinions furnished :
22. Date of ADO's meeting last held :
23. Remarks :



NICNET STATEMENT  II FOR THE MONTH OF ..........

DISTRICT :

1. Sl.No. :
2. Name & Designation of the Law Officer :

and Court to which attached
3. Warrants pending at the beginning of the month :
4. Warrants received during the month :
5. Total No.of warrants to be executed :
6. Warrants executed during the month :
7. Warrants pending at the end of the month :
8. Warrants pending over one year :
9. Warrants pending for more than 1 year but less :

than 2 years
10. Warrants pending for more than 2 years but less :

than 3 years
11. Warrants pending more than 3 years :
12. Non-executable warrants identified for withdrawal ;
13. Non-executable warrants already withdrawn upto :

previous month
14. Non-executable warrants withdrawn during the :

month
15. Total no.of non-executable warrants withdrawn :

during the month (14 + 15 )
16. Non-executable warrants pending at the end of :

the month to be withdrawn
17. Whether any bail order without proper issuance :

of Notice and filling of reply.



NICNET STATEMENT NO. III FOR THE MONTH OF ...........

DISTRICT :

STATEMENT SHOWING THE DETAILS REGARDING NON-ATTENDANCE OF
 POLICE OFFICERS IN THE COURT

Col.1 Col. 2
1 Sl.No.
2. Name of the Police Station & crime number
3. Name of the Police Officer & Rank
4. Court in which to appear & CC No.
5. Hearing dates on which the L.O. has not appeared
6. Reasons, if any
7. Next hearing date
8. Lr.No. & date in which the COP/SP informed
9. Details of cases (C.C.No., Station, Cr.No. & Offence) ended 

in acquittal due to non-appearance of I.O.
10. Remarks



Name :
Court :
Month :

STATEMENT NO. IV

TOTAL NUMBER OF CASES OF CRIME AGAINST WOMEN AND CHILDERN 30.12.2000/31.01.2001

S.No. Head of crime section 
of Laws

Pending at  
the 
beginning 
of the 
month

Total No.of cases
Filed during the 

month
Disposed 

during the 
month

% Pending at  
the end of  
the month

Remarks

1 2 3 4 5 6 7 8
1. Rape 376
2. Attempt 376 & 511 to 

commit Rape 376
3. Kidnapping & 

Abduction 366
4. Dowry Death 304
5 Infanticide 313 to 316
6. Molestation 354
7. Eve Teasing
8. Dowry harrassment 

498A
9. Any other 509 etc.

              TOTAL



STATEMENT NO V(A ) SESSION CASES

District :
Month :

Name of 
the Court

Pending at the 
beginning of  
the month

Field 
during the 

month

Total Disposal 
during 

the month

Pending of the end of the 
month

Conviction Acquittals

% of 
conviction

Remarks

STATEMENT NO. V(B) NON SESSIONS CASES

Name of 
the 

court

Pending at  
the 

beginning 
of the 
month

Filed 
during 

the 
month

Total Disposal 
during 

the 
month

Pending 
of the 
end of 

the 
month

Out of cases disposed in col.5  
no.of cases ended

Admitted 
conviction

Contested 
conviction

Acquitted

% of 
convic

tion

Remarks

STATEMENT NO. V(C) APPEALS

Name of 
the 

court

Pending at  
the 

beginning 
of the 
month

Filed 
during 

the 
month

Total Disposal 
during 

the 
month

Pending 
of the 
end of 

the 
month

Out of cases disposed in col.5  
no.of cases ended

Admitted 
conviction

Contested 
conviction

Acquitted

% of 
convic

tion

Remarks



SCHEDULE I
(See Rule 7 (3))

Return of Assets and Liabilities held by Government Servants.

2. Name of the Government servant in full(in block letters)  

3. Service to which he belongs

4. Total length of service up-to-date

1. in Non-Gazette rank
2. in Gazette rank

5. Present post held and place of posting
6. Total annual income from all sources during the calendar year immediately preceding the 1st 

day of January 19
7. Declaration:

I hereby declare that the return enclosed, namely, Forms I to V are
Complete, true and correct as on…… to the best of my knowledge and Belief, in respect of 
information due to be furnished by me under the provisions of sub-rule (3) of rule 7 of the 
Tamil Nadu Government servants’ Conduct Rules. 1973.

Date:
Signature.

Note  1  -  This  return  shall  contain  particulars  of  all  assets  and  liabilities  of  the 
Government servant, either in his own name or in the name of any other person.

Note  2  –  If  a  Government  servant is  member  of  Hindu  Undivided  Family  with 
coparcenary rights in the properties of the family either as a’Karta’ or as a member, he should 
indicate in the return in Form No.1 the value of his share in such property and where it is not 
possible to indicate the exact value of such share, its approximate value. Suitable explanatory 
notes may be added wherever necessary.

Form No.1
Statement of Immovable property held by Government servants.

(e.g. Lands,  House, Shops, Other Buildings, etc)
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Date:
Signature.

Note.—(1) For purpose of column(9) the term”lease” would mean a lease of immovable property from 
year to year or for any term exceeding one year or deserving a yearly rent.  Where, however the lease 
of movable property is obtained from a person having official dealings with the Government servant, 
such a lease should be shown in this column irrespective of the term of the lease, whether it is short-
term or long-term, and the periodicity of the payment of rent.

(2) In column (10) should be shown:-

(a) Where the property has been acquired by purchase, mortgage or lease, the 
price or premium paid for such acquisition.

(b) Where it has been acquired by lease, the total annual rent thereof also:and

(c) Where the acquisition is by inheritance, gift or exchange the approximate 
value of the property so acquired.



Form No.II
Statement of liquid assets held by Government Servants.

(1) Cash and banmk balances exceeding three months emoluments.
7. Deposits, loans advanced and investments(such as shares, Securities, debentures etc.)
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    Date:
    Signature:

   Note –(1) In column (9) particulars regarding sanctions obtained or report made 
   In respect of the various transactions may be given.

(2) The column “emoluments’’ means the pay and allowances received by   
               the Government Servants.



Form No.III
Statement of movable property held by Government Servants.

Date:
Signature.

Note :  (1) In this form information may be given regarding items like

 (a) jewellery owned by him (total value); 

 (b) Silver and other precious metals and precious stones owned by him not forming part of 
jewellery (total value);  

  (c)   (i)  Motor  Cars  (ii)  Scooters/Motor  Cycles,  (iii)  refrigerators/air  conditioners  (iv) 
radios/radiogram/television  sets  and  any  other  articles,  the  value  of  which  individually  exceeds 
Rs.1,000: 

(d) value of items of movable property individually worth less than Rs.1,000 other than articles 
of daily use such as cloths, utensils, books, crockery etc. added together as lump sum.

 
Note(2) In column (5), may be indicated whether the property was acquired by purchase, inheritance, 
gift or otherwise.

Note:(3) In column (8), particulars regarding sanction obtained or report made in respect of various 
transactions may be given.
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Form No.IV

Statement of Provident Fund and Life Insurance Policy held by Government Servants.
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Form No.V
Statement of debts and other liabilities of the Government Servants.
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Date: Signature :

Note (1) individual items of loans not exceeding three months of Rs. 1,000 whichever is less need not 
be included.

Note (2) in column (8) information regarding permission, if any, obtained from or report made to the 
competent authority may also be given.

Note (3) The term “emoluments’’ means pay and allowances received by the Government Servant. 

Note (4) The statements should also include various loans and advances available to Government 
Servants like advance for purchase of conveyance house building advance etc. (other than advances of 
pay and traveling allowance advances from the General provident Fund, and loans on life insurance 
Policies and fixed deposits)



Form No.VI

Form of report/application for permission of the Government for the building of or addition to a house.

Sir,
This is to report you that I propose to build a house or to make an addition to my house.  This is to 
request that permission may be granted to me for the building of the house or making addition to my 
house.  The estimated cost of land and materials for the construction or extension of the house is given 
below:-

LAND:

xxxvii)Location (Survey numbers, Villages, district, State)
xxxviii)Area
xxxix) Cost

BUILDING MATERIALS, ETC.

xxxi) Bricks(Rate/quantity/cost)
xxxii) Cement(Rate/quantity/cost)
xxxiii) Iron and Steel(Rate/quantity/cost)
xxxiv) Timber(Rate/quantity/cost)
xxxv) Sanitary Fitting(cost)
xxxvi) Electrical Fitting(cost)
xxxvii)Any other special fittings(cost)
xxxviii)Labour charges
xxxix) Other Charges, if any.

TOTAL COST OF LAND AND BUILDINGS:

2. The construction will be supervised by myself.  The construction will be done by 
…………….” I do not have any official dealings with him in the past.  I have/had official dealings 
with the Contractor and the nature of my dealings with him is/was as under:-

3. The cost of the proposed construction will be met as under:-
Amount

1. Own savings
2. Loans/Advances with full details
3. Other sources with details

Yours faithfully,
Strike out portion not applicable.
Enter the name and place of business of the contractor.



Form No.VI-A

Form of application for permission for acquisition of house.

To

Sir,

This is to report you that I propose to acquire a ready built house at …………………….This is to 
request that permission may be granted to me for the acquisition of the houe.  The particulars of the 
house to be acquired and its estimated cost are given below-

5. Location of the house (Plot No.,Survey No., Village, Taluk, District and State)

6. Area………………….

7. Name of the seller…………

8.  Address and occupation of the Seller…………..

9. Cost of the house………….

10. The cost of the house will be met as under

Amount

(i) Personal Savings ……………
(ii) Loans/Advances with full details ………….
(iii) Other sources with full details……………

Yours faithfully,



VALUATION REPORT

I/We hereby certify that I/We have valued house………….of that………..to be 
purchased by Thiru/Thirumathi……………….and I/We give below the value at which we estimate the 
cost of the house under the following headings:-

Heading Cost

1. Approximate value of plot ……………

2.Area and Approximate value of building ……………

3. Approximate value of Electrical, Sanitary and
    other fittings and fixtures……

………….
Total Cost of the buildings

…………..

Date: Signature of the Valuation Authority.



Form No.VII

Form  of report to the Government after completion of the building of a house/addition to the house.

Sir,

In my letter No……dated………….. I had reported that I proposed to build a house or make 
addition to my house.  Permission was granted to me in Order No………..dated the……… for the 
building of house or making addition to the house.  The construction of the house or addition to the 
house has since been completed and I enclose a valuation Report duly certified by Firm of Civil 
Engineers or a Civil Engineer of repute.

2.  The cost of construction indicated in the enclosed valuation report was financed as under:-

Amount

      Rs.

2. Own savings…………..

3. Loan/Advance with details…..

(Note-Variation, if any, between the figures given above and the figures given in Form VI may 
be explained suitably).

Dated: Yours faithfully,

     ( )



VALUATION REPORT

I/We         hereby  certify  that   I/We have valued 
House*……………………………………………………….Constructed by Thiru/Thirumathi 

at which we estimate the cost of the house under the following headings:-

Heading Amount

1.  Bricks …………………

2. Cement …………………

3. Iron and Steel …………………

4. Timber ……………………

5. Sanitary fittings ……………………

6. Electrical fittings ……………………

7. All other special fittings ……………………….

8. Labour charges …………………….

9. All other charges ……………………. ……………..

Total Cost of the building

………………

Signature of the Valuation Authority.

Here entire details of House.
Here enter name,etc. of the Government servant.



SCHEDULE II

(See Sub-rule (9) of rule 7)

Register of immovable property and interests in immovable property held by Government 
servant.
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LEAVE TRAVEL CONCESSION 

Form I

Certificate to be given by controlling officer

Certified -----------------------------------------------------------------------------------

--------------------------- and is  eligible for LTC under rules.  

Certified that necessary entries as required under Para 15 of the rules have been made 
in the Service Book of ................................................................................................................
......................................................

Controlling Officer



Form-II
Certified to be given by Government Servant

2. Certified that the advance for LTC drawn by me during the previous block year has been 
adjusted

2.  Certified that the journey has actually been performed by me with        
      my…………………………………………………………………………….
      ………………………………………………………………………………..

3.  Certified that for the railway journey included in the LTC bill, myself and 
Member of my family traveled by…………………classes for which claim is made.

4.  Certified that my wife is not in Government Service and the concession has not 
been availed of by her separately for any of the family members for the concerned block of 
……………….years………………..

Signature of the Applicant

FORM – III

Particulars Required to be furnished along with the application for Casual/Earned Leave

1.   Name and Basic pay of Govt.Servant :
2. Designation and Office to which attached :
3. Dates and place of proposed visit

(onward and return journeys)
4. Mode of Travel
5. List of family members availing the concession together with their names,

age and relationship with Govt.Servant
_______________________________________________________________
S.No. Name Age Relationship

6. Cost of Tickets

Certified that my wife is not a Govt.Servant nor has she claimed any LTC separately.

Signature



APPLICATION FOR ASSITANCE FROM HEALTH FUND SCHEME

1. Name and Designation of the :
Government Servant

2. Office in which employed :
3. Name of the patient and his/her 

            relationship to the Government Servant :
      4.   Marital status of the Government

Servant : Married/Unmarried
      5. Whether the Government servant

subscribing to the TNGEHFS since its
inception / from the date of joining in
Government service :

      6.   Name of the surgery/treatment :
      7. Period of surgery / treatment :
      8. Name of the hospital wherein the

surgery / treatment had been taken :
     9.    Whether the hospital is included in 
 the list  of accredited list :
    10. Whether the surgery / treatment

is included in the lists of specialised
advanced surgeries / treatment 
approved by the Government :

    11. If the treatment / surgery is taken
outside the State whether the 
Government permission is obtained
(copy of order should be enclosed) :

    12. Whether discharge summary is 
enclosed. :

    13. Whether the original bills were
numbered and indexed :

    14. Total claim preferred :
    15. 75% of the total claim :
    16.  Place / District for which the 

Cheque / D.D. to be issued by the 
CTA :

Signature of the Applicant.



Format for issuance of proceedings by the sanctioning authority

Proc. of the ………………………………………………………………………..
Present Thiru/Tmt………………………………………………………………….
R.C.No…………………………………….Dated…………………………………

Sub: Medical Assistance – Tamil Nadu Government Employees Health Fund 
Scheme – Assistance to Thiru/Tmt…………...
for specialized surgery/treatment – Sanctioned.

Ref: 1. G.O.Ms.No.18, Finance(AII)Department, dated.9.1.92.
2. G.O.Ms.No.194, Finance(Sal)Department, dated 16.1.93.
3. G.O.Ms.No.490, Finance(Sal)Department, dated 16.2.94.
4. G.O.Ms.No.340, Finance(Sal)Department, dated 14.7.98.
5. Representation received from Thiru/Tmt………………...

dated………………..

^^^
ORDER:

In the Government Order first and second cited,  the Government have constituted a 
Government Employees Health Fund to provide a measure of relief to Government Employees 
and their  family members  who are  actually dependent  for specialized advanced surgeries  / 
treatments.

2.  Thiru  /  Tmt…………………………………………  ………working 
as………………….in the office of the………………………..applied for medical  assistance 
under  Tamil  Nadu  Government,  Employees  Health  Fund  Scheme  to  Self  /  Wife  /  Son  / 
Daughter  for  the  specialized  surgery  /  treatment  undergone 
for…………………………………………….made  on……………………….at 
………………………..hospital  which is  one  of  the accredited  institutions  listed out  in  the 
Annexure  to  G.O.Ms.No.377,  Finance(Salaries)  Department,  dated  13.1.05.   Thiru  / 
Tmt………………………………………………………was admitted in the above mentioned 
institution  from………………..to……………..and discharged on…………………The actual 
expenditure  incurred  by  Thiru  /  Tmt……………………………..towards  the  surgery  / 
treatement  was  Rs…………………………As  per  the  Government  orders,  the  assistance 
should be limited to Rupees one lakh only or 75% of the actual expenditure whichever is less.

3.  The individual is a regular subscriber to the Tamil Nadu Government Employees 
Health  Fund  Scheme  from  its  inception  i.e.  from  9.1.92  /  from  the  date  of  joining  in 
Government service on………..and  subscription is recovered from him / her upto date.

4.  Under the power delegated in G.O.Ms.No.846, Finance(Salaries) Department, dated 
14.12.93  and  in  G.O.Ms.No.141,  Finance(Salaries)Department, 
(Rupees…………………………………only)being  Government  Employees  Health  Fund 
Scheme  to  Thiru  /  Tmt…………………..working  in  the  office  of 



the……………………………..in hospital on………………………………for him / her to the 
family members.

5.  It is certified that

i)  all the original bills relating to the surgery / treatment were received   
    and scrutinised and retaining in our office.
ii)  necessary entry has been made in the Service Book of Thiru /   
     Tmt……………………………………
iii) this is the first / second claim preferred by the individual and the total    
     assistance received from Tamil Nadu Government Employees Health   
     Fund Scheme does not exceed the maximum of rupees one lakh.
iv) this is the second claim preferred by the individual and the total 
     assistance received from Tamil Nadu Government Employees Health  
     Fund Scheme does not exceed the maximum of rupees one lakh.

6.  The Commissioner of Treasuries and Accounts, Chennai is authorized   to issue a crossed Cheque / 
Demand  Draft  for  a  sum  of     Rs…………………..(Rupees……………………………..only)  in 
favour of Thiru / Tmt…………………………………payable   at………………….

7.  The Drawing and Disbursing Officer is requested to hand over the  Cheque/Demand Draft to the 
individual after obtaining proper  acknowledgment through the office concerned.

8. The expenditure shall be debited under
 
“K.Deposits and Advances (b)  Deposits not bearing interest 
 8443.00 Civil Deposits – 800 Other  Deposits – AH.  

   Tamil Nadu Government Employees Health Fund 
 Scheme (outgo) (DPC 8443 00 800 AH 0009 (0))

SIGNATURE FO THE SANCTIONING AUTHORITY.

To
The individual (through proper channel)
The Commissioner of Treasuries and Accounts, Chennai – 15.
The Chief Internal Auditor and Chief Auditor of Statutory Boards, Chennai –2.
The Accountant General (A&E),Chennai –18.
The Accountant General (Audit) Chennai – 35.



FORM NO.5
SEE RULE 58(1) 63 (1)

From

To
The Accountant General(Tamil Nadu)
261, Anna Salai, Madras – 600 018.

Sir,

Sub: Application for sanction of pension

I beg to say that I am due to retire from service with effect from the fore / after noon of my 
date of birth being………………………………….I therefore request that steps may kindly be taken 
with  a  view to  the  pension  and  gratuity  admissible  to   me  being  sanctioned  by  the  date  of  my 
retirement.  I wish to draw my pension from the Pay and Accounts Officer / Treasury.

2.  I hereby declare that I have neither applied nor received any pension or gratuity in respect 
of my pension of the service qualifying for this pension and in respect of which pension and / or 
gratuity is claimed herein nor shall I submit an application thereafter without quoting a reference to 
this application and the order which may be passed thereon.

3.  I am governed by Rule-54 of the Tamil Nadu Pension Rules 1976 and that the details of my 
family already furnished by me in the form – 3 are complete and upto date.

4. I enclose herewith:

i) two specimen signature duly attested.
ii) three copies of passport photographs with my wife.
iii) two slips each bearing left hand thumb and finger impressions duly 
            attested.
iv) two slips showing the particulars of my height and identification marks q duly 
attested.

1. Details of family in Form – 3 in triplicate.
2. Specimen signature of my wife in triplicate.

My present address is …………………………………………………………..
and my

will be
Place: Signature:
Date: Designation:



ANNEXURE
TAMIL NADU PENSION RULES 1978

FORM NO.5

Particulars to be obtained by the Head of Office from the retiring Government Servant 
one year before the date of his retirement.

PART – I

1. Name :
2. a) Date of Birth :

b) Date of Retirement :
c) Designation at the time of 

     Retirement :
      3. Two specimen signatures duly attested 

           (to be furnished in a separate sheet) :
        4.   Three copies of the Passport size joint

            Photograph with Wife or Husband( to be
            Attested by the Head of Office) :
     5.   Two slips showing the particulars of 
            height and personal identification marks
           duly attested :
    6.    Present Address :
    7.    Address after retirement :
    8.    Name of the Treasurey :
    9.    Details of the family in form-3 :
  10.    Class of pension :
  11.    Amount of pension authorized :
  12.    Whether pension is proposed to be
           commuted :
  13.   If so, Fraction of Pension to be 

           Communted      :

Place: Signature:
Date: Designation:



Two slips each bearing the left hand thumb and finger impressions duly attested by the Head of 
Office may be furnished by a person who is not litereate enough to sign his name.  If the Government 
Servant on account of Physical disability is unable to give left hand thumb and finger impressions he 
may give thumb and finger impressions of the right hand.  Where a Government Servant has lost both 
the hands, he may give his toe impressions.  Impression should be duly attested by the competent 
authority.

2.  Two copies of Passport size Photo of self only need to be furnished:-
i)  if the Government Servant is governed by rule – 49 of the Tamil Nadu Pension    

                Rules 1978.
ii)  If the Government Servant is governed by rule – 50 of the Tamil Nadu pension  

Rules 1978.
iii)  Where it is not possible for a Government Servant to submit a photo with    

Wife or Husband be or she may submit separate photographs.  The photos shall be attested 
my the Head of Office.

    Specify a few conspicuous marks, not less than two if possible
    Any subsequent change of address should be notified to the Head of Office and
    Audit Officer.
   Applicable only where rule 49 of the Tamil Nadu Pension Rules 1978 applied to  

               the Government Servant.
   The Applicant should indicate the fraction of the amount of monthly pension

(Subject  to  a maximum of  one third thereof)  which he desires to  commute  and not  the 
amount in rupees.

Part – II

Forwarded to the Accountant General’s Tamilnadu with the remarks that:-
 i)  The particulars furnished by the applicant in Part I have been verified and are correct:

ii)  The applicant is eligible to get a fraction of his pension commuted without medical 
examination.

iii) The commuted value of pension determined with reference to the Table applicable at 
persent comes to Rs……………………………

iv)  The amount of residuary pension after commutation will be Rs……….
2.  It is requested that further action to authorise the payment of this amount of commuted 

value of pension may be taken as in rule – 15 of the Tamilnadu Commucation of Pension rules.

3.  The commuted value of pension is debitable to Head of Account:-
-------------------------------
Place: Signature:
Date: Head of Office:

     



 (1) Personal Identification Marks of Thiru.

1)

2)

Height: Attested.

(2) Passport Size Phot of Thiru.

Attested.



FORM-3

1. Name of the Government Servant :

2. Designation :

3. Date of Birth :

4. Date of Appointment :
    Details of the members of my family as on……………………………

S.No Name of the Date of Relationship Initials
Family Birth with the of the Head
Members Officer Office

I hereby undertake to keep the above particulars upto date be notifying to the Audit Officer/Head of 
Office any addition or alternation

Place: Signature of the
Date: Government Servant

DECLARATION

I understand that the Pension and Death –cum-Retirement Gratuity is subject to the revision on 
the same being found to be in excess of that and which I am entitled under the rules and I promise to 
have no objection to such revision.  I further promise to refund any amount paid to be in excess of that 
to which I may eventually be entitled.

SIGNATURE
           (NAME IN BLOCK LETTERS)

  DESIGNATION



FORM-6

CENTRAL CONSENT OF RECOVERIES

I hereby certify that with reference to G.O.Ms.No.845, Finance, dated 29.10.1985 I am 
willing to make good any loss found to the Government in any way any overdrawal of pay, allowance 
leave salary or other admitted obvious of dues as a result of negligence or fraud on my part in service 
in the department in a lumpsum or in suitable instalments from my pension.

SIGNATURE
(NAME IN BLOCK LETTERS)

DESIGNATION



ANNEXURE

APPLICATION FOR FINAL CLOSURE OF GENERAL PROVIDENT FUND ACCOUNT 

(Please ensure that all the relevant particulars are given along with certificates, where 
necessary to avoid delay in settlement of the claim)

1. Name of the subscriber(in Block Letters)

2. Organisation

3. GPF Account Number with Department Suffix

4. Date of Birth

5. Religion

6. Date of Entry into service

7. Office to which attached

8. Treasury / Sub-Treasury where bills of the office are 
presented.

9. Residential Address after retirement.

10. Event necessitating closure of account

(A) Retirement on Superannuation

(B) Voluntary Retirement (Copy of orders to be 
enclosed)

(C) Resignation (attach a copy of the orders of 
acceptance of resignation)

(D) Dismissal / Removal / Compulsory Retirement / 
Invalidation Date

(i) Have you preferred an appeal

(ii) If yes, date of its disposal / withdrawal

(iii) If no, date of expiry of appeal time.

(iv) If no appeal has been preferred give an 
undertaking that no appeal will be preferred 
in future.

I hereby undertake that 
no appeal shall be 
preferred in future by me 
against my dismissal / 
removal / compulsory 
retirement / 
invalidation(Strike out 
whichever is not 
applicable)

(E) Death Date

(i)  Has the subscriber filed any nomination? (If yes 
enclose nomination in original)
(ii)  If no, or if the nomination has been rendered 
       null and void.  Please furnish the details of the  
       surviving family members on the date of death 
       of subscriber in the format given below.



Sl.No. Name Relationship with 
the subscriber

Date of Birth 
and Age

Martial 
Status

1.
2.
3.

(iii)  If any of the nominee die after the subscriber but   
        before receiving payment wide note 3 under Rule  
        30(a) Please furnish details thereof.
(iv)  If there is no nomination and if the subscriber has felt   
        no family to whom should the money be paid?
        (Enclose letters of Probate or Succession  
        Certificate)

F. Transfer of Balance
(i)  Date of absorption on permanent basis Organisation  to 
      which transferred / joined on permanent basis.
(ii)  Is the absorption with the approval of State 
      Government? If so, details of orders may be furnished.
(iii)  Accounts Officer to whom the balance is to be 
       transferred.

11. Name and address of offices saved during the last 3 years
Name of the 

Office
Address Period is Service Designation



12. Particulars of Last Fund Deductions:
Pay for 
month

GPF 
Subscriptio

n

Recovery 
of Refund

Gross 
Amount 
of bill

Net 
Amount 
of bill

Date of 
encashment

Place of 
Payment

Head of 
Account 

Voucher 
Number

(1) (2) (3) (4) (5) (6) (7) (8) (9)

(i) Period during which subscriber was on EOL/Suspension
or any other leave during which no subscription was recovered.

14. Details of Advances / withdrawals in the last 12 months.
Name of the 
widhdrawal

Sanction 
order No. & 
Date

Amount Date & Place 
of Payment

Voucher 
Number

(1) (2) (3) (4) (5)
(i)Temporary 

Advance
(ii) Part Final   
      Withdrawal

(iii) 90% of 
PFW(as per 

G.O.)



 15. Whether you are a self drawing officer Drawing Pay in the 
scale of pay of

YES / NO
(Strike out whichever is not applicable)

If, Yes

(a) Treasury at which GPF payment is desired

(b) Enclose the following

(i) Personal marks of identification

(ii) Specimen Signature

(Cr) Left / right hand thumb and fingers Impression 
Office/Treasury/Sub-Treasury at which GPF 
payment is desired.

16. I here by undertake to refund any excess payment arising out 
of clerical errors in the settlement of GPF claims.

Station: Signature of the Claimant

Date: (With name in Block Letter)

FOR USE BY HEAD OF OFFICE/DEPARTMENT

Certified that all  the particulars  furnished above have been fully verified with reference to 
office records and are found correct.

Certified that no advance/withdrawal from General Provident Fund was granted during the last 
12 months except those detailed in item(14) above.

Station:

Date:

Signature of Head of Office /
Head of Department.



N.G.G.O. CERTIFICATE

1. I  Certify  that  Thiru…………………………………………………is  a  non  gazetted  officer 

getting  a  salary  of  Rs……………………….is  employed…………………in  the 

……………………..is eligible of the concession granted is G.O.Ms.No.2678 / Health dated 

13-6-82 and G.O.Ms.3638 / Health dated 1-11-82

2. The details of Pay and allowance drawn by the individuals are furnished below:

1) Pay … Rs.

     D.P. … Rs.

     P.P. … Rs.

2) D.A. … Rs.

3) Other Allowances … Rs.

4) H.R.A. … Rs.

------------
Total Rs.

-------------

Office Seal Signature

Designation
With Seal

154



ANNEXURE – IV
APPLICATION FOR NO OBJECTION CERTIFICATE FOR APPLYING PASSPORT/FOR 

RENEWAL/TO UNDERTAKE FOREIGN TRIP

(To be filled by the applicant)

1. Name, designation, office address :
    and scale of pay (If selection grade or special
    grade, indicate respective ordinary grade scale of
    pay)

2.  Date of Retirement :

3.  Name of Countries proposed to visit and 
    duration :

4.  Purpose of visit :

5. Source of funds to meet the cost of the 
Proposed foreign travel :

6. State whether any Criminal prosecution is 
Contemplated or pending against you; and 
Whether your presence as witness would be 
needed in any criminal case under investigation
or trial.

CERTIFICATE

I undertake that I will uphold the Honour and dignity of our Nation and will not 
indulge in any act prejudicial to the integrity and sovereignty of my Country during my 
travel and stay abroad.

SIGNATURE OF THE APPLICANT



(TO BE FILLED BY THE HEADS OF THE DEPARTMENT)

7.  Are the particulars furnished by the :
     applicant correct as per information available
     with the department?

8. Whether any Government dues are pending
     recovery, if so, the details thereof :

9. Whether any disciplinary action pending under
Rule 17(b) of Tamil Nadu civil services 
(Discipline and Appeal)Rules.

10. Whether a certificate has been obtained from
Special Branch C.I.D.(Security)that the 
applicant does not figure adversely on the 
security records of the Government :

11. Whether any corruption charges or Vigilance
enquiry is pending against the applicant :

12. Is there any contractual obligation to be
Discharged by the applicant(applicable in case
of travel for employment only)

13. Recommendation of the Heads of the Department:

SIGNATURE OF SIGNATURE OF
HEAD OF OFFICE HEADS OF DEPARTMENT
(For passport for Group ‘B’ (for passport for ‘A’ group 
‘C’ & ‘D’ and for trips for groups

‘A’, ‘B’, ‘C’ and ‘D’)



SERVICE PARTICULARS

1.  Name and Designation of the :
     official concerned

2.   Father’s Name :

3.   Date of Birth :

4.   Date of Enlistment in Govt.Service :

5.  Posts held and place served during the past
     5 years.

6.  Whether he is facing any enquiry on the basis of
     DV & AC, report with number and date :

7.   Date of going abroad :

8.   Present Residential Address :



PROFORMA FOR IDENTITY CERTIFICATE

ALL  CENTRAL  GOVERNMENT  EMPLOYEES,  STATE  GOVERNMENT  EMPLOYEES  OF 
STATUTORY  BODIES  AND  PUBLIC  SECTOR  BODIES  AND  PUBLIC  SECTOR 
UNDERTAKING ARE REQUIRED TO PRODUCE A IDENTITY CERTIFICATE.

       (STRIKE OUT PORTION NOT APPLICABLE)
to be given in Duplicate on Original Stationary)

@@@@

Certified  that  Shri/Smt/Kum………………………………………………………son/Wife  of 
Shri………………………………………………….is  a  temporary/permanent  employee  of 
this………………………………………………………(office address) from………………(date) and 
is  at  present  holding  the  ………………………..posts  of…………………
Shri./Smt./Miss/Mrs………………………….is/are  a  dependent  family  member(s)if 
Shri./Smt…………………………………………..and  his/her  identity  is  certified.   The  Ministry  / 
Department / Organisation has no objection to his/her acquiring Indian Passport.  The undersigned is 
authorized to sign this “No Objection Certificate”  I have read the provisions of Sections 6(2) of this 
Passports  Act.   1967  and  certify  that  these  are  not  attracted  in  the  case  of  this  applicant.   I 
recommended to issue of an Indian Passport  to him/her.   It  is certified that this  Organisation is a 
Central / State Government / Public Sector / Undertaking / Statutory body.

The  identity  Card  Number  of  Shri./Smt.(Employee)………….
…………….is………………………………………………………………………

Ref.No.& Date Name, Designation & address & Tel.No.

Applicants Photo to be 
Attested by the certifying



TAMIL NADU CIVIL SERVICES(DISCIPLINE & APPEAL)RULES

CHECK LIST FOR DISCIPLINARY CASE

PART-A

(For all departments of Secretariat and all other departments under the Government)
1.Name of the Accused Officer.
2.Designation and Office in which he is/was working.
3.Group to which he belongs(i.e. A,B,C or D):
4.His present pay and scale of pay.
5.Whether the Accused Officer comes under State Service or Subordinate Service.
6.(a) Date of Birth
   (b) Date of superannuation
7.Date of entry into Government Service.
8. Nature of charges framed(in brief).
9. (a) Whether placed under suspension or not; if so, date of suspension
    (b) Whether suspension orders issued by the Competent Authority.
10. Whether definite and specific charges have been framed.
11. Whether a statement of allegations on which each charge is based has been communicated.
12.  Date on which the charge memo.  Was served on the accused officer.

13. Whether the Accused Officer has been asked to:-
put in his written statement of defence:
to state whether he wants an oral inquiry; and
to state whether he wants to be heard in person.
 Note----- The Accused Officer should be allowed a personal hearing before or after enquiry, 
                 if so desired by him.  A personal hearing must be given, if desired before issue of 
                 final orders. 
14.  Date of submission of explanation by the Accused Officer.
15. Date of appointment of Enquiry Officer.
16. Whether the Enquiry Officer has been asked to prepare the Enquiry Report as per the 
       Guidelines in the Handbook on Disciplinary Procedures.
17. Date of submission of the Enquiry Report by the Enquiry Officer.
18. If the Accused Officer does not want an oral enquiry, whether such an inquiry was 
       directed by the authority concerned.
19. Whether evidence has been recorded at the oral inquiry in the presence of the person 
       charged.
20. Whether the witnesses examined at the preliminary enquiry, if any, were recalled during 
       the oral inquiry to prove the charges
21. Whether copies of the evidence such as the complaints and statements made by 
       witnesses during preliminary enquiry, etc., on which the competent authority proposes 
       to rely upon have been furnished to the Accused Officer as early as possible before the 
       prosecution witnesses are to be cross examined.



22. Whether the documentary evidence including inspection reports, statements by witnesses 
      recorded by the Vigilance and Anti-corruption Department, etc., relied upon have been 
      furnished both by prosecution and defence, have been filed as exhibits and properly 
       proved.

23. If any witness was examined at the preliminary enquiry in the absence of the person 
     charged, was his presence considered necessary at the oral inquiry by the Accused   
     Officer and, if so, was he examined in the presence of the person charged?
24. Whether the person charged was allowed to cross-examine the witnesses produced by 
       the prosecution, to give evidence in person and to call witnesses on his behalf?
25. was any witness asked for by the person charged, refused to be allowed and if so, was 
       sufficient reason recorded to that effectg?
26. Did any contingency arise where the request of the Accused Officer for furnishing 
     certain records could not be conceded or disclosed to him in Public interest or for any 
    other substained and justifiable reason.  If so, whether the Accused Officer was informed 
    accordingly and the fact of such refusal together with the reason therefore recorded in 
     writing?
27. Was there any request to be heard in person in addition to the oral inquiry, and if so, was 
      it complied with?
28. Does the proceedings of the oral enquiry contain a sufficient record of the evidence and 
      statement of the findings of the grounds thereof?
29. Was a report of the inquiry and or the personal hearing with findings, recorded by the 
      enquiring authority even in cases where he is himself the purnishing authority?
30. Authority competent to impose the penalty.
31. Whether the charges framed, explanation of the Accused Officer and report of the 
      Enquiry Officer and all other relevant records independently and carefully examined by 
      the punishing Authority and whether the fact recorded in the final orders?
32. a) Is the final order proposed to be issued self contained?
      b) Whether a copy of the report of the Enquiry Officer enclosed with the final order?
33. Has the acknowledgement of the person been obtained in token of having received the 
     copy of the final orders in token of having received the copy of the final orders or 
    alternatively was the order sent by registered post acknowledgement due or tendered to an 
    adult member of his family or affixed it in some conspicuous part of his last known place 
    or residence?

   

  



CHECK LIST FOR DISCIPLINARY PROCEEDINGS

PART – B
(For Departments of Secretariat only)

1. Name and designation of Accused Officer
2. Whether a check list as in Part-A prepared and
    put up in the file.
3. Date on which the file originated
4. Whether the file relates to imposition of penalty  
    at Government level or whether it relates to    
    Appeal/Review Petition/Ordinary petition.
5. Whether time limits prescribed from time to time 
    are being followed, in cases relating to imposting 
    original orders of  penalty at Government level.
6. Whether any Writ Petition, Writ Appeal, etc., is 
    pending on  the subject.
7. a) If so Whether Counter Affidavit have been  
       filed and the  date on which the Counter  
       was filed.
    b) If not the reasons for delay should be recorded.
8. The date on which the file was circulated?
9. Whether the return of the file from circulation is 
    being periodically watched.



SAMPLE FORM OF SHOW CAUSE NOTICE FOR MINOR PENALTIES(i.e. UNDER RULE 
17(a) OF THE TAMIL NADU CIVIL SERVICES(DISCIPLINE AND APPEAL) RULES)

--------------------------Office
Letter/Memo(*)…………………Date…………………….

Sub: Public Services --- Tamil Nadu Civil Services (Discipline and Appeal )Rules
        ------ Action under Rule 17(a) initiated against  Thiru……………………
        Show Cause Notice --- issued.

You/Thiru(*)…………………………………….while  working as……………………..in the 
office of …………………………………………….have/has committed the following lapses:-

(i)………………………………………………………………….
(ii)………………………………………………………………..
(iii)……………………………………………………………….

It is, therefore, proposed to take action against you/him(*) under Rule 17(a) of the Tamil Nadu Civil 
Services(Discipline and Appeal) Rules.

2. You /Thiru(*)………………………….are / is hereby given an opportunity to make such 
representation as you/he(*) may wish to make against the proposal within fifteen days of receipt of 
this Letter / Memo.

3.  If  you / Thiru(*)……………………..fail / fails(*) to submit your / his(*)representation 
within the time stipulated, it will be presumed that you have / he has(*) no representation to make and 
orders will be passed on the merits of the case base on available records.

4. The receipt of this Letter/Memorandum(*)should be acknowledged.

Name and designation of the competent authority
To Thiru………………(in duplicate)

(Through-----------------------------)
for service and return of served copy.

----------------------------
(*) Strike off whichever is not applicable and use appropriate form of Letter/Memo.



FORM FOR CHARGE NOTICE

MODEL FORM OF CHARGE SHEET FOR MAJOR PENALTIES UNDER RULE 17(b) OF 
THE TAMIL NADU CIVIL SERVICES (DISCIPLINE AND APPEAL) RULES.

……………………………….Office

Letter / Memo………………….Date…………………………..

The undersigned proposes to hold an inquiry against Thiru……………..under Rule 17(b) of 
the  Tamil Nadu Civil Services(Discipline and Appeal) Rules.  The substance of allegations, namely, 
the imputations of misconduct or misbehaviour in respect of which the inquiry is proposed to be held 
is  set  out  in  Annexure-I.   A  statement  of  allegations  namely  the  imputations  of  misconduct  or 
misbehaviour in support of each charge is enclosed in Annexure-II.  A list of documents by which and 
list of witnesses by whom, the charges are proposed to be sustained are also enclosed in Annexure III 
and IV, respectively.  Any other witnesses and documents which are found necessary will be examined 
during the course of the enquiry.

2.   Thiru………………………………………..is  directly  to  submit  within  15  days  of  the 
receipt  of this letter/memorandum a written statement of his defence and also to state whether he 
desires oral inquiry or to be heard in person or both.  If the written statement of defence is not received 
within the stipulated time, it will be presumed that he has nothing to offer in his defence and further 
action will be pursued.

3.  He is informed that an oral inquiry will be held and oral evidence shall be heard only in 
respect of such charges as are not admitted by him.  He should, therefore, specifically admit or deny 
each charge.

4.   Thiru…………………………………is  further  informed  that  if  he  does  not  submit  his 
written statement of defence on or before the date specified in paragraph 2 above or does not appear in 
person before the inquiring authority or otherwise fails or refuses to comply with the provisions of 
Rules 17(b) of the Tamil Nadu Civil Services(Discipline and Appeal) Rules or the orders or directions 
issued in pursuance of the said rule, the inquiring authority may hold the inquiry against him ex parte.

     



PROFORMA
MEDICAL CERTIFICATE

We hereby  certify  that  we  have  carefully  examined  Tr./Tmt./Selvi/...............................  of 
the  .........................................Department  of  the  Government  of  Tamil  Nadu,  who  is  suffering 
from  .......................  and  we  solemnly  and  sincerely  declare  that,  according  to  the  best  of  our 
judgement, he/she is at present unfit for duty and that it is absolutely necessary for the recovery of his/
her  health  that  his/her  present  leave,  which  will  expire  on  ...............................  shall  be  extended 
by .................... months/weeks/days.

Date:
Place: Signature of the Medical Practitioner.

(Name and seal)

Signature of the Medical Practitioner.
(Name and seal)

(w.e.f 31st May 1994)
(G.O.Ms.No.123, Personnel and Administration Reforms (FR.IV) Department, dated 29.5.1998)

Procedure in the case of Gazetted Government Servants

10.  Before a Group A and B Government servant can be granted leave or an extension of leave on 
medical certificate, he must obtain a certificate in the following form:-

Statement of the case of 

Name (to be filled in by the applicant in the present of the official medical attendant.)

Appointment.
Age.
Total service
Service in India
Previous period leave of absence on
medical certificate
Habits
Disease.



Surgeon of
I after careful personal examination of the case hereby certify that medical Officer at or of is in a bad 
state of health and I solemnly and sincerely declare that according to the best of my judgment a period 
of absence from duty is essentially necessary for the recovery of his health and recommend that he 
may be granted........................................
month's leave with effect from

Dated the Official Medical Attendant

Note 1.- This form should be adhered to as closely as possible and should be filled in after the 
signature of the applicant has been taken.  The certifying officer is not at liberty to certify that the 
applicant requires a change form or to a particular locality or that he is not fit to proceed to a particular  
locality.  Such certificates should only be given at the explicit desire of the administrative authority 
concerned, to whom it is open to decide, when an application on such grounds has been made to him, 
whether  the applicant  should go before a Medical  Board to  decide the question of his  fitness for 
service.

Note.2.-Honorary Medical Officers not below the rank of civil Assistant Surgeons are also 
competent to issue a medical certificate under this rule.



FORM A.

(See Rule 17.)

Bond for permanent Government servants proceeding on study leave under the study leave Rules.

Know all men by these present that I                                         resident of 
in the  District of                                                          at present employed as                               in the 
Department/Office of                            

do  hereby  bind  myself  and  my  heirs,  executors,  administrators,  legal  representatives, 
successors and assigns to pay to the Governor of Tamil Nadu (hereinafter called “The Government” 
which expression shall where the context so admits includes his successors in office and assigns) on 
demand the sum of Rs.  

                                                   (Rs.                                      ) together with interest thereon from the 
date of demand and Government rates for the time being in force on Government loans or if payment 
is  made in a country other than Indian,  the equivalent  of the said amount  in the currency of that 
country converted at the official rate of exchange between that country and India and together with all 
costs between attorney and client and all charges and expenses that shall or may have been incurred by 
the Government.

Signed this day of One thousand nine hundred        and 

   Signature

Witnesses (1)

  (2)

Whereas I am granted study leave by Government.

And whereas for the better protection of the Government I have agrees to execute this bond 
with such condition as hereunder.

Now the condition of the above written obligation is that in the event of my resignation or 
voluntary retirement  from service without returning to duty after the expiry or termination of the 
period of  study leave or in the middle of the binding period, I shall forthwith pay to the Government 
or, as the case may be, directed by the Government on demand the said sum of 
Rs………………………. Together with interest thereon from the date of demand at the Government 
rates for the time being in force on Government loan.



[ G.O.Ms.No.145, P&AR (FR.IV) Department, dated 14.3.1996]

And upon my making such payment of the above written obligation shall be void and be of no 
effect, otherwise it shall be and remain in full force and virtue.

Signed by

       in the presence of 

Witnesses (1)

(2)

ACCEPTED by

Acting for and on behalf of and by order and direction of the Government of Tamil Nadu.



FORM NO.I
CERTIFICATE TO BE GIVEN BY THE CONTROLLING

Certified  (i)  that  ……………………………………………….  Is  a  permanent  Government 
Servant/an Approved Probationer/a Contract Officer/a Re-employed Officer and eligible for the Leave 
Travel Concession under the rules.

(ii)  That  necessary entries as required under para (15) of the rules have been made in the 
Service Book of ……………………………………

Signature and designation of the Controlling officer.

FORM NO.II
CERTIFICATE TO BE GIVEN BY THE GOVERNMENT SERVANT

(a) Certified that the advance for the Leave Travel Concession drawn by me during the 
previous block year, has been fully adjusted.

(b)  Certified  that  the  journey  has  been  actually  performed  by  me/my  wife  with 
…………..Children/…………………. Children from/to the declared place of visit.

(c) Certified that for the railway journey included in the Leave Travel Concession bill, myself 
and members of my family traveled by the ……………. Class which the claim is made.

(d)  That  my  husband/wife  is  not  employed,  in/that  my  husband/wife  is  employed  in 
Government  service  and  the  concession  has  not  been  availed  of  by  him/her  separately  for 
himself/herself or for any of the family members for the concerned block of two years.

Signature of the Government servant.



FORM NO.III
PARTICULARS REQUIRED TO BE FURNISHED ALONG WITH 

THE APPLICATION FOR EARNED LEAVE

a) Name and basic pay of the Government Servant :

b) Designation and office in which attached :

c) Dates and place of proposed visit :
(onward and return journey)

d) Mode of travel :

e) List of family members availing the concession
with name, age, and relationship with the 
Government Servant :

13. ……………………………..
14. ……………………………..
15. ……………………………..
16. ……………………………..

f) Cost of tickets:(with break-up details) : Rs.

Signature of the Government Servant.

By G.O.No.464, Finance(Allowances) Department dated 23.11.2001 orders have been issued on the 
revised classification of Government servants for regulations of journeys as air or rail.

In view of the need to reduce administrative expenses of the Government, and as a measure of 
enforcing economy in expenditure, the Government, after careful consideration, hereby revised the 
eligibility for travel in different classes by rail/air as follows:

Class of Travel Eligibility
Air travel by executive class Pay scales of Rs.22400-525-24500 and above
AC first class by rail Pay scales of Rs.17400-500-21900 and above
Air travel in economy class 
outside the state and 2 AC 
travel by rail

Pay scales of Rs.12000-375-16500 and above 
(including senior scales of All India Service 
Officers)

First class or AC-3 tier travel Pay scales of Rs.8000-275-15300 and above
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