
Sub :- ACP – Simplified Procedure  

Sr. 
No. 

Existing Procedure New Procedure 

1.  Applicant submits his/her application to 
Admin branch. 

 

1. The applicant will make an online 

request to DDO by giving  following 

undertaking:  

a) That there is no pending enquiry 

against him. 

b) There is No Service break during the 

period of ACP. 

 

2. DDO will examine the case and 

forward it to ACP Manager in the 

office of CE/HQ. 

3. ACP Manager will verify the facts 

and make recommendation online 

on the system and forward it to 

CE/HQ. 

4. The CE/HQ after getting himself 

satisfied will approve or may send it 

to Principal Secretary if it is so 

required. Principal Secretary will 

take the action online and send it 

back to the CE/HQ office online. 

5. Automatically the sanction 

regarding the action will be 

generated online by the system, the 

moment the competent authority 

approves the case and a copy of the 

sanction letter will be sent to the 

6.  Admin Branch Superintendent marks the 
application to Diary Clerk. 

7.  Diary Clerk registers the application in Diary 
Register and assigns a Diary Number. 

8.  Application delivered to marked assistant. 

9.  Assistant marks the application to clerk. 

10.  Clerk puts up the application in concerned file 
and mark the file to assistant. 

11.  Assistant examine and mark the file to 
concerned Assistant dealing with ACRs. 

12.  Assistant dealing with ACRs mark the file to 
dealing assistant after attaching ACR report . 

13.  Assistant examine and deal the file. 

14.  Assistant marks the file to Superintendent. 

15.  Superintendent marks the file to ADFA for 
vetting. 

16.  ADFA down mark the file to Superintendent 
after vetting. 

17.  Superintendent marks the file to Assistant. 

18.  Assistant examine and deal the file. 

19.  Assistant marks the file to Superintendent. 

20.  Superintendent marks the file to Registrar. 

21.  Registrar marks the file XEN/HQ. 

22.  XEN/HQ  marks the file to CE/HQ. 

23.  CE/HQ gives the approval and down mark the 
file to XEN/HQ. 

24.  XEN/HQ down mark the file to Registrar. 

25.  Registrar down mark the file to 
Superintendent. 

26.  Superintendent marks the file to assistant. 

27.  Assistant down mark the file to Type Clerk. 

28.  Type Clerk type the draft and marks the file to 
Assistant. 

29.  Assistant Checks the draft and forward the 
draft to Superintendent for signature. 

30.  Superintendent signs the draft and marks the 
file to Dispatch Clerk. 

31.  Dispatch Clerk assigns a dispatch number and 



marks it on sanctions. following:- 

i) Applicant 

ii) DDO 

iii) CE/HQ 

 

Note:-Copy of sanction letter shall be 

pasted on the service book of the 

employee by DDO. 

 

 

32.  

Dispatch clerk sends the sanction to applicant 
and concerned branches and marks the file 
back to corresponding assistant. 

 


