
Sub :-  Show cause notice/Charge Sheet—Simplified Procedure  

Sr. 
No. 

Existing Procedure New  Procedure 

1.  Branch forwards the application 
complete in all respect to Admin 
Branch 

 
1. Whenever Competent Authority orders to 

issue SCN/CS that SCN/CS would go to 
concerned employee (Online) on his ID, with a 
copy to concerned CE and concerned Head of 
the Branch on his Login ID + Hard copy 
generated by system with digital signature. 

 
2. The concerned employee gives reply within 

time to CE/HQ or Principal Secretary Office 
online directly. 

 
A. The Designated officer for this purpose in the 

office of CE/HQ or Principal Secretary will 
examine the case and if the employee admits 
his/her charges in the reply then the 
Competent Authority will decide the case on 
the punishment issue online and the decision 
of Competent Authority will go to the 
concerned official with a copy to concerned CE 
and to the Head of the Branch on his Login ID 
+ Hard copy generated by system with digital 
signature. 

 
B. If the employee does not agree with the 

charges leveled against his/her, then the 
designated officer will send the case online to 
CE/HQ or Principal Secretary for appointing an 
Inquiry Officer. 

 
3. The Designated officer forwards the CS/SCN 

and the reply of the employee to the Inquiry 
Officer online. 

 
4. Inquiry Officer after doing regular Inquiry 

submits the report to CE/HQ or Principal 
Secretary online. 

 
5. The Designated officer in the office of CE/HQ 

or Principal Secretary will examine the Inquiry 
report and then submits to the Competent 
Authority for orders. Simultaneously, a copy of 
the enquiry report shall be given to the 
concerned employee also by the designated 

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

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

4.  Application delivered to marked 
assistant. 

5.  Assistant marks the application to 
clerk. 

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

7.  Assistant examine and deal the file. 

8.  Assistant marks the file to 
Superintendent. 

9.  Superintendent marks the file to 
Registrar. 

10.  Registrar marks the file to XEN/HQ . 

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

12.  CE/HQ gives the approval and down 
marks the file to XEN/HQ 

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

14.  Registrar down mark the file to 
Superintendent. 

15.  Superintendent down mark the file to 
Assistant. 

16.  Assistant down mark the file to Type 
Clerk. 

17.  Type Clerk types the draft and marks 
the file to assistant. 

18.  Assistant checks the draft and forward 
the Draft to Superintendent. 

19.  Superintendent forwards the draft to 
Registrar to sign 

20.  Registrar signs the Draft and down 
marks the file to Superintendent 

21.  Superintendent signs the Draft and 
down marks the file to Dispatch Clerk. 

22.  Dispatch Clerk assigns a dispatch 



number and marks it on sanctions. officer.  
 

6. If the Competent Authority feels to give 
Personal Hearing ,the date will be conveyed to 
concerned employee and a copy sent to on his 
Login ID + Hard copy generated by system 
with digital signature to: 
 

I. Concerned CE 
II. Concerned Head of the branch 

 
7. After the personal hearing the order of 

Competent Authority will go to concerned 
employee and a copy sent to on his Login ID + 
Hard copy generated by system with digital 
signature to 

I. Concerned CE 
II. Concerned Head of the branch 

 

23.  

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

 


