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File No. A-36019/1/2025-Estt.
HRd "W¥adR/Government of India

TR J1He @rer 3R T faRur Sarer@/Ministry of Consumer Affairs Food &
Public Distribution
IUHIHT He fAMFT /Department of Consumer Affairs

Y He, 78 feh
f&1e: | 3-04.2026
OFFICE MEMORANDUM
(@rafer $maH)

Subject: Channel of Submission in r/o Estt. Division, Department of
Consumer Affairs - reg.

In order to maintain uniformity and consistency in the processing of
establishment-related matters. a detailed Channel of Submission in respect of
matters dealt by the Establishment Section is enclosed for information and
compliance by all concerned.

Digitally signed by
BAL KRISHNA THAKUR
Date; 17-04-2026
14:37.58

(Bal Krishna Thakur/&Tel 31 3IgR)
Under Secretary to the Govt. of India
R G, IR PR

To

i. Officers/officials (Estt. Section).

Copy for information to:

1. US(P&C), DoCA.
2 Nre, Dol k-
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CHANNEL OF SUBMISSION

ESTABLISHMENT SECTION
S. Category/item Channel of Level of Final Disposal
No. | Submission

1. Appointment /Promotion (including ad-hoc)/MACP cases

Other than LM Cadre

All Group ‘A’ posts SO/US/(DS/Director) Secretary
@) 1S
(b) All Group ‘B’ (Gazetted & Non | SO/US/(DS/Director) Secretary
Gazetted) IS
(c) | All Group ‘C’ posts SO/US (DS/Director)
For LM cadre
(a) All Group ‘A’ Posts SO/US/DS/Director) Hon'ble Minister
S
(b) All Group ‘B’ Posts (Gazetted & Non | SO/US/DS/Director) Hon’ble Minister
Gazetted) S
{c) | All Group ‘C’ posts SO/US (DS/Director)
2. Framing/famendments in the recruitment rules
Group ‘A’ posts SO/US/{DS/Director) Hon’ble Minister
(a) 1S
(b) Group ‘B’ posts SO/US/(DS/Director) Hon’ble Minister
1S
(c) | Group ‘C’ posts SO/US/ADS/Director) | AS/JS
3. Advances
Grant of House Building Advance and SO/US Deputy
(a) Personal Computer & Medical Secretary/Director
Advance
Grant of Travelling Allowance SO Under Secretary
(b) Advance, LTC Advance, Festival, 10
days Leave Encashment during
availing of LTC
(c) Children Education Allowance SO/MUS (DS/Director) as HOD
Advances for Payment of Court fee or SO/US (DS/Director)
(d) payment to Gowvt. Counsels as per
rates approved by Ministry of Law
Reimbursement of legal expenses SO/MS (DS/Director)
(e) incurred by Govt. Servants in cases
arising out of their official duties
4. Advance/Withdrawal from GPF
(a) | Grant of GPF, Withdrawal/Advance SO/Us (DS/Director) as HOD
5. Grant of Honorarium
(a) Up to Rs. 2500/- in a year SO/USKDS/Director) Secretary
1S
(b) More than Rs. 2500/~ in a year SO/US/(DS/Director) Secretary after
S consultation with IFD
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S. Category/ltem Channel of Level of Final Disposal i
No. Submission
6. To define the limits of Govt. Servants sphere of duties / Work allocation
@) Group ‘A’ Officers of the level of S0/ US Secretary
DS/Dir. and above /(DS/Director)/JS
(b) Group ‘A’ officers below DS/Dir & | SO/US/(DS/Director) AS/JS
Group ‘B’ Officers
(c) | Group‘C SO/US (DS/Director)
7. Extension of Joining time on transfer
(a) Extension of Joining time — Group ‘A’ & | SO/US/DS/Director) AS/JS
‘B’ officials
{(b) | Group ‘C’ officials SO/ US (DS/Director)
() Credit of unavailed joining time in SO/US (DS/Director)
the Earned Leave Account
8. Forwarding of Applications for Deputation
- For officials of the rank of DS/Director and Above
(a) (i) At the stage of forwarding of | SO/US/DS/Director) 'Secretary
application NS
(b) (i) At the stage of relieving of the | SO/US(DS/Birector)/ Secretary
officer concerned JS
- For officers below the rank of DS/Director
(i) At the stage of forwarding of | SO/US/(DS/Director) AS/JS
(a) | application (on recommendation by the
concerned Head/Division in-charge)
(b) (i) At the stage of relieving of the | SO/US/DS/Director) AS/JS
officer concerned
9. Annual Increment for all Groups of Officers
(a) Annual Increment for all Groups SO us
of Officers
10. YP Engagement
. SO/US/(DS/Director) Secretary after
() | Advertisement Stage 1S consultation with IFD
(b) Offer of Appointment SOIUSI(%SSIDirector) Secretary
(c) Appointment Order SO/US/(DS/Director) AS/JS
: SOMS/HDS/Director) Secretary after
(d) | Extension of tenure 1S consultation with IFD
{(e) Relieving SO/US/(DS/Director) AS/IS
() Remuneration to YPs/Sr. YPs SO us
(@) Leave SO/US/(DS/Director) Secretary
S
SO/US/(DS/Director) Secretary after
(h) | Amendment in YP Guidelines S consultation with IFD
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S. Category/item Channel of Level of Final Disposal
No. Submission
11. Consuitant Appointment
. SO/US/ADS/Director) Secretary after
(&) Advertisement Stage 1JS consultation with IFD
. SO/USHDS/Director) Secretary
(b) Offer of Appointment /1S
. . SO/USHDS/Director) AS/JS
(©) Appointment Order 1S
(d) Salary SO us
(e) Leave _ Reporting Reviewing/Controlling
. - SO/US/(DS/Director) Secretary after
() | Amendment in Consultant Guideline /1S consultation with IFD

12. Transfer /Posting of Officers within Department

(a) Group ‘A’ officers of the level of DS/Dir. SO/ Secretary
and above US/(DS/Director)/JS
(b) | Officers of and below US/DD level SO/US/(DS/Director) AS/JS
{c) | Group ‘C’ officials SO/US (DS/Director)
13. Medical Claims
(a) Condonation of delayed submission of | SO/US/(DS/Director) AS/JS
medical claims
(b) Appointment of AMA under CS (MA) | SO/US/(DS/Director) AS/S
Rules
14. Nomination for Training/ NoC for Higher Education
{a) | Upto the level of US SO/US/(DS/Director) AS/IS
(b) Above US level SO/US/(DS/Director) Secretary
/JS
15. E-Office
ID Creation for contractual/outsourced SO/MUS (DS/Director)
(@) staffs & employees of
other/subordinate office posted on loan
basis
16. Pension
All  Pension/Family pension cases | SO/US/(DS/Director) AS/JS
(a) | including ancillary payments like Leave
Encashment, CGEGIS
17. Seniority List of LM Cadre including IILM
(@) | Group ‘A SOIUSI(I?JE‘;‘D:rector) Secretary
(b) | Group ‘B’ SO/USKDSIDirector) AS/JS
18. Miscellaneous
(a) VIP Representation SO/USHDS/Director) | Reply to the VIP by the
1JS addressee
(b} SO/US/(DS/Director) AS/IS

Reply to Audit Para
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S. Category/item Channel of Level of Final Disposal
No. Submission
©) Forwarding representation to | SO/US/DS/Director) Secretary
DoPT/DoE.
Forwarding representation to | SO/US/HDS/Director) ASIS
(d) | DoPPW/MoHFW and other Nodal
Deptt./Min.
Appointment of personal staff to the | SO/US/(DS/Director) Secretary/Hon’ble
(e) | Hon'ble Minister upon his/her 1JS Minister
recommendation
(f) | Hindi Quarterly Report SO/US (DS/Director)
(@) | Retirement order in normal cases SO us
Forwarding of Service Book and SO/US (DS/Director)
(h)
LPC
(i) Reporting of vacancies to | SO/US/(DS/Director) AS/JS
SSC/UPSC _
0 Compassionate Appointment SO/US/HDS/Director) Secretary
S
Deployment  of duty of | SO/US/(DS/Director) AS/S
(K) | Invigilators/Supervisors for
Examination
ASNS
19. NOC for passport SO Upon approval, US is
authorized to issue NOC
20 Submission of appointment matter | SO/US/{DS/Director) AS/IS

to UPSC/SSC
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