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Applications to Government :

Rules for the preparation, submis-
sion and disposal of the —

GOVERNMENT OF BOMBAY,

PoLrTicAL AND SERVICES DEPARTMENT.

; oo :{q
' Resolution No. OFC. 1058-B, L0 \ 60 \ 05 ‘ ‘ 517—1‘

1958,

RESOLUTION.

In order to have a uniform procédure for all the areas of this
«State, and in supersession of the orders contained in Government
Resolution, Political and Services Department, No. 2034/34 of 14th
-August 1950, and of all the orders that ma have been issued in this
respect by the former States of Ma va Pradesh, Hyderabad,
Saurashtra and Kutch, Government is pleased to prescribe the
accompanying rules® for the preparation submission and disposal of
applications to Government. ~Attention is particularly invited to the
Rule 3 of the Rules which lays down that anonymous applications are
“to be investigated when specific instances, which are of sufficient public
importance and capable of verification are mentioned therein,

2. The Rules should be published in the Bombay Government
‘Gazette in the form of Notification,

3. The Examiner of Books and Publications to the Government
of Bombay should arrange for the translation of the Rules into the
‘recognised regional languages of the State, viz., Marathi, Gujarati and
Hindi (in Devnagri scri;t) and to forward the translation to the

Director, Government Printing and Stationery, Bombay, who should
-arrange for their printing.

4. The Director, Government Printing and Stationery, should be
requested to keep in stock sufficient number ‘of copies of the Rules in

English and in the recognised regional languages for sale to the public
and for supply to offices requesting additional copies.

5. The Departments and offices of Government should observe
‘the instructions strictly with a view to achieve the object of curtailing
avoidable work in Government Departments and offices. Steriotyped
replies in respect of applications which need not be attended to, should
‘be cyclostyled or printed in order to reduce the typing work. = At the
-same time, whatever applications are required ‘to be attended to should
be dealt with promptly and efficiently, and with the fullest possible

understanding and sympathy so as to do adequate justice to the
applicants,

By order and in the name of the Governor of Bombay,

N. T. MONE,
Chiet Secretary to the Government of Bombay, _
Political and Services Department,

*Printed a5 an accompaniment to the Government Resolution,

/
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To

The Secretary to the Governar, )
The Private Secretary to the Chief Minister,
The Personal Assistants to the Ministers ang Deputy Mlnisters,
e Clerk-typist to the Parllamcntnr_y Secretary g the Chicf
Mim’ster,
The Director of Publicity, Government of Bombay,
'e¢ Examiner of Books and Publications (o the Government of
Bomb

All the Commissioners,
All the CuIJectors,

All the Heads of Departments and Offices under the severa]
Departments of the Secretariat

°f Bombay f
*By letter, ‘
_—
No. of 1958,
Copy forwardeq for information and guidance to
e 3

Acoompanlrnent to Government Rcso!ution, Political ang Services.

Department, No. OFC, 1058-B, dated the 3rd December 1958/

Agrahayan, 12, 1880.
Povrrrcay, anp SERVICES Dnmnmmr.

; 3rd D ber 1958,
Sachlvalaya, Bombay, iE ahe:;::iz 183,

NOTTFICATION :

No. OFC, 1058~B.-—Government is pleaged ¢ Preseribe the follow-;
ing revised rules for the breparation, submission ang disposa] of

RuLes ror mgg PREPARATION, SUBMISSION anp DISPOSAL oF
APPLICATIONS 719 Goverweny,

OT the purpose of these ryles the term « Applicatiop shall incluge-
all letters or communicationg containing grievances, complaintg,
reépresentations and Tequests for advice and assistance ang which are.
: Y ials.

1. Applications regarding persona] grievancs should be accepted
only from the Persons aggrieved. . Applications to Government made
by or through agents will ordinarily be left unnoticeq.

ications must ejther be delivered personally or forwardeq-
th'rm?,;gh At‘ll;’ghlgislt Office. When forwarded through the Post Office

postage must be invariably paid.
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(b) When a

Will be treateq jn s, APPlcati

n the same p on is proved to be pseudonymous ||

Ter as an gnonymous application,

- ifesﬁ;? application wil) be disregarded if it ig

Unsubstantia] chancteno claim or advancing a ci)aim of an obviously
impossible.

~Jove ertain an application ijf it is found to be
illegible, unnecessarily prolix or couched in unintelligible exaggerated,

disrespecti_ul Oor improper terms. Such applications will be returned
to the parties concerned for amendment,

administration of Civil or Criminal justice, under circumstances which
leave other modes of obtaining redress open under the regulations.

7. In the case of private PErsons appeals in administrative matters
outside the law are not admissible where the n concerned cannot
allege ‘that he has been treated unjustly or has sustained any actual

355, but merely claims some pecuniary or other concession us a matter
grace,

8. Any person havinéosause of complaint against the proceedings
of any Civil Officer of ernment is, in the frst instance, to seek
redress from that Officer’s immediate superior, who, if he declines
compliance, is to give the applicant a written endorsement or order,
setting forth the grounds upon which the request is refused, ‘If the
applicant is disatisfied with this order, he is at liberty to address the
Chief Local Authority and eventually the superior civil authority by
whom the Chief Local Authority is controlled, or, in the event of there
being no such intermediate controlling authority ; Government

Provided that where the issue turns on a question of fact there shall
be only one appeal in respect of the proceedings of any gazetted officer
or of a decision in appeal by such an officer,

9. The preceding rule is not to be interpreted as precluding the
Chief Local Authority or controlling authority from using their
discretion regarding the presentation, direct to themselves, of applica-
tions and complaints which have not been previously submitted to
officers subordinate to them.

10. Government will not however receive an application on an;
matter, unless it shall appear that the applicant has already applied to
the Chief Tocal Authority, and, where such exists, to the controlling
authority. The applications o the Chief Local Authority and to the
controlling authoritles, or coples of them and the answers to, or orders
upon, those applications, in original, or copies of them, must be
annexed to all applications addressed to Government, _ The copies
required by these rules are not required to be certified coples. Applica-
tions by telegraph will in most cases violate these rules and will not
generally be answered or be attended to, :

(cepr)L-AG. A D.H 280—2’(2.000-9-00)
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i i fficers of
: notice will be taken by Government and its 0
applgatig\os from communal organisation and political matters.

hould be addressed to only une individual, ln_
Government, either the Minister or the Secretary of the Depa'rtmcnt
concerned. If it is found that the application is addressed to dxﬁgrijr:
individuals in the same or diflerent Departments concerning the same
ynatters, no notice will be taken of such applications.

£ local or controlling

service except those
will as a rule, be left

12. An application §

13. Applications for situations in the gift o
authorities or for admission into the public
received in response to an advertisement,
unnoticed.

14. Government will not entertain an qppeal_ from a person én
the employment of a local board, a municipality, a notified area
committee, or a sanitary committee, in _respept of any ‘actlon or
decision on the part of the authority employing him, affecting the terms

of his employment.

ployees of School Boards, the

1 the em t
This rule does not apply to the B Bon

terms of whose employment are regulated by the
Department.

15. (a) Applications to Government from persons i.n. the service
of Government relating to any matter affecting their official position
will not be entertained unless forwarded through their official superiors.
Government servants who may have occasion to address applications
of appeal to the Ministers may however send an advance copy of the
application to the Minister concerned. None-the-less a Government
servant should not forward an advance copy of an application to the
Minister if his original application is not addressed to the Minister but
is addressed only to an officer of Government.

(b) Every officer in civil employ wishing to apply to Government
should do so individually.

16. When a Government servant desires to put his case personally
before the Minister he should first ask for permission for a interview
with the Minjster concerned through the proper channel and on such.
permission being granted, he may see the Minister. Heads of Offices
and Departments should not withhold such applications for interviews
when addressed to the Ministers through them, for this purpose,

17. Government servants who are personally acquainted with the
Ministers are free to visit the Ministers without obtaining permission
through the usual channel, but it will be expected that during such
visits no representation will be made regarding official matters in
which they are personally concerned.

18. Government servants are not expected to ventilate their
grievances through extra-departmental authorities and private bodies
or individuals. If avplications on official matters from Government
servants are received through any channel other than official superiors,

they will be returned.

19. Nn appeal is admissible from a person in the service of Govern-
ment when the action desired by such person is in the nature of a favour
and not of a right or when such person has failed to obtain an appoint-
ment to which considerations of seniority are not usually held to apply.
When an application of appeal of this nature is received, it will be
returned to the applicant with an endorsement referring him 1o this

rule.

20. Government after passing a final order on an appeal made
to it. will not notice a second application on the same subject, unless
new matter requiring special consideration is introduced.
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n
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N i8 to be returned as not being drawn up
been j Or-w&rdi“z leg: 1y with the preceding rules, it will %e returned
applj \nfringe . co I specifically polnting out which of the rules has

ANt Will be atraebOf the particular rule Infringed by the
PART ed to the forwarding letter.
II—-.IM!T‘U,CﬁOnS IOT the

93 ( guidance of Government Departments.
e (a) A .

bodies a5 \Jelllisaﬁph“tlons from private or non-official persons or

are recejved 4 om officers not in the service of Government which

acknowledged ;ﬁct by a Government Department should at once be
() Whe th an intimation that they will be considered.

a deljvery bt;nc\lf:l person forwards an application by a messenger with

by the Recelpt %’i fOI:' m the entry in the book or form should be signed

be satisfieq that the: < ;o that the person sending the application may

plication has been delivered appropriately by
e m £ 5 Y P 2 y .
. such c:z‘;nag]:;_ Formal acknowledgment letters shouﬁl be issued in
(c) When u de i icati i
. matter of whic, partment which receives an application, the subject

Brst Fue, pertains to another department, the department which
it to th Cl;es the application should acknowledge it before transterring
t te ,hEPartment concerned for disposal, intimating at the same
€ to the applicant that the application has been transferrea to
a particular department and that he should address all further
Correspondence in the matter to the department to which his applica-
tion is transferred, If the applicant continues to address his
communicatiops on the same matter 1o the original department without
giving sufficient reasons, such communicationg should be disregarded.
24, The following

classes of applications should not be
acknowledged : — PP

(a) Applications by telegrams, other than those on subjects of
general public interest received from public bodies or recognised
associations.

(b) Applications once acknowledged and returned to the
applicants under the rules which are received back after compliance
with the Rules.

(c) Applications for situation in the gift of local or controlling
authority or for admission into public service.

(d) Applications against orders already declared to be final.

‘% 25. In the case of applications such as those referred to in the
Y

preceding rule, no further action will ordinarily be required except in
the following cases : —

(a) Applications which deal with subjects which have not been
fully considered by Government or upon which no orders have been
passed ;

(b) Applications which recite new facts which were not within

the ‘cognisance of Government when they were first considered or
orders were passed thereon ;

(c) Applications which relate to specific grievances not brought
to the notice of Government before,

26. (a) Applications should be ~read carefully and dealt with
promptly, expeditiously and satisfactorily. If delay in their disposal
is likely to occur, the applicants should be informed accordingly and
given an indication when a reply can be expecfed. It should be borne
in mind that every Government servant is a servant of the public

and that the public have a right to expect courtesy and care in the
disposal ‘of applications for advice and assistance.
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LTy ' rit
(b) Al applications should be labelied *Urgent' by an suthesly
not below the rank of an Assistant Secretary. et. every stage and
should himself supervise the disposal of the case a y
h

lication marked
e idable delay occurs. Every app _ ik
‘S‘gl‘lglgnstﬁrsligﬁfdnges:gia;ﬂtted by the Branch or Section dealing wit
it within

e
a week of its receipt unless the time is extended by th
As

Sistant Secretary in any particular case, '
(¢) If any matter requires to be seen and r.-on:u]ddm'edl ‘%y Tnosrsi (;hfag;
one department of the Secretariat the papers should not be

several days or weeks from one department to another, but they

should be disposed of within a week ordinarily by discussion between
Secretari

les or Deputy Secretaries. Arrangements should he made for
such discussion re

i tween the depart-
gularly twice or thricg a week be
ments concerned. The department dealing with the matter should
See that this is done.

- : : istrict Officers

(d) If replies are not received promptly {rom the District Of A
such casessh%uld be put up for disciplinary action. The _Dns;;_rmf
Officers will be held personally responsible for delay occurring in offices
under their control..

27. When an application is received against a Goyernmen; st‘erva.nt
from a private individual making definite sllegations against mrg
regarding corruption, dishonesty, favouritism, immorality, ete., au
where some insta

nces likely to lead to a successful enquiry are quoted,
only the purport of the complaint should be iorwarde_d for report. In
case it is felt that mere purport of complaint is not likely to help the
officer concerned to make an enquiry, a copy of the complaint may
be sent, but in that case the name of the complainant or any gther
information which is likely to lead to identification of the complainant
should not be given unless

it is considered that the enquiry would.
suffer in the absence of these details,

28. In case an application is addressed by a person (either
an official or aq non-official) to Government through a subordinate
officer, the officer through whom the application is forwarded should
pass it on to Government only if th

e officer concerned himself is not
fully competent to take action thereon,

3G. Applications written In a recognised regional language of the
State or applications written in English byt sign
regional language of the

ed in a recognised
State would be replied to in the language
in which they are written or i

signed, " (Applications written or signed in
Hindi in Urdu script should be replied to in Hindj in Dev .
(vide Government Resolution, Political and Services Departmen’c‘,
No. OFC. 1059-B, dated the 17th July 1959.)

31.  (a) The words “ Petition " and

. " Petitioners” shoulq not he
used in official business in connection with any communication which
is of the nature of an application or memorial

(b) Applications should not be replied to except in the letter form,

By order and in the name of the Governor of Bombay,

N. T. MONE,
Chief Secretary to the Govern:

k ment of Bombay,
Political and Services Department, ‘-
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1) Hemraj Jagannath Fedade v/s The State of Maharashtra and Others (5973/2020)
paragraph number 4:-

We are not convinced by the credentials of the
lay person cannot be permitted to question matter
Education Department. Neither any co-em
said to be stake holders, are arrived by
order of this Court dated 13" April 2016

2) Combined order in Pratidnya chavan v/s The State of Maharashtra and Others
(6973/2020) and Jyoti Biradar chavan v/s The State of Maharashtra and Others (5973/2020)
para number 7:-

We direct the Deputy Director of Education-
entertain any complaint from any political outfits, byst
with the Educational Institutions, until further orders fr

desires to go into the approval granted to any teacher, he shall first verify the records and he
shall refrain from entertaining complaints from any stra

ngers as directed above.
3) Sandeep Chudaman Shinde vis The State of Maharashtra and Others (7740/12021)
paragraph number 18:-

A G.R. dated 26.12.2019 has been
of Maharashtra directing all Education Auth
complaints from strangers and unconne
Education Department should refrain fro
be extremely alert and diligent, more s
employees or jeopardizing the career of

petitioner. In service jurisprudence, a
8 which fill within the realm of the
ployee nor the Educational Institution, who can be
the approvals granted to the teachers pursuant to the

Shri Anil Sampatrao Sabale, not to
anders or those wholly unconnected
om this Court. If the Deputy Director

issued by the Education Department of the State
orities and other Authoarities, not to entertain such
cted persons. We, therefore, conclude that the
m entertaining complaints from strangers. It has to

0, to avoid the department being used for torturing
teachers / employees
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"5. Time and again, we have cautioned the State Authorities not to entert_atn the
ted with the

applications filed by social workers or bystanders or persons unconnec
organization and who have not suffered any personal legal injury.

6. In several cases, we have noticed that the persons describing themselves as
social workers, lodge complaints against teachers and professors working in
Schools, Colleges and Universities and hold out threats to the education department
to compel them to commence roving inquiries against such employees. We have
directed that such complaints should not be entertained. In some matters, we have
also held that, Writ Petitions filed by such persons who intend to settle a personal
score or pray for roving inquiries, should not be entertained.

7 The learned Senior Advocate appearing for the Petitioners submits that
Respondent No. 5 herein, has lodged several complaints against the Petitioner

Institution and has also started filing RTI applications seeking personal information
about the employees and the management of the Institution, though he is completely

unknown and unconnected with the institution.

8. Respondent No. 6 - Dr.Bhausaheb B. Chavan, who is the Deputy Director of
Education, Nashik, has tendered an affidavit in reply from page 101, along with
several documents, upto page 155. He has tendered an apology and has
categorically stated that the impugned orders and the impugned notices issued by
him, stand withdrawn, forthwith. He further submits that after noticing several orders
passed by this Court, which have been referred to herein above, he has stopped
entertaining the complaints filed by strangers or bystanders and would not entertain

such complaints anytime in future.

9. We were contemplating suo moto action against Respondent No.6, since we find
that though he was aware of our earlier orders referred to in the above paragraphs,
for reasons best known to him, he has wholeheartedly entertained the applications
of Respondent No. 5 and has highhandedly issued an order to register an FIR

against one senior member of the Management.

10. Respondent No.5 appears to be habituated to holding out threats of self
immolation, before various Deputy Directors of Education. Some of such complaints
are placed before us by Respondent No.6, along with his affidavit in reply. These
threats are aimed at terrorising the Government Officials. In view of such
circumstances, we permit Respondent No.6 to lodge police complaints against
Respondent No.5, whenever he holds out a threat of self-immolation or any such
precipitative action or threat of fasting, etc., more SO, in the light of the judgment
delivered by this Court [Coram: Abhay S Oka (as His Lordship then was) and

7 ¥ Yt

D
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Sand ;
Vittha?rea% ﬁidihmde' 3], on 12.12.2018, in Writ Petition no.8987 of 2018 (Balasaheb
eV/s The State and another), at the Principal seat.

é:'cy;:,;w;ctththe Registrar (Judicial) to place a copy of this order before the Chief
Administratio eDState of Maharashtra, as well as, the Principal Secretaries, General
order o is N Department and the School and College Education Department, in
Authoritie Sue strict directions to all the Education Departments and the Statutory
apaa ts _to refrain from entertaining such complaints/ applications/
Notif r]at|ons or of threats, by unconnected people, more so, in view of the

otification dated 3rd December 1958, the Circular dated 26" December, 2019 and
the Government Resolution dated 14th October, 2019 referred to herein above.”
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