
No. A-60011/1 62/2021-Admn. IV (LA)
Government of India

Ministry of Law & Justice
Department of Legal Affairs

BEi:IBW:gr:::,,Uk
OFFICE MEMORANDUM

Subject :- Standing Orders of Channel of Submission of the Department of
Legal Affairs - reg.

The undersigned is directed to enclose herewith a revised consolidated Channel of
Submission of the Department of Legal Affairs on the basis of inputs/ comments/
feedback received from all the concerned Divisions/Sections/Unit/Cell.

2. Final disposal of cases involving financial implication will be done by the officer /
HoD as per financial power delegated to him /her as provided in DFPR 2024, GFR 2017
and other instructions / guidelines issued by the concerned Ministries / Departments/
Authorities from time to time.

3 This issues with the approval of the Competent Authority in the Department.

Encl : As above

,,„?
Under Secretary to the Govt. of India

Tel. No. 23380015
To

1 All Group Heads [Sr. PPS to AS (AM)/PPS to JS&LA (SSD)/PSO to JS(AKA)/PSO
to SGA(MCP)/PPS to JS&LA (RJRKB)/PPS to JS&LA (NK)/PSO to JS&LA
(JB)/PPS to JS&LA (MM)/PPS to JS (AG)/PSO to JS (PCP)].

2.

3.

4

5.

6.

7.

The In-charge, Litigation (LC)/ Litigation (HC)/Litigation (CAT).

The In-charge, Central Agency Section, 2"d Floor, ILI Building, New Delhi.

Law Commission of India [Shri Umashankar Thakur, Director], 2nd Floor, Lok Nayak
Bhawan, Khan Market, New Delhi.

The In-charge, Branch Secretariats (Mumbai, Chennai, Kolkata, Bengaluru).

The Director, NIC Cell, Department of Legal Affairs. [for uploading the enclosed
Channel of Submission on the website of the Department of Legal Affairs]

All Sections/Units/Cell of the Department of Legal Affairs (Through e-Office Portal
and website of the Department).

Copy for information to:-

(i) PS to Hon’ble MoS (1/c) L&J
(ii) PSO to Law Secretary.

Copy also for information to:- DARPG with reference to their OM No T-11/2/2024-
ARC-DARPG dated 26.05.2025
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Government of India

Ministry of Law & Justice
Department of Legal Affairs

++++++++++

STANDING ORDERS OF CHANNEL OF SUBMISSION

COMMON GENERAL INSTRUCTION FOR CHANNEL OF SUBMISSION

IsI. lsubject
INo.

A

[3

a

r
S

a

e

lunder Rule 377
O

Ion Items
a

I(Furnishing of information)
a
Matters
)

[6

A

[8

IRTI First/ Second Appeal

Subject

e1

a. Group C
b. Group B
c. Group A

Framing of or important
mendments to Recruitment

Rules for posts of Heads of
It or Service Rules forDe

Services)()

Dated the 18th November, 2025

e

me Dee
11

mI

IDisposal

W/WrmI
mI
mI
mr
mI

Mma r
®ma mwm=
Wma r
®®a r

TI

menmr
IHand/ SOmmmr

JS/AS

ma
jsecretary
mltsstt(L)/

SO/SO
IUS/CPIO IFAA/JS

ADMIN – 1

ILevets of Submission of Files

Isposanae .eve

IJS/ASIDS/Dir
ILaw Secretary ILaw Minister

ILaw Secretary ILaw Minister

;o/soIus
IDS/Dir. IJS/AS
IDS/Dir. IJS/AS
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No. A-60011/162/2021-Admn.IV (LA)

IAcceptance of recommendations
lof Departmental Promotion
Committee (DPC) –

a. Group A
b. Group B (Gazetted)
c. Group B (Non-Gazetted)
d. Group C

IDS/Dir IJS/AS ILaw Secretary ILaw Minister
\so/solus/DS/Dir. IJS/AS ILaw Secretary
\SO/SOIUS/DS/Dir. IJS/AS ILaw Secretary
LSO/soIus l– IDS/Dir.

13. e

lantecedents
I

ill be fixed in consultation with
Integrated Finance where this is
jrequired under the existing
jinstructions)

Appointment/Promotion/
Permanency –

a. Group A
b. Group B (Gazetted)
c. Group B (Non-Gazetted)
d. Group C

ms

RAm/

mI
mI

IDS/Dir bs/AS
IASO/solus/DS/Dir. ILaw Secretary

rSO/SOIUS/DS/Dir. IJS/AS
ISO/SOl US

ILaw Minister

FLaw Secretary
IJS/AS
IDS/Dir.

rE:r
1(Concurrence of FA will be
:aken wherever required as per

necessary instructions on the
lsubject)
IGroup A, B & C IDS/Dir. IJS/AS ILaw Secretary ILaw Minister

Fcreation of posts for new Assets
I(Subject to the general and
jspecific instructions issued by the
IM/o Finance and DoPT)
Establishment matters –

Delegation/Deputatil
on of officers for
training, attending
conferences etc
abroad :

a

(Concurrence of FA will be taken
'herever required as per

jnecessary instructions on the
lsubject)

Iso/us IDS/Dir ILaw Secretary

Officers of the level Iso/us
up to Director &
equivalent
Officers of the level Iso/us
of Joint Secretary &I
above

i

11

b. Training within India:
IGroup A
IGroup B
Wr IpC

IDS/Dir

IDS/Dir.

IS/AS

IJS/AS

ILaw Secretary

ILaw Secretary

Iso/us
Iso/us
IAso/so

IDS/Dir
IDS/Dir
US

IJS/AS
IJS/AS

ILaw Secretary
ILaw Secretary
IDS/Dir.
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No. A-60011/162/2021-Admn.IV (LA)

c. Administrative matters
relating to General Civil
Service (GCS):

IGroup A
IGroup B (Gazetted)
IGroup B(Non-Gazetted)
IGroup C

IDS/Dir. 1 JS/AS
Iso/us IDS/Dir
IAso/soIus
ISO/soIus

ILaw Secretary ILaw Minister
IJS/AS. ILaw Secretary
IDS/Dir. IJS/AS
-- IDS/Dir.

d. Dispensation with the
Medical Certificate on first
appointment: (FR-10)
Transfer on Lien: (FR 14)

LSO/soIus IDS/Dir IS/AS

e.

IGazetted
Non-Gazetted

ISO/soIus
\so/soIus

IDS/Dir. IJS/AS

IDS/Dir.

f. Posting/ Transfer

Group A
Group B (Gazetted)
Group B (Non Gazetted)

Iso/us IDS/Dir
Iso/us IDS/Dir

kso/soIus

IJS/AS
IS/AS

ILaw Secretary
ILaw Secretary
IDS/Dir.

g. Permission for undertaking
work for private/public
body etc. and acceptance
of fee (SR-11 )

Travel by air by non-
entitled officers (SR-48B)
(Concurrence of FA will be
taken wherever required
as per necessary
instructions on the subject)
Confirmation :

B (Gazetted)

mI mr

h Iso/us IDS/Dir US/AS ILaw Secretary

1.

IGroup IDS/Dir IJS/AS ILaw Secretary ILaw Minister

IGroup B (Non-Gazetted) Iso/us 1 DS/Dir. IJS/AS ILaw Secretary

IDS/DirIGroup C IAso/soIus

j. Forwarding of application- Iso/us IDS/Dir.
Group A

IJS/AS ILaw Secretary

IGroup B & C IAso/soEus IDS/Dir. IJS/AS

k. Appointment on
Compassionate grounds

Fe

Iso/us IDS/Dir. bs/AS ILaw Secretary

mm
mSLn

ma r

[L
References

mJ
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ADMIN-II

ISI. ISubject
INc.

[L

jcases requiring relaxations as provided in HBA
Rules, etc.
S

Power)
a lding

iomputers, Laptop, Electronic typewriters,
IDedicated word Processors, intercom equipment,
calculators, electronics stencil cutters.

Dictaphones, tape recorders, photocopiers,
jcopying machines, franking machines,
jaddressographs, filling and indexing systems, other
jetectricat and electronic equipment etc. and its

,MCs (up to Rs. 2.5 Lakh)
r

jcomputers, Laptop, Electronic typewriters,
Dedicated word Processors, intercom equipment,
jcalculators, electronics stencil cutters.
IDictaphones, tape recorders, photocopiers,
jcopying machines, franking machines,
jaddressographs, filling and indexing systems, other
jelectrical and electronic equipment etc. and its

,MCs (more than Rs. 2.5 Lakh) (with concurrence
lof IFD)
r

ILakh in each case. Expenditure beyond this ceiling
lshall be authorized by the HoD in consultation with
FA, Department of Legal Affairs.
e

[2-

Fg

[5

[6

R a

L

I

jpayment once the number of vehicles and rates
jafter following the GFR is approved by IFD

e

I(upto Rs. 50,000/- on each occasion. Expenditure
lbeyond this ceiling shall be authorized by the HoD
jin consultation with FA, Department of Legal

,ffairs.)
a

me

v ission of Files

Me meme me
III IIII IDisposal

mmr VTr
IHand I I I

tHOD

mr
mI

IDS/Dir.USI I I I

1 11
me
IHand

me
IHand

Fs–a–ltFs

Bsll

me
Hand

MaRI

MUnIme
IHand

me
Hand

me
Hand

ms

lgT–lCR–[DgFHtII
111Fia–in–[DEFeR

®IIIMma
jsecretary

Bo TrHe
IHand

me
IHand

ManI

ms

Ts in
rs
Bm

me
Hand

me
Hand
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No. A-60011/162/2021-Admn.IV (LA)

13. Payment of bills

Fs
IRs.1 Lakh on each case. Expenditure beyond this
jceiling shall be authorized by the HoD in
jconsultation with FA, Department of Legal A#airs.)

15. lshifting/allotment of rooms

[6e

[7o

[8a

[191

a

I(Furnishing of information)
Rw

IDS/Director) (As per approval of LS vide Note
lated 01.04.2025)

w

llevel) (As per approval of LS vide Note dated
lol .04.2025)

FL

ba
1(Airport/NDMC/Supreme Court/Shastri Bhawan)

O

l

F2 o

1(upto Rs.1 Lakh on each case. Expenditure
lbeyond this ceiling shall be authorized by the HoD
jin consultation with FA, Department of Legal

Lffairs.)
e

1(Full power)
r
jin each case. Expenditure beyond this ceiling shall
lbe authorized by the HoD in consultation with FA,
IDepartment of Legal Affairs.)
ml of Uniforms, badges and other articles of
lclothing etc. (Full Powers)

etc

R2

B2

In

IDealing Iso
Hand

memr
IHand

memr
Hand/ SO

memr
Hand

memr
Hand/ SO

memr
Hand

memr
[Hand/ SO

memr
IHand/ SO

memr
IHand

mmr ma
jsecretary

SO/US

:

Bs

Dealing IUS IDS/Dir.1 JS/AS I
Hand/ SO

me
IHand

me
Hand/ SO

memr
Hand

memr
IHand

memr
IHand

memr
IHand

memr T
IHand

Ius

BL

IDS/Dir.

mI

Mmr

®nl
Mmr

Mmr

Mm
mTr

DS/Dir.1 JS/AS

mTr
Mmr

mRr
BRI

BL

BL

mI
mr

DS/Dir.
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ADMIN-III

I. ISubject
N..

v of Files

ee mI

IDisposal
[ o

iConferencing meeting
a. Routine Matters

b. Deputation of the officers of
and above the level of AS

c. Deputation of the officers of
level of JS & above

d. Deputation of the officers bel
the level of JS

e, Approval SCOs
f. Concurrence of IFD

ISO/SO Ius
IDS/Dir IJS/AS

IDS/Dir. bs/AS
ILaw SecretaryjLaw Minister

I(scos)
ILaw SecretaryjLaw Ministerhe IDS/Dir. IS/AS

IDS/Dir. IJS/AS ILaw Secretary

IDS/Dir. bs/AS
fASO/so Ius

ILaw SecretaryjLaw Minister
IDS/Dir. IJS/AS

a

a. Routine Matters
b. Release of Grants in Aid

c. Laying of Annual Report/
Audited Accounts Statement

ILI

IAso/so
Iso/us
IDS/Dir.

US
IDS/Dir
IJS/AS

IDS/Dir. bs/AS
IJS/AS ILaw Secretary
ILaw SecretaryjLaw Minister

[3 HI
a. Administrative Matters

b. Policies, Appointment,
Promotion, Forwarding of
Applications and Conferences
regarding

I

FSupport

ms
IDS/Dir.

®ma
IJS/AS ILaw SecretaryjLaw Minister

ms ®m a

ADMIN-IV(LA) SECTION

I. ISubject
No

ILevets of Submission of Files

Level-I me

IS/AS

me

jsecretary

mI
Disposal
ar o

posts, Appointment through ACC

,ppointmenUConfirmation on nomination from
OLJDOPT/SSC, for the following
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No. A-60011/162/2021-Admn.IV (LA)

Ki) IGroup 'B’ OfFicers/Officials

BIr

[r
rom Ministry :–

Mr

hr
Wr

o

Fr

liiT
MI

a

r

Group 'C’ officials
r

(MACP/NFSG/NFU) to officers/ officials :

bIr

mIn
Fo

ICommittee /Screening Committee

IH e

SSA of CSCS Cadre and also various posts of
ICSS and CSSS Cadre

[8

FR

IR

S

IHon'bte MLJ/Hon’ble MoSLJ
r )
Staff of Hon’ble MLJ/Hon’ble MoSLJ
o

Hon’ble MLJ/Hon’ble MoSLJ
a

a

lstaff

©)mmMia=
r

13. s

recommended by the controlling officer
r
e

We

a

llevels for posts in other organizations
I(Deputation/Direct Recruitment) :-

Wa /staff

IDS/ Dir. US/AS ILaw ILaw Minister

Secretary
IAso/soIus l– IDS/Dir. TCL

®mmr
RHYI
nTl

RUHr
RUHr
MTRr

ms rs Im
Dir.

mI
IS/AS

MAn/
VLaD

IDir.

mI mI

mr JS/AS

msns

ms
ms

mImAn/
RAn/

mI

I

MAnS
®mmr
®mmr

mr

ma
jsecretary
MJ

MJ

ma
jsecretary
mJ
ms

ma
jsecretary

mJ
ma
jsecretary

MJ

ma
ISecretary
mr
mI
BL

mJ
mo me
D.pH.)
Bs

no
He
IOffice)
HM
jsecretary
ma
jsecretary

ms
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No. A-60011/162/2021-Admn.IV (LA)

19.

n2

B2

B2

B2

Hiring of outsourced staff such as Data Entry I SO/US
IOperators/IT professionals/ASGls supporting
staff and other human resources

e M
l[Data Entry Operators/IT professionals /ASGsl
jsupporting staff and any other human resources]

r

jinputs in respect ofAdmn.IV(LA)
r

iby DoP&T/ Hindi Quarterly reports
o s

DS/Dir. IJS/AS ILaw

jsecretary

mIRsTL

mt mJ

BL

®m m
ISecretin
I(Head

IOffice)

Ma o
HRMS 2.0, e-Office, BAS etc.

ms

Bs
permission for higher studies :-

[Fo
Mo

No

mAnSqlm)nTl mI
mJ

mmmr ma
jsecretary
ma
jsecretary

B2

F2

1

jattending various training programs at ISTM,
etc

1

'arious training programs at ISTM, etc.
ms

mmml

o

IDeptt.)

VIGILANCE UNIT

MX)
FNo.

v Submission of Files
mv emI

Disposal

a

@

1

Ito non-gazetted/ gazetted officers under
lthe Deptt. of Legal Affairs.

a. Disciplinary cases having vigilance
angle (where disciplinary authority
is the Law Minister)

b. Disciplinary cases having vigilance
angle (where disciplinary authority
is other than the Law Minister)

piiniaZenmsTFim=;
tarious Vigilance Reports and Returns to

DoPT/CVC
O

e

'igilance Clearance below JS level
rigilance Clearance JS & above level

ms mmr

®[m Fw a
jsecretary

Iso/us IDS/Dir. Icvo IConcerned
IDisc. Auth.

RAm/
Rsm/

mr
mar

r5

a.

msmsmA IR
mA in
mI

FsI
mar
mar
Ma
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No. A-60011/162/2021-Admn.IV (LA)

18.

[9

31

31

12.

13

14

IReminders to Sections under this Ministry/
lattached/ subordinate offices
O

attached/sub-ordinate offices
o

Fdecision in another case has already been
:aken earlier
r

Wc btful integrity”
r

jintegrity” with CBI
c
prosecution” and “sanction for
jinvestigation”
r

IASO

nA

BA

Iso

Bs

Bs

Ius

BL

BL

BL

mA

ms

mI
RL

mI

nc

mmr

mo
IDisc. Auth.

Law Secretary IDS/Dir. IJS/cvo/ASILaw ILaw Minister
jsecretary

,II Group A officers upto the level ofAddl. ISO/us IDS/Dir IJS ILaw Secreta
Secretary 1 1 1/CVO/AS

IAll Group B (Gazetted / Non-

FGazetted)

IASO/sol us

IASO/sol us

DS/Dir. 1 JS /CVO/AS

IGroup C

DS/Dir.

JUDICIAL SECTION

ISI.ISubject
No

ILevels of Submission of Files

me mee mI
IDisposal
a1.

[2T

g

\ppointment of Attorney General for
India
o

India and Additional Solicitor General
;or India

a

Foreign countries
a eputy mi
IGenerat of India and Panel Counsel
I

Deputy SGls and other Panel Counsel

LA/DLA

mA

mJ

mJ

ma
becretary
ma
jsecretary

a

LA/DLA

mA

mJ

IS/AS

mJ

ma
jsecretary
1%
ISecretary
ma
jsecretary

a

a

a@ LA/DLA

) r

IMinistries/ Departments regarding
jengagement of Advocates as dedicated
jpanelM engag&;;Fn;QBMe==FDa)tA–
FPanel Counsel & Private Advocates on

request of Ministries/Departments

IS/AS ma
jsecretary

a

IS/AS ma a

jsecretary
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IReferences related to Appointment of
IArbitrators to defend Uol
a
ee admissible to Law Officers, Panel

Counsel
l

ldeeds, contracts & agreements
Luthorization of Officers for signi

suits, plaints & affidavits
Serving of summons and taking
!vidence in respect of civil &

jcommercial matters under the Hague
FConvention, 1965 and 1971
r
!Counsel to defend Uol
O

18

[9

B1

11

12

ISO/ALA IDLA

ms
fAsst .(Legal)

L

mA L

ms
/Asst. (Legal)

mA TO TDTL13

M ma
M
jsecretary

L––l

e c m
counsel

o

IS/AS

FD–LT–TJ37®

Financial Approval ISO/SO

NOTARY CELL

ISI. ISubject
No.

ILevels of Submission of Files

me me

mJ1.

[2

rT

r o
he Notaries Act, 1952 & Notaries

IRules, 1956
O mJ

mssTLInline

Imode (Court
IClerk/ASO)
MI

S

(subsequent to necessary
japprovals)
Renewal of Certificate of Practice ms

mJ

mJ

ms

mI
mr
mI

Tg l

s

Ipractice
e

lof certificate of practice

IF mr IS/ASO

Notaries

IJS/AS ILaw

jsecretary
mA

ma
becretary
ma
jsecretary

a

a

,LA/DLA

MJ

a

a

ma
jsecretary
r
HoD

melr
IDisposal

ma a
jsecretary

ma a
Fsecretary

ma
jsecretary
1%
jsecretary
ma
jsecretary
ma
jsecretary

a

a

a

a

ma a
jsecretary
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rlevances

ourt Case

IMPLEMENTATION CELL

ML
No

e Files

Level-I

amlIP Reference
ao BLm
aa s

s
aUS/ALA
US/;ist.(L)/Su pdt.(L:mIi

hI. ISubject
No.

a

[L

rT r e
jadvice references lsupdt(L)

L

Reports
S[5

LIBRARY AND RESEARCH SECTION

Sl.ISubje1
No

Purchase of Books and Other

Legal Material
L

Magazine
Subscription of Law Journals /
Periodicals

Iso/us IDS/Dir. IS/AS

[GI
Secretary

bssistant

(L)/ASO
;0/US mI mm

mee 1

a

a
a

ADVICE – A. B & C

e es

We De mel
IS/ASI

ISupdt (L) IOfficer)
IALA/DLA

mr
IOfficer)

LA/DLA

MJ

\sst(L)/

lsupdt (L)

mr
jomcer)

,LA/DLA

\sst(L)/
ISupdt(L)

,sst(L)/
lsu pdt(L)

r

1(ALA/DLA)
mJmr

lofncer)
IALA/DLA

ILevels of Submission of Files

jevel-r
111

Wa

Level-I me

mI
;ommittee

mI
ICommittee
mI

;ommittee

I

aI

;ecretaryr
IDLA
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IDirector/DS/
IDLA

m1

mI

mI

.ibrarian

ISubscription of Online Services
;or Legal Research
a
Sanction
1

Journals
ding out of Books

L

Reminders for delay return of
Books

outine work of Issue of
Reminders for delay receive of
Law Journals

ibrarian

HINDI SECTION

. f.

3

F–M;i
[3

W

t.a.3n{HrHa

dBarR%R+t+RQTrHa

'Tra81rqrTTfRfR (qr&nRg) #t

WdTF%rt WfRfR%rTr6Z/aa%

e#anfR(q£lrR##)dR83q;

J aTT
131 in

ATD3

@

[9

qjansiT+giIT+++gtr A

fM 9TGaTZdtnrfRUbr

qird?rr©r3it nr miga
&3iij81T;ft%rITa81TqT=ft MeWT

rwr ( BaflMr Mar)
RqH, 1976 +fa=7TIO(4) +

kdddq7Mz+ q+nRllfBa%lar

IS/ASILaw Secretary

Ma

a

a

I

IDLA

ILibrary
;ommittee

I

DLA
I

DLA
I

IDLA

waRm FaT
L

mJ aTT
I

nD

mBD

nD,D

nD,D

nD

MJ

mJ
mJ

nDmJ aT AD

mA
3T©HrO

anT

mD

IsR+la

3T©HrO

Tna

mJ
mJ
MJ

mJ
mJ
Im

3T©BrO

3T©HrO

3T©Hra

3T©HrO

3TM%rO

3T©HFa

Iii Iii::==::
Ulm
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16

17

8(4) +3+ada3iTa?raTft %In IJTO/STO IAD

mAD
IDD

nD
xM6rt

3TMBItnqTT, 1976 +fRq7T 12 +

jxqwnahf%MBa%tzr
'Tra8TrvrafRfR dda q:TtIT BA nD ang

19

B2

J©T
J©T

RD

nD

F@

2

IT
R2

' PrR Mt (q@rNg) mJ aT AD

momo

nD

nD

mD
nD

3T©HrO

juaHNm'qTrnR#(3T£RHPIHrqtHT)

q7gqSTr%r qRvINH mJ
nJ

ID

ID

3T©Brt

3T©6rt{raaTNrHr#4HHMna

a3qqdt%rtaT$
q:Int?BIt %rlnnrvnftfRftwTB2

6

,7

mJ
mT
mJ

,D

,D

,D

nD 3T©%re

wrRRMaT#FF M
nD+3TERHFVHNtHaanT®

dR w+tuTHrar
8

B2

fB81TTTdRaTf$qimVt%ZfbMr\

#lmv+qHaantaqlt dda
C

mJ
mJ

,D

ID

mD
nD

3T©Hrt

3TnHrt

B3 'f+itt/ftZ#=FT$N3TTftl nJ aT AD nD kTaHNm

CASH Section

bnSubject
INo

e f Files

me [evmvm
III IIII IDisposal

[r
jrespect of officers and staff of the Ministry such

a. Pay Bill
b. Reimbursement of Tuition fee bill

c. TA/LTC, Conveyance
d. Medical Bill

,dvance/Withdrawal from GPF, OTA/HBA/Car Bill

IAso/so
IAso/so
IAso/so
IAso/so

lu.s
lu.s
lu.s
lu.s

ms
RL

a
A

r
O

heads reconciliation and preparation with PAO of
monthly expenditure Statement.

mA
ma
IDDO
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Maintenance of Cash Book Acquaintance
Rolls, Contingent Register etc. , Preparing
IContingent bills)
a

,ccounts, Issue of new Account No. and other
IRecords and final payment, Issue of annual GPS
I/c Statement/GPF Final Statement

15.

Ko
'atch the recoveries and calculation of interest

Fo
Ifee and depositing with Bank.

Ee
Intercom Maintenance
e

Reimbursement/ Newspaper bills settlement in r/o
MLJ/MSLJ and all entitled officer

Re
iBitts etc. to non-entitled officers

m1
e

o

L

[s
khe section

[r
IOfficial Language (Hindi)

c

c

Coordination Section

©TSubject
No.

1 .

[2

e

)r
For Standing Committee and Joint Committee
meetings on various subjects

me
Department- related Parliamentary Standing
ICommittee on Personnel, Public Grievances, Law
jand Justice

a

jattached to the Ministry of Law and Justice

ICashier lu.s.

RL\SO/SO

mA ml

ns

RL

RL

ma
IDDO

LSO/SO RL

RLISO/SO

ma
ISecretary
IM
Im
Us
RL

ml

ml BJISO/SO

a

msImImmm 1:: 1::
behz

Bs

mP

ma

ma
DDO

mA mP

me Submission of Files

me meme me
II IIII IDisposal
MI iIMR\

SecretaryMm/ma
jsecretary

ms

mmm/ma
jsecretary

mmm/ma
jsecretary
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F. jspecial Campaign

o

Ir/o Department of Legal Affairs.
L

Offices of Profit

B

@

Es9

Parliament Session.

o

o

s

IDifferent Ministries/Departments.
r

Idifferent Ministries/Department.
Tonthly summary report for

Iforwarding to the Cabinet Secretariat
a \1 aFl-e-

Parliament

Ba
Speech and action taken report on past
jachievements relating to DLA

PUBLIC GRIEVANCES

ISI.ISubject
No

1.

If

C

jsources to concerned organization/ Admn. Section
or redressed

O

petitioner/DPG/DARPG etc. reg. Redressal of the
Grievance/closure of the case.

r§ c

report on pending PG cases to all Organization .
c
jreceived from DPG/DARPG etc. regarding Public
FGrievances Redress Machinery (PGRM).

ILaw

ISecretaryM
Secretary
Fm
ISecretary
ma
jsecretary
ma
Secretary
na
Secretary
MJ

ISO/US IDS/Dir.IJS/AS

Baa–F5SmIJErAT
J I I
1 +

I

E–&®–[6abia®®g

®mmr
baa–FDXmIJirAq

®Lmmr
mMI

BLISO/St

Fc7®–[Dxma3TBlrM
Secret

Iso/USIDXhdibT®1[M
ISecret.

Mnml

L=[
I f

F/

e

maTTEa=ltiaTFTiIa
II IIII IDisposal[ []

S mc

mcS

RAmS

I

mI
Mr
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RTI Cell

1.ISubject
No

ILevels of Submission of Files

Level-1 Berne e
111

Lpplication for information Under RTI Act1

:005 Registering, Opening of file and issuing
etter to concerned CPIOs

1 st / 2nd Appeal under RTI Act, registering of
ppeal

e

ISO/SO mc

O

;PIO

LSO/SO

mo
IFAA/JS

rASmc

Litigation (Hiqh Court)

SI. ;ubject
No

ILevets of Submission of Files

Level-I MI me I

a inCL)/

Su pdt. (L

mlm
1(raising Sanction
orrrls

lccountan'
D.D.0

mJ

Counsel Bills

processing Unit 1(Sanctioning
Luthority)

nDBills Payment Unit

Litigation (LC) Section

Subject
No

ILevets of Submission of Files

meeLevel-I mI
Disposal
IS&LANomination of Panel Counsels

ountant

itt. (L)/
;updt.(L

;tt. (L)/
Supdt .(L

a

grievances of Departments/Panel
Counsels
Misc. Work

B=mEmm IS&LA
;&LA

mJ

Litigation (CAT) Section

I. NolSubject ILevels of Submission of Files

e mI
Disposal
mJa1
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i L a 1 S u bj e c t

c
r

e
o

1

,mendments to the lIAC Act, 2019
1

rbitration and Conciliation Act, 1996
)

IAct, 1996
e

llndia (ACI)
r
e

E2

Wsc. references to the ACT
e

e
Mediation Act, 2023
e

llndia (MCI)
mcFninistrative matters related to MCI

13.

e
nsc. references to the ACT
o
e
ICommerciat Act, 2015
I

rf r
L

SI. ISubject
No

;0/US,ward of IS/AS>cial media contracts DS/Dir.
)f IFoncur

ml,elease of payment
S FS/ASQuarterly Service Report mI

o IS/ASmRL mI
mrmsPosting on social media S/AS a

r MI MinisterM
Secreta

L amI S/AS

ADR Cell

Level of submission of Files

IFinal DisposalILevel-1 ILevel-II ILevel-III

ILaw SecretaryIJSIDS/Dir.

Mm-
mI
RJ
mr

ms IR
IR
a

IW

a

a

a
a

ms
FsBFIm

IJS ILaw Secretary ILaw MinisterIDS/Dir.

IJS ILaw Secretary ILaw MinisterIDS/Dir.

msIm
ms

FHm
mI
mI

a

a

@ecretary

IDS/Dir. IJS ILaw Secretary ILaw Minister

IDS/Dir. IJS ILaw Secretary ILaw Minister

RsMg
ms
ms

mI
mI
mr

a
a

F
IJS ILaw Secretary ILaw MinisterIDS/Dir.

ms M[Fa
a r

Mtr a

mI
ms

Social Media Cell

ILevels of Submission of File

Level-1 mee r
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LIMBS Cell

ISI. ISubject
No

1.

rf
[3

r
s
r
e

Reference M various Ministries/
Departments
o

e
a

IAtterations
r
Departments/ Org. on LIMBS
I

e

If
iF
[8

[9

10.

11.

L s )m
Traininq Division

FM
No.

r rl

lof i-GoT Training Calendar
c

portal
o

DoP&T and other training institutes.
x

Itrainings

[3

[e ms
In

7

nY
necessary updation
0 0

l®o L

Eneferences I

L

References

ILevets of Submission of Files

Renee
1 III 1 1

Hy

+i

mmr
RAm/
msm/
KBB6TLR
ms

mA in
mAn/mmI
RAm/

RAm/mIn

ILevets of Submission of Files

Reme me r

mI
IsoIAso

Im mr[11
L==I
L==I

[US mI

MI
mr
mr
mI
mJ

BL\SO/S'

RJ
MI
Mr
El
Mr

Fr
Fr
RJ

MI

FI a
ma a

ISecretary
[1 =

mJ

Im
IJS/AS

In
Ds/AS
mJ
ma
jsecretarylmr

I

a
IB
BJ
BJ

BJ

S

S

a
[

IS

a

Ius

a

Law Secretary

a

Law Secretary

a

Law Secretary
Law Minister
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e SNo.1Subject

WmerLevel-I

amo JSr1

Budget Matters

O

R&l Section

Mo

Files

Subject
No

,dministrative Matters

atterse

Fee Bill Unit I

Fee Bill Unit II

LIMBS

Budget Section

IS;o/so Ius

R&l Section

o f Files

na Isposa

a

AMRCD & AMRD Section

e sion of Files

e r

anInO

Central Agency Section

ILevels of Submission of Files

Level-I me ,eve IIa posa

Mr

mr

Mr

large

n-charge

,SO/SO ml mr
OFFICE/CAS
mr
OFFICE/CAS

Mr eISO/SO
tOFFI CE/CASBill Unit I

Mr e,SO/SO
IOFFICE/CASBill Unit I

,SO/SO l I
OFFICE/CAS
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LAW COMMISSION OF INDIA

ILevels of Submission of FilesISI. ISubject
No

We e He r

c Ma r WLr
!Matters

We naiMm®Lne
13. ICs r Le

IWork

e e
Fo s I e M

Parliament Question (Admn)
o s T TMember Secretary
Parliament Question (Legal)

) Mr mr Le
Iso/so

* in matters relating to legal projects the Chairperson, Law Commission of India, will
be the decision making level till submission of reports.

Channel of Submission for Branch Secretariats

(LITIGATION)

ILevels of Submission of Filesubject

Level

;C/Sr. CC/AsstNomination of Panel
Counsels 1(L)/Dealing hand

;tt. (L)/CC/Settlement of Bills
Supdt. (L

c

sr
public Grievances

I

r
ISecretariat

r
;ecretariat

MI
ISection

;updt. (L)/
,LA/DLA

ml
'DLA

r
;ecretariat

* Any other work besides above, will be decided by the In-Charge, Branch Secretariat.

RTI APPLICATIONS

ISubjectr,

No
ILevels of Submission of Files

Level me

,SO/ Asstt. (L)/ SO/
Supdt. (Legal)

mer

mcmM ications

RTI First / Second
,ppeals
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(ADMINISTRATION, BUDGET & ACCOUNTS SECTION)

e sion of FilesSI. ISubject
No. WMer

ms

Rs

tSO1 e

ISOr
Income Tax, Advances – Long Term & Short Term,
ITA, LTC, Medical, Children Education Allowance,

lother personal claims etc.
w of payments in
respect of officers and staff of Branch Secretariat,
IChennai.
r
preparation of monthly expenditure statement and
Ireconciliation with PAO(LA) and Bank.

tigilance matters

ms

ISO

Bs

Rs

Bs

[3

@

ms

Rs

[6

[7

bSO

ISO

1

Furniture, stationery, consumables, sundry items etc.
e

lof telephone, electricity, water charges, License
Fee/Rent etc. including purchase of Law
IBooks/Journals etc. for Library & O/o Add. Solicitor
IGeneral of India of respective Branch Secretariats
\MC/repairs in respect of computers/ office
!quipments etc.

r

Bs

Bs

ms

ms

[8

r9

ISO

tSO

e I

related correspondence
a s

(ADVICE & VETTING SECTION)

I. ISubject
0

e

ILevel of Submission of Files
me I

itt. (L)/Supdt.(L) rDLA

s c

Branch Secretariat

(OFFICIAL LANGUAGE)

ILevets of submission of files

me me Mel
s r

S r

SI lbject
No

1

9 I matters

r
ISecretariat
r
ISecretariat

r
ISecretariat

r
ISecretariat

r
ISecretariat
r
ISecretariat
r
ISecretariat

r
ISecretariat
r
ISecretariat
r
ISecretariat
r
Secretariat
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Common Instruction for all concerned:

Note 1 :

Note 2:

Note 3:

Note 4:

Note 5:

Note 6:

Note 7:

Note 8:

,D

,LA

,SO

mr
Bc

mc
IVO

rDD3

nD

DiT

Fm
RD

mF

mG

The concerned Sections need to classify the categories of files as Sensitive /
Non-Sensitive or routine, for initiation.

Sensitive Files are to be initiated by an officer not below the rank of US/DS.

In case of routine matters, the files may be initiated at the level of ASO/SO.

In case more than one officers are allotted to the Level-1 of Channel of
Submission, the file shall be initiated preferably by the Senior Officer/Official.

In cases where the Section Hierarchy involves more than 3 levels before
reaching the final approving authority, the initiation level of the file must be

adjusted so that there are not more than 2 or 3 levels of submission before
reaching the final approving authority, who shall be placed at Level 3 or 4 in
the approval chain.

In cases where there is no DS/Director at Level-1, the file may be initiated at
US / ALA level.

RTI applications/ First Appeals received online on RTI portal will be disposed
of online by the concerned CPIO/FAA (with the help of supporting staff).

Final disposal of cases involving financial implication will be done by the
officer / HoD as per financial power delegated to him /her as provided in DFPR
2024, GFR 2017 and other instructions / guidelines issued by the concerned
Ministries / Departments/ Authorities from time to time.

ABBREVIATIONS

ISSISTANT DIRECTOR

hSSISTANT LEGAL ADVISER

,SSISTANT SECTION OFFICER

N

0

C

V

E

mD
D

D

R

R
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IHOD

mr
S&LA

S&LO

MJ

mJ
P&AO

Us

ML

rB

IHEAD OF DEPARTMENT

D

IOINT SECRETARY& LEGAL ADVISER

J

J

J N OFFICER

Y

S

S

L
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