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Subject: Submission of Applications/Requests/Complaints through Proper Channel reg.

It has come to notice that many staff submits application/request/compliant without
properly forwarded and ask for receiving the same to Admin. Division for processing. it is hereby
notified to all concerned that all applications, requests, or complaints should be submitted through
the proper channel i.e. through the reporting officer. This directive is in line with the established
norms and procedures of the Central Government.

Purpose:
o Efficiency: Ensures timely and efficient processing of requests and complaints.

e Accountability: Maintains a clear chain of command and accountability.

e Transparency: Promotes transparency and fairness in the handling of issues.

¢ Acknowledged: Reporting office has information of such submission to office by their
subordinate/staff.

Procedure:

e Prepare the Application/Request/Complaint: Clearly state the issue, provide relevant
details, and support it with necessary documents.

e Submit through Proper Channel: Forward the application/request/complaint to the
immediate reporting officer, as required. The appropriate reporting/attached officer based
on the hierarchy shall be approached for forwarding of the matter, if reporting officer is not
available.

Non-Compliance:
Non-compliance with this directive may result in rejection in processing of such

applications/requests /complaints and may also attract disciplinary action.

All officers/staff are requested to strictly adhere to this directive and ensure smooth
functioning of the office.

This has approval of the competent authority and takes immediate effect.
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W’AMH\ vod WM
(Rahul Wadhwani)
Admin. Officer

gfd/To:
All permanent staff through notice board
CC:
Dr. L. K. Sharma, Sci “E” and Head of I'T: with request for online circular update on website.




