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CIRCULAR

As desired by Chief Information Commissioner, the following instructions are
issued for adherence by the concerned officials/officers: -

1. The separate register of Complaints and 2" Appeals being maintained shall be
closed at the end of every month, as already prescribed vide minutes issued
under No. 245 dated 30.03.2011.

28 The Incharge Srinagar Office will submit by fax daily list of complaints and
appeals received in the Srinagar Office of the Commission to Central Office
when the latter is functioning in Darbar Move at Jammu. Similar procedure
will be followed by the Incharge of Jammu Office during the functioning of
Central Office in Darbar Move at Srinagar.

8. The Registry/Legal Section shall maintain a proper Disposal Register in the
following manner:-

(S, 1D Disposal Name of | Name of | Dt. of show cause notice | Date of | Remarks
No | No./ | No. & Dt. Complainant/ Respondent/s | ( if any issued for initiation | compliance
DOI Appellant/s of penalty/compensation | in giving
proceedings information
4. In order to monitor follow up action in such cases where show cause notice for

penalty has been issued or the penalty has been imposed, a “Penalty Register”
with following columns shall be maintained by the Registry/Legal Section:-

S ID No. & dt. | Name of the | Reply, if any, | No. & dt of | Amount of [ TV.No. & dt | Remarks
No | No/ | of show | Officer to whom | received with | penalty order penalty under which
: DOl | cause issued date imposed & | deducted by
notice name of the | DDO concerned
issued. penalized
Officer
5i The service of the show cause notice should be ensured either by Registered

Post or Process Server (Dak Runner), authenticating service in the Process
-~ Server register. However, preference should be given to registered post. -

6. Before putting up complaints/appeals to CIC and ICs, dealing hand must
prepare a check sheet showing whether it is an appeal or a complaint and
whether 2" appeal has been filed on time. If it is out of time whether
condonation of delay in submitting the appeal has been requested for.

e The communications/letters issued from the Commission should bear the name
of the signing officer. -
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