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1' A' the District Municipar commissioners of the state of Haryana.2' All the commissioners of rvunicipir-cJrporations in the state of Haryana.Memo: No' DULB/Es*'-2EI202s/ rrglo Dated /o-oL- Loztsub':- r' Regarding standard operating pro-cedure (sop) for handling thedisciprinarv proceedings in i.ip"".t or "-Jrov:;;; Municiparities.
rr' Regarding Standard operating pro_cedure (sop) for grant of Annuatrncrement to a, the municipar-orricers beronging to Group-A and B.
Kindly refer the subject noted above.

2' It is brought to your notice that currenily the department racks a standardizedframework for handling iit;iprinlry matters where proceedings are initiated against morethan one emplovee 
1.1t-ouorr-Jrlrgr; rii",'p"rti.riuiv'*nun tr-.,u i"rutur'tr,h"ru emproyeesi,i.uiii'ii'i"[i,tfl;t",',"]t.::::*:i,ffi']"mf presenrs sisniricanr cha,enses in

3' in such cases, the decision to initiate d,isciprinary proceedings must be
communicated to each concerned branch so that ii-Jun o" propeiry iecorded and processedin the personal file of 

"-th o"iitquent emplovuu.- H9*ever,' since 
-the 

initiai decision is
recorded in a single file, there is'a risr< trra't tire-oecision ruv noa u"-,,r"ty or properry
;,91,'",'#rrto.all .relevant 

branches, which .orlo"luuo to derays or rnconsistencies in

ftri:-'i1t"d::.:lf^'::ue' the Government has decided to centrary manase the prosress ando"i"g;ti ;il[l*:iv 
proceedinss involving multipL emptoye"r. n,"'r"sponsibiriries are

' For Group'A'and'B'employees: 
The Administrative Department will monitorand review the progress of Jisc_iplinary proceedings.' [";r9"'#* ;.;"i:$;l; ;y,.yees: 
',.,"-t-i,"1torate 

or Urban Locar Bodies,

(A copy of the detailed guidelines/SoP is enclosed as Annexure-1 for ready reference.)
5' AdditionallY' tlu Governmen!.has decided that the establishment of all municipalofficers belonging to Group 'A; a'n;';B' sr,arr iie w[r., irr".Directorate or u'rfun Locar Bodies,Haryana' Accordingly, p"ttonul"iit", and service boot<s of these urptoy"u, sha, bemaintained at the Directorate i"u"i.'-Hun.eforrh, arrr"r i;";.;;;a, ,iii,'to" sanctioned by
Bffi .yi3fi [,',"-'&!,'#l;, !:irul"ili;j*i?'1 i T:;"sa r s s ub m ; ir; ;y t h ; ;; ; ;; ; ;;
6' it is' therefore' requested to issue necessary directions to the concerned officers/officiarsunder your jurisdiction to tuui"u'lir-.," draft oo.rrJnt, provided at Annexure-1 andAnnexure-2 and submit ilre reqLiisite informati"" i" il,,i, office without any further delay.

Iand,inloJJr:::'ri;Tli}:,i:i: T;j':ff ::li.J;;,U'#:;;:"::,-.mity, erriciency and time,y

Directorate of Urban Local Bodies,

Endst No DULB/E x);zl/zozs/ 
. n8 zr l:[i"',i; i'!lit"rk,

A copy of the above is forwarded to all the Executive officers/Secretaries of MunicipalCouncils/Municipar Committees for doing needfur on top priority.

Directorate of Urban Local Bodies,
Haryana, Panchkula. @.-

umar, Supdt. Estt)

ar, Supdt. Estt)
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Standard operating Procedure (soP) for handling the disciplinary
proceedings in respect of emproyees of municiparities.

Presently, standard framework is not avaitable in the department for
dealing the disciplinary matters where decision is taken on a single file to
initiate disciplinary proceedings against more than one emptoyee and the
services of these emptoyees are controlled by the separate authorities.
Further, it becomes difficult to review the progress about the status of
disciplinary proceedings against delinquents at a single platform. In such a
situation, it is required to endorse the decision taken to each of the dealing
Branch of such authority so as to deal the case on the personal file of each
such delinquent employee. But due to decision taken on particular file, there
are chances that the decision to initiate disciplinary proceedings against
other delinquent officials may not be conveyed to all the concerned
Branches or conveyed at rater stage. Due to this gdp, the progress of
disciplinary proceedings may get varied against all the delinquents. Hence,it becomes difficult for the authorities to take final decision in the
disciplinary matters, resulting in unnecessary delays. sometimes, delinquent
employee gets scot free due to non-initiating of disciplinary proceedings
within the prescribed time.

2' To cope up with the issue, it has been decided that where more than
one employee are involved in any disciplinary matter, the progress of the
disciplinary proceeding will be kept and reviewed by the officers at the level
of Administrative Department for group-'A, and 'B, and Directorate of Urban
Local Bodies, Haryana for group-.c, and .D, as per detairs given berow:-

(a) when more than 1 (one) employees are invotved in a disciplinary
matter and decision for initiating disciplinary proceedings is taken
on the file of Administrative Department,_

(i) the progress of the disciprinary matter wiil be kept and
reviewed by the Deputy/Under Secretary, Urban Locar Bodies
Department for group-'A' and 'B' category tiil the disposar of
matter.

(ii) the Deputy/Under secretary will convey the decision of
disciplinary proceedings to all concerned dealing Branches of
Administrative Department as well as to Directorate of Urban
Local Bodies, Haryana for initiating disciprinary proceedings
on the personar fires of the concerned derinquents.
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(iii)theDeputy/UnderSecretaryorJoint/DeputyDirectorof
Directorate, as the case may be ' shall ensure that

disciplinaryproceedingsagainstalltheerringofficialsare
initiated and the progress of disciplinary proceedings is as

per timelines as provided in the rules'

(b) when more than 1 (one) employees are involved in a disciplinary

matter and decision for initiating disciplinary proceedings is taken

onthefileofDirectorateofUrbanLocalBodies,Haryana,-

(i)theprogressofthedisciplinarymatterwillbekeptand
reviewed by the Joint/Deputy Director; Urban Local Bodies

Department till the disposal of the matter as the decision has

been taken on the file of the Directorate'

(ii)theJoint/DeputyDirectorwillconveythedecisionof
disciplinaryproceedingstoDeputy/UnderSecretaryor
concerned dealing Branches of Directorate or concerned

commissioner/District Municipal commissioner, as the case

mayb€,forinitiatingdisciplinaryproceedingsonthe
personal files of the concerned delinquents'

(iii) the Joint/Deputy Director shall ensure that disciplinary

proceedingsagainstalltheerringofficialshavebeeninitiated

andtheprogressofdisciplinaryproceedingsareaSper
timelines as provided in the rules'

(c) Further, both the Deputy/Under Secretary and Joint/Deputy

Director shall ensure the information of all the delinquents

involved in the disciplinary matter is attached in each personal file

alongwiththestatusofeachproceeding'Theprescribed
proforma is attached as Annexure-A'

(d)Further,thetimelinesfordealingthecasesrelatedtodisciplinary
proceedings will be as under :-

Maximum
Time limit
(workingDealing Officer/

Responsibilities

Within 02

days after

receipt of file

to conveY the decision of

disciplinarY Proceedings to all

concerned Branches of

Deputy/Under

Secretary in case

the decision is

2
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Dealing Officer/
Responsibilities

Maximum
Time limit
(working

taken on A.D. file
and

Joint/Deputy

Director in case

the decision is

taken on

Directorate file

Administrativeffi
respect of group-.A, and .8,

category as well as to the
Directorate in respect of group-.C,
and 'D' category for initiating
disciplinary proceedings on the
personal files of the concerned
delinquents.

on which

decision has

been taken

Concerned

Assistant chargesheet, after obtaining the
report from field offices, if
required, for approval/signatures
of the competent authority.

Toprepareffi 20 days

Toexamineffi
to the higher authority.

Deputy/Under

Secretary or Joint/
Deputy Director,

as the case may

be

To examine and puE up tfre c-ase

to the competent authority.
03 days

Special Secretary

or Director, Urban

Local Bodies,

Haryana, as the
case may be

To submit case to the
competent authority in case

of Special Secretary.

To take decision in case of
Director, ULB, being

competent authority.

05 days

Competent

authority

Deputy/Under

Secretary or Joint/
Deputy Director,

as the case may

be

After approval, issuance of
chargesheet.

03 days

3
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Maximum
Time limit
(workingDealing Officer/

Responsibilities

UsuallY 02-03

weeks will be

provided but

not more than

45 daYsx

SuOmission of rePlY'Oefinquent officer/

official

05 daYsffise for taking

decision regarding appointment of

Inquiry Officeri in case punishing

authoritY decides to enquire into

the matter.

Concerned

Assistant

fo put uP ttre case for taking

decision regarding appointment of

InquirY Officer.

Concerned

Superintendent

02 daysfo put uP tfre case for taking

decision regarding appointment of

InquirY Officer.

Deputy/Under

SecretarY or Joint/

DeputY Director,

as the case may

be
03 days@case to the

comPetent authoritY in case

of SPecial SecretarY'

(ii) To take decision in case of

Directoti 'ULB, being

comPetent authoritY'

Special SecretarY

or Director, Urban

Local Bodies,

Haryana, as the

case maY be

For a pProval/decision.Competent

authoritY
03 daysIssuance of order regarding

appointment of InquirY Officer; if

required.

Deputy/Under

SecretarY or Joint/

Deputy Director,

as the case may

be
90 daysxxTo conclude and submit the

inquiry rePort.
Inquiry Officer

fo put uP the case for taking

decision after receiPt of inquirY

report.

Concerned

Assistant
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Dealing Officer/
Responsibilities

Maximum
Time limit
(working

Concerned

Superintendent
To put up the case to higher
authority for taking decision.

02 days

Deputy/Under

Secretary or Joint/
Deputy Director,
as the case may

be

To put up the case to competent
authority for taking decision.

03 days

Special Secretary

or Director, Urban

Locai Bodies,

Haryana, as the

case may be

To submit case to the

competent authority in case

of Special Secretary.

To take decision in case of
Directoq ULB, being

competent authority.

05 days

For approval/decision

Deputy/Under

Secretary or Joint/

Deputy Director,

as the case may

be

Issuance of final order of
decision.

03 days

Entry to be made in service book

and its uploading on HRMS portal.

Note - x As per the provisions of rule Z 1e
(Punishment & Appeal) Rules, 2076, the totat period shatt include ail days
including holidays.
xx As per the guidetines issued by the Chief Secretary to Government,
Haryana, vigilance Department vide No. 4g/01/2008-3vig.II dated
75h March, 2022, the totat period shall inctude atl days inctuding hotidays,

*****

5

Sr.
No. Activity

(a) (b) (c) (d)
17

1B

19

20 Competent

authority

27

22 Concerned

Assistant
02 days
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Standard operating Procedure (SoP) for grant of annual increment
to all the municipat officers beronging to group-A and B.

It has been decided that the establishment of all municipal officers
belonging to group-A and B shall lie with the Directorate of urban Local
Bodies, Haryana. As such, their personal files and service books shall remain
and be maintained in the Directorate.

Hence, their annual increments will be granted at the level of Urban
Local Bodies Department. For grant of increment, the proposat from the
concerned District Municipal commissioner/commissioner of Municipal
corporation wiil be received in the foilowing format :-

Particulars Report of municipality

Name of Officer

Designation

Place or po@
relevant year.

Due date of.annual increment
whetherminffi
qualifying period completed on
the due date of annual
increment?

whether tneffi
duty on due date of increment?
If the officer was on leave,
other than casual leave, on due
date of increment, detail of
leave along with order of
approval.

Service satisfaction- report for
the period from _ to
Whether the service
verification has been recorded
in the physical service book
and on HRMS portal ?

Whether any incremEnt -has

been stopped by the punishing

s.N.
(a) (b) (c)
1.

2.

3.

4.

5.

6.

7.

B.

1
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Thereafter, the concerned Branch of

case for seeking approval for grant of

municipal officers belonging to group-A

increment will be placed in the personal

grouP-A and B.

The channel for dealing the case along with timelines in respect

grant of annual increment to municipal officers of group-A and B will be

under :-

the dePartment will Put uP the

annual increment in favour of

and B. The order of annual

file of each municiPal officers of

of

AS

t

neport of municiPalitYParticulars

autt ot'ty with or without

cumulative effect? If Y€s,

details of Punishment awarded

(date) and

Ottrer information, if anY'

Dealing Officer/
Responsibilities

7 daysW'lll - Prov'lde the rePort in the

prescribed format within seven days

of annual increment becoming due

either on first January or first July, as

the case may be.

All CMCs/DMCs

3 daysiil examine and Process the case

along with draft order through

Accounts Officer designated for HR

matters.

Concerned

Assistant

Witt examine and forward the case to

the designated Accounts Officer'
Concerned

Superintendent
Witt examine and verifY the annual

increment and forward the same to

competent authority for approval'

Designated

Accounts Officer

W'rll tak'e-ecision regarding grant of

annual increment.

2

s.N. (c)
(a) (b)

9.
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A

Dealing Otlicer/
Responsibilities

Maximum

Concerned

Superintendent

Will issue the orders of annual
increment and communicate the
same to all concerned through official
email.

2 days

All CMCs/DMCs Will ensure that salary for the month

of January or July, as the case may

be, is released by enhancing the
basic pay as per annual increment
order issued by the Directorate.

*****

3

Sr.
No. Activity

(a) (b) (c) (d)
6

7


