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DEELHl TRANSPORT UNDERTAKlNG 

(OF THE MUNICIPAL CORPORATION OF DELHO 


SCIDJ,\ HOUSE. NEW D ELH L 


N o. Dated : 30th Dec. 1959 
'· 

Office Order No. 196 

!t is notified for the information and necessary action by all con
cerned that all officers who are competent to take disciplinary action 
against employees, sha ll without prejudice to any other action, be com
petent to impose fines upon the drivers and conductors of this Undertaking 
for their acts of om ission and commission as mentioned in annexures 'A' 

and 'B' separately for the two categories of staff constituting offences for 
which fines can be imposed under Section 7(2) (a) and section(&) of the 
payment of wages Act read with clause 15(2) of D.R.T.A. (Conditions of 
Appointment and Service) RegulationsJ 1952 and section 516(2) of the 
D.M.C. Act 1957. The prov isions of section 7(2) (a) and section 8 of pay
ment of Wages Act are reproduced below for information and guidance of 
all concerned:

" 7(2) (a) 	Deduction from the wages of an employed person 
shall be made only in accordance with the provisions 
of this ActJ and may be of the following kinds only, 
namely: 

(a) Fines,' ' 

<d8. Fines( !) No fine shall be imposed on any employed 

person save in respect of such acts and omissious 
on his part as the employer, with the previous 
approval of the (Provincial Govt.) or of the pres
cribed authority, may have specified by notice 
under sub-sect ion (2). 

(2) A notice 	 specifying such acts and omissions shall 
be exhibited in the prescribed manner on the 
premises in which the employment is carried on or 
in the case of persons employed upon a railway 
(otherwise than in a factory) at the prescribed 
place or places 



, 

(3) 	No floe shall be imposed on aoy employed per:son 

u.ntill he has been given an opportunity of showine, 
cause against th. fine, or otherwise than io accorv 

dance with such procedure as may be p rescribed 
for the imposition of fines. ' 

i 

(4) 	The total amo1.111t o f firle which may be imposed in 
any one wage-period on any employed person shall 
not exceed an amount equal to half an-anna in the 
rupee o f the wages payable to him in respect of 

that wage period. 

(5) 	 No fi ne shall be impose<I 0n any employed person 
who is under the age of fifteen years. 

(6) 	No fine imposed on any employed person shaH be 
recovered from him by instalments or after the ex
piry of sixty days from the d~ y on which it wai0 
imposed. 

(7) 	Every fine shall be deemed to have been imriosecl 
o n the day of the a-:t or omis~ion in respect or 
which it was imposed. 

(8) 	All fines and a ll realisations thereof shall be re
corded in a regi~ter to he kent by the person res
ponsible for the rayment of wa1?es under section 3 

in such form as may be prescribed: and all such 

realisations sh all be applied onlv to such purposes 
beneficial to the persons em ployed in the factory 
or establishment as are approved by the prt>:sc ribed 
authority." 

All officers concerned shall invariahlv keeo the ahove provisio ns 
of law in view while imposing finec; on the c:.a id cate)!ory of employees. 
The list of acts of omissions and commissions constituting offences for 
which fines can be impoc;ed upo n drivers and conductors shall be exhibited 

in English, Hindi and Urdu prominently in a conspicuous place at t he 
permiscs of all the units where those categories of employees are employed. 

A record of a ll the fini-s and all realisations thereof shall be main
tained by all the officers incharge competent to impose fines , in a register 



in the form attached as at\nexure •C . AH filles and ali realisauon'> thereof 

liball be credited to the account of D.T.U Labour Welfare Fund at the end 
of each financial year and shall be expended for th.e welfare of the em

ployees. The approval of the Chief Inspector of Factories where~ver it 
was required bas already been obtained. ' 

The action for imposition of fines upon
4 
the said categories of em

ployees where--ever necessary shall be initiated in the attached annexure 'D' . 

Sd/
tP.K.J. Menon)J 


General Manager (Tran~port) 


DEL HC TRANSPORT UNDER!AKING 


<OF T HP MU NrCIPAL CORPORATCON OP DELHI) 


) 
Name of the unit 

Nu. 	 Dated : 

Annexur~ •D' 

Subj.:ct: IMPOSITION OF FINl:S 

Part I 

Shri 

lt has been complai11ed against you by 

Sbri ·------------..designation _ _ _ 

B. 	No. _ ____of _ _____________ that you at 

(unit) 



--- ----

( % ' 


_______on 
_a~--- -

1t1mc) tplaci;) 

.•.I 

•
(Speci fy the act of commission or <1mm1ss1bn amounting to an orfrnce 

mentioned in the list of acts aod ommissions for imposition of fines) which 
is an offence requi ring impositions of fines under the rules as weil as 
secction 7 <2) (c) and 8 of the payment of wages Act J936. 

Please explain why you should not be fined 

(the amount should not be more than t an anna m the reference to the 
wages of the accused employee) 

Also take notice that the case against you will be tried on 

(date) 
at_ ______ ____by the undersigned at _ _____ 

time lPiaCeJ 

Signature___ 

Des ignation ___ _ ______ 

• 
Part 11 

Plea advanced by the accused ... 

Part Ill 

Order ... 

Signature___ _ ____ 

De~ignatio n 
~----~-

Part IV 

Dated : Noted the aforesaid order. Signature of tbe 
aCCl!Sed em nl1:1v1v· 



Form 

Re~ ister of fines 

.... ....... . .. . ..... . ...... . ...... . .. ....1-ac!ery........... ..... ... ........... ·. · . .. __..._..___________ 
-··~--- --

rial 
mber 

Rmc Fatner's 
Name 

Depart
ment 

Act or 
omission 
for which 
fi ae 
imposed 

Whether 
l 

workman 
showed 
cause 
against 
fince or 
not. If 
so, enter 
date 

Rate of 
wages 

Date 
and 
amount 
of 
fine 
imposed 

t>ate on 
which 
fine 
realised R~m.arks 

2 3 5 6 7 8 9 JO 
~-'



.)ELfH TRANSPOK1 UNDERTAKING 
{OF TH E MUNir'IPAL <""ORPORATION OF DELHI) 

SCINDIA HOUSE NEW DELHI 

.t. DMII/Cl737 Dated ; 20-5-60 

O ffice O rder No. 103 
" 

In Co ntinuation of this office order No. 196 dt. 30·12-59, regarding 
impo~ition of fines upon drivers an d conductors for acts of ommissi<'n 
and commission, it bas been decided that the proforma sent with 0.0. vide 
annexut"e ' D' should be filled in duplicate and oue copy thereof banded 
over to the employee concerned then an d there against his signatures if a 
tine is imposed . 

Sd/~ 

General Manager 

DELHr TRANSPORT UN DERTAKING 

(OF THE MUNICIPAL CORPORATION O F DELHI> 


SCINDIA HOUSE, NEW DELHI. 


No . ADMTI-5(10) /60 Daled : 4th Angust, 60 

O ffice O tder N o . 139 

In partial modification of Office Order No. 196 da ted 30 Dec., 
1959 it is notified for the information and necessary action by all concerned 
tha t the list of offences for the categories of dtivers and cooductors as con
t ained in annexure 'A' & 'B' to the Office O rder referred to above have 
been condensed and accordingly a revised list of offences as can be im
posed on drivers and cond uctors are attached hereto as annexures ' A' & 'B'. 
These revised lists will replace the existing lists annexed to the previous 
office order with immediate effect. 

All other conditions will remain the same as in the previous office 
iilrdt r quoted above. 

Sd/
(P.T<. J. MENON) 

OENFRAL MANAGER (TRASPORT) 



LIST OF OFFENCES---CONDVCTOi\Sl 
Cash 

L 	 17ai1urc to retum passenger's balance in .it11licient dmd. 
2. 	 Misappropriation of excess caset if any. , 
3. 	 Failure or delay to deposit lost property and/or unauthorised 

disposal thereof. 
4. 	 Delay in depositing cash collection or .Bag Money immediately 

or. completion of duty. 
5. 	 Not endorsin~ passenger's balance on the waybill and on the 

back of the tickets, if required . 

Duty 

I. 	 Leaving duty before rea(;hing terminw; and/or without proper 
relief. 

2. 	 Losing P.ttendance card. 
3. 	 Not calling out Bus stops. 

4. 	 Not teporting to ATI (Time Keeper) at starting time. 
5. 	 Not marking closing or opening Nos. of tickets in the waybill. 

6. Not checking tickets issued by Advance Booker or passes. 
7 Losing any property of the Undertaking entrusted to him. 

8. 	 Remaining idle and not issuing tickets when required. 

In subordination 

I. 	 Disobeying the orders of a s uperi o r olticcr. 

Manners & Behaviour 

l. 	 Being rude or insolent to passeugcr~. 
2. 	 Smoking in Bus wbe11 on duty. 
3. 	 Being .drunk while on duty. 
4. 	 Sleepiog while on duty. 
5. 	 Reading books or Magazines while on duty. 

6. 	 Occuping seat in bus to exclusion of paid passengers. 

7. 	 Failure to hand over complaint book on demand by a passenger. 

Running 

I. Runnig with wrong rear Destinati on Boards. 

'2. Runing without rear Destination Board when available. 



( .00 

3. 	 fa1luri:; w ghe s'.gna! at Bus Slop wher.: required. 
4. G1 1t1g st.1rnng s:gnar., car~ ·essly, \\hen pa;)~engeri; r.1e boarding 

or al1giHi1 g I 

s. 	 Delaying bus without cause. • 
6. Not ='uiding driver properly, while'.reversing vehicle. 
7. Not reporting accidents and breakdowns in time. 

8 N ot stopping bus to look after persons injured by bus. 

9. Usmg a whistle or thumping the panels of bus to give signals 

to driver. 

Tickets 

1 	 Wrong pnnching of tickets passes etc. 

2. 	 Issui112 ~; '<ets from middle of tickets block or non·consecutively. 
3. 	 Not h~nding over detached or wrong clipped tickets to checking 

officials. 

4. 	 Advance, wrong and double punching of tickets. 
s· Jssuing tickets from spare ticket block. 

6· Being in possession of used and/or old tickets. 

U niforms and equipment. 

1. 	 Being without complete and proper uniform while on duty, 
even though issued with the same. 

2. 	 Performing duty without waybill. 
3. 	 Being without bag money and ticket bag. 
4. Being without a complaint book. 

LIST OF O FFENCES- DRIVERS 

Cash 

1. 	 Failure to deposit lost property o r unauthorised disposa l thereo f. 
2. 	 Keeping unauthorised private cash or refusal to have bis body 

checked on demand by authorised person . 

Duty 

1. 	 Refusal to perform duty or wor.k allotted. 
2. 	 Losing attendance card or drjvers' memo. 
3. 	 Allowing unauthorised person to drive. 
4. 	 Refusing to accept challans. 
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Leaving duty without proper relief. 

Dic;obeying the orders of a superior·ofilcu . 

Martners & Behaviour 

1. 	 Being rude or insolent to passengers. 
2. Being drunk while on duty. 
3. Chatting with passengers or staff while driving. 
4 . Smoking in Bus when on duty. 

Vr/hi le drivtng huses 

l. 	 Delaying tr ips without cause. 

2. Proceeding by wrong route without suili.cient reason. 
3. F ailing to stop, where required. 

4. 	 Driving carelessly by starting when passengers still hoarding 
or alighting. 

5. 	 Not r,icking up passengers to & from shed. 
6. Rash and negligent d riving. 
7. Driving against t raffic signals. 

8. Not reportinr: accidents & b reakdowns in t ime. 
9. Starting with out Conductor's bell and not stopping on conduc

tors. h"ll. 
IO. Reversing vehicle ca relessly. 
I : . 	 T:i king vehicle fast through deep water. 
12. 	 Brir.·~ing back bus from line into depot without sufficient cause. 
13. 	 Not stopping bus to look after person injured by his bus. 
14. 	 N ot stopning close to kerb, where possible. 
15. N ot ch!lnP,iog fron t Destination Board or driving bus with 

·Nrong De~tination Board. 
[6. 	 Parkb g vehicle away from proper bus stop, without sufficient 

ca.use. 
l 7. 	 Deny!ng the r i&ht of way to the vehicular t raffic following o r 

overtaking other vehicles in a dangerous or reckless manner . 

18. I nshedding a bus be fore time at the depot or wilful delay in 
o utshedd iug the bus. 

Uniforms 

J. 	 Not wearing proper un iform wh ile on duty. 
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DELHI TRANSPORT UNDERTl\KING 

(OF THE MUNICIPAL CORPORATION OF DEl.HlJ 


SCTNDIA HOUSE, NEW DELHI. 

•.. 

No ADMI-5(63) 16:2 Dated: 12-11-62 

Office O rder No. 130 

ft has been observed that instructions is<>ued vide office order No. 
196 dated the 30th Dec.• 59 are not being complied with strictly and the 
record of fines realised from the employees is not maintained in the pres
cribed form. This practice is highly irregular arid contravention of tbe 
provisions of the Payment of Wages Act. It is notified for the in formation 
of and necessary action by all concerned that tbe record of the fines realis
ed from the employees of the Undertaking for their acts of omission and 
commission as mentioned in Annexures 'A' and 'B' of office order No. 
139 dated 4.8.60 should be maintained in the prescribed register. All such 
recoveries should be credited to the D.T.U Labour Welfare Fund. 

Sd/· 
P .D. Meh ta, 

ASSTT. GENERAL MANAGER (A) 

All Officers of Units. 
Traffic Supdts. H.Qrs. 
A.G. M. (T) and A.G.M. (Tl! ). 

DELH[ TRANSPORT UNDERTAKING 
(OF THE MUNICIPAL CORPORATlON OF DELHIJ 

SCINDIA HOUSE, NEW DELHI. 

N o. ADMf-5(1 1)/6'.' Dated .July 22, 1963 

Office Order No. 74 

A doubt has arisen whethe r the fine imposed co an employee can 
be recovered in cash if the employee is prepared to pay it or this should 
only be recovered from his wages within 60 days of the act of omission or 
co mmission in respect of which it is imoosed. 



I { 103 ) 

In continuation of ott1ce order No. 139 and 130 of 4.g.60 and 

' 
12.II.62 respectively, it is notified that as per provisions of Sect1on 8(6) 

& (7) o f the Payment of Wages Act, no fine , imposed on a?Y employee is 
recoverable from him by instalments or after -the expiry o'f 60 days from 
the day on which the fine was imposed which is to be reckoned from the 
<late of its commission. 

Tt is therefore clarified for the information of all concerned that 
the proceedings of imposition of fine should preferably completed in 
course of a fortnight . The workman should be communicated the decision 
of the authority concerned and be asked to pay the amount in cash imme
diately or within a day or two. If the employee fa ils to p~y the omount 

· • I• ll 

in cash the fine should be recovered from the wages to be· paid to him in 
the following month. It shou ld, however, be ensured that the date of 
commission of the offence and the date of recovery should in no circum~ 
stances exceed the limit of 60 days and that the fine is to be recovered in 
one instalment only and there is oo relaxation of the rules in this behalf. 

It is also impressed that all fines are to be recorded in the pres
cribed register and the amount of fine is to be credited to the Labour 
Welfare Fund. 

These .i nstruC't ions should be .strictly followed by all concerned . 

Sd/
K.A. Khan 

bEPUTY GENERAL MANAGER. 

Al I Officers & Sections. 
· \~ 

_Jl,/\anager '(tr:n.)Hqr;. 
- - - rt corpora.1on

Delhi Transpo T f Delhi) 
(Govt. ofNN:~o~~i _110002 

l.P. Estate, e... ~ 
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,)ELHI TRAN'::?! RT L!"!DERTAKINC 

(Cf T '-)E LlU~n ~!':: L (,__fR_T•{)P. ~ 'TH)JT :•F T)'f:LHI)


' scn"~.Ull. HOiJ.:.B, NEW o i.;LHl . . 
'· 

Nt) . ADM.1-3(1 8)/61 Dated; l/14~9-l9fil 

MEMO 

A •;opy of the award of the Industrial Tribunal, Delhi in 
ind1Jst-i?J "i lsp'".t~ No. 434 of 1959 as published vide notification No. 
F. ior ::1,159 I & T... dated 9th No,,e-nber, 1959 of the Delhi Administra
tion is fo r F:"- - ~ c'. :;aewltb. T1• wHJ be .;:een that the !ntlustrial Tribunal 
1-:J.s h·e:d t · i •1 e~e was no rase n~'i!.de out for r.uttin~ an end to 
<fa:i ::: ~~ ::·' __ · · : . ;,vnary trio ~s ;n th.e D.T.U. "'!1 th'l" the Tr;h•nal 
hec. decic~ c "" s t!:'it \vhere the ;-:~cech•re r~lathg to sum"'ary tria l is 
~do-pted . t!'e ('e)i11quent em:--loyee shflll have tht> ri!:!ht to cr0s~-n"lmine 
the winv·s~e-s en <- yrd i:fz ir-st him ~md alsc to er.amine such wit.11Psses 
as re wishes to er.at~;~~ in h!s defence and the ma11agemP.'1t <:1-i-all ~ive 
J1im m!tr;ib!e 0~1"'0rtu•1ity for ihf' c.ame. The rnanag<::ment h~..s rref'Prred 
an :>r-;"<i.l to 11,e liii;1 Ccmt al'):ain~t the award of the lndmtrial Tri"n•~al . 

Th ""::e i:; ~··11 s ·l-.j·1~ice b:=: "'c~e 1he Circuit 'Ben"h of !h Pt i; ;.,,, High 

Cr-1.'rt in Delh i. As it is Pot known how !om! it will take for th is<"'<:~ to be 
deci~t'd hy the Prrifat"I Hi~h Comt, it has been decide-d that wf"'rf a 
i:lt>":f in lYF ~ 1 ·- lr l'fr t(' r'isfC'"e .,f a cfr;"iplinary case hv the "1"'t'1"~ of 
suP't"'~ry tr; , i , 11 e t f'c e \' ;ll l· e so dispo"sed of. For th! • p!.!f '.'OSe, the 
following -,:·0-:: -:i !•re wHl he adopted : 

(a) A •~').:) !' C1" a <l"Ci~ ;on h•s h<.'en t~kcn to diS"'<'SC of a ciscinJi
l'H~ i:' ""'"e 1~:1 ~nmr.~ry •,.:~1. clr-te ~nd frne for sm:h tria1 will be 

fi r.:>d P~d r ~~ ·r.':'r tC' +'·e P -· ,-, ' ovee r,:0ncerned. '!-fe will l:>e r.\~ked 
to b 1h•~ t'i~Y v 1 itr P~.:.es 'i'~t J,e ;,-. !,, ht be having !n his d ; fencc- at 

the same t ir<ie. Prosew tiou ·witnesses will also he s~immoned and 
n~tice issuec t0 them ;;. t the se:-,1e time. 

(b) Prrts (A) Md (B) of the summary trial from lf.•nnexure 'A' ) 

wil: be con p 1eted before the e:lquiry begins and kept ready. 

re , When the clelioquent employee turns up for the trial , Parts (A ) 
and ("\)will be read out by the Enquiry Officer and part (C) of 
the summary trial form will be completed. At this stage, neither 

I 
I 

I 

I 

I 
I 
I 
I 



I 

I 
I 

I 

the Prosecution Witnesse1i1 nor the Defc11Ce Wit nesses wm h e 
allowed to be present. 

(d) The delinquent employee will thep be asked as to whether he 
would like to c ross examine the pro<lecutfon witnesses and also 

whether he would like to produce any defence witness. If he would 

like to examine the prosecut ion witnesses, and opportunity will be 
given to hem to do so. Each prosecution witnesc; will be examined 

at a time and evidence recorded. Thereafter if the delinquent 

employee wantc; to oroduce his del'ence witnesses. their evidence 
will also be rec0rded, ancf after the e"famina tion of prosecution 
w itnesses and defence witnes!'rs. the F tioniry Officer r011Tct also put 

questions to them and obtain any infN mation or cla rification that 
be might like to have. 

(e) Finally the Enquiry Officer could also interroeatc the delin I 
quent employee in c~!:e he would like to do so to arrive at the 
truth. He could oa!:s final or<lt>rs then and there and take the sig· 

nature of the dt-linquent emolovee thereon or pass the o rders later I 
on and communicate the same to the delinquent employee. It I

would be preferable tC\ na~!; thP. orders then and there and get the 
employee's ~i.f!natures. Invariably the procel"dings will be sent to 
tbe Un it at wh ich the emplovee ma y be working ioizether with 11 I 
copy of the order, ifanv. ~eparately issued so that necessary entries 
in the service record of the employee could be made. Ordinarily I 
if tbe delinquent e . ..,.,ployee does not produce his defence witnesses 
at the t ime fiited for c;u mmary trial, he will not be given another I 
chance. 

( f) The si~natures of prol'ect1tion witnesses. defence witnesses a nd 
tbe delinquent em ployee will be tak en O!l all proceedings as is 
being done in the C'lse of detailed enquiries. 

A Question was al so raised by some office rs in a meetiniz held in 
A.G .M r A)'s offi ce sometime hack as to the procedure to be adopted in 
cases where as verba l caution o r a verba l war'l in~ is oroposed to be !?iven. 
In all such case~ . the erni')fovee concernd wilt be summoned by the officer 
concerned , a record of the irregularit ies made and the fact that a verbal 
warning has been administered will also be recorded by means of a ootc. 
T he singn!l.ture of the empl oyee concerned will also be taken on the 

sam~ ~otc. 



i 1%) 

fr is !lvt p0%ib1e IO have a revis:'d SLl:11'1!ai"'' Ifi.o l r :m j.:0!.!:1;J. 

Arn1exur~- (A' lpd~cat~s the var;ou~ steps to be foiio~-1\ 7d ~.1.~ .a :·. i,_- , ~l·y 

trial !~<~.se. 1't:a·- icq _!istc colunrns etc. wi~l be 1:\ .:ed bv _tt:.e :, '"t:,r- ...i.l ..:~- .:. 

' occas.1 on:i a sumrnary trial case is held. ln i.:ievv of~h-: i1

n,Je~ernnn:ib!e 

n1h~rc of the kn,fltll of the proceerl~ngs, it v,r!ll .l'l.pt '.Je pos~ibl~ to de-vis-e :i 
r;; ;.. i. '" fotr.11 fl)r this p .npose. \ 1· 

Sd/.. 
(P.K. J. Menon;. 

General Manager (Transport) 

AH C ffic-ell"s o{ t he Undertaking 

Annexura •A' 

DEELH.I TRANSPORT U NDERTAKING 
{OF THE MUNICIPAL CORPORATION OF DELHI) 

SCINDlA HOUSE, NEVv DELHI. 

A. Employe.e inv~lv~d in the case. 

l. 	Name.. ... . ...... . .. .. . .... . . .... .. . . .. .. . ..... . . . . .. .. ... .. . .. . . . . ...... . .. ... .. 


2. 	Designation . . . ... .. . ... . . ... . ... . ... . . ... ... ... . .. . .. .. . .... .. ..... . . . 


3. 	Badge No. . . .. . .. . .... .. . ... .. . .. . .. ... .. .. . . ... .. .. . . ... ..... . . ... . 


B. 	Particulars of the case. 
' '1. Date on whieh t he irregularity etc. was OOSt"rVe<.L .• . ... . . . . 

2. 	 Nz.n.:e a nd des ignat ion of the offi;.;ial/ofricer wl10 noticed or 
reported the irregularity etc ..... . . .. . .. .. . . . . 

3. 	'Brief note of the charge told o r communicated to tbe 

employ~e .. .. . . ... .. .. . . . · · · · · ·· · · · · · · · · · · · · · · · · · · · · · · · · · · 


C . Plea (Statement) put in by the delinqlient employee . .. . .. ... ... .. . 




• 10'1) 

D 	 Cross e~aminatioc by the delinquent cm.ploy~e of the pros~-
cutiou witnesses . 


f .. 
I 

' . 

. ~ :. 

F. 	interrogation by the Enquiry Officer of the delinquent 

employee. 


Q, Order of the Enquiry Officer (brief). 

Signature and desin.gnation 
of the enquiry oOicer. 

Pat$ ... ..... .... ... . 


DELHI TRANSPORT UNDERTAKING 

(OF THF f'.·1UNICIPAL CORPORATION OF D ELHI) 


No. ADMI-3 ( 18)/58 Dated 17th Feb., 195 } 

Office Order No. 16 

It has b~eu decided that che punisilments impcsed in summary 

trial cases should not be communicated separately in writing to the 
employees concerned but should be got noted then and there by them on c: ~ 
the left hand botom corner of the summary trial form. The employees ..: .g ES 
Wh0. have been awarded punishment by the method of summary trial may :¥ ~ Qa; ::: I 
prefer an appeal to the prescribed authority within a period of 30 days c; ~ -~· o:e-,...:..._~;;±~from the date of imposition of penalty. 	 ·Jo~ou ~ Cl. 	 • ;::;;.

The summary trial forms after completion should be sent to the ' &, ~ ~~ 
Section kee-ping the personal files and service books of the emplyees ~ ~ ~ , 
concerned for making the entry in .the serv ice book, jf required, the form ~ £ 8 ifl 
should be added to t he personal file of the employee concerned. 	 ~ .._~ 

Sd/
P . D . Mehta, 

ASSTT. GENERAL MANAGER (ADM.) 

All Otiicen and Sectious at HO, Depots &nd C. Workshop. 


