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DELHI TRANSPORT UNDFRTAKING 

(OF THE MUNICIPAL CORPORATION OF DELHl) 


SCINDIA HOUSE, NEW DELHI. 


Ne. AD Ml-3( 1)/60 Dated · March 10, 1961 '· 

Office Order No. 44 

Communications have been received from various un its desiring 
to seek clarification as to whether absence from duty witho ut intimation 
or leave application having been rejected for some reasons will cause a 
break in the service of an employee. The matter bas been duly considered 
and it has been decided that such absence cannot result into break in 
service of an employee as the period can be commuted retrospectively 
into extraordinary leave without pay by the officer competent to grant 

such leave. 

Sd/­
(P. D. Mehta) 

Asstt. General Manager (Adm). 

Al l O fficers of the D .T .U. 

DELHI ROAD TRANSPORT AUTHORITY 

SCINDIA HOUSE, NEW DELHI. 


No. ADMt-8(1)/54 Dated : l 2tb August, 54 

Office Order No. 125 

The following instructions are issued for compliance of the 
ch':cking staff, whenever cash of a conductor is checked : ­

1. All numbers must be closed on the Way Bill at the time of the 
cash check and the total number of tickets, denomination wise, sold 
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upto the time of the check must also be endorsed . These numhNs must 
he signed by the Checking officials, giving the time and the place of the 
cash check. The amount of cash found in the possession of the con ductor 
rnust be endorsed on the t rip side of the way bill and this shouid be 
signed both by the conductor and the checking official. Qn the original 
side of the way bill the amount of excess cash, if any, mu'St be specified 
duly signed by the conductor and the checking official.

t 

Tbe chacking official must, at the first available opportunity, 

inform the officer on duty of the depot concerned of the excess cash . 
The officer-on-duty will then inform the cashier who will separate such 
excess cash, at the time of deposit of cash by the conductor, and secure 
this amount. The cashier will countersign it on the way bill in token of 
having received the excess amount. 

Sd/­
(P. D. MEHTA) 

Asstt. General Manager (Adm) 

DELHI ROAD TRANSPORT AUTHORITY 

SClNDIA H OUSE, NEW DELHI. 


No. ADMl-8(1)/54 	 Dated the 25th August, 54 

Office Order N o . 129 

Sub. : Extension of way bil ls. 

Tt h!!!s come to notice that some condu<;tos calculate their ticket 
sales unofficially before depositing the same with the cashier in the 
Depots. As this practice is irregula r, it is directed that no conductor 
should calculate their ticket sales befo re paying the cash to the Cashier. 
It has further been decided tha t in future way bills should also be ex­
tended and the shortage, if any, entered on the conductor attandance card 
by the staff on duty immediately after his paying in cash and in his presence. 

ef ~.) Hqr. 	 Sdt ­
~ 	 I Manage l rt corpora\\QO (P. D. MEHTA) 

Oe\nrrranspoc i. of oe\l'\I) • (Asstt . General Manager (Adm) 
1 (Go\Jt· of N~w ·oelht - ~dst..~ 

\.P.Estate, t-1 7 ~ 
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DELHI ROAD TRANSPORT AUTHORn Y 

SCINDIA HOUSEs NEW Dt LHL 


No. ADM1·8{l )154 Dut~d : 25th August, 54 .. 

O ffice O rder No. l 32 

In su persessio n o f t his office order No. ADMI - 8 (I) 53 dated 
23- 10-53, it has been decided that employees, whose expla nation is called 

for on account of any reason. wi ll henceforth be a llowed 72 hours t ime 
to submit their exp lanations. 

Sd/­
(P. D. M EHTA) 

ASST. GEN E RAL MAN AGER (AD M) 

D ELH I ROAD TRANSPORT AUTHORITY 

SCI NDIA 'HOUSE, NEW D ELHJ. 


No. ADMI-8 (J)/54 Dated : 26-8-54 

Office Order No. 134 

Sub : Challan Books - Procedure in respect of. 

1. All Officers of the D.R.T.A. 
2. All Depot Supervisors. 
3. C.T.l. 
4. All Traffic Tnspectors, T.T.Es. atad Tiwe-~eepers. 

Scope of use and procedure. 

Whenever an irregula rity, which is in contravention of the ex is. 
ting instructions and procedure, is noticed on the line, the challaning 
official will make out a challan against the offender, in quadruplicate, 

carefully fill ing the challan fo rm with t he details required . 

I 
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(Wit ness means the person/persons who ore present on the ~pot 
a nd who can serve as eye·witnesses). 

1. The person challaned wi ll be givw the o rigitw1.copy of the 
challan and he wil l give signature in token of having received it. 

2. He will, within 72 hours of the receipt of the challan, s ubmit 

his explanation through proper channel, failing which ex· parte decision 

will be taken. A copy of the challan will be sent to tbe Depot/O ffice 
concerned alongwith the detailed report, who would ensure that the 
explanation of the cballaned person is received in time. 

Remarks on the way bill will be brief. 

3. T wo copies of the challan will be submitted alongwith the 

checking report, one of which will be sent to the D~pot/Head Office. 

4. When the book is used up it will be sent for record to 
T.S.H. Qrs. 

5. Utmost care will be taken to maintain the book in clear and 

proper condit ion. Loss or damage to the cha llan book w ill immediately 
be reported to the office. 

6. A register will be maintained to keep a record of the challans 
s ubmitted by each traffic officials. At the end of the month, a statement 
will be perpa red, showing the number of challans s ubmitted by each traffic 
officials and submitted to Head Office regularly. 

Sd/­
, ,~ P.D. MEHTA 

.tr:~ ~r ~arnn.) \-\qr. For General M anager 
r.:· I Manager ' rt co~poration 

t)e\ni Trans~c i of Qe\nl)
1 {Govt. of · ·0~\hi . 110~~ 
\.P. E.sta\e, New ~ 
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DELHI ROAD TRANSPORT AUTHORJTY 

SCINDIA HOUSE, NEW DELHI. 


" 
No ADMI-8 (I ) (54 Dated : 4-1 l-54 

Office Order No. 181 

Sub :-Challan Books-procedure in respect of. 

Jn continuation of this office order No. ADMI- 8(1)/54 dated 
26.8.54 it is stated that the Traffic offences referred to therein, means all 
offences and irregularities accu rirg from breach of any of the clauses 
contained in the Executive Instructions which embody the duties of 
different categories of the Operational staff. 

Sd/­
(P.D. MEHTA) 

ASSTT. 	GENERAL MANAGER (ADM) 
for Geoeral Manager 

DELHI ROAD TRANSPORT AUTHORITY 
SCINDIA HOUSE, NEW D ELHL 

No. ADMI-8(1)/55 	 Dated the 4th May, 1~55 \ 

Office Order N o. 84 

[n conti nuation of this office order To. 134 dated 26.8.54, it has 
been fu rther deci ded to issue challan books to Foreman fo r use in connec­
tion with obtaining explanations from the staff working under them ou 
account or various irregularities committed by the latter from time 
to time. 

Sd/­

I 
I 
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EELHl TRANSPORT UNDERTA.KINO 

(OF THE MUNICIPAL CORPORATION OF DELHI) 
J.P. ESTATE, NEW I)ELHI. 

Copy of Office O rder No. 30 (ADMT-8(1)/55 dated 22.2.56 form the 

Assistant General Manager (ADMN), D .R.T.A. 

It is notified for the information of all concerned that when the 
amount o f shortage in ca.sh collect ions committed by a conductor while 
on duty on account of scuffle with the pasfenger is Rs . 1 Si-or less and 
on the complaint of the conductor a case against the passenger has 

been registered with the police, it should be recovered from the salary 
of t be conductor in one instalment. I n case the amount of shortage 

com milted by the conductor in similar c ircumstances exceeds Rs. 15/· . it 
should be recovered in inl>tal rr.ents i.e. 1st instalment of Rs. 15/- and the 
remaining of Rs. I 0/- each and the ha lance in the last insta lment. The 
question regading refund of the amount so recovered should be consi­
d'!red when the case is decided by the court. 

In cases where sh ortage committed by the cond ucto r has no t 
beeu reported to the P olice and tbe case has not been taken up in the 
cou rt, a depot enquiry should immediately be inst it uted and the question 
Clf refund of the arr. cunt of shortage reco\ered in such cases decided on 

the bas!<, of the re;:iort of the Enquiry Officer. 

'\.-$Y/ . Sd/­

Manager~amn.) Hqr.. (P.D . M E HTA) 

elhi Transport Co~p~~~~\O) t!l ASSTT. GEN ERAL M ANAGER (Adm).
(Govt. of N.C.T. o . ,,. 
Estate, New~ilQm.. - - - ­

DF.LHr TRANSPO RT UNDERTA KI NG 

(OF TH E MUNICJPAL CORPORATIO N OF D ELHI) 


SC1NDfA H OUSE, NEW D ELHI. 


N ~' · AD MI-36 (189)/61 D ated : 1-3-62 

O ffice Order N o, 22 

S U S:· Revised form of Challan Books. 

I t is notified for the information and necessa ry action of all 
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chaHan hooks have been got p. inte<l and will be ;:,, :.~d when the o ld 
stock is exhausted. While usi11g the new cha!!an books, the chalian will 

be issued in triplicate and copies wi!i be distributed as under:­

i • 
(i) 	One will be issued on the i;pot to the delinquent employee. 

(ii) 	the second copy should be submitted with the report of the 

official detecting the irregularity. 

(iii) 	the third will be treated as office copy. 

The names and addresses of t he witnesses should be t aken invari · 

ably and written in t he ch2 Jlan in the relevant column provided for th is 

purpose. In case of refusal on the part of witnesses t o give their cames 

a nd ad dresses, the checking staff shou ld record this fact against the 

relevant columns in the challan form. 

Sd/­
P .D. Mehta, 

ASSTf . GEN ERAL MANAGE R (ADMN) 

A l I Officer's And Sections. 

D ELHI TRANSPORT U N DERTAKING 


(OF THE M UNICIPA L CORPOR ATION OF DELH I) 


SCINDIA H OU SE , NEW DELHI. 


No. ADM T-36 (J 89)/61 	 Dated : 9-4-62 

O ffice O rder No. 40 

Sub. : Revised form of Cha llan Bool<s. 

In continuation of Office Order No. 22 dated l.3.1962 it is no ti­

fi ed for information and necessary action by a ll concerned rhat the 
addresses of the witnesses should a lso be given in the report to be sub ­

mitted by the cbalhning O fficer apar t from writing the same in the 
ch a llan in cases relating to irregularit ies involving operat ional sta ff on 
the line. In case of refusal on the part of witn ess to give their names and 

addresses, the facts should be recorded in the report a nd the challan. 

Sd/ ­
P .D . Mehta, 

ASSTT. GENERAL MANAGER (AD MN.) 
A ll O fficMs and Sec tions. 



I 
I 

{ 77 ) 

DELHI TRANSPORT UNDERTAKING 

(OF THE MUNICIP AL CORPORATION OF D ELH I) 


I.P. 	ESTAT E , NEW DELHI. 

No. 	A D Mll-65 (3)/65 \ D~ted : 13-6·66 

A reference is invited to this office memo No. ADM ll-65(6)/65 t 	 dated 28-1 -66 where in it was clarified that while calculation of the sales 

of tickets has bee~ termed as an irregularity vide office order No. 129 
dated 25-8-5.t, the excess cash found on the person of the co nductor is 
not, al though it can be taken as an additional consideration in case of 
al lega tion of non-issue of ti ket after collecting the fare etc. ft has been 

obser\'ed that inspite of the above clarification, there has been an instance 

where an employee has been charged for being in possession of Excess 
Cash only wh i.::h is not in order It is therefore once again clarified for the 

guidance of all concerned that Excess Cash found in the person of a 
conductor does not constitude a charge it-self, but can only be taken as 
an additional consideration to prove the charge of non-issue of tickets 
after collection of fare or the charges pertaining to mis-appropriation. 

Sd/­
(P.D. MEHTA) 

ASSTT. GENERAL MANAGER (ADMN.) 

All T.Ss/A.T.Ss. 'PA .G .MtT-G)/A.G M(T-0)/ATM. Manager (Aamn.) Hqr .. 
Delhi Transport Corporat1.on 

(Govt. of N.C.T. of. Del~... 
l.P. Estate, New Oa&hl~.:DELHI TRANSPORT U1 DERTAKING 


(OF TH E MUNICIPAL CORPORATION OF D ELHI) 

l.P. 	ESTTE, NEW DELHI. 

N0. 	ADM I-3 (18)/66 Dated : 20-9· 66 

It bas been observed that in certain cases the checking staff a fter 

checkiug the cash of a Conductor, collect the excess amount fou nd on 

his person against lbe entries made in the way biil and tag the san~e \',ith 

the checking report. Since the checking rei:;orts pass through feveral 
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liands before reaching the competent authority for necessary actio11. there 
is likely-hood of the money being misplaced, lost, stolen or mis-appro­
priated. In order to eliminate such chances, tht matter has been consi­
dered at length and it has been decided that the execs~ amount so found 
need not be tagged with the report ar:d the '.Same ~hould be; dciwsited with 
the Unit Cashier and treeted as D .T.U. revenue in accordance with the 
instructions already in vogue. There is neither a11y need to retain the 
excess money separately or prepare any recovery memo etc. as the entries 
made on the way bill by the checking officials and duly signed by the 
Conductor in respect of the cash found on his person may be ccnc.idered 
sufficient for utilization in the case to establish the cllarg~. 

Sd/­
(P. D. Mehtai 

ASSTT. General Manager(Adm) 

All Un it Officers, 

including E.E., C.M.E. 

Stores Officer & Works Manage r. 

AH Traffic Officers & other 
Sectional Heads. 

DELHI TRANSPORT UNDERTAKING 

OF THE MUNICIPAL CORPORATION OF DELHI 


I.P. ESTATE, NEW DELHI-1. 

No. TR-l /7(CISV)/66/232 Dated the 17th Jan., 1967 

Office Order 

With a view to exercsing better and more effective ch:.'.ckin<> 00 
long distance routes it has been decided that in future D.T.U. B~ses 
operatiug on Delhi-Gwalior route will be checked by inspectors of 
Haryana Roadways and of U.P. Governmeut Roadways as well. The 
route has, therefore, been divided into three sectors for convenience of 
inspection as under:­

I. Delhi to Faridabad by D.T.U. staff. 
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2. Faridabad to Agra by Haryana Roadways Staft't 
\ 

3. Agra to Gwalior by U .P . Govt Roadways, Agra Region ~taft'. 

It will be the responsibility of D.T.U.. Inspectors to. check all buses 
operated on thi~ route by the two nationatised Undertakings as stated 
above. 

All members of the Traffic Supervisory Staff are asked to carefully 
note this order. It is also necessary to ask the bus crew to stop the buses 
as and when required by the members of the Supervisory Staff of other 
nationalised Undertakings and allow them to check the buses of the Under­
taking. The reports about the irregularities detected by the checking staff 
of other Undertakings will be dea lt with in accordance with the provisions 
made in the procedure of disciplinary action. 

These orders will come into force from Sunday, ~he 22nd January 
1967. 

Sd/­
P.C. Shukla, 

Deputy General Manager 

DELHI TRANSPORT UNDERTAKING 
OF THE MUNICIPAL CORPORATION OF DELHC 

LP. ESTATE, NEW DELHI 

No. ADMII-21 (73)/64 Dated : 28/30-6-'7 

Office Order No. 63 

With a view to simplifying the procedure of writing of reports and 
replacing the System of challans ultimately, it has been decided to intro­
duce the following proformae in the fo rm of questionnaire to be used by 
the checking officials for the purpose of making reports of the irregu­
larities observed by them during the course of theitduty:-

Anneirnre A. For minor offences. 
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Annexure B. For Assault Cases. 

Anner.ure C. For cases of seriou:, l!ature invo]ving cheati.rg and/ 
 I

or negligence on t<ie part oi ~he operational ~taff. . 
The report v. ill be prepared in tripJ_icate-fi~st copy will be sent to 

Central Section. second copy to be handed OJ,ier to chc employee concern~d 
against signatures while the th:rd will be rtt&in.d as office copy. In case 
the report is not ready on The spot or the employee concerned refu::.l!d to 
receive the same, suitul le remarks to th:s effect will be endorsed on the 
repo1 t and fir~r and second copies will then be delivered to the Centrat 
Secti on immed iately for onv.ard transmission of the second copy to the 
emplo~ ce concerned. Efforts should be made to i:erpa re the report on 
spot, hov. t'ver where tht> detailed report ca nnot be made available to the 
em ployee on the sr:c1, the challan will be issued. During the interim 
period of trial the member~ of the Traffic Supervisory staff wil l also keep 
the challu n book handy for use in the manner j,~dicat-::d above. 

The pn,formae referred to above are be ing introd uced on trial 
basis and the pos ition will be reviewed after 3-6 months as the case may 
be, in the light of the exper ience gained . 

Sd/ ­
(K.A. Khan) 

Adell. Gene ral ~fanagcr 

All Officers & Sections. 

Copy to:- I. Dy. Chief Auditor, M.C.D.(2 copies) 


2. A.A.0. with a request to gee the proformac printed . 
3. File No. ADMTI-8( :)/67 and ADM!-3(18)/67 

ANNEXURE •A' 


DE LHI TRANSPORT UNDERTAKING 

(Or THF MlJNlCIPAL CORPORATJON OF DEL.HI) 


TRAFFIC DEPARTMENT 

Reporter's nnme ... ...... .... . Design .. . . .... . ... H.No............. Date .... .. ..... . 

Bus No...... .. . .. Route No.. . . ....... .. Trip ... .. .. . Place ...... ...Time... ........ . 

Driver's name ... .. ........ .. ...Upper Deck/Lower Deck...... .......... .......... . 

C<1nductor's na me .......... . ....... .. .. . ...Depot ........................ .... ..... .. . .. . 


Please tick wh ich ever is applicable 
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off'enc• 

1. 	(i) Without Uniform. 
(ii) Without Complete Uniform i.e. without cap/pant/Bush-shirt1 

(iii) Without proper Uniform i.e. with dirty/modified uni.form. 
'• 

2. 	 Not available in the bus at the time of outshedding after getting 

the attendance marked and thus delayed the outshedding of the 
bus. 

3. 	 Bag money short by Rs.___ privatecash Rs. 
Bag money in hand Rs. ___ _ 

Bag money short Rs. ___ 

4. 	 Did not mark the closing/opening nos. at the starting points/ 
terminus. 

5. 	 Not reported t o the A.T.I. at the '\tarting point/terminus. 

6. 	(i) Without Rear Destination Board. 
(it) Without proper rear Destination Board. 
(iii) Without front destination Boa rd. 
(iv) Without proper front Destination Roard. 

7. 	 Did not get the diesel fil!F~d in the bus after in-sheddin~. 

8. (i) 	 Did not park the bus at its proper place in the depot. 
(ii) Did not park the bus properly at the ~tand. 

9. 	 Did not ~t0 p the bus at stop inspite of the signal from the check. 
ing staff. 

10. 	 Did not lodge th<' defect report ~fter inshedding o f the bu~ 

11. 	 Sold tickets out of seriality. Serial No. 
Tickets No. _____ _ 

Denom 

12. 	 Not availab le with the bus after :ir.rival at starting ooint/termini. 

13. Refused t0 render tne trip as per directions of the competent 
authority. 

14. 	 Proceeded via wrong route from _____(place) instead of 
___ _ __fPJace). 

15. 	 Refused to perform tbe duty a llotted other than schedule duty. 

16. 	 Reported late for duty at _ hours instead of hrs. 

17. 	 Calculated the sale proceeds of tickets from the waybill. 

18. (i) 	Lodged incorrect/inco mplete defect repor t at (place) 
(ii) Lodged wronii defect report at (place) 



'1 

I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 

( u) 

19. 	 Rendered trip before/after schedule time bitentiooaily. 

20. 	 Inshedded the bus before \Chedule time at __hrs. in= 
stead of____hrs. 

21. (i) 	 Lost/M isplaced tqe waybill 1ssu.ed for duty. 
(ii) Performed duty without Waybill. 

22. (i) 	 Lost/Misplaced the Driver Memo issued for duty. 
(ii) Performed duty without Driver Memo. 

23. 	 Did not deposit the D river Memo after completion of duty. 

24. 	 Missed trip without proper atbentication by the Competent Official. 

25.~~~~~~~~-

26. ~~~~~~~~~-

Brief deta ii (if necessary) :-

Buclosure& : ­

~sporter 

ANNEX U RE •B' 

D ELHI TRANSPORT UNDERTAK lNG 
(OF TH E MUNICIPAL CORPORATION OF DELHf) 

Assau lt Case No. 

(for the infotmaiion of the DTU's L.A . Only) 
Date of Time & Place Service Up Bus Name Name of Destination 
incident. of incident. No. Down No. of the the C on- from to 

Route driver ductor 
B. No. 	 B. No. 
Lower 	 Upper 

Deck. Deck. 

l. 	 Name aod address of thC' assailants. 

Name 
~~~~~~~~~~~~ 

Address 

S. Name _____ 

Address 

I 
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2. 	 Name and address of the witness 

Name_______________ 

'· Name 	 \ 
Address________ 

3. 	 Were you present at the time of incident ? 

4. 	 If not who reported the-incident to you and at what time ? 

5. 	 At what time did you reach the spot? 
6. 	 Was the assailant handed over to the police ? 

If so by whom ? Also give the number of the police Constable. 

7. 	 Nature of injury to the staff and number of the staff. I 
8· 	 Shorts incurred by tbe staff and number of the staff. I 
9. 	 Was the amount of shorts recovered from the passenger, and if so, I 

on whose orders ? 
I10. 	 Nature of injury to the passenger. 

Was tbe bus taken to the police station ? Name of the Police Il l. 
Station. I 

12. 	 R esult of the police Enqui ry, 

At what time was the matter reported to CCR. 	 I13. 

14. 	 Whom do y0u consider to blame ? I 
15. 	 Brie f fac ts or incident . I 

I 

ANNEXURE 'C' 

DELHI TRANSPORT UNDERTAKING 
(OF THE MUNIClPAL CORPORATION OF DELH1) 

l.P. ESTATE, NEW DELHI. 

Traffic Department 

Reporter's Name . ... ...... . .. ....Desg .. .. .........B. No..........date . .. .... . ..... .. 


Joined Bus No.........Route No..........Trip.........at place. . .......Time ... .. . 


No. of passengers/luggage (paid .. ..........F ree.........Total .......... ) left at 


place ....... .. 




( M) 

1. Drivec's name...... .••......Conductor's name ..........Upper Deck/ 

Lower Deck...............Depot...................... Zone/Are.a.................. 

Passenger's name & address. 

Place ....... ..... .................... -· ·... .. 


J. 	 " Enclosures 
2. 	 Ticket Nos. 

(Details of unpunched or 
punched tickets), 

Witness name &. address 

2. 

Witness (our statf) 

1. 2. 

3. 4. 

O.tftnce. 

J. 

2. 

3. 

2. 	 Io what part of the bus did you first question the passenger? 

3. 	 Where was the conductor when you were questioning the passenger 
and what was he doing? 

-4. 	 On what seat was the passenger seated ? 

S. 	 Where did the passenger boa rd ? 

6. 	 Where was the hus wh en the fare was paid to the: condouctor 'l 

7. 	 To what destination was the t icket a'\kc-d for ? 

8. 	 What amount did the passenger plly to the conductor? 

9. 	 Was the t icket issued, if so, was it issued from t icket packet ? 

10. 	 Ticket nun;ber and denomination of used tickets found with 

conductor or passenger? 
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1J. Detail of unpunched or punched tickets collected. 

12. How many passengers were in the bus? 

13. How many P'' ssengers were involved in this case. 
. - l 

!4. 	 What amount did the conductor bring on Rs 

duty as personal cash ?. 


15. What amount was spent by the conductor Rs. 

out of this sum. 


16. 	 What amount had the conductor spt:nt from Rs. 

the cash bag :­

17. 	 ff the amount brought from home by the conductor was in exces-> 
of rupee one, had the conductor got the exces-; amount emered on 
his way bi ll by the Depot Supervisor. 

18. Actual cash found on the person of Rs. 
the Conductor excluding his personnel cash. 

19. 	 Actual cash found in cash bag. Rs. 

20. 	 Total amount of cash (Item 18·19). Rs. 

21. 	 Amount o f sale of tickets. Rs. 

22. 	 Excess or short. Rs. 

23. 	 Reason given by the conductor for excess or shunage. 

24. 	 Passengas' stHcm.:nt. 

25. Did you ask any other passenger if he had witnessed the incident'? 

26 Co ndnctor's statement. 

27 	 Further remarks. 

I 
I 
I 

Signature-.. -... .. . .... . . ..... .. . 


D•Hed... .. .. .. .. . . . .. .. • 


