
 

Standard Operating Procedure (SOP) of Functioning Of Vigilance Department, CCL 

 

 

The SOP of functioning of different wings of Vigilance Department based on the guidelines 

issued by CVC. 

 

1. Complaint Handling – Responsibility Stat Cell  

 Registration of all complaints received in the department with unique number. 

 Prioritizing the complaints received from CVC/MoC/CPGRAM/CIL/PIDPI. 

 PIDPI complaints received in the department should be sent to CMD, CCL. 

 Complaint received against Board Level officers is to be sent directly to CVO, 

MoC. 

 Weekly submission of complaints to CVO. 

 

2. Verification of complaints from complainant is the responsibility of Stat Cell. 

 A confirmation would be sought from the complainant for owning or 

disowning the complaint.  If no is received from the complainant within 15 

days, a reminder is sent.  

 No action is to be taken on Anonymous/Pseudonymous complaints. 

 

3. Preliminary Inquiry is to be done by Investigating Officer (IOs) within the time frame 

issued by CVC. 

 Scrutiny/establishment of vigilance angle- One month from receipt of the 

complaint. 

 For PIDPI complaints , investigation should be completed within 12 weeks  

 On source information Surprise checks are conducted. One month time to 

ascertain vigilance angle. 

 One month time to ascertain vigilance angle in some cases selected from CTE 

type inspection  

 Periodic inspection - one month time to ascertain vigilance angle 

 

4. Investigating Officer(IOs) are required to conduct investigation and submit report as 

per CVC guideline 

 Three months time to conclude investigation and submission of its report. 

 Further Information clarification (FI) to be sent within six weeks. 

 Submission of Departmental investigation reports along with DA’s decision to 

the CVC for advice - One month from the date of receipt of investigation 

report. 

 

5. Preparation/Issue of charge-sheet – Responsibility of Investigating Officer and D-

Section. 

 (i) One month from the date of receipt of Commission’s advice. 

 (ii) Two months from the date of receipt of investigation report 

 

6. Appointment of IA / PO in Major penalty cases – D-Section. 

 Within 15 (fifteen) days of receipt and consideration of defense statement. 

 

7. Timely completion of Departmental inquiry 

 Analysis of reply of CO to be placed before the DA. Issue of final orders in 

Minor penalty cases is two months from the receipt of defense statement. 

 Time limit of 18months for completion of Major penalty proceedings from the 

date of charge-sheet and till the date of passing of final orders. 

 Drafting of Penalty order and its issuance. 

 Forwarding self-contained note with case file to Appellate Authority on 

receipt of a copy of appeal. 

 



 

 

 

 

 

 

 



 

Standard Operating Procedure for Regular Disciplinary Action [Executives], 

Vigilance Department, CCL 
  

 

 

 

 

 

  

PREPARATION OF DRAFT IMPUTATION  

 VIGILANCE CASES – IO IN CONSULATATION WITH D-SECTION-10 DAYS  

 CBI  CASES - D SECTION- 10 DAYS 

FRAMING OF MEMORANDUM OF CHARGE - D- SECTION– 7 DAYS 

ACCEPTANCE & RECOMMENDATION OF DRAFT MEMORANDUM OF CHARGE - 

C.V.O - 3 DAYS 

 

 
ACCEPTANCE & SIGNATURE ON THE MEMORNDUM OF CHARGE - DA/CMD – 7 

DAYS 

A. FORWARDING OF MEMORANDUM OF CHARGE TO CHARGED OFFICER, & 

VIGILANCE STATUS UPDATING – CVO, D- SECTION,   VC CELL  & GM, 

VIGILANCE, – ,(3+3+1)= 7DAYS 

B. INFORMATION TO CVC-D-SECTION, CVO, - 7 DAYS  (4+3) = 7 DAYS 

 

 SUBMISSION OF REPLY BY THE CHARGED OFFICER/S 

 MISCONDUCT UNDER MAJOR PP ; WITHIN 10 DAYS FROM THE DATE OF  

RECEIPT OF MEMORANDUM  

 MISCONDUCT UNDER MINOR PP;  WITHIN 15 DAYS FROM THE DATE OF  

RECEIPT OF   MEMORANDUM 

 

 

MAJOR PP MINOR PP 

FORWARDING OF REPLY 

/REQUEST OF C.O TO THE C.V.O 

– DA/ CMD - 7DAYS 

FORWARDING OF REPLY 

/REQUEST OF C.O TO THE C.V.O 

– DA/ CMD - 7DAYS 

1 

2 

3 

4 

5 

7A 7 



 

 

  

FORWARDING OF REPLY/REQUEST 

OF C.O. TO D-SECTION – C.V.O – 

3 DAYS 

FORWARDING OF REPLY/REQUEST 

OF C.O TO D-SECTION - C.V.O – 

 3 DAYS 

NOTE ON THE REQUEST OF C.O/ 

 NOTE FOR APPOINTMENT OF IA 

& PO IN CASE OF DENIAL OF  

CHARGE –D –SECTION, (CONCERNED 

 DEALING OFFICER -5 DAYS + 

 INCHARGE -2 DAYS) =7 DAYS 

NOTE ON THE REQUEST OF C.O – 

D –SECTION (CONCERNED 

DEALING OFFICER -5 DAYS + 

INCHARGE – 2 DAYS) = 7 DAYS 

COMMENT BY C. V. O & DECISION  

BY DA/CMD ON REQUEST/ REPLY OF C.O 

-AS PER RESPONSIBILITY/ 

TIMELINE FIXED AT STEPS 3 &4 

 

 

 

COMMENT BY C. V. O & DECISION 

BY DA/CMD ON REQUEST/ REPLY 

OF C.O -AS PER RESPONSIBILITY/ 

 TIMELINE FIXED AT STEPS 3 &4 

 

 

 
COMMUNICATION OF THE 

DECISION OF THE DA/CMD ON THE 

REQUEST OF CO/  APPOINTMENT 

OF IA & PO – C.V.O, D-SECTION & 

G.M VIGILANCE (3+3+1) =7 DAYS   

 

 

 

COMMUNICATION OF THE 

DECISION OF THE DA/CMD ON 

THE REQUESTOF CO – C.V.O, D-

SECTION & G.M VIGILANCE 

(3+ 3 +1)  = 7 DAYS 

CONDUCTING DISCIPLINARY 

INQUIRY – IA & PO -6 MONTHS 

REPRESENTATION OF CO-15 DAYS 

FORWARDING OF IA’S REPORT TO 

C.V.O- DA/CMD- 7DAYS 

FORWARDING OF REPRESENTATION  

TO C.V.O- DA/CMD- 7DAYS 

FORWARDING OF IA’S REPORT TO 

D-SECTION - C.V.O – 3 DAYS 

FORWARDING OF REPRESENTATION 

TO D-SECTION - C.V.O – 3 DAYS 

 

8A 8 

9A 9 9A 

10A 10 

11 11A 

12A 12 

13 13A 

14 14A 



 

  
ANALYSIS OF REPRESENTATION  

–D-SECTION (CONCERNED 

DEALING OFFICER -12 DAYS 

+INCHARGE D- SECTION-  2 DAYS) 

=15 DAYS 

 

ANALYSIS OF IA’S FINDINGS – D- 

SECTION (CONCERNED DEALING 

OFFICER-12 DAYS + INCHARGE D-

SECTION- 3 DAYS)=15 DAYS 

 

COMMENTS ON ANALYSIS OF THE 

IA’S FINDINGS - C.V.O- 3 DAY 

COMMENT BY C. V. O & DECISION 

BY DA/CMD ON ANALYSIS OF 

REPRESENTATION -AS PER 

RESPONSIBILITY/TIMELINE FIXED AT 

STEPS 3 &4 

 

 

DECISION ON IA’S FINDINGS- 

DA/CMD – 7 DAYS 

FORWARDING OF THE DECISION OF 

DA/C.M.D TO D-SECTION- C.V.O- 3 

DAYS 

 

FORWARDING OF DA/CMD 

DECISION TO D-SECTION - C.V.O – 

3 DAYS  

DRAFTING OF FINAL ORDERS – 

 D-SECTION (CONCERNED DEALING 

OFFICER – 7 DAYS+ INCHARGE D- 

SECTION  -3 DAYS) = 10 DAYS 

 

DRAFTING DISAGREEMENT 

MEMORANDUM   - D – SECTION  

(CONCERNED  DEALING OFFICER -5 

DAY + INCHARGE D- SECTION - 2 

DAYS)=7 DAYS 

ACCEPTANCE OF DRAFT ORDER 

BY C.V.O & SIGNATURE OF 

DA/CMD - AS PER RESPONSIBILITY/ 

 TIMELINE FIXED AT STEP No. 3 &4 

 

 

ACCEPTANCE OF DRAFT 

DISAGREEMENT MEMO  BY C.V.O & 

SIGNATURE OF DA/CMD -AS PER 

RESPONSIBILITY/ TIMELINE FIXED AT 

STEP No. 3 &4 

-  

 

 

FORWARDING OF ORDER TO CO & 

UPDATING V.C STATUS – C.V.O, D- 

SECTION, VC CELL & GM 

VIGILANCE (3+3+1) = 7DAYS 

--End-- 
FORWARDING OF DIS AGREEMENT 

MEMO AND IA’S REPORT TO CO –

C.V.O, D- SECTION &GM 

VIGILANCE (3+3+1) = 7DAYS 

 

 

15 15A 

16 16A 

17 17A 

18 18A 

19 19A 

20 20A 

21 



 

  

REPRESENTATION ON IA’S REPORT-CO -15 DAYS 

FORWARDING OF REPRESENTATION TO C.V.O- DA/CMD- 7DAYS 

 

FORWARDING OF REPRESENTATION TO D-Section - C.V.O – 3 DAYS 

ANALYSIS OF REPRESENTATION –D-SECTION- (CONCERNED DEALING OFFICER- 25 

DAYS+ INCHARGE D- SECTION -5 DAYS) = 30 DAYS 

COMMENT BY C. V. O & DECISION BY DA/CMD ON ANALYSIS OF 

REPRESENTATION- AS PER RESPONSIBILITY/ TIMELINE FIXED AT STEPS 3 &4 

FORWARDING OF THE DECISION OF DA/C.M.D TO D-SECTION- C.V.O- 3 DAYS 

DRAFTING OF FINAL ORDERS –D-SECTION (CONCERNED DEALING OFFICER- 7 

DAYS +INCHAREGE D SECTION  – 3 DAYS) = 10 DAYS 

 

ACCEPTANCE OF DRAFT ORDER BY C.V.O & SIGNATURE OF DA/CMD - AS PER 

RESPONSIBILITY/TIMELINE FIXED AT STEP No. 3 &4 

 

 
FORWARDING OF ORDER TO CO & UPDATING V. C STATUS– C.V.O, D- SECTION, 

VC CELL & GM VIGILANCE (3+3+1) = 7DAYS 

22 
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24 

25 

26 

27 

28 

29 
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Standard Operating Procedure for Regular Disciplinary Action [Non - Executives], 

Vigilance Department, CCL 

 

  PREPARATION OF DRAFT IMPUTATION – 

IO IN CONSULATATION WITH D-SECTION-15 DAYS 

 

FRAMING OF CHARGE SHEET - D- SECTION– 7 DAYS 

ACCEPTANCE OF DRAFT CHARGE SHEET - C.V.O - 3 DAYS 

 

FORWARDING OF DRAFT CHARGE SHEET TO CONCERNED GENERAL MANGAGER 

- D- SECTION & GM VIGILANCE – (3+1)= 4 DAYS. 

 

 

 

ISSUANCE OF CHARGE SHEET & V.C UPDATION - CONCERNED DA & V.C CELL- 7DAYS. 

REGULARLY MONITORING OF THE CASE- G.M (P&IR) 

 

SUBMISSION OF REPLY - CHARGED EMPLOYEE – 7 DAYS. 

 

 

 

CONSIDERATION OF REPLY AND ITS FORWARDING TO G.M VIGILANCE WITH 

COMMENTS  –CONCERNED DA- 10 DAYS 

FORWARDING OF DA’S COMMENT TO D-SECTION – GM VIGILANCE- 2 DAYS 

 

 
ANALYSIS OF DA’S COMMENT/ APPOINTMENT OF EO & MR - D-SECTION (CONCERNED 

DEALING OFFICER-5 DAYS+ INCHARGE D-SECTION  -2 DAYS) = 7 DAYS 

COMMENT BY C. V. O & APPROVAL OF CMD ON APPOINTMENT OF EO & MR 

- C.V.O & CMD – 3 DAYS & 7 DAYS 

 

 
COMMUNICATION OF THE DECISION & DRAFT APPOINTMENT ORDER TO THE 

CONCERNED G.M – C.V.O, D-SECTION & G.M VIGILANCE (3+3+1) = 7 DAYS 

1 

2 

3 

4 

5 

6 

7 

9 

10 

8 

11 



 

 

 

  
ISSUANCE OF ORDER FOR APPOINTMENT OF EO & MR - CONCERNED DA- 7 DAYS 

 

CONDUCTING DISCIPLINARY ENQUIRY – EO & MR -2 MONTHS 

 

 ANALYSIS OF EO’S REPORT & SEEKING ADVICE OF VIGILANCE DEPTT 

- CONCERNED DA- 15 DAYS 

 

PREPARING ADVICE OF VIGILANCE DEPARTMENT ON EO’S RTEPORT - D- SECTION 

(CONCERNED DEALING OFFICER -12 DAYS + INCHARGE - 3 DAYS) =15 DAYS 

 

APPROVAL OF ADVICE ON EO’S REPORT  - C.V.O- 3 DAYS 

 

FORWARDING OF ADVICE TO CONCERNED G. M - D-SECTION, G.M VIGILANCE- 

(2+1) = 3 DAYS 

 

ACTION AS PER ADVICE OF VIGILANCE DEPARTMENT- CONCERNED DA- 7 DAYS 

 

SEEKING ADVICE OF C.V.O BEFORE FINAL ORDER - CONCERNED DA 

THROUGH G.M – 15 DAYS 

 

COMMUNICATING C.V.O’S ADVICE- D-SECTION, C.V.O, G.M VIGILANCE 

-PROCEDURE AS PER STEPS 15, 16 &17 

 

ISSUANCE OF FINAL ORDERS & V.C UPDATION –CONCERNED DA, 

V.C CELL (29+1)= 30 DAYS 

 

12 

13 

14 

15 

16 

17 

18 

19 

20 
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