No. 1460(02)/ NIFT-HO/ Vig/ 2026/ 723

Tl'érq e Wit AT /National Institute of Fashion Technology

Tdddr faUTT / vigilance Deptt.
giet @ 1S faell/ Hauz Khas, New Delhi-110016 ;.

Subject:

Dated: Cr fanuary, 2026

OFFICE MEMORANDUM

Procedure for handling of complaints received through emails- reg.

Please refer to the guidelines issued by the Department of Personnel & Training

(DoPT) vide OM No. 104/76/2024-AVD-IA dated 9t October, 2024 (copy enclosed)
regarding handling of complaints, the following procedure shall be adopted by
NIFT in respect of complaints received through email (From the stage of receiving
on mail till verification), with the approval of the Competent Authority.

IL

I1.

IV,

Receipt of Complaint through Email

i On receipt of a complaint through email, the matter shall be place
before the Competent Authority for consideration.

ii. With the approval of the Competent Authority, a revert mail shall
be sent to the complainant seeking details of his/her postal
address for further correspondence and verification.

Follow-up Action for Address Verification

i. If no response is received from the complainant within 15 days
from date of email, a reminder mail shall be sent once again
requesting the complainant to furnish his/her postal address
within one week.

ii. In case no reply is received within 1 week even after the
reminder, the complaint shall with the approval of Competent
Authority, be treated and filed as anonymous/pseudonymous in
accordance with DoPT guidelines.

In Case, Complainant Address is provided by the
Complainant/available in the same E-mail

i. If the complainant provides his/her postal address through email,
a physical letter shall be sent by post to the given address,
seeking confirmation of ownership/disowning of the complaint;

ii. Along with this confirmation, the complainant shall also be
requested to furnish a valid Government Identity Proof for the
purpose of verification.

Further Action

i. Only after due verification of ownership of the complaint, as
above, shall the complaint be processed further for necessary
examination and investigation, if required as per the extant
vigilance guidelines.



V. Record Keeping

i All correspondence (emails, reminders, postal communications, replies
received etc.) shall be properly recorded and maintained in the relevant
file for audit/vigilance purposes.

2 All NIFT Campuses are requested to ensure strict compliance of the above
procedure in handling complaints received through email.

3. This issues with the approval of Director General-NIFT.
W,
(Rajni Shah)Q\. pv26
Vigilance Officer
To

1. Registrar, NIFT Head Office
2. Al NIFT Campus Directors

Copy to:
1. All DVOs of NIFT Campuses

2. Director (HO), NIFT
3. Deputy Director (IT) - with request to upload on NIFT Website.



No. 104/76/2024-AVD-IA
Government of India
Ministry of Personnel, Public Grievances & Pensions
Department of Personnel & Training

_ North Block, New Delhi
Dated the 9" October, 2024

OFFICE MEMORANDUM

Subject: Revised Guidelines regarding handling of complaints in
Ministries/Departments/Organizations of Government of India.

The undersigned is directed to say that in partial modification of the
guidelines issued vide DoP&T OM No. 104/76/2022-AVD-IA dated
28.09.2022, the Competent Authority has approved the following guidelines for
handling of  complaints received against  officers/officials in
Ministries/Departments/Organizations of Government of India.

2. Anonymous complaints, i.e. such complaints that do not carry both the
name and address of the complainant, should be filed straightaway. No action 1s
required to be taken on such complaints, irrespective of the nature of allegations,
and they should be filed.

3.  All complaints containing non-specific and unverifiable allegations as
may be decided by the competent authority should also be filed without
verification of identity of the complainant.

4, Complaints, other than anonymous complaints, containing specific
allegation of corruption or attracting vigilance angle (as laid out in para 3(a)(I)
of DoPT’s OM No. 104/33/2024-AVD-IA dated 09.10.2024 shall be considered
and  processed by the Chief  Vigilance  Officer of the
Ministry/Department/Organization concerned. All other complaints, containing
matters of non-vigilance nature, would be considered by the Joint
Secretary/Additional Secretary in-charge of Administration of the respective
Ministry/ Department.

5. Complaints of both categories, i.e. vigilance and non-vigilance, including
complaints  received _ through e-mail, should be sent by the

Ministry/Department/Organization concerned through Speed Post/Registered
Post/authenticated electronic media to the complainant for owning/disowning
the complaint and for confirming the veracity of the contents of the complaint.
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: X no response is received from the cornplarnant within 15 days of sendmg the:
i ]complarnt for confirmation, a reminder should be sent. If the response is still -
- not received within 15 days of sendrng the reminder, the said complaint should .

£ v;;,.,::_'}_concerned

- months-: from the date of receipt of the cornplarnt Such further examrnatron may

5Competent Authorrty

| be “filed as pseudonymous by the Mrnrstry Ve Department /Organrzatlon»:* : e

e . ‘The. decrslon to file: the cornplamt or examine 1t further should be taken_):f
by the concerned Mnnstry/Department/Orgamzanon Wrthln a perrod of three,f,"; Ll

be in the shape of .a: prehrmnary inquiry or an 1nqu1ry as decrded by the_‘?'

Once. the Mlmstry/Department/Orgamzatron concerned decrdes to’?
: exarmne the complarnt further, as a vrgrlance or non- Vrgﬂance rnatter acopyof

the complarnt should -be ‘made available to the: officer(s) against: Whorn the

complamt has been made through speed post W1th1n 15 days of the dec1sron

8. In case of complarnts recelved 1n the Mrmstnes/DepartrnentS of_.;p;'
'Government “of ‘India -on- matters: pertannng to AIS officers or Central

'Govemment employees Workmg in. connection ‘with. the affarrs of ithe State »b

o Governments these. shall be forwarded to the State Government concerned for
. action as appropnate ‘The State Governments may, in the first instance, carry -
out the exercise as envrsaged n: para—S and para-6 above. Once the - State -

" Government. decides to ‘examine the complaint further, the State Governrnentf i
concerned may. share a copy of such complaint forwarded to the ofﬁcer(s};_.. o

_~ -against whom the cornplarnt has been made, within 15 days of the decision.. . -
v _Cornp]amts recewed prior to issue of these: gutdehnes may be chsposed of i

& accordrngly Wlth the: approval of the competent authonty

9, | In order to ensure that complarnts are dealt Wrth expedrnously within 3"
-months of the date of receipt: of the complaint, a Review Committee shall be
E consututed in every Mrnrstry/Department ‘The ‘Review Committeé shall ‘be

b chaired ‘by an officér not below the rank of Additional Secretary and shall . |

_v -mclude the CVO of the Mlnlstry/ Departrnent and the Joint Secretary/Addltlonal »
~Secretary 1n- charge of Administration of the respective Mrnrstry/Department;

- inter alia as rnembers “This Connrnttee shaﬂ meet on 2 monthly basis to monitor . ’

; ‘the disposal of complaints that are pendmg for a decision beyond two, months
'-'from their date of receipt.

State Governments may also undertake a srmﬂar exercise for complaints -
forwarded to them as per para & above. -
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g

, o 10. .7 Complalnts agamst Secretartes to the Government of Indra whether
N pseudonymous or otherwise, recerved 'fy gthe Cabtnet Secretarrat or the DoP&T. or - -

-Cabmet Secretary The composrtron of the group shall be as foHows -

Cabmet Secretary __
© Principal Secretary to the Prin ;o
ii) . Secretary (Coordination) i in the Cabmet Secretarrat .
! Secretary, DoP&T, and . '

- Secretary, CVC: Obs_erver .

o there 1§ no. substance’__

ofﬁcer from where the complarnt was recerved

the Prime Minister's office, will be first scrutinized by the Group. headed by the L

o | .Th_is Groupt. afterﬁﬂ---revviewin  the compiaints Wouldvproceed as follovvs:—'i ’

| n the complarnt ot the cornplarnt is frrvolous in :{? ,fi ‘.
' :_}ﬁnature the group would close the. complamt and 1nform the relevant o

e In case the prehrnmary scrutmy of the complamt 1nd1eates that there i o
_some. substance in it or there are verifiable allegatrons the Group could i

Vdo one or more of the followmg -

(1) Seek the comments of the Secretary concerned
(11) Call for the concerned fﬂe(s) ' :

(iil) Call for the relevant records 1nclud1ng annual property returns '

other reports eto,

o b) Havrng recerved appropr1ate 1nputs on the complarnts the: group w111 then i

s ”"ff_,.proceed in the followrng manner:-

w1t the complarnt it wﬂl be Closed

o | --In case the records/comments 1ndtcate that there 1s no substance m:

e @ f‘If after scrutmy, it is. felt that there is some substance in the‘fl

“complamt arview would have to be taken by the group regardmg the

nature of .the investigation called for and - an ___appropr_late_f

_ “:recornmendatron made in. thrs regard

cle "'Thereafter the recornmendatlon would be subrmtted to- the |

, Drscrphnary Authonty, for action as deemed f1t

c) The Group, constit_uted_will also be looking into the complaints received
by the Cabinet Secretary from CVC under the CVC Act or the Public Interest

T




. - Disclosure Resolution. . The CVC shall be kept informed at regular intervals
" about the status of the scrutiny/review undertaken by the group into complamts
- forwarded by the CVC. '

d)- The procedure to be followed for handhng complamts against Secretarres

a 10 the Government of Indra ‘as laid- downin- sub paras above shall also be‘ : o
L 3adopted n respect of complamts agarnst retrred secretarres o '

. o 11' The complamts agamst ofﬁcers Who do not hold the post ; of the Secretary, : e
oo bt Whose pay-scales are equrvalent to that of Secretarres to the Goyernmentof -~
£ India (Secretary Equrvalent Posrtron) and who are. functronrng under an S
S admmrstratrve Mrmstry/ Department (1 8 Where there 1S an admrnrstratrve- -
G '-"superror to. such ofﬁcers) shall be looked into by the concerned Mrmstry il
~ Department and the matter may beteferred .to- the Cabinet Secretariat (Group = =~
L of Secrétaries headed by Cabmet Seeretary) onty if it'merits. further action. This -~
e j_procedure shall be adopted n- the ease of those ofﬁcers Who have retrred from:' e
Seoretary equrvalent posts too T SRR 3 -

e 12,0 Complamts agarnst Chref Exeeutrves of Pubhc Sector Enterprrses and: "
“.".‘CMDs of Public Séctor Banks and Financial Instrtutrons will be'considered by
“ - the Group of Officers constituted: vide Department of Pubhe Enterpnses OM.
.~ No. 15(1)/2010 DPE(GM) dated 11 :3.2010/12.4.2010 as amended from trme to R
. time. The Group of Officers shall follow the procedures enunciated. in these . .
e o gurdehnes whﬂe eonsrdermg the complamts referred to them ' Ry

%iutm%

_ ) (Rupesh Kumar) )
Under Secretary to Govt. of Indra

oo 10 Al .Ministries/Departments of G‘ovemment of Irrdia. '» _
2.NICwith a r.eqoe_st to upload the OM on the website of DoPT.




