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As you are aware, as a part of the ongoing
campaign against corruption and as per the
directive of Central Vigilance Commission
(cvC), Vigilance Awareness Week is
observed every year in BIS. The Vigilance
Awareness Week 2019 was observed from
28 October 2019 to 02 November 2019. This
year the theme of observing Vigilance
Awareness Week was “Integrity — A way of
life”. To increase awareness among BIS
employees, Vigilance Department of BIS
organized a lot of events during the Vigilance
Awareness Week at the BIS HQ, Regional
Offices/Laboratories, Branch Offices across
India and National Institute of Training for
Standardization, Noida of BIS. These events
included Painting competition, Quiz
competition, Slogan competition & Essay
writing on this theme proposed by Central
Vigilance Commission. One new initiative
taken this time was to organize a series of
workshops to sensitize employees on
policies/procedures of the organization
including CCS (CCA) Rules, Medical Rules,
Leave Rulesand GFR.

In continuation to this effort to create
awareness amongst public as well as
employees of the Bureau and sensitize and
motivate them towards efforts at weeding
out corruption, it has been decided to

Foreword

publish an in-house Vigilance magazine of
BIS titled “Manak Darpan”. Apart from brief
on various activities conducted out by BIS
during Vigilance Awareness Week 2019
including best entries of essays, poems,
slogans, paintings etc. from all regions, this
magazine contains various preventive
measures suggested by Vigilance
Department of BIS as well as articles on
Indian Standards relevant to eradication of
corruption.

This magazine is being published with the
objective to serve as an effective and useful
medium to communicate with the
stakeholders in the development and
implementation of rationale and transparent
work environment in the Bureau. Together,
we have to work for a common goal to have
clean organization. We are sure you will be a
part of our efforts aimed at the organization’s
well being and everybody’s participation is
needed for this. We hope you find the
contents of this magazine informative and
presentation interesting.
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AVINASH K. SRIVASTAVA
MESSAGE

| am delighted to know that the Bureau of Indian Standards (BIS)
observed Vigilance Awareness Week — 2019 on the theme of ‘Integrity - a
way of life”. Corruption hinders sustainable development and the respect for
human rights. Everyone has a role in preventing corruption by acting with
personal integrity and making ethical choices. Citizen and youth participation
is critical to combating corruption. | am confident that the week long outreach
activities organized by BIS all over the country have contributed immensely in
developing awareness about the consequences of corruption and educating
the public about the improvements needed to create a corruption free
society.

| am very happy to note that BIS is now bringing out an in-house
Vigilance magazine titled “Manak Darpan” on vigilance issues, systemic
improvements and good practices adopted in BIS for wider dissemination
and awareness. Bringing articles related to vigilance awareness is an
effective way to emphasize it as a way of life and helpful in rededicating
ourselves to this prime aspect of organizational culture.

| hope this initiative would sensitize all employees and other stake
holders of BIS to commit themselves for creating a transparent work culture
marked by integrity and honesty. | am sure that this magazine will be useful
to the employees of BIS as a guide in diligent discharge of their duties.

I congratulate Shri Pramod Kumar Tiwari, Director General, BIS, Dr.
Seema Sharma, Chief Vigilance Officer, BIS and her team for bringing out
this Magazine.

Bs..

(Avinash K. Srivastava)
Date :08-01-2020

Place : New Delhi

Krishi Bhawan, Dr. Rajendra Prasad Road, New Delhi-110001 %11/Phone : 011-23782807, 23070121
BaI/Fax : 011-23384716 -Ac/E-mail : secy-ca@nic.in, avinash.srivastava@nic.in
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PRAMOD KUMAR TIWARLI, IAS
Director General

Tel : 91-11-2323 7991, 2323 6980
Fax : 91-11-23235414

E-mail : dg@bis.gov.in

From Director General’s Desk

Integrity is epitomized by behaviour and actions of individual persons and
organizations that comply with moral and ethical principles. The root cause of corruption
in an organization is subversion of integrity of its functionaries. As the national
standards body of India, the Bureau of Indian Standards (BIS) performs an extremely
important job of formulating quality standards for a variety of goods and services and
ensuring their conformity with the prescribed standards wherever mandated. Given this
statutory role of BIS which involves considerable public interactions, lack of integrity in
even a small proportion of its employees could tarnish its image and corrode the

- foundation of consumer confidence in its quality marks. Therefore, it is extremely
important that in order to deliver its mandated objectives, all efforts are made by all
employees of BIS to ensure high standards of competence as well as integrity while
performing their duties. What matters is performance fuelled by ethical compliance and
integrity than mere improvements in volumes and figures.

It is possible to take effective measures to reduce corruption. In addition to
directly combating corruption by’ effectively revealing and prosecuting offences, they
include preventior: measures, in particular strengthening transparency, participation,
accountability and integrity. Vigilance is an important tool of management in its
endeavor to achieve’ goals of excellence in good governance. The winds of change in
the Vigilance Department is testified by the fact that there is a paradigm shift from
Punitive to Preventive Vigilance across the board. The ethos of Preventive Vigilance is
to create a culture in the organization where ‘transparency’ , ‘fairness’, ‘impartiality’,
‘ethical behaviour' etc. are the keywords signifying the quintessence of business

development and growth of the organization thereby severely limiting the need for
punitive action.

E-governance. and systemic changes in procedures, minimal discretion, reduced
pubic interface, technology based procurement and automation will go a long way in
reducing corruption. The system improvement measures initiated by Vigilance
Department in recent months would significantly contribute in bringing greater efficiency
and transparency in the Bureau. | congratulate the Vigilance Department for its positive

role in inculcating the transparency & accountability and promoting integrity & honesty in
the Bureau.




Corruption cannot be rooted out by vigilance alone but, each and every
employee of the organization is required to participate in this quest. The initiative of
Vigilance Department to bring out the in-house Vigilance magazine “Manak Darpan”
will help in developing awareness about the consequences of corruption and educating
the employees of the Bureau about the improvements needed to create a corruption
free organization. Let us join together and work untiringly for eradication of corruption in
all spheres of life.

|
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(Pramoci KUrr{ar Tiwari)
Director General




& HAHE RI

(SuHl@dr aigd, @re v ardafae [Qaver g316d, HIRd GYaIR)

T QT‘T? AHE WaF, 9 FEIGRNE SHR A7, 73 faeeli—110002

T Aaddl ARER BUREAU OF INDIAN STANDARDS
SEEMA SHARMA ( Ministry of Consumer Affairs, Food & Public Distribution, Govt. of India )
CHIEF VIGILANCE OFFICER MANAK BHAVAN, 9, BAHADUR SHAH ZAFAR MARG, NEW DELHI-110002

From CVO’s Desk

The foremost remit of Vigilance administration in the organizational setup is to contribute
towards achieving organizational goals of increase fairness, transparency and accountability. To
accomplish these tasks, vigilance administration has to adopt a focused strategical approach that's a
blend of proactive, participatory, punitive and most importantly preventive vigilance. Off late, Central
Vigilance Commission (CVC) has been laying a lot of stress on ‘Preventive Vigilance” as a key
intervention strategy to put a curb on corruption. Accordingly, it has been our endeavour in the
Vigilance Department to carry out continuous analysis and appraisal of susceptibility, sensitivity and
visibility factors involved in all critical processes of our organization and throwing up regular alarms
and cautions for abnormal indications thereby alerting and advising the management for bringing
about lasting inclusive improvements in our internal systems, processes and practices, wherever
required

“Creating Awareness” among the employees of an organization and all other stakeholders
towards the policy of achieving transparency, accountability and corruption free governance is one of
the most prominent tools of Preventive Vigilance. The Vigilance Awareness Week being observed at
the behest of the CVC every year has made a tremendous impact in this direction, particularly with
the Commission focusing on different themes every year. This year Vigilance Awareness Week was
observed in BIS from 28th October to 2nd November 2019 with the theme “Integrity- a way of life’

Fundamentally, integrity is a personal trait. It is exemplified by honesty and consistency in
doing the “right” thing according to one’s values, beliefs, and principles, even when no one is
watching. The creation of anti-corruption laws and commissions, offices of government conduct
codes of behavior, and similar initiatives will not effectively reduce corruption if individual integrity is
not addressed. We have to develop a culture within the organization where people have the
conviction to do the. right things on their own and the courage to withstand the pressures to do
something which is inappropriate. As long as one works with a clear conscience in a free and fair
manner, recording the reasons for the decisions taken, there is absolutely no reason for any
apprehension of vigilance or any other agency. | expect all of you to remain vigilant and contributing
towards building up of a sustained clean image of our organization through practice of the core
values of Honesty, Integrity and Transparency as a way of life.

On the occasion of Vigilance Awareness Week 2019, an in-house vigilance magazine titled
“Manak Darpan’ is being brought out by Vigilance Department with objective of generating vigilance
awareness among officials, stakeholders and consumers. | would like to commend the officials of
Vigilance Department for the efforts in bringing out this magazine. | would like to thank DG, BIS
whose encouragement and support for all the Vigilance initiatives made this magazine a possibility. |
wish all the best to all the officials involved in making Vigilance Awareness Week - 2019 a grand
success

(Dr. Seéma Sharma)
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ABOUT BIS

Bureau of Indian Standards, erstwhile, Indian
Standards Institution (ISI) came into being on the
06 January 1947 and in June 1947 Dr. Lal C.
Verman, Padma Shree awardee, took over as its
first Director.

In the initial years, the organization
concentrated on standardization activity. To
provide the advantages of standardization to
common consumers, the Indian Standards
Institution started operating the Certification
Marks Scheme under the Indian Standards
Institution (Certification Marks) Act, 1952. The
Scheme, which was formally launched by ISl in
1955-56, enabled it to grant licences to
manufacturers producing goods in conformity
with Indian Standards and to apply ISI Mark on
their products. To meet the requirements of the
Certification Marks Scheme, the nucleus of a
laboratory was started in 1963. While the
product certification was being operated under
the Indian Standards Institution (Certification
Marks) Act, 1952, the formulation of standards
and other related work were not governed by any
legislation. A Bill with this objective was
therefore introduced in the Parliament of 26 Nov
1986.

Bureau of Indian standards (BIS) came into
existence, through an act of parliament dated 26
November 1986, on 1 April 1987, with a
broadened scope and more powers taking over
the staff, assets, liabilities and functions of
erstwhile ISI. Through this change over, the
government envisaged building a climate for
quality culture and consciousness and greater
participation of consumers in formulation and
implementation of national standards.

The Bureau is a Body Corporate consisting of
25 members representing both Central and State
governments, Members of Parliament, industry,
scientific and research institutions, consumer
organizations and professional bodies; with
Union Minister of Consumer Affairs, Food and
Public Distribution as its President and with
Minister of State for Consumer Affairs, Food and

Public Distribution as its Vice-President.

BIS is the National Standard Body of India
established under the BIS Act 2016 for the
harmonious development of the activities of
standardization, marking and quality certification
of goods and for matters connected therewith or
incidental thereto. BIS has been providing
traceability and tangibility benefits to the
national economy in a number of ways —
providing safe reliable quality goods; minimizing
health hazards to consumers; promoting exports
and imports substitute; control over proliferation
of varieties etc. through standardization,
certification and testing.

Keeping in view, the interest of consumers as
well as the industry, BIS is involved in various
activities as given below:

e Standards Formulation and Promotion

Activities
* Certification Scheme
e HallMarking Scheme
* Laboratory Services /Laboratory Recognition

Scheme
* Consumer Affairs Activities
* Training Services, National & International

level

BIS has its Headquarters at New Delhi and its
05 Regional Offices (ROs) are at Kolkata (Eastern),
Chennai (Southern), Mumbai (Western),
Chandigarh (Northern) and Delhi (Central).
Under the Regional Offices are the Branch Offices
(BOs) located at Ahmedabad, Bangalore,
Bhubaneswar, Bhopal, Coimbatore, Dehradun,
Faridabad, Ghaziabad, Guwahati, Hyderabad,
Hubli, Jaipur, Kochi, Lucknow, Nagpur, Parwanoo,
Patna, Pune, Rajkot, Raipur, Jamshedpur and
Vishakhapatnam, which offer certification
services to the industry and serve as effective link
between State Governments, industries,
technical institutions, consumer organization
etc. of the respective region.

For more details visit BIS website:
www.bis.gov.in




Vigilance Set-up in BIS

Director General

Chief Vigilance Officer

l ! l

VIGILANCE OFFICER VIGILANCE OFFICER VIGILANCE OFFICER

Disciplinary Authorities and Appellate Authorities for

BIS Employees under CCS(CCA)Rules, 1965

Group of Appointing Disciplinary Appellate
Employees Authority Authority Authority
GROUP A Director General Director General Executive Committee
GROUP B DDGA DDGA/ DDGR Additional Director
General
Rules Applicable
1 Guiding Principles: Central Civil Services (classification, Control
Discipline To Which All Government And Appealrules),
Employees Are Subject 1965 — Discipline
Previledges To Which All Government 3. Procedures:
Employees Are Entitled Vigilance Manual Of Central Vigilance
2. Governing Rules: Commission
Central Civil Services (conduct) Rules, 1964 Bureau Of Indian Standards Act,2016 And

— Conduct Related Rules & Regulations




INDIAN STANDARDS AS A TOOL TO PREVENT CORRUPTION

Organizational governance is the system by
which organization is directed and managed in
pursuit of its objectives. Itisthe set of processes,
customs, policy, laws, systems and institutions
affecting the way in which an organization is
directed, administered or controlled. The
governance system within an organization is
operationalized by a person or group of persons
having the authority and responsibility for
pursuing the organization’s objectives, that is,
the purpose for which organization exists.

Governance relate to the way rules, norms and
actions are structured, sustained, regulated and
held accountable. Good governance is a
subjective term that describe how public
institutions conduct public affairs and manage
public resources in the preferred way.
Governance is, therefore, the process of
decision-making and the process by which
decisions are implemented (or not
implemented). The major characteristics of
‘Good Governance’ could be described as it being
participatory, consensus oriented, accountable,
transparent, responsive, effective and efficient,
equitable and inclusive and most important that
it follows rule of law.

All organizations make and implement decisions
within a governance system, having formal or
informal processes and structure. Through the
process of governance, organization aim to meet
the owners’/ promoters’ aspirations and societal
expectations. A committed and effective
leadership is the pre-requisite for strengthening
the principal of good governance of an
organization. The leader could either be a CEO or
a Manager/ Supervisor at the work place or any
other employee / person displaying the quality of
accountability, transparency, integrity and
ethical behaviour in all walks of life. It is,
therefore, imperative that the selection of

GOOD GOVERNANCE GUIDANCE- IS 16010: 2010
Renu Gupta, Sc. F(BIS)

significant personnel in an organization is done
by process of diligent screening of eligible
candidates. This would ensure greater chances
of effective and efficient implementation of
policies, processes, systems and institutionsin an
organization, thereby strengthening good
governance.

With a view to provide guidance on good
governance practises by an organization
irrespective of its size, type, location or nature of
activities and also to provide assistance to
organizations engaged in public private
partnerships (PPP), having varying governance
structures, the Indian Standard IS 16010 “Good
Governance — Guidance” was published in year
2012 by BIS. This standard is generic and is not
intended to enforce uniformity of practices or
overwrite the existing rules and regulations as
they would vary from organization to
organization depending upon its structure,
policies, objectives, products and services,
processes and specific practices employed. The
guiding principles for managing an organization
has been stated to be based on integrity,
accountability, transparency, ethical conduct and
value and legal compliance, as given under:

1) Integrity — It comprises perceived consistency
of actions, values, methods, measures and
principles. This applies to the organization as an
entity and to its various constituents. The
organization should ensure that its core values
are embedded in the organization’s culture
through sustained awareness, practice, review
and reporting. The organization should identify
the threats to integrity as an entity and to its
various constituents and conduct a risk
assessment against all significant threats. The
organization may decide on a no-tolerance policy
on issues relating to integrity. In order to ensure
that the integrity is maintained in all processes




and transactions across internal and external
interfaces, a system of reporting breeches should
be instituted with duly protected channels of
communication.

ii) Accountability — It is the state of being
answerable for decisions and activities to the
organization’s governing bodies, legal authorities
and its other stakeholders. It means that the
organizations are responsible for their actions
and may be required to explain/ demonstrate
It should focus both on
compliance, rules and ethical principles and also
on achievement of results. In this regard, it is of
utmost importance that while defining
responsibility, authority and accountability, the
functional roles should be clearly defined
including the liability of the membersin the event
of lapses, negligence, non-compliance of rules/
regulations and / or laws and gaps/ overlaps, if
any, should be systematically eliminated.

them to others.

Where fraud, corruption, financial impropriety or
misuse of authority is detected, the chain of
accountability should clearly lead to the
appropriate authority for identifying the reason
for non-compliance and their role or complicity in
the matter.

iii) Transparency - Itis a principle of access to, or
disclosure of, appropriate information.
context of organizational governance,
transparency refers to the provisions to making
available relevant information to the various
stakeholders, both internal and external to the
IT plays an important role in
assisting organizations in proactively
communicating to various stakeholders through
mass communication channels such as internet,
media, public information centres, etc.
information which is not in public domain should
also be classified as confidential and non-
confidential and the reasons for such
classification should be stated to persons making
enquiries. The information so provided should
be unambiguous and updated.

organization.

information is to be provided to management for
decision making or to statutory/ regulatory
authority, it should be ensured that the
information provided is factually correct and
completeirrespective of consequences.

iv) Ethical conduct and value — The organization’s
stakeholders i.e. its members, owners,
constituents and others, expect the organization
to conduct its activities in an ethical manner.
Organization should develop governance
structure that help to promote ethical conduct
within the organization and during its
interactions with others.

It is not sufficient for management to have only
rule-based or compliance-based structures,
which can inadvertently encourage some
employees simply to function on the edge of
misconduct, arguing that if they are not violating
the law they are acting ethically. Organization’s
Policy should not only delineate the minimal
standards below which an employee’s action will
not be tolerated, but also clearly articulate a set
of value that employees should aspire to
emulate. Clear rules defining ethical standards
should be specified regarding interaction and
conduct of employees while dealing with
external agencies in matters concerning
procurement, recruitment, outsourcing,
disbursement, suppliers, dealers, etc. Training
may be provided by the organization to its
employeesinthisregard.

v) Legal compliance - It is the responsibility of
organization to determine the applicable laws,
statutes, regulations, issued by various
authorities as applicable and relevant to their
activities, functions and liabilities. A personnel
responsible for compliance of statutory and
regulatory requirement should be clearly
designated with identified responsibilities and
authoritiesincluding consequences of both wilful
and negligent non-compliance.

Good Governance demand that the organizations
follow ethical practices not only in judiciously




utilizing the allocated financial and non-financial
resources but also in ethical raising of those
resources. The organization should exercise
restraint and caution during fund raising,
ensuring that the funds including grants, aids,
loan, etc. are not taken/ given to such
institutions, persons, etc. where there is likely to
be conflict of interest among the activities of the
organization, the financer and the concerned
beneficiary, whether directly orindirectly.

It is important for the organization to establish a
clear structure for governing the organization
both at the policy & strategy level and at the
operational level. There should be clear
definition of roles, responsibility, authority,
accountability and liability at each functional
level. The structure should be compatible with
the organizational processes so as to ensure that
the flow of communication and decisions takes
place in an effective and transparent manner,
which are fully understood by the respective
functionaries for discharging their responsibility.

The standard also define the governance
structures based on owners/ promoters, board
and management (strategic/ operational)
alongwith associated duties and responsibilities.
It is important for the organization to clearly
identify its stakeholders in a systematic,

transparent and consultative manner and to
establish Policy or framework for effectively
addressing the interest and concern of the
stakeholders in time bound manner. While
sharing information with the various
stakeholders, it should be ensured that the
information is relevant, complete, reliable,
neutral, understandable, accessible, equitable
and timely responded. The organization should
establish systems for timely addressing and
effective redressal of stakeholder grievance.

Achieving matured levels of governance require
sustained and progressive management action,
supported by suitable policies, good
management practices, engagement and active
participation of all stakeholders. It may not be
feasible for the organization to attain a very high
degree of maturity from initial stages through
immediate actions and therefore, the
organization should prepare a time chart for
achieving each level of maturity with adequate
intervals to stabilize the efforts and their results
before moving to the next level. The standard
provide reference to some of the good
management practices at different maturity
levels for understanding and illustrative
purposes.




COMPLIANCE MANAGEMENT SYSTEMS GUIDELINES
IS/1SO 19600 :2014

In general, compliance means conforming to a
rule, such as a specification, policy, standard or
law. There are two areas to consider: internal
compliance assures adherence to the rules,
regulations, and best practices as defined by
internal policies, and external compliance which
is the practice of following the laws, guidelines,
and regulations imposed by external
governments, industries, and organizations.
Compliance can be non-negotiable (legal
compliance) or negotiable (when the standard is
notalaw).

Managing risks is one thing but it’s possible for
multiple conflicting risks to occur, leaving a
business having to decide between minimizing
the risk to safety or minimizing the risk to profits,
soit’snecessary to ensure that the right decisions
are always made. This is where compliance
comes in, with businesses needing to comply
with various standards, laws, regulations, etc, to
avoid the penalties that result from non-
compliance.

The compliance managementisimportant to any
business. Compliance management is the
process by which managers, plan, organize,
control, and lead activities that ensure
compliance with laws and standards. These
activities caninclude:

Internal audits

Third-party audits

Security procedures and control

Preparing reports and providing supporting
documentation

Developing and implementing policies and
proceduresto ensure compliance

IS/ISO 19600:2014 provides guidance for
establishing, developing, implementing,

evaluating, maintaining and improving an
effective and responsive compliance
management system within an organization.

The guidelines on Compliance Management
Systems (CMS) are applicable to all types of
organizations. The extent of the application of
these guidelines depends on the size, structure,
nature and complexity of the organization. ISO
19600:2014 is based on the principles of good
governance, proportionality, transparency and
sustainability.

Why is a CMS important?
It helps manage risk associated with:
- Changing product and service offerings

- New legislation enacted to address
developmentsinthe marketplace

- Noncompliance mayresultin:

e Litigation,

e monetary penalties, and

e otherformal enforcementaction
Components of a CMS

An effective CMS is comprised of three
interdependent elements:

1. Top management leadership
2. Compliance program
3. Compliance audit

Organizations are increasingly convinced that by
applying binding values and appropriate
compliance management, they can safeguard
their integrity and avoid or minimize
noncompliance with the law. Integrity and
effective compliance are therefore key elements
of good, diligent management. Compliance also
contributes to the socially responsible behaviour
of organizations.




This Indian standard is an adoption of ISO
standard. This Standard does not specify
requirements, but provides guidance on
compliance management systems and
recommended practices. The guidance in this
Standardisintended to be adaptable, and the use
of this guidance can differ depending on the size
and level of maturity of an organization’s
compliance management system and on the
context, nature and complexity of the
organization’s activities, including its compliance
policy and objectives. This standard is consistent
with other management systems and is based on
the continual improvement principle (“Plan-Do-

account in establishing, developing,
implementing, evaluating, maintaining and
improving its compliance management system.
The organization should document its
compliance obligations in a manner that is
appropriate to its size, complexity, structure and
operations. Sources of compliance obligations
should include compliance requirements and can
include compliance commitments.

EXAMPLE 1 Examples of compliance
requirements include: — laws and regulations;
— permits, licences or other forms of
authorization; — orders, rules or guidance
issued by regulatory agencies; — judgments of

Check-Act”). courts or administrative tribunals; — treaties,
compLiaNCE Monitoring COMPLIANCE
& Improvement Culture
COMPLIANCE COMPLIANMCE
L. COMPLIANCE .
Communication Objectives
Management yee
System
COMPLIANCE COMPLIANCE
Organization Risks
COMPLIANCE
Program

Besides other management system parameters it
also talks about Compliance obligations

Identification of compliance  obligations

- The organization should systematically identify
its compliance obligations and their implications
for its activities, products and services. The
organization should take these obligations into

conventions and protocols.

EXAMPLE 2 Examples of compliance
commitments include: — agreements with
community groups or non-governmental
organizations; — agreements with public
authorities and customers; — organizational
requirements, such as policies and procedures;




— voluntary principles or codes of practice; —
voluntary labelling or environmental
commitments; — obligations arising under
contractual arrangements with the organization;

In addition to its generic guidance on a
compliance management system, this Standard
also provides a framework to assist in the
implementation of specific compliance related
requirements in any management system.
Organizations that have not adopted
management system standards or a compliance
management framework can easily adopt this
International Standard as stand-alone guidance
within their organization. This Standard is
suitable to enhance the compliance-related
requirements in other management systems and
to assist an organization in improving the overall
management of all its compliance obligations.
This Standard can be combined with existing
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management system standards (e.g. 1S/15S0 9001,
IS/ISO 14001, IS/ISO 22000) and generic
guidelines (e.g.1S/1SO 31000, IS/ISO 26000).

Note : To claim conformance with a standard, an
organization needs evidence thatitis meeting the
requirements. Such evidence gathering is
generally done by undertaking an audit. There
are three types of audits: first-party, second-
party, and third-party. First-party audits are
internal audits. Second and third party audits are
external audits. A third party audit can result in
certification. Regarding certification: certification
can only take place against a document that
contains requirements. 1S/ISO 19600 contains
no requirements only guidance hence presently
not certifiable. However, itis under revision at SO
as I1ISO/CD 37301 which contains requirements
and can be used for certification purposes.

AN INTEGRITY E-PLEDGE CERTIFICATE GIVEN
BY CENTRAL VIGILANCE COMMISSION
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An Integrity e-Pledge taken by one of our Diploma Trainee, Shri C. N. Mathan




IS 15900 : 2010 GUIDANCE ON FRAUD AND CORRUPTION CONTROL
BY AN ORGANIZATION

A nation can be corruption free only when its
states are corruption free,
A state can be corruption free only if its districts
are corruption free,
A district can be corruption free only if its
Panchayats are corruption free,
A Panchayat can be corruption free only if the
people are corruption free,
People can be corruption free only if they have
imbibed the value system from their childhood
-Dr. APJ Abdul Kalam,
Former President of India
The awareness of risks and consequences of
fraud and corruption has been increasing across
the organizations in recent years. Reports by
various audit and accounts institutions and
committees have all highlighted the impact that
fraud and corruption can have on the
productivity, image and efficiency of an
organization and on all aspects of organizational
administration. Bribery and corruption of all
kinds undermines trust, inhibits social and
economic development and undermines fair
competition.
HOW DO WE DEFINE FRAUD AND CORRUPTION
FRAUD

IS 15900 defines the term “Fraud” as dishonest
and/or deceptive activity, causing actual or
potential loss to any person or organization. This
may include theft of money or other property by
employees or persons external to the
organization. This also includes the deliberate
falsification, concealment, destruction or use of
falsified documentation used or intended for use
for a normal business purpose or the improper
use of information or position.

Examples of common fraud could include theft of
plant, equipment and inventory by employees;
False invoicing; Theft of funds; Lending fraud;
Misappropriation of remittance received by an
organization; Credit Card fraud; Theft of

intellectual property; Falsification of financial
accounts of the organization for undue benefits;
Theft of confidential organization information for
private gains; Tax evasion; Money laundering,
etc.

In general, the term “fraud” is used to describe
many acts such as deception, bribery, forgery,
extortion, corruption, theft, conspiracy,
embezzlement, misappropriation, false
representation, concealment of material facts
and collusion. The falsification of financial
documents (profit & loss statements, balance
sheets, etc.) and accounts is a common practice
to cover up systematic fraud and more
sophisticated forms of theft.

CORRUPTION

IS 15900 defines the term “Corruption” as
dishonest activity in which the management,
employee or any person acting on behalf of or
dealing with an organization acts contrary to the
interests of that organization and/or abuses
his/her position of trust in order to achieve some
personal gain or advantage for him or herself or
foranother person ororganization.

An activity of corruption may include accepting
or obtaining or agreeing to accept or attempting
to obtain; giving or agreeing to give or offering
any undue gratification or causing favour or
disfavour to any person or entity as an
inducement or reward for doing or forbearing to
do an act relating to the exercise or non-exercise
of power in office in the course of official duty
with malafide intention.

‘Malafide intention’ includes any action
motivated by or resulting, inter alia, in any one or
more of the following:

a) Dishonestact;

b) Abuse of authority;

c) Useof position of trust for dishonest gain;

d) Giving or enabling a person to receive
preferential treatment; or




e) Abuse of publicresources.

embezzlement.

duties.”

benefit or to avoid an obligation.”

CORRUPTION

include:

a)Pressure

The most common pressures are :- Financial,
Emotional and Lifestyle

b) Opportunity
Common opportunities that enable fraud:

Forms of corruption vary, but include bribery,
extortion, cronyism, nepotism, parochialism,
patronage, influence peddling, graft, and

In simplest terms Corruption is defined as “the
misuse of power to obtain an unlawful
advantage”. In principle, corruption is a situation
in which a person who is responsible for
performing certain duties pursues improper or
unfair advantage for performing certain duties,
or pursues improper or unfair advantage for
actions or omissions in the performance of those

Fraud and Corruption are both criminal offences.
To distinguish, a “corrupt practice” is the offering,
giving, receiving or soliciting, directly or
indirectly, of anything of value to influence
improperly the actions of another party,
however, a “fraudulent practice” is any act or
omission, including a misrepresentation, that
knowingly or recklessly misleads, or attempts to
mislead, a party to obtain a financial or other

WHY PEOPLE INDULGE IN FRAUD AND

Among the most common causes of fraud and
corruption are the political and economic
environment, professional ethics and morality
and, of course, habits, customs, tradition and
demography. The causes of corruption in India
include excessive regulations, complicated tax
and licensing systems, numerous government
departments with opaque bureaucracy and
discretionary powers, monopoly of government
controlled institutions on certain goods and
services delivery, and the lack of transparent laws
and processes. The factors leading to a person
indulging in fraudulent and corrupt practices

Lack of internal controls

Failure to enforce controls
Excessive trustin key employees
Incompetent supervisory personnel
Inattention to details
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Inadequate staff

¢) Rationalization -
Allows perpetrators to justify their illegal
behaviour

> The only way they can commit their frauds
and maintain their self image as
principled individuals is to create
rationalizations.

> Rationalization is a form of denial. The
personis not accepting reality.

> Rationalization is the hardest area for

management to influence or control.
To summarize, there could be varied reasons for
the increasing number of fraud which would
depend on varying factors including type and
nature of activities of the organization; its
functioning; use and reliance on technology;
rapid and continuous changes to business
operations, etc, without appropriate safeguards.
FACTORS THAT REDUCE PROBABILITY OF FRAUD
AND CORRUPTION
Preventive Measures
Strong Internal Controls
Policies/procedures
Segregation of duties
Control Self Assessment
Computeraccess controls
Input, process and output controls
Access controls (system security)

IS 15900 : 2010 GUIDANCE ON FRAUD AND
CORRUPTION CONTROL BY AN ORGANIZATION

IS 15900 is a guidance standard for any
organization to develop a system to control fraud
and corruption. This standard provides guidance
for prevention and control of fraud and
corruption by an organization irrespective of its
size, type, location or nature of activities. IS
15900 has all components of any management
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Fraud Risk Assessment Guidelines

periodically due to changesin:

system. This standard is generic and is not
intended to enforce uniformity of practices or
overwrite the existing rules and regulations as
they would vary from organization to
organization depending upon its structure,
policies, objectives, products and services,
processes and specific practices employed.
Emphasis is on having a fraud and corruption
control manual, a system in place for fraud and
corruption risk assessment, followed by
preventive, detection, monitoring and reviewing

actions.

PRINCIPLES OF EFFECTIVE FRAUD RISK
MANAGEMENT

J Fraud Risk Governance

J Fraud Risk Assessment

o Fraud Prevention

J Fraud Detection

o Monitoring and Reporting

FRAUD RISK ASSESSMENT

A fraud risk assessment is a tool used by
management to identify and understand risks to
its business and weaknesses in controls that
present a fraud risk to the organization. Once a
risk is identified, a plan can be developed to
mitigate those risks by instituting controls or
procedures and assigning individuals to monitor
and effectuate the plan of mitigation.

The assessment should be performed or updated

J Internal processes and controls.

o Organizational structure.

J Segregation of duties among various
personnel.

The fraud risk assessment should address:

o Asset misappropriation.

o Financial and non-financial reporting.

o Regulatory compliance areas.

. Illegal acts.

The assessment should be performed by
management and managers responsible for each

significant department or area within the
organization and then shared with the top
management.

The components of the assessment that should
beincluded are listed below.

Fraud Risk Assessment Components

e Description of fraud risk or schemes:
Examples include fraudulent disbursements,
undisclosed relationships/related parties,
theft by cyber-fraud, revenue recognition,
bribery, manipulation of liabilities and
expenses, false employee qualifications or
certification, compliance with government
regulations, inappropriate journal entries,
improper reporting and disclosures, theft of
assetsorservices

e I|dentification of existing anti-fraud controls:
Internal controls in effect, preventive or
detective controls.

e Likelihood of occurrence: Based on
frequency — rare to very frequent — or
probability of occurrence —remote to almost
certain.

e Significance to the organization: Incidental to
catastrophic.

e Assessment of control effectiveness:
Ineffective to very effective.

e Fraud risk response: Additional controls or
corrective action activities proposed to be
implemented.

e Responsible person: To implement controls
and mitigation efforts.

e Monitoring activities: To be periodically
conducted and frequency of occurrence.

The fraud risk assessment is just one tool to use in

developing a comprehensive approach to

managing fraud risk, which should also include
the development of a fraud risk policy as part of
organizational governance, the development of
preventive and detective fraud control activities,

a fraud reporting process — whistle blower policy

— and a coordinated approach to investigation

and corrective action.




A brief on Anti Bribery Management System IS/I1SO 37001: 2016
An Effective Tool to Combat Corruption

U S P Yaday, Sc- F & Head(MSCD)

1. Introduction servant or an officer or employee of a private
organization), uses that power not in the interest

Bribery is one of the world’s most destructive and
of his/her employer, butin his/herowninterest.

challenging issues. With over USS 1.5 trillion paid
in bribes each year according to a World Bank 3. Forms and extent of bribery
estimate, the consequences are catastrophic,
reducing quality of life, increasing poverty and
eroding public trust. According to Transparency
International, the global civil society movement
fighting corruption, corruption undermines trust
in the political system and is a major obstacle to
democracy and the rule of law. Bribery is one evil

Bribes are given in order to obtain a favorable
decision, action or omission from a decision-
maker; they may take many different forms, and
common examplesinclude:

- A payment of a sum of money to a policeman,
a customs officer oran immigration officer;

which affects all most all the 17 Sustainable - Commissions paid to a high ranking public
Development Goals. India was ranked 78 out of official in relation with procurement, large
180 countries in Transparency International’s infrastructure projects or access to natural
2018 Corruption Perception Index. This index resources;

itself is an indicator of problem of briberyinour . A payment to the employee of a private
country. Our Hon’ble Prime Minister has organization, e.g. in relation with
launched crusade against the corruption. To procurement;

combat the widespread corruption landscape,
the Government of India has taken several
regulatory and enforcement measures including
enactment of new laws to giving more teethto - The payment of medical expenses;
the enforcement agencies.

- Expensive gifts and entertainments,

- Thehiring of relatives;

- Thearrangement of, and payment for, studies

2. Definition of Bribery abroad;

Briberyis defined as the - The payment of travel and accommodation
“offering, promising, giving, accepting or expenses without a legitimate business
soliciting of an undue advantage of any value purpose;

(which could be financial or non-financial), - Thefreeuse ofavacationapartment;

directly or indirectly, and irrespective of
location(s), in violation of applicable law, as an
inducement or reward for a person acting or
refraining from acting in relation to the
performance of that person’s duties”.

- Political contributions in violation of
applicable law to gain favor;

- Charitable donations or sponsoring
benefiting a limited circle of individualsoras a

. . - means to channel bribes.
In short bribery can be defined as giving or

receiving something of value to obtain an unfair
advantage. Accordingly, bribery exists where a
person to whom certain powers have been
entrusted by virtue of his/her position (be it a civil

Almost all forms of bribery can be conducted
either directly or through business associates,
such as agents, associates, etc. Both modalities of
bribery, direct and indirect, should be equally
prevented.
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4. Maininstrumentsto combat bribery

Traditionally, the repression of bribery was
considered a task of each national government
with respect to its own public officials. However,
in a global economy, bribery has become
increasingly transnational, with organizations
from rich countries paying bribes to obtain
business or have access to natural resources in
poorer countries. Aslong as the legal framework
remained unchanged, bribe payers were not
exposed to prosecution because the authorities
of their country had no jurisdiction over the
bribing of foreign public officials; nor were they
exposed to prosecution in the countries of the
bribe recipients because the legal systems in
these countries were too weak and were more
oftenthan not dominated to a large extent by the
very recipients of the bribes, who were going to
prosecute neither their benefactors nor, of
course, themselves. In order to remedy this
situation, the members of the Organization for
Economic Co- operation and Development
(OECD), an organization comprising the world’s
richest countries, adopted on 21 November 1997
a Convention on Combating Bribery of Foreign
Public Officials in International Business
Transactions. This Convention was based on
legislation enacted in the United States 20 years
earlier, the Foreign Corrupt Practices Act, and
commits signatories to criminalize the bribing of
public officials of foreign countries in addition to
their own public officials. Other instruments
followed the OECD Convention, most notably the
United Nations Convention Against Corruption
(UNCAC) adopted in 2003. Unlike the OECD
Convention, it is not limited to developed
countries but includes industrialized, emerging,
developing and less developed countries. It is
also wider in scope and covers not only active
(bribing) bribery in international transactions but
also domestic bribery and passive bribery (being
bribed) as wellas briberyinthe private sector.

There are also regional instruments, such as the

Criminal and Civil Law Conventions (1999) of the
Council of Europe, the African Union Convention
on Preventing and Combating Corruption (2003)
or the Organization of American States Inter-
American Convention Against Corruption (1997).

In India, a robust regulatory framework and
enforcement agencies have been put in place to
combat this menace. There are several laws
including the latest law “The fugitive Economic
offenders Act 2018” in our country which have
become effective tool to fight corruption.

These conventions bear witness to an increased
focus on corruptionin the international arena.

International Organization for Standardization
has brought out a Management system standard
ISO 37001 which has become a non regulatory
and voluntary tool to combat Bribery. Bureau of
Indian Standards has adopted this standard as
IS/ISO 37001:2016 and has launched certification
against this standard.

5. About Management System

A management system is the way in which an
organization manages its business in order to
achieve its objectives. It consists of the
management structure, the planning, processes,
resources and documented information that are
used to achieve the organization’s set objectives
as they relate to topics, such as product or
service quality, operational efficiency,
environmental performance, health and safety
in the workplace and, in the case of ISO 37001
standard, preventing, detecting and responding
to bribery.

A management system standard specifies good
management practices, without referencing any
particular type of product or service (unlike
product and service standards).

6. What is an ISO 37001 Anti-bribery
Management System?

The 1SO 37001 standard specifies a series of
measures not only to help organizations address
their bribery risks but also to prevent, detect and




respond to bribery. These include adopting an
anti- bribery policy, appointing a person to
oversee anti-bribery compliance, training, risk
assessments and due diligence on projects and
business associates, implementing financial and
commercial controls, and instituting reporting
and investigation procedures. Last but by no
means least, it requires leadership, consisting of
active support and engagement by top
management and the governing body (if there is
one over top management).

Rather than introducing something completely
new, the ISO 37001 standard is building on
measures that have been developed over the
years to help organizations to prevent, detect
and respond to bribery. Organizations that have
already implemented anti-bribery measures will
thus find that these measures may well conform
to ISO 37001 with little or no adjustment.
Management systems standards are the result of
consensus among international experts with
expertise in global management, leadership
strategies, and efficient and effective processes
and practices. In the case of the ISO 37001
standard, more than 100 experts representing
more than 50 countries and liaison organizations
have worked over three years to develop a
consensus on anti-bribery measures reflecting
accepted good anti-bribery practices that has
found wide acceptance by ISO member bodies.

The ISO 37001 standard uses the same structure
as other ISO management system standards,
such as ISO 9001:2015 Quality Management
Systems and the measures required by the ISO
37001 standard are designed to be easily
integrated with existing management processes
and controls.

The I1SO 37001 standard covers outgoing bribery
(offering or paying a bribe) as well as ingoing
bribery (soliciting or receiving a bribe). It also
covers bribery of public officials as well as bribery
of personnel of private organizations such as
corporations or associations. It does, however,

specifically not address fraud, cartels and other
anti-trust/competition offences, money-
laundering or other activities related to corrupt
practices.

7. Benefits of ISO 37001 Implementation.

ISO management system standards help
organizations improve their performance by
specifying repeatable steps that organizations
can implement to help achieve their goals and
objectives, and to create an organizational
culture that engagesina continuous cycle of self-
evaluation, correction and improvement of
operations and processes through heightened
personnel awareness and management
leadership and commitment.

The benefits of an effective management system
to anorganization include:

- More efficient use of resources and improved
financial performance;

- Improved risk management and protection of
people and the environment;

- Increased capability to deliver consistent and
improved services and products, thereby
improving the organization’s
competitiveness and increasing value to
customersand all other stakeholders.

The specific benefits provided to an organization
by implementing ISO 37001 are, in addition:

¢ |dentifyingand managingthe bribery risk

e Setting minimum requirements and
supporting guidance for implementing or
benchmarking an anti-bribery management
system;

e Providing assurance to the governing body,
management, investors, personnel,
customers, regulators and other stakeholders
that an organization is taking reasonable
steps to prevent, detect and respond to
bribery;

e Demonstrating that an organization has taken
reasonable steps to prevent, detect and




respond to bribery and put in place well to build a robust anti- bribery system in the
recognized good-practice anti- bribery organization. Bribery is normally concealed. It
controls, particularly in the event of an  can be difficult to prevent, detect and respond to.
investigation into alleged or suspected Recognizing these difficulties, the overall intent
corrupt practices (with a possible credit such  of the standard is that the Governing body (If it
as reduction or exoneration from exists) and top management of an organization

administrative or judicial punishment; needto:
e Reducing the risk of bribery occurring in - Havegenuine commitment to prevent, detect
relation to the organization’s activities; and respond to the bribery in relation to the

e Strengthening the organization’s reputation organization’s business and activities.

and brand and contributing toits sustainability; - With genuine intent, implement measures in
the organization that are designed to prevent,
detectand respondto bribery.

However it may be noted that it is impossible
to completely eliminate the risk of bribery and
By implementing ISO 37001, an organization can no Anti Bribery Management System is
demonstrate its commitment for anti- bribery.  capable of preventing and detecting all
This management system standard can facilitate  bribery.

e Last but not least, establishing a culture of
transparency and integrity

8. Conclusion
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PROCESS FLOW CHART FOR CERTIFICATION AS PER 1S/1SO 37001
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Standardization Work at National and International Fora

International organization for Standardization  and held accountable to achieve its core purpose
(ISO) is an independent, non-governmental on the longterm. A new ISO committee will help
international organization came into being in meet these goals by developing standards on
1947 and presently it has a membership of 164  organizational governance.

national standards bodies. India through Bureau
of Indian Standards is a member of I1SO. ISO
standards are developed by the people that need
them, through a consensus process. Experts from
all over the world develop the standards that are
required by their sector.

“Good governance positions organizations for
success,” says Dave Adamson of BSI, I1SO’s
member in the United Kingdom, who put
together the proposal for the creation of ISO/TC
309, Governance of organizations. Of the
recently launched technical committee, he says:
Through its members, it brings together experts  “It exists to make sure that organizations fulfil
to share knowledge and develop voluntary, their purpose successfully on behalf of the
consensus-based, market relevant International  people to whom they are accountable. For
Standards that support innovation and provide  example, this could mean that an organization is
solutions to global challenges. ISO has so far clear about their purpose and values to
published 22850 International Standards and  stakeholders, or is transparent about the way
related documents, covering almost every theyrunthebusiness.”

industry, from technology, to food safety, to
agriculture and healthcare and governance etc.
ISO International Standards impact everyone,
everywhere.

Adamson believes everyone can benefit from the
work of the new ISO committee. “The first
standard, for instance, is likely to offer high-level
principles and direction on how to establish an
There are 779 technical committees and effective governance system that can be used by
subcommittees to take care of standards organizations of all sizes, from the largest

development. More than 160 people work full multinational to the smallest one-person
time for ISO’s Central Secretariat in Geneva, business. The standards produced by ISO/TC 309
Switzerland. may also be useful for regulators as tools to

Genesis of creation of ISO TC 309 Committee on support public policy.

Good governance The new ISO committee, whose secretariat is
held by BSI, will consolidate good practice for
effective governance of organizational
performance by developing standards for all
aspects of governance, including direction,
control and accountability. These should help
organizations demonstrate commitment to
stakeholders through evidence and reporting,
and encourage the governing body to make the
right decisions, upholding the organization’s
How transparent is an organization? Where is it purpose and values and meeting its objectives.
headed? How is it managed? These are all

questions that relate to governance, the system
by which an organization is directed, controlled

Changes in the global organizational
environment, and in the expectations of society
at large, have resulted in the need to develop an
international understanding of what good
governance of organizations should look like.
These contextual changes are taking place at a
global level and, therefore, this understanding
requires a global consensus-based perspective.

In addition to this overarching standard on
governance, the committee is also considering




control of organizations.

and Tobago, said:

investors and society as a whole.”

work on whistleblowing, compliance and
corruption. With prior responsibility for 1SO
37001 on anti-bribery management systems and
ISO 19600 on compliance management systems,
it will benefit from the pool of experts that
developed those standards.

Adamson hopes this work will help meet the
targets of United Nations Sustainable
Development Goal 16, dedicated to the
promotion of peace, justice and strong
institutions, by increasing transparency and
accountability, as well as good direction and

Axel Kravatzky, Co-Convenor of the working
group that is developing the standard, who was
appointed by TTBS, I1SO’s member for Trinidad

“There are many governance standards out
there, yet there are currently none that are
applicable to organizations that span all
jurisdictions, industries, sectors and types.

“With increased connectedness and
interdependence, the importance of this is rising
continuously. This standard will therefore fill this
gap in standardization, allowing it to be
accessible and useful for any organization,
whether it crosses different sectors and
geographies or is simply a small business that
feelsit can benefit from better governance.”

Victoria Hurth, Co-Convenor of the working
group, who was appointed by BSI, ISO’s member
inthe UK, said: “The benefits of good governance
are well evidenced. As well as reducing the risk of
bad surprises that can destroy an organization, a
well-governed organization is more trusted and
attracts talent, which in turn drives performance
and investment. The proposed new standard has
the potential to increase the number of socially,
environmentally and economically sustainable
organizations, providing multiple benefits for

There is also a growing recognition that

“governance” is distinct from “management”.
ISO/TC 309 will produce deliverables relating to
governance, in the sense of steering an
organization, as well as deliverables relating to
the tools for controlling an organization such as
programmes for whistleblowing, for compliance
and for anti-bribery.

In this way this TC will produce globally relevant
International Standards that can be used
everywhere relating to both:

e Governance and governance systems; and
e Managementand management systems.

ISO/TC 309 Governance of Organizations was
established in September 2016

Secretariat: British Standards Institute (BSI)

e Chairperson (until end 2019): Mr Howard
Shaw Vice chairperson (until end 2019): Mrs
Manxue Huang

e |SO Technical Programme Manager [TPM]:
MrJosé Alcorta

Scope - Standardization in the field of governance
relating to aspects of direction, control and
accountability of organizations

Following working groups and Advisory Groups
are working on various aspects and subjects
under this Committee:

ISO/TC 309/AG 1 Communications and
Engagement

Working group

ISO/TC309/CAG1  Chairman's Advisory
Group
Working group

ISO/TC 309/DCCG Developing Countries
Co-ordination Group

Working group

ISO/TC 309/TG 6 Terminology Co-
ordination

Working group




systems

systems

Members

process.

’

system’ and hand book on

private body should be avoided.
OBSERVING MEMBERS (O) - 20

includes

Accountants

ISO/TC 309/WG 1 Guidance for the
governance of
organizations

Working group
ISO/TC309/WG 2 Anti-bribery management

Working group
ISO/TC 309/WG 3 Whistleblowing

Working group
ISO/TC309/WG 4 Compliance management

Working group

PARTICIPATING MEMBERS(P) — 52 countries are
participating actively in standard development

India is a 'P’ member and participate actively in
the development of these standards. BIS is
actively participating in the work of this
committee. 4th Plenary of TC 309 held in
Australia was attended by CVO, BIS also as part of
Indian delegation during 2018. This committee is
engaged in development of International
“Guidelines for whistle blowing management
‘anti-bribery
management system. BIS gave inputs on
competence requirements for auditing and
certification of whistle blowing management
system. It was also emphasized that to make
these international standards more applicable to
small medium enterprises(SME), case studies/
tables/examples should be included and
references to law specific to a country or to any

Key external liaison organizations in work,

ACCA, Association of Chartered Certified

EBRD, European Bank for Reconstruction and
Development ecoDa, European Confederation of
Directors Association

FIEC, European Construction Industry Federation
IFC International Finance Corporation,

ISACA, Information Systems Audit and Control
Association OECD Organisation for Economic
Co-operation and Development and

The CQl The Chartered Quality Institute.

Standard and/or project under the direct
responsibility of ISO/TC 309 Secretariat (5)

I1SO 19600:2014 Compliance management
systems — Guidelines

ISO/CD 37000 Guidance for the governance of
organizations

ISO 37001:2016 Anti-bribery management
systems — Requirements with guidance for use

ISO/CD 37002 Whistleblowing management
systems — Guidelines

ISO/CD 37301 Compliance management
systems — requirements with guidance for use

NATIONAL COMMITTEE

Bureau of Indian Standards (BIS) is also
formulating standards in this field through its
sectional Committee, MSD 10 : Social
Responsibility under management systems
division Council. The Committee is working
under the Chairmanship of Dr Bhaskar
Chatterjee

e Scope : To formulate Indian Standards in
the field of Social Responsibility, Social
Accountability and other social issues

e Liaison : ISO TC-309 SC-MSD 10 (P):
Governance of Organizations ; ISO TC-322
SC-MSD 10 (P): Sustainable Finance ;

The standards published by this Committee are
as given below:

Sl. IS No. TITLE




IS 15900 : 2010 Guidance on Fraud
and Corruption
Control by an
Organization

IS 16001 : 2012 Social accountability
at the work Place -
Requirements

IS 16010 : 2012 Good Governance
Guidance

IS/1SO 19600 : 2014 Compliance

Identical adoptiono  Management
Systems Guidelines

IS/1SO 26000 : 2010  Guidance on Social

Adoption of ISO 1960 Responsibility

6. 1S/1ISO 37001 :2016 Anti-Bribery

ISO 37001 : 2016 Management
Systems
Requirements with
Guidance for Use

For more details about BIS work, please contact
msd@bis.gov.in

Head Ms Snehlata, Sc'F”’
visit BIS website www.bis.gov.in

For details of ISO work please visit www.iso.org




VARIOUS SYSTEMIC IMPROVEMENT SUGGESTED
BY VIGILIANCE DEPARTMENT

A.Laboratory Activity

i. Preparation and issuance of Unified Test
Report Format (UTRF) from BIS whenever a
new product comes under Compulsory vi.
Registration Scheme (CRS) so that no lab does
get an opportunity to state reason for
pendency of samples as “non- receipt of
UTRF from BIS”

ii. Products covered under Compulsory
Registration Scheme (CRS) do falls under BIS
Jurisdiction: A direction to all recognized
laboratories for CRS products to be issued vii.
from BIS explicitly mentioning that all
samples pertaining to products covered
under CRS do fall under the purview of BIS as
per BIS Lab Recognition Scheme (LRS) 2013
and accordingly the labs would be required to
do the needful as per the guidelines of the
scheme inter- alia retention of samples for 90
days, intimating BIS details of such samplesin
the monthly information report as sent by
thelab

ili. Define “Conflict of Interest” with
illustrations: To define “Conflict of Interest”
as under BIS LRS 2013 clause 1.5.1.2 (f) and
elaborate the same withillustration

iv. Carrying out testing of Paver Blocks as per
Indian Standards along with Date of
Manufacture: To issue a circular to all BIS
labs/ BIS recognized Outside Labs to carry out
testing of Paver Blocks vis.-a-vis. Compressive
Strength requirement in accordance with
clause 6.2.5 of IS 15658: 2006 AND to
mention the Date of Manufacture of such
paver blocks on the Test Reports so issued ix.
without any fail.

v. BIS Outside Lab’s (OSLs) having multiple
verticals (Laboratory and Consultancy) to

viii.

laboratories (particularly in case of
Multinational laboratories having various |
verticals like Laboratory and Consultancy) be

asked to inform the mechanism evolved for

ensuring compliance with clause 4.1
(Impartiality) and clause 5.5 (a) of ISO/IEC
17025:2017.

BIS labs to follow documented validated
methods: All BIS laboratories to strictly
adhere to well documented standard
methods/ procedures as prescribed in BIS
Standards or any other validated test method
(when there is nothing stipulated in BIS
Standards) while carrying out any testing/
sample preparations.

Creation of a centralized information system
of parameter- wise availability of testing
facilities in BIS Labs/ Recognized Labs: A
computerized data base of parameter-wise
availability of testing facilities in all BIS Labs
including BIS Recognized Outside Labs (OSL)
was envisaged which when fully operational
will enable Artificial Intelligence (Al) based
identification of a particular laboratory who
can test a new product coming under
certification for the first time based on his
existing expertise and testing facilities
already available for other Indian Standards
(IS). This will reduce the time lag considerably
in search of a suitable testing laboratory. The
centralized information system shall be
monitored by Laboratory Planning and Policy
Department (LPPD).

Development of an online Application
Module for Outside Labs seeking Recognition
from BIS and addressing the “Impartiality”
requirement so as to avoid any plausible
“Conflict of Interest”

Centralized operation of BIS Lab Recognition
Scheme (LRS) from LPPD for uniformity of
decision making and timely action on all
aspects without any delay

ensure Impartiality: All BIS recognized B. Foreign Manufacturer Certification Scheme

(FMCS)

Bringing transparency in FMCS visits: List of
eligible officers for FMCS Deputation as




considered by Screening Committee to be
uploaded in BIS Intranet for viewing along
with the periodical update about the
nomination status of the enlisted officer for
visits under FMCS, for the information of BIS
officers only, which will help in officer’s
preparation for such deputation like
obtaining passport, bringing transparency in
decisions on deputation

C. Hallmarking Activity

Proper coordination between Hallmarking
Department and DDGR’s for time bound
resolution of Hallmarking Complaints: HMD
to co-ordinate with respective DDGR for
taking all Hallmarking related complaints
(against jewelers as well as Hallmarking
Centres) toits logical conclusion

Imparting Hallmarking training to all BIS
scientific cadre officers: To ensure training of
all BIS scientific cadre officers in Hallmarking
and to arrange for refresher course for
existing trained officers periodically

Time bound return of Cornet to Jewelers:
Time frame be prescribed for testing and
issuance of Test Reports by Referral
Laboratory and subsequent return of
remnants of samples (cornets) to the
Jewelers

D. Information Technology Services Activity

Upgradation of Manakonline software: To
incorporate suitable checklist/ safe guards in
‘manakonline’ portal to prevent incomplete
applications being submitted and recorded
online

Creation of an online module for AIPR and
Disciplinary Actions: Inputs given for Annual
Immovable Property Return and Disciplinary
Action module of the integrated software
being developed

App based Mapping of Factory location:
Mapping of Factory Location with a location
map based app for real time location

mapping and ease of locating the factory.
This may be introduced as a mandatory
requirement in online submission of
application for BIS licence. This detail can be
taken by a BIS inspecting officer while going
forinspection.

Geo-tagging of Factory Location: To have
Unique Factory Address for one Licensee, the
factory address (so tagged location wise) be
limited to one licensee only. This will entail
no two different licensee can opt for same
factory address. In case a situation arises
where two licensees operates from same
location at a particular place (same building),
a demarcation perceptible from address
have to be introduced to demarcate two
different manufacturing premises, else the
online application would not be accepted.

Making Factory address as referral address
in all databases: Factory Address to be made
the referral Address invariably in all
databases in BIS and not any other address
like Registered Office Address etc. as BIS
licenceis granted only to a factory address.

E. Human Resource Activity

Safeguard measures for Recruitment
process: Inputs given for the safeguard
measures to be taken for the conduct of
examination and other process, for
Recruitment of Scientist-B

IT enabled Transfer process: In order to
avoid chances of malpractices, favoritism
and corruption, as a complete overhauling
measure, it was suggested that all transfers
proposals to be prepared and considered
only after finalizing a transfer policy after
getting it vetted by DoCA and based on that
anintrinsically designed IT enabled system to
be putinplace

Manpower Study and review of Sanctioned
strength vis.-a-vis. workload: Relook into
sanctioned strength at Branch Offices is
needed vis.-a-vis. the quantum of work




F. Certification Activity

i. Synchronization between Certification,
Standardization and Laboratory Activity of
BIS: Synchronization between Certification
Marks Department (CMDs) [Certification
Activity], Technical departments [Standard
Formulation Activity] and Laboratory
Planning and Policy Department (LPPD) [
Laboratory Activity] was stressed for unified
directions to all Branch Offices for
implementation of standards. In case some
issues in Indian Standards (IS) comes up or in
case no testing facilities for a particular
product is available, a uniform approach
could be adopted to deal with the situation.

All technical meetings to be attended by
concerned CMDs and LPPD so that any future
upcoming changes in the standard which can
have an impact on the certification activity/
testing facilities can be suitably discussed at

the technical committee level.

ii. Implementation of revised IS method in
Escherichia coli testing in Packaged Drinking
Water: CMD was requested to implement
revised IS 15185 :2016 “Water Quality-
Detection and Enumeration of Escherichia
coli and coliform bacteria- Membrane
filtration method for water with low bacterial
background flora” cross referred in IS 14543:
2016 “ Packaged Drinking Water- Other than

Packaged Natural Mineral Water”

iii. Review of STIfor IS 2830:2012: To review the
Scheme of Testing and Inspection (STI) for IS
2830:2012 (STI/ 2830/5, July 2013) vis.-a-vis.
requirements of “Bend” and “Camber” not
being applicable in case of cast billet ingot

(pencilingot)

iv. Provision of generation of Test Request of a
sample by a Branch office other than the
Branch Office under whose jurisdiction a

product Certification licence is operating

v. Registering all complaints in the Complaint

Register maintained in various Branch Offices
of BIS

G. Registration Activity

Real time sharing of information between BIS,

Meity and Custom authorities: To evolve a
mechanism for real time information sharing
between BIS, Meity and Custom authorities
so that the objective of ensuring safe and
reliable Electronics and IT Goods which are
being imported under BIS Compulsory
Registration Scheme (CRS) as per the
relevant Indian Standards, is achieved

H. Standardization Activity

Technical comments on IS 1664 Mineral
mixture for Supplementing Cattle Feeds:
Technical comments on the product standard
Mineral Mixture for Supplementing Cattle
Feeds IS 1664: 2002 given on following
issues:

a. Asthe ingredient for mineral mixture has
been changed with the revision of IS
1664:1992 to IS 1664:2002 (Deletion of
Bone meal and Calcined Bone Meal were
deleted out in the revision), potential
source of bacterial pathogen namely
spores of Bacillus anthracis and
Clostridium species have been removed.
The source of bacterial pathogen
mentioned in IS 1664:2002 is only from
animal origin protein which has not been
permitted in clause 4 of IS 1664: 2002 as
an ingredient in the manufacturing of
mineral mixture.

b. In addition the test procedure for Bacillus
anthracis mentioned in the cross referred
standard IS 7874 (Part 3) requires animal
testing (clause 4.6) along with the test
procedure for demonstration of
Clostridium spp. (clause 5.3 and clause
6.1). The test procedures as referred
requires sacrifice of guinea pigs, which
when accompanied with handling of




positive culture of Bacillus anthracis
(which has the potential to be used as a
Biological Weapon), requires specialized
laboratory with ethical issues involved
regarding animal testing. Number of such
specialized laboratories in India are very
limited and the BIS licensees in want of
this are finding it difficult to comply with
the requirement of the standard.
Moreover none of the BIS labs/ BIS
approved outside labs does have the test
facilities required for carrying out these
specialized test as on date.

Similar requirements are there in IS 5672:
1992 “Mineral Mixture for Supplementing
Cattle Feeds” (Clause 3.5).

c. For carrying out quantitative determination
of Arsenic and Lead in Mineral mixture,
the method of Test prescribed are as per
IS 1767 A-6 and A-7 respectively, which
are in fact qualitative methods and hence
are notsuitable.

d. The sieve size as per clause 6.1 of IS 1664
2002 be revisited as the 200 micron sieve
size mentioned in the IS is not a standard
size. Similarly the sieve size as per clause
3.2 of IS 5672: 1992 requires 106 micron
IS sieve whichis also not a standard size.

Updation of Program of Work & Committee
Composition on BIS website: Regular
Updation of information pertaining to
Technical Committee composition and
Program of Work, as is hosted on BIS website

I. Management System Certification Activity

Enlisting Management system licensees in
Public domain: To make the list of
Management System Licensees certified by
BIS available online for publicinformation

J. Consumer Affairs Activity

Complaint Redressal Mechanism to be
completely Digitalized and should be
software based for real time evaluation

Formulation of Guideline towards
Prohibition of False claim by a licensee so
that even though there is no material
evidence of a misuse of ISI mark but
knowingly false proclamation by a licensee is
also addressed and penalties be levied in
such cases.

K. Administration Activity

Mandatory issuance of Gate pass to all
visitors and installation of CCTV Cameras in
all BIS Offices: An image captured Gate Pass
to be issued to all visitors across all offices of
BIS and all BIS offices shall install CCTV at the
reception/ visitor’s area with a backup of at
least 3-4 months of video footage

Formulation of Guideline towards Prohibition
of use of BIS Logo during any conclave/
seminar/ event without any such authorization
and misleadingthe publicatlarge

Preparation of a Procurement/ Purchase
Manual

L. Project Management Work (PMW) Activity

Re-tendering to be preferred for award of
contract in case only 2 bidders participate:
Re-tendering is to be preferred for award of
any work contract when during the initial
bidding process only 2 bidders have
submitted their bid documents

M. Accounts and Finance Activity

Evolving a mechanism for regular review of
Minimum Marking Fee (MMF): A system is
to be devised wherein the minimum marking
fee payable shall be reviewed automatically
factoring in increase in various incidental/
operational charges incurred by BIS. Further
ways are to be identified for encouraging
licensees to cover their maximum production
under BIS Certification

Vetting of all contracts/ tender documents by
Finance and/ or Legal Department
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Ms. Sandeepini, DSP- CBI(ACB), Kochi delivering the Chief Guest
Address on this year’s theme “Integrity — A way of Life”

VIGILANCE _ AWARENESS WEEK

r.d 27 / Noy

VAW celebration at BIS HQ

sS
JLANCE AWARENE
VeIt ANEEK 2010

AWARD CEREMONY
(01 November 2019)

VAW celebration at BIS HQ

Quiz Competation at BIS HQ

DG, BIS Awarding Prize During VAW
Closing Ceremony in BIS HQ
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Integrity is choosing your
thoughts and actions,
Based on values rather

than personal gain.
-Ms. Vineeta Meena (Jaipur)
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Integrity, Transparency and leadership —
the three spokes of the wheel of
work life
Honest servitude is the first step to
an admirable attitude.

Sh. Sandeep Kumar,
KBO, Kochi

Integrity is choosing your thoughts and
actions
Based on values rather than
personal gain

-Sh. Piyush Wasekar, Hyderabad
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Lack of integrity is lack of awareness
Lack of awareness is lack of life

-DMS Srinivas, Benglore

Be integral as heart, CCTV surveillance is
not possible everywhere.

Sh. Gowththam B.J,
Kochi

Integrity is the light that guides
your way
Honesty is not a police
it is a state of mind

- Ms. T. Sujatha, Hyderabad

Being a person of integrity doesn't
mean being perfect.
It means being authentic.

-Sh. Emanuel Abhisek Murmu, Rajkot
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Integrity & Honesty is must
to serve the society

Shri Devnash Deolkar (Mumbai)
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Mahatma Gandhi once said, "There are seven
things that will destroy us: Wealth without work,
Pleasure without Conscience, Knowledge
without Charaxter, Religion without Sacrifice,
Politics without Principles, Science without
Humanity and Business without Ethics". What he
meant was that adherence to moral and ethical
principles, soundness of moral character and
honesty are what ensures that one can define
oneself to be a whole as an integer one (unity) ---
integrity. Any divergence from a situation that
may expurgate the outcome leads to a decay in
the principles of integrity.

Integrity has a strong normative content of what
we should or must do and what rules we are
supposed to follow in the society. Abstinent from
moral and/or ethical degradation and bring true
to one and all, including self, are some of the
practices associated with living a life of integrity.

Integrity has many forms: personal, moral,
cultural, religious, national, scientific or
commercial --- but all are based on the
foundations of belief and obligation. Whatever
may be the form, the idea is to gain control over
one'sself.

We have always been taught that any action is
better than inaction. An accomplishment is
possible in a state of inertia. When idleness
forms the ego into inactivity, trouble may not be
apparent, whereas evil actions swiftly result in
dire miseries.

Let us take an organization, for example. The
employees of an organization are essential for a

Integrity - A way of Life

by Shri Subhanshu Sen, Sc. C

healthy work environment, sustainability and
growth. Inaction by an employee not only
hinders the growth of the organization but also of
the employee as an individual. Idleness is a
spiritual crime that debases the employee as a
human being.

Real integrity is doing the right thing inspite of
knowing that nobody might come to know
whether you did it or not. Integrity is detaching
oneself from the work and carrying it out purely
on its merits. Detachment here is the key to
leading alife of integrity.

Dr. APJ) Abdul Kalam once said, "A leader must
have vision and path and not be afraid of any
problem. Instead, he should know how to do it.
Most importantly, he must work with Integrity."
We must all endeavour to find ourselves a similar
leader and follow him. So, aroused with our
conscience and knowledge, we muyst surrender
to our core principle of work and duties, without
any desire or fear or ego. We must aim to achieve
the objectives entrusted upon us by the
organization, with our wisdom and core
principles of judgment.

Finally, in the inspirational words of our
former President, Dr. Kalam "No matter what the
environment is around you, it is always possible
to maintain a brand of integrity".




INTEGRITY - A WAY OF LIFE

Imagine, you are attending your board exam, say
for example, your Mathematics paper. You havea
sum which costs quite high grade points, You feel
you know it, but just somehow couldn't recollect
the first step. It is on the tip of the tongue, but
just couldn't get it! Now, the guy next to you has
his paper on the table such thatit is clearly visible
that heis attending the same question. Your inner
self begins to compel you, come on dear, just
peep in for the first step — just the first step —and
you can easily get that! What would be your
response?

Well, that is just a simple instance to
showcase how life brings us to different situations
—when we have quite a lot of choices —right and
wrong, justand injust, real and fake and lot more.
Your actions, then, would be completely judged
by your true conscience. There comes, the
relevance of the topic—Integrity.

Integrity is nothing but doing the right
thing, even when you know no one is watching
you, lItis just a fight — you and your conscience.
But to maintain integrity as a way of life would
really be atough job.

Each person is a mix of his social being and
his person. In a public space, we roam around
with masks-the mask of agood person. But when
we are alone, in our personal space, then you are

SOMEDAY THEY WILL REALIZE

Poem

Someday; they may break up their shimmering chains
When on one day; they'll wake up of phony gains.

A deep sleep fell upon them at eventide.
The sprit- a tempting prey may set out
Their nude truth sleeping inside;

What they say, they may do;

Their words and deeds may say same thing too.

May integrity be their only way
To catch breath in cruel light of day.

thattrue and raw human being with all emotions
and mixed perspectives. Many a times, life brings
us to such a tough spot, when we really
experience a mental war. But in the end of the
day, we just need to be just with our conscience.
So, practising integrity as a way of life is utterly
significant.

However, one has to start developing this
in_early life itself. Integrity must be made an
unchanging principle of life right from childhood.
Children should be taught not to compromise on
integrity and honesty. As they grow up, the
conscience would grow and integrity could be
made as an inseparable part of their moral self.
This would continue throughout the persons
life- wherever in life — at work, at a social
environmentand even at his private space.

There things never cease in life — choices,
changes and principles — they follow you till life's
final breath. Soitisinevitable foranyone to make
the right choices and accept the changes, without
compromising on the principles and values of life.
Let us dare to take up the less-travelled roads and
practice Integrity as a way of life.

Sibi Elza Varghese,
Science Graduate Trainee
BIS, Kochi

By: Vishal Dogra,
SO, (NRO) Chandigarh




CCS-CCA RULES — AT A GLANCE

DEFINITION
Government Servant

The Indian Penal Code, 1860, section 12 states
that the words "servant of Government"
denote any officer or servant continued,
appointed or employed in India by or
under the authority of Government

The Central Civil Services (Conduct) Rule 1964,
Rule 2 (b) states that Government servant
means any person appointed by the
Government to any Civil Service or post in
connection with the affairs of the Union

Public Servant

Prevention of Corruption Act 1988, Section 2 (c)
defines public servant as

e any person in the service or pay of the
Government for the performance of any
public duty

e any person in the service or pay of a body
owned or controlled or aided by the
Government

Public Duty

Prevention of Corruption Act 1988, Section 2
(b) defines public duty as

e adutyin the discharge of which the State,
the public or the community at large has
an interest

e  ‘State’ includes an authority or a body
owned or controlled or aided by the
Government

The Central Civil Services (Conduct) Rules 1964

The Central Civil Services (Conduct) Rules, 1964
impose certain restrictions on the conduct
of Government servants The Bureau of
Indian Standards (Terms and Conditions of
Service of Employees) Regulations, 2007,
clause 9 states Provisions of the Central
Civil Services (Conduct) Rules, 1964 and

the Central Civil Services (Classification,
Control and Appeal)

Rules, 1965, as amended from time to time,
shall be applicable to the employees of
the Bureau in the matter of conduct and
discipline

Objectives of The Central Civil Services
(Conduct) Rules 1964

e  To regulate general behavior and
deportment of Government Servants

e  To secure full commitment of Government
servants in implementing Government’s
policies

e  To eliminate all forms of dissolute and
intemperate behaviour which are likely to
impact on the Government Servant’s
capabilities to discharge his duties

o To set certain moral standards

e  To prevent the Government Servant from
aligning against the Government or
exercising undue influence or duress

e  To prevent a Government Servant from
conferring undue benefit to his friends
and relatives by using his official position

e  To eliminate all forms of immoral and
immoderate behavior which are likely to
impact on Government Servant’s
capabilities to discharge his duties

e  To deter urge for material acquisitions by
checking all possible means of becoming
rich through improper channels

° To make Government Servant to learn to
live within his means since he belongs to
a fixed income group

The Central Civil Services (Conduct) Rules 1964
*Rule 3 (1)




Every Government Servant shall at all times

[)  Maintain absolute integrity
ii)  Maintain devotion to duty

iii) Do nothing, which is unbecoming of a
Government servant

iv) [commit himself to and uphold the
supremacy of the Constitution and
democratic values;

v) defend and uphold the sovereignty and
integrity of India, the security of the State,
public order, decency and morality;

vi) maintain high ethical standards and
honesty;

vii) maintain political neutrality;

viii) promote the principles of merit, fairness
and impartiality in the discharge of duties;

ix) maintain accountability and transparency;

X)  maintain responsiveness to the public,
particularly to the weaker section;

xi) maintain courtesy and good behaviour
with the public;

xii) take decisions solely in public interest and
use or cause to use public resources
efficiently, effectively and economically;

xiii) declare any private interests relating to his
public duties and take steps to resolve any
conflicts in a way that protects the public
interest;

xiv) not place himself under any financial or
other obligations to any individual or
organisation which may influence him in
the performance of his official duties;

Xv) not misuse his position as civil servant and
not take decisions in order to derive
financial or material benefits for himself,
his family or his friends;

xvi) make choices, take decisions and make

recommendations on merit alone;

xvii) act with fairness and impartiality and not
discriminate against anyone, particularly
the poor and the under-privileged
sections of society;

xviii) refrain from doing anything which is or
may be contrary to any law, rules,
regulations and established practices;

xix) maintain discipline in the discharge of his
duties and be liable to implement the
lawful orders duly communicated to him;

XxX) maintain confidentiality in the
performance of his official duties as
required by any laws for the time being in
force, particularly with regard to
information, disclosure of which may
prejudicially affect the sovereignty and
integrity of India, the security of the State,
strategic, scientific or economic interests
of the State, friendly relation with foreign
countries or lead to incitement of an
offence or illegal or unlawful gain to any
person;

xxi) perform and discharge his duties with the
highest degree of professionalism and
dedication to the best of his abilities.]

(*inserted vide Amendment notification dated
27 November 2014)

Rule 3(2)

(1) All government servants holding supervisory
posts should take all possible steps to
ensure the integrity and devotion to duty
of all government servants placed under
his control & authority

(i) All government servants should act in his
best judgement

(iii) All directions should be in writing

(iv) a government servant who has received
oral direction should seek confirmation in




writing.

Rule 3-A

No Government servant shall

(a) inthe performance of his official duties
act in a discourteous manner

(b) in his official dealings with the public or
otherwise adopt dilatory tactics or wilfully
cause delays in disposal of the work

Rule 3-B
Every Government servant shall at all times

(I) actinaccordance with the Government’s
policies regarding age of marriage,
preservation of environment, protection
of wildlife and cultural heritage

(ii) Observe the Government’s policies
regarding prevention of crime against
women

Rule 3-C

(1) No Government servant shall indulge in
any act of sexual harassment of any
woman at her work place

(2) Every Government servant who is in-
charge of a work place shall take
appropriate steps to prevent sexual
harassment to any woman at such work
place

Sexual harassment includes such unwelcome
sexually determined behaviour, whether
directly or otherwise, as

(a) physical contact and advances

(b) demand or request for sexual favours
(c) sexually coloured remarks

(d) showing any pornography

(e) any other unwelcome physical, verbal or
non-verbal conduct of a sexual nature.

Rule 4

(1) No Government servant shall use his
position or influence directly or indirectly
to secure employment for any member of
his family in any company or firm

(2) (i) No Group ‘A’ officer shall, except with
the previous sanction of the government,
permit his son, daughter or other
dependant, to accept employment in any
company or firm with which he has
official dealings

(3) No Government servant shall in the
discharge of his official duties deal with
any matter or give or sanction any
contract to any company or firm if any
member of his family is employed in that
company or firm

Rule 13

(1) No Government servant shall accept or
permit any member of his family to
accept any gift including free transport,
boarding, lodging etc. provided by any
person other than a near relative or
personal friend having no official dealings
with the government servant

A casual meal, lift or other social hospitality
shall not be deemed to be a

gift. A Government servant shall avoid
accepting lavish hospitality or frequent
hospitality from any individual, industrial
or commercial firms, organisations, etc.,
having official dealings with him.

(2) In any other case, a Government servant
shall not accept any gift, without the
sanction of Government, if the value
exceeds rupees one thousand five
hundred in the case of Government
servant holding any Group 'A' or Group 'B'
post




(3) On occasions such as weddings, directly or indirectly.
anniversaries, funerals or religious
functions, when the making of gift is in
conformity with the prevailing religious
and social practice, the Government
servant may accept gifts from his near
relatives or from his personal friends
having no official dealing with him

(ii) Every Government servant belonging to
any service or holding any post included in
Group 'A' and Group 'B' shall submit an
annual immovable property return (AIPR)
giving full particulars regarding the
immovable property inherited by him or
owned or acquired by him or held by him

However, if the value of such gift exceeds: on lease or mortgage either in his name or

in the name of any member of his family

or in the name of any other person as on

31 December of the year by 31 January of

the following year (In case AIPR of an

officer is not received within the

a) Rupees Twenty Five Thousand in case of
an Government servant holding any Group
'A’ post, the Government servant shall
make a report to the Government

b)  Rupees Fifteen Thousand in case of an stipulated time, Vigilance Clearance will be
Government servant holding any Group ‘B’ withheld for foreign deputation/
post, the Government servant shall make application for outside post on deputation
a report to the Government for the entire year, even if the same is

c) Rupees Seven Thousand in case of an received after 31st January)
Government servant holding any Group ‘C"  (2) No Government servant shall, except with
post, the Government servant shall make the previous knowledge of the prescribed
a report to the Government. authority, acquire or dispose of any

Rule 18 immovable property by lease, mortgage,

purchase, sale, gift or otherwise either in
his own name or in the name of any
member of his family

(2) (i) Every Government servant shall on his
first appointment to any service or post

submit a return of his assets and liabilities

prescribed authority shall be obtained by
the Government servant if any such
transaction is with a person having official
dealings with him

(a) the immovable property inherited by him
or owned or acquired by him or held by
him on lease or mortgage, either in his

own name or in the name of any member
of his family or in the name of any other (3) Where a Government servant enters into a

person transaction in respect of movable property
either in his own name or in the name of
the member of his family, he shall, within
one month from the date of such
transaction, report the same to the

(b) shares, debentures and cash including
bank deposits inherited by him or similarly
owned, acquired, or held by him

(c) other movable property inherited by him prescribed authority, if the value of such
or similarly owned, acquired or held by property exceeds two months’ basic pay of
him the Government servant in the case of an

Government servant.

(d) debts and other liabilities incurred by him




(a)

(b)

©

Provided that the previous sanction of the
prescribed authority shall be obtained by
the Government servant if any such
transaction is with a person having official
dealings with him

Rule 18

Movable property shall include

Jewellery

Insurance policies, the annual premium of
which exceeds two months Basic pay of
the Government servant

Shares, securities and debentures

all loans, whether secured or not,
advanced or taken by the Government
servant

motor cars, motor cycles or any other
means of conveyance

refrigerators, radios radiograms and
television sets.

Prevention of Corruption Act, 1988
13. Criminal misconduct by a public servant

if he habitually accepts or agrees to accept

or attempts to obtain from any person for
himself or for any other person any

gratification other than legal remuneration

as a motive or reward

if he habitually accepts or obtains or
agrees to accept or attempts to obtain for
himself or for any other person, any
valuable thing without consideration or
for a consideration which he knows to be
inadequate from any person whom he
knows to have been, or to be, or to be
likely to be concerned in any proceeding
or business transacted or about to be
transacted by him

if he dishonestly or fraudulently

(d)
(i)

(i)

misappropriates or otherwise converts for
his own use any property entrusted to him
or under his control as a public servant or

allows any other person so to do

if he

by corrupt or illegal means, obtains for
himself or for any other person any
valuable thing or pecuniary advantage; or

by abusing his position as a public servant,
obtains for himself or for any other person
any valuable thing or pecuniary
advantage; or

(iii) while holding office as a public servant,

obtains for any person any valuable thing
or pecuniary advantage without any public
interest; or

(e) if he or any person on his behalf, is in

possession or has, at any time during the
period of his office, been in possession for
which the public servant cannot
satisfactorily account, of pecuniary
resources or property disproportionate to
his known sources of income.

Role of Vigilance Department

Advises Director General on all vigilance
related matters and is responsible for all
vigilance related activities in the Bureau in
accordance with the guidelines on the
subject issued by Central Vigilance
Commission and DoPT etc. This, inter-alia,
include activities related to:-

Preventive vigilance (e.g. streamlining of
procedures, training, preparation of
‘Agreed list” and ‘List of officers of
doubtful integrity’ etc.)

Punitive Vigilance (e.g. scrutiny of
complaints received, investigations,
disciplinary action against the officers at




fault etc.)

e  Surveillance and detection (e.g.
inspections, scrutiny of annual property
returns, monitoring, review meetings etc.)

e  Provide support to Director General in his
functioning as Disciplinary Authority of
Group ‘A’ officers

e  Coordination with CVC, CBI and MoCA
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CENTRAL CIVIL SERVICES (LEAVE) RULES — AT A GLANCE

vV V V V V V V Vv N

GENERAL PRINCIPLES

Leave cannot be claimed as a matter of
right.

The leave sanctioning authority may refuse
or revoke leave of any kind but cannot
alter the kind of leave due and applied for.

Earned leave should not ordinarily denied
during the last ten year of service.

Leave Conversion- Conversion of one kind
of leave into leave of different kind is
permissible only when applied for by the
official while in service and not after
quitting service.

Commutation of leave within 30 days. Not
a matter of right.

Leave sanctioning authority may commute
retrospectively periods of absence without
leave into Extra Ordinary Leave.

No leave of any kind can be granted for a
continuous period exceeding five years.

Prefix / Suffix - Sundays/holidays;

MC : Govt servants - from AMA/CGHS
Dispensary;

Period of over-stay debited as HPL with no
pay/allowances;

Disciplinary Action on willful absence from
duty after expiry of leave.

KINDS OF LEAVE
Casual Leave.

Earned Leave;

Half Pay Leave;
Commuted Leave;
Leave Not Due;
Extra-ordinary Leave;
Study Leave;

Child Care Leave

3.1
A.

(a)

56

Special Disability Leave;
Maternity Leave;

Paternity Leave

Preparatory Leave for retirement.
CASUAL LEAVE

Not a recognized form ;

Can be combined with special CL /holidays
only;

Sundays/holidays falling during a period of
CL not counted;

Sundays/holidays/restricted holidays can
be prefixed/suffixed;

Can be availed for half a day;
Total 08 days admissible in a calendar year;

Essentially intended for short periods.
Normally more than 5 days at a time not
allowed; except under special
circumstances.

Joining in middle of year-proportionately
or full - at the discretion.

Half day’s CL should be debited for each
late attendance.

Late attendance up to an hour for not
more than two occasions in a month can
be condoned by the CA.

Officials who have got only half days CL at
credit, when applying for half days CL for
the afternoon of a day should ensure that
they attend office next day since CL cannot
be combined with EL. However, if due to
sickness or other compelling grounds, he
is unable to attend office the next day,
combining with EL can be permitted as an
exception

Special Casual Leave
In sports events:

Admissible up to a maximum of 30 days in




(1)

(2)

(3)

(b)

(a)

(b)

(a)
(i)

(ii)

(iii)

a calendar year for attending —

Coaching or training camps of All India
coaching or training schemes.

Coaching or training camps at the NIS,
Patiala.

Coaching camps in sports organised by the
National Sports Federation/Sports boards
recognised by Government.

Players injured during sporting events —
SPCL may also be granted to sportspersons
getting seriously injured or being
hospitalised subject to a overall ceiling of
30 days.

In cultural activities:

Admissible to employees taking part in the
38 CCS (LEAVE) RULES cultural activities
like dance, drama, music etc., of an All
India or Inter State character subject to
overall limit of 30 days.

Admissible to employees participating in
events at Regional, National or
International level organised by
GOI/Government sponsored bodies
subject to a maximum of 15 days in a
calendar year.

Mountaineering/Trekking Expeditions:
Expeditions approved by the Indian
Mountaineering Foundation — 30 days.

For family planning:
Male employee :

Maximum of 5 working days for vasectomy
operation

Maximum of 21 days for undergoing
recanalization operation.

Maximum of 3 working days if his wife
undergoes tubectomy, laproscopy
operation. The leave should follow the
date of operation.

(b)
(1)

(ii)

(iii)

(iv)

(i)

(ii)

(iii)

female employee :

Maximum of 10 working days for
tubectomy/laproscopy.

Maximum of 21 days for undergoing
recanalization operation.

For one day on the day of operation when
her husband undergoes vasectomy
operation.

Can be extended on account of post
operational complications.

Union/Association Activities: Up to a
maximum of 20 days in a year is
admissible to:

Office bearers of recognised Service
Associations.

10 days to outstation delegates/executive
committee members for attending
meetings.

5 days to local delegates for attending
meetings. F. Natural
Calamities/Bandhs: Admissible to
employees residing at places 3 miles away
from office when they are unable to
attend office due to dislocation of traffic
arising out of natural calamities, bandhs
etc. If the disturbance is due to curfew,
SPCL may be granted irrespective of the
distance.

During Elections: Employees enrolled as
voters in a constituency but having offices
in another constituency are entitled to a
days SPCL on the day of Election for
exercising their franchise.

EARNED LEAVE
15 days on 1st January/July in advance;

Credit reduced @ 1/10th of EOL& Dies non
in previous half year;

Rounding - fraction;




4.1

Accumulation up to 300+15 days;

Fresh appointment , Retirement /removal
/ dismissal / death in middle of half year -
@ 2% days per completed month;

180 days maximum can be availed at a
time.

Unavailed joining time credited in EL
account.

Earned Leave Encashment — BIS

Employees of the Bureau shall be entitled
to such leave and leave salary as
admissible to the employees of the Central
Government under the Central Civil
Services (Leave) Rules, 1972, as amended
from time to time:

Employees shall be entitled to encash
earned leave for a period of fifteen days in
a calendar year:

Employees under suspension shall not be
entitled to leave encashment:

Employees on deputation or on contract
appointment shall also not be entitled to
leave encashment unless their entitlement
to leave encashment is specifically
provided for in their deputation or
appointment terms and conditions.

HALF PAY LEAVE
10 days on 1st January/July in advance;

Credit reduced @ 1/18th of Dies non
during the preceding half year, subject to a
max. of 10 days.;

Rounding - fraction;
Accumulation — No limit;
Fresh appointment - @ 5/3 days p.m.;

Retirement /removal / dismissal / death in
middle of half year

Temp. Employee - grant subject to his

(a)
(b)

return to duty;
Can be on MC/without MC;

On MC- Commuation of Leave on full pay
if applied for.

COMMUTED LEAVE

Not exceeding half of HPL balance on
medical certificate;

up to 90 days during entire service -w/o
MC for an approved course of study
certified to be in public interest;

up to 60 days to a female employee with
less than 02 living children, on adoption of
a child less than one year old;

up to 60 days to a female employee w/o
MC in continuation of maternity leave;

Granted only if reasonable prospects of
the employee returning to duty on its
expiry.

If quits service- period treated as HPL;
If quits on ill health/death - No recovery

Commuted Leave may be granted at the
request of the employee even when EL is
available.

Commuted Leave on medical grounds may
be allowed to a employee who has opted
out of CGHS, on the basis of certificates
issued by the Hospitals/Medical
Practitioners approved by the employer of
the spouse.

LEAVE NOT DUE (LND)

To permanent employee with no HPL at
credit;

Only on MC; Exceptions —

In continuation to maternity leave

To a female employee with less than two
surviving children on adoption of child less
than a year old.




Limited to HPL — employee likely to earn in
remaining service period;

maximum of 360 days.

debited against the HPL that the employee
earns subsequently.

Not for leave preparatory to retirement.

In case of resignation or voluntary
retirement LND should be cancelled. The
leave salary should be recovered.

It can be granted to an officer whose
leave account shows a debit balance in
consequence of the grant of LND on
previous occasion

EXTRA ORDINARY LEAVE
Without Leave Salary

Extra Ordinary Leave — EOL is granted to a
employee

(a) When no other leave is admissible

(b) When other leave is admissible, but the

employee applies in writing for EOL

Subject to maximum leave period of 05
years, EOL can be granted to a permanent
employee up to any limit.

EOL cannot be availed concurrently during
the notice period when going on
Voluntary Retirement.

For temporary officials - Up to 03 months
with or w/o MC;

With a minimum of 01 year’s service

up to 06 months with MC for common

ailments;

up to 18 months with MC for cancer,
mental illness, pulmonary TB or Pleurisy of
Tubercular origine;

With three or more year’s service - up to
24 months where the leave is required for
studies certified to be in public interest.

(a)

(b)

Two spells of EOL intervened by any other
kind of leave should be treated as one
continuous spell for the purpose of
maximum limit.

EOL may also be granted to regularise
periods of absence without leave
retrospectively.

MATERNITY LEAVE

Admissible to married/unmarried female
employees during —

pregnancy: 180 days from 01.09.2008 —
Admissible only to employees with less
than two surviving children.

Miscarriage/Abortion: Total of 45 days in
the entire service irrespective of number
of children.

The leave is not debited to leave account.

It is granted on full pay. It may be
combined with leave of any kind.

Any leave (including CL up to 60 days and
LND may be taken without MC up to two
years in continuation.

Counts as service for increments.
Counts as service for pension.

Not admissible for threatened abortion.
Admissible only for induced abortion.
PATERNITY LEAVE

Male employees with less than two
surviving children. Also granted on valid
adoption of a child below the age of one
year.

15 days during the wife’s confinement i.e.
Up to 15 days before or up to 6 months
from the date of delivery of the child and
for 15 days from the date of valid
adoption of a child.

Leave Salary: equal to last pay drawn.




11.

Not to be debited to the leave account.

May be combined with any other kind of
leave except casual leave. Not to be
refused normally.

To be applied up to 15 days before of up to
6 months from the date of delivery or
from the date of valid adoption.

If the leave is not availed of within this
period, it should be treated as lapsed.

CHILD CARE LEAVE (CCL)

Women employees/ Single male employee
having minor children may be granted CCL
for a maximum of 730 days during their
entire service for taking care of up to two
children, whether for rearing or to look
after any of their needs like examination,
sickness etc.

CCL shall not be admissible if the child is
18 years of age or older.

In respect of disabled/mentally children
the limit of 22 years has been removed.

CCL shall not be debited against the leave
account.

It may be combined with leave of the kind
due and admissible.

Conditions —
Requires prior sanction.

Intervening holidays will count as CCL as in
the case of EL.

Should not be sanctioned during probation
period except in cases of extreme
situations and minimal leave should be
sanctioned.

CCL may not be granted in more than 3
spells in a calendar year for eligible
employees. An additional relaxation /
benefit has been given to single parent
Employees in the notification dated
11.12.2018 in the form of increase in

12.

number of spells (up to six spells) in which
CCL can be availed in a year.

Not to be granted for less than five days.

LTC may be availed while an employee is
on CCL and may also proceed on foreign
travel with prior approval.

Leave salary equal to the pay drawn
immediately before proceeding on leave is
admissible. Though 7th Pay Commission
has recommended that CCL should be
granted at 100 percent of the salary for
the first 365 days, but at 80 percent of the
salary for the next 365 days.

STUDY LEAVE

Five year’s service (I/c period on
probation)

For higher studies/specialized training in a
professional/technical subject capable of
widening his mind in a manner likely to
improve his ability as a civil servant;

Sanction - Ministry/ Department of the
Central Government/ Administrator/
Comptroller and Auditor General of India.

Course should be certified to be of definite
advantage to Government from the point
of view of public interest;

Not granted : for studies out of India if
facilities for such studies exist in India; - to
an official due to retire within three years
of return from the study leave;

To same official with such frequency as to
remove him from contact with his regular
work or cause cadre difficulties owing to
his absence on leave.

Study leave can be : - Granted for
maximum 24 months in the entire service
and may be granted at a stretch orin
different spells;

not debited to the leave account;




13.

Requisite Bonds in the prescribed forms
are required to be executed;

If the employee resigns or does not
complete the course of study, he should
refund (a) the actual amount of leave
salary, study allowance, cost of fees, TA
etc.

SPECIAL DISABILITY LEAVE

Work Related lliness and Injury Leave
(WRIIL)

When disabled by injury intentionally
inflicted or caused in due performance of
official duties.

When disabled by illness incurred in
performance of any duty, which has the
effect of increasing liability to illness or
injury beyond the ordinary risk attached to
civil post.

Period of leave to be certified by AMA;
Maximum 24 months;

Not be debited to the leave account;

First 120 days on full pay, after that on

HPL;
Period counts for pension.

No EL or HPL will be credited during the
period that employee is on WRIIL.

PREPARATORY LEAVE FOR RETIREMENT

To the extent of earned Leave Due
together with Half Pay Due\

Not exceeding 300 days
This shall include date of retirement.

Special Leave Connected To Inquiry On
Sexual Harassment

Maximum 90 days
Aggravated female employee

Recommendation of Internal/ Local Sexual
Harassment Committee.

Leave shall not be debited against the
leave account.




MEDICAL RULES — AT A GLANCE

MEDICAL RULES —
1. PROVISIONS OF BIS EGULATIONS

Regulation 17 of BIS (Terms and Conditions of
Service of Employees) Regulations, 2007
regarding ‘Medical Benefits’ specifies as under:

(1) The employees covered under the Central
Government Health Scheme shall be
entitled to such medical benefits as
extended by the Central Government
under that Scheme.

(2) The employees not covered under the
Central Government Health Scheme shall
be entitled to-—

(a) benefits as admissible to Central
Government employees under the Central
Civil Services (Medical Attendance) Rules,
1944 as amended from time to time;

(b) reimbursement of medical expenses
including OPD charges if any, for treatment
from registered medical practitioners or
hospitals upto a monetary ceiling of two
thousand rupees per annum.

Explanation — Reimbursable expenses of
medical attendance and treatment will
cover charges for the items admissible
under the Central Civil Services (Medical
Attendance) Rules, 1944, as amended from
time to time.

(3) The pensioners and Family pensioners shall
also be entitled to the benefits as
admissible to the Central Government
employees under the Central Civil Services
(Medical Attendance) Rules, 1944, as
amended from time to time.

2. CENTRAL GOVERNMENT HEALTH SCHEME
2.1 Facilities under CGHS

e  Qut patient care facilities

e  Emergency Services

e  Medical Attendance

e  Specialist consultation

e Special Treatment

e Laboratory and Radiological Investigation
e  Free supply of drugs

e  Cashless/Credit Facility

2.2 Entitlement for treatment

a) Entitlement for indoor treatment in
recognised private hospitals/ room rent in
empanelled private hospitals is as follows:

Corresponding Basic pay
drawn by the Officer

Upto Rs. 47,600
Rs. 47,601 to Rs. 63,100

Entitlement
General Ward

Semi-Private

Ward
Rs. 63,101 & above Private Ward

b) Pay slab for determining the entitlement of
accommodation in AIIMS, New Delhi is as
follows;

Corresponding Basic pay
drawn by the Officer

Upto Rs. 63,100
Rs. 63,101 to Rs. 80,900
Rs. 80,901 & above

Entitlement
General Ward
Private Ward

Deluxe - Private
Ward

c) Rates of CGHS contribution:

Corresponding Levels Contribution p.m.

in the Pay (Rs.)
Matrix as per 7th CPC

Level 1to 5 250
Level 6 450
Level 7-11 650
Level 12 and Above 1000

2.3 Medical Advance

e In-patient treatment in a hospital

e TB/Cancer/Chronic active Hepatitis
treatment at consulting room of




MO/residence of employee/OPD

e  Purchase, replacement, repair and
adjustment of admissible artificial
appliances.

e  Advance upto 90% of the package deal is
admissible for major illness

2.4 No Permission is required for
procedure/test

e As per Ministry of Health & Family Welfare,
Department of Health & Family Welfare’s
O ffi ce Memorandum
No0.Z15025/105/2017/ D IR/CGHS/EHS
dated 09.11.2017, CGHS beneficiaries are
allowed to undergo treatment at private
hospitals empanelled under CGHS of specific
treatment procedures listed under CGHS
rate list are advised by a Specialist in a
Central Govt./State Govt. Hospital or a CGHS
Medical Officer without any requirement of
any other referral (permission) letter.
Therefore, prior approval from the office is
not required.

2.5 Treatment taken under emergency

* In emergency cases of severe
illness/accident, employee & dependent
family members both under CGHS as well
as CSMA Rules, may be admitted in the
nearest private hospital (including private
nursing home/private clinic) if there is no
Govt. hospital nearer than that.
DG:BIS/Delegated Authorities have powers
to accord post facto approval for the
treatment. The reimbursement of the
expenses incurred for the above
mentioned treatment will be made as per
package rate/rate as admissible under the
CGHS/CSMA Rules (Please refer Appendix
VIl of Medical Attendant Rules relating to
“Reimbursement in relaxation of rules in
Emergent Cases”).

2.6 Ex-post facto approval for treatment taken

under emergency — POINTS TO BE
CHECKED

Name of the Employee, Designation of the
Employee, Employee No.

Basic Salary

Name of Patient, Relationship with
employee

Actual Residential address, Place of illness

Place of treatment taken/tests done :
(Name of the Hospital)

Distance of nearest govt. Hospital from
(the place of illness)

Distance of recognized/private hospital (
From place of illness))

Reasons for preferring private
(Recognised private hospital )

Diagnosis procedure given by the hospital
Expenditure incurred on the Treatment

Whether Emergency Certificate and
Discharged Summary is enclosed

AUTHORIZED MEDICAL ATTENDENT (AMA)
UNDER CSMA RULES

Authorized Medical Attendants(AMA)
under CSMA Rules may be appointed with
the approval of DG:BIS/ Delegated
Authorities for the areas which are not
covered under CGHS (i.e. other than
Delhi/NCR).

Note : Medical Reimbursement Claim should

3.1

be preferred within six months of
completion of treatment.

Treatment taken from AMA under CSMA

The AMA shall be appointed by the
Delegated Authorities as stipulated in
DGO/445 dated 13.6.2016.

The treatment at the consulting room of
AMA is limited to ten days with a
maximum of four consultations and




3.2

normally ten injections. The number of
injections may go up to fifteen depending
on patient’s ailment.

Cases of medical treatment requiring
hospitalization have to be referred to
Government/recognized hospital.

If hospitalization is not considered
necessary, but treatment is expected to be
prolonged requiring more than four
consultants, the patient should be referred
to out-patient department of Government/
recognized hospital.

Separate claim is to be preferred for each
spell of illness or an entirely new disease.

Processing of medical claims (AMA)

Treatment taken from AMA under CSMA:
The following points shall be checked while
processing medical reimbursement claim
for the treatment taken from AMA under
CSMA scheme :

To justify a claim for a second time, for the
recurrence of the same disease, there
should be a reasonable gap between the
closing of the first spell and the recurrence
of the second spell.

When a patient consults the same AMA in
regard to the super imposition of another
disease during the course of treatment of
one disease, it is regarded as a fresh
consultation and charged for at full rates.

Every consultation after the first for the
same illness of the same patient with the
same AMA is treated as subsequent
consultation and charged for at the
prescribed lower rates.

Consultation on the tenth day of treatment
is permissible, if no medicine is prescribed
on that consultation.

Purchase of Allopathic medicines and
drugs can be made from any

3.3

chemist/druggist licensed under the Drugs
and Cosmetics Act and rules framed
thereunder.

Points to remember while submitting
medical reimbursement claim

Copy of Salary Slip
Copy of CGHS Card

In case of multiple treatment, a summary
statement thereof.

Original Bills

Medicines to be got issued from CGHS
dispensary in case of OPD.

Direct treatment from recognised/private
hospitals.

Endorsement of procedure/test in referral
cases

Permission of Delegated Authority in case
of emergency.

Follow up treatment in case of IPD.
Permission for unlisted tests
OTHER IMPORTANT POINTS

When both husband and wife are
employed:

The spouse employed in a State
Government, Defence /Railways or
Corporation/ Bodies financed partly/
wholly by the Central/ State Government,
local bodies and private organization,
which provides medical services, may
choose either the facilities under the
Central Government rules or facilities
provided by the organization in which the
spouse is employed.

Where both are Central Government
servants, either of them may prefer claim

for self and eligible members of their
family, according to his/her status.

Official residing in CGHS area:




If the residence of the official falls in the reimbursement from both Insurance

CGHS covered area, then the official is Company and department subject to
covered under CGHS. The CGHS condition that the reimbursement should
subscription at the rate notified by the not exceed the total expenditure on the
Govt. is required to be deducted from the treatment.

salary of the officer irrespective of the fact O T [ i Bl 2 NER o ceallees

that whether the official has CGHS card or treatment have been signed between BIS

hot. and a number of CGHS recognized

e  Transfer of an official from CGHS covered hospitals. The detailed information is
area to non-CGHS area: available on intranet.

In this case the official is required to 5. BOOKS TO BE REFERRED TO

surrender his CGHS card at the time of
reliving to the office as he is no longer a
CGHS beneficiary. In case the officer left
behind his family at the old station which is

e  Medical Attendance Rules

e  Compendium of Orders under Central
Govt. Health Scheme

covered under CGHS and is posted at non- e  List of Medicine (Admissible &
CGHS covered area, the entitlement of the Inadmissible)

family of the officer shall be as per CSMA e  Hand Book

Rules.

e  Government servants who have subscribed
to Medical Insurance Policies can claim

el w05
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GENERAL FINANCIAL RULE — AT A GLANCE

GENERAL FINANCIAL RULE, 2017 -

General Financial Rules, 2017 come into force on
April 1, 2017 shall be applicable to all Central
Government Ministries/Departments, attached
and subordinate bodies. The provisions
contained in GFRs are deemed to be applicable to
Autonomous Bodies.

GENERAL RULE 21

o No authority should exercise its powers of
sanctioning expenditure to pass an order
which will be directly or indirectly to its
own advantage.

o Expenditure from public moneys should
not be incurred for the benefit of a
particular person or a section of the
people, unless —

° a claim for the amount could be enforced
in a Court of Law, or

o the expenditure is in pursuance of a
recognized policy or custom.

PROCUREMENT OF GOODS
Rule 143 — Definition of Goods

Includes all articles, material, commodity,
livestock, furniture, fixtures, raw material,
spares, instruments, machinery, equipment,
industrial plant, vehicles, aircraft, ships,
medicines, railway rolling stock, assemblies,
subassemblies, accessories,

o such other category of goods or intangible
products like software, technology
transfer, licenses, patents or other
intellectual properties purchased or
otherwise acquired for the use of
Government

o works and services which are incidental or
consequential to the supply of such
goods, such as, transportation, insurance,
installation, commissioning, training and
maintenance.

but excludes

o books, publications, periodicals, etc. for a
library.

Rule 149 — Government e-Market place (GeM)

° All Goods or Services available on GeM
should be first purchased from GeM

. Reasonability of the price be determined
before placing order

o Demand should not be divided into small
quantities
o Procedure for purchase in GeM

Up to Rs. 25,000/- : Available suppliers on the
GeM

Above Rs.25,000/- and up to Rs.5,00,000/- :
GeM Seller having lowest price amongst the
available sellers, Atleast three different
manufacturers

Above Rs.5,00,000/- : Mandatory online bidding
or reverse auction tool provided on GeM.

Rule 154 — Purchase of goods without
quotation

. Purchase of goods upto the value of Rs.
25,000 (Rupees twenty five thousand)
only on each occasion may be made
without inviting quotations or bids on the
basis of a certificate to be recorded by the
competent authority in the following
format.

“I, am personally satisfied that these goods
purchased are of the requisite quality and
specification and have been purchased from a
reliable supplier at a reasonable price.”

Rule 155 — Purchase of goods by Purchase
Committee

Purchase of goods costing above Rs. 25,000 and
upto Rs.2,50,000/- on each occasion

o Recommendations of a duly constituted
Local Purchase Committee consisting of
three members of an appropriate level as
decided by the Head of the Department.

The Committee Members of the committee will
jointly record a certificate as under.

“Certified that we, members of the purchase
committee are jointly and individually satisfied




that the goods recommended for purchase are
of the requisite specification and quality, priced
at the prevailing market rate and the supplier
recommended is reliable and competent to
supply the goods in question, and it is not
debarred by Department of Commerce or
Ministry/Department concerned.”

Rule 158 — Purchase of goods by Obtaining Bids
e  Advertised Tender Enquiry (Rule 161)

. Limited Tender Enquiry (Rule 162)

o Two-Stage Bidding (Rule 164)

e  Single Tender Enquiry (Rule 166)

o Electronic Reverse Auctions (Rule 167)
Rule 161 — Advertisement Tender Enquiry

o Procurement of goods of estimated value
of Rs. 25 lakhs and above.

o Advertisement in such cases should be
given on Central Public Procurement
Portal (CPPP) at www.eprocure.gov.in and
on GeM.

e  The organisation should also post the
complete bidding document in its website
and on CPPP to enable prospective
bidders to make use of the document by
downloading from the web site.

o In case of Global Tender e-procurement as
per Rule 160 may not be insisted.

o Ordinarily, the minimum time to be
allowed for submission of bids should be
three weeks from the date of publication
of the tender notice or availability of the
bidding document for sale, whichever is
later.

e Where the Department also contemplates
obtaining bids from abroad, the minimum
period should be kept as four weeks for
both domestic and foreign bidders.

Rule 162 — Limited Tender Enquiry

o Estimated value of the goods to be
procured is up to Rupees Twenty five
Lakhs.

o Copies of the bidding document should be
sent directly by speed post/registered
post/courier/ email to firms which are
borne on the list of registered suppliers
for the goods in question as referred
under Rule 150 above.

o The number of supplier firms in Limited
Tender Enquiry should be more than
three.

e An organisation should publish its limited
tender enquiries on Central Public
Procurement Portal (CPPP) as per Rule
159.

o Apart from CPPP, the organisations should
publish the tender enquiries on the
Department’s or Ministry’s web site.

Rule 166 — Single Tender Enquiry

Procurement from a single source may be
resorted to in the following circumstances

(i) Itisinthe knowledge of the user
department that only a particular firm is
the manufacturer of the required goods

(i) In a case of emergency, the required
goods are necessarily to be purchased
from a particular source and the reason
for such decision is to be recorded and
approval of competent authority
obtained.

(iii) For standardisation of machinery or spare
parts to be compatible to the existing sets
of equipment (on the advice of a
competent technical expert and approved
by the competent authority), the required
item is to be purchased only from a
selected firm

Proprietary Article Certificate in the following
form is to be provided by the
Ministry/Department before procuring the
goods from a single source under the provision
of sub Rule 166 (i) and 166 (iii) as applicable.

o The intended goods are manufactured by




o No other make or model is acceptable for
the following reasons:

J Concurrence of finance wing to the
proposal vide: ....................

o Approval of the competent authority vide:

(Signature with date and designation of the
indenting officer)

Rule 168 — Content of Bidding Document
All the terms, conditions, stipulations and

information to be incorporated in the
bidding document are given as under:

Instructions to Bidders.

Conditions of Contract.

Schedule of Requirements.
J Specifications and allied Technical Details.

o Price Schedule (to be utilised by the
bidders for quoting their prices).

° Contract Form.

o Other Standard Formes, if any, to be utilised
by the purchaser and the bidders.

Rule 169 — Maintenance Contract

Depending on the cost and nature of the goods
to be purchased, it may also be necessary to
enter into maintenance contract(s) of suitable
period either with the supplier of the goods or
with any other competent firm, not necessarily
the supplier of the subject goods. Such
maintenance contracts are especially needed
for sophisticated and costly equipment and
machinery. It may, however, be kept in mind
that the equipment or machinery is maintained
free of charge by the supplier during its
warranty period or such other extended
periods as the contract terms may provide and
the paid maintenance should commence only
thereafter.

Rule 170 — Bid Security

o Bid Security is exempted in case of Micro
and Small Enterprises (MSEs)

Amount of bid security - 2% to 5% of
estimated value of the goods to be
procured.

The bid security may be accepted in the
form of Account Payee Demand Draft,
Fixed Deposit Receipt, Banker’s Cheque or
Bank Guarantee from any of the
Commercial Banks or payment online in
an acceptable form, safeguarding the
purchaser’s interest in all respects.

The bid security is normally to remain
valid for a period of 45 days beyond the
final bid validity period.

Bid securities of the unsuccessful bidders
should be returned to them at the earliest
after expiry of the final bid validity and
latest on or before the 30th day after the
award of the contract.

Rule 170 — Performance Security

Performance Security —5 % to 10% of the
value of the contract as specified in the
bid documents.

Performance Security may be furnished in
the form of an Account Payee Demand
Draft, Fixed Deposit Receipt from a
Commercial bank, Bank Guarantee from a
Commercial bank or online payment in an
acceptable form safeguarding the
purchaser’s interest in all respects.

Performance Security should remain valid
for a period of 60 days beyond the date of
completion of all contractual obligations
of the supplier including warranty
obligations.

Bid security should be refunded to the
successful bidder on receipt of
Performance Security.

Rule 173 — Transparency, Competition, Fairness
and Elimination of Arbitrariness in the
Procurement Processer

The condition of prior turnover and prior
experience may be relaxed for Startups (as




defined by Department of Industrial Policy and
Promotion) subject to meeting of quality &
technical specifications and making suitable
provisions in the bidding document.

The bidding document should contain, inter
alia.

. Description and Specifications of goods
including the nature, quantity, time and
place or places of delivery

o the criteria for eligibility and qualifications
to be met by the bidders such as
minimum level of experience, past
performance, technical capability,
manufacturing facilities and financial
position etc., or limitation for participation
of the bidders, if any.

o eligibility criteria for goods indicating any
legal restrictions or conditions about the
origin of goods etc which may required to
be met by the successful bidder.

J date, time and place of opening of the bid.
o Criteria for evaluation of bids

. special terms affecting performance, if
any.

J Negotiation with bidders after bid opening
must be severely discouraged. However, in
exceptional circumstances where price
negotiation against an ad-hoc
procurement is necessary due to some
unavoidable circumstances, the same may
be resorted to only with the lowest
evaluated responsive bidder.

o Rejection of all Bids is justified when :
a. effective competition is lacking.

all Bids and Proposals are not substantially
responsive to the requirements of the
Procurement Documents.

c. the Bids’/Proposals’ prices are
substantially higher that the updated cost
estimate or available budget; or

d. none of the technical Proposals meets the

minimum technical qualifying score.
PROCUREMENT OF SERVICES
Rule 177 — Consulting Services
"Consulting Service" means

o any subject matter of procurement (which
as distinguished from ‘Non- Consultancy
Services’ involves primarily non-physical
project-specific, intellectual and
procedural processes where outcomes/
deliverables would vary from one
consultant to another), other than goods
or works, except those incidental or
consequential to the service, and includes
professional, intellectual, training and
advisory services or any other service
classified or declared as such by a
procuring entity but does not include
direct engagement of a retired
Government servant.

Note: These Services typically involve providing
expert or strategic advice e.g.,
management consultants, policy
consultants, communications consultants,
Advisory and project related Consulting
Services which include, feasibility studies,
project management, engineering
services, finance, accounting and taxation
services, training and development etc.

Rule 183 — Identification of likely Sources

Upto Rs. 25 Lakh

o Formal or informal enquiries from other
Ministries or Departments or
Organisations involved in similar activities,

Chambers of Commerce & Industry,
Association of consultancyfirms etc.

Above Rs. 25 Lakh

o in addition to(l) above, an enquiry for
seeking ‘Expression of Interest ’ from
consultants should be published on
Central Public Procurement Portal (CPPP)
at www.eprocure.gov.in and on GeM. An
organisation having its own website




should also publish all its advertised
tender enquiries on the website.

Expression of Interest should include

in brief, the broad scope of work or

service, inputs to be provided by the
Ministry or Department, eligibility and
the pre-qualification criteria to be met by
the consultant(s) and consultant’s

past experience in similar work or service.

The consultants may also be asked to send
their comments on the objectives and
scope of the work or service projected in
the enquiry.

Adequate time should be allowed for
getting responses from interested
consultants

Rule 184 to 186

Rule 184 - Shortlisting of Consultants (not less
than three)

Rule 185 — Preparation of Terms of Reference

Precise Statement of Objective
Outline of the tasks to be carried out
Schedule of Completion of Tasks

Support or Input to facilitate the
consultancy

The final outcome

Rule 186- Preparation and issue of RFP

Letter of Invitation

Information to Consultants regarding the
procedure for submission of proposal

TORs
Eligibility Criteria
Bid Evaluation Criteria

Standard format of technical and financial
proposal

Proposed Contract Terms

Rule 187 to 194
Rule 187- Receipt and Opening of Proposal

(Two Bid System)

Rule 189- Evaluation of Technical Bids
Rule 190 — Evaluation of Financials Bids

Rule 191 — Methods of Selection / Evaluation of
Consultancy Proposal

Rule 192 — Quality and Cost based Selection
(QCBS)

Rule 193 — Least Cost System
(Audit/Engineering design of non-complex
work)

Rule 194 — Single Source Selection/Consultancy
by Nomination

Rule 197 — Non-Consulting Service

o any subject matter of procurement (which
as distinguished from ‘Consultancy
Services’), involve physical, measurable
deliverables/ outcomes, where
performance standards can be clearly
identified and consistently applied, other
than goods or works,

except those incidental or consequential to the
service, and includes

maintenance, hiring of vehicle, outsourcing of
building facilities management, security,
photocopier service, janitor, office errand
services, drilling, aerial photography, satellite
imagery, mapping etc.

Rule 200- Preparation of Tender Enquiry

The details of the work or services to be
performed by the Contractor including

o The facilities and the inputs which will be
provided to the Contractor

o Eligibility and Qualification Criteria

o The Statutory or contractual obligations to
be complied with the contractor.

Rule 201 — Identification of likely Sources
Upto Rs. 10 Lakh

o Formal or informal enquiries from other
Ministries or Departments or
Organisations involved in similar activities,
Chambers of Commerce & Industry,
Association of consultancyfirms etc.




Above Rs. 10 Lakh

o in addition to(l) above, an enquiry for
seeking ‘Expression of Interest ’ from
consultants should be published on Central
Public Procurement Portal (CPPP) at
www.eprocure.gov.in and on GeM. An
organisation having its own website should
also publish all its advertised tender
enquiries on thewebsite.

Rule 204 — Procurement of Non-Consulting
Service by Nomination

Should it become necessary, in an exceptional
situation to procure a non-consulting service
from a specifically chosen contractor, the
Competent Authority in the Ministry or
Department may do so in consultation with the
Financial Adviser. In such cases the detailed
justification, the circumstances leading to such
procurement by choice and the special interest
or purpose it shall serve, shall form an integral
part of the proposal.

WORKS - Rule 130

o Original works means all new
constructions, site preparation, additions
and alterations to existing works, special
repairs to newly purchased or previously
abandoned buildings or structures,
including remodelling or replacement.

o Minor works mean works which add
capital value to existing assets but do not
create new assets.

o Repair works means works undertaken to
maintain building and fixtures. Works will
also include services or goods incidental
or consequential to the original or repair
works.

Rule 133 REPAIR WORKS
Upto Rs. 30 Lakh

° A Ministry or Department at its discretion
may directly execute repair works after
following due procedure indicated in Rule
139 (Procedure for Execution of Works),
159 (E-Publishing) & 160 (E-Procurement).

Above Rs. 30 Lakh

Rule 133 (2) - Public Works Organisation (PWO)

e  Central Public Works Department (CPWD),
State Public Works Department,

o Others Central Government organisations
like MES, BRO, etc.

Rule 139 — Procedure for Executive Work

The broad procedure to be followed by a
Ministry or Department for execution of
works under its own arrangements shall
be as under :-

Open tenders will be called for works
costing Rs. 5 to 30 Lakh;

° Limited tenders will be called for works
costing less than Rs. 5 Lakh;

e final payment for work shall be made only
on the Personal Certificate of the Officer-
in-charge of execution of the work in the
format given below:

...... Executing Officer of (Name of the Work),
am personally satisfied that the work has
been executed as per the specifications
laid down in the Contract Agreement and
the workmanship is up to the standards
followed in the Industry.”




VIGILANCE - ETHICS & INTEGRITY

‘Vigilance’ defined as “keeping careful watch to
avoid possible danger or difficulties.”

Vigilance’ in the context of an organization
means: Keeping a watchful eye on the
activities of the Unit’s personnel and
taking prompt action to promote ethical
practices and ensure integrity and honesty
in the official transactions.

What is Ethics

A set of moral principles/ values which governs
the conduct of an individual or an organization.

Ethics is nothing but doing the right things. In a
situation of dilemma or conflict of interest to be
able to choose the right path at all costs.

What is Integrity

Integrity is the quality of having a sense of
honesty and truthfulness in one’s actions.

Why Ethics and Integrity

It is essential to enable you to follow: Two basic
principles of Natural Justice

e No man ajudge in his/her own case (Nemo
iudex in causa sua)

e  Hear the other side (Audi alteram partem)
Results in achieving:

e  improved accountability;

e  better governance;

e  sustained economical growth of an
organization;

*  minimize corruption
Ethical Practices

e  Don’t do anything, un-becoming of
yourself as an employee.

o Be updated with relevant rules, regulations
& procedures. (Remain Educated-Rules &
Experience)

o Don’t be biased

e Don’t misuse official position for self gain

e  Don’t be indecisive
e  Be fair and transparent in dealings
Organizational Integrity

e Integrity of an organization is Y the
individual integrity of the employees.

* Integrity improves transparency and fair
practices.

e It enablesin building the image of an
organization.

e  Every member of an organization should
maintain absolute integrity.

What is Corruption
e  Use of public office for private gains.

e  Taking/ Accepting gratification other than
legal remuneration by officials/ employees.

e Discretion (Self Ruling)

Corruption is Harmful

e  Corruption is anti-National.

e  Corruption is anti-poor

e  Corruption is anti-economic development

e  Corruption many a times can be a matter
of life and death

e  Citizens from all walks of life are affected
by this malaise.

Accountability

e  Being answerable or responsible for
something.

e  Taking responsibility for one’s own work
and the result thereof.

e  Enables to view the organization as a
“system” of individuals, linked by mutuality
and trust. [Cascading Effect/ Sandwich
Effect]

e  Enables to take up personal and group
responsibility to achieve the mission,
vision and strategic position of the
organization.




Doing what'’s right consciously,
consistently and demonstrates the
personal integrity.

Increased accountability reduces
discretion.

Brings transparency and enhances fair
practices.

Why Vigilance

There are individuals who indulge in
unethical activities of getting personal
gains at the cost of the organization.

Such persons infect others leading to
wastes, losses and economic decline.

Their acts damage the image and goodwill
of the organization.

Hence, to rein in such persons, mis-
endeavours and promote organizational
interest, vigilance is required

Where Vigilance

Have discretions
There is scope for jumping the queue

Rules/ procedures are complex &
ambiguous

Accountability is low
Delay in decision making is detrimental
Opportunities to negotiate exist and

Individuals are prone to corruption.

What Vigilance Does

Vigilance helps in:

Enhancing the image of the organization;
Promoting culture of honesty & integrity;
Reducing wastages/ leakages;

Improving productivity;

Ascertaining accountability;

Increasing transparency and fairness;

Protecting honest performers;

e Disciplining the wrong-doers; and
e  Striving for zero tolerance to corruption.
What is Vigilance Angle

e Demanding and/ or accepting gratification
for an official act or influencing others

e  Obtaining valuables without
consideration/ with inadequate
consideration from someone in official
dealing directly/ indirectly

e  Obtaining himself or for others valuables
or pecuniary benefits by corrupt or illegal
means or by abusing power

e  Possession of assets disproportionate to
income

e  Misappropriation, forgery or cheating etc
and Other irregularities, which cast doubt
on integrity

Categories of Vigilance

e  Preventive Vigilance;

e  Punitive Vigilance;

e  Surveillance and Detection;
Preventive Vigilance

e  To study and modify procedures if
required to increase transparency and
accountability.

e  To undertake review of regulatory
functions to avoid discretion in decision
making.

e  To educate employees for creating
awareness about rule provisions and
simplifying the cumbersome procedures if
required.

e Toidentify grey areas which are prone to
corruptions and unplug them. Also,
suggesting ways for systemic improvement
to avoid re-occurrence.

e To prepare list of Officers of Doubtful
Integrity (ODI) (officers who are found to
be lacking in integrity during/ after




inquiry).

e To prepare agreed list in consultation with
CBI and also to ensure that the officers in
ODI and agreed list are not posted in
sensitive posts also to ensure periodical
rotation of staff.

e To ensure preparation of User’s Manual on
contracts/ purchases works etc.

Punitive Vigilance
e  To verify all complaints received.

e Scrutiny of complaints from vigilance angle
and ordering for investigation.

e  To submit VIR to DA for RDA under minor/
major penalty.

e Vetting of charge sheet while ensuring that
the charges are in-line with VIR.

e  Monitoring appointment of |0 and PO in
RDA cases and to ensures adherence of
time schedule.

e  Examination/ Processing of I10’s report.

e  To check timely issue of penalty order by
DA.

e  Recommending any work for intensive
examination by CTEO.

Surveillance

e To undertake periodic inspections/ work
inspections regularly.

e  Conducting surprise check

Vigilance is not a hostile outsider. It is an
essential part of the management.

It helps to improve managerial and financial
practices and working procedure.

It assists in better performance and greater
customer satisfaction.
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