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PART I
Education Department

Collegiate Education Department
NOTIFICATION
No. G2/4040/2012/CED. 15th December 2012.

Details on the Services Pertaining to Collegiate Education Department are published herewith as per the Right to
Service Act, 2012.

RIGHT TO SERVICE—TIME LIMIT FOR VARIOUS SERVICES

At Directorate Level

Time Limit
S. : , Designated E Second =
List of Se 2 Ist appellate| = =
No. ISt O Services Sle Officer Aut?]%rity - Appellate | ~ Remarks
S5 |5 2 | Authority | &
B a|ad = =
(1) (2) (3) (4 (5 (6) (7) (8) (9) (10) (11)
1 Scholarships . . . Specia Officer  Additiona 30 Director of 60 As per
(Award of Scholarships) for Scholarships Director of Collegiate days notification
Collegiate Education
Education (DCE)

(ADCE)
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1) (2) (3) (4 () (6) (7) (8) (9) (10) (11)
2 Establishment of
Govt. College Teachers
(@) Appointment 30 Senior Adminis- ADCE 30 DCE 60 DoE, PSC
trative Officer Advice
(Sr. A.0)
(b) Regularisation 30 do. do. 30 do. 60
(c) Declaration of 30 do. do. 30 do. 60
Probation
(d) Transfer & Postings 30 do. do. 30 do. 60
(e) Deputation (Foreign 30 do. do. 30 do. 60
Service)
(f) NOC for Passport 30 do. do. 30 do. 60
3  Establishment-Non
Teaching Staff
(@) Appointment 30 Senior Adminis- do. 30 do. 60
days trative Assistant days
(Sr. AA)
(b) Regularisation 30 do. do. 30 do. 60
(c) Declaration of 30 do. do. 30 do. 60
Probation
(d) Promotion 30 do. do. 30 do. 60
(e) Transfer & Postings 30 do. do. 30 do. 60
(f) Deputation 30 do. do. 30 do. 60
(g) NOC for Passport 30 do. do. 30 do. 60
4 Private Aided College
Teachers Establishment
(@) Deputation 30 AO (UGC) do. 30 do. 60
(b) Medical 30 do. do. 30 do. 60
Reimbursement
(c) U.GC. Scheme 30 do. do. 30 do. 60 after
Placement Screening
Committee
(d) Advance Increment 30 do. do. 30 do. 60
5 Private College,
Non Teaching Staff
(@) Approva of 30 Accounts do. 30 do. 60
Appointment/ Officer days
Promotion (General)
(b) Dispute on seniority 45 do. do. 30 do. 60
(c) Medica Reimburse- 60 do. do. 30 do. 60
ment
(d) Deputation 30 do. do. 30 do. 60
(e) FIP Deputation- 30 do. do. 30 do. 60

Teachers
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(1) (2) (3) (4 (3 (6) (7) (8) ©) (10) (11)
(f) FIP Saary authori- 30 Accounts Additional 30 Director of 60

sation Officer Director of Collegiate
(General) Collegiate Education
Education
(g9) House Building 30 do. do. 30 do. 60
Advance
(h) Marriage Loan 30 do. do. 30 do. 60
6 (8 Govt. College- 30 Sr. Adminis- do. 30 do. 60
Teaching Staff NLC trative
Assistant
(Sr. AA)
(b) Last Pay Bills 30 do. do. 30 do. 60
7 (a8 Pension-Sanction 30 Accounts do. 30 do. 60 If with all
Officer relavant
(Pension) documents
(b) Issue of NLC 30 do. do. 30 do. 60
8 Provident Fund
(@) Closure of PF 30 Accounts do. 30 do. 60  With all
Account Officer days relavant
(PF) documents
(b) Issue of Credit Card 90 do. do. 30 do. 60
(c) Admission to PF 30 do. do. 30 do. 60
(d) NRA Sanction 30 do. do. 30 do. 60
9  Changing name in records 30 S AO do. 30 do. 60 After
Gazette
Notification
At Deputy Directorate Level

1 Sanctioning of Higher 30 Accounts Deputy 30 Additiond 60
Grade to Teaching/Non days Officer | Director of Director of days
Teaching Staff of aided Collegiate Collegiate
Colleges Education Education

(Dy. DCE)

2 Placement/Promotion of 30 do. do. 30 do. 60 On recept of
Teachers of aided days proposals
College of with all

required
documents

3 Pension sanctioning . 60 Accounts do. 30 do. 60 On receipt
of Non Teaching staff days Officer-Il of proposals
of aided Colleges with al the

documents

4 Pension (Revision) 30 do. do. 30 do. 60
NTS-if proposals are days
in order

5 PF Closure . 60 do. do. 30 do. 60 On verifi-
applications forwarding days days cation
of of the

PF alc




Grant application
processing approval
and forwarding-in
Govt. Arts and
Science Colleges
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(1) (2) 3 @ (6) (7) (8) (9) (10) (11)

6 NLC to the Principals 90 Accounts Deputy 30 Additiona 60 After

of aided colleges Officer | Director of Director of  days conducting
forwarding Collegiate Collegiate audit of
Education Education accounts of
various insti-
tutions and
on receipt
of replies
7 Medica re-imburse- 30 Accounts do. 30 do. 60
ment up to © 5,000 Officer 11
8 PF Temporary Advance 30 do. do. 30 do. 60
State Life Insurance 15 do. do. 30 do. 60
Closure forwarding of
10 FBS Closure Forwarding 15 do. do. 30 do. 60
11 Group Insurance 15 do. do. 30 do. 60
Closure forwarding of
College Level
Time Limit
S. , , 2 Designated E E
No. List of Services é e Officer Appellate | = Appellate Il = Remarks
s 28 ® g g
noa 0 = =

(1) (2) (3) (4 (5 (6) (7) (8) (9) (10) (11)

1 (a) Scholarship-Application 7 Principal DD (HQ) 30 ADCE 60 *working
collection, approval days* days days days
and forwarding in
Govt. Arts &

Science Colleges

(b) Scholarship-Application 7 Principal DD 30 do. 60 *working
collection, approval days* (Zonal)  days days days
and forwarding in
Gowvt. Arts & Science
Colleges

(c) Scholarship-Application 7 .. SS Principal do. 60 *working
collection, approval days* days days
and forwarding in
Music Colleges
and Training Colleges

2 (@) SC/ST/OEC Students 30 .. Principal DD (HQ) do. 60
stipend/Lump-sum  days days
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(1) (2) 3 @ G (6 m ® © 1 @
(b) SC/ST/OEC Students 30 .. . Principal DD 30 ADCE 60
stipend/Lump-sum  days (Zonal) days days
Grant application
processing approval
and forwarding-in
Private Aided Arts
and Science Colleges
(c) SC/ST/IOEC Students 30 .. .. SS Principal 30 do. 60
stipend/Lump-sum  days days days
Grant application
processing approval
and forwarding-in
Music and Training
Colleges
3 (a) TC/ICC/ICD to Studentss 30 .. .. Principal DD (HQ) 30 do. 60
in Govt. Arts and days days days
Science Colleges
(b) TC/ICCICD to Sudentss 30 .. .. Principal DD 30 do. 60
in Govt. Arts and days (Zonal)  days days
Science Colleges
(c) TC/ICCICD to Students 30 .. .. SS Principal 30 do. 60 *working
in Music and Training days* days days days
Colleges
4 (@) Temporary PF w7 Principal DD (HQ) 30 do. 60 do.
advance in Govt. Arts days* days days
and Science Colleges
(b) Temporary PF . . 7 Principal DD 30 do. 60 do.
advance application days* (Zonal)  days days
forwarding in Private
Aided Arts & Science
Colleges
(c) Temporary GPF . w7 SS Principal 30 do. 60 do.
advance in Music days* days days
& Training Colleges
(d) Temporary GPF . . 7 Warden DD (HQ) 30 do. 60 do.
advance-in Hostel days* days days
5 (@ NRA Application . .7 Principal DD (HQ) 30 do. 60 do.
forwarding-in Govt. days* days days
Arts and Science
Colleges
(b) NRA Application w7 Principal DD 30 do. 60 do.
forwarding in Private days* (Zond)  days days
Aided Arts and
Science Colleges
(c) NRA Application . . 7 SS Principal 30 do. 60 do.
forwarding-in Music days* days days
& Training Colleges
(d) NRA Application . .7 Warden DD (HQ) 30 do. 60 do.
forwarding-in Hostel days* days days
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(1) (2) 3 @ G (6 m ®  © 1w @
6 (a) Time Bound Higher . . 30 Principal DD (HQ) 30 ADCE 60
Grade to non-teaching days days days
staff-in Govt. Arts and
Science College
(b) Time Bound Higher . . 30 Principal DD 30 do. 60 *For
Grade to non-teaching days* (Zonal)  days days Corporate
staff-in Private Aided Mgt 45
Arts and Science days
Colleges
(c) Time Bound Higher . . 30 SS Principal 30 do. 60
Grade to non-teaching days days days
staff-in Music
& Training Colleges
(d) Time Bound Higher . . 30 Warden DD (HQ) 30 do. 60
Grade non-teaching days days days
Staff in Hostel
7 (a) FIP application T Principal DD (HQ) 30 do. 60 * working
forwarding in Govt. days* days days days
Arts and Science
Colleges
(b) FIP application T Principal DD 30 do. 60 * working
forwarding in Private days* (Zondl)  days days days
Aided Arts and Science
Colleges
(c) FIP application w7 SS Principal 30 do. 60 Private Aicd
forwarding in Music days days days A&S
and Training Colleges
Colleges
8 (&) Pension Proposal . . 45 Principal DD (HQ) 30 do. 60
forwarding in Govt. days days days
Arts and Science
Colleges
(b) Pension Proposal . . 45 Principal DD 30 do. 60
forwarding-in Private days (Zonal)  days days
Aided Arts and Science
Colleges
(c) Pension Proposal . . 45 SS Principal 30 do. 60
forwarding-in Music days days days
and Training
Colleges
(d) Pension Proposal . . 45 Warden DD (HQ) 30 do. 60
forwarding-in days days days
Hostel
9 (a) Medica reimburse- . . 30 Principal DD (HQ) 30 do. 60
ment up to © 5,000 days days days

subject to fund
availahility-Sanctioning
in Govt. Arts and
Science Colleges
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(1) (2) (3) (4) (5 (6) (7) (8) (9) (10) (11)
(b) Medical reimburse- 15 Principal DD (HQ) 30 ADCE 60
ment above ~ 5,000 days days days
Scrutiny and forwarding-
in Govt. Arts and
Science Colleges
(c) Medical reimburse- 15 Principal DD 30 do. 60
ment Scrutiny and days Zond days days
forwarding Private
Aided Arts & Science
Colleges
(d) Medical reimburse- 30 SS Principal 30 do. 60
ment up to © 5,000 days days days
subject to fund
availability-
sanctioning-in Music
and Training Colleges
(e) Medical reimburse- .15 SS Principal 30 do. 60
ment above ~ 5,000 days days days
Scrutiny and forwarding-
in Music and Training
Colleges
(f) Medical reimburse- 30 Warden DD (HQ) 30 do. 60
ment up to © 5,000 days days days
subject to fund
availability-sanctioning-
in Hostel
(g) Medical reimburse- . 15 Warden DD (HQ) 30 do. 60
ment above © 5,000 days days days
Scrutiny and forwarding-
in Hostel
10 (@) LPC Issuing-in Govt. 10 Principal DD (HQ) 30 do. 60
Arts and Science days days days
Colleges
(b) LPC forwarding-in 10 Principal DD 30 do. 60
Private Aided Arts and days Zond days days
Science Colleges
(c) LPC Issuing-in . 10 SS Principal 30 do. 60
Music and Training days days days
Colleges
(d) LPC lssuing-in . 10 Warden DD (HQ) 30 do. 60
Hostel days days days
11 (&) NLC/LC of retiring 7 Principal DD (HQ) 30 do. 60 * working
Teachers-in Govt. days* days days days
Arts and Science
Colleges
(b) NLC/LC of retiring 60 Principal DD (HQ) 30 do. 60
Principals-in Govt. days days days

Arts and Science
Colleges
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(1)

)

3 @ )

(6)

(7

(8)

(9)

(10)

(11)

12

13

(c) NLC/LC of retiring
Teachers in-Private
Aided Arts & Science
Colleges

(d) NLC/LC of retiring
Principals in-Private
Aided Arts & Science
Colleges

(e) NLC/LC of retiring
Teachers in-Music &
Training Colleges

(f) NLC/LC of retiring
Principals-in Music &
Training Colleges

(a) Applied for admission
but not admitted due
to non availability of
Seates-certificate to
SC/ST/OEC students
for availing educationd
concession-Govt. Arts
and Science Colleges

(b) Applied for admission
but not admitted due
to non availability of
Seates-certificate to
SC/ST/OEC students
for availing educationa
concesson-Private Aided
Arts and Science
Colleges

(c) Applied for admission
but not admitted due
to non availability of
Seates-certificate to
SC/ST/OEC students
for availing educationa
concession Music
and Training Colleges

(a) GPF closure-
Forwarding-in Govt.
Arts and Science
Colleges

(b) PF closure-
forwarding-in Private
Aided Arts & Science
Colleges

(c) GPF closure-
forwarding-in Music &
Training Colleges

(d) GPF closure-
forwarding-in Hostel

. 7
days*

. 60
days

. days

. 60
days

days*

days*

days*

Principal

Principal

Principal

Principal

Principal

Principal

Warden

DD
Zonal

DD
Zonal

Principal

Principal

DD (HQ)

DD
Zonal

Principal

DD (HQ)

DD
Zonal

Principal

DD (HQ)

30
days

30

30
days

30
days

30
days

30
days

30
days

30
days

30

30
days

30
days

ADCE

do.

do.

do.

do.

do.

do.

do.

do.

do.

do.

60
days

60
days

60
days

60
days

60
days

60
days

60
days

60
days

60
days

60
days

60
days

*working
days

* working
days

* working
days

* working
days

* working
days

* working
days

* working
days
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Abbreviations:

DD (HQ)—Head Quarter Deputy Director.

DD (Zone)—Zonal Deputy Director.
SS—Senior Superintendent.

PF—Provident Fund.

GPF—Genera Provident Fund.
NRA—Non-Refundable Advance.

M gt—Management.

LWA—L eave Without Allowance.
FIP—Faculty Improvement Programme.
LPC—Last Pay Certificate.

© © N U wDRE

L e =
> wbdpkF o

Directorate of Collegiate
Education, Vikas Bhavan,
Thiruvananthapuram.

ADC—Ad(ditional Director of Collegiate Education.

SC/ST/OEC—Scheduled Caste/Scheduled Tribe/Other Eligible Communities.
TC/CC/CD—Transfer Certificate/Conduct Certificate/Caution Deposit.

NLC/LC—Non-Liability Certificate/Liability Certificate.
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GOVERNMENT OF KERALA
Personnel and Administrative Reforms (AR-12) Department
NOTIFICATION
G O. (P} No. 552012/ P&ARD. Dated, Thiruvananthapuram, 27th October, 2012.

8. R. O. No. 750/2012.—In excrcise of the powers conferred by
sub-section (2} of section 1 of the Kerala State Right to Service Act, 2012
(18 of 2012), the Government of Kerala hereby appoint the 1st day of November,
2012 as the date on which the said Act shall come into force.

By order of the Governor,

T. J. MATHEwW,
Secretary to Government.

33/4318/2012/D7TP.
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Explanatory Note

(This does not form part of the notification, but is intended to indicate its
general purport.) .

Sub-section (2) of section 1 of the Kerala State Right to Service Act, 2012
(18 of 2012) empowers the Government to appoint the date of commencement of
the said Act. The Government have decided to bring the Act into force with
effect from the Ist day of November, 2012.

The notification is intended to achicve the above objéct.

PRINTED AND PUBLISHED BY THE SUPERINTENDENT OF GOVERNMENT PRESSES
AT THE GOVERNMENT CENTRAL PRESS, THIRUVANANTHAPURAM, 2012
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GOVERNMENT OF KERALA
Personnel and Administrative Reforms (AR-XII) Department
NOTIFICATION
G. O. (P} No. 56201 2/PE&ARD. Dated, Thiruvananthapuram, 27th October; 2012

8. R. O. No. 751/2012.—In cxercise of the powers conferred by
sub-section (1} of section 11 of the Kerala State Right to Service Act, 2012
(18 of 2012), the Government of Kerala hereby make the following rules,
namely:--

RuLes

1. Short title and commencement.~—(1) These rules may be called the
Kcrala State Right to Service Rules, 2012,

(2) They shall come into force at once.

33/4319/2012/DTP.
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2. Definitions.—{1) In thesc Rules, unless the context otherwisc roquires,

(@ “Act” means the Kerala State Right to Service Act, 2012
{18 of 2012}

(%) “authorised officer” means an officer or staff authoriscd as
such by the designated officer under rule 3.

(¢} “Form” means the Forms appended to these rules;
(&) “Secction” means a section of the Act.

(2) Words and expressions used, but not defined in these rules and
defined in the Act. shall have the same meanings, respectively, assigned to them
in the Act.

3. Power of designated officer to authorise other officers to receive
applications.—The designated officer shall have the power to authorise, by
order, any of his/her subordinate officer or staff for receiving the applications and
giving proper acknowledgement.

4, Issue of acknowledgement to the Applicant.~——On reccipt of an
application for service by an eligible person, the designated officer or the
authorised officer, as the case may be, shall give acknowledgement to the
applicant in Form No. L. In case any document required for providing the service
has not been enclosed with the application, the same shall be clearly mentioned
in the acknowledgement and the stipulated time limit for such service shall start
from the date of production of the document.

5. Public holidavs shall be excluded from the stipulated time limit.- -
Public holidays shall be excluded from the stipulated time limit for providing the
services,

6. Display of information on the Notice Board.-—The designaied officer
shall, for the convenience of general public, cause to display all relevant
informations related to services, stipulated time limit, designated officer, first
appellate authority and the second appeliate authority on the Notice Board of
the office. All documents that arc required to be enclosed with the application
for receiving the service and the Forms appended to these Rules shall also be
displayed on the Notice Board.

7. Recoverv und remittance of fine.—The fine imposed under section 8
shall be recovered from the salary, honorarium or other remuneration of the
designated officer or of the first appellate authority. as the casc may be, and
remitted to the Head of Account “0070--other administrative services--60 other
services-800 other receipts—27 Receipts under Kerala State Right to Service
Act 20127 by the officer empowered to do so.
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8. Exemption ﬁ'é)m payment of appeal fee.—No fee shall be levied for
filing the first or sccond appeal under scction 6.

9. Appeal (1) An appeal to the first appellate authority under sub-
section (1) of section 6 may be filed in Form No. II or in any other format
containing the particulars mentioned tn the said Form.

(2) An appcal to the second appellate anthority under sub-section (4)
of section 6 may be filed in Form No. III or in any other fonmat containing the
particulars mentioned in the said Form,

10. Documents to be enclosed with the appeal.—Along with the first or
second appeal, the appellant shall enclose the following documents, namely:---

iy List of documents enclosed with the first or second appeal.

(i) Self attested copy of the order against which the first or
sccond appeal is being made.

(i} Copics of the documents relied upon by the appellant and
referred to in the first or second appeal.

11, Order in first or second appeal (1) The order m the first or second
appeal shall be in writing,

{2y Copy of the order in appeal shall be given to the appellant,
designated officer or the first appellate authority, as the casc may be.

(3) In the casc of imposition of fine, the second appellate authority
shall forward a copy of such order to the authority concerned, with instructions
10 deduct the amount of fine from the salary/honorarium/remuneration of the
designated officer or of the first appellate authority, as the case may be.

(# In the event of recommendation for disciplinary action against the
designated officer or the first appellate authority, as the case may be, the second
appcliate authority shall forward a copy of the order to the appointing authority
concerned.

{5) Where the second appellate authority makes any amendment in the
order of the first appellate authority, then he/she shall forward a copy of such
order to the first appellate authority and the designated officer and to the
appellant.

12. Maintenance of register of cases under the Act.-—The designated
officer, the first appellate authority and the second appellate authority shail
maintain Register of alf the cases in Form No. IV.
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Form No. 1

[ See Rule 4]

ACKNOWLEDGEMENT

From |
corereeenen (The Designated Officer/Authorized Officer)
To

(Name and address of the Applicant)

Sub.—The Kerala State Right to Service Act, 2012-—Acknowlcdgement of
application—Reg.

Ref—-Your application dated ...
1 hereby acknowledge your application cited.
The following defects in the application may be rectificd, urgently:

(Specify defects, if any)

Place: Yours faithfully,

Date: Designated Officer/dAuthorised Officer

(Office Seal)
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Form No. II
[See Rule 9(1)]
FORM OF APPEAL TO THE FIRST APPELLATE AUTHORITY

Before the e (Designation and office address of the
First Appctlate Authority)

........................................... (Name and address of the Applicant/Appellant)
........................................... {(Name and office address of Designated Officer/
Respondent)
1. Tate of application N

2. Date of acknowledgement

3. Date of resubmission of the application

after reclifying the defects, if any
4. Details of service required
5. Decision of the designated officer
6. Eligibility for the service : .
7. Stipulated time limit
8. QGrievances

List of documents enclosed

O TSSO
@ .

Declaration
The particulars given above are true and correct to the best of my
knowledge, informatjon and belief.

Dated this'the .................... day of i 20 (year)

Signature of the Applicant/Appellant
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Form No. [l
[See Rule 9(2)]
FORM OF APPEAL TO THE SECOND APPELLATE AUTHORITY

Before the eereeeeenrrereeresss e neneo(DeS1gnation and office address of the
Sccond Appellate Authority)

......................................... (Name and address of the Applicant/Appellant)

e (Name and office address of the Designaied Officer/
Ist Respondent)

......................................... (Name and office address of the Ist Appellate

Authorit/Znd Respondent)

1. Date of application

2. Date of acknowledgement
3. Details of scrvice required
4. Decision of the designated officer
5. Dccisioq of the Ist Appellate Authority
6. Eligibility for the service
7. Stipulated time lmit
8 Grievances
List of documents enclosed

Declaration
The particulars given above are truc and correet 1o the best of my
knowledge, information and belief.

Dated this the e day of oo 20.......(year)

Signature of the Applicant/Appellant
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Form No. IV

[See Rule 12]

REGISTER OF CASES

A. Tv be maintained by the Designated Officer

Date of
receipt of

application

acknowledge-
ment of the

application

Date of

Name and
address
of the
applicant

Date on  which

Nature of | application is

the service
requested

disposed of.
If rejected the
reasons there of

(3)

“

&) {6)

B. To be maintained by the First Appellate Authority

SL

Date of

Date on
which

Date of

Name and

Nature

receipl
of first
appeal

acknowledge-
ment of frst
appeal

address of
the applicant

of the
service
requested

appeal 15

Jisposed of.
Rejection of
the appeal

and its

reasons

Details
of fine,
if any,
impased/
collected

(1)

()

4

)

(©)

{7
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C. To be maintained by the Second Appellate Authority

Datec on
Date of Date of Nature Whmh,‘ Details
g1, | receipt of acknowledge-| Name and ?‘;r _ﬂPPC"ﬂ 18 | of fine,
No.| Second ment of address of | of the dlSPOS?d of | i any.
| appeal Second |the applicant i ;ci‘éls‘i‘éd Rejection of imposcd/
appeal q the aPP"a} collected

and its

feasons

1Y) @ 3 1G] &) ©) N

By order of the Governor,

T. J. Marhew,
Secretary to Government.

Explanatory Note

(Thisﬁ does not form part of the notification, but is intended to indicate its

general purport.)

Section 11 of the Kerala State Right to Service Act, 2012 (18 of 2012),
empowers the Government to make rules 1o carry out the provisions of this Act.
Accordingly, the Government have decided to make the rules in this regard.

The notification is intended to achieve the above object.

PRINTED AND PUBLISHED BY THE SUPERINTENDENT OF GOVERNMENT PRESSES
Al THE GOVERNMENT CENTRAL PRESS. THIRUVANANTHAPURAM, 2012,
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