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CHAPTER I

INTRODUCTION

Application of methods and proceduresin organizationsdates back to early
civilization. The efficiency of an organization,to a largeextent, dependson evolutionof
adequateprocessesand proceduresand the ability of its employeesto follow them.
Accordingly, the efficiency of personshandlingsecretarialwork in an organizationcan be
judgedby their ability to disposeof receiptswith speed,following theproceduresprescribed
for thepurpose.Theultimateobjectof all Governmentbusinessis to meetthecitizens’needs
and to further their welfare without undue delay. At the same time, those who are
accountablefor the conductof that businesshaveto ensurethat public funds aremanaged
with utmostcareandprudence. It is, therefore,necessary,in eachcase,to keepappropriate
record not only of  what  has been done but also of why it was so done.

The proceduresprescribed in this Manual, attempt to balance the conflicting
considerationsof speedandpropriety. In a dynamiccontext,thisbalancecannotberigidly or
permanentlyfixed. Every rule andstepin the proceduremustservea definite purposeand
mustmeet thesetests:Is it necessary? Is it sufficient? Is thereany quickerway which
would serve the purpose?

In order to createawarenessabouttheseprocessesand practicesat the cutting-edge
levelandto sensitisethenewentrantsinductedat variouslevelsin theCentralSecretariat,the
Department of Administrative Reforms & Public Grievances, as a nodal agency in the field of
'Organization& Methods',haslaid down variousproceduresfor performanceof secretariat
work by the functionariesin variousMinistries/Departmentsof the Governmentof India in
theform of CentralSecretariatManualof Office Procedure(CS-MOP). Theprocedureslaid
down in the CS-MOP, have been adopted for use after careful examination of the
recommendationsof various administrativecommissions,committeesetc. Methods of
working have beenimproved time and again with a view to increasingproductivity and
provide responsiveadministration. Efforts have always been made to maintain a close
relationship among the organization, procedure of work, and the functionaries.

Since its first publication in March 1955, CS- MOP has been revised from time to
time to take care of the changing scenario. Eleven editions have so far been published.   This
is the twelfth revised edition.

The fact that there are written proceduresis not an absoluteindication of their
effectiveoperation. A written procedureis only a documentationof how thework hasto be
done. In order to makesurethat proceduresare being followed, documentationof actual
practice,coupledwith spot checksof actualwork, needto be done.Newly inductedstaff
shouldbe trained on the procedurescontainedin the CS-MOP and refreshercoursestoo
should  be organised.

A well designedprocedureservesasa standingorder,a meansto coordinatingeffort,
a tool of communication,anda basisfor performancemeasurementandappraisal.CS-MOP



will, therefore,continue to form the back-boneof processmanagementin the Central
Secretariat.It hasbeenaugmentedby incorporatingproceduresin thecontextof changesin
technologywithout altering its basicstructure. It would, thus,caterto the needsof a wide
spectrum of government offices functioning with different types of technology.

CHAPTER II

DEFINITIONS

1. Specialmeanings- Specialmeaningsto be attachedto someof the termsusedin the
manual are given below:-

(1) 'Appendixto correspondence'in relation to a file meanslengthyenclosuresto a
communication(whetherreceiptor issue)on the file, inclusionof which in the
correspondenceportion is likely to obstruct smooth reading of the
correspondence or make the correspondence portion unwieldy.

(2) 'Appendix to notes'in relation to a file meansa lengthy summaryor statement
containing detailed information concerning certain aspectsof the question
discussedon the file, incorporationof which in themainnoteis likely to obscure
the main point or make the main note unnecessarily lengthy.

3. 'Branch officer' in relation to a section means the officer who is directly above the
section in the line of control for execution of work. 

4. 'Case' means a current file or a receipt together with other related papers, if any.

(5) 'Centralissuesection'meansthe unit within a departmentresponsiblefor typing
of drafts,comparingof fair copies,preparationof padsfor signatureanddespatch
of communicationto theaddresseesandincludesfunctionarieslike residentclerk
andnight duty clerk. In departmentswherecentralisedtyping pool doesnot exist
in central issue section,this section will be responsibleonly for despatchof
signed communications to the addressees.

(6) 'Centralreceiptandissuesection'meansa unit within a departmentconsistingof
the central registry and the central issue section.

(7) 'Centralregistry'meansaunit within a departmentchargedwith theresponsibility
of receiving, registeringand distributing dak meant for that departmentand
includes functionaries like resident clerk and night duty clerk.

79. 'Classified dak' means dak bearing a security grading.

(9) Citizen’s/Client’sCharteris a documentwhich representsa systematiceffort to
focus on the commitmentof the Organisationtowards it’s Citizens/Clientsin
respectof Standardof Services,Information, Choice and Consultation,Non-
discriminationand Accessibility, GrievancesRedress,Courtesyand Value for
Money. This also includes expectations of the Organisation from the
Citizen/Client for fulfilling the commitment of the Organisation.



(10) 'Come-backcase'meansa casereceivedback for further action such as re-
examination or preparing a draft or a summary of the case.

(11) 'Correspondenceportion' in relation to a file meansthe portion containing
`receipts' and office copies of `issue' pertaining to the file including self-
containedinter-departmentalnotesbut excluding those recordedon the notes
portion of the file itself.

(12) 'C.R.No.' meansthe serialnumberassignedby the centralregistryto dak in the
dak register preceded by the code letter identifying the register.

(13) 'Current file' means a file action on which has not been completed.

(14) 'Dak' includes every type of written communicationsuch as letter, telegram,
interdepartmentalnote, file, fax, e-mail, wireless messagewhich is received,
whether by post or otherwise, in any department for its consideration.

(15) 'Dealing hand' meansany functionary such as lower division clerk, an upper
division clerk, an assistant,entrustedwith initial examinationand noting upon
cases.

(16) 'Department'meansany of the ministries,departments,secretariatsand offices
mentionedin the First Scheduleto the Governmentof India (Allocation of
Business) Rules.

(17) 'Departmentalindex' meansa consolidatedindex of files openedby different
sectionsof a departmentduring a year (exceptthoseof a classifiednatureor
thoseproposedto beretainedfor lessthan10 years)arrangedin a singleseriesin
the alphabetical order of the catchwords under which they have been indexed.

(18) 'Departmental instructions' means instructions issued by a department to
supplement or vary the provisions of the Manual of Office Procedure.

(19) ‘DepartmentalRecord Officer (DRO)’ meansthe officer nominatedby the
records creating agency for overall records management.

(20) 'Desk' is an officer-orientedwork unit within a departmentwith a specific task
assigned to it.

(21) 'Desk functionary' meansan officer assigneda well-defined sub-function or
activity in the charge of desk.

(22) 'Diarist' meansa clerk within a sectionchargedwith the responsibilityinter alia
of maintaining the section diary.

(23) 'Diarising' meansregistrationof receiptsin the sectiondiary as well as in the
diary register with the Personal Staff of Officers.

(24) 'Diary number' meansthe serial number assignedto a receipt in the section
diary/PersonalStaff of Officers followed by codelettersidentifying the section
diary (`H' for sectiondiary for Hindi receiptand `O' for sectiondiary for other
receipts)/Officer’s designation,the year and the abbreviatedsymbol of the
section, e.g., 205-H/2001-O&M or 123/DS(O&M)/2001.

(25) ‘Division’ is a unit of a Wing within a Department.A division may comprisea
number of branches.



(26) 'Docketing'meansmakingof entriesin thenotesportionof a file abouttheserial
numberassignedto eachitem of correspondence(whetherreceiptor issue)for its
identification.

(27) 'File' meansa collection of paperson a specific subjectmatterassigneda file
number and consisting of one or more of the following parts:

(a)    Correspondence

(b)    Notes

(c)    Appendix to correspondence

(d)    Appendix to notes.

(28) 'Final disposal'in relationto a caseunderconsiderationmeanscompletionof all
actionthereonculminating,wherenecessary,in the issueof final ordersor final
reply to the party from which the original communication emanated.

(29) 'Fresh receipt (FR)' meansany subsequentreceipt on a casewhich brings in
additional information to aid the disposal of a paper under consideration.

(30) 'Indexing' in relation to a file means indicating its title under appropriate
catchwordsarrangedin their alphabeticalorder with a view to facilitate its
location in the event of need.

(31) 'Index slip' meansa card or a paper slip displaying the title of file under a
catchword followed by a reference to its file number.

(32) ‘Information andFacilitationCounter(IFC)’ is a facility, normallyset-upoutside
the Security Zone of Ministries/Departments/Organisationsto provide
information to the citizens/clients about the programmes, schemes, etc., as well as
statusof cases,applications,etc. IFCs are also called ‘May I Help You’ or
‘Help’ Counters in certain organizations.

(33) 'Issue' means a communication issued in a case.

(34) 'Issueof fair communication'includesall stagesof actionafter theapprovalof a
draft endingwith despatchof the signedcommunicationto the addressee,e.g.,
fair typing, comparing, attaching enclosures,preparing pads for signature,
preparingcovers,makingentriesin the despatchregistersandmessengerbooks,
affixing stamps, where necessary.

(35) 'MessengerBook' meansa record,maintainedin standardform O&M 13 or any
other form, of particularsof despatchof non-postalcommunicationsand their
receipt by the addressees.

(36) 'Minute' meansa note recordedby the President,the Vice-President,the Prime
Minister or a Minister.

(37) 'Night Duty Clerk' meansa clerk on duty outsideoffice hourswho performsthe
functionsof the central receipt and issuesectionduring such hours.The term
includes resident clerk also.

(38) 'Note'meanstheremarksrecordedon acaseto facilitateits disposal,andincludes
a summary of previous papers,a statementor an analysisof the questions



requiring decision,suggestionsregardingthe courseof action and final orders
passed thereon.

(39) 'Notesportion' in relationto a file meansthe portion containingnotesor minutes
recorded on a case.

(40) ‘Nodal Ministry/Department’ is one which interacts with all other
Ministries/Departments to ensure uniformity in handling of specific matters. 

(41) 'Ordinarypostaldak'meanspostaldak for which no specificacknowledgementis
obtained by the Posts offices.

(42) ‘Parliamentary matters’ includes Parliament Questions,Assurances,etc. the
mannerof dealingwith which is laid down in detail in the Manual“Handling of
Parliament Material.”

(43) 'Paperunderconsideration(PUC)'meansa receipton a case,theconsiderationof
which is the subject matter of the case.

(44) 'Personal staff' includes private secretary, personal assistant,stenographer,
assistant,clerk or any other clerical staff appointedto assistthe functionaryas
well as the personal section of a Minister.

(45) 'Postalcommunication'meansa communicationdespatchedby postandincludes
telegram. y

(46) 'Postal dak' means all dak received through Posts offices.  y

(47) 'Receipt' means dak after it has been received by the concerned section/officer.

(48) 'Recordclerk' meansa clerk in a sectionresponsibleinter alia for typing and
maintaining index slips and for looking after routine aspects of recording work.

(49) 'Recording'meansthe processof closing a file after action on all the issues
consideredthereonhasbeencompleted,andincludesoperationslike completing
references,removing routine papers,revising the file title, changing the file
cover,recordingrulings (if any) in thePrecedentBook, categorisingthe file and
stitching the file.

(50) 'Referencefolder' in relation to a particularsubjectmeansa folder containing
copies of relevant rules, orders, instructions, etc., arranged in chronological order.

(51) 'Routine note' meansa note of a temporaryvalue or ephemeralimportance
recordedoutsidethefile, e.g.,a recordof casualdiscussionor a noteon apoint of
secondaryimportanceintendedto facilitate considerationof the caseby higher
officers.

(52) 'Runningsummaryof facts'in relationto a casemeansa summaryof the factsof
thecaseupdatedfrom time to time to incorporatesignificantdevelopmentasand
whenthey takeplace. This may be termed‘Self ContainedNote’ if it figuresin
the notes portion of the file.

(53) ‘SecretariatOffices’ arethosewhich areresponsiblefor formulationof thepolicies
of the government and also for the execution and review of those policies.



(54) 'Section'meansthebasicwork unit within a department,responsiblefor attending
to items of work allotted to it. It is generallyheadedby a sectionofficer and
includes 'Cells', `Unit' and other like terms.

(55) 'Sectionalnote'meansa noterecordedon only oneof the many issuesraisedin
the PUC.

(56) 'Sectionofficer' meansanofficer supervisinga sectionandincludesfunctionaries
like superintendent and assistant-in-charge.

(57) 'Security grading' means security marking of classified documents as
`Confidential', `Secret', `Top Secret' or ‘Restricted’.

(58) 'Standingguardfile' on a subjectmeansa compilationconsistingof thefollowing
three parts:

(a) a runningsummaryof theprinciplesandpolicy relatingto thesubjectwith
numberanddateof relevantdecisionsor ordersquotedin margin against
each;

(b) copiesof the decisionsor orders referred to, arrangedin chronological
order; and

(c) model forms of communications to be used at different stages.

(59) 'Standingnote'in relationto a subjectmeansa continuingnoteexplaining,among
otherthings,the history anddevelopmentof the policy andprocedure,designed
to serve as:

(a) a complete backgroundmaterial for review of the existing policy or
procedure;

(b) a brief for preparing replies to Parliament questions or notes for
supplementaries thereto; and

(c) induction or training material.

(60) 'Standardprocesssheet'meansastandardskeletonnotedevelopedfor a repetitive
item of work, indicating predeterminedpoints of checkor aspectsto be noted
upon.

(61) 'Urgentdak' meansdak marked'immediate'or 'priority', andincludestelegrams,
wireless messages, telex messages, fax, etc.

(62) ‘Wing’ is a unit of the Department and may comprise a number of divisions.



CHAPTER III

MACHINERY OF GOVERNMENT

2. ThePresident- The executivepowerof theUnion formally vestsin the Presidentand
may be exercisedby him either directly or through officers subordinateto him, in
accordance with the Constitution.

3. The Council of Ministers - 

(1) In theexerciseof his functions,thePresidentis aidedandadvisedby a Councilof
Ministersheadedby thePrimeMinister. In actualpracticetheexecutivepowerof
the Union resides in the Council of Ministers.

(2) The Council of Ministers consists of three categories of Ministers, namely:

(a) Cabinet Ministers;

(b) Ministers of State; and

(c) Deputy Ministers.

(3) TheCabinet,which consistsof Ministersof thefirst categoryonly, is responsible
for shaping the overall policies of the Government in discharging its
responsibilities. It sometimes functions through its Committees.

4. Transaction of government business - 

(1) Among the rules issuedby the Presidentfor the convenienttransactionof the
business of the Government, under Article 77(3) of the Constitution, are:

(a) The Government of India (Allocation of Business) Rules; and

(b) The Government of India (Transaction of Business) Rules.

(2) TheAllocation of BusinessRulesallocatethebusinessof the governmentamong
its different departmentswhich areassignedto the chargeof theMinistersby the
Presidenton the adviceof the PrimeMinister. In relationto the businessallotted
to a Minister, theserulesalsopermit theassociationof anotherMinister or Deputy
Minister to perform such functions as may be specifically assigned to him.

(3) TheTransactionof BusinessRulesseekto definetheauthority,responsibilityand
obligationsof eachdepartmentin the matterof disposalof businessallottedto it.
While providing that thebusinessallottedto a departmentwill bedisposedof by,
or under the direction of, the Minister-in-charge, these rules also specify:

(a) casesor classesof casesto besubmittedto thePresident,thePrimeMinister,
the Cabinet or its committees for prior approval; and

(b) the circumstancesin which the departmentprimarily concernedwith the
businessunder disposalwill haveto consult other departmentsconcerned
and secure their concurrence before taking final decisions.

5. Department - 



(1) A departmentis responsiblefor formulation of policies of the governmentin
relationto businessallocatedto it andalsofor the executionandreviewof those
policies.

(2) For the efficient disposalof businessallotted to it, a departmentis divided into
wings, divisions, branches and sections.

(3) A departmentis normally headedby a secretaryto the Governmentof India who
acts as the administrativeheadof the departmentand principal adviserof the
Minister on all matters of policy and administration within the department.

(4) The work in a departmentis normally divided into wings with a Special
Secretary/AdditionalSecretary/JointSecretaryin chargeof eachwing. Such a
functionary is normally vested with the maximum measureof independent
functioning andresponsibilityin respectof the businessfalling within his wing
subject,to theoverall responsibilityof the Secretaryfor the administrationof the
department as a whole.

(5) A wing normally comprisesa numberof divisions eachfunctioning under the
chargeof an officer of the level of Director/JointDirector/DeputySecretary.A
division may haveseveralbrancheseachunderthe chargeof an UnderSecretary
or equivalent officer.

(6) A sectionis generallythe lowestorganisationalunit in a departmentwith a well-
definedareaof work. It normallyconsistsof assistantsandclerkssupervisedby a
Section Officer. Initial handling of cases(including noting and drafting) is
generally done by, assistants and clerks who are also known as the dealing hands.

80.While theaboverepresentsthecommonlyadoptedpatternof organisationof
a department,there are certain variations,the most notableamong them
beingthedeskofficer system.In thissystemthework of a departmentat the
lowestlevel is organisedinto distinct functionaldeskseachmannedby two
desk functionariesof appropriateranks e.g. Under Secretaryor Section
Officer. Eachdesk functionaryhandlesthe caseshimself and is provided
adequate stenographic and clerical assistance.

81.The other notablevariation is the IntegratedHeadquartersof Ministry of
Defencewhere,the Vice Chiefsof Staff, the PrincipalStaff Officers of the
concernedbranchesand other appropriateauthorities,exercisethe powers
delegatedby the RakshaMantri through the various Branchesand the
Directorates of the Integrated Headquarters of the Ministry of Defence. 

(9) Functions of various levels of functionaries :

(a) Secretary– A Secretaryto theGovernmentof India is theadministrativehead
of the Ministry or Department.He is the principal adviserof the Minister on
all mattersof policy andadministrationwithin his Ministry/Department,and
his responsibility is complete and undivided.

(b) SpecialSecretary/AdditionalSecretary/JointSecretary– Whenthe volumeof
work in a Ministry exceedsthemanageablechargeof a Secretaryoneor more
wings may be establishedwith SpecialSecretary/AdditionalSecretary/Joint
Secretary,inchargeof eachwing. Sucha functionary is entrustedwith the
maximummeasureof independentfunctioningandresponsibilityin respectof



all businessfalling within his wing subject,to thegeneralresponsibilityof the
Secretary for the administration of the wing as a whole.

(c) Director/DeputySecretary– Director /DeputySecretaryis anofficer who acts
on behalfof the Secretary. He holdschargeof a SecretariatDivision and is
responsiblefor thedisposalof Governmentbusinessdealtwithin the Division
underhis charge. He should,ordinarily be ableto disposeof the majority of
casescoming upto him on his own. He shouldusehis discretionin taking
ordersof the Joint Secretary/Secretaryon moreimportantcases,eitherorally
or by submission of papers.

(d) Under Secretary – An Under Secretary is in charge of the Branch in a Ministry
consistingof two or more Sectionsand in respecttheretoexercisescontrol
both in regard to the despatchof businessand maintenanceof discipline.
Work comesto him from thesectionsunderhis charge. As BranchOfficer he
disposesof asmanycasesaspossibleat his own level but he takesthe orders
of Deputy Secretary or higher officers on important cases.

(e) Section Officer - 

1. General Duties –

a. Distribution of work among the staff as evenly as possible;

b. Training, helping and advising the staff;

c. Management and co-ordination of the work;

d. Maintenance of order and discipline in the section;

e. Maintenance of a list of residential addresses of the Staff.

2. Responsibilities relating to Dak –

a. to go through the receipts;

b. to submit receiptswhich shouldbe seenby the BranchOfficer or
higher officers at the dak stage;

c. to keep a watch on any hold-up in the movement of dak; and

d. to scrutinizethesectiondiary oncea weekto know that it is being
properly maintained.

3. Responsibilities relating to issue of draft –

a. to seethat all correctionshavebeenmadein the draft beforeit is
marked for issue;

b. to indicate whether a clean copy of the draft is necessary;

c. to indicate the number of spare copies required;

d. to check whether all enclosures are attached;



e. to indicate priority marking;

f. to indicate mode of despatch.

4. Responsibilityof efficientand expeditiousdisposalof work and checks
on delays –

a. to keepa note of important receiptswith a view to watchingthe
progress of action;

b. to ensure timely submission of arrear and other returns;

c. to undertakeinspectionof Assistants’tableto ensurethatno paper
of file has been overlooked;

d. to ensure that cases are not held up at any stage;

e. to go through the list of periodical returnsevery week and take
suitable action on items requiring attention during next week.

5. Independent disposal of cases –

He should take independently action of the following types –

a. issuing reminders;

b. obtaining or supplying factual information of a non-classified
nature;

c. any other action which a Section Officer is authorizedto take
independently.

6. Duties in respect of recording and indexing –

a. to approve the recording of files and their classification;

b. to review the recorded file before destruction;

c. to order and supervise periodic weeding of unwanted spare copies;

d. ensuringpropermaintenanceof registersrequiredto bemaintained
in the section;

e. Ensuringproper maintenanceof referencebooks, Office Orders
etc. and keep them up-to-date;

f. Ensuring neatness and tidiness in the Section;

g. Dealing with important and complicated cases himself;

h. Ensuring strict compliance with Departmental Security
Instructions.

(f) Assistant/UpperDivision Clerk – He works underthe ordersandsupervision
of theSectionOfficer andis responsiblefor thework entrustedto him. Where
theline of actionon a caseis clearor clearinstructionshavebeengivenby the
Branch Officer or higher officers, he should put up a draft without much



noting. In other caseshe will put up a note keepingin view the following
points :-

(i) to see whether all facts open to check have been correctly stated;

2. to point out any mistakes or incorrect statement of the facts;

3. to draw attention, where necessary,to precedentsor Rules and
Regulations on the subject;

4. to put up theGuardfile, if necessary,andsupplyotherrelevantfactsand
figures;

5. to bring out clearly the questionunder considerationand suggesta
course of action wherever possible.

(g) Private Secretary/PersonalAssistant/Stenographer– He will keepthe officer
free from routine natureof work by mailing correspondence,filing papers,
makingappointments,arrangingmeetingand collecting informationso as to
give the officer more time to devotehimself to the work in which he has
specialised. The PersonalAssistant will maintain the confidentiality and
secrecyof confidentialand secretpapersentrustedto him. He will exercise
his skill in humanrelationsand be cordial with the personswho come in
contactwith his bossofficially or who are helpful to his bossor who have
dealingswith the bossas professionalpersons. Someof the more specific
functions are enumerated below :-

1. taking dictation in shorthandand its transcriptionin the best manner
possible;.

2. fixing up of appointments and if necessary canceling them;

3. screening the telephone calls and the visitors in a tactful manner;

4. keepinganaccuratelist of engagements,meetingsetc.andremindingthe
officer sufficiently in advance for keeping them up;

5. maintaining,in properorder, the papersrequiredto be retainedby the
Officer;

6. keepinga note of the movementof files, seenby his officer andother
officers, if necessary;

7. destroyingby burning the stenographicrecord of the confidential and
secret letters after they have been typed and issued;

8. carryingout the correctionsto theofficer’s referencebooksandmaking
fair copies of draft demi-official letters to be signed by the officer;

9. generallyassistinghim in sucha manneras he may direct and at the
sametime, he must avoid the temptationof abrogatingto himself the
authority of his boss.

82.LowerDivision Clerk – Lower Division Clerksareordinarily entrustedwith work
of routine nature, for example– registrationof Dak, maintenanceof Section
Diary, File Register,File MovementRegister,Indexing and Recording,typing,



comparing,despatch,preparationof arrearsand otherstatements,supervisionof
correction of reference books and submission of routine and simple drafts etc.

a. IntegratedHeadquartersof Ministry of Defence- IntegratedHeadquarters
of Ministry of Defence comprising Army Headquarters, Naval
Headquarters,Air Headquartersand DefenceStaff Headquarterswill be
associatedin the formulationof policies in relationto mattersconcerning
the Defenceof India andthe Armed forcesof the Union. They would be
responsible for providing executive direction require in the
implementationof policies laid down by the Ministry of Defence.They
shallexercisedelegatedadministrativeandfinancialpowers.The role and
functions the Services Headquarters‘now’ designatedas Integrated
Headquarters in all other respects remain unchanged. 

6.2 Attached and Subordinate offices - 

(1) Wheretheexecutionof thepoliciesof thegovernmentrequiresdecentralisation
of executiveactionand/ordirection,a departmentmayhaveunderit executiveagencies
called `Attached' and `Subordinate' offices.

(2) Attached offices are generally responsiblefor providing executivedirection
requiredin the implementationof the policies laid down by the departmentto which
theyareattached.Theyalsoserveasrepositoryof technicalinformationandadvisethe
department on technical aspects of question dealt with by them.

(3) Subordinateoffices generally function as field establishmentsor as agencies
responsiblefor the detailedexecutionof the policies of government.They function
underthe direction of an attachedoffice, or wherethe volumeof executivedirection
involved is not considerable,directly undera department.In the latter case,theyassist
the departmentsconcernedin handling technicalmattersin their respectivefields of
specialisation.

7. ConstitutionalBodies: Suchbodieswhich areconstitutedundertheprovisionsof the
Constitution of India.

8. StatutoryBodies: Suchbodieswhich areestablishedunderthe statuteor an Act of
Parliament.

9. AutonomousBodies : Such bodies which are establishedby the Governmentto
dischargethe activitieswhich arerelatedto governmentalfunctions. Although suchbodies
are given autonomyto dischargetheir functions in accordancewith the Memorandumof
Associationsetc., but the Government’scontrol exists since these are funded by the
Government of India.

10. Public SectorUndertakings– Public SectorUndertakingis that part of the industry
which is controlledfully or partly by the Government.Theseundertakingshavebeensetup
in the form of companiesor corporationsin which thesharesareheldby thePresidentor his
nomineesandwhich are managedby Boardof Directorswhich includesofficials andnon-
officials.

11. Information and Facilitation Counters (IFCs)

The Information and Facilitation Counterwill provide the following servicesto the
clients/customers of the organization:



(1) information regarding services provided and programmes,schemes etc.
supportedby theorganizationandtherelevantrulesandprocedures,throughbrochures,
folders etc.;

(2) facilitating the customer/clientto obtain the services of the Organisation
optimally, timely, efficiently and in a transparentmannerandproviding forms etc.of
public usage;

(3) information regarding the standardsof quality of service, time norms, etc.
evolvedby the organizationwith referenceto the services/schemes/functioningof the
organization;

(4) information regarding hierarchical set up of Public Grievance Redress
Machinery of the organization; and

(5) receiving, acknowledging and forwarding the
grievances/application/request/formetc. (related to the services provided by the
Organisation)to theconcernedauthorityin the organizationandproviding information
on their status/disposal.

CHAPTER IV

DAK-RECEIPT, REGISTRATION AND DISTRIBUTION

12. Receipt of Dak.- 

(1) (a) During office hours, the entire dak of the departmentincluding that
addressedto Ministers/Officers by name, will be received in the central
registry/IFC. Where, however, immediate/important dak addressed to
Ministers/Officersby name is sent through special messengerdirectly to the
addressees themselves, it will be received by, them or their personal staff.

(b) In casean officer is on long leave, has retired or left the office after
completionof his/hertenure,theincumbentor thepersonalstaff concernedor the
officer just below theconcernedofficer dealingwith the subjectwill receivethe
immediate/importantreferencesexceptconfidential letters. In casenoneof the
abovementionedofficers is in position, the central registry will receivesuch
letters. In no case immediate/important letters should be undelivered or returned.

(2) Outsideoffice hours, dak will be receivedby, the addresseehimself at his
residenceif marked`immediate'andaddressedby name.In suchcases,theofficer will
normally be intimatedin advanceover telephoneaboutthe dak beingdeliveredat his
residence. In all other cases, dak will be received, outside office hours by :-

(a)      the night duty clerk of the department concerned, or

(b) where no such arrangementsexist, by the officer designatedby the
department concerned to receive such dak.

83.Communication received through e-mails in the Department will be
downloadedcentrally in the ComputerCentre of the Departmentby a



designatedperson,who will forward the same to the Central Registry.
Suchcommunicationsaddressedto Ministers/officerswill be, downloaded
by them or their personal staff.

84.Communicationsreceivedthroughfax shouldbe immediatelyphotocopied
as the text of the fax message fades with the passage of time.

13. Acknowledgement of dak .- 

The receiptof dak, exceptordinarypostaldak,will be acknowledgedby the recipient
signinghis namein full andin ink with dateanddesignation. Theacknowledgements
of e-mail received will, as far as possible, be sent electronically.

14. Registration of dak.- 

(1) Urgent dak will be separated from other dak and dealt with first.

(2) All covers, except those addressedto Ministers/officers by name or those
bearing a security grading, will be opened by the central registry.

(3) On openingdak,thecentralregistry/IFCwill checkenclosuresandmakea note
of any item found missing.

(4) All openeddak,aswell asthe coversof unopenedclassifieddak,will be date-
stamped (vide specimen as under).

Department of...........................................................

Received on..............................................................

C. R. / I.F.C. No...................................................................

Sec. Dy. No..............................................................

(5) Theentiredakwill thembesortedoutsection-wise(andofficer-wiseif addressed
by name).To facilitate this, the centralregistry will keepa list (refer para 92)
showing the allocation up to date of the subjects to various sections.

6. The following categoriesof dak will be registeredby the centralregistry/IFCin
the dak register (Appendix I):

1. telegrams,wirelessmessages,Fax Messages,telexmessagesande-mail
messages received from the Computer Centre;

2. registered postal dak;

(c) interdepartmental files;
(d) court summonsand receiptsenclosingvaluable documents,e.g. service

books, agreement, etc;

(e) parliament questions,resolutions, cut motions and referencesseeking
information relating to them;

(f) unopened inner covers containing classified dak;

(g) letters from Members of Parliament;
(h) any other category covered by departmental instructions, and

(i ) Envelopesreceivedwithout contentsor with materialnot markedto any
officer will be registeredwith necessarycommentsin the remarkscolumn
of Dak Register.



7. Thecentralregistry/IFCwill maintainoneor moredakregistersasmaybefound
convenient.In no case,however,will a singleregisterbeoperateduponby, two or
moreclerks.Wheremorethanonedakregisteris maintained,eachregisterwill be
identified with an alphabetical code letter `A', `B', `C', and so on

8. TheC. R. / I.F.C.No. assignedto dak,manuallyin thedakregisteror throughthe
computer,will be indicatedon the dak in the appropriateplace in the stamp
affixed on it.

(9) Dak receivedmay, however,be registeredthroughcomputerwhereversucha
facility is available in Central Registry/IFC. In that case,dak registerand invoice
register, need not be maintained manually.

15. Distribution of dak .- 
(1) The central registry/IFC will preparean invoice (Appendix 2) separatelyfor
eachsectionto which thedak is to bedistributed.Thedak,alongwith invoice,will be
sent to the section concernedand acknowledgedby the diarist. The invoice, duly
signed,will thenbe returnedto the centralregistry/IFC,whereit will be filed section-
wise and date-wise.

(2) Alternatively, dak may be distributed and acknowledgementobtained in
messenger books or dak register maintained section-wise.
(3) The aboveprocedurewill also apply to the dak meantfor Ministers/officers,
which will be acknowledged by their personal staff.

(4) Urgent dak will be distributed as and when received. Other dak may be
distributedat suitableintervals (i. e., 11 a.m; 2 p.m. and 4 p.m.). Suchpart of the
ordinarydak asis receivedtoo late to be includedin the last daily round,will be kept
readyfor distributionearlynext day.The official in chargeof the centralregistrywill
ensure:

(a) that, as far as possible, sorting, registration and invoicing of dak is
completed on the day of its receipt;

(b) that, to theextentto which theabovework cannotbecompletedduring the
day,andwithout prejudiceto the processingof urgentdak, the night duty
staff attends to it; and

(c) that the total numberof receiptspendingat theendof the day for sorting,
registrationandinvoicing arenotedin a registerandthe signaturesof the
night duty staff areobtainedon it in tokenof their havingtakencustodyof
these.

(5) Urgentdak receivedoutsideoffice hourswill besentto thesectionsconcerned
if thereis staff on duty. In othercases,suchdakwill be dealtwith in accordancewith
the instructions issued by the department concerned.

CHAPTER V

RECEIPTS- SUBMISSION AND DIARISATION

16. Perusal and marking of receipts.-

The diarist will submit all receipts to the section officer who will:



(1) go through the receipts;

(2) forward misdirected receipts to the sections concerned;

(3) separatethosewhich, either under the departmentalinstructionsor in his
discretion,shouldbeseenby higherofficers beforetheyareprocessedand
mark them to such officers;

(4) markto himselfsuchof theremainingreceiptsasareof adifficult natureor
present any special features requiring his personal attention;

(5) mark other receiptsto the dealinghandsconcerned,andwherenecessary,
indicate urgency grading and give directions regarding line of action;

(6) keepa note in his diary of important receiptsrequiring prompt action or
disposal by a specified date; and

(7) submitthe caseto the officer who last notedon it, if it is onereturnedby
another department.

17. Diarising of receipts in sections.-

(1) Eachsectionwill maintaina sectiondiary (Appendix3), Devanagriscriptwill
be used for diarising Hindi receipts.

(2) Thediaristwill diarisein thesectiondiary (Appendix3) all receiptsexceptthe
following beforetheyaresubmittedto theofficersconcernedor distributedamongthe
dealing hands:

(a) receiptswhich, as a class, are adequatelytaken care of by a register
speciallydevisedfor thepurpose(e.g. telephonebills which areenteredin
telephone bill register);

(b) receipts which have already been diarised in computer;

(c) communicationsreceived from Members of Parliament for which a
separate register is maintained for watching their disposal vide para 127.

(d) unsignedcommunications(excepte-mail) on which no instructionshave
been recorded by officers and on which no action is to be taken;

(e) identical copies of representations, save the one received first;

(f) post copies of telegramsunlessthe endorsementcontainsa messagein
addition to that contained in the telegrams;

(g) petty contingentvoucherssuchas thoserelatingto night duty or overtime
claimsof the staff, claims for coolie hire or conveyancehire, chits asking
for articles of furniture, stationery etc.



(h) routine acknowledgements;

(i) casual leave applications;

(j) copies of miscellaneous circulars, office memoranda, extracts, etc;
circulatedby any sectionfor generalinformation, e.g., ordersof general
application, telephone lists, notices of holidays, tour programmes, etc; and

(k) any other typesof receiptswhich underdepartmentalinstructionsare not
required to be diarised.

85. Inter-departmentalnotes, telegrams,or any other category of receipts
soughtto be distinguishedfrom the rest, may be enteredin the section
diary in red ink.

(4) Receipts redirected to other sections will also be diarised.

(5) Papersreferred to anotherdepartmentwill be diarised each time they are
receivedback.For thosereferredunderdiary numbers,however,previousand later
entriesin the diary will be linked by giving the earlier and the later diary numbers
against each entry.

(6) If a receiptis diarisedaftera lapseof morethan15 daysfrom thedateit bears,
the entry regarding date in column 3 of the section diary will be circled in red ink.

(7) The diary numberof a receiptwill be indicatedin thespaceprovidedfor the
purpose in the stamp affixed by the central registry vide para 14 (4).

(8) Thesectionofficerswill scrutinisethesectiondiariesoncea weekto seethat
these are being properly maintained and append his dated initials in token of scrutiny.

(9) Under the computerisedenvironmentthe format of the diary registerwill be
as in Appendix3. A singlediary numberwill be generatedirrespectiveof wherea
receipt is diarised. All exclusionsmentionedin sub-para (2) above would be
applicable. Appropriate codes in Remarkscolumn would indicate the different
categoriesof receiptsaswell as redirectedreceiptsor receiptsdiarisedafter a lapse
of more than 15 days from the date it bears, as mentionedin earlier sub-paras.
Papersreceivedbackfrom otherdepartmentswill bediarisedandwill be linkedwith
previous diary numbers as they can be easily traced electronically.  The diary number
will be indicatedon the receipt as in the manualsystem. The SectionOfficer will
generatea statusreport of the receiptsfrom computereveryweekto ensureproper
monitoring.

18. Diarising of receipts addressed to officers - 

(1) The personalstaff of officers of the rank of DeputySecretaryandabovewill
diarise receipts addressedto their officers in respectivepersonalsection diary.
Envelopesreceivedwithout contentsor with material not marked to any officer
should also be diarised (Appendix 4) with necessary comments.

86.No receipt will be diarised more than twice. A communicationonce
diarisedabovethe sectionlevel will not be diariseda secondtime till it



reachesthe section,where it will be diarised in the sectiondiary. For
example,a communicationreceivedby the Minister and diarisedby his
personalstaff neednot be diarisedat the level of Secretary,Additional
Secretary/Joint Secretary. Director/Deputy Secretary, etc.

(3) In the computeriseddiary systemno receiptwill be diarisedmorethanonce.
For receipts addressed to officers, diarising will be done by their personal staff. 

19. Movement of receipts - 

(1) Receiptssubmittedto officers will move in padsconspicuouslylabelledas
'Receipts Pad'. Their movement and perusal will receive prompt attention.

(2) TheSectionOfficer will keepa carefulwatchon anyhold-upin themovement
of receipts.Thediaristwill bring to his noticeanyreceiptwhich arenot receivedback
from officers within one working day.

20. Action by higher officers - 

Officers to whom receipts are submitted will:

(1) go through the receipts and initial them;

(2) removereceiptswhich theymay like to disposeof without assistancefrom
section or to submit to higher officers;

(3) enterthediary numbersof thereceiptsremovedvide sub-para(2) aboveon
themovementslip (Appendix5); (this will be preparedin the prescribed
format in computerised system also)

(4) wherenecessary,give directionsregardingline of action to be taken on
other receipts; and

(5) return the receiptstogetherwith movementslip, if any, to the Section
Officer for action in terms of paras 16(4) and 16(5) above.

21. Allocation of disputed receipts .- 

If a sectionfeels that it is not concernedwith a misdirectedreceipt forwardedto it
vide para16 (2) thesameshouldbebroughtto thenoticeof theofficer designatedby
the department for deciding allocation of disputed receipts.

CHAPTER VI

ACTION ON RECEIPTS

22. General principles .- 

Action on receiptswill be so organisedthat it resultsin speedyandcorrectdecision-
makingprocess.All recordscreatingagencieswill usegoodquality paper(IS- 1774-
1986TypeII GradeII) andink (IS: 1581-1950)asprescribedby theBureauof Indian
Standardswhile transactingofficial businesssoasto ensurelongevityof recordsand



easyretrievalof information. While thedetaileddrill to be followed is given in the
succeedingparagraphs,certaingeneralprinciples to be observedin this regardare
given below:

(1) An officer will himself initiate actionon asmanyreceiptsaspossible,keepingin
view the priority requirements.

(2) Number of levels at which a case is examined will be reduced to the minimum.

(3) Paper work will be kept at an essential minimum.

(4) Least possible time will be taken for examination and disposal of cases.

(5) While disposingof cases,anofficer will aim at optimisingthe quality aswell as
the quantity of work performed by him.

23. Action by dealing hand .- 

The dealing hand will:

(1) go through the receipts and separate urgent receipts from the rest;

(2) enterthe receiptsin the assistant'sdiary (Appendix6); It is not necessaryto
maintainseparatelyin a computerisedenvironmentas thesystemcan generate
information through query.

(3) dealwith theurgentreceiptsfirst; Codeindicatingthepriority maybegivenin
a computerised environment.

(4) check enclosures and if any found missing, initiate action to obtain it;

(5) seewhetherany othersectionis concernedwith any part or aspectof a receipt
and if  so, send copies or relevant extracts to that section for necessary action;

(6) bring the receipton to a currentfile if onealreadyexistsor opena new file as
perparas94 and95 andindicatefile No. in column4 of theassistant'sdiary. If
the current file is undersubmission,a part file will be opened,which will be
subsequentlymerged with the main file by the dealing assistantwhen he
accessesboth. In a computerisedenvironmenttherelevantfile number,whether
of existingfile or a newfile, will beindicatedin therelevantcolumnin thediary
register itself.

(7) file papers in accordance with para 41;

(8) assignthe receiptpagenumber(s) anda serialnumberin termsof paras43 (1)
and 43 (2);

(9) docketthe receiptandreproduceon the notesportionof the file remarks,if any
made by an officer on the receipt;

(10) with the help of file registers(para97 and Appendix 22), indexes,precedent
book (para 110 and Appendix 27), standingguard files (para 35), reference



folders(para35), etc. locateandcollectotherfiles or papers,if any, referredto
in the receipt, or having a bearing on the issues raised therein;

(11) identify and examinethe issuesinvolved in the caseand record a note vide
instructions in paras 25, 32 and 34;

(12) arrange papers and reference them in the case properly (vide paras 42-44);
(13) Wherenecessary,attacha label indicating the urgencygradingappropriateto

the case (vide para 45);
(14) put up the case to the appropriate higher officer; and
(15) indicate the date of submissionin column 5 of the assistant'sdiary. In the

computerizeddiary systemindicatethedetailsof submissionat theappropriate
column.

24. Action by section officer .- 

(1) The Section Officer will :-
(a) scrutinise the note of the dealing hand;
(b) finally dispose of routine cases;
(c) take intermediate routine action;
(d) record, where necessary,a note setting out his own comments or

suggestions; and
a. submit the case to the appropriate higher officer.
b. in computerisedenvironmentalso makea suitableentry in the electronic

diary register

(2) Whatconstitutes̀ routinecases'or `intermediateroutineaction'in termsof (b)
and (c) above will be specified by each department in its departmental instructions.

25. Examination by section. - 

When the line of actionon a receiptis obviousor is basedon a clear precedentor
practice,or hasbeenindicatedby a higherofficer, anda communicationhasto issue,
a draft will be put up without any elaboratenote. In other cases,the section,while
putting up a case, will:
(1) see whether all the statements, so far as they are open to check, are correct;
(2) point out mistakes,  incorrect statements, missing data or information, if any
(3) draw attention,if necessary,to the statutoryor customaryprocedureandpoint

out the relevant law and rules;
(4) furnish other relevant data or information available in the department, if any;
(5) statethe questionsfor considerationand bring out clearly the points requiring

decision;
(6) draw attention to precedents;
(7) evaluate relevant data and information; and
(8) suggest, where possible, alternative courses of action for consideration.



26. StandardProcessSheet- For dealingwith casesof repetitivenaturee.g.sanctioning
of leave,GPFadvances,forwardingof applicationsetc. standardprocesssheetswill
be devisedby the respectiveMinistries/Departmentsand will be prescribedthrough
departmentalinstructions.No noteswill be recordedin suchcases.Standardprocess
sheets will also be maintained in electronic form in a computerised environment.

27. Level of disposal and channel of submission - 

(1) An officer abovethe level of SectionOfficer will take action on a casein
accordancewith the departmentalinstructionsprescribingthe level of final disposal
andchannelof submissionfor eachcategoryof cases.Departmentalinstructionswill
also be maintained in electronic form in a computerised environment
(2) EachDepartmentwill reviewtheinstructionson level of disposalandchannel
of submissionevery three years keepingthe numberof levels at which a caseis
examined to the minimum by delegating powers to lower formations.
(3) As far as possibleit will be ensuredthat a caseis seeneither by an Under
Secretary or a Deputy Secretary/Director instead of both seeing it.
(4) A DeskOfficer will submitcasesdirectto a DeputySecretaryor Directorwho
in turn would submit it to the Joint Secretary/Additional Secretary.
(5) A casewill passthroughonly oneof thefollowing levelsbeforeit is submitted
to the Minister;

- Additional Secretary
- Special Secretary
- Secretary

(6) A Joint Secretarycan submit casesdirectly to Secretary/Ministerand not
necessarily through the Additional Secretary.

(7) Additional Secretariesin large ministries should be allowed to function
independently in day-to-day administrative and functional matters. In matters
requiringordersof the Minister, other than thoserelating to policy/importantcases,
Additional Secretary can submit files directly to the Minister.

(8) In Ministries/Departments with a Special Secretary and Secretary, there should
be a cleardelegationof authority to the SpecialSecretaryso that in mostmattershe
can function independently.

9. Whereverlevel jumping is donein respectof any categoryof cases,eachsuch
caseon its return, will passthroughall the levels jumpedover who in suitable
cases could resubmit the cases for reconsideration.

10. In a computerised environment the system will provide scope for level jumping.

28. Direct submission of cases by senior assistants. - 

(1) An assistantin a conventionalsectionwho hasmorethanfive yearsservicein
the gradeincluding at leastsix monthsin the concernedsectionmay be requiredto
submitall his casesdirect to the branchofficer. In appropriatecases,assistantswith
lessthanfive yearsservicein the grademayalsobe permittedto submitcasesdirect
to branch officer.



(2) All the casesdirectly submittedby assistantsto the branchofficer will as a
rule, go backto the assistantsthroughthe sectionofficer. Thesectionofficer will be
free to bring to the notice of the branch officer any omission or flaws in the
submissionof casesor thedecisionstakenandthusgive anopportunityto thebranch
officer to reconsider the matter.

29. Examination by Officer - 

(1) An Officer will regularlydiscusswith his staff to decidethe courseof action
to be takenon variouscases.Normally a single notewill be put up to the decision
making level after the line of action is decided.

(2) For dealingwith importantproblemsolving issues,the techniqueof writing a
self-containednote may be used.This involves entrustingan officer or a group of
officers with preparinga comprehensivenote which will be put up straight to the
decisionmaking level. The notewill containthe backgroundto the problem,issues
arising out of its precedents, if any, analysis of all relevant facts, and
recommendations.

30. Deviationfrom normal proceduresor rules - In everycasewherea major or minor
infraction,otherthantrivial, of theexistingproceduresor rules,is soughtto bemade,
it shall be the responsibilityof the decisionmakingauthority to ensurethat reasons
are recorded in writing, justifying such a deviation from the rules or procedures.

31. Running summaryof facts - To facilitate considerationand to obviate repeated
recapitulation,a runningsummaryof factswill bepreparedandplacedon thefile in a
separatefolder labelled as such in every casein which it is evident that such a
summarywould contributeto its speedydisposal.This summarywill alsoincludethe
advice or views of other departmentsconsultedin the matter but not opinions of
individual officers within a department.It shouldbe kept up to date,incorporating
changeswheneverfurther developmentstake place.Runningsummaryof facts will
also be maintained in electronic form in a computerised environment.

32. Guidelines for noting .-

(1) All notes will be concise and to the point. Lengthy notes are to be avoided.

(2) Theverbatimreproductionof extractsfrom or paraphrasingof thepaperunder
consideration,freshreceipt,or anyotherpartof correspondenceor noteson thesame
file, should not be attempted.

(3) Whenpassingordersor makingsuggestions,anofficer will confinehis noteto
theactualpointsheproposesto makewithout reiteratingthe groundalreadycovered
in the previous notes. If he agrees to the line of action suggested in the preceding note,
he will merely append his signature.

(4) Any officer, who hasto noteupona file on which a runningsummaryof facts
is availablewill, in drawingattentionto the factsof the case,refer to the appropriate
part of the summary without repeating it in his own note.

(5) Relevantextractsof a rule or instruction will be placed on the file and
attention to it will be drawn in the note, rather than reproducing the relevant
provisions in the note.



(6) Unlessa runningsummaryof facts is alreadyavailableon the file or the last
noteon the file itself servesthat purpose,a self-containednotewill be put up with
everycasesubmittedto the Minister. Sucha note will bring out briefly but clearly
relevantfacts,including the views expressedon the subjectby otherdepartments,if
any, consultedin the matter and the point or points on which the orders of the
Minister are sought.

(7) If apparenterrorsor incorrectstatementsin a casehaveto bepointedout or if
an opinion expressedthereinhasto be criticised,careshouldbe takento couchthe
observations in courteous and temperate language free from personal remarks.

(8) Whena paperunderconsiderationraisesseveralmajor pointswhich require
detailedexaminationand respectiveorders,eachpoint (or group of relatedpoints)
will benoteduponseparatelyin sectionalnotes;suchnoteswill eachbeginwith a list
of the major point(s) dealt with therein.

(9) Notesandorderswill normallyberecordedon notesheetsin thenotesportion
of the file and will be serially numbered. Black or blue ink will be usedby all
categoryof staff and officers. Only an officer of the level of Joint Secretaryof
Government of India and above may use green or red ink in rare cases.

(10) Thedealinghandwill appendhis full signaturewith dateon theleft belowhis
note.An officer will appendhis full signatureon the right handsideof thenotewith
name, designation and date.

(11) A notewill bedividedinto seriallynumberedparagraphsof easysize,sayten
lines each.Paragraphsmay preferablyhavebrief titles. The first paragraphwill give
anindicationof theevidenceandtheconclusionsreached.Thefinal paragraphshould
weigh the arguments and make recommendations for action.

87. In writing notesthe observationsmadein Appendix7-`Style in notesand
drafts' will be kept in view.

88.A small marginof aboutoneinch will be left on all sides(left, right, top
andbottom)of eachpageof thenotesheetto ensurebetterpreservationof
notesrecordedon the files asat timesthe papergetstorn from the edges
making reading of the documentdifficult. However, notes should be
typed/written on both sides of the note sheet as per instructions of
Department of Expenditure.

89.While preparing/submitting Notes for the Cabinet/Cabinet
Committees/Groupsof Ministers, the required procedureas detailed in
Appendix-7.1 will be kept in view.

90.While preparing/submittingof papersfor considerationof the Committee
of Secretaries,the requiredprocedureasdetailedin Appendix-7.2will be
kept in view.

91.While constitution/reconstitutionof High-levelCommissions/Committees,
the required procedure as detailed in Appendix-7.3 will be kept in view.

33. Modification of notes or orders .- 

(1) Seniorofficers shouldnot requireany modificationin, or replacementof, the
notesrecordedby their juniors oncethey havebeensubmittedto them.Instead,the



higherofficersshouldrecordtheir own notesgiving their viewson thesubject,where
necessarycorrectingor modifying the facts given in earlier notes.In any case,the
replacementor modificationof thenoteswhich havealreadybeenrecordedon a file,
when the file has been further noted upon by others, should not be permitted.

(2) Pastingovera noteor a portion of it to concealwhathasbeenrecordedis not
desirable.Wherea note recordedin the first instancerequiresany modification on
accountof additionalfactsor anyerrorhavingcometo notice,a subsequentnotemay
be recorded, keeping the earlier note intact.

(3) Wherea final decisionalreadycommunicatedto a party is found later on to
havebeengivenon a mistakengroundor wrongfactsor wrong interpretationof rules
due to misunderstanding,suchwithdrawal may havealso legal implications.In all
suchcases,in additionto consultingtheMinistry of Law, wherevernecessary,sucha
withdrawalshouldbe permittedonly after the approvalof an officer higherthan the
onewho took the original decision,hasbeenobtainedandreasonsfor the reversalor
modification of the earlier decision have been duly recorded on the file.

34. Noting on files received from other departments - 

(1) If the referenceseeksthe opinion, ruling or concurrenceof the receiving
departmentand requiresdetailedexamination,such examinationwill normally be
doneseparatelythroughroutinenotesandonly thefinal resultwill berecordedon the
file by the officer responsiblefor commentingupon the reference.The officer to
whomsucha noteis submittedwill eitheracceptthatnoteor recorda noteof his own.
In the former case,he may direct that the note in questionor a specifiedportion
thereof may be reproducedon the main file for communicationto the department
concerned.In the latter case,he will recorda suitablenoteon the main file itself. In
eithercase,a copy of the noterecordedon the main file will be kept on the routine
notes for retention in the receiving departmentbefore the file is returnedto the
originating department.

(2) The departmentwill opensubject-wisefiles eachyear in which suchroutine
noteswill bekept.The inter-departmentalnoterecordedon the file of theoriginating
departmentwill bear the subjectfile numberto facilitate filing of papersand their
retrieval for future reference. Theretrieval is faster in a computerisedenvironment
due to easier tracking.

(3) Wherethe referencerequiresinformationof a factual natureor other action
basedon a clearprecedentor practice,the dealinghandin the receivingdepartment
may note on the file straightway.

(4) Wherea noteon a file is recordedby anofficer afterobtainingtheordersof a
higherofficer, thefact that theviewsexpressedthereinhavetheapprovalof the latter
should be specifically mentioned.

35. Aids to processing - 

(1) To facilitate processingof a case,eachsectionwill developandmaintainthe
following records for important subjects dealt with by it:

(a)  standing guard files;



(b)  standing notes;

(c)  precedent book (vide para 110);

(d)  standard process sheets (of repetitive items of work only); and

92.reference folders containing copies of circulars, etc.

The above records will also be maintainedin electronic form in a computerised
environment.

(2) Apart from copiesof acts,rules,ordersand instructionsconcerningsubjects
dealt with by it, each section is expectedto maintain, for ready reference,the
Constitutionof India and certain acts, rules and instructionsof a generalnature,
referencesof most of which have beenmade in this manual.Each departmentis
expectedto procureanadequatenumberof copiesof theseacts,rulesandinstructions
andmakethemavailableto all concerned.An illustrative list of suchacts,rulesand
instructions is contained in Appendix 8.

Theseacts, rules and instructions will be accessedelectronically if available on
website of issuing Ministries/Departments.

(3) Thedocumentation-cum-referencesystem(manualaswell aselectronicform)
will include referencematerialpeculiar to the needof the functional sectionsand a
consciouslydevelopedinformation systemto act as an aid to policy formulation,
review and operational decisions.

36. Oral discussions  -

(1) All points emerging from discussions(including telephonic discussions)
betweentwo or more officers of the samedepartmentor from discussionsbetween
officersof differentdepartments,andtheconclusionsreachedwill be recordedon the
relevant file by the officer authorising action.

(2) All discussions/instructions/decisionswhich the officer recording them
considersto be importantenoughfor the purpose,should be got confirmed by all
those who have participatedin or are responsiblefor them. This is particularly
desirablein caseswhere the policy of the governmentis not clear or wheresome
importantdeviationfrom theprescribedpolicy is involvedor wheretwo or morelevel
differ on significantissuesor thedecisionitself, thoughagreedup to by all concerned,
is an important one.

37. Oral instructions by higher officers  - 

(1) Whereanofficer is giving direction(includingtelephonicdirection)for taking
actionin anycasein respectof matterson which heor his subordinatehaspowersto
decide,heshallordinarily do so in writing. If, however,thecircumstancesof thecase
aresuchthat thereis no time for giving theinstructionsin writing, heshouldfollow it
up by a written confirmation at his earliest.

(2) An officer shall, in theperformanceof his official duties,or in theexerciseof
thepowersconferredon him, actin hisbestjudgementexceptwhenheis actingunder
instructionsof anofficial superior.In the latter case,he shall obtainthe directionsin



writing whereverpracticablebeforecarryingout the instructions,andwhereit is not
possibleto do so, he shall obtain written confirmation of the directions as soon
thereafteras possible.If the Officer giving the instructionsis not his immediate
superior but one higher to the latter in the hierarchy, he shall bring such instructions to
the notice of his immediate superior at the earliest.

38. Oral orders on behalf of or from Minister .- 

(1) Whenevera memberof the personalstaff of a Minister communicatesto any
officer anoral orderon behalfof theMinister, it shallbeconfirmedby him in writing
immediately thereafter.

(2) If anyofficer receivesoral instructionsfrom theMinister or from his personal
staff andtheordersarein accordancewith thenorms,rules,regulationsor procedures
they shouldbe broughtto the noticeof the Secretary(or the headof the department
where the officer concerned is working in or under a non-secretariat organisation).

(3) If anyOfficer receivesoral instructionsfrom theMinister or from his personal
staff and the orders are not in accordancewith the norms, rules, regulationsor
procedures,he shouldseekfurtherclearordersfrom the Secretary(or theheadof the
departmentin casehe is working in or undera non-secretariatorganisation)aboutthe
line of action to be taken, stating clearly that the oral instructions are not in
accordance with the rules, regulations, norms or procedures.

(4) In rareandurgentcaseswhentheMinister is on tour/ is sick andhis approval
has to be takenon telephonethe decisionof the Minister can be conveyedby his
Private Secretary. In such cases,confirmation will be obtainedon file when the
Minister returns to Headquarter/ rejoins.  

39. Confirmation of oral instructions .- 

(1) If an officer seeksconfirmationof oral instructionsgivenby his superior,the
latter should confirm it in writing whenever such confirmation is sought.

(2) Receiptof communicationsfrom junior Officersseekingconfirmationof oral
instructionsshouldbe acknowledgedby theseniorofficers or their personalstaff, or
the personal staff of the Minister, as the case may be.

40. Examination and progressing of cases in which two or more authorities are
consulted. -

Wheretwo or moreStateGovernments,Centraldepartmentsor otherauthoritiesare
simultaneouslyconsulted,the examinationand, where necessary,tabulationof the
replieswill ordinarily be startedassoonasrepliesbeginto arrive andnot held over
till the receipt of all the replies or the expiry of the target date.

41. Filing of papers.-

1. Papersrequiredto befiled will bepunchedon theleft handtop cornerand
taggedonto the appropriatepart of the file viz. notes,correspondence,
appendixto notesandappendixto correspondence,in chronologicalorder,
from left to right.



2. Both `notes portion’ and `correspondenceportion’ will be placed in a
singlefile cover.Left sideof tag in the notesportion will be taggedonto
the left sideof the file coverandright sideof the tag will remainassuch
i.e., untagged.In the caseof correspondenceportion,right sideof tagwill
betaggedontothe right sideof thesamefile coverandleft sideof thetag
will remain as such i.e., untagged.

3. Earliercommunicationsreferredto in thereceiptor issue,will beindicated
by pencil by giving their position on the file.

4. (a) If the file is not bulky, appendixto notesandappendixto correspondencemay
be kept alongwith the respectivenote portion or the correspondenceportion of the
main file if these are considered as integral and important part.

(b) If the file is bulky, separatefile coversmaybemaintainedfor keeping
appendix to notes and appendix to correspondence.

5. Routine receipts and issues (e.g., reminders, acknowledgments)and
routinenoteswill not beallowedto clutterup the file. Theywill beplaced
below the file in a separatecover and destroyedwhen they haveserved
their purpose.

6. Whenthe 'notes’plus the`correspondence’portionof a file becomebulky
(sayexceed150pages),it will bestitchedandmarked̀ VolumeI’. Further
paperson the subjectwill be addedto the new volume of the samefile,
which will be marked `Volume II’, and so on.

7. In VolumeII andsubsequentvolumesof thesamefile, pagenumberingin
notesportionandcorrespondenceportionwill bemadein continuityof the
last page number in note portion/correspondenceportion of the earlier
volume.

8. On top of thefirst pageof thenoteportion in eachvolumeof the file, file
number,nameof the Ministry/Department,nameof branch/sectionand
subject of the file will be mentioned.

42. Arrangement of papers in a case. -

The papers in a case will be arranged in the following order from top downwards:

(1) reference books;

(2) notes portion of the current file ending with the note for consideration;

(3) running summary of facts;

(4) draft for approval, if any;

(5) correspondenceportionof thecurrentfile endingwith the latestreceiptor issue,
as the case may be;

(6) appendix to notes and correspondence;

(7) Standing guard file, standing note or reference folder, if any;

(8) otherpapers,if any, referredto, e.g.,extractsof notesor correspondencefrom
other files, copies of orders, resolutions,gazettes,arrangedin chronological
order, the latest being placed on the top;



9. recordedfiles, if any,arrangedin chronologicalorder,the latestbeingplacedon
the top; and

10.routinenotesandpapersarrangedin chronologicalorderandplacedin a separate
cover.

43. Referencing .-

(1) Every pagein eachpart of the file (viz., notes,correspondence,appendixto
notes,and appendixto correspondence)will be consecutivelynumberedin separate
seriesin pencil on the right top corner.Blank interveningpages,if any, will not be
numbered.

(2) Each item of correspondencein a file, whether receipt or issue, will be
assigneda serial numberwhich will be displayedprominentlyin red ink at the top
middle of its first page.

(3) The paperunderconsiderationon a file will be flagged`PUC' andthe latest
freshreceiptnotedupon,as `FR'. In no circumstances,will a slip, other than `PUC'
and`FR', be attachedto any paperin a currentfile. If therearemore thanone`FR'
they should be flagged separately as `FR I', `FR II', and so on.

(4) In referring to the papersflagged`PUC' or `FR', the relevantpagenumbers
will bequotedinvariablyin themargin.Otherpapersin a currentfile will be referred
to by their page numbers only.

(5) Recordedfiles and other papersput up with the current file will be flagged
with alphabeticalslips for quick identification. Only one alphabeticalslip will be
attached to a recorded file or compilation. If two or more papers contained in the same
file or compilationareto bereferredto, theyshouldbeidentifiedby therelevantpage
numbers in addition to the alphabetical slip, e.g. `A'/23.n, `A'/17.c, and so on.

(6) To facilitate the identificationof referencesto paperscontainedin otherfiles
after the removalof slips,the numberof the file referredto will bequotedinvariably
in thebodyof the noteandthe relevantpagenumbers,togetherwith the alphabetical
slip attachedthereto,will be indicatedin the margin.Similarly, the numberanddate
of orders, notifications and the resolutions,and, in the case of acts, rules and
regulations,their brief title togetherwith the numberof the relevantsection,rule,
paragraphor clause,referredto will be quotedin the body of the notes,while the
alphabetical slips used, will be indicated in the margin.

(7) Rulesor othercompilationsreferredto in a caseneednot be put up if copies
thereof are expectedto be available with the officer to whom the caseis being
submitted.The fact of suchcompilationsnot havingbeenput up will be indicatedin
the margin of the notes in pencil.

(8) Thereferenceslipswill bepinnedneatlyon the insideof thepaperssoughtto
beflagged.Whena numberof papersput up in a caseareto beflagged,theslipswill
be spread over the entire width of the file so that every slip is easily visible.

44. Linking of files - 

(1) If theissuesraisedin two or morecurrentfiles aresointer-connectedthatthey
must be dealt with togethersimultaneously,the relevantfiles will be linked in the
mannerindicatedin (2) below.Suchlinking mayalsoberesortedto if a paperon one



currentfile is requiredfor referencein dealingwith anothercurrentfile unlessa copy
of the paper can be conveniently placed on the first file.

(2) Whenfiles areto be linked, stringsof thefile boardof the lower file (but not
its flaps) will be tied aroundthe upperfile andthoseof the file boardor flap of the
upperfile tied underneathit in a bow out of theway sothateachfile is intactwith all
its connected papers properly arranged on its file board or flap.

93.On receipt back after completion of action, the linked files will be
immediatelydelinkedafter taking relevantextractsand placing them on
the linked files, where necessary.

(4) In a computerenvironmentthe file tracking systemhas the facility for easy
linkage of files and its subsequent movement.

45. Use of urgency gradings .- 

(1) The two urgencygradingsauthorisedfor use on casesare `Immediate'and
`Priority'.

(2) The label `Immediate'will be usedonly in casesrequiringprompt attention.
Amongstthe rest, the `Priority' label will be usedfor caseswhich merit disposalin
precedence to others of ordinary nature.

(3) WhereLok Sabha/RajyaSabhalabelsfor questions,motions,bills areused,it
will not be necessary to use, in addition, `Immediate' or `Priority' label.

(4) Thegradingof urgencyassignedto a casewill bereviewedby all concernedat
different stagesof its progressand where necessary,revised.This is particularly
important for cases proposed to be referred to other departments.



CHAPTER VII

HANDLING OF RECEIPTS UNDER DESK OFFICER SYSTEM

46. General - The generalprinciplesgoverningthe actionon receiptsgiven in para22
will apply to the deskofficer systemof functioningalso.While the general-drillfor
receipt,distribution andhandlingof dak hasbeenlaid down in ChaptersIV, V and
VI, the special featuresthat distinguish the desk-patternfrom the section-based
functioning are given below.

47. Receiptof dak - Thecentralregistry/IFCwill senddakalongwith invoice(Appendix
2) direct to the desk functionarywho will acknowledgeits receipt on the invoice.
Each desk functionary will maintain a desk diary (Appendix 3).

48. Action by desk functionary  - 

(1) The desk functionary will examine the receipt and will:

- in simple situations draft and issue a reply; and

- in othercasessubmita draft to DeputySecretary/Director/JointSecretary
for approval/signature without any elaborate note.

In caseof any doubt he will take appropriateaction after discussionwith Deputy
Secretary/ Director/ Joint Secretary.

(2) Occasionallya communicationmay give rise to a problem requiring to be
solved.In suchcasesthe techniqueof writing a self-containednotedescribedin para
29(2) will be adopted.

(3) The supportingstaff andthe stenographerattachedto a deskfunctionarywill
inter alia assist him in:

- dealingwith simplecasesincluding issueof acknowledgements,forwardingof
papers etc.;

- compilation of data in given forms;

- maintaining codes, Manuals and other relevant research and reference material;

- records management; and

- typing work.

49. Maintenance of reference materials .-

Eachdeskfunctionarywill developa reliable documentation-cum-referencesystem
(manual or electronic form) comprising aids to processing described in para 35.



CHAPTER VIII

FORMS AND PROCEDURE OF COMMUNICATION

50. Forms of written communications and methods of delivery -

Thedifferentformsof written communicationandtheir methodsof deliverygenerally
usedby a departmentaredescribedbelow. Eachform hasa useand,in somecases,a
phraseologyof its own. Only black or blue ink will be usedin communications.A
smallmarginof aboutoneinch will be left on all sides(left, right, top andbottom)of
eachpageof communicationsto ensurebetterpreservationsof recordsasat timesthe
paper gets torn from the edges, making reading of the documents difficult.  Specimens
of these forms are given in Appendix 9. 

(1) Letter - This form is usedfor correspondingwith ForeignGovernments,State
Governments,the Union Public ServiceCommissionand other constitutional
bodies,headsof attachedand subordinateoffices,public enterprises,statutory
authorities,public bodiesandmembersof the public generally.A letter begins
with the salutation Sir/Madam as may be appropriate.

(2) Demi-official letter -

(a) This form is generally used in correspondencebetweenGovernment
officersfor aninter-changeor communicationof opinionor informationwithout
theformality of theprescribedprocedures.It mayalsobeusedwhenit is desired
that the matter should receivepersonalattentionof the individual addressed.
Sincedemi-official letter is written in the first personin a personalandfriendly
tone, it should be addressedby an officer in a Ministry/Departmentwho is
ordinarily not more than one or two levels below the officer to whom such
communication is addressed.

Note: For the purposeof determinationof level, Secretary/AdditionalSecretaryand
Director/Deputy Secretary will be considered as one level.

(b) Communicationsto non-officials can also take the form of a demi-
official letter.

(3) Office Memorandum- This form is generallyusedfor correspondingwith other
departmentsor in calling for information from or conveyinginformationto its
employees.It may alsobe usedin correspondingwith attachedandsubordinate
offices. It is written in the third personandbearsno salutationor supersession
except the name and designation of the officer signing it.

(4) Inter-departmental note -

(a) This form is generally employed for obtaining the advice, views,
concurrenceor commentsof other departmentson a proposalor in seeking
clarification of the existing rules, instructionsetc. It may also be usedby a
department when consulting its attached and subordinate offices and vice versa.



(b) The inter-departmentalnotemay eitherbe recordedon a file referredto
anotherdepartmentor maytakethe form of anindependentself-containednote.
The subject need not be mentioned when recorded on the file.

(5) Telegram -

(a) This form is usedfor communicatingwith out-stationpartiesin matters
demandingprompt attention.The text of the telegramshould be as brief as
possible. 

(b) Telegramsare of two kinds viz. enclair telegramsand cypher code
telegrams.Theformerarewordedin plain language.The latterareexpressedin
secretlanguage(codeor cypheror both)but a combinationin thesametelegram
of figures and letters having a secretmeaning is not permitted. In editing,
numberingandissuingof cypher/codetelegrams,the instructionsissuedby the
Ministry of ExternalAffairs in respectof externaltelegramsandby theMinistry
of Home Affairs in the case of internal telegrams, should be carefully observed.

(c) Therearefour gradingsof urgencyauthorisedfor usein Statetelegrams,
viz `SVH', `Most Immediate',̀ OperationImmediate'and `Immediate'.The use
of thesegradingsis regulatedby the rules issuedby the Departmentof Posts.
Relevant extracts from these rules are contained in Appendix 10.

(d) Telegrams,other than cypherand code telegrams,shouldnormally be
followed by post copies.

(6) Fax facility – In urgent and important matters(including legal and financial
messages),departmentsmay use fax facilities to send messages,wherever
available.

Offices not connectedthroughfax but havingtelex facilities, may sendurgent
andimportantmessagesthroughtelex insteadof a telegramin communicating
with out-station offices.

(7) Registered Post/ Registered AD – This method of delivery is used in
communicatingwith officesto ensurereceiptof thecommunicationandin thecaseof
RegisteredAD an acknowledgementof the delivery is also receivedby the issuing
office.

(8) SpeedPost– This methodof delivery is usedto ensurequick receiptof messages
warranting urgent attention at the receiving end and an acknowledgementof the
delivery is also received by the issuing office. 

(9) Office order - This form is normally usedfor issuing instructionsmeantfor
internaladministration,e.g.,grantof regularleave,distributionof work among
officers and sections, appointments and transfers, etc.

(10) Order - This form is generally used for issuing certain types of financial
sanctionsandfor communicatinggovernmentordersin disciplinarycases,etc.,
to the officials concerned.



(11) Notification - This form is mostly used in notifying the promulgation of
statutoryrules and orders,appointmentsand promotionsof gazettedofficers,
etc.throughpublicationsin theGazetteof India.Thecompositionof thegazette,
the types of matters to be published in each part and section thereof, the
instructionsfor sendingthematterfor publicationthereinandfor sendingcopies
thereof are indicated in Appendix 11. 

(12) Resolution - This form of communication is used for making public
announcementof decisionsof governmentin importantmattersof policy, e.g.,
thepolicy of industriallicensing,appointmentof committeesor commissionsof
enquiry. Resolutions are also published in the Gazette of India.

(13) Presscommunique/note- This form is usedwhen it is proposedto give wide
publicity to a decisionof government.A presscommuniqueis more formal in
characterthana pressnoteandis expectedto bereproducedintactby thepress.
A pressnote,on the otherhand,is intendedto serveasa hand-outto the press
which may edit, compress or enlarge it, as deemed fit.

94.Endorsement- This form is usedwhena paperhasto bereturnedin original to the
sender,or thepaperin original or its copyis sentto anotherdepartmentor office,
for information or action. It is also usedwhen a copy of a communicationis
proposedto be forwardedto partiesother thanthe one to which it is addressed.
Normally this form will not be used in communicating copies to state
governments. The appropriate form for such communication should be a letter.

95.Circular– This form is usedwhenimportantandurgentexternalcommunications
receivedor importantandurgentdecisionstakeninternally haveto be circulated
within a departmentfor information and complianceby a large number of
employees.

96.Advertisement– This form is usedfor communicatingwith thegeneralpublic to
create awareness and may take the form of audio-visual or written
communication.

97.E-mail – This is a paperlessform of communicationto be usedby department
havingcomputerfacilities supportedby internetor intranet connectivityand can
be widely used for subjects where legal or financial implications are not involved.

51. Telephonic communications - 

(1) Appropriateuseof themediumof telephonemaybemadeby departmentsfor
intra and inter-departmentalconsultation and for communicationof information
between parties situated locally.

(2) In mattersof urgency,departmentsmaycommunicatewith out-stationoffices
also over the telephone.

(3) The provisions of para 50(5)(c) also apply to official  trunk calls.

(4) Telephoniccommunications,wherevernecessary,maybe followed by written
communications by way of confirmation.



(5) Resort to ISD/ STD and trunk calls will be regulated by departmental
instructions.

52. Correspondence with attached and subordinate offices - 

(1) (a) Senior Officers/ Head of a subordinate/attachedoffice under an
administrativeMinistry/ Departmentwill correspondin respect of matters
involving intervention/approvalof anotherMinistry/ Departmentin a noteform
to their concerned Ministry/ Department.

(b) Headof an autonomousbody underan administrativeMinistry will write
in respectof mattersinvolving intervention/approvalof anotherMinistry/
Departmentto the Secretaryof the concernedMinistry/ Departmentin a
letter form.

(c) In both the cases,concernedMinistry/ Department,if required,will take
up the matter with another ministry.

(d) Attached office/ subordinate office may, however, seek factual information
from another Ministry/ Department directly.

(e) An officer of a subordinateoffice/ attachedoffice/ autonomousbodywill
not corresponddirectly with the Minister of anotherMinistry exceptthe
head of a statutory body/ regulatory authority set up by an Act of
Parliament.

(2) In the case of their own attachedoffices and subordinateoffices placed
directly underthem,i.e. without the interventionof an attachedoffice, asarelocated
in Delhi/New Delhi-referredto herein as `Non-SecretariatOrganisation'(NSO) for
convenience-the departments will introduce the Single File System of
correspondence, details of which are in para 53.

NOTE : The Single File System will not apply to correspondencebetween a
departmentandany statutory,corporateor otherautonomousbody which
might be owned or controlled by it.

53. Single File System (SFS) -

(1) This will apply to matterswhich have to be referredby the NSO to the
departmentfor seekinga sanction/order,i.e. a decisionnot within its own delegated
powers.

(2) The file cover of a SFS caseshould prominently show the name of the
(originating) NSO and likewise indicate that it follows the SFS system.

(3) TheSFSfile neednot beara I.D. No. or otherformal methodof sending,but
will be sent as though it is from one officer to another in the same organisation.

(4) TheSFSfile shouldbecompletein all respects,soasto enablethedepartment
to take a decision expeditiously; hence the NSO will ensure that:

(a) every point for decision/order is clearly brought out;



(b) all relevantconnectedpapersare placedon the file, properly arranged
and referred to;

(c) draft orders/sanctionsareput up, wheretheyarerequiredto beapproved
by the department for issue; and

(d) theavailability of funds,etc.,is certifiedwhereadditionalexpenditureis
involved in the proposal.

(5) The officer last dealing with the SFS casein the NSO will mark it to the
appropriateofficer in thedepartment,by name;policy files will, however,bereferred
to the departmentat appropriatelevels to be determinedby the departmentand the
NSO concerned, through a general order.

(6) All SFS files will be invariably routed through the central registry of the
departmentconcerned.Their receiptwill be enteredin a separateregisterwhich will
alsorecord,againstthe relevantreceiptentry, thedespatchof the file on its returnto
the NSO.

(7) As a rule, all notings in the departmentwill be on the NSO file. However,
where sensitiveor delicatematters in the sphereof personnel,policy issuesand
financeare involved, the recordingof notesin `duplicate'files may be permittedby
issuinggeneralor specialordersby thedepartment.This will bedoneat a particular
stageof the SFS case or at or above a particular level, with the final decision
thereafter being suitably recorded on the SFS file.

(8) As a convention,the secretariatnotingon a SFSfile will starton a newpage
and the noting done sequentially-save in matters of the nature referred to in (7) above.

(9) Action to implementthegovernmentdecisionin SFScase,will be initiated in
andby the NSO on the returnof the file. Ordersso issuedshouldspecificallystate
that theyhavereceivedtheconcurrenceof Governmentin thedepartmentconcerned.
Copiesof everysanction/ordersoissuedby theNSO,will beendorsedwithout fail to
all the officers concerned in the department.

54. Inter-departmental consultation - 

(1) Inter-departmentalconsultationmaytaketheform of inter-departmentalnotes,
inter-departmental meetings or oral discussions.

(2) In makingwritten inter-departmentalreferences,the following points should
be observed:

(a) Inter-departmentalreferences, will normally be made under the
directionsof anofficer not belowthe rankof UnderSecretaryor asmay
be provided by the departmental instructions.

(b) Thepointson which theopinionof otherdepartmentsis soughtor which
it is desired to bring to their notice should be clearly stated.

(c) wherepossible,the draftsof the ordersproposedto be issuedmay also
be shown to the departments sought to be consulted.



(d) When it is necessaryto consult more than one departmenton a case,
such consultationmay be effected simultaneouslyby self-contained
inter-departmental notes unless:

(i) it involves copying of a large numberof documentsavailableon
the file; or

(ii) the needfor consulting the seconddepartmentwould arise only
after the views of the first have become available.

(3) (a) Whensucha referencerequiresconcurrenceof oneor moreMinistries
undertheGovernmentof India (Transactionof Business)Rules,thefollowing
further points should be observed:

(i) The originating Ministry should invariably prescribe a time-limit
when calling for comments or concurrence from other Ministries.

(ii) In caseanyof the Ministriessoconsultedis not in a positionto
send its comments/concurrencewithin the prescribedtime-limit; it
should write back promptly, in any casebefore the prescribedtime-
limit, andindicatetheadditionaltime theywould requirefor furnishing
their final reply.

(b) When sucha referencedoesnot requiresuch concurrenceunder the
Rules, the originating Ministry need not wait for the commentsof other
Ministry beyondthe prescribedtime-limit, andit shouldfeel free to go ahead
with its scheme/proposal without waiting any longer.

(c) The initiating Ministry shouldalways feel free to recall its file from
anotherMinistry, to which sucha referencehasbeenmadeon a file, if sucha
courseis requiredto beadoptedfor expeditingtheprocessof decisionmaking
in thecase.Sucha decisionto recalla file shouldbetakenat a level not lower
than that of a branch officer in the originating Ministry.

(4) Inter-departmentalmeetingsmay be held where it is necessaryto elicit the
opinion of other departmentson importantcasesand arrive at a decisionwithin a
limited time. No suchmeetingwill normally be convenedexceptunderthe ordersof
anofficer not belowthelevelof JointSecretary.In respectof suchmeetings,it will be
ensured that:

(a) the representativesattendingthe meetingare officers who can take
decisions on behalf of their departments;

(b) an agendasettingup clearly the points for discussionis preparedand
sentalongwith the proposalfor holding the meeting,allowing adequatetime
for the representativesof other departmentsto preparethemselvesfor the
meeting; and

(c) a recordof discussionsis preparedimmediatelyafter the meetingand
circulated to the other departmentsconcerned,setting out the conclusions
reachedand indicating the departmentor departmentsresponsiblefor taking
further action on each conclusion.



(5) On occasionsit may be necessaryto have oral discussions(including
teleconferencingor video conferencing)with officers of other departments,e.g.,
when:

(a) a preliminary discussionbetween the officers of the departments
concerned is likely to help in the disposal of the case;

(b) it is desirableto reach a preliminary agreementbefore proceeding
further in the matter;

3. inter-departmentalnoting revealsa differenceof opinionbetweentwo or more
departments; or

4. it is proposedto seekonly information or advice of the departmentto be
consulted.

Theresultof suchoral consultationshouldberecordedin a singlenoteon the file by
theofficer of thedepartmentto which thecasebelongs.Thenotewill stateclearly the
conclusionsreachedandthe reasonsthereof.A copy of the notewill alsobe sentto
the departments consulted in order that they have a record of the conclusions reached.

(6) Reopeningof decisionsarrivedatafterproperinter-departmentalconsultations
shouldnormally be avoided. In caseadequategroundsexist for re-openingof such
issues, it should be settled after a quick re-assessment.  

98. In casetwo or moredepartmentspersistwith their respectiveviewpoints
leading to a deadlockor impasse,such issuesshould be sortedout by
raising the level of considerationto a forum like the Committee of
Secretariesheadedby the CabinetSecretaryor to the level of Ministers
concerned,to arriveat a quick decisionwithout continuingwith protracted
correspondence/discussions among the disputing departments.

(8) NodalMinistries/Departmentswhich renderadviceto variousdepartmentsand
do so throughdifferent Divisions, will ensurethat the views expressedby them at
inter-departmentaldiscussionsareconsistent,and they arenot found deviatingfrom
their views on different occasions. The expressionof conflicting views by the
differentDivisionsof thesamedepartmentduringsuchinter-departmentaldiscussions
should be discouraged.  

55. Nodal Ministries/Departments- In order that the number of interdepartmental
referencesare minimisedso as to facilitate reducedpaperwork and fasterdecision
making,nodalMinistries/DepartmentssuchasLaw, Finance,Personnel,Electronics,
Environment,Planning Commission,Surface Transport,Petroleum,etc. may lay
down clear guidelines on their respectivesubjectsfor individual departmentsto
follow. Guidelinesshouldbe so framedthat referenceto nodal departmentswill be
necessary in exceptional cases only.

56. Referencesto theAttorney-Generalof India - Referencesto theAttorney-Generalwill
be made only by the Ministry of Law, Justice and Company Affairs.

57. Referencesto constitutional/statutoryAuthorities- Referencesto constitutionaland
statutoryauthoritiessuchasElectionCommissionof India will normally be madein



the letter form addressedto Principal Secretary/Secretary.In no case office
memorandum will be sent to such authorities by the Ministries/ Departments.

58. Referencesto the Comptroller and Auditor General of India - Referencesto the
ComptrollerandAuditor Generalof India for his views or advicecanbe madeonly
by or through the Ministry of Finance.In matters of day-to-dayadministration,
Ministries/departmentsmay, however,corresponddirect with the Comptroller and
Auditor General of India at their discretion.

59. Referencesto theUnion PubicServiceCommission- Referencesto the Union Public
ServiceCommissionwill normally be madein the form of lettersaddressedto the
Secretary.In certain matters,e.g., requisitions for recruitment, formal references
should ordinarily be preceded by personal discussion at appropriate levels.

60. Correspondencewith Union Territory Administrations- All communicationsof a
routine naturewhich clearly relate to the businessof a particular department,will
ordinarily be addressedto the Secretary in the appropriatedepartment.Other
important communicationsmay be addressedto the Chief Secretary or the
Administrator.

61. Correspondence with State Governments - 

(1) Communicationson the subjectswhich clearly relate to the businessof a
particulardepartmentwill normally be addressedto the Secretaryof that department.
Other communicationsincluding thoseof specialnatureor importancewarranting
attentionat higher levels, may be addressedto the Chief Secretary.Demi-official
letterscan also be sent to officers of StateGovernments.In caseof demi-official
communicationsto the Chief Secretaryof a State,this level will not be below the
level of Joint Secretary.

(2) Communications other than those of a purely routine nature, e.g.,
acknowledgements,will not ordinarily be addressedto StateGovernmentsexcept
with the prior approvalandover the signatureof the branchofficer. Purely routine
communications can, however, be signed by a section officer.

62. Correspondencewith the Lok Sabha and the Rajya Sabha Secretariats -
Communicationsmeantfor the Lok SabhaSecretariator the RajyaSabhaSecretariat
and requiring urgent or high level attention may be addressedto the Secretaries
concerned and not to the Speaker or the Chairman direct.

63. Correspondence with Members of Parliament - 

(1) Communicationsreceivedfrom Membersof Parliamentshouldbeattendedto
promptly.

(2) Where a communicationis addressedto a Minister, it should, as far as
practicable,be replied to by the Minister himself. In other cases,a reply should
normally be issued over the signature of an officer of the rank of Secretary only.

(3) Where,however,a communicationis addressedto the headof anattachedor
subordinateoffice, Public Sector Undertakings,Financial Institutions (including
nationalisedbanks)Division/BranchInchargein a Ministry/Department/Organisation,
it shouldbe replied to by the addresseehimself. In routinematters, he may sendan
appropriate reply on his own. In policy matters, however, the officer should have prior



consultationwith higher authoritiesbefore sendinga reply. It should,however,be
ensuredthatminimum level at which suchrepliesaresentto Membersof Parliament
is that of Under Secretary and that also in letter form only.

(4) Normally informationsoughtby a Membershouldbe suppliedunlessit is of
sucha naturethat it would havebeendeniedto him evenif askedfor on the floor of
the Houses of Parliament.

(5) As far aspossible,in correspondingwith Membersof Parliament,pre-printed
or cyclostyled replies should be avoided.

(6) In casea referencefrom an ex-Member of Parliamentis addressedto a
Minister or Secretary,reply to such referencemay be sent by the concerned
DivisionalHeadafterobtainingapprovalof theSecretaryof theMinistry/ department.
In casethe referenceis addressedto a lower level officer, reply to suchreference
could be sent by the officer on his own in non-policy casesand after obtaining
approvalof the higher authoritiesin policy cases.However, the minimum level at
which reply could be sentshouldbe that of an UnderSecretaryandthat too in letter
form only.

64. Correspondencewith Ministers of StateGovernments- The procedurelaid down in
theaboveparagraphmayalsobefollowed in dealingwith communicationsreceivedfrom the
Ministers of State Governments.

65. Correspondencewith Foreign Governmentsand International Organisations -
Correspondencewith Foreign Governmentsand their Missions in India, Headsof Indian
Diplomatic MissionsandpostsabroadandUnited Nationsand its specialisedagencieswill
normally be channelisedthrough the Ministry of External Affairs. The exceptionsunder
which direct correspondencemay be resortedto are indicatedin the instructionsentitled
`Channelof communicationbetweentheGovernmentof India andStateGovernmentson the
onehand;andForeignandCommonwealthGovernmentsor their Missionsin India,Headsof
IndianDiplomaticMissionsandpostsabroadandUnitedNationsandits specialisedagencies
on the other' issued by the Ministry of External Affairs.

66. Prompt response to letters received -

(1) Eachcommunicationreceivedfrom the Memberof Parliament,a memberof
thepublic, a recognisedassociationor a public bodywill beacknowledgedwithin 15
days, followed by a reply within the next 15 days of acknowledgement sent.

(2) Where(i) delay is anticipatedin sendinga final reply, or (ii) informationhas
to be obtainedfrom anotherMinistry or anotheroffice, an interim reply will be sent
within a month(from thedateof receipt)indicatingthepossibledateby which a final
reply can be given.

(3) If any suchcommunicationis wrongly addressedto a department,it will be
transferredpromptly (within a week) to the appropriatedepartmentunderintimation
to the party concerned.

(4) Wherethe requestof a memberof the public cannotbe accededto for any
reason, reasons for not acceding to such a request should be given.



(5) As far aspossible,requestsfrom membersof public, shouldbelookedat from
the user'spoint of view and not solely from the point of view of what may be
administratively convenient.

67. Target date for replies - In all important matters in which State Governments,
departmentsof theCentralGovernment,or otheroffices,public bodiesor individuals
areconsulted,time limit for repliesmayordinarily bespecified.On theexpiry of the
specifieddate,ordersof the appropriateauthority may be obtainedon whetherthe
officeswhosereplieshavenot beenreceived,maybeallowedanextensionof time or
whether the matter may be processed, without waiting for their replies.



CHAPTER IX

DRAFTING OF COMMUNICATIONS

68. Procedure for drafting -

(1) No draft is requiredto be preparedin simple and straight-forwardcasesor
thoseof a repetitivenaturefor which standardforms of communicationexist. Such
cases may be submitted to the appropriate officer with fair copies of the
communication for signature.

(2) It is not alwaysnecessaryto await theapprovalof theproposedline of action
andthedraft will beput up simultaneouslyalongwith thenotesby the initiating level
officer. Thehigherofficer mayrevisethedraft if it doesnot conformto theapproved
course of action. 

(3) After a final decisionis takenby thecompetentauthorityhemayhavethefair
communicationmade for his signatureand authoriseits issue;otherwise,he will
prepare a draft and submit it to the appropriate higher officer for approval.

99.Theofficer approvingthe issueof a draft will appendhis initials with the
dateon thedraft. It is alsoexpectedof him thathepassesorderson thefile
simultaneouslywhetherthe draft so approvedshouldbe kept on the file
(along with the office copy of the communication issued in fair) or not.

100.Initial drafting will be done in black or blue ink. Modifications in the
draft at the subsequentlevels may be madein greenor red ink by the
officers so as to distinguish the corrections made.

69. General instructions for drafting -

(1) A draft shouldcarry the messagesoughtto be conveyedin a languagethat is
clear, concise and incapable of misconstruction.

(2) Lengthy sentences,abruptness,redundancy,circumlocution,superlativesand
repetition, whether of words, observations or ideas, should be avoided.

(3) Official communicationsemanatingfrom a departmentand purporting to
conveytheviewsor ordersof theGovernmentof Indiamustspecificallybeexpressed
to havebeenwritten underthedirectionsof Government.This requirementdoesnot,
however,imply thateachcommunicationshouldstartwith the phrasè I am directed
to say'or `The undersignedis directedto convey',which hasthe effect of distancing
the communicatorfrom the readerat the very outset.A moredirect andto-the-point
format is to be preferredif somedegreeof rapport is to be establishedwith the
receiverof thecommunication.Theobligatoryrequirementcanbemet in a varietyof
imaginativeways.For instance,variationsof thephrasecanbeaddedto theoperative
part of the letter towards the end as under:

.......…….Ihavethepleasureto inform you thatthegovernment,on reconsiderationof
the matter, has decided to sanction an additional grant of........…….

or

…....…....Inthe light of theabovedevelopments,governmentconveysits inability to
accede to.........……..



(4) Communicationsof some length or complexity should generally conclude
with a summary.

(5) Dependinguponthe form of communicationthe subjectshouldbementioned
in it (including reminders).

(6) Thenumberanddateof the lastcommunicationin theseries,andif this is not
from theaddressee,his last communicationon the subject,shouldalwaysbereferred
to. Where it is necessaryto refer to more than one communicationor a seriesof
communications, this should be done in the margin of the draft.

(7) All drafts put up on a file shouldbear the file number.When two or more
communicationsare to issuefrom the samefile to the sameaddresseeon the same
date,a separateserialnumbermaybeinsertedbeforethenumeralidentifying theyear
to avoid confusion in reference,e.g., A-11011/5(I)/2001-Est.,A-11011/5(II)/2001-
Est.

(8) A draft shouldclearlyspecifytheenclosureswhich areto accompanythe fair
copy. In addition, short oblique lines shouldbe drawn at appropriateplacesin the
margin for ready referenceby the typist, the comparersand the despatcher.The
numberof enclosuresshouldalsobe indicatedat the endof the draft on the bottom
left of the page thus-`Encl. 3'.

(9) If copies of an enclosurereferred to in the draft are available and are,
therefore,not to be typed,an indication to that effect will be given in the marginof
the draft below the relevant oblique line.

(10) If the communicationto be despatchedby post is important (e.g., a notice
cancelling a licence or withdrawing an existing facility) or enclosesa valuable
document(suchasanagreement,servicebookor a cheque)instructionsasto whether
it shouldbesentthroughregisteredpostor speedpostor in an insuredcover,will be
given on the draft by the section officer concerned with its issue.

(11) Urgent communications with bulky enclosures to far-flung areas like
Andaman& NicobarIslandswill be arrangedto bedespatchedby Air Parcelthrough
Indian Airlines. The addresseewill alsobe advisedthroughwirelessto takedelivery
of the consignment.Instructions to this effect will be given by the Divisional
Head/Branch Officer/Section Officer at the time of approval of draft.

(12) Thename,designation,telephonenumber,fax number,ande-mail addressof
theofficer, over whosesignaturethecommunicationis to issue,shouldinvariablybe
indicated on the draft.

(13) In writing or typing a draft, sufficient spaceshouldbe left for themarginand
between successive lines to admit additions or interpolation of words, if necessary.

(14) A slip bearingthewords`Draft for approval'shouldbeattachedto thedraft. If
two or moredraftsareput up on a file, thedraftsaswell asthe slipsattachedthereto
will be marked `DFA I', `DFA II', `DFA III' and so on.

(15) Draftswhich areto issueas`Immediate'or `Priority' will beso markedunder
the orders of an officer not lower in rank than a Section Officer.



(16) Instructions contained in Appendix 7 will be observed while drafting.

70. Authentication of Government Orders -

(1) All orders and other instrumentsmade and executedin the name of the
Presidentshouldbeexpressedto bemadein his nameandsignedby anofficer having
regularor ex-officio secretariatstatusof andabovethe rank of UnderSecretary,or
other specifically authorisedto authenticatesuch orders under the Authentication
(Orders and Other Instruments) Rules, 1958.  

(2) Wherethe powerto makeorders,notifications,etc., is conferredby a statute
on the Governmentof India, suchordersand notifications will be expressedto be
made in the name of the Government of India.

71. Addressingcommunicationsto officersby name- Normally no communication,other
thanthatof a classifiednatureor a demi-official letter,shouldbeaddressedor marked
to an officer by name,unlessit is intendedthat the matter raised therein should
receive his personal attention either becauseof its special nature, urgency or
importance, or becausesome ground has already been covered by personal
discussions with him and he would be in a better position to deal with it.

72. Drafting of demi-official letters - 

(1) As the objectiveof writing a demi-official (d.o.) letter is to call the personal
attentionof theaddressee,thestyleof writing shouldbedirect,personalandfriendly.
More usageof active voice is to be preferred.(E.g., `I notice' rather than `It is
noticed').It is expedientto cometo the issueat the beginningitself e.g. `I seekyour
cooperation in the matter of........………’

101.A d.o. letter shouldpreferablynot exceedonepage.If the messageto be
conveyedis lengthy,it is betterto condenseit into onepagein a few small
andhealthydivided paragraphsin a mannerthat holds the interestof the
addressee, the detailed arguments can be set out in appendices.

102.The colour code in d.o letter will be as follows. A d.o. letter from a
Minister will exhibit theNationalEmblemin bluecolourandthat from an
officer will exhibit the National Emblem in red colour.



CHAPTER X

ISSUE OF DRAFTS

73. Marking of drafts for issue -

After a draft has been approved, the section officer will:

(1) examinethe draft to seethat all correctionsof spellingandgrammar,etc.,
have been properly carried out and that there are no typographical errors;

(2) photocopy of signed communication will be preferably kept as office copy;

(3) ensurethat copiesof enclosuresare attachedto the draft wheretheseare
available in the section;

(4) give clear indication on the draft, where a communication is to be
despatchedby a special messenger/fax/speedpost/registeredpost on
account of its special nature, importance or urgency;

(5) markthedraft for `issue'(if therearemorethanonedraft for issuefrom the
same file, indicate the total number of drafts, e.g., `issue 3 drafts'); and

(6) mark the file for recording it in a case where the issue of said
communication constitutes final disposal of the case under consideration.

74. Fairing of approveddrafts - All stagesof actionafter the approvalof draftsending
with signing of fair communicationswill be performedin the section except where
centralised typing pool exists. 

 The same procedure may be followed for issue of drafts generated through computer.

75.Procedure to be followed in sections :-

(1) Sectionofficer, while markingthe draft for typing andbeforepassingon the
file to thediarist,will ensurethatclearindicationhasbeengivenwherecopiesof any
paperscontainedin any file are to be typed or photocopiedor a computerprintout
taken as enclosure(s).

(2) The diarist will:

(a) enterthenumberof thefile markedfor recording[asperpara73(6)] in
column 2 of the 'registerfor watchingthe progressof recording'(Appendix
24); and

(b) pass on the file to the typist.

(3) The approveddraft will be fair typed, comparedand got signed.General
instructions regarding typing given in para 77 will be observed.

(4) On returnof signaturepads,the sectionofficer will seethat fair copieshave
beenduly signedby the officer and makesurethat corrections,if any, madewhile
signing are carried out in all copies.

(5) Thesignedfair copies,togetherwith office copies,draftsandrelevantfile/files
will then be passed on to the diarist.

(6) The diarist will:

(a) enter the number of the fair communicationsand office copies in
messenger book; and



(b) sendthe fair communicationsandoffice copies,alongwith messenger
book, to the despatcherof the central issuesectionat appropriateintervals
during the day.

(7) The despatcher will:

(a) remove the fair communications and office copies; and

103.acknowledge receipt in the messenger book.

(8) In caseof urgentcommunications,dakmaybeissueddirectly from thesection
concerned at the discretion of the section officer.

76. Procedure to be followed in desk - 

(1) After a draft has beenapprovedor a letter has beendictatedby the desk
functionaryfor fair typing, thestenographerattachedto thedeskfunctionarywill type
the letter, get it comparedandsigned.Generalinstructionsregardingtyping given in
para 77 will be observed by the stenographer.

(2) Thestenographerwill addall relevantenclosuresto thesignedcommunication
andsendit to the Central IssueSectionfor despatchthroughmessengerbook after
making necessary entries in it.

(3) A deskfunctionarymay draw on the servicesof the wing Registry,wherever
setup, for attending to extra typing work.

77. General instructions regarding typing

(1) Urgent drafts will be attended to first.

(2) Fair copiesof all communicationswill be typed on printed letter headsof
suitablesizes.The nameof the issuingdepartmentswith full addressincluding PIN
code, telephonenumber, telegraphicaddress,telex code, Fax number and e-mail
address if any, will be got printed on the letter heads.

(3) Fair copies will be typed with single spacing unless otherwise directed.

(4) Theobliquelinesdrawnin the marginto indicatethenumberof enclosuresto
be sent along with the letter will be indicated at the appropriate places.

(5) Stencilswill be cut whenevermore than 50 copiesof a communicationare
required.

104.Thetypist will typehis initials with datein the left handbottomcornerof
the fair copy e.g., RCK/20-05-2001.

105.In a computerenvironmentusernamealongwithpathwill be indicatedon
the fair copy by the typist (except classified documents).

78. Procedurewherecentralisedtypingpool exists- Stepsfrom themarkingof draftsfor
issueupto the stageof signing of fair communicationsunder a centralisedtyping
arrangement have been laid down inter alia in paras 79 to 84.

79. Marking of drafts :-

(1) Sectionofficer, while marking the drafts for issueandbeforepassingon the
file to the diarist, will:



(a) indicatewhetherfair copiesare to be signedby the officer approving
the draft or are to be authenticatedfor issueby the sectionofficer of the
central issue section as per para 84; and

(b) write thewords`with file' on thedraft wherethe file alsois to be sent
to the centralissuesection,e.g.,wherecopiesof any papercontainedtherein
are to be typed as enclosures.

(2) The diarist will:

(a) enterthefile numberof the file `markedfor record'[asperpara73(7)]
in column2 is the`registerfor watchingthe progressof recording'(Appendix
24);

(b) removethe draft, unlessthe file itself is to be sentto the centralissue
section,place it in the pad prominentlymarked`drafts for issue'and make
suitableentry (e.g., sent for issueon 20-3-2001)in the margin of the notes
portion of the file;

(c) mark the movementof the file in the file movementregister [para
100(1) and Appendix 23], where the file is to be sent with the draft;

(d) enterthe numberof draftsof communicationsandof the files (if the
files areto besentalongwith thedraftsof communications)in themessenger
book;

(e) sendtheseto the centralissuesectionat appropriateintervalsduring
the day; and

(f) report to the sectionofficer, at the end of eachday, the numberof
draftsnot receivedbackwithin two daysfrom thedatethoseweresentto the
central issue section.

(3) The receiptof the drafts of communicationsin central issuesectionwill be
acknowledgedin themessengerbook andthemessengerbook returnedto thesection
concerned.

80. Stampingof drafts.-On receiptin the centralissuesection,thedraftswill be stamped
with theuseof anautomaticnumberingmachine,havinganadjustabledate,asperspecimen
given below.

81. Distribution of work among typists  -

(1) The drafts will then be placedbeforethe sectionofficer of the central issue
sectionwho will mark them to the typists for fair typing by indicating their initial
letters(e.g.,TKM), in thespaceprovidedin thestampfor thepurpose.To enablehim
to distribute the typing work among the typists equitably, he will maintain a
distribution chart (Appendix 12).

Date …………………………
S.No. ………………………..
Typists ………………………
Comparers …………………..



(2) The typist will enterin the typist'sdiary (Appendix13) thedraftsreceivedby
him for typing.

(3) The drafts will be typed in accordancewith the instructions in para 77.
Thereafterat the end of the day, the typist will submit the diary, togetherwith the
unfinished typing work, to the section officer.

(4) The section officer will:

(a) complete the distribution chart;

(b) arrangefor the typing of urgent untyped work outside office hours,
where necessary; and

(c) take the arrears into account in allocating fresh work on the next working
day.

82. Registration of draft -

(1) Before the draftsare handedover to the typists, thesewill be enteredin the
issue diary (Appendix 14).

(2) Drafts of telegramsand other communicationsmarked`immediate'will be
entered in red ink to distinguish these from the rest.

(3) At the end of the day, the clerk maintainingthe issuediary will submit his
diary to the section officer for assessing arrears and for taking appropriate action.

83. Comparison- Thetypedmatter,alongwith thedraftsandrelevantfiles, if any,will be
passed on by the typists to the comparers who will:

(1) compare the fair copies with the draft;

(2) initial (with date)in thespaceprovidedfor thepurposein thestampaffixed on
the draft;

(3) attachenclosures,if any,andwrite theword `attached'below the obliqueline
on the office copy; and

(4) sendthe fair copies,along with enclosuresand the duplicateoffice copy, if
any,togetherwith theapproveddrafts,in a signaturepadto theofficer concernedfor
signature (vide para 84).

84. Signing of fair communications -

(1) Departmentsmay issueinstructionsauthorisingsectionofficer of the central
issue section to authenticate specified categories of fair communications for issue.

(2) Such authorisations, however, will not extend to:

(a) orders and instruments issued in the name of the President;

(b) financial sanctions; and

(c) communicationsto Membersof Parliament,StateGovernments,public
bodies and members of the public generally.

(3) Authenticationby sectionofficer of fair copiesof communicationsfor issue,
where permitted, will be done in the manner indicated in Appendix 15.

(4) Signingof fair communicationsandmovementof `signaturepads'will receive
prompt attention.



(5) On return of signaturepads,the sectionofficer will seethat the fair copies
havebeenduly signedby the concernedofficer and that corrections,if any, made
while signing arecarriedout in all the copies.The signedfair copiestogetherwith
office copies, drafts and relevant files, if any, will then be passed on to the despatcher.

85. Issue of signed communication  - The despatcher of the central issue section will:

(1) date the fair copy, office copy and spare copies, if any;

(2) affix thestamp`Issued'(afteradjustingdate)asperspecimengivenabove,on
the office copy and initial it;

(3) wherefor any reasonan enclosurehasto be sentseparately,makea note to
thatofficer on thecommunication(both fair copyandoffice copy)andattacha slip to
the enclosureindicating the number and date of the communicationto which it
relates;

(4) separatethe communicationsto be sentby post, throughelectronicform, as
well asthoseto bedeliveredby hand,for furtherprocessingin accordancewith paras
86 and 87;

(5) enclosecommunicationsmeant for despatchby post or thoseaddressedto
officers by namein coversof appropriatesize ensuringat the sametime that all
communications intended for the same addressee are placed in a single cover;

(6) use economy slips (O&M 32) for all covers except;

(a) those with bulky contents;

(b) those addressed to foreign governments;

(c) those intended for despatch under registered or insured covers;

(7) wherewindow envelopesare in use,fold the fair communicationsin sucha
way that the address typed thereon is visible through the window;

(8) where other covers are used, write the addressand the number of the
communication on an economy slip or the cover, as the case may be; and

(9) bring to the notice of the section officer:

(a) urgentcommunicationswhich could not be despatchedon the day of
their receipt; and

(b) ordinarycommunicationswhich could not be despatchedevenon the
day following the day of their receipt.

86. Despatch of postal communications

(1) The despatcherwill hand over communicationsto be sent by post to the
peon/daftry, who will:

(a) separate those to be sent by foreign post from the rest;

ISSUED
Initials ………………………..
(Date) ………………………..



(b) pastethe telegrams,if typedon plain paper,over the printed form of
telegramsuppliedby theDepartmentof Postsandaffix servicepostagestamps
of the appropriate value thereon;

(c) if a credit depositaccountis maintainedfor issuing telegrams,affix
rubber-stampindicating the credit deposit accountnumberassignedto the
department in the space provided for affixing postage stamps;

(d) affix postagestampsof the appropriatevalueon covers,packets,etc.
where necessaryafter weighing them, using ordinary postagestampsfor
foreign post and service postage stamps for inland post;

(e) where postal franking machinesare in use, frank the covers, etc.
instead of affixing postage stamps;

(f) stamp the covers with a rubber-stampbearing the name of the
department; and 

(g) return the communications to the despatcher.

(2) Thedespatcherwill entertheparticularsof thecommunicationsandthe value
of stampsaffixed thereon in the despatchregister (Appendix 16). This can be
generated automatically in a computer environment.

(3) In the caseof telegrams,the serial numberassignedto them in the despatch
registerwill be notedat a convenientplaceon the top receiptportion of the printed
telegram form to facilitate the linking of the telegram receipts to the relevant entries in
the despatch register.

(4) Departmentsdespatchingregisteredpostexceedinga daily averageof 10 will
usepostal registrationbooksso that the outgoingregisteredcommunicationscould
straightwaybe enteredin that book insteadof in thedespatchregister.Eachentry in
such a book will then be got stamped by the post office.  

(5) If a communicationis to be sentby registeredpost (acknowledgementdue),
thenumberof thecommunicationwill bewritten on the `acknowledgementcard'also
so that, when received back, it can be sent to the section concerned.

(6) Receiptsfor telegrams,speedpost, registeredand insuredpost, etc. will be
checkedcarefullyby thedespatcher.Thesewill be filed properlyfor referencein the
event of need.

(7) In offices wheredespatchwork is heavyandwherecentraldespatchregisters
are maintainedin detail, the procedurefor maintenanceof servicepostagestamps
account will be given in Appendix 17.

87. Despatch of non-postal communications

(1) Non-postalcommunicationswill besortedout accordingto the locationof the
addressees,enteredin messengerbooksandhandedover to messengerfor delivery to
the addressees.

(2) Messengerbookswill be numberedserially andan adequatenumberof such
books allotted to each department/officeor several departments/officesgrouped
conveniently according to their location.



(3) Urgent communicationswill be despatchedpromptly. The time of despatch
will invariablybenotedin themessengerbook.Thereceiptswill similarly berequired
to indicatethe time of their receipt.Ordinarycommunicationswill be despatchedat
least twice a day at suitable intervals.

(4) Only urgent communicationswill be despatchedoutside office hours. No
communication will be sent to an officer at his residence unless:

(a) it is of such a nature that action thereon cannot wait till the
commencement of the next working day;

(b) it is marked `immediate' and addressed to the officer by name; and

(c) its delivery to theofficer'sresidencehasbeenauthorisedby thebranch
officer concerned at the despatching end.

(5) After the communicationshavebeendelivered,the despatcherwill examine
the messengerbooksto seethat all the communicationsenteredtherein,havebeen
duly acknowledgedby therecipientsunderdatedsignatures,written in ink. Instances
wherethecommunicationshavenot beenacknowledgedwill be immediatelybrought
to the noticeof the sectionofficer of the centralissuesectionfor investigationand
further suitable action.

a. Urgent communications sent through fax will generate a
confirmation slip of delivery on the fax machine,which will be
recorded on the file along with the office copy. The original
communicationsent through fax will subsequentlybe sent in a
routine manner also.

b. E- mail will be used in offices having computerssupportedby
internet or intranet connectivity. Messagesreceivedthrough e-
mail will ordinarily be replied to in the sameform by the officer
receivingthemessageor his subordinate.E-mail correspondence
may also be initiated to cut down the time taken in
communications on issues not having financial or legal
implications. All points emergingduring e-mail correspondence
will be recorded through a note on the file concerned.

88. Returnof papers- After issueof fair communicationsthe despatcherwill makeover
office copies,togetherwith draftsandrelevantfiles, if any, to the clerk maintaining
the issue diary. The latter will return the papersto the diarists of the sections
concerned after making entries in column 3 of the issue diary.

89. Issue of inter-departmental notes

(1) Drafts of self-containedinter-departmentalnoteswill be issuedin the same
manner as any other draft.

(2) Inter-departmentalnotessoughtto be recordedon files will be fair typedand
comparedin the sections/desksconcernedbut despatchedthrough the central issue
section.

(3) Before sendingthe files to the central issuesectionfor despatchthe diarist
will:



(a) mark the movementin the file movementregister(whererelevant,in
electronicform) in the caseof section'sown file and in the sectiondiary in
other cases (movement is to be updated against file or diary number);

(b) in respectof section'sown files, preparea challan (O&M 10) in
duplicateandplaceonecopyon thefile andmakeovertheotherto thedealing
hand concerned;

(c) enter the file in the messenger book; and

(d) send it to the despatcher of the central issue section.

(4) In the desksystem,the jobs correspondingto (a) to (d) will be performedby
the stenographer/assistant attached to the desk functionary.

(5) The despatcher will:

(a) remove the file for despatch to the addressee;

(b) acknowledge its receipt in the messenger book; and

(c) return the messenger book to the section concerned.

90. Stamps Account register

(1) The despatcherwill maintain an accountof the postagestampsin the form
given in Appendix 18.  

(2) TheSectionOfficer will checktheentriesmadein the registereverydayand
appendhis datedsignaturein token of his having done so. He will also conduct
surprise test checks of envelopes ready for despatch by post to make sure:

(a) that the valueof stampsaffixed thereontallies with that shownin the
despatch register; and

(b) thattherequiredvaluehasbeensecuredby usingtheminimumnumber
of stamps of appropriate higher denominations.

(3) The branchofficer in-chargeof the centralissuesectionwill also inspectthe
two registersoncea monthandverify thatthevalueof stampsin handtallieswith that
shown in the register. In the computerisedenvironmentthis information will be
generated once a month.

91. Action after issue

(1) On receipt of papers after issue, the diarist will:

(a) check that the office copies bear the stamp issued;

(b) makesurethat files andotherpaperssentwith thedraftsto thecentral
issue section have been received back;

(c) make entries about the return of files in the file movement register;

(d) make entries in section despatch register (Appendix 19);

(e) place office copies, with drafts, if any, on the relevant files; and



(f) pass on the files to the dealing hands concerned.

(2) The dealing hand will:

(a) docket the communication(s)issuedalong with the original of the
approved draft(s) where so required.

(b) examinewhetherthe caseis fit for inclusion in any of the following
reports and obtain orders of the appropriate officer:

(i) weekly statement of cases (automatically generated in
computerenvironment), otherthanthoseof a routinenature,disposed
of without referenceto the Minister-in-charge(Appendix 20), to be
submittedto theMinister in accordancewith departmentalinstructions;
and

(ii) monthly summaryof the principal activitiesof the department
to be furnished to the Cabinet Secretariatin accordancewith the
instructions issued by it.

(c) initiate actionto recordthefile whereit hasbeenmarkedfor recordby
the section officer [vide part 73(6)].

(d) if a reply to the communication issued is to be awaited or further action
on the file is to be resumed at a later date-

(i) mark the file for being brought forward on that date. In
computer environment an entry will automatically generate a reminder
on that date;

(ii) makea noteof it in the engagementcalendaranddiary or the
relevant date; and

(iii) passon the file to thediarist for recordingits movementin the
file movementregistervide para100[Similar actionwill be takenalso
on duplicate copies of challan in respectof files referred to other
departments vide para 89(3)(b)].

(3) Thesectionofficer will scrutinisethe sectiondespatchregister(Appendix19)
oncea weekto seethatit is beingproperlymaintainedandappendhis datedinitials in
tokenof scrutiny. In computerenvironmenthe will generateweeklyreport through
the computer.

(4) In thedesksystem,all activitiesoutlinedin sub-paras(1) to (3) abovewill be
performedby the desk functionarywith the assistanceof the stenographer/assistant
attached to him.

92. Reference lists

(1) To facilitate quick despatchof papersthe centralissuesectionwill maintain
the following lists and directories:

(a) residentialaddressesandtelephonenumbersof officersandstaff of the
department;

(b) departmentswhich havearrangementswithin the central registry for
receiptof dak outsideoffice hours(with nameand telephonenumberof the
official incharge);



(c) residential addressesand telephone numbers of officers of other
departmentsdesignatedto receiveurgentdak outsideoffice hours[vide para
12 (2) (b)];

(d) residential addressesand telephone numbers of officers of other
departments designated to receive parliamentary papers;

(e) postaladdressesof all offices underthe department,attachedoffices,
subordinate offices, autonomous bodies, etc; which deal directly with it;

106.telegraphicand e-mail addresses,and telephoneand fax numbers of State
Governments and other outstation offices frequently addressed;

107.Members of Rajya Sabha and Lok Sabha (including Council of Ministers);

(h) Delhi Official Directory issued by the President's Secretariat;

(i) Official Directory issued by the Ministry of Home Affairs;

(j) List of India's RepresentativesAbroad issued by the Ministry of
External Affairs;

(k) Diplomatic List issued by the Ministry of External Affairs; and

108.Schedule of postal rates.

109.Postal PIN code directory

(2) These lists will be kept up to date and displayed prominently for easy
consultation by the despatcher, the resident clerk and other officials on duty.



CHAPTER XI

FILE NUMBERING  SYSTEM

93. File numberingsystem- A properfile numberingsystemis essentialfor convenient
identification,sorting,storageandretrievalof papers.The two systemsnow in usein
the secretariat are described below.

94. Functional file numbering system - 

(1) In thissystemtherangeanddimensionsof thesubjectsfalling underthescope
of business allocated to a department are analysed in the following sequence:

(a) the main functions of the department;

(b) the activities in each of these functions;

(c) the aspects or operations involved in each of these activities; and

(d) the factors to be taken into considerationrelating to each of these
aspects or operations.

(2) Thescopeof businessof a departmentis thusanalysedunderfour hierarchical
divisions, and accordingly the following four standard lists of headings are prepared:

(a) functional heads which may be called `basic heads';

(b) activity headswhich may be called`primary heads'asrelatedto each
functional head;

(c) aspector operationheadswhich may be called `secondaryheads'as
related to activity heads; and

(d) factor headswhich may be called`tertiaryheads'asrelatedto aspects
or operation heads.

(3) Basedupon the abovelists of heads,a functional file index for the various
substantivesubjectsdealt with by a departmenttogetherwith an identifying file
numberingsystemis thendevelopedin accordancewith Appendix21,which explains
the essentials of such a system.

110.For openingfiles relatingto establishment,finance,budgetandaccounts,
office suppliesandservices,andotherhouse-keepingjobs commonto all
departments,the standardisedfunctional file index including its file-
numberingsystem,issuedby the Departmentof AdministrativeReforms
and Public Grievances will be followed.

95. File numbering system based on subject classification -

(1) Each section will maintain approved lists of:

(a) standard heads, i.e. main subject headings concerning it; and

(b) standard sub-heads, i.e. aspects of the main subject headings.



(2) The standardheadswill bearconsecutiveserial numbers.No suchnumbers,
however, will be allotted to standard sub-heads.

(3) Thelists of standardheadsandsub-headswill bereviewedat thebeginningof
eachyearandrevised,if necessary,with theapprovalof thebranchofficer concerned.
The serial numbersonce allotted to the standardheadsshould not ordinarily be
changed.

(4) Beforeopeninga newfile, thedealinghandwill ascertainthestandardheadto
which the paperunderconsiderationrelates.He will then proposea suitabletitle of
the file for the approval of the section officer. The title will consist of:

(a) standard head;

(b) sub-headwhich will bemoreindicativeof the precisesubjectthanthe
`head',(where it is necessaryto havemore than one sub-headin a title the
general should usually precede the specific); and

(c) a brief contentindicatingthe questionor issueunderconsiderationin
relation to the standardheadandsub-headandwherenecessary,the specific
institution, person, place or thing involved.

(5) The title shouldbe asbrief aspossiblebut shouldgive at a glancesufficient
indicationof the contentsof the file so as to serveas an aid to its identification. It
shouldbearticulated,i.e. brokenup into components,eachconsistingof theminimum
possiblesubstantivewordsandexpressinganelementin thesubjectmatter.Eachpart
will beginwith a capitalletterandwill beseparatedfrom theprecedingoneby a bold
dash.

(6) As far aspossible,thereshouldbeaseparatefile for eachdistinctaspectof the
subject.Thetitle of a file shouldnot becouchedin very generalor wide termswhich
might attract large numberof receiptson different aspectsof the matter, thereby
making the file unwieldy.

(7) If the issueraisedin a freshreceiptor in thenoteon a currentfile goesbeyond
theoriginal scope,a newfile maybeopenedto dealwith it, afterplacingtherelevant
extracts or copies thereon.

(8) Every file will be assigned a file number which will consist of:

1. the serial number allotted to the standard head;

2. the serial number of the file opened during the year under the standard head;

3. the year of opening the file (all four digits i.e., 2000, 2001, etc.); and

(d) an abbreviated symbol identifying the section.

111.Thefirst threeelementsin the file numberwill beseparatedfrom oneanotherby
a slant strokeand the last two by a dash.Thus, files openedin, say, Scientific
ResearchSectionduring 2000underthestandardheadbearingserialnumber`3',
will be numberedconsecutivelyas 3/1/2000-SR,3/2/2000-SRand so on, where
`SR' represents the section.

Note: In a computerenvironmentfile numberingwill bedoneelectronicallyin either
of the systemsmentionedin Paras 94 and 95. A unique file number will be
automatically generated whenever a fresh file is opened.



96. Instanceswherefiles neednot beopened- Normally, no newfiles will beopenedfor
dealing with receipts of a purely routine nature (e.g. requestsfor supply of
unclassified factual information, notices of holidays, miscellaneous circulars) which:

(1) canbedisposedof straightawayby noting thereply on thesourcereceiptsand
returning them to the originators; or

(2) areunlikely to generatefurthercorrespondenceandthereforecanbeplacedin
a miscellaneousfile to be destroyedat theendof the year,or placedin the folder of
circulars, etc.; if on the subject.

97. File register- A recordof files openedduring a calendaryearwill be kept in a file
register(Appendix22) to be maintainedby the diarist. A list of approvedstandard
headsalong with the serial numbers identifying them should be pastedat the
beginningof the register.The pagesallotted to the standardheadsin the registers
shouldalsobeindicatedagainsteach. Electronicfile registerwill alsobemaintained
in a computer environment.

98. Part file - 

(1) If themainfile on a subjectis not likely to beavailablefor sometime andit is
necessaryto processa freshreceiptor a notewithout waiting for its return,a part file
maybeopenedto dealwith it. This devicemayalsoberesortedto whereit is desired
to consultsimultaneouslytwo or moresectionsor officersandit is necessaryfor each
of them to see the receipt noted upon.

(2) A part file will normally consist of:

(a) receipt or note dealt with; and

(b) notes relating thereto.

(3) Wheretwo or morepart files areopened,eachwill be identifiedby a distinct
number, e.g., part file I, part file II and so on.

112.A part file will be mergedwith the main file as soon as possible,duplicate
papers, if any, being removed.

113.Appropriateelectronicentry for openingof part file will bemadein a computer
environment,so that easytracking is facilitatedfor thepurposeof mergingof the
part file on to the main file on its return.

99. Transfer, reconstructionand renumberingof files - Wheneverwork is transferred
from one department/sectionto another,the former will promptly transferall the related
recordsincluding files, both currentandclosed,to the latter.The department/sectiontaking
overtherecordswill not divide, reclassifyor renumbertheclosedfiles transferredto it. In the
caseof currentfiles, the endeavourshouldbe to closethemat theearliestpossiblestageand
to opennew files accordingto the department's/section'sown schemeof classificationfor
dealing with the matter further.

A file will bereconstructedif it is misplaced.Thefile numberandthesubjectwill be
obtainedfrom the file registerandthe copiesof correspondencewill be soughtfrom



thecorrespondingdepartment.On receiptof all suchpaperstheywill bearrangedin
chronologicalorderon the file anda self-containednotewill bepreparedon thebasis
of thecopiesof correspondence,andplacedon thenotesportionof the reconstructed
file.

.

100. Movement of files and other papers - 

(1) Movementof files will be enteredin the file movementregister(Appendix
23).

(2) Whencurrentfiles arelinked asperpara44, themovementof the linked files
will be markedin the spaceallotted in the file movementregisterfor the file with
which thesearelinked andalsoindividually in thespaceallottedin thefile movement
registerfor eachof the linked files in the mannerillustratedin notes2 and3 under
Appendix 23.

(3) Whenrecordedfiles areput up with a file, themovementof the recordedfiles
will be markedin the spaceallotted in the file movementregisterfor the file with
which theseareput up in the mannerillustratedin note4 underAppendix23. It will
also be ensuredthat the procedureregardingrequisitioningof recordedfiles as laid
down in para 115 is observed.

(4) Movementof files receivedfrom otherdepartments/sectionsandotherreceipts
which havenot beenbroughton to a file in thereceivingsection,will benotedin the
`remarks' column of the section diary.

(5) No current file will be issued to other sections except against written
requisition and after marking its movement in the file movement register.

(6) Files and other papersmarked by the Under Secretaryto other officers,
sections or departments will be routed through the section for noting their movement.

(7) When the files are handedover personallyby the Under Secretaryto other
officers, he will inform the section officer accordingly who will ensurethat the
movement of such files is marked in the file movement register.

114.The personalstaff of officers of the rank of DeputySecretaryandabove
will maintain the movementof papersreceivedby their officers in the
respectivepersonalsection diary (Appendix 4). Movement of any file
handedoverpersonallyto a higherofficer or to theMinister will similarly
be noted by the personalstaff. Papers/Filesmarked by them to other
departments,however,will be routedthroughthe sectionconcerned,for
noting their movementin the file movementregisteror sectiondiary as
appropriate.

(9) In a computer environment the movement of files will be recorded
electronically at every stage. 

101. Filing systemunderdeskpattern- Theprovisionsof paragraphs93 to 100will alsobe
applicableto the desk patternof functioning. Assistant/stenographerattachedto a



deskfunctionarywill assisthim in maintaininga properfiling systemandmovement
of files.



CHAPTER XII

RECORDS MANAGEMENT

102. Activities involved in records management – 

(1) Recordsmanagementcovers the activities concerningrecording, retention,
retrieval and weeding out.  

(2) Eachrecordcreatingagencywill nominatea DepartmentalRecordsOfficer
(DRO) who is not below the level of a SectionOfficer for overall records
management.

103. Stageof recording - Files shouldbe recordedafter action on the issuesconsidered
thereonhasbeencompleted.However, files of a purely ephemeralnature(suchas
casual leave recordsor circulars of temporarynature) containing papersof little
referenceor researchvaluemay be destroyedafter oneyearwithout beingformally
recorded.

104. Procedure for recording - 

115.Action for Recording:

After action on the issue(s)consideredon the file hasbeencompleted,the dealing
hand/initiatingofficer, in consultationwith his supervisoryofficer, shouldcloseand
record the file in the manner prescribed below:

(a) indicatethe appropriatecategoryof record(vide para105 below) and
in the caseof category`C', also specify the retentionperiod and the year of
destruction on the file cover;

(b) where necessary,revise the title of the file so that it describes
adequately the contents at that stage;

(c) getthefile indexed(vide para107below)unlessit is to beretainedfor
less than 10 years from the date of closing;

(d) extractfrom the file, copiesof importantdecisions,documents,etc.as
areconsideredusefulfor future referenceandaddthemto the standingguard
file/precedent book;

(e) remove from the file all superfluous papers such as reminders,
acknowledgements,routineslips,working-sheets,roughdrafts,surpluscopies,
etc. and destroy them;

(f) completeall referencesand, in particular, mark previous and later
references on the subject on the file cover;

(g) pass on the file to the record clerk;

(2) Action on Recorded Files

The record clerk will thereafter:



(a) completecolumns4 and5 of the file registerandcorrectthe entry in
column 2 where necessary;

(b) enterthe file numberin column2 of theregisterfor watchingprogress
of recording (Appendix 24);

(c) write theword `recorded'prominentlyin redink (makesuitableentries
in computer environment), across the entries in the file movement register;

(d) indicate page numbers and other references(except referencesto
alphabetical slips) in ink which were earlier made in pencil;

(e) indicatethe yearof review on the file coverin respectof categorỳ C'
files;

(f) preparefresh covers, where necessary,with all the entries already
made thereon; and

(g) hand over the file to the daftry/peon.

(3) The daftry/peonwill repair the damagedpapers,if any, stitch the file and,
showit to the recordclerk for makingentriesin the registerfor watchingprogressof
recording (Appendix 24) before keeping it in the bundle of recorded files.

105. Categorisationof records - Files may be recordedunderany one of the following
categories:

(1) Category 'A' meaning 'keep and microfilm' -This categorizationwill be
adopted for:

(a) files which qualify for permanentpreservationfor administrative
purposes(vide part `A' of Appendix 25) and which haveto be microfilmed
because they contain:

(i) a documentso precious that its original must be preserved
intact and accessto it in the original form must be restrictedto the
barest minimum; or

(ii) materiallikely to berequiredfor frequentreferenceby different
parties.

(b) files of historical importancesuch as those listed in Part `B' of
Appendix 25.

(2) Category`B' meaning`keepbut do not microfilm'-This categorywill cover
files requiredfor permanentpreservationfor administrativepurposes,suchas
thoselistedin part`A' of Appendix25. It will, however,excludethenatureof
materialfalling underthe categorydescribedin (i) or (ii) of sub-para(1) (a)
above and therefore need not be microfilmed.

(3) Category `C' meaning`keep for specifiedperiod only'-This categorywill
includefiles of secondaryimportanceandhavingreferencevaluefor a limited
periodnot exceeding10 years. In exceptionalcases,if the recordis required
to be retained beyond 10 years it will be upgraded to B category.



106. Stageof indexing - Files will be indexedat the time of their recording.Only those
files which are categorised as `A' and `B' (vide para 105) will be indexed.

107. Manner of indexing  - 

(1) While preparinga file for record(vide para104) thedealinghandor the desk
assistant will underline:

(a) the `index head',i.e., the standardheador the most importantcatch-wordin the
standardheadwhich will naturallyoccurto anyofficial searchingfor thefile and
which will determinethe positionof the relevantindex slip in the consolidated
index; and

(b) the`indexsub-head',i.e. thecatchword or catch-wordsin thestandardsub-heads
and/ or the `content' of the title which will give a further and more specific clue to
the file under search.

(2) Where the functional filing systemis followed, files neednot be indexed
under the basic,primary, secondaryand tertiary headsfor which the classification
schemeitself will provide the masterindex. However, such files will have to be
indexedunderthecatch-wordsusedin thecontentpartof the title which falls outside
the standardised headings.

(3) After indexheadsandsub-headsin thetitle havebeenapprovedby thesection
officer/desk functionary, the record clerk/desk assistant will:

(a) typeout, in duplicate,asmanyindexslipsasthereareindexheadsandsub-heads
underlined in the title;

(b) distinguishthe index headsfrom the sub-headsby typing the former in capital
letters;

(c) indicateat the top of the indexslipsall theheadsandsub-headsmentionedin the
title, onebelow the other, followed by the completetitle of the file and the file
number, as per specimens in Appendix 26;

(d) allot a pair of slips to each index headand sub-headby scoring out entries
relating to the others as per specimens in Appendix 26;

(e) arrangethe index slips in two sets,one in alphabeticalorder of the heads/sub-
headfor usein thesection,andtheother in the sequenceof file numbersfor the
use of the compiler of the departmental index;

(f) keepeachsetof a paperindex slips in separatespringclip foldersfor eachyear;
and

(g) indicatethedateof indexingon the file coverandinitial it in thespaceprovided
for the purpose.

(4) Index slips will normally be typed on good quality paper. In the caseof
importantfiles requiring frequentandurgentreference,however,card indexescould
also be prepared.Even here, the duplicate set meant for incorporation in the
departmentalindex will be typed on good quality paper. Card indexes, where
maintained,will be kept accordingto an alphabeticalorderof their respectivecatch-
words, in a single seriesfor all the years.Eachdepartmentwill issuedepartmental



instructionsspecifyingthecategoriesof files in respectof which cardindexeswill be
maintained.

(5) To ensureconsistencyandfacilitateconsolidationof departmentalindex,files
relating to parliamentarybusinesswill be indexednot only under the appropriate
standardheadsand sub-headsbut also, under the nature of such business,e.g.
parliament questions, cut-motion, resolutions etc.

108. Custody of index slips  -

(1) Index slips will remain in the custody of the record clerk.

(2) After all the files relating to a year have been recorded, the set of index slips in
respectof thatyearmeantfor usewithin thesection(viz, thatarrangedin alphabetical
order)will be neatlystitchedandthe stitchedcompilationkeptat a convenientplace
for reference by all concerned.

109. Compilation of departmental index -

(1) The index slips pertaining to files relating to a year will be sent to the compiler
of thedepartmentalindexoneyearafter thecloseof theyearto which they relate.If
somefiles of thatyearstill remaincurrentevenat thetime of sendingthe indexslips
as envisagedabove,the dealing handwith the approvalof the sectionofficer will
prepareindexslips in respectof suchfiles asarelikely to beretainedfor 10 yearsor
more from the date of recording. These will also be added to the set of slips being sent
to the compiler of the departmental index.

(2) The compiler of the departmental index will:

(a) edit the index slips by:

(i) allowing the full title to appear only on the main index slips, i.e. those
indexed under the index heads; and

(ii) scoringout the title on the subsidiaryindex slips, i.e. thoseindexed
undertheindexsub-headsandgiving acrossreferenceto therelevant
index head, as per specimen in Appendix 26;

(b) arrangethe indexslipsreceivedfrom differentsections,in alphabetical
order in a single series for the department as a whole; and

116.arrange for the printing or cyclostyling of the consolidated
departmental index for each year.

. NOTE :  In a computerized environment, indexing will facilitate easy retrieval.

110. PrecedentBook- Everysectionwill maintaina precedentbookin theprescribedform
(Appendix27) for keepingnoteof importantrulingsanddecisionshavinga precedent
value for ready reference.Entries in this record will be made at the earliest
opportunity and, in any case, at the stage of recording the file.

111. Record Retention Schedule  -

(1) To ensurethat files are neither prematurelydestroyed,nor kept for periods
longer than necessary, every department will:



(a) in respectof recordsconnectedwith accounts,observethe instructions
contained in Appendix 13 to the General Financial Rules;

(b) in respect of records, relating to establishment,personnel and
housekeepingmatterscommonto all departments,follow the `scheduleof
periodsof retention for recordscommon to all departments'issuedby the
Department of Administrative Reforms and Public Grievances;

(c) in respectof recordsprescribedin this Manual,observethe retention
periods specified in Appendix 28; and

(d) in respectof recordsconnectedwith its substantivefunctions,issuea
departmentalretentionscheduleprescribingtheperiodsfor which files dealing
with specifiedsubjectsshouldbe preservedin consultationwith the National
Archives of India.

(2) The above schedules should be reviewed at least once in 5 years.

112. Custody of records - 

(1) Recordedfiles will be kept serially arrangedin the sections/desksconcerned
for not more thanoneyear,after which they will be transferredto the departmental
record room. For files due for such transfer the register at Appendix 24 will be
consulted.

(2) In theeventof transferof work from onesectionto another,the relevantfiles
also will be transferred,after being listed in duplicatein the form at Appendix29.
Onecopyof this list will be retainedby thesectiontakingover thefiles for its record
and the other acknowledged and returned to the section transferring them.

(3) Files transferredby a section to the departmentalrecord room will be
accompaniedby a list of files (Appendix 29) in duplicate.The departmentalrecord
roomwill verify thatall thefiles mentionedin the list havebeenreceived,retainone
copy of the list and return the other, duly signed,to the sectionconcerned.In the
record room, these lists will be kept section-wise in separate file covers.

(4) The departmentalrecord room will maintain a record review register
(Appendix30) in which a few pageswill be allottedfor eachfuture year.Class`C'
files markedfor reviewin a particularyearwill beenteredin thepagesearmarkedfor
that year in the register.

(5) Files surviving the review undertakenon their attainingthe 25th yearof life
[vide para113(3)] will be stampedprominentlyas`transferredto NAI' andretiredto
theNationalArchives.Filestransferredto theNationalArchiveswill beaccompanied
by a list (in triplicate), onecopyof which will be returnedby theNationalArchives,
duly signed, to the departmental record room.

(6) Recordrooms will be properly ventilated,with adequatelighting and fire-
safety equipmentand avoid exposureto moisture. The recordswill be arranged
seriallysection-wiseandwill beregularlydusted.For properpreservationtherecords
will be periodically fumigated and moth-balls will be used.

(7) In a computerizedenvironment,it would be usefulto maintainlist of records
in electronic form, in the Departmental Record Room.



113. Review and weeding of records  - 

(1) A category‘C’ file will be reviewedon the expiry of the specifiedretention
period and weededout unless there are sufficient groundswarranting its further
retention. Justification for retaining a file after review will be recorded on the file with
the approval of branch officer/divisional head concerned. Retention after a review will
befor a periodnotexceedingtenyears,includingtheperiodalreadyretained.If a file
wasoriginally retainedfor a periodof 10 years,anyfurtherretentionwill requireup-
gradation of the category.

(2) Category‘A’ and category‘B’ files will be reviewedon attaining the 25th
yearof their life in consultationwith theNationalArchivesof India. In thesereviews,
the needfor revising the original categorizationof category‘B’ files may also be
considered.  

(3) Theyearof reviewof category‘C’ files bereckonedwith referenceto theyear
of their closingandthat for category‘A’ andcategory‘B’ files with referenceto the
year of their opening.

(4) Beginningin Januaryeachyear,thedepartmentalrecordroomwill sendto the
sections/desksconcernedthe files duefor review in that year,togetherwith a list of
files in the form at Appendix 31, in four lots-in January, April, July and September.

(5) (i) Files receivedfor review will be examinedby, or underthe directionof,
the SectionOfficer or the deskfunctionaryconcernedand thosefiles which are
no longerrequiredwill bemarkedfor destruction.Otherfiles maybemarkedfor
further retentionvide sub-paras(2) & (3). It may, however,be ensuredthat in
casean inquiry hasbeeninitiateddepartmentallyor by a Commissionof Inquiry
or as a result of Court proceedingshaving a bearing on the subject matter
containedin the files/documentsconcernedor the files/documentswhich are
requiredin connectionwith the implementationof order/judgementof anycourt
of law, suchfiles/documentswill not be destroyed,evenif, suchfiles/documents
have completed their prescribed life as per the Record Retention Schedule.

(ii) Files/documentsreferredto abovemaybe,destroyedonly aftersubmissionof
theReportby theCommissionor completionof inquiry or implementationof the
judgement/orderof the court(s), with the approval of the concernedJoint
Secretary/Headof the Department.In casetheimplementationof thecourtorder
has been challenged/appealedagainst either by the Governmentor by the
applicantin a higher court, the concernedfiles/documentswill not be weeded
until suchtime the appeal/challengeis consideredand finally decided.In such
cases the limitation period prescribed for appeals should also be kept in mind.

(6) After review the record clerk/deskassistantwill make entries of revised
categorization/retentionperiodin thefile registersandreturnthemto thedepartmental
record room along with the list (Appendix 31) after completing column 3 thereof.

(7) Thedepartmentalrecordroom,underthesupervisionof DepartmentalRecord
Officer (DRO), will:



(a) transfer category `A' and category `B' files surviving the review
undertakenat the 25th year of their life vide sub-para(3) above, to the
National Archives;

(b) in the case of other files:

(i) destroythosemarkedfor destruction,after completingcolumn
4 of the list of files (Appendix 29); and

(ii) restorethe rest i.e. thosemarkedfor further retention,to the
departmentalrecordstacksaftermakingthe requiredentriesin
the record review register in the case of category ̀C' files;

(8) Recordsnot falling within thedefinitionof file, e.g.,publications,sparecopies
of circulars,orders,etc.,will alsobesubjectedto periodicreviewsat suitableintervals
and thoseno longer neededshouldbe weededout. To facilitate suchreviewseach
section will maintain a register in the form at Appendix 32.

(9) Consideringthe urgencyto reducethe volumeof recordsnow beingretained
without any significantneedfor their retention,thefollowing measuresmaybe taken
in the Ministries/Departments:-

(a) A specialdrive maybe launchedevery6 monthsto record/reviewall old files
andto weedout thoseno longerneeded.Theresultsof suchspecialdriveswill
be sent to DAR&PG in the proforma shown in Appendix 33;

(b) Each Joint Secretary may review every quarter the state of
indexing/recording/review/weedingout of files in his wing and allot time
bound tasks towards this and to the members of the staff;

(c) Inspectingofficers may be askedto pay special attention to the stageof
RecordsManagementin the sectionsas well as the DepartmentalRecord
Rooms during their inspections.

(10) The following manner of Weeding/Destruction of records will be adopted:

117.Routine files/records will be manually torn into small pieces and disposed.

118.Classified files/records will be destroyed by use of shredder, and .

119.Secretfiles/recordswill alsobe incineratedafterbeingshreddedasperprovision
under ‘DepartmentalSecurity Instructions’ issued by the Ministry of Home
Affairs.

114. Recordsmaintainedby officersandtheir personalstaff - Eachdepartmentmayissue
departmentalinstructions to regulate the review and weeding out of records
maintained by officers and their personal staff.

115. Requisitioning of records  -

(1) No recordedfile will be issuedfrom the sectional,departmentalor Archival
recordsexceptagainsta signedrequisitionin form prescribedunderPublic Records
Act, 1993in thecaseof Archival recordsandin the form at Appendix34 in the case
of other records.

(2) Requisitionsfor files belongingto otherdepartmentsandin thecustodyof the
NationalArchiveswill begot endorsedby the departmentconcernedbeforethey are
sent to the Archives. If the requisitionedfile happensto be a confidentialone, the



Archives will not supply the file direct to the requisitioningdepartmentbut route it
through the department to which it belongs.

(3) The requisition will be kept in the place of the file issued.

(4) If therequisitionedfile is onethathasbeenmicrofilmedor printed,normallya
microfilmed or printed copy andnot the original will be issuedto the requisitioning
department.

(5) If a requisitionedfile initially obtained for being put up in one case is
subsequentlyput up on another,a fresh requisitionshould be given to the section
daftry or sentto the departmentalrecordroom or the NationalArchives,as the case
may be, for replacingthe original requisition which will be returnedto the office
concerned. In the caseof recordsobtainedfrom the National Archives, the fresh
requisition slip will be prominently marked `change slip'.

(6) On return,therequisitionedfile will berestoredto its placeandtherequisition
returned to the section/official concerned.

(7) Files obtainedby a sectionfrom the departmentalrecordroom will normally
be returnedwithin 3 months.If they are not receivedback within this period, the
departmentalrecordroom will remind the sectionconcerned.For this purpose,the
recordroomwill maintaina simpleregisterfor keepinga recordof the files issuedto
thevarioussectionseachmonth.A similar registerwill bemaintainedby eachsection
as a record of files borrowed from it by other sections.

(8) Files obtainedby a departmentfrom the NationalArchiveswill not normally
be retainedfor more than6 monthsexceptwith the latter'sspecific knowledgeand
consent.



CHAPTER XIII

SECURITY OF OFFICIAL INFORMATION AND DOCUMENTS

116. Unauthorisedcommunicationof official information- Unlessauthorisedby generalor
specificorders,no official will communicateto anotherofficial or a non-official, any
informationor document(s)(including electronicdocument(s))which hascomeinto
his possession in the course of his official duties.

117. Treatment of classified papers - 

(1) Theprovisioncontainedin this manualapplyprimarily to unclassifiedpapers.
In handlingclassifiedpapers,theofficial concernedwill haveto exercise,specialcare
and follow the provision under `DepartmentalSecurity Instructions'issuedby the
Ministry of Home Affairs. Since,accordingto theseinstructions,classifiedpapers
(otherthanconfidential)areexpectedto behandledeitherby officersthemselvesor in
sectionsdesignatedas `secret'or `top secret',it is essentialthat in sectionsnot so
designated:

(a) a separateset of registersandother records(e.g.,dak register,sectiondiary,
file register, file movementregister, precedentbook, index slips, various
arrearsand disposal statements,electronic media, floppies, CDs, etc.), is
maintained by section officer himself; and

(b) the recording of such files and their review is also undertakenby him
personally,keeping in view the provision under the DepartmentalSecurity
Instructions.

(2) Everyclassifiedfile will bereviewedoncein five yearsfor declassification.A
declassifiedfile consideredfit for permanentpreservationwill be transferredto the
National Archives.

118. Confidential character of notes/ files - 

(1) Thenotesportion of a file referredby a departmentto anotherwill be treated
as confidentialand will not be referredto any authority outsidethe secretariatand
attachedofficeswithout thegeneralor specificconsentof thedepartmentto which the
file belongs. If the information is in the electronicform it will be handledby the
authorised official only.

120.Wherethe generalconsenthasbeenobtainedundersub-para(1) above,
suchconsentwill, however,excludeclassifiedfiles or to files in which the
officer to whomthe file is supposedto bereferredor shown,is personally
affected, or in which his official conduct is under consideration.

(3) For thepurposeof attendingmeetings/discussionsoutsideoffice anofficer not
belowthelevel of SectionOfficer/DeskOfficer maycarryConfidentialpapers/filesor
an officer not below the level of UnderSecretarymay carry Secretpapers/filesin a
specialcircumstancewith thewritten authorisationof Joint Secretaryconcerned.The
authorisation will be produced by the officer on demand.

119. Communication of information to the press - 

(1) Official information to the press and other news media, i.e. radio and
television, will normally be communicated through the Press Information Bureau.



(2) Only Ministers, Secretariesand other officers specially authorisedin this
behalfmay give informationor be accessibleto the representativesof the press.Any
other official, if approachedby a representativeof the press,will direct him to the
Press Information Bureau or will seek the permission of the Secretaryof the
department before meeting the press.

(3) Wheneverit is proposedto releasean official informationto the press,or to
hold a pressconferenceor pressbriefing, or to give publicity to an official report,
resolution or any other publication, the departmentconcernedwill consult the
accreditedinformation officer in advance.The accreditedinformation officer will
meet the authorisedofficials from time to time and collect information worthy of
publicity.

(4) Detailedprocedurein respectof mattersmentionedin this para,aslaid down
by the Ministry of Information and Broadcasting, should be followed.

120. Use of restrictive classification for printed reports etc. -

(1) Therestrictiveclassificatioǹ For official useonly' will not beassignedto any
printedreport,pamphletor compilationunlessit containsinformationwhich it would
not be desirablein the public interestto disclose.In doubtful cases,the testthat may
be usefully applied is whether the publication, whose circulation is proposedto
restrictto official useonly, is suchthat theMinister would be justified in refusingto
lay it before the Parliament.

(2) No official publication (including in electronic form) will be marked`For
official useonly' exceptwith theprior approvalof thebranchofficer, who will obtain
the orders of the Secretary or Minister in doubtful cases.



CHAPTER XIV

CHECKS ON DELAYS

121. Time limits - Time Limits will be fixed for disposalof as many typesof casesas
possiblehandledin the Departmentthroughdepartmentalinstructions.As a generalrule, no
official shall keepa casependingwith him/her for more than sevenworking daysunless
higher limits have been prescribed for specific types of cases through departmental
instructions. In caseof a caseremainingwith an official for more thanthe stipulatedtime
limit, an explanationfor keepingit shall be recordedin the note portion by him/her. The
system of exception reporting will be introduced to monitor the disposal of receipts.   

122. Handling of Public/Staff Grievances  - 

(1) All officers of the level of Deputy Secretaryand above will redresspublic
grievancespertaining to the divisions under their charge.They will view public
grievanceswith sympathy and make special efforts to decide on such cases
expeditiously.

(2) EachMinistry/ Department/PublicSectorUndertaking/AutonomousBody of the
governmentwill setup Internal GrievanceRedressMachineryfor public as well as
staff. 

(3) A seniorofficer of the level of Joint Secretaryor aboveshouldbe designatedas
Joint Secretary/Director of Public Grievances.An officer of the level of Deputy
Secretary/Director should be designated as the Staff Grievance Officer.

(4) The name,designation,room number,telephonenumber,etc.,of the Director of
Grievancesshould be displayed prominently at the Reception and some other
convenient place in the office building of Ministry/Department/Public Sector
Undertaking/ Autonomous Body so that the public are made fully aware of it.

(5) Every Wednesdayof the weekshouldbe observedstrictly asa meetinglessday.
The Director of Grievancesand other officers of the level of Deputy Secretaryand
above should remain in their offices during specifiedhours (1000 hours to 1300
hours)on every Wednesdayto receive and heargrievancesof the membersof the
public.

(6) The receptionists,securitypersonnelandpeonswill be givensuitableinstructions
aboutthemeetinglessdaysoasto allow themembersof thepublic to meetofficerson
that day without prior appointment.

(7) A lockedcomplaintbox will beplacedat theReceptionfor convenientregistration
of complaintsby membersof the public which must be openedby the designated
officer at regular intervals.

(8) In the interestof expeditiousdisposalof grievancesthe Director of Grievances
will beempoweredto call for papers/documentsof casespendingfor morethanthree
months and take decisionswith the approval of the Secretaryof the Ministry/
Department or Head of the Public Sector Undertaking/ Autonomous Body. 

(9)(a) Each grievancepetition will be acknowledgedwithin 15 days. Even if no
actionis warrantedon a petition,a reply intimating thestandof theorganisationmust
be sent to the petitioner.



(b) Time limits will befixed for disposalof varioustypesof public/Staff grievances
which arehandledin thedepartmentwith dueregardto theminimumtime neededfor
each type, through departmental instructions.

 (c) While sending replies communicating final decision rejecting a grievance petition,
thereasonor therule(s)underwhich it hasbeen rejectedwill becommunicatedto the
petitioner alongwith details of the appellate authority wherever applicable.      

(10) Ministries/Departmentswill analysegrievancesreceivedby themwith a view to
identifying themajorgrievanceproneareasand devisingcorrectivemeasuressoasto
reduce the scope of recurrenceof grievances.Assistanceof the Departmentof
AdministrativeReformsandPublic Grievancesmay beobtainedto studytheseareas
for improvement.

(11) Publicity will be given about the grievance redress machinery in the
Ministries/Departments/ Public Sector Undertakings/ Autonomous Bodies.

(12) The feedback mechanismandthe monitoringsystemfor grievanceredresswill
be strengthened,in view of the time limits fixed as per sub para 9 above.
Ministries/Departmentswill also ensuretimely submissionof reports/returnsabout
the redressof grievancesto the Departmentof AdministrativeReformsand Public
Grievances.

(13) The machineryandwork relatingto public grievancesandthe statisticsrelating
to receipt/disposalof public grievancesshall form a part of the Annual Action Plan
and the Annual Administrative Report of the Ministry/Department.  

(14)(a) All public grievances received directly or through
MPs/VIPs/Directorateof Public Grievances(Cabinet Secretariat)/Departmentof
AR&PG/e-mail etc. will be registeredand processedin the computerisedPublic
GrievanceRedressAnd Monitoring System(PGRAMS).Action to acknowledgeand
dispose of the grievances according to time norms fixed will be taken.
Acknowledgement will contain registration number of the grievance. 

(b) The progressand final disposal of the grievancewill be indicated in
PGRAMS so that  the petitioner can access the information through Internet.

(15) The recordof grievanceswill be retainedin the computerfor oneyearafter
the date of final disposal of the  grievances.

123. Weekly arrear statement - 

121.On thefirst working dayof everysucceedingweek,eachsectionofficer will give
particularsof receipts/casespendingwith eachdealinghandfor morethan7 days
in the form at Appendix 35.

122.Thesectionofficer will alsopreparesimilar statementin respectof receipts/cases
required to be dealt with by him and pass them on to the diarist.

(3) The diarist will consolidatethe abovestatementsin the form at Appendix36
and submit the consolidatedstatementto the sectionofficer on the sameday. In a
computerizedenvironmentthe SectionOfficer will generatea pendencystatement
from the computer on the first working day of every week.



(4) The section officer will :

(a) check the consolidated arrear statement for accuracy;

(b) scrutinisethestatementof receipts/caseswhich is morethanoneweek
old;

(c) give his remarks or instructions, where necessary; and

(d) submit the statements to the branch officer.

(5) The branchofficer will watchthe progressof work in the sectionand,where
necessary, give suitable directions for expeditious handling of delayed receipts/cases.

(6) On receipt back in the section action will be taken as per directions. 

124. Monthly statement of cases pending disposal for over a month -

(1) Every section will prepare,eachmonth, a statementindicating briefly the
position of each case pending disposal for over a month.

(2) On the last working day of each month, the diarist will:

(a) go through the casesheets(Appendix 37) of pendingcasesfor the
precedingmonth and indicate the latest position of each caseincluded in
column 2 of the statement;

(b) preparefreshcasesheetsfor casesopenedduring the precedingmonth
butnot yet finally disposedof, by completingcolumns1 and2 of theform and
top fixed entries; and

(c) hand over the case sheets to the dealing hands concerned.

(3) The dealing hand will:

(a) scrutinise entries in the first two columns of the case sheets;

(b) draw a red line acrosscasesheetsof casesthat have been finally
disposed of or transferred to call book (para 125 and Appendix 39);

(c) complete column 3 of other case sheets; and

(d) returnthe casesheetsto thediarist by the 2ndof themonthfollowing
that to which the statement relates.

(4) The diarist will:

(a) removethe casesheetsof files that havebeenfinally disposedof or
transferred to call book vide para 125 (1) for being kept in a separate folder;

(b) arrangetheremainingcasesheetsin chronologicalorderof thedatesof
the commencement of cases, the latest being on top;

(c) place the casesheetsin a file cover marked`Monthly statementof
cases pending disposal for over a month';

(d) preparein duplicatea numericalabstractin the form at Appendix38;
and

(e) submit the monthly statementand the two copiesof the numerical
abstract to the section officer by the 3rd of the month.



(5) The section officer will:

(a) scrutinize the case sheets and, where necessary, add his remarks;

(b) check the numerical abstract for accuracy;

(c) submitthe monthlystatementandonecopyof the numericalabstract,
with a brief forwarding note, to the branch officer by the 5th of the month; and

(d) sendthe secondcopy of the numericalabstractto the internal work
study unit.

(6) Unless otherwise provided in the departmentalinstructions, the monthly
statementtogetherwith thenumericalabstractwill go up to theJoint Secretary.Each
of these officers may:

(a) addsuchremarksashe would like to makeaboutlatestpositionof a
case;

(b) in suitablecasesgive directionsor makesuggestionsfor expeditious
disposal.

(7) The Joint Secretarymay bring any caseincludedin the monthly statementto
the specific notice of higher officers or Minister, either throughsubmissionof the
monthly statement itself or otherwise, as deemed fit.

(8) The internal work study unit will:

(a) postthe figuresin the numericalabstract,in the form at Appendix39
and return the abstract to the section concerned;

(b) preparethe consolidatedstatementfor the departmentas a whole by
totalling the columns vertically in the form at Appendix 39;

(c) analyse the trend of disposal of cases; and

(d) bring to the notice of the O&M officer and the Secretary,any
significant trend.

125. Call Book - 

(1) If a currentcasehasreacheda stagewhenno actioncanor needbe takento
expediteits disposalfor at least6 months(e.g.,casesheldup in law courts),it maybe
transferredto the call book (Appendix40) with the approvalof an officer not below
the level of Branch Officer/ Divisional Head.

(2) Closedcasesin which a reviewis contemplatedaftera periodof 6 monthsor
more may also be included in the call book.

(3) Casestransferredto call bookvide sub-para(1) above,will be excludedfrom
themonthly statementof pendingcasesmentionedin para124 till they arereopened
vide sub-para (4) below.

(4) Whena caseincludedin thecall bookbecomesripe for actionor if actionhas
to be restartedas a sequel to an unexpecteddevelopment,e.g., receipt of a
communicationfrom thepartyconcernedearlierthanexpected,it will berevivedand
its progresswatchedin the usual way through the monthly statementof pending



cases.Thedateof commencementof suchreopenedcases,however,will be the date
of occurrenceof thedevelopmentor that of the first noteleadingto the reopeningof
the case.

(5) The sectionofficer will scrutinisethe call book in the last week of every
monthto seethat thecaseswhich becomeripe for furtheractionduring thefollowing
month arebroughtforward and action initiated on due dates.The call book will be
submittedto thebranchofficer/ Divisional Headonceaquarter,i.e. duringthemonths
of January,April, July and October.He will satisfy himself that no caseon which
actioncould havebeentakensuffersby its inclusionin the call bookand,in suitable
cases, give directions for the action to be taken.

126. Monthly progress reports of recording and review of files - 

(1) On the first working day of eachmonth, the record clerk will prepare,in
duplicate,progressreportson the recordingand review of files for the preceding
month, in the forms at Appendices41 and 42 and submit them, togetherwith the
following records, to the section officer:

(a) register for watching the progress of recording (Appendix 24); and

(b) lists of files received for review (Appendix 31).

(2) The sectionofficer will check the two statements,submit one copy of the
report to the branch officer and send the other to the internal work study unit.

(3) The internal work study unit will:

(a) post the figures in the forms at Appendices43 and44 andreturn the
reports to the section concerned;

(b) preparethe consolidatedstatementfor the departmentas a whole by
vertically totalling the columns in the form at Appendices 43 and 44;

(c) watch the progress of recording and review work generally; and

(d) bring to the noticeof thedesignatedO & M officer andtheSecretary,
any significant trends in the matter.

127. Watch on disposal of communications received from Members of Parliament -

(1) The personalsectionof eachJoint Secretary/Director(if the Director submits
casesdirect to Secretary/AdditionalSecretary)will maintain a separateregisterof
communicationsreceivedfrom Membersof Parliamentin theform givenin Appendix
45. Theserialnumberat which a letter is enteredin this registerwill be prominently
marked on that letter together with its date of registration e.g., 
'125/JS/(P)MP'__

   20.3.2001.

(2) To keepa specialwatchon speedydisposalof communicationsreceivedfrom
Members of Parliament, each section will;

(a) maintain a register as in form at Appendix 46; and

(b) mark out prominently thosecommunicationsfinally disposedof by
rounding off the serial numbers of the register in red ink.



(3) If for any reasonan M.P.'s letter is receivedby a section without being
registeredin thepersonalsectionof theJointSecretary/Director,immediatestepswill
be taken to get it registered there.

(4) On the first working day of eachmonth,eachsectionwill submitthe register
along with the report in the form at Appendix 47 to the Under Secretary/Deputy
Secretary.The report,with the remarksof UnderSecretary/DeputySecretary,will be
submitted to the Director/Joint-Secretary and register will be returned to the section.

(5) Thepersonalsectionof theJointSecretary/Directorwill checkwhetherall the
communicationsenteredin its registerfigure in thereportssentby thesections.If any
discrepancyis found,it shouldbe reconciled.Thereafter,the reportwill be submitted
to the Joint Secretary/Directorfor scrutiny and for such other action as he may
consider appropriate.

123.Ministriesmay,throughdepartmentalinstructions,includeadditionalcolumnsin
the forms at Appendices 45, 46 and 47 to suit local needs.

128 Watch on disposal of communications received from VIPs-

A specialwatchon communicationsreceivedfrom VIPs (illustrative list at Appendix
48) will be kept along the lines mentioned in para 127.

129. Monitoring of Court/CAT cases and implementation of   Court/CAT Orders:-

(1)ThePersonalsectionof eachJointSecretary/Director(if the Directorsubmitcases
direct to Secretary/AdditionalSecretary) will maintain a separateregister of
Court/CATCasesfrom thedateof filing thepetition/applicationin Court/CAT in the
form given in Appendix49. The serialnumberat which a petition is enteredin the
registerwill be prominentlymarkedon the petition/applicationtogetherwith its date
of registration e.g. 

          12/JS/Court/CAT Case

          ----------------------------

18.9.2001

(2) To keep a watch on status of Implementation of Court/CAT
judgements/orders, each section will:

(a)  maintain a register as in form at Appendix 50; and

2. markout prominentlythoseCourt/CATcasesfinally implemented
by roundingoff the serial numbersof the registerin red ink and
give date of implementation of Court/CAT orders.

(3) If for any reasonCourt/CAT caseis receivedby a section without being
registeredin thepersonalsectionof theJointSecretary/Director,immediatestepswill
be taken to get it registered there.

(4) On the 1st & 15th day of eachmonth, eachsectionwill submit the register
along with the reports in the form at Appendices 49 to 51 to the Under
Secretary/DeputySecretary.The report,with the remarksof UnderSecretary/Deputy



Secretary,will be submitted to the Director/Joint-Secretaryand register will be
returned to the section.

(5) Thepersonalsectionof theJointSecretary/Directorwill checkwhetherall the
Court/CAT casesenteredin its registerfigure in the reportssentby the sections.If
any discrepancyis found, it should be reconciled.Thereafter,the report will be
submittedto theJoint Secretary/Directorfor scrutinyandfor suchotheractionashe
may consider appropriate.

(6) Ministries may throughdepartmentalinstructionsincludeadditionalcolumns
in the forms at Appendices 48, 49 and 50 to suit local needs.

130. Register of Parliamentary Assurances - 

(1) Eachsectionin a departmentwill keepa recordin theform at Appendix52 of
Assurancesgiven by a Minister to eitherHouseof Parliament,whetherin repliesto
questionsor in the courseof discussionson bills, resolutionsand other motions.A
separateregisterwill be maintainedfor eachHouseandentriesthereinwill be made
session-wise.

(2) The Section Officer will:

(a) scrutinize the registers once a week;

(b) ensure that necessary follow-up action is in fact being taken; and

(c) submit the registersto the branchofficer every fortnight if the House
concernedis in sessionand once a month otherwise,drawing his special
attentionto the Assuranceswhich arenot likely to be implementedwithin a
period of three months.

(3) The branchofficer will keepthe higherofficersandthe Minister informedof
theprogressmadein theimplementationof promisesandundertakinggivenby him in
Parliament.Cases,in which thereis likely to beanydelayin the implementationof a
promise or an undertaking, should be particularly brought to their notice.

131. Check-list of periodical reports - 

(1) To ensuretimely receipt,preparationanddespatchof periodicalreports,each
sectionwill maintain two check-lists,one for incoming reportsand the other for
outgoingreports,in theformsat Appendices53 and54. All periodicalreportswill be
listedin column2 of theappropriatecheck-listin theorderof their frequency,weekly
reports being entered first, fortnightly reports next, and so on.

(2) Thecheck-listswill bepreparedat thecommencementof eachyear,approved
by the sectionofficer, shownto the branchofficer anddisplayedprominentlyon the
wall.

(3) Thesectionofficer will go throughthecheck-listsoncea weekto plan action
on itemsrequiringattentionduring thenextweekor so.After a periodicalreporthas
beenreceivedor despatchedthe relevantentry in the datecolumnof the appropriate
check-list will be rounded off in red ink.

132. Review of periodical reports/returns -



(1) All periodicalreportsandreturnsrelatingto eachsectionwill be reviewedat
the level of Joint Secretary or above every three years with the following objectives;

- to eliminate those that are unnecessary;

- to redesign those that do not provide information/data in usable form;

- to rationalise/simplifythe essentialonesby combiningtwo or more of them
when possible; and

- to revisethefrequencyin relationto theneedwith dueregardto constraintof
time required for collection of information/data from field levels.

(2) The resultsof the review during eachyearwill be reportedby the sectionto
the Internal Works Study Unit by the 7th of April.

(3) The InternalWorks StudyUnit will consolidatethe reportsreceivedfrom the
varioussectionsandsenda report coveringthe Ministry/Departmentas a whole, to
the Departmentof Administrative Reformsand Public Grievancesby the 30th of
April as per item 6 of Appendix 66.

133. Responsibility of expeditious disposal of work -

(1) The primary responsibility for expeditious disposal of work and timely
submissionof arrearand disposalstatementsrestswith the SectionOfficer. To this
end,he will inspectthe sectiondiary and the assistant'sdiaries,and takesuchother
action as may be necessary to ensure;

(a) that no paper or file has been over looked; and

(b) thatno receiptor caseactuallypendingwith thedealinghandhasbeen
excluded from the relevant arrear statement.

(2) Thebranchofficer alsowill keepa closewatchon theprogressof work in the
sectionsunderhis control. In particular,he will ensurethat the prescribedarrearand
disposal statements are submitted punctually and regularly.

134. Checkson delaysunderdeskofficer system- Theprovisionsof paragraphs121to 133
will also govern the desk pattern of functioning.



CHAPTER XV

INSPECTIONS

135. Purpose and periodicity -

124.Each Section/Deskin the Departmentwill be inspectedoncea year to
ascertainto what extentthe provisionsof this manualandthe instruction
issuedthereunderare beingfollowed. EachDepartmentwill also inspect
oncea yearall attachedandsubordinateofficesundertheir administrative
control through their designatedsenior officers. Questionnairesat
Appendices 55 and 56 will be used for this purpose.

125.TheRecordRoomin theDepartmentwill be inspectedin associationwith
theNationalArchivesof India oncea year.Questionnaireat Appendix57
will be used for this purpose.

126.In addition to the information mentionedat sub-paras(1) and (2), the
Administration/ Establishmentsectionwill also generateinformation in
theform givenat Appendix58 which will beupdatedmonthlyandwill be
used by the Department as a tool of Management Information System.  

127.The informationgeneratedin the form at Appendices56 and58 for the
entireDepartmentwill be consolidatedby the InternalWork StudyUnit.
The information culled from the above will then be submitted to the
Secretaryof the Departmentin theform givenat Appendix59 (Executive
Summary) every quarter to facilitate monitoring of key issues.  

128.Departmentof AdministrativeReformsand Public Grievanceswill also
undertakea studyin two or threeDepartmentseachyearfor sharingideas
and experiencesin the field of Establishment,Administration, Public
Grievance redress, Audit and O&M for mutual benefit.  

136. Inspectingauthorities - As far as possible,the inspectionwill be conductedby an
officer of or abovethelevel of UnderSecretary/Deskofficer who doesnothandleany
part of the work of the Section/Desk to be inspected.

137. Inspection programme - 

(1) The Internal Work Study Unit will draw up in advanceevery year, for the
approvalof theSecretary,amonthlyprogrammeof inspectionof Sections/Desksto be
undertakenduring the following year,indicatingthe namesof the inspectingofficers
and the months in which the inspections would be carried out.

(2) Theprogrammewill alsoincludea few Sections/Desksto be inspectedby the
officer in charge of the Internal Work Study Unit.

(3) TheInternalWork StudyUnit will alsoarrangefor a joint inspectionof record
roomby anofficer of theDepartmentanda representativeof theNationalArchivesof
India, besides the officer in charge of IWSU.



(4) At the endof everyquarter,the InternalWork StudyUnit will submit to the
Secretary,a report indicatingwhetherthe programmeof inspectionsfor the previous
quarter was carried out.

138. Inspection report - 

(1) The inspectingofficer will presenthis report to the higherofficer concerned
endorsinga copy each to the Divisional Head, the O&M officer and the Section
Officer/Desk functionary concerned.In the case of record room, a copy of the
inspection report will also be endorsed to the National Archives of India.

(2) TheSectionOfficer/Deskfunctionarywill takenecessaryactionto rectify the
defectspointed out in the inspectionreport and submit a compliancereport to his
superiorwithin fifteen days,endorsinga copy to the Divisional Headandthe O&M
officer. The Divisional Head will review the action taken on inspection reports.

(3) The higher level, to which the inspectionreportsand the compliancereports
should be submitted, will be governed by departmental instructions.

(4) TheO&M officer will reportthesignificantpoints,if any,emergingfrom the
inspectionreportsto the Secretary.In addition, he will bring to the notice of the
Departmentof AdministrativeReformsandPublicGrievancesby the30thApril each
year:

129.number of sections/desks/units inspected during the preceding financial year;

130.name of the attached/ subordinate offices inspected;

(c) deficiencies noticed in the existing procedures;

(d) suggestions received for improvement of procedures common to all
departments, together with his comments thereon; and

(e) any other points of general application emerging from the inspections.

139. Supplementary inspection - 

(1) Apart from the annual general inspection (vide para 135), departmental
instructions may prescribe supplementaryinspections for all or any of the
Sections/Desks, with special reference to the nature of their work.

(2) Surpriseinspectionsmaybeorganisedin accordancewith suchinstructionsas
the Secretary may lay down.

140. Periodic inspectionsby supervisoryofficers - The inspectionsasprovidedin paras
135 to 139 should be supplementedby periodic inspections by the Branch
Officer/Deputy Secretary/JointSecretary who is responsible for the effective
functioning of the Sections/Desk in his charge.

CHAPTER XVI



OFFICE AUTOMATION

141. Purposeof office automation- Useof modernoffice equipmentin of businessin the
disposal Governmentdepartmentsis intended to facilitate faster processingand
delivery of information,accurateanalysisof factsand figures,higher efficiency and
productivity, and elimination of fatigue arising from performing repetitive jobs
manually.

142. Areasamenableto automation- The following areasof office work aresuitablefor
automation:

(a) storage and retrieval of information;

(b) processing and delivery of information;

(c) document creation and duplication; and

(d) faster communication.

143. Computerandperipheralssuchas printer, scanner,server,CD writer, ISDN server,
etc– 

(1) A computermay be used for storing, retrieving and processingof large
quantitiesof informationof all typesin a fastandaccuratemanner.It facilitatesquick
updating and transmitting of information.

(2) Computerscanbebroadlyclassifiedinto two categoriesviz., mainframes, and
personalcomputers.Themostappropriatecomputingsystemfor a departmentwill be
decidedin consultationwith theNationalInformaticsCentre(NIC) undertheMinistry
of Information Technology.

144. Electronictypewriter- An electronictypewritercanbeusedfor storing,alteringand
rearrangingin a desired manner,pagesof text subject to display and memory
limitations.  This will be replaced increasingly with personal computer.

145. Photocopier -

131.A photocopier produces copies of any document on plain paper faster than
cyclostyling. 

132.As photocopyingis relatively expensive,it is advisableto usethe facility only
when the numberof copiesneededdoesnot exceedfifty. However,monitoring
and supervision of the use of the photocopying machine should be the
responsibilityof BranchOfficer/DivisionalHeadunderwhosechargethemachine
is placed.

146. Dictaphone- This is a compactmachinewhich enablesan officer to recorddictation
at his conveniencewithout having to wait for his stenographer.The cassette
containingthedictatedmessagecanbehandedoverlater to thestenographerwho will
type the matter straightaway without taking it down in long or shorthand first.

147. Microfilming of records- A microfilm is a largely reducedphotographicimageof a
documentwhich canbemagnifiedto anydesireddegreein orderto bereador printed.
It is amenableto computeraidedretrievalsystems.Microfilming of recordscanbring
aboutnearly 98 percentsavingsin the spaceoccupiedby original records,besides
assuringtheir longevity.It maybeusedin officeswherea largenumberof recordsare
required to be maintained permanently.



148.(a) Internal CommunicationAids - Electronic Private Automatic Exchange(EPAX)
providesfast andefficient internalcommunicationfacility andhelpsin reducingthe
frequentmovementof personsand files within the office. In computerizedoffices
Local Area Network (LAN) is another means of faster internal communication.

(b) ExternalCommunicationAids- ElectronicMail(E-Mail) facility which worksthrough
internetand FAX facility which works through telephonelines, provide quick and
reliableexternalcommunicationand help in reducingpaperwork as well as delays
involved in postal communication.

149. Paper Binding Equipment- Paper collators, cutting and stitching machines,and
binding machinesaresomeof the deviceswhich savetime andlabour involved in activities
such as set-making, stitching of files and reports 

150. Document shredder – This is a machine to dispose off unwanted records by
shredding.

151. Risograph– This may be usedwhen duplicationof material is to be donein large
numbers and the output quality is higher than cyclostyling. 

152. Overheadprojector,Slideprojector,LCD projector,Videoprojectionsystem– These
machines are used for making presentations to large gatherings.

153. VideoConferencingEquipment– This machineis usedto hold conferenceswith the
participants being at different geographical places through an ISDN line.

CHAPTER XVII

ELECTRONICALLY SUPPORTED OFFICE PROCEDURES SYSTEM

154. Needfor electronicsupportsystem- With a gradualshift to automatedenvironmentin
CentralSecretariatoffices, thereexistsa casefor adoptinga completelyelectronicsupport
systemincorporatingthe basic proceduresenshrinedin the Manual by any Department,
providedthe purposebehindthe proceduresare fulfilled. The systemwill alsoensureeasy
storage,processingandquick retrievalof informationat anypoint of time andby all relevant
functionaries, thereby ensuring increasein overall efficiency and productivity of that
Department.

The systemwill operatewith the help of computerhardwareinstalledwith all sectionsand
personalstaff, in additionto theofficers,andsupportedby matchingsoftware,theavailability
of Local Area Network (intranet) being a prerequisite. All personnelrequiredto operate
thesecomputerswill be trainedto ensurehundredpercentdataentry, to keep daily backups,
generatingperiodicreports,taking hardcopieswherenecessary,and reviewing progressof
working on the system.

155. Proceduresto be followed in an electronicallysupportedsystem- The softwarefor
supportingoffice procedureswill preferablybea simplemenudrivensystem,havingin-built
checks,which gives administrativesupport to a wide range of activities to addressthe
requirementof a variety of users. Thesefeaturesof the software are discussedin the
following paragraphs:-



(1) Diarising of Receipts- Eachfresh receiptwill be diarisedthroughthe computer
either by the CentralRegistryor by the personalstaff of officers resulting in a
uniquediary number,whereverit is donein theoffice. It will thenberecordedon
the body of the receipt.

(2) Movementof Receipts-Whenevera diarisedreceipt travels,the movementwill
needto be recordedelectronicallyby the relevantofficial, whetherthe Central
Registry,the sectionhandlingthe receipt,or the personalstaff of the officer, to
facilitate its subsequent tracking.

133.UpdatingReceiptstatusasandwhenit changes-Thestatusof thereceiptwill needto
beconstantlyupdatedandelectronicallyrecordedby eachofficial handlingit at every
stage.

134.Linking the Receipt to a file- When the receipt reachesthe dealing hand in the
sectionit will be ascertainedwhethera file on the subjectalreadyexists. If so, the
receiptwill be placedon the relevantfile. If not, a freshfile will be openedandthe
receiptplacedon it. In either case,the dealinghandwill furnish the statusto the
diaristwho will thenreflect this actionelectronicallyby recordingthe file numberat
the place provided for it against each receipt.

(5) Openingof newfiles- Whenthedealinghandindicatestheneedfor a newfile to
beopenedagainstany receipt,thediaristwill electronicallyenterthedataandthe
file nameandgeneratea uniquefile numberthroughthecomputerwhich will be
also recorded on the body of the file.

(6) Recording Movement of Files- Whenevera file travels, whether within the
Departmentor to/from anotherDepartment,its movementwill be electronically
recorded to reflect its current status.

(7) Final Disposalof Files- Onceactionon a file is complete,thefile will bemarked
closedon the computer. This systemwill ensurethat all the linked receiptsare
closedautomatically. If the files needsto bereviewedat a latterdate,themonth
and year of review will be recordedon the computer,so that a reminder is
available when it is due.  

(8) Linking andDelinking of Files- If somefiles needto be linked temporarilywith
main file, the systemwill provide a facility for the same. For all subsequent
movementsof themainfile, thesystemwill displayall linked files anddepending
on the requirement the files will be kept linked or may be linked.

(9) ReviewandMonitoring thependingFiles/Receipts-Thesystemwill incorporatea
mechanismfor review and monitoring by the officers concerned(or by his
superior) of the status of disposal of a receipt or a file. This review and
monitoring will be undertaken periodically by the supervisor officer, and
necessaryfollow-up action on instructionsrecordedwill be pursuedto ensure
speedy disposal.

(10) Timely Disposalof Files/Receipts-As far aspossiblethe time limits laid down
for disposalof caseswill be ensured.Any caseexceedingthe time limits will be
treatedaspriority andall effortswill be madefor its early disposal. Time bound
reminders can also be generated automatically.

(11) Despatchingthe letters/files through Central Registry or directly- Before
despatch,any letter or file will needto be diarisedelectronicallywhetherat the



CentralRegistry,theSection,or by thepersonalstaff of theofficer. Thedespatch
details will also be electronically recorded.

(12) Retrievalof informationthroughSelf-query-Theelectronicquerysystemallows
for the easy retrieval of information wheneverrequired. The systemshould,
therefore, incorporate a range of standard queries.

(13) Automatic generation of Reports- The PendencyReviews and Queried
Information will lend itself readily to Report Form and will be automatically
generatedelectronically. If necessaryhardcopiesof theseReportswill also be
taken for records.

(14) Precedentbook entry- The software may incorporate the provision for a
precedentbook option. The files havingprecedencevalueandimportantpolicy
issues,after getting closedwill be enteredin the precedentbook. The decision
takenwill be fed in the systemalongwith the decisiondate.This would help in
makingpolicy decisions.Also therelevantfile numbersandwherethefile maybe
accessed may be indicated.

(15) Attaching catchwordswith files- Files could be assignedsomekey words to
makesubsequentretrievalseasy.Key wordsarefor identifying a file on thebasis
of a few relevantwordspertainingto thefile. Thekey wordscanbeusedthrough
the query system to access and retrieve file when required.

(16) Overall RecordsManagement-In the electronicsystemcompletedatawill be
availablefor further analysisand recordsmanagement.Indexingprocedurewill
besimpleanda facility of free text searchon all thetextualfields (name,subject,
letter referencenumberetc)will facilitateeaseof operation. It will alsobeeasily
integratedwith an electronicrecordsstorage,archivaland retrieval system.The
packagecan provide for creation processingand recording of files in totally
computer environment.

CHAPTER XVIII

MISCELLANEOUS

156. Annual Action Plan 

(1) Formulation - In order that the programmesand projects undertakenby a
Departmentareimplementedin a systematicmanner,eachDepartmentwill formulate
an Annual Action Plan in the month of January.The Action Plan will reflect the
mannerandtime-frameof actionwith month-wisebreak-upof targetsto beachieved
in respect of each of the activities to be performed during the ensuing financial year.

(2) Accountability - The action plan will identify the levels of accountability,both
direct and supervisory,for implementationof each action point. Achievementof
actionplan targetswill form an importantelementof performanceappraisalof each
employee.

(3) Review - Each officer will review the progressmade against action points
pertaining to his charge every week and take appropriate steps for effective and timely
implementationof the tasksassigned.Secretaryof the Departmentwill review the
performanceof the Departmentas a whole in respectof the Action Plan items in a
monthly meeting with senior officers.



157. Citizen’s/Client’s Charter 

Citizen’s/Client’sCharteris a documentwhich representsa systematiceffort to focuson the
commitmentof the Organisationtowards it’s Citizens/Clientsin respectof Standardof
Services, Information, Choice and Consultation, Non-discrimination and Accessibility,
GrievancesRedress,CourtesyandValue for Money. This alsoincludesexpectationsof the
Organisation from the Citizen/Client for fulfilling the commitment of the Organisation.

A Charter comprises of the following components –
(i) Vision and Mission statement;
(ii) Details of Business transacted by the Organisation;
(iii) Details of Customers/Clients;
(iv) Statement of services provided to each citizen/client group      

 Separately;
(v) Details of Grievances Redress Mechanism and how to access  

the same; and  
135.Expectation from the citizen/client.

Activities relating to the Chartersas detailedbelow will be included in the Annual
Report of the Ministry/Department.

(i) Action taken to formulate the Charter for the Ministry/Departmentand its
subordinate formations;

(ii) Action taken to implement the Charter;
(iii) Details of Training Programmes, Workshops, etc. held for proper

implementation of Charter;
(iv) Details of publicity efforts made and awarenesscampaignsorganisedon

Charter for the citizens/Clients;
(v) Detailsof internalandexternalevaluationof implementationof Charterin the

Organisation and assessment of the level of satisfaction among
Citizen/Clients; and

(vi) Details of revisionsmade in Charter on the basisof internal and external
review. 

158. Official language for purposes of Government work :-

(1) In accordancewith the provisions of Article 343 of the Constitution, Hindi
becamethe official languageof the Union with effect from the 26th January,1965.
However,theOfficial LanguagesAct, 1963permitsthecontinueduseof Englishfor
specifiedpurposesof Governmentwork subjectto certainconditions.The Official
LanguagesRules,1976 havebeenframedunderthe Official LanguagesAct, 1963.
Instructionsareissuedfrom time to time by theDepartmentof Official Languagesto
ensurecompliancewith them. Each year an annualprogrammeof action is also
issued.

(2) Each Department is expected to ensure that the provisions of the
abovementionedAct, Rulesand instructionsissuedthereunderas well as the annual
programmeof actionaspreparedby theDepartmentof Official Languagesarestrictly
observed. In particular the following should be ensured:-



(a) Communicationsto the offices of StateGovernmentsandthe Administration
of the Union Territories or persons residing in Region (A) i.e. Bihar,
Chattisgarh, Haryana, Himachal Pradesh, Jharkhand, Madhya Pradesh,
Rajasthan,UttaranchalandUttar Pradesh,aswell asthe Union Territoriesof
Delhi and Andaman & Nicobar Islands, and in Region (B) i.e. Gujarat,
Maharashtraand Punjab as well as the Union Territory of Chandigarhas
definedin sub-rules(2)(f) and(g) of theOfficial LanguagesRules1976,shall
be madein Hindi. In casea personresponsiblefor drafting a letter doesnot
havesufficient knowledgeof Hindi the draft preparedby him in Englishwill
be translated into Hindi and the letter will be issued in Hindi.

(b) Communicationsto the offices of the remainingStatesandUnion Territories
as well as persons residing therein may be made in English.

(c) Correspondencewith CentralGovernmentoffices locatedin all regionsshall
bemadein Hindi in theproportionsasfixed in theAnnualProgrammeissued
by the Department of Official Languages.

(d) All communicationsreceivedin Hindi, irrespectiveof their source,shall be
replied to in Hindi.

(e) For noting as well as drafting purposes other than those specified herein before
an official is permitted to use Hindi or English, according to his convenience.

(f) An official who doesnot possessworking knowledgeof the languageusedin
a case,is providedwith a translationor a precis thereof in the languagehe
knows and employs for the purpose of Government work.

(g) Both Hindi and English are used for:-

(i) Resolutions, general orders, rules, administrative and other
representations, notifications and press communiques;

(ii) Administrative and other reports and officials paperslaid before a
House of Parliament; and

(iii) Contractsandagreementsexecutedaswell aslicences,permits,notices
and form of tenders.

159. Departmental instructions -

(1) This manual lays down the essential proceduresfor efficient paperwork
management,i.e. processing,handlingand control of official papers,in the Central
Secretariat.To provide for sufficient flexibility, the manualsuggeststhe issue of
departmentalinstructionswhich could supplementor vary, within broad limits, the
prescribedproceduresto suit special conditions and requirements.The various
provisionsof themanualwhich visualiseissueof departmentalinstructionsarelisted
in Appendix 60.

(2) Each section may devise suitable arrangements,including inspectionsto
ensure compliance with departmental instructions issued by it.

160. Compilation/consolidation of orders/instructions :-



(1) In April everyyear,eachsectionwill preparea list of subjectsin respectof
which orders issued by it require compilation/consolidation.

(2) The list will be submittedto the Joint Secretarywho, after approvalof list,
will fix a time-bound programme for completion of compilation/consolidation work.

(3) A copy of this programme will be sent to the Internal Work Study Unit.

(4) Internal Work Study Unit will sendthe report on the progressmadeto the
Departmentof AdministrativeReformsandPublicGrievancesby 30thof April every
year.

161. Review of rules, regulations and manuals :-

(1) Everysectionwill maintainanup to datelist of rules,regulationsandmanuals
administered by it and take action for their review, every three years.

(2) Internal Work Study Unit will report the progressmadein review of rules,
regulationsand manualsto the Departmentof Administrative Reformsand Public
Grievances by 30th of April every year.

162. Maintenance/transfer of records in the personal offices of Ministers:-

(1) Procedure for maintenance of records in the personal offices of Ministers -

(a) Following records will be maintained by the personal offices of
Ministers:

(i) A diary registerin the form at Appendix3 to enterparticulars
of reference received in the office and also to record their disposal;

(ii) A despatchregisterin the form at Appendix 61 to show the
letters/notes issued from the personal offices;

(iii) File Movement Diary in the form at Appendix 62; and

(iv) Folders containing office copies of orders issued by the
Minister/Private Secretary, serially numbered.

The aboverecordswill be in additionto files andfoldersfor papersof secret
nature connectedwith the Cabinet meetings, etc. and a separatediary
maintainedfor these.Ministersmayprescribeadditionalfolders,registersetc.
if necessary,for instancefor parliamentarydebates,personalspeechesmade
by them, etc. The personalstaff will also maintain such other registersas
prescribedin theManualof Office Procedureor otherwisefrom time to time,
e.g., trunk-call/STD register, overtime register, etc.

(b) instructionslaid down by the Cabinet Secretariatin the `Rules of
Procedure in regard to the Proceedingsof the Cabinet', and in the
`DepartmentalSecurityInstructions'issuedby the Ministry of Home Affairs
shall be followed so far as maintenance of classified documents is concerned.

(2) Procedure for transfer of records/papers when Ministers demit office :-

(a) The instructionslaid down by the CabinetSecretariatin the `Rulesof
Procedurein regardto theProceedingsof theCabinet'will befollowed
so far as transfer of records pertaining to Cabinet meetings are
concerned.As regardsother classified documentsand papers, the



procedureprescribedin DepartmentalSecurityInstructionsissuedby
the Ministry of Home Affairs will be followed. As per these
instructions,copiesof classifiedpapersshould be passedon to the
appropriateauthorities.In caseof doubt as to whom thesepapers
shouldbe transferred,the PS to Minister will transfersuchpapersto
the Secretary to the Ministry/Department alongwith separate
inventoriesof suchpaperstransferredto variousauthoritiesandto the
Secretary.Theregister,maintainedfor enteringtheparticularsof secret
paperswill alsosimilarly be transferredto the Secretaryor his Private
Secretary.The Secretarymay, in turn, passon all thesepapersto the
Joint Secretaryin chargeof vigilance for safecustody.Thesepapers
will be handed over to the succeeding Minister as soon as he takes over
the office.

(b) As regards other papers, the following procedure will be followed :

(i) The folders containing office copiesof orders issuedby the
Minister/PrivateSecretary,serially numbered,will be handedover to
theO&M officer of the departmentby thePSto theMinister with the
list of suchpapers.Thesepaperswill remainin thesafecustodyof the
O&M officer. Thesepaperswill be periodicallyreviewedandweeded
out as and when they are no longer required,with the approval of
Secretary, so as to ensure that unnecessary papers do not accumulate.

(ii) Recordslike the registersand diaries and other papersshall
also be taken over by the O&M officer of the department and remain in
his custody till the next PS of the succeedingMinister takes over
charge to whom they may then be handed over.

(iii) The entire recordsneednot physically be taken over by the
O&M officer but a list of recordsandpapersleft by the relinquishing
PSto Minister maybemadeavailableby thelatterto theO&M officer,
the recordsthemselvesbeing kept under lock and key in the room
generallyoccupiedby the PS to Minister. The O&M officer or his
section will, however, check that all the records are there in the
almirah(s) as mentioned in the list.

(3) Miscellaneous -

(a) The personalsectionshall prepareat the endof everymontha list of
files pending with the Minister which will be submitted to PS who will
suitably remind the Minister for their disposal.

(b) As soonasan officer leavesa file or any paperwith the Minister for
seekinghis orders,or for anyotherpurpose,informally, PA/PSto that officer
will reportthebrief particularsof thefile etc.to thePSto Minister in theform
at Appendix 63. PS to Minister will on receiptof theseparticulars,satisfy
himself thatsucha file hasbeenreceivedby theMinister andwatchits further
movement.

(4) It shall be the specific responsibilityof the PrivateSecretaryor whosoever
maybetheseniormostofficer in thePersonalOffice of theMinister to ensurethatthe
instructions are observed.



163. Reviewof forms and procedures- It is necessaryto set up a mechanismfor
review of measuresalready taken, at short periodic intervals with an eye to the
possibility of further simplifying forms and proceduresso as to make them more
transparentto thosewho are involved in its use and ensurebetter enforcementof
accountability.Unnecessaryor avoidableobfuscationof issuesandprocessesthrough
which decisions are taken should be avoided.

164.  Modernisationof Offices - The Departmentof Administrative Reforms&
Public Grievances has been acting as a catalyst by providing funds to
Ministries/Departmentsand their attachedoffices and Statutory bodies located in
Delhi (but not to Training InstitutionsandSubordinateOffices)undera PlanScheme
for modernisationof selectedsection/unitbasedon suitablelayoutplans.Thescheme
envisagesimprovementin work environmentby adoptinga holistic approachthrough
optimumuseof space,effectivesupervision,cost-effectiveandspaceefficient records
management,efficient service to public, etc. This is a model Schemeand is
supplemental to the modernization efforts being made by the various
Ministries/Departments.

165.  Procedure for processingreports of Commissions/Committeesand other expert
bodies -

In order to ensure expeditious processing and implementation of the
recommendationsmadein the reportsof Commission/Committeesand other expert
bodies including those of the Departmentof Administrative Reforms and Public
Grievances, the procedure given in the Appendix 64 should be strictly followed.

Themainfeatureof this procedureis theappointmentof an"EmpoweredCommittee"
with a representative on it from each of the Ministries concerned which will  :-

- considerthe report as a whole directly without the traditional note-based
examinationat a number of levels in every departmentor other agency
concerned;

- take firm decisions;

- submit concrete proposals for the Minister's/Cabinet'sapproval where
necessary; and

- ensurethat the processingof the report is completedand firm decisionsare
taken within 3 months of its receipt as far as possible.



166.   Preparation of Induction Material - Every Ministry/Departmentshould
prepare 'induction material' under the guidance of the Joint Secretary of
administrationfor the useof not only their officers but for the convenienceof other
Ministries/Departmentsalso in making inter-departmentalreferences.The `induction
material' should clearly spell out the functions and structureof the organisation,
detailedwork distribution amongvarious divisions and sectionswith their names,
room numbers,location, officers incharge,telephonenumbers,etc. The `induction
material' should be revised at periodic intervals so as to keep it up-to-date.

167. Composition and functions of O&M/IWS Units in the Ministries/Departments -

(1) While Central organisationlike Departmentof AdministrativeReformsand
PublicGrievancescanprovideinitiative, information,advice,andsoon, themaintask
of evolving and implementingreform measureswill have to continue to be the
responsibility of O&M/IWS Unit within Ministries/Departments.Therefore, if
improvementsin administrationareto be effected,essentialpre-requisitewill be the
strengtheningof the O&M Units in the Ministries/Departments,and also in the
attached/subordinate offices and public sector undertakings/autonomous bodies.

(2) For the larger Ministries/Departments/Public Sector
Undertakings/AutonomousBodies (having 300 or more employees)ideally there
should be full time staff of one Under Secretaryor Senior Analyst, one Section
Officer or JuniorAnalyst, oneResearchAssistantor AssistantandoneSteno-typist,
headedby a part time DeputySecretarygiving at least50%of his time to this work.
For otherMinistries/Departmentsetc., the minimum sizeshouldbe full time staff of
oneSectionOfficer or JuniorAnalyst, oneResearchAssistantor Assistantand one
Steno-typistheadedby a part time DeputySecretary/UnderSecretarygiving at least
50%of his time to O & M activities/workstudies.In additionclericalassistancemay
be providedfor secretarialwork. Efforts shouldbe madeto strengthenthe O & M
Unit by reallocationof work in thedifferentunitswith a view to sparingtherequired
staff for O&M work.

(3) An illustrative list of functionsto be performedby IWS/O&M Units is given
in Appendix 65. The Ministries/Departments and Attached/Subordinate
Offices/Public Sector Undertakings/AutonomousBodies should not assign such
functionsto theseunits with which they are not concerned.They shouldalso try to
computerisework relatingto O & M functionsfor bettermonitoringandsenda report
aboutO&M activitiesannuallyto Departmentof AdministrativeReformsandPublic
Grievancesin the proformagivenat Appendix66. TheAnnualReportwill pertainto
the period from 1st April to 31st March of the year and it should be sent to
Departmentof AdministrativeReformsandPublicGrievancesby 30thof April of the
following year.

(4) For O&M studies Ministries/Departmentsthey will be guided by the
Departmentof AdministrativeReformsandPublicGrievances.As regardsthe work
relating to work measurementstudiesis concerned,the units will be guidedby the
Staff Inspection Unit of the Department of Expenditure. 



Abbreviations

1. B.I.S. Bureau of Indian Standards

2. C.R. Central Registry

3. CAT Central  Administrative Tribunal

4. CS-MOP Central Secretariat Manual of Office Procedure

5. Dy. No. Diary Number

6. D.O. Demi Official

7. D.F.A Draft for Approval

8. DAR&PG Department of Administrative Reforms & Public
Grievances



9. D.R.R. Departmental Record Room

10. e-mail Electronic Mail

11. EPAX Electronic Private Automatic Exchange

12. G.P.F. General Provident Fund

13. F.R. Fresh Receipt

14. I.F.C. Information & Facilitation Counter

15. I.D. Inter Departmental

16. I.S.D. International Subscriber Dialing

17. I.W.S.U. Internal Work Study Unit

18. L.A.N. Local Area Network

19. L.C.D. Liquid Crystal Display

20. M.P. Member of Parliament

21. M.O.P. Manual of Office Procedure

22. N.A.I. National Archives of India

23. N.S.O. Non-Secretariat Organisation

24. N.I.C. National Informatic Centre



25. O&M Organisation & Methods

26. O.M. Office Memorandum

27. O.H.P. Overhead Projector

28. O.P.A. Office Procedure Automation

29. P.U.C. Paper Under Consideration

30. P.C. Personal Computer

31. P.S. Private Secretary

32. P.A. Personal Assistant

33. R&I Receipt & Issue

34. S.V.H. Safety of Human Life (Urgency Grading in
Telegrams)

35. S.T.D. Subscriber Trunk Dialing

36. S.F.S. Single File System





APPENDICES
APPENDIX 1

Dak Register

[Vide para 14(6)]

Date ………………

S.No
.

Particulars of dak received

Number Date

From whom
received

To whom
sent

Remarks

1 2 3 4 5 6





APPENDIX 2

Invoice

[Vide para 15(1)]

Department ………………..

Section/Desk ……………

Date C.R./IFC Nos.
of dak sent

Number of items of dak
registered in
dak register

Not registered in
dak register

Total Signature of
receiver

1 2 3 4 5 6



APPENDIX 3

Section/Desk Diary for Receipts
[Vide para 17(1) and (2)]

Date ……………….

Sl.
No
.

Diary
Numbe

r

Number & date of
receipt

Number Date

From
whom

Brief
subject

To
whom
marked

File
No.

Replied to
In

Hindi
In

English

No reply
was

necessary

Remarks

1 2 3 4 5 6 7 8 9 10 11 12

INSTRUCTIONS

136.Column 1, a Running Summary Sl.No. will be given datewise. 

137.Columns2-7 will be filled at thestageof diarisingi.e. beforethe receiptsaremadeover to thedealing
hands.

138.Devnagriscript will be usedfor diarising Hindi receipts.In caseHindi is usedfor all entriesin the
sectionpdiary,Hindi receiptsmaybesuitablydistinguishedby eithermarking`Hindi’ in Column12 or
using a different  colour of ink.

139.Column8 will befilled on thebasisof entriesin Column5 of theassistant’sdiary.For this purpose,the
diarist will collect and consult the assistant'’ diaries periodically, say once a week.

140.Columns 9 and 10 will be filled by diarist on receipt of office copy of issue.

141.Column11 will befilled by thedealinghandaftera decisionhasbeentakenat anappropriatelevel that
no reply is necessary.

142.Movement of receipts marked to officers for perusal will be indicated in column 12.

143.In the caseof a desk, all the columnswill be filled, at appropriatestages,by the supportingstaff
attached to the desk functionary.



APPENDIX 4

Personal Section Diary
[Vide para 18(1)]

Date ………….……
Sl. 

No
.

Diary
Number

Number and date of receipt

Number Date

From whom
received

Brief subject To whom
marked

Remarks

1 2 3 4 5 6 7 8

INSTRUCTIONS

144.Column 1 a running S.No.will be given datewise.

145.Columns 2 to 6 will be filled at the stage of diarising, i.e. before receipts are sent to officers.

146.Column 7 will be filled after the receipts are seen and passed by the officers.

147.Subsequentmovementof papers,whenreceivedbackfrom higherofficers,will alsobemarkedin column
7 after striking off the previous entry.

148.Important instructions recorded by the officers will be briefly entered in column 8.



APPENDIX 5

Movement Slip

[Vide Para 20(3)]

Diary Nos. of receipts removed for
Processing Submission to higher officers

(to be specified)



APPENDIX 6

Assistant’s Diary

[Vide Para 23(2)]

S.No. Diary No. or File No. Subject File No. Date of
submission

1 2 3 4 5

INSTRUCTIONS

149.Column2 shouldshow`diary number’or `file number’accordingas the papermarkedto a dealing
hand is a receipt or a come-back case.

150.Column 4 need be filled only in respect of diary numbers.

151.Thedateon which receipts/filesarereceivedby thedealinghandshouldbeenteredin red ink across
the page above the entries to be made for the day.



APPENDIX 7

[Vide paragraph 32(12)]

STYLE IN NOTES AND DRAFTS1

Thestylein notesanddraftsis asimportantastheir contents.Thefollowing will beobservedin draftingand
also in writing notes:-

(1) “Information” is singular. If information is called for on many points, it does not become
":Informations:"

(2) The words “Proximo”, “Idem” and “Ultimo” should be avoided.They are not necessarilyeven
abbreviationsand they possessno other recommendations.On the contrary,they lead to confusion
andonehasto take the troubleof looking at the dateof the letter to find out what they mean.The
names of the months must be used instead.

(3) “The same” must not be used instead of “it” or some other simple word.

(4) Suchneedlesslyformal wordsas“therein” and“thereon”shouldnot beusedinsteadof “in it’
or “on it”.

(5) The preferencefor passiveverbs over active verbs generally make the style vague and
clumsy,as “It is understood”for “I do not understand”or “The dateof issueof the order
should be reported by him” for “he should report when he issues the order”.

(6) A simpleor shortword is to be preferredin placeof a long phrase.Examplesof needlessverbosity
arepreferenceof “make the assessment”to “assess”,“purchase”,to “buy”, “commence”to “begin”
and“omitted to” or “failed to” to thesimple“did not” (the two latteronesarevery common);“make
enquires” for “enquire”; “building purposes” for “buildings”. Where

“omit” by itself is properandsufficient.The love of suchredundantphrasesis displayedas
“has been omitted to be enteredin the register” insteadof “has been omitted from the
register”. Another widespreaderror is the use of “for being” insteadof “to be” and “for
doing” insteadof “to do” and“returnedfor beingstamped”insteadof “to bestamped”.If the
Secretaryordersthatanassistantshouldbepunished“for beingcorrupt” it doesnot mean“in
order to make him corrupt”.

(7) Foreignor classicalwordsandexpressionsshouldbe avoidedasfar aspossible;vernacular
words should only be used when their meaning cannot be expressed equally well in English.

1 Borrowed from an appendix of Government of Assam Manual of Office Procedure Secretariat, 1968 which had been
adapted from an appendix of the (then) Government of Madras Secretariat Office Manual, 1960.



(8) Shortsentencesshouldbe preferredto long ones“Secretary’sattentionis invited to O.M………….
He is requested ..” is better than “The Secretary’s attention is invited to O.M………… and he is
requested”. “In case in which” is a clumsy phrase for which “when”, “where” or “if” canusually
be substituted. The word “necessary” is usually superfluous in such phrases as “the necessary
entries”, “the necessary corrections”, “the necessary instructions”, etc.

(9) Thephrase“do the needful” shouldneverbe used.Either statedefinitely what is to be done
or say“do what is necessary”.Theword “avail” is very awkwardone,as it is reflexiveand
alsotakes“of” after it. It is betteravoided.Moreover,if you do useit, you mustnot say“the
leave was availed of” or “I availedof the leave”, still less “he is permittedto avail the
holidays”.You mustsay“I availedmyself of the leave” andso on. But why not simply say
“took the leave”? “Available” also is a bad word. A register“not readily available” may
meananything,for example,that it wasneededfor referenceby oneof themembers,or had
beensentsome-whereout of the office, or was lockedup andthe key waselsewhere.It is
very annoyingto haveone’s work increasedby having to senda note back to ask what it
means.

(10) Split infinitives shouldbeavoided.Write “Kindly to state”andnot “to kindly state”.A very
commonandequallyobjectionablefeatureof official communicationsis a similar splitting of
other verbal phrases.For instance,“The Deputy Commissionerwill, in the circumstances
now stated,berequested”is notgoodEnglish.It is quiteaseasyto say“In thecircumstances
now stated, the Deputy Commissioner will be requested to……………”.

(11) Do not write “marginally noted” which could only mean“having marginalnotes”.Write “noted in
margin”.Similarly “Plan marked”couldonly mean“markedwith plans” (Compare“pock-marked”),
and “plaint mentioned” neither does nor possibly could mean anything.

(12) Insteadof sucha phaseas“the figuresfor 1949,1950and1951were256,257and348respectively”
which is confusing,write “the figure for 1949was256,that for 1950was257andthat for 1951was
348”. This is a little, if at all, longer and is perfectly clear. “Former” and “latter” shouldalso be
avoided as they are constant sources of confusion.

(13) Do not ride anyphraseto death.Somepersonsbegineveryletterwith thephrase"with referenceto”,
It is betterto vary thephraseso asto makeit definite.Say“In reply to”, “As directedin” andsoon;
or begin in narrativeform “In their order…………..Governmentdirected……………”.Avoid the
phrase “with advertence to”.

(14) In ordinary English “in case”doesnot meanthe sameas “if” “I shall take my umbrella in caseit
rains” means“so as to be preparedfor rain”. Nor does“as well as” meanthe sameas “and”. It is
muchmoreemphatic.It would beabsurdto say“a manwas5 feet8 incheshigh aswell as21 years
of age”, But you might well say that “he was a good painter as well as a remarkable musician”.

(15) The fondnessfor writing “as well as” for “and” and “in case”for “if” presumablyarisesfrom the
fondnessof theusersfor a longerexpression.“In caseif” is a stagefurtheron thedownwardpath.“I
am unable to” for “I cannot” and "hand over" for "give" are other common examplesof the
preferencefor the longerphrase."By the time" is sometimeswrongly usedfor "then". "By that time"
is sometimeswrongly usedfor "then". "By that time" is means"then". "By the time that" means
"when". Always as definite as possible.

(16) "As such"is oftenmisused.It is correctto say"Mr. A wasthenthe Superintendentandassuchwas
boundto report-"but"Mr. A wasnot thenthe Superintendentandassuchhe is not to be blamed"is



meaningless."While suchbeing the case"is a familiar embellishmentof criminal complaints,etc.
"While" is here redundant,.

(17) Tensesand moodsare misusedin almost every note or draft. The misuseof "had" is one of the
commonesterrors.Thepluperfect"had" is rightly usedto emphasizethe priority of oneeventin the
pastto another.It is correctto say"I hadgoneto bedwhenthehousecaughtfire" butsenselessto say
"I hadgoneto bedat 10 O'clock last night" ("I went" is correct)-unlessthe meaningis that you had
goneto bedbefore10 O'clock.Thepresenttenseis wrongly usedfor the incompleteperfect,asin "I
am record-keeperfrom 1906."I havebeenrecord-keepersince1906" is correct."Governmentpress
for a reply" shouldbe"Governmentarepressingfor a reply". "The following mennow act" is wrong.
It shouldbe "are now acting". "Act" means"usually act" or,`habituallyact";"areacting" emphasizes
the fact that they are doing so now.

(18) "Must have"is sometimesmisusedfor "shouldhave"or "ought to have"."Must havedoneit" means
thathecertainlyhasdoneit. It is not to beusedto meanthathehasnot doneit but shouldhave."Till"
is commonlymisusedin a way that it is positively misleading."No reply wasreceivedtill January
last" implies thata reply wasreceivedon January1st but it is erroneouslyusedto meanthatevenon
January1st no reply hadbeenreceived.To conveythis latter meaning"up to" with the pluperfectis
the correct English-"Up to January 1st, I had received no reply".

(19) Distinguish"all the stampshavenot beenpunched"which is ambiguousfrom "Not all the stamps
havebeenpunched"or "the stampshavenot all beenpunched",which meanthat somehavebeen
punchedandsomenot. Thesephrasesarecommonlyconfused."He hasyet to collect Rs.1,000", is
not ordinarily modernEnglish."Still has"is correct."Yet" maybeusedwith a negative,e.g.,"hasnot
yet applied" and is only used with a positive a verb in special phrases such as "I have yet to learn".

(20) "So" is not equivalentto "very". It is sometimeswritten "the peonis soimpertinent""I warnedhim so
many time" meaning "very impertinent"," very often". "Not so bad" means "rather goods', but this is a
colloquialphrase.Similarly," too" hasgenerallya relativesense,that is, it impliesexactsrelatively to
a certainstandardor objectnot absoluteintensityso to speak(exceptin a few colloquialphrasessuch
as "it is too bad"); but it is commonly written "it is too hot" meaning "it is very hot".

(21) The verb "to hope" implies pleasurableanticipation.It is usedsometimesinsteadof a naturalword
suchas"think", andtherebyproducingcomically inappropriatephrasessuchas"I hopeyour honour
is ill". Omissionof articles(a,an,the) i a commonfault. It is permissiblein a telegramfor reasonsof
economy-notelsewhere.But articles must be used correctly. The statement"appellant is the
inhabitantof Jaipur," implies that there is only one inhabitant."An inhabitantof Jaipur" is correct
"This is serious omission" should be "This is a serious omission".



(22) "As to" is common redundantform e.g. "The Deputy Commissioneris directedto report as to
whether","whether"aloneis sufficient.Soalso"asagainst"or"ascomparedwith" arecommonlyused
in comparingfigures,where"against"or "comparedwith" aresufficient andcorrect.It is correctto
say"ascomparedwith lastharvest,theyield waspoor", but not the "yield was4 rupeesascompared
with 8 rupees last year". "As" mean, nothing in the latter phrase.

(23) Pseudo-accuracyaccountfor muchunnecessaryverbiage."It any" is a commonexampleof this fault.
It is quiteunnecessaryto say"The DeputyCommissioneris requestedto reportthenumberof casesif
any". If therearenone,the DeputyCommissionerwill sayso. In the sameway it is unnecessaryto
say"The DeputyCommissioneris requestedto reportwhetherit is advisableor not to".... Theuseof
the word "ask" insteadof "order" or "direct" producesa curiously importanteffect when a lower
subordinate is referred to. "The S.D.O. may be asked to report" sounds silly.

(24) On the other hand, the use of such phrasesas "at all", "in spite of" sometimesoundsneedlessly
discourteousaswell asunidiomatic."In spiteof therereminderstheDeputyCommissionerhasnot at
all caredto reply" is rudeaswell asun-English"It" will beenoughif theDeputyCommissioner...."is
not English. The more appropriatephrase is "the Deputy Commissionerneed only". Avoid
pretentious words such as "penultimate". "Last but one" is quite good enough.

(25) "I amdirectedto requestthat you will besogoodasto furnishmewith informationasto whether"is
thesortof stuff thatwe comeacrossfrequently."I amdirectedto enquirewhether"meansexactlythe
sameand is not unduly curt. Never useseveralwords whereone will do. Do not write "make an
application"but "apply" or "a liable of thevalueof fifty paiseonly" insteadof "a fifty paisestamp".
Addition of the word "only" after any sum of money is in place in a bill or cheque not elsewhere.

(26) "In this connection"at the beginningof a sentenceis a favouritebit of hackneyedpadding.It means
nothingat all. "In returningherewith"a favouritebut inappropriatetypeof openingphrase.It is often
aggravatedby making the subject of the main sentencedifferent from the implied subject of
"returning" or by changingto the passiveconstruction.You cansay"In returning...Iam directedto
point out". You must not say "In returning herewith the statementreceivedwith his letter....the
DeputyCommissioneris informed". But this is quite common.On the otherhand,suchphrasesas
"Turning to paragraph....itmay be observed"andso on ("Regarding","Concerning","Considering",
etc.), are unobjectionable though "Turning to paragraph 1" is no doubt more strictly correct.



(27) A needlessanxietyto avoid repetitiongivesrise to variousfaults.Sometimes,insteadof repeatinga
man'sname,anassistantwill say"the individual" which is not goodEnglish.Theuseof "former and
latter", "respectively" and "the same" have been mentioned already and also come under this head.

(28) Thewords"Comprise","compose"and"consists"areconfusedwith eachother.It is written "the land
comprisesof 3 plots" or "is comprisedof". The correctforms are"the land comprisesconsistsof is
composedof threeplots". It is alsowritten "the old building wassubstitutedby a newone".You can
say"a new building wassubstitutedfor the old one" "or" "the old building was replacedby a new
one"."Disposeit off" is a commonerrorfor" disposeof it", also"tearoff" for "tearup" and"stick up"
for "stick in" (You canstick a thing "up" ona wall of coursebut not "up" in a book)."Stick up too" is
usedfor "Stick to" itself a slangphrase."He stuckup to the agreement"is wrong. It is alsowritten
"slips havebeenpasted"and the "papershavebeenstitched"whereas"pastedin" and"stitched(or
preferable `Sewn') together" are correct.

(29) "Agree" and"tally" cannotbe usedactively.Figuresmayagreeor tally. You cannot"agree"figures
or "tally" them.Generallyuseunpretentiouswordsratherthanpompousones."I went to camp"not "I
proceeded","live" or "dwell", not "reside"."Insteadof" is muchmoreusualin ordinaryEnglishthan
"in lieu of", which is a phraseusedmainly in legal documents."Stamp"is the ordinaryEnglishnot
"label"; and "Envelope" or `letter" not "cover".

(30) You cannotsay "He told expressedthat he was unwilling". It must be he told me that he was
unwilling", "he expressedhis unwillingness","he expressedhimself strongly."Enoughof money"is
not goodEnglish.Say"enoughmoney";"of follows "enough"whenfor any reasonit is necessaryto
use"enough"asa substantive,e.g."I havehadenoughof this" "I don'tknow enoughof the language,
to...." but "I know enoughEnglishto....". "None" for "no one" is obsoleteor poetical.Do not write
"Nonemadeany"offer" but "no onemadeanyoffer". Do not say"it is not usedby any" but "but it is
not usedby anyone".Do not say"this is knownto all" but "everyoneknowsthis". "Thereis no useof
sending"is wrong. It shouldbe "it is no usesending","it is no useto send"or "there is no usein
sending".

(31) Do not qualify expressions,needlessly.To do soproducesflabby style.Wordslike "it seems"and"it
appears"areusedwhenthereis really no doubt."He wasabsentin his house"meaningthathe was
elsewherethan in his house,is a contradictionin terms."Absent from" is correct,but the ordinary
Englishwould be "he wasnot at home",or simply "he wasaway" or "was out". "Also" is misused
with negatives."He did not addressthe letter anddid not alsostampit" shouldbe"nor did hestamp
it".



(32) “He puts himself up at ………” or “he is put up at”, are wrong. The correct English (and it is
colloquial) is “He is putting up at”, “Wooden piece” for “piece of wood” is a common error.

(33) “I enquired/enquiredinto the witness” is anotherfrequentmistake.You “examine” a witnessand
“enquire into” a case.But one doesnot “investigate into a case”, one “investigatesit”. `Male
member’ should not be usedto mean“male” or “man”. You can say “the male membersof my
family”. Do not say"my family members"but "membersof my family". “Through” meaning“past”
and“cross” meaning“went past”arefrequentlyusede.g.,“I went throughthe temple”,or “I crossed
the temple”. You “cross” a river or a road when you go from one side of it to the other.

(34) Do not usesuchphrasesas“has breathedhis last”, or “is no more”, for “is dead”."It is high time to
do soandso” is an idiomatic Englishphrase.“As it washigh time, the Courtadjournedthecasetill
next day” is not English.

(35) “In view to do” so and so is wrong. You cansay “with a view to reducing”meaning“in order to
reduce”,andyou canalsosay“in view of thesecircumstances”meaning“having regardto them”. “In
view to” is impossible.

(36) “You should insist on the under secretaryto reply” is wrong. It should be “should insist on his
replying”. “Address” is usedsometimesasthoughit meant“ask”. “Governmentwill beaddressedto
reconsider their order” is, strictly speaking, meaningless.

(37) “Governmentsanctioneda peonto the Deputy Secretary”should be “for the Deputy Secretary”.
“Petitioner wants that the land should be transferred” is wrong. It should be “wants the land
transferred/to be transferred.”



Appendix – 7.1

[vide paragraph 32(14)]

PROCEDURAL REQUIREMENTS TO BE MET WHILE 

PREPARING/SUBMITTING NOTES FOR THE CABINET/

CABINET COMMITTEES/GROUPS OF MINISTERS

152.      FORMAT AND PRESENTATION OF THE NOTE:

�������

The copies of the Notes should be made on A4 size paper;

���
	��

The copies of the Note should be made in both English and Hindi versions and both versions should be
made available together to the Cabinet Secretariat for placing before the body for whose consideration it is
submitted;


������

(a) The Note should be typed in double space (in font size 12-14) and preferably both sides of the
paper should be used. Care should be taken to ensure that the impression is legible and clear in all the pages in
all the copies/photocopies.

��� A wide margin (not less than 1.5 inch) should be left towards that edge of the paper (the left edge of
the obverse and the right edge on the reverse) which is put in the pads for the meetings; and 

b. All the Paragraphs and sub paragraphs of the Notes should be appropriately numbered and bullets and
such markings should be avoided.

�������

The Note should be security graded ‘Secret’ or ‘Top Secret’, as require. The copies of the note should also be
numbered. While giving the security grading, the proposed classification should be properly evaluated with
reference to the subject matter of the Note;

157.On the first page of the Note security grading and below that copy number should be indicated on the top right
side. Below that, in the centre, the file number and the name of the Sponsoring Ministry and Department should
be indicated;

�������

The words “Note for the Cabinet” or “Note for Cabinet Committee/GOM on
___________________________________”, as the case may be, should appear below the name of
Ministry/Department on the first page;

�� 
!�"

Below the caption “Note for the Cabinet/Cabinet Committee/GOM”, a brief subject heading should be given.
The heading should  be fully indicative of the proposals contained in the paper; 

#%$'&�(

The Note should bear a date on the top page, which should be the date on which its copies are sent to the
Cabinet Secretariat. In those cases where the Note is required to be rectified/revised and resubmitted, it should
be given a fresh date accordingly;

161.All the pages in the Note, including annexes, should carry continues page numbers on the bottom extreme right
hand corner, simultaneously indicating total number of pages, in the manner “page x of y’, where ‘x’ is the
running serial number of the page and ‘y’ is the total number of pages in the note;



)%*%+-,

Each page of the note including its Appendix and Annexes should bear the continuous page numbering,
security grading, name of the sponsoring Department and the file number. The fact that appendices/annexes
are attached with the note should be indicated at appropriate place in the main note.  Continuous page numbers
of the Appendices/Annexes should also be indicated in bracket against each.  On each Appendix/Annex the
relevant paragraph of the main note should be indicated, for easy reference.  

.%/10�2

The penultimate paragraph of the Note should state that ‘the Statement of Implementation Schedule in
respect of the above proposals has been given in Appendix to the note’.  The Statement of Implementation
Schedule marked as Appendix should be placed immediately after the main note it  should be followed by other
Annexes. It should contain the following information:-

a. Gist of the decision(s) sought;

b. Likely benefits arising out of the decisions (in physical/financial or social terms, e.g. employment
generation, development of backward areas, benefits of target groups, etc.); and

c. Time-frame and manner of implementation of the decision and its reporting to the Cabinet Secretariat.

164.It should be indicated at the end of the body of the note (last para) that the proposals made therein have the
approval of the Minster-in-charge of the sponsoring Ministry;

(Specimen formats for the main note as well as the Statement of Implementation Schedule are enclosed
at Appendix-7.1(a) and Appendix-7.1(b).

3%465�7

The note as well as Statement of Implementation Schedule should be signed by an  officer not below the rank
of Joint Secretary in the main Ministry /Department sponsoring the note; 

8%9�9�:

Note should be properly tagged or stapled.  Spiral/hard binding of the note should be avoided;

;%<>=�?

The papers should be sent to the Cabinet Secretariat well in advance of the meeting at which they are sought
to be considered.  It should be borne in mind that the papers are required to be circulated by the Cabinet
Secretariat among the members of the Cabinet/Cabinet Committees normally 72 hours before the time of the
commencement of their meeting;    

168.      The telephone of the officer forwarding the note should invariably be indicated in the forwarding memo.

II. CONTENTS:

@%A'B�C

Special attention needs to be paid in regard to  the drafting quality of the notes.  The main notes should be
self-contained, lucid, straight forward and contain only the relevant details.  It should not in any case exceed
the prescribed length of 7-8 pages in double space in font size 12-14.  Most of the details, which should also be
brief as far as possible, should be relegated to annexes or appendices.

170.It may be ensured that all acronyms/abbreviations used in the text of a note are explained when the term is first
used in the note by writing its full form, with the acronym/abbreviation given in brackets.   Acronyms that are
not commonly used may be avoided.  

DFEGD�H

The approval para should be self-contained and it should indicate specific point or points on which the
approval/decision is sought, together with the recommendations of the Minister-in-Charge.  Reference to
proposals in earlier paras should be avoided;

IFJ'K-L

The names as well as the observations of the Ministries/Departments consulted should be briefly indicated
in the main note.  The detailed comments if any along with the observations of the sponsoring Ministry thereon
should be tabulated and attached as an annex.



173.There have been instances in which the data/information, based on which proposals are formulated, has
undergone significant changes by the time the proposals are actually considered by the Cabinet/Cabinet
Committees/GOM.  In such cases, it would be advisable either to withdraw the Note for necessary updating and
revision or bring the facts to the notice of the Cabinet Secretary/Cabinet/Cabinet Committees/GOM for
consideration, before the note is taken up for consideration;

III. NO. OF COPIES:

174.Number of copies of the notes required to be sent to Cabinet Secretariat are indicated below:-

Note for consideration of the Cabinet 50 copies in English and Hindi plus additional copies
equivalent to the number of Departments consulted in
the matter.

Notes for Cabinet Committees 45 copies in English and Hindi.
Groups of Ministers 30 copies in English and Hindi.

MFNPO�Q

5 copies each of the Acts, Ordinance, rules and Regulations referred to in the note should be sent to the
Cabinet Secretariat along with the requisite number of copies of the Note for placing before the Cabinet/Cabinet
Committees/GOM;

IV PRESS BRIEF

24. (a) As per the existing instructions, a ‘Draft Press Brief’  on the assumption that the proposal will be
approved by the Cabinet/Cabinet Committee/GOM should be prepared and 2 copies of the same be
enclosed with the communication forwarding the Note for the Cabinet/Cabinet Committee. In case the
‘Draft Press Brief’ is not attached to the note, the reasons for not doing so may be mention in the
forwarding communication; and 

RFSGT�U

In the event there has been a lapse of 2 weeks between the date of preparation of the brief and the date on
which the item is taken up in the Cabinet meeting, and updated brief inter alia indicating subsequent
developments, if any, should be handed over the Cabinet Secretariat on the date of the meeting for taking
further necessary action. In case of any significant development, and updated brief may be given even if the gap
between the preparation of the brief and the date of the meeting is less than 2 weeks. 

VFW�W�X

No press brief would be necessary in respect of ordinances and proposals on purely administrative matters
with which the public at large is not directly concerned. 

YFZG[�\

When Parliament is in session, no draft press brief needs to be sent in respect of proposals relating to major
questions of policy.

V. INTER-MINISTERIAL CONSULTATIONS:

V(A) Normal Procedure:

     25. The sponsoring Ministry/Department should consult all the Ministries/Departments which may be concerned with the
subject matter and should also show them, wherever necessary, the draft note in order to ensure that the
views of other Ministries/Departments are properly brought out in the note. The views of consulted
Ministry/Department should have the approval of their Minister-in-charge. It is, therefore, essential that
while conveying the views on the proposals contained in the draft notes to the sponsoring
Ministries/Departments, the Ministries/Departments should categorically state that the same have the
concurrence of their Minister-in-charge. The sponsoring Ministry/Department, on their part, need to



invariably indicate in the final notes that the views of the consulted Ministries/Departments brought out
therein have the concurrence of the Minister-in-charge.

26. When the differing Ministry/Department’s remarks are reproduced in- extenso in the final Note, no
second reference to the differing Ministries/Departments concern is necessary. However, this is subject to
the proviso that if any addition is made to the Note by the sponsoring Ministry to rebut the arguments
advanced against its proposal, it should be shown to the differing Ministries/Departments. The obligation,
would, however, be limited only to showing the paper and not to securing the consent the views expressed
by the sponsoring Ministry/Department in rebuttal. In such cases, the fact that the note, in its final form, has
been shown to the differing Ministry/Department should be reflected in the Note;

]F^�_�`

The suggestion either in the Note or in the forwarding Memo to the      effect that the views of the
Ministries/Departments concerned have not been received and they may be obtained in the meetings would
normally be and unacceptable departure from the rules and instruction. The adherence to the Rules demands
that vigorous efforts are made to obtain the views of the Departments concerned, the difference of opinion, if
any, is reconciled and the resultant position is incorporated in the Note; 

V(b) Urgent and time bound proposals:

180.In the case of urgent and time bound proposals, the following procedure may be follow:-

a�b The Ministries/Departments should furnish their comments/concurrence on Cabinet proposals to the
administrative Ministry/Department within 15 (fifteen) days of receipt of the same;

ced

In order to ensure that communications seeking comments/concurrence of the Ministries/Departments
concerned on Cabinet proposals received due attention at the appropriate level, it has to be ensured by
the administrative Ministry/Department that at least one copy of all such communications is
invariably addressed to the Secretary of the Department by name, inter-alia indicating the urgency; 

c. In exceptional cases when it would not be feasible to furnish comments within the stipulated period of
15 days, the Ministries/Departments consulted should indicated this position immediately with reasons
to the administrative Ministry/Department and the Cabinet Secretariat;

d. In case the comments/concurrence are not communicated by the Ministries/Departments consulted
within the stipulated 15 days period and also no communication has been received from that
Ministry/Department seeking additional time for furnishing the comments, it would be appropriate if a
d.o. to the Secretary to that Department is issued bringing to his notice the lack of comments from his
Department, so that there is no communication gap. It may also be mention therein the note  is
proposed to be submitted to the Cabinet Secretariat, by a given date. While forwarding the note to the
Cabinet Secretariat an advance copy of the note in the final form may also be sent to the Departments
concerned; and 

e. If the comments are received after the note in final form has been sent to the  Cabinet Secretariat, and
these involve substantial difference or modification of the proposal, an attempt should be made to send
a supplementary note dealing with the comments at the earliest possible, but before the proposal comes
up for consideration in the Cabinet. 

V(C) Cases considered by PIB/EFC etc.

f%g�f�h

Certain types of cases are considered in inter-ministerial meetings before their consideration by the Cabinet. In
respect of the proposals considered by the following Committees viz. Core Group on Disinvestment (CGD),
Public Investment Board (PIB), Expenditure Finance Committee (EFC), Expanded Board (EB), Foreign
Investment Promotion Board (FIPB), Central Empowered Committee (CEC), High Powered Price Monitoring



Board (HPPMB) and Export Promotion Board (EPB) a simplified procedure of inter-ministerial consultation
would be followed, which is given below:-

i�j Secretaries participating in the deliberations of the CGD, PIB, EFC, EB, FIPB, CEC, HPPMB and EPB
should obtain the orders of their respective Ministries immediately after the Board/Committee takes a
decision and communicate their comments, if any, to the Secretary of the Ministry sponsoring the
proposal within a week of the receipt of the minutes of the Board/Committee meeting failing which
the formal concurrence of their Ministry will be assumed;

kel

If the recommendations made by the CGD, PIB, EFC, EB, FIPB, CEC, HPPMB, EPB are not
accepted either by the Minister of the sponsoring Ministry or any other Minister. It will be obligatory
for the sponsoring Ministry to show the Note for the Cabinet/Cabinet Committees/GOM to all
concerned Ministries before it is finalized for submission;

m�n In all other cases, namely, those in which the recommendations  of the CGD, PIB, EFC, EB, FIPB,
CEC, HPPMB, EPB are acceptable to all Ministries concerned, the sponsoring Ministry will send the
Note for the Cabinet/Cabinet Committees/GOM together with the minutes of the Board/Committee
meeting as an annexure thereto to the Cabinet Secretariat with the request that it will be placed
before the Cabinet/Cabinet Committee/GOM at the first meeting which is held 7 days after its
receipt. A copy of the Note should be simultaneously sent by the sponsoring Ministry to all Ministries
concerned. The rationale of the proviso for holding back submission that the other Ministries should
have an opportunity to check that their viewpoint has been correctly reflected therein. The notes for
Cabinet/Cabinet Committees/GOM for 7 days after the receipt of the Note is that the other Ministries
have an opportunity to check that their viewpoint has been correctly reflected therein. The notes for
Cabinet/Cabinet Committees/GOM being submitted accordingly should have the approval of the
competent authorities as indicated below:-

S.No BODY APPROVAL REQUIRED
1. Core Group on Disinvestment

(CGD)
Minister of Disinvestment

2. Public Investiment Board (PIB),
Expenditure Finance Committee
(EFC)

Minister-in-charge of the Administrative Ministry and
Finance Minister.

3. Expanded Board (EB) Minister of Railways
4. Foreign Investment Promotion

Board (FIPB)
Minister of Commerce & Industry

5. Central Empowered Committee
(CEC)

Minister-in-charge of the Ministry of the Statistics &
Programme Implementation and Deputy Chairman,
Planning Commission.

6. High Powered Price Monitoring
Board (HPPMB)

Minister of Consumer Affairs, Food and Public Distribution
or Minister of  Commerce and Industry depending on the
case.

7. Export Promotion Board (EPB) Minister of Commerce and Industry and Finance Minister.

d. Should the submission of a Note to the Cabinet/Cabinet Committee/GOM be delayed by the
Administrative Ministry concerned for more than three months after the approval of the proposal by the
PIB, PFC, EB, FIPB, CPC, HPPMB, EPB, it will be necessary to obtain fresh clearance from the
Chairman of the Board/Committee;

e. In respect of urgent cases being submitted for consideration of the Cabinet Committee on Prices (CCP),
which have not been considered by the HPPMB, the Administrative Department may normally give
seven days time to all concerned to convey their views on the draft note before the same is finalized
and  submitted for consideration of the CCP.  However, in cases of extreme urgency, a shorter period



may be allowed depending on the situation.  In such cases, the Administrative Department will inform
Cabinet Secretariat as soon as such notes are  circulated;

[Cabinet Secretariat Memo. No. 1/16/1/2002-Cab. Dated________________]



APPENDIX- 7.1(a)

SPECIMEN FORMAT OF THE MAIN NOTE

SECRET

Copy No._______

No. ___________________

MINISTRY OF _________________________

DEPARTMENT OF _______________________________

New Delhi, the _________________________

(date of the note)

NOTE FOR THE CABINET

OR

NOTE FOR THE CABINET COMMITTEE ON

OR

NOTE FOR THE GROUP OF MINISTER ON

Subject:  ______________________________________________________________

   ______________________________________________________________

               ______________________________________________________________

********

182.Contents should be typed in double space ( in font size of 12-14) not exceeding 7 to 8 pages.  All pages of all
copies should be legible.

183.Each para and sub-para should be appropriately numbered.  

184.The fact that Appendix and Annexes are attached with the note should be indicated at relevant place(s) in the
note.  Continuous page numbers of the Appendices/Annexes should also be indicated in bracket against each.
On each Appendix/Annex the relevant paragraph of the main note should be indicated, for easy reference.

185.The names of the Ministries/Departments consulted on the proposal(s) should be indicated in a separate
paragraph.  Their views together with the comments of administrative Ministry/Department thereon should be
briefly indicated in the note.  The details in this regard may be indicated in a tabular form in annexes to be
attached with the note.



186.There should be a separate approval para which should be self-contained and seek approval to the specific
proposal/proposals.

187.The penultimate should indicate about the Implementation Schedule attached as Appendix. (This appendix is to
be placed immediately after the main note).

188.The last para should indicate about the approval of the Minister-in-charge to the proposal(s) contained in the
note.

Signature________________

Name___________________

Designation______________

(Not below the rank of Joint Secretary in the

 sponsoring Ministry/Department)

Telephone No._______________

[Cabinet Secretariat Memo. No. 1/16/1/2000-Cab. Dated________________]



APPENDIX-7.1(b)

______________________________________________________________________________________________
_

SPECIMEN FORMAT FOR THE STATEMENT OF 

IMPLEMENTATION SCHEDULE

APPENDIX

SECRET

No.________________________

MINISTRY OF_______________________

DEPARTMENT OF____________________________

STATEMENT OF IMPLEMENTATION SCHEDULE

Subject: _____________________________________________________________________

_____________________________________________________________________

______________________________________________________________________

*****

Gist of decision required Project benefits/results Time-frame and manner of
Implementation/Reporting to Cabinet
Secretariat

Signature______________________

Name_________________________

Designation_____________________

(Not below the rank of Joint Secretary in the sponsoring Ministry/Department)

Telephone No.__________________

[Cabinet Secretariat Memo. No. 1/16/1/2002-Cab. dated________________________]



APPENDIX-7.2

[ vide paragraph 32(15) ]

PROCEDURE REGARDING PREPARATION AND 

SUBMISSION OF PAPERS FOR CONSIDERATION OF THE

COMMITTEE OF SECRETARIES

Instructions have been issued from time to time by the Cabinet Secretariat regarding the procedures to be
followed in the preparations and submission of papers for consideration of the Committee of Secretaries (COS). The
instructions have been revised wherever necessary in the light of past experience and are indicated below in
consolidated form for the guidance of and compliance by all concerned. 

General and Attendance

o%p'q�r

Purpose of COS Meetings:  The COS meets in the Cabinet Secretariat to discuss important issues referred to
by the Departments/Ministries.

2. Who is to attend Meetings of COS:   Since the meetings of COS are fixed generally after ascertaining the
convenience and availability of the participating Secretaries, the invitee Secretaries are expected to attend them in
person and not with or through their representatives. In case an invitee Secretary is not in a position to attend the
meeting on account of unforeseen circumstances and for compelling reasons, he may depute a senior representative
(not below the rank of Joint Secretary) of his Department, after prior approval of the Cabinet Secretary. In such cases,
the officer attending the meeting should be fully briefed and authorized to enter into necessary commitments on
behalf of the Secretary. 

3. It may be necessary, in rare cases, for invitee- Secretary to be accompanied by another officer to assist him.
In such cases also Cabinet Secretary should be kept inform in advance by the invitee –Secretary.

Types of cases that can be brought  before COS

4. All cases of the nature specified below can be brought before the COS:-

a. Cases pursuant to a specific direction of Prime Minister/Cabinet/Cabinet Committee/GOM.

b. Cases specifically referred to COS for discussion.

c. Cases where there is/are irreconciled difference(s)  opinion between the sponsoring Department and the
Ministries/Departments consulted at official level and where discussion in COS would be of help in
resolving of narrowing down the differences.

d. Cases of very urgent nature requiring direction on policy or course of action within a prescribed time limit
regarding which a consensus among the Ministries/Departments concerned is considered necessary.

e. Cases where decisions taken in a particular Ministry/Department could have repercussions on matters dealt
with in other Ministries/Departments concerned and a discussions in COS for evolving a coordinated
approach is necessary;

f. Cases in which a Secretary of a Department desires advice of COS on a subject assigned to his charge; and



g. Cases of new policy initiatives or change in policy where discussions in COS concerned may be helpful.

Types of Cases  NOT TO BE  submitted to COS        

5. The following cases are NOT TO BE brought before the COS:-

a. Those cases which are within the scope of the various Committees of the Government like PIB, FIPB, etc.;

b. Those cases which concern one or two Ministries only and where the issues can be resolved bilaterally;

c. Cases where the issues can be resolved through inter-Ministerial meeting(s); and  where instructions exist
for consulting specific Departments/Agencies e.g. Department of Banking, Reserve Bank of India ,etc.;

d. Cases of routine nature relating to creation of posts etc.;

e.  Cases involving large financial allocation in which Ministry of Finance has not concurred.

Preparation of Notes for COS

6. The essential procedural requirements which should be compiled for the preparation and submission of
Notes for COS are as under:-

a. The notes should bear the name of the Ministry /Department at the top.  It must also carry File Number and
date.  The words “ Note for the Committee of Secretaries” should appear below the name of the Ministry or
Department;

b. The note must be Security Graded (Secret or Top Secret as the case may be ), and the copies of the notes be
serially numbered.  The Security Grading must appear on all page of the note ;

c. A brief subject heading indicative of the proposals contained in the paper be given in all cases; 

d. All the pages of  the note, including the Annexes, should carry continuous page numbers on the bottom
extreme right hand corner of the pages, simultaneously indicating total number of pages in the manner
“Page x of y”, where “x” is the running serial number of the page and “y” is the total number of pages in the
note.

Contents of the COS Notes

7. The following may be observed while preparing notes for COS:-

a. The notes should be self-contained.  They should not be unnecessarily long and, in any case should not
exceed five-six pages.  Other relevant material should be relegated to its annexes/appendices or;

b The last para of the note must indicate that the note has the approval of the Secretary of the sponsoring
Ministry /Department;

c. The note must be signed by an officer of the rank of Deputy Secretary/Director or above;

d. The last but one para of the note should contain the points  on which decisions /recommendations of the
COS are sought , together with the view of the sponsoring Ministry/Department;

e. In all cases , the Ministries/Departments concerned must be consulted before hand and their views or
comments be included in the COS note;



In urgent and time bound cases, the opinion/comments of other concerned Ministries be indicated in the
note for COS if they are known through previously convened meetings or inter-departmental consultations.

The inter-departmental consultations should provide full opportunities to the Department concerned to list
their objections, and reservations, if any.   The Ministries/Departments should , therefore, avoid sending
their comments to this Secretariat on the Agenda notes circulated to them and their objections, reservations
may be articulated in the meeting itself.  In  cases, where it is necessary to sent the comments on Agenda
notes to the Cabinet Secretariat, this must be as a supplementary note in the format prescribed for COS
notes under these instructions;

f. Paragraphs of the note must be numbered;

g. 20 copies of the note should be sent to the Cabinet Secretariat;

h. Notes should be sent well in advance so that there is sufficient time to convene the meetings; and

i. The notes must be typed on both sides of the paper in double space with sufficient space (not less than 1.5”)
on  the left edge of the obverse side of the paper and on the right edge on the reverse of the paper.

8. All the papers pertaining to COS are classified documents and the Departmental Security Instructions must
be followed scrupulously in regard to their handing and safe custody.

             9.             These instructions may be strictly following /adhered to by all concerned.

…………..

[Cabinet Secretariat Memo. No. 1/16/1/2002-Cab. dated_______________________]
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Explanation 1:-

In determiningwhethera Committeeor Commissionis High-Level or not, regardshouldbe had to the
natureof its termsof referenceandtheir importancefrom the economic,social or political standpoints. In other
words,evenif theCommissionor Committeeis presidedovernot by a high-leveldignitary,but someoneotherwise
prominent and its terms of reference are important, it should be regarded as High-Level.

Explanation II:-

Proposalsfor settingup Public Commissionsor Committeesof Inquiries,i.e. Commissionsor Committees
setupundertheCommissionof Inquiry Act or otherCommissionsor Committeesof Inquiry whichmayhaveto call
for informationandevidencefrom thepublic areoutsidethepurview of theseinstructions;suchproposalsrequired
theapprovalof theCabinetandshouldbesubmittedin accordancewith theprocedureprescribedfor submissionof
casesto the Cabinet.However,shouldany alterationin the compositionof suchCommission/Committeebecome
necessaryafter their establishmenthasbeenapproveby the Cabinet,it would be sufficient if the approvalof the
Prime Minister is obtained to the proposed changes thorough  the Cabinet Secretariat.

Explanation III:-

Departmentalor Technical Committeespresidedover by, and composedprincipally of Government
officials or expertsin different disciplines,evenif oneor morenon-officialsareproposedto be included,arealso
outsidethepurviewof theseinstructions.However,shouldsuchCommitteesincludeanyMemberof Parliament,the
prior approval of Prime Minister to their inclusion must be obtained. 

191.      Procedure:-

a. Thequestionasto whethertheproposedCommission/Committeeconfirmsto thedefinition of theterm
“High-Level” should be carefully considered in accordance with the guidelines in para 2 above.



b. If it is proposedto includeMembersof Parliamentin theproposedCommission/Committee,the prior
approval of Minister of Parliamentary Affairs should be obtained to the nomination of the MPs.

c. Following receiptof a reply from the Departmentof ParliamentaryAffairs in casesin which MPs are
proposedto be includedandab-initio in others,detailsregardingthe termsof reference,composition
(MPsandotherswhetherofficial or non-official) andtenureof theCommission/Committeeetc.should
be forwarded to the Cabinet Secretariat in the format of Annex.

d. The consentof the proposedmembers,both MPs and other, should be obtainedonly after Prime
Minister’s approval has been communicated by the Cabinet Secretariat. 

e. Where proposalrelate to organizationslike CSIR, ICAR and ICMR (all registeredsocieties),any
changein the compositionof the membershipof the societymay be madewith the approvalof the
Minister concernedwithin theframework of theMemorandumof associationof theregisteredsociety
and its rules and by-laws. 

f. For bodieslike the Atomic EnergyCommission,the SpaceCommission,the ElectronicCommission
and the Planning Commission, the Prime Minister is himself the Minister-in-charge. Membership of the
respectiveCommissions,or any changestherein,would therefore,in any casebe subjectto his prior
approval. 

Note:- The proposedchangein compositionmay at timesbe limited only to the Membersof Parliament
andnot extendto other members.Even in suchcases,a referenceto the CabinetSecretariatafter
obtainingtheformalapprovalof theMinister for ParliamentaryAffairs is necessary.This is because
a checkis necessaryto seewhetherthenamesalreadyinformally clearedby PM fit in with therest
of the membership of the high-level Commission/Committee before formal approval is accorded. 

4. Theseinstructionsapply to all high-level Commissions/Committeeswhetherstandingor ad-hoc
and to all appointments whether part-time or whole-time.

[Cabinet Secretariat Memo. No. 1/16/1/2002-Cab. dated___________________]



ANNEX

Proforma for submitting proposals for constitution/

Reconstitution or change in the composition of high-level

Commission/Committees requiring approval of the Prime Minister

1. Name of the Ministry/Department
2. Name of the high-level Commission/Committee
3. Background information leading to the appointment of the

Commissions/Committee
4. Terms of reference of the Commission/Committee
5. Composition/Re-composition/change in the composition of the

Commission/Committee
6. Period prescribed for completion of work assigned to the

Commission/Committee.
7. Whether concurrenceof the Departmentof ParliamentaryAffairs has been

obtained in respect of MPs included in the composition of the
Commission/Committee.

8. Whether the proposal has been approvedby the Minister-in-chargeof the
Ministry/Department.



APPENDIX 8

Illustrative list of Acts, rules and instructions of a general nature to be maintained by each section 

[Vide para 35(2)]

                                                                                                                  

1. Constitution of India.

2. Government of India (Allocation of Business) Rules.

3. Government of India (Transaction of Business) Rules.

4.      Authentication (Orders & other Instruments Rules)

5. Procedurein regardto submissionof casesto the Cabinet,issuedby the Departmentof Cabinet

Affairs.

6. Official Languages Act and instructions issued there under.

7. Rules of procedure and conduct of business in Lok Sabha.

8. Directions by the Speaker under the rules of procedure and conduct of business in Lok Sabha.

9. Rules of procedure and conduct of business in Rajya Sabha.

10. Procedure to be followed by ministries in connection with parliamentary work, issued by Lok

Sabha Secretariat.

11. Departmental security instructions issued by the Ministry of Home Affairs.

12. Generalinstructionsregardingtypewriting, stencilcutting, carbonMari folding, etc., issuedby the
Institute of Secretariat Training and Management.



13. Channelof communicationbetweenthe Governmentof India and StateGovernmentson the one
hand and Foreign and CommonwealthGovernmentsor their Missions in India, Head of Indian
DiplomaticMissionsandPostsabroadandUnitedNationsandits specialisedAgencieson theother,
issued by the Ministry of External affairs.

14. Standardisedfunctional file index including its file numberingsystemrelating to establishment
finance,budgetandaccount,office suppliesandservicesandotherhousekeepingjobs commonto
all departments, issued by the Department of Administrative Reforms an Public Grievances.

15. Scheduleof periodsof retentionfor recordscommonto all departmentsissuedby theDepartmentof
Administrative Reforms and Public Grievances.

   Manual for Handling Parliamentary work in Ministries.

   Manual of Office Procedure.



APPENDIX  9

Specimen forms of Communications

(Vide para 50)

1. Letter (with endorsement)

No. …………..

Government of India

(Bharat Sarkar)

Department of ………………

(…………….. Vibhag)

                                                                                                                New Delhi, the….(Date)

To

Subject :

Sir,
*With reference to your letter No. ………………… dated ………………….on the subject cited above

……………………….

Yours faithfully,

@Sd/-

(A.B.C.)

Under Secretary to the Govt. of India

Tele : No. …………….

(Endorsement)

No. ………………………………

Copy forwarded for information/necessary action to :

(1)

(2)

(A.B.C.)

Under Secretary to the Govt. of India

Tele : No. ………….

* Other alternative forms of the introductory phrases commonly used are :-
1. In continuation of my/this Department’s letter No. ………………………………..

2. With reference to the correspondence resting/ending, with your/this Department’s letter 
No. ……………………………… Dated ………………………………..

@ To be typed on copies intended for (1) and (2) referred to in the endorsement.
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2. Demi-Official letter

XYZ,

Deputy Secretary

Tele : No.

D.O. No. ………………………..

GOVERNMENT OF INDIA

(Bharat Sarkar)

Department of …………………..

(………………………… Vibhag)

New Delhi the 2000

My dear/Dear Shri …………………….

We proposeto drawup a modelschemefor ………………………………… A copyof theoutlineprepared

in this connection is enclosed.

I shouldbegratefulif you would let mehaveyour commentsassoonaspossible.I mayaddthatwe intend
circulating the drafts scheme formally to all departments in due course for their comments.

With regards.

Yours sincerely

(X,Y,Z)

A.B.C.,

Deputy Secretary

Department of …………………………

(………………………….. Vibhag)

Krishi Bhawan,



New Delhi 110001.
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3. Office Memorandum

No. …………………………

GOVERNMENT OF INDIA

(Bharat Sarkar)

Department of ………………………..

(………………………. Vibhag)

New Delhi, the

OFFICE MEMORANDUM

Subject :

Referenceis invited to this DepartmentO.M. No. ………………………………........................dated
……………………….

2. Doubts have been expressed whether the provisions of …………………… also apply to
………………………… It is hereby clarified that ……………………

(A.B.C.)

Under Secretary to the Govt. of India

Tele. No. - ……………..

To

The Department of ………………

(……………. Vibhag)

(Shri/Smt. …………………………….)

Yojana Bhavan

Parliament Street

New Delhi 110001.



APPENDIX 9 – contd.

4. Inter-departmental note

GOVERNMENT OF INDIA

(Bharat Sarkar)

Department of ………………

(……………………… Vibhag)

Subject :

1. The present rules regulating the issue of identity cards provide inter alia that ……………

2. A question has now arisen whether ……………………………..

3.

4.

5. This departmentwill begratefulfor theadviceof the Departmentof LegalAffairs on theissue
raised in para 4 above.

(X.Y.Z.)

Deputy Secretary

Tele. No.

Department of Legal Affairs (Vidhi Karya Vibhag), (Shri…………), Shastri Bhawan, New Delhi

Department of …………. (Vidhi Karya Vibhag) I-D No. ………. Dated ………………….
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5. Enclair Telegram

TELEGRAM

£DCOMAH STATE

BOMBAY       *EXPRESS

No …………….. £ ………………… REOLET-RYLET JULY TENTH STOP EXPEDITE BUDGET
PROPOSALS STOP FINANCE PRESSING HARD STOP

�HOMEX

NOT TO BE TELEGRAPHED

(A.B.C.)

Under Secretary to the Govt. of India

Tel. No……………..

Department of …………………..

( ………………….. Vibhag)

No. …………………….

New Delhi, the 2000

Copy by post in confirmation.

(X.Y.Z.)

for Under Secretary to the Govt. of India

* Where necessary
£ Telegraphic address of addressee/sender.
@ Stands for `Reference our letter/Reference your letter’
Note : The form of telex message will be similar to that of telegram.
�



TO

The Director of Census Operations,

Maharashtra Sachivalaya,

Bombay
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(6) Office Order

Specimen - I

No …………………..

GOVERNMENT OF INDIA

(Bharat Sarkar)

Department of …………………..

(……………….. Vibhag)

New Delhi, the        2000

OFFICE ORDER

Shri Y.X.Z., a permanent lower division clerk in this department, is granted earned leave for
…………………….. days from ……………… to ………………. With permission to prefix
……………………………. A public holiday, to the leave.

2. It is certified that Shri X.Y.Z. is likely, on the expiry of this leave, to return to duty at the station
from which he proceeded on leave.

(A.B.C.)

Under Secretary to the Govt. of India

Copy to :

1. Office order file

2. Cashier

3. Section concerned

4. Shri X.Y.Z. L.D.C.

5.

Specimen – II

No ………………….

GOVERNMENT OF INDIA

(Bharat Sarkar)

Department of ……………….

(…………………. Vibhag)

New Delhi, the            2000

OFFICE ORDER

It hasbeendecidedto transferthework relatingto …………………….. from …………………. Sectionto
…………………….. section.

(A.B.C.)



Under Secretary to the Govt. of India

Copy to :- 
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Specimen - I

(7)Order

No ………………….

GOVERNMENT OF INDIA
(Bharat Sarkar)

Department of …………………
(………………… Vibhag)

New Delhi, the         19

ORDER
Sanctionof thePresidentis accordedunderrule10 of theDelegationof FinancialPowersRules,to thewrite

off irrecoverableloss of Rs. 5000 (RupeesFive Thousandsonly) being the value of the following articles
belonging to this department.

1. X X X X X
2. X X X X X

(A.B.C.)
Under Secretary to the Govt. of India

Tel. No. …………………
Copy forwarded to :

1. The A.G.C.R., New Delhi.
2. Internal Finance Section.
3. Cash Section.

Specimen – II
No ……………………

GOVERNMENT OF INDIA
(Bharat Sarkar)

Department of …………………
(………………… Vibhag)

New Delhi, the           19

ORDER
Shri …………….......…………… lower division clerk in the Departmentof ……...............……….is

hereby informed that it is proposed to take action against him under rule ..................................of
...........................................

2. Shri ………………………… is herebygivenanopportunityto makesuchrepresentationashe
may wish to make against the proposal.

3.
4.

(D.E.F.)
Deputy Secretary to the Govt. of India

Tel, No. ……………..
To
Shri                         L.D.C.
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Specimen - I

(8)Notification
[To be published in the Gazette of India, Part I, Section 2]

GOVERNMENT OF INDIA
(Bharat Sarkar)

Department of ………………………….
(………………………. Vibhag)

New Delhi, the             2000
NOTIFICATION

No. ………………. Shri X.Y.Z., UnderSecretaryin theDepartmentof …………………….. is appointedto
officiate as DeputySecretaryin that Departmentvice Shri …………………… transferredto the Departmentof
………………….

(A.B.C.)
Joint Secretary to the Govt. of India

To
The Manager,
Government of India Press,
(Bharat Sarkar Press) FARIDABAD
No. ……………………. New Delhi, the                       2000
*Copy forwarded for information to :

1.
2.
3.

(D.E.F.)
Under Secretary to the Govt. of India

Specimen – II
[To be published in the Gazette of India, Part II, Section 3 Sub-section (ii)]

GOVERNMENT OF INDIA
(Bharat Sarkar)

Department of ………………………..
(……………………… Vibhag)
New Delhi, the                   2000

NOTIFICATION
No. S.O.………………………. In exerciseof thepowersconferredby Section4 of the SupplyandPrices

of GoodsAct, 1950 (LXX of 1950) ……………………….. the Central Governmentherebyfix the following
schedule of maximum price ………………………………… [No ………………………….]

(A.B.C.)
Secretary to the Govt. of India

To
The Manager,
Government of India Press,
(Bharat Sarkar Press)
New Delhi.

* Endorsement should be typed on all copies except the one intended for the press.
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(9)Resolution

(To be published in the Gazette of India, Part I, Section 1)

No. ……………………….

GOVERNMENT OF INDIA

(Bharat Sarkar)

Department of …………………

(………………. Vibhag)

New Delhi, the             2000

RESOLUTION

TheGovernmentof India havehadunderconsiderationthequestionof further improving the efficiency of

the departments and services concerned with the collection of revenue. As a first step in that direction the President

hasbeenpleased,underthepowersvestedin him by previousto Article 309of theConstitutionof India, to decide

that a ClassI Central [Serviceto be known as `India RevenueService’ shouldbe constitutedwith effect from

……………………

(A.B.C.)

Secretary to the Government of India

ORDER

ORDERED that a copy of the resolution be communicated to ………………………

ORDERED also that the resolution be published in the Gazette of India for general information.

(A.B.C.)

Secretary to the Govt. of India

To

The Manager,

Government of India Press,

(Bharat Sarkar Press)

FARIDABAD.
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(10) Press Communique/note

Not to be published or broadcast before ……………….. a.m./p.m. on …………… day, the
…………………… 2000.

PRESS COMMUNIQUE/NOTE

In responseto public demand,theGovernmentof Indiahaveappointeda commissionto go into theproblem

of ………………….. and make suitable recommendations to the Government.

2. The Commissionwill consistof Shri …………………….. as Chairmanand the following as
members;

1.

2.

3.

3. In making its recommendations,the Commissionis expectedto give considerationto the
following matters;

1.

2.

3.

4. The Commission is expected to submit its report to the Government by ……………………

Department of …………………..

(………………… Vibhag)

New Delhi, the             2000

No. …………………..

Forwardedto the Principal Information Officer, PressInformation Bureau,Governmentof India, New
Delhi, for issuing the communiqué and giving it wide publicity.



                 ( A.B.C )

Joint Secretary

Tele.No.
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(11)Endorsement

No. ……………………

GOVERNMENT OF INDIA

(Bharat Sarkar)

Department of ……………………

(…………………. Vibhag)

New Delhi, the              2000

A copy each of the under mentioned papers is forwarded  for information and necessary action.

(A.B.C.)

Under Secretary to the Govt. of India

Tele. No. ……………

List of papers forwarded.

1.

2.

To

NOTE : The aboveis a specimenof endorsementasan independentforms of communication.Therecan,
however, be endorsementbelow other forms of communicationsalso. e.g., letter, notification as shown in
specimen forms (1) and (9).
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Extracts from the Indian Telegraph Rules and P & T Manual regarding classification and use of urgency
gradings for State Telegrams

[Vide para 50(5)(c)]

Indian Telegraph Rules

Rule 143. Classification and order of Priority for State Telegrams :

(1) Thefollowing classificationindicatesin descendingorderthepriority which regulatesthedisposal
of State telegrams, namely :

(i) SVH.

(ii) Most Immediate and Operations Immediate.

(iii) Immediate.

(2) Officers empowered to send State telegrams authorised in this behalf by the Director-General, may
usethesepriority indicationsand obtain for their telegramsprecedenceover all telegramsof a lower indication
awaiting disposal.Telegramsin the courseof transmissionshall not be interruptedexceptto preventdelay in
disposal of telegrams classed `IMMEDIATE’ or higher priority.

(3) Theseindicationsshall be written immediatelybefore the addressof the telegramand will be
transmitted free.

(4) Telegramsbearingthesamepriority indicationsshallbedisposedof in theorderin which theyare
booked.

(5) The priority indicationsmentionedin sub-rule (1) shall operatein respectof telegramsto Sri
Lanka and Nepal in respect of foreign telegrams whilst within Indian limits.

Rule 144. Charges. – MOST IMMEDIATE, OPERATIONS IMMEDIATE, IMMEDIATE AND
WEATHER IMMEDIATE, inland telegramsshall be chargedat double the ratesfor Expresstelegrams.SVH
Telegramsshall be chargedat the ratesfor Ordinary Telegrams.Expressand Ordinary Statetelegramsshall be
charged at the rates fixed for private telegrams of the same Class (Rule 60).

Telegrams relating to safety of human life

Rule 145. – Telegramsrelatingto the safetyof humanlife in maritimeor aerialnavigationshall bearthe
serviceinstruction“SVH” written by the senderor the office of origin and telegramsso written shall be given
priority in transmissionabove 'Most Immediate'Priority Telegrams.Such telegramsshall be deliveredto the
addresseeat onceby theoffice of delivery.Every office which receivesa telegramof this categoryclassedeither
asa StateTelegramor a ServiceTelegramor a MeteorologicalTelegramshallhandleit with topmostpriority atall
stages.

P & T Manual (Volume XI-Parts I & II)

Para 214. Most Immediate, Operations Immediate and Immediate Telegrams.-The indication
'OperationsImmediate' is reservedfor messagesdirectly connectedwith naval, military or air emergency
operations.The remainingindicationsviz. Most Immediateand Immediatemay be usedfor any Government
purposewhenthedegreeof urgencyjustifies.ThoughSVH telegramsin the InlandServiceincludingtelegramsto
Sri Lankaor Nepalarenow chargedat ORDINARY rate,theyshouldbegivenduepriority asmentionedin I.T.R.
145.
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*List of officials authorisedto sendMost Immediate,OperationsImmediateand Immediatetelegramsare

given in Appendix 9, in Part III of this Volume.

1. A degreeof priority authorisedfor useby any particularofficer may be exercisedby that
Officer’s Immediatedeputy (and no one else) when the authorisedOfficer is away from
headquarters.

2. In exceptional circumstances,any Officer may use any degreeof priority he considers
necessary.

NOTE: The Departmentdoes not acceptany responsibility for verifying that the Officer bookings a
telegramwith a particulardegreeof priority is actually authorisedto do so but reasonablecare
mustbetakenin checkingtheauthenticityof suchtelegrams;anycaseof clearinfringementof the
order on the subject should be brought to the notice of the Heads of Circle.

Para 215.The Instructionsgiven in Indian TelegraphRule 143 regardingStatemessagesof the degreeof
priority Immediateandabovemustbe strictly enforced.Headsof offices will be held responsiblefor any breach
thereof.The wordsMost Immediate,OperationsImmediateor Immediatewhich are not chargedfor, shouldbe
signaledasServiceInstructionimmediatelybeforethe addressthus.– Most Immediate,GovernorBengal,SVH.
Most Immediate,OperationsImmediateor Immediatetelegramsshouldinvariablybesignaledin thepresenceof a
supervisoror a TelegraphMasteror the Seniorofficial present.To permit of this being done,the Signal CTM
shouldfollow the classPrefix or WarningSignal “000”. The Supervisoror TelegraphMasteror Seniorofficial
whosupervisesthepromptdisposalof aMost Immediate,OperationsImmediate,or anImmediatetelegramshould
initial the telegram form in token of his having dealt with it [See also paras 46 and 219 (iv)].

* Not reproduced, Secretariat officers of and above the rank of deputy secretary are authorised to use the grading
`IMMEDIATE’.
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Composition of the Gazette of India and instructions for sending material for publication therein

[Vide para 50(11)]

1. Composition

Part Section Type of matter to be published
I
(To be published from Faridabad)

II
(To be published from Delhi)

1.

2.

3.

4.

1.

1A.

2.

3.

Notificationsrelatingto resolutionsandnon-statutory
ordersissuedby the ministriesof the Governmentof
India (other than the Ministry of Defence).

Notifications regarding appointments,promotions,
etc.of governmentofficers issuedby theministriesof
the Governmentof India (other than the Ministry of
Defence).

Notificationsrelatingto resolutionsandnon-statutory
orders issued by the Ministry of Defence.

Notifications regarding appointments,promotions,
etc.of governmentofficers issuedby the Ministry of
Defence.

Acts, ordinances and regulations.

Publication of the authoritative texts in Hindi
language of Acts, ordinances and regulations.

Bills and reports of Select Committees on Bills.

Sub-Section(i) General statutory rules (including
orders,byelaws,etc.,of a generalcharacter)issuedby
theministriesof the Governmentof India (other than
the Ministry of Defence)and by central authorities
(other than the administrations of Union Territories)

Sub-Section(ii) Statutory orders and notifications
issuedby the ministriesof the Governmentof India
(other than the Ministry of Defence)and by central
authorities(other than the administrationsof Union
Territories)
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Part Section Type of matter to be published

III
(To be published from Faridabad)

IV
(To be published from Faridabad)

V
(To be published from Faridabad)

3A.

4.

1.

2.

3.

4.

Authoritative texts in Hindi (other than such texts
published in section 3 or section 4) of general
statutory rules and statutory orders (including bye-
laws of generalcharacter)issuedby the ministriesof
the Governmentof India (including the Ministry of
Defence) and by central authorities (other than
administrations of Union Territories)

Statutoryrules and ordersissuedby the Ministry of
Defence

Notifications issued by the Supreme Court,
Comptroller and Auditor General, Union Public
ServiceCommission,Railway Administration, High
Courtsandtheattachedandsubordinateofficesof the
Government of India.

Notification and noticesissuedby the PatentOffice,
Calcutta.

Notificationsissuedby or undertheauthorityof Chief
Commissioners.

Miscellaneousnotifications including notifications,
orders, advertisementsand notices issued by the
statutory bodies.

Advertisementsandnoticesby privateindividualsand
private bodies.

Supplementshowing statisticsof births and deaths,
etc. both in English and Hindi.

NOTE 1 – Notifications to be publishedin sub-section(i) of Section3 of Part II areserialnumberedby
pressas`G.S.R.……………… andthosepublishedin sub-section(ii) as`S’O `…….…………’ Theidentification
numbers given by the ministries will appear within brackets at the end of notification.’

NOTE 2 – Weekly statementsof the ReserveBank of India publishedby the CentralGovernmentunder
Section 53 (i) of the Reserve Bank of India Act, 1934 is published in sub-section (ii) of Section 3 of Part II.

NOTE 3 – PartII of theGazetteis publishedin octavoform sothateachsectionmight, beboundat theend
of the year in a form convenient for reference.
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2. Instructions

1. The part and the section of the gazettein which the matter is to be published(vide `A’.
Instructions’above)shouldinvariably be indicatedon the top of the copy for the guidanceof
thepress.In caseof doubtas to whethera notification shouldbe treatedasa statutoryrule or
orderandpublishedin sub-section(i) or sub-section(ii) of section3, asthecasemaybe,of Part
II, the Ministry of Law should be consulted.

2. Theoriginal type-scriptcopy,signedby a competentofficer, shouldalonebe sentto thepress.
Cyclostyledcopy,carboncopyor a copywhich doesnot beartheofficer’s signaturewill not be
acceptedby the press.Corrections,if any, in thecopy sentto the press,shouldbe legible and
attested by the officer signing it.

3. Extraordinaryissuesof theGazettecanbepublishedwhenevernecessary.No mattershouldbe
requiredto be publishedin a GazetteExtraordinaryunlessit is of suchurgentnaturethat it
cannot wait until the publication of the next ordinary issue of the Gazette.

4. In fixing the datewhich a GazetteExtraordinaryshouldbear,the time-scheduleprescribedby
the Chief Controller of Printing and Stationeryshould be observed.Where for any special
reasons this is not practicable, the Government Press should be consulted before fixing a date.

5. The notification to be publishedin a GazetteExtraordinaryor the forwarding letter should
invariably be signed by an officer not lower in rank than a joint secretary.

6. All notifications intended for publication as 'extraordinaryissues'irrespectiveof the part,
section,or sub-section,in which they areto appear,shouldbesentto theGovernmentof India
Press,New Delhi. The part and the sectionof the Gazettein which the notification would
normally have been published will be indicated by that press in the issue itself.

7. 15 copiesof every notification of generalpublic importancewill be sentby the department
issuing it to the ParliamentLibrary at the sametime when it is sent for publication in the
Gazetteof India. A copyof the letter, forwardingthe copiesto the ParliamentLibrary, will be
endorsedto the Lok SabhaSecretariatand the Rajya SabhaSecretariatalong with a copy of
concerned Notification to each of them.

8. Not lessthantencopiesof everystatutoryNotification will besentby thedepartmentissuingit
to theLegislativeDepartmentof theMinistry of Law, JusticeandCompanyAffairs, on thedate
on which it is sent for publication in the Gazette of India.

 APPENDIX 12

Distribution Chart

[Vide para 81(1)]

Date ………………

Name of typist Units (pages) of typing work allotted



1   2   3   4   5   6   7   8   9   10   11   12   13   14   15   16   17   18   19   20

INSTRUCTIONS

1. When a typist is initially assignedtyping work a red line of appropriatelength (i.e.
representingtheunitsof typing work allottedwill bedrawnagainsthis name.Whena further
itemof typing work is givento thesametypist, theredline alreadydrawnwill beextendedby
an appropriate length.

2. Matter requiredto be typed should be measuredin termsof pagesaccordingto the norms
prescribed by the staff Inspection Unit.
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Typists’ Diary

[Vide para 81(2)]

Date Issue diary No. of draft Date on which typed
1 2 3

INSTRUCTIONS

If thesectionofficer reallocatestheunfinishedwork to anyothertypist, hewill scoreout therelevantentry
and attest it with his dated initials.
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Issue Diary

[Vide para 82(1)]

S.No. Draft No. Typist to whom marked Date on which returned to the
section

1 2 3 4

INSTRUCTIONS

192.Entriesin this diary will be madein the orderof the machinenumbersstampedon the draftsso that
column 1 & reflects the machine numbers.

193.If a draft is accompaniedby a file, letter(F) will beaddedto theentry in this column,as1/3/96-O&
M(F).
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Specimen form for authentication of communications for issue

[Vide para 84(3)]

No. 20/3/87-Letter 1

GOVERNMENT OF INDIA

(Bharat Sarkar)

Department of …………………………………

(…………………….. (Vibhag) ……………….

New Delhi, dated ……………………………...

OFFICE MEMORANDUM

SUBJECT :-

Subjectto theexigenciesof work, headsof officesmaypermitGovernmentemployeeswho wish to join the
public welcometo beaccordedto ………………………. on his arrival in Delhi on ……………………………. to
absent themselves from offices between …….....................……………. hours and
…………………………………………. hours.They shouldtakepositionsroundaboutthe Vijay Chowk andon
thetwo sidesof theroadbetweenNorth andSouthBlocksas……………………………… is expectedto passthat
way between these hours.

All attachedand subordinateoffices of the Ministry of Financeetc., in New Delhi may be informed
accordingly.

Sd/- A.B.C.

Deputy Secretary to the Govt. of India

Tele. No. :

AUTHORISED FOR ISSUE

(X.Y.Z.)

Section Officer

To

All Ministries/Departments of the Government of India, etc.
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Despatch register for postal communications only

[Vide para 86(2)]

Number ………………….. Date ……………………

S.No. Number of
communication

Addressee Value of stamps affixed

1 2 3 4

INSTRUCTIONS

1. Separate registers will be maintained for (a) foreign post (b) telegrams and (c) other inland post.

2. Entries in column 4 will be totalled up at the end of the day and the total indicated in red ink.
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Revised procedure for maintenance of service postage stamp account

[Vide para 86(7)]

1. All communicationsintendedto be sentby post will be placedin addressedenvelopes,after
observing the provisions of para 79(5).

2. After affixing postagestampsof the requisitevalue the envelopeswould be sortedout into
groups with the same value of stamps.

3. The total numberof envelopesin eachgroupswould be indicatedin the `Registerof Daily
Abstract of StampsUsed’ which would be maintainedin the form as at Annexure to this
Appendix. This register is in lieu of the despatchregister for postal communicationsat
Appendix16 asperpara80(2).The total valueof thestampsusedduring a dayasaddedup in
this abstract,will be enteredunder column 4 of the stampsaccountregisterprescribedin
Appendix 18 as per para 84(1).

4. The correctnessof the entries of outgoing envelopesin the `Registerof Daily Abstract of
StampsUsed’ would be checkedby the supervisorof thecentralR & I sectionat leastoncea
weekby actualcountof thecoversreadyfor despatch.Thecheckshouldbea surpriseoneanda
certificateof the check madeand its resultsshould be recordedin the register.The branch
officer in charge would also make a monthly check of this register.

5. It is to benotedthat thedespatchregisterfor foreigndakfor which ordinarypostagestampsare
usedwill continueto bemaintainedin theform at Appendix16,asthis procedurewill not apply
to such dak.



ANNEXURE TO APPENDIX 17 

Model Form

Register of Daily Abstract of Service Postage Stamps Used

S.No. Value of stamps on
each cover

No. of covers Total value
of stamps

(Rs.)

Initials of the section
officer

1 2 3 4 5

1

2

3

4

5

6

2.00

3.00

5.00

*Registered letters

*Insured letters
�Telegram

Dated the 30th June, 2001

40

10

4

80.00

30.00

20.00

NOTE :-*  In case of registered and insured articles as well as telegrams, the total number of such items despatched will be
shown in Column 3 and the total value of stamps used during the day on the basis of postal receipts will be indicated in
column 4.

�
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Stamps Account Register

[Vide para 90(1)]

Date

Value of stamps
In hand the

day
Received
during

Used during
the day

Balance at close of
the day 

(cols. 2+3-4)

Signature of
Despatcher Section

Officer

1 2 3 4 5 6 7

INSTRUCTIONS

1. Separateregistersshould be maintainedfor (a) ordinary postagestampsand (b) service
postage stamps.

2. Column 2 will repeat the figure in column 5 of the previous day.

3. In the caseof ordinary postagestamps,column4 shouldreproducethe daily total struck in
despatchregistersfor foreign dak. In the caseof servicepostagestampsthis column should
reproduce the sum of the daily totals struck in :

1. despatch register for telegrams.

2. Despatch register for inland post, and



3. Postal registration books [Vide para 80(4)].
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Section Despatch Register

[Vide para 91(1)(d)]

Date ………………..

S.No Number
of the
issue

Addressee Issued
In Hindi In English Bilingually

Remarks-Nature of
the issue e.g., letter

of telegram, etc.

1 2 3 4 5 6 7

Note :- Put in the relevant column from among columns 4-6.
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Statement of cases other than those of a routine nature disposed of without reference to the minister-in-
charge

[Vide para 91 (2)(b)(i)]

Ministry/Department of ……………………… Week ending ……………

S.No. File No. Brief Subject Nature of
decision taken

Level at which
taken

Date of
decision

1 2 3 4 5 6
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Essentials of a functional file index and an identifying file numbering system

[Vide para 94(3)]

1. Basicheads- Identify andlist basicfunctionsof thedepartment,thesemaybecalled'basic(or
group) heads' e.g. 'labour relations', 'foreigners', 'fertilizers'.

2. Primaryheads – List undereachfunction(i.e. basic/groupheads)its mainactivitiesidentifying
them by appropriate subject headings called 'primary heads'.

3. Secondaryheads – Divide eachprimary headinto sub-subjectsor aspectscalled 'secondary
heads'.

4. Tertiary heads - Wherenecessary,breakdown eachsecondaryheadinto its variousknown
factors called 'tertiary heads'.

5. Further sub-divisions – In this way the processof breaking down the function could be
extended to several descending, consecutive echelons according to needs.

6. Examples – Examples of basic, primary, secondary and tertiary heads are given in the annexure.

7. Rationalsequence– In drawingup lists of basic,primary, secondaryand tertiary headsand
their further sub-divisions,wherenecessary,somerationalsequencein arrangingthe headsin
the same list may be followed. Such an arrangementmay reflect organic or procedural
relationshipamongthedifferentheadsof to adoptanyof thefollowing ordersor a combination
thereof as convenient :

194.a step-wise process

195.an alphabetical order (particularly when representing regions, produces, commodities, 
clients, organisations or institutions)

196.descending levels of importance of heads.

197.diminishing frequency of occurrence of different events identified by suitable heads.

The first two places in the list of secondary heads under each subject may be uniformly reserved for 'general'
and 'policy' matters.

Entriesin eachlist of standardisedheads(viz. Underbasicheads,primary heads,secondaryheads,tertiary
heads and so on) may be arranged in alphabetical order, if any other type of sequence as not been followed.

8. Identificationof basicheads – If thenumberof basicheadsbelarge,eachmaybeidentifiedby
a group of 2 to 3 lettersphoneticallyselected.If it be small not exceeding10, they may be
identified by assigning consecutive Roman numerals to them.

For example,in the field of agriculture,the basicheads'fertilizers', 'seeds','plantprotection',etc. could be
symbolised by 'Fort', 'Sd', 'Ppn', etc., respectively.
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9. Identificationof primary heads – Next, theprimaryheadswill eachbeidentifiedby a groupof
2-digit Arabic numerals beginning with 11 and continuing in consecutive order upto 99.

10. Identification of secondaryand tertiary divisions – Similarly, eachsecondaryhead,as also
eachtertiary head,will be identified by a groupof 2-digit Arabic numeralsbeginningwith 11
and going upto 99.

11.Deviations – If the subjectsbe simple relatingto a freshor recentactivity, they may well be
coveredby one list of primary headsalone or by a two-level list of primary headsand
secondaryheads.Eachprimary headsor secondaryheadcould thenbe identifiedasin 8 and9
above.

Progressiveincreasein levelsdevelopsas the numberof functionsincreases,so alsowhen the numberof
activities under each function and the number of operations under each activity increase.

12. Exception – If a paperrequiring filing is such as apparentlydoesnot relateto any of the
approved lists, the following questions may be relevant :-

1. whetherit cancomeunderany factor headingi.e. a tertiary headingasrelatedto a secondary
heading;

2. whether it seems allied to a secondary heading as related to a primary heading; and if not

3. whetherit couldbebroughtunderanadditionalheadingplacedat appropriatepoint in the list of
primary headings.

If nothing suggests, it may be temporarily placed in the list of primary headings as the last item.

13. File code – The file may then be assignedan alphanumericcodesymbol composedin the
following sequence :-

1. a single letter or a group of 2-3 letters,or a Romannumericalrepresentingthe basic head
followed by a hyphen as the separator;

2. a 2-digit group of Arabic numerals representing primary head followed by zero as the separator;

3. a 2-digit groupof Arabic numeralsidentifying thesecondaryheadfollowed by a slantstrokeas
the separator;

4. serialnumberof the file openedduring theyearunderthesecondaryhead,followed by a slant
stroke as the separator;

5. a 2-digit number representing the year, followed by a hyphen as the separator;

6. a group of abbreviating letters representing the section.

If thefile openedrelatesto a standardisedtertiaryhead,a 2-digit Arabic numeralidentifying it, enclosedin
brackets, may be inserted before the serial number mentioned in (iv) above and the slant stroke preceding it.
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14.Example. – A file openedby Labour RelationsI sectionduring 1996 relating to a strike in
colliery 'X' may haveIV 13024/5/96/LRIas the file codewhere'IV' representsthe functions
group'labour relations'.13 the primary head'strikes','0' theseparator,'24' the secondaryhead
'coalmines','5' the serialnumberof the file openedduring the yearunderthe secondaryhead
'coal mines' to describethe colliery involved, '96' the year of openingthe file and 'LRI' the
section concerned.

To cite anotherexample,a file openedby ForeignersII sectionto examineanapplicationof Mr. Ferrari,a
Frenchnational,to visit India may bearthe codednumberF 17012/2/96-FIIwhere'F' representsthe grouphead
'Foreigners','17’ the primary head`visa/endorsement’,̀O’ the separator,'12’ the secondaryhead'French’ '2' the
serialnumberof the file openedduring the yearunder that head,'96' the year of openingthe file, and 'FII' the
concerned section.

Similarly, in FertiliserIV section,file relatingto fertiliser importscouldcarrythecodeFrt-19012/3/96-FIV
here'Frt' would denotethe basichead'fertilisers'andthe othersymbolswould be asexplainedin the abovetwo
examples.

15.  File title. – A complete title of the file will normally consist of the appropriate standardised heads (from
the 'basic' head downwards each separated by a hyphen) followed by a very brief content to describe the
particular question issue, event, person, thing, place, etc. involved. The basic head, however, need not
form part of the title, when –

1. the total numberof suchheadsis small andfrom their identifying Romannumerals, they can
easily be known; or

2. the basic head is identified by a letter or a group of letters phonetically selected.

16. Indexing. – In indexingfiles openedunderthefunctionalfiling system,indexslipsneednot be
preparedin respectof the standardised(i.e., basic,primary, secondary,tertiary, etc.) headsas
the identification codes assignedto them can easily be ascertainedby referenceto the
standardisedindex as developed.However, the 'content' of the file title (i.e. outside the
standardisedheadings)may be indexedif it containsa catchword which is likely to help in
recalling the case.

For instance,a file with thetitle "Labour relations– strikes– Coalmines– SinghbhumColliery Dhanbad–
reportregarding–" neednot be indexedunder'labourrelations','strikes',and'Coalmines'which arestandardised
basic,primary andsecondaryheadsrespectively.However,it may be indexedunder'Singhbhum'and'Dhanbad',
thenamesof the particularcolliery andplaceinvolved in the strike.The index slip relatingto files openedunder
the samesecondary,tertiary or the lowest standardiseddivision will be maintainedin a single seriesin the
alphabetical order of the catchwords used in the titles.

In the departmentalindex, theseindex slips could be very easily and briefly consolidatedas follows by
indicating only their sub-number and not the full file No.

'LABOUR RELATIONS – STRIKES – Coalmines. (IV-13024)'

Arora Collieries (7)

Banning of – Procedure (3)

Duggal Collieries (9)

Notice – Minimum period (2)

Singhbhum Collieries, Dhanbad (1)
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Examples of basic, primary, secondary and tertiary heads

Basic Head Primary Head Secondary Head Tertiary Head

Labour Relations

Foreigners

Fertilizers

Strikes

Lockouts
Adjudication of
disputes

Acts and Statutory
rules

Visa/endorsement
Special permits
Extension of stay

Imports

Planning
Statistics
Control
Promotion

-Coal mines
-Oil fields
-Banking

-Passport (entry into India)
Act/Rules

-Registration of Foreigners
Acts/Rules

-Foreigners Act/Rules

-Citizenship Act/Rules

-Shipment

-Foreign exchange

-Policy
-U K credit
-Barter/link deals
–Charter
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File Register

[Vide para 97]

STANDARD HEAD NO ……………………………………….

STANDARD HEADING …………………………………………………………………. 

File No. Subject Date of
Opening Closing

Classification (and
year of review)

Remarks

1 2 3 4 5 6

Instructions

1. Entriesin columns1-3 will bemadeat thetime of openingfiles andthosein columns4 and5
at the time of recording and reviewing them.

2. Year of review in column 5 is required to be indicated only in the case of class `C’ files.

3. If asa resultof the review,a file is markedfor further retention,the yearof the next review
will be worked out and indicated in column 5.

4. Whena file is transferredto the departmentalrecordroom or to anothersectiondepartment,
the fact of such transfer and the relevant date, will be indicated in column 6 – e.g.

        D.R.R.     M.H.A

   6-1-2001     16-2-2001

Similarly when the file is marked for destruction, an entry regarding the fact and the year of destruction will be
made in this column.
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File Movement Register

[ Vide para 100)]

SUBJECT ____________________________________________________________________________________________

_____________________________________________________________________________________________________

To whom Date To whom Date To whom Date To whom Date

Space for recording movements of part files

File No.



NOTES: (1) Movementwill bemarkedby indicatingtheofficer, sectionor departmentto which the file hasbeensentwith
date of sending below it, e.g.DS(N)

01.01.2001

MHA

24.01.2001
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198.Movementof the linked files will bemarkedin thespaceallottedin file movementregisterfor the
file with which these are linked as illustrated below –

File No. …………………………………………………………………............................

                         Linked files :-

DS(N)
       _________ 1. F. No. .........................................................................

19-2-2001 2. F. No. ...........................................................

199.In thespaceallottedfor eachof thelinked files in thefile movementregisterthemovementwill be
marked as illustrated below –

File No. .................................................................................................................................

DS(N)
      _________ Linked with File No. ............................................................

19-2-2001

(4) In thespaceallottedin the file movementregisterfor the file with which recordedfiles havebeenput up,
the movement will be marked as illustrated below –



File No. .................................................................................................................................

DS(N)              with recorded Files --

_________

19-2-2001 1. F. No. ..........................................................................

2. F. No. ..........................................................................

APPENDIX 24

Register for watching the progress of recording

[Vide para 104(2) (b) and (3)]

Section ……………………. Month and year …………………..

Files marked for record during the month Files recorded during the month

S.No. F.No. S.No. F.No.
1 2 3 4



1

2

3

4

5

6

7

8

9

10

11

12

13

14

15

16

17

18

19

20

1

2

3

4

5

6

7

8

9

10

11

12

13

14

15

16

17

18

19

20
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Illustrative list of records fit for permanentpreservationbecauseof (A) their value for administrative
purposes, and (B) their historical importance.

[Vide para105 (1)(a), (b) and (2)]

A – Records of value for administrative purposes

Papersof the following categorieswill normally be among those required to be kept indefinitely for
administration’s use :

1. Paperscontainingevidenceof rightsor obligationsof or againstthegovernment,e.g.,title to property,
claims for compensationnot subjectto a time limit, formal instrumentssuch as awards,schemes,
orders, sanctions, etc.

2. Papers relating to major policy decisions, including those relating to the preparation of legislation.

3. Papers regarding constitution, functions and working of important committees, working groups, etc.

4. Papersproviding lasting precedentsfor important procedures,e.g., administrative memoranda,
historical reports and summaries, legal opinions on important matters.

5. Papers concerning rules, regulations, departmental guides or instructions of general application.

6. Papers relating to salient features of organisation and staffing of government departments and offices.

7. Papers relating to important litigation or `causes celebres’ in which the administration was involved.

B – Records of Historical importance

Much of the material likely to be preservedfor administrativepurposeswill be of interestfor research
purpose as well; but papers of the following categories should be specially considered as of value to historians :

1. Papersrelatingto the origin of a departmentor agencyof government;how it wasorganised;how it
functioned; and (if defunct) how and why it was dissolved.

2. Data about what the department/agencyaccomplished.(Samplesby way of illustration may be
enough;but the needfor suchsamplesmay be dispensedwith wherepublishedannualreportsare
available).

3. Papersrelatingto a changeof policy. This is not alwayseasyto recognise,but watchshouldbe kept
for (a)summaryfor a Minister, (b) theappointmentof a departmentalor inter-departmentalcommittee
or working group,and(c) note for the Cabinetor a CabinetCommittee.Generallythereshouldbe a
consciouseffort to preserveall suchpapers,including thosereflectingconflicting pointsof view. In
the caseof inter-departmentalcommittees,however,it is importantthat a completesetof papersbe
kept only by the departments mainly concerned – usually the one providing secretariat.
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4. Papersrelatingto the implementationof a changeof policy, includinga completesetof instructionsto
execute agencies etc., and relevant forms.

5. Papersrelating to a well-known public or internationalevent or causecelebre, or to other events
which gave rise to interest or controversy on the national plane.

6. Paperscontainingdirect referenceto trendsor developmentsin political, social, economicor other
fields, particularlyif they containunpublishedstatisticalor financialdatacoveringa long periodor a
wide area.

7. Papers cited in or noted as consulted in connection with, official publications.

8. Papers relating to the more important aspects of scientific or technical research and development.

9. Paperscontainingmattersof local interestof which it is unreasonableto expectthatevidencewill be
availablelocally, or comprisingsynopsisof suchinformation coveringthe whole countryor a wide
area.

10. Papers relating to obsolete, activities or investigations, or to abortive scheme in important fields.

11. Any other specific categoryof recordswhich, accordingto the departmentalinstructionsissuedin
consultationwith the NationalArchives,haveto be treatedasgenuinesourceof informationon any
aspectof history – political, social, economic,etc., or are consideredto be of biographicalor
antiquarian interest.
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Example of titles of files and index slips

[Vide paras 107(3)(c),(d), and 109(2)(a)(ii)]

A-Title with index heads and sub-heads distinguished

Title of file Typed index slips

2 3



2.

3.

STRIKES-Coalmines-Singhbhum
collieries, Dhanbad-Report regarding

IMPORT LICENSING-Capital Goods-Public
Sector Undertakings-Application from Heavy
Electricals, Bhopal

FAMILY PLANNING-Vasectomy operations-
Financial and other incentives for popularising

STRIKES

Coalmines

Singhbhum collieries
Dhanbad

Strikes-Coalmines-SinghbhumCollieries, Dhanbad

Report Regarding

F.3/2/96-LRI

IMPORT LICENSING

Capital goods
Public Sector Undertakings
Heavy Electricals 

Import licensing-Capital goods-Public Sector

Undertakings-Applicationfrom Heavy Electricals,

Bhopal.

F.4/17/96-IMP

FAMILY PLANNING

Vasectomy
Incentives

Family planning-Vasectomy operations-Financial and
other incentives for popularising.
F.7/3/96-FPI







APPENDIX 26-contd.

1 2 3



First
slip

Second
slip

Third
slip

Fourth
slip

First
slip

B-Index slip as they will appear before they are included in
folders

EXAMPLE 1

* STRIKES
* Coalmines
* Singhbhum
* Dhanbad
Strikes-Coalmines-Singhbhum collieries, Dhanbad-Report regarding

* STRIKES
* Coalmines
* Singhbhum
* Dhanbad
Strikes-Coalmines-Singhbhum collieries, Dhanbad-Report regarding

* STRIKES
* Coalmines
* Singhbhum
* Dhanbad
Strikes-Coalmines-Singhbhum collieries, Dhanbad-Report regarding

* STRIKES
* Coalmines
* Singhbhum
* Dhanbad
Strikes-Coalmines-Singhbhum collieries, Dhanbad-Report regarding

EXAMPLE 2

FAMILY WELFARE

* Vasectomy
* Incentives
Family Welfare-Vasectomy operations-Financial and other incentives for
popularising

F.3/2/96-LRI

F.3/2/96-LRI

F.3/2/96-LRI

F.3/2/96-LRI

F.7/3/96-FWI
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1 2                                                                                                                    3

Secon
d slip

Third
slip

* FAMILY WELFARE
Vasectomy

* Incentives
Family Welfare-Vasectomy operations-Financial and other incentives for popularising

F.7/3/96-FWI

* FAMILY WELFARE
* Vasectomy

 Incentives
Family Welfare-Vasectomy operations-Financial and other incentives for popularising

F.7/3/96-FWI

C-Index slip as they appear in the departmental Index

Main index slip Subsidiary index



STRIKES-

        Coalmines-Singhbhum Collieries

        Dhanbad-Report regarding
        F.3/2/96.LRI

FAMILY WELFARE-

      Vasectomy operations-
      Financial and other incentives
      for popularising
      F.7/3/96-FWI

1. Coalmines

See `STRIKES’

F.3/2/96.LRI

2. Singhbhum collieries
See `STRIKES’

F.3/2/96.LRI

3. Dhanbad
See `STRIKES’

F.3/2/96.LRI

1. Vasectomy
See `FAMILY WELFARE’
F.7/3/96-FWI

2. Incentives
See `FAMILY WELFARE’
F.7/3/96-FWI
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PRECEDENT BOOK
[Vide para 110]

Heading ________________________________________________________________________________________

Decision or ruling in brief File No. Page No. Date

INSTRUCTIONS
1. Entriesin this bookwill bemadeundertheappropriatestandard-headsandsub-headsarrangedin an alphabetical
order. Wherefunctionalfiling systemis followed,entrieswill bemadeundertheappropriatebasic,primary, secondaryand
tertiary heads.



2. Thepagesof thebookwill benumberedseriallyanda few pagesallottedto eachstandardizedheadingunderwhich
entriesareto be madevide 1 above. At the beginningthe book will be pastedor written a list of suchheadingsandpages
allotted to each.
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                          Retention schedule for records prescribed in the Manual of office Procedure

[Vide para 111(1)(c)]
Sl. No. Description of record Reference to

relevantparaof

the manual

Retention period (years)

1 2 3 4



1.

2.

3.

4.

5.

6.

7.

8.

9.

10.

11.

11(a)

Dak register  .  .  .  .  .  .  .  .  .  .  .  .  

Invoice .  .  .  .  .  .  .  .  .  .  .  .  .  .  .

Section dairy .  .  .  .  .  .  .  .  .  .  .  .

Movement slip of receipts .  .  .  .  .

Assistant’s diary .  .  .  .  .  .  .  .  .  . 

Standing guard files  .  .  .  .  .  .  .  .

Standing note .  .  .  .  .  .  .  .  .  .  .    

Distribution chart .  .  .  .  .  .  .  .  .  

Typist’s Diary .  .  .  .  .  .  .  .  .  .  .  

Issue diary .  .  .  .  .  .  .  .  .  .  .  .  .  

Despatch register  .  .  .  .  .  .  .  .  .  

Section Despatch Register .  .  .  .  .

Postal registration books .  .  .  .  .  .

Receipts of telegrams  ..  .  .  .  .  .  

A Registerof daily abstractof stamps
used .  .  .  .  .  .  .  .  .  .  .  . 

Messenger book .  .  .  .  .  .  .  .  .  .

Stamps account register .  .  .  .  .  .

Weekly statementof casesdisposedof
without referenceto Minister . . . . . .
.  .  .  .  .  .  .  .

9(6)

10(1)

12(1)

15(3)

18(2)

30(1)(c)

30(1)(b)

75(1)

75(2)

76(1)

80(2)

85(1)(d)

80(4)

80(7)

80(8)

81(1)

84(1)

85(2)(b)(i)

1

1

3

To be destroyedafter the relevant
receiptshave beenreceivedin the
section concerned

1

Permanent.The earlier version of
these records will normally be
weededout as soonas the revised
version becomes available.

1

1

1

5

5

5

1

5

1

5

1



11(a)

12.

13.

14.

15.

16.

17.
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18.

19.

20.

21.

22.

23.

24.

25.

26.

27.

File register .  .  .  .  .  .  .  .  .  .  .  . 

File movement Register .  .  .  .  .  .

Register for watching the progressof
recording .  .  .  .  .  .  .  .  .  .  .  .

Index slips .  .  .  .  .  .  .  .  .  .  .  .  .  

Consolidated department index .  . 

Precedent book .  .  .  .  .  .  .  .  .  .  

List of files transferred to 

200.Departmental record room
. . .

(b)  National Archives . . . . . . . . . 

Record review register . . . . . . . . . . 

List of files received for review . . . 

Registerof sparecopiesof publications,
circulars, orders etc. 

Record requisition slip . . . . . . . . . .

Record requisition card . . . . . . . . . 

Weekly arrear statement . . . . . . . . 

Case sheets of cases pending disposal
over a month . . . . . . . . . . 

Numerical abstract of cases pending
disposal for over a month . . . . . . . .

91

94(1)

98(2)(b) 
and (3)

101

101

104

106(3)

106(5)

106(4)

107(5)

107(9)

109

109

117(1)(a)

118(2)(a)

118(4)(d)

              Permanent

1

3

5 yearsor till printed departmental
index becomesavailablewhichever
is latter.

Permanent

Permanent

25

Permanent

1

1

1

To be destroyed after the
requisitionedfile hasbeenreturned
to the National Archives.

To be destroyed after all the space
for entries have been used and the
last file requisitioned has been
returned to the sectional
departmental records.

1

1

1



27.

28.

29.

30.

31.

32.
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33.

34.

35.

36.

37.

38.

39.

40.

Consolidated numerical abstract of
casespendingdisposalfor overa month
in the various sections of the
department . . . . . 

Call book . . . . . . . . . . . . . . . . . . . . 

Monthly Progressreport on recording
of files . . . . . . . . . . . . . . 

Reminder diary . . . . . . . . . . . . . . . 

Register for keeping a watch on
communications received from M.Ps. . .

Register of Parliamentary Assurances . .

Check-lists for periodical reports . . .

Inspection reports . . . . . . . . . . . . . 

118(8)(a)

119(1)

120(1)

121

122

123(1)

124

133

3

3

1

1

1

1

1

1 year after the date of next
inspection.





Note: -- The retentionperiod will be reckonedwith referenceto the date from which the record ceasesto be
current/active.Where,however,it is proposedto weedout a registerwhereincertainentriesarestill current,e.g.,
file movementregisterwherecertainfiles enteredthereinhavenot beenrecordedor the registerof assurances,
wherecertainassuranceshavenot beenimplemented,thecurrententrieswill first betransferredto thenewregister
and the old register weeded out thereafter.
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List of files transferred to National Archives of India/departmental record rooms/sections/desks
[Vide para 112(2) and (3)]

Ministry/Department of……………… Section………………………………………

S.
No.

File No. Subject Classification and year
of review

Date of actual
destruction

1 2 3 4 5
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Record Review Register
[Vide para 112(4)]

Ministry/Department of……………… Year of review……………………………

File No. File No. File No. File No.

Note: -- This register will be maintained for class ‘C’ files only.
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List of files due for review
[Vide para 113(4) and (6)]

Sl. No. File No. Instruction of reviewing authority

1 2 3

INSTRUCTIONS

1. The departmental record room will prepare this list in triplicate by completing columns 1 and 2
only. 

16. The section responsible for review will sign one copy of the list and return it to the departmental record
room by way of acknowledgement, retaining the other two copies.

17. After review, the section concerned will complete column 3 of the list in both the copies by indicating.
1. the word ‘keep’ in the case of the files proposed to be retained indefinitely;

(p) the letter ‘W’ in the case of files desired to be weeded out; and
(q) the precise year of weeding, in the case of class ‘C’ files proposed to be retained for a further period not

exceeding 10 years from the date of their closing.
4. Both the copies of the list should accompany the files returned to the departmental record room,

which will sign one copy and return it to the section concerned by way of acknowledgement.
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Register of spare copies of publications, circulars, orders etc.
[Vide para 113(8)]

Sl.No. Particulars of document No. of spare copies available Remarks

1 2 3 4

INSTRUCTIONS

1. The register will be essentially in the form of a list of document i.e., publications circulars, orders,
etc. If the number of publication involved is large, register may be maintained in two parts- one for
publications and the other for circulars, orders, etc.

16. In column 2 will be indicated the title of the publication or number and date of circulars, etc.
17. As far as possible, circulars, orders, etc., will be entered in chronological order.
18. The number of spare copies of documents available may be ascertained at convenient interval say once a

year, for being indicated in column 3. If spare copies of a document are found to have been exhausted or are
weeded out, the relevant entry may be scored out in red ink or chalk. The register need not be rewritten
except when absolutely necessary.
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Result of Special Drive Conducted on Records Management

[vide Para 113(9)(a)]
Period of Special Drive

From .............. to ..............
Ministry/Department of ...........................................

Number of
files

recorded

Number
of files
indexed

Number
of files
reviewe

d

Number
of files
weeded

out

Number of files yet to be

Recorde
d

Reviewe
d

Weeded
out

Number of
files sent to

Departmenta
l Record
Room

Number
of files
sent to

National
Archive

s of
India

Remarks

1 2 3 4 5 6 7 8 9 10
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Record Requisition Card

[Vide para 115(1)]

D
a
t
e

File No.
requisition

File No. or
Diary No. with
which to be put

up

Requisition-
ing official/

section

Signature of
requisitionin

g official

Date of
return

Initials of
record

custodian

1 2 3 4 5 6 7

INSTRUCTIONS

1. The form will be printedon stiff paperof the thicknessroughly of the file coverbut of a colour-

distinct from that normally used for file cover.



16. Where it is not possible to indicate the file or diary No. of the paper with which the requisitioned file is to
be put up column 3 should indicate briefly the purpose for which and/or officer for whom the requisitioned
file is required.
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Statement showing particulars of receipts/cases in hand for more than 7 days

[Vide para 123(1)]

Name of Section/Desk…………………………… Week ending……………………….

Diary
No.

Date from
which
pending

Brief subject Reasons for
delay

Remarks of
section officer/
higher officer

Action taken
on remarks in
Col. 5

1 2 3 4 5 6





APPENDIX  36

Weekly Arrear Statement

Consolidated form for the section as a whole

[Vide para 123(3)]

Name of section……………………………….……………………………………………

Week
ending

Number of receipts/cases
B.F. from
previous
week

Received
during the
week

Total of
cols. 2
and 3

Dealt with
during the
week

In hand
Initials of
Section
Officer

Total Over 7
days

1 2 3 4 5 6 7 8





APPENDIX  37

Case Sheet

[Vide para 124(2)(a)]

File/Diary No……………………. Date of commencement…………………….

Subject………………………….

Month ending With whom pending and
since when

Reasons for delay Remarks of U.S. and
higher officers

1 2 3 4

INSTRUCTIONS

1. A separate sheet will be maintained for each case.

16. The statement will cover not only originating section’s/desk’s own files but also files received by it from
other section/desks/departments and other P.U.Cs. for which no file has been opened. Their diary numbers
will identify the last two categories of cases.



17. The date of commencement of a case will normally be the date of receipt of the PUC and can be ascertained
from the file register in the case of originating section’s/desk’s own files and from the section/desk diary or
assistant’s diary, in other cases.

18. Entries in column 2 will be made on the basis of entries in the file movement register section/desk diary.



APPENDIX 38

Numerical abstract of cases pending disposal for over a month
[Vide para 124(4)(d)

Section/desk………………..
Year…...………….

As on the
last day of

Number of cases (other than those transferred to call book) pending
disposal

between
1 & 3

months

between
3 & 6

months

between
6 months
and one

year

between
1 & 2
years

over  
2 years

Total of
cols. 2-6

Number
of cases

transferre
d to call

book

Initials of
section

officer/desk
functionary

1 2 3 4 5 6 7 8 9
January

February

March

April

May

June

July

August

Septembe
r

November

December



APPENDIX 39
Consolidated numerical abstract of cases pending disposal for over a month

[Vide para 124(8)(a) and (b)]

Ministry/Department of………………..                                                                                                Month ending………….

Section Number of cases (other than those transferred to call book)
pending disposal

between
1 & 3

months

between
3 & 6

months

between
6

months
and one

year

between
1 & 2
years

over 2
years

Total of
cols. 2-6

Number
of cases

transferre
d to call

book

Variation from previous
month

in the
case of
col.7

in the case of
col. 8

1 2 3 4 5 6 7 8 9 10



APPENDIX  40
Call Book

[Vide para 125(1)]
Sl.

 No.
File Number Date of

commencemen
t of file

Subject Reason why
no further

action can be
taken for
over six
months

Date on
which

action is
to be

restarted

Remarks of
B.O./ divisional
head at the time

of review

Date of
restarting

1 2 3 4 5 6 7 8



APPENDIX  41
Monthly progress report on recording of files

[Vide para 126(1)]
Section/desk……………………..

Month ending Number of files   Initials
B.F. from

previous month
marked for

record during
the month

recorded
during the

month

remaining to be
recorded at the

end of the month
(col. 2+3-4)

record
clerk/

assistant

section
Officer/

desk
functionary

1 2 3 4 5 6 7

INSTRUCTIONS

1. Column 1 will also indicate year
2. Column 2 will repeat the figure in column 5 for the preceding month.
3. Column 3 and 4 will be filled on the basis of the register for watching the progress of recording

(Appendix     24).



APPENDIX  42
Monthly progress report on review of files

[Vide para 126(1)]

Section/desk……………………..

Month
ending

Number of files Initials
B.F. from
previous
month

Received
for

review
during

the month

Reviewed during the month
Marked

for
further

retention

Marked
for

destructio
n

Total
Remainin

g to be
reviewed
at the end

of the
month
(col.

2+3+6)

Record
clerk/

Assistant

Section
Officer/

desk
functionary

1 2 3 4 5 6 7 8 9

INSTRUCTIONS

201.Column 2 will repeat the figure in column 5 for the preceding month.
202.Column 3 and 4 will be filled on the basis of record review register and lists of file received for

review.







APPENDIX  43

                                   Consolidated monthly progress report on recording of files

[Vide para 126(3)(a) and (b)]
Ministry/Department……………………… Month ending………

Section

Number of files

B.F. from
previous
month

marked for
record during

the month

recorded
during the
month

remaining to
be recorded at
the end of the
month (col.
2+3-4)

Variation of col.
5 from col. 2

1 2 3 4 5 6



APPENDIX  44

                         Consolidated monthly progress report on review of recorded files

[Vide para 126(3)(a) and (b)]
Ministry/Department……………………… Month ending………

Section

Number of files

B.F. from
previous
month

received for
review during the

month

reviewed
during the
month

remaining to
be recorded
at the end of
the month
(col. 2+3+4)

Variation of col.
5 from col. 2

1 2 3 4 5 6





APPENDIX  45

Register for keeping a watch on the disposal of communications received from Member of Parliament

(To be maintained by personal sections of Joint Secretaries/Directors)

[Vide para 127(1)]

Sl.
No.

Diary No.
& Date

No. and date of
communicatio

n

Name of
M.P.

To whom
addressed

Brief
Subject

Section/
desk

concerned

Remarks

1 2 3 4 5 6 7 8



APPENDIX  46

Register for keeping a watch on the disposal of communications received from Members of Parliament

(To be maintained by sections/Desks)

[Vide para 127(2)(a)]
           
 Name of Section/desk………………

Sl.
No

Diary
No. &
Date

Joint 
Secretary
/ Director

Diary
No.

No. &
date of
Comm-
unica-
tion

Name
of

M.P.

To
whom
address

-ed

Subject Date of
acknow-

ledge-ment

File No. Date of
interim
reply

Date
of

final
reply

Remarks

1 2 3 4 5 6 7 8 9 10 11 12





APPENDIX  47

Particulars of M.Ps. letters pending for over a fortnight

[Vide para 127(4)]

Sl. No. Name of M.P. Date from
which

pending

Brief Subject Reason
for delay

Remarks of
Branch
Officer/

Divisional
Head/Jt.

Secy.

Action
taken on the
remarks in
column 6

1 2 3 4 5 6 7





APPENDIX 49

Details of Pending Court /CAT Cases

[Vide para 129(1)]

Sl.
No
.

Petition / OA
No.        
with date

Name of
Court /

Bench of
CAT

Major issues
involved

Date on which
Counter

Affidavit was
filed

Date of filing
subsequent

affidavits, if any

Present Status
of the case

(1) (2) (3) (4) (5) (6) (7)





APPENDIX 50

Status of Implementation of Court/CAT Judgements

[Vide para 129(2)(a)]

Sl
.
N
o.

Petitio
n / OA

No.
with
date

Nam
e of
Cou
rt /
Ben
ch
of

CA
T

Dat
e of
Jud
ge
me
nt

Time-
frame, if

any,
given by
Court

for
impleme
ntation

M
aj
o
r
is
s
u
es
in
v
ol
v
e
d

Whether the appeal/
review application

against the judgement
has been filed

byGovernment/
Individual, if so, the

date thereof

Stat
us of
the

appe
al/

revi
ew

appl
icati
on

If no appeal
etc. has been
filed, present

status of
action taken to
implement the

judgement

Reasons
for delay

in
implement

ing the
judgement

Whether any
contempt petition has
been filed for delay in

implementation or
against the manner of
implementation of the

judgement

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





APPENDIX 51

Number of Court/CAT Cases pending for

[Vide para 129(4)]

Less than 6 months Between 6 months
to 1 year

Between 1 to 2
years

Over 2 years Total

(1) (2) (3) (4) (5)





APPENDIX 52

Register of Parliamentary Assurances
[Vide para 130(1)]

Section/desk………………….                                                                                                        Lok   Sabha
Rajya Sabha                          

Sl.
No.

Date Reference Subject Assurance
given

How fulfilled Date on which
Sent to

Department
of

Parliamentar
y Affairs

Laid on
the table

of the
House

1 2 3 4 5 6 7 8



INSTRUCTIONS

203.Column 2 will show the date on which the assurance was given.
204.Column 3 will indicate the No. of the question, name of bill, resolution, motion, etc. in connection with

which the assurance was given and also reference to the communication from the Department of
Parliamentary Affairs with which it was received.



APPENDIX 53

Check list for Watching receipt of incoming periodical reports for the year……………….

[Vide para 131(1]

Ministry/Department of…………………
Section/desk…………………

Sl.
No.

Title
of the
Repor

t &
File
No.

Periodicit
y

Due date of Receipt
Jan. Feb. Mar

.
Apr

.
Ma
y

Jun
e

July Aug
.

Sept
.

Oct. Nov
.

Dec.

1 2 3 4 5 6 7 8 9 10 11 12 13 14 15



INSTRUCTIONS

205.If theperiodicity of a reportis morethana month,theprescribeddate(s)will beshownunderthe
appropriatemonthsonly. For example,if a quarterlyreportis dueon 15th January,April, July and
October, only cols. 4, 7, 10 and 13 will be filled by indicating the figure 15 under each.

206.If a report is to be receivedmore than once in a month, two or more entriesdependingon the
frequencyof the report will be madein columns4 to 15. Thus,for instance,fortnight reportwill
require two entries to be made under each month.



APPENDIX 54

Check list for Watching despatch of outgoing periodical reports for the year……………….

[Vide para 131(1)]

Ministry/Department of…………………
Section/desk…………………

Sl.
No.

Title
of the
Repor

t &
File
No.

Periodicit
y

Due date of Despatch
Jan. Feb. Mar

.
Apr

.
Ma
y

Jun
e

July Aug
.

Sept
.

Oct. Nov
.

Dec.

1 2 3 4 5 6 7 8 9 10 11 12 13 14 15



INSTRUCTIONS

207.If theperiodicity of a reportis morethana month,the prescribeddate(s)will be shownunder
theappropriatemonthsonly. Forexample,if a quarterlyreportis dueon 15th January,April, July
and October, only cols. 4, 7, 10 and 13 will be filled by indicating the figure 15 under each.

208.If a reportis to bedespatchedmorethanoncein a month,two or moreentriesdispendingon the
frequencyof thereportwill bemadein columns4 to 15.Thus,for instance,fortnight reportwill
require two entries to be made under each month.



APPENDIX 55

                                  Inspection questionnaire for central receipt and issue section

[Vide para 135(1)]
Ministry/Department of ………………………………………………………………

Date of present inspection …………………………………………………………….

Date of last inspection …………………………………………………………………

PART I – FACTUAL DATA TO BE FURNISHED BY SECTION OFFICER

A---Staff position

S.O. Asstt. U
D
C

L
D
C

Others
 (to be specified)



1. Staff strength :
(1) Present

(a) sanctioned
(b) actual

(2) At the time of last inspection
(a) sanctioned
(b) actual

2. Deployment of staff on :
(a) receipt of dak
(b) opening and stamping of dak
(c) making a dak
(d) sorting of dak
(e) registration of dak
(f) distribution of dak and

preparation of invoices.
(g) stamping of drafts
(h) marking of drafts and 

maintenance of
distribution chart

(i) maintenance of issue diary
(j) typing
(k) comparing
(l) despatch
(m)night duty arrangements :

(i) for receipt, registration &
distribution of dak
(ii) for issue work



APPENDIX 55 contd.
B--State of work



3.   (1) Total number of sections in the 

Ministry/Department

 (2) Number of sections catered to
for centralised :

(a)  receipt of dak
(b)  typing and comparing

(p) despatch

4.   Average daily volume of dak :
(a) received
(b) registered

5.   Average daily number of :
(1) drafts/cases received for issue
(2) pages typed
(3) telegrams issued
(4) other communications

despatched:
(a) by registered/insured post
(b) by ordinary post
(c)     otherwise, through

messengers

6.  Average number of communications 
   received per day by resident

clerk/ night duty clerk which were :
(a) distributed to officers/staff

on/late duty in office on the
same day

(b) sent to officer’s residences
(c)     held over for distribution on the

next working day

7. Average number of drafts received
per day by the resident



clerk/night duty clerk for issue
outside office hours.

209.Normal hoursof distribution
of ordinary dak among
sections

9. Office machines :
(1) No. of typewriters

(a) English
(b) Hindi

(2) No. of duplicating machines
(a) hand-worked
(b) power driven



(Signature of Section Officer)



APPENDIX 55-contd.

PART II-INSPECTION OFFICER’S REPORT

A-Detailed observations on compliance with procedural instructions

1. Are the following (a) maintained? (b) up to date? (c) handy?



(1) List of subjects dealt with in
each section of the department

[Vide para 9(5)]

(2) List of residentialaddressesand
telephonenumbersof officers and staff
of the department

[Vide para 86(1)(a)]

(3) List of departmentshavingarrangements

within centralregistry,for receiptof dak

outside office hours (with name and

telephone No. of the official in charge)

[Vide para. 86(1)(b)]

(4) List of officers designated by other

departmentsto receivedakoutsideoffice

hours and their residential addresses

[Vide para 86(1)(c)]

(5) List of telegraphicaddressesof
state governmentsand other outstation
offices frequently addressed

[Vide para 86(1)(f)]



(6) Residential addresses and
telephonenumbersof officers of other
departments designated to receive
parliamentary papers

[Vide para 86(1)(d)]

(7) Postal addressesof all offices
under it (attachedoffices, subordinate
offices, autonomousbodies etc.) which
deal direct with the departments

[Vide para 86(1)(e)]





APPENDIX 55 – contd.



(8) Delhi Official Directory

[Vide para 86(1)(g)]

(9) Official Directory

[Vide para 86(1)(h)]

(10) List of India’s representativesabroad
[Vide para 86(1)(i)]

210.Diplomatic list 
[Vide para 86(1)(j)]

211.Schedule of postal rates 
[Vide para 86(1)(k)]

2. Dak registers [Vide para 9(6)]

212.Number Maintained?
213.Basis of distribution?

(3) Basis rational?If not, improvement
needed.

214.Neat and tidy?
215.Entries complete?

3. Invoices [Vide para 10(1)]

(1) Signed by recipients?
(2) Filed property?

4. Processing of dak

Examine a sampleof 50 items of dak
entered in invoices, but awaiting
distribution and indicate the number:
(1) not date-stamped
(2) not bearingidentifying codeof the

dak register
(3) not marked correctly



(4) Received :
(a) on the previous working
day
(b) two working days earlier
(c) 3 or more working days

earlier

5. Distribution chart (for typing work)
[Vide para 75(1)]

(1) Maintained?
(2) Distribution fairly even?
(3) Daily average number of

pages :
(a) allotted to a typist

(b) typed by a typist





APPENDIX 55-Contd.



6. Issue dairy [Vide para 76(1)]

(1) Neat and tidy?

(2) Scrutinised by section officer
daily?

(3) Examine a sample of 50 more-
than- one-month old entries and
indicate the number (if any) of :

(i) incomplete entries
(ii) drafts returned to

sections after issue:
(a) within 2 working
days of their receipt
(b) within 3 to 5 working

days;
(c) over 5 days.

7. Typing and comparison [Vide
para75(3) and77] Examinea sampleof
20 fair typed communicationsawaiting
signature and indicate the number (if
any);

(i) not typed well
(ii) not typed on paper of 

suitable size
(iii) havingenclosuresbut not

indicating number of
enclosures and oblique
lines.

(iv) of drafts not bearing
initials of typists and
compares.

8. Despatch [Vide para 79, 80, and 81]

(1) Examine a sample of 50
communicationsreadyfor despatch
and indicate the number (if any)



where:

(i) covers actually used

(ii) covers needlessly used

(iii) covers used were not of
appropriate size





APPENDIX 55 – contd.



(iv) economy of slips, although
required, not used

(v) addresses written:
(a) not neat/clear
(b) not complete.

(vi) window envelope used but
addressesnot visible through
the window

(vii) an unduly large number of
stampsof smallerdenomination
used

(viii) covers meant for despatch
under service postage stamps
not franked with

facsimile impressionof
the signatureof the officer in

charge
(ix) coversmarkedfor despatchby

registeredA.D. with AD cards
not bearing reference No. of
the communication.

(x) the reference No. of
telegramsready for

despatch not indicted in the
receipt portions of the
telegrams

(2) Receiptsfor telegrams,registered
and insured covers filed properly?

(3) Takea sampleof 5 office copies

of the communications

issued by the resident clerk/

night duty clerk after the closing



hours on the previous day and

state the number (if any) that

could have been held over for

issue till the next working day.

Daily, Abstractof stamps

used

9. Despatch register [Vide para
80(2)]

(1) Separate despatch registers
maintained for :-
(i) telegrams?
(ii) inland post?
(iii) foreign post?

(2) Neat and tidy?





APPENDIX 55 – contd.



(3) Value of stamps of totalled?
(i) daily?
(ii) correctly?

(4) Postalregistrationbooksusedfor
registered post?

10. Stamps account register [Vide
para 84(1)]
(1) Separate registers maintained:

(a) for ordinary postage stamps?
(b) for service postage stamps?

(2) Totals from despatchregistersand
postal registration books/posted:
(a)  daily?
(b)  correctly?

(3) Scrutinised by section officer daily?
(4) Inspection by the branch officer

every month?
(5) Stock of stamps available tallies

with the balance shown in the
register?

11. Messenger books [Vide para 81(1)
(1) Number of books in use?
(2) Number serially?
(3) Basis of allocation?
(4) Allocation rational?
(5) Time of despatch of

urgent communications
indicated?
12. General remarks

(1) Adequacy and condition of:
(a) typewriters
(b) duplicating machines
(c) furniture

(2) Seating arrangement
(3) Working conditions 

including lighting, ventilation



etc.





APPENDIX 55 – contd.

B—Summing up

*13. Brief re-capitulationof defectsor
short- comings noticed.

*14. Suggestions for improvements
(a) by the inspecting officer
(b) receivedfrom thesection

staff together with the
comments of the inspecting officer
thereon.
*15. A general assessment of

performance of the section
including a comparativeappraisal
with particular referenceto the
picture revealedduring the last
inspection

Date………. Signature of inspecting officer

Designation…………………..



*Use a continuation sheet, where necessary.
Instructions for answering the questionnaire



Reference to part,
section and item in
the questionnaire

I-B 4 & 5

I-B4(a)

I-B4(b)

I-B5(1)

I-B5(2)

I-B5(3)

I-B5(4)(a)

I-B5(4)(b)

I-B5(4)(c)

II-A1(b)

II-A 2(2)&(3)

Instructions

The daily average should be based on the information for the preceding
week and should exclude information relating to work handled by
resident/night duty clerk to be furnished separately vide S. Nos. 6& 7.

To be worked out on the basis of figures contained in column 5 of the
invoices maintained for different sections.

To be worked out with reference to the serial numbers assigned to the first
and the last entries in the dak registers.

To be worked out with reference to the serial numbers assigned to the first
and the last entries in the issue diary.

To be assessed from the distribution charts and typists’ dairies.

To be worked out with reference to the serial numbers assigned to the first
and the last entries in the despatch register for telegrams.

To be workedout with referenceto the serialnumbersassignedto the first and
the last entries in the despatchregister for registeredpost/bookof the postal
registration receipts.

To be worked out with reference to the serial numbers assigned to the first
and the last entries in the despatch register for ordinary dak.

To be arrived at by counting the number of entries for a week in a sample
of messenger books and projecting the result to the total number of
messenger books in use for that week

To be assessed on a test check to be carried out with reference to a new
latest known changes.

To be answered with specific reference to para 9(7) of manual.





APPENDIX 56
Inspection Questionnaire on Organisation & Methods(O&M) 

[Vide para 135(1)]

 (To be filled-in by all Sections / Desks / Units)

MINISTRY / DEPARTMENT __________________________________       FOR THE QUARTER ENDING _______________

OFFICE / SECTION __________________________________________             

1. Subjects allotted to Section / Desk / Unit, in brief  :

2. (a) Number of Receipts received   :

(b) Number of New Files opened   :

(c) Registers & Folders

a. Whether Section Diary Register, Assistant Diary, Despatch Register, File Register, File Movement Register, 
Call Book, Guard File, Reference Folders, Precedent Book, Subject Distribution Chart, Reminder / Suspense 
Diary, Register for Communicationsfrom MPs, Register for Parliamentary Assurances, etc. are being 
maintained and kept neat and tidy. :

(ii) Registers / folders not being maintained along with the reasons :

(d) Consolidation of Orders and Review of Rules / Manuals etc.

216.Whether orders / instructions are being consolidated, if so, details of consolidation of orders made during the year:

a. Whether there is any regular mechanism for undertaking revision of old rules, regulation, manuals, etc. :

(iii) Details of rules, regulations, manuals etc. revised / updated / reprinted during the year :

217.      Work Environment

218.Whether work environment in office is congenial keeping in view the general cleanliness, seating 
arrangements etc. :

(ii) If not, specify the areas of deficiency and action being taken to improve the same :

(f) Items of work which have been computerized :



3. Staff Strength
Sl. No. Name of Post / Grade Sanctioned In position Number of vacancies and date

from which vacant
Cause of vacancy 

(Transfer, retirement, death,
long leave, etc.)

Remarks

(1) (2) (3) (4) (5) (6) (7)

4. Rotation of Staff  (Details of persons working in the same section/unit for more than five years)
Sl.
No.

Name & Designation of
employee

Name of Section / seat in
which working

Date from which
working

Whether his/her case of transfer was
considered

Justification for such retention

(1) (2) (3) (4) (5) (6)



5. Training of Staff
Groups Number

of
persons

in
Section/

Unit

Number
of persons
who have
undergon

e in-
service
training

during the
year

Number of
persons who

require
short-term

training (i.e.
upto 3

months) in
work related

jobs

Number of
persons who
require long-
term training

(i.e. more
than 3

months) in
work related

jobs

Area of Training
(Please indicate)

219.Office Procedure
220.Computer
221.Finance/Audit
222.Statistics/Research
223.Management
224.Other specialized fields

225.Any other (specify)

Remarks

(1) (2) (3) (4) (5) (6) (7)
Group – A

Group – B

Group – C

Group – D

6. Punctuality

(i) Is Attendance Register maintained properly   (Please specify, Manual or Electronic) :

(ii) Is late Attendance marked showing the time of arrival of late comers :

(iii) Is Attendance Register checked by an officer daily :

(iv) Is forefeiture of casual leave etc. done as per instructions :

(v) Whether surprise visits conducted by senior officers?  If so, frequency per month :

7. Security of Official Documents

(i) Whether Classified files and papers (other than those in hand) are being kept in locked almirahs? :

226.Whether separate record (e.g. section diary, file register, index slip) is being maintained in respect of secret 
papers (unless the section itself is designated as secret or top secret) ? :

227.Whether any instances of violation of prescribed instructions for treatment and safe guarding of secret / top secret 



papers / information have come to notice and, if so, action taken thereon. :

(iv) Whether a periodical review is done to de-classify the existing classified documents and if so, the result thereof:

8. Processing, Submission and Monitoring of Cases

(a) Processing and Submission of Papers    (Take a sample of 5 current cases at draft stage)

(i) Number of cases, which were properly referenced, flagged and enclosures clearly marked :

228.Whether name, designation, complete address and telephone number of the signatory were marked :

229.Number of files which were found neat and tidy :

230.Extent of computerization of file movement / tracking of papers :

(b) Monitoring of Pending Cases

(i) Whether Weekly / Monthly statements of pending cases are being submitted on due dates :

231.      Number of Pending Cases
Upto One month Between 1 to 3 months Between 3 to 12 months Over 1 year Total

(1) (2) (3) (4) (5)

232.Whether cases pending over a month are being brought to the notice of concerned Joint Secretary
or higher officers :

9. Compliance of Official Language Policy

(i) Number of letters received in Hindi :

(ii) Number of letters out of (i) above replied in Hindi :

(iii) Percentage of correspondence in Hindi with Government offices located in Hindi Speaking States/UTs. :

233.Whether all the documents like orders, notifications, contracts, agreements etc. are issued bilingually:



10. Records Management

(a) (i) Number of files due for recording :

(ii) Number of files recorded :

(iii) Number of files pending for recording :

(b) (i) Number of files received for review :

(ii) Number of files reviewed :

(iii) Number of files pending for review :

(iv) Number of files marked for further retention after review and its percentage to (ii) above :

(c) (i) Number of files weeded out :

(ii) Whether proper record has been maintained of such files :

(d) Whether Index Slips prepared for recorded files alphabetically :

(e) (i) Number of files sent to Departmental Record Room :

(ii) Number of files sent to National Archives of India (NAI) :

(f) (i) Whether Retention Schedule for records has been drawn up relating to substantive work:

(ii) If yes, whether the schedule is reviewed every 5 years :

11. Pending references from M.Ps. and other V.I.Ps.
Number of references

Broug
ht

forwar
d

Receiv
ed

during
the

year

Total

Number of
references
disposed

Number of references pending for disposal

(from date of receipt)
Less
than

3
mont

hs

Betwe
en 3 to

6
month

s

Betwe
en 6 to

12
month

s

Over
One
year

Total 

Out of pending references
number of cases in which

acknowledgement / interim reply
has been sent

Reasons for pendency of
cases over one year 

(in each case)

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



12.(a) Matters related to the Parliament (Pending Assurances given in the Parliament)
Sl.
No.

Parliament Question
No. and date on which

replied

Number of
Assurances

given

Date on
which the
extended
period
expires 

Assurance pending for

Less than 6
months

Between 6 to
12 months

More than
One year

Reasons for non-
fulfilment Present status 

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

12.(b) Directions of Parliament Committees Pending Compliance
Sl.
No.

Name of the Committee Date on which
directions given

Nature of directions Date by which
directions are to be

complied

Present status of compliance

(1) (2) (3) (4) (5) (6)



13.(a) Disposal of representations from the Staff
Number of Representations

Broug
ht

forwar
d

Receiv
ed

during
the

year

Total

Number of
Representations

disposed

Number of Representations pending for disposal
Less
than

3
mon
ths

Betwe
en 3 to

6
month

s

Betwe
en 6 to

12
month

s

Over
One
year

Total
Pendi

ng

Reasons for pendency of cases
over six months

Broad nature of
Representations

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

13. (b) Disposal of Complaints of Women Employees regarding Harassment



Number of Complaints
Broug

ht
forwar

d

Receiv
ed

during
the

year
Total

Numbe
r of

Compl
aints

dispose
d 

Numbe
r of

pendin
g

Compl
aints 

Details of each pending Complaint
Number of

Woman
employee(s)

Date of
receipt of
Complaint

Whether any hearing
has taken place, if so,

date thereof

Whether the matter was
discussed in the

Committee/Cell set up to
look into such Complaints 

Present Status

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

13.(c) Disposal of Complaints of SC/ST Employees
Number of Complaints

Broug
ht

forwar
d

Receiv
ed

during
the

year

Total

Numbe
r of

Compl
aints

dispose
d 

Numbe
r of

pendin
g

Compl
aints 

Details of each pending Complaint
Name of the

SC/ST
employee(s)

Date of
receipt of
Complaint

Nature of Complaint Whether any hearing has
taken place and if so, date

thereof Present Status

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

14. Mechanism of Public Grievances and Transparency

(i) Whether a senior officer has been appointed as the Director of Public Grievances :

(ii) Whether the office has been empowered to pursue the matters represented to pursue the matters 
represented and liaise with all branches and sections :

(iii) Whether a day of the seek has been earmarked for attending to public grievances by senior officers :

(iv) Whether a complaint box has been placed at the reception :

(v) Have suitable arrangements been made for visitors for lodging their complaints :

(vi) Have Information and Facilitation Counters been opened :



(vii) Has a Complaint Register been opened and are the complaints being entered therein :

(viii) Has time-frame been fixed for disposal of complaints :

(ix) Does Head of Office / Department review the action taken for redressal of Public Grievances :

(x) Whether release of information to the public on Department’s activities is taking place through :-

(a)  Book-lets : (b)  Information & Facilitation Counters : (c)  Internet  :

15. Disposal of Petitions from the Public
Number of Petitions

Broug
ht

forwar
d

Receiv
ed

during
the

year

Total

Number of
Petitions disposed

Number of Petitions pending for disposal

(from date of receipt)
Less
than

3
mont

hs

Betwe
en 3 to

6
month

s

Betwe
en 6 to

12
month

s

Over
One
year

Total
Pendi

ng

Reasons for pendency of cases
over six months

Broad nature of Petitions
received

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

16. Maintenance of Office Support Systems
234.Equipments / Machines (like Typewriters, Computers, etc.)
Equipment Whether in working order If not in working order, date

from which not working
Action taken for repairing the

fault
Whether the number of

equipments provided are
adequate vis-à-vis

Staff/workload
(1) (2) (3) (4) (5)



235.      Furniture

Action taken for replacing the old furniture by modular furniture :

17. Scheme (s) of Awards for Suggestions

236.Whether any ‘Scheme of Cash Awards to the Staff / Public’ is in operation for suggesting innovative ideas/ 
new methods / procedures / techniques for improving the efficiency and productivity of the Organisation:

(ii) Number of suggestions made by the Staff and Public separately during the year :

237.Whether any of the suggestions were accepted for implementation and, if so, details of awardees and their 
suggestions

:

18. Inspection of Attached / Subordinate Offices (Details of inspections conducted by the Head of the Department / Senior Officers during the year)
Name of Office

inspected
Date (s) of
Inspection

Name & Designation of
Officers who conducted

the inspection

Suggestions /
Recommendations /

Defects pointed out (in
brief)

How many Suggestions /
Recommendations have

been implemented

Suggestions /
Recommendations not so

far implemented and
reasons therefore

Remarks

(1) (2) (3) (4) (5) (6) (7)

19. Implementation of Suggestions / Recommendations of Last Inspection

a. Have all the suggestions / recommendations / defects pointed out in the previous inspection 
been implemented / rectified :



(ii) If not, specific reasons for not implementing the same in each case :

20. Brief recapitulation of defects or shortcomings noticed and any other comments which inspecting
Officer (s) may have to make :

(Section Officer / Junior Analyst)

To
IWSU / O&M Unit



APPENDIX 57

Inspection Questionnaire for Departmental Record Room

[Vide para 135(2)]

Ministry/Department……………………………….…………………………………..

Date of present Inspection………………………………..……………………………

Date of last Inspection………………………………………..………………………..

PART I—GENERAL

PERSONAL DATA

Factual data to be furnished by S.O./
Asstt. /UDC In-charge of record
Room.

S.O. or equivalent Asstt. UDC/LDC Daftry/Record Peon
grade like Archivist Attendent/ Record sorter

Sanctioned strength

Actual Deployment at the time of inspection

2. Physical condition of the Record Room

(i) Location such as e.g. Basement/Ground
Floor/Other floors.

(ii) Area occupied by records

(iii) Area occupied by staff.

(iv) Total Area

Is there sufficient space in the Record
Room for further accrual and storage of records?

(v)Number of shelves

(a)Steel

(b)Wooden

(vi) Mode of keeping the record :

(a) Are the files kept in bundles with plywood/
cardboard support or in carton boxes?



(b) If in bundles, how they are kept? (horizontal/
vertical)

(c) Are the bundles properly labelled indicating
their contents?

(vii) Are there proper ventilation and lighting arrangement?

(viii) Are there security arrangement against fire hazards,
theft and pilferage?

(ix) Is there enough space for reception and consultation
of record?

(x)Does the Record Room have gangways?



APPENDIX 57-contd.

(xi) Whether naphthalene bricks/balls are being used? If not,
what are the other arrangement for satisfactory preser-
vation of record (e.g. spray of Insecticides like DDT,
Pip and Flit etc.

(xii) Is vacuum cleaner being used for Record Room? If not,
state the arrangements for proper dusting and cleaning?

(xiii) Whether records are being fumigated periodically?
(xiv) What arrangement exists for mending and repair of

records? What materials are used for mending and
repair work? [Para 98(3)}

(xv) General condition of cleanliness and proper stacking
of files etc.
PART II-RECORD-KEEPING AND THEIR PERIODICAL REVIEW/APPRAISAL

Number of records: Wherever possible please furnish the information for inclusive years (i.e. oldest and the latest year)
(i) Total number of record (indicating the oldest and the

latest on the date of inspection)
(a) Files
(b)Registers
(c) Other records like Maps/Charts/Drawings/

Audio-Visual.
(ii) Total number of records which are more than 25 years

old at the time of inspection
(a)Files
(b)registers
(c) Other records like Maps/Charts/Drawings/

Audio-Visual.
(iii) If the Record Room is also accepting classified records

the arrangement for their safe custody
(iv) Security arrangement for inspection of Secret Record

Room where they exist.
(v) Whether all the files due for review have been sent to

respective sections.
(vi) Number of ‘C’ category records sent for review to

respective sections during the last year. [Para 107(4)]



(vii) Number of record reviewed during the last year.
[Para 107(5)]

(viii) Number of records lying unreviewed indifferent sections.
(ix) Number of records marked for further retention by

concerned sections and sent to departmental record room
[Para 107(1) & (5)]

(x) Percentage of files marked “keep” to total files reviewed
and whether it is excessive?

(xi) In case further review is called for (if excessive percentage
has been marked for retention) number of files checked
and advice or measure suggested for improvement.
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Weeding out :
(xii) Number of files/records marked for weeding out during

the year. [Para 107(1)].
(xiii) Whether the records marked for weeding out have been

destroyed? If not, when it is proposed to destroy them.
[Para 107(7)(b)(i)].
Transfer:
(xiv) Number of more than 25 years old files appraised

by the National Archives of India during the last year.
[Para 107(2)]

(xv) Whether the files recommended for retention by
National Archive of India have been transferred
to that organisation. If not, give reasons.

Retention Schedule:
(xvi) State if the Retention Schedule for substantive

records has been complied. If not, when it is
proposed to be compiled. [Para 105(1)(d)]

PART III – MAINTENANCE

1. Files:
Please take a sample of 20 files at random and examine
(i) Whether the files have been properly recorded

and classified into , ‘B’ and ‘C’ categories. Has
the retention period of ‘C’ category files has been
distinctly indicated? (Para 99]

(ii) Whether they have been stitched properly?
[Para 98(3)]

(iii) Number of files not found at appropriate places in
bundles of recorded files.

(iv) Are the requisition slips kept in proper places in
bundles? If not, state reasons. [Para 109(3)]

(v) Number of files lying on the ground. If so, indicate
number and reasons therefor.



(vi) Whether files opened under functional and conven-
tional filing system are kept separately and arranged
sectionwise, chronologically in a serial order.

2. Register:
Whether the following registers are being maintained
properly and entries are up-to-date:
(i) Record Issue Register
(ii) Record Review Register [Para 106(4); Appendix 30
(iii) Accession Register
(iv) Record Transfer Register [Para 106(2); Appendix29].



APPENDIX--57 contd.

PART IV – INDEXING

(i) Has the departmental index been compiled in the
consolidated form? [Para 103]

(ii) What types of finding aid (Reference Aids/Information
retrieval) sets are available in the Record Room?

PART V – INSPECTING OFFICERS’ REPORT
(i) Additional functions, if any, being performed by the

Departmental Record Room.

(ii) General Remarks of the Inspecting officers about the
state of Record Room.

(iii) Recapitulation of defects or shortcomings noticed and
any other comments which Inspecting officers may
have to make.

(iv)    General Remarks, if any :

Signature of the Inspecting Officers
with date

One copy of the inspection report may be forwarded to the National Archives of India for their information and record. [Para 136(1)].



APPENDIX 58

Management Information System(MIS)

[Vide para 135(3)]

 (To be filled by Establishment / Administration)

MINISTRY / DEPARTMENT __________________________________ DATE OF LAST INSPECTION
_______________

OFFICE / SECTION __________________________________________ DATE OF PRESENT
INSPECTION_______________

1. Position of Vacant Posts
Sl.
No.

Name of
Post/Grade

I
n
P
o
si
ti
o
n

Numbe
r of

vacanci
es and
date
from
which
vacant

Vacancies arisen under

Direct
Recruit

(DR)

Promotion Transfer/
Deputation

In case of
DR, date on

which
vacancy
sent to

UPSC/SSC
etc. and the

present
status

In case of
Promotio
n, action
taken for
holding

DPC
meeting
and the
present
status

In case of
Transfer/

Deputation, action
taken for

circulation/
advertisement of

post and the
present status

REMAR
KS

(1) (2) (3) (4) (5) (6) (7) (8) (9) (10) (11) (12)



2. Promotional Aspects
Sl.
No.

Name of
Post/Grade

Number of employees who
have been working in the

same post/grade on regular
basis for

10-15
years

15-20
years

More
than 20
years

Reasons for not getting
promotion

Whether re-
structuring/

quinquannial cadre
review of different
posts/grades have
been conducted,

wherever applicable

If not, the
date of last

cadre
review

Reasons for
not doing

re-
structuring/
periodical

cadre-
review

REMAR
KS

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

3.(a) Ad-hoc Promotion
Sl.
No.

Name of
Post/Grade

Number
of ad-hoc
promotee

s

Reasons for resorting to ad-hoc
promotion

Date of
promotion

Level of authority
whose approval was

obtained

Whether the
concurrence of DOPT
etc. was obtained for
continued promotions

beyond one year
(1) (2) (3) (4) (5) (6) (7)



3.(b) Details of requests received for Appointments made on Compassionate Grounds
Sl.
No.

Name &
designation of
Government
servant (s)

expired, while in
service

Date of
death

Date of
receipt of

application
from

Dependent

Relationship with
the Government
servant to whom
appointment was
given / to be given

Post & Pay
Scale for which
appointment
was made / to

be made

Date of
appointment

In case pending, reasons for
delay

(1) (2) (3) (4) (5) (6) (7) (8)

4. Completion of Probation

Details of cases in which satisfactory completion of probation has not been declared :
Sl.
No.

Name of
Post/Grade

Number of
the

probationers

Number of cases in
which probation
period has been

extended

Number of cases of
termination of service

during probation
period, if any.

Number of
remaining cases

Reasons for delays in each category

(1) (2) (3) (4) (5) (6) (7)



5. Recruitment Rules (RRs) for the Posts
Posts for which

RRs to be finalized
Whether action has been

initiated.  If so, the present
status.

Reasons for delay in
finalization of RRs

Posts for which RRs have
not been reviewed/modified

as per instructions

Reasons for non-review in
each case

(1) (2) (3) (4) (5)

6. Maintenance of Service Books

(a) Take a sample of 10 and service books and note the following :
Are Service Books

available for all
categories of staff?

Whether Service
Books are complete

and upto date?

Are nomination
forms duly filled in

and attached?

Are records of Leave,
LTC, CGEGIS,
HBA, annual

increments etc.
maintained?

Has verification of
service been done
particularly for

officials retiring in
next five years?

Whether Service
Books have been

shown to the persons
concerned every

year?
(1) (2) (3) (4) (5) (6)

2. Where Service Books are not complete, whether any special drive was undertaken :
and if so, the results thereof.



7(a)      Details of  Pending Disciplinary Cases
In case of  Pending Disciplinary Cases

Sl.
No.

Name &

Designation

of delinquent

officer

Nature of alleged

misconduct

(MINOR or MAJOR)

Date of

receipt of

complaint/

cognizance

of the

office

Proceedings
initiated with

date i.e. date of
issue of formal
charge sheet

Date of
initiation

of
enquiry

Date  of
Submission
of report by
the Inquiry

Officer

Whether
UPSC/

CVC was
consulted

Present status
of the case

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

7.(b) Details of Pending Review / Appeal Cases
Sl.
No.

Name &
designation of

delinquent official

Nature of Penalty imposed Date of receipt of
appeal / review

application

Present Status



(1) (2) (3) (4) (5)

8. Number of Vigilance Cases Pending : Group-A : _______; Group-B :  ________;   Group-C :  ________; Group-D :
_______.

9. Number of Suspension Cases Pending :  
Group Number of Cases Pending Whether Charge-sheet served within 3 months, if not reasons thereof

Group-A

Group-B

Group-C

Group-D

10. Review for Premature Retirement [under FR 56 (J)]



Group / Post Number of cases
ripe for review 

Number of cases
actually reviewed

Number of cases
recommended for

continuance in
service

Number of cases
recommended for

premature
retirement

Remarks

(1) (2) (3) (4) (5) (6)

Group A

Group B

Group C

Group D

11. Details of Cases where Pension and Pensionary Benefits have not been settled

238.  Pending Cases for Settlement of Pensionary Benefits etc. to Persons Retired on Superannuation / Voluntarily



Sl.
No. Name

&
desig
natio
n of

emplo
yee

Date
of

retire
ment

on
super
annu
ation/
volun
tarily

Nature of
pensionary
benefits to
be settled

like pension,
CGEGIS

and
encashment

of leave
(specify

each item
separately)

Whether advance action
like NOC from the Dte. of
Estates, filling of forms for
family details, nomination

of bank, verification of
qualifying service,

forwarding of Form-7 &
pension calculation sheet
was taken as per schedule

If not,
reasons for

delay in each
item

Any other
reason for

which
pensionary

benefits
were not
setteled

Present status

Whethe
r

anticipa
tory

pension
sanction

ed in
respect
of long
pending

case

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



(b) Pending Cases for Settlement of Pensionary Benefits etc. to Persons Died in Harness in the office
Sl.
No.

Name &
designation of

employee

Date of
Death

Date of
sanction of
immediate

relief

Date of receipt of
application

alongwith death
certificate and

other papers for
sanction of family

pension

Date of
sanction of

family
pension

Details of non-settlement
of claims like DCRG,

PF, CGEIS, encashment
of leave, Deposit Link

Insurance 

Specify the reasons for
non-settlement of each

item

(1) (2) (3) (4) (5) (6) (7) (8)

12. Court Cases (Pendency may be taken from the date of filing the petition/application in CAT/Court)

239.  Number of Court Cases pending for
Less than 6 months Between 6 months to 1

year
Between 1 to 2 years Over 2 years Total

(1) (2) (3) (4) (5)



240.  Details of Pending Court Cases
Petition / OA No.

with date
Name of Court /
Bench of CAT

Major issues
involved

Date on which
Counter Affidavit

was filed

Date of filing
subsequent affidavits,

if any

Present Status of the
case

(1) (2) (3) (4) (5) (6)

241.  Status of Implementation of Court Judgements
Peti
tion

/
OA
No.
wit
h

dat
e

Nam
e of
Cou
rt /
Ben
ch
of

CA
T

Dat
e of
Jud
ge
me
nt

Time-
frame, if

any,
given by
Court

for
impleme
ntation

Major
issues

involved

Whether the appeal/
review application

against the
judgement has been
filed byGovernment/
Individual, if so, the

date thereof

Statu
s of
the

appe
al/

revie
w

appli
catio

n

If no appeal etc.
has been filed,

present status of
action taken to
implement the

judgement

Reasons for delay
in implementing
the judgement

Whether any contempt
petition has been filed

for delay in
implementation or

against the manner of
implementation of the

judgement

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



13. Delegation of Powers by the Head of Department / Senior Officers

(i) Whether the Administrative / Financial Powers have been delegated to Subordinate Offices / Officers:

(ii) If so, the order numbers and date vide which such powers were delegated :

(iii) Whether delegated powers are being exercised :

14. Maintenance of Advance Registers and Cash Book   (Take a sample of five registers)

(a) (i) Whether registers for long-term advances and short-term advances being maintained properly:

242.Whether entries of all advances like GPF, HBA, Scooter/Car advances are made in the 
pay book Register :

243.Are these registers being submitted to officers :

244.Whether proper account of the Imprest Money is being maintained :

(b) (i) Is the Cash Book being maintained as per rules / instructions :

(ii) Are all receipts and payments entered daily in the Cash Book :

(iii) Is physical verification of Cash in Hand done once in a month by the officers :

15. (a) Audit Objections

(i) Is internal Audit being done every year :

(ii) Date of last visit of external Audit Team :

245.  Details of pending Audit Objections



Sl.
No.

Number of
pending Audit

Paras,
brought to
notice by

Audit Team

Number of
Audit Paras

having
financial

implications

Number of
cases of mis-

appropriation/
embezzlement,

if any

Number of
Audit Paras,

pending action

Pending Audit Paras, in
brief

Reasons for delay in
taking corrective action

(para-wise)

Remarks

(1) (2) (3) (4) (5) (6) (7) (8)

16. Vehicle-wise details of Petrol / Diesel consumption     (Month-wise consumption during the year may be given)
Make of Vehicle Registration

Number
Whether the Log

Book is maintained
properly

Actual
consumption of
Petrol / Diesel 

Excess, if any,
over the prescribed

ceiling of
consumption

Whether excess
consumption was
got regularized

with IFD’s
approval

Remarks

(1) (2) (3) (4) (5) (6) (7)



(Signature)
Under Secretary (Admn./Estt.)

To
IWSU / O&M Unit
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Executive Summary for Secretary

[Vide para 135(4)]
(To be prepared by IWSU / O&M Units)

Ministry / Department   _______________________________     Report for the Quarter ending __________________

1. Position of Vacant Posts
Sl.
No. Name

of
Post/

Grade

In
Po
sit
io
n

Number of vacancies arisen over 3
months Vacancies arisen under

Bet
we
en

3 to
6

mo
nth
s

Bet
we
en
6 to
12
mo
nth
s

Over 1
year

Total

Direct
Recruit

(DR)

Promo-
tion

Trans-fer/
Deputa-

tion

In case of  DR,
date on which
vacancy sent to
UPSC/SSC etc.
and the present

status

In case of
Promotion,

action taken for
holding DPC

meeting and the
present status

(1) (2) (3) (4) (5) (6) (7) (8) (9) (10) (11) (12) (13)

2. (a) Details of pending Disciplinary Cases
Sl.
No.

Name &
designation of

delinquent
official

Nature of
alleged

mis-
conduct

Date of
receipt of
complaint/
cognizance

of the
offence

Proceedings
initiated with

date i.e. date of
issue of formal
charge-sheet

In case of major penalties proceedings

Date of
initiation of

Enquiry

Date of
submission of
report by the

Inquiry
Officer

Whether
UPSC/ CVC

was
consulted 

Present status
of the case

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



(b) Details of pending Review / Appeal Cases
Sl.
No.

Name & Designation of
delinquent official

Nature of penalty
imposed

Date of receipt of appeal/
review application

Present Status

(1) (2) (3) (4) (5)

3. Details of Vigilance Cases



Sl.
No.

Name of
delinquent
employee

N
a
t
u
r
e
 
o
f
 
a
l
l
e
g
e
d
 
m
i
s
c
o
n
d
u
c
t

Whethe
r

PE/RC
has
been

initiate
d by
CBI

Date
of

recei
pt of
repo

rt
from
CBI

W
h
e
t
h
e
r
 
p
r
i
m
a
 
f
a
c
i
e
 
c
a
s
e
 
e
s
t
a
b
l
i
s
h
e
d

Whether
sanction

for
prosecuti

on
obtained
by CBI

from the
competen

t
authority 

In case of
gazetted

employee,
whether
CVC was
consulted
and if so,
the date
thereof

Whether the
delinquent official

has been suspended
and if so, the date

of suspension 

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

4. (a) Details of Pending Court Cases(Pendency may be taken from the date of filing the petition / application in CAT/Court)
Petition / OA

Number with date
Name of Court/
Bench of CAT

Major issues
involved

Date on which
counter affidavit

was filed

Date of filing
subsequent affidavits,

if any

Present status of
the case

(1) (2) (3) (4) (5) (6)



(b) Status of Implementation of Court Judgements
Petiti
on /
OA
No.
with
date

Name
of

Court
/

Bench
of

CAT

Date
of

Judg
emen

t

Time-
frame, if

any, given
by Court

for
implementa

tion

Major
issues

involved

Whether the appeal/ review
application against the

judgement has been filed
byGovernment/ Individual, if

so, the date thereof

Status
of the

appeal/
review

applicat
ion

If no appeal etc. has
been filed, present status

of action taken to
implement the

judgement

Reasons for delay in
implementing the

judgement

(1) (2) (3) (4) (5) (6) (7) (8)

5. Pending References from M.Ps and other V.I.Ps.
Number of references

Brough
t

forwar
d

Receive
d

during
the year Total

Number of
references disposed

Number of references pending for disposal

(from date of receipt)
Less

than 3
month

s

Betwee
n 3 to 6
months

Betwee
n 6 to

12
months

Over
One year

Total
Pendin

g

Out of pending references number of
cases in which acknowledgement /

interim reply has been sent

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

6. (a) Matters relating to the Parliament (Pending assurances given in the Parliament)
Sl.
No.

Parliament
Question No. and

date on which
replied

Number of
Assurances

given

Date on
which the
extended
period
expires 

Assurance pending for

Less than
6 months

Between 6
to 12

months

More
than One

year

Reasons for non-
fulfilment Present status 

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



(b) Direction of Parliament Committees Pending Compliance 
Sl.
No.

Name of the Committee Date on which
directions

given

Nature of directions Date by which
directions are to be

complied

Present status of compliance

(1) (2) (3) (4) (5) (6)

7. Details of Pending Audit Objections
Sl.
No.

Number of
pending

audit paras
brought to
notice by

Audit Team

Number of
audit paras

having
financial

implications

Number of cases
of mis-

appropriation/
embezzlement, if

any

Number of
audit paras

pending
acation

Pending audit
paras, in brief 

Reasons for delay
in taking corrective
action (para-wise) Remarks

(1) (2) (3) (4) (5) (6) (7) (8)

8. Disposal of Petitions from the Public
Number of Petitions

Broug
ht

forwar
d

Received
during the
quarter 

Total

Number of Petitions
disposed

Number of Petitions pending for disposal

(from date of receipt)
Less

than 3
month

s

Betwee
n 3 to 6
months

Betwee
n 6 to

12
months

Over
One year

Total
Pendin

g

Reasons for pendency of cases over
six months

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

9. Details of any other aspect(s) which need the attention of the Secretary / Head of Office (may be added as Annexure).



APPENDIX 60

Matters in respect of which departments may issue departmental instructions

[Vide para 159(1)]

S.No. Subject Reference to the 
relevent para of

the Manual

1 2 3

1. Designation of an officer to receive urgent dak outside office hours
(for departments having no resident clerk or night duty  staff for the
purpose) .    .    .    .    .    .    .    .    .    .    .    .    .    .    .    .    .    .    .7(2)(b)

2. Categories of receipts which should be entered in the dak register    .9(6)(h)

3. Processing of urgent dak received by the central registry outside
office hours    .    .    .    .    .    .    .    .    .    .    .    .    .    .    .    .    .   .10(5)

4. Types of receipts which should be seen by higher officers before
they processed .    .    .    .    .    .    .    .   .    .    .    .    .    .    .    .    .   .11(3)

5. Types of receipts, other than those mentioned in para 12(1) which
should not be diarised    .    .    .    .    .    .    .    .   .    .    .    .    .    .    .12(2)(k)

6. Designation of an officer to decide allocation of disputed receipts    .16

7. Categories of ‘routine cases which the section officer can dispose of
and types of ‘intermediate action’ which he can take on his own    .    .19(2)

8. Categories of cases for which standard process sheets can be devised   .21

9. Levels at which different classes of cases may be finally disposed of   .22(1)

10. Booking of telephone trunk calls (or STD) calls from telephones
provided in office and at residences of officers.    .    .    .    .    .    .    . 46(5)

11. Cases or classes of cases in which attached and Subordinate offices
under control of a department may correspond directly with other
departments and vice versa.    .    .    .    .    .    .    .   .     .    .    .    .    . 47(1)

12. Levels competent to make or authorise inter-departmental references49(2)(a)

13. Formulation of guidelines by nodal ministries/departments .   .    .   .   .50

14. Classes of cases in which fair communications may be authenticated for
issue by the section officer of central issue section/section concerned  .78(4)



APPENDIX 60--contd.

1 2 3

15. Procedure for submission of weekly statement of cases other than
those of routine nature disposed of without reference to the
Minister-in-charge   .   .    .    .    .    .    .    .    .    .    .    .    .    .    .    .85(2)(b)(I)

16. Classes of cases in respect of which card indices may be maintained    .101(4)

17. Departmental record retention schedule prescribing retention periods
for different categories of records connected with substantive functions  .105(1)(d)

18. Procedure for review and weeding out of records maintained by officers
and their personal staff    .    .    .    .    .    .    .    .    .    .    .    .    .    .    .108

19. Time limits for disposal of cases    .    .    .    .    .    .    .    .     .    .    .    .115

20. Declaration of meeting less day in the week   .    .    .    .    .    .    .    .    .116

21. Levels to which the monthly statement of cases pending disposal for
over a month may be submitted .    .    .    .    .    .    .    .    .    .    .    .    .118(6)

22. Levels to which the inspection reports and the compliance reports
should be submitted.    .    .    .    .    .    .    .    .     .    .    .    .    .    .    .  136(3)

23. Supplementary inspections of sections with special reference to the
nature of their work.    .    .    .    .    .    .    .    .   .    .    .    .    .    .    .    .137(1)

24. Categories of record to be treated as historical importance.    .    .    .    .Item (11) of Part ‘B’ of 
Appendix 25



APPENDIX  61

Despatch Register to be maintained by the personal offices of Ministers

[Para 162(1)(a)(ii)]

S.
No.

Number and date of
communication

Subject To whom
sent

Enclosure

1 2 3 4 5



APPENDIX 62

File Movement Diary to be maintained by the personal offices of the Ministers

[Para 162(1)(a)(iii)]

S.
No.

File Number Subject From whom
received and date

To whom
sent and
date

1 2 3 4 5

*(For files received from the Secretariat only).



APPENDIX  63

Particulars of files given informally to Minister

[Para 162(3)(b)]

File Number Brief
Subject

Destination of
officer who
handedover the
file

Date Initials of
P.S. to
Minister

1 2 3 4 5

Note: This shall be prepared in duplicate. While the original is handed over to P.S. to Minister, who will
initial the duplicate in token of having received these particulars, the duplicate will be kept by PA/PS to
the officer concerned, till the file in question is received back from the Minister.





APPENDIX  64

Procedure to be followed for processing of reports of Commissions/Committees and other expert bodies

[vide para 165]

1. On receipt of a report, it should in the first instance,be examinedat the level of Additional
Secretary/Joint Secretaryandorderson thoserecommendationswhich do not requireconsultation
with otherdepartmentsandcanbeacceptedstraightwayshouldbeissuedby themwithin onemonth
from the date of receiptof the report. The remainingrecommendationsin the reportsshould be
processed through empowered committees.

2. The Ministry primarily concernedwith the implementation of a report should appoint an
“EmpoweredCommittee’ which may be presidedover by the Secretaryor AS/JS and may have
representativeof Departmentof AdministrativeReformsandPublicGrievances.Finance,Personnel
and such other interestsas needto be consulted,with full authority to commit their respective
departmentsto a firm line of action.Compositionof thecommitteeshouldbeflexible sothatvarious
interests are given due representation.

3. Deputyor Under Secretarymay be nominatedin the Ministry concernedto handlethe secretariat
work for the ‘EmpoweredCommittee’.Dependingon theworkload,hemay eitherbe a whole-time
or part-timeofficer. In the laterevent,administrativearrangementsshouldbemadeto ensurethathe
can be given adequate time to this work.

4. Expect where the ‘Empowered Committee’ so directs, there should be no noting para-wise,
recommendation-wiseor chapter-wise.Normally the paper for considerationby the committee
shouldbe only the report itself. (Study teamsshouldbe askedto ensurethat the departmentview
point is duly takeninto accountand broughtout while formulating recommendations,this would
reduce the need for noting later).

5. Normally,processingof thereportshouldbecompletedwithin threemonthsof its receipt.This limit
may be exceededonly in thosecaseswhere collection of additional data and further analysisis
involved. Recommendations,which are capableof immediate acceptanceand implementation,
should not however be held up, even in such cases.

6. Recommendationsinvolving financial implicationsareof two categories.For the simpleronesthe
Finance Ministry representativeshould be authorised to agree on behalf of his Ministry
straightaway.Wherevery major issuesare involved, he shouldbe ableto obtain instructionsfrom
his Ministry before the particular meeting in which the matter is considered.

7. If a recommendationinvolves policy requiring the orders of the Minister or the Cabinet, the
‘EmpoweredCommittee’,shouldfunctionasa screeningcommitteebeforethecasegoesup to that
level.



8. Wheretheviewpointof thedifferent interestsremainunresolved,the issueshouldbereferredto the
Committee of Secretaries for consideration.



APPENDIX  65

Illustrative list of functions to be performed by the Internal Work Study Units/O&M Units

[para 167)(3)]

S. No. Item of work

I. Organisation and Method Studies

(1) Rationalisationof structuresandproceduressuomotoor on request,includingthoserelatingto
activitieswherethepublic comesinto contactwith governmentaladministrationwith a view to
obviatingharassmentto thepublic. (For thesestudiestheywill compileandmaintainuptodate
informationconcerningtheorganisationandfunctionsof theMinistry/Departmentincludingan
organisational chart).

(2) Information system (review and rationlisation of reports and returns, devising procedures for
facilitating proper collection, transmission, distribution, processing, storage and easy and
prompt retrieval of information etc.).

(3) Forms design and control.

(4) Standardisation of forms of communication.

(5) Manner of processing certain types of repetitive work.

(6) Review of need for continuance of advisory bodies (e.g. committees and councils).

(7) Review of delegation of financial and administrative powers.

(8) Filing i.e.

(a) Developing appropriate systems of filing for various items or work or information;

(b) Drawing up standardised file indexes broadly based on functional designs and periodic
review thereof.

(9) Records management i.e.

(a) Ensuring preparation or review of record retention schedules concerning substantive
functions of the Ministry/Department by the concerned sections and furnishing guidance
therefor as necessary.

(b) Scrutiny of monthly reports of arrears relating to recording, indexing, weeding, etc. of files
and suggesting remedial action required.

(10) Office layout.

II. Work measurement studies i.e.

(a) Undertaking work measurement studies, including scrutiny of proposals for creation of
posts received from other sections/divisions, etc.

(b) Assisting Staff Inspection Unit in work measurement studies.

(c) Drawing up and reviewing output norms.



III. Controlling delays

Scrutinyof variousarrearsstatementsso as to bring to noticeof appropriateofficers’ failures in
preparation or delays on submission.

IV. Inspections

Drawing up of a programme of inspections of sections and preparation of confidential roster of
surprise inspections and ensuring that they are carried out by the officers concerned.

Scrutiny of the inspection reports, to locate the more common of serious defects with a view to
suggesting appropriate remedial action and/or for reporting to the Department of Administrative
Reforms as necessary.

V. Manualisation

Over-seeing prompt compilation and maualisation of administration orders and instructions by the
section concerned.

VI. Reports of the administrative Reforms Commission, Staff Inspection Unit and other external
bodies and their processing and implementation.

These reports will be handed by the Internal Work-Study Units only if the recommendations
therein relate to the work allotted to the internal work-study units. In all other cases they will be
transferred to the sections concerned with the substance of the reports.

VII. Identification of problem areas in and under the Ministry/Department, including cases of delay,
either while performing the functions under I to VI above or otherwise (e.g. scrutiny of reports of
Parliamentary Committees, other committees or commissions of enquiry or at the instance of
higher officers in the Ministry/Department) and study of such problems/cases, with a view to :

- locating common types of defects and devising suitable remedies to prevent their
recurrence, or

- taking up the matter with the Department of Administrative Reforms, Public
Grievances, making suggestions, for improvement, if that is necessary.

(The review of cases of delay will not extend to fixing responsibility)

Notes: 1. Should a problem relating to any of the above items concern all the
Ministries/Departments, it should be remitted to the Department of Administrative
Reforms and Public Grievances (D/ARPG) for study.

2. When such studies are undertaken by the DAR&PG, the Internal Work Study Units should
participate as liaison agencies of the Department for assisting in collection and processing
of data, conducting case studies or surveys, etc. in their own Ministries/Departments.
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Report on O&M Activities
[para 167(3)]

Ministry/Department Year Ending-
March

1. Have the instructions been issued regarding fixation of final
levels of disposal of cases and channel of their submission
(para 22 of MOP).
If yes, month & year of issue for the first time and subsequent
review done.
Have these instruction been extended to any new type of
cases during reviews.

2. Whether Tel. No. and complete address of officers signing
the communications, are being written (para-63(12) of MOP).

3. Recording of Files (Paras 98-99 of MOP)
Total No. of files which are due for recording at the start of
the year.
Which became due for recording during the year.
Which were recorded during the year.
Which remained due for recording.

4. Other aspects of Record Management 
Whether indices are maintained for records retained
(Para 101 of MOP).
Whether record retention schedule is being maintained
(Para 105 of MOP).
No. of special drives carried out during the year Files weeded
out during the drives (Para 107 of MOP).

5. Review of files (Para 107 of MOP) Total no. of files
Which were due for review at the start of the year.
Which became due for review during the year.
Which were reviewed during the year.
Out of reviewed during the year.
No. of files marked for further retention.
No. of files marked for destruction.

6. REVIEW OF PERIODICAL REPORTS AND RETURNS
(Para 125 of MOP)

Total Number Reviewed Streamlined/Rationalised by
Amalgamation/Reducing
Frequency

Eliminated Currently
in Use





7. POSITION OF PENDING CASES OVER ONE YEAR (Para 126 of MOP)

       Period MP References Court cases Others Total
1-2 Years old

2-5 Years old

More than 5 Years

       Total

8. Annual Inspection of Sections (Paras 133-138 of MOP) 

Total number of Sections

No. of Sections inspected during the year

9. Inspection of Departmental Record Room (DRR)
(Para 133 of MOP)

Date of Inspection

Whether DRR was inspected jointly with NAI

Total no of files Held in DRR

at the start of the year

at the end of the year

Out of the above, no. of files over 25 years old

at the start of the year

at the end of the year

No. of files reviewed jointly with NAI

No. of files transferred to NAI after review.

10. Consolidation of Orders/Instructions
(Para 151 of MOP)

-Total Number Due

-Compiled/Consolidated

11. Review of rules, regulations & Manuals
(Para 152 of MOP)

-Total Number

-reviewed during the year

-reviewed during last 5 years

12. Review/simplification of forms:
(Para 154 of MOP)

Total number of forms in use

Whether Forms Control Committee has been set up. If so, when

No. of forms reviewed and eliminated

No. of forms reviewed and simplified



13. Whether Induction material is maintained (Para 157 of MOP)

14. Whether Time limits have been fixed for disposal of various types of cases (Para 115 of MOP):

15. Whether any suggestions scheme has been introduced :

16. Whether any O&M study was conducted the year :

17. Composition of O&M/TWS Unit

Officers at the level of Name and
designation

Office Address with Room No.,
Floor No., Building/Road name

etc.

Tele No.

Additional Secy./Joint Secy. in 

charge of O&M unit

O&M Officer

Dy. Secretary/Dir.

Senior Analyst/

Under Secretary

Junior Analyst/

Section Officer

Research Asst./

Assistant

Investigator/UDC

Notes :-

1. This report duly filled-in-should be sent to DAR&PG (O&M Division) by Apr. end every year.

2. Any additional information relating to Administrative Reforms introduced O&M studies undertaken
suggestions for improving efficiency in administration might be given in a separate note.


