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2. Each page should be serially numbered (6) The drafts are also to be typed in double space.

3. Note should be written on both side of the note sheet (7) When draft is to be put up a slip is invariable pinned to the draft.

4. Dealing hand to append his full signature with date on left belov This slip bears the words “Draft for Approval”.

this note. (8) Each Government letter must have a number,

5. Officer should append his full signature with date on right hand ©)

side A draft should clearly indicate the enclosures which are to

accompany the fair copy.
6. Name and designation of officer should be written below (10)

signature. The number or enclosures should also be indicated on the draft on

the left bottom of the page thus Encl: ‘3’

7. One side margin should be left on top and bottom for bette: (11) Draft should always be divided into paragraphs.
presentation of records.

(12) A draft should, as far as possible be self-contained and

Modification of notes:
self-explanatory.

1. Notes once written should not be modified, replaced or pasted by » e .
other notes. (13) Certain incorrect phrases should be avoided.
2. Higher Officers should record their own views to correct or 0 | Incorrect Correct
modify the facts 2 . . S
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light of recorded facts, Letter quoted to above Letter referred to above
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A draft is a sketch of work to be executed. In an office, it is the (14) The ommmmmw classifications of the various forms of communication is

. process of preparing the rough sketch of 2 n_ogsanmmcﬂ. a5 follows. —
A good draft should contain the following points.— o (1) Letter- .
"(1) There .mro:E be dignity and decency in cominunications. ° . (2) Office Memorandum
(2) The draftsman must have a sober o:mowr .mzm his persona (3) D.O. letter
equation of mind should not suffer from prejudice or the other.
. , ] (4) Endorsement
(3) The draftsman has also to have a rich vocabulary of language in
which a draft has to be written. : . (5) Notification
(4) In the caste of vocabulary, one should know that in most of the (6) Officer Order

cases, the Government is supposed to deal with persons and bodies

who posses an average intelligence. (7) Resolution

(5) The language used should be clear, concise and incapable ol (8) Pressnote

misconstruction. Lengthy sentences abruptness, redundancy, (15) (1) Letter Head

circumlocution, superlatives and repetition whether of words | o
expressions or ideas should be avoided. -(2) Number and date of communication
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(4) Subject

(5) Reference

(6) Salutation

(7) Main text of the letter
(8) Complementary close
(9) Signature
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CHAPTER-I

1. This Hand Book describes the office procedure to be followed
in Government offices.

2, The following terms are used in the Hand Book in the sense
indicated below:

(@) Branch -. A distinct unit of the office having one or more
sections and supervised by an officer:

(b) Caseworker - An official who is entrusted with the work
of one or more compilations:

(c) Compilation - A single definite subject easily identified by
“Trilateral Index Letters;

(d) Head of the Office - The officer who is in charge of and
responsible for the functioning of an office;

() Section - A number of caseworkers attending as far as

possible, to work of a similar nature and supervised by a
Section Head.

(f)  Section Head - A superintendent, Head Clerk, Accountant

or Munshi or a person designated by any other name who

is in-charge of a section,
1
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Duties of the Head of the Office
3. The duties are:

(@) to arrange for the speedy and smooth disposal of work in
his office;

(b) to organise his office into suitable Branches, Sections and
compilations and to maintain an organisational chart dis-
playing the composition and functions of every Section;

(c) to assign work to each caseworker and to ensure with the

help of his assistants, that every person discharges his du-
ties satisfactorily;

(d) to see that person who seeks replies from his office are
able or get these promptly; and

to visit periodical that different Sections of the office, in-
spect to the tables of the staff and see how the work is
going on in order to find out whether the papers are prop-
erly arranged and the work is carried on methodically and
the office is maintained tidily.

(e)

Organisation of the Office
4. Every office need not have Branches and Sections. These are
required only in the bigger offices. An office can be divided into
Branches if the following two criteria are satisfied.

(a) the nature of work is such that it can be clearly divided
into two or more distinct units having practically little re-
lationship with each other; and

(b) the Branch is supervised by an officer to whom a number

of, duties of the Head of the Office can be conveniently
delegated. This delegation will not reduce the over all re-
sponsibility of the Head of the Office in any respect.

5. Each Sections will be sub-divided into a number of sections.

Each section will be further divided into compilations. Each com:
pilation deals with a single definite subject. All compilations obvi:
ously cannot be of equal size. A case worker should be entrustec
with one or more compilations as to divide the work in the section
conveniently among the caseworkers.

As far as possible one compilation should not be distributed
among more than one caseworker. If the work is excessive for the
caseworker, it has to be seen whether the subject cannot be further

S ar v A TATL e £1in fm vt Fancihle a enlitHon mav be. to distrib
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The division of work in an office among the caseworkers is to
facilitate the conduct of public business and not to limit the scope of
duty of the caseworker. The Head of the Section has full authority to
give particular case to any caseworker and the letter should deal
with it with as much expedition as the normal work assigned to him.

Duties of the Head of the Branch
6. The duties are:

(a) to relieve the Head of the Office of most of the day-to-day
routine work in regard to his Branch;

(b) to place before the Head of the Office all correspondence
which he carries or with officers of equal or higher status
and all other matters where, statutorily, the Head of the
officer is responsible for decision; and

(0) to be generally responsible for the. efficient management
of work.

Duties of the Head of the Section
The duties are:

(a) to exercise general supervision over his Section in regard
to the despatch of the business;

(b) to help the in experienced clerks by guiding them in their
day to day work; i

(0 to be conversant with the more important files pending in
his section, and see that these are not delayed;

(d) concentrate his attention where it is most required and see
that his Section work run smoothly and efficiently;

(e) to see that the caseworker is maintaining Case Register
properly and upto date;

(f) to make certain that the despatch of outgoing periodicals
are not delayed and that incoming periodicals are ob-
tained by timely reminders;

(g) to be responsible for the proper maintenance of special
registers; ”

(h) to ensure that the monthly arrears lists of cases and the
weekly arrears statements of pending papers are properly
compiled and duly submitted.

(i) to advise the staff under him on all difficult and intricate

racoc and fo help them in drafting important references;
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)

(m)

(©)

)]

to see that the caseworker has arranged papers in order in
2 file stated briefly the issues to be decided pointed out
the deficiencies or omissions in the correspondence and
quoted the standing orders and precedents applicable to
the case;

to ensure that whenever reports called from subordinate
officers, the specific points on which information or com-
ments are required are clearly stated by the caseworkers
in the reference to be issued;

to ensure that the time limit is kept by the caseworkers in
respect of urgent cases and to provide guidelines for the
disposal of important cases;

to deal personally with complicated cases;

(8)

(h)
)

to ensure that the petitions received by him are properly

stamped with the isi = i
:bmmw o requisite court-fee stamps as required

to compare fair copies, ensure their
. correctness and s
that they are delivered for despatch; and -

ﬁo.@wmﬁmﬂm\ whenever there is a transfer of charge, a de
me.m_a charge list of all the papers and cases _uwz%_:\m with
- _with reference to the Special Registers. Periodical
egister and Case Register and hand over complete
charge of these records and register to his successor.

Office Order Book

9. The Head of the Office shall maintai i
. ain an Office Order B
which shall be recorded all orders concerning the onMMmmNMMWM

to do some original work himself where the duty of super-setup of the office and delegation of powers. Any amendments and

vision is not a full time job;

to ensure that whenever there is a transfer of a caseworker
in his section, a detailed charge list of all pending papers

alterations shall also be noted in this book.

Trilateral Index Letters

10. Each compilation will be distinguished by unchanging trilat-

is prepared and full responsibility assumed by the NCOMe a1 i dex Jetters, In order to secure uniformity, the Heads of Depart
’ oI Vepart-

ing official, and

ment shall prescribe an exhaustive, list of trilateral index letters for

to inspect the work of every caseworker by him at once ause in their respective Departments so that all offices in a depart
epart-

month.

Duties of Caseworkers

8. The duties are:

(a)

(b)

(9

(d)
()

to be in-charge of and be responsible for the work cor
nected with one or more compilation entrusted to him;

to arrange papers and cases in order, stated briefly the
issues to be decided, point out the deficiencies found ir
the correspondence and quote the standing orders and
precedents applicable to the case;

to be conversant with the laws, rules and regulations
standing orders, circulars, precedents etc., relating to th
compilations entrusted to him.

to ensure that the papers and files he is dealing with at
promptly submitted for orders and not delayed. :

to maintain all the prescribed registers for the proper a
countability and disposal of the papers received and ded

mioithh Taxr i

(a)
(b)

()
(d)

MME .Mﬁowmmroﬁ the State adopt these index letters. This will ensure
m y identification of papers moving from one office to another, A
ew illustrations are given in appendix-II. |

Clearance Section

11. Eve i i
msbnﬁosm wmwmmnm shall have a Section called Clearance Section, its

to register tappal received in the offi ;
; ceandt i
CGeneral Receipt Register. 0 maintain the

to ensure that court-fee stam i iti

_ ps affixed to petitions ar
adequate, deface them and affix the date mwwb%m on _&M
petition before these are handed over to the concerned
Section caseworker for further action.

to n%.ma_uﬁm tappal after its receipt to the caseworker im-
mediately and in any case not later than 24 hours;

fo fair copy approved drafts and
return
swoikers concerfiad: them to the case-

to despatch outgoing correspondence.
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(g) to maintain the Record Room. cation. Tn
on. In such cases the serial number of the papers in the General

CHAPTER 11 Receipt Register shall be quoted as the despatch number

Movement of Tappal

12. The Head of the Office shall open all tappal received in the
office. After the tappal is seen it should come to the Head of the
Clearance Section through the Head of the Branch. The Head of the (a) references pertaini .

Clearance Section shall indicate the relevant compilation on eacl b pertaining to matters pending in the office; and
reference to facilitate entries in the General Receipt Register. )

: . : . The new ref
An exception may be made in very large offices, where COTTespOll eferences generally fall under three c s ol
: : 4 A tegor
dence is voluminous and the Head of the Office has Senior Assis ”Mwm.ﬂsm to subjects common to the Um@mag..mzﬁmmwm wwfmnm_u.mmﬂ.ﬁumm
tants under him, is su ch office, the Hea d of Office may, by offia o:mm_a wwﬂmw are BE.EBnmn_ periodical returns and those of a mi d _m_nfnﬁ
order, prescribe the class of tappals which need not be shown tohirt . m.vﬂr.m _Emﬁ category of references shall be entere mnmsmm”_m-
ecial registers. e.g., icati e
As far as possible the Head of Office/Branch shall indicated at thland, licences Emﬁm%&uﬁ&b%ﬁﬂﬂﬁﬁnmﬂoa for grant of Govetnmient
tappal stage the line of action to be taken in important cases and thgratuity, refunds - references nm_\mﬂﬂmmﬁo? sanchion of pensions and
time limit to be kept in urgent cases like LA. Questions arrangemer kept in the file concerning the _uwnmnemm”ﬂ%%w om.%ﬂ& returns shall be
: . . : . n. The ini
to be made in connection with tour programed of VIPs, emergerences shall be entered in the relevant registers. remaining refer-

cases of hearing taking delivery of goods from Railway and the like

Classification of Referer
| 1ces
17. The tappal received by caseworker is of two types:

new references,

After receipt of ta
ppal, each caseworke
General Receipt Register Mwwm.mw%%.wo% M&.:.nr are new nm_“m".m:nm“ mpﬂmw_:%ﬂmowﬂw ﬁ%%mnm.wzm
i i . ; ! egisters o iodi : . scribe
13. All papers received in the office shall, without exception wu &t periodical Register or Case Register. If a reference

registered in the General Receipt Register (Form 1) on the same da ertains to a case which is already pending in the office, he shall not

All papers pertaining o 2 single compilation shall be nOﬂmmnzaﬁu%MMm_mmwwmmwwmwmu m%w register, but keep it at the appropriate place in

entered to facilitate acknowledgment by the caseworker concerne
Letters coming in after the receipt of the daily tappal will be entert
as and when received. Full signature of the caseworker with theda ;¢ Special Regi Special Register

of receipt by him of the reference concerned shall be obtained s, ' ial Registers are required to be maintai .
column 6 of the register. items of work, if the following conditions IR S i

14. In offices where the daily receipt of papers and reference! (@) the number of cases started und ; . :
considerable, more than one General Receipt Register may be ma large; and er ‘a partieular item is

tained. These canbe distinguished by assigning an alphabetical leff  (b) the
procedure to be adopted in the di
sposal of the case is

to each General Receipt Register. oo .
. ! mEmoDﬁ for instance, when a person applies for grant of
15. On each reference received, the date shall be stamped. T cence to open a tea shop, it is well known f Em ol
General Receipt Register received number and trilateral index of ! that this application will be forwarded to nwonw o
compilation to which it belongs shall also be entered. nue official for report and the police m:mﬂozmMm Mum.m._ W@% )
investi-

ation i
16. No correspondence will normally be conducted under thet o Im - on the arttecederits of the applicant.
rial number assigned in the General Receipt Register unless it i1 Each Head of Department shall prescri . :
extremely elementary type. For instance, if any applicationora wmmm maintained in his Department mW% mmmwmmmmmamﬁwn_& Sy
ence is received in an office which cannot deal with it, it canl ure to be followed for their maintenance. The ' .o_aE and proce-
= A O iteartad tn the office concerned giormally, include all the columns of Form Em%wmmmmﬁwwm%mh . m:m_:
other col-

B a Al s e -
st anemindia e i sanlsses =t 11

..... 2k Al La an
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9

s of the case and be a guide to the easeworker on the proceg Tnserted vide OM. No, GAD 3TOM 75, dated 4-3-1976.

progres
dure to be adopted while with such cases. *Substituted vide O.M. No. GAD3 TOM 75, dated 4t-3-1976
19. Whenever a reference is sent out in original mention must b
made in the relevant column of the Special Register of the date ¢ Numbering of Cases
despatch and of the office to which it is sent. 25. (a) While compilations are distinguished by trilateral index

Ratter, cases under each compilation shall be identified by a serial

. .m.ﬁ.-c.&nw_ Register number in the Special case regist: d i i
20. Tt shall be maintained in Form 1. There shall be one or MOl K5 arisen gister and the year in which the case

periodical Register for the office depending upon the number of ot

going periodical. The periodicals registers shall be kept with tf Ilustrations:

Head of the Office/Branch but entries shall be made by the cas (i) WTN/CR 615/6 : ]
workers. In each Register, a compilation will normally be allows compilation mhmmd.ummw\awsﬁﬂm%m Emw the case relates to WIN
one page. Where the number of periodicals under a compilation register of 1968-69. S EED RN s

large, more than one page could be allotted. The dates of despatt (i)

alone are to be written in the Register and not the intermediate sta| g
of correspondence. Each Head of the Department shall prescribe compilation and bears the serial number 142 in the Special

periodicals required for his Department. i.¢., the number and natu Register of 1968-69.

of the periodicals and the forms in which these are to be submitte, (b) Similarly each periodical sh L E_F )
At the end of the year, the Periodical Register will be sent to recor index letters showing %m oE.mnM shall be distinguished by trilateral

under the acknowledgment of the Record Keeper.

LND/SR-142/68-69, means that the case relates to LND

. : - Illustrations:
##Where an office has to receive periodical returns from suborl  [f it is a periodi . ’
nate officers or other offices a suitable Check Register may be mal or remove % muﬂmumammwmwrmmﬂwmww Mﬂgvma of encroachment detected
tained to watch prompt receipt of these returns. tion with the receipt or mmm_umﬁmv Omﬁr%z Moﬂmw%u%wmw:mm in :mm :ﬁmm
X is n
NCR-PR/68-69, where NCR stands for encroachment and Gmmm.m@

Case Register stands for the relevant th
1. It shall be maintained se arately for each compilation in Fal: relevant year, If there are two periodical ' _
e | P ject, they are distinguished as NCR/PR-1 and z%\mwwm.a s s

1.
79 Column 2 of the case register shall be filled with great & ., Composite Cases
This is the entry from which case will be identified after final & . A single application or a petition may refer t .
¥ — i S =
posal, since this register is to be kept for each compilation mmﬁmaﬁ,dmnwma matters the only connection mEobW them Mmmmw M;Hmm_wmos
the subject matter in column (2) should be clearly stated to bring ﬂ_MMm:mwm from the same source. The correct course in such a case mmm Mm
the exact description of the case. take relevant extracts from the application and start separate cases %

the concerned compilati
53 *When a case is sent outside the section or when felt necess mpilation.
the movement of the case shall be recorded in the remarks colil Tllustrations:
(column 6) of the case register, where cases are sent out in origi A village Panchayat request I
mention shall be made in the remarks column of the case registewell, a school and <Wn&me05 mMnWM_MME%mR for a .Q:Ecbm e vater
the date of despatch and of the office to which it is sent. The firelevant portions from the mvwmnmﬂob.mb% m\%wmo_unmﬁm to copy the
disposal of the case will be noted in column 4 and the Regeach point. m a separate case on

Keeper’s acknowledgment obta ined.
Monthly Arear List of Cases

Opening Registers 27. At the beginning of the
) : th, o
a4 All Registers shall be opened from the 1st of April. The ﬂmnu arrear list in Form Hm\ . The :MW Mwm: mw WMMMmMMHW%M mmm.%: wd%w_um
iole de G~ T compila-

n anAd £
Ar anrh mcavarAslban Thaca linta vl flhas A ~nea § H= P |
nmanlidada
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10 HAND BOOK OF OFFICE PROCEDURE ger because the serial numbers are assigned according to the dates

. _gonwhich they are started. Thus the oldest cases will always be at the
and the consolidated list put up to the Head of the Office by the 10i8fg p of each bundle.

of the month.

G 1 7(a) of the Monthly Arrear List will show the numbe
of me..mmomMmeb% Hw,, the Office in which gm&ﬂm action Hm%omm :
and column (7)(b) will indicate the cases in which mnaow wwﬁ ,
held up for want of information or action on. the wmm.m 0 % e
outside the office. In these cases the Head of the .Om rm.sw o
that timely reminders are sent. He shall also make it a poin : 0 3
nise the cases wmb&bm for over three months and give In:
on the manner of their disposal.

_ Circular Files

39, The caseworker will maintain a circular file for each compila-
‘which all the orders, circulars, official memorandum, efc., of a
eral nature issued by Government and Head of Departments will
‘chronologically arranged. The pages of the circular file will be
fed and an index prepared on a separate sheet attached to the
8F page showing the page number pertaining to each of the circu-
‘eonfained in the file. Circular files need not be opened every
‘When a circular file becomes bulky, a new file may be opened.
Weekly Arrear Statement of Papers . | :
29, A clear distinction has to be made between the Em::mﬁ ¢
posal of a case and the interim disposal for noﬁmm@o%p: mnmﬂ
Monthly Arrear list of case indicate the position regra ; g
mer. It is also necessary to ensure that the case wor Q.m %E
promptly to correspondence when received, Whether or Mwm_ -
eulfs; 54581 SAPCE e & 510 >H._.mw " d m Fol A Government order circular or official memorandum will be
apers pending with each nmmméomhﬁ” shall be maintaine ‘ _ e : nt ’
ﬁ mﬁam will be submitted to the section Emm.a and to such e of four categories:
authorities as the head of the office may specify on the last Mwo
day of the week. This enables the section Head to keep .nw.m
papers pending with the case Eoﬂ.w.mnm in _..mmﬁmmﬁ of &W : e Moo ,
tions he it dealing with, assist him in guiding the wor Mw g
caseworker and helps him fo initiate action on delayed references

intai t of the recel
30, Every caseworker shall maintain an accoun ®
received and disposed of by him every day in Form No. XIX. :

CHAPTER - 111
Manner of handling office work |
31. The caseworkers shall deal with all papers without MM _
However, those relating to urgent cases Qmmgm-m\ﬁmmaﬂ. p
preference to other cases, paper marked ‘to-day” and _HM_@ e )
- be worked up the very same day and those .Bmuw,m €) It may be of a general nature pertaining to one specific
ate d to within two days. No paper shall Xote % U0 case but laying down course of action to be followed in a
e .%meﬁm?m days ﬂ._w Heads of sections, Branches and 0ii class of cases. On its receipt, a new case shall be started
for more mﬂo m%mw the papers sent to them on the day as i@ and copies communicated to all concerned including the
wwmm mH ._A%M_Hm Record Keeper. Thereafter the file shall be given a suitable

1 1 . o &.m mNH.
32. The caseworker will arrange his files in five bundles; 72 PO

. . . . - - %V
ding. disposal (2) Await files, (3) Periodicals, (
m.m Sesp m Jn_hzw;:e.w $n QM, to the record room. In each bun

4. A copy of such order, circular, official memorandum efc., will
dsent to the Record Keeper. The Record Keeper however, will not
n these separately for each compilation but will keep a sepa-
file for each Department of Government from which the orders,
dars, official memorandum efc.,, emanate. All these will be
logically arranged and indexed.

/)

(@) It may refer to a specific case and will help only the dis-
posal of that case. In such an event, it shall be treated like
any other reference and taken note of in the remark col-

Ebb&?mmﬁmnmw_WmmwmﬁmHou.memWmmu.m»mnmmﬁrmnwmm
may be: ,

It may dispose of a specific case and at the same time lay

down a course of action to be followed in similar cases in

future. The correct course in such a case will be to file the

original order, circular, official memorandum etc., with the

papers of the relevant case file, place a copy in the circular

. file and simultaneously send copies to the officers con-
cerned and the Record Keeper:

(c ) I may not pertain to only one compilation, but may have
bearing on several compilations at the same time. This
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shall be copied and kept by all the concerned nmmméowwgm_.mchnmo:m on the subject. In complicated cases where the rules on

The copies will be kept in the circular files of the related the subject are not clear, the caseworker shall find out if a similar
compilations. .Mmmm rwqm already been disposed of, if so, he shall quote it as a prece-

) . _dent after getting the relevant file, from the record room and use it as

Government orders, circulars and official memorandums on adsi .4 file The linked file shall be kept immediately below the cur-

ministrative and establishment matters shall be kept only by thren ile ang both tied together. Where numerous cases of a respec-

s M : . B Q : :
MMMWMM charge of the establishment compilation and the Recordgy, type have to be dealt with the Head of Offices may prescribe

performa note sheets with blanks to be filled in by the caseworkers.

Current file and its arrangements 43. A fairly wide margin shall be left in the note sheet to enable

36. The papers forming the current file shall ordinarily be ammmmm_?m Heads of the Branch/Office to make their remarks or comments

together plus being used only when a file consists of couple of pa: if they find it necessary. If a query is made in the margin, the case

pers, The noting should be done on a separate set of sheets which worker shall not write his reply under it. He shall answer the query
should not be tagged with the correspondence papers. The curreniat the end of the note.

file will, therefore, consists of two parts, the correspondence file and 44 16 caseworker shall not note elaborately in the file except

the note file. when it is necessary to do so in the special circumstances of the case.
37. On the top sheet of both the note file and the correspondenct Fe shall be clear and precise in his statements and refer to the mate-
file, the member of the case and its description shall be written Hal fact, the legal issues involved, if any, and the specific points for
boldly in red ink or typed in capitals. This description should be as decision. The caseworkers and Section Head may express their views
exact copy of the description given in the special/periodical/cast m_:a suggest the course of action. In cases, when the course of action
Register. is obvious the caseworkers will put up a draft reply for approval.

38. The papers in the correspondence file shall be mﬁmbmmn___ _ 45. For every statement made in the note which is not an expres-
chronologically, the earliest at the bottom and the subsequent com sion of opinion, a reference or authority shall be quoted. For this
munications in a serial order above. purpose, the margin of the note file shall be utilised. The page num-

ber of i
39, Whiste file jackets ‘are provided the not a file should be 38 er of the correspondence file or the paragraph number of the note

: € : file shall be sufficient as the reference. When a reference is made to a
wﬂﬂmmﬂ *Mrw% MWMNMHMM Mrwowww.no<ma and the correspondence file to paragraph of a linked file, the relevant page shall be flagged.

46. While dealing with a case, a fresh subject may arise which
really to'be dealt with separately. In such cases the relevant extracts
from the current file shall be copied and a new case started. In any
event the progress of the original case should not be held up while

fresh issue which has no direct bearing on the main subject is being
decided.

40. The reminders and replies thereto and all the interim co
spondence during the course of disposal of a case should form p
of the correspondence file. Confidential demi-official letter, e
should not go to the file unless the file itself is confidential. When
file contains bulky enclosure, like maps, they shall be tagged wi
the correspondence file, but kept separately on the same file boa
packad in an envelop on the top of which should be inscribed
companiments to Case No. ...........

Illustration

.~ If during the course of a case for the grant of Government waste
41, A reference to a paper included in the correspondence fi m__mbm.. a report is called for from the Tahasildar and it is delayed due

shall be noted in the margin of the note sheet. For this purpose t 10 the negligence of some one, disciplinary action against the person

pages of both the correspondence file and the note file should esponsible for the delay may be inevitable.

serially numbered. The paragraphs in the note file shall also be

ally numbered.

AR TATh ccn ~ vy ~rmmm te cbkasvb~ad A ~Aaena varAarlrar chall ik 110

‘But the decision on the original case viz., the grant of Government

Waste F:a. shall not be held up till the departmental enquiry is com-
leted. This is a distinct issiie and shall dealf with indenendentiv




14 HAND BOOK OF OFFICE PROCEDURE

HAND BOOK OF OFFICE PROCED URE 15

proceedings shall be treated as a separate case and numbered like
any other fresh case.

47. Whenever a case starts for enquiry and report to a subordinate
office, the specific points on which information or comments are
desired must be precisely indicated.

Record Flies

52. Under this category will fall a large number of papers which
are required to be merely filed by the caseworker for reference, but
upon which an action is to be taken. These need not be assigned and

48. Every draft for approval shall have the number and the title of separate number. They are to be filed chronologically. The Head of
the case boldly written on it. The title of the case shall be the same a the Official shall determine, by an order in the office book what
that noted in the special/Periodical case Register. Every draft shal papers should be in the Record Files.

be dear, concise and self contained so that it can be understoot p . . N
. s : - ecord Files will be maintained by the Record Keeper when the
without studying a mass of enclosures and previous correspondence ,s o g particular interest for any nwEmummmoz‘ OmNmMmP _umio&nmum

49. While drafting a letter the caseworker Should begin the subjec Publications; tour programmes, notices, periodical returns and re-
matter straightaway without using redundant phrases like ‘write ¢ Ports, advertisements, efc., fall within this category.

state’ etc. The periods for which these Record Files are to be preserved will

50. In some cases the correspondence may be carried on in origi depend upon the category assigned to them. Different categories of
nal i.e., the views of office are noted on the communication receive disposal may have to be assigned to different parts of the Govern-
and the entire file sent out of the office without keeping copies of th ment Gazette. They should be preserved according to the category
office noting or order. Even in the large offices where a considerabl 3ssigned to each part. No cutting of the Gazette should however, be
amount of correspondence is carried on in duplicate, occasions mal preserved separately.
arise where a file is received from one office and sent to other with Destructi £ )
out copies being maintained in the transmitting office. In such casd T CHICCOTTS Connected with Accounts
the above instructions regarding the arrangement of notes corre 93 Nofwithstanding anything contained in this Hand Book the
spondence and drafting will not apply and the noting in the offi¢ Mwmﬁdnc.om.. of records connected with, accounts shall be governed by
will be made in continuation of the last noting of the file e provisions of the Karnataka Financial Code.

Premature Disposal

51. The following shall be the different types of disposals viz, & 1 54. The case worker shall not close cases merely because these

. s : ve been pending of long. Premature disposal of this type will ne-
B, C, D and N. The period of preservation corresponding to th cessitate the revival of old cases, which Wum both Eno:www:mm:q and

Disposals

categories of disposal shall be as follows: undesirable
A’ to be preserved indefinitely. Cases should not be treated as closed. If it is probable that further
/B’ to be preserved for thirty years. correspondence in that connection will ensure, if a matter is revived
= m:ma. the case has been sent to the Record Room, the old file should
C’ to be preserved for ten years. obtained and used as a linked file in no case should an old case be

‘D’ to be preserved for five years, . Teceived and worked under the old number itself.
‘E’ to be preserved for one year. _ Call Book

P . i , . 55. *A case in which immediate action is not possible and further
h _/w i ISkt __m mmmamsmm _m”wh?ouwm papers which me sent out@action is required to be taken after a long time mmwus six months) EM%
the office in original for either further action or recorded. be excluded from the Monthly Arrear List and its progress watched

The Heads of Departments will prescribe the categories of cas through a Call Book (in Form VI) to be maintained by all the sec-

which shall be assigned to the different types of disposals namely4 fions. But the total number of cases entered in the Call Book may be
B,C,DandE. indicated as a foot note in the Monthly Arrear List. In such cases the
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cases, they will continue to be dealt with under their previous cas
numbers but for the purpose of Monthly Arrear list they should b
treated as newly opened on the date on which action is restarted.

Call book has to be kept in the section and the entries therein hav
to be reviewed every month.

Confidential Papers
56. Confidential Papers are of two types iZ.-

(i) those that are not to be published or communicated ou
side the Office; and

(ii)y those that are strictly secret which will not go to office
all.

Both these types of papers should be opened by the Head of il
office himself and none else, and he shall be the authority to deci¢
to whether they fall in category, (i) or category (ii) If it is decided!
treat in category (i) they shall be included in the case to which the
belong, like any other paper, but the compilation clerk shall 1
quote or divulge them. The papers falling with category (ii) willk
dealt with by the Head of the Office, himself, like department exar
nation papers, secret investigations eic. Head of the Office shall ket
a separate box for confidential, papers. He shall maintain a Ca
Register in Form 111 for making entries pertaining fo such confide
tial papers dealt with by him.

57. The Head of the office shall maintain a Circular File of sect
Government orders eftc., with an index arranged chronologically.

Fair Copying and Despatch
58, All the typing, fair copying and despatch work in an offf
shall be centralised in the Clearance Section.

59. After a draft has been approved, the caseworker shall hand
over, o the Clearance Section for typing. Ordinarily, only the malf
to be typed shall be handed over. Only in cases where the acco
niments are bulky or it is inconvenient to remove them from the
papers should the entire file be handed over for typing. While
dling over the draft to the Head of the Clearance Section, the
workers shall make sure that all the instructions regarding thee
sures, accompaniments, the number of spare copies required and
mode of despatch (by registered or ordinary post) are noted on
draft itself.

60. The Head of the Clearance Section shall keep a Fair Cop,
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61. The caseworkers shall get back the draft and the typed fair

copy compare them and get the fair copy signed. He shall th
the fair copy and enclosures, if any for %quﬁmmnznw. en send

62. The Emmm._ of ﬁm Clearance Section shall arrange for the des-
patch of the fair copies without delay on the same day and where
this is not possible on the next working day at the latest.

63. The despatch shall maintain a Despatch Register in which all
the papers sent by post, whether ordinary or registered shall te en-
tered. The Despatch register shall be in Form V1], it is not necessary
to write on the envelope the number of papers sent in that envelope
The date of despatch shall be noted on the draft with this mEBv.
despatched. The official despatching the papers shall put his initials
and date below the stamp despatched. The despatcher shall then
return the draft. to the caseworker concerned. The draft and other
reference marked with the despatch seal shall be kept with the con-
nected papers. Column (2) of the Despatch Register shall be properly
written. It is not sufficient to say that four letters were despatched to
a certain person without quoting the numbers assigned to the letters
All the letters addressed to one person on the same day Should

M\Mwwu\ go in the same envelope confidential letter will be sent sepa-

BmP At the end of the day, Despatcher shall total the value of the
stamps used service postage of franking during the day. He shall
maintain a stamp Register in Form XI.

65. Despatch can be sent by
post or muddam. Letters to be sent b
MEQQmB shall be entered not in the Despatch Register, but in ﬁrw
ocal Delivery Book. The Local Delivery Book Shall be in Form X.

Recording and Indexing

66. After final disposal, all : : 4
B ord room. posal, all cases shall be indexed and sent to the

67. No new number is assigned to the case at this ; it i
recorded under its case number itself. Only the nature oﬂﬂmmu%mm_m
Smmﬂr\@( B, C or D and the year of disposal are written under the nwmm
number, w.uoa instance, a case bearing number MAG SR 320/63-64, if
recorded in 1968-69 will bear the same number with D/68-69 written
under it, whether the disposal is A, B, C or D will depend upon the
classification given to the particular case. F

68. The caseworker shall ensure that an index i
WO ex is properly pre-
pared before a file is handed over to the Record Nmmﬁ,m%dw Fw_mw of

carrarrr Anen Al All g A2l A Al et e AN 4l LI | Tatd s
o e A Vmtbmae € 21
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To facilitate the work of the Record Keeper different date shall be
assigned to different sections. So that there is no such of work for the
Record Keeper on any particular day.

compilation (b) the sub head under the compilation and (c) brie!
particular for identification. While choosing a suitable index th
main consideration should be that the file is easily traceable aftel
some years, if its subject matter is known. 71. The paper which have been assigned the ‘E’ disposal shall be
b Sent to the Record Room once a month. All the ‘E’ papers pertaining

The first thing to be done while preparing an index should bt e : : .
write the sub-heads to which the case belongs. Thereafter furthet © o€ compilation disposed of during a particular month shall be
sent in a bundle in the succeeding month,

particulars can be filled in by writing either the person or the instit

tion of the place involved. 72. To facilitate the work of the Record Keeper different date the

caseworker shall prepare a list of these papers in duplicate and hand

Tlustrations: over the bundle, along with the list to the Record Keeper and obtain

(i) Under REV (ie., Revenue) compilation will come severa his acknowledgement on one copy. This list, shall serve the purpose
subhead such as, Misappropriation, Remission water Rate of the Record Register so far as E papers are concerned.

Excise Recovery, Arrears, Refund efc. 73. *For other papers (i.e., cases classified under A, B, C and D)

received in the Record Room, Record Keeper shall keep Record Reg-

: . : . . ¢ ister in From XI. The Register shall be maintained for each year sepa-

1 . : : y P
wﬂwn%.ﬁ:m“ﬁnwuhw%m %o”m%%ﬂﬂ@%&”ﬁ%ﬂ%ﬂwﬂm“ﬂmﬂ%oh rately Either separate registers should be maintained for A, B, C and

category of the file, After the letter NHW the subheal D papers of the one register maintained should be divided into the

construction and the place where the road is to be b il four parts for entering cases of A, B, C and D classification. In each of

will identify the case, if the file is required in future it wil the four registers of four parts of a register, pages should be appor-

be only natural to look for it in the Record Register ﬁzam_ sioned for, each compilation.
the index NHW and then under construction. If there ar 74. *The record files received in thez Record Room should be
many files pertaining to construction of National I.mmm_ arranged in the following manner.-

L EHEQM.. details M.Nmmn&bmm @mm place where it buil () Classification wise (i.e., the total records should be divided
ERENIES, EAG) HACNEOr TS FEEaHabHLE, into four groups as those belonging A, B, C and D classifi-
cation),

(ii) If the case is started by the Government of India regarding

(iif)  If a case involves the grant of special pay to an official the
Compilation EST will indicate the Establishment Compila (i) Compilation (i.e., the works of each classification should

tion which will obviously deal with the point. Under thi be arranged according to their compilation)

compilation, the subject head Special pay-grant of, wil T Tpis

indicate the nature of the point involved for decision an (iif) Year wise (i.e., the records of each compilation should be
lastly, the name of officer or the nature of the post com arranged according to their year of disposal. Year wise
cerned will be a complete index for locating the file. bundles, may be made and over each bundle the year of

disposal indicated).

69. The caseworker shall record on the file jacket in bold letter +gubgtituted Vide OM. No, GAD 3 TOM 75, dated 4-3-
the number of the case, the index title and the number of pages in the e vide Ak e, S s
file. All files except those assigned “E’ disposal shall be sent to the (i) Number wise (ie., within a bundle containing cases dis-
Record Room with the file jacket stitched to them. posed of in year, they may be arranged according to their

The caseworker shall obtain the acknowledgment of the Recor st miibers).
Keeper in the special Register/Periodical Register/Case Register it 75. Records shall be destroyed in accordance with standing in-
the relevant column. structions of Government.

70. The caseworker shall send to the Record Room all disposelt  /0- As the ‘E’ papers are sent in a bundle to the Record Room
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showing the name of the compilation and the month of disposal.
After twelve months, the bundle will be destroyed. The list furnished
by caseworker willbe a record of the papers destroyed.

77 At the time of destruction of other papers (4, B, C and D) not"

detailed list will be prepared. The record register will serve the same
purpose. At the end of the re gister, a note should be kept that all the
papers were destroyed ona particular date.

At the time of destruction there might be some files requisitioned.
by the caseworkers. In such a case, a note should be kept at the end,
of the Register, saying thatall the files except those bearing the num-
bers detailed have been destroyed.

any old case file form the Record

78. Any caseworker requiring
"Requisition Slip” in Form XIL.

Roora for reference shall be fileina

79. On receipt of a Requisition Slip the Record Keeper shall acute
the raquired file and hand it over to the caseworker concerned, after
making entries in the Record issue Register, which shall be in Form
XI.

80. The Record Keeper shall keep the requisition slip in the place

from where the file, has been taken out. 1f some other person asks for
the same file, the presence of the slip will indicate the whereabout of

the file.
81. The Record Keeper shall take the initials of the case-workes
requisitioning the file in the relevant column of the Record issué
Register.
5 When the file is returned to the Record Room the Recot
Keeper shall return the requisition slip to the caseworker who wi
then destroy the slip.

83. Every quarter, the Record Keeper shall circulate a list of
recorded files pending with each caseworker for more than o
month. The caseworker shall initial his list and either send the reco
(a) back or indicate on the list as to why a particular file is s
required.

84. The Record Keeper shall then place all such
Head of Office /Branch for his information.

CHAPTER -1V
Inspections

lists before

A Merem LinAe ~nE ~ffico:

(ii)  Annual inspections by Head of the Office.

(@) The Emwa. of the Section is required to conduct a detailed
Boa.E% E.mwmomoz of the work of each compilation un-
mﬁ. him as indicated at para 7(p). A model questionnaire
is given at Appendix IIL.

As mentioned in Paras 3 and 28 the Head of the Office
shall periodically inspect the different sections of his
wmmnm and systematically review the monthly arrear lists
in addition, he shall conduct an Annual Inspection of his
office. This will be done between the months of October
and December every year, so as to facilitate an assess-
ment of the work load and performance of the individual
members the staff During inspection he shall verify
<.<rm¢~mn the points made at time of the monthly inspec-
tions vw the Heads of Sections have been compiled with.
He SE pay particular attention to papers pending for a
long time and take action for their quick disposal. The
procedure to be followed is indicated in Appendix IV.

*Heads of Departments are also Heads of their own offi-
cers and they have to conduct annual inspections of all
the section in their offices. In bigger department where
Ema.m are officers at intermediate levels between heads of
sections and head of offices, the Heads of Departments
may evolve a suitable scheme providing for detailed
inspection, by the officers at intermediate levels, of the
section under them once in a year.

*Inserted Vide O.M.No. GAD 3 TOM 75 dated 4th March 1976.

(b)

(0)

. Attendance

__ 86. Every member of the staff shall attend office punctually. Th

w%mnm of the oE.nm\ wnm.bnrmm and Sections should m% an mxmnww_m ﬁm
ers by attending office regularly at the prescribed hours, Execu-

@ tive Officers, who have to go for inspections, shall attend office for

the rest of the time.

. nﬂu m>z w.ﬂm:mwsnm Register in Form XIV shall be maintained for
each o fice in which every member of the staff will mark attendance.

..u,:m Register along with the casual leave and late attendance reports
anv chall he nlared hefare the Head af the Office Rranch Dﬂbjm

=g
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Casual leave
88. Every office shall maintain in form XV an account of casual
leave taken by members of the staff.
Furniture

89. Every office shall maintain a register of furniture and other
articles. The register shall be in the form prescribed in the Karnataka
Financial Code (Form XVI).

90. The Head of the Office shall verify during April every year
that all articles are included in this Register and record a certificate.

Register of Books and Publications

91. *Accounts of Books and publications in Form No. 36 of K.F.C.
and a library issue Register in Form No. XV1I shall be maintained.

92. The nature of disposal assigned to the Registers prescribed in.

this Hand-Book is shown below:

Register Disposal
1. General Receipt Register .. ‘D
2. Special Register N
3. Periodical Register siii B
4. Case Register .. <
5.Monthly Arrear listof cases ... E
6. Weekly Arrears Statement of Papers ... ‘E’
7. Call Book < _
8. Fair Copy Register .. ‘B’
9. Despatch Register .. D,
10. Stamp Register ‘D’
11. Local Delivery Book D’
12. Record Register .. ‘A
13. Record issue Register i ¢ 3
14. Attendance Register ... E
15. Register of Casual Leave .. ‘E’
16. Register of Furniture and other Articles ... ‘E™*
17. Register of Books and Publications ... g i
18. Library Issue Register .. ‘D
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Various Stays in the Career of Case

ww.dﬂmémo:mﬁ . .
e mmmmm_b?mnmﬂmmHOanwmmemboﬁmQE Appen-

* Substituted Vide O.M. No. GAD 3 TOM 75, dated 4-3-76.

fﬁ:mmmnmmu.mﬂmnmmnmnowﬂﬁﬁm:o<m .
. .Q%mmﬂgrm:mammnmngnogmm,\mo_m..
re-written and the old register disposed of as an ‘E/ Humwuwn. M o =

CHAPTER-V
Procedure for smaller offices

94. In field offices where the strength of the staff is one or two the
nature and volume of work will be very limited it will be, therefore
w&m@:ﬁm if each official maintains a personal register in Form XVIII
in addition the following register shall be maintained in such office,

(a) The General Receipt Register (Form D).

(b) Stamp Register (Form VII).

(c) Stamp Register (Form IX).

(d) Local Delivery Book (Form X).

(e) Record Register (Rom XI).

(f) Attendance Register (Form XIV ).

(8) Register of Casual Leave (Form XV )]

(h) Register of Furniture and other Articles (Form XVI).

g 95. In field offices where the strength of the staff is more than two
ut less than five, there will be, no separate Branches,Sections.

The Head of the Department may prescribe for each class of such

offices, the manner in which the functi i i
Hices, . chions assigned to different sec-
tions in an office are to be combined. o

— APPENDIX —
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APPENDIX -1
PROCEEDING OF THE GOVERNMENT OF KARNATAKA

Subject: Revision of Manual of Office Procedure - Oosmm._gmob 0
a committee.

Order No. GAD 7 TOM 69, Bangalore, dated the 14th April, 1969
(Chaitra 24, S.E. 1981)

It has been decided that an intensive revision of the manual ¢
Office Procedure which was issued in 1959 should be undertaken i
order to rationalise further the system of office Procedure in th
Government Offices situated outside the Government Secretaria
For this purpose, the Governor has been pleased to direct that
Committee to be constituted consisting of the following Members:

1. SriT. R. Satish Chandran, Director of

Industries and Commerce, Bangalore Chairmal
2. Sri.Shankaranarayan,

Deputy Commissioner, Hassan Member
3, Sri K. S. Murthy Deputy Commissioner, :

Bangalore Convené
4,  SriJayakumar Anagol, Deputy Commissioner,

Raichur Member}
5. Sri M. C. Antin, Chief Engineer (General),

Directorate of Food and Civil Supplies, Bangalore ~ Member}
6. Sri M.G. Faheem, Chief Accounts Officer,

Director of Food and Civil Supplies, Bangalore Membef
7 Smt. Sanitha Das, Assistant Commissioner, Bangalore Membet
8. Sri M. L. Nagaraj, Tahasildar, Bangalore,

South Taluk Membet
9. Sri K. Manjunath, Manager Director of

Health Services, Bangalore Membe
10. Sri M. Rangappa, I Division Clerk, Office of the

Deputy Commissioner, Bangalore Mem

2. The Committee will undertaken a through revision of the
manual keeping in view the need for reducing delays and promo
efficiency in transacting the business of Government in the O
and may, for purpose of carrying out this task visit any of the(

3. The Committee shall complete its task within a period of three

months and submit the revised manual of office Proced
(ERB) within the stipulate time. ocedure of GAD

4, .va m«ﬁmw&gm on this amount is debitable to “19 General
Administration” - C.J. Mysore Government Secretariat.

5. This order issues with the concurrence of the Financ
. (] U : =
ment Vide U.O. No 4398 dated 8th April 1969. et

T.S. NARAYANARAO
Deputy Secretary to Government,
General Administration Department.
(Efficiency Research)
To

The Chairman/Convener/Members of Committee
mo.nwmﬁwamm of Government
Divisional Commissioners

Head of Departments :

Deputy Commissioners of District

Eo:mr_w Volume

S.G. File,

APPENDIX - 11
(Para 10)
A few Samples of the Trilateral Index Letters assigned to
compilation

ADM .. Administration
AGR ... Agriculture
BND . Boundary Marks
BGD . Budget
CNS Census.
as City Survey
ILbR Land Records
EST . Establishment
FAM Famine
FOR .. Forests
TAND

T e 3 A _
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LND .. Land
MAG .. Magistrerial
MUN .. Municipal
MED ... Medical
MsC . Miscellaneous
rOL . Police
REV .. Revenue
st . Stamps
SRV, = Survey and Settlement
TAG .. Tagai, Taqavi
VET .. Veterinary
WIN . Watan

Note: The list is only illustrative and shows how the main subjects
are constituted into compilation and assigned trilateral index letters.

APPENDIX - 11
[Para 85 (a)]
Questionnaire for Monthly Inspection

1. Name of Compilation.
2. Date of Inspection. |
3 Has the caseworker compiled with instructions given It

the previous inspection?
4. Has the caseworker arranged the papers according to the

five bundle systems?

5. Has the caseworker arranged the pending cases according
to serial numbers assigned to them?

6. Is the caseworker disposing of the cases in the order of
their serial numbers except in urgent cases,?

7 Has the caseworker issued reminders in all the cases It
cluded in the bundle of await cases?

i iodi i i ilatiot
, 11 outgoing periodicals relating to this compulatict
8. ._lew./w.m W))Sar\m)ahm>m+rm3 the rreacribed Hime limit? (Note;
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9. Has the caseworker maintained the circular file separately
for each compilation up to date and is it duly indexed?

10. Has the caseworker sent all the closed files to the Record
Room in time?

11.  Has the caseworker maintained the monthly arrears list of

cases in Form IV and weekly arrears statement of papers
in Form V.,

12, Inspection of files:

(a) Five files to be taken at random and inspected and the
inspecting officer should note whether the caseworker
has followed the five day rule in putting up papers.

(b) A few difficult cases should be inspected and the inspect-
ing officer should not the defect and record suggestions
for improvement.

APPENDIX - IV
[Para 85(b)]
Guidelines for Annual Inspection
L. Information about the office:
(1) Name of the office.

(2) Date of last Inspection
(3) Date of present Inspection

(4) Have points observed during the monthly inspection by
the Section Head been complied within all respects?

(5) Strength of the office
(a) Sanctioned (b) Actual (c) Reasons for shortage
(6) Accommodation
(7)  Attendance Register
(a) Is it being checked on all working days?
(b) Remarks about punctuality
(8)  Are the following properly maintained?

Register of Furniture and other articles Stationery Register
Reference Books, Codes,
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(9) Conditions of furniture. Office equipment, stationary
please report on the existing position and give suggestions
for improvement.

(10) Have the trialateral index?

Letters been communicated?
Are any charges necessary?

If so; has any reference been made to the Head of the
Department
1L Manner of Maintenance of Register.
(1) The General Receipt Register
Is it being maintained properly and full signature of the
caseworkers being obtained therein?
(2) Special Registers:

Are all the Special Registers prescribed by the Head o
Department being maintained properly?

f the
(3) Case Registers:

Are these maintained for each compilation mmwmnﬁma\ and
properly?

Call Book:

Is this maintained and prompt action being taken on casé
requiring reveal?

4

(5) Fair copying, Despatch and Stamp Registers:
(a) Are these registers being maintained properly?

(b) Is there any delay in fair copying and despatch in the

office?
() Is the stamp account being maintained?
1. Assessment of the work of the office.

(1) Number of receipts received and disposed of during the proce

ing twelve months.
Compila-| Opening | Receipts Total |Disposals| Balance |Percentag
ticn Balance eof
disposal
(1) ) 3 (5) (6) ) ®

29

,M : Number of Cases Pending
erial |Compila| Over Qver Over
: Over Ovi
Z_WQB. tion two one six thee o:Mn Wmmmw b
T years | years |months |months| month | one
h
& 2 3 4 ==
®) ©)

| ) 8) 9

mw %ﬂw_mwmmm of pending cases under each compilation (to be filled in
E rence to the last weekly arrear statement of papers and
nthly arrear list of cases) P
(a) * Number of pending cases
(b) Date of receipt of oldest case
() Are new i i i i
ﬁqoﬁmw_%wowmmm in the Special/case Registers being opened
(4) Periodical returns:
(@) Is the periodical register maintained?
(b)  Are the periodical being sent in time?
(c)  Reasons for delay, if any

(5) Indexing and Recording;

(@) m&m_m. final disposal are the records being sent in time to
1e Record Room properly indexed and stitched?
(b) Are acknowled
: ] gements of the R i
tained in the relevant Wmm._mﬂmm.%_y ]
() Are the record files beir i
g entered in the Record Regist
and arranged in bundie i in t I ook
o e mes T X0 es as prescribed in the Hand-Book
(d) Are the caseworkers abl
" ,
| cord Room promptis? e to get the record from the Re-
{6) Circular Files:
(@ Are Circular files bein intai
maint ilati
by B e g maintained for each compilation
(b) Are these chronologically arranged and indexed?
(7)(@) Monthly Arrear List of cases?
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(ii) Are these checked regularly by the Head of Section and
submitted to the Head of the Office.

(b) Weekly arrears statements of papers.

(c) Are these being prepared by the compilation clerks and
checked by Heads of Sections regularly? ,

s register and recorded files should be taken and per-
d with reference to the correctness of the answers.
om the prescribed procedure should be

(8) A few case
sonally checke
Any delay of deviation fr
recorded in each case.

IV. A performance review of the disposal of cases and the out turn
and workload of caseworkers:

(1) Is the rate of disposal satisfactory?
If not, what has to be done to improve it?

(2) Is any redistribution of the individual workload of case
workers required.

V. Remarks of the officer and suggestion for improvements.

APPENDIX -V
[Para 93}
Career of a Case
The various stages in the career of a case are?
1. A reference is received in the Clearance Section after it is seen
by the head of the Office.

2. The Head of Clearance Section indicates the relevant compilz:
tion on the reference and gives it to the General Receipt Clerk.

3. The General Receipt Clerk Registers in the General Receipt Reg:
ister along with other references pertaining to the same compilatiol
The reference is then handed over to the caseworker concerned anl
his full signature with the date obtained in column 6 of the Generif

Receipt Register.

4. (a) If the reference pertains to an old case the caseworker keefs

it as an old case the caseworker keeps it at the appropriate place!
o t1an med talac artinn withant making anv entry in
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b) If th i
% Am me.w :.w %Mmmnmﬁmm HﬁmimEm n.o a new case, the caseworker makes
pecial case register starts a file, and initiates action

-unit,

5. Wh it i
thi me%mmwﬂ wﬂm EOMM old or new case, the caseworker puts it up to
relevant law and _..Emnmm o«M_Mﬂ m.g.pmm note stating the fact mﬂaﬁ:dm

: e is i :
caseworker will also submit a Qnmm_.mmnﬁmmﬁww._ In simple cases, the

6. i
When the case file returns from the Head of the Office, the

Caseworker puts up
a draft for : "
ders passed. approval in consonance with the or-

7. -aft i
Eo%%.#ﬁ.bﬁmoww w@?ﬁ ..%WMO<MQ by the Head of the Office, the case-
Bctio fo vorying er to be typed to the Head of Clearance

8. The Head of the Cl :
Copying Register. earance Section makes a note it in the Fair

9. The Head of the Clearance Section gives it to the Typist

10. After the typing i
. yping is over the Head of Cle i .
it back from the Typist. Makes a note of it in m“mmﬂmﬂp‘mw%w“%m@mm_%mmm

ter and returns th A
ke e draft and the fair copy to the concerned case-

11. Th
R M ﬂmmm_..mﬂmw.wmﬁ compares the fair copy with the draft and
B en mar. ! corrections if these are of a major nature; a fresh
Opy is prepared in consultation with the Head of the

Clearance Section. Tt
. IThe : 5 .
of the Officer no:nmgm%mmmn the fair copy is sent for the signature

12. After th i i . .
worker, ¢ officer signs the fair copy, it is returned to the case-

13.
The caseworker then hands over signed fair copy with its

enclosur, i i
: es and accompaniment, if any, and other office copy to the

Dmmwmﬁnrm T,

14. The Despatcher mak in ei
B De Mu it %ﬂmw. an entry in either the Local Delivery

15. The Despatcher sta 4
a 7 -
enters the date of despatch :Wm&mwu%%% ww.m%mwm - SRS

T4 ThA el .0 1 -
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17. After the case is finally disposed of the caseworker determines FORM I
the category of disposal to be assigned to the closed file with ap- (Para13)

proval of the head of the Section. .
General Receipt Register

18. If the disposal assigned ‘N’ the caseworker makes a note of Date:
this in the remarks column of the special /case register and sends the < Aattesen
entire file to the Despatcher.

1 Sender —
19. Tf the disposal assigned is ‘E’ the caseworker includes it in the No. L Compilation | Full Signature of

monthly bundle of ‘E’ papers. Name | Date | Number (if any) Em«mﬂ%%ﬂ%ﬁ
1 ate

20. At the end of the month, the caseworker, makes a list of ‘E O] @ &) @ (5) ®)
papers in duplicate and hands over both the lists and the bundle
the Record Keeper.

21. The Record Keeper verifies the correctness of the List, acknow:
ledges on one of them and returns it to the caseworker concerned.

22. The caseworker stitches the papers of the file along with the FORM 11
file jacket if the disposal assigned is A, B, CorD. (Para 20)

23, The caseworker writes on the jacket of the file of index numbé Periodical Register

category, year of disposal and number pages in the file. Compilation .

Actual dates of despatch

24, Every fortnight the caseworker sends to the Record Keeper th
Apr. Mayjjune{July| Aug. | Sept. |Oct.|Nov. | Dec. |Jan.| Feb. | Mer.

files dues to be recorded along with the relevant register.

SI. No.
Name of the
Peridical with
periodicity
Due date of
despatch

Remarks

25. The Record Keeper verifies whether the index of each file h#
been correctly prepared arid the file properly arranged and stitched.

26. The Record Keeper verifies whether the category of disposd 1 2 5 | 2 |51 e
assigned to a particular file is according to the standing orders.

71 8 9 |10] 11 | 12 [13]| 14 | 15 |16

27. The Record Keeper then acknowledges the file by affixing hé FORM I
full signature with date in the concerned special/Case Register, and (Para 21)
returns the register to the caseworker, Case Register
28. The Record Keeper makes an entry in the Record Register. : B —
arranges the files in bundles according to either compilations and l.No. | Subject | Dateof | Date of nature [Acknowledgem| Remarks
nature of disposal. He shall arrange them not alphabetically, Openingof | ofdisposal | entof Record ‘
accordingly to the serial numbers they bear. _ thecase Keeper with
date
) 2
@ 3) @) © ©
— FORMS — . (Amendment No. 13 Vide O.M. No. GAD. 4 TOM 75
/

dated 4th March 1976)
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FORM YV
FORM IV (Para 29)
(Para 27) for the Month Weekly arrears statement of paper for the week ending ...........
Monthly arrear list of the Department ........ouessseuueen name of the case worler .............
[ L Number | Number | Balance at the ending of the week Whether the required
. ding | received periodicals /returns Total are sent
- Pendency: pending .
fan] . o o ey | g, || ol U fn e
No. of cases pend- | No. of Tmmﬁ nwwﬂmm disposed of closed 5 me G Y dage
g e | T month during the month week
ning of the mon @
3
1) @ ® 0 @ ® @ ® ©) @ 8
T
Balance
; f Total
. i ith Pending with
cing in the Office Pending with
Mﬂﬂh“mwﬁwm officers | Govt./higher Officer ow.w_wmu Amocmﬂnmv FORM VI
other Depts. T e 5, (Para 55)
d)
= ®) (© ( ] Cell Book
Sl Case | Subject | Reason why | Date on | Initials of |Direction| Date Remarks
No. [Number | matter no further which | the Head |Reviewin| revival
and Year action can be | action is | of Office g Officer
taken for to be or the
Percentage o £ memuo.mmu o<m~.~m_,W restarted | Branch
. mon
f | No. of cases included in
On the Total number of | On the total number 0 call Book M o €) ©) ®) ©®) ) ® &)
cases referred in col. 3 cases excluding in col.
) 5(b) and (c) _
© ” © =2 S
FORM VII
Less than |Over6 =~ |Over1  |Over2 (Para 60)
6 months |months |year years =y Fair Copying Register
z Sl | Case Initials of | Initials of | Numberof | Date of Remarks
> trait b-
Of cases ﬁm_...m._bm M._ H_W._m Mmmmwm@ MWT No. | Number | the Head of | the Typist | fromthe | returnthe
cn&ﬁ.&% nwmwmmvmw %wnﬁmd P - the with date | typist pages | Head of the
ments (col. o(a), Clearance typed with | Clearance
Of cases pending with Government initials of Section
5(b) in Part 1 — | -
E.ésh Wa A 0] o ) @ © ©) 0)
Total (col. 5(d) in B
- L |
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FORM VIII FORM XII
(Para 63) (Para 78)
Despatch Register Requisition Slip
Sl No. Case To whom How sent Enclosures | Remarks 1. Case Number
Mﬁwﬂmm mﬁwwnmw& mmwﬂwmn OHNM.Q 2. Nature of disposal
sent 3. Year of disposal
) @ ®) 0 © ©) @ . .
4. Required for disposal of case nmber
St Signature (with name of the caseworker)
6. Date
w%mmgmw (Amendment No. 15 vide O.M. No. GAD 3 TOM 72, dated 4-3-1976)
a
Stamp Register
Date _ Value of Stamps _ FORM XIII
oo RECEIVEd m_umsr...........:....,.....m&wbnm (Para 79)
M _ ) 3 _ @ Record Issue Register
. Sl. | Dateof Number Dateof | Signature | Dateof | Signature
No. | receipt of | and Index issue of the case return of Recod
requisition | title of the worker Keeper
FORM X slip file
(Para 65) @ @ &) @ 6 (6) ?)
Local Delivery Book
Dater v
: i FORM X1V
h dd d Signature of the receiver
Sl. No. | Case Number To whom addresse gn; e A (Para 87)
i ) @) @ Attendance Register
S.Nam| 1 [ 2|3 |45 |6 |7 |89 |10|11]12|13]14]15
No.| e
] 2
FORM XI
R AHVMHWQWW ter 16 | 17 | 18 19 (20|21 |22 |23 |24 | 25| 26|27 | 28 29 130 | 31
ecord Regis
Date: ......cccouvene: m
Sl.No. | Class Number Index Title Initials of the Record Keeper nm
M @ €] 4
= 8
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FORM XV
(Para 88) FORM Xvinl
Register of Casual Leave (Para 94)
Name of the Official .......... T = Personal Register
R 0 .
Month Casual Leave Initials of the Branch No. [ Receipt HmMMM”MM %Mﬂ? Subject Date of despatch of | Remarks
To Credit _ availed of  Office/Head of the office number and dat matter | reply to whom reply is
Balance ke sent and manner of
disposal
January 1)) 93]
February ) @ ®) (6)
March
April
May
June N
July
August
September
Qctober
November
December
———— FORM XIX
. (Para 30)
FORM XVI Caseworker’s Diary
Inward No. iect i ;
. . (Para 89) . . . = Subject in brief Case Number Date of Submission
Register of furniture and other articles in the office & 2 @ @
Sl. |Description| Date of Value Date of Reference to | Condition | Remarks
No. ofthe | Purchase | rupee | Payment | Cashbook
artides | .o of | paise folio and
supply contingent
register
1) 2 3 @ ©) (6) @ (8)
FORM XVII
(Para 91)

Library issues Register in the Office of the ............ for the year

Sl. | Date of | Name |Accessio To Date of mmmﬂmgm_ Date of | Initials |Remarks
No. | receipt | ofthe |Number| whom | issue | ofthe | return of the
of Book issued borrower Librarian
requisitio
n

o] @ ®) @ ©) Q) @) ®) ©® (19)




