CHAPTER VI

Routine ﬁoudmé. ;

I-REFERENCING -
Duties of R_ecord_ Kéepcrs_

69. . (1) Referencing fresh receipts—All fresh receipts should ‘after from
officers, be sent through the ‘Assistant concerned and the diarist to the branch record-
~keepers to put up papers and to complete their referencing:. :

(2) Papers to be put up. The reference clerk should, . in additional to paging -
- the receipt in pencil, and attaching a P.U.C. flag, carefully read through the letter - -
and its enclosures (if any), ‘and with the help  of the diary, indexes and note-books,
trace and put up any connected records, precedents, policy papers and rules which -
are relevant to the question under discussion, or are likely to be required for the
disposal of the case. Where no- clue is given in the letter to any previous -corres-
pondence, or the reference clerk experiences difficulty in completing the file, the
‘Assistant concerned must guide and direct the reference clerk as to the nature of the
precedents or papers needed for its ‘disposal. When special difficulties arise in trac-
ing papers, assistance of the ' Superintendent Records may be applied for under
paragraph 47. Reference put up should be restricted to those actually required in
dealing with the case. . PR, ' W
(3) When a single reference is quoted in a fresh receipt, and that reference
is in a file put up with another case, a copy of the required paper should be made
and the fresh receipt: submitted with it to avoid delay. No-Assistant should return .
a case to the Record keeper to keep pending until the connected references are avail-
‘able without the specific orders of the Superintendent. In urgent cases, the Superin- .
tendent should take orders of the Secretary/Under Secretary and he should do the
- .same in ordinary cases if the references needed do. not become available within, say,
" a week of receipt of the communication. . Such cases should always be shown in the
arrear lists, and it should be noted whether the case is pending under the orders of
an officer. . . : S ' " . P

_ (4) Flags and quotation of references—Any paper to which specific reference
_is made in the receipt, or its enclosures, or to’ which it is desired to draw attention
in connection with any passage, . or proposal, should be marked witha single slip
(called a “flag’). Reference to such papers shall be made by citing the flag and the page.
number of the notes or correspondence marked by it (e.g- ‘AJ2corr.’ or ‘7-12 notes’,
meaning page 2 of the correspondence in the file collection of papers marked ‘A’
etc). Such references shall be made in pencil and on the margin of the paper under
consideration or enclosure or note, and shall, on no -account, be used on one file or . -
collection of papers and care should be taken to see that there are not two flagsof the

same lettering on a case. Ordinarily, officers use flags ‘P’ to ‘Z’ , inclusive and. .
.- the office the rest. o " A o - 5 v 2 2
70.  Letters received not to be written on.—Beyond the quotation of references:.
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no notes should be wfitten in ink on ietters under submission to an Under Secretary,
Deputy . Secretary or Secretary. S : :

. Books in off:’cers"'I:'bmr;ies'-not: to be. put up with case.—~Books etc. cdpies
of which are in the libraries of officers should not be put up with cases.- .In other
cases extracts from especially bulky books may be addad to and kept with the case.

A2 = Opening of fresh files and separa!ionlof subjects.—Each ﬁle_sﬁoul& so far
as possible ‘be confined to 2 single subject and new files should be freely opened. .

A

 When 2 letter relates to a subject dealt within two or more existing files, copies of

. the letter, or extracts from it, should be separately registered and submitted with .
~each file. ok PR T % o
73. . Flying cover—All un-recorded papers which are to be put with a fresh .
receipt, should be arranged in chronological order,’ paged and placad in a ‘Flying .
Cover’. : _ . UL : :

74. Use of spare printed copies—Where a paper which has been printed is

required for information or reference, a printed copy, and not the original; should,
in the absence of orders to the countrary, be submitted and when a, listed printed file
. is not available immediately, the relevant collection copies of proceedings should
‘be put up instead to prevent -delay. ' :

75.. . Report of inability to trace a Specific reference—When a reference clerk

is unable to trace a quoted reference either in the indices or in the branch diaries,

. ‘he should at once report the. matter through the Assistant concerned to the Branch

. Superintendent/Section Officer/Head of the Branch, who should seek personal _assis-
:( : " tance of the Superintendent Records.: In all such cases the cause of the difficulty
. intracing the reference should be noted so that any fault in the system can b2 remzdied

as soon as paossible. : i S e '

Every case concerning ths non-receipt of a commuaication from th: Govern--
ment of India or another State or any othar Office undsr the Haryana Goveramsant
addressed to an officer in the Civil Secretariat, must b2 reported to the Under Secre-
tary before the issue of letter asking for a duplicate copy. 5

Al other likely branches should bz consulted bzfore.a reportis made that nd '
papers exist on the subject under disposal.: . : g -

- 176. - Labelling of precedems and rules.—When precedaats, “ralss or a1ldz>1s
. cases are put up, each group of papzrs should. b2 kept -in a baalic by issidad -
1abelled_ ‘Precedents’, ‘Rules’, etc ; : ' ' .

ol S Small fbi& papers to be flattended out—Papers which have not yet coms

_«into the flat system of record- should be opened out by the Reference Clerk before

they are put up. . : gl i . i : s
i 78. . . Referencing of a printed file—The raference cleck in raizrencing a priated
... -file should be careful that wherever a reference to a previous letter or comminication

| ? is given, the page at which that letter will bz found is noted against it on ths mir3ia. -
' Forward references should also bznoted i.e. when an answar 12 a Goveramant latier
is received, the letter should bz referenced to thz answer, . ¢.g. ‘Reply at pags 105

9. Note-Books—Rzcord Keepzrs should miintain noté-baoks -ﬁa:li_aenter
in them all rulings, orders and precedents. - Thay should abo kesp 2 note-os filz3




- ordered for notiee in annual rcp_oits.- _This note-book is indepe'ﬁde'nt_ of note-book
required to be maintained in Branch vide para 11°(10).- .-~ """ = >

“80. Period allowed for referencing fresh receipts—(i) .Ordinarily, fresh re-
_ceipts should be put up with papers within twenty-four hours after receipt in the re-
cord room. No receipt may be kept with any reference clerk for ever three days.
If the papers cannot be completed within this period,; the record-keeper, should bring -
- the matter personally to the notice of the Superintendént/Section Officer/Head of
the branch and obtain his instructions. ~If the Superintendent Section Officer/Head
of the Branch is unable to determine that the case can be submitted withcomplete
” references within a week from the date of receipt of ‘the letter, he should refer the .
- case to the administrative officer of the branch with an explanation of the reasons of
delay. Calls for information should be dealt with in the same manner. .
" (ii) The responsibility for secing that no delay occurs in the submission
of fresh receipts and files sent to the Record Branch rests on Superintendents/Section
Officers/Heads of the Branches and Assistants. They should maintain a personal
diary so-as to keep a track of important references received in their Branches  and
keep their Under Secretaries, Deputy ' Secretaries and Secretaries ‘informed - of the
‘progress made on immediate and important references in their respective Branches
from. time to time. In order thatno important reféerence is missed, the Super-
intendent/Section Officer and ‘Heads of Branches should arrange that if - any such
reference is received _in their Branches during their ‘absence on leave or other-
wise,. the same should be brought to their notice immediately on their return. °

-+ (iii) When the required previous papers are in the Issue Branch, the Super-
intendent/Section Officer/Head of the Branch or Assistant should - decide .- whether
the letter under issue should - be withdrawn with a view to the suspension of -the -
‘orders already passed. If he is in'any doubt the orders of the officér concerned
'should be taken. : S e R

81. E & Withdrawal of papers from the recorders—When papers on which
‘orders have issued but which -have not been recorded are urgently required, they -
may be withdzawn from the Recorder. The Assistant withdrawing them will be '
responsible to see that the proper  entry is made in the diary and that they are re-
turned to the Recorder immediately when no -longer required. ) S

82 © Withdrawal _df -papers_in cases with the Governor ete—(1) When papers-
~ needed in one case are put “up in another case, the officer requiring them will
decide whether to wait for a period not ' exceeding 15 days, or to refer at once

- to the officer with whom the papers are.

(2). “Where the papers required are in a casé with the Govern.or, a Minis'ter,_.

or-a Secretary. , a reference made for the " purpose mentioned above by an Under - °

' . Secretary should be submitted to- the Secretary under whom the Under Secretary
“is working. The - Secretary to whom the reference is submitted will, in his dis-- -
cretion either obtain the papers or record an order that the file in which-the papers -
- are needed is to be kept pending for a period not exceeding 2 month, and then re- -
submitted. iy : = B S Tl e
: - (3) Onreceipt of such a reference, when the papers required are not with
. the Governor, or a Minister, the  officer with whom the papers are, will send” them .

to the officer asking for them, unless he expects to be able to dispose -of the
case concerned within ten days in which case he shall note that the papers will be

»
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“to the officer concerned.

_ ‘Order of an-officer-should. always . be taken n
_ Government of India, or to other Stats Governmerts, or to a high official not serving.

Secretary, Under Secretary.

for scrutiny and orders so as to reach ‘him by the 7th of each month.
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shbrtly'avail'abie,"an_ci shall se_ﬁd them .t'o- the officer making " the rcquiéition

within ten days. Incases of ‘manifest. urgency the papers required should be sent at

‘once to the officer :asking for them.

from.outside bﬂ:‘_xce_ in which; if such’ action is nat taken by-a certain date, a re-
minder will issue: R AR : e B

(2) Responsibility for submission”of reminder cases—Reminder cases in_un-
official reférences shall be kept by the ‘tg.rangh:- diarist and all others by the Record
Department. On each date upon which reminders are’ dug, the diarist or the re-

cord clerk, as the case may  be, should submit the case to the Superintendent/

83 ) Reminder cases.—Reminder cases are those in which action is awaited

~ Section Officer/Head of the ~Branch or - Assistant with a reminder- for issue, if a’

reply has not so far been . received... . . o
3) " Date for issue of:_r'-en'_qinder.{i The date ofi which' a reminder should issue

- will-be fixed by the’ Superintendent/Section | Officer/Head of the Branch or Assistant -

dealing .. with - the case.. Ordinarily, a reminder should - issue. @ month after -

" the date of issue’ of the communication. When officers addressed have to consult

Local - Bodies or their subordinates, the first reminder should not issue = before
six weeks. Subsequent reminders should issue once a fortnight. This- pro-

" cedure does not. apply incases of Urgent ‘and Immediate -nature where a reminder

- should issue much earlier, depending:; on the urgency of the case: - -

() In cases of -L'l'n_-('ﬂu_e':”dé.l_ay‘;___i_f’f_f@hsweﬁpg ~ 4 Teference or letter, a routine
reminder shall not'be issued but the special attention of the Secretary concerned

should bedrawn. to the case with a view, to a demi official reminder being sent. -

of India and other :S_‘ta_tg'- Ga.;_fé'}fh}nén}s' efe.— ;
‘faken ‘before a reminder is issued . to the

(5) Reminders to the Government!

under the Haryana. Government. “ In such' cases a reminder inthe form of a letter

should = be issued and thefair ~copy should: “be signed fb'y_t_he-__Sez—;?efary‘, Deputy.

(6) Cases in ‘which reminders _gf’é_;'_un'iiéc'es'éq}'y._.—ch'.'re‘tfiind_e.rﬁ ..should .dissue
in any case not initiated by ‘Government, unless, in the course; of correspondence,
a question has arisen in the.answer in which Government is interested. = g

(7) Arrear list of reminder cases—With a view to ensuring _that reminder
cases are not. being . lost sight’of but are receiving adequate _ attention. Lists

of such cases pending over = three months should ' be prepared = by the Branch

_ _Diarists and the Record ‘Department once a month; in the form. ‘below, and . sub- '
mitted with any comments which Superintendents/Section ‘Officers/Heads of the

Branches may have to make to the Deputy. Secretary, Under Secretary concerned. .

Diary  Number and date - Subject = Act:i@n'-"."_NQ_.. of reminders” Remarks -
No. ;. ‘ of refcrence fo bei ™ e Sions e o _issues and reasons ‘

replied to'and -~ i = oefordelay ol
from whom A e e e ple
TECEIVEd: ™ o :




: (8) __Remfﬁdér régistér.—fA-.fégis_tef mtha form _.Bélow should be maintained
by the Record Department in which - all cases to which reéplies ‘are awaited should be
entered. . e ot G e . : _

" . ‘REMINDER REGISTER

Sr. .~ -Branchie b o Suquct ~To whem - No. and date - Reference -
o No..-.:  Nou et e e S S B - ofletter - At

- 84. .- The Superintendent of Records should, during his inspectians of the

- records of branches, examine the pending cases and pending and reminder registers
and satisfy himself that the “instructions contained in this paragraph are being

carefully complied “with by record-keeper. Vesant o R Al s e

: IL.—NOTING ON CASES

85. . . Completed cases to be noted on.—When a case has been-completed by the
reference clerk, it is' submitted  to the Superintendent/Section Officer/Head “of . the
Branch or Assistant concerned for. the _ purpose . of noting = before. submission.-
"When the action to be take: ious, or the-suggestlon to. be made very _simple,
. the . person noting _up ' a draft letter or endorsement, merely noting

‘So far as possible, a ‘case.should = be.dealt ‘with . at all stages by the same
Assistant, who, is acquainted with the details. SR R R S e e

- Section Officer/Head of a branch may bring up. ‘or -submit ~ an ‘incomplete case-

- for orders at any- stage with or without notes if the office have insufficient in-
formation . or precedents to enable the case to be dealt * with * fully in the first -
instance, ‘or, for any other reason, are doubtful about” the nature of the -notes or
preparation - which -will be required.  The adoption of 'this course is better than the

delaying of cases to which the 'oﬂ_‘;t:cfcani_lo.t-." contribute anything ™ useful =

; 86. % "Irgquplerg-;bdsés'm-@{_bei mﬁrﬁftﬁeiﬁ}é}_’tﬁéﬁf.ﬁc;fes.%The. _Sﬁpégintendeni/

The practice submitting ‘cut motions’ moved by Members of the Haryana .
Legislature with a note that ‘the cut : motion is ‘vague’, ‘there. are mo papers’ or
Coffice has nothing _to suggest’ should. be discounted, as such notes merely entaila = -
waste of time and. paper. S i SeESa er e N

8. Form Egﬁici' 'ndﬁ#e.,bf’_ho;esL;The_'noic_'bomnie'nces with a heading in red.
inkas below, s TR EE S TNE ek e Sy i g

- “From  Secretary to Finafcial . Commissioners, No.—
 dated the— — > ke

_* Below the heading (except in the case of demi-official correspondence), a very
brief precis, not exceeding six lines,. of the subject of the paper under consideration, -
~should be entered, with 2 reference to previous = correspondence, where such

.exists. - Below this precis a line should be drawn, and the not commezncad. '

i
L
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- 88. A5
~ officer dealing’ ‘with, 'the case  the portions of its past  history- which he must

Note.—Nothing on ‘Fresh Receipt’ forms is prohibited. The fact that &

fresh receipt has been seen should be stated in the office note as ‘Seen by—

as a fresh receipt ’ inimediately after thered ink entry; any pertinent note written
on the ‘Fresh Receipts’ form, by an officer being' also copied on in continuation and

the ‘Fresh Receipt’ form placed at the bottom of the case.

(i). Ob_;ecl of t’heﬁ"-,’Noré;f'—The_ :{:";bje'qt ofa note is to indicate to the

know in order to dispose ofj"_it,'_to point out the wvarious issues involved in the

- papers under  consideration , the arguments for and against -each issue, and to =
- suggest the action - necessary. Any open point, however -insignificant, should

be mentioned andif itis. considered unnecesary to discuss it, this should be
‘merely noted, as it * is better to mention it than to pass it over in silence.

et .(fij Notes to be brief —Office ,"n'ét"es.;_.“s-hotﬂd '-bé'.'és'short as possible- and

e should be legibly written “in ink, or typed, on note sheets. It shall always be

assumed  that the paper "under consideration will be read by the officer to whom
it is submitted. Consequently the writing of "an abstract of the pgper  or papers
under consideration is -absolutely . prohibited. The only - exception to this pro-,

- hibition  is where it is necessary to -abstract the gist of a number of letters;, e.g. in

the case of replies ' to a circular or of opinions on draft Bills, etc. a precis of
the contents of a single ‘paper should 'be made only when itis _of great length
and complexity, and no-such precis, nor - precis = of the contents or history of a file
shall® be prepared . without = the orders of an officer. In some cases, the perusal

~of the papers under = consideration will be sufficient and in that case portions of
- the correspondence | which should ' be read should merely be indicated. :

- Notes s_h'oull'd always be continuous, subject to the annual, limit imposed on"

.4 file, i.e., the notesdealing with correspondence on one subject will be continuously
-recorded from January to December in one file. : : : SN

(i) Language of notes.—All notes should. ‘be temporarely written and should
be free from personal remarks. . If apparent errors in the note of a Minister have to
be pointed out, or if* the'opinions which he has expressed have to be criticised,
special care must be taken to ensure that the observations are couched 'in respectful
language. c e Bt . S S R R e

. (i) Numbering of paragraphs.—A note is most conveniently written in para-

- graphs, which must invariably be numbered. The 'numbering of paragraphs 2
-+ onthe noting, side of a file should be continuous ina single series which should =
. ‘be maintained inall the notes. ' In other works the first paragraph of any note

on « file should be given  the numbers following ' the number of the last para-
graph of the preceding page and so on throughout the file. _Each . paragraph
containing a suggestion should deal with a definite = point - and - should be so
written that order can be passed, one way or other, on the mgrgi’n'. When there
are many such paragraphs, it is often useful to collect and summarise the
suggestions in a final paragraph, which should, if possible = be written, in sucha
form - that it can immediately be transformed into a draft. The ideal note is one

which ‘witl go strainght into-a draft. .=

(v) Referencing of notes—Every statement in a noge, other than that of the

' 'pbte'-writcr’s. opinion, should be = supported by a reference made either to the file -
- number, branch and year (this is the briefer and prefereable = course), or to. the
- number (and , in ‘A’ cases of the, page) of proceedings in which itis found. These






