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references should be in the body of the note. For- convenience a-_raference should
also be made on the margin- to ﬂags._»—(—vide paragraph 65(4). o0

- (vi) Notes to be tagged and paged, ete—Afier wilting his note, the wiiter
should see that the note * sheets are - ‘attached to each other by a tag, that there are
at least ‘a couple of  sparenoting sheets, that they are paged and that
they are so folded that the designation -of the officer, to whom the case is marked;
comes uppermost.- He should then arrange thecase in order. indijcated in para- -
graph 135. The writer of a note should also ensure that snfficient space is
left on its pageon which his note finishas for the sigaature or orders of the officer/ -

. Minister concerned.

89. °  Signature and dating of notes.—Assistants should _sign their name in
£all on the left hand side,’ while' Secretaries, Deputy and Under Sccretaries and
Officers “of the HSS . (Supérinten onts/Section Officers, Secretary 10 Ministers-
Private Secretarics should sign ot the right. Minicters may merely sign their
initials - on the right. In dating “notes ~not oty the month aad date but the'yoar’
.should . be shows, ' o S B e i

. . .. : - 5o L4
90. . Contents of * office notes—Subject to the foregoing inst-actions a note or - .
_precis  submitted by office should contain the following particulars . of the
cass in more or 1285 detail aceording to the importance of the e o v '

(z) a statement of the case unless this is contained in the paper under con-
sideration or in aWy  previous noie to - which referzace can bs made, showing the
questions for consideration and the circumstances l2ading upfo them; . -

(b) references to any rules, precedants, .previous  orders or pacallzl cases,
which may be applicable, and an explanation of their bearing on the question
for disposal; ' R ' N S
_ . (c) . suggestions for action and, in cases in which disposal is goveraned - by

rule or customer, in which concurreace: of other departments is necessary, an ’
indication of the procedure which should be followéd. - g .

9. " Running Summary of Faqrs.—-Ih every casc-itl-which" it is evident ‘that a
Running Summary of Facts would contribute to its speedy disposal such a
1 lad

summiary should be prepared and placed on the file ina separate folder, labe
accordingly. Tt will not then be necessary for the dealing -Assistant  tO write 2
sclf-contained note every - time he submits - the case to officers for orders.

Tt will be the duty of the Supsriniendent/Section Officer/Head of the Branch/
Branch Officers to see— - ' i S e T

~(2) that a summary is prepared at the carliest appropriate stage in alt
~ suitable  cases, c.g, those having a complicated history, and:
(b) that the summary is kept up-to-date by making suitable additions
as further factual developments, if any, occur. ¥ '

i Opinions of individual -6ﬂioé_1_'_s_ should not be -incofpoﬁ_ted in the summary.
lowever, when a case is referred to another department jike the Finance Depart-
ment or Legislative Department for advice, .the ‘advice or view of that department




=

should be treated -as. @;_qnsti_tuting_.

- should  re-write “OT.

. adopt that note, of

* the final note in'the most compact form. poss_ible _ for otders.

* revision are ‘resubmitted ~ for ‘the consideration - of Government, the
dealing = Wi

~correspond . with the. new:. rules..

. of 'orders if there is no dou
. obvious; as, for _'exan:_lpl
~ with their concurrence

but in urgent cases one day should suffice.

- draft, as “Issue 2 drafl 2

95,
- pected to draft 0'11_\'2'11_1"--_i_p:__p_ngtaﬁt;ff;_:;_a@Lst_ﬁn; to them for that purpose, and should =
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\ ‘a material patt of the fgl_ét_s_ot‘ the case and added
to the summary. T R FE e e Srab
: Any'é’fﬁcef-.who-.hés _to-_noté upbiﬁf 2 file for which 2 “Running " Summary of
Facts’ is available should, 1n drawing, attention fo the facts of the case, refer to.
the ‘S!.l'mmary’_withou_t' “repeating . any- part of the facts in his note: - o=

hen the Suparintende_;it[

Section. Officer/ Head_{)ﬁ‘-afﬁbra_néhj..-iS-:'resp'ijn_sible: “for the work-of a subordinate, he:

exceptions not mo {two not .
submitted to the Governon {j.p__:'?b/ﬁ:iistér. Ifin such acasca note has been drawn
up; ‘the Under Secretary. ot other officer first- dealing with: the case _should either,
" or if he'is “unable to doso, should -put: it aside and write his
; ‘which ' notes have become lengthy, the Sscretary _sub-.

0 . 50 as to-present

own note. In ‘all cases in
mitting  the case. should summarize- {hem' as briefly  as possible

Vo When an officer agrees with the pﬁ_eé@_ding ! note or re_Co_mtqéndaﬁons,'he will
append -his signatute and nothing =~ more. Marginal notes fo emphasis. special
points may, however, ‘be made. Fie s ; i -

undergone
Assistant

th the case “should. always show, if possible, the diffsrence betweeil
' by hand so as to

93 i - Submission of re_'\ffsfed:'i?ulés,}—'Whe'Ti' rules, etc., ' Whicli. -have

the old * and new rules; by correcting 2 copy ‘of the old” rules

1], DRAFTING - - .

94 e Whﬂna case .G!?me,s back from  officers with orders p
nqt_e_s_,___the next step is to convert - them into the form of an Q :
cation, : This is known as drafting. A draft may be .put up ~even in anticipation

_:in_the_'o.rd;i.i's_.pl_:oposed to be issued. Whenever  an

Assistant thinks he can 0 expedite  the. disposal of a case, he should  put up?a
draft alo_ng_ with hjs '1%015-'._ Gien. el e Seale g

- (i) ’l.‘ime'_qﬁowed_ for 'd?._frirjig':_-.‘—jQ'r:diné.ﬂly‘-.not- Iﬁore-_thaﬂ.t_\#d days ‘,.5houidi

‘be allowed to elapse between the passing _ of orders and ‘the submission of drafts,

(i) Draft
diately beneath the notes ‘and marked to the officer dealing ~ with. the case.

@) anber - of drafts to '11931%%3 10 be indfcatéd:—Whefe more than one draft

is put. up in a case, this should - be noted " after the word: ‘Issue * on the top most

. Officers to draft.in important 'eases;%Uﬁdéf/Depufy'-Secrétarles-aré ex-

Y Numbering of notes by office—Wlen'a case jis submitted for orders it
- should not contain more than one note from the office. W.
a poteafmot: able to ageept it.. Subject- to rare . -
fwo notes in one department ~should 'appear “in-any case.

assed upon the -
fiicial commuai-

s to what ey will b, or if the action to b2 taken is <,
in cases which have returned from other departments -

b for approval (D FA)—The draft when complete should < be.
flageed with the ‘draft for approval’ flag. The draft should then be placed jmme- "+
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“‘Haryana Government.

_be no possible ambiguity

:
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send into office” for draft, as é'geﬂerall;_fule, only cases in which - the orders for

.. draft can be easily followed . by a clerk orin which a note has to be copied out,
“asit stands, as a draft. - (See also- paragraph 6(2)(c). I

96. : Qubtaffd}z of number and date in Government Iert_ers,-—*?‘[‘he first paragraph

should invariably refer to the number: and date of the last - communication on the

subject. In some cases it may: be necessary to refer to a -series of letters and this
should be done - on the margin of the draft. = : = Teoinon i
O s eian reféi"r'_i"__xfg_'-.tq acammunlcatwn _frbm :_the '-SéCretagiat the .:t'érm “this
office” should not ' be used in drafts. ' The proper . terms to use are **my letter” or
letter”.  Nor  should . the ‘experessions “instant™ *‘ultimo”,

“proximo” etc..: be use
ytherwise letters drafte

atthe end of -a month are apt . to t}‘{; incorrectly worded. -
98. . Form of draft—(i) Nature and phraseology of the draft—The draftt
should be as brief' as is. ' co

necessary repetition. = As a rtle, the notes will show that outline of the reply, and

_how far it is intended that a detailed = discussion of reasons or of the history of

ihe case should - be embodied in the Draft.  Where such details are given, the
drafter should adhere, as closely as possible, to the actual wording of the note.
Slovenly or collequial English is absolutely forbidden. ~All official correspondence
must be courteously and temperately worded and free  from’ personal remarks
or insinuations. S R e L e g R A et

(ii) The drafter should be careful to avoid . the use of abbreviations in his

~ draft as these, while© known to him, are not always known to the typists in the
issue Branch orto the Examiners. The consequence is that stupid mistakes are -

often ' made in the fair copy of the letter. It is in order to climinate “one occurr-

‘rence of such mistakes that this precaution is prescribed.

_ (ili)  Use of vernacular terms.—In official correspondence the use of non'
English terms should be avoided, as far as possible, but if itis sometimes necessary
to _employ such words, for ’which there exists’ no English equivalent the precise
meaning should always™ be explained in English, if necessary, by periphrasis.

@(v) a brief squeét'. ;shg':'i,ull_d"__i_ﬁ_v_'z_ltiabljf_'".”bé inserted as ]iéédi'ﬁg 'iﬁ.a\draft.l

should always refer to the notes on which they are based. ©. . | 2

_ (b). ‘Quotation of sums of ‘money.—Whenever sums of money are sanctioned -

in a draft, the amount should = be noted in both figures and words, the words

following  the figures within a bracket, thus Rs. 10,000 (ten thousand).

The name of the month ‘should = always be stated, as

ent” with clearness and completeness. . There must
'in' phrasing, no vagueness in references, and no un-

e

99, . Numbering of paragraphsand referencing of d;ﬁfrj;q—.Eif'ery paragraph -
~ of a draft must be numbered and fully referenced on the margin. - Long. -'dra%ts S

~(¢) references in official cdrréépoﬁdEnde to démi-official ‘and unofficial refer- :

ence, or ‘demi-official telegrams should on no account be quoted. When letters
received . contain  such references attention should be drawn to the fact in the

office note. see- also paragraph 106). = = ¢

g8 1 ) SN B .Fi).c.i.fig_-"of a:time limit for a reply—If a fefc_renqe addressed to -ém_oﬁice.' :
'subp;dinate t,9 the St__at_'qg que'fmngnt-' Tequires a répl)_r ‘2 time limit" should.,o;.---
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" ressed direct- - to officers. sub
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dmanly be speclﬁed within whrch the reply is to be. g;ven - The: tl[!l"' alloWed w1H

_obviously  depend largely on the nature of the reference, but on the whole, it 15
probably - better to errin the direction of generosrty and to make the perlcd as
long.as the circumstances of the case permtt : -

"1.01. . Direct correspondence-w:th_subordmare )'ocaf officers. —-—Except in cases of

no- official eommumcatxou should be add-
Hea.ds of Departments or Commissioners;

urgency and purely routine matter:
din

when any such communijcati

care; should " be taken to see that these = officers’ are not

subordinate. ~ Particular Tt
: ,_Wlth-'subordmate officers on matters regarding

short-cucu:lted..' G
which it is consi

A large number of references of a routme nature from  Deputy Com—
missioners pass through the office of Commissijoners for- the sanction of orders of
Government ‘With a view to .reducing - unnecessary. work in Commissioner

Offices, the convenient ., pl‘actlcc of ‘endorsng  acopy - .of the orders- simultaneously.

to the Deputy Com:mssxoner conoerned should mtnvanably be adopted

1020 Letfe rs.to the- Accountant Generm' Haryana —-AH 1et§a adircased to
© ' the Accountant General Haryana, should show distinctly the na
. in that oiﬁce, fcr whlch the Iet'ter is mtended as shown b=low —

of thc sectton

T;) i 2y
The Accountant General

Haryana (% 5 Sec‘uon)
g i l

: Commumeatlons recewed from that oﬂice will 1nd|eate the sectlon from which.-
" they emanated nd the rephes from the
: same i . S

; Sccretanat should be alidreased to the

volvmg financial, implicatio
‘defined in rule 18.6 of P.E.R. Volume 1, should . bs signed by a Sezcratary, Add-

~ jtional Secretary , Joint Secretary, Deputy Secretary, Uuder Secretary Super-.
1ntendent are not authorlse

sign such commumeattons pE

(3) Sancnon to re-appro narﬁo

L

'103 vl Forms of aurhentxcauon of cemmmzcatmns —-The t‘o}_l'dWmQ '-are the
--rules for the authentlcatlon of. GOVemment orders Sl S i

\' Government of the State. shall be expreased to. bv‘;nade or eXecuxd
S s the name of the Governor. ; :

. (® Under Rule 9(1) of Rules of Business of Govemmeut Haryana 19?7-.
every order or mstrument of the Governor of the State of Haryana A

: copy . should™ be. forwarded sxmu]taneou— vy ,.: .
“sly to the Head -of the- Department or - Commissioner to whom the officer is' -

- : Heads of Departments or Com— <y
_m1ssroners should' be conducted dem1—o£ﬁcra11y e & : 3

(2) Commun atlons 1elat1ug to or comveymg orders and sanctious, in'--' :
conveyed to the Accouotant General, Haryana as -

—-All orders to the Aecouﬁtant— aneral, -
_Haryana conveying ' - sanction to re-approprrat:ons shoutd mention (2) the re-
- ason which necessitates the transfer.. of funds . and (b). the u:uuor sub heacl aud
o the pnmary OT3 secondary umt-_' aft‘ected

(a) All orders or metruments made or executed by or on behalf of the




6% gt

" shall be signed either by a Secretary, an Additional Sccretary, a Joint
- secretary, a Deputy Seeretary, an Under Secretary  or such other .

s '--._'_bﬁice_r'_-_a’s may be specially empowered by the Governor 'in that be-
" “'half and such - signature shall be deemed - to be the proper authenti-
cation of s_uch_' order or '-insttumqegt; o et

. To relieve the pressure of 'the..-wgfk'_op-thege_ officers superintendents in the

_ Civil Secretariat have been authorised to sign un-important telegrams and letters

- containing orders of _thé . Haryana Government relating to their respective -

¥

departments.
©These officers should not, however, sign any communications relating  to
or conveying orders and sanctions, involving financial implications conveyed  to
the Accountant General as defined in _rule 18.6 of the Punjab Financeal Rules,
T b G B s Jrp el
The constitutional position does not admit “of any one elséi in the’Secre-

tariat, e.g., Deputy Superinteridents, Head Assistants or “Assistant signing such
documents. This restriction does not, of course, apply ‘to ‘reminders, memo-calls

and simple - acknowledgements. _ : e

(o) Al 1elers _édﬂre'ésgd'tq-éhe ‘Government of .Indi?:,_- with the- exception L

“those noted below, .;;g}_lqﬁld;: bemgned by a _‘Sp’evi:r'n_e_ta_fy'T The exceptions are :—
i (11) commumca _1d'ﬁs"_ldéa1_in'g. ,Witﬁ;ﬁlat_ters'_ Df foutine; S

(&) cases of special urgency in'which the Under Secretary is permitted to

sign. for the Secretary in- the branch of the. office. concerned in order

_ to save tme.
" (2) Formula in initiating official corresponderice’ should be =— "~
o R e e
I am: {hre’ctedtolnfﬂfm SOUL e i e

¥ i E

(b) other orders, : 312
By order ofl the. Governor of Haryama. . ..

() notiﬁdaﬁoﬁ; .etc.' ; T e :
e o The Governor - of Haryana is pleased, etc.

104 Different forms of drafts-
‘the following formss = O BB gl g el e
. Memorandum . - S
_Circular o+ < ST R ¥ et
Resolution : S e SR e

Telegram ™
~ Notifigtion - - &
Office Memorandum .-
“Bndorsement - el gt o s a0 :
FMemo; call i SRIRE Lo 2 P ATy
= Express letter BT 7FiR Miam I mant o

QW N B W

- Orders are- commumcated ' 1n m_:le'_'o;_t_-.ét_];iét of

4

[

e









