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@) Telegram: ol e b e

"Please sec Chapter XIT -

( ) Notzﬁcarwn ‘ g

Extract from Haryana Government Gazztte Part I

Home[Gazette e
Notification®

i “The Governor of Haryana 1s pieased ......

SN copy wnh a copy of ........ oo e .is f‘orwanded to.
- for: mformat;on and necessary actmn /

 Superintendent ...

Ch1ef Socrctary to Government Haryana

T T T PR

................

. ~for Chief Secretary t_o Govt Haryana

-

'_Would the Dcputy Commxsswner ‘Ambala, Please

Dated i

Under Secretary to Government Haryana

by




R 2

%

: .".The" ‘Deputy.. Commis.si_-dnér, ] o
i, JAmabalal ook L n e e
(9) Express Letter. .

The' Secretary to the Government of Ind_ia','.':_"_ ke .

Ministry of Rehabilitation, i AR e

g fF

‘_ Chief" Secretary t';_q ‘Government, _-H_‘a'ry'ana_ ‘

s 105. - -Use of various draft Sforms.—(1) The letter form should be employed
- when detailed instructions are ‘sent. ' It is written in the first person to-the officer
“primarily addressed or to his Secretary or Registrar, - The Government of India,
other State Governments, High Military Officers, private persons and public bodies
- should invariably ‘be addressed by letter. = All such letters are ended with the words
- “Yours faithfully’. . Communications for the Govesnment of India, -except those =
of routine nature, should always be addressed to the Secretary of the Ministry con-
cerned and not.to he Deputy or e Secrefary » 0 S e n s T ume

__' Letters to the Government of India, Army Commanders and other State e
~ Governments and Administrators, . should be issued by themselves, i.e. they will go
out without any endofgement,;,;pn_le’s_s _spgci_ally_'orden_:d to.the contrary. 5

. When it becomes. né&:éssar_?y-.ﬁo' revise' any previous official communication this
“ should be done by an official and not an-un-official communication.. ; S
- (2), The Memorandum.is for use where. the teforence can ,'r';_t)fm‘rei_aiéntly be .
- made in brief telegraphic .form'thu_s_;saving_.much.:_tim_e and labour. The _system is-
particularly ap'p]icab_]_'e_:to UrgentiCaseqs s sl 20 v 8 s e S S T

M

TS

R (3 Circulars may be'in letter, office’, memorandum or endorsement form,
according to the requirements of the case; they differ from ordinary communications
of the same kind only in being addressed to: several departments or persons. When

- decisions of Government or orders of general applicability have to be communicated

on questions of  policy or other important matters which have been the subject of




L 'I:_-:‘f. és

discussion or- enqmry, they should bo drafted in tho Clroular or Resolutlon form
The foIlowmg 1nstruchons should be carofully observed TR SR :

(a) Great care should be taken to onsuro that cuculats are not 1ssuod N
: _dlscrimmatoly, but that each one is sent to those authorities ouly ‘whom . .
(- itmay immediately concern.  The distribution list of circulars is contained

2 -in Appendix B, Chapter VIIL ° If this is not to be followeﬁ in any case
_in its entirety,’ Supormtondonts/Sﬂctton Olﬁcers/Heads of. thg___Branohes

.-“or.Assistants should’ give clear instructions to -the despatcher as to the_ g

2  officials to whom tho circular 1s not to go..

(b) Neither the nam-s nor the de s:gnanons of the Reglstrar of the ngh
‘Court, should be put in the headings of any circular which may
- convey an order. or orders of Governments. When it is desirable.

- that a circular should bs communicated to the Jugdges of the High
" Court it should be done olthor by addrossmg the circular to the High -~

. Court ot by means of an endorsement to.the Registrar, H:gh Court.

s s S s the case of Financial Commissonet, . it should be done by un official
ST reference, | A5 in: the_.-
s : graph 107)

-.{¢) District: ancl Sﬂssmns Judgos shou[d be supphod direct w:th coples of: - .

.all circulars and- general letters issusd  to heads of departments with
which they are concérned. A note intimating the fact should bo made
on the mgnaturo copy sent to the High Court. -

(d) All circulars addressed to Heads of Departments should mvarlably
be endorsod to. Admmlstratwe Se crotanes

(4) Tho rot;olutlon ‘which takes the form of the procoodmgs of Govornmoot

.is also used for annual’'reviews and is published in the Gazettee. - Resolutions should
. 'not be: drafted by any: ono bolow an Undor Sﬂcrctary (Fo: auth*n* oatlon S para— '
: graphIOS) -_ (Tl STl : = . T

(5) Not:ﬁcatlons aro omployed in. pubhshmg gazotted appomtmonts post- %
1ngs, transforb etc 5 and also 111 pubhshmg statutory rulos a.nd orders:. (soo paragraph
238). S : . st :

Note :—All dogrees, whether: litorary or oth“rmse, 11:1011:1{111'1cr fore1gn degrees_

véhen granted: by any recognised foreign au;honty , should be shown in; such publi-

. catjons. as the Civil List. All literary ‘degrees, such as B.A. and MLA. should be
- omited from Gazette notlﬁcanon, but all profosmonal ‘degrees ‘suchas M.B., M.D.
“or D.D. and all degroos glvon honour Is, cause should bo msertod m Gazotte I‘lOtl- L
- fications. : 5 : : e, G

(6) The Office. Memorandum (m tho third porson) is prlmanly usod m oﬂiclal :
and mtor—dopartmental commumcanons ‘and in. replying to pstitions. # In writing
‘liable to be

" misinterpreted. . The Secretary in'one ‘department, * should. not'- ‘issue’  the orders
~of Goyvernment to a Secretary ‘in another department, as the lattot s, “equally, . with

* himself,: the mouthpiece of Government. Aooordmgly, ~in * addressin’ g any one ‘of
‘the: Soorotarles in the -Public ‘Works: Department, - the Oﬂice Momora ndum is used ;
“The: undor51gned is dn'ebtod to mtimato that in, futuro e it

in the third person care should bo taken to seed that pronouns ‘are not

By ordor .

'se of othor Adn:lmlstratwe Socrotarles (Sec para.- i

; Seci-otary to Governmcnt




-

.' should be

i numbers

(7) An EndOrsement (m the thlrd person) is issued when sendmg for in-
formation, or wrth : very Prief

coplcs ef‘ orders reoerved in or. 1ssumg
from the ofﬁce Ete

: : »
: The endorsemf:n
Indra or: oﬂicers W

onveying Haryana Govemment’s sancuon to expend;ture should

always be endqrse to Coun General, Haryana. but not the orders of the
Government of Ir ' ' NS ¢ payment of gratuities - etc,
Endorsements to. th eeountant-- ener eying’ sanction. of Haryana.'
Government he co

ncurrence of the Finance Department has been obtam.,d

igned 't of _haft deparmlent

When any_orders wi ch are’ endorsed to. C_ommlssroners Heads of Depart—
ments efc,, . are-also endorsed to the Administrative Secretaries to Government, '
~ the formeof authentrcatmn By order etc. should not be repeated before the sig-
~nature of the- endorsmg ofﬁcer ch endorsemeutsf_ should be assrgned un—ofﬁeral :

(8) The Memo call for mformatron is a devrce for obtarmng mformatron on
minor points with: the: minimum. of correspondence. It is a form with a space. for

~ a reply, - which is sent from and. returned to the Secretariat, no copy ‘being  kept.

The reply when received, is ~corded in the notes of the case. (See Append:x Bto
Consohdated Crrcuiar No 3, 5 Admlmstratwe eorrespondenee)

Nare :—~Telegrams are deaIt wath m Chapter XIL

(9) Express lester. -—Th;s ﬁ:rm, 50 ' headed, - is anbr—rgmal message sent by
post to save tclegraphic expense and undue use of the wires, but intended to be treated,
on receipt, with the same “expedition as if it had been telegraphed To save time.

~and formalities it is worded and signed as if it had been so despatched. Such Com-.

' agreements ma
*. ions as to'size and weight of thes

" clauses 159 175 and 96-.

.. _of official corresprmdenee in cases

'106. 1 h . Use of dem:—aff:c:a

munications should ‘be ‘sent by air mail. - “There'is no- -parcel post by air mail, but

-artrcles of the 1etter mail, letters, post cards, prmted papers, business papers,’ -
d 1 ay be transmitted thereby. Forms of contracts -and - -

N a11 either as printed papets or business papers un-

' Post and Telegraph Guide. The restrict-

tegories of articles are laid down in clause 166

postage on articles sent by air marl is regulated by

the . Gulde %

‘der clause 1662 _"1'".-'-4.', ,--:ﬁéﬁi:?

and 178 of the Guide. Th

pondence —(1) ﬁrst and commerrest use

‘of demi-official corresponden ‘supplement or explain matter Which has been

« . referred officially or which i 15_":’9130 d so to refer. Secondly, demi-official, corres-

‘pondence may properly be. used not ely to eupplement or. expla;n, but in place

_..extreme secrecy; ~where it is necgssary to run

' 1o un-necessary Iistks; -and in. certain classes of personal questions; 'and occason-

: "should ‘be speclﬁed

- nally, in cases of. great, urgency, to save time.. Where it is considered that a final -
_ reply to a demi-official reference. ‘cannot
- wledged prornptly, and. W1thm ‘ten.

be sent: spedily, it should, atleast, be ackno-
ays of the date of receipt.in the Secretariat at
the outside , by sending 4n mtenm reply. to the effect that the matter is engaging .
attention and a final reply wﬂd be sent shortly, or was hkely to take someume, w]:uch e




=y D’emifbffi'cfaf__'in&}fﬁgtfgné t0 be Si.eﬁp:;_’éﬁgeh.f}?d ??yanofﬁcxa! .Ifettér.._—Wh;n :

instructions which’ should be on record, ‘have been given®in the first instance demi-
~ officially, they should be supplemented by an official letter. Similarly, when a

demi-official letter has been used instead of an official letter, because of urgency of -

the case, . a sipplementary official communicafion should be senit if the: information
- ought to be on-official record. Th_l_s rule must invariably be complie
,oﬂicial_lettcl; may uSuaHy b(? _-irlery b'rlef- . ;_ ::_.-_ A5 e .-

¥ ; RN
; . (3) Demi-official correspondence should not be_quoted ‘in official communi-
- cations or be noticed officially in any way. . . . - ~

S 4‘) ' No Demi-official Ietti:_rﬁd;f;_ from the State Government or the quemihent ;

of India should be quoted in any, official paper or publicationis without previous

" reference to the State Government or Government of India, as the casy may be, and

it should be understood that such demi-official communications, unless they have been

‘brought on the record cannot be looked upon as being the official oorders of Govern-

ment. : : ' i

107. . ‘Mode of dddress'ing .. com‘munfcdtions thraugh ‘Secretaries; -+ Registrars

“etc—In addressing authorities who write to Government through Secretaries or Re-

gistrars, care should be taken to distinguish between theé officer in authority and -

‘his mouthpiece, and opinions, or proposals emanating from the former should not

be attributed to the letter. Thus in communications to the Government of India,

the High Court or the Financial Commissioners, when a Secretary or Registrar, as .-

the ¢ase may be,, is addressed; such expressions as ‘“for the information of the Go-

. vernment of India” “for the " information -of or communication to the Judges”
- “for the. information of the Financial Commissioner”, should be added: similarly,

-proposals coming from the«Government of ‘India, the High Court and the Financial

* -~ Commissioner should not be described as those of a Secretary, or a Registrar. (See
_Paragraph’105(3)(b)). i = ¢ U Sellaie WD B e R A i,

108. - . Abbreviated addresses and mode of ﬁd&réssz‘ng Jﬁdge;s' of the High Cotart —*

(1) Officers of Government who have occasion to address any of the Judges of the

‘High Court or to refer to'them in eofficidl documents or orders: should be careful to

address them 't_:orrt:t:tlyT e

It is unnecessary and wrong to prefix initials to their surnames or to add any

suffices such as ‘I.C.S.’ ‘Barrisier-at-Law,. The correct mode of address is

5 ““The Honourable 'M_r;- Justict,...:....7 Tnitials should only be used to avoid
confusion if there are two or moré Judges of the same surname, in which case initials

‘may be prefixed fo the names of all ‘except the senior judge.

: @) Atientign_'.is also ‘drawn )
- abbreviation  ‘Bar-at-Law’. . As'a rule, abbreviations

ab -at-Law, Asa rule, abbreviations should never appear in official
communications and-the full term ‘“‘Barristér-at-law”, should be written after the
~names of persons who have been called to the Bar. . e ok e A

109. - Channel of Communication with ' public meetings and Societies n " the

L Haryana.—Any orders of the State Governmegg or Government of India passed on

" telegraphic communications or reports’ received from public meetings or societies

- in the Haryana in connection with local celebrations or questions exciting general
interest at any time should not be oomr_nupicatied direct to the sender, but should

d with . The'

to the popular and t\jlijeétjo'n‘ahle‘_ use of the

o




-instangcet"

_.be transmitted, through the Commissioner of the Division concerned, who will exer-
_cise his discretion as to whethc'r'a\_qommuni_c_:atidﬁ'-sho'u[dib_e made through the Deputy

' 110. ~ Communications ta  members of the Iférypiza"iegisla@é.—lu official:
‘communications to members of the Haryana Legislative Assembly, care: 's.hould bel s

{aken to add the letters “M.L.A.” after the member’s name., ~= -
; A 4 ek e e L 3

. (See also Sec onIII f consohdatf,d ‘Q_i:_rp_ulér:__No_, 5) :

e

. ' The same ﬁtq;;sdu:g‘:._shoi;_l‘(__l_'bé'f'f.‘o_'llpwefi 'iﬁ.'f%;t;oi‘diﬁ'g_'the'-ﬁroqeedi,ngs of Boards
and- Committees or notifying the composition of such bodies. . . - .. . ;

| IV UN-OFFICIAL REFERENCES -

T1 7 Mothod of - makities rioifeial rafe

by sending the file and notes..  File ‘and ‘notes may be: transmiitted to officers and
departments who are a part of the!'Szcretariat i.e. (1) The Financial Commissioner
and his Secretary, (2) Inspector General of Police, (3) the Director of Public Instru-
ction and (4)  the Legal Remembrancer, who are also heads of departments . When
official references from them are dealt with on. Secretariat files, they should be treated
as Heads of  Departments, and files = should . ‘not. be referred to them

- un-officially. It is only where these ‘officers make reference as Secretaries on their

own - files thatit is .treated .as an un-official reference. Files and .notes in

finance. and, " accounts references may- also be  sent to the ‘Accountant-general,

but even in the case of such references care should be taken that papers and notes -
which, | for any reason, ought notto be forwarded; are removed and, wherever

possible, references to the "Accountant-General should. be made by means of a

“gelf - contained = memorandum without ~ sending -the " file.- The departments (2) :
“and (3) above should ‘not’make: any reference involving question of principle or

reconsideration of orders, except when an-un-official reference has first been made.

Proposals affecting the remuneration of ‘officers or clerks should invariably be sub-
mitted to- Government -officially and '_sigould__._nop_.bc referred un-officially m the first

) A _'.'Specfﬁéa_tion ofpa:‘ﬁ-& onw?uck an u'r':_-afficiali'?eferénlce—_ is made.—In
- cases of inter-departmental reference the department of office of origin should.state, -

with as much precision as possible, the specific point or. points in respect to which

reference is made; and the department referred to should avoid unnecessary repeti-
tion in-its notes of anything sufficiently stated in ‘the notes of the department or

office or origin. References to the Legal Remembrance are regulated by rule VIIL. -
_of Section I and Part I of the Law Department Manual. * Cases referred to him for |
his opinion or advice should definitely state the points on which his opinion .or ad-

vice is required. . T s

L1130 Method of dealing with un-official references in the office.consulted —Heads

of Departments are required to deal personally with cases upon which they are. con-

: sulted un-q._ﬁicially, - must return ;fgh;ni{'iwit]:lpyit- any_f_a_\{gi_dabllel_delay.

] rences.—In. all cases in which «the
Jabour and routine of an official reference can ‘be suitably dispended with, - inter- -
departmental references are made un-officially to officers and: Heads' of Departments
who are not a part of the Secretariat. When Secretaries to -Government desire to
‘obtain an expression of opinion, - or-advice or supplementary-information from
such officers and Heads of Departments in-an un-official manner; they should do so = °






