ik

70
: In every file referred to-by one department or office ‘to another department
~or office, ' the notes written .in the department or office referred to should (when
this is desirable)” be on separate sheets from the notes written in the referring depart-.

ment and the conclusion only should be reb@rded under the signature of the: officer -
to whom an un-official reference was made. - The department referred to may, if-

- necessary, keep a copy of the notes in the file of the initiating department with so
much of the references as may be necessary to elucidate the subject. ;
. ; S 7 i . 9

114, Communication of official order passed after- un-official consultation.—

The result of every un-official consultations will be embodied in an official order. |

- When an -order is -issued, the ' department issuing 'thaii- order will simultaneously
send copies of it by an official - endorsement or un-official reference to every other

- -department which took part in ' the un-official discussion leading upto the order -

-and ‘'which is not addressed thereby. . When a letter is issued on an un-official refer-
-~ ence, a remark should be added on the margin of the draft to the effect that order has

“issued after un-official consultation. ‘A similar label should be affixed to the fair
letter issuing. 5 : SOLN . by :

" (2) Quotation of Finance Department un-official advice in endorsements to
that department.—When sanctioning letters are issued by Administrative Secretaries
after un-official consultation with the Finance Department, -and copies are endorsed
" to that department, administrative branches should quote the Finance Department
un-official advice number and date on the subject or in its absence, the Finance De-
partment diary number which is stamped on the administiative department: files.

115, . Procedure .aﬁerla ‘reply is sent fo an im-‘afffcfc_ﬂ reference—When the
Civil Secretariat 1eplies to-an un-official reference, it may either (1) issue an official
order returning there with the papers and notes of the department making the refer-

- . ence, or (2) return the file un-officially with its remarks or the orders of the Govern- -
ment. In the latter case, the department receiving the file will either proceed un- <

-officially, or'if the case is ripe, drarft the official orders, 'which will vary in form =

(@) when no- official letter from Government in the Civil -dcﬁartmen't is

needed ‘and the views of the departnqzi*gt are accepted and involve no’
matter of importance the department will issue official orders at once;

() in other. cases it will draft a letter either "(i:) from itself to Goxf;crnmcﬁt .

-in the Civil Department in such form as merely to ‘require a brief san-

ctioning reply, or a brief covering letter if the matter has to be reported °

to the Government of India; or (ii) from itself to such other authority
- as may be necessary; or (jii) from the Government in the Civil Depart- '
ment addressed to the department itself, ‘or such other authority as
the orders may require. ; % o :
i ;

In cases (ii) and (iii),. the file shall be returned fo the Civil Secretariat with

a draft for concurrance or remarks in case (i), or for issue of the official letter in case

(iii).

"116. % Methad of filing fw:_-ofﬁcia! feferences.el-The Un-oﬂicial:t_'bfefehccs should
form part of the correspondence portion of a file. - The proceedings of meetings,

“copies of circulars copies of formal sanctiens and. similar communications should

be filed in the corrgspondence portion, irrespective- of the fact whether thay are re- -
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' " on, wh;ch rﬁdﬂc . ds required.

¢ caivedswith jan wun-,pﬁqmi .'_gnggrsemena\or Lotherswise. ‘The. un-q&mal refererpgs :
M&vw, ~which- ually recarded as o pm&-ﬁl@and{ form an-integral. part.of
hthernothsggpandrcamnqt .]g,eqmpa-a:ate\@ om it should continue £0.be Qn ‘the, noting

side. Examples of such references are advma on.a ca.s& by the.Law Department Qr -

the Fmancq Department

E

. ~Bm ma!’amadmm Gaverhmenr f I’ndua aﬁer w:-offzcxa! o otker Leon-

" .sﬁftam_. qposal t6 ithe-Government of India :made: after un-official .or- -Gther

consultation® with{Heads of Departments: should, where considered -necessaty; “be

seen un-officially by the Heads of Dcpamﬁents conoemed after tha propo;als have
ia aRihY e oy 281

£ m" aa-&mnf : ormed- when mref‘erence has' been made'to: ovem-
menr of™ Indi'af-—'When'aJ teferenicetis made to- ‘the :Goverament of India:for orders’on
“‘a communication reeewsd from ariother office to’ swhich a replyis raqmrecl ‘that'office *

Ishould ‘bé‘informed, Uuinless theresis! reason o ithe: ‘contrary, - that 2 zeference €6 the

Government of India has Beéen-made. . For'this'purpose the iprescribed’ draft form
of letter should be used and submltted for approval alongvnth draﬁ to the Govern-

menbof India. i

'-tl!h ﬁubmmmn of dvm't,mtxﬁéaw to- tke Logal Remembrancer—Under ©
‘Rule . 48 b the-Rulessof/Business,. idraft;iof sstatutory irales, - ' notification$: orierders

. #ave toibe referred-to the degislative Department for-opinton:as: tor-whethers ithey!

e Istrietly withinethe) pawers ¢onferred by the Liegislature ;and-in proper forms as
“regards wording:and arrangement +1dtds nowthesdity of the: Legal:Remembrancer,
under the rules, to scrutinize draft notifications, etc., for ordinary errors or omissions.

- Secretaries to Government should see that no draft is sent to the Legal Remembran-

icer.for. scrutiny- until thgg%fﬁmsengmg it_has put it into what: he: canszders should
“be its; final, form, .. 50 fan as.possi and h s:corrected all patent errors inrlanguage,
ammer,. spelling etc.,: “not only...in the preamble; but-in the whole of the, matter -

; RIS
1o bg publmhed and. hasaqcm:a,tgly verified all reference contained in the,draft, ‘eis.
- to previous noti

fications: The officer forwarding a draft to the’ Legal: - Rcmembranth
~should also draw the Legal Remembrancers attentlon spcciﬁcally to the pomts

'120 -2 Opmwns‘oﬁrrb . Legal-Remembrancer. ~—Whenever papqs*are submrttcd
to the Government of India for orders or for information in any case in which the

-opinion-of the Legah‘Remembranﬁ;er ‘has been: obtained, "2 copy:of that opinion: !

~ shouldsinvariably. be
'-Law as. Wellas to othe

;sent with.s h papers. . This. order_apphes to. references; to: the
Mlm,stcrs of, the. Govemment of Incha s atade. ol
Ty ] - piad e .'. ;
121 ad To-earment of ppm:onsran Bzi!s etc —-thn such a. case is rccarded Aix
A procaedmgs ‘onlys those * selected ' opinions -which are- considered 'important
enoughr and; in:the casesof: ‘Central Bills; referred. to the State Government foradyice;
"those opinions which have been forwarded to the Government of India, should ap- ;

-!:-'

& pear: dn the.rproceedmgs, i.-alt othcrs bcmg ﬁled as uﬂ-pnnted akeepw;ths

122. Procedurerm regard za‘mrters;referred to for oymwn—-’iWhen matter’s
are referred for opinion, the orders of the Secretary dealing with the case ighbuld
be taken as to. the date to be fixed for submission of the opinions. The Superinten- -

_ dent: should: put up:the:¢ase-for ‘orders on that:date,” whether the opinions:have been
. received ;ormot, and.assagenarab role: belated
also paragm;uhs 3431%35) & aas a; s o

5 0 _...,,__._

1n;0ns should.notsbe:awaﬁea {&aes e




423 e Sﬁ&ke’.;bbpie& Bj‘-;-é{aft\"r‘zdes;-et:_i—'-_'-"-’Whé?a_f draft fules, or Bill or the like,)

have been referred to other officers for opinion, . two spare copies of the draft, besides

the copy in the collection file,  should be put‘up with the case when it is re-submitted
“for - ‘orders” -on’ “the ‘opinions - received. f. T a2 @ LA .

124. . Manner of publication of draft qmeﬁh?ﬂier_:t#-_éf Statutory rules.— When

draft amendments of  statutory rules are published in the.gazette for criticism, “the

-rule under amendment, or such gaﬂ:pf}it"as? may be- necessary; should -be publishred

in the gazette side by side with t

A28 N Corrections in letters received in the office—When a subsequent letter
1s received in which.a correspondent asks that a correction be made in a previous

letter of his, it should be corrected in red ink, with marginal reference to the cor-

- recting letter, provided that the uncorrected copy has  not been forwarded: to any-
one else. If it has, the correction must merely be pencilled in-with a reference to the

second letter. If, any statement or figure in a receipt is found to be wrong. it must -

on no account be corrected in:the riceipt in the -office. -2 - - . -

126. - When several persons are addressed in one communications, or €opies

of a communication are sent to more than one authorities by endorsement, the or

ders so conveyed should not (unless ‘specially ordered for'some ‘special reason) ‘be-

printed off separately for each person addressed. The * whole communication, -both

heading-and endorsement included,  should -be sent to -all addressees. -The namé

of the authority for whom a particular letter:or endorsement,.  with ‘or without ac-
.fhompanying correspondence, is:intended, should be: entered in ink:at:the foot of

127. ' Officials in whose names Drafts issue.—Generally speaking letters ““shall.

issue in the name of the officer who finally passés the draft.’ But letters addressed -
to the Government of India, other State Governments and High Military Officers,
and all letters dealing with personal or very important matters, shall issue in'the

name of a Secretary. |

_ For the guidance of the typist, Superintendents and Assistants should note,
on the draft, in whose name it should issue, and by whom it should be signed and
~ also hpw many typed copies should be‘sent (vide  paragraph 146). : R

128. . Approval of important drafts by a Secretary or a Minister—Drafts of
~communications except of very routine nature-addressed to the’Government of India,
other state Governments, High Military Officers and the High Court, “as also'drafts

of important letters to be issued to officers under the Haryana Government, should

always-be seen and. approved by the Secrétary concerned,  who may- if he considers
_ mecessary in view of the importance of the subject matter or in ¢ase of a doubt about
the phrase_'olgoy-'to be‘employed, show it to the ‘Minister-in-charge _beforeli'ssu&:. e

129, 0 De‘spaz__c}i: of e;nclasu}'é;sf.%}i,r.iclosﬁres.'b_f c('}i'feépomieﬁccji"sﬁdﬁld_ not be
detached from their covering letter and altered and made part of drafts. In such
: Otzseér;?f necessary copying should: 'be done in the branch and the fair attached to

. - Enclosures to a Ietter_.undé;_.i'_ssué-ﬁ)ﬁét‘be' indicated 'clea.z_'lj{ on themargm of

thcdraft and attention to them should be drawn by an oblique line drawn: down:
wards across the margin. I any papers are to be sent in original, the words “im

s

¢ draft of the amendment (See para. 358 also) . - -

)




g

J

by Superintendents/Section Officers  before.

 printed or destroyed.

‘main office notes to ensure a link with routine.

‘briginal” mus;-app;qa_.;_:iin._;:che_gdraf;._ - The drafter must see. that the.papers to be sent

are indicated without possibility of mistake, ‘and that the requisite number of spare
copies are available. el o A .- S e
When a letter or the enclosure to a letter are to be sent by registerd post  to

in red ink in the margin of the draft :—-

_an addressee, the drafter is required to indicate this by writing the following words

 “To be égnt- by registered post" : : .
When papers which'é.re'té"’fofhi};ﬁff of the printed iafobéediﬁgs of Govern-

ment are to be returned in original,  the drafter should retain the original corres-

- pondence for the Press, noting on the draft ‘Original enclosures with printed copies

will follow’. If it is necessary 'to 'send away the original ccorrespondence at once,
a requisition should be sent latter for the return of the papers. = e

130.  Method -of.-nwﬁbermg"mnbﬁunications for despatch.——Beféi'e sending

' any draft to the typist, the Assistant/Superintendent should quote on the draft form

the branch diary number, below which is entered the despatch number, which is
the serial number from the destpatch register.: If , in-any case, ‘there is no existing
diary number on the file, 'the draft should be diarised to supply the deficiency. The

- despatcher should enter the serial no..in from the despatch diary under the branch

~ number. No draft must ‘be 'typed or despatched unless a diary number has been
‘quoted ‘on it and a ‘despatch number has been added to it. Detailed instructions -
~on the subject have bee nissued separately. - = si i  s D

131 '_Imn;eq’;‘até communication for' issue—See Para "204(5).-'

.| V_OTHER ROUTINE MATTER
132. Referer;cé_ ﬁfo}n f_hg_(?_pveniar.f- “Special expendition mus't_ always ' Be-
observed in dealing with references from the Governor. 'If a full reply cannot'abe -
furnished without delay, orders should be taken whether and interim reply should
-B‘e'sent.'-'l'_ e e R : e 7 ; Nt
133. ;f!t‘res't'ati;m _bf-_qopies'_of orders supplied to the Accountant General’s: office
for audit purposes—When copies of orders of Government are required by the office
of the Accountant General Haryana, for audit purposes, they should be attested
~despatch to that office. = i
134.  Use of nb',re'-'dﬁ'd draft forms and routine sheefs.%Réquisitith'and rou-
tine note and draft forms of superior quality paper should, as far as 'possible, be-
used for permanent records only, " such as “B” proceedings, the forms of white or
unbleached or half bleached papers being used for notes and drafts which will be

An expla'ﬂatjo:n_fiif del_'_'ay s_hoﬁld 'bé'_cal_led' '__f'o-r an.d'_"fufn'ishcd ona sepafé.te_
routine sheet.. An entry ‘For delay see routine’ _should, however, be made on the

135. & Arrangeﬁten;_.bf papers. in a_case—A case eonsists of a letter (or letters)

under consideration and @ ‘gumbex'téfj.pro'ééedings on files, tied together in a ‘board. .
Eac_};tboaifd_denotés a single case, but in one _bbar_d"rhere'may_be _several letters for -




dispdsal efating o one!subject The papers of eese should be astanged iz
Jowing “order -counting ‘from the’ top* downwards” :—-" "L T

R

- (3), Notesonthecase; .. ;.

Oy o e (G ma);

 (c) paper under consideration (PU.CJ; - oo ¢ .
' e S e 0T SR Rl e S8 o1

_ (d) Unrecorded papers in a ‘fiying cover’,

© 1 {e) ‘Hles =of pr

(F)" printed files;

i s
]

(2). pr,eg:c_'d’le_nt's""E_i;;be'il_ccf as such;
ki AR B . s 5 b DAL o AL PRI B b

i) -papers - which: need not ‘beread;

outine notes on routine-sheets, etc. 7 -

gsdns queadlngs m‘ VD lumﬂs ; u%
gically, . the latest being at the fop and t liest at the b
re of smaller size than foolscape, it will be conyenient to place. ther

the earliest at the bottom.. If the reference

- books are of sma
- top of the file. oG,

136. Removal of superfluous papers.—The papers of a case under submission
should be restricted at every stage,  so far.as possible, to those likely to be required
for reference in dealing with it, or which form an esséntial part of the correspondence.
When submitted .or passing cases, Assistants should check the referencing, remove
superfiuious. proceedings and papers and see.that anything that gives the file an untidy
appeazance.is remedied.  When files are Sent to, the Goverror, . Minister in chargs,
“or to a SeCretary on tour, the. _ o1

ing that all papers-are removed from the file, exc

ept those absolutely necessary for

the, desposal of the case. (officers noti -
to the notice, of the"Under Secretary).’ © - <

AT Lmkmgof cases——(l)Thelmk.mg ofcasas sH

NE 3 i

uld, '_éo'"fa'r as p

be avoided. Such linking may.
solidated whenever practicable,
andiarrangementofnetes. .. . L.

" (2) ;. When.it is necessary to submit two,or more files together, a file board '

ently Tong tape should be selected for the bottom file; the tapes of all 2o
ds should be tied beneath the file boards, the flaps or the boards -
~should bear a label showing the

~ with a suffici
all other file boar 7
- only remaining over-each file. The uppermost file

number of files on which orders are required. Tae top._file should be treated as - - -
Third files labelled as ‘Linked File I and 'Linked | -

" Linked File I’ and the Second and files.
File TII' respectively, and so on. = °

1380 Use of the file bourds Al ciss should b3 submitted with a board &

the. bottom, a light ong for small files and a stouter on: for large cases, with flaps

less than

ould be ‘arrangéd, chrofolo:
 Btihe

the ‘Assistant dealing with the casé is responsible for see-.
icing any breaches of this rule should bring them -
ossible,”

occasionally be necessary, but cases should be con-’
info. one file by an.intelligent selection of papers,

han four inches in width.” Whzn'a case attaifs a considerable size,” or weight,






