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G board with a’stout ta
~ clean and tidy state with'its
tapgcomplete. | o

‘Cases in which' ‘tliese instructions are 'mf_;-prgpeiﬂwfbbsbwem%ham@_bé’-vb‘raughf_z.te; :
th%'ﬂOﬁCB‘Of’ the® Under »Sec!’et.ﬂrye:{ SR A i ~ i ainail

.cgi;';}gfr;.anatha: department ot another brancti
must, be, seen in the other‘Department and, ©

" tendent/Section Officer/Head of ‘the Branch

_any remarks £o which it is possible that.a _ 133 et
donubt as to the propriety of . referreing nofes un officially, “or otherwise, 10 ano

- (2)- Where genera'l.cdnsént';hag_-been- given 10 the reference: of 1 otes, to-a1.

e

5 ‘4 .. i i L G R T T :
very il stiould be-sent up in a.
-ha‘p"and securing -

ey =W 7

& board in good ‘order, - and ‘With

shold

1 According toclause 2 of paragraphi 3.4 SuL-E L N ds
Mannual, as soon.as a file has _be_gn"_Jd_ispgmdzpfthajca:sq_’g;'égges___._ ould be restoted”
to their proper places in the Record Room and the fil€ board’ realeased for further
use. All S};peri'ntcndents/Scction Officers and Heads of Branches should see that
thesg instructions: are closely: observed by the. members-of theig«/ Record: + Section.
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139, Cases affecting two o

. _orrgi'naﬂy."_dea-}iﬁg with the casé to send
the case to. the other conqemé;d:depziﬂ@;cng. or b ranch before he ‘obtained appro"v' o
for- the- issue-of 0 rdets "ffdm?;thé‘gbtanchi‘dfﬁ%ﬂ-\‘f ‘The-branch’ ‘whichireceives suclf%i’

case should examine whether +the proposed orders, S0 far asithey rélate to the matter”

Secretary may be the same-before orders iss

ith in - that branch, are wiorderis e i

 Amendments to Consolidated Cireu

e el i sE 10T jars and books of -refererces.—Wheit:
N dersiire: received-or issued which iecessitate. the amendment of consolidated: Cir

“culars, the Handbook of :S_ec_isz_:_taﬂat-l_nstruq:tioqs'-' or any other book of ‘reference,

- '-it~ism0trsu&cim&}iﬂﬁxﬁlﬁttpf@immatéith@.t-mdqsﬁ ;;imihamﬂiﬁ@ﬁanm}b:mﬁlc the papets.i

- The Superinfendent/Section ! fficer/Head oﬁ;-thprrgnglu;gbnq&ssishaﬁt,dg:alirgg-._,mthg .
. theicase. should invariably submit a draft corrigeudumslip for approval to the Secre=:

tary or-WUnder Secretary: ‘concerned.! In the case-of an: office’ order being xquired,:
the case should: be sent:to. the Under Secretary to. take necessary-action, .. s ni

o . , L ity

RN e Personal discussion.—When 2 case has beén referred to and returned
' froni another department;or-office and a ‘difference .of opinion is diselosed, personal

discussion should;  if possible,, be, substituted for. furthergnotings,-and, in_any.cir=.
cumstances, not more than one further note should be recorded in either depariment
oraffige. . i« Ve o PRGN T S :
office. or departmental notes 10, ¢
' r office and. sent fo. another
tment or office of receipt E ntain,
¥ exception may be taken. If there'is any.

1 e
A

anbihér. office or depart:
" department
they contain

g

{2, Tiansmission of

ment—Notes written in one department o
or office., should not be sent out of the dep;

department or office, the orders of & Secretary or of the head of the. office ;should.

taken:

office-outside the Secretariaty. such consent shall not be constructed to apply to:

- cases in which the papers are ‘marked: “Confidential”” and in no instance {0.€ases =

4o (a) i%i-W1liF5h'.-§he officer to whom  the .nqtbs.__ are refq;red,__-__}i_s - personally
17 dffected,  or in which his ~official cc_icnqut_}’;ijs‘I,'_l_nie:l;r;;_._q@n:sidéfation; or

e o

ek

(b).in which emoluments or allowances of any, subordipate. of the officer
) o the potes ate Tefferred are disoussed 3 0¢ . ;
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. () in which the Minister in charge of another department to. which thg
oﬁcer consulted is subordlnate has expressed an opinion.. P

143. Care to be taken in sendirgg out papers and notes.—When an un-oﬁi’ciﬁf s
reference is to be made, the Superintendent/Section Officer/Head of the Branch
or Assistant concerned shall select the papers which are to accompany the reference-
and tie them below thc slip dewsed for the purpose. i e

A challan (hst) of theapapers to be sent should be prepared in duphcatc by th&_
dlanst and one copy sent with the file, memorandum or separate note, and the dup-
-licate copy retained on the file. A date for a reminder should be ﬁxed by the Sup-
erintendent/Section Officer/Head of the Branch or Assistant. If no reply is received
to an un-official reference within a fortnight of the issue of the first reminder, the.
_papers should be put up to the Under Secretary in the branch concerned . - He should
either take the Secretary’s orders or as certain’ un-officially the- fause of the delay.’
When a case is returned the diarist should check the papers with the challau entnes '
to see a]l the . papers have. becn 1eturncd )

144. Appomtmem of departmentaf ‘Officers on Committees. —-When it is de-p :

sired to obtain the services of an officer of a department for appomtment ona- Com-.

- mittee, the Head of the Departmcnt in which the officer is serving, should be consulted”
first as to the possibility of sparing the officer concerned, and in all cases, whether -

" or not they have been previously consulted, a formal intimation should be given to
the Heads of the Departments of thc appomtment of any oﬂicer ona Corm:ruttee

]

145. ' Letters from private persons, firms, etc. —-All lctters recelved from “mer- -
cantile bodies, firms, - private individuals, etc., not under Government, should be:”
replied to, -unless they are in reply to commumcatlon from the branch and call for-
" no further action. If there is likely to be any delay in disposing of such letters, -an-
interim acknowledgement should be sent as soon as posable 'I‘he acknowledgc-
: ment should ordmanly be 1ssued in the form below :— 3

“I am directed to acknowledge the receipt of your letter No o
dated the— —A reply will follow

. 146, Suppfy of spare copies to the addressee to be ma’scared on. drafts ——-When
letters are issued from Government, a sufficient number of spare copies should in-

' vat;ably be supplied to the officer addressed for communication to subordinate oﬂia

e 'Non-compliance with this instruction not only entails duphcatlon of typing"

' work in those offices, but is likely to be advanced by them asa plea for increase of

* office establishment. It s, therefore of the utmost importance that the requirements”

- of all offices in this respect should be very carefully estimated by Superintendents/
Section Officers/Heads of the Branches and Assistants before they mark on the drafts:
for-issue the number of spare copies to be sent in each case. For example;, when 2
letter is addressed to a Commissioner, and it is obvious that he will have to consult
or communicate the orders to:one or more Deputy Commissioner, the requisite num- -
ber otl; spag:i copies should be sent.. The following subs;dlary instructions should
bc observed :— j : ; ' Wy Tl

(a) Addltlonal type-wnttcn «copies of lettérs etc. issued shoulcl be supphed
' to the High Court as in the followmg list :—

(r) Nonﬁcat:ons regardmg powers—4 coples (1 each for H:gh Court,




&

~ Commissioner, sttnct and 'ﬁeési"oné.".lﬁd-gesi "a'nci Depu_ty' Co-
mm1ssmner) : ' i :

(i) Orders regardmg postings, - transfers etc, 5_copies (l fot ngh
ourt and,, 2 each for D;stnct and Sessmns .Tudges) ;

(i) Orders sanct:onmg addlt;onal estabhshment, pensmn etc. 3 cop;es.
4 (l each for H;gh Court I_‘ is nd Session. Iudges)

Fy

). 'ne copy of lette 5 aﬂ’ectmg the ngh*Gm]It o.nl.y Wﬂl be- sufﬁc:leﬁt,
‘except where op1n1ons of ‘individual .Tudges are asked for, in; whzc‘h
case twenty coples should be supplled

(c) The Pubhc Works, Departments Buﬂchng and Read‘- Brauch should.
: ];e supplied with two rype wntten copnes of letters of the. kmd emmcated
elow :—

(1) Letters conveymg admmstratlve sanction to execut:on of works_

(u) Letters asking for certain information of the opinion of Chief -
Engmeer on matters in whlch Local oﬂicers must ﬁrst be consulted.

(m) Letters conVeymg sanct:on or approval to purchase, sale dlsman-_ :
- tlement, transfer, etc., of land or buildings.

(w) Letters conveymg approval or sanctlon to remission of departmen-
tal charges.. : ; _

(v) Lctters dealing Wlth mcreases to or decreases of the budget grants

(w) Letters conveying sanctlon to pensmns or other matters relatmg
‘to eetabllshmentq . : '

_(d) Jn the case of the office of' the Fmancml Commissioner four type writ-
" ten copies should.be supphed of communications which are intended
.to reach a- smgle Deputy Commissioner (viz, 1 for the office file; 1 for’
~ Commissioner, 2 for Deputy Commissioner). An additional . copy

"“should be sent'when any district in which threre isa Sub-Dmsmnal '_ :

Ofﬁcer in charge of an outpost is . concerned ; -
"(e) In the casc of al] 1mportant letters: whlch are sent to the Government
of India in the Ministries of External = Affairs and Home Affairs
otherwme than in pnnt a ‘duplicate must accompany the slgned copy

147. Wzrhdrawa! of cases in wh;ck further action is required after issue of or-
< ders. —When further action is required in any case in which orders are issuing, or
when a case is to be sent.un-officially to another department after disposal, the Sup-
erintendent/Section Officer/Head of the Branch or Assistant through whose hdnds -
the case passes, should be car.,fnlly to note the exact stage at whmh he wished the
papers to be rctuxned to’ him. - _

The orders in cases of the nature refeq-ed to above s]:,ouid he —
(a) “Rcturn a.fter 1ssue of lettes;




i ‘ .: 4 e .78 .. FaEi ;
T “‘_} af;ter case l;as bean :eco,:ded . or e pat
(c) “Retum after papers have been prmted"

when 1t3is‘;‘proposed 0 pn zg&rs‘"'d avmd' delay in- p;mtmg, (b) should
- only be adop e *when there is'a o’o 1tyv0f ‘the case: bemg disposed of - qmckly‘

g :__’

Mde ersana.lly bring to t,he nonce. of the Assistant concerned. Superintendent/

Wlth 1111

pr ity When 2 reference calls for further report or further mformatmn or ob\nously_' '
- @emandsareply; theAss:stawsha d mteromhe draft the dates on which;the rem,m-_

der: ‘Shtmld 4s§1m. viging
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U5 Pong g' ases. # ; ' ~qun‘abiy indicate deﬁmto"
date up to w’h‘lch a‘case'is to be’&ept‘pen&"mg with the Record Keeper and the Latter -

ion, Officer _El‘cadﬂf th&'Branch Fﬁ‘th &-Tst of" each monfh all pundmg* casas lying






