W

; m the margin of the. note, thus,.. s

s '_-date case 1s submitt

Measure fm- Preventmn Delays

204 Pnorzry shps-(f)-—To ensure‘that ca,ses_'o_f .u:rgent naturb do not -'
get delayed through OVer-s1ght pnonty shps _sh uld be: aﬁixed on them
Tha d1ffere types of *pnonty shps are T

y .day or night.

210N - ‘address at once.
gxe qases where 4t

' “Immedlate"

ity sllps )
o eds cons:dered necescary -’to dlstmguls_
-..-'cases BT

; . “Top an:

(b) “Urege\t"_’ ' shps to-be used on cases requlsmg a,ttennon w1thout' .

dela and :

(c) Early, shps to. be us ed‘ 10 mark cases whlch although need not .
- necessarily be dealt wnh at once, shou]d be gwcn prlonty -over-
ordmary work 2

When a_slip is placc:d on a case the f_a,cp_._shduld Tbé’_l._théd “with: ‘pencil

. Top Prmnty

I medrate_. %

'Ur'g'éht e

e

Early

Cormcﬂ of Mnisters

. For order of C.M: s

. Assembly Revision -

shp aﬁixed

1t should be carefl.ﬂly foted by all ofﬁclals, t]irough whose hands fresh

Teceipts pass, mcludmg diarists, that .in the case of letters.not marked ‘Urgent’
T ‘Immedmte, 1t 15 thcu‘ duty to supply fhe necessary pnonty shp, where

e qun'ed

2 Markmg on outs1de of a closed coyer or box when an urgent or nnme-' :
) the GovemOI ‘a Mlmster qr to any other ofﬁcer m a clo_séd-

e e 3




L22% _'

'l

i _cover or box, an urgefit- dr'immadi_ate_ slip as: t_heg_t_:_g,é»p‘ f "m_ay_ be,shouldbe placed o

the outside of the cover. as well:as on the case side. (See also paragraph 158).

3. A-II officers and officials shou}d hat ‘the ;f(.ii_ﬁé_vr;en_i__ priority slips are -

properly made use-of on official '“f‘fiig:s;'a"rjid. jOLhé?ﬁiﬂOcumantsj and. that - the misuse: .

- of these slips are strictly avoided .ag:,g_hgg.',p\fgﬁggc ~employment tends to defeat the
object in view. ' A - priority slip should not be retained on a file after the particular

- occasion for-which it was used, has passed Superintendents and- Assistants; before
2 Secretary, Deputy Secretary .or under

passing on a file, ‘'marked with a slip, t

Secretary should therefore consider ‘whet
or removal of -the_-_slip,_ EERR

| Nothing should be write

- there is justification for the - retention

aking promptaction on urgent and important letters
_ 0 be se as *‘fresh Receipts” Superintendent should arrange
~ to havea copy of the letter made after 1 ition (when spare- copies have not
~ been received and should submit the copy as. resh Receipt” and take actidn at -
once.on the original. ' The fact that this is being done should always be indicated.

SN 4 “To obviate _'d._cléy.'
which are required to be sent

5. 'meédiate-c_o_mmu_r'lié_ations for issue when a - communication is parked
~ to be issued the same day, 'the Superintendent/Assistant should satisfy himself that
it has actually issued and:'should not leave the office until it has been despatched.. - -
Such a communication if too the late'to be posted in: the post office, should bé :sent -
- to the Railway Mail Service for posting there and the late fee paid, if necessary.

- If it is too late to post it even at the Railway-Mail Service, and' the next day is a

. holiday the .'Sup'erjntcn,;jen_tjAssist_a.nt-.or'-;the-~'should';p'ersﬁna_1]y entrust this,  work
. to either the Resident Assistant or the Assistant on duty ‘on the holiday or himself

‘attend the office for this. . purpose. All such cases which have not _beqn,.gggp:atched-_ i
 the'same day, should be brought to the notice of the Under Secrefary. '

These instructions also apply tbl', -th_e de_spétc]}' of -‘iﬁ_:i'iﬁééia_té'_-ﬁ'l'_es"fd 1'6&31 -Qﬂiéers % :

* (Seealso para 158)

6 In order to check up whéré' de'_iays_-actﬁa]lj’"dc;.ur., ‘a :shorf pri';gt_é_d Iﬁbel- -
- in the following form should be put on the flap of every file submitted SRR
. .Ca]enda:_' of date of disposal of a:case .
(1)" Date of :e.ceipf-'of; PUCm ‘the .Secfeté.riat._ e :
{2 b:ﬁé-of receipt of prlc;ripuﬁ .'ﬁéﬁcrs, if any;'.; ; fromtthecordDﬁpart-
@) %Z‘Eéof isposalby the Assistant. . .
@ Dat_e on Wh'i_g]‘i_;i‘_t_- l;asbeendealt“flth by the Si-}l?.f;l-".iﬁ___ie'i_';;@pt

o 'Sccretary; s

(9 Date on whichithas been dealt vith by Under Seorctary/Deputy

(© Date on which it has been dealt with by, the Sccretary. ,

. officer.5 =

807 Tia';:c'_:'-takén_-in_:c_ase of a back reference to the Branch or -shbor&itfiélfe' ;

\“:"-




428

% - ® Time ta'ken'by
(9) Remar‘ks 1f any

reference-A supcnntendent Assmtant
medjate case on the day it is received.
three days by an Assistant and with-
‘disposed of within five days
als a the tlme of Mark-

. 7 Period allowed for dlsposal of
and Record keeper should dispose ef-aﬁ
An urgent case should be disposed o
" in two days by others. :
- byan Assistant and ¥ th:

ing fresh rece:gts to other officia

yifeference Should’
ays by ther. -

ould mtrql arr

L ar. Sta;’ements of Superm:endents, Assistants
and Reference Clerks—The head each branch is required to, furnish to. the under.-

_secretary each Wednesday (or on Tu esday, when wednesday holiday) a list of all -
undlsposed or wark pver four q,ays old in thﬁ; branch in. thc ﬁo].lomng fomn — :

> 205: Arrear

_C]aés' of 'eases'
' -Be_fe;-‘encq, note, etc.

Diary No. Date of reqe;pt Date on whrch Oﬁicer from > " "Cause of |

yn Branch ' last'seen’ by whom recclved delay i
s - --Officet -~~~ . '-and subJect

concemed.'.'_ © (briefly) °

e

(a} The list should be prepared by all xeference Clerks,  Assistants and o
T xSupermtendents at one and the same time under the Superinténdent’s
AR . . supervision. It should show all current cases in the branch on the
- previous Saturday, ‘whether with the Superintendent, ~Assistant or

any Clerk or in transit between them. The point to be borne ‘in mind

is thata case to be submitted by a branchto an Under/Deputy Secretary

‘or a Secretary should be shown in the branch list until it has gone up
to the Secretary or Deputy/Under Secretary, whether it has been sent
' to the diarist for transmission or whether it is ‘actually on the table -

of any one in the branch. The same applies to cases returned for fur-

ther papers. - Cases which have been more than cight ‘days from the-
 date of receipt in office or with a clerk more than three days from the

, date of receipt in office or with a clerk more than three days, of receipt
‘ by him, should be entered in detail. See also paragraphs 69(3) and

‘the. above arrears report should invariably be sent up to the level of -
.' of. the Admlmstratlve Secretary concerned

_ The total number of cases: should be entered and the list »srgned. A
- The fists-of all: the -reference Clerks; '~ Assistant and Superinténdent -
should then be linked together, paged and ‘a circulating sheet added,
before su‘brmssron to the omcer of ‘the branch concerned.” “The ¥




i "(”b) Dia

n. up! dategweekly_ ist g_(cailed il gy
all outstamdmg “entries of s AL
' Clerks, Asszstants__ : P

stseof branches shoul prgpa
{;heck list), of consecu Vi
; 151 i

0y, ry number is omltted N
e. - If the case in _question .

=

~ Class of
proceedmg

o

'”'Bl'aiél.nce".- cW cases Total

 vious: wcek

' Recerded Ba!anoe :Number.of = *‘?‘_
o Smii e, e MATECOT= o o
" ded .cases "
_-overa
. oweek old
“and 2
i reasoms. -
. for delay.
o e (Quote
Gewiadateof o 0 T
: -'_-=.-=._'0_1deSt' ;
g = caSe)' g

from pre- .. '__'-'I--i'-"ebewe;l

o SuPermte . de

Undcr Secretary :
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" . (2) Arrear statement Of\'OfﬁC&l’fo;-.-—_‘.(‘_'c_:l..) Sécretaﬁés;:_Députﬁ_/.Uﬁdei' .Secfefariés"_ :

_ should survey their pending files monthly and submit a return on the 15th of each ..

month giving details of files that have

_ bee:
_ The Teturn should be in the foll -

th them for -more than five days. '

dsys .'-o.l_cj_l : wiﬂl i on

* Statement of un disposed of cases more han five:
B o e e

~ the 15th....c..omesetioe et

s No.& From Dat
g No. date of whom - Tece
0 eletter. ., Subz Eby R

o 14

o ® DeputySecretarles and Un‘dér'Secrctarie_s_sh'ould'.suﬁmit their returns

to the Secretaries concerned- ‘Secretaries should send their lists.to the
( the case may be, through

Minister concerned-or Chief Minister, a5
- Chief Secretaty. ' e -

S 206. _Al'l -teféfe’hcés. from' the Grbvé'rnme_nt--'_' of India should be - acknow- 20
ledged ';mmediately on receipt and there after every effort should be made to send
* a final reply within a fortnight of the receipt of the reference . In the case of depart-

ments not in the port folio of the Chief Minister, the Minister in-charge should be "

informed if, in any particular case, it is not possible for the departments t0 send a

reply within that time limit. - Ili-f_the.j_qas_e.zbf departmerits in the portfolio of the Chief =~ =

_ - Minister, intimation should lgei_.cqﬁveye'd- by the Secretary to- the. Chief - Minister, |
S  together with reasons for it not being possible to send .a reply within the prescribed

rim Ihe-"QéSé'.‘éf 'D..O'.--rcferéhc'e_s:'.frpm'_. thc Prime M-ih_i_stexj of India - other central

- Ministers and I_Me.mberg:gf the planning Commission - the prescribed period for =

~ giving reply is one week and should be seen that” not 2 single case’ delayed beyong.
this period. R R e M TS e N i

Sl 2072 vaernme}:'r_.bfl}&iiﬁ‘ "Iétrer..s'- n,ég&ing_feﬁifé.q.;f[*he' diarist of each braﬁch' :
‘will maintain a register of Government of India’s letters needing replies in the form
below : L e e T e s pEifiasy
.R"egis,ter_ of Govetﬁméﬁi_:t\:f'--lndia’s letters ;;e'ed_i'ng'- Repiie;s in'-'_-t'h'e.‘ et
- _Branch' i TR SR A

'S. No.  Branch Date of .qu;'aﬁd'ffoiii- ‘Sub. I;ast-.'j___::Rémiﬁrier's date :_Ré- :
- Now: o receipt . date of .| iz i . Mark-date date by  marks
G gy e S A B St o ed - issue Govt "
g G T e g Si Ay fort T ofeel
et BTG S8 VT e e R Rt ISSUe o India
e dates” o o want o
U e
= reply

e ~ On receipt of,_iqtichj;bértéiﬂing to his branch fromthe éir;’:tilatiggu_(':lerk the

f_- ‘Superintendent shbuld'._instruct..t_hé. diarist by recording a note in red ink on the top
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-of the letters neeﬁd-'ig qigg_l:jlies 'fp__t__:p_i\__e'éd from the Goyvernm

be entered. in- th regis

i '-Tﬁé:_fe'g;igfg.: shou]d be. subn:uttedfor the:

iinformation ‘and

. cer/Secretary concerned. ‘The Superiritendent of a ‘branch will be held responsible” "~ ~

*that the register is submitted on'due.da To ensure this the diarist shot d-put-up
the register to the Superintefident two
tant concerned after noting the last marki
~ Assistant concerned should recq rd the stage of disposal of the

tes.

- the-register. . s

A clean register should be made out at the e
posed of. entries of the. old register being copied. into,

thenew_ el T

ey

nt of Indiathat they should

of the branches concerned every fortnight.on the first and_fificenth day of e
month or, if there are holidays on those days; as.soon thereafter as.possiblé.” The

ys'before the que date through the Assis-
ng of the diary against each entry. “The
letters entered in -

out at the end 'pj“;"‘,;-',,'\}ci-‘j( quarter the un-dis 7






