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61. .Fresk Réce:j}.ts ;:S':iﬁérxﬁténdents shoulk e_e that all dally fresh rece:pts

are propertly farised and thatithe: daiary numbers ‘are entered in' thé  transit
register with: which they. are received from the Circulating branch. ~ Only: important
Teceipts: should: be marked tosthe officer concerned through the circulating branch
for action. On _return, the receipts should be marked to the Assistant concerned
indicating at the same time of record is needed for dlsposal ‘As laid down in para

204(7), * the officials at the time of: mark.mg fresh receipts to other OﬂiClElI:, shauld,
: 1n1t1a1 and, date the. markmg - BEL S

: .(2) ,To obyiate: delay i takmg pmmpt actlon on urgent and 1mportant Iet- : ;
ters whwh are requ:red to be sent as ‘Fresh Receipts’; Supermtendents should arrange

to+have a copy ' 'of the létter made after reglstratlon (where spare copies ‘have not’
been received) and’should” submit the copy as a ‘Fresh Receipt’ and take action at

- once on the orlgmal Thc fact ‘that thxs 1s bcmg done should always be mdlcated =

©(3) All 'commumcatioris reacewed from the Government af Indla (;ncludmg .
.those from. the Prime Minister and other Ministers of the Union), . other than those®

of routine or unimportant chara.cter, shall as soon.as possible after u,c:npt, bze sub-

~ mitted by the Secretary. to ‘the  Minister- m-charge for- information. - When the

Governor of “Ministers or Secretaries are in camp, Supermtenent should be careful

to see that such communications received from the Goyernment of India w]:uch‘ i
L% have not been sent to carnp are put up for their perusal dlrectly on their retum

6'2‘ ot D;ary—For the reg:st:anon of papers recexved each branch mamtams
a- d:ary in the follow;ng form . ;

_;.- eV L T ; it

‘Branch Numbar F_ror_n : Whom Number and date Bnef : Markmgs, Pr o-

: Sub_]ect ceedings,,
- Numbers etc.:

inko Agenﬂa papers Telatingfito /
,called for 1n the* branch should ot be 1arls

Thxs diary is a general chronologlcal regxster of commumcatlons of every

description: (mcludmg d:o. letters, telegrams and - requisitions) received .in-a branch. .

Entries in thatd1ary _shquld be . consecutively ‘numbered. Demi-official communi-

: »::atu:mse un-official references and telegrams ‘should ‘bﬁ entered in the diary in red
il s__on wﬁlch no. actmn 1s_

Assembly/Colu
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Daties of the Diarist

63. (@) Diary numbers.—After stamping the designation of the branch on -
each communication received in the branch, the diarist should enter the branch diary ..
number and date within the stamp space. The stamp should however, be affixed in
such a manner that it does not overlap any matter already written on the paper.

- (b) Loose enclosures, e.g. plans, maps, etc. which cannot be properly tagged
~on the P.U.C. should be kept separate ~ but a not should .be made on them enclo-

-suresto diary No.........date................" so thatit may be possible to identify -
them clearly. Plans and maps should be placed in a strong cover to avoid their
getting torn, ' : e =

() Submission of fresh feceibts after registrationer i'rﬁrﬁcdiately' after .re-"
gistration all the fresh receipts should bs distributed by the branch diarist in the -
- following manner ;— _ : i i :
¥ . (a) these marked to branch officials should be sent to them without delay;

; (b) those marked to officers should be divided into two lots, one those
: ‘received from the various Ministeries of the Governma=nt of India and
two the rest. ' T ; RNl -

: Both of the lots should be submitted to officers in separate fresh receipt pads. -
Should the receipts . or ~ any - particular receipt not come back from officers
forty-eight hours, the fact should be. brought to the notice of the Superintendent
by the branch diarist. The Superintendent ‘will then take further action to expedite
the return of fresh receipts from officers for necessary action in the branch.

64. - Diary marking.—On each occasion when fresh receipts, or cases,” pass
through the diarist, he should mark in the diary the person to whom and the date
on which, they have been sent. Immediate and Urgent cases should be sent with-
- out delay direct to the officers concerned. In order that the diary should be an up-
to-date record .of the movement of cases, Superintendents and Assistants are rés--
: p_ongible to see that all cases are passed on from one to another in the office through -
_~ the diarijst. P 5 . 5 B

W Transfer of a fresh receipt—When a fresh receipt received in one Branch .
or office is to be transferred to'another, to avoid delay, the latter Branch should
first be consulted by the dealing Assistant before the fresh receipt is actually trans-
ferred.to another Branch or Office which subsequently transfers it back to the origi-
nal Branch concerned or- it concerns neither of them, the responsibility for the delay
thus caused will be that of the Branch which originally received it. The Superinten-

" dent or Assistant concerned is in the Branch in which the fresh receipts is originally
received should personally take the opinion, it should be dealt with. If the other

- Superintendent does not accept the receipt, it should be brought to the notice of the

_ - Branch Officer. Since now there is no post of Assistant Secretary for decision.

.~ When a diarised receipt is transferred from one Branch to another, the Diarist
-of the transferring Branch should obtain an acknowledgement in the form below
-from the receiving Branch Diarist. The former should then enter the new diary

- number against the original entry in the marking column of his diary. The Diarist:
of the receiving Branch should similarly note the transferred diary number under
his Branch diary number in order to show him that as the receipt is also entered in
- another diary, he must mark off the filé numbers in both diaries after the case is re-
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corded The diarist in wh05e branch the case is respom;ble for co'npletmg s'.uch"

_ entries in the diaries concerned. He must on no accounts camp this duty by leaving
- the markmg off to another dlansts to do. - ) : '

: Receipt beanng——;—'—_-Branch e o 19—--—-?--.—-3
‘transferred tO——-—-'————Braneh Please note belew your b ranch diary numb=r'
gwen to thrs recelpt :
' e 5 Trans'félﬁ‘ingnia:ist.
'Received._Ente\reH'l'e._r;_ No.— _' in— e _B_r_af@ch-diaryrg‘_'._.;f
: ReeemngDIanst. s 3 _
o5 . Counter markmg of a number of fresh receipts in a smgle case. When'

 there are a number of fresh receipts in a single case, the earlier receipts should be
- countermarked with the last one and all drary markmg should be made against the

most recent Branch number

67 : Tr’ansfer or recetprs belonging fo outside dep:zrtmems —Fresh receipts

 transferred to the- officers outside the Civil Secretariat to be dealt with by them in

the first instance should be entered in the' Branch Diary and then marked off as trans--

ferred.  This entry should be made in ink and should have the'date added to it. The

same pra.ct:ce should so far as possrble ‘be observed in regard to conﬁdentral lettere ;
'6_3-:' : cheﬂansfous dutres of diarist. —-The dlansts other dut1es are —

(a) to prepare ‘the. challan (in duphcate) in un-oﬁiclal references, and 5
when the files are returned, . to check the papers and also to ptepare
challans of cases sent out of the Secretar:at to camp, etc. (See also para
143); e ;

- (b) to wnte out teIegrams for issue; -
" (©) to retain the spare prmted copres of letters tﬁl a case is drsposed of;

(d) to enter in.red ink in ¢olumn 5 of the drary the proceedmgs and ﬁles
numbers of recorded cases; - - ;

j (e) to putup reminder cases ‘in un-offizial r‘e*‘erenca.s on date:. fixed for ths -
issue oI’ remmders :

_(f) to prepare weekly arrear report and check hst (see pa.ravraph 2{) 5),

(2) to prepare a fortmghtly hst of. G:weram,nt of In:lla letters n:sdmrx
) rephes and _ o .

)to prepare challan of cases sent to Issue Branc!L

s 68 (a) Ah’aeat:on of Recerprs —IJtems once a reeelpt is. ﬁrxaily aI]aea.ted to a branch, -
the branch concerned should accept it and’ dispose it off. ' If for sam3 goa(i reasons: -

the branch concerned feels that final allocation requires re-consideration, it should - .
refer the case to the Branch Officer for orders at-the: level of Jomt S.,cretary/
Admmlstratwe Secretary, but only dfter it has drsposed off the case. ;
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