~of sub section (1) of section 5

“Confidential” is not a sufficie

iC
PEds ; s o : v 5
" e t_r__"liént Lof -_.S_e,é:ré_t: _and Confidenti | Documents.
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any information to which access is obtained 1 {he cGurse of their cfficial duties to
any one withcut anauthority. * Any .dereliction of duty 'in this respeot is'an cffence’

“under the Indian Official Secrets Act, 1923. Only Ministers, Secretaries cr any

- officer. speciallly_..a.mhg_r__iggg_,by.llhem-:m'?iy * give infcrmaticn to the press. Clause (d)
i of the 'said Act:applies equally to indiscreet conver-
sation, correspondence or-communication within or without the cffice, in connec-

tion with official secrets. 1t can not be ‘over-emphasised that iny infringment of
these orders shall. be. dealt with severely. B o s e | e

909! :Ih'_'ilié:ifea'tm'e,ht.'gﬁf Sccret _a;nd;;.c;;ﬁ'nﬁdeﬁtia'l papers, the essential points

" are that they should pass through as few hands as possible in the office; that they
.- should be dealt with only bylselected and respensible officials and that special arran- -

gements should be made for their typing and despatch-and safe custady after dis-
posal. S e i T S e T s

::-T_hé .fﬁ::nllhw-itn'g ihstfué’_t__ibns : should ﬁé';paﬁi_cﬁlaﬂy observed — - ]

b (1)',\'Th_e'\15é1'sdnnél, who deal Iwi.tH.‘S'eéfet"-'Bi": ‘.Céﬁﬁﬂential" papers “should

be thoroughly reliable from security point of view; and shculd, as far as possible, -

be provided with adequate physical security which incluces their ccmplete segrega- -
tion from the rest of the office, _Other officials should not have access to the sccret
and confidential file and papers. SR e e e B B

2) In all b_i‘anéhes,", the Slipérintehdeﬁts/ ot the Assistants concerned should

" themselves deal with confidential cases. They should nct be sent to Record Kecpers e

A for putting gp-pa_pers,-b_u_t, the Assistants shoqld'themselves do'this.

 (3) +Confidential Register—For the ‘purpose of registering” and making sep-
arate files of confidential correspondence, a separate register will be maintained in

- _each Branch in the prescribed form (Appendix ‘A’ fo this Chapter). The pages of
" the Register should be numbered and a full or half page should be allotted to each
case accordingly, as it is likely to consist of few or ceveral papers. The register -

is also prefaced with'a rough'abstract or index of its contents, and this. should in--.
variably: ‘be posted up directly wher a fresh case is entered. The register runs on
from ‘year to year untill it is filled. 5. 2 proper break being observcd at the end of
eachyear: #5 A A AR

CI(AY Orders to be taken before r'é"gi's:t_eriﬁé“conﬁ&ential": papefs in -"d_c;ubtful.
cases. When ‘a Superintendent/Head ‘of the Branch thinks that a paper “marked
tly confidential character to merit special treatment,

“he should ask for orders before bringing it on the register. Ifitisdecided to register

the papers in th_ia:_(li_ﬂicc 'diary?'_thg'_-';;'ﬂicial who is to deal with it, should him self make

: w

M12 e R B

-
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i '-thE: :entry in t_he .dia_r_y, noth_jﬁg I.asr_j_t'l‘-;:c.l S“bjﬂq;_-_-j;aéreiﬂf : the Wl::)f:d ."..‘éo.ﬁﬁdﬁelj'_ltiﬂ’-'f 'Fo_r_
_ purposes of diary marking a slip should be sent to the diarist to mark off the’ number

to the officer addressed. With a view to preventing.a large accumulation of con-
fidential papers in the several branches of thé ‘office, orders should be taken at the
. .end of each year as to whether some. of the papers may not be placed with the re-

‘corded case to which theyrelate. - ek e SRR T .

1

~ (5) Paging of pa}!ae,rﬁ".pla'céd i -;éaié-ci.'-éovgr.s_ by officer —1If a ‘case is so con-
fidential that an officer send itinto office in & sealed Gover not to be opened in -office,
that-oiﬁcz_zr'shoul_d hxmse see to thea ange

Bumbersom the cover: -

to be issued, 1t is incumbent on the Superintendent Head of Branch or the Assistant
. concerned, unless directed by an officer to copy if himself, to ‘have ‘it typed and.
- despatched under his personal supervision. The typing of such  communications
should be got done by the Steno-typist attached to the - Superintendents/Head of
the Branch and if no such official is available, the typing should be got done by the

* typist earmarked for this purpose in the Issue - Branch. - The Superintendent or the = *
Assistant, in every. case examine!the work himself, only the work to be typed (ie.

- without the main file) should be given to the Stenotypists as the ‘case may be, and,
- if it is not finished by the time the office closes, it should be taken back and lacked:
~ up for the night. The Steno-typist-typist should be cautioned against talking about
the work in hand and his name should inyariably be noted on the manuscript or on
the typed copy of the draft. . If the manuscript is to be destroyed. - When confi-
dentialdetters, which have issued, are printed; and the original papers are to- be des-

‘troyed, care should be taken to note on the file the name of :thf_:_::"typi'st'_,_w_]_ib' (_?figjna]b:'_ i

‘typed the letter, '

: 7. - Despatching of Confidential and Secret Correspondence—When a des-
patch number is asked for from the Despaich Section, - the only information to be
given to that Section is the word ‘Confidential’ (for preparation of envelopes. see
cparg 215). Ui e s et iy s AR T s ot A TN
! 8. Duplication of Top. Secret papers.—The number.of copies. made should
be carefully recorded and éach copy serially numbered and indentified by number

] 3 s
¥

ent and numbering of the pages of the'

(6)  Typing ot confidential letters—When 4 confidential or sécret. letter is

in the distribution of despatch list, ~Spare copies should be strictly limited and held

in the custody of the official incharge of the section ‘dealing with the -case. All -

drafts and rough notes and othe

: apers. of secret nature must invariably -
be destroyed as soon as the fair >tt

utine_p
ne

- (9). Used Stencils of S

and confidential letters whose
-be kept separate fromr t

Head ‘of Branch concern

for further use is considered necessary, ~must

‘He will be responsible for checking and “weeding out.

his stock of use stencils regylarly and at frequent intervals. - All used 'st'cnci_ls marked

 for weeding out should be destroyed by burning.
) '::Sﬁ@ft“-'hmd-gl‘ioté-_ﬂdéks:’:‘“'_ : si

e .'S}.ioﬁ-h_a"nd _ﬁoﬁe__..‘bé_ﬁﬁvlé_s;-__:'shol;l.df_:bg' nunfbercd and Id_ated' befort issue:,

- Stenographers should keep'them under lock and key. The books

; - should be burnt after six months in the presence of the Under Secre-
.0 tary general. The strorekeeper should maintain a Tegister - _showmg_

e 1

ctters , notes etc. have been prepared:
Confiidential letters .—Used Stencils of secret * -

in the personal custedy of the Superintendent/

Y




- ling papers.
. in the presér

~down: in para: 34, it b e R 5

~ office ina closed cover:or there is an:officer’s slip,~a *
- should, be printed and kept:with each collection eop

. the receipt-and issue of '_'IiotE-;'fbé_fd'lfc'é_.ﬁbm'_‘f__t_'it__ne_tq txme
- . (ii) Stenographers-and " typists
 confidential matter

k}

o

put in the waste paper baskes.

(1) * Disposal of waste papers —The greatest care should be taken both in

- oﬁéé_rs_?. and-secticn disposing oft waste papers of all kinds including bloi-
: “Secret’ papers must ‘be destroyed by ' burning them '

Top Secret and ‘Secret
f the officer responsible for dealing with them:.

4 Rolicdup pape IS;bumqulckff than Smé.l.l.-pie.ce'ﬁ';'&_lﬁd}.'3t'fhén.::f;di‘¢; when throw-
ing. papers into a waste paper basket, it should not be forn int¢ picces but rolled
LS s o R S el SRS
i (12) - Custody of Re_.g'r;fter'an'd_-Conﬁde_r__z';g'al files—The register and all secret

and confidential papers should be kept under lock and key.. For this purpose, each
Superintendent/ Head of the Branch has ‘2n almirah or box, "as circumstances may

.~ require. The key “a duplicate key to be with the Under Secretary in- cage papers .
-are required in the absence of ithe Superintendent/Head of the Branch) should be

kept in the personal custady of the Superintendent Head cf the Branch who should

- allow no one but himself to have-access to the confidential 2lmirah or box in his
charge. = Superintendents/Heads:

- mirahs the disposed of confidential’c _ -

date will be made ‘over fo the Superintendent of Records to ‘be kept confidentially -

1e Branches will ordinarily keep in their al-

nfidential cases for three years. Confidential cases of older

with the same: precautions as a Superintendent/Head of the. branch' is required to

'o-bsen_fe.'

(13) - Removaloffilefroms the office—Secret papers must, “in no circimstances,

be removed by any official from the Secretariat.  Ordinary papers ‘may, however,

be removed by an official to his residence in-accor:
S e ek

(14) “Confidential’ ‘Secret’ or, “Top Secret’ slip depending on the nature

of secrecy of the case, should be fixed on every case as also ifs cover. '

uld “use old carbon pepers for typing.

'.*I;i.‘_.l'é;tt&.]_.-‘".__:ShOiﬂd.:be._gO__t' ‘burnt by tHe officials 'coﬁce'fhed_" o -

ance with the instructions as laid = -

X, 33 el e LA TR L i, At ot S s 4_ - . Lyt i 3 ok . v R
. (15)  The officers on their.own accord deligate Powers.—To. theirs PS/PAs

- for opening of confidential envelopes.

i 2105 -Tré_a"tﬁié'nt', of '.'E:driﬁ'deiiﬁa "'dél:n.if-'.oﬁi'cianl ,'Iefteri;;- _thh'_;f("iéiﬁi_-(}ﬁicial.

- correspondence is.so coi_l-ﬁ'deﬁftié’l;lltlfl&__ﬁ?ﬁ"'i;g'n_no‘t-‘b_e'_sént?_i_rito'fthe_'._:-.o.ﬂi\ec-in a closed
- *cover to‘be kept with its file,  the officer or the Superintendent/Head of the Branch

recorder of the branch concerned to -the effect that he has retained demi-cfficial

correspondence on such and ‘such a subject in his own keeping. - This . slip should .

be kept with the official correspondence, so that the fact that there are demi-cfficial

_or Assistant under the orders of the officer retaining it, should send a slip : to the:. .

papers in the case may not. be overlooked. In ‘A’ t:as'eg;._'f,_’gg'rh'etherﬁ__papg;s_: come to

keep wi

Printed KW, _

T

".note ;as fellows -



< ados

L

A closed cover containing co'nﬁdenti_al'.pa]ée;s éxjsts in this case, . and has

been ‘Tetained: by i E LeR e ~+-<+.. An examination of the manu-

: show whether the confidential papers are-in a closed cover or .-
with an officer, In ‘B’ cases, no special arrangement is necessary, as in ‘these there'

- 13 only one set of manuscript papers, and the closed cover or officer’s slip, as the case

script file will at once

-may be, will be with.it. o Pt :

211. Pa_sségs of conﬁdéﬁtial_gnd_ Sécfet’f gf;a,ses_sfxom and to O_ﬂicéfs —

(D) In their passag,c:.' from the -.ézﬂi.c_:p_"_io -'ofﬁcérs énd vice versa-confidential

and secret papers should either be passed direct from hand to hand, or be sub-

- mitted and returned under . sealed cover:

»

(2) When a case is sent to a secretary in a closed cover, the date on which

itis sentand the diary number of the case should be inserted on the cover or on
’ 1 ? I. H & Fe 1 o T .

. the economy label.

= -B) To éns'i.lre that such files are not’ “tampered with, the officer who sends
out the file  or papers, should write  his  initials or Signature on the economy
- slip.in such a way' that part ‘of the signature or initials isonthe portion of the

slip attached to the flap of the envelope and the rest on ' the Temaining portion

of the slip’

. (€] thrc.'cqln‘ﬁde;nﬂal.lﬁaperé have to be sent to officers at their residences,
they should - invariably  be sent in a sealed. cover. The Peon taking the cover
to the officer’s residence 'should . be instructed to obtain the signature of the officer

to whom the papers are addressed, .if he is present, and if not, he may obtain the = -

signatures of any person of the household  in token of having received them.

212.  Confidential reference to autside offices :—When it Sis required to consult

another outside Department, in comnnection with a confidential case, only the papers .

that are absolutely necessary for the purpose of the reference should be sent  with
,t'h.e file, and a list of the papers.so sent should be kept o'n_ the retained portion.

213.- Requfsftz‘on.fqr-papérs' fﬂam.S:pécfal Branch : - '_(I') -' Péperé are not ' to be

. Tequisitioned from the Special Branch, except ona requisition signed by a Secretary.

- Papers which are . confidéntial should. -never. be returned to-the Special Branch, .
_except in a’closed cover-addressed to the :Deputy Inspector General, Criminal In-

vestigation Department;
“. (2) Under standing Qrd_e'rs.'of thq_ermjnalglm'res];_igatiOn Dcpéftmqnt, Special

Branch files sent to the Chief and Home “Secretaries are required to be ‘handed by
them only and must:" not leave their personal custody, if any such files are send

personally to the secretary concerned. - izt S

inadvertently into the office in an open condition, they: should ° be handed back"

. 214. Treatment of covers markcd_"Se:_.cr.ct’ or Confidential Covers 1eceived
which are marked - with the word “Secret” or “Confidential” should ‘be sent un-
opened to the officer to whom: they are addressed.- Covers marked with the word

‘Secret’ or . Confidential’ only, and without the name or designation of any _'
officer .on either the inner or outer cover, should be subm itted unopened to the Chief

Secretary.




iz

" (2) Treatment of papers from . Government of India Marked Top Secrer :—
Papers received from the ‘Government of India or other _States and marked ‘“Top

= Secret’ will be dealt with by the Secretary or Deputy Secretary or Under Secretary
- concerned and remain in his custody  after disposal and on no account must such

papers be allowed  to be - seen ‘by an official lower in status - than that ofa :

“Superintendent/Head of the. Branch.

=91 5 CoversofSecretand -'Co'nﬁdentiaf.'c’arré&pandenbe’j :;Ali' ‘Secret and

“Confidential’ correspondence should be despatched in double ~ sealed covers.
~ In the case of ‘Secret’ and “Toop Secret’ correspondence.the inner cover should be

‘sealed, marked <Secret® or ‘Top Secret’ as the case may be, and superscribed with the -
" hame of the addressee, while the outer = cover should. only bear the official

designation of the addressee and have no indication to show that the contentsare
of ‘Secret’ nature. . - s - : B e e .

; 21I6. 1 I;'T&é of ;eqonar;zy_ fabee‘s .:'—Ecoﬁomy labels must not’be = used on the-

- _inner cover containing “Top Secret’ papers, but they ‘may be used * on outer COVers -
“of both ‘“Top Secret’ and ‘Secret’ papers and the inner * cover of ‘Secret” ' papers.

In scaling the economy labels, however, care should be taken to avoid the "

. sealing ““or pasting *of flaps and _theré‘by; defeating the purpose of using these -

labels.

217. Safe custody and disﬁbsq;' of sléi_:'ret and -caﬁﬁdenréaf documents, etc., _fssued

" by the Armay Headquarters' :—The instructions relating to the handling ‘of Secret and
. Confidential documents of military importance afe contained ina pamphlet record-

edin A File No. 1/HM of 1955, which should  be consulted , when needed.

c_bpies of Secret printed letters, etc., (sce paras 200. '

218. Printing of Secret :a_nd 'Cé_ﬁﬁdénﬁa_l documents _'and 'tréatmg'n:t' of .

) Cus‘rb_dy': o.f'_ séét_s (Sec Para 291)5
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