cmrreR

Telegrams and Telephones Ty

226 (A) Cfass:ﬁcatzorz af relegrams —State telegrams are cla351ﬁed as below A o

(1) Governor and (11) Ch:ef Mmlster

(2) Immedlate b

(1) Officers authonsed “to use the pnorlty md1cat1on ‘Most Immedxate i

(i1) Mmlsters

('n) Chief Just.lce of the ngh Ccurt P
(1V) Chief, Secretary. ; 3
(v) Home Secretary )

(v1) Secretary to Governor 2

3) Important —

. (i) Officers authorlsed to use the pnor;ty IﬂdlC&tIODS “Most Immedlate
and ‘Immediate ; j :

(11) Secretaries to Govemment Commlssmners of Division, . Deputy

Commissioners, Inspector Genera] Supermtendents of Police, Director

. of Health Services, Inspector General of Prlsons Dlreetor of Civil |
supplles ' 2 = et

(4) Express :—T]ns pnonty mdlcauon sheu.d, : be__.used
(1) In cases of great emergency, and g ; 2 L Iy

(n) In cases where the despatchmg - officer kno ws that the hne is blocked
~ and considers his message suﬂictently 1mp0rtant to. take Pnont«y over
ordmary traﬂie s e A i : po s

(5) Ordmary ——As a general rule State telegrams should be'sent in this-
elass, exception above dependmg on. the nature ofthe urgeney :

(B) Singing of State te!egrams —-State telegrams of ‘Express and ‘Ordmary
priority indications should: be signed . by officers not below . the. rank of Super-

_ intendents and: Private ~Secretaries., Telegrams. of higher priorities - s to be

signed by the oﬂioers authonsed to use those pnonty mdxcat;ons, ="

: 135__

: (1) Most Immedzate —-—Followmg Ofﬁeers are auhtonsed to use th:s pnonty =
mdlcatmn | ; 3

e

S
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. 227 Issue of telegrams .—Alltelegrams must be sent to'the despatcher
forissue ' except  in the case of theee issuirg ‘frem Ministers which are despatched
by their ‘staff, who maintain separate stemp. register. The despatcher ‘will care-
fally ~ calculate -what “amount -is to- be'paid for'their transmission ard then
affix the necessary service stamps by way of payment, ‘ard keep' the receipt as his

_ vouchers.

He will maintain a 's_epa'rat'éi c’i_é"spatch - ;-égiste% for tck_.g’_r'am's. The telegrams

‘number will be the serial number in the register with' the additicn cf the index letter
- of the depdrtment or brench from which " the telegram: issued. : :

o

The sys{é_ 1 of numbermg f'te_l'ﬁ grams in’ the same way as létters is not - only

inconvenient but expensive. . N

J= 908 .-Wheﬁ.cas}i shiould be paid for telegrars .'%I,n affixing _stamps' to telegram,
care should be taken to use  the smallest number ‘possible. - If any officer is
compelled” to send atelegram ata time ‘when heis temporarily withcut service
stamps, . he should pay for it in  cash and the receipt granted to him

with then state the valuve of the telegramg, but will not bear on it the words

state, = State telegrams sent from railway stations will be similarly paid for
in cash. ‘The value of the telegrams may ‘subsequently ‘be recovered from
Government, the officer concerned submitting as his voucher the receipt of the

‘telegram, together with a certificate signed by the head of the 'qﬂiée_- that the telegram *
was sent - on State service and that cash payment was unavoidable..

229. ' Draﬁ';_‘ng of telegrams—State telegrams should \éimept when extreme

~ precisions is important , be expressed in as few words . as possible! and mere

auxiliary or .connective = words, which can obviously: be filled in by receiver,

“should be omitted. The practice -of including in the text of State multiple
 telegrams designation of all the officers . to whom the telegrams has been repeated

is not" to be resorted to save in exceptional circumstances and for special reasons. -
Care should be taken that telegrams are not sent “in cases in'which ' a letter would
serve  the same purpose equally well. Controlling: Officers should ‘regard it
as part of their duty to check the despatch of unnecessary telegrams, and all
authorities who  receive - periodical reports by - telegrams, should ~ from “time to

time, consider 1hé'égﬁésﬁ0ﬁ..’Whethe:-the-submis'sion'_ of the reports by letter would

" not be sufficient. The subjected matter of a telegram or letter, the reference

number of which is quoted  should notbe stated as'well asthe reference number,
unless the telegram is so short that the omission of a description of the jsubject
would be likely to cause confusion familier contractions such as  ‘re’ ‘recd’
‘para’ as well as recognised abbreviated © designation: such as. B.B.C1., and
LA.R.O., should: be freely- utilised.” Registered telegraphic -addresses. should

~‘always be used. wheresuch exist. The same telegram should not be repeated

to'a number of different persons ‘except in cases of absolute necessity. The

three points  to'be specially’ guarded against “are :— - :
. {a)the seﬁding'of *ﬁxﬁmss"- telegrams in cascs n;t ofg feat | urgency. -

4 (b) undue  prolixity. in ’,-piessa’gés;' gjm_.l_:l_' cis 1o
© T'-éhle-. sendmg ofatclegralm whe;n..iette:-r._‘lécgﬁld %cnic:’t;h'e;'sdme i’“?POSC'-, e
. 'Stété te'leg_l."é_ms.WI‘lic}'J‘,- i.t.'i.;v,':-f'l;a;_i.red,-shqm& be iransmitt‘éé by "I“.r'irele'ss_shopld

bear the indication ‘By Wireless*in the space: for'special instructions.

s




230 Mode of repeatmg addre,s'ses in oﬁiczal Ieiegrams —After th‘é té)(t of

the telcgrams insert as under —
e

“ Addressed— (Hcre enter the abbrewated tele graphlc Rddrem of the addressee) :
‘Repeated—(here similarly enter the abbreviated address or addresses -of the Officers

" to whom the telegram has been repeatcd) Ends” S ; : -
Illustration :— : AL R _

: ‘_‘CI'?_XD of =telegrams) swp

: Addressad Deputy ( mm1ésmner Hlssar and Ambala i
Repeated Commlss;oner H' s B

231 Mulﬂpfe State Tet‘egrams g re!egrams addressed ta more rkan one :
person. .—When sending multl,ple Statc Telegrams, Addresses shouid be grouped :

,accordmg to Telegraph Clrcults, as follows -~_ ¥

-

Name of Dsstr:ct m Haryam D C"'c“”
e ._.-:Amhala Karnal, Rohtak, thwam, Sonlpat . Cliendigarh
'-,Kumkshetna et ’"'-_Z'Ambala

=i 'Hlsar, Slrsa _
3.. Gurgaon Mohmdergarh Far:dabad Ll . -.Néw' De_]hi' :
P .Sonrpat - o .' . f_IKarﬁ-al.:'

s R b e Robtak

. “To facilitate slmultaneous transm:sswn of. rnultxple Statc telegram on aIII i
- Circuits the telegraphic _authorities require - that Ave . coplcs of‘ both tcxt and '

addresses as grouped aboye should be supphpd to them

: 232 . Post cop:es g
ably be sent assoon as possible
telegraph from and actually
- should the despatch -of the . message
: pui‘pbsé ‘of - makmu out the 0

233 ,Prohzbitgbu pgﬂmﬁt tké ~despatch:of  telegrams forj mmré mitters at- rhe'
pubkc iexpenses —(1), hg»degpabqh atithe public: eXpense: | rof telegrams on private;

‘matters. connected "1ga~w;'.pa,y,. promotion @r appointment or-any -other -

‘matter of a private’ chasgeier, ;s strictly prohibited. : All such:‘telegraphic messages

_must be paid for by the persons; sending: . them, unfessit.isperfectly clear thatthe.

interest of the public ‘service will be injuriously aﬁ‘cctcd 1f thc partlcular message
in questlon 1s ‘not sent hy . Sxatae :Iielegram. tepy e e A fige )

(2) Exoept in cases of urgmwy, teleglams dcspatchad on bcha]f of ofﬁcers
onleave or others, the cost of which is not = chargeable ' to pubhc revenue, should
-‘not be sent- in. codc but. should ;-be telegraphed (en clair’..” The -words ‘charge-

able’ should 'be included at the beginning of the body of the telegram to indicate

to the-addresses that the cost: is recoverable and that = thereplysshould - be.sent in

' most economlcal \manner apppopnate 110> the pamculg.rn case. - 'Further - more,;

-’

qf | 'Iggrams _—Post copms of te]agrams should ‘invari-

ifter the. mcssage ‘has been copied onto the

ff..to .. the Tglagraph Office. . On no account.,
..';i‘;hc Telqgraph Gﬁica ba eiaadyed fo,r thc o

W

by {f{ )
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- for telegrams which hav

GERT  hre

" 1o reduce ' to minimum ﬂw Jiability of.:thé-fn;iiitid-ﬁai”—.'ti:é'ﬁét_’;-_rﬁcd-"“"iiﬁ';adéb_uqt; of -

telegraphic charges .messages should 'be brief and all un-necessary partictlars
_shosj_.l_ld be omitt'gd.-_-..-;: i S e R T S s s e

. Superintendents/Section Officers/Heads of the Branches _are held responsible
that the Usnider Secretary (General)is informed ‘of the aﬁj‘@}iht. to'be recovered
been despatched on the private accounts of officers. -

G (1) Cypher and Codes are in use for
Correspondence  between the Railway'
_and ment and that of the State Government and the De-
puty Commissioners/the Superintendent of Police. . The Cypher and Code books
allotted to.the Haryana' .are held by the Deputy Secretary Political, on behalf . -

" 234, Cypher and Code T¢l
‘the conduct of confidential®

Board and the State Gover

~of the Chief. Secretary and ull - encyphering and decyphering isdone byhim
- with - the assistance = of the*Cypher = Assistant. Where it is designed to send  a

message in Cyphers or Codes to the Deputy Commissioners/Superintendents of

‘Police/Railway. Board, ‘it should = be sent tc the Deputy Secretary  Political. .

‘The message should indicate = the ~security “classification ‘Restricted’, ‘Confi -

- dential’ , ‘Secret’, or ‘Top Secret’ and also the priority - indication i.e. ‘ordinary®
- “Express’, Important’ ‘immediate’ etc. The message -should also ' bear the- 4
despatch number of the originator. et = ey i :

‘Cypher and COdeé-are allls.o ‘held by the Secretary to the Governor, who

- does' encyphering and decyphering ofall telegrams, issuing from and addressed
. to the Govém’of.__.._"'- . o i g e s e S N

(2) The Cyphér Officer (Deputy Secretary Political) \is  responsible that
when he hands qver charges, however, temporary, to-another officers, the fact .
should be brought to the notice - of the Chief Secretary. In the absence of

. the Deputy Secretary, pelitical, the Cypher - Assistant, when required, will -do
* this work under the supervision of the officer ‘entrusted with the charge: « +

e e TN

~~ (3) The responsibility for delivery into the hands of the officer ~concerned
of decyphered messages. after office. hours' and on' holidays, rest -with the de-
oyphering  officer. - Economy: slips “should' be initialled and the time of despatch
noted thereon. In important  cases a receipt should = be required: -

. (4 Wherea message is issued in Cypherits copy in plain words should -
not be sent by post, as a loss of any  such: copy. causes a serious breach of 03

- Cypher security. If, in exceptional cases, itis considered necessary to send copy
. by post the message should be thoroughly paraphrased;. i.e. its. comstruction
" should be completely  altered before despatch. Paraphrasing of 'tcleg_ran:_‘ls and

desQatch of such cepies will be the responsibility . of the originator, -

_(5) . Publication of; Cyﬁgnﬁfggr@s and their ;.feled.s'éioEt&z&é&u-tﬁof;‘sed'pe’rsonﬁ-‘.
The Plain version copy.of a cypher ~ telegramsirréspective - of its {*security classi-

fication and cypher warning, and  also irrespeative - of isndate-of origin and lapse

of time, should never be permitted to get into un-authorised hands, as it seriously
compromises the system. in which it s encyphered and dlso compromises previous
telegrams' done in that system. The publication of such telegrams is also pro-
hibited . unless they are . pardphrased  or released withithe! permission -of the

- appropriate authority. . :
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T _E&ph; dccyphgred_.méSSage béars- al‘lfzindic'ation‘ of its'“/security classi-
fication and should be treated as such. - It should -be retained . ini the custody of
Tesponsible * officer and should, inno case, be allowed to be placed ona file ‘which

does not, bear the security classification of the message.

. 235. (@) Cormunication with the Government of India and other State Govern-
~ment.—Cyphers and Codes are also used for the conduct-of confidential andsecret
correspondence with the 'Government of India and other state Governme nts. Such
messages are  required to be delivered to the Inter State Police . Wireless Station.

- The message 'should * indicate * ‘the security classifications in commensurate with
- the contents of the message.  The security classification ‘at present inuse along-
with.the_ir'?--:.a_bbreviat;;dfj_forr_ﬁs‘.-a:‘r s.shown below :— o .

: '-CJI’dssiﬁcat}on i e Abg?evfa}édl e '
@ TopSectet. © . TOPSECRET
Wiseeret <1 otk ot S AGpe g B
(©) Confidential = _ CONFED
(@) Unclassificd -~ °  UNCLASS' . :

“Unclassified’ messages 'are communicated in plain words but the ‘messages

bearing other classifications mentioned above are sent through cyphersand codes.
“Crash’ priority should be allotted to a messgae which is'required to be sent at once.

(&) « Foreign State TelegrérﬁS-- —A ;foreign- State = Telegram is allowed

priority inits . transmission, provided ' it bears the service instructions ‘with priority’

‘written by the sender. such telegrams are transmitted immediately after telegram
relating to safety of human life insee orin the air. A foreign State Telegram
in plain’ language or code orcypher, which bear ' no service -instructions, “With
priority” written by the sender is treated from the said date, as regards order. of
transmission, like an".ordinary private .foreign telegram. If marked ‘Most
Immediate” etc.  Such telegrams will get the requisite = priority. up to the Indian

Frontier stations only.  If therefore, it isdesired thata telegram should have priority

.on both foreign and inland  routes, the telegrams should - be marked :—-
“Most Immedia(tle Wit-h.'_priori_ty. ¥-or
.-"'“Immediate, with'.'pr-iénr_ityf’ GEeoE BT
“Important, with prifi” or, |
“Urgent, with pnonty” fe_sp;cﬁve_.ly:.._i

Note:—If the message is desired to be sent through code or Cypher it may be handed

over to the -Inter  State Police wireless Stations for onward transmission = -

- through the ‘Government of India. e :
' ' : : -Telepﬁonw_ Tt o i R R ook s J ‘

- :236. -Trunk téIe]ihbne . calls are cléssiﬁ_ed asin the case of telegrams and the
officers authorised to use the  various priority indications are also- the same. ~ ‘"

%

x_\;

By
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- all official and private-

Rld 1

The power to use any priority in‘dicatib.n in telegrams and tclephoﬁe trunk

~ calls shall not be delegated and the priority telegrams signed ‘By order’ ora priority
- telephone call booked ‘By Order _=will_-_.--§_1t__)t;_.~_lb¢_- accepted except. in cases specified

below —

(a) The indication authorised for use by any particular officer’s may be
exercised by that officer’s immediate -deputy when the authorised

- officer is away from headquarters, and (b) in. exceptional circumstances .

cer mayuse any indication of priority he considers necessary
_ s to report  his action to his'superior stating the circum-
stances and will be held. . personally responsible  that his  action was

et _.Use'-'gf :"fhg:.gglephgﬂés and trunk cqlﬁc.—'félephone trunk - calls must be
strictly restricted to very urgent official business only. Each . Personal Assistant

and Stenographer should maintain a check register in the form below in which

runk calls made from the telephones-both- office and- resi-

. dential-of his officer. should be entered. The personal Assistant and Steno-.
- grapher should maintain a cheek register in the form indicating particulars of

any call made during and after, office ‘hours from-their - officer’s Telephone. . All
Private Secretaries and other official who have telephones at their disposal should also
maintain such register inrespect of their telephones “Since * the subscriber Trunk -
Dailling system has been introduced - ‘in Chandigarh, calls ' made to Delhi- and
other stations under this system should also be entered in the register”. .

(2) No clerk should use the Secretariat general telephone ~for trunk call
without the consent of the Under Secretary. A written permission of each call
should be initialled by the Under Secretary before a trunk call is booked and
this permission should then be passed on to the Under Secretary. (General), who
will see that the cost is charged to the office” for which the call is made. No .

_conversation' of private - nature should be made in’ continuation of the official call.

The Assistant in charge - of the Circulating Branch is responsible for the main-

-tenance of the register in respect of the general telephone.

; 3) .Whehevgr“ajamadafbr Peon” is required to attend toa t_é.lephoﬁe call
in the absence of his officer, he should  invariably on lifting the receiver give his
designation. and not say “Helow”.: B TRl Sl b Bl
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