Ci-IAP’l;ER XIV

Reports Returns and Rewewg 5

;42— Each l:,ranch should mamtaln a prmtcd : calerder of all reports

and i'et‘urns due from, and to it, in the. fo]lowmg fo;ms

"

CALENDER OF REPORTS AND RETURNS :

‘Mame of report = From whom ‘-Da'te on.: To wh'om"._ ‘Date on Remarks ;

orreturn. . ' . ..due - whichdue .due. . whichdue to
S 4y ol T T ta bra,nch e ‘_isGovt of
g e o O P India pr
 Other
2 : e .| authority

Copies should be hung up in the rooms of admmlstratwe oﬂicera of branches

--and of Superintendents and,” a copy supplied to each- Assistant. Supermtendents
and Assistants should study theu' calenders and,a month bzfore a report is due,
submit for approval a demi-official reminder callmg the attention of the officer
‘concerned to the fact that the report is due on a particular date, and that

“Government - expscts it'to -be submitted puuctually If the report is not received

by the date fixed, the mattershould be brought to notice and an official remin-

~der sent up for appmval A w:ek bzfore a report is expzcted the superintendent

or Assistant concernzd should take steps to collect. the reviews and reports-of the
previous three yzars. and any cas:s bzaring on ths ruport which should bz looked

. up in procz:dings and note b:aoks, thz objzct’ bzing to have th: case complete be- -

ore ths report comss, so that it may bs - taken in hand immediately on arrival.
The papzrs should reach the officer dealing with the report at least three days before
the report is due. Supcrintendents should see that no avoidable delay occurs.

Sup_,rmclents and Assistants should keeps a careful note of any orders Trequiring

particular subjects to be noticed in annual reports and see that ‘the files on these
.subjects ate put up before sub‘mission of the ann’ual report for orders. : )

(7) Simllarly a wuek b*fore a return is due, the Supenntendent or Assmtant
~should ascertain how many. officers have submltted their statements and then re-

mind- those who have not replied, as above. If all the replies are not in on the

prescribed date, the matter should be brought to the notice of the Secrctary or Un-
der Secretag'y concerned ' ;

243, All ofﬁcers upon whom the duty of furnishing an annual report devolves
-should use their utmost endeavour to submit it promptly. . No elaboration of liter-
ary merits can be weighed . against the all important requirements, of submission

“at thc_prescr1b=d time. Reports. should not be _delayed for want of maps. The
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-.s_tétement_s should be confined to those w_hiéilh are ( 1 deﬁnitely”o'rdei;ed by the Govern-

tantly for'use in the department.

ment of India, (2), necessary for the information of the public and.(3) required cons-

AEiR et T , t2

I ~(2). A report _S,hO_lI,l_df _cqﬁsiét_._b.f . aoguratelf;acgsang ji ureslwnh conc1seand =5

intelligent criticism of them, ‘b ﬁh facts an l"ifqﬁl_,l}’;ﬁnt,é.?plnga contained with. in reas-
‘onab e"cb}mpas"s}.‘ Tngo)fa'éf‘ltog i’fai'ﬁ“-’thig object the following principles should

" - (i) The report'should contain only the ‘ex lanation of important or sug-
" gestive variations’in ‘the s%ﬁ'ti‘éﬁi’:é and %*Eié’r‘a%’é‘iﬁen; f really'not worthy
Hf e = . ..;:,'

| Facts in'the Tistory o6 1

BT
¥ aryiad) Berthiao-dr g ;

é'year’s adiri";iii'i'&ﬁ%?:'"fa' v
Sk _‘J:'.;‘v"‘.l‘,‘-.'-:‘ . .?STB'F Ly Bk

(i) ‘No ‘mere ‘paraphrasing and

allowedVin the'idport, 272 M 10 Loaas S af ol tmdus 5l

HEE ._|!_!"".". 78 o R le il Ay A Y. v :
(iif) All attempts to offer explanations of variations in the figures which
© . are not!{important or unusual, should be; :excluded ~unléss fhe fact

alleged in explanation is in it self important encugh to demand men-:

tion.

(iv) The idea that it is necessary to say somthing should be discarded, and
it should be recognised that the briefer a report is the better, if it says
all that need be said to show an intelligent comprehension of the mean-

ing of the facts and figures and of the salient features of ‘the year’s”

work. o

Matters requiring consideration and*orders should not be brought
forward in an annual report, but-should invariably be §ubmitted in
a separate official letter. If comment or suggestion is considered
necessary it should be as brief as possible  especially where the
metter .is ‘@ complicated one or one regarding which there is room
for controversy. The object of a report is to state that has been done
rather than to suggest what should be done.” . -

g

v

(vi) Un,favourablc,com'mehts o._:_r_l_-theworkfr'_lg of departments not under
the control of the reporting officers should always be excluded from -

periodical reports, = except when the proper treatment of the history

of the year absolutely necessitates an opposite course. Complaints

by an officer of one department against the action of “another de-
- partment should always be made in a separate communication.

(3)  Heads of Departments should first submit annual departmental reports ;

to Govt. for approval before sending them to the Press for printing.

244. Review of departmental report —Reviews of departmental reports
should invariably be drafted by the Secretaries concerned. As soon as the reviews

has been approved by the Council of Ministers should be published in the Gazette. -

It is important to epsure that the publication of report in the Gazette and their
communication to the Govt. of India are made simultaneously. Letters forwarding

Teports to the Government of India, where considered necessary, will be issued -

by the Branch concerned. After a review has been published. . the Assistant deal-
Ing with the case should examine the review and, if any further action is required,
resubmit the case for orders. i
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© A soparate section of the feview should not be devoted to accounts, but one.

paragraph should deal with the subject of income and expenditure as a whole, an-
~ other with taxation in detail, another with loans, “and another with balances,  whilst

“income and the expénditure? on Edueation, Medical Establishment, Public

- Wolks and the rest should be discussed in paragraphs devoted to those subjects;

before the Council of Minister for approval: ith in six. months of the end of the year
to. which it relates. : 2 min i
with their Annual Administrative. Reports listing.the ‘yarious issues suggestions
for improvement and relevant observations. 1It.is clarified that the Critique is- not
“to be printed but it simply to accompany.the draft administrative Reports and Re-
view submitted to the Council of Ministers. No departmental review should be
- published in the Gazette expect under the ‘order of Council of Ministers.

Joieiy. 245, " The following réﬁons"a-ra‘duc-'iﬁ‘fhe: various 'Br;é;nches;of the Civil Sec-
retariat. = ¢ TR PRt TAT - : oAt e gl

" All annual Administrative Reports together with its review should be placed

All Administrative Deptts. . should also add a separate . ciritique -
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© SECRETARIAT INSRUCTIONS _
246. Ren}m of petitions wf_"ﬁzizefb'.f—_.Thé‘ Heads “of Departments send a =
quarterly return in the form given below on the 15th day of April. July, October
and January to Government specifying all:memcrials with held by them durirg the
- preceding quarter,  and the reascns for witbholdirg the same. . - - :

= - : (a) List of mefhérials with held during the quarter en._ding th'c'-_——- :

i O T e -4

P a a

S.' " Nameand . ‘Brief Subjcct Date of the”  Head of Deptt. Rcasens

. No. ‘Particulars of “ of thc. ~~ ~ submission - who withheld ‘with dates.

s Govt. servants memorial. . - ofthe . ‘the memorial . or orders
s whe BEYIEA THEEL SRS e morial, ceiv s withholding
_ memorialised - St e e I . the. :
S L s s : : - memorial

.v: 4 T . : 5 : 6 .

. 247, Reports to Government of India on important matters.—Besides the |

- _fortnightly report-of Chief Secretary, ‘which covers all the Departments, information -
regarding important events which have excited public interest or which’ directly
concern the general public should, when considered necessary by the State Govern-

~ment, be communicated to the Government of -India. The matters upon ‘which

v the.Government of India desire ‘to receive early information are :—

. (a) Calamities such as floods or earthquakes, ‘which cause serious damage
it sie St lifelor property ;and . s RO i =i T
- (b) All other events which have a political ‘_01;_, Iadministraft:izve_-_i_mp_csftancc.
including information as to-the appointment or resignation of Minis-
ters and resolutions passed by the ‘Legislature which involve' questicn
of all India importance or which the State Government consider should -
. vibe treated fasisuch ity HE Vi i e g
b - -.Such a'reportishould be accompanied or followed by information as to .the

- action, where necessaty, - taken by the Staic Government in the matter. .

<] by

s F;






