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_ (vii) to submit weekly reports. every wednesday morning on the pro-

gress made with their work, particularly with reference to items -

(v)_and (vi) above. All requisition which have not been complied =~ -
g - with by the restorers on the proceeding Tuesday, - should be -
centered; and © - | IR Tl ; o

(viii) to bring to the notice of the Superintendent records, the number
of files which remained unmarked with ‘the Diarist for more
. thani twodays. 0 - T iy

. (2). The keys of the record cup-boards - shall be kept by the restort::rs.
and should be made -over by them to -the "caretaker when they leave office
daily. ; = : - CE o :

(3) Restorers are' under the control of record keepers of branches

who should keep any eye on their work and bring all blackness or com- '

" plaints promptly to the noticé of Under Secretary Secretariat - Establishment
through Superintendent Records. They should satisfy themselves - periodically
- that “the” foregoing instructions are ‘being faithfully carried out.- St

Note :—for the duties of the Restorers - attachsd to ths - State 'Libra'ry,l
" see paragraph 315. : : : _

| 54, - Duties. of Frashes .—.Th_e duties of a Frash __afe —

() todust the record bundles and the cup-boards in. which .they
 are kept .in a methodical and regular manner. He is also Tes-

ponsible for the dusting of all the diaries, dispatches registers -

~ and bound volumes of proceedings of the group of " branches to

which he is appointed to work; -

'(ii) to peribdiéaﬂy'_'spray-ihe record 'cup-bba'rd's “with ‘a “solution known
~-as “Record Preserver” with a view to prevent insect posts from .
attacking the  records; g T . B

(iii) to bring to the immediate notice of the Superintendent, Record
: Department, cases in -which ants are making their appearances
: ~in_any part-of the building in which the records are kept - with
' - a view to steps being taken for their complete eradiction; and -

(v) toattend office punctually from 6 A.M. to 12.30 P.M. in the:

' summer season and from 8 A.M. to 4 P.M. in winter before

. leaving he is required to help both the Restorer ‘& Record lifter

. in the  careful restoration of the bundles that have had to be.

opened during the course of the day as no record bundles “should

‘be . left ‘lying on the ground at the close of  the day on any
account. M = e ) : y

55. | * Duties of Record Lifters—The 'dlit_i_eS' of a ‘Record lifter are i—
(@) to see to the dust’iﬁg of the records, diaries, dispatch registers

-and volumes of bound proceedings of the group ‘of branches °
to which he is appointed to work; . . SR
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(ii) to - maintain. thc dlanes, dlspatch registers ancl volume of bound

proceedings - in ‘good condition ‘and to -get ‘them repaired when-

-~ ever: they are found to be in a- tom or dama.gad condmon, il

o (m) to help m the stltchmg of flles When thc Rcstorer is 1n arrears
: with  his. Work and reqmres assmtance, . g :

_(w) to. help the \Rcstorer in. the restora.tlon of ﬁles to - their proper
~ places in th record shelves,aid ' - by ]

'(v) to take. out dla.nes, despatch reglstcrs and volum.,s of bound -
proocedmgs from the;r racks whencvcr reqmred to. do so0 by thc
Record Kecper oo : S rtany : :

56. Dut:es gf' Dafmes —The dutlcs of the vanous Daftnes .are as
fo]lows = ! i e i

Generaf Daftr: — s init : et

(1) to see that -the Oﬂicers tableaare duly furmshed W1th the requlszte
statzonary, ied mk-pots bIotmg papers and umVersaI forms

(ii). to seal nﬂiclal and pnvate conﬁdentlal covers

-

- (iii) to repair oId record tom puc and notes etc

i

(1v) to d1str1bute umversal forms when reqmred by the Statmnary
Assistant; . [ :

(v) to rule’ lines. for statement required by Brauches, %,

(v1) to help the Statlonary Asmstant in- the dlstrlbutlon of the the
! statloucry i R e :

(vu) to send coples of am:mal Gazetted and Gradanon hsts to Press
for bmdmg purposes, . : &

(vm) to mrcula;e the Government of India- Gazette among ths various
j SupermtendentsiHeads of the Branches with a view to get them
to indicate what portions thereof should bz repubhsh..d in Part—II

of Haryana Govcmment Gazett;ac and _ :

(ix) to’ prepare leh1 or paste for use in all branches of the C1v1l_ i
Secretanat ' £ :
 Press Branch Dafm — : ool
(i) to . “take cuttmgs from Newspapers and pcnod'.cally and to paste
them on shacts under direction of Supermtendent Press - - _

(if) to take cuttmgs from the Annual ‘Statement of Newspapers and
Perlochcals for revmon purposes, and S : . :

(iii) to arrange and keep in good cqndmon NuWSpapers penodlcals
et and attend  to reqmsmons for: the various oﬂicers
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_ },’ibrary Dafm‘ —

@) to paste correction . SIlpS ‘in the books of various officers . and
those of the branches;and

(ii) to .help the Librarian in his annual stock taking.
Issue Branch .Daﬁn— S ) R s

(i) to fix service postage stamps -on envelopes and mamtam thelr.
account; _ -

(ii) to despatch dak aﬂd telegrams  etc. issued from the varlous
branches of the Secretanat and to prepare envelopes packets and -
parcels; and _

(111) to help the Despatcher in - ‘the cu'culatxon of all Prmted Matter




.Namq of Brafich

" Month and Year

" Total No. of files }AFne;s'

A5

Form for transfer of ﬁles by Branches to the General Rﬁcord Room
in the Haryana le Secretar:at. :

L

Date of tfansfer of o.o%
files to General - - . =
Re00rd Room i

B Files—-
C Files—

sent to the General
Raoord

&

(PARTICULARS OF FILES)

—of 1974

- AFiles - . -~ - StNo (I)AFlleNo
£ R 3 ; "(2) A File No. _of 1974 and |
s soon._ & ; L B
B Files 3.7 " StNo. (3) BFleNo. —--——--—-of 1974
s ' : - _ (4) B File No,—~—————— —of 50 00
- CFiles . - | Sr.No. (5) C Fles No.———————of l

T ", " (6) CFlesNo. ——of s0 00 -




ANNEXURE—II -~

, Form of .Register to be maintained in the .Gene.ra! " Record Roﬁm. f}Qr'_ Py
_ Issue of ‘A’ & °B’ files. : S o s Ty L e T e

: Serial Nﬁrﬁber P

Date of requisitior

Filo Number
 Brief Subject

Diary nm_ﬁ_be; for which required |
~ Date on which is's_;uéd_. | .

];)atf_: & signature of 'f.:he receiving official
Date of return -

" Remarks






