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Re—organisat_ion Branch
Grievances Branch
Store-Keeper Branch
Librarian B
 RV.A. ‘g o
HOME DEPARTMENT
Home General I Branch
Home General II Branch
hPress Branch _
Jail & Judicial Branch
Passpori Branch .
~ Vigilance I& II Branch
. FINANCE DEPARTMENT

Budget and Committee Branch 1 & IT Corﬁmis‘siqner & Secretray
Finance Regulations Bra_nch“I &I Finance.

Ways & Means Branch. -
F.I.C.W, Branch _
Finance General Branch-I
Finance General Branch-IT
Pension Branch
Investment 'Ccll _ _
Finance Development Branch-I
Fiﬁancc ‘Devel'o“pment Branch-II
Finance Development Branch-ITT
A.O. (FD) Temporary Cell .
S.A. (Fb)
Resources Committee (FD)
Small Savings Branch
Treasury & Accounts Branch
Finance Accounts Branch




PRINTING & STATIONERY LABOUR &: HGUSING DEPARTMENTS

Comrmssmncr & Sedretary to
o .Prmtmg & ptatlonery, Labo;n--
_--jft}& Housmg Deptt

p Prmtmg & Staaonery Bran
2, bour Branch

5 3% Employment Btanch
4. Hou_smg_Branch i 5 e :

Y PL NNING DEPARTMENT

Planmng Branch : S Deputy Chaxrman (Plamung)

i A
7 :

2. State Planging Board - e ?
3t Soc:al Welfa.re Branch o e

.-:'FOOD : 'SUPPLIES DEPARTMENT it

1. Food & Suppl____ Br ,__:E'.-c_é-.'A.' i

TRANSPORT DEPARTMENT

1..'-_Transport Bra,nch o F"-_C-_T: :

S . ; IRRIGATION DEPARTNIENT
1 Imgatlon Branch (Works) i e g N
Irngahon Branch (Es'tt) i - ‘ b OuRD. sy -
'_ 3, .Imganon Br (MIP) ' : iy e
. Imgatmn (S Ccll) N 0 o

Ha ~ INDUSTRIES DEPARTMENT s _
1. Industries Branch-L* f s e .. GCEHM: =
. ‘Industries Branch-II =@ r ey HECE A e o
3 Industnal Tramlng Branch W e A BTy
- PUBLIC WORKS. DEPAiri:MENT WEe e

N

T Publzc Work Branch— E s 5:.__ e oW
. P.W.D. (Establlshment) sl R e e
":PWD (Techmca.l Educatxon) ,

| A HEALTH DEPARTMENT 5
. .Health_ Branch-I o T eEHM
 Health Branch-IL R e e 8
Health Branch-1IT . -
Health Branch-1V

HowWNR Wy




LOCAL GOVERNMENT DEPARTMENT

' 1. Committee Branch-I s s - 5+ C.LG.

2. Committee Branch-II

‘3. 0.8.D. (Rules Br.)

EDUCATION DEPARTMENT

1. Education Branch-I P L CGR.C.

S

ﬁducation Branch-11.

3. Education Branch-XIl

TOWN.& COUNTRY PLANNING DEPARTMENT

1. Town & Country Planning Branch C.ES.

; ~Besides the above mentioned Sccretaries ‘thereis Secretary Development
and Panchayat, Cooperation, Agricultdre, Animal Husbardiy, Fisheries and

“Dairy Development Departments. Though he himself is on the cadre of the Civil -

Secretariat, the staff working in the various Branches uncer him belongs to the

* Financial Commissioner’s Office.

4 The posts of Secretaries, Deputy Secretaries and . Under Secretaries -

'_he[gl by officers of the H.C.S. are tenure posts and will not be held by any
officer for more than the prescribed period at a time save in very exceptional

- . circumstance.

5, ' Other Secretaries :—The following Heads of _Departments are 21s0 Secre-
" taries to Government and perform the full function of their rank as such. They send

their cases direct to the Minister concerned and are responsible that their procedure.

‘is in accordance with the Rules of Business or any order in force. They are

responsible for consulting the Finance Department un-officially at every stage

~when such consultation is- required and seeing that any Minister . concerned

is duly consult-ed through his Secretary before the orcers are finally issued.-
. 'They are also responsible for seeing that papers are submitted . to the Governor
~in all cases which he should see tefore orders. are issu€ed. .

1. Financial Commissioner, Revenue.
" 2. Legal Remembrancer (The functions of the L.R.are given in the
Law Department Manual) - ; .

3. Inspector General of Police; as Jéi'nt'Secretary to Government in conne-
ction with certain Police work.
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.+ the coaversation, : The Sscreta
. working under ~him. to bring up
- should make -it .a  practic

_ the Branches and Assista ]
- them pérsonally. Ja many cases

- should bs dealt - with, Officers

B s @ _ Fum‘-‘fmm of Officers of '."f;é-"Sécféfd:fiaff:—'-l(l) Officers inchafge of the
various branches are responsible to the Chief Secretary for - the efficient _working

of the branchss in their- respeciive’ charge. To facilitate the rapid disposal of = -
- cases, especially in cases “of y I
“commuaication between Officers of the same Dezpartment. Personal co mmunication

f emergency, full use should be made of personal

through the telephone should be: freely resorted to but matter in respect of
- which secrecy is important, should' not bz freely discussed over the telephone

and any reference to such matters in. case of necessity should be so worded
as' to disclose no confidzntial information toa third . party who ~might overhear
In each department should ‘encourage officers
cases .for advice, discussion or disposal and
ee Superintendents, Section Officers/Heads of

7t

Officers to train the Clerks wo

; ! lex rking unger them and this may best be done by
personal ' communication and :

srbal explanation as to how any particular case
hould occasionally” pay surprise visits to their
Branches to ensure..that work is p un
possible  drafts should be dictated by Officers fo their. Stenographers and in
order to avoid the duplication of typing ‘work in the - Branches, the Steno-
graphers should be . instracted . to _prepare .the copy or copies for - issue
simultaneously. “The demi-offic il letters, which are to issue overthe signatures

. of officers, should also be - dictated to stenographers who ‘should invariably
- prepare thzir fair co piess --Tile__'___.'gn:'_'éld'-.#ur'g_"0§.fe‘nc_l__08_l_1::_'és,\ if any, to accompany
the letter. or demi-ofticial letter, upto two Pages should 'be typsd out by -

* Personal Assistants and Stznographers concerned and those involving typing

more than two pagss of ‘th siz: of ‘drdinary' typing papsr or a note sheet

~ may bz typsd by th: Isus Braach. Th: Stenographers etc., should also type
~out the addresszs on th: eavzlopes alonzwith demi-official letter before sending
‘these to ths Issuz Branzh for. dsspitch Routine demi-official reminders and

acknowledzemants should, howsvar, be submitted in the form of fair drafts.

to. th:" Oliczes by ths B-raach conssrned. In Branchas which are not provided

with typawriters such drafts should be typ:d by 'l;h_;__"Issil_a Branch.”

. (2) Inaidition to qumpz)?ing with th 3‘:"instr£_1_c'tiqns contained in the Rules of

. Business, officers should carefully observe the following points :- .

Rt (a) Thatno fils issznt _6'_u;.t;¢_f the office to another depla;'tmé;nt_ 'exqept_"thro—.’ &

ugh the branch; -

.(b)’ that the Goveramentof _I_ndi_a and other State Governments are addressed

. oaly ‘by theS:cfei:r.r'y-_bf,;fh;e-.jl_?;rpartmeq't concerned, unless direct refer-

-ences (by Heads of Departments) are specially permitted by any. enactment
. or by theorder of the State Government. There'is, howaver, no. objection
. to the Heads of D:pactmsnts EiC a._-:l-t_lressing-t_‘hair_a-oppasite- numbers in

- other States on routine matters; &

(c) ‘that drafis 0n im)ortantcses, dsmi-ofisial letters and reviews of depart-

~ Secretary; SR e :
(d} that the -ﬁ.:)t'-.ﬂ aremrefullyworded sOﬂ.S to perj:];ljt 6f_tﬁe_,i.r being
- conyerted into drafis Withoutil'diﬂicult_y; + T i

quently .so as' to be w:ll ‘acquainted with
Ses 1t will ‘be fouad possible to - lighten work -
by giving ‘wverbal instructions to them. It js moreover, - part of duty of

not being hzld ‘up un-nscessarily. So far as

~ mental reports, a.rc-_-:_pfi_ip_}'t_'-\?-_‘d'-"_-bY;_* tl_]_e;-_Uudarchpﬁty ‘Secretary or the _






