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ki © thatwhen 4 .Iﬁl'c;_ is sent to any one, the abbreviated ‘designation

of the person concerned is clearly marked in'the left hand cormer .
Of “thesnotes L SR ik S - il Ry e il e :

- (f) that all orders affecting the All Iﬂ_.,df.ﬁ---Sein.CéS-.geDCTa'llyv - and all
+ ~ orders effecting the emoluments or prejudicial to . the interests of

Secretary before. orders of Goverbment are issued ;

individual members .of those services should be seen by the Chief =

(g) that all communjcations received. frcm the ‘Goverrmert cf India,
_including those' from the Prime Minister. and Other Ministers of
‘thé Union, should be shown by’ the Secretary  to . the Minister-in-
charge, the Chijef Minister and the KGOVEINOT shps S 64t o\ e

- (h) that any matter likely to. bring - the State Governmernt into:

©  controversy with the . Central Government -or any. other State
Government should be brought to the notice of the. Minister-in-
charge, the Chief Minister and the Governor by the Secretary .
concerned:’ T s e leeE a s

7. ¢ Calls on newly appointed Ministers:—Secretarics _to_ Government

should take an carly opportunity to call on a newly appointed Minister, Minister

~of Stéte and Deputy Minister.. .

8. . Statement of important outstanding Problems:—Ministers and Secretaries
to. “Government should majptain a..lst of imperfart cutstarding problems
relating fo the' deparfments under their refpective conticl so that these problems
are kept' constantly. in, mind apd their progress watched frem time totime.

. When -a particular problem, relates. to ‘more 1han one Lepartment and more -
~than one Secietary is ~involved, it should be useful to nominate one Secretary

who' should cbtain .the ' co-operation of all concerred and make. necessary
co-_ordj-pation. P i S : ;

9. % ‘Under|Deputy -Seé:j:e_tary, -See?ert&ri&_t’ Es_r_&bﬁfsﬁ#?em..-——"lhe_- U_ridér/ﬂeputj;'
Secretary, Secretariat Establishment 1Is. responsitle to the Chief Secretary for
the ‘maintenance of discipline -and smooth running of the Secretariat. It .fsone

..of his_primary duties to make regular inspections and to take other steps to

ensure that officials attend ‘office punctually, ‘that work is not ‘delayed .and

~that the fullest attention is' paid to ‘office procedure in all its details. The

efficiency of the Secretariat to a large ‘extent; dcperds  on vigilance and

devotion to duties of the Under Secretary, Secretariat Establishmert.

(a) In brief, t_h.é.--.du'tic's cf t}ﬁe-;ljﬁdér-S__ccfe_fafj-'Secret'axiat_ E'Stabljs]jment‘
- particularly include the following:— . e T G J

. (). To deal, under the orders of =Chief Secretary, with all matters
- relating 'to1-.rc__c,‘ruit-mg.n‘t-,»«-pro;no.t'ion', punishment, postings:and’ transfers
of the-‘-_Secret_ariat- staff. A A e el T e S
() To deal with- memorials, a_;ﬁpc'a]s','rép're_gent_a-tjcns-_ petitions etc. from
: - the members of the,Sectt. staff (see para. _-3_3_';]5%3‘)‘. T -
() To maintain up-to-date the gradation lists of Superintendents,
- Section Officers, Secretaries, Private Secretaries and other ministerial
staff. : ; Lt iai S . :




(C))
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To keep in his custody the personal files of the staff and to_ see

that blank forms for '_-ar_mual'_re_poirts.are put up to the Officers

incharge of ths various Branches in March every year for record

" 'of their remarks on the work of the officials working under them

" and also when an Officer is. relinquishing charge, 'if more than 6 -

months have elapsed since he recorded his opinion last (see para
46 also). Sl el S

To dca.lz_-wi’tﬁ -dp'piiéatidns: for leave of"étll] kinds f'rom-__. the off iée '

establishment and to obtain order of the Chief Secretary where

- necessary.

©

i ofithe '*;Cret_ai‘iat-'?;who-_-ia'r_e;j’_-'invol\_rf.edg'in « debt.or are insolvent or

To ‘bring to the notice:of th> Chief Sscretary any cases of officials

" hay2 stood surety for pthers (see para 27 also).

(D

- ®

®

(10) To be incharg: of the Sscrstariat Record. Room and to inspect it

(11)

42

()

: ©

To See that ths . weekly ‘arrears lists and ‘the 'registers of the
Governmznt of [adi@’sletters nezding replies are regularly submitted
in tima by the 'Branghzs “to thzir respzctive - Oificers through him
(sec para 205 also)- T Ry : v

To check _atfcn&hnca in"all Br_a_m_:!;x_cs and to deal with;"the cases

of habitual “late comers. -

To cnsuré-ihat di-é"posal of business in each Branch is ﬁrorﬁpt and -

that the’ Dezputy Supsriatandcnt/Superintcnden_ts/S.0. ‘Heads of the

Branches and Assistants are conversant - with " all procedural .ins-
tructions and are’ up-to-date in regard’ to departmental’, orders and
* rulings. - e Fi st SR T RO e .

regularly to sse that tecords and 'lists of files are kept in proper
order. He will also sec that ‘the rules for the elimination of papers

are bzing correcily followed, ephemeral records, being destroyed

after two ysars, files ‘are indexed propzrly and that the old records
are transforred to the Sscretariat Record Room. sl

To recr_ui.t”,:'-sus.pend._ ‘dismiss and grant leave to all Cilass IV

Govzerament szrvants employed in thz Civil Secretariat. -

To iaspset regularly - Ciccualating, Issi3 and D:spatca Braashss to

ensure that work is not dslayed there. .- -

Ths :ii'é;_t;'ibzit'son- of work Branchwiss is donz by ‘ths Undar/Dzputy i
~ Szcretary Sscretariat - Bstablishment - under ~the ~orders of Chief -

. Sscretary. Whea the transfer of aay work from oas ‘Branch to
amother is -contemplated, it i3 usual to coasult ths Secretaries

concerned about ths work of  ths Branchss bafore final orders

are. passed by the. Chief . Seoretary.

Ths Under/Daputy Sserstary, Secrstariat Establishment is compatent to 3

iasne sudsidiary offies orders in matsers of details of offics routine but

when thase are of an impb_rtant'na.tu:a—;'thcy should not bs made

or inocorporated in the S=oretariat «Instructions” without the a.pprqval

. of. the Chief  Seorstary. first: being obtained.

o
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10, < '"‘F‘ od Undar .,!,Seeretaryﬁ (Generaf) ——Thc Urder Secretary, Secretariat
Estabﬂahmcnt is assisted by _the Under Secreiary (General) in the discharge
of his duties. In partlcular the Under Secretary (Gencral’s) dutws mclude the

_ following:—

1 To be mchargc of the offme accounts and dehl with salary bills of
the Establishment and all matters in connection with the receipts
and prcparatron and -submission of Budget Estimates, - statements of
monthly exppndrmre ‘under the head “252-Secretariat-General Services-

- A-Secretariat”, 276-Secretariat-Social and - Commumty Servmes
and_ “296-Secrcta iat Eeonomlc Semccs” L _

: (2) _Respo 31bj

f'ihc préper mamtenance of contmgent and T.A.

~Registers, preparation of Salary and TA Bﬂls of Gazcttcd Ofﬁccrs b

woﬂung in the C1v1l Secretanat

3) Respons;b;hty for the arrangemcnt of oﬂice aocommodatron and up-
‘keep of the Secretariat. PR T g 6 : ;

(4) To deal wrth a]l matters relatmg to thc bulldmgs, allotment of
rooms, furniture, Statlonery, typcwntcrs Cycles, liveries and stand,
staff cars etc. 5 gt .

- 5) To. deal Wlth the cases. relatmg to the Secretanat State L1brary
2 (6) To mamtam accounts of the Secretanat staff oars

(7) To ensure proper mamtenance of Scmcc Books of the Secretanat
Staffis _ .

11, s Superfntendents —Supenntendents/Sectron OI!iccrs are members of the
Haryana Secretariat Service Class II. Ea¢h Branch is in the charge of a
Superintendent/Section Officers who are: respons;ble for its general eﬂ’.lclency He
' must see that—

(1) the daily attendance ofhis" sta.ff is punctual the oﬂﬁcm.ls bcmg at
. work by t.he exact Opcnmg time of the office.

(2) The staff under ‘him ‘are fully employed throughout the day and
" none of them leaves his seat frequently oris absent from his seat

for a long time or purposelessly roams about in the Secretanat’

or gossips ‘away hzs time. : 24
(3) All worll allottcd to them is performed dehgently and thoroughly

(4) No: delay m aIlowad to occur in the sub:mssmn of cases.

'(5) The records are ma.mtaaned in proper orders and that the rooms

occupled are kept neat and tidy.
- Work is not a]lowad ’so fall mto arrears

(D The drstributjen of work mthm branch is: gencra,lly upto the
discretion of the Snparintcndents[Sect:ion Officers/Head of the Bmh
- who. should ensure. that tha dntnbutzon is eqnlmb}e o
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. as to the papers to bep
. in_touch with them’ s ‘references _
this purpose the Superintendents/Section ‘Officers/Head of the Branch -

. «/branch and marked by 'h :
" can keep a watch on the references - until those are disposed of.

~that may have been discussed in the mnotes of a .case out of the

. has been appointed
.. Sections, Tesponsibility
. submission o

1-:2"-*-?. :

~ that at the close of ::thc_"':.dgy-':cq;sﬁes"--‘arc'--_'not_--.' left “lying about .on
~ tables or side-racks ~but should be Jocked up in the Branch

Almirah. |

‘While the Superintendent/Section Officer Head of the Branch, Recogds

ilif _seeing that no delays, occure _in . the

_____ of fresh ' receipts’ and files sent to -the record room
-rests on S_u‘p"ex?ii_lt‘@;ldent#sﬁc‘tibn-.'.'_lfOlﬁcerS_/'.Head' of the Branch and
Assistants. It is their duty to. guide and inst;_uq.-t__.':ccorti'-k_e_epcrs
csh receipts and they should keep

:should also  maintain a personal diary of all papers received in his
and ; him to Assistants or’ Clerks from ‘which he

To. maintain a note-book of imp _ _
Branch ' under him. Entries of all important decisions. or points

subject matter of the papers on which the notes were written should

‘be made in these-note-books”  The Superintendent/Section Officers -

should also instruct ‘the Register of the Branch to bring - these

- important matters in to the index when the file is recorded. TIn

<),

('12)_ g

% The _Sﬁjﬁéfiﬁtendeh_t"/séctidn.\_dffigg:rsﬁ-l_ead of the.‘_Branph-Shoﬁld ailo._ensure :

that every

decisions and circulars/other communications, relating to his (Assistants) subject, -

a scparate part of  the Note-Book ~should "also be : entéred
such points-as may have “been ordered to be noticed during the

course of revision of ‘the various annual reports. This Note -Book

is independent of the NQt_e-J_So_Q_};:__;:g:_guir;d._'to be maintained by the

+ Record' Department.. .

To obviate delay is taken action on urgent and important matters which

are _requiredto be sent up as fresh receipts under Rule of Rules of

Business. Superintendent Section Officer/Head of the Branch should

- arrange to havea copy of the letter made after registration (where spare 7
~ copies have beén'rec:eiy_ed')f-and____'shq-Md submit ‘the copy of a fresh

receipt and take action at once on the original. The fact that this is

< being done should ‘always be indicated. .

To maintain, subjectwise, collection of all important decisions and

 circulars/other ‘communications, relating to . various. subjects  dealt

within. the Branch alongwith standard drafts, if any.

- Assistant/likewise maintains " subjectwie, collection of all important

* The collectionsshould preferably have an index which should also jndicate.

the nature of circulars etc. Principal Secretary to the Chief Minister, Secretaries
- to Ministers and Private Secretaries "to_Mini_sﬁ;rs'_—_.-_-_l;‘-;'l_- : : S

(@

@) .Prirgcr]a;z}_ ;»_Sfeéfetafj}- to the :'bhie:fﬂfiﬁ#ier.- -——’I'he f’finﬁiﬁal Secretary to

+: the Chief’ Minister is required to assist the Chief Minister in the

- disposal . of : work: for_‘-'t]_:is.:-purpos;:_-hé’_has to put up, where

To inspect the tables of his Assistants Clerks anid - ées that fresh
- receipts and cases. are _properly ‘and ' punctually submitted .and” .~

O supervise the general working ofthe Record.
hat ‘references are. - not delayed. For

ortant cases _and -rulings . in the .




.‘::_‘:1.3 . : ;

. necessary, for the use of the Chief Minister; routine notes . which
. donot form part of the Secretariat file. He can also to convey - the -

" Chief Minister’s” orders wherever, in his opinion or in the opinion

of the  Chief Minister, itis not necessary that the order should be

signed by the Chief Minister himself. .
. (i) Secretaries|Private Secretartes to the Chief Minister and the Minister :—
53 - The Secretaries/Private Secretaries to 'the Chief Minister and the Minister
. are required to ‘assist their Ministers in the disposal of  file work. For the

- ~use of their Ministers they putup routine notes which do not form

'p ; cretariat file. The Secretaries can also convey orders on
~ behalf of their Ministers but all important orders and 'those -involving
" policy decisions should invariably be “signed by the Minister himself
though'these may be drafted by his Secretary/Private Secretary. =

4 ('b) All cases marked to ‘Ministers and the ' Chief Secretary are received =
- by their Secretaries/Private Secretaries, who put them upto their officers -
in accordance  with tl_ie'_ [latters instructions, ? B Sy ; 7

- (2)- The Secretaries and Private Seécretaries to Ministers are incharge of the
-~ Offices of their Ministers and are responsible for making arrangements connected
- with the meetings for conducting correspondence pertaining to the tours of their
. Ministers and for matters relating to the needs of the Ministers or their personal
_.staff. They have also  to see' the preparation of pay, travelling allowance .
~and contingent bills. of their Ministers as well as’ such bills bf the staff working
(3 Under instructions. of his Minister, the . Secretary/Private Secretary.
may, on behalf of theformer, mark fresh receipts received direct by the Minister
to the Administrative Secretary/Private  Secretary should write the words “By
Order” and also sign in full ' giving his designation. The Secretary/Private
Secretary ‘may also remind, on behalf of his Minister, the Administrative Sccretary
concerned ‘with regard to cases on which a Minister has called for information.

- He may also, under the orders of his Minister, send a note to an 'Administrative

Secretary in a Deptt. - under the charge of the Minister or to an officer -
-subordinate to him for a case ‘which the Minister requires for information or
- for passing orders. The case will be submitted through the normal channel. The
Privite Secretary may also communicate a message from his Minister, which
is not in the nature of an order in a case to an officer of any department, °
- whether under the charge of the Minister or not, but if any papers are required
to be  submitted to the Minister, the officer concerned will submit them through =
the normal chaanel. @ b b T A AN RS
X 4 AL : : - = S L TS R e T ST 1
. (4) Cases, which have originally been sent by a Minister to ‘m*‘é"”i;%?é?ﬁ‘ér 3
Chief Minister/Finance Minister/Chief Secretary/Legal Remembrancer to Govern-
.- ment, Haryana, with a definite recommendation, may on their retarn journey, be
- passed on'by the Secretary/Private Secretary to the Minister to the Administrative
Secretary Concerned, without sending them back to the Minister concerned, if he is
_on tour. This will apply only to thosecases in which the recommendations of the
Minister have been accepted by the authority concerned in toto and orders are to
-be issued accordingly. Similarly, cases which have been sent to other Ministers for
information at: their request, may on their return journey be passed on direct by
the Secretary/Private Secretary to the Administrative Secretary concerned,
provided there is nothing recorded by the Ministers concerned which needs to be
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”broi.lght to the mnotice of ‘the Mlmstcr wﬂ;hm whose charge the cases faIl All
other cases. should\bc submlttod to the Mlmster for Ins orders even 1f hc is away
~ on, tour. ] ; : :

i (5) thn a Mmlstcr is on tour, hm Secrctary!?rwatc Sccretary may
under- clear ‘orders of the Minister,. send  a note to a local officer, e.g. the

Deputy Commissioner, in_connection with the arrangemcnts to be mad.e for the

" ‘tour or for mformatmn requu'e-& by 't]le ‘Minister. ’

A Seoreta:y[Prwatc Secret&ry -may oorrespond WJth non-ofﬁc;al on bc- :

han of and under “the mstructmns of the Mlmstcr

SR TRy Mmlsters are prowded wu‘.h personal Asmstants and Stenographers.
Normally, it is their 'duty te take down notes from Ministers: but the sefvices-

of Private’ Secretane’s may be utlhscd for. thls purpose when a State Secret is: -

mvolved

residence of the Minister does not oecur. If it does, it should " be reported at

‘oncé: They will also be responslble for takmg dehvery of ‘the furniture and .
signing _ lists in token there of for returmng the furniture etc. and obtammg :
signatures of relevant officers on proper lists in -addition it would be incum- .

bent on them to make quarterly chccks and to submit quarterly 1eports,. in re-
~spect of the furmture ctc :

©) Mamtenance and dlsposal of records in the ofﬁccs of metcrs, De-
puty Mmlsters and Chief Parlmmentary Secretary !

1 Secretanes to Chief ]thster/Fmance M:mster and Irngat:on and
Power Minister, Private Secretaries to Ministers/Deputy Ministers and Personal
Assistants to Deputy Mlmsters!Chlef Palhamenta:y Secretary. will be respcn-
_ sible for the proper maintenance of all. the . record in the offices of Chief

‘Minister, Mm1stcrs/Deputy Ministers/Chief Parliamentary Secretary, respectively
during the tenure of ‘the M:mstry For this purpose, a note of all important
records like those mcntloned in the margln should bc kept in a suitablc register.

; All accounts regutcrs

2, All accounts f1les 1nclud1ng

i) Salary bill f11es of‘ the Chlef Mm:ster/Mlmstcrs/Deputy Minlatequh:ef ‘

Pa.rhamentary Secretary

‘»

(i) Tclcphone b111 flle/rcg-lstcr '

(i) TA bill files of the Chief MlmstﬂrfM.lmstcrs[Deputy Mnmsteu/Chlef '

‘Parliamentary Secretary and lh.CII staff
(w) Contmgant bill files.
(v HO.R. :
_(v1) Cash Book i
: (vu)- T-A-- check‘ reémter

(8) Secretar:cs/anate Secmtanes t0, Mlmsters wﬂl be respons:blc for see-
ing that loss -of furniture and ‘other equlpment provided by Government at the

"_. _;




et B

: 'tary/Persona :
'relevant record a varlo,ble ind to___.gwe the requrred 1nformat10n, if: any

s

(2) In the event_ o e the. SecretarylPrwate Secretary,’Personal'
-Assmant ‘concerned, du g the tenure of ‘the ‘Ministry, he:should hand over
] the records. to “his successor, together with the ‘register, which -
“shonld . be duly signed by both the handing  over and takmg over officials.

charge of

The new. Secret

|Private _Seeretary/Personal Assistant. in the oﬂiee ceucerned

Ty
will then be responslble f'r proper custcdy of all the record

(3) Dunng the tenure of ‘the Mmrst:ry_ 1f the portfollos of a part;eular

Mlmster or. Deputy. Minister are changed, the recordes’ relating to the. old portfo-
lios, need mot be: transferred to the office of the successor: Minister or Deputy.
Minister’ eoncemed ‘unless specifically asked for in.any case, but instead'these should

continue to remain in the office of the Minister, originally | “holding charge -of those -
: '-nortfohes I_f_ amy - teference, relating to. these subjects. is subsequently received
: 1

1, 1-"requ1rmg consultation ‘of the old. records in-the office:
ned, it will be for the Secretary/Prlvate Secret-
er, whose charge the record are kept, to make the

(4) In the event y

Secretarlat

{5) On the ‘entire: Mlnlstiy’s:"demlttrrg oﬁ‘ice “at the end 0f its term or

earlier by (resxgnanon ‘etc) the Secretaries/Private SCCTelarIE‘S!PﬂSOTel Assrstants :
‘take th !

concerned shall'

the fo lowmg actron for d:<po=a} of the records

(a) Arran to destcry all- ephemeral record by the staﬁ” m the:r of:ﬁce after
+ maki s‘uﬁtable entry m the reglster : S ;

'1' "maﬂ

(b) Incaseof a Mrmster in the old Mmlstry bemg re- appomted ds ‘a
! Minister i the new Ministry, whether incharge of the previous or changed
portfohos, the relevant records of the old, Mmlstry may connnue to

-.only a part;cu]ar _Mlmster s rehnqulshmg charge cm
- resignation etc., the . record of his office ‘will be kept inthe same office by the
'-Secretary}anate Secretarnyerfpba]. Assistant . ‘concerned, durmg the. term of the
SuCCessor Mmrster and w111 ‘not’ be transferred to the mam records nf the--
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\ be kept by the S"cretary][’rwa.tc S_fcretary}Personal Assmtant concerncd

in his office if, and to the:extent desired by the Ministér or otherwise
deemed necessary by the Sf-crﬂtary/anate Se cretary/ Parsonal A351stant

(0 Such of the record, as can,and should b., passed on to the. Admlmstra-

- tive Branches concerned;should also. be disposed of in.'this manner by

the Secretary/Private Sﬂc:ctary/Personal Assistant ‘before handmg over: .

1mp3rtant recor.ds to ”Supcrmtendent Records um;ler clausc (d) bclow

(d) Tne'r:manim re..ordj, hkc th:nse m*ntmned in’ l:he margm of clause -

(i) pre-page, shall thzn bs transferred to the Snperintendent, Records.

. for restoration in the main Record Room of the Sxcretariat. In ‘doing

- 50, the- relevant registers, in. whxch _particulars  of the records are

._:..'.e:ntered -should- also be ' transfzrred’ to Sup.,r:ntendent Records after .

obtaining his rccelpt ;eparately, and’ after ‘both * the Secretary/anate
- Szcretary/Personal * Assistant - on  the one - hand and Supermtcndent
R.ec')rds on the other hand have mgned the rchsters o

- (6) “The recard:. relaung to the office - of Ch]ef M1n1ster and each
Mmbwr;’D puty Minister/Chief Parliamentary Sscretary will ‘b kept. in the

- main record room separafe{y from each oth=r. and also separately from the rest-.

of the aac:tar:at rccorcla, 50 as -._t b cisﬂy avallable as: and when requlred

(7) Sap rmte:-ndent Rﬂ-c:vrd w:ll then b= respons:ble for producmg ‘the -
. relevant records in the ‘main récord’ room whensver: necessary. - Hewill also be
resposible for th: wieding of such records in accordance with the anc ra[

5 1nstruct10n, and afte'r makmg necsssary entrles m th¢ reglsters

13 i Mmesrer:a;’ ‘Establish nat. ~—-Th.. _mlmst‘.nal esfabl:shment c:on51sts
_of D..puty Saosrintendents, Assistants, ASSlatantS ‘and Clerks; Senior Translators
and Junior “Translalors; Personal ASSIStants Senjor Scale Stenographers; Junior
Scale Stenographers and Steno- -typists.” “In each ‘Branch 'there are Assistants and

~Clerks. Assistantsdo noting and. draftmg while Clerks do routine work such as that

. of Diarist, Recordkeepers, Recorders, T

ypists, Despatchers etc. In the Press Branch
Senior ‘and- Junior ‘Translators wor

. Personal® Assistants ‘are attached " with

~ Ministers: Dzputy “Ministers .and - "Secretaries, Senior- Scale - Stenographers with.
Deputy and  Uadsr  Sscretaries (HCS), Junior Scale Stenographers with Under

. Secretaries (HSS), and Stena~typlst _WIEh Supﬂrlntendents, SCCth]] Oﬂ‘lce;s and
et Prlvate Secrelarles B g S .

P Appamtm:rzts, Pmm}tlons erc—-For aP‘PDlﬂtmvﬂt‘i, promotions etc.

to'the posts ‘of Supzrintendents, .S,ctmn ‘Officers and Private Sscretaries, see the

.Haryana S:cratariat 2rvice; ]g;ulu, ‘while for, appointments,” promotions etc. to
. other posts of the Mrms‘*"lal cstabhshment ~see Haryana le Secretarlat Se:rv;ce
(Class IID), Rules.: =755 (G S ; ;

18, SN R srdpnt-Amsmut —This is nof a whol\.-timc post but an Asmstant- o
who holds it is granted a spscial pay of Rs: 70/-p.m. performing the duties - of _

Resident Assistant in addition to his own:- An Assistant. who has a good

knowledge of the working -of ths Secretariat, i. e. is acquamted with subjects

dealt with in differeat Branches, is appointed as Resident Assistant so that he

‘may be able, if . called upoa out of officc hours, to dedl..with any matter_l
reqmrm* rg nt or m:rn*dzab attc-ntlon Hc ha.s to lwc as near the prermses

{7
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. o¢asel P mrgent? ity
~ them in the ‘peonbook.
- is marked is out o

Circulating “Room after o Gl he Resi
~least Rs. 50 worth of stamps. at his disposal for this
- . aregister showing ‘how the stamps have been utilized. * s bk el

Sel i (i)Y To dssue, all " telegrams and'--:ixrgé'ﬁf -.--’Ié.it'c‘:rs-_‘

* when.ineeded..;

Fiot immediate files ‘have been -received necessitating his hurrying back.

oy ek

of the Secretariat as possible ar d-:is:’;ﬁ:féxfi-_ded"_wit_li'_a telephdﬁ;_i ét__his residence.

‘He is_required to perform;the follwing dutics:—

' (i) to visit the Circulating Room. after office hcurs and cn Sundays and

. holidays and examine -all files with-red :and blue lables and. see that those.
' requiring immediate attention are’ sent to'the officers conceired at their residence. - .
Such’files  should be  put;into dak bags, bastas cr emvelcres marked ““death -

he case may be and a'receipt obtained for

Foai

sident - Assistant should. obtain the instructions.
“or failing him of the Und er Secretary or the

of the sending officer
Chief“Secretary. e

‘sent to 'hjm or'jnto the

urpose. - He should ‘maintain

(i) *To take delivery of all telegrams iptenced for the Civil Secretariat in
~ accordance with the: special delivery instructions issucd tothe’ Telegraph Office
. and to deal__w'ithathose.-rg-qﬁiri_ng.-'iijimedia@_:-'-a_t_t‘en.t'ion.' B e

. (iv). To acquaint himself withthe Rules and procedure” relating to petitions
~from convicts under senténce rof deafh contained ina separate pamphlet on that

subject, so that he may be‘able to deal with “‘death cases” out of office hours

e (V)TO deal "'witﬁ_:f any cases out. of office hours. requiring ‘immedjate
- -attention when the ' Supetintendents/Section Officers/Head - of -the' Branch or 'the
. Assistant of the Branch concerntd is not available. It is, of course, the duty of

the Superintendent/SO or the Assistant. corcerred to infcrm the Resident Assistant

In writing before  he leaves' office that he should expect ‘such ard suchwase after .

office hours or on the succeeding day, if it happens to be a holiday and should.
attenditodt, ~ il et e ettt T - : ;
where necessary. - ]

S T:lie': Resident ;—'_:ﬁ;,s';s_;-stant is not eipcciéd_"jtd' be constantly at hand. He

~can go out in the evening to friends or for purpases-of relaxation but heshould
not be absent from his residence for ‘more than two to1wo ‘and a half hours ata -

time and that only onrare eccasions eatly in the evening. . When he isout, he

-should leave an intelligent chaprasi at the . house who is acquainted with his
movements and who knows how 10 ‘use the telephone. While away, 'he should ~ -
- make it a point of phoning from the nearest telephone ‘to his house tcascertain

whether any calls haveicome through for him or whether any teleorams ‘or urgent

‘cases where the officer to whem an immediate file -

ce hcurs. The Retident Assistart should' have at

S Tq;.arece;ixfe_'.Ee_lép‘honc ‘Ic_a]ls.":inade'_ at his -'r_eSidénée and to take action, i

. after office hours, .~

N.B. '.F'bf'-thisfg.pti_rjp'OS{:'-j';'iwo__--peo_ns“__-a_irc detailed for duty every;day “before and ~






