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PREFACE

The Marual of Office Procedurs—Secreiariar, wat Jast printed and
Wished in 1965 Meanwhile thers bave been repegunicatibea it the
petariat wnd modifcatipns have also been made iR some provisions

of the Manual ipell.  Therefors, it wag Felt nrw up-date the
Mznual and accordingly this edition has been p 0 Serve as
2 guide to all officersfstaff, eod pardcularly to the sew regrule in
the Secrelarial,

2. 1t 8 hoped thar all those whe use this Manual wil! find it
@eful. Ay soggemions for improvement will be  weltome.

3. This Manual, 32 updated, replaces the Manonl of Offies
Procedute-Secretarial, 1963 rod will tome inw force with junediate

eifect.

5. K. PFURKAYASTHA,
Seceetary to the Government of Awan;
Administratiet  Reformss Deparument,

-

Dixpur,
Dated the 16th Sept/1981.
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CHAFTER 1
INTROD UCTION

1. Scape of the Manoal— ‘Phig Manual is intended for cee
in the Seevetapiat of the GOVeMment of Assam and mainly deals

with office procedure. The ordanisation nf the State administra-
tion with partlcular reference t¢ the Secretaclat has bean indica-
ted briefly to provide as the necesaary background. The admind-
stration of the State can be hpopdly classifed into three
functions. viz., the Executive. the Lagislature and the Judiciary.
In view of tha Importance of finangial control. special emphasis
has been lald in this chanter on 1he fnanclal system,  The chart

af the beginning of the Mannmal gives & general idea of the
organization of the State adminisiratjon.

A, THE EXECUTIVE

2. The Governor—All executive authority of the State for-
mally vests Sn  the Governor, In actual  oractice, however, he
acts ax the conslitutional head of the State Government. Every
att or decizion of Government is expressed to be taken in his
name, Every such act or declsion iz bated on s decision taken
by the Councll of Minlsters or under the authority of a Minister
except in s0 far as the Govermor is by or under the Constitution
required to exercise his funetlems or any of them in his discretion.

3. Councll of Bhnisters,—

+.1. The executive power of the State Qovertmment is «x-
ercised by the Council of Ministers with the Chief Minister as
its head. The Chel Minister is appointed by the Governor. The
other Minjaters are appolnted by, the Governor on the advice of
the Chiel Minister The Conncell of Ministers is collactivaly yos-
ponsible to the State Lepislative Assambly.

3.2. The Council of Ministers ronsists of Ministers who are
members of the Cabingt, Ministers of State and Deputy Ministers,
The Cabinet which coneisty of the Ministery appointed as  its
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members determines the policy of Goverrunent and gives direc-

tions. The Ministers who are not membecs of the Cabinet aJso

attend meetings of the Cabinet when matters econosrning thefr

E:uartnmnts are considered by the Cabinet, if go desired by the
hinet.

4. Administrative velafions between (he Ulpicn and the
State - The exsoutive power of the State 5 s0.- exercised &3 to
enswre compliance worith the laws made by Parlinment and sny
existing Jaws which apply in the Stale snd also as not to impede
or prajudice the exercise of the execuiive powsr of ithe Unlon,
The Union may give such divections to the State as may appear
to the Government of India to be necessary for Jhat purpose in
actordance with the Constitatjon

% Allocation and trapsactiou of Government Busitness,—

5.1, The Assam Rulsg of Executive Bnsinass framed uynder
Article 166(3) of the Constitution repulate ths ailocabion of
business of Government among Ministers and the rore con-
venient transection of the business of Government,

b.2. A Minister may be in-charge of one or more DPepartments,
The Minister-in-chacge s sometimes assisted by a Minister of
Stale or Deputy Minister who bperforms sych funetions as may
be assigned to him by the Minis ter-in-charpe in  rotation to the
business allotied to the Depart ment/Dspartments. A Minister
of State may in gome baces be the Minister-in-charge of the
Departrmeant. Farliamentery Seorelaries are sometimes attached
to Ministers (including Ministers of State or Deputy Miniaters)
for assisting them {n the disposal of thelr Aazembly business.

3.3. The busingss allotted to a Department s normally dis-
noged of by of under the direction of the Mlnistar-in-charpe
except when it is necessary or desivabile to gubmit & case ta tha
Chief Mxn::star by the Cabinet. Certain classey of cates have alan
to be subnﬂﬂpd to  the Governor befora the issue of ordars,
(When a decision taken In one department in lkely to affact
the transaction of husiness allotted to any other dapartment, the
concurrence of the latter is zlso secured before the it sue of the
orders. If there is a difference of opinich  which rannaot he
resolved by discussion betweasn the Departments concerned, the

mitter may be subimitted to the Chief Minfster or the Cablnet
tar & decislon. }
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5.4 The Miniater i= respansivle for policy decistons. for rela-
tions between the putite and Goyvernment, for Cabinet afiairs
for Assembly business snd inter-gepartmental matters. He 1s ad-
vieed and assisted by a Secretary of the Department,

55, The Agsam Rules of Exepsygtive Business provide that the
departmental business will be digposed of by or under the authao-
rity of the Minister-Tn Chayge who may, by means ol stsnding
orders, given such directions pe the things fit for the disposal of
business in the deparkment. [n the absence of the orders of the
Ministor, the Secretary of the department will put up & proposal
to the Minister-Incharge suggesting the orders which may be
issued by the Minister tor the disposal of the departmentat
buginess. (An Rustrative list afmatter 10 be submitted o Mini-
gters is given in Appendix II, Part 2) —

g, Sscretaviat organization.—

6.1, The Secratariat orgenisation is divided ioto Departtoents.
A Department may By divided further inte Branchs ard Hee-
tiong. A Department iz responsible for disposal of work relating
to specific subjects allotted 1o it A list of the Secretariat Dapart-
ment: and the subjests allotted {o them is piven in the book
"Seeretarial Organisation’ and Functions”. A Hst of the Depart-
Iments is alse given in the Assamm Roles of Executlve Pusiness,

6.2, The Secrotariat should confine fzelf to general policy

direction, legislation, Assembly business. inter-depertmental mat-
tars and teview and assessment of execution of  poliey and

acherne, The day to day execution and implementation of the
schemes should be Jeft to the Head: of Departments. An fllustra-

+ tlve Het of rubjeets to be opdinapily dealt with in the Secretariat

is given in Appendix . Part T

6.2, A Departmart.—A Depactraent 15 a part of the Seeretariat
specified ag sweh. in the Asspm Rules of Executive Business and
is rezpomsible for the formulation of the polley of Covernment
within it aphere of respinsibility and for the review and gasess-
ment of execution of thal pellcy.

6.41. A Bragch—A Branch iz a part of @ Department and
I within the charge of a Superfntandent. & branch coosists of &

::umlger of Ulpper Diwision amd Lower Divlslon Assistante zurd
¥Yons,
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. &.4.2 Two to three Branches are normully under a Deputy
ot Joint Secretary.

B.5. A Section.—A Section is an independent part of a branch
or a Departmitnt specifisd by Persennel Department ag such,

1. Secretariat Oficers.—

% . Chielf Secretary.—The Chiz! Secretary is the prinecipal
(HhReer of Government responsible for overall control and efBeient
administration of -tha State Govarnment. In addition to the regi-
lar Secretartal funetions regarding the  Departments under
his charge, he is enteusted with the following spdeial fenctions-

{2) He is the Sacvetary tn the Cabinet and a3 such  advises
Cehinet on all its deeiglons

{b} He is responsible for inter departmental eo-operation and
co-trdination.

(<} He advizes the Chief Minlater gﬁ all impertant policy
degtilons, and Impartant matters concerned with Govern-
ment of Indla or with cther States.

(d) He may send for any file from any Deparunent regar-
ding » proposal which has already been examined In
thie partment and with his view may send the file to
the Minister-incharge or 1l Chief Minisler through the
Minister-in-charge.

_EJi:m! le :—In & p.rnné:-sal of Agriculture - ﬁtpaﬂment. not
sgreed to by Finance Department, {he Chief Seeretary may =end

+ for the buff zheetz of Finanece Department and put them up to

the Finance Minister for reconsideration, He will not put ap the
buefi-zheets of Finance Department 1o the Minister-in-charge

Agriculture Department 8z that wotld be contrary to the rules
at executive business,

(¢) He is responeible for all other matters not specifically
allotted to other Secretaries,

12. A Secretory.—

" 721, A Secrstary _io the Government is-the administrative
head of one or more Departments. Be ir the principal adviser to

vl Mmoo
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the Minigter on 4ll matters of pelicy and administratlon within his
depariment. He 15 normally sssisted by Joini/Deputy Secretary,
Undar Secretary, Superintendent and other Subordinate Stalf. A
Secretary may some«iloes be astisted by an Additional Secretary.

7.2.2, With the approval of the Ministgr-in-charge an Addl-
ticmal, Joint, Deputy, or Uuder Sseretary may be authorised
hy the Seerelary to dispose of specified classes of cases without
reference to the Seerwlary provided that:—

f{a) the Secretary may require cages of importance within the
dalegated clasees to be aplemitted through him ;

(b) all cases, or retarn from the Minister, will pase through
the Secretary ; and '

() the Secrotary retzing the right of intetwemtion dn any
sueh case at any dage.

723 [nthe absence of the Secretary of the Depariment
the next - =aniormost n;ﬁner will perform the dutiex of the Secres

tary.

7.3 A Joint SecretaryDeputy Secretory —A Joint Secretary
or & Dunty Scopetary is ordinerlly incharge of two or three
Pranches, The duties and respongibilitieg of the Joint Secretary
and Deputy Secretary are ordinarily the same and they put up
popers dipectly to their regpective Secretaries or Minizters,

7.4, Branch OMeer—The Officer  incharge of 4 Branch s
cefled the Branch Officer. He is of the rank of Under Secretary

' or Speciel officer or Research officer of equivelent status or en

officer of higher rank. An iHustrative list of hia daties i3 given in
Appendix 111, Part 1. )

‘t5.1. A Saperiniendent—A Branch of the Secretariat Depart=
ment or where there is oo Branch the whole Department, is wit-
hin the charge of the Superintendent. His role 8 very important
and tha general standard of efficency in the Branch dependa to
& great axtent on his personal example, superviglon and gui-
dance, He iz nssisted by a pumber of Assistants and typists. Re
s responaible  for efficiant administeation of the Branch, and
prompt and satisfactory disposel of allotted business. An |tustra-~
tive Hst of his duthes is given In appendix IIE, part. 2.
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% 4. Asststamts, Fypists and Privafe Secreliries! Stenpgraphers-

7 6.1. The Axsistants are divided into two classes, viz., Upper

Division and Lower Divizion Assistants., The Uppar Division
Agsictants in a Branch deal with mwnre difficult or importiant eages.
The Lower Division Assistanis genspally deal with simplae
carce or with work of routine nature, such a2 maintensanee of
preseribed registers, comparison of typed coptey, receint and
despateh of dak, recording, ete, An jllustrative list of the duties
of Dealing Assiztants i= given in Appendix III, Part 3 sand the
list of the dulies of g Diavizst iz piven in Appendix IIT, Part 4.

7.6.2. The typists are responsible for typing work in the
Branch, An illustretive list of his dutles iz given in appendixIIl,
parct 9.

?.«}5.3_ The Private Secrotarkes and Stencgraphers  attend to
the shorthand work of the Ministers and officers to  whom they
gre attached and such other ftems of work a5 are enlruested (o
them by the Ministers, Officers or their sdministrative Depart-
gent.lﬁn illuatrative list of their duties s Ziven In Anpendiz V1L

art 1. '

4, Offices of Hesde of Departmetits and  subordinate olfices—

8.1. Secretarlat Departments have generally under them the
officers of Eeads of Departments. They are responsible for exeen-
tion and implementation of policies laid dowm by the admihistras=
tive Deparimernts. They also provide technical advice to  the
pdministrative Departments. In some cafes. thare ape no Hepds
of Departments under an adminjstrative Depaetment.  This de-
perclt on elther of the Tactors, namely, there iz no executire
dieaction itrvolved as in the rass of Secrelariast Administratfon
Department or the executive direstion  invelved iz eXercises
thromgh 1the genersi egency of Dapoty Commizgioners.

1.2, The Hazady of Departments papaspally  function throuoh
their subordinate offfces in the fleld whick are responsible for
detatled exactitizn of the decisions of Government. In zome camac.
Hﬁvﬂhe Heads of Departiments function directly from thelr

0 .

23, A Commissloner of & Divislon 15 an importint Head of a
Depariment responsible for watching gemerally the administradion
of his Division and secing that it Iz eficient and i T5  guided

i
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by considerations for the interest of 1he people. His role and fune-
tions are Jaid down by Government instructions.

8.4 Depnty Cobamlssioter.—There {3 &8 Deputy Cormmis-
sicner tn each district He Is directly esponsible for law and
order, revenue collection, land records, supply, exelse, registra-
than, treamuy, relief and rehabilitation and any other matter oot
spacifically allotted to other district officars in the district. He is
the main agency of Qovernment in the district for axecution of
Covernmant dirgctions 2= well iz for informing Government
regarding purhlie reaaction to Government policies, for bringing to
their notice any important meidents inihe distriet such as strikeas,
deaths, aceidents, floods, erop failure. He is generzlly responsible
for efficient administration of the distriet.

0 Assam FuMic Servics Com mission.— The State  Puhlic
Service Commission is a statutory by provide in sccordance
with (e Constitution. The main functions of the Assam Public
Service Commisaion are to hold examinations for recruitment to
the State Services and to advize on the principler and methods of
recruitment to the civil services and posts and on the suitability
of candidates for appointment to such services and posts. The
Commission also advises on dizelplinatty matteras affectin® Certain
cateparies nf Government gervants, Tha details of its  functiong
are givan in the Aszcam Publie Serviee Cornméssion Regmlations,
185[ and the Agsam Public Service Commiseion {[Limitation of
Funetions) Hepulotions, 1051 .

10, Vigllance Commlsxioter.—T1=21e (5 & State Vigllance Cotn-
misaion haaded by the State YVigllaace Commissioner who is ap-
pointed ~by the Governor. The State Vigilance Commisslon an-
lo¥s the zame meazure of autonoemy ag enfjoved by the Assam
Public Service Comanission, The Vigilance Commiesion can calge
an enouiry .or investigation to be made into any complaint of
corrupiion or mizconduet on the part of a8 public serrant. It may
algn formulats proposalz for the prevention and econtrol of car-
raption.

L1. Local bodlag == There are two kinds of lacsl hedies—urhan
and rtiral, The urban lacal bodies include, Municipal Corparation,
Muniripal Bosrde, Touwn Committess and Davelopment Autho-
ritves. The rural local hodies includs Mahlkuma Pariehads, and
Garn Panchayste The Gauvhati Municipal Corporation Aet, 1069
is applicable 1o the oty of Gauhati. The Munieipal Boards and
Town Committess are governed by the Aszsam Muyniclpei At
1058, The Development Authorities are governed by speclal Acts.
The Panchayst and Parighads ore governed by the- Assam

Parchayati Rej Act, 1972,
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B. LEGISLATIVE SYSTEM
12. Legisfative Asssmbly.—

12.1. The State has an unicameral legislature., callyd the
Aspam: Lagislatvie Assembly. The Legislative Assembly conslsts
of Members elected directly by the pecple from lerritorial consti-
tencies in the State, Unleas dissolved earlier it continwes for %
vears from the date appointed for its fivst meeting, The Governor,
fraom thme to titne, surmmons the Legislalive Assembly to meet at
such time and place as he thinks Atbut the Interval betwesn two
alttings will not be more than § monthz:  The Governor may
from time to time prorogus ar dicsolve the Legislative Assembly.

12.2. Tha Lagiglative Agsemnbly chooses two members to be
recpeciively Speaker and Deputy Speaker. The Speaker and, in hiz
abence tha Deputy Speaker, presides over the proceeding of the
Lepgislative Azzsembly The Lagislative Assernbly has 2 separale
Secretariat staff. The Assembly is responsible for the lepislation
of the Siate according to the powets veated in it and for sueh other
tatters as  ere provided in the CTonstibation.

13. Distrlbutlon of legislative functions between the Uhion
ol the Slates, ~The Constitutionprovides for distribution of legis-
lative Ffunctlans between the Upien  and the States. Matters in
relation to which the Vnion Parliament has excluslve power to
make laws are enumerated in Ligt I, i.e, the Unlon List in the
Seventh Schedula. The Legistatyres of &tates have similarly
exclusive power to make Iaws in relation to sny of the matters
ertiumerated in List IT, Le., tha State Lit, The Parliament az well
a3 the Lepislatiires of Stales can make laws with respect to mat-
ters given in List T, e, the Concarrent Lists. In case of conflct,
daws of Parliament prévall over State legizlation. The residuary
power of legislation, is., with respect to matters not enwnerated
in the Conecurrent List or Siate List, vests in the Union,

14. Advocate Gewral.— The Advncats General for tat
it the highest legnl adviser 1o the Stale Guvarn.menﬂt mﬂtﬂeuﬁuﬂ!—
Iy consudtéd in matters of importsnes invelving interpretation of
the Constitutlen, laws or other rules, He gleo - appears In the
Sapreme Covrt on behsdlf o fGovernment to conduct  important
case:. Under Article 177 of the Constitotion, the Advorate
Generalﬂ has the right to sprak in, and otherwise totake part in the
procesdings of the Legislative Assembly.
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v JUDIGIARY
L Genernl-—

(5.1, There is a High Coutt for ¢ach Stale, thOzgh it may be
common for two oF tore Statts. The High Comrt Judieature
for Agzm, Nagaland, Mreghaleya, Muni‘Pur and Tripura i common
for these States. Tt <opisis a Chict Justice and such other Jud-

a3 the President may Bom ame b Lime deem it aecesary (o
appoint, The Chicl Justice is appointsd by the President after
consultation witn 1he Ghief Justice of India and  the . Goversmor
of the State A j“dcf s appointed by the Premdent after
consultation with ibe Chie' Jusice ¢f India, the Governor of the
State and 1he Chicl Justice of the High Court concerned.

153 |0 purseance of Aricle 50 of the Constitytiocn wunder
“Divective  Principles of Siate policy’, 1he  Goverpment  has
gvfparatﬂl the judiciary from the cxecutive in the Pablic sarvices

the State a notificalion in ibe plains districis.  The Judicial
Magistrates have been placcd under ibe conwol  of the High Coert.

15.3. The instrucions regarding procedurc  for -initialing and
conducting procedutich, lling of aﬂiviﬁﬁtﬁ or showing <opus in
Court cases, meferénce 1o 2l  Pemcembrancer, eXvcution of
Goveenmeni coptracts and  other miscellamegus judicial inytractzons
ate includedt in the Handebook of General Girculars- The ins
qoctions  regarding  appointmens  apd  fecs  of  Governmen
Pleadets. Public Prosecutors, CGovernment Advocatcs and Advocate
Geteral:  and® regarding  conduct  of Governmsnt sases  are
laid down in Assam Law Depatupent Manval,

D. FINANCIAL SYSTEM

16, Fomdamental featares —To safeguard the rights apd  in-
terests of the tax-payer, tbe Copstiturion baslzid down the follow-

ing fundamenial proviekny—

(i) oo tax cam be levied or oollected cxcopt by authority
of law. This cmbodies the wel known principle of “no
paxation  without Toprescptation™;

(2) no expenditare can b ingurred from public [unds exszpt
it the manner provided In the Constilution, and in acoos-
dance with law, i< upksg it bas been samcvoged by
the Parliament or the Stare Legislaturs; and
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{3) the exccutive should spend che money in the manner sanctioned
by ik Parliament or the State Legidature, This contrgl
is eoxcrilsed by e Acrountan! Cenecal o beball of
the Compiroller anmd  Awdivor  Jeoperal.

17" Sowrces of Sune foances.—The State receipls acuus from
the following sources

(2) Spurces of State reveovse sch as State  caxation  land
vevenue, foresis, fisheries, mines and minerals, cagise, in-
fefeats on  iNvesiment, deparumemal receipts, ete;

(bY loeps Acadizd by the State Coveromend in the market
() earnings Trom public zeclor  underlakings ;

{d) grais made by the Proident oo the recommendadions of
tbe  Finance mmission from the divisible pool ;

{z) granlys made by the Presiden! on the recommendziion of
the Flnance Comiission from the Upiom  in 2kl of reve-
nue of the State wnder Avhcle 275

([} gzunts maile by the Uniken undsr Article 282 for any pub-
he purpose b B Staie without any law,

[Thesz are adhoc grants. The grants wmade by the Plaoping
Commigsion fall ueder this casegory.]

{g" lvana granted Ly Goverament of India.

18. Hawlbution of reveames berwee n Union and the State, -~
The fpancial relations berween the Union and Stacks are gover-
péd by the Consitotien, Aricles 268, 269, 270, 272, 275 and 282
ml'bd;i:l I‘ug the disnbutien of centrel revenues between the Union

4 olates

19, Consolidated Fuad, Fatlic Avcomnt and Contingency Fuod —

191, According to  the rrc:-.-lsinm of the Conaptuticn, ali
reccipte and dishursemenas of the State Government are 1
in two separmie parte, namely, the Consolidated Fund and the
Public Account, a5 follows.—

LR L SR R }
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{1) Oomsolicxred Food.—Except es otherwise provided in the
Constimnion, all revepuer reccived by the Swate SGovern-
ment, loans realised by them, apd moneys ceceivedt  in

ayment of lwany from the Consolidated Fond are credi-
:ﬂ w2 the Comsobidated Fund of the Sae. No monsys
can be withdrawn from thb Fund excopt upder the
agthority of an Act of Ihe State Legislature culled vhe
Appropriation Act. This Fund mecers tho “votcd™ as well
az the “charged” expenditore, explzined in paragraph 2iL

(2; Public Accousmt.—Al] other rcceips and  disbursementa
auch as depowits, service funds, remitances, ciwc., arc
credite into the Pubfic Account. They are not subject
to the voite of Sware Legidacure.

19.2. Contingemey Famd. —Dunng the course of # year, it may
become pecessary o JnCur e:pm-:li.till‘i'c which has not becn auho-
Hzed by the Seate Legislatyre. To mect such unforeseen meed
a Contingency Fund hat been  sstablished under Ardele 267
the Comstilulion 1o provide an imprest wpon which a Depar
ment cai taw pending autherisation of the expenditare by he
Stalc Leghlaturc. ‘The administration of this Fued vests in the
Finapce Department.

20. Amnmal Fipatcizl State ment or Pudget.—

2L An estimate of all amicipated rovenbes and  cxpenditur:
of the State Goverament {or the coming Atancis] vear I3 laid be-
fore the Siate  Legiskaiure towards dhe inming of March every
vear. It is called the “Annual PFinancial Stweement”’ in the Con-
stitption: gr “Budgel™ in commen parlance,

20.2. The estimates of cxpenditurs show separately, (i) the espen-

diture charged upon the Cansolidated Fund which 15 not submit-

ted 10 the vole of Stale Legislawure, and (i) other expenditore
which v subject o (he vote of Statr Legslature. Expenrilture
on revenoe account iz alse  distinguished from  expeadilure  met
from caploel accoumt.

203 The budget zMc comtaing (1) 2 review of the financial
esitfon of the preceding year, (i) proposaly for fresh raxation,
If any, and (i} jpropoasls for  financing (for  example, raising
public Ivans; capital oxpenditure such s ircigadon, hydeo-eleciricicy
orf  other schomes.
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20.4. The Lemislative Asse!? bly is empowered under Article
208 of the Constitution to make auy grant in advance jn respect of
the estirmated expenditure for 8 part of a financial year pending the
gompletion of the formal proced ure reparding woling of such
grani and the passing of law acro cdingly. Tt is called "Vote on
aceount” and ia genarally nesessar ¢ immediately sfter the general-

elections,

o8 When funds to rmect praposed expenditure of a new ser-
vice can be made avallable BY reappropriation, a demand for
the gram uf a  Loken sum, called “token grami’™ mav be s¥omil-
ted o ithe vote of the Assembly and, if the  Assembly assents io
the demand, funds may be 50 made available.

20.6, The presentation of the Arnual  Financial Statement
is follewad by a general diseusston and the voling of demands for
Ermths iaccurdinn: to the procedure given in maragraph 171,
graph 171.

21, Appropration Act.=—TheAppropriation Act which L= pas-
sod each vear by the State Legislature suthorises the drawal of
maneys from the Consolidated Fund to meet the grantz already
sated and the expenditure charged on the Conhsolidated Fund.

15 Sypplementary, additional or excass {rant.~A supple-
mentary,  additional or  exeess demand s vresimted to Stale
Legislature when the amount already granted for a particulsr
sarvice iz found insufficient, or it i found necessary te  incur

expenditure upon sorme hew service not ariginaliy eontermpiated, -

or 1o ohialn sanction of the Legislature to regularise axpendliure
incurced  on any service in excess of the amount pranted for the
cerviem I a particular vear, The procedure for the presentation
pnd passing of these dernands is broadly the same as for the
Demanids for Granls.

%%, Budgelary procedure,—The procedure for the preparation
of the budget, the distribution of sanctioned pgrants amongst
the conirelling authorities, control over expenditure, yoconcilia-
tion of acceunts, obtaining additionsl funds, reappropristion or
surrending of savings, ang other allied matters is deseribed  in
‘the Budeet Marual Vol 1 and is also laid down by circulars is-
sred by the Flnance Department,

24 Compilation and audit svrrending Government accounts
B Arpountani Seneral ~— e
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24.1. The accounts of the State are Xept in such a form as the
Comptroller angd Audlitor General of Inddia may, with the ap-
proval of the President, preseribe. Accordingly accounts of
the State Government ara compiled by the - Ascountatt Qeneral
o behall of the Comptroller and Auditor Genarsl and lald bafore
the State Legislature together with his audit reports on them
in two parts viz., {i} Finanoe Accounts which give - a picture of the
entire receipts and expenditure of the State Government and #i)
Apprapraticn Aceounts in which detalls are given of the amount
sanctioned in the Appropristion Act or Actxs and the amount
actually spent under rach grant,

242, The Auwdit Report on the Finance Accounts gives a
review of publlc finances. The Audit Report on the
tion Accounts contzine the compments of the Accountant General
on the expanditure of Governmant.

CHAPTER II

ADMINISTRATIVE ARRA NGEMENTS

26, General,—This chapter glves a brief |dea of the working .
of central branchesfzections such as Dak and [ssuse Seotions, Age
countx Branch. Recording Section, Records Room and faciHties
and staff such a5 furniture, stati cnery and other office equinment,
Secretarlat Library, Seeretariat Bulldings snd Watch and Ward
and Conservancy staf!, which ara commman to all Departments in
the Secretariat. All these central branches/seetions and commen
faeilitiex and staff are under the averall contrel of the Hecrelary

of the Sseretariat Administration Denartment.

26, Central Branches/Seetions.—-
24.1.1. Dak Section.—The Central Dak Section is responsihle

- for collection and reeeipt of dak from the Post Office and othex

offices, ete. and for its dietviby tion to oMeers and Departments
of the Secretariat. Thiz Section iz under the Sceretariat Nazir,

26 2 Isane Seetlen.—The {ssuz Section is responaible for the
derpateh of letters from all Departments by post or by local dsil-
very. Tt is sleo responsible for duplicating papers and male-
tenance of duplications, Thi= Section is under a Supervisor,
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26 31. Records Roomn atid Recording Sectign.— The Central
Reeords Room and BRecording Section are under the control of the
Keeper of Records. He is uader the immediate supervision of the
Under-Secretary, Seeretariat Administratinn  Department  {Ac-

countst who is  responsible for ies proper working and main-
tenance of recovds.

2632 The K&p&r of Records iz to ensure that the papers
acked for by the Dapartments are supplied promptly and are
returhed to the Reeerds Seetion as eardy e possible.

6.3 3. The rules regulaling public necess  to the Assam

Seeretariat records for purposes of yesearch, etc., are laid down
by Governmont from  time 1o time.

26.4. Aceounts Branch—ABranch of the Secretariap Ad-
ministration Departoenl called the Aecounts Branch deals with
all matters contected with aceounts, disbursal of pay and cash
brensactions celuting to all Departments, It i within the charge
of & Supetintendent, assisted byan Accountant and a Cashiar.

27. Common Facilithay,—

2.1 Furniture, office equipment and statiogery —TFuocniturs,
office equipment and ‘staticnery for use by all Departments, off-
rers and Ministers {as wel! for the resldential offices of officers
and Ministers} is izsued by the Secretarit Nazip woarking undey
the controd «f the Stcretaviat Administration Department iEsta-

blishment An Hlustrative list of duties of the Nazir is given in
fppendix 17T, Part 6,

29,2 Secveturisl Librery.—There i3 a Secretariat Library
which gaters 1o the requirement of books mainly 1or the Secre-
tariat Tlepartmemts, The Keeper of Records-curn-Librarian jy -
charge of this Library. The rules governing the Secretarlat
Library are miven in Appendix IV,

27.31. Secvetoriat Building.—The  administrative control
over the Sceretariat buildings is expreised by the Secretariat
Administration  Department which s responsible  for jez clean-

liness. malntenance and repairs and allocation of roams

27.3.2. Entrance into the Seerstariat building by outsiders is
controlled by the Receptionist. He should arrenge interviews of

visitors with officers and staff of the Secretariat according to
the instructions.
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3733 For EnfranEE inlp Secpatarjat buildings by Secretariat

gtaff, an jdentity cavd is jasued by the Secretarist Adminlstration
Departmant, The identity card 15 zhown at the entrancs of the
buildings to the wetch and ward g for checle. .

27.24. Armed police guard provided by the Inspector Gene-

ral of Police s slso posted in the Secretariat  Bulldings. RBasides
guarding the buildings, they regyulate the entry of staffl and wisi-
tors into the Secretariat

@7 4.1. Conservancy, Wateh apd Ward and other Grade |V
Staff:— The conservancy and wet o and ward staff iz under the
imrnediate supervision of the Ma =i; The eonservancy staff is ras-
ponsible for cleanliness of the Seeretariat buildings. The which

and ward staff is responsible for protection of the buildings and
property frem fire and theft.

27.4.2. The Peons and malls ave under the supervision of the
Mazr The Nazir i=s responsible fep the proper  distribution of
peuns amongst Departments and oficers. The peons should per-
foremn the dutjes allotted o them by the Superintendents and cther
staff in the Department and by aficers to whom they are at-

tarhed, An filustrative list of the duties of peens s given In Ap-
pendix TIT, Part 7.

CHAPTER II
CENTRAL RECEIFT AND DISTRIBUTION OF DAK

28. Secretarist Dk Section.--The Sscretariat Dak Section
will receive all communications addressed to Government except
inter-departmental references and dak locally  delivered directly
to officers and Departments. and distribute them to the officers
ahd Departments. The Dalk Seoticn should, as far  as passible, be

cenlrally situated so that it may zerve all Departments with
~nnal steed and eficiency,

28, Receipt of dak duriog office hours on working days.—

29.1. Dak. it the Secretariat Dk Section  will ke received
during office hours by the recaipt clerk, who will be on Suty near
the entrance of the Dak Saction
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20.2 Communications addressesd to an officer
by hand will he received by the offter coera diren

e stepographer on his behadf lowki
ﬂ bt steg: hispﬂh!.eﬂﬂt. i or by the cofficer looking  slfter

29.3. Correepondence adressed w0 a Minister, Minister  of Stane
of & veputy Minister and delivered dircctly will be seceived by his
per-onal sraft,

50. Receipt of dak beyend sffics howrs o8 wurking
sa undeys nad holidays —Communications reseived beyond m
hours will be received by the Wt tarn Beceipt Clork on duty in
the Dak Seotion anl those received o2 a Sunday or a  Holiday
(other then a closed holiday) will br received by te Reotipt Glert
an duty on that day. On week days, the lawe twrn Receipr Clerk
on duty will receive Communications uwp 1o 6 pm. The Reocipt
Clerk will note the time and daw of receipt on the communicasion
and pu: his nitals jn ank belew the note

3. Distribution of dak —

3L Dak will be discributed to Departnents at regalar  inlets
vabs ar 10-30 aon, | pm. 330 r.m. on wock  days, Ordioary
receipls received aftcy 3-30 ponn. will be hzld over for distcibetion o

‘et working day.

Ji.l. Dak addeessed to an officer by pame will be sent 1o him
o W the officer looking afier his work in his absence.

31.3. Telegrams and other  receipts  bearing priority markings
witl be scparated irom the other dak and sent  during working
beurs w0 Departments of officers as and whes  received. Such recei
reocived beyord working housy will be scut to the residence NIE:
officers. For this purpost a list of addresses am stared in para 96
will b maijlained. )

3.1 The Receipt Clek on duty will send the papen to the
oflicers at 1heir residence, in ﬂL‘lﬂﬁﬂg cover and obtain ackoowledge-
ment in 4 peon bock. I ap officer ey o Gle or sends @t direc
to another officer through the saime poon, he will make ap  cotry
in the peon book.

3.5 Toc registered dak and insured articles will be  entersd
in the Rcceipt Register for Dak Section as given in Appendix |,
Part I, before they are disiibuied: ™ '

P I W,
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CHAPTEK [V
REGISTRATION ANL. FERUSAL OF DAK
32. Openiog  of dak in Depar tments,—

52.1. Covexrs {received ln ordinary postal dalt or by hund} ed-
dressad to an officer and reeeived in the Department will ba gent
unepened forthwith to him or in his absence to the officer Jook-
Ing after his work. .

422 Covers bDearitg securit» markings which are not ad-
dressed o an officer By name will be openad by thé Syperinten-
dent gnd will be dealt with by him in acenrrdance with the seew:
city lnstewetlons indicated im Chapter XV

32.3. ALl other covers will be oponed by the Dinrist

A3, Beceipt of Dak by the disyist.—o0 )
the Diarist will :\— s hoepening  the dak,

(a) check the enclosures, and in case of anvy found missin
make a note of the faet on the body of the receipt - %
(b) stamp all recelpts as 0 the {agsimile in Lha rmargic amd
nite the date and recelpt In the
EBranch, The time of receipt in

Dugpit/Branch ... ... .. ... ,. ;:he Branch will be nated only

raEs hemera medmer vreree seaire dreasras +In Important casex. He will not

(Date of (Tine of " enter the diary number at this

receipt) _ receipt) stage ; and (01 forward all re-

Diary No /U0, File No...... ceipts to the Branch Officer ae-
cording to paragraph M.

M. Perasal of dak by officers,—

d4.1, Perugal of dak by officers and carefuyl scrati
Pet _ my at dak
stage with directions for dispnsa] ate important for vrompt dis-

posal. A Branch Officer will pe i dak stage i
dak received In the Branch. rive atda = offcial

342 The Branch ffwer will —

() keep receipts which he himsel? csn dispose of
1i'|-"hl_t:h+ he desires specific instructions to be glven t';rti:
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ik} forward impeoitant receints Lo the higher officers which
in his opinion should be seen by thkm at dak slage; and

ic} indicate the course, of action on  important receipts. He
may call the Superintendent cr the deallng Assistants
and give them directions for disposal of receipts,

14 3. The Jomt Secreflary or Deputy Secretary may forward
mportant receipts  to the Secretary which ip his  opinieon should
be seen by him al dak stage. The Seeretary, Jnint Secretary of
Pveputy  Secretary  may retaln such  recelpts  which he would
like to handle personzlly and relurn the rest of the dak to
the next subordinate officer with necessary instructions. He may
also  call sty subordimate officer or staff and glve him directions
for dizposzal.

344, Every officer golng on tour or on  casual leave will
make arrangements for the receipt and disposal of dak addressed
tn him during hiz aksence. Tn (he absence af such an arrangs

r;ent the next below officer will, ordinarily, be  responsibla for
thin. :

31.B- An officer throwgh whom dak passes will inftlal every
receipt in token of having seen it. He may indicate priority mar-
kings if necessary. i

16 The dak will be sent to the Eranch Officer and higher
officers  without diarising, in separate distinejwe pads bearing
the vwords "DAK" znd the name of the Department..

43 Perumal of dak by Superintesdent.—The Superintapdent
will ao through the Jak immedfatelv on reczipt from the Branch
- Officer and will -—

() sort out  important and priority receipts, teleprams end
reminders, He will determine priorily for action on
receipts socording to paragraph 40.1. and mark the prio-
rity in ink on the receipt itself :

NOIE—~The actual atfixing of the petority  merking  label,
e, riay be dane by the Ascigtants.

fut eall far the dealing Assistants and slve them direciions
regarding disposal of the receipt, In case of -5 reminder,
e will put up the Ale jmorediately to the Branch Officer
axplan,ing why timely alion  wae not tzken:

]
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fc) mark all recelpts other than these at (d) 1o the dealing
Assistants sccording i the subjects allctted to each. He
will takte actlon o important receipts himself:

(&) sort out receipts, if any,which are mis-sent o (he Depart-
et or the subiect matter f which doss ot pertain fo
tt and arrange for their fransfer to the Department con-
eerned, where negessary, with the orders of the Branch

OMcer;
(e} hand over the dak to the diarist for diaristng,
36, Plaristtg of receipts,—

36.1. The PHarist will then “dlarise’. i.e., enter the receipts
in the Ddary or Receipt Register in the form given in Appendix
I Part 2. He will at thiz stage completz eclemns {1} to &) of
the Receipt Register and enter the diary humber of the recelpt
In the spece provided for the purpose in the stamp put on tha
;—eﬁeiﬂ iParagraph 33). When diarising he will comply with the
ollowing ;--

{a) Telegrams and other reecipts braving  priority markings
;;ill be sgeparatzd from the other dak and attended to
ot

(b} Beceipts mis—sent to the Department will not be Ziarised
but retarrned promptly to the Depariment concerned.

fe) Telegrams and communications from the Government of
India will be entered in the register in red ink

36.2. After diarising, the Piarist will distribute the recaipts
1o 1he Assislants concernad.

7. Types of receipts which chould be dinrized.—Subject 1o
the cxceptions given in paragraph 30, the following tvpes of
repeipts should be entered in the Recelot Register  —

fa) all communigation received fram autside the Department
including uncficlal references received from  other
Departments of the Secretariat, Heads of Departments
and other offices |
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(b) alt independent notea received from any Minister or of-
Ticer

{c} extracts fruvm notes retained [rom fdles, or from minu?aa
af meetings, tour neles. inspection reperts, etc, dn which
action s necesary-

IB. Feceipt of inter-doparimantal references.-Fapers recelved
umofficielly from other Departments/Offices and to be returned
in originai ang all Files received from oulside wiil be entered
in .he Reglstay of Fllez Raveived Unoffictally in the form in Ap-
pendix I, Part JA and will be =ubmitted in dak to the officer con-
cerned a5 in the case of other dek.

39 Types al receipls which sheuld not be diarised. —The Iol-
bowing tvpes of receipts showld not be diarise.

fa) uhdgned communieations on which po instructinng have
heery vecorded by officer and on whirh no action i= called
for ;

(b} extra coples of one and ke same representation by the
mame person addressed Lo thw same ar different autho-
rities ;

2] post copies of telegrams sxespt those which contain any
additiongl information or Instroetion;

(d) copies of routine circulars extracts, etc., which are re-
ceived in the course of circulation for general informéa-

ton fim list od holidays. iist of telephones, tour pros
Prammes} ;

fe! eagual Teawve applicetions of departmental staff;

{f} any other type of receipls which by &n office order need
net, be diarised.

40, Priority markiogs and time Jimita for  subenlssion of
ey —

m-lfl].l, The foliowing kinds of pricrity markings only will ba

(a) Immediats,
(b} Uegent.
{1 Flxed Date

o WA g o

[
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40.2, Esch of these priority¥ markings has & distinetive use
atd should be used indizerimina faly.

40,3, The recsipty or ¢a%e? with priovity markings will!be
dispazed of as follows: —

(a} *Immediaic" cages thoyld ke taken up imimediately on
recelpt by  stopping all other work and shoold be puat up
on the dav of receipt ar the naxt day.

i) "Urgent" cases should be put up within 3 (threa) davs.

{c) "Fixed Date" cases should be given precedence over
others of ordinary pature t¢ which mne prlority labela
have been attached and should md.lcat-& the: dats, by
which action should be Laken.

" 404, Cases hearipg no priority marking should be put ap not
later than T days.

405 The subordinate staff and officer’ are to put up receipts
#Hﬂ'ﬂrdl'nﬁ to the priority indicsted to them. The higher officers
-0 their part should give such marking carefully. They should

bezides taking the nature of receipl inte consideraiion, alss keep
in w the- total priorvity wark sent dowh to the office.

41}5, The Sum.-rint-emilent will enaure that the priorlty labels
are removaed or ghanged when ne longer required or the prio-
rity iz changed. The Brance officar will chack this,

40.7. The priority marking. piven within a Braneh to & Ale
will be axamined by the Superintendent at the tlme of making an.
unofficial  referanca ‘to another branch and removed or revised
if necezsary.

"4D.3. A case which is not ready within the prescribad time-
limit will be shoym to the Braneh Officer or a higher officer for
obinining extension of time limit. The offizer concerned will indi-
eate the further time alloewed for aybhmission of the case.

il. Proirtty in moverent.of dali—A&ll officers will give the
highest priotity to the perusal of dak. Personal assistants and
stenographers. should treat the recefpis moving up and down as

“Immediate”™. The Branch officer and the Buperintendent should
kesp a careful watch on any held up in its muvement.
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42. Nole book for imporfant recsipts.—

42 |. Dealing Assixtants, Superintendents and higher officers
will keep a note in their Engegement Lists or o a shmilar
note boak, of important receipts requiring prompt action or on
which action 1= required to be cumpleied by & speclfied Jate.

42.2. If the Minister or & higher offiger has indicated action
an a receipt by a epecific date, the subordinate officers, Superin-
tendent and dealing Assistant will ensure that the action ix taken
by that date and intimated, )

43. Berutiny of the Register of Receipts.—The diarist will be
respoasible for the mainténance of the Receipt Register. The
Superintendent will scrutinise it at [east onte a week to fee that
it is properly malntained and that the distribution and issye of
receipls iz done promptly and lnitial It with date after the
sTObOny,

CHAFTER V
ACTION ON RECEIPTS NOTES AND ORDERS

44.1. The inltlal examination of receints and U.O. Files will
be done by an officsr net below the rank of the Erunch officer,
a3 kwdicated in paragraph 34. In 3 cass where setion on a receipt
or flle iz taken directly by an oMcer without consulting the
Intermediary Jevals, the ruceipt or flle on yeturn should he -
ted through all officers dealing with tha subject.

44.2. The "level jumping” is permitted only In the foXlowing
N " —

{h) where by & wpecific order, it has been lafd dowm that cer-
.tnin categories of eases will be put up directly to highes

officete without passi through  the i in
mediary lovels, - ne specified tee

ta) when a higheyr oMeer calls for the pPepers directly,

-

vt ETFT R aw
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5. Initial examination of recaipts by Assigtanty—=

45.1. The Assisiest will sort put the receipts according w
vriocity, The priority ceceipts will be taken up flrst.

452 The Assistant will check the enclosures apd il any i5
found shart or missing, he will take actmn for obtaining the
missing papers.

452 If any other Praneh 13 copeerned with any part or
agpect of & recelpt, the Asgistant will send  relevant axtracts
through the Superintendent to the Branch concerned for neces-
£ary acton.

46, Collection of relevant materials.—The office will then eol-
lect the material tequired for taking action on g pecelpt This
will prdinarily congist of (i) the file on the subject if ane already
exigts, (i) other files or vapers, (£ any, referred {0 In the receipt,
and f{iii} any other material of the nature described in items (e}
and {d) of paregraph 33, For this purpose the Assistant will con-
stlt the Flle Register, Precedend Register, Standing Guard File,
if any, and relevant Acts, Rules, Begulatlone, etc. He will take
the advice nf the Superintendent in dificult or doubiful cases

4T BHearing & reecipt on 8 Ale—A receipt will be bhrought
on to & current file if It relates to a subjeet on  which a Al
already exisls. 1! pot, it will be neceseary to open a new file for
Initlating action on the receipt if further correspondence is
anticipated, The milscallanepus papery may be  filed sultadbly In
£ miseatlaneous fAle. Belore placing a receipt on a Ale, - all un-
recessary ping and ¢llps will be removed. The rEﬂEi‘l:lt will then

Eﬂﬂﬂkﬂtﬂﬂ and referenced in the manner described in 'Chapter

48. Logbook for Assistants.~—Evary Azsigtant will maintain a
logbook  Indicating his day to day disposal of rmeceipis mm:l
files in the Form given in Appendix I, Fart & The UO-
received from outside the Departments or returned for further
action such as draft, and endorserent or. further examination
within the anartment will ba entered in it
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£9. Maintenance of Registors—

49.1. Exch branch will maintain registers so that the file
work can be reddced and the basic data vegapding the jobs
peciormed  in the branch is readily avallabls. The Ovganisgtion
and  Methods DHvision will devise regizters of common use in
the Departments. For special vepisters to be maintainsed In a
Department, it will consult the Organisstion and Methods Divi-
sion batore introducing them. A Department will! make any
modification in the common or spectal registers in consultation
with he Organisation and Methods Division.

452, The register together with the recelpt ocontaining
information to be entered in the register wilt be sent o the
brench officer for his initials. IF o Curther action on  the receipt
ir called for, it will be fled after an entry in the register.
If, however, further actlon on the yeceipt 1s neteSgary, it willk
be deatt with like any  other receipts In addition to  the etitry
in e register.

i, Cancellation, of stamps,--

BlL1.1. Section 30 of the Court-Feas Act, 1870 resds ag
foliows, “No document requitlng a stamp  under this Agrt shalf
he fied or acted stpon in any proceeding In any Court or offlee
untii the stamp has been ¢zncelled.

Buch officer as the Court or the hend of the office &Y
om time 1o time appoing shall, on receiving any such <docu-
-nent, forthwith  eflect such cancellatien by punching out the
figyre-head so a3 to leave the ampupt designaled e the stamp

untouched, and the part removed by punching shall be burht of
atherwise destroyed™

'50.1.2 When a document Lable to stamip doty uander the
Court Feea Act iz submitied, it will. be ganched. with a punch so
oz to reciove the whale of the figure head but not affect the
printed value or stamp. Tt must nut be merely torn or punched
with & small punch intended for tagging or filking papers.

al.i 3, [ the dorument Lo insufficiently slamped, the follpws=
fng action may be taken -

(a) the document may He returned to the party cohcerned:
to be stamped suficiently: or

B # " -‘T'I-lh-‘",-l I
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(b} the party may be informed 1o make good the difference;

ar
{c]_ reject the docament a8 in the case of tenders.

In gny cass, na &ction on the document will be taken un-
iflitis duly stamped.

30.14. If the docurient is stparty concerned with a carii-
ments or is stamped where not required, the stamp will ke
puenched and returned to theamped inexcess of legal require-
ficate i the form given In Appendix I, Part @ s0 as to enable
him to apply for renewal or retund. 1 it besrs two or more
stamps, only &¢ tnaty stamps as will render #t  properly stamped
are to be retained, beginniog with those of the lowest value,
#nd the rest will be returned; but if it bears aingle stamp of a

higher velue than is required, the stamp will be punched and
retatned. .

3015 An officer receiving the stamped document will
punch it immediately on cecelpt or will at least draw  two lines
acrosa the figure head and initial it. If the officer has not pubched

Ahe stamp, the Superintendent will immediately punch it and

not legve it to be done by the dealing assistant.

30.1.6. Before ssnding tha files to the Record room, the
Superintendent will see that all the Court Fess Stamps have
been duly punched.

302, The Record keeper will, when the record 1z consigned

%o his custody, punch & second hole with & triangular punch

digtinet from  the firet, and at the same time note upon the
Hy-leaf the date of his doing so. The second punching will be
made on the day the records are received in the Record room, or
a3 3000 after as possible and should not be kept pending til1 the
inspection or exemination of the records is due to take place,

903, Tha Department issulng coples, certlficate or other
similar doruments liable to stamp duty will, bafore isguve, punch
the stamnps with a zguare punch in the manner deseribed above
As an additional precaution, the signature of the affiesr attest-
ing the docomvent with the date should be written across the

stamped [n excess o Tegal requirements the party concemed with
a certifeate, .
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etamnp and wpon the paper  on cither eide of it, o5 T frequently
dovie by peteons  signing stamped recsipls. The atezmop will be
punchad at  the time of attezting the document. .

£0.4. Theze directions apply anly to  adhesive labels wused
under the Court Pees Act. Impressed stamps  used for denollng
Court feep need not be cancelled or punched otherwise tham a%
requirad by Section 30 of the Court Fees Acl,

ol. Nudeg —

51.§. '"Mele’ are the writtan remarks recorded on a paper
uncer conolderation to facilitate itz disposal. They may econsist
of a precis of previous papers, a statement or an snalysis of the
wueslicn ar questions requiring decision, suggestions ax  to the
course of getlon and orders passed on them.

1.2 The dgesting assistant will append his initials with the
date on  the lafiside just below his note, The Superintendent
will also Jikevrine puk hiy dated initlals on the lelt slde just be-
w his nol or below the note 02 the Assistant, except when dis-
poging of a paper within by powers in which case he wiil 2fgn his
pame n fall on the ofaiv hend side

2.3 In recording the dute wih iuigals slmmaturez ap-
panded to hotes, the month and the year yhould al2o be indica—
ted along with the date.

Jl.4. A suitable margin on 3ll sides of the tobo —sihwrer will
be left. Notesx sheets will preferablv B bound in bundies of 1";ﬂl:lrtl

sheets each by the Government Press with the margin printed
an it

31.5. Care gshould be taken to zee that notes  subrygied to
higher officers for orders do net cnd at  the boltom  of & poge

sheet in such a way as would leays not suMcient space ag

bottomm  1or short ceders #o be assed. A bl the
always he attached to tha 'Nntes’ppmtiun of ti.'!relk ﬁ?éltﬂ sheet ahauld

516 In wrillng notes or in preparing crafts, the obhryy

tions made in A dix V' 3 n
kontpace I BN "Style in Notez and Lrzfts" will ha

P I L o O
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52. General instructions regarding noting.—

52.1. All notes should be eoticise and to the point, Excessive
notlng is an evi) an, should be avolded. It is to be assumed that
the 'Waper Under Consideration’, oy the "F. U.C.”, and the pre-
vions notes, if any, will be r2ad by the officer to whom a case
is submitted The reproduction verhatimn ¢ extracts from, or
paraphrasing of the P.U.C. or of notes of other Depariments on
the szme file should ke avalded.

52.2, Any officer whe has to Rote upon 2 file on which a Tunaing
summary of fatis' or precld I8 gyailable  should. in drawing
attention to the #acts of the case, refer to the suramary or precie
without repeating any part of the factsin his nate.

823 . Tt apparant arrors I Lhe note af  arother Department
have to be pointed out or if the oplnlon expressed there has to
he eriticised, care should be taken that the observations are
couchad in courteous and temperale language free frormn parsonai
cerrarks, )

531 4. If the Branch officer or higher officer has made any
remarks on a receipt thase should first be eopied out in  the pote
cheet before writing 2 note. Mo note should be written on  the
receipt i{zelt ¢xcept In o routine matters.

%25, When a higher officer passes on order or calls for
imparteant Lhformation on a slip of paper, the alip should be
p:séted on the pote-sheet concernlng the Ale and the note given
tiredey it

52.6. When erising out of a single case there are several
poinls requiring orders, each point should be noted upon. -

53. Bcope amd purpuss of poling by office—~The affice note
will cover the following -—

(a} tor 382 whether gl the facts, so far ag they are open o
chack, ara correct ;

(b) Lo point out sny mistakes or mis-stataments of facts
(¢! to draw attention, where necessary, to the slotutory or

cudtomery  procedute gnd to poind out the law and rules
and where they ste to be found :
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(d} to supply other reisvant facts and Ggures availeble in
the Department ahd to pot ap the Stending  Guard File,
if any, or other papers containing precedents or pre-
vious declsfons ;

(2) to state the guestion or questions for rongtderation and
to bring out clearly the points reguirlng declsion ; and

(f) ta avold any oplnions or comiments  regarding the astlon
of officers or other Depariments and alse o avold noting
any personal views on fhe case.

$4. Action by Soperintendent —

8.1. The Superintendent is responsible for the accuracy
! tne note dod draft of an Asslztent wiho submits them through
hitr, and, therefore, should carclully sceratinise the statemmonts
and references made by him, In caze the nete of an  Assiztant s
nel satisfactory, he should require him to re—write the note, He
should 28 far a5 possible, avold writing another note after tha
ule written by the Assistant, He ey add his remmarks or sug-
gestions regarding a course of agtlon  where necessary  and
subrnit the ase to the branch officer or higher officer, if 30
raquired ur [aid down

54.2 The Superinienden; will also check the correciness al
the facte stated in any note or draft, which might have been
added to the flle by an officer alter it hhs been sybmitied for
orders, a5 So0n as it returns to the Branch and before the draft
15 1ssed or the  case is passed on to another Departiment.

- 54,3 Superintendents will independently take action in the
rollowing types of cases . —

{a) ioterroedlate rouatine action on all cases, eg.. [S50ing
remindeds,  acknowledgements, et ;

bl final disposal of routine cases, £4., thoze in which factual
information of a non-confidential nature has to be called
for from, or to be supplled to 3 Department ; and

(c) any athar action which by 8 general ar ypecific office
yrder, g Superintendant 1% avthorized to take indepen-
fanitly,

ol " wm oar
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. 544 The delegations under clause () ehave ghould be made
in terms of specific items «f werk dope i cach Bramch and
ghould ba ed frem tme to tme llkl;lf inte acvount the
natare of weork and the individual capabllity of the Superintendent.
Dus regard should ako be padd to the piatutery snd ciher
i ations, ' ' : '

54.5. While dgning official communjcations relating 10 maters
within his powers, the Supednteadint may uie his'name and

designation
45, Noten amd orders by officers—

55.1. Responaibility of Bramch Ofloérs regarding offico
aotes amd deafts.—The Branch Officer will be responsible for the
accaracy of the Facis amated in the wncigr and drafis pol vp to
the higher olfeets and wilk therefive, satify himeel’ ihat the office
has brought out the facty in the nots and dmafis fully and
correctly,

55.2. Subject to any general o sperial ordets inforce, 3
Braneh Officer or higher cfficer  should ordinarily di?_sm of 1he
majority of casce eoming up to him «p Fie respenstbility,

553, An officer will confine his ncte o the actial poines
wilthout * reprating the copients of (ke previous newes. When he

¢y with the recepmendations mede i the preceding note, he
will merely sppenad his aignajure,

154 Thers should oot rrdinarily be more than two notes by
ofcers including the nvte by the Branch O8beer, in  addition to
fhc office mnote. This can he mchieyed by officrs at different
subordinate levelk djscpssing the importpnt cazes with their kigter
officers. Afler discusgion mn «fheer will }ah:- action at follows . —

(n} Where & spbordinote officer agress witl his bigher off-
ger, he may pany the order Aand take respoosibility for
such a decision; or

{1 whire bo doo pot ugree with the high:r offi &1, he will
send the file with s views tr the ?Iiﬂlﬂ‘ officer for
patsing ofders ; or
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fc] in important that file, afler Jdiscusdon, may be
paiderd gver io the highsr cer for giving a acle Or pasdifg Sodar.

. 9%3. An officer should generally follow (he insructions regard-
Mg moung contained in parzgraph: 52 and 53 while puting wp 3
note. -

6. Chanael for smbmissbon of cases.—

36,5 The channel for submission of ¢ases will ordiparily be
Superintendent-Branch Oficer-Beputy Secmtaryfloint Secretary/Addi.

tional Jecrieary-Secretary- Mitister, cuses moving up 1o ihe stage
oeCessary.

3.2, Selected Aggistams way be authorised to submit  cases
direct 1o Branch OHicers,

36.3. Supefintendents may be permitted o submit ccrtalp wypes
of cases direct 1o D-Epug SteretaryfJpiot Secrstary and Branch
Dfices te the Scoretary. Similacly, [;epul:r Secretary/Joint Secretary
mey in speciied cages, deal dirsct wih the Minister. In a Branch
where there ie no Deputyfloint Secrctary, an Under Secrctary may
pau T.||_:; papers direcQy 0 the Minister in accordance with para-
graph 1,2.2.

J&4. Afier orders have besn pased by a competent officer
the fles and receipts should go back (o the Branch through all
offers at il:t::l'mbdzﬂﬂ wapes dealing with the subjeet to keep them
informed of the decBion takan '

37, Ofce Order—

3%.1- An office orders ls 4 means of communicadng a decis;
imernally ancog the members of 3 Deparfment. It may be

by the Branch Officer or highet officer for efficiert dispoml of
busimess 10 the depariment.

372, The office Opders will be senvially numbered and will he
writben or pasted in & register.

37% Seme of the itlostrative subjecls onn which office orders
may b ismued areas Ollows:—

{a) IMstribution of work amongst aslstants and offesms

R S T

ok

o

—

. m e 94 awm a .



B

—_ . e . g oem ==

Lk

{b) Manng of dimosal of wotk e.g, level jumping, puting up of
fAles w0 Minister.

() Instructions regreding attendance, cleanliness, ste.
{d} Preacribing departmental r:giﬂ:r.v;, brmg and retiras.
(&) Removs! of any pasticufar defoct noticed in the Depariment.

({) Any ather nffice procedure concidersd necessary for  improviag
the disposal.

59, Ramaieg Swomary of facts.—

58.1. A "runninﬁ summary of facts™ or a precis shonld be preyared
and placed in the file in = geparate folder, labelled accordingly. in a
case in which it iz cvident thal such a summary would contsbuce to
ie] speedy disposal. When the precis is prepaTed inmn ol case where
there may not ha much eope to pdd subsequent action, W may he

in the notes portion. Ctherwiseilray be placed ina separate
older labelled accerdingly.

5292, Itwill be the dety of the Supstintendent wnd the Branch
Oificer o see.—

{i} that 2 summary i+ prepared at the earlion sppropriat: stage
in itzble cages ; amd

(it} whar the sommary is kept up-to<date by making suitable addi-
tiohs as furthet factual dewlopments occur.

58.3. Opinions of indivigual officers should oot be incorporated
i the noomnary. However, wivn & ease is referred to mnc ther Depari-
ment/Odfice for advice gr conchrrence, the advice or wiswsol the
Dwparment Office conulied sh be treated as conatihding @ material
part of the facie of the cass and added o the sunmary, '

58.4. The surmmary will be signed by the anistant and Suﬁn:zintm
dent. The Bratwh  Oficer will be responmble o chs
all the facty  have been fully and corvectly brought out in
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it. He wilt 1o sign it. A higher officer waking use of the som-
mary mey mmitial il .75 & oote of having made we of that spmmary.

59, Perscma) discossdoos amd wse of telephome.—The officers
provided with swckpbones shorM  avedd  jncerchanging' of nates
or sending of fiks or betters when the matter cor be disposed of
by & discussion across the table or on wlephone.

80. Record of verbal discmmabon, srilers and instractoss.—
All poimis emerging from dicusions between two or more officers and the
cenclosions reached should be recorded on the 6le by the afficer
apihonising action and whets oocessery copficraed by the other
pasticipants. Similarly, alljverbp] orders of instructions gletm by #ny
aficer and where Decessary, - the  citcumstandes kiding to sech
orders or insructions should be recorded on the fie and @0 imporeant
matiers should ¢ confirmed-

6i. Standing Guard PFlle.—

§l.3- A Standing Guard File will be prepared in cach- braoch
end will be muiplained in difcesot parls subject-wias, The pubjects
which will be included in Ux Sianding Guard File will be deter-
mined by the Branch officer or higher officcr. Each pant of the
Goard File will consist of three Sccirons, pemely . —

Sectipn— I —An index contalpiog t(he date and number of
declmomy ot orders as given in Part of the Guard File-

Sectiom [L—Full coples of the decisions or orders refemred 1o
placing in chroniogical order,

Sectiom TIL.—Mode) forms o be used i the jssme of orders,
: goufications, erc.
61,2 Whenever any pow decision s lzken on the sub il
will be mitably incorporated in (he relevaut section o the Cuard
File by the Supenintendert or wnder hiz dircction by the decling
apistant. The Branch officet or Superinicndmt w indicate the
circalars and declsioms o be placed m the Guard File by geving
inifals *CGF "on b. .
§1.3. As soon as 4 new officer join: a Deparnment, it will be the
duty of the Supcrmiendent to being the tapding Guerd Flile
of the Depamment 10 the notice of the officer concerncd, The
afficer choyld study the fle car-Tully.
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§2, Correstion slips for Codes, Mauals, ste.—

52.1.1. Regpomaibility of Superiniendents, Stenographers, Per-
sonal Assistanis eir—Each Branch is responsible fur keeping atl
jts books of reference corrected up-to-=date. It will malntaiit aos
up-to-date Hst of (ts books of reference. Cme copy of this Lisy will
be furnished to the Government Book Depot for prepartation of
digtributiot  lists of gorrection =lips.

52.1.3. It will be the responsibility of tive Superintendent to
sae that correctlon slips are pasted in 41l the bogks on the list
immeadiately oft receipt and satisfy himself that the dealing
agsistant haz performed his duty. :

5213 'The personal asslstants or stenographers attached to
the Minicters ete, and ofieart pra responsible  for pasting cor-
rection sllpz on g11 the books kept for veforsnce at the offices as
well as at the reeidences of the Ministers and officers. They will
maintain an- vp-te-date list of the books, one 2opy of which
will be kept  in the poom of theMinisterfofficer, another ecopy
sent to the Book Depot for the disiribution Jist and  the thied
copy riétalned by them. In case thers is no Stenographer at-
tached to en officer, it Wwill be theresponsibllity - of the Branch to
];‘:E: a list of books with the officer gnd to maintzin them op-to-

62.1.4. It is like-wise the réspongibillty of the Librerian to
keep al]l hooks In the Library corrected up-to-date. He will slsa
furnish a Tiat of et such books to the Book Depat,

62.1.3. When the books are no longer required by a Minister

" or officer they wlill be sent to the Libraty and Librarian

will then be responcible for keeping such books corrected.

62.1.6. Whenever a book i3 ordered from the Book Depot,
tt shouid be entered on the distribution Llist for correction slipe
unless the order iz for replacement of a copy for which cor-
rection slips are slrowdy baingreceived. This should b clearly
stated on the reduisition slip.

§2.2. Preparation of corvection sllps.—
42,2.1. The correotlon slipe will be ﬁegaredh a3 s00n &5 Or-
FRne

ders are passed, with the approvel of Officer or hig-
her ofdcer,
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62.2.2. A comecdon: dlip will be as brief a8 pomible. When
any order which foros the subjct matier of & correqtion lip
cotitaitts 3 refercns t¢ 3 compubication in which other ovthers
were Issued, such reRrnce showld be changed in the eofoectecion
alip an?wtaunrnnfthc chapter, Section and the rule or pars-
graph of the bhook of refirgiee in which the ordes issued in the

comiumicatioc in question bave been embodied.

§2.2.3. Corrcction slips will be pumbered zerially and ench
book of relerenct will Bave a scparate erim for nombering dee

cotrection hips. A pew Sfajer will ke aearted as $00p &5 2 Dew
Bdition is published. .

6224, A pew rule or paragr 3ph to be imsertad by a correc.

tion silp will be given the same pumbar of the ‘role of paragraph
wl:inhml'i:t follows, buc with the additen of a ktier to tmmnuh

it [rom the preced mile o1 par b eg. a new ruk oroe
pules after rile 15 Should be rale 15 . 158, “

6225 Every correction slip will quole the number of the
Ble in which the draft corrcetion slip was approved. Thizs aumber
will be quoied at ahe bartem of the slip encloged by  brackets.

62.2€. For cach book a regitter for pasting of the cormecticn
alips istuod up-to date will be muistained by the Branch isaing
the correction slips will be ted v their sirial ordor. - The first
few pages of (the regiser will Torm an  index 10 the rules affsceed
by the cofrection slips in the following from:—

Cogreczon slip Now Rule or Pacagraph amcodad.

£522.7. Ao ancuwal e of corredion alips in rospect of cach
bcok administercd s Bronch will be ismed thar Bramch by
tbe ficst week of Joly, This lit chonld contain the numbcrs of
the cofreciion slips jssued up-to-date and the rules modified.
Copies of the Lst will be fssued 1o all concerned.

§2.3.1. Primdag amd distrivution of corcecion sl
after drali correcaon  slip s approved. Lhe Sppariotcpdent will
1ake acton 40 kave ir  printed at the Government Prews, The
total nwmber of copies do primed for disuibution by the. Book
t will be according to the standing digdbution list maimained
by the Book Depot. _

o

I BT ]

” wr

NG B



L

' P

- e 0w .omc .

33

52-3,2, The pridted slops will be hended over by the Press o
the ook Depn ?or distribution.

524.1. Mode of eorrectdon-—The books will be corrected im-
mediatély on receipt of the correction slipa

524.2. Iuatellipgnce chonld be exercised in  dolng the corvecs
docs If & altp canceis or modifies & parr of mdinﬁ,mﬂ" of any
Manual, the part cemcelled or sgherseded . chould sered oul
and the num of correction -I!E should be noted in red ink
in the margin agaings it. The tame rule applies when one correction tip
cancels or modifies the previous oze.

5243 When an isylued work or an isobited septence iv in
roduced in & aph, H may he convenient to epter it in
mauscript in m:Editim 10 the pasting of the correction glip,

624.4. In case af any dovle as 10 the comrect place of pasting
of a slip, advice of the Superintzndent should be obtaincd.

G245. When a hook ik corrected, the number of the correr-
tion slip, with itz date snd the yule or paragraph amended will
ba entered in the printed form ar ths end e book for not-
ing such detsils or, if there Is no such from, in & blank shest
paste ail the end of the back.

53. Capies of Aets vwceived From Precs.— (o of Acls  re-
ceived from the Superintendent, Government »  should be
scrutinized, the a ing Artr  soried out amd the amendments
incorporated in sl of the original Acis in the tooms of
officers and v the Braoch indluding spare copit in th¢ Depsn-
et

64 Precedent Regivtor.— A  Precedent Register will be ma-

"intained in every Branch ip the form o Appondix I, Part T

A_rfote of all important declsions and roling wmade o e Brench

will bz made init. In making entries in the regisier the foliowi
instractions will be poted:— i K ne

(1) The eaduword & most mportant word ihat 15 placed
firgt in the %ille of the subject and oo it primari
depands the possibility of ndisg a file gn  the sukby;
This most be & word or word which will normally oo
cur ta anyont whe is in search of the decision, S{rrm-
timas it may b peoc - 0 epler & decision ymder
twa of three catch- 5 for facility of search.
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{2) The subject should be flled up in sziphabetical order
of the calch=-words.

(3} The Superintendent will ensure thst an entry in the
Frecedent Kepister is made correctly socn after en impor-
tant decision is taken,

{4) The repister wil! eontain references to matters only of
guch nature Ior which it 38 intended It should not be
relegated to  the position of a File Register by eateting
each and every casa, nor shoudd it be made a compen-
dium of decisions by entering the dacisions made in  the
other  branchesiDepartments.

64.2, The Precedent Register is a puide to find out importamt
decision taken in the department, Every decision is not recorded
in thiz reglster. It only t=cords important decisions. A deeision
whith 72 not recorded in the Preacedent Regizter canh also be
quoted az s Precedent.

64.3. Fhe Branch OMeet or the Superinterndent will mark
the words "P.R"” on the file or receipr i1 the decisjon  taken
in it ia to he incorporated inthe Precedent Register. The register
will be maintained by the Superintendent or by  an Assistant un-
der his divection,

5, Porsonal OTes.—

ti.1. A Persenal file wil! e mzintained for svery member of
tie service administered by a Department. It will eoritzin  all
esiazblishment orders, like appolpdment, leave, transfer, posting,
punishment, «te., relating to thé Gavernment  sgervant  stacting
from his entry Into servigs,

832, The personsl Files will be numbered by 4 separate vet
ol zerles maintained in aseparate File Register called Perrzonal
File Repgister for each servies. The series will be indicated by
giving the abbreviated name of the service in bracket after
the initial dstters of the branch eg., the Personal Files of mem-
bers of the Pinanee Servies vnder Establishmant Branch of
Finance Department will haar the initialz FEG{FS).

65.3. Cn transter from one service 1o gnother, the persona)
file of the incumbent will be transferrad to the Department con-
corned or in  ihwe same Department to the service concerned.
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[n such a case, the persomal Rle nomber will be chan according
ic its serial number in the Pearsonal File Regesier for l]mgfdsanm

65.4. The Personal File Register for a service will he &
register of the Department 30 long sz the incumbents whose names
are included in the repisier, are tn that gerviee, '

65.5. Al personal fiks of members of different services not num-
hered according o thiz procedore will be remombered. 5

66. Propossls from mod eorvespondemce by Hends of Departmenis—

&6.1. The officers in the Secrstariat and in  offices of Heads of
Departments should maintain close personal contact. Aan importani
proposal or schems should be formmlated, as far as  possible, alfler
joinmt conewliation and discussion  at the lowest competent lavel, When
proposaie so Formulated are referred to the Depariment, they should
ordizarily be "dcalt with tho offiter whe discussed and should wot
he subjectad to 8 detsiled examinstion zi lower levels as & matler of
COTLTEE,

56,2, The Haads of Departments mey correspond diresily with
theic counterparts in other States only in maters of routine and noa-
controversizl nature, Correspondencs on all imponant and  policy
matlers #nd melicrs of controvorsizl palure should be dooe by the
administrative Department and oot the Heads_ of Depanmene,

66.3, The Heads of Departments may meke official references
direct 10 any Head of the Deparlment of the State in matters of purcly
techoical of routine nature of for foenishiog factuwl infonmation.  They
may also furnish routine or [actual information direct 1o the Secre-
tariat Departments.

57. Processing of caves whema nummber of cutside bodlen are commlted-
When a number of outside authorities are counswited in any mazter,
the date by which their replies are required will be indicated in the
vistular Setter. |, The prelimingry exammavion a where  poecessary,
wbular, consolidation of the repliss will be #a as 3000 ac replies
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- begin 10 arrive and not beld over UlE the teceipt of all the replics or
the expiry of the targstdate. The file topether with the consolidated
statement of replies will be submitied-to the appropriate semjor officers
for information at tar iptervals. On expiry of the target dite,
it will be examined w the rime for receipt of replies may b
extended or the matier may be produced with or withont waiting for
the outstanding replies. ' ; : '

8. Ackmowledpewients or inerim  yeplies—
68.1 Acknowledgements —

63.1.1 All commumpivations from’ Members of Parlioment, Mem-
bars of Stats I.agisln&grc, reca associations, public bodies znd
resnomsible roembers of the public which cannot be answared promptly,
%glnﬂ;da ordinacily be ackaowkdged in the form given in Appendix—

H—4.

68.1.2. When a communication is wrongly addressed to 3 De-
E’lment. the receiving Department will, while teansferring it 10 the
partment concerned, indicatz whether or not its receipi hag been
acknowledged by the first Dapartment, the sender will alec be inform-
od of 1he fact of transfer,

€8.2. Tnterim Replies :—

60.2.1 If delny in amticipated jn eending put final anweer am
ioterim reply may be sanc to the party concerned,

6212 An interim reply should immediately be scnt to afl domi-
offictal lellers which cannot be answersd promotly

9. Spare ceples of Inpertant commmmicativin —S copms of
important communications iscusd by 2 Brench will be kept jn scparatc
bundies. A list indicating the number and date of such communica-
tion will be minuinelclis.

M. Correcpondence between Govermment of Indis, Stste Gorern-
manis aﬂi_‘auitnﬂm aid Intemational Orpaniontions =
Correspondance n the Stic Governmeat oo the opc Band and
F Governmenis and Hotersational Crganisation on the other
should generally be chentelsed through the Minisiry of FExternal

-
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Affairs. In cermin cases and subjec! 1o ctriain conditicns, however,
State Governments ave authori to communicate direct wilh the
Foreign Governments end Internalional Organisations. Detailed
instructions ih this regard ar¢ comtmined in Appendix—VE.

l7. Noting on_inter-depactmental refetences.—For ootiog on in-
terdeparimental references., further instcuctions are ip Chepter XI
“Inger-departments|l Reforences™.

CHAPTER--¥1

DRAFTING
7L Dwraft whew and by whom to be prepared asd approved.—

72.1. Except when the lioes of action on a case is obvious, & draft
of the communication proposed t0 be senl out will be prepared after
Ordess bave been passcd by the compotent officer indicating the terms
of the eply 10 be sent. :

712, A Branch officer or a higher officer, whers necessary, will
himseif = a dmft and authourise its issue or submil jt to the
next hi officer for approval. In oiher cases a draft will be -
Prepa by the office,

723. All important drafls swch as perwining to policy matters
baving financial implications, mq-uirigﬁ tocrease in the sanctinnagi
streagth of staff, major ¢henge in a and important comnumni-
cations 1o M. L. As, M. Ps. Chairman, Municipal Boards and i
deats of Mohkuma Pacishads shoukl not be approved at & leve) fower
than that of (he Deputy Secretary. [n some cases, it may be necessary
to take 2pproval of the Secretary or of Minister to the draft,

T3, Wording of a2 draft :—

73.1. A draft shoold convey the exact intention of the order passed.
The language nsed should be clear, concise and incapble of misconse.
ction besidss being precise Lengthy sentemces. abruptness, redwndancy.
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cirm|m1acu!iﬁn, superlatives and repetilom whether of  words,
expressions or ideas, should be avoided. Communications of some
fength or complexity, chould: generally conchude with a summary.

73.2 The forms of communicetions and the circumsances mnder
which they should be used are deseribed in Chaprer VIIL

73.1, The persons and offices to whom the copies are 10 be enda-
read with instuctions Iﬁarding setion fo be taken by théem, shouid
be included tn the drafl.

74. Authentication of Government orders.—All orders and other
instruments mads and execoted in the name of the Govervor will be
sipned by an  offiver authorised to awthenticate such orders under the
Assamn Hules of Executive Bosiness.

K. General  instroebions. -

75.0. A draft will be preparsd in Assem Schedule ¥V Form Moo6é
or 67 {and draft continvation sheet when pecessary} and written o
typed in double spece’ in hall mprgin ard on both sides of the
paper. Obsclate forms, or papers retricetd from old regords, blank
up one sids, may alse be used for drafts and veugh cgleulations.

732 A slip bearing the words “Dreft for approval™ or “DF.AY
will be atrached to the draft, if two or mooe dsfis art pul bp en o
file, the drafis will be numbered “D.F.ALY, DDFAIL “DFALIL
and s on.

75.1. All reforences mentioned in the draft will be pointed cut
in peacil in the margin with refeccace 1o their page number in the fle,

754, The pumber aod date of the communication replicd 10 or
of The last communicalion in (he series of correspondence on the same
subject will be referred to. Wiere s necessaty to refer to more than
one communication or a series of commiunications this will be donc
in the margin of the drafi. The subject will be mentioned in all co-
mmonications  including  reminders.

1.5, A dyaft will show clearly the codoswres 1o the fair copy.
To draw the attention of the typist, the comparers and the despats

cher, a diggonal stroke wifl be made in Lhe margin, The number of

epclosores will also be indicated st the end of ke dsafl oo (he kA
cide boftom of the page as “Enclos. Nos™

A
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75.6. If eonies of an enclogure referred 4o In the drafs are
avallable and ars, therefore, not to be typed, the fact will be
stated in the morgin of the draft for the guidanse of the typiste.

75.7. Al deafis put up an & file will bear the number of the
file and the page nomber of the corrsspondence portion  eg.,
ARFE 54/63/10.

75.8. Where other Etate Governments, ' or Departments ete.,
are tonsulied on  aoy matter, time limit for replies will opdi=
narily be speciited.

75.9. The officer concerned wiil intlal on the draft in token
of his approval. An intermediery cfficer approving the draft will
-alsn intial it before forwarding it to a higer officer.

1w 10 Complimentary slips or rubber stamp will be used
Instead of separate forwarding Ietters for circulsting stencilled
printed or other Hteraturs.

76. Standard Forms—For commurdestions of routine na-
ture, appioved Ltandard skeleton forms will be' drawn up, and
cyclostyled or printed. Organisation and Maethode Division  will
prepare forms for common wee in Departments. Thass forms
ﬁl;emhrﬂtteﬂ to the sficer concerned with a fir copy for

ure.

77 Addreszing  communicatlons to officers by name—A
rommuni¢utlon may Le addressed to an oMcer by  name when
it is intended that the matter #hould receive the personal at-
tention of the officor clther because of its secret nature or spacial
urgency/importahce or because fome groitnd  has alreedy Been
covared by personal discussion ard the officer to whom the pa-
per §s Being marked would be i a posittun o record his views
or flve his decislon atraightaway. When b paperis e Taatked
o an ochcer By name, reminders pertaining there-to may als be
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sent to the =ame officer (or he hag since been  transferred, to

hiz successor) or a higher oficer by name A demi official letter
will, however, always be addressed to an officer by name.

78, Priorily and security markings o drafts. —The drafés of
all comrounications with priority or-security markings wiil be

s¢ marked on the top right-hand corner under the ceders of tha

Superintender: ot higher officer.

CHAPTER VI C
ISSUE AND ACTION THEREAFTER

79, ISf, —

781, The term “Issue” 13 used to signify * the differsnt
stages of action after approval of a draft, namely, typing of atr
copy, the examination of the typed material, submiszsicn of the

- copy for slgnature and the despatch of the communicetion to  the
addressaa, .

78.2. The procedure in this Chapter relates only to the

isse of Ales and papers cther than thoss bearing seeurity mar-
kin#ts. T

A, BY THE DEPARTMENT
RS, Marking of flesx for dssme—

-—

BU.1. After a draft hog been approved, the Superintendent
will'mark it for “issne™ and return the Gl= glong with the
draft to the dealing Assistant through the Diarist. Except when
it i necedsary to gend the whele Ale for prepering copies of the
encleaures, ete. the deallng Assistant will remove the draft and
tand it to the typist withoug the fle.

40.2. Before marking .a draft for issue, the Superintendsnt
will sem that the draft is resdv for igsus and ary instructions

Izsied by he higher officer for comvletlng or modifying the
draft bave been carried out. : .
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203, When e draft has been extenzively aitered oy is other-
wise not very clear, it is pecessary to keep a typed copy acs an
office copy. The Superintendsnt will give direction to the thig
effect on the draft. He will alsn indinate the number of spape
copies required if eny. When a typed office copy is retained, ail

- references will he given on it, acin the case of & draft.

. #D4 If any nbbrevisted address has been used In the draft
the address will be given in full at the time of tvplng the fair
copy, &8, D.DNE. may stand  for Deputy Director of Supply or
Denuty Director of Surveys.

$0.5. If the dealing assiztant dues nut receive bark-the falr
copy of the ordinary draft from the typlst within a day, he
should take up the matter with the typist or the Superintendent,
In case of & draft with priority mariking, he will ensure that the
falr copy is 1yped and the letier is issued in time,

60.6. If any paper {5 10 be igsued under registered post or
ingured cover or Under Postal Cetificate, instructions will be
glven to the Issue Section. Legal dpcuments. negctiable instru-
rrents, other original decuments, chagties, bills, agrsamenis, ser-
vice books. notices, order: ate., delay in the receipt of Which is
Itkely 20 emuse wmbarrassment or lass to Governknent or  any
other valuable documents should be sent under registered post

acknowledgernent due and where nacessacy, undsr an fnsured
VT,

80.7. In the case of a communieation sant by resistered post
acknowledgement due, the number and date of sernmurdcaticn
will b2 written ‘on the acknowledverment oard to  facllitate its

praompt  fAling on  receipt back from the Ipsus Section,

81, Disteibution of work among typists -

a1.1. T'he Superintendant wil' distrbute work =g tvpliacs
as  evenly az possible.

212 Fach 'I‘,-',rp'ieit will maintain a daity lor book In the farm
eiven in Appendix I Pact § where he will enter details of work
allottad  ta him and completed b bim. At the en? of cach dav

the tynist will report to the Superintendent about the work, with
priority marking, pending with hij- - .
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8L3. The standards of outnug of work for a typist for
different naiure of typing work |jj, typing from  tyned matter,
from manuseript, tabulation, ete  a. laid down in Appendix VII,
Part 2 will serve a8 guidss in determining the allotment of work
1o tyists,

82, Cremeral instructions regarding typing.—

§21. Drafts marked with DHority slips will be taken up firsk.

82.2.). ¥air copies of all eompyypications will ke typed in
the appropriate prescribed form of suitable size. Printed forms
will be used a2 far as availapie and  suitable. Both slde= of

the forms will be used. Helf sired forms will be used for smalter
Lot bera. '

£2.2.2, The narae nf_ the issuing Department and Eranch will
be typed at the appropriate place o the top.

£2.3. A margin will ba left On the [eft hand side of the front
bage and on the right on the revaya - e
82.4. Marginal entries, unlegs they are verv small, will he
inserted by an indenture which fx dermarested k¥ a line. ruled or

tvped on the top, bottorn  and the side of the indenture facing
the body of the cormmunication

§2.5, Fair copieg will, genera)ly, be tvped with single epac-
ing.

§2.6. The name of the offleer who js to slen the fair cony

* wiil be typed In brackets above his desienetion.  [In demi-ofMicial

letters, howevar, the degignationwill not be Ziven below the game,

82.7. Enelosures 1o a comminication will be indicated by
drawing an obligue line {as/) in the margin against the Ine n
which the anelosures ave referred to. The number of enclogures

wll be typed at the bottom on the Teft side of the fair copy thus
‘Enclosupes Mo............

80.B. A siencil may be cut, tvned  when mors  than  twao
mpressions 0of a communication are.required or the commanica-
*Hon B 5o lengthy that It will be very arduosus to type more then
e fmpression,
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- . The typist should tyve bis dnithels with Sute ad tho Jeft

hmﬂumm&]thﬁlr oy, v.q., HCK /19,588, _
2.10. Further detadled Ingtructions - regarding

mﬂﬁammm ete., which should mmg

uﬁnﬂ_ahjrthewﬂﬂsmdﬂthﬂﬂaﬂm Riven in  Appendix VII.
Part 3.

93, Coimparison.—As soon 42 the typist has  Anjshad typing,
he should pass on  the draft to the dealing assiytant wha wilk,
if necessary with the help of snother assistont, eompare it
with the draft. The desling assiztant wil] jnitial fwith dete) the
draft just helow the typell deslfination of the officer a g tokay -
of W3 having checked the fair copies. He will then attech
snclosures, i any.

84, Submbssien of faly cophee for denature..

Bel The desling assistant will send the fair coptes complels
with enelosmres and the office copy tofethar with the appToved
draft in B signatnre pad to the officer comeerned for R signe
sture, Officera will give the signaturs padg ;

Private Secretarins, Personal Assistants on

d Sta he o
ireat the pads moving up and down as “Imm.d;n:f;ﬂn ers will

4.2, When a cyclostyled eommunfestion i5 to i
dealing assistant will send the oyt stencil with thb:st:;lﬂ?dﬁlt:;:
mﬁl Enf-iil for signature of the officer topether with, the appros
aft.

8.43. The efficer signing a fAnancial sa
of appointments, leave, tronsfert, etc should retien, Notifications

In ol or by Bell-Pojut B2 carednd po {grn

Ammt'ml:? al Th PEnd H!}EE lf-'ﬂﬂi‘ ex 1o be forwarded te che
general. The wse of Ball. poi "

permisnible sabjed-to conditions that tlﬂ: pens and  foM-piha 1

he colour vszed eont
the repular colour and the writin g ia ¢lear and distines coniorm to

84.4. On return of the signatirs ngd. the Aealin =
will see that the fair coples have beosn duly signagd h:ft ;:a‘:;‘itizg
and that corrections, if any, made by the officer wE{la stqning
it aeried out in all the coples fincluding the spare coples). Hi
will date buth the fair sopy and the draft/oMics cOpY an the day
on which they are actually issued 3¢ the faly covy  alreadv besre
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a date on which It could not issue, the date should be corrected
by scoring out the eaclier date, to accord with date of - its

actugl despateh. He will then pass oo the signed Tair gopiga to
the diarist sod will replace (the -office copy in the file,

85. Deaprich by the Branch.—

85.1. On receipt of the fair coples for issus, the diarist wilY
geparate the communications to be despatched throtgh the Iswue
Section from those to be delivered by hand throngh peons of the
Deparimenj,, The communication to be sent by post or to the
addressees accoromodated sway from the Secretarlat buildings
will be gent to the Issue Section

88.2. The eommunications to be despatched through the Isspe
Section  will he entered {n the Peon Book in tha form given In
Appendix I, Part & and setrt to the Jome Soction.

§5.3. The letters which are reouired ¢+ be  lasued urgently
through the [ashe Section should bear the slips "URGENT' or
“IMMEDIATE” or “OUT TO DAY 50 that the [=see Section can
distingulzh betwesn ordinary and urgent tetters.

854. To help expeditious issue of euthoritles, ete. by the
Accountant Genergl, the sanctiong shopld be flagged or marked

as “Authority Involved” so that such sanctions &an be separatod
Irom other letters for immediate action. -

£9.5, Standing mailing lists will be malntained for dHffersnt

types or circulers of Zemersl interast. Lengthy  facing  shesty

s;muld not be uged, This will be fallowed by the Izsne Section
%o, _ . :

%5.6. When am. enclosure is to be sent separstsly s note to
that effect will be made on the pammynication. (hoth fafr and
offiee copy). The enclosure wil contaln e 5lfp  indicating  the
bimber and dafe of the communicatlon to which it relates,

6. Tz o wn-offieis ensen. —

861 When a departimental fll is %o be sent outside, the
Dilsrist will make an entry in the Fil: Rogister as well an the
Register of Flle Insued Tnofficla 1 [reference paragraph 15
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85.2. The Diarist will entar the Ales in a Peon Book and ar=
ringe their depatcl, in the saos manner az for despateh of Toeal
dak.

1 26.3. In 1he coze Of fles Delonging to other Dwpartmments the

Diarist will mark Lhe date of reiurn In the Repister of Files
Recetved Un-officially. :

* B7.Iesue of dak by officers.—To exped(ts Lssue of dak, the offi-
cers may Issue it direct to the Minister, officers and Depart-
ments through their Peon Boalts, 1t 1z important, howewer, that
whetwever such direct lssue by the officer is made a proper re-
cord |8 meintaired 20 that the movemsnt of the dalk ecan be
traged out easlly. The record of zuch issue should e meintsined
in Peon Books as mentioned [n paragraph 25.2.

38. Acttom after {ssue—Aftor the fair popies are made gver

Ao the Diarist for despatch, the dealing  assistent will replace

the draft on the file In the appeoprlste place and  take any of the
followlng course of acton '— Co
fa) 1t the somrmunication izssued constitytes final dlzposal of
the “Paper under consideration, the fite wAll be marked
for record in aecordance with®he procedure lald dowm
in Chapter VTIT. The best puidance f0 declde what enne

stiules final disposal wili be found fn the answeps o
the questions.

fi¥ is anv further action pending on the PARSr OT papers (an-
der consideratlon on the fle: and _

(i) has a complete raply Bean sent to the sources from which

- the papers under consideration emanate *

b) Cases which should be seen by higher sfficers for infor-
mation or for cenfirmatfon of the sction taken wilf be
ot to themn, .

le} Caseg on whick further action s necsssary in conthnue-
tion of the action taken (for example, on & #de tasue ste)
will Be resnhmitted to the officer concerned’

fd) Case. In which replles are expected to the communfon-
- -t_lnnstmadnrmmgﬁ netfon iz to ba takens after & cer-
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mlnmrindnillhc arranged in the recks - or almirahy at
one plate maiked "suspense™.

[¢] The receipts far acknoodledgement dos will be fAled in
properly.

{f) When a communigation iz requited to be printed In  the

ga:etteurinnnnﬁam. the printed copy Indicating the
date and pumber of Btewe in which f hez bBeept peinted
will be placed on the fle.

B, BY THE 18SUE SECTION

Mm. General Instructions cegarding despaich By Isue Sec-

#.1. As far ar possible, a despatcher will issue the papers
on the same day. In no cese will he detaln any ouigelng com-
municaticn for more than a Gay without the prior permizsion of
the Supervisor in charoe of the Tssus Secticn.

£5.2. He will geparate the comeyunications 1o be sent by post
from those to  be delivered ™ hand, The commanications which
ere to be zant by post will be entesed in e Despateh Begister
[naragraph 80.1). ' -

59.3 He will fyrther ensuro:—

fo) that ordinarilv covers are not used for  inter-depart-
mental ecommunicationa Unless they arae to be despatohed

b poat ov  are marked Tseeret" or are  addressed to an
afficer by nama;

4) that, &= far oz possible, all communications intended for
the same addressee are placed in a single cover -

M¢) that covers of suitable size onlv are nsed -

) that economy slps are used for al!' covers contalning
nons=confldential reyrununications except when the com-
teriz are Buylky o when it 18 proposed to send the cnver
imsurad (these silps should oot he wsed for eovers addres-
sed to members of the pablle, or  private  bodfes) :
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(e) the number aod date of the communication are wiritten on
each cover ; and

{f) obsolete forms and dimarded onc side printed or deplica-
ting paper efc., may, as far as possible, be wiilised for ma-
king eavelopes.” ] :

% Doopaich by  post.-—

901, Bach Despatcher will maintein a Despaichk Register in the
form gven in Appendix I, Part 10. Communication to be sent by
post will be eptered in - _

20.2, Teleprams will be sntered i red ink and the iime of despatch
ned agrinst each entry below Serial Number. _

0.3, The Duftcy attached tp the lesue Section will close the
addressed envelopes and packets. He will ajso them and affx
the samps. The number of stamps to be affizsed shavld be resiricted
to the manimum &y vsng stemps of the appiopriate higher denomin-
tdons: The Value of stamps will be eoiefed by cach Despatcher in
his Despatch Repister. _

00,4, All covers sent by post tmder strvice postape stampe will con-
thio the rubbet statips of the Dy , Iisoe Branch of the Secreta-
riat and will also bear the initials and date of the Despatcher.

uy

90 .5. Eaﬂﬂn:tglmhu mtﬂcfmnhlhtdailg _ [ dil;jr;urred
Jaf service postape stamps o SupeTvisor w make daily en-
tries in the Stamps Account Register. - .

-

90.6. Departmients despatching 2 number of registered iterns
hﬂmﬂiudﬂiﬁwuf 10 prescribed by the postal suthonities
[ the purpoae) wid obizin blank postal registration books from

the postal suthorities and make them svailable to the Despatcher con.
mudinth'fuuﬁmthn,whnwﬂlmmthuutwini registered
communications in that book mstead of in the Despatch Register and

gt the entries in respect of each regivtered article ctampod by the Post
it inken of receipt.
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90.7. Receints, telegrams and registered and ipsured lellocs, cte.,
will be checked carefully by the Despatcher and kept with the Super
visor, Receipts of acknowledgement dwé letters will bo returned
to the Bracch copcerned. .

o3, Despatch of letters from the Secretpriat to Mimisters snd
gilier senior officers of the Government of India (hirough Assam posts
and Teiegraphs postal bages should be resorted to in really urgent
cas®. Io sueh cases, the letters should | bear the requisity cepvice
postage  slamyjw. S S

91. Despatch of local dak by band.—

91.1. Peon bogks in the form gwn in Appendix I, Pari 9 as
mentionsd  patagraph §5.2,- will numbered serially amd adequ-
ale number of books allotiéd for each Dc%ﬂmemm or a grou
of DepartmentsiOffices by the Supervisor, ¢ Sepervisor will mer
the communicaiions to be despatched according 1o the group of De-
partmentsfOffices allotted to each  Despatcher. e Deapatcher
will enter the cofymunications in the Peop books according (o thelr
addresses, T L O

012 After the dak has been delivered, the Desigicher will exa-
mine the paon hooks to see that all the communications entered there
have heen duly acknowledged by the addressecs with their dzted signa-
int=s, ..

4

2. Despatch of prioeity dok.—

-92.1.) In zespact of communjcations bearin
the Despatelrer wili alto note in the peon brok t?n
aghinst the relwvant entry. ' .

92.1.2. Such cormmunications received by the Diespatgher during
office hours will be sect o' fhe ai}djm&&;as'and' Wher received.

time of despy

913 If & fly gr 4 Spmmppication js of ingh wgency, that it
should reach the adklpasses thay _my jaelf even after o urs, a1
ul_uﬂ’tn:rhwil] yeeord, t'ﬂ'ﬂF D;’mqeﬁm ahons _tha:ﬂ:Eﬂu-t. Ir%h: "’“‘E
suph Insiyncligos . ot ANy TgEers 1o
residence anwnﬂiﬂ&r 'aiﬁt:rpt:ﬂiu"hwi-s._ o F '



-

L

L.

a mA g me = Timeo

5

622 patch of ‘Now-prierify' dak.—MNoo-priority dak will pe
dnplmhudqﬂby pﬂst:?rthniamﬁwlinnat kast thrike a day. to
cormespond-despateh il by Head Post Office. The | Ny
priority dak will be clearsd at lcast twice & day. Commueicationa
eaceived after the despatch of the hst bawch will be held over il

the next working day.

.?:'?. .. . : mmm,—

= 93.1. Rpcpipt and custody of stamps.—The Suparvisor will obigin
its rsgquiremenis of Service postage stamps from the Cashier agsinat
requisitions to be made in the form given tn Appendiz I, Part 1i." The
stxmps agtually issoed by the Cashier will be shown by him on the
pgyirsg of the farm apd mmwlmggﬂ by the Supervisor. The Sl;pcr-
wvispr will engpre that sufficient stock of Service postage stamps of re-
quirsd depominations is maintained with the Despatcher. :

' |

05.2. Stemps Accommls Register.—The Supervisor will mainiain
ah sceount! of the Service postage stamps raceived and 2x , in
the fortm given in Appendix [, Part i2. Stampg received wil) fered
in this segister as soon as ;I:jy are received, The toral wlee pg-
vice pastage stamps expen every day according to the despafth
registors and those issied to officers and Private Secretaries tp Mini-
sters will be entered in this register and the balance struck every day

. 83,3, Swrpriee checks—The Brangh Officer duripg the course of
a day, will make surprise checks of apy envelope rogdy for d%
by post and verify that the issue is prompi, that the stamps a
tafly with the entries in the Despaich Rogmter apd: that the minimum
aumber of, stampy has besp used. I _

.. 934 Aerount of e Jggwai} 40, Dilicers gid Private Secretarie
glmm LP“H 'lﬁu.s-gnr" = pasiage staq_lx.:’p-,q ane msued by the

parvicor to the Ministers or rs for use on tours.  The account
of such service postage stamp will be maintained in @ Despatch Regisler
acpording o paragraph 91 by the, officers a?;l P:%wm Sscretares
to Minfster. On return from iowr, they will Forward the register to
the Supervisor whe witl sigh it as-a token of having receivad ibe
accotnt. e il indicate the izme of the ctamps 1o officers and
Private Seopggaries ta Minister jo fhe Stampe fecount Rygister. The
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Supervisor will remind the oficers/Private Secretaries 1o Ministers if
mc account i furmished withie 15 days of the issue of e stanpe.
No forther stemps will be issusd  wonless the previows isae has been
accounted for.

84, Ondinacy posiage stamps.—Ordinary Dostage siamps (end wot
Service postage stemps) will be used for official comespondence and
articles sent by foreign post fo foreign countrizs. A separate despaich
ragigler in the same Form as in paragraph 90.1. will be maintzined
For kecoing a record of such issues. An account of the expeadicure
incurced ot them will also be mainfained by the Superviser in a sepafate
Stamps Account Regisier as mentioned in paragraph 53.2.

%, Verlication of stamops accowst-—~The Stamps Account Fegisler
wil! be ingpected opce: a month the Branch who will verify
the balaties of stamps hyﬂphysim count and fote On the rogisters the
rasult of his inspection. He will also ¢arry out s b checky to satify
hirwsell that the registcrs are properly maintamed.

9. Lists (0 b maintained by the Ivme Section.—

06.3. To facilitate quick delivery of commamications, the Super-
<isrr wil  maintain—

ia) hists of residentiz]l addresses and telerchens pumbers of all
Ministers, officers of the rank of Superintendents mnd above
and Privaie Secretaries in the Secrefarint;

(b} list of Odiices which have an assistant on duty for receipt
of call outside office hours snd on Sundays end holidays;

£y list of rasidential addreases and telephone numbers of officers
of other ¢fices designatéd to recabve immedfate paper:
and papers dealing with Assembly business outside dﬁl:t
bhouts;

{d} standing mailing lists For lsswe of circulars of general interest.

96.2. Spch lists Wit be kept 20 B prominest place in the Tsae
Samion casily accessible fo the Supervisor ar the assisiant on duory,

O T
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- GHAPTER VIII

wmmwmwﬂnﬂw COMMUNICA-

#7. Foctoa of Corvesponidence
' CHAPTER T

FORMS AND ReULZS OF COBRESPONDERCE! COMMUNICA-
TION E

9T, Fm':l_s or Corrvapondotog o .

97.1. Written communlcatlons imuing from a Department
will be fn ong or the other of the following forme -

i) Letter,
fii) Offies Memoranduamn.
(ifi} Memorandumm.
Av) Demb-officia] Lottar.
v} Unofficial Mamorandom/Note,
Tvi} Endorsement.
fvii) Notifteation.
[viii} Resohution

iix) Pross Comm undcraa/Naote.
h%} Telepram. _
Ixii) Wireless/radlogram,

972, Each one of the abova forms hae a tee and 0 zome
Instances 4 phraseology of e own.

fortrd has atuce and In some forms of comenumloations are

. @iven in Apperdix VIIN, Parts 1 to 11. The detalled Instrucilons

regarding ¢ommunicaticns to be [sered to specific aathorities are
given n Appendix VIII, Part 12

98, Letter.

98.1. Latter is the form used for sll formal  eomniandestions
to Cartral Gavernment, State Govarnmants, Subordinats Of-
ficex and other ofises such as the Public Servies Commission,
High Court, Tniversity, ote. It iz alsy used for a7 eornmunica-
tHong to members of the publls bodies or sssociation® of the public
or of Government servants, Tt Ta not used  for  correspondence
betvresn differcnt Dopartments of the sarne Covernment.

68.2, A lotter 1 composed of the Following parts i—

[a} letter head bearing the name of the Govertroent of As-
anrn ans Hhat AfF the nﬂlﬂ-ll'tl‘nﬁﬂ'f' ﬂnﬂ n'l'"n'ﬂﬂ"'l = -
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{b) number and date of communication ;

{c) nome andfor desipnation of the sender
(d) mame ahdfor designation of the addressee :
(] subject and reference ;

() aslntation ;

[g) main text of the letter | _

(h} subscription ; and

{i} slgnature and deslgnation of the sender.

963, Official letters emanating fromn a Departmegt and con-
veying the wisws or orders of the Government must specifical-
1y be expressed to have been writtenn under the dirsction of
Government. . -

98.4 Letters oddressed to offidal authoritles should bepin
with the salutation 'Sir’ and those addressed to non-offieial indi-
viduals or groups of individusls with Dear Sir/Sirs’ Thoge ad-
dressed to firms will begin with the salutlon "Daar Sirs®. Al
official letters terminate with the subseription "Yours faithbul-

Iy’ followed by the signature and dssigmation of the yerson =ign-
ingr the fatter. -

98.5. In officlal letters from Heads of Departments or officens
* or from individual ofcers who do not  write by dlrection of
Gevernment But on thelr authority the form "1 am directed to”
= replacad by “I have the honour to”,

88.6. The subject will be written in clear terms, will ¥e bziel
and will indfate generally the contents of the letter, Th case the
communication is gent In replyto a previous réference, the mym-
ber ard date of the reference will be mantloned in the beginning.
M a wumber of lettar havé stready besn exchanged the refe

j1';:":1& to the Iztest main communication on the gubiect will ba
Taat. o

tion eXcept the signature and destgnstion of the offjeer xipn-
ing it. The name of the Department to  whith cormunication s
Addressad ix shown below the signature on the cxtrerng Iaft
of the page: The nse of this formin correspondence with Heads of
Eamrhnmm"anr.] guberdinate cfices choul? be gvojded,

e -
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100, Memorandum.—~When any information of opinfon ims
i> be abtained from a subordinate offeer by an offficial referance,
& memorantum i ordinarily esged.” The memerandua form
may also be used to asknowledge the yeceipt of a commurication
ar ko convey - information mot smounting © fto on - order of
Government, Th some cases, however, a memorandum may in-
clude intermediate ordera of Government .8, when an officer
1z awthorized to proceed o leave in anticipation of formal ordats
whigh will be issued on recelpt of -the - Aseountant General's
rerarks. o - -

101, Dretni-oficial Jolter. —

101.1, This form is used in correspondence between Govern- *
ment Oficers for an interchange of communication ¢f opinion or
informetion without the formality of the prescribed procedore
and alse when it 15 dexited that & matter should recelve tha
personal attention of the Individual addressed.

101.2. Communications 1o nen-officials may be in the form
of desni-bfficial Jetters, But will not b referped to a8 such,

101.3. The name aof the officar lzsuing the D.O. letier is geng-
rally mentloned on the top left hand corner, The designation of.
the offieer s generally not mentioned below the namye at this
cornér excent where the officers batween whum this comumyunica-
tlon iz exchanged are not known to each other. . The neme of

ent, Department and Branch are given on the top right
hand side. The namy and address of the addresspe s plvan at the
left hand bottom. The words “to” and “Iromn™ should be avelded,

10l 4 A demj-officia]l communtoation js Mdragsed
th an- by neme. It is written in the frst person singutar
!.nlpet-amm] tone with the salutation "My dear......... .. "n:g

R and terminating with *V, Alncarely”, It
signed by officer without mentiohing hisu;ll;:fnhltim. :

182, Un-efficial reforences —

Iﬂﬂ.LUn—nfﬂuiaI-ret;m can be made in two it teront
ways, mmﬂ? —

(1} by sending the file itaelf to 4 Department/Ofice  with
note recorded thereon : .or = .:

{2) by sending a aclf-containad note or memotandum.
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A2 2. This method i= generally employed for obtaining the
visym, comments, ete., of other Departments/Haads of Depart-
ments on & proposal, obtaining & clarification, ete,, of the exist-
ing Instructions, or requisiticning papers or Inforroation ete, No
Palutaticom oy eomplimentary closing words are used in this form.

102.3. The correspondence between a Head of Departroent
and his Adminisivetive Department will. as far as possible be
by unofficial notes. Coples of such correspondence will not be
sent to the distriet and sub-ordinate ofcez

10%. Endorsement.—

103.1. This form {3 used when a paper is raturned in
to the sender or Iz refervad to another Department or to
of & Department or 4 subordinate offics, sither in  original or by
sending a ¢opy, for Infovmation, opinion or dispoasl, or where &
eopy of & communication Is to be forwarded to other in additlon
to the aripine] addressee,

. 10.32. While forwarding a copy of the ecommunicstion to
person or office, nstructions vegarding the action to be taken hy
the addressea wil! be incorporated in the endorserment.

4. Notiflention.—This fotm is used for notifving by piib-
lication in the Assam Gasetts the promulgation or mmendment of
rules and orders, appeintments, promotions, transfers,  eote., of
gazettad officers and other important matiers asuch as Constiution
of Committess required by rules o be notified, awerd of impor-
tant scholarahips,

105, Reaolutiom —This fortn of communication i3 veed oy
making public anncuncements of decisions of Governmert om
important reports of such bodies. appointment  of oommitises o
commnissions of enquiry and of the resulie  of the review of
important reporty of such bodies. Resolutiont sre also usually
published in the Assam Cazette.

Jp—

T
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Fress Mot B lssoed is -souglit th
deciion of Govertihiat, Hmﬂuﬁﬁnum # more forml ih char-

cter thas Preas Note and will be intact by the . Press
Not: on the uuwrhndhiuhm’dm“gsahnmmthe

106. Prom bt Press Mote~—A Pross Comm
m“ b, Fress utigoe or

press which ey may edit, cothpiess or whlargs.
187, —
107.1. Wiktn 10 B selt.—, teldrnin will be issoed ooty on  occa-

uutﬁnﬁﬂ:ﬁp&ﬂtﬁﬂﬂﬂgth& ' i Y- marking or
ar Express Meiter fan serve the porpose. An sipreny m  will
20t be gwed when an ondinaty telegram can do.

H02.2 Text—The text of & telegram will be brief bot clirity will
BOL be sacrificed for Drevity.

107.3. Kinds of whegrams; Tetsyrams are of tow kinds.—.

En Chir &z which are worded in plain benguogg
®) They are ordioarily issued thro Iszoe  Secifon, 'I'ﬂ.:;-
may sometnees be ipwed th Fhonograme.-

Cyphar Code telowrames tebde lo mitters of mecret
®) co tizl naimre And are therefore cemt in code or

and .
gﬁfml D’I‘Ig:ef;r;:mnm&teﬂﬂhvugtnmdcw by the

187.4. Priority mlications, —

107.4.1. There are five priority indications amthorised for use in
Seate telegrams, oz SV.H. (i, tolograms releting 1o the safety of
buman lile io maritime or areial navigation, mlaad and OvErscay),
“Most Immediate”, “Operation Ivmediaie”, “Fmmedate” and T
portanl-” Their ose is reguiated by rules issnsd by the Director-Gieneral,
Posts and Tselsgraphs, ohich also spheify the officers authonsed (o
m:ﬂmtgmri grading. A list of officers a3 in force on Ist Janudary
1968, nuthorised io uge the “Most Fmmediate™ “immediate* and “lm-
portat™ priotities i glven in Appendix IX, Part T.
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074.2 The powsr to use priority gradings should eot be dele-
gated to any other officer and a priority tejogram signad “By Oyder”
will, lno? be acocpted save in cuscs specified befow:—

{2} an indication avthosised for use by cticular cfficer
may be exercised by that oificer's irﬁ.;?amTh deputy {and
no one else) when the authorised officer 13 away from the
headquartsr,

{b) in_exceptional circumstances any officer may wse any degres
of pricrily be considers necessary but Bé-will repor! his

Zclon [0 his superior sl:aunﬁ the &Gicumstances end will
be Deld perso rezponzible for justifving his action,

(07.5. Post coples.—Telegrams, other Lhan ef and code tele-
grams,) should be lollowed post mpie.s,fgﬁcyph

108, Express letter-—An express letter does not mean a lefier sen:
by express delivery. [t may or not be sent by sxpeess delivery Ti
is t¢ be worded like a tﬂﬁm atd will be given the same priorigy
by the recipient. This form should, as far as possible, be used in place
of telegrams ¢xcept i cages of uwrgency.

105, Use of Police Wireless.—The procedure and the priorities laid
down in the “Police Eadio Procedore™ will be followsd in e trans-
mission of messages throvgh polics redio. The relevant extracts of
pacagtaphs 5.2.1. and 5.3.1 or the “Police Radf> Procsdore” and ather

rocedural instructions laid down by Government of India are given
m Appendin IX, Part 2 Theso messapes will b diafied with  the
saime ¢copomy of words as the telegrams.

110, ' clephomes.—

1101, & telephone 15 B very amportanl means of commuonication
far disposal of local or outside husiness It is possible to dispose of
substantfal office work by discussions either orally or or telaphone.
Therefore, Tull use of telepbones shomld be made. Regarding trunk.
calle this genecal principle is  mwdified to some extant az the trunk-
ralls ars a costly means of commuonication and they need not be made

-
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if & letter or 3 wlegram will do. On some oCcesions, however, trpmk-
calla will suffice in place of lours end therefors, the officers should
check this before arranging tours. : )

110.2. The priority indications regardin telegrams givea in
1aph 197.4 and the provedure 10 be fu]tmugbd in making use of them
also apply te telephone trank calls.

110.3. A record of wunk calls shoukt always be made in the Tele-
phone Truok cull Slip Bodk in the form piven below'— .

L Nawc and designation of officer _.. ... .. .. o
2 Date of Trunk-Call ... ... ... .. .. v, oo wr ..
3. Number of Telepbone used ... ... .., ... .. .. ..
4. Namw =od address of the person called .- .
2. Telephone nurmber cﬂlhd o T T

6. Felority of Cal .. .. ., .. .. .. ..
7. Whether official or private... |
8. Duration of the Call ... ..

9. Sigﬂm e S a4 b e e e

rrr

110.4, Otber detailed instructions rga:ding telephones are inoor-
porated in the Handbook of General Chrculars.

CHAFTER—IX
FILING SYSTEM

111. Comstitmits of 8 Gle—

111.1. Notes a0d Correspondence.—Two main parte of a film are
(2) "Notes” and (B 'Cnrrmundenmj. The farmer containe notes record-
o a “Paper Under Consideration’ or jndependently on the same
mh_ﬂtfmm!imetoﬂma.'l'h::“' dence™ contains all co-
mmunications received and office copies of out geing communications,
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1.2. The comespordence part is arranged scoonding 40 the dite
of receipt of the correspondence. the easdiest rommumication received
being at the top. For monvenience, the correspondence will be wrmed
ower 30 thet paper under consideration lies 2t the wop of the comes-

111.3. When ihe ‘notes’ or the ‘Corfespondence’ portion of a file
becomes bulky ey, exceeds abowt B pagez on Aoy sidel it will
be kept in a te cover and marked “Yolume I'. Furnther action
on the subject be continedd on 3 new volane -of 1w sarw file, the
caver of which, will be marked ‘Yolume IF' and 20 0n.

§tL4, The “notes and correspondence” of 2 file are covered

& fils cover in Assam Scheduole vV, Form 7. It coataing detaifs

file oumbter aame of Depanment and Branch and the Sobject. The
subject and the Ble number metbioned on the Kl cover most be the
same as given jn the File  Register. If any correction in the nrbject
of the file cover iz mads 2t any time, the Superintendest will socchai
a corresponding correction in the File Register i mads.

112. Puncidey of Every paper will be punched the lefl-
hand tutp ) :E-.- correct gawge {3/4 of an inch from either at

side} before it is tagged 10 the Correspondence or metes.

113, Serlal oewhirs snd pape ammhory, —

113.1. Aﬂpﬂt‘diﬂﬁ {0 the exising instructions, every communication
witther receipt or isse together with its enclosures kept in the “Co-
mespondence” should be given 2 eerfal namber which is different from
e page number. If the first commmmication which is Serial 1 conlzina

5 5, the communication at the fth page of the correspondence

d be Serial 2. Tt has, however, been cbsarved that the seriad
aurber and the page number are confused with each other and, there-
fore, the instrections regarding giving 2erial number are modified.
There will be only page numbers in the correspondence part  of the

ﬁ aisi I:Im for the notes portion. There will be o serial numbar in

113.2. Evety page in each part of the file will be conpecuti
- nombered in szparate series. Blank intervening pages, i



= " = a

Bl

any, will not boe aumbsrad. The receipls or hotes written
on boeth zides should be numbered on both the sides,
The numbering wili e done in ink at the top right hand corner

113.3. The page number once allotied (o either part of the
flle will ot ordinarily be changed, If however, it bacomes neces-
Fary to do s0o the orders of an oficer oot balow the rank of the
branch officer will be taken in the notes portion of the file.

114, Docketing.-~Docketing iz the process of antries
in the “Naobss” portion of a Rle about each receipt or i , In1m-
ber and date of the letter and from whom received or to whom
1=sued, A regeipd or istos will ba docksted Betosesn oo lines by
writing across the page.  The receipt will be entersd In red
aid 1gsug fn blue-bluck ink. Tl:_m naZe tumber of the communica-
tion will be shown just oulside the margn.

115. Opeoing wod sumberine of & new fAle.—

115.1. A new fils will be openad in & byaheh with the orders
‘! the Superintendent or highor officer. Ttx tile will be given
by the 3Superintetrdent A new file will be. given n fresh #ile
nuymber.. The e rumber conglpts of (a) Initial letters used for
identitying the Branch and the group of subjectn; (b) the serial
ntimbar of the fils in the File Register (paragraph 116); and (o)
the year in whikk the fils is opened.

THusteations i—
1) File No.GAC 25/ whl indlcate that it fathe 25tk Ale

opened In the vesr 1969 in the General Adminstration
W and pelates to the group of subjects under

{2) File No.HLA 1088 indigates that it wazx the 15th fille
opered in the year 1068 In the (A) Braneh of Heatth and
Family Wellare Depaptient.

llﬂlél“dﬁlﬂu!tgtulﬂﬁﬁtw %ﬂwhwﬂr;
Tollowwd in  allottingt infitic] lstter to Secretariat Departments
are s followrs =

Eﬂﬁ!ﬁﬂﬂllﬂhﬂlﬂmﬂlﬂllinﬂiﬂh the name of the
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() As far us posaible, ane se¢ of initial lettars will be altotped
for each branch.

fc} In branches where more than one set of initial letters 5 netes-
sry due to divarslty of functions, the fArst two indtial
letters  will remain the same. The third letter only will
be modified tor different colleciions wunder groups of
mubjeets, .
An suception to  thipgeneral principla - bas  become
wmrg- regarding TAD, PWD R&B) and PWD
& L) .

In ¢aze of T.AD., there are many groups of subjects
e the firsi theve ldters.namely, *“TAD"™ or "TAR"
have been uniformiy retainad before letters i brocket
Indicating the detalled mibfects.

In caze of PW.D. (R&B) and PW.D. (F.C.AL), bow-
ever, first tun letters have bean kept comtisn for all
thelr pespective branches The third letter only has been
varied for 8 branch. Hence the dctailed subjects under
a branch have been chown  in brockets.

In cose of Developeent and (&) branches and
: Eetablishment (A) and (B) onder PW.D.
[B.5E), however, the number ofmber of initial  letters nllotted

mmwuﬁwmumrm and the
separate isttars section e, Planning
Section under Health {B) Branch lt!:_arenrumhd [T

of maintensnice of the register and handling it, e.z., in Appoint-
ment (A} Department, the first fle opened in 193 may be
AAP.1/08, while the second file may be AAM 2/88



116.1. The subject given to a flls
b an Az poasibla byt shomld

should
to itz

1R



word :
strike anyone i needl of the papers ¢ontained in the
Ale. Where 1t iz necessaty to bave more, than one  sub-
head in a Gtle, the wider apd more abstract shouid geoe-
rally eoma bafora the narrow and more conrete.

the

i} Content.—After the 'head' and 'sub-hesd' will come

eontent’. This must be hrief and  compatible with

clearly the sxaet subjeet of the file H
a content shows st & glance, ke 3 newwspaper head-line.
the exact subjeci of the paper, itisa good content A
content worded in general terms iz of little practical use,
for it it does hot dstinguish o fils frors others relating
to closely - similar but not idamtical subjects, time may
he . wasted in taking and examining several files.

116.2. If more than ope aspect of a question are dealt with
i the zame file and they are Inter-connected, $wo of DoOTe CON-
plete titlex may be applicabte. The eriterion for selection of the
title it its appropriateness and faeility of logation. A title which
Is less pengral should, therafore be selectad.

_.. r b .
Hiwstration :(—Whether it i necessacy to consult the Assain
Public Bervite Commizsion ih a proposal regar-
ding extension of service of  officers  holding
tanure posts. Title [, a2z follows, is predered
ap it ia more speciflc,

Title 1 ' Titla 2

- Tonwre Posts—Estension of A Poblic Sarvice Com-
atrvice—~Whether consultation mission Comsulistion—Tawase
with Assem Public Sarvice Posts— Extenzion of serviee—
Commisslon neceasary. Whether famseaary.

117, Separwie Bln fox each Airtinet swhjuet. —Thera should
ba a separate fle for each distingt subdect. 11 the mublect of
s Ale {8 top geweral. there will be a  tendeney to
place in 1t recsipta dealing with different as of " the mat-
tor which spart fram meking the file will irmmpede

the issues ralsed in a receipt or in notex or in
tne orders are beyond the original subject, relevant extracia
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will betaken aond deaht with ceparately in oew files. Tn some Cases,
however, it may become necemiry to open a miscellaneous file to con-
tain tniscellancous uvoimportani papers, on which further correspon-
dence iz not likely to arise.

118. Standard “heads™ and “sb-heads”.—

118.1. Coasistsncy it ¢3sontin) ip the selection of both heads and
sub-heads. For sxample, Alos dealing with guestions of pay should ba
indexed always mmder the head “Pay” and not sometimeas onder ‘Pay’
and sometime under ‘Salary’” of ‘Emoluments’. Thiz can be secured by
meintaining a tist of sran heads and sob-heads for reeprring sub-
jgects and adhering to  them.

118.2. The Organisation and Mathods Division will para
heads and sub-heads for = few d.e]::;hnents and circolate as
the bagit for preparation of such de and sub-heasde i othes

departmenis,

[19. Wording and Articulation.—The whole title—*Head', sub-head'
atd ‘content” will consist. riainly of subastantives, adj {where
necesgary) and iciples. Minor tl)::ts of spesch will be excludad
as fzr as poszible 10 make alphabetical arvangement practicable. The
utle should be erticulated, or broken ug into members cach consistiog
of ar few words as pamlbh. and e¢ach exprestiog an clement in the
sgbject matter. Each will’ begin with a capital letter and separated
from the precoding one by 2 bold dash.

120. Examples of fitles,—
1201, A few cxamplefypf titles are given bolow:—
Sublect AeaM with Title prepared

1. ion wheiber it is neces- TENURE POSTS—Eatensian of
Qoon sy o o, JEAE L0000t
Servico Commission in  Bervice Comminicn conmMtation

R etk of ofh 4

E’wn puﬂ.f ﬂﬁwnw
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2, Question whether merit sho- SELECTION POSTS—Promo-
uld be regarded a¢ the sole  fions and Corfirmations—Whether
Criferion Ln making promo- Merit sole critecion. '
lienand confirmations (o ge-
lection posts,

3. Enquiry whether it is neces-  CONFIDENTIAL REPORTS .
sary o communicate adverse  Adverse Remerks—Circumstancss
temarks in the confidetiall  jn which communication gece.
reporis to persoir concermed SLE1Y.
1A Ccertasm clrcumstances.

1201 In the above ‘titles’ the words in block letiers are “hends'
those it italics are ‘sob-beads” and che rest of tne ‘rifje ic "sontent

l:’ll Pﬂt l"ﬂh——

121.1. A part file may be opened orly when the maim filke is oot
likely 1o Do available for some time or when it s desived 1o consult
simuftaneously other branchas or officers and it is necessary for thom
ter 5e3 the ‘Paper Under Comsid=ration™ and other connected papers.

1212, A part file will oormally consist of —

{a) the orignal “Paper Under Consideration™ or s and
other essential papers on the "Correspondence™ ?ﬂ; and

" {b) .tlm Motes n “Paper Under Conpderation™ or their
on the M sk on'™ or thelr copy

121.3, The meference uﬂlfng numbers in & Part File will be given
i pencil. The part Ble wi _ anm‘llﬁmntﬂl with the main a6
5008 a5 the latter becomes available. amalgamation, the references
will be revised and -the page Dumbers will be Fiven in ink.

1214, When more than one part Bic [ opened, each one of the
shauld be given 2 distinct humber. thug m-fls;ﬁ&m.n, HI;'JL.ISJE‘E:

%
=
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122.1. A record of files opened during the caitsdar aind their
movement will be recordad in the File Register mainmin:ﬁ the form
at Appendix I, Patt i3

122.2. Each page of the File Register will be consecutively num-
bered and this number will b= the m:;]g]: a;q thhﬁafﬁwhtﬁ ug"ﬁ fife
sntered om riicular page ». ile No. . Wi al
page 16 uftgt Ela Register M-I%EB. '

122.3. The first few pages will contain the index to the Register.
They will be thomb-indexed down the side with the letter of ke alpha-
?ﬂ. Ii will be maintained alphabetically subject-wise in the following
om ;-

Subject of file File Mo, Fa!i: No. inthe Date of re-
File Register. condipg.
1) 2 ) ()

1224, The calchwords in the index will be car:hl]? selectad.  Su-
ﬂin‘entofpgﬁ in this Form for entering the main and supplemeniary
1i1:I=s_':h.:I ; likeks to be opened in courie of the year will be
provi or, _

I3, Mavemest of Fie.—

123.1. All moverpents of & file will be entered in the File Register,
Enbjnﬁtnthnﬁg;:;ﬂumnfmphﬂ.ﬂlﬂhﬁn ba ronted

123.2. On rectipt of a e, the assistant of offcer receiving it will
note the dafe sod If . 1he time of receipt also, in the margin
of the note-ahost, ugclnunntn Similarly, a Superinisndert
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125, ~Register of Flles Issued Un-oficlally.—

1241, File issusd ue-officially to other ménts or offices will
be enimped in tie Reguater of Files jesued Un.officially which will be
in th: Form ﬂ]%lwn in Appredin I, Part 3B. The Diarist will, bafors
issuing the fle, make entriex i the ster anad also Aote the move-
ment of the file in the File Register. It will be the responsibility of
the Assistants to checle this Register and isspe timely reminders
for retuer of file which iz out for over 14 days. The Superintendent
will e. mime this Register at regular jntervals to sotishy himeelf dhat
reyarn of files is not delayed o spite of remicders.

125.2. A reminder for return of U0 files will be issmed by the
Saperintsndent under Aszzam Scheduls 11, Term No. 47 in the frm
given in Appendix I, Puari i4.

126, Rewtine notes of papers.—MNotes of casual discugtion on points
of secondary inporfncs, rowline correspondepte like remindens,
acknowlsdgements, and notes intended to elycidate minor peinis of
detail which are of an ephemeral nature should not clutter up the main
file. They should be treated as “rontine payers™ and placed befow
the file but on the zame filc board a a serapate cover and destroyed
when the file i3 closed.

1ﬂ.ﬂﬂugnfuﬂicial,demhﬂidﬂnﬂnn-ofhiglmmmf—

. 1271 Oficial and demi-official communications will be incoded
w the “correspondence™ portion of s file.

127.2. Unwolicial comymumicstion g=5zf-containad un-official refere-

nzes end replies 1o them will be incleded In the comespotience por-
ticn of the file, Un-olﬁi.:hlrtfﬁcmwhichmmhmumﬁl:

original will oot be on v & fle. A copy ot a of
the un-official ﬁmm with a copy of the note on
h&dhnﬁﬁmﬁm%ﬂmh%ﬁﬂhuﬁnﬂ,m
mocessary, atd placed in the “Notes* part of the file. - _

'lnlttunch: andl o of aslfpe—
124, is the of putting up-lrd. ar o 0 COn-
ncted Ncords, precebents, Taies, eptlabors, Yooks of Aby o pAper
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kaving & bearing on a case. Such rs will be fa with alpha-
beticzl slips to facilitate their. iimmtiun. sged i

128.2. The slip will be pinned neatly on the inside of 1he page.
When a nomber of files or pu(ﬁ:rﬂ on the same pase are 0 be fAagped
the slips will be spread over whole width of the file 20 that #very
dip iz eanly visible.

128.3. The slip “P. U .C." will be atteched to the paper which is
under consideratron. .

1284, Ma. slip other than “PU.C." will be altached to any paper

+ ot a currcat file.” Reference o such a paper will be made by guoting

the number of the page in the margin in pencit {o.5.P6jn, pic.)

1238.5. Mot more than ¢oc alplabatical slip will be atzched 50 a
recorded e or paper put up for reference.

128.6. The slips are merely & temporary convenicace for the guick
identification of palg:: and should, therefore, b= removed as soon as
they heve served their purposc.

128.7. To facilitaee the identification of references after the re-
moval of slips, the nupber of (he flle and iuﬁggc referred to will be
guoted in the body of the note and the number of the letter of the
attached slip indicated m the mergin, thus:— '

In U of notes In the margln of noles:
{p3'n of File No. ABP.|2/64} Flag G.

128 5. Simlkarly a dascription of the Rules, Repulations, Agk  #ic.
aml (bt aumber of the refeﬂ-nt pPa ph or clause referred to will
be quoted m the body of the note while the alphabetical ktiers of
ihe slip and the page number will be indicatsd in the mergsn.

289.1. Booka of Rules eic. referred o nted not be put vp on B
file if jes ore avalable with the oifiker o whom & case is sub-
mithed. :ﬁin should, however, be indicated in the margia of thenotes

in pencil,
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128.9.2 When n baok oraz copy of rule efc,. referred to 8 required
to be put up ona fite, it will aot be kept inzide the file cover but will
be placed on of the flap of the Ale boavd pust below the string. The
reference 1o the k is made by referring to ile page nomber but no

dip is pinned on the book. For facility of refevence, however, o dip
may be placed hetween the pages referesd to. -

119-—[irlltlng of fles.—

129.1. Linking of files on which action is in progress will, as far
a5 possible, be avoided. As. a gemeral tule this will be dore oniy
when the Elea arc imter-conmected and orders have to be passed on
them simultenecusly. [n such a case, it will be imlicaied on a slip
pinned on the t1op filc as o which of 1he linked files are for orders,

129.2. If any paper on a curremt fide is required for reference only
in coanection with the disposal of another relevank exiracts wiil
be vaken from the lormes and placed on the later,

[39.3, When Rls are lLioked, siriogs of the file-board of the lower-
file but mot itz flaps will be tied round the upper file. The stnogs of
the fle board or Aap of the upper file will be tled vrderncath it in
g bow out of the way. Each file will thus be imact with ali jts paper
properly arranged on its Flesboard.

130, Arrangemest of DPRpETs v 3 A% —A case consisls of 2 current
file, any other fikes, papery and books ¢, put vp for reference. The
Fapers on a current cass witl be placed in the ollowing onder From

wp dowmwards —

{a) Motes ending with 1he note Tor consideration,

i) Draft or drafis for approval.

¢y Other paper referred 1o (e.5., exiracis from noles or cof-
respcondence of otber files, msolutons, gazortas, etc.) ar-
ranged in cheonological order, the Jatest being pleced on
the top. :

(d) Corréspondence conitaining the “P.U.C.".

(e} lﬁn}:ﬁu notes of papers In & cover agmeniioned jin paragraph
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(f} Recorded fiks arranged in chronological order. the latest
being jlaced oo the top. i

CHAPTER—X
INDEXING AND EECORDING

131. Endex-its ~—Anh index of the records of a2 Department
provides a means of tracing peevious papers on a particular subject.
This is compiled from index slips,

32 Comttlitewts of am index illp

132.1. An index stip prepared in the Form Assam Schedule V,
Form No. 26 as slightly modified in Appendix |, Part 15, is composed
of two parts, namely, {a) Tillz and (b) File Number.

132.2. The title of the index slip is prepared in accordance with the -
instrections given regarding the selection of the title of the file in
paragraphs, IL6 10 120. title of the Index Slip may not be the -
same as the title of che file. The head ar sy o1 Fisd head
or even the complete tithke for the Index Slip may ba modified as ne-

.

¢eseary with the approval of Keeper of Record

132.3. File mumber in the index slip is the file number allotted to
a file according to the Filz Repister.

133. Preparation and cewiody of mdex slips —

133.1. The Recording Section of the Secretarint, which iz pe SO
sible for recording all closed cases under class A ané ¢less B (Pars

ph 14229 will mﬂﬁﬂ the index slips at the time of recording of
e Tndax slips will prepared only in  respect of thoss capes
whirh are recorded as Claze A or Class B.

1332, As many index slips a5 thert are heads and sub-hieads wiil
be preparsd after the title and the catch words have heon approved
by the Aseistant Incharge of the Recording Section. Cm the top of
the chips the thead® and ‘sub-heads™ will be typed, one below the other,
Followad by the complete tide and oumber of the file, A slip i each
*bead” and ‘wih-head’ (by scoring out entrles relating o the other) 1s
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then alloued and a set of slips in alphabetical order is anvanged by the
Revording Assistant 6ad forwarded 1a the Recordes Room which pre-
ares the anoual amatgamated andex (paragraph 136). The Record-
ing Assistant wikl also write the “ingexed"™ an the fil= cover
and imitial W

13k Twe or more title whotn Deckssary.—If two aspects of a ques-
ton ar: inter-connceted and are dealt with in the same file. owo or
more complele titles may be necessary e, the ersation of a post and
the appointment of a perticular officer, 10 it. Such cases would re-
guire (wo independent index slips:

Dlwstraikon :

{1y HEALTH SERVICES—D:puty Director--Additional Post—
Sanction for (wo yoars.

() SARMA, SHRI P. &:Daputr Director—Health Services—

Appoictinent.
lﬁlniqﬂnlnl‘rmﬂiﬂm,hms,m..htk —In indexing
questions, bills, resolutions, clc., in the Asssubly, the following Forim

of titkes will bo adopied to facilitate vonsolidation for porposes of
prinmg . — '

“Agsemhly™ Questions/Resohation.

—_—

When a case relating 10s question, sesolution, eic., in the Asscors
bly results in the issue of a general order, two independent index slips
wil be p“ﬂm’ in the manner indicated in paragraph 13, le.,
qﬂmumn&:mj ‘Head' Assembly and the other under 1he sbbject mater

the order.

(36. Pristing of snmal smalgamated index.—

136.1. An annuval amalgamated lndex will be compiled for the
Cectatarial a5 a whole and printed as early as possible aifter the ‘close
of the calendnr year. The compiler of the annoal mdex will arrange
the index slips of all the Departments 'n . -
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for aation, the tui Gy will appver-oely en the Ingex s

ariniing, ihe fpll ‘Gitde' AL : ch . ips
_ﬁrﬂ-ﬂ.l‘lﬂ the "Head'. It will oot benecessary to repest the whole
tltle on the subsidiary index slipsbeazipg the ‘subsheads’. Insiead,
only a eruss reference wilf bBe made eg—

Mais slip Subsidiary slips
TENURE POSTS— Extension {1] Assam Public Service Corn-
of pervice in Assam Puble Ser- .pigsicn  Consultsilon  see
yice Commission consulation “TENURE POSTS" AAP.10/86
receasary AAPSIGE1S {15,

{2) Extensicn of service see
“TEMNUERE POSTE" AAP
10/88118.

1368.2, Annual amalgamated index for a particular wvear will
normally contain index alips of Ales opened during that vear.
Files which remain current for more than 2 yeaps, however, will
be included not only in the annual index for the year in which
they are opened. but ales in  the index of aach of the gubsequent
years during which they were cunzent snding with ths yesy in
which they ara recorded.

136.3. A supplementary annual amalgamgted jitwdex may be
prepared for the files which are teporded latg and were ant
mecluded in the main annuel amalgamaled jndex.

135.4. Index elip for recorded confidentinl Ales will b incor-
porated in the general indey.

137. Roparding—kty saoamjng —Reeording is  the process of
eloging a file after action on all the ismes under consideration
has been completed,

138, Recording — procadupe of—

138.1. When no furthet action is required to be taken on a
file, with the approval of the Superintendent, it will be recorded
under one of the following classes:—

(a) Class ‘A’ = To be printed and presevved indeflnitely. No
file will be includad In this class without the approval
of the Branch Officer. This category will be allotted to a
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itle n which lmportant questions have been discussed
or which contans ordasrs establishing important
precedents or general instructions or rolings of & per-
manent Importance and  which are Hkely to be reguired
for reference In fwdure T the Deperitmeant concarned or
in other Departments, The priginals of al! filas of this cote-
¢ory will be preserved

{b) Class ‘B .=—To be preserved for 12 vears. This ¢lagss w]l
vover flles which contain oarders and instructions, ete., not
cf permanent importance and which are nat likely to  be
required for reference afier 10 ¢to 12 vears.

ict Claas 'C'.—To be preserved for 5 vears. Thiz clew  will
consist of Bles of secondary  importance which it g
desired tn preserve for a very limited period.

138.2, The Superintendent will ensure that if any decision
laken ov order ismsued on  the fille bas a begring on the Standing
(raurd File on the subjest (parageph 61), the amendments Lo its
relevant pacte have already been made, He will check whelher
eny mportant deecision in the fle have to be incorporated in
the Procedont Register,

138.2. A note to  the effect that the Ale has been recorded
will alsc be made in the File Register aa the last entry. This
will be done by writing in  red Ink the lettwrs “Recorded A",
“Recorded B" or “Recorded €" and the date of elosing the file
#Rainst main and supplementary Ble titfes in the Index to the
File Register and in the File Rerixisp

133, Destruction of sphemeral Mea—Files whith are of &
purely ephemeral nature will not be  recorded but  will be
destroyed o5 soon  as they are one year old.

140 Freservation of records of firtorical valve— Care  should
be taken to seen that files contatning papers which are impor-
tant or are likely to become Impotant In Future, however Indirec-
tly, a5 sources of Infermatlon on any espect of histary whether
polltical. military. soclal, =conomic, ete. or which are, or may
in furture prove to be, of bicgranhical or antiouarian interest
are not destroved. However, files rontalhing namers af the fal-
lnwing tvype. which have a dsfinite  Mstarical value, should
Invarlably be preserved = -
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fs) Original papers -containing discossions of important prin-
eiples and ruestions of policy.
{B} Original papers relating to legizlation.

141. Preparing » Ale for record.—

141.1. After a £ has bBeen marked for record, it will be
arcanged properly for vcecording, This would involve the follow-
ing action in the Pepartment :+

fo} amendment or revision of the title of the Al where
necessary, 2o that ji Jdescribes adequat-ty its vontents:

{b) completing references, that is, removing alplabetical
stips and giving permanent identiftcation marks to the
referances quoted In notes apw! correspondence ;

{c) preparing a fresh cover [or the file with the revised title ;

{d) marking numbers of previous or later files on the sybject
on the cover of the fle !

f#} Temoving from ihe file routine notes and popers, such
ag those deseribed in parsfTaph 126 which may not have
been wesded out alraady In terme of that paragraph ;

(f) mm-kitﬂ the approved clessdflcation on the ocover of the
e

{# noting in the File Reglater the date of recording, eluess-
fication and in case of 'C' files the vear of destraction-

1412, After action ax nhowe is compleled, 1the filsx clnczaified
az A and B will he enterad in the Remietey of Files for Beacard
in the form given in Appendix I Part 16 and will be gent to the
Recording Ssetiom along  with the register,

141.3. Files classifled =¢ 'C' will be entered in the Regloter of
Files for Record in the form pisen in the previows parageaph
and will be sent tc the Becords Room slone with ke
Register, The form for the Pegister of Cloced Filex dor A, B
and C rcaseg is the sama but dwe to the short presecvation
period of 'C’ cases. two registers will be manintained one for A
and B cases and the other far O caces.
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142. Hecording of files.—

1421, On recelnt of filez clapslfied as “A' and "B' i, the Re-
cording Section they will be erered in the Heceitt Register of
tha Faction and distributed amanget the Agsistants for recording.

142.2, Byfors proceeding to repord a file, the Recording As-
gistang will see that the fle has been arranged for record as
descrited in paragraph 141.

147 1,1, Recording of an A’ caze will inwvelve the follawing
action . —-

fa) preparation of index slips;
(b} prepsratdoen of 3 table f convents: and
e} editing of the notes

142.3.2. Index slins will be prepared at the dHrme of records
ing of files under the main and swoplementary thles as ex-
wlained sarlisr.

142.32. A "Table ol Contens" with veference to former and

talty cased will be prepared inthe Ariam Schedule ¥V, Form
N, 34 st Appendix I, Part 1T

F42.3.4. When adlting the mites. all discussions on side kssues
ari routine notes will be omitte]l and evervihing that is not im-
poriad amd bas no direct berrng on the case wrill be exelded.
All impertant paper: will be sidered in the “"Table of Con-
fentz”. The [ull narse and desifg:atlon of the officer below thedr
twotes must appear. .

142.3.5. Alter an A" case Yo trepared for record. it will he
returned to the Branch Office: concerned for his approval to
tha printing of the case Afte~ asfisfrine himself that the case has
been correctly prepared for recard, he will return the case to
the Recording Section within 13 davs. The BRecording Section
will forward the case to the Reords Room for printlng am well
as custody. The Keaper of iecowis will Al in & Hequisition
Yorm [paragraph 181.1) and send the recarded cass dirset to the
Government Press for printing,
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142.4. For recording ‘B' cases, the index slins will be pre-
pared as for 'A' cases, The "B’ ¢dass recorded files will be sent by
the Recording Sectivn to the Record Room for eustady. For 'C
caxts. no index slips will be prepared and they  will be ssnt to
1he Records Room Qirect

143, Custody of Records,— .

143.1. The recorded fllas wi| be Sent direet to  the Records
Branch by the Recording Seetin through = Reglster maintaine
€l in the yame form 2z the Feon Book (paragraph £5.25

1432 1. Immediataly oh receut n the Records Hoom, (i
fites will be arranged according to Departments aptt  Branches
and the veer of copening of 1he files. irrespective of their elassi-
lications, and slacked on the rayxs of the Becord Room. Slips
on the racks wil! show the Bran‘h and the vear of sach bundls
of reconded fles,

143.3, The Records Room will ziso malntain & simple regis-
ter in the form of reminder diacy in which & few pages wil] be
allotted to eath fiture yvesr, Fie2 which wlll  become due for
destiuction in a particular yvear will be entered in the portion of
the refister earmaarked for that vear and will be talten out fop
revfew In that wear. '

1434, Confidential cases fowwarded to the Record Room will
he kevt separats from the non<confidential cases. They wlil not
be izmed to other debartments uniess the avproval hazs becn
takenn of the BEranch Officer of the Administrative Departrmant
to which the caze bhelong, Cases of Political Departmant will nat

_be setit to Record.

144, DMaining recordad files {rom Recnrd Room —

144.1. To get a recordsd fle from the Record, Boomn, a requi-
sition alip in  the form given in Appendix I, part 12 will be zant
¥nd sioned by hte Superintendent or higher officer. This will be
entered in the Record Room Iseue Register in the form given in
Aoveritix I, Part 19 and the Sarjal No. of the Tzsue Rerister will
ba enteved in the recuisition sllp- When the required file |s taken
out, the slip will be kent in ita place. Betore sending the file to
th¢ Branch requlsitioning it, the Records Room  will erser the
date of complience it the [ssue Register and the serad number in
the Issue Raglster will slso be noted in pencll on  the bnr."_
fovar OF the file requisiffoned. »
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1442 In cese a requisition #lip 18 not furnished by & Branch
ne i cagse the Recorde Roomn tseli takes out any paper, the
Fecords Room  will prepare a requlsition slip.

144.9, Change Slip—If & reconded file initially obtained for
g case i3 subgequently put ap with  ancther caze, a Tev
requisition skip superscribed with the words “change Slip” and
showing the number of the new file will b+ made aver to the
Tecord Room for replacing theéorigingl slip.

145, Beview and weediag of records—

145.1. Wo Rle, other than ephemeral Alea mentionad in
paragraph 136 will be weeded out without first, reviewing it
chatents,

145.2.1. Flles will be reviewed at the end of their prescribed
reriod of Fite,

14522 A’ celegory flles may also be reviewed every 2%
yeerz. The =additiongl number of printed copies of "A' caterury
files retmined in the Branch will also be reviewed at the time of
review of original records  so that only the minimum number
rf pritted popies of flez 1y maint ained,

145 3. The fAles will be reviewed by the Keeper of Records
in Janurey each vear. He will send io the branches concerped
a list of the filex which accardin® 10 him should  be destroved In
that veae. The Uizt will be forwarded in the Eorm  given in Ap-
pendix I Part 20.

145.4. Omn receipt of the intimation, az mentioned above, from
the Kaeper of Records, the Branch Officer will arrange to eXa-
mina the files in the Recnrds Room Or send for any of the files
from the Recoords Roorn, Fileawhich, on revlew,  are found still

to be of uzs, will be returned tathe Records RHoom for retention
until a period to be specified bythe Depariment. Files, which can
be destroved, will be sentteparately to the Records Room
for destruction. - :

145,85, Before destroving such files, the Asgistamt in-charge
of the Records Room will make an entry in the Register of Re-
colpts for Becorded Files. - -
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145.6. Records not falling in the category of ‘Files' wi!l also

be reviewed vperlodically and those no longer needed will be
warirdid out, '

148.7. The period preseribed for review or retention of a file
or record will count from  the #irst Januvary following vear of ita
Closlng. All fillas and regiaters clesed during @ year will be axa-
mined in the manth of JTanuary of the followine yeer and setion
for their repording ete, will be taken.

146, Propervation of records and yogisters majotaived in &
Brovuch -

148.1. The destructlon of records (including  eorrespondence)
connected with accounts |9 governed by the rules cantalned In
Appandiz 3 of the Assam Flnanciel Rules. :

1402, The list specifying the pericds for which the registers
and records prescribed in  this Manual should be presarved, is
contaived in Appendix XT.

148.4. Bvery Depariment will 1ssus departmantal office ordars
prescribing pericds  in consultation  with  Organisation and
Methods Divislon for which files or tegisters on  specitied sub-
jecta showld be pressrved. The reteition schedules should show
the apecific cutegories of recordswhich ¢an be examinsd by tlap-
Beg to avold review of the filez (ndividually.

146.4. The registers required required to be preserved accore
ding to the instruetions contalned in this Manusl will be retgined
in the Departmenta, They will be destroved aftar the period
of preservation is over uonless #ny departmental enquiry or
sction (& pending with regard to them,

1465, The Departments witl forward copies of the Assam
Gazette to the Pacnrds Room after they are no lenpger required
by them. The Keeper of Recard® will maintaln two bound sondas
of Axearn Gazetts for vermantwtrecord. They are for reference
purposes and are not Tent  to the Devartments. Ha will rnaintals
six other loose coplas of the A=sam Lavette which can  be bot-
woowrad by the Depavements. The Keeper of Records will arcangw
;;'“ Aizpomal of the sxtra copies 0f the  Garette theough the

Aziv.
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147. Disiraction of spare The bundles of sparc copicy men-
tioned in paragraph will exanained cvery ysar by the Supetin-
iendent of the Branch. All spare copies whick are not likely 1o be
required any longer will be desiroyed by him. Any paper which is
still of use will be marked foc retention tiﬁ the next annual cxamination.

CHAPTER—XI
INTER-DEFARTMENTAL REFERENCES

148, Provislons of Awam Rukes of Execstive Basivess.—The provi-
sions of the Assam Rules of Executive Business regurding inter-Jepart-
mental refetences will be followed.

149, Written reference.~When it is 1o consalt anothar Departoeit
before issue of orders on & case, @ reforcnce may be made cither by
sending the file un-officially or by & self-contained wn-ofiicial pote.
When the file is sent, the point or points on which opirion of ihe other
Departraent is sought or which it i5 desired to be brought o its notice,
will be clearly stated in a smple note. Where necessury, the draft
of the orders proposed to be isiued may also hegivm. All routine
notes and other papers, except those which should be retained on 1he
file, will B& removed before the file is sent.

150 Simwlaneons conmltation.—When il js necessery to consull more
tham ¢ae Depariinent on & case, such consubation will ordinan take
place simultaneonsiy by self-contained wn-offici2l notes. Thia will not,
howewer, be done 10 cascs imvelving a karge number of documents 1o
be sént or where the ooeasion for conmuling the second Deparbment
will not arise until the views of the first Depariment are koown. Aiso
sometimes, the file may be sent 1o one Dapartment while other De-
mmnts are vonsulted simultancously by a self-contained un-official

i51. Oral consilation.

151.1. Consultativn shouwld take place otally:—

{a) When it is Decessary that a preliminary apresment showld
be reached before proceeding Further in the matter;

I

o
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(b) when a difference of opitdon has bean disclosed batween
tha concerned Departrnants ; and .

(e} when [t is proposed to ssek intormation or  advie: of the
Departrrant which can more convenlently be done by
oral conmultation.

1512, Such meetings will ba sanvenad md attended by
officers of the appropriste level who can take devisions on Lehsll
of their Departments.

131.%. An  agenda setting out cleasly the puints for dis-
cussion will normally be prepared and gant  with the proposal
for holding the mesting. allowing resscniably sufficient time for
the partlclpatiz to  prepere themselves for the meetlng, '

1514, A record of the discussiong in bris§ will be prepared
tveoediately after the mesting and circulated to the partidpants
detting out the decisions and the Department or officer respon-
sible for taking action on  eachdecision.

152, OMfficers awthoriced te refer flles to other Depariments —
A file will bn refeered by one Departmant to  angther by the
direction of an officer not below the rank of Branch Officer exoent
in cases where a Superintandent is competent to dispose of under
paragraph 54, The higher officers may specity by office ordsss
cageq or classes of cases on which their orders shauld or should
1ot ke obtalned before they are referred to another Department,

153. Noting on inter-deparimental rofersnesy.—

163.1. Inter~deparimenial references broadly Fall wsder twn
talegories, namely.—

(a) Cases whare reference ir mersly for ascertaining factual.
Information ; and

{b) ¢ases in which the rejerance seels concurrence, opinlon or
a ruling from the Department referred to.

1532 A casy should aot ordinarily be semt for perusal 1o
another Department whose conneet wn with the question ac 1sxue
i vemote and  Interast likelv to be amall.
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. 153.3. In casex Ealling under (o), the receiving Department
may pote the required information on  the file itxelf In enges fal-
ling vmdee (b}, the gareral ruté {0 be followed It that any exa-

‘mination and noting  will take plase off the flle and only the
final result wili be recorded on the Ale. ALl notes off the Ale
will bé recorded ¢n the 'routine note-sheets’ or ‘buff-sheets',

1534. The practice ok maitaining too many buff-sheeks or
routine-sheets on which the propoasis of other depariments are
noted shonld be discouraged. On subjects onn which frequent
refapences are racsived from other Departmants, files should be
opened instead of buff-sheets or routine note-shests, .

153.%. While welting s nota in a buff-sheet or reutine notes
sheet, the reference to'the main file showld be made ag 6/n main
file and to the buff-theet may be made az 6/n B.5. The refe-
renee 1o the eorrespondencs pages will be made in a sirmdlar man-
ner.

1538, Upg-cfficial references in all Departments will ordi-
narily be merked direct to the Brunch Hficer In the Depart-
ment to be consulted The name of the branch to Be congulted
will be speclfind.

1537, The Branch Officer or higher officer will see thet, as
far as pozaible, all such references are disposed of by him direct
and that only those which canmot be disposed of by him without
reflerence to material avallable in tha Brahch ara s¢ht 1 the
Branch. Sven in such cases, he wil) discuss with the subordinate
stafl, g0 that time reqwired for recording the deckrion iz reduced,

153.8. Where an offticer denls with sneh a case himsel? he
:ﬂldm it to the Branch for taking note of the proposal and

1538 While retuming a U.O. reference i orizinal Depart-
mre-rrt.i it will b+ marked direet to the ofcer who made ihwe
reference,

15210, Whera 5 note on w fle disagreeing to & proposal or
opiniop 4 relorned by an officer sfter obtaining the orderz of a
higher officer the fact that the views have the approval of such
sfficer will be  apecifically mentfoned. If a proposal or opiafon Tn
the cripinating Department has the approval of the Minister
the Department whick is conmuTied should alac get the approval
of ita Minister 1f it divagreen or differs '

FO— )
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10311, When sn unofficlal reference is rvecsived n cons
tintation of the previous refererwe, the diecussion will be taken
up from the point reached Lo the previous refersnce. Further,
notes will be confined to the frash points if any raised by the
originating Department.

153.12. When in a case diffarence of opinion  betwean  tha
Dapartments iz diselosed, further noting shenld as far an possible
be substituted by personal discussion. The aim should be to sviced
more than two notes by the ortginating Department on the same
issue. unless the circumgtanses have changed since the e vras
referred to or new facts or aeguments have come o light,

153.13. If & second refercnec to a Department becomss neceg-
sary, the case will normally be marked to the Secretary of  the
department concerned so that further noting by the office on  the
mair; ffle may be avolded.

153.14. The Depariment consulied may refer the papers un-
officially to another Department or 1o -the Accountant Goeneral
before returning them to the griginating Department. In that
case, a Detenslon Memoranchum (Appendix I, Part 21) will be
issued to the originating Department, simultaneously with a
reference to the other Depariment.

133.14.1 If a fll2 is marked for more than one Department
by the originating Department, the fle will be ciyeulztad among
the Departments marked for congulta tlon in the order prescribed
by the criginating Departmtnt,

Example ;:—If Farest Departivent want? to consult Home,
- Finance and Revenu Departments in the respective
oider, the Ale will he marked as fo)lows -—

Hotnve Praparttient
Finanes Department

Revenue Dapartment

152142 The Department which is consulted will ratuyn the
file to the criginating Department. In vaze of any difference of
apinion between the eriginating Department and the Department
consulted, the fle will be put up to the offcer under whose
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orders 1t was circulated. In case st no ditterence of opinion bet-
ween the originating Departmeni and the Departrent which was
eonsulted, the fOle will he marked by the Syperintendent to the
pext Department In the order indicated by the afficer.

194, Relurm of _lﬂt‘lr-lll'lﬂl'thﬂtnl refereneas.—

154 1. When an lll'lﬂfﬁ'_ﬂﬂl reference is disposed of, the offiee
iz responsible tor separsting it papers and retwrning the papers
of the originating Department.

1542 The Department whith is consnltad will, while retura-
ing the £ase to  the. originating Cepartment, indicate the names
gf, itz branches which were consulted befors arriving at  the

RSN i

1843, The copies of paperz referred (0 in a nete of lhe
Department which iz consulted will be enclosed with the dis-
poged of nnelfipinl roference and a list of them will be indicated.

1544 The name and designation of the ofMficer signing a note

will be lepibly written or typed or stemped with a rubber
stamp below hiz dated signature.

155, Dxrders on inter-departmental references—

. 155.1. Exeept in cases covered by special .orders, when a
wuestion has been referred to two or more departmeats the
final orders of Government will be issued from the originating
Department. If it s decided, howevar, in the course of discussion
that orders should izssue trom & Department other than that of
origin, the case will be sent back moficlally  with, relevant

papers, 0 the origlnating Departmint for trensfer offteially %o
the other Department.

133.2. When to dispoee of 8 case, cpders from more  than
one Depariment are necessary, it will be stated in sueh an order
that orders in regard to the point not dealt with will be Esgued
separately by the ofther Depariment concerned. The Ilatter
Department will be consulted before lssue of such ay grder.

108 Orders whers Finam.ﬂnnrmt cotimgited —An urder
or thstryction issued whh pricr eoncurrerwe of Finaocee Departs
ment should inelude a paragraph as helow - —

- =t =g
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“This  Resolution/Circalar/Mesmorandum issues with the
coneurrance of the Pinance Department vide their unoMicial refe-

rence o ——e : —, datad .

157, Cabinet Mewsrandum.—The provisions of the Assam
Rulee of Exscutive Business should be studied catefully. The
datajled inmtvuctions regarding Cabinet Memorandum are Rlven
[n Appendix XTI,

158. Roferences to Advocate Gonersl—4 reference t0 1he
Advocate General for vpinior will, normally, be made by the
Law Departroant on its own oron the request of the Adminiztrs-
tive Depertment, In cose of difference of opinton between the
Administrative Department snd the Law Department, the Advg-
cate General’s opidon may be sought by the administrathve
Departmant only in a cazs of real importance am anly after the
orders of the Minister-in-charge Save hean abtained

158, Confilential character of notes,—

139.1, Motes written in one Departtnant snd sent to another
will be treated sp confidential and will not be referted tq Ny ords
side authority without the general or specific oconsent of the
Department which was consylted.

158.2. Wiere the general consent has besn giten under syh-
paragraph above, such consent will not be ennwtrusd to apply to
cases It which papersy bear gecurity marking or to cagses in which
the officer to w the notes ave referred is persornally affected.
or in which his  official econduet s under considsration,

CHAPTER - X1
CHECES ON DELAYS

180. Congequencey of defoy 'in dmeitions and reaponsibility o

160.1. Prompt diapogal i sggential for efficient adminlstration.
The afficers and  sta® pre, tharefore, reaponsible to see and en-
fire that office work is disposed of expeditiously. They should
attempt to  dicpose of all casea on the date of the receipt,
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160.2. An officer within his powers, whould exercipe fuolt
puthotity over his sub-ordinate stafl and zhould see thai papers
move apnd decizlens are taken prompily, He shoukd noi depend
on papers being put . up to him nor should complain of papers
being not put up to him He must supervise and direct hls sub-
ordinate staff and must regularly and frequently Lnapect thelr
wotk. There should be a general sense of purpose amd promp-
trvesy in the Sscretariat. .

160.3. Secretary should make monthly review of pending
cazes by 5th of each month, following the month for which the
review 13 to p= made, give saltable direction to stafl for clearance
of pending sases, as neeesgary, and ensare that the entive depart-
ment in his charge functions efficiently. A report on the monthly
review togsther with his remarksfdireetions given o stall for
clearance of arrears, shoukd be fent Lo theé Chief JSecretary for
information by 10th of each month -

161, Weekly Arrear List ‘A’ — o

161.1. The Weekly Arrear List ‘A" gives a statlstical pictare
of the number of receipix and 6l€s received and  dsalt with by
asch Asaistani doring a Week This ensbles the Superintendent.
Branch OMcer and other higher t®Mcers to keep a watch on  ihe
progress of disposal of work in ‘the Branch and to take sultable
steng to expedite netion on delayed cases,

161.% Tha Arrear List 'A' will he prepared  every week in
the ferte given ln Appendix I Part 22, This list wil]l show afl
receipts and filts pendihg for dizposal in the Branch. The Diarist
will initiate pction by completing the heading and columns T 4o 3
of the foem, The figures shown i colump 6 of the arpear lst of
the preceeding wesk will be repeated In golumn 3, Calumn 4 will

be Alled up with the help of the Recelpt Register of the Branch. .

The list will then be placed at the Superintendent's table for All-
ing of colur-ms 5 1o 8 by every Assistant before leaving offics on
the last working day of the week. Figures of arrears to be shown
in columns 6 and 7 will be deter mitted by the Amisiants by a
physiral count of receipts pendin® petion with them. Explanstlon
in respect of receipts or fileg in hand for over seven days will bw
?ven b the Apsistants i columns 1 & & of the annexyre to the
orm, For thls purpose, the period of pendency of a paper with an
Apgstant will esimt from the date of ite recetpt by him,

e
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161.2. The Diarizt will submit the consalidated list to the
Euperintendant on the morning of the firat worldng day of the
next waele The Superintendent will sevutinise the list, give his
remnacks in the ligt or tha file 25 necessary and subanit it to the
Branch OfMeer on the 2pd worKing day of the same week. '

16i.4. The BSupermiendent will indicate the positum in  res-
oect of the recelpta he deall with in the list before s:bmittHng 1l
to the Branch .

162, Monthly Arresr List B'—

162.1. Thiz js & monthly LUt and 18 prepared in the locm
given in Appendix 1, Part 23 It will show particulars of all live
cages pending disposal for over a month in the Biranch since their
respective dates of opening of  Ales, whether the case, ig in office
or with an officer, on the last day of -the month. A cese will be
treated as a live case until it is “Snolly disposed of aceording to
putapgraph 88. .

185 % Thiz Nst will be prepared by avery Assistant and sub-
mitted to the Superintendent bedore leaving offfice on the GOest
Friday of esch menth or the pext working day. After scrutiny, the
Saperintendent will submit it to the Branch Officer om  or before
the 3rd of sach month, The Branch OMcer will submit it to Righer
officers ns necezsary o directad. The officers will give such te-
marks 25 they consider nacwassry regarding the latert position of
a cama or cauges of delav including directions  or suggestion for

azpediting actloh,

152.5. One or more sheeta as may be necessary will be kept
tor each llve case until its final disposal Coges will ba srranged in
thie list assistartwise in chromologles? order the cldent easse tng
at the top. The shest relatihg to 2 case Anally disposed of will he
vemoved from the list after it has beets sean by the Branch Ofcor.

153, Reminder Diary.—

163.1, Every Assistant will maintaln @ Reminder Diary in
which he will enter date-wise ;— -

fa) all cazes which have been marked for resubinlssion on &
partiesiiay date;
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{b) cases on which remvindetz are to be imued: on specaiied
dates : xnd - :

() ¢ase which have baen referrad on-officially to  other
Departments and the return of which i= awaited.

193.2. The Government of Agegm Ergagement List, if supplied,
will be used for this purpose. Entries will be made under the
relevant date Otherwise, a rempdep dairy will be apened by
each Apsistant consisting of a few fullscap pages folded into two,
contalning antries of fle number o receipt number on which
action iz to be taken under the re levant date,

163.3, The Assistant will examine tha Reminder Diary every
morning and will talte necessary action .in the file. 'f a flle is
not avhilable, the Assistant will consider whether he can send a
remninder or take any other actlon withoyur the Ale ar with the
orders of the Branch officer mark the file to be brought forward

tc a4 subsequent date. He wili soore off entries in  the diary as he
takes action on them.

163.4. The Superintendent will check the reminder disriss
from time te time to ensuse that timely action is taken by the

Agsistants. v Importent cases, he will himsalf keep a note in  hig
rémninder diary,

16349, A reminder dlary In asvitabis form will alzo be main-
tained by every officer to make a note of important cases required
to be submittad by or to him an & pattealar date.

164. Audit obiections.— Disposal of audit obiections should
be witched carefully. A Registey of Andit Obiections  wil! b
mizintained in the Departments and eare will be itaken to for-
ward periodical returns regarding dispozel of outstanding objece
tionz to F'eance Dapartment a5 prescribad by instructlons

185 Lists of pariodics] retueng—

165.). To ensare punetual raceipt. nreparation and despatch
of periodical reports and returns cach Branch will maintain two
check lists, one for outward returns and  the other [or incaming
retuens. The forms in which thetwo check Jists will be maintamed
are given at Appendix 1. Part 24Aard Apoendix I Part 248,

L
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1652, The check list for outward returns will, as far ay possis
ble be prepared, in duplicsle for all returns on a sibgle sheet and
will be signed by the Branch Officer. Entrvies  will  be made in
chronotogical arder. according to perlodicity, fortnightly retarnz
heing entersd Arst, Tnonthly returns next and soon In resnect
of each fortnightly return specified in column I, two sats of paral-
lel antrics onll be made in ecelumns 2—I1%F in two  consecutive
rows, Dne sopy of check list will be put up in the office robm
and the other In the peom of theBraneh Officer. It will be pre-
prepared afresh for & calendar year. The dealing  Aesistant wall
be responaible for making cntries In bath the coptes.

163.%, The weekly returns in the Secretevist are very few
end, therefnre, way be included in the same check list a3 men-
tioned shove. But in case of large number ol weekly relurhis they
may e Incladed in a separale check list.

1654, The Superintendent will gn through the ¢heck list
every week or frequently as neceszary and taks suilable acton
of itemE requiring atlention during the next vesk or so,

1655, The check 1ist for inward returns will be maintained
an the relevant file fny each inward peturn. As 8000 as returns [for
B particular pericd] begin fo come in, necestary  entries  will be
made in the check list under lhe the appropriate columns. Where
a ré&turh has not  been  receivedirem an oficer on  due date and
consequently a reminder has been issued. an entry 22, R 9/9 will
e made in respect of 4 remindarissued on 9th Septermber.

165.6. Recurring items like Arrear 'A’ and "B liats oo which
aetlom haz 10 be completed by a partienlar date but which may
not involve the sanding or raceipt of 2 return will nat be included
in these check 1ints,

CHAPTER XTI
LEGISLATIVE ASSEMBLY BUSINESS

166, Procedure and conduct of business In Legislativa Aseem -
blty.—The procedure and eonduet of business in the State Legiala-
ture 1= regulated by rules fromed under Arkicle 208 of the Con-
stitullon called "Rules of Brapedure ann Condoct  of Business In



el

Assam Legislative Assembly™ {in |his chapler menticned as the
"Rules") and, in relation to cettain Anancial business. by law made
by the State Lemisloture under Article 208 of the Conetltution
The procedure to be followed in Departments in regard to impot-
tant Assernbly businexs iz deseripag in thia chaptar:

187 Agsemably aminesg--nntyr, and gameral instruetions.—

167 1. The Serretariat Deparimeonts have to deal mainly with
the following nature of Lagislapive Azzembly butiness - —

8 Questinng. :

M) Resalutiwmme - ~Meisl and nop-official,

(0) Legistation—OMrial and non -cffieial bills.

{d} Budpat, demands for geapty and cut motiona

{=) Subordinate legislation.

ify Statements on matters of pyblic impartance.

{R) Discussion on matters of grgent public mportance by cal-
ling ottention notices.

(kY Adirwarnment and other motions.

fi) Matters arising cul of genegral  disrussion as on Governor's
address or Finance Minister's budget speech.

(i} Assuranoes.

(k) Memorandum on reports  reguired to be placed before the
Asgembly  according to the provisions of the Canstitation,

=K., report of the Assam Fablic  Serviee Commission
under Article 323 of the Constitution.

() Matter relating to Legislature Committees, specially Publie
Accounts Committee and Estimates Cotninittee.

- 187.2.1. The speeta] label pre.cribed for  Assembly  business,
viz., "Assembly” will be placed rn every file dealing  with: the
Assembly business. A clear indication of the date on which the
business iz due ta come op will be glvan.

167.2.2, "Shoet Mutlee” questions will be treated as ‘Trme
diate' and all other questions as priority recsipts according T
thelr nature and dealt with sccordingly. Al ather Assembly
business will be treated 28 'Tmmediais’, "Hegant’ o Flxsd Date?’
acentding to its natore,

1873 Whenever any Assembly buslness pertaining %o a
Department iz taken ap, the Department will sryange to semsd a
repressntative to attend the Asscembly procsedings.
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1674.1. On receipt in the Depzrtment of the record of the
proceedings in Assambly, it will ke examined to ses  —

(2) whether any promises, sasyrances or undertakings have
given on the Boor of the House : and |

(b} whether there are any points in the wrepliss to supple-

mentary guestions or in sther partz of the proceedings

which require eluidation oy pmendment. :

16742 Tn cnse of {a), necesizry entrics will be made in the
Register of Assurances and furthap zetion taken (peragraph 177).

i874.3. Im case of (b}, the fila will be sgbhmitttd to tha Mini-
ster for ordexs. If it 15 Tound necessary to mwodify the reply glven
or the statement made, 23 copies of the revised statetnent pro-
poted to be made by Minister will be forwarded te the Houae bafocs
the cloging hour of 1the Assambly Secrstariat on the working day
preceding the dat= on which the statement is due to0 be meda.

167.4.4 A copy of the proceedlngs should always be placed
an the file. '

188. Apremsbly Questions —

148.1 Questions—Typey and conditons  of admigsibility,—
Questlons are ¢f threa types viz, {i) Questions for oral answers or
"Starred” Ghrestion () Guestiohs [or written answers or "TUnstor-
Ted” Cuiesttons, and {ikv “Short Nolice” Questions. The distine-
tion among these three KkKinds of Quesstions and the conditions
af their admissibility ete., are described in the Rules,

168.2. Notice of ardinnry questiona —According 1o tha Fules,
an MLL.A. will give notice in writing to the Seeretary, Legislative
Assembly st least 15 clear days hefore the closing day of the
Agtembly Sezsion  at which he desires 1o put a question and will,
with the motice zubmit a copy of the gquestion which he wishas

o agk. The notice shall spedfy the official designatien of Lhe
Minister to whom the question is addressed.

165.3. Prelomimary setion on recelpt of questions —

16%.3.1. Generally, an advance copy of & omestion is nat rea-
crived by Departments. They receivs, ordinarily, a copy of the
question as admifted by the Speaker. '

163.3.2, If & question s wrongly addressed to & Minister, the
Pepartment t0 which the capy has bean 2ent will Lounediately
contact the Department cohcerned and obtain iis concurrence ta
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the transfer of the question,  The former will then immediawly
nform  the Assembly Secrerariar abowt the trapsfer of the gquestion.
A copy of thiv communicajen will be addressd 1o (e Dicpart-
cvent decepting the trammisr.

166.3.3. The question will be examioed in the Department o
st¢ whethel it violates any of the comdbiony of admissibilivy laid
down i the Rules. M w0, the matter will ke taken wp with the
Agsembly Secretariat for copsideration of the Speaker with the ap-
preval of the Minlylexsn-Charge.

165,34, Whep infermation of a confidential namee & compu-
picated in support of disallowance of aquestfon, it will be marked
at such and the Minister will inform the 3peaker that in the
event of ils digallowance the infopmation wall pot be disclowed 1o
the member piving notice of the question. -

1584 Dyalt replics do yuestions —
168.4.1. Action to collecr mareriyl Tequired {or replying 10 a
quatiol  will be initiated immadiately oo recoipt of the copy of
the gqueabon.

168.4.2. Wherc wllecting the data or nlormalion jecessary for
draftmg & reply to a quoestion, or pacparing the malerial Fon pos
sible scpplementariss, careful attention thovld be given 1o
natnre uiP mlormaton to bs collcered 2pd the authorities who
should be mddressed. Only the informalicn, which is nat availgble
with the Department should be collected from the other authorities
and only those asthorities whick are in Lhe best pmition ta fur-
nish (he information shonld be addressed. If a part e the infer
matian 1 available with ote auothority and a part with another, a
coramunicalion atking for wwfvrmaten should mare precisely the nae
ture of iInfermation called for from the respecive  aulhodilia to
avoid duplication of cHort.

68,45 Tn pﬂ:pming a draft reply paris of the question will
be repre i ed and dra replies et ot in parallel columns for
refermmce. Twe Jeaft reply thould be a5 precise, unambiguous an
comtplets as posstie, anJ particular cara  ghould he exercised in
usiﬂ expres’ions which are liable to be construed zs evanive or
which imply an undertaking L0 furnish further information, unless
it w clearly lotended to make ach a promise,

oo am o as
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184,4.4- When 'a “Starred” question cells for an  elabgigte
reply or deiaited figures, & staremeni giving the information requi-
res will be :prepared for heicg placed om the Tzble of the House
The drafc vepdy itsell will coatain a reference w the Statemien: o
be 30 placed. In the case of an “‘Unstarresl™  queaition, such @
statemett wi'l T avached to the mply.

M6+ 5. Wheo & teply 10 a quesion refers to information
available in a doguoent, whether poblished under the anthonity of
Guowerrment of otherwise, copics of such & document will be placed
k1 ghe Amembly Library before cthe answer is given or [aid o the
Table of 1he Howme.

108.4.5- Where a yuestion callh for factual of statisticn] inlor-
mation which it is not possible w collect in tme, the acvisakilty
of iptimating the Assembly Secrciariat regarding e delay irreply
may be considered. Where this is not feasible, i iilerid reply
m-¥ be given siating thae the information is ﬁeing caliected aud
will Be cd before the Hogme as  easly a3 pestble. Bot such

inderim repliey smould be gived only whet ipformanon callcd fov is

gxpecied  with o reasonable degrze of certabnly, 0 Be avajlable and
there will be no objection 1w gisclosing .

168,47, Any-Mimber of “the Leghlative Awembly may put

N.\D'E:ﬂlmltllj'_ vestions 0 a #atred question for the purposs of
oy her :luﬂda?'mg any mateer of the Tact regardipg’ which im

pwer B Bee - given “Mpmbers are alse permitted bo_put SUpfre

lementary question on ordipary unttarred questions with the permis
ssion of the Speaker Theerloqe & “note for surplementaries” . should
b prepared.for every starred:and unstarred quesier. In cage of a
starred quenion, howeser, the rote should - be more 'detdiled ana
camprehersive, )

168.4.5. Aftr approval of «be deaft Iy by the Minister the
necessary gumber ol Qir caries, as prescribed by the  Assembly
SOCILATIAL oM time: fo time {4 copizs at nty should be sem
12 the Asembly Stcresanar at least 2 doys bifore the date on whick
the -question is due for reply. If the reply purports te lay a staies
meat op the Table of the I}uuse or if it rrers 10 an Antwer 10 g
previats quesiion. Stven estra copies gf the semterment cr replin
given fo Drevidus question shonld alio: be sent aimultsnecusty v bt
2 forwarding note o the Asssmbly Secretariat.
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1HE 49, When for any remion, the Minister-in-charge is uanbl®
to ceply w0 a gquestion, be wil inforwn  the Speaker about the
Ministzr authorised o reply o= his behalf,

168.5.1, Delay im repliza to goestions.—To  avoid delay i
replying o0 Astcmbly  Questions, the following points  should be
kepl in view ;-

ia} Replics will be st to the Apembly Scoremriat within
15 day. of the recapt of the quesiiop but when there is
short semion, the rephes will be sent immediately.

() The meticr shemld recetve amention at the Righer leyels
inseedd making an <xamication from the lowest level gra-
dually wpwards,

{c] A guoick srutioy of bt questions meceived will be made 1o
sce which of chese can answercd by mawerials altready
available in she Deparument or in other Deparimen.

fd) The mawer will be followed up rcgularly, if peccssary, over
tclephone with the Depariment or ulficers who ure expeet~
td w0 send their veplies and Hom whom  information has
been called.

fe) When & Depanment calls lor a report frem  aperher
Department, the latter De partment  should not instroct its
sub-ordinate eifices to furhish replist direct to the origi-
nating Department, but should comnpile the information
required and senda complete report to the originating
Department.

. 16852. The Departments will furnish a weekly progress
report of Assembly Gusstions to Parliamentary Affairs Sectlon.

168.5.3. To check the progress of disposal of Assembly ques-
tions a Rexister of Assembly Questions in the fartn given in Ap-
pendix I, Part 234 will be maintalned in everv breneh, The regie
ster will be chacked daily by theSuperintendent during the pariad
the Assembly iz ine zession snd by tha Branch Ofeer at least
twice a weak during that peeiod .

16861 Short Nollea Question—A guesiion pelating to a mat-
ter of public importanee may e azked with a notice of Iess thin
15 daye. If the Speaker iz of the opinion thal the qiestion is of
urgent character, ke may direct that an enguiry be made from
thI: M{;I;ister concerned if he is in » poesition 1o reply . and if so, on
what date,
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188.6.2, If the Minister concerned agrees to reply such a gued-
tion Emd answer on a date to be Indicated by him, it is eslisd
immediately after the questions, which bave appeared in the List
of Quastions, bave been disposed of.

168.8.3. The procedure for zshort notice question is the same
az for ordinary oquesticns Ivroral answer and, thereiore, a
comprehensive "noke 1o supplementaries™ should be prepared.

189, Bexolutions,—

148.1. The tirm of a resolution moved in the Assembly, the
conditions of s admissiblity, the manner In which it iz moved,
etc., ara set out in the Bules. Specimen formz for Gowrn-
ment resolution ere glven It Appendix VIII, Part 13

169 2. Resolullons for which 10 ¢lear days notica iz piven by
private Members and admitted by the Speaker are ballotlted and
only those resolutions which find a place in the ballot are in-
cluded in the list of business of the Honse, The order of pricrity
of the resolutions is also determined by ballot.

1892 The Asgambly Sacrstariat eireulates the list of admitted
non-official »esolutions. On recsipt sf the List cireulated  adter
ballot, & hrlaf note  will be prapared by the Department for tha
Minigster on each rezolution which will cover the foflowing polnts,
Eﬂﬂ‘dﬂ detailed information on the points reised in the resolu-

om i — '

(a} whether the schlect matier of the resolution falls cutslde
the . jurisdiction of the State Govermment ;

(b whether the issue lnvolved in the resclution has been
tonsidered hefore in Leglslativé Assembly or by Jovern=
ment, angd i so, with what results ;

ic} whather there is any objection to discussing the resolution
on grounds of policy ¢r public intertst ; and

(@' whetther any peference or statement made n the pesii-
tion 18 factually ingorrect, '

. 1688.4, The draft nole should contain  all relevant facts for
reference to them i they csnnot convenienily be stated In full)

L]
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with extracts from, or abstracts of, the relevant documents, if
any. summarised in a clear andd self-contained form. The brisf
should state the conclusion al the snd—whether it is Proposed to
opposz the resolution or accept it with or ‘without amendment, In
considering Government stand un & resolution. the possibility of
its accaptance in a modified form-ghpuld be taken into secount.

165.5, A notice of 7 days should be piven  in  paspact of a
resplulivn to be moved by a Minister for inclusion in the [ist of
business of resclutions. A resolutipn may be moved on a matter
of gererai public in terest subject to- the restrictions  laid  dowm
magRrding {15 form and contents [n-the Rules.

1695, Notice 01 amendment to  resolutions is required 1o be
piven at least one day before the day on which the resolution
isdue to be coosidered. This reguirernent should be strictly
adhered to by the Departments in respect of notices of Gavam-
ment amenrdments. In a4 sperial case, howaver, when it iz At
bossible to give timely notice of an armendment. the ressons far
waiving the peviod of notice may be stated with . the appreval of
the Minister when sending the notice of amendwment, )

189.7. To keep a wateh on lirmely action on the rescliztions
es Register of Assembly Resolutiona/Metions in the form given it
Appendix I, Part 25B, «ill be maintained in every Branch, The
ragister shauld  be chealbad regularly by the Superintendent or
the Branch OMcer during the meriod the Aszembly iz in session,

It will also insiude information regarding moticns aother than
cut motions  and  adjournment meotions.

170, Legislatlon.—The procedure to be fullowed io regard to

Iegislation ic prescribed in  the Assam Rules of Executiva Bimi-
ness. :

170.1. The adminisirative Department wilt initiate 2 legisla-
thve measure  with the approval of the Minister and inter alia
examine the following points in consultation with the Legisla-
tive Department

(2} the' need for the prooased legislalion :

{b} the competence of the State Legislature to anact the DEG=
psed megsure ;

fc) the requirement of oBtaining sanction of the Presidans
before  Intraduetivn of the bili: and

o o "o
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" {d) the 'le;iu'!it'y of the probosed measure with specifie refe-
{ }r-n-:e to the provisions gf the Constitulion, in pariieular
with those relating fo the fundaevenial rights.

170.2. The Administrative Dapartment will also prepare the
finaneial memorandum in comedltation with the Finance Depnart-
ment itr case the measure involves expenditure feom the consoll-
Caled fund of the Btate. :

170.3. The Adminlairativé Department will +hem gend all
papers pypmesting e draft of the -nrm'ﬁ.eﬂ iegiﬁlaﬁm!: tn the
Legislative Departrnent with 3 ragyest to val the bill 2nd the
Legislative Departrment will return the papers with the hill «o

wetted,

170.4. If the Adminisirative Denartment does not enclose the
fingnclal memorandum while sendjrne the natwers to the Legin-
Jative Department for dratiing the Bl it will take immediate
steps to do 20 on receipt of vaper peek frem  Togislative Depart-
ment. The Leglslative Departmept will not  retyen the papers
merely on the pround that the Apsnela]l memopzndum  has not
been énclosed, '

170.5. The Administrative Department after obtainiog the
orders of the Minhigter ih-charges and anproval of the Chief Mini-
ster Yar placing ths metter befote the Cabinet will cireulate the
cabinet memorandum according to the prescribed procedure. The
Departmeants with which consultation iz necessary under the As-
zarn Rulexs of Executive Pusinegss will be ennsulied Tefope the
Cabinst Memorandum  is circulstnd. '

1708 The eabinet may approve the Bill with or without emend-

.ments. Tf the BRI iz appeoved with avmendments, the Admini-

strative Department  will send the draft BNl along with the pro-
posed amendments to the Legislptlye Depariment to Bnalise the
Eill after Inecorporating the amendments.

17 Tf anvy  provisions in the Bl involving cxmenditure
from the Consolideted Fund of the State ave rwcdified. the
Adminktrative Depoartiient will send the revised deaft B 10 the
Finance Denartment for revising the Finpneia? Meamorandurn,

170.8. The LepisTative Departrment while returning the

- revieed draftl BT will fndfoate tha sanclions A sny requiren In-

fntroeduction of the BT
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1708. The Administrative Department with tthen necessary
steps 1o obtain the sanction of the President or recommenda-
tion of the Guwernor u5 lald dowy,  jn the Constitution  for ntro-
durtion of the Bill. Even though the Lepizlatlve Departraent
will give advice in this matler, jt iz desirable that the Adminl-
sirative Departments acquaint jhemseives with the provisions
?ni] lme Constitution laid down in Arijcles 199, 207 and 304 as

OWS I —

{a) What is a Money Bill [Aricle 199

(b)Y A Money Bill cannot be introduced ar moved except o
the recemmendation of the Governor (Article 207).

) A Bill or amendment impoging restrictions on the fresdom
of trede, pommarse or jntercourse with or  within
a State cannot be introduced or moved in a Legislature
without the previous sanetlen of the Presldent {(Article
304,

170.1}, A Eill thos finalised wil]l ke sent to the Assernbly
Seeretariat, undoy intimation 16 the Legislative Department and
Parliamentary Afluira Seetian, by Lhe Adminlstrative Depart-
ment for introduction in the Leglslature.

[70.11. Under the Bules, nodice of amendments  to B4l s
regulred (o be piven at beast two dayvs before the dav on which
the Bill is due o ba considered, The procedure as outlined in
paragtaph 1696 wil] ba fallowed in this regard.

171. Budget, Demands for Geants and Cat Motions.—

171.1. The budget is dealt with by the Assembly in two
stages, viz, (a) the general discussion; and [b)  the wvoting of
demands for grants.

171.2. After the budget {= presepled o the days alleited for
this perpose, the budget as a whoele or any  <question of prin-
ciples involved therein iz discussed, But no motion is allowed ar
this stage nor  the budget iz submitied to the vote of the Apsem.
blv. The Finance Minister replies at the #nd end of the discosalfon.

171 3. A separate desrand wAll ordinasrily be made for each
Departmant. But the Finance Minister mavy incdlude In one
Aprznd  grants  proposed for two or mmore Departmentz o
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make a demead in respect of eXpendilure such as [amine pelief,
interest, inaurance which catinot readily be  classified woder a
particular Department. Each demand should contain Rrst a state-
ment of total grant proposed and then a statement of the detailed
egtimate under each prant divided into {tems. The demand tor
sach grant i= presented by the Minister-in-charge. It Jdoes nok
inglude the estimates of expetchiure which are chargad.

171.4. The Deparimengs should make a close serutiny of the
budget immediately after its presentation to the Assembly and
before wvotlng of demnand for grants takes place. The figures,
explanatory notes, ete., should be carelully checked to detect any
mistake. The zame proczdure should be  followed in regard to
Supplementary Demands also.

171.5. The wvoting nf demand for grants takes place on such
daye as the Spaaker may sllnw for the purpose A motion ealled
"eut motion” may be moved to ceduce the amount of a dermand.
The form: of the cut motion and eonditions of Jtx  adrnissibility
are laid down In the Rules The #Supplamentary  demands  for
grants are alsn presented by the Minieter-in-charge,

171.6. The notice of 2 <ut motion should, ordinarily, ba given
three clear dpys previous to the day on which the demands Is
under tensideryton, No amendmenta 1o cut motlohs are permls-
mble.

17Z. Subordinate Leglalatbon.—

1T2.1. The Legislature maylay down the policy of legista-
ticm and give t0 3 subordinate agency or  some  exaoytive
suthority, the power of makinpg Hules and Repulations for fl]-
ing in the details to carry out the purpose of the legislation.
¥hon legislative power i3 s exatcised by an  administrative or
other suberdinate law-making body, under statutory authority,
It {5 known as subordinate legis) ation,

1722, The Legislature is not deprived of ity powers  after it
has delegated & functlon ta a subordinate authority, It retaing fix
power to withdraw the delegated pawer or to exercise the povrer
Itself 30 a8 to override either prospectively or retmzpestively the
act done by the delepate in exvrise of the  delegated  Power
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172.3. For validity of any subordinate legislatlon, the fol-
Towing general conditions should be satisfed :—

fa) [t nust oot be beyond, pop be repugnamt to, the statute
under which it hes bee . made

{b) Tt must not  violate any provision of the Comstilution,

{¢} Its publication iy esseniial ag Rules or Regulations made
by Govermnent or other sybordinate or noen-soversign
law makihg authority do not become Wnown to the people
who are affected by them pypless snd until they are pub-
lished. The publicatlon mpst e madt in the manney
prescribed by the statute ynder which it is made ¢.5., pub-
lication in  1he ofcial gazeite or Iaving before the
legislature.

(d) Subordinate legislation cannot be given rtetrospeclive
effact unlesg the statute l:{_mfers such powers upon the
rule-making anthority.

172.4, Each subordinate legiglation sheuld bt numbered een-
trally and published in the Assam  Gazette  immediately  after
ite promulgedion. Whenever U je ppmozed to 12y such papers on
tha Table of the Hause, the fﬂl]ﬂw‘im infarmation should be fitp-
plied to the Assembly Secretarigt.—

fa) name of the Act ahd number of the Article or Saction,
it sny, under which the paperis o be Jaid
{1y number of 1the notification and numnber of Pert and See-
tion ‘of the Gazette where published ;
- {c] date of publicatlon I the Gazelie:

{d} date on which propossd o he laid @ and

{s) perlod {as specified in the parent Act) for which i 13
requicred 1o be laid before the Houss.

174. Siatemeni by Minislers en matters of poblic lmpor-
tomce—A statement mey be made by a Minlster on a maliar of
pablic impartance with the consent of the Spesker it no ques-
tion will be msled at  the time the statemert 1= made. Sueh a
statemeant i5 ordinarily to be made immediately after the guestion
hour, unless the matter relates {0 an event which occurred so
late that it could not be anhoundced at the usual 1ime.
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174, Diiscwssion  on moaltess of aryeat public importance lor
ahort doration or calling attention notices.—Copieas o notives of
the jintention of Mambarg of Legislative Assembly to raeisa a dis-
cugsion on o matter nf public imporancee vepsived in the
Departmenta from the Assembly Secretariat should e treated
a3 Yimmediate'. The statement made in the House in peasponse
to & calling attention notice should also cover the points raized
by Mambera through notices of questions, calling attention notics
shd other motices on the same or allied subjects. There will ke
no debate on such statement at e lne il s made,

175, Adjcuroment and oiher motions—Notice of motlon for
the election of members to committess, sbc, should be sent zt
least ¥ days” before the end of a session. In respeet of adjourn-
ment and other motions, a timely brief will be prepared or sweh
other action taken as may be direeted by the Minister. A regi-

ster containing infermation regarding motions other than cat mo-

tHions and adjourmment motions will be maintatned in the form
piven in Appendix I, Part 5B as mentioned in paragraph 169.7.

176, Governgr's  address 10 T.egislative Assemably and Fin-
ance Minister's budgel speech.—

176.1.1, Por compilation of materials for Govemnor's address
to the Logislative Assembly and  Pinance Minister's budpet spe-
ech ench Departrnent will furnish by the 15th of Jorjuary every
year, with the approval of th: Sesretary a detailed note on lhe
aclivities of Governmenl to  the Genersl Administratlon Depart-
ment and Fhwnce (Budget} Depxpiment, The note will contain
(a) a statement of the backgroung of the petivities of the Depart-
mentt, (b} a review of the ectivitie: and achievements during the

- current year and (e} important admimistrative, sccial and ecg-

;gru: development 7 be undertaken during the next fAinancial .

176.1.2. While prevaring the note, special attention will be
pald in giving a write-up, in brlef, on—

{a) Government polisias and programmes including a mene-
ral outline of the develonmant schemes proposed to be
undertaken ducim? s aev) finaneial yoar with zn indi-
cation of the finaneiai implicatlons

L= Imporiant legislative me.ucer prapespd t0 b under-
taken with a bried explanatory note on each such mea-
gurs
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ic) varvus Bchemes taken yp or implemented [or develop-
ment of the hill areas;

{dh any matter of special importance for the Department.

178.1.4 If material for the pote iz to be collected Irom
Tieads Af Departments, they should be asked to furnish such
naterial ¢ the Admihigtrative Department by the 315t of
December fo anahle  the Depariment to send itz notes in time 1o
Genersl Administration and Finance Departments.

176.2, At the time of discussionz in  the Assembly * on the
Governor's Address and Finance Minister's hodget  speech, &
representative raxpectivaly of the General Adminlstration Depart-
ment and Finance Department wil] ke prezent and note impor-
tant nrints  brought out in  the dissussions, He will arrange to
collect neceszary materisl on thoge points snd forward to  the
Minister who will reply to the discusgich. The reply to the dis-
cussioh on the Governor's address is ordinarly given By the Chiel
Minister and on the budgst speach by the Finanee Ministor, Tn
their abeence any other Minister may reply.

. 177, Assurances,—

177.1. Assurancas given by a Miniuter to the House in course
ar teplies to questions, discussion on Bills, Rezelutions, Motions
e, will be communicated by the Asssmbly Secratariat to the
Depariiuenls concerned, This howevar, iz in addition to the pes-
Sonsiblity  of the Department concerned tc mnake a note of
the assureneces and take timely action,

* 177.2. All interim replies to questions  {peragraph 168.4.8)
1l be treuted as "asgurances” and entered in the “Registar of
ASSUTATACRS' .

177.3 Bach branch will keep a recard o} gesurances piven in
azsembly by the Minister«In~charoe in resnect of spbjects dealt
&ith by it, in the form given in Appendix T, Part 26, The asep-
rances will be recorded in it sessinn-wise

177.4. The register will b reviewsd by the Superintendent
onee o week for follow-up aetlon and put up enee a forinight
when the Assembly ig in sezsion and once a3 month  otherwise to
the Branch Officer, The Minizter should be kept informed of the
progrens mgde in impletmentation of theze azsurances. Every #2f-
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fort should be made to implament an  assurance within twa
months. Cases in which thers is Jikely to be any dalay in imple-
mentation of an aseirance thould be parlticularly brought to the
notiee of the Minlstar. -

1775, Information on implementation of an asstrance should
he zent senarately for aach assursnce, to the Assembly Secretariat
with a copy to the Porliamentary Affairs Sactian, in the pres-
eribed profurma in twelve copies with anote cn reasons for delay
if the rettod of implementation exceads two monthe, ITn additon,
the Parllamentary A“fair. Section will prepare a consolidated
statement on the hasis of inforralion supplied by the Depart-
ments, and send it to the Assamb'v Seerelariat,

i77.6. When there is an oblisation tn lav a rule on the Tabla
of the House and ar assurance bas nlen bessn piven regarding,
it. the rule should be Faid on the Table, in the Bret instance, in
fulfilment of the ohligation, independent of the azfurance given
by the Minister. The information on imnlementadion of the aa-
asurnee, indleating the date on which the rule was laid on the
Table, shcild than be sent (o the Assembly Secrelariat and
Parliamentary Affgirs Saction az mentinned aboye.

IT4. Mattery relating to Comm lttee of the Legislative Asgem-
blv :—
I78.1. ). Geoeval—When snofficer is summoned by the A=

sembly Seerstariat as a wiloess, he should attend the mestings
of the Committee and give svidence

173.1.2. if the summons require production of the documents
in the custody of the officer or require the officer t¢ appear with
& document, he should obtain the orders of the Secretavy ot
the Department regarding production of such docurnants,

178.1.3. The Secretary of the Department will examine the
documents and. if necessary. in consullation  with  the Law
Depertrnent, consider whether they are relevant ta the subject
matter of such enquiry befors permilting the officer to prodyse
theni [f not relsvant he may, alter obtaining the opder g=
mentianed in paragraph 19815  instruct the oficer to paise the
iz=ye befere tha Chairmag of the Committes,

178.14. The Sserstary wil] also examine 1f documents are
such that iheir disclosure wauld be prejudicial to the safety or
Inderest of the State snd refuse permission  if thejr disclosu e

is prejudicial, after ocbtatning orders ag mentioned  in para-
graph 178.1.5
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178.1.5. As far a9 pessible, ther= should be no rafusul to
produce documents. ARy decizion o decline production of doeus
munis shauld be taken only after cunsultation  with  the Law
Departmunt and with the appreval of the Chiet Miniater.

178.1 & The Secretary of the Department ls ordioarily
required to  appear before the Lepislature Commiliges. In hia
absence, however, an oflicer not bslpw the rank of a Depaty
Secretary will attend with DeTmission of the Committee. Any
officer attendipg & meeting should prepare  his  brief  carefully
and should see  1hat no false or incorrect statement is roade. In
case of any dount, he stould inform the Cammittee that the infor«
mation would be furnisher later. The dizorepancies, 1f any, bet-
ween the information already syppijed to the Committee and
ihe information furnished at the time of gral ewidence or state-
ment should be reeoneiled,

178.2.1. Estimates Committee —Ap the beginning of #ach
financial year, the Estimates Committee of the Leglslature makes
a gelpction of subjects concerning any part of any (estimate of
any Department or Depariments ta be examined by it during the
vear . The Departments whose estirnates are to be examined by
the Committee ara asked in writing by the Seeretary to the
Committes to furnish necessary materlals, The form in which
the material is to be furnished to the Committee iz penerally as
[cllows ' —

{a) The crganisedlon  of the Deparlment and  #ts suberdinste
offices. The detailed figures with total of each class of
gazetted, non-gazetted and Infericr  staf!  should be
reparately given. (The informatiun wmay be shown n the
torm of a diagram where necessary, supported by a short
explanatory notel.

(k) Figures of the amount of income wnd expenditure of
vartous demands for grant  {including  =upplementary
dernands- with which the Department i3 concerned  ard
their totals. (Full reference should he made to the
volumen of the budget and statemenis for suppleamen-
lary demanda),

{c) The functions of the DNeparment and ils swhordinate offices,

(d) Araad datailz on which thr petimatas are haged,

{£) Volime of work in the Department ardd s subandinate
offices covering the periad of eptimate and sving for the
purpose of eomparison, coreecpondinn figures of the pest
thres years,

a—a s
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mes  ar projects including  those in Five-Yaap

" %E&;hich the Departinent has undertaken, The name

and detrils ot “he scheme, the estimates of expenditure,

pevind within which like)y tg be completed, yield if any,

and progress made to dote, should be sigled. A statement

showing year to year expenditure incurred in esch
schermne or project or & specified period.

fil) New {terns of expendliury for a specified pericd  with px-
planatory notes.

(f' Actual #xpenditure iocurred upder each sub-head of estimates
during the preceding three years.

(h} Reasons for variations, if any, between  the actuals of
the past vears andg (e v rrent Estlimares,

{i} Reports, i any, issusd by ihe Department on its worling.

(1) Any other Informatlon thal the Committes may call

for or the Department may think it NECEaza by Or proper
ta give.

17822 The Department eoncernsd will furhist within three
weeks the required number (at present eighieen] of sets of
pavers mentioned shove tn the Seeretary to the Commilttge,
The ruies regalating the proceduce and erganisation of work of
the Estimates Commmities have been laid down in 2 sanarate
pemphlet published by the Aszembly Secretarcial,

{IT623. On recolpt of the -Esf.i.mate.& Committee’s Report

the Depariment should examing the recormmendations and com-

municate, with the apwroval of the Minlster, the declsion of the
Decartment. y cass final decizioh = not taken on &Ny repom-
mendations, interim reply should be sent within the period pren.
eribed by the Committes. In all coses where intarim repliaz are
fent regular follow up action shruld ke Taken b the Departrment
;ﬁme final decislon shauld pe communicated to  the Com-

17831, Public Actonnts Commiites.—The Fubli=  Aceaunts
Commiltee examines the Appromriation Aceounts  and the
Finance Accounts of the Government and the Andii Report  of
the  Comptroller and  Auditor General ap thern  andlay; =
mermemendatlons in & repart bafore the Ascembly, The Corn.
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miftee satisfies itself thak the cxponditure  conforms to the
authority whirh governs it that {hore was budget  provision for
the expenditure: that the expendilure has been tncurred for the
serviee or purpase. for which it was provided and that the reap-
expenditnre of any servict durifmand has been in order, I the
expenditure of any serviee during 4 financial vear is in  excess of
the amount granted by the House for that purpose, or any other
irregularity has  been committed in incurring the expenditure,
the Committee examines the facts gnd mukes NecessdryY  [B0om,
mendations.

iT»3.0 To improve the system of serutiny of Audit Reports
and prompt action on such reports the procedure as follows =showld
be observed c—

{a} On all matlers concerning the Departmen| mentioned in
the Audit Report, actlonshauld be taken immediately on
receipt of the report. Necegsary action to rectify Itregu-
laritias should be taken jp advance of its consideratinn
by ihe Public Aceounts Commiltee so that the CGammiitee
is informed of the latest pegition and  fnt merely  tald
thit the matter would belnaled into

(] In case any discrepancy is noticed in the facts and figures
mentioned in the Audit Reparts, it should be reported to
the coneerned Audit Officer immediately and  should ot
Be held up for discussion betore the  Pybilie Accounts
Commitlze,

174.3.3. The Department will furnizh ' factz to auwdil so

that a complete pieture is availabe Lo the Fublic Accounts Com-
mittee

178.3.4. The Aceountant Gensral generally sends a draft of
the audit paraz to  be included by him inihe At Report al-
lowing the Departments capeermnod titne lor G weeks for sending
their replies The Departments should be careful regarding theip

renlies to the audit raragraphs snd epsurs  theip raplias ta ha
sent in time.

178, Laying of papers oo the Tahle of the Hq‘:bllse.—
176.1. When il is provosed 1o gy gy paper on the Table ot

the Hoast, otherwise than az 8 part of a reply to & guestion, a
=opY of the paper, suthenticated By the Minlster concerned in the
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ner described below togedher with 200 spaye copies chould be
“m::tr to the Assembly Seereturlat ot least iwe  clear days before
the date on which it is proposad to be laid on the Table :—

Papers to be Inid on the Tabloo!
ASSEMBLY HOUSE
AUTHENTICATED
Gauhati
 (Signature of Minister)
Minister for . ... ... ...

179.2. Alt papers and docUrMeni: 12id down gon the Table are:
tonsidered public.

180. Disposal of Parliament bysiness—The procedure diseus-
sed above regarding Assambly puginess should be followed with
regard o the Parllament business a)so, Jt should, however, be
roted that in cage of Parliament auestions ete., & spevific dats
is fiven by the Ministry CUNCETDeg by which the reply should
be Furnished. As quite often, the information  asked for relates
only to callection of datm, it may not be necessary for avary such
reply to be shown to 1he Minister soncayned before  despateh,
Where, however, the information asked For i=  likely to lsgd to
nublic criticiern or I of importan; policy nature on whish the
view of the Stale Government has not been made public, the

" draft answers should be shown io the Minister soncerncd before

forwarding  to Government o¥ndis

CHAPTER-X1V
FRINTING AND SUPFLY OF GOVERNMENT PUELICATIONS

P 131. Printing of Government Poblications at the Government
fﬂﬁﬂq-—

. 18L1, A raguistion by the Administrative Department fop
orimting of Government publications will be sent to the S{Tperin.-
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tatdent, Government Press in the form given in Appendix
I, Part 27, It will ordinarily be gigned by an  officer not below
thve rank of the Branech Officer.In routine departmental cases it
may be signed by the Superintendent or in *A™ Clags casex
sent from the Record Room  for printing 1t may be signad by the
Keeper of Records according tothe procedure baid down in para-
graph 142.3.5,

181.2, In the case of important publicaticons  or publications
which require LGH0C copies or more or where each copy exes
eds 1M pages the approval of the Secretary of the department
will be taken.

18].3. The Heads of Departments will maintain a list of their
tegular publications approved by theic Administrative Depart-
ment. In case any printing outgide this list is recuired by them
they will send their yequisition to the Superintendemt, Govern-
il Preze threugh their Administrative Depaghiment except in -
the case of Scheduled forms or oMeial instructions. In cagze of
Mﬂlﬂ formns and cleeulars they may aend a  recquisltion

irecily.

181.4. The Secretary of the Department will review at least
once a yyar the publieations issued by th# Degdrtmdnt and
decide whether the publications should be contjnued with their
existing frequency. The publication of only such of the reports
Journals and pamphlets as considered essential . should be von-
tinued angd theik frequency should alse he such a3, io ensore maxi-
mum utility with minimum expenditurs.

. 18L3. Fach Departraent will maintéin & Reglster of Publica-
tiond issued in the form given in Appendix [, Part 28 which
will indicate the due date ond the actual date of plblication,
An ndex will be glven st the beglining of the register allotting
A few pages for gach publication.The name of the publication and

its fraquency will be entered ot tha .
for the publicatinn, ten of the flist page allotted

181 & A requizition for privgiog hon-scheduled i
W sent tdmb? at'!tmﬁdminlstrati'.-& Deuartn‘rentﬂn“tsl:- ‘m;
ETUTIRH . It should be sent thro
Hationery Department. Ugh the Printing end

““IBE. ﬁt:l_iug of Government publications snd forns at pri-

182 |. When the Sunmerinfendeq Government Prass
! h : SBN oy -
we hiz in-ability to print a Gove—ment phiblicution, mnu:}rtm:r
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form or print according to the required priority, after a requisi-

Adop for pfinting, bys besh mpde,  the. Department, should- take up
the matter the Prinking and Stationary Department with a
request tog.apppove of the worlt to be done by the private presses
oy to impress upon the Government Press to talce up that prin-
ting work secording to . the requived priority. The Printing and
Stationery Department will decide whether the. work should be
allotted to one or more private Presses and to which ones.

182 2. The Printing and SBtatlonery Department .enters into
" agreement with certain privete Presses to  print  Gevernment
work at appeoved rates for different apecifications. The list of
the appeoved privats Preases, the slatement of rates, the agree-
ient 10 ba  exeended by partines concerned, ete,  are laid dowvn
by the inatructions ixsued By the Printing and Statlonery
Depariment from tlme to thae,

152.3. The Iorms rvegacding cheque-books, counterfoll receipl
bookn, other receipt  books, cash books and svilsbus should nol be
printed in privete Presses.

-+ 183, Suppby of Governprest publieations by (overpment

103.1. A demand for supply of Government publications for

official use will not he entertained tnless received in the pres-

E.llihf,dll':?-;?ﬂ-ﬂ given - in Asgat Schedule 11, Form 92 in Appen-
4 : . '

1832 The indentg for =upply of s free ¢opy should be
eountersigned by the Urdder Secretary, Printing and  Stationery
Departriett exeept in  the case of indents by 2n° Administrative

- Dapartiramt for its own publieations,

-183.3. An officer subordinateto & Head of Dapartment showi.

rebmit hiz indents for supply of Government publication, etc,

" in duplicate through him, The Head of Pepartnrént will forward

the indent to Printing ond Stationery Departmment together with
+ia ra?:mmendnﬂmu, )

1334, Gover..ment publicativne will ordinerlly he supplied
free by the Goveroment Beok Depot sccoprding to the distribu-
tion lists forwanded to the Depot by the Administrative Depart-
rrent. For edditional copies of such a publicetion, application-
rhould Iha madg 1o the publishing Departmont throngh The propay
l il . . _
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I :m hﬂly of Government irghllcatioha umm
Dipet,—A Departient will-send _,;inﬂ‘a'dﬁ_‘u;tt number’ of spare
edples of Rules - and Manuals, &t published by it to the Govern-
et Engggiﬁtfﬁrﬂiﬂﬂl;:lﬁ?ﬂﬂ!ﬂ ‘le._'_!l'h!_ Fj!.ll;lld!ﬁ 'E ]:Ie
- ohearved ‘Book Depot Tels ilting deteibrrilon

Government publications are given in Appehdlz I{[‘ﬂ';,1"':1.1-‘3;1u '

.. 185. Provf-yeuding.—The detajiled innn'ii:huiu given- in Ape
perdix KI¥ teBabding proof réadjhg shoul be ‘cdrefiitly. Yol-
lowed. The pieafs foriwarded by ' Igwnml;ut Prisg._ shtﬁmid

bapeturned 5 thi Desdritrent [ h%&g I?‘g E!EH-
for Iémg-babinds, hiocking space CFor Kdrkhet o

¥ink, 53 coherwide-the cOrDosd MSHEE
IS I Codde No 1S 1250-19%8 may be referred bo.

- 189, PuMlicstion of Asmomn Gia-x :
186.1. A list of the parts of the Assam Cazetie and the pro-
wedinke foy its sbpply are Rlven ith Apgendix XTI 'Part
serding any mptter for publication in the Cazette-¥e C~
tiony given in the following pardgraphs should e obsareill,

... 186.2_'Fhe part of the Gazette in wirich khe weatter Is to be
published shoudd be Indicated on the top of the copy for the gui-
dance of (he Press, :

. 1B6.3. A typed copy, duly sighed by a competent  officer,
should also be gent to the PresaCyclostyled eopy, carbon
_of a copy which does not  bear Hoyaffleer's signathee is not o be
seceptad by the Press. Corrections, if any, in  the copy sent to
siﬂl;nﬁ ghauld be legible and duly attested by the officer

54

188.4. No mattér should be required %o be publiched In a
Gazette Extra-ordinary unless ft it of such an wrgent nature that

it cannot wait until the puyblication of the next ardin ix=na of
the Gazette, e ’ id



1¥

lﬁﬂi ’I"!t!nuﬁ.ﬁuah.ﬁhtuhe ed © in Eanﬂn
ordifiiry oF the 187 nu:&nhi&ttu "nr&in:rﬂy mxmahr

e ST S 40 s g e ot e e o
ﬂ

’!H.T The Gar'tta is nqus BVETY
trvAterial £ht pub].cntmn shnulﬂ to the ‘.Ilsher
Mot ntelerably by*iHe hl'é‘l'iuus turday, but not la.ih than
DINGERY -

186 8. The Cavetle s rur.:ewiﬂ hy all Deparl;minta ahd !-rni-
sters, one copy ig sent to each branch gnd one extra popy B sent
to amel Department for clreulation iunnni!st the Secretary and
ather officers in the Deparhnent

1B69. It is the duty of the Sy ginteudent; b sn,h!fr them-
selves that all notifications with which they are concerned have
been corracily end timaly puhhshei:l The  dealing Aselstants
should alic ensure that copiks bf the notiflentions  with which
they are concerned ave compared with the rnanum:ript: and ate
retained in the respective files. _

188.10. All copies of the Gazette rio longer  required in the
Bepnrhﬁnu will be zent to the Recorll Bown attording to para-
gmaph 1105 .

137, Grette ui‘ Indis.—The coptes of Gove of Tndla
Guzette are kept by the Keeper of Recordy in rdltuum
and also by the Libraran in the Secre tariat Library. These are
not circulated to the Depart-inents,

CHAFTER-XV
GOVERNMENT PUBLICITY THROUGE PRESS .

188, General-—The publiclty of Government activities may
be econdueted through different media of unimﬂm, sueh
as, Prezs A6l Indla Radio, Film, E:Hbltinn%
nrlntedwnrdnndmrdﬂfmm.ﬂh a3 ey be davised and lrmnled
from time to time by the Director of Infarmation
Publis Rolations Creferred to in this Chapter n3 the ]‘.’ﬁrln-
tor). Publicity should provide adequate coverage of Government
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activities and should be timely. Tt should also he responsive e
the public nuveds and be affective, sttractive, and purposefal. The
cost siould e commensurate with the objectlves envisaged.

.29, Fumetions of Bliverter and Lisinon Ofcers.—The THree-
tar {5 rezponsible fer all Gawvernment publiciiy and the informa-
tion intended for publicity shoutd norswlly be communicated
through him. He arranges ta glvedue publisity to  Gowvernment
actvities and also keaps Governesent infsrmed of the ragetions
f £k~ people to Government policies and programies. In opder to
enab.e him to discharge hit duties effieiently, he is assisted at the
headquarters among other afficers, by the Lisizon ONcers who are

required to cover the activities of . Depuctment or a grous  of
Departments for publicity purprses. The iaisem Ofieers main-
tain a8 cloae Hainon with the Deparupents eoncecfrad and keep the
Hrertor appriscd  of their sctivitles,

190, Press Releae—General Instractons.—

190.1, When it iz dectded to gozimunicata any information to
the Pross for publication, the Director will be informed His
assistance may also b+ obitalmed in preparing the Press reiease
when considered necessary.

190 2 Asx =pon as the Press ;eles-a i= veady, . will bt ¢om-
runicated o ke Divector hy sn oficer of the Departiment.
tinarily not below the ranl -, _esputy Sacpetary. Unless a
wpartment has any soecial reapon fer  publishing the Press
release on 3 specific date, the shoice of the date and  time of the
elease will be left 0 the Director,

180.3. If the information regejved froom ome Department 1=
found to be in couiet with that wlreody rele-sed or about to be
teleased by anether Department, the Director will hold back 1he -
release of information 1o the Press, and immedistely conauli the
Departments conecerned | with a view  $o ceconcile the dis-
crepancy befors giving publicity i thy materialk

130.4. Unless it is besed ot published docymenits, po infor-
mationn will be released by the Director without the nrmr ap-
proval or consent of the Department concemed.

1. Forms of Pross relepaes.—

1911, Preas commumigue cod Ppess cafe—~The distinetion bet-
ween these two types of communidations and the oceaglons for
their use héve been explained in paragranh 106, -



113

19t 2. Newspipers ta widch Press Commumnigue and FPress
mote are distrjgeuled are apt to ignore them if they are too long
ot complicated. [n acder to sedure maximum publiclty the Depart-
ments may prepare  brlef summary for the wae of newspapers
of long or complicsted Press communigue or Pross note issued by
thern and forwerd them to the Dipector aleng with the Press com-
munique or Preas note for distribution to the newspapars

1003 A publie notice or any other matter which should ap-
propriately {asue in the form ol an adveartisement should ot be
izssized ar Pregs communique or Press pote, Materials of this kind
shiould be advertised and paid for, although in suitable coses therse
wolild be no obyjection to a Press communioque  or a Preas note
belng izssued In addition Lo explain the subject. Similarly, the
matter which should appropriately be issued aa a Press nete ne-
ed not be 1ssued a3 an advertisernent,

192 Noflfications and Besolullens.—Noiificatlons and FResolu-
tions are pubdished in the StateCiazette which is available bath
to the public and. the Press. If, however, ihe subject-matter of
a Notifieation/Resolution 18 Hkely to be of general intergst tc the
public, zoch number of printed copiex as may be required by the
Director will be supplied to him to enabls him to glve wide publi-
city to the matier, In certain ceses it will be an advantege ta
e simulianeously & Prosy communique or a Press note sxplain-
ing i;-; Emtnble termz the scope and pirpose of the Hotifications/
Resolation.

183. Official Poblicotions, Repacty, ete.—Whenaver it is oot
sldered neceseary t¢ give publloity to any oficial publication ve-

port, ele. the Director will be eonsulted regardt atrangermen
about time snd manner of publlsjty ® ng '

1. Proey Conferences, —

194 I. Preass Conferences are generally held b
The purpose of such conferemces jx— v the Ministers.

fa) to explain to accredited correspondents  gnd selectad
editors the scope and purpose of an important Yeport or
an official atatemend, etc, which is likely to be of wide-
spread public Intersst; or

{b} to give 1he Press n peneral review : _
ilezs of the Government: op of the policy and activi
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te] to explain to the Press any specific importent development,

194 2. Whenever 1t is propused to hold a Fress Conference, the
Director will be reguested to make necessary arrangement for it

104 3. A Secrslary to Government or  any other officer dows
not, opdinarily, hold a Press conference unless specifically in-
strivcted to do so by  his Minister. The release of Information by
him to the Press is, ordmarily through the LHrector by means
of written docaments such as Press note, Fres: communigue,
Resolutlon or Heport as mentiored above.

195, Press cuttings.—

' 195.1. The Director iz responsible for perusing and making
cuttings Trom the prinecipal newspapers and periadicals published
in the State and  far thiz purpose. he subscribes to such papers
a5 are approved by the Gowernment from time to time.

105.2, Cuttingz of articleg which appear to  be of 5 charzcter
reguiring -further action or which are for informaiion will be
gent by the Director to the congerned Adminlsteative Department
which shauld takes prompt action in the matter. Important cutt-
ings may be circulated direct to the Ministers slsn by the Direc-
tor,

1%, Belease of Covernment Advertaments —

196.1. All Guvernment edvertisennents will be routed thraugh
the Director.

186.2. When it {5 found necsssary 1o Initiate an advertlsement
either ¢casual or serial, the Department  concerned will, after
securing the financiz] sanctlon, send the matier to the Director
with itz adviee as to the esetion of the Press in which it
should appear. A= many copies of ithe advertisemenl as are
required ior the Press will he furnished tog I with one copy
for the Director. The advertise will be celeas to the Press by
the Director, as far as pragticable secording to the advice a3 to the
section of the Press inm which it should appear, A5 many copies
ol the advartizemnent as are reguired tor the Press will be furnis-
hed together with one copy for the Director, The advertisermnent
will be released to the Press by the Director, as far as practica-
ble, atrording to the advice of the Department under intimation
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1o the Deparimernt sancerned. Tn advertietments involving the
preparation of Wocks,-the Departmants will make arrangements
for preparing the biocka and sending them dirfet to the Press
selected by the Director, The Press will be directed to cellect the
advertizsement chargas from the Depariment direct and it will be
the responsibility of the Department 1o check the advertisement
and seftie the bill, If a Department wishes (o advertiae in anticipa-
tlon of financial sanction, it may do so on its responsibility. .

186.3. The pther matters relating to advertisements ineluding
the form of adwverti and economy in drafting advertise-
ments are governad by Government ’instructions iasued (rom
time to time. These [hstruetions are included in the Handbook of
General Cireulars.

CHAFTER—XYI
SECURITY OF OFFICIAL INFORMATION AND DOCUMENTS

197. Geners] provisions with regard to secorily of Govers-
ment documents and information —Under the Assam  Civil Ser-
vices {Conduct) Rulas, 1365, 2 Government servant should not,
unless empowered by a enmpe tent authority, communicate ta
ancther Government servant or to a non-oMicial person or  to the
Press, any document or information which has come into his pos-
fesgion-in the sourse of hir public duties, Undgr the RTOViEiOoNs
of the Indian Official Secrets Act, 1023, it 1z a criminal offence ()
to pdesesa or copumunicate without proper authority auch infor-
mation or document, ) to receive any  such  information or
docurnents, with the knowledge or with reaspnable ground for
the bellef that it s communicated lp contraventicn of the orders,
and {c} to atternpl fo commit or abet the commission of an offence
as eforesafd. In other words, it should be clesrly understood
that all communicationa received in a Department as well as the
papers connected with it are to be regarded as confidential so
far as the publle snd Government employees, other than thoze
who aré required to handle them in thae eourse of thelr duties, are
concetned and (Fovernment servants are prohibited from com-
mishtcating or malking iny reference. direct or indirect to any
information acquired by them in ths course of their officisl duties
tuutw unlesz it= comymunigation is authorised by & competent
-] ¥
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198, Dwstrwmetions regarding comBdencinl decoment. —The [ns-
tructions cegarding seturity gracﬁug: of clamified documents, res-
ponsibility of Covernment sevants 1 connection with such docu-
meras, their treatmeet, custedy and movement and other related
matters are contained in a separate booklet. Al Goverament secvents
must_obsever these instructions casefully. A Lst  of Security DOFs
and DONTs in gven in Appendix XV,

{99 OMicial Reports, Pawmphletes, Conmapilatioes, ec.—

1991 No restrictive classification should be assipmed to  any
printed reports, phh:l.s compilztion etc. | ksved by Depanments
or their sulm inate excepl ander orders of an  offcer
nmz?wcr v rank thaon a Deputy Secretary o Head of Deparc-
men

1992 Government D:parmmnta im! offices are ln 1hn: habit of
restriciing the circulation of printed ret’i\: pdin mm Ia
tions, eic., iesucd by them by marking them as “F E. l'}FF'I
USE GHLT“' As a rule, such restriction w justified only i thc,-.'
contain information whl-:h it woukl not be disirable in the public
interest to discloge. ALl other printed maters should ordinarily,
be made available 10 educationnl inatilutions, public bodies or
members of the public.

1993 A weful goide in thix matier & furpished by Bl thal
a‘il the information laid before the Assembly becomes public pro-
perty. In a doubifil, case, the test can always: be applied whether
rﬁ&whﬂu circulation it is pronosed 1o resirict, i sxch  that
the let would be jusiified in vefusivg to day it befpre the
Assernbly, Where the answer to this goestton js oot clear, the
orders -::F the Secreiary of the Dapartment should be obtained:

200, Cormmunication of inforsation to Prass —Only Ministers
and Officers specially authorited by the Minister, may be accescible
to Ihe representatives of the Press. Any other ul'ﬁ-':er, |Fap$un¢had
by a represemtatlve of the Trr=se, should refer him to the inigter,
the Direcior of Information und Publle Refations or the awthonsed

officer. For further instmsctions regarding poblicity in ihe Press ses
Chapter XV

200. Responaibilicy of Nrameh Officors, Sapevintemdents snd
other (Hleors.— .ltr

201.1 It is the duoty of alb officers to keep theriselves scqumin-
tod with the morale and o nduct of the svfl working under
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e, In addition to this general responsibility, the Branch Offi-
ceTy have » special responsibility of énsuring, by frequent sur-
prize chechks and visits to office rooms, 1hat the imatroctions for
majntenance of security in the Secretariat are wnderstood sand
complied with by sl petsons working ln the Pranch, Itis the
duty of the Superiniendents to bring immediately to the notice
ot their superler officers any cases In which members of | their
Branch offend against security instructions  or are guilty of
raiseonduct of such 2 nature a5 to give rise to doubts regarding
their reflabdlity from the security point of riew.

20;.2, It iz also the duty of all Government servants to bring
immediately to the notice of their superlar officers any bresth
‘of security Inatructions In general and, 3h  particular, any dis-
closures of eonfidential information, of which they may obtalp
knowledpe.

201 3. Mo Superintendent or Assistant, et will take office
papers to his house or elsewhere ot of the office without the
express permlssion of the Reanch ORflcer in each case.

282, Acemss to  Secreiariat Buildings ond Deparonents —

202.1. Eotry t¢ Secretarlat Building is controlled by the
isswe of permanent amd ternporary passes.

202.2. Members of the public are not allowed to vislt the
Departiments and see members of stall. If thev have any busl-
ness pepding in & Pepsptment they may call on the Branch
Officer or ofher higher pfficer concerned, Government servanis
visiting other DPepartment: or Bramehes on official buelness
should only see the Superintendent. For any mersonal vigit, the
member of the establishment should gg outside the Depariment
to meet the vikitor with the permisston of the Buparintendent.

903, Tresbment of specified cases.—In addition to any gene-
eal ingtructions  in the matter, the following instructlors cover
the treatment of spacified sagax.

205.1. Treatmeni of papers regarding appointosents . and
-postingy.—All corpespondsncsn dealing  with appointments and
pobtings should be trested as confidential,

2452, Treatmewi of sgends for Cobinwt  mestings amd of
aolon and dectslons o sobjeset dizenrsed —The agenda for the
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Cabinet meetings “Motez for the Cabinet” on subjects for diatos-
sinnﬂgt a meetI lne and Cabinet degizions should be ireated as
confidential.

203.3. Treatment of punlshunent and appegt exses—Whan
the cese of any officer i3 put wp ta Clpvernment for punishment

or a previous punishment éomes yp en appeal, the caze should
be treated  as confidential.

2034 Treatment of papers relatimg to  matlers of “mews
valpe'' —Cupes ralating to matbers of "news:  value" which apve

reaId'; to be released to the Press chould be treatad as comfiden-
tia

CHAPYTER—XVID
INSPECTIONS
204, Purpuse—The purpose of nspaction 19—

{i} lo find out the stale, of alfajrs exlsling in 2ach unit and how
ir can be improved -

(li} to e whether the presepibed procedure and instryctions
are understood properly and followed intelligently :

(iii) to Ii!'id out whether Prﬁner attention . is belng paid to
quality  of performance by officers and staff during the
dizscharge of duties: and

fivk 1o test the intrinsic soundness and utility of the pro-

fneg:gs and to get reliabte data dor planning improve-

205. Inspection QuenHannajre —

205 1. The form of Inspection queslionnalre (u bz used in th

1. The | .
Sl:.w??gft 15 faven in Appendix XV The questionnajre form

; :uhe tn};en oz o model and suck additions ar slterations gs

¥ be considered necassary 0 zule the requirements of 3 parti-

“uiar brench may be made by the Inspecting Officer. Remarks of

fendings of the Inspecting CMicer on an i
the form may be noted on & se ¥ peint not covered by
to the.inspection note. Pacate sheet of paper and attached



2052, Besides carrying out an inspection as per 1he gues-
tiormaire, the Inspect .z Oficer should alsq take up analytical case
<tudies. He may nick out, =ay, half s dozen or so flles and
vritieallv examine lio ecourse of action revealad by those filea =0
ns o bring ot informaticon on the following :—

fa) whethar the matter was at all stages dealt with an spee-
dily a3 possible :

(b) whethker thers wasz unnecessary noting |

e} whether paferences sent 0 or received from nther Depart-
ments wers  ubpecessarlly delayed ;

{d) whether ditferent persons dealing  with the fAle ecould

:Iﬂ:::l exereised more responsibllity appropriate to  thelr

fe} whether Euidance was Eﬁl’&ﬂ {7 El.lh:l.l"[ﬁ._ﬂ.-ﬂt-e ml'ﬂ;]ﬂ]]ﬂ‘l
which may have reduced wnnecessary noting amd made
it purposeful ;

(0 whethar matine matters of the type dealf with in the Hle
enuld be dispoged of at & lower level ags o rute ; and

(e} any ather procedurs] faults cbeerved which from a com-
monsense polnt of view ©ould have been rectified and, if
s3, the manner in which this could be achisvad,

208, Authorities recponsible for inspections.—

- 6.1, A Branch Officer will inspect the Branch in  detall
according to the Inspection Questiontaire at Peast once in six
months, H_e will in Bddition from lime to time check a few tables
of the Assislants. typists and diariet to ensure prompt disposzl of
the husiness in the Depariment and alsc to ensure that the re-
fisters, statements, retupens etc., are properly wmwintained, The
Deputy Secretary/Jotnl Secretary incharge of the Branch will
mspett it at least once 3 year. Secretary aof the Department will
beloct mt least one Branch or Department under him for inspection
e yaar. The officers at higher level, viz, Deputy Secretary
end above will glve special reference at the time of inspsction: fo

the prompt_disposal of the psg h
42tz i 1he Departmat, business and maintenance of hasie



120

s8.2. In acdition to the inspeetigny by Tepaptmental Officers,
the Organisetion sod Methods Division will take up Inspection
of @ tew Departments in 8 year with i view to find out special
defects pertaining to a Departroett ur defects comman to Most
of the Dwpartmenis. The report of the Organisation and Methods
Divigiery  will be civculated amunget  the Departments. The
Departmerts will take action on these reports prompily and in-
fortn the Geganisation and Methods Divishon.

uilT. Tespretion roaparts =

207.1. The lnspecting Officer i) submit his report Lo his
immediate superior. The Inspectiyy eports will be pasted in a
register, The interim compliance of the inspection reports from
time to tme witl be noted in & fle, The final complarce will
e recorded in the AnneXure 0 {he inspection reporl as shown
i Appendix XVI1.

172 The Inspecting OMcer ghould also bring to the potice
of the Organization and MethedsDivizion any imporiant points on
office procedure of general Or $Pecial soplication, The Crganisa-
tipn and Metheds Division shouldeypmine them and  devise suita-
ble measures to prevetit their reourrence.

2018, Progprurame of inspeclings —In order to avoid dislocaliun
of work, a programme of inspectioh of Branches should be drawn
ap in advance every year after taking inic account the perinds
of eemsonal rush of work, Thus. for example, the two hall-
yearly ingpections in Departments may be conducted sfter the
Budget Session of Logislative Ascemnbiy in June or Joly and in
Decembeor or January aftee the Winter Session of  Legislative
Aszemnbly.

200, Follow-up action on Inspection reports—Ome of the
most important aspects of ingpectiohs is the follow-np action an
the polnis  brought out in  the intpection notes, The follow-up
action should be regular and vigorows. The Tnspecling officer will
cnsura that the defecls pointed out are removed and the modi-
fications recommended are iTnplemented
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CHAPTER—-XVIII

OFFICE -STATIONERY AND STORES

210, Econamy iu office stationery and gtores—An . irnportant
form of eponomy in Government ces !s the =conomy in the
use of stationery snd other articles required for day to day use.
Purchasas of furniture and stores like coal, cerpets, time-pieces,
mateh boxes, candles, ate,, for ali Deepartment cf the Secretarlat
is controlled by the Secretariat.. Adiinistration Departmant Este-
blishyaent). The rpequisition for such ltems needed for the use
of officers or Departmenis will be zent to the Secrétatiat Ade
minigtrathon Department.

211, Stores Actount,=—

211.1, A Stoek  Ragister of Stores will be maintained by the
Mazir for proper secounting of recatpts amd issue : of Stores. It
will give up-to-date descriplion of  purchazes and distribution
from timg to time. Tt will be checked at least once & raonth by
Under Secratary, Seeretariat Adminkstretion Department {Esta-
blishroent). The physical stock verification will Be done at least
onee a year preferably sa on 30th June, The Register should
be maintaltved in the form given in Appendix I, Fart 30,

211.2. The annual stock-teking will be done by  an assistant
not connected with maintenanse of the stock accounts, whe is
sqmﬂiﬂed for the purpose, He will submit a report to the Under
[ E‘E‘I‘E‘tﬂ.ﬂ. .

211.3. If aﬁﬁr article is damaged or missinﬂl definite crders
thedld be nassed as (o whether it should he repaired replaced
or written off, :

- 212, Sade of * omxerviceshls articlen.—~Tnservicoable articles
fuch' at hroleen furniture, record ‘boxes, carpets, ate.  will bha
doctioned. annually under the oeders  of TUnder Seeretary,
Secretariat Administration - Department. Az soon as the suction
Is over, the fact &f sale of exch Such avticie- will be noted in the
stook . ragister and the Under Secretary; Svcretariat Administea-
tion Department will initlal saeh entey,

213. Iiems of stationery and slores—In the fuituudnl para-
freph eome of the fmportant ftems of contingency are discussed,



213.1.t. F'aper and eiber siationery.—For paper and other
stationery, a scale of consumption gs fald down by the Printing
and Statlonery Department should pe followed. Thig scale lays
down guiding priociples and it jg pogsible to reduce the
sumption to a quantity less thay that imficated in the scale. All
items may not be resquirad in anpffice or may be required in lesy
guantity and therefore, to that extent the consumpton of that
ibern can be reduced,

21312, The stationery and forms ave supplied to Depart-
ments by the Mazir on a requisition syned by thé Superintendent.
The stationery and forms are supplied to offfpers and Mini-
sters on a requisition signed, by thair stanogrophers/nrivate
secvetaries. The forms which are of frequent use in  Secretariat
such as envelopes, draft and fole letter forms, mote-shests,
ouff-sheets, alphabwtical fags HIT forms, file covers and file
boards, Arrear List, leave pand pension applications, service
boolks, index slips, aclmowledze ment cards, mortgage bond, etc,
are suppliad by the Nozir. The forme used a3 bound registers such
as register, péon book, receipt  repister,  acquittance
roll, despeich wmytizter, assistont's log book, etc. are supplied by
the Recorte Section.

213.1.3. The wstationery articles and forms wil] be under
[mkandkeyandtheﬂut;innujﬂtack Book in Assam le
I Porm Fod4 and the Reégister of Receipts and Isswes of Forms
In Assamn Scheduls II Form Ne.80 will be maintainsd up-to-daie,

v 31304 The stocks of stationery sed forms  will be verified
&'mrmamr.ulﬂddnminmhﬂl of the Asstam Pinanefaf
.

213.1.5. The statichery and fortny will not be issued to the
Departments &2 and when necesary. Every Hranch will prepare
n monthly requisition iv Astam Schedule V, Form Nob53? in the
For formma, bkbet. see aacl veee It 1 the Nasie an the e aeiont
or paper, atc., & axir on the dava -
fed by Secretariat  Adwministration Department say, Sth and
20th or frst and third Friday of ecach month, No further release
to the Departments will ' then be madé during the month, except
ahder specific orders of the Under Becretary, Secretariat Admini-
station Depariment [Tstablishment). :
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213.1.6. Ho local purchass of ationary, availabld Irom the
Stationery Stores will be made. Where such articles sre not
avallable in the Stationery Stokes a cerjificate to that effect will

]
i
1,
4
3
i

ionerey articles pupplied by the Stationecy Stores, it

213.1.9. Where an article not avaidabl in  the Stationsry

. Stores can be substituted by another one available, i will be

indicated by the Officar-in-charge of the Stationery Stores, The
officer Indenting the article. will also apply his discretion In sueh
cases. :

2122, Beetrickty'—

203.2.1, The use of heatsr, otc, on the dotrestic Lighvea. Hywr
tolizes warteful expenditure, In most of such tases it BB saDfwirnte
col to provide B power line in the offiea, It ie, therelore, efpential

" haﬁnvemmmtuﬂlmﬂu;ifhﬂtuﬂ.bnﬂerlaﬂ similar other

equipment are to by umed, they should be on the
power Hlne and not on the domestic line, or a separate substrac-
tion recter may. be fitted o get a rebate. :

mz::.’u The anu m:rfm dfaﬁmmh?l maintenanes
condlescent lights Lia enst may be
high. Theretore, it iz eoonomical to provide flonrsecent lights in

points may be replaced bry Auorescent ay  and when
replacement BE DeCeSSATY ‘und funds permit
213.2.3. The normal consumpton of &l annum in
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213.3.1. Typowritess and kating Machinea—A  Lyplst
shoald be careful regarding malntenance of t:.rpewrit-u: and
the supervisory stafi shoufd eoforce Lhat the instructions in this
regard are carefully Iollowed. A set of instructions to be Iollowed
regarding wse and maintenance of typewriters is glven in Appeo-
ﬂjI ?TL Pﬂn 4|- )

213.3.2. The preseat standard lite of a typewriter is 10 years.
The life of a typewriter can be increzsed to 13 or *20 yeamrs
provided tirely service, repairs and replacement of parts where
necesaary are carried on under proper supervision and instruc-
tons regarding their upkeep and maintenance are followed,

21333, All the office typewriters and duplicating mathings
are under quarierly service contract, Quarterly servicing in time
of the type-writers and duplleations ete, should be ensyiired by
every Branch Officer. The typist or the Assistent-in-charge of the
machine should superwise the efeaning, olling and adjustment od
the machine and see that it ls done to hiz entire satisfaction,
"The Companies concerned gbould be paquired by  the Seeretariat
Administratlon Department w0 fAx davs/dater for regular servie-
Lng foy each ofice and make their machanics availahle on those

aYyse.

(21234 A typigt or Assigtant-in-charge of the rfachine will
maintain a secvice card as. given in Appendix -1, Part 37. The
service card will be Initlally prepared by the Issue Section and
will be transierred with the mackines.

213.3.5. A Register of Typewriters and Dupligating Machines
will be maintained by the Issys Saction in the form given in
Appeadix I, Part 33, It will contaln details of all typewriters
and duplicating machinex i the Sscpat:.;iat

-

- 31336, Teo frequent changes of typists for a typewriter
should he discauraged, as it aﬂema the efficient runolng of &
machine.

‘213.4.1. Books, . Hrhdlmh “pt.—Purchase of I:ruuks and
perigdicals ete., which do not have a direet besring upon the
Alseharge of official  duties ! & Government =ervant should m:-t
hemﬂehwntheﬂaﬂmnt contingencies: y

v 213:4.2. In order t0 ¢heck tinmhr receipt _ang also fo  ensure
fimely actich ob non-recelpt, a Hapistar anerinﬂlﬂls Receivad

. v o= - el -

s
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az In ¥he form in  Appendix T, Pari 34 will be maintained. An
inddx will he given at the beginping of the 'reglster allotting &
fow pagez for each publication. The name of the publication will
‘e given'at the jop f the allotted ‘fages. The name, address of the
+publisher will e piven under the name of the pubtlication.

7135 Action on Rollwny Reepipta—In order te avoid pay-
ment of demurrage due ta want of timly naction on  Hailway Re-
ceipts. ¢ register in the form given in  Appendix T, Part 35
will be maintained hy the Admintstrative Departments

214, Geners] Instroetions—The instructons regarding scale
of furniture, purchases for Government offices, installation of
telephones and payment of telaphone bills issued  from time to
time are included in the Handboo k of General Cirenlars,

-

CHAPTER-XIY

OFFICE HOURS, ATTENDANCE AND PUNCTUALITY

315 Cftce Hours.—The working hours in the  Secretariat
are determined by Government from time to time. Al the time
of publication of the Manual, the working hours are Iram
10 AM, ta 430 PM, on all working days.

216, Putctunlity in offtee attendance.—It is of utmest impor-
tanee that punctuality in office attendance iz observad.

216.1. The olficers and staff must be in thelr sests and start
work not later than the prescribed hout of attendance.

© 8182 Officers should set an example ih  puctuality and ap-
plication tor duty.

#18.3. Officers will pay surprise visits to the Departments o
ensurs punctuality and check the Attendancs Reglster.

_ﬁliﬁ.ﬂl- An Atlendance Reglster for sach Braoch in Assam
Sikadule VI Form Noid will be maintained for all membera
of the establishment viz. Supepintendents, Assistantr, Typlsts and
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popns. The regisler will be initiailed by every member of the
egtablishmenton artival at the office. It will be clossd &t
10.10 A M, and will be submitted immediately to the Brarch
Officer, A cross will be marked in-ary blank spape against a
rame for the curpent day. Members of the astablishment who
arrive lata should initial below or above that cross and nots  the
tirne of arrival in  1he pressmee of the Pranch Officer. Thees
should be 1o erasure of or over-writing on the entries in the
Attendance Register. A Depart ment may make its own arrange-
ent for checking late attendance

215.5.1, Applications for permisston for late atterwlance or for
casual leave will be sybmitted to the Branch Officer along with
the Attendance Register at the proseribed hour.

216.5.2. Superintendents, Assistents and typists who desire to
atterd office late on & particular dav on account  of anticipated
causes, will obtain the previous parmission of the Branch Officer,
In the rase of departmentai peon: and other grade TV staff, the
permission of the Superintendent or Nazir, ss tht case may be,
will be sbtained. The grant of such permiszien wil? be poted in
the Attendsnoe Reglstar.

216.5.3. If any member of the establishment atletwds office
late, vith or without permissions, he will compensate for the
Josx of manhours by working extta on the same day or other days,
unless he has baen penalised for Tate attendance,

216.6.1. Penalty for late attetdance—Forfeiture of = day's
casun! leave will ordinarily be the peneliy for three day's late
attendance consecutlvely, If the late attendance 15 hsbitual, the
miatler will be brought to  the hotice of the Seryetary of the
Department who  may award such minor punishment as he COn-
Siders necessary accogding to paregraph 226 in the interest of
discipline besides an adwerse entrv in the Character Roll,

21662 Any day on  which n member of the esteblichument
attends olfice after 12.3¢ P, “ut before 2 P M. whather with
or without permission will be treated as casusl leawve for half
a day. Attendance after 2 P.M. wil! be treated ax casuwal leave for
full day, Similarly, it he teaves office heturesn 1230 PM. and
2 PM. it will be treated as casual legve for half a day. Deparfure
befare 1230 P M, will be treatad as cazual lagve for ful] day,
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216.7. 'The casual lgave account of a member nf the axtae
blishment will be transferred from one Denattment to arother
alowg with his transfer by the Secretariat Administration

Departrent or Appointment Department, as the case may be.

217. Peous-—-Hours of attendance.—Peons are rezponsible for
the cleaniiness of the office tooms and will attend office half
an hour cerlier than the hour prescribed for the ztafl They will
not leave oMice witheut the permission of the Superintendent
under whom they work, Peons attached to officers will remain
n office untll thalr officers leave oy wnitil they are permitted by
their officers to leave early.

F

218, Fermisiin to leave oM,

218.1, A member of the office eqgblishment will not leaye
the office premises during WOoIking hours without the perrnis-
fion of the Superintendent of his branch, ot in his absetea, of
the Branch Officer. -

218.2. On the lIasl working day previous top two or more
wﬁi ]rmtllil!:aﬂ ﬁﬂnlw : Sunday) no Assistant or Ty-
Ve office with t i -

Ft] Loave | e permission of the RBuperintan

218.0. When 2 priority case requires sction on the zame
day, & member of the estublishmeng concerned will hot Jeave
office without the parmision of the Superintendont in case of the

Assistanty, b, 4
Euplﬂntendewh or of the Branch Officer in case of the

219. Casnal Lawpe—The genaral instructia rding
Isave are included in the Hmdh;uknfﬂmqﬁﬂmlm cranal

21%.1, The cazual Yeave to & Covernm t
Secretariat will be senetjoned as fallowyg '1 secvent e,

Serlal Dezignation Pe
No. of Governmont servant hkfgn whase Dll'ml..ﬁlﬂl'l to be

I.  Secratapry Chief Secretary, Minbger will

be inforrmed,
Joint Secretary, Depatty Secretary of the Departoment
Secretary. '

v
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3 Ynder Secretary Joint Secretary or Secretary
under whom he iz directly
) placed.
¢, Supetintendent, Assistants, Branch Officer,
Typlsts, &ic,
3. Peons Py Superintendent, Officer cun-

cermed or Wapir as the case may

be.
& Personul staff attachad to Minister/Oficer, provided casusl
- Ministers/Offleers. leave s admissible. Under

Secrstary. 5.A.DJAppointreent

az the ecase may be, tobe -
formed.

218.2, 1 any Government servant avalls himself of casual
Igave whea 1t i not admissible, he will do 50 at his own risk
and ordinerily will be treated as abhsent on leave without pay.

219.3. Prior permisslon fer cgsua?! leave on account of
anticipated cAuses will be teken. Absenwe in anticlpation of
sanction will be condemed only it the necezcity  for the lesve
could. not have bean foreseen. In mych coses, the natare of sudden
emergency should be stated in the application.

2104, A member of the establishment apphying for casual
laave on account of temporary indisposition may, if considered
necessary, by the leave sahclioning awthority, be required o
praduce rmedical cectificate o hospital ticket,

. 218.5. An application for casual Ieave submltied from the
residerse of an applicant showld rontain hiza residential address.
IT he proposes (o leave the headguarters during the leave
peripd, the permission to leave the headguarlers should be taken
and the leave address should also be given.

218.5. An apstract statenwent showing  casual leaye taken -

and late sitendance will be exhibited in the last column of the
Attendance Regieter and consolidated by the Superintendent
immediately afrer the month is over.

229. Compensatory holidays.—
220.1. The following atre the conditions under  which a

GovaTnment servant whe ia ealled on 1o attend offiee ob a pablie
holiday may be granted another holiday inits place - —

L . .



129

fa) Such a hollday can be aveiled of by & Government ser-
vant omly 1f It iz specifically sanctioned by the authority
competent to grant him casual leave

) Not more than 7 such helidays in all will be glven in &
colendar year and not more than 3 such holidays will
be given at a time

fc) Mo zueh holiday will be given after the expiry of three
months from the puoblie haliday for which tt is substitie-

{d) Such a holiday may bhe given on aty date as considersd
sultable by the authority competent 40 saetion the
cesual leave.

{e} Such helidays may be allowsd by the competent authorit
io be combined with casna] leave or other awthorized hnli:l—r

deys provided that the total peried of absenes from
duty does not excead T dava.

2202 A Government servart touring on public authorlsed
Dot elgible for oompensatory bepnpymonct oOf s dutles 1
not & - COMPAnSE T P i T §
which ke performs journeys. 1eays In Let of holidays on

—XX
CHAPTER

MISCELLANZOUS

221, Busimesslike aetivity in Secretariat—It is most impore-
tant that the Secreiariat should present an atm ere of hish-
ness like activity. Members of the staff should net ‘waste
their Hime. They must ity to maintain  silence and behave it a
good and dignifled menner. if they have occaslon to talk, the
must do in a low votee S0 ag not to disturh others. f

222, Cleanlinesr in secrstarist—

Z2x 1. It is essential 1o maintaln cleantiness and sanitating of
the Secretariat bulldisgs. No emrlover should throw any ruh-
ll:;mlt'. in ﬂ'.:lad thhlﬁldmgstcm ﬂ.ltl: the u;mpus or stain the walls of the

wilding me, eic ¥ one found doing 5o ma
to pay the cost of cleaning, ¥ be required
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2220, A waste-paper hox will be kept within p convenden:
distancé of overy member of dhe saf lz‘lmul: will be
throwm inte thesc and not on the Boor. Statioocry a records will
b: put away tidily in the Asgistanly’ zalmirshs or an  the racka
and act Jft lying scattered on. the tables, chairs, or tops of
almirzhs. All rubbith snd obsoktt forms or publications must
be cleared away not Ikt ¢ Liter the office. Tﬂc officers’ rooms
will be properly seept aod  duested -l:lﬂ.lh' The Mazm is s
ponsible For :ﬂ:lng that this s done.

223, ﬂmmmdndnl for oificery amd S¢aff.—In  providi

accomrvedadon, scrangenent of the officers and stafft shoul
bs such that H%m.mtm the samic building preferably on
the same ﬂqun of accommodatien iocly ferr
record kept in the' Pepartinests or officers’ rooms will as a4

administrative <onsideratiops permit, be on the fulluwing brasis;—
{1) Sccretariza, Additienal 250 8q. fr
Secretarcy,
Toint Secretaries .

{2) Other Class T and 1ed 5gq. Mt
II Officer
{3} Tachpical Sl {ie. oD Sq. .
'Dw}rscnr: ard drafltsmen,
ebc.}, '
dy Minisierial Stad #4 5q. ft. perhead.
2. Suafl meeti and Depantmaental Officers Meeting. —
141, Stalf .~ The officers should make it a ing

to meet members of the safl working wnder them, by bolding
nmﬂm? i(:'md.lmlly. These meetings provide a forum for the mem-

stafl 1o give s ions Ior improverpent Of work or
giw vxpression to their vides. The meetings should be cons
ugted in such 2 manoer that mombera of the staff also feel thar
they have a sharz jn shaping e decisiors for improwing the stane
dard of efficiency.

224,72« Departoaeatal Qoo Meetngs. —The officers’ meetings
m a Department shouwld be held z¢ regular intervels [In these
neeatinge problzms comcerning the working of the Department should
bt discossed and ettempis sbould be made w0 Gnd our ways in
which & vements in the working of the Department can be
mgde, ia meeting mey be combined with the saaff mesting men-
tiomed in the preceding paragraph.
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275. Tealaing of Secreinrint weaff

2251. According to their Service Rules, dhe Lower Division
Amlsrants and Upper Divition Assistants will umderpo the preseri-
bed departmental which hos been arrangsd in the Seare-
tarlat Trzining Scheal. Ia the Secrctariac me a4 P
freshet comrse for stenn is alvo conducted the training
to the stipendiarls in Bh. Bengali and Assamesa  stenography.

2152 The Administrative Beforms Department will amarge for
refreshey  course for Superintendent:, Branch OMcers and higher offi-
cers a% arc coptidermd necemary from 4Wme to Hme

5 Disciplinary Proceediogs.—

226.1. The disciplinary proceediogs are governed the Amam
Services (Dhscipline and Appeald Rules, 1964, Detailed instractions
have been fasued by Appointment Depariment for conduct of these
proceedings.  Full powers of disciplinary acifon wvest im the Appo-
mtng Aunthority. The power to impoas ANy ont ar mode 0 the
-pa;nd minor penalties mamely, cepsure, withholding of inerement
and vecovery from of lom to Government have been delcgated
te the Secretaries I};epartwmh with regard to ministerial stafl
Emm the Tevedl of Superintendent snd grade TV employees under

in the Secretariat Departments,

276.2. Before final order 1 pamed, il tha Secretary it of the
opinion  that mo}' of these minor penszltier is inadequate, he will
forward record of the procesdings with hin opinign to the Appoine-
ing Authority.

2963 The power of minoy punm mentioned wbowe dosg
not incliede the power to suspend an officer which will be exercised
only by the Appointing Auwthority.

217. Lexes to Sstretarint Exmployees.— Except casuil leave
and quarantipe leave, if admissible, the other beave w0 Secretariat
employess i governed by the proviions of Fandamental Ruoles. An
employes will apply ut leawt fopr wesks before the date he intends
Lo ﬁaun beave. He will apply in the prescribed form as applicable
in his case through propst <barnet.
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n2e. Permissios for proseenting higher siutles— A nmrember
of the Secretarlat estoblishmeent who wants to undergo a
eourse of study in an edueziional inetitution and to appear in
aty University sxaminativn will take prior permission of the
Appoimting Aathority to do so. In geranting  the permission, the
Appointing Authority will songul the Secrtinyy of the Department
cotcerned who will satlsfy hinwelf that the Governtent wark doza
nod auffer. )

22). Bstablishiment maatiers.-

22%.1. A Departmeni will maintain a Register of Posts o the
form piven in  Appendix 1, Part 36 in order to get a complete
picture of permanent and temporary posts One register or sepa-
ralz registers ey be maintained for permanent and teporary
posts. In case of blg cadres controlled by a Department like Secre-
tariat Administration Depsartment, separate regisiers aocording
to cadres may be maintained.

228.2. A Departmnent will maintain a Register of Members of
Cadre m the form glven lo Appendix I, Part 37 in order to gel
at any time a dlear pleture of the cadre atrength and detalls
of each member of the cadre controlled by the Department.

229.3. In order to ensure sanction of fcremenis in time &
Registar of Tncrements a3 glven in Appendix I, Part 38 ..711 be
maintained for all posts category-wise under the adminisira-
tive control of the Department.

2204, The Secretariat Administration Department (Esta-
Hishmeant) will prepears an Amalgamated Eoll annuaily as on Ist
January in respact of the ministerinl zervics of the Sesvetariot
It will contain Information areowding to seniority of the mambers
of the cervice.

230, Use of Conferenes Room.—The conference room of the
Seerctoriat i mesnt for high level’ conference and its use is
therefore, not sllowed for holding examinations or ordinaey
meetings, The Departments may arrad@c for thelr otdinary mee-
lings, conferences and examination, etc, in the auditorium or in
the seminar hull of the Ceniral Libeary cr any of the commities
roams  in the Aszseambly Secpreip st

231, hrran;-l.:uminh for meetings In  the Secretoriat.—The
Nazir will mwake arrangement of [urniture, stationery apd re-

L
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freshments, ete,, at the time of the meetings in  the Secretariat.
The Department concerned will however, see that the arrange-
. ments are satistactory.

237 Reporters at comobttes meetings, spupitars, ete.— The
reporters  for ecommittee meetings or saminars organised by
the Departments w1l be arcanged by the Secretariat Admini-
stration  Department or Persennet (B} Depactment, I, howeysry,
thare iz any ghortags of stenograp hers, the  Department ©on-
cerhed will malke itz arrangsment for reporting the proceadings
by utilising the Sbrvices of the Aencgranhers of itg  Ministers
and Officars,

233, Avpuad Adwidvipteation Beport-—A General Administa-
tion Report ia prepared annyelly by the General Administration
Department which govers In brief the activities of all Depait-
ments. This report i in addition to the annual Administration
Reports of the Feads of Depart ments under  various Depart-
ments. & cnov of the anpnual Administration Repori should be
forwarded by the Administratlye Department €0 the Accountant
General also,

234. Assam Civil List.—

234.1, The Aszam Cuvil Ligt containg details of the datza of
birth, dates of appointment, pay and allowanees and the plaes
of posting b respact of a1l gazetted officers. In additlon, it con-
taing informstion regarding Governor and his parsonal  staff,
Council of Ministers and Parliamentary Jecretariss, Assam Pub-
. lice Serviee Cornmilasion, Vigilance Commission, Advocate Gene-

ral, Members of Legislative Ascembly, thelr addresses and con-
stituencies, ete

234.2. The List will be publlshed annually by the Persnnel
Department giving the nosition 83 on 15t July, The Administra-
tive Depsrtments will collect information from their subordinats
Offtcas by 1Bth July, consolidate it and send 4o Personme! Depart-
ment by Tat August,

234.3. The List will be prepared department-wise according
to the services and cadres under .

234.4. This List js not an authority regarding the informa-
tlon contained In it However, any inaccuracies, including those
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with regard to posting, pay and altowance, in thae List may be
hronaght ta the notice of the Administrative Departmert by the
perion  poheered.

235 Assigtenee to Antl-Corvaption Beaneh—A  Denartrent,
under the ordexy of an offieer not balow the rank of tha Branch
Cfficer will render prompt aselstamwe to tha officers of the Anti-
Corruption Branch in  regard fo conduct of hecessary enquicies,
The Branch Oflcer, before granting the permission. will satix¥y
himself that such an officer has {he proper authority.

2346, Precautions agelnst avd copicel oi fire ootbreckh—'The
Executive Engineer, PW.D in-charpe of the Secretatial buils
dings is responeible for providing and maintsining fire-flghting
equpment in the Secretariat buildiogs. The general instructions
regarding precaullons against aod controt of fire are given in Ap-
pariix XVII

2371, Liveries,—

2371 Grade IV Government-servants i the Secrefariat are
elifible to  receive liveries In conection with the discharge of
their officie] dutles  according to the scale laid dewm in the Con-
tingency Manu»! and the Instrections istued from time to  fime
A Stock Register of Liveries regarding their reeelpt  and tetal
Istue in the form given in Appendix [, Part 38A will be maintai-
ned. An Issue Register of Liverles will be maintsined in addition
whick will eontain the slmmatures of the recipient and Jetails of
issue. This iz a supnorting register o the Stock Register and will
bz mzintalned in the form given in Appendix I, Part 35B.

2372 All chowkidors, peons, lamadars, molis, tte, who pre
given liverias for their official dutiee should wear the livery
while on duty,

237.3 Any lose of livery by = Government servant will ba
reported immediately to the Under BSecretary. Secretariat Ad-
minigtration Deparimant, who may require the Governmend
gservant concerned to pay lor the replacement of the lost
liveries.

222 Supply of Newspapers ot Government Cont—

2381, Newspapers and peripdicals are supplied to Minpisters,
Officers and Offices according to Government instructions.
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T Tha are required to submit the bills far sup-
cly :fa HWWMMIE Two copies are sent by them
direct o the Becretariat Administration Department (Accounts)
and the triplicate copy Is forwarded to the subseribing officen.
The subscribing officer should forward his copy with objectons
to the payment of the bill to the 5.A.D. {Accounts) within three
days of the receipt of his copy ©f the bl If no obiection is
received From the subscriber wilhin this period, it is presumsed
that the bill is in order, The payment of the bil] is then made by
the S5.AD. (Accounts) without further reference to the subseri-
bing officer.

238.3. A subscribey will maintain ¢ register of perindicals
recelved as mentioned in paragraph 213,52, He will alss madngain
an account of the receipt of newepapers to sheclt the dates on
which the newspapers ore not peceived.

238 Disposal of waste paper—

238.1. Newspapers, Iorumals, asurplus Gazettes asd
other papers which can wilthout risk be sold intact and  which
are 0o longer required will be zent to the Nazir by the respee-
tve Departmenis, The Mazir will heep these pavers in ths store
room for waste papar,

239.2. When the old paperas have accumnulated in sufficient
guantify in  the store room, the Und=r-Secretary, Secrelarial
Administraticn Department will arrange to Sell ihem by suction
or ender, '

239.3. Papers which are thrawn into the waste parer baskeds
and collecied daily by sweepers are taken away by. the Secre-
fariut sweepers and sre burnt.

239.4. Papers of the Political Department and setrel papars
will be burnt by the Dapartment concernsd zerording to Instrue-
tionz in this regard,

240, Abbreviated addresses  in the Secretariat.—
240.1, Commwm ghbreviaiiom: in use $n Seeretariat corres

pendenet—A list o cominon abbreviation which are ir uzer
Sacretariat correspondence 1= given in Appendix XVITL, Port ]
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241, Foformation regarding Black-1lsied Flrms =— .

- 241.1. The Departrments settling comtracts or making purc-
chazes zhould maintaln Information regarding Black-listed Firms
in ready matner. This information is of two kinds, namely, the
orders issued by the Departrment concerned reganding blacklisting
of firms and  circulars received by it regarding EBElack-listed
Firtns izsued by outside amrtharities.

2412, This Inlermation willbe entered in the Register of
Black-listad Firms t0 be maintained 5 &8 confidential docunyent
by the Superintendent in tha form gveh in Appendix I, Part
40, The lirm concerned should not be informed of thig decision,
The register will be put up to the Branch Officer in the Depart-
ment in which it i3 maintained on the ficst Friday or next wor-
Kng davy of earch month.

242 Inmterpretotion or ametdmeni of Manoal —!f any gues-
tion yeparding interpretstion or amepdment of this Manual! am.
0. it will be underiaken by the Administrative Aeforms Dapr.
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r Yol Mo i Taur r Son i Be it | T off recsls

+

NOTE »—I. Ao ndex will be malarslond a1 tha beginning of the regines
indimting thy pages allsisd for each publication.

T Emickd = far 21 pomible will be made niphabetionlly.

5, The following ol will be made nt tht begioning of the ot
. ' page alks to caxth publleation 1 —

] Maww of publicaton.
(b Nameand wddrem of supplier.

“ APPENDEX T, Pact=1D3
o : : {Parugraph X136
Eegiwinr of Rullway Kecxndpts

XN dad Tt off rocapm ‘rare of see Ohgre of Jp-_uﬂn Mtrarar. .
Dutx r o Dagdrt- | by e Maddr | iakiig Dl (o wny aad
et mr:ﬂ Crrmlmrn
1 i 1 l ] i + I 5 i .
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APPENDIN-[, Pup—17

( Pusagraph 3292)
Registes of Mentbers of Cadre

ey

Nums i Puin o mrﬂLh:nnf Daes of
Blutationa) | Dok Ihe Joaniirmarion | it R
et Fcubia g Pose [ P
[T Qi S =¥

D'Ill.'h [

1 i 3 4 1 &

Rormarin

—_———

NOTE:—1. The Rapister may be Maceasary (or (renferable pogts caly,

"% The Beghtice may be bound and malntained alp haleiionthy

il mny additonu] nfarmation
agiding srvice of the m“‘f

I I md
b rio W% jonier e
— T — — —

..‘L'PEND!I—L M1

{ Paragraph 2237)

Hegister of Incrennagts
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[h{ Sipck Regieter =f Riverlea/Undferme Far H08.  oaiirsairna i
= . -——;bv—-"
- ) Racciy arbug the y-:t_
"ﬂ:'m Doeoing | Dae of | o dups [Total Ko Chuiog | Rawsris
.| Wb et
) I 2 1 | 4 |.% ] 1 1 ¥ 10

No—=1, The regleter o Bom (b)) w00 by myimmiond whers  pitched nl:
[ -]

indew at the beginnlug of the register will locienis she ool
- :}h pq-.dlmul ﬁﬂuﬂt it of Jiveryunikerm,

APPEMDIX—I. PART—39B

(Paragraph 237.0)
Lrens Regivter of Liveriap/Uslfosoes bor e Tl ... e

Mauilis
Mo | Cost Bk Wrommr | Cag, mc | g aowlotgmm
racipiont
| 1 3 4 x [ 4 )
ﬂl -

Note—The data of Mroe muy be eltersd m the Yaginning 1 the sotrie . the
dar.
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o ——



177

APPENDLIX—], FART=10

1
4

{Paraprarh 2412
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AFPENDIX-l, PART]

(Parageaph 6.2}
List of subjects to I deall with norm:lly in Secratarist,

{1) All matiers of pulicy.
{2} Inter-departmental Co- ordination.
(3} Cases Involving mterpretation oc rﬂamﬂnn of ﬂ:isl;lug
riles or orders and instructions of Government. .
{4) Laying down general principles of office methods and
procedure.

I5) Matters rélating 1o legizlative measuras mrlas and cagols-

() Exsarcise &f powers vastsd in the State  Government usder
Acts, Rules and Regulations. : :

7} Matters relating to eTerclie of ﬁnan:iat, legal and admini-
strative powars vesied in the Stale Government ; Including
appeals. revisicn and review p&titlans within the powers
of the Srate CGovernment,

{0) Matters to be plaged before the Parllament and Legislative
Assembly or thelr Committess

(%) "Appolvitinent ” of Commistiond and Commlticas,
(10) Meatters relating to all India and State lavel conferspres,
{11) Correapondenge with Foreign Governments,

(12) Creaiicn of npew Districis and Sub-divislons or chapge
- thelr boundaries. =

f13} Creation of Adminlstraifve Unita

(1) of Headguarters of offices at biock or =mzhdivis
aicnal Jwwel sand above.
(15) Creatlon of npew oMces, smalgamation, bifurcatlon and
abolitien of wifices.
(1%} Fmoluments and genarai service conditions of Govern-
MEnt servants.

{17} Adminigtration of servmes of which the Covernor is the
:E::ﬂntlng avthority, unless any  powers  secifically
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. {18) Matters relating to All India Services. inoluding trans-

fer, posting, promootions and Alseipl of
officera of Al W&nﬁs& undef* mthl? mﬂdmhhtrﬂl:ﬁ
coptrol of the State Government.. |

{19 Inspection reports and tous notes rvecordad by Heads of
Departmnentd.

(20) Matigre sffscting the sconomy of the State.

f21} E-r:m]tin:.r ﬂd approval of de-nnrtnj';'lem:l budget estimates,
supplementary. grants, sanction re-appropriationm,  sur-
render of !un%i ' FE

{22) Ail proposals in'mlﬂl;i{ new itams of expenditurs.

[23) Financial sanction not wfthin the competence of the Haadx
of Departments and nther sybordinate authoritiez.

34) Sancilon of erpenditr.;;ie froro the Contingency Fund

f25) Appropriation Aseounts.

(26) All matteary relating to preparation or adoption nf new
plan and non-plan schemes and impoctant modifleations
In the sxisting schemes.

(2T) Review of the progress of the plan schemes.

28} All matters regarding which reference to Finance, Lla-

Bve, Judicls]l and Purmomgeliete., Departments and
is necassary uhder the Rules of Executive Pusinem

APPEHDI}[-II, PART—
Parageaph 5.5
Tlusirative List of Matters 1o be Bulsmitted to Migister
I. Mettera involving new policy or principie.
k. All matters relating to preparation or adwﬂcm.nf new

plan and non-plan and i ]
P i _ udumas #nmrun moditcation fn
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»
5.

10.

i,

12.

13
14.
i5.
1&-
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Progress of the plan s~hemes.
Matters refating to legizlative mepsures, Toles and reguiations.

Exercise of powers vested in the Stare Government under Acts,
Eules and Repulations,

Maitery W be lﬁleaced beforc the Parliament and the Legitladve
Anembly or iheir Committees.

Serwtiny  and  approval of Departmsnral bexdgel  esrimates,
supplemendary granty and sanction of re-appropriation by a
resolution.

All propoaals iovolving new ilgme of expendityre.

Sanction of expendilure from the Comtingency Fund.

General Service conditiors of Government zervants umder the
LDepartment.

Appointments to the posts for which Governor is the Appoinling
Authority,

Pisciplinary cas¢s of the officers where Disciplinary Authority
is Crovernor.

Tours of officers outside the State
Appotmtment of Commisions and Commiteess:
Matters relating to inter-state relation and foreign Geovernmeni-

Any other matters which the Minigter may specify by general
or special order. :

APPEND IX—III, PART—I
(Patagraph 7.4.)
Duties of » Braoch OHficer.—
The Branch Officer, i in-change of ope or m'ur:: Branches,

Heir 1 ible for efficient fusetioning of the Branch under
him. An Uluserative list of his datbes is given below ;—

(1)

to be reapomsible For prompt disposal of work in the Branch;
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{2] to g¢ through the dalt and give directions to office for
itz disposal ;

{3} 1o deal with urgenl ot imporlant receipts himself and to
dispose of az many eases as possible nn his own initiative
and responsibility alter discussian with higher officers:

(4) to submit imporiant receipts at dak stags to higher offi-
ters |

[5) t¢ Jeep w wach over fimaly submission of weekly and
manthly arrear lists and other returns  and © serutinizse
them

] to alloeate subjects to Assistants in consyltelion with the
Superintandent ;

7} to make surprise visits 1o the Branch to check atten-
dance and to see that other inslructions are correctly
observed ;

{8) to inspect the Branch once in six months and submidt an
ingpeciion rpole to the Sacretary ;

{8) to keep himself acquainted with the morale and condoet
of t.e staff working undet Rim -

(L0} to diseuss with the Superintendent from time Lo time mea-

sures necessary to expedite disposal for improvement of
kusiness in the Branch:

(11} to deal with any other work assigned hy the hither officers

APPENDIX-1T1, PART—?
{Paragraph 7.5.1 )
Dhties of a Seperintendent s
Tha Superintendent iz diraetly in-charge of the Branch un-

dar him and iz responsible to hia Branch Officey. Hiz duties aye :-

(1) to tee that the Branch iz kept neat and tidy snd that files.

Papars, #ic. ate arranged In an orderly manner:
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(2) 1o e to  the maintenapce of discipline among and punciea-
lity in sttendance of the siafl in his Branch:

(3} 1o we to the training of ihe Assistants wnder him:

(4) to see that the Attendunce Regiser is mainiained correctly
and submitled o Lhe Bianch Décct in duc Line;

(39 o maintain an  upqie-date digtribution {ist of work among
the Aspstanis i e Bianch; and (o s=e that the work o
rthe .Bramch i !.n:ifurrnl}' distribued among the staff in the
Branch. For disiribuiion of work amongs assistants, he will
dulﬂ asscy the  ability of each amistant to handle differer:
kinds of job;

0} w0 maks amapgement For the  disposal of work entrusted 10
an Assisant during the Asvigmini’s absence;

{7) to submit to the Praneh Cfficer all receipts and files at
dak stage, uniess thete are instruction 1o the contrary ;

{8} to keep a pereful watch on gny hold up in the movements
f dak betwsen the branch and higher officers ;

(20 to mark the receipts In the names of  Assistenis in the
Brarwh and to gve directions ¢ the assistants for disposal :

r1ny tui deal with important or complex recelpts  or cases him-
welf ;

{11 to serutinisc the notes atd drafts  of Assistants for cor-
rectinees and aeguracy and add his own remarks  or sugges-
tions where noeceary before submitiing the case to the
higher offlcers

(12) to deal with such casea himself as may be required by hig-
her offtears ;

13} to give priority markings on dak, drafis, leylers, ete, and
1o remove or revise such markings 3z and when neces-

MY ;
114} Lo mark 4 draft for “ipsue” aiter it has been approved ;
(18] 1o give special Instructions. where necessary, on the draft

x5 to The masner ¢! its issue, eg., 'By Registered Post™,
“Insured Cover". ete. !
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* "{16) 10 see that all routine dutles, including maintenance o8 regis-

gsters, ete, are cartled aut promptly and thorsoehly -

LI7) to sea that all Manuals, Rules, ste, of the Branch are kept upa
" to-date by inserting latest corrections slips ;

{183 to cheok the Rereipt Repister t least once a weel :

15} to see that the Gle numbers for receipts are entered by the
Azsistanty regilarly in their log books ;

{20) to see to the proper maintenance of the following ;—
{a} Guard File.
{b} Precedsnt Register,
{c) Ragister of Assurances
(dl Registers of Assembly Questions and Regulatinns.
{a) Check List od Beturns.
(21} to see that vepotts and returns are submitted on due dates ;

(X2} Ly ensure timely subtnission of flxed date eages, other impor-
tant cases and papers requlred by officers by keeping a note
in the Engagement List and ta kesp a wateh on progress of
ackion !

[23) t» ensure thal the arrear ligts are cornpiled timely and
- meeuralely ;

(24) to inspect repularly the yacks and tables of Assistanty at Lenst
once a week and gatisfy Limneelf that no poper or file sctuel-
vy pending with an Assistaol i exeluded from the arrears
as chown in the arrear lsts;

{25) t» check that the stalf comply with the security instroctions
and to bring immediately to  the notice of his superiors
any breach of sscurity repulations ;

(26) to ensure timely recording of cages and to classify cases in-
to A, B or C amd arrange ibeir despatch to the Fecording
E-Eftiﬂn Records Boom ;
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f27) to attend t3 the periodic d:sposal or dastruction of all
ephemeral Rles and papers ;

f2H} 1o sttend th the disposal of all reglsters and records of the
Branch which have erossed the prescribed period of pre-
sevvation as laid down in Appendix XI:

29 10 exatine the list of spare copies  and of circulars for
destruction :

9 en deal with staweh confidential or other work of the Branch

ak may be entrusted to him by the Braneh ORfcer or othae
nigher officers

APPENDIX.-II FART—3
(Faragraph 7.6.1.)
Dutiex of a Dwaling Assisfanl 5—
{11 To exemine promptly all receipts made over to him and—
1al deal w'tth~the receipts acrerding to their privrity ;

(b check the enclosures and. if any i found short or missing
tabe wction for obtaining the missing pooees ;

fel to forward recelpts or extracts from receipts to other con-
cerned Branchgs:

{d) tn make entries in Column ¥ of the Log Book for Assis-
tants ;

(2] it:; collaet materials required for taking actiom on a re-
cedpt ;

(3) to open, where necessary, new file for taking action on the
receipts. after obiaining orders al the Superintendent :

(M1 b put ip B rese after examination to the Superintendent
an the date required and, where nn date s mentioned, nnt
later than seren dasg of its repsipt



iB%
5} When putting up a caze+—

{a] to see whether sll 1he Tacts, so far as they are apen to
check, are correst §

i) to point out any milstake or mis-statement of facts ;

{¢] to draw attention, where necessary, to the stabutory of
customary propedur2 and to potnt out the law  and rules
and where they are to be found:

(d) to supply other relevant facts and Aevres availeble in
the Branch and to put up the Standing Guard File or
Dt?ﬂ' papers containing precedent or previows decisions of
policy

fe) to state the question or questions for consideration and
to bring owt clearly the polnts  requiring decirion, but to
avoid hie parsonal opinion of recormmendation

{4) to note  the file number and the date of disposal againat

the diary number of a reqeipts on dispogal by him io the
Log Bogk |

(T} to prepare and keep up-to-date a "cunning  swnmmeary of
facts" or preciz ob a case where it i3 considered necessary
by the Supsrintendent or the Branch Officer ;

{8) Lo consolidate the replies as and when received ino ¢azes
where many outslde offlces sre conaulted ¢

(0} to see that—

{a) acknowledgements to communications rer:ewad from
Members of Parlinment Législature, FPublic bodies and
members of the puablic are issued promptly, and .

(&} interim replies are issued il delay is .anticipated in sen-
ding oul final abswer:

{i1) to consult the Superintendent or higher officers in casas
ol doubt for speedy dlsposal of hls work :

11} to furnish accurate infermiation in the weskly and mon-

thly arresr lists or olher periodical returnt on doe
oates
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(12} to maintain & Reminder Driary .10 be examincd every morning
by him and actica taken accordingly;

{13} W compare the [aic mw' with the draft and w ssc that the
corgections made in one of the fair copks ix made jo all the
other-copies and the originel drafis

(1) w chieck the list of periodical returns, both in-coming and
cul-going, for timely action,

{L5} > take prompt action regarding recording of cases;

(16) to maintain the part of the Guard Fils of importand circulars
and instrctions ohncerning him;

17} 10 keep all Manuals, Acts,, Rules, ¢t¢. with which be i5 con-
“'";i'.fl;d ui-to-date by inscrong <otrection #ips a8 and when
rereived;

{18y toatient to such other work as be may be assipned by the
Superintendent of any higher officer,

AFPENDIX--111, PART —4

(Faragtaph 7.6.5.)

Dwtivz of & THackst.—

1) to place all veceipes in the *“dak tray'’ om the Soperintandents
table as aod when received;

{9 10 zubmit te offiecrs concerted files and receipls in dak pads
for perusal at v dak dage as dureCted: .

{3 1o bring ¢ the potice of the Supetintendent any papers which
are not reccived back from officers te whom the papees were
sed for perusal af dsk slage;

{4) o enter all recoipis in the Receipt Regisier {Governmeni of
India’s letiers to be entered w yed ink)
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#8) to distribute the receipts among the Assistants o whoo

thev have been marked =fier entering in column 1 of the
Log Books for Assistanis:

(6) to enter file numbers in column 6 of the F Regizter
Againgt each  entry by noting them from "the log books of
the Aszistants ;

{7) te bring te the aotice of the Buperintendent all  entries in
the THagy Reglster spainst  which no file nombers could he
notedd by the Diarst tor want of corresponsling entires in
lhe Assistants' Log Books ;

(8} Lo be respunsible [ur proper manienancs of :—

fa) Diary Register,
(b) Movaments n! Rles In the File Register.

(¢} Replstar of Flles received un-officially from other De-

partment,
[d) Reglster of Files issyed un-officially 1t other Depari-
ments.
(el Register of Files for Record
(9} to issue all postals and local communication promptly

thrangh the Fssue Branch or special messengers :

(10) to make & note of the files sent ta record in"the Fila Repi-
vtar hest:le-s a note in the Register of Files for Record:

{E1) to fill up columne 1 to 3 and column 5 of arrens list "A” and
submit it to the Superintendent belore evening of Prdday
or the next working day;

f12) to enter the hames of afl Assistents and Typists in Atien-
dam:e;l HRegister a few doys before ciose of the current
rmanth ;

{13 to total wp and carry forward the Casual Leave socount In
the Attendance Register an and the abstract of late atten=

fi4) tu do an,z{ other work assigned to him by tha Superintan-
dent or higher officers, Including  dealing with rogtne
receipts and filas.
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APPENDIX=111, FART—5
{(Faragraph 7.6.2.)

Diwiles of Ty plef:—
(1) Te type aill matters marked to him;

[2) to muintaih a log book in the prescribed form

) ta report to the Superinlendent or  Assistant  in-charpe
regarding the position of un-finished priority work at the
end of the day ;

{4) to obgerve tha instructions for the guidance of typisis given
in Appsmdix VII, part 4;

(8 1o chserve the instructionsof the maintenance of typewriter
piven in Appendix VII Part 4:

(6) o compare fair copies as directed by the Surerintendent :

{7 to do any other work as may be assigned tn him by the Supe-
rintendent or higher officers

APPENDIX -TF]. PART—4
(Paragraph 27.1.)

Duties of the Nazie

The Nazir is incchacge of the Nazaral Beclion. . He works
under the direet comtrol of 'nder Seerctary, Secrelariat Admint-
siratlan  Department  (Bstablishment). In 2o fay oz contro]l and
supervision over the Mazarat Seetlom sre coneerned, his duties
ars the same 89 those of a Secretariat Supcrintendent, Hiz dutiss
ano responsibilities as Mazivr include the following : —

A. Prscurement and supply of forms amd Stationery uﬁdu

1. He is Tesponstble oy muintaining adegoate stock of
form and stationerv articles snd their issue to Departments, ol
firers and mintsters. For this, he will—

2T
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{a) prepare annual indents for forms and stationery on  due
dates and submit to the Printing abd Stationery Depart-
mant through the Under Secretary, Administration De-
partment {Establishment; ; '

(b} maintain accurstely stock reglsters of forms and stalionery
articles in  preseribed forms

2. He is liakle Ior any deficiency in his stock.

3. He will purchase only those articles for which pravious
sanction In writing from Under Sseretary, Secretariat Admini-
stration Department  (Establishment) has been obtained.

4 He will serutinise sn irregular or extravagané demand
Yor supnly of such srticles and bring the matter to the natlee
of the Under Seeretary, Seeretariat Administestion Department.

5. Before any article Is brought on  the  stock register. he
will Is:tisfy himzelf abowt  the qualily and quantlty of the
articte.

§. He will ensure that everv issue of forme and stationerv
prticles 15 supported by a wrltien requisition.

%. He will submit every manth the stock repisters for forma
and =tatioherv for inspection kv the Upder Sectetary, Secte-
tariat Administration Department (Establishment: and annoually
for annual stock verification,

B, Famiture and office muinn‘_len.t.

2. Ha will supply furniture and office equipment to all De-
nai'itments. officers and Ministers according to the prescribed
seales,

g, He i3 responsible for the custody and due care of the
furhiture in the Secretarint. He will ¢nsre that carpetg in thes
Secretariat are duly dusted.

13, He ls responaible for remaval of anserviceskle forniliers,
and  equlpment and  arranging thelr dispasal by sale,

11, He will checlk the furniture in the branchea and offics
rooms and residential offcers of officera and minTsiers once a

Jveay for steck veriflcation.
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12, He will maintain properiy the stock registers for furni-
ture and office eguipment and submit them mondhly to  the
Under Secretary, Seeretariat Adminieteation Department (Esta-
Blishment) snd aleo with the results of snnual stools verification.

C. Livery for Grade IV stafl.

t3. He will purchase and issve tivery and umhbreilny ete, to
differeni categories of Grade IV stafl according to the prescribed
acales of supply. For thls, he will —

{a} prepare estimate of issue of liverlez to be made in each
seaspn and their cost;

{b) arrange for the purchase of the sanctioned requirements.
14. He will maintaln siock-registers for livery etc.
L. Control 2nd supervision over Grade IV Stadfl.

15. e iz responsible for all service matters relatinz to the
temporary Grade IV staff, including ecasual staff, their control
amd allotment of work.

16. He will personally supervise the work of sweepers, malis
and day ard night chowkidars and make surprize check,

17. He will maintaln sttendance registers for all categories
of staff under his direcet eontrol.

18, Be will checlkk that the Qrade IV staff attond office in

Chalr yniform.

19. He will be respomsible for the genersl cleanliness and
tidinezs of the Secvetariat buildings and premises.

2. He will check that the Grade TV stalf kaep the office
rooms ¢lean and Hdy By removeing waste papers et amwd dust
themn ptanerly.

E. Miscellansous.

1. He will make arrangements. including supply of re-
freshment at Government cest. for meetings conferences, ete,
held in the Secretariat from Hme $a Hime.
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22, He will eosure repular winding «of clocks in the ofice
rooms of gazetted cfficers and ministers.

23. He will attend to offiee accommodation for Departments
and officers and supervige their shifting Irom one room or buil-
ding 15 another,

24 Ha g responsible for control and  supervision over Dak

APPENDIX - LI, PART—7
{Prragraph 27.4.27
Duties of a Peon. _
I. He should eome to office not later than 930 A M.

2. A2 BOUD as he ¢comes to oMice, ke should open the wavn-
dows unless there are instructions to the contrary, He shoutd
dust the office tables chairs, simirahs windows, boolceyhelves,
what-note, file  cabinets and other furniture and keep the office
yeoms clean and tidy,

J. He should remove all wasts paper ete . for dispesal diree-
t\::l by the officer ar the Superintendent of the Branch concert-
ad.

4. Il he is atfached to mn of ficer,

fa) he should keep the pen clls sharpend, the ink potz fAlled
and put other articleg lke pin-cusion, blotting paper
hi:ldar. pen. scissors arpser, ollps, sto. in the proper
placss

(b} he should put sll the gbovementioned office articles in-
side the almivah or tehle drawer before leaving offics :

{ch he should keep slips of paper within sasv reach inslde

the}; ]:'unm for use of his officer gng gutside for use of the
public

id) he should lift un the recsiver and answer the telsphone
calls duting the absenes o fthe officer or PSP A,
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- 5 He mu#t not leave office unti] all in the Branch have
left If he is attached to an officer, he should not lesve bafore the
afficar has left, i! he has to fo sarlv, he must talte Dprior per-
miszion of his officer or of the Superintendent of the Branch
to whom he is attached.

6. Before leaviriz office he should switch off all lights, fans
and haeater. if any, and close the windows.

7 He should §ill up the water iug/Zlass for use of the offi-

rer ar staff, if sn requirad.

% He thould astist in snv cffice work as may be requred
of him.

5 He should have a general idea about the arcangement for
receipt of local and outside dak,

10. He should know the priority involved in the mavement
of papers marked ‘Urgent’. ‘Tmmediate’ and ‘Priority’ end act
arcordingly. .

11 He should knsw the location of —

ta) Secretarlat Departments and Branches and other impoy-
tant offices such as of Heads of Departments, Ceniral
Ceovernment offices, Governmeant Boards and cormpanies;

{B) residence of Ministers and high ranking CGovarnment
officers. partielarly of  his Secretary, Joint/Deputy Sec-
retary. Under Seeretary and Superiniendent.

12. He should know the working hours of local Post and
Telegraph ofecs, Treasury and Banks.

14. He must aveid personal work when he is  sent out on
official worle

14 He should know the descrivtion of stationery  artictes
and various kinds of forms used in the offbes.

15. He should be nolite and respectful toward all  officera
and stafl.

15 He should be very courtecus and helpfal toward mem«
bers of the publie viziting the Seerstariat,

17. He must always come to pffce in aniform which should
be clegn and his appearance thould be neat and tidv.

—_ T
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AFFENDIX-IV

(Parsgraph 27.2)
Rules Governlug Secretariat Library

The Keeper of Recorda-cum-Librarian is in-charge of the
Secreteriat Librarv, The Library is3 under the administrative
cotibral of the Secratariat Administration Department. [t remains
open during offica hours snd the key of the Library Boom s .
kept under the charge of the Librarlan.

2. The Library 13 intended mwinly for the usa of the Secrs-
tarfat, In special caseés. the Librarian mey allow it to be used
bv Heads of Departments and other Governmoent offices at the
head-auariers.

1. The Librarian iz responsible for the efficlent adminiztra-
tian of tha Library and attached staff He will se+ that al] regiz-
ters are meintained up-to-date. that bhooks are  supplied
promptly and their returp too carefully watehed,

4. All books received in theLibrary will be stampad to show
the date of receipl and their elass number and than epterad in
the Accesslon Register. A& table will be posted on the hbeck of
each volume. showing ite slass numbars and 1he author's mark,
before it is arranged on the shelves.

5. Books in the Library ore classified sccarding to Deweyn
Decimal Classification.

8. A card-foern of catalogue will  be  maintained i the'
Library and the Librorian is respansible for keeping il up-to-
date. A new book will be catalogued tmmmediately on receipt. The
acrangement of the catalogue will be under author. 1itle and sub-
jeet alphabetically arranged on the model of & dictionary,

%. Mapa received in the Librsry will be mtered i a separate
replster properly clessifled,

8. A book or map will be issued from the Library v receipt
of & reguizition in the mnrwed form signed by Juperintendent
or higher oflcers and its issue will be rntered in the Izsue Regls-

ter, Requisiton slips will ]:IE' retisinged by the Librarian wstil the
books or maps are returned.
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#. The pormal period of retention of beoks is 15 davye but it
may be extended by the Librariay upta a total period of three
mnnths If pfter the lapse of this period 5 beok 19 still net return-
ed lhe matter will ba brought to the notice of the Chisf Secre-
tary or the Secretary of the Detartment coneerned.

10, Mo one will write upor, damage or make any mark up-
an any boolk or map helonging to the Library. ner esny  pin
shottld be used for making refecence to the Library books.

11. Copies of books and publications of the Secretariat De-
partrneni2 wil] not be stocked In the Library and entered in the
catalogue nor will their distribution be wundertaken by the
Librarian, The Library should not be wused as a repositore  for
useless or surplus copies of baoks.

12, Borrowers are not allowed to sub-lend books belonging
to the Library, The Librarain may, in exceptionzal cases, allow

private persong. not belonping to the Saeretarizt, to read  booke
in the Libracy.

13 Hare and valuable boaks, whish cornot be replaced in
case of Ines or damage, should ander o clreumstances be remov-
&g from the Library. Thev can however, be consulted iy the
Library for reference purpores.

14 The Librarian iz responsihle for less of hooks in the
Library. He wil] report any sueh loss  to the Under Secrstary,
Secretarial Administration Department. If 2 kool 12 damaged or
logt the perzon whe berrow the book wrill he respeonsible to re-
blaced the book or pay the oozt of its replacement to the Library.
The trice of rare or gut of print hooks will be assessed by the
Librariaty. & will be the duty ¢f the Superintendent coneerned
and the officers to ser that bocks obained from  the Library
are not unduly delaved znd are returned ax scon as they are o
IoREer meduiped.

1% The Librarvian will ensure that 2]l books of reference in
the Library are kept corrected up-to-date The Dbooks will be
corrected immediately on vecelpr of correctlon sHps. The Libra-
rian wil] check this perlodically and Initial it in token of having
done so. The correctlon of Manupls, Rules, e, will be done
according to parsgraph 62

16.3. There will be an Advisory Commiltee to advise the
Libreriap regarding selection of books. procedure for receipt

[ -
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and igsue of bocks and general earrangements yefarding  the
use of the Library. The Committee will copsist of the Rollows
Ing :—
(3] Secxetary, Finance or his wepresenialive,
(b) A Secretary to be appointed by the Chief Secretary.
o) Joint/Deputy Secretary; Secrelarial Administration De-
partiment-Member- Secretary.

1.2 Anvy Goverhment servant in the Secretariet may szend
his suggestions regarding imprevement n the Library or selecs
tion ol books tp the Member-Secretary of the Advisory Commit-
tee or to the Librarian If {he syg@estions  are aept o the
Libraran. he wil]l place them before the Advizory Commities,

17. The Librariap will on the advice of the Advisory Com-
mittee, purchase new books for the Library with the approval
of the Printing and Stationery Department and on the ordsrs
of the Joint Secretary, Secretariat Adminigtrati :n Department.

14 Mo book ete., of the Library will ke struck off from the
catalopne without specific crders. As soon as sufficient quantity
of surpius books and publications no longer required accumulate
in the Library. the Librarfan will take up their sale with the
Under Secretery. Secretariat Administration Depariment, The
covers of books, revorts ote, if it for gse shoyld be detached
and satit 1o the Sovernment Press to be used for binding work.
any cfcer requiring any suck book for his private use will have
to pay the price that may be fixed by the Under Secretary, Secre=
teriat Administration Depariment i consultatlon with  the

Librarian.

19.1 Newspapers and periodicals .will be presecrved in the
Libraey. Impartant newspapers will be presercad in the Library
{for one vear a2nd the rest sold hall-yvearly. The Librarian wdill
Library and watch thelr receipt on due diate sccording to para-
Library and waich thelr receipt on due date accoring to para-
graph 213.2.2, of the Manual. [f any irregularity is noticed in
thelr recelpt, he will take op the matter with the Supglier
and also inform th: Printing and Stationery Department.

18.2. The periodicale which are to be kept in the Library,
wil] be bound at the end of the vear. ;

20, When books, szoch ax Manuals, Actz and Codes are
required from the Book Depot, the requisition will be sent ac-
¢onding to paragraph 182,
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. 21. The stock  verification of books in  the -Secretariat

Library will be done onees a year in July. Before stock taking,
all officers atwt Departments will be asked to return the books
borrowed by them, Where the return of any particular book
is not possible, the officer concerned will furnish the Librarian
with a list of such books and with a certificaier that the books
gre in his possession.

22, The Library will be inspected by the Under Secretary
Secretariat  Administration Department onece in six months and
by the Joint/Depity Secretary, Scerelariat Admihistration De-
partment once a year o% in the case of any other Branch. Any
memober of the Advisdry Committee may  alse inspect the
Library after giving & proior fotimation to  the Joint/Deputy
Secretary, Secretariat Administration Department.

APPENDIX-Y
{FParapgraph 51.6}
Style in Notes and Drafts
The style in notes and draft is as important &s their con-
tents. The [ollowing instroctlons® will e cheerved in dralling
ashd alse in writing notes f-
1) "Government' will ba treated as a plural noun.
- [2) "Information” = sinroalay, 1 information is called for on
many points, it dees not become "Informations”.
(3} "“Work™ must nol be condused with ""Warks", There arme
construction “"Works"” and you “work® when wvou are on
duty.

{4y The words “Proximn”, "Idem” and “Ultimw™ shogld be
avoided They ara not necestarily even abbreviations and

Adanted from an Am:emﬂx of the Qovernment of Waras.

Secretariat Office Manual
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they possess no other recommendation, On the contrary,
they lead to confusion and cne has te take the trouble
¢f looking at the dete of the letter to find out what they
mean. The names of the months must bte used instead,

(5) "The sarne” must not be ueed igetead of "it” or some other
simple word,

() Such needlessly formal words us "thersin” and "thereon'"
should not be used instead of "in W™ or “on it""

(7} The preference for passive verbs over active vyerbs
generally malte the style vagus and clumsy, ag "Tt is not
understood” for "I do not undesrstand™: “T# should be
reported by the Tahelldat™ for "The Tahsildar should
repoct” or “The date of issue of the order should ke re-
pl?;;,ed by him" for "he should repart when he izgues the
orgder”.

(B8] Instead of a simple verk, long phrasex are used or long
words are preferred to chorl ones as "make the assens-
ment” to  “asgess": “purehise” to "buy”: "commence" o
"hegin" and "omitted to” or "failed to” to ke simple
“did not” {the two latter ones pre verv common): "make
aenquiriza” for “snouire™ “building purposes” for “huil-
dings"”. Where "omit" by itself is proper and mfficient,
the love of such redundant phrases is displaved as "hag
been omitted to be entered in the remizter” instead of
“haz been omitted from the repister”. Ancither wides.
pread arror is the use of “for being” instead of "o be
and “for deing" instead of "o do™ -znd “vetorned fop
being stamped” instead of “to ba starmped™. If the Chief
Secratary orders that an amistant should be puniched
“for being Iimpertinent™ it dees not mean “in, order to
maks him impertinant™,

{1 Foreign or olassieal worde and expressions shagld be avod-
ded az  far ae possible: Vernseular words should only
be usad when their meaning cannot B¢ expressed equally
well in English,

110} Short senlences should be preferred to  fong  ones.
“Secretary’s atiention I= jnvited to OM_ . .
He is requested...... ........ ... ... i3 bettar than "The

1
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Seeretary’s attention Is lavited to OM...... ccevs seru.80d
he s requested”, “In cases in which” iz a clumsy phrasze
far which "when”, “where” op "if"' can usuzally be sub-
stituled. The word “necessary’ is usuoally superfluouns in
tuch phrases as "the necessary entriag”, the nerssgary cor-
pections, the neeessary instructidns”, ete.

f11) The phrase "do.the oeediul” should never be wused.
Either state defnitely what is to be done or say “do what 13
necessary'’. The word “avail” is & very awkward one, ag
it is a reflexive and also takes "of' afler it It is better
avoided, moreover, If you do wse it, you must not say
"the leave was availed of” or "I availed of the Jeave",
still lesz “he is permitted to avail the holidasys™. You
raust say L availed myszalf of the leave" ard 50 on. But why
not simply say 'toeok” the leave 7 "avallable”  alzo
iz a2 bad word, & register™not  readily  available” may
mean anvthing, for example, 1that the book was needed
for reference by one of the members. o had been sent
some-where oot of the office, or was locked up and the
kev was elsewhere. I1 T2 very annaving to have one's
work increased by having to send a note back to sk what
it meany.

{12)"Split wfinitives” should Be avpided, that is to say, write
“indly to state” and not *to kindly state™ A very comas
mon and equally obfectionable feature of official ¢om-
munications 1= a similar splitting of other verbal phrases,
For instance YThe Deputy Commissivner wl!l,' in the
ciroumstances now staled, be requested” s not  good
Fnglish. Tt L& guite as easy to say “In  the circumstances
now stated, the Deputy Commissioner will be requesied
1 S " o onot write  "marginally noied”  which
could only mean "hdving marginal notes”. Write "note
i1 margin'”. Similaely "plan marked”™ vould ooly mean
"marked with plans” {Compare “pack-marked”), and
“glain  mentioned” nelther does nor possibly mean any-
thine. .

{12) Instead of such a phrase as “the figure for 1940, 1550 and
1057 were 2656 357 and B respectively”™ which iz con-
fusing, write “the fisure for 1949 was 256. that for 1854
waz 257 and that for 1951 was 348 This little, if at all
Ienger and  ie perfectly olear. *Former” and “lathec"
shonld sdeo be avoided ax ennstant  sotrees of ennfuslon.
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Do not ride any phrase todeath. Some persons begin every
letter with the phrase "with reference to'". Tt jg better tn
vary the phraze 50 to makes it more defingte, Say "In reply
to”, “Ag directed in" and so on; or begln in narrative
form “in their order...... overnment girected. ., ... ......"
Aveid the phrase "with adverlence to”. [n ordinary Eng-
lish "in case” does not mean the same as “if", "I shal]
take my umbrella in case It rzins” means “so as to be
prepared for rain”, Nor does “as well 25" meaan the same
ay "and”. It Is much more emphatic. It would be absyrd
to'say "a man was § feet 8 inches high as well ag 91 YEars
of age”. Bui you mlght wel] say that he "was » Raod
painter az well az 8 remarkable musician”.

(14) The fondress for writlng "as well as” for “and” and "In

case” for, "i[" presumably arises from tha fonndnezz of
the users for a longer expression, “In eass i iz g stagy
further on the dewnword path, ™I am unable ég" far |
cznnot” and “hend over" for “mive” are other vommon
examples of the preference fer the longer phrase, “By ik
time” iz sometimes wrongly wsed for “then”. By that
time means “then™. Always be as definite g3 possible.
Some examples of thiz rule have been given above, Use
the Rrst person rether than the third as g general rale
Tha most appalling perversion of the third person con-
strustion iz the formula “Has the honour tg Enguire,
Bte, e s 00" without any subject. "As spoh” i aoflen
tisused. It is cormect to say "Mr. A was then the Superin-
terrdent and as such  was bomd o repotrt......" but "Mc
A was not then the superintendent and asg such he s not to
e “Mr. A was not to be blamed” js meaningless "While
such being the case” is & famlitar embellishment of cximi.
bal comnlaints, ote. "While" is here redundant '

1) Tenses and moods are mistzed jn almost every npts or

draft. The misuse of "had™ i3 cne of the SOMMA ot
errors. The pluperfert "had” is richtly uzed in et phaslze
the priority of one event in the past to another. It is onr.
rect to sav “T had gone to bed when the howse caucht
fire™ hut senseless to eay T had pone to bed at 10 o'clock
last night™ M went" ie corvecti-unjeas the meanlne T3
that vou had gone to bed Befere 1 a'alock. The pressnt
tense ig wrongly weed Xop the incomnlets perfect, Le., they
write "1 em record-leepor from 19057 "I have besp
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record-keeper sloce 1906 is correct” “Grovernment press
for a reply” should be “"Government are pressing fof
a reply”. “The fallowang men now act” is wrong It
zhould ba “are now acting”. “Act" means "usually act” or
“habitually act”: “are acting” emphasizes the fgct that
they are doing g0 now. The Iuture iz offen misesed,
owiog to the unintelligent copying Goverhment orders.

(16) “Musl have" Iz sometirnes misused for  “should have™ or
“poght to  have", "Must have done It means that he
certaindy has done L. 11 s used to mean that he has net done
it bt &.ould have, "Till" i corunonly misused in & waYy
1hat it i5 positively misleading, “No reply was received
till Janpuary 15t implies that a reply was received on
January  Ist; but it iz vied to mean that even on Janua-
ary lét no reply had been received. To convev this latter
meaning "up to” with the pluperfect is the cerrect Eng-
lish—'"up to January 1st, [ had received no reply”. Disfi-
puish "all the stampz have not beenn punched”™, which 15
ambigoos from “Hot all the stemps  have been  punched”
or “'the stamps have not all been punched™ which mean
that some have heen pon chad and some not, These phra-
ses gre corrmonly  con fused, “The Tahsildar has yet
to collect B=)2,000 iz not ordinarfly modern  English.
"Still kas' is correct, MY et may be used with a negative,
=g, "has not  vet applie d° and is onily u=ed with a poesi-
tive verb in special phrases sach az "I have vet to learn™
"S0™ i not equivalent te "very™, It is sumelimes wrillen
“tha peon is o impertinent”, *T warned hiln 50 many
times"' meaning “very im pertinent”, "very often”. “Not 5o
mad” meanz "rather good'. but this is a colloguisl phrase.
Simijar'y, "too™ hes gen erally a relative sense, that is, it
implies axcess relattvely to 2 certain standard or object
not  abselute  intensity—so to spealk—Texcept in a few
collequial phrases, such as "it is too Had™): but it is com-
monly written it Is toa hot” meaning "it is very hot"”,

17 The varb "ta hooe" imolies pleasurable anticination. It is
n=ed zometimes Instead of a neutral ward such ag "Hhink™,
and thereby produce eomicallvy . inanoronriate nhrases
sueh e "I hope vour honaire ig {117 Omission of artlela la,
an, the! ig 2 common Ffault It s parmisefhle in 5 telagram
for rearone of sconomy-not elgewhere, But geticler wrust
bhe uzed correctly. I¢ is weitten "appellant s the Inhzbi-
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tant of Barpeta” which impiies that thers i3 only one
inhabitant. “An inhabifant of Barpeta” iz correot. "This
is #epious ommission'" should be “This iy & serious crmdy-

{t8) "Az to” is a common redundant form, ez, "The Deputy

Commissioner is directed to report as 10 whether™
"whether” alone is sufficlent. 5¢, "as against” or “asg com-
parid with" are commonly used in comparing fAgures,
where "agrinat” o "compared with'" are sufficient and
correct It is correct to 3ay “as compared with last har-
vest, the yeld was poor™, but not the “vield wis 4 anuas
a3 commpared with 8 annas last year”, "As" means nething
in the latter phrase. Pseudo-accuracy accovnts for much
annecessary  wverblage. "If any' 8 a common exarple
of this faunlt, Tt is quite onoecessary to axy “The Deputy
Commistioner ix requested ta report the number of
cages if any". If there are none, the Deputy Commis-
sioner will zay go. In the samie way it I3 whnecessary to
say “The Deputy Commissioner i5 requested to report
whether it Iz advisable or not to...............". The use of
the word “ask™ instead of ocder” or “direct”’ produces
& curicensly important effect when a lower subordinate is
referred to. “The Syb-Deputy Collactor may be asked
to report" sounds silly. .

{15) Om the weher hand, the use of sueh phrases as "at all”™,

“cere to”, In spite of* sometimes sounds needlessly
discourteons as well ag unidiomatic. “In spite of three
reminders the Deputy Commissioner has not at all cared
to reply” i rude as well a8 un-English. "It will ha
encugh if the Députy Commisstoner. " 5 not English.
“"The more appropriate phrase ls the Deputy Commls
sjoner need only™. Aveid pretentions words sk by
“penultimate”. “Last hut ane’ is quite good snough,

[20) *T am directed to reque 51 that vou will be =0 good az o

furnich me with informaton ag to whethey” Iz the sort
of stuif that we come scress frequently. "1 arn dlrected
to snquire whather” means exectly the zame and is not
unduly curt, Mever use severzl words whare sons wil)
do. Do not write "mate an application® bt “agply™ or
“a label of the valne of fifly paise only” instend of "a
fittv-valst stamp”. Buch Inversions as “fiftv-palze” mnd
the additlen of the word “only” after anv  sum of maney
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ara in place In a bill or cheques not elzewhere. “[n this
aonnection” at the beginning of a centence 13 a favourite
bit of hactkneved padding, It means nothing at all. "In
returning herewith” is afavourite but  ic-appropriata
type of opening phrase. [t is often aggravated by making
the subject of the maih sentence differemt from the im-
plied aubject of “returning” or by changing to the pag-
sjve construction. Y¥ou ¢an say “In returning:.......[ am
directed &0 paltt out”. You must tiot ey “In returning
herewlith the statement received with his leiter...... the
Deputy Commissioner 15 informed”. But this is quite com-
mon. On the other hand, such phrases as “Turning to
paragraph 1, it may be pheerved” and s0 an (MRegar-
ding'’, "Concerning”, "Considaring”, ete.)), are unobjecs
tionable though "Turning to paragraph 1, [ may observe”
it no doubt more strictly ecorreat,

{21} A needlesr anxiety to awveid repetition gives: rlse o

various faulths, Sometimes instead of repesting a mhan's
naine, an assistant  will say "“the individoal™ which I3 not
#20d English. The use of "former and latter”, “respec-
1lvely” and "the same” have Dbaen wmentioned slready
and aiso spme under this head.

(22) The words "comprise™, “compose”™ and '"coosists™  are

confused with sach other. I ia written "the land com-
prises o1 3 plots” or iz comprised of" The correct forms
are “the lend compreises/consizts offis composed of three
plots”. 1t 15 alte written “the old bullding was substitated
by a new one”, You can sav "a new bailding was sub
stituted for the old one” or "the old bullding wag re-
placed by a new one'. "DHspose it off" ic a  common
error for "dispose of it"™. alen “taar of " for “tear uwp” pnd
"stick up” for “stick in”. {you can stick & thing “up™ on
a wall of pourse bt nont “up” In a bookd "etick up to" i
used for "Stick to" ftxell a2 'slane whragze "He stuck up
ta the apresment” is wrong, Tt iz slee written “sline have
been pasted” and the *paparg have besn stiched™
wheress “pasted” and “stitohed™ for  oreferably s
together are correst, To "leave off” means to stop, ey
“[t has Teft off raindng™ ¥t 55 wsed to mean ™Tet go™ “He
left hirm  off" {8 meaningless. "My/Apolicant's/His- an-
ungther brother” are not gond Enelish, You write "angther
brother of mine/eppticant's/his”. “Tg lst” In the sense

.
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ol “rnake 8 list of' is not gocd mwodern Engligh, "To list™
means either "to listen" (poetic), or “to desire” (old Eng-
lizh), e, "The winkd bloweth whers it listeth” or “w
lean™ (haudical, eg., "The ship listed sharply to porl’)
“Agree” and “teliy” cannot be used actively. Figures
may agree or tally. You cannot “ageee"” Bgures or "tally™
them. Cengrally used unpretentious words rcathet than
pompous okl I went te camp” not "l proceeded”
{almost universal) “live" or “dwell” not “reside”. The
word “portion” s used for "Part™ which iz murh usual
in English. "Portion” has some speejal meanings, eg.,
“marrlage portion”. Similarly, “instead of" iz much mos
usnal in  ordinayy Englizh than "in lieu of", which iz &
phrise - used mainly in legal documents. “Stamp” is
the crdinary Boglish word not "label”; and "eavelope”
or "letter” not “ecowvar”, .

{13) You shenld not say "He {yldfexpressed that he was

unwilling”. It must be "he told me that he was ynwil
ling” “he expressed his ynwillinghess”, “he expressed
himstlf strongly”. "I know to speak English™ ks wrong.
You mus} say "I know how to speak English”, “Enouwgh
Erf money" is not good English. Say Yenough monay"
of"  tollowz “enough” when tor anv reascn it is heces-
sary to o= Yenough” as 2 substantive, =g, "I have had
enough of this” *T don't know encugh ......... ... of the
langtspa f_u oy e Bt "I know  enoush  English ta
<o e "None”™  fof "nn one” jg obsolete or pestieal
Do not write “None made any offer™ but “no one made
any offer” Do not say vit iz not used by ary" but "it jg
not used by anyone”. Do not say "this is known to all"
but "evervone knows thiz". "There s no e of sending™
iI5 wrong. M should be " iz no oyse sending” "itis no
use 10 end” or "there 8 no nee in sending”. Do not QU&=
lify expresdlons nesdlessity. To do so produces  fablv
style. Tt Iz ofterr written “this 1» not  gujle satisfactory”
Similarily words Yke "It geems™ and "It appears" ars
used when there iz reallyv no doubl, "He was shaeat (n
his house™ meaning that he wns elscwhers than tn ke
house is a contradictlon in terms. "Abzent from” is car-
rect, but the oedinary Fuelish would be "he was not
at home” or sMimply “"he was swav™ or "waz out”. “Aluw”
ia mfsusedd with pegatives. "He did net sfldresa the Tekter

?F‘d did not also stamp it should ke “por did he stamp
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24y "He puts himeelf up ab_..... ... ... Y o "he is pul op
a1, are wrong., The correct English (and it isx celioguial)
15 "he iz putting up at'”. “"Wooden me¢e" {for "pece of
wood” i3 B COmMMON STCOT.

(25) "1 Cenguirved’"enyuired ime’ the wilness” is another
frequent mistaice. You “examing” a wilness gl Cendguire
inte™ a cake, Bul one does not Cinvestifate  into o case'.
One investigates iU UMale member” should not he ased
L omean Tmete’” or Cman” You can say the male mem-
by of my familv™, D oot g2y My Family  membors,
"Through™ meaning ‘pest” and “cross”  meaning Went
past” arc frecgent]ly used o "I went throogh the temple”
or "I cressed  the temple”, Yoo "eross™ a river aor a road
when vou o from one side of 3 o tha other Do ook
e sieh porages ad “has bresthed  his Tart™, o iz no
te e, Far 7is dend’™ Tt is high tiene ta dn™ go ol oo g
an idiomatic English phesse. "As gt was high  lime, the
Court zdjoeuvrnzd the case till nest dosv™ iz ot English

(26} “In view to do' so and S0 is wrong, Pou can sav “with
a view to redacing' mesning “in order to reduce”, and
you can  alse gay “lo view of these  circumstRnoss'
n_-ﬁrnin;: “"havineg regard to them”, "In view 12 is impos-
gilla.

FeT "The Sub-Deputy  Collector  shonld iasist an the
Tahzildar 0 replv" is wrong. It ahowld be “should ins
skt on Wiz replving”,

128y “address” i= used sommetimes as thouoch it mesns "agk™.
Covernment will be addressed to reconcider thelr ardsy™
is. strietly =peaking. meaningless

[ 29} ~Coverntment samclion a peon to the Sut-Deputy Callector shouwld b
“lar the Sub-Depuy Colleeior™ Petione wint s that e land should
bo ransiomed” is wrong, W slwokd be " wants 1he fand (ranslemeda be

transferred ™.

e emmswm . o o J .
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AFPPEFNTHX Y1
{FParagraph )
CHANNELS OF COMMUNICATION*

1. Chanpel of Communicatlon between the Government of
India and Foreign 2pd Commonwealth Covernmenis fex-
cept thase ol 1he Unlted Kingdorm amd Pakistan).

(i} Mo Communication of whatever nature to the Govern-
ment of a foreien or Commonwezlth country, where India has
oo loeslly established Mission or iz not  represonted through an
Indiar Misgion in  anothar cotntry shall be addressed directly
¥ an  Governmental angthortty, sxcept by (he Ministey of Exter-
nhal Affairs,

(il All Communieations with the Governments of countries
where India is represented which involve negotiations., guestions
of policy, a3 well as communicsions of a kind which  though
they do not initally raise or invelve sueh guestionz, mav lezd to
thern, should be made only through the Ministry of External
Afaira which shiall decide the form and manner ln whirh they
thall be made.

Cnmmunieatin@ which do not fall in the above calefory
mav be addressed directly to the Representatives of the Govern-

ment of India in the country concerned for favour of onward
trenemission ap  eomsunication and a copy sent simultaneously

to the Ministry of External AR airs.

(1 8 Elganm-l of Communication between the Governmeni of
Indig sod ihe Goveromens of the Unhted Kingdom.

LI R R e

(D Communicatins hetween the State Governmants in
India aod the Government of the United Kingdom,—State Qovern-

ments wil! pot correspond directly with the Covernmeant of t
United Kingdom. ™ be

*Exiract taken from the Government of Indiz's Mannal nof
Offiee Procedure as apolicahls tn the Government of Azeam.
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Heads of State Police Forces (as #lso ihe Inspeclor General
of Police, Special Police Bstzblishment, and the Director Intel]i-
geres Boragu, Minizstry of Home ﬂﬁ@im Government of Indiap
may however correspond with their opposite member in the
1'nited Kingdomn and her colonie: in connecrion  with the invesg.
tigation of specific evimes of a non  -political character, Al] pefe-
cepces about politice] crimes and any other reference involys
ing matters ol polley and general inflrmatiom, should however
be mede through the Director, Intelligence Dureau, Ministry of
Thome ARairs. Govertment af India,

Il Chanuel! of Commyuication between the Government
ol Indiz and the Govermment of Pakistan.

LI B R T I T L T T I T

iC) Correspondence hetween Indiam State Goveraments and
Fokistan Provinew] fanvernments.—{1) The partitiored States af
West Berngal, As<ami v the Punfabh may eontinue to eorrespond
dbrectiv with the portitinoned provinees concerred in Pakistan on
pertitlon problems and tter allied matters pot insluine ques-
lions of pollevy Thix mernission iz vsually extonded From AT
to vear by agrecreent between the Government of Pokistan and
the Government nf India Copies of such communications showld
be forwarded simultanentsly to the Ministey of Extornal Affairs
and to the Higt Commissloner of Indls in Pakistan and, where

concerned. alse to the Deputy High Commissioner ol India  in
Fast Pakisian. .

(2] There zhall e no direet comununication belween  Stata
Crovernments in India and the Provincial Governments in FPaki-

slan save as provided shove and zave as mayv be dlheruydze Ethac]-
fieally authorised by the Govergment of India,

{D) Correspondence Getwesn Indinn State Governments and
ihe Government of Pokistan.—There ghall br nn direct corpes-

Landance between the State Gavernments it India and the Central
CGovernment of Pakistan, :

(E} Correspondence hetween Indian Strie Hovernments and
the Pakiston Misstons aceredited fo theme . Direct corresoondence
hetwean these authorities shall anlv Be on routine matters not
knvolving policy.

-

LI

e P
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{F) Correspondence betwewn the subordinate muthorities in Endign
Bimivs and simller avthorities in Pakigtan,-— Thers shall be ne
such direct correspondence other than in the sXegution of the
oridinary processes of [aw in accordance with agreaments bet-
ween the two Central Governments snd in matters that may
be specifically authorized,

¥1. Chaonel of Commanications befween Siate Governments
and (1) Foreien Missions in Indin, (2) Indian Mitsian 5n
overseas Countries and {3) Farebgn Governments.

(A) Between  Siete Governments and Forelen  Mission in
Tndig.—(1) All nflicial eommunications with foreign Misswons in
India shenld normally be addressed to and by the. Ministry of
Fxternal Affaime Should any eommunication be  addressed by a
frreign Mission dircet to a State Government, including  [nvita-
tians to Ministers, Senior Government Officials, efe, to wigll
abproad, the latter should consult the Minisicy of External Afairs
at the earliest vpporlunlty. A reply will be sent by the Ministry
nf External Affairs who mav, alte matively, agk the Statsa Covern-
mient to send a reply adding a poli‘e requast that such compries-
Lizns should, in future, be addrezsed to the Ministry of External
Affairs,

2} There ts no obijection to direct correspondence  between
ithe Consul Meneral. Consuls and Trade Repressntatives of for-
Fign Governrmetls and the Tennty High Cemmissoners of Com-
nonweallth eountries In Indla nr the one hand. and State Covern-
ments on - the other. on rouviine matters, seeh 2z, 3 request for
factual information of a non-confidential nature on technical suh-
iects. When in doubt. the advice of the Minictry of Externsi Af-
falrs should invaribly be obtained. M sesapity comslideratlons
arize, the Minfgtry of Home Affairs andlor the Ministrv of Fxter-
nal AMalrs should be fonanlted,

3 Corvespemdencsr  which relotea to a matter Involving
directly or indirectly, s question of polley or one  whick theoush
not fitially. memy- eventuallvy raise a policy issue, shou'? be made
anly through the Ministry of External Affalys,

l',!'] LE R BN |

{57 The Realstrars Generat nf Births. Deaths end Marplaess
of States in India mav forward certificates of hirths. degth: and
marTiages in respect of foreign Misslons eoncerned direct
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{B] Between State Governments snd Indian  Blissieos in
Foreign Couniries.—(1] There jnay be direct correspondence
hetween Stale Governments and the Indian Missions abroad on
routine matters, provided copies of sych corvespondence are -
doresd to the Minisiry of Exlern gl Afoics a5 well as to the Admi-
nistrative Ministry coneerned.

The foilowing types of fase s belong to 1his categnry —

{a} Enquirles relating to births, deaths, vesidential addresses,
antecedents, whereabouts and welfars of Indian nationals residing

abrpad or in India.

(b1 Verificalion of statements that may have been made by
cerlaln applicants for securing Tndian or  #oeeipn travel doecu-
ments,

(el Verifieation of the services of ex-emplovees of forefmn
Goverarments, their medleal examination. ete. and vice-versa.

fd} Petitichs and complaints tram Indtan nationals asking for
misce]laneasus kinds of assistance either fromn a Mission abroad or
& State Government tn  India, Correspondence on questlons of
prlicy should it variably be sent theough the Mivistrv of Exter-
nal Affalrs,

Excaptions.— Corresoondence in the fellowing shall continue
e be zent through the Mirlstry of External Afairs 1 —

ily Campletion of D 1.81. W R P78 and 1237—Forms of rela-
tives of Tndlan Residents [n South  Africa, Morthern
Rhodesie and Southern R Prdesia, respectively

fil Entry of educated entrants into South Afriea:

{fiill Aoplications for temporary visits and  entry  into South
Afcica and any of the East and Central African  ter-

ritories ;

fiv) Transmission of fudiclal documents, Onge, however. the
documents have been transmitetd. oIl  further corcesnan-
dence In the matter may  take place between the

EET TT LB B LR
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" .EBiate Governnent ﬁ:;nwrmd and the .Il:u;lian Mission
abroad, coples of correspondence being ssnt to the Mini-
siry of External Affalry. for information.

(2} Subordinmte Officers of State Governments are not sut-
horised to correspond dieect with indian Mistions abroad,

. Exceptiong (—

i) = v T

(i} Beiween a Lironsdar Authorily and Indian Misviens
abread ~Licensing authoritias In India authorised to lssus
licances under the Tndlan Armsz Act and " the Rulos feamed
thereunder may entér into direct corespondence with the
concérned Indian Mizsions sbroud in eonnestion  with the
renewal of a ligenes granted by the lattar, or the groat of a
licenes 0 a person residing in Nepal. Copies of the come
munications made should however he  almultaneously
endorzed to the Ministry of External Affairs, .

(i) Befween DMrectors of Poblic Instroction/Fducation pnd -
Iadisn  Missions-— Directors . ¢f Public Insteuwetlon
/Directors of Education or other officezs helding enulva-
lent posts in the States may correspond  direct with In-

. dian Migslons, abroad in reply to the latter's reguest foy
verfication of the Educetion of the “Fducstional gquali-
fication# and. serviee pendered By teachers who were Ink-

“tially empleved in India. :

{iv} Betoraens the Roglstrars Generol of Births, Deailn and

.~ Mavrisges pad Indiow Misslons.— When an Indin Mission -
or Post sbroad iz approached bv an Indian citizen for. a
copy of a certificate of birth. death or mareclags, Mission
may enteér Into diveet correspondence with the Bepistrar
General of Birthe, Deaths and Marriages of the State

> Government concerned. The Mission or Past should also
recover, on behslf of the Rexletrar Genérsl, the requisite
fae for the {ssus of puch-y certificats. The head of 2o
count-+4o which such o fee §3 1o he cradited shall be indi-
cated by - tHe Reglstrar General o

_l tv} When a forelzn Covernment anproaches an Indian Mis-
Hon for the zrant of an emernency certificate 4o person

L]
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af l.'lldl-ﬂ.n to enghle that Govermment to daport sach
person k. fur nlmﬂlawg.tlmuinim.m~
legs ap r&ars to the contrary exist e, in the casa
of .Caylon, should contact the distriet authorities In India
dw&:tljf and satlsty itsel] that the person .concerned i
an Indian eitizen in oecordance with the Constltation of
India orfand the Citlzenship Act, 1955 and in accordance
with sueh executive instructions as the Gowernment of
India rnay have issued or may issue in [pture in cegard
to citizenship, Copies otal} such correspondence should
simultanecusly b endorsed to the Ministry of External
Affairs, If a Mission/Post abread conslders ~ that a parti-
cular deportation has political Implications, or if there - i3
- Jarge-scale deportation of Indian noetionals, it should ob-
tain the prior ordess of the Government - of Indla from
the Ministey of External Affalrs before Issuing emer-
pency  certificates to or agresing to the deportation of,
" the persone soncerned.

{C) Betwasn Stale Goverhments and Fopeign Govermmepnts —
Stale Government should net eorrezporid divectly with boveign
Governments. Normally, such commundcations arg not acted up-
cn by the forsign Governments concerned, but are mode over
by thern to the approprlate Indian or Britlsh Diplomatic Autho-

Iity. The proper channel of eommunication with foreien Govern-

ments [5 the Government of Indla in the Minlsl;r:r of External Af-

fakrs, and the Tondian Diplomatic Post in the try concernad

oT, where there iz no Indian repres entative, channel deemed ap-
proptiate by the Ministry of External ﬂ.ﬂ‘aim .

Exceptions :—.

([} % wee -
{ily ok Ak @

—

ii) Between Indion Céurts avd * Forcigh Courts.— Indian
Courts responsible Yor enforcing foreign malntenance
erders may _vorrespond dfutﬂr forelen Courts iIn
routine . matters relating to such tenance orders. and
the remittance of payments due vndsr them. .

Efrnilaﬂv. the Malavan Eﬁmm[nfﬂmr l.nhnur Faderation.
and the Tndlan Commissioner tor Workmen's Compensation may
ﬂurren‘nnnd directlv, :

g =, T
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i) Detwwan | 3 proments  andl piivate indis
vidusls/ orgahisstions AB ' strlég of the Government of
Indla, their atteched and subordinate offices, = Btate
Covernments  and  other Govermment — organisational  in
India may corrsspond divectly with  appropmiate individuals/
non-official orgapisstions sbroad on routine matters, Copies of
such communicitlorns need. oot be fgent to the Indian Misxions
concernsd abromd, if it i3 unlikely that the mattar il aubsequen-
tly have to be pursued Iurther thrnugh the agency of thosg Mis-
sinns. .

The terrn Governmental organizations alse Includes Muniei-
pal Committess, [Mstvist Boards, Local Bodies, Pert Commiz-
sloners or other Authorities lagally entitled 1o or entrusted kv
the Covernment with the sonirol or the ﬂ'mhm«mt of 3 Mupi-
cipal or a Local Fund.

!

(B) Hetween I'.ncal Bodies ond . Forelgn Gnmmm—
Loral Bodies should be advised by the State Gavernments that
when 1hey peceive a communication from abroad, fncluding in-
vitations ie visit abroad, they should refer it to the Stois
Government, along with the proposed reply, for instenetions. M
the matter under corredpondence @8 of 3 routine and non-poltieal
charecter, and the communication is not from & foreign Govern-
merd authority, the State Governments may  authorise the Joesl!
bodisx to =end & reply direct. But [f & political I3nie 13 rafeed or
it appears that the cocrespondence may have imbortaiit or embar-
rassing implicationa, the advice of the Government of Indla in the
Ministry of External Afaire should be sought. ™

Viil. Mizeellsnsons.

- . THY The Indlan Mizzlon in the country conecerped should be
kept fully Informed about Important ordeyz or contracks hefng
eced o1 nedotioted direct with fovelon fitins or Industries by
Ministries of the Government of India, or other  wovernanenta?
- sutharitier. Pailure to do so vlaces the Indlan Misstolty coneer-
ned In dn awhkward poisition when enduiried are  made from
thern in reward to such mnttem and they have no I:durmatl‘-nn :
o the subjeet '
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2] Invitotions to feveigoers to viskt Jodic—No invitations
should be sent by a Government, semi-Covernment  institution,
or crganisation or local hody fn Indla to officiel or mon-official
‘delegations Irom foreign cotuniries to visit India, nor is it deslra-
ble that*private oreganiestions should do . so, without consulting
the Ministry of External Affairs as well ag the Minfstry nf Home
Affalrs. ' Whenever {t corred 16 notice that an imvitetlon iz being
exténdad to a foreign delsgation by any organisation, Govern-
ment or private, the organisation thould be advised to do 2o
through the Ministry of External Afalrs. An “iavitation”, in the
above context, ineludes an invitation for participation in fales
and exhibitions.

_ Indian Missions abroad sheald correspond with the respactive
Ministries .of the Government ol India only through the Minl-
stry ol External Affairs in such matters. -

(3} Indlan Delegations viviting foreign conntries—An opganisg-
‘tioh, Government or private. intending to send an Indian delega-
tion abroad should be” adviged that an invitation to send an
invitztion to cend an Indlan Delegation to  viglt a forelgn country
should not be sccepted without the knowledge and consent of
the Ministry of Extarnnl Affajrs. Such orgardsatlons should also
be informed that if the Ministry of External Affalrs is not kept
in the pietwrs, it rnay Dot be possible for it to render facilities in
the matter or passports, ete., or other necessary assistance to the
delegations. If sny facilities in = foreign country are required by
visftorsivisiting delegations from India the Ministry of External
Aftairs should be approached Immediately for the purpose. No
direct approach i the matter should be made to Torsfgm milssions
In India. When there iz no time to do so. Indfan Missions abroad
mav be approached direct. copy of the request being  simultane—
cusly endorsed to the Ministry of External AfMairs, Commutrica-
tions of this kind shogld Indieate clesrly what specific Facilities
are required. If the visit I one in which the Government of
India i3 directly concerned $ should be specified whether r—

fa) transport arrangements aré required at the time of arel-
... vl and during the viglt : B

r

(b}n;lvbhi aﬁ?mmﬁanh i{?i re;:uired Tf =, the status in.d
‘ny oal]l as f s of the -
e, S s en e O e sccnmnanving e

1
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¢) any payvments have to by made by the Missions abroad

© 44 L.,pathe requislis zsanotlons should be fﬂrwuﬂeld ag early
ag possible. All such sanctlons should be gpecific in re-
gapd to compensatory allowanees, the party's entitlement
of railway faras, dally allowences, ebo., and whethar any
galavies or other allowsnees are to be paid in forelen cur-
rencios,

Indian Missions/Posts abroad are placed In an awloward posi-
tlon if Indian visitors for whom they are asked to make appolnt-
ment: and hwilel re?rml?lﬁ, aird secure other facilither without
adequate notice, either fall to turn up, or arrive so laie that it
up=ets all thelr previpusly arranged programme. This apart trom
affecting the treputation of the Mission concerned, and seriously
impairtng ity capacity in future to make the best arrangements
for Indian visitors, generslly affect? Indian prestime asz gz whele
ih the country concarned. Thers fors, Indian  visitors should stri-
ctly adhere to the programme drawn up for them, and if for
wnavoidable reasons they are compelled ta alter it they
ghould sndeavour to glve notlea of thelr nability to adhere to
the programme and make apprapriate apologies to all the partles
cancarned as early as possibla

Raauests for focilities for the inepection of and  wisita to
povernmental or private Institutiens ebroad should be made to
the Indian Migsionz in the eountries concerned well in adwance,
8o that whensver it 13 practicable, full infarmation about their
proframines may be zsupplied to them well before  they leawve

tr;;:lilt'z E;:rr at an early date Befotre they arrive In the country to be
v .

{4) Poblic Bodies and private personz.— Indian Miszions
abrcad are occasionally spnroached direst Wy pubklic bodies in
Indin about proposed exhititlons, smorts tournaments, ete., to  be
brought to the noti¢ of local Governments and other organfastion
In foreipn countrfes. They are alwn stked By such hodiss to col-
Iect Informatlon or other materlals requfted by them for one puar-
pose ar the other 1t |2 not fessible to direct private persons or
piblic beadies {n India to route a1l their reouests to Indlen Mls-
sions$ throitgh the Ministry of External Affalrs. Tht ouestion
whether and, if =0, to what extent zach recueste  ghould he com-
Dlied with. is Ieft-to the ABeratfon nf the Haad nf the Misgion  #n
deal with on its merits. The Misdion mav oolitelv refuse ruch
requeste nd private Individoals o public Bodies and  ask tham
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to applv through the Guvernment of India, if it thinke that they
are unsuitable or not worthwhile eamplyving with,

(5) Indisn studenis ond Missions abroad —Indian students ap-
plying for educational or practical trainlng  abroad from Indla
shall met, as a rule correspond directly with the Indian Missions
eoncernied. They sheuld apply through the Indlan Univarsity
Iast atbended by them, or through the Ministry of Commerce
and Iodustries, or of Labour and Emplovmant, according as they
are privote students, or already sinploved in some comecern in
Indie, The Ministey of Labour and Emplovment will scrutinize
applications for truining facilities to the Level of Foreman and the
Minlsiry of Commes and Indu stry for practical training aboyve
this level, Indlan students slready abroad may carry on diveet
correspondence with the Mission conrerned, and copies of such
E';rlm;fuﬂdenu need not nacessarily be sent tog the Sovernment
of India.

6] Requests for the recovery of loans from private Indian
students, as wel] a8 requests for the reception of the studsnes
returning to India on prounds of health showld not be sddresed
the Minletry of Education. if the studont conecerned o stud yinaf
undergeing practical training on his own or undse the auspices
of a State Government, All zueh corrsspondence ghould ke ad-
dreszed direct to the State Gove rament concernad.

APFENDIX-VII PART—1
MParagraph 7.6.3)
Role and doties of Private Secrstaries and Steoographers”

1. General—1.1. A Stenographer will not enly  do the short-
hand work of the oficer to whom he is attached, but will -alsn
verform such other functions as may be asslened to him from
troe to tirpe by tha offfcer. .

[T f . . m . B N Mo

*Adpmted ':Emr"'r a pager mpar'ed by tl-;e Drepartment of [Ad-
minlstrative Reforms Miristry of Home Afairs. Gowarn.
ment of Tndla .
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1.2, He shostld be prepared with & Alled pen of sharpengd
penict] and the notebook always kept in the same place on the
desk so that he can instinctively collect them when they are ne-
gded. He should Keep an oxira penci]l well sharpened as well as
ah extira notehool

2. Speed.—2.1. The shorthend speed obtrined shoul be kepl
up. A stenographer sheuld atiempt at improving it and should
aim at such a speed that his officer can dictate freely without fear
of interruption and  confident that the stencfirapher can cope
with the dictation

2.2. The shorthand outlines should be legible &s scouracy I
transcripilon will depend om the m. Regnlar prastles in transcrib-
ing cortectly Brom ihe shorthand is. therefore, necessary.

23. By reading and copving | printed shorthsnd, 2 working
knowledge of the correet outlingg for thoussnds of wordz and
phrazaz can be acquired Therefors, a stenogeapher ghould read
and copy printed ;hﬂﬂhand at a practice

2.4 He should commpile a List of the errors he ma.'l-:.es most
frequently which will help him to detect therr when checklng
the irenscriptiom of a dlctaticrn

3. E-aquisltes for verbatlm yeaportiog.— 3.1. For taking ver-
batim. reportine, a speed of at lesst 160 words !m English per
minute is required. In order to resch such & speed. a steno-
grapher must practise regularly, think clearly. act promptly and
be alert. He should read lterary books in the languzpe of his
shorthand,

3.2. In transcriptlon of notes on debates, it might be neces-
tary to correct liftle lapse of grammar. to shorten un-dulv
long sentences and te comolete unfinishéd ones. To make an ac-
curate report of words spoken. hich soeed ie an  indisnensable
technica)! requlrementa, But to prodwes from” thaze natés a cot-
rect report-cnrrect In every Hterm detai'l-—is -] Hallrnaﬂ: of supe-
rlar profess] el abilier,

4, Halping the - Hbesr— A stanographer "zhould know to
heln by officer in vevious wavz auch px methtenance o A
methodical marner all secenrt and prrsors] peners tn be retained
by b shd arraneine of mesttlneg tours,  ete This | can_be e
achieved by adopiing the following, S
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{1) Plabning the Work=—A stenographer can be more effee-
tive by plenning his work, He should srrange to confer with
hiz officer for a few minutes preferzbly at the beglnning of each
day. He should glvt him eagenda for the dey which eovars urgent
matter and routine sppolntment:, He chould obtain insteuctions
gt thiz time on other matters. :

He should make provision for delays and Inlerruntions in
=g far as they can be foreseen. He should check the oMicer's
agonda hefore leaving in the evening so that business not transac-
ted may be careied over and attended to early in the next day.
He zshould see that equlpment and suppilies are available for each
tobh andd that essextial task cecelve priority.

(2] Cultiveting proper publie relation.— He shoold maimtain
a courteoits manner and greet sveryone cordially.

He should note the purpose of each appointment so that the
officer can be prepared. He should arrange the telephone ralls and
visits according to the instructions glven br kis officer.

(3) Talephone habila—(z) He shauld smswer calls prompily
and pleasantly and should identify the office and himsell.

{b) He =hould relay telephone messages prompdly and record

tha name of the caller. the purpose and fime of sach
oall.

fz) He should kesp a speclal index of the telephone numbaers

most frequently required, He should arvange for someone
to answer the telephone when he is out

1) He should know how v make long distance catls, parsn-
ngl calls and gather other seneral talephone fnfermation.

I'e]'He should keen hig personst calls to & minimum.

) Correspondence — {a) Inftiaste s control system for the
offirer's dak *o that it can be correctly vouted to the
Departments. He should obserme care In opening  mall.
ahd see that pereonal and confldential letiers are not
opened, He should kmow how to handle the dak durine
IhE Uﬁﬂ!r.’ 'I:I”"lﬂ! = n e 1 v
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" (b} He should b& sure that each envelope iz completely.
ied and check for enclosymes mentioned He should
a note of any ommisshon belore passing on the
Jsttar to the officers.

{e) He should know the correct form of aochal and other
forme of ecomrmmications which he iz cailed uwpon to

write,
rdy He should make notes of sperial instructions on corres-

pondence given by hic officer. He should malke gure that
the letiers ate properly sst up and that carbon eopies are

clean.

fe) He should see that copies have been marked Ior the pers
sons to whom they should be sent. .

ff} H» should check sach letter to see that it ts signed. He
should know who 15 authorised o sign in the abzeace off

hia officer.

fe) He should be sure that all enclosures mentioned in 2
Jetter have been sent, He should keep 8 record of mail
firme-takles. postal and telearaphic rates

{h) He shauld see that inside address corresponds with that
on the enyelope.

f) He should maintain address books, bath persomal and
official, for the officer’s coryespondance.

{5 Filing —He zhould arrenge fler which are reguired {o be
maintained by his officers zo that documspta ean be produced
promutly. Ha should keeo fles kn good order, He should ensure
the security of confidentlal Ales and check this before leaving.
the ofice. He should make 3 periuvdic check of 6Hl=s and destroy
m out-of-date materlal zfter obtainipg avthority from his.

cer.

(6) Kepping yefergmre Books.-He shquld Xeep on hand up-
fo-dats referance Books such oz Telephope Plregtories.  Dictio-
nary. Administrative Directorfes, Statutes, Manuale, Rulez and
Hegulationa. il " v
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{7} Travel Arrangemedts— (s} He should prepare the tour
programiny  acsecrding to the instructions received by
him and issue copies as required.

) He shonld make arrangements with the persons to he
contacted or interviewed on tour by letter, telegram or
telephone.

{c) He should arrange [or transport snd hotel accommoda-
tion in advence of journey. .

(d) He zshould hand over the papers which the oMeer will re-
auire on tonr. He should deliver ticlkets and  ackoow-
ladpernents of hotsl reservations, ete, together with a
copy of the tour pregesmme bafore the time of depat-

ure,
P

(3} Meating and Conferences.—He should maintaln 3 calendar
of forthcoming meetings and conferences, He should collect the
maleripls which might be required and assist in preparation of
the apenda and conference progremme. He should check  that
the room |3 arranged and stationery is provided. He showld 1ist
names of persons present and keep an up-to-date list for the
distribution of minutes, He should ensure that after 3 meeting
the papers or belongings which may have been left are returned
te the persans concerned.

(9 Specinl dutles.~—(a) He shonld sme that the officar’s office
and desk are neat and furnished with necessary supplies.

iby He ‘shnuld order repairs for machines and other 6fice
eqUipmMeant 48 Heoeszary.

fch He should bring newewarthy item= 4o th noti

the officer, . eearthV items to the notice of

1) He should keep a nete where the oficer can e con-
tagted when In or cut station.

{10 Reeping the confidenes — He  should . main in  stelct
eonfidence about the information yecgpived ¥y  him ving the
:.r.::rﬁetnfb:t!s l::;ﬂicial ;ﬂ;t;ea. Br mumt be direreet =nd  taval and

only b ghle to A gecret Bt shopld i
Ninting about the seeyets he knowa S0 Terrain trem even
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APPENDIX—VII, PART 2

{Paragraph 81.3}
Baandard outpnt of ihe work of Typists.

1. In order to provide Ioss of time for filling up entries in the
II;:E Book and for fatigue, 5 houes for typing worlt in £ day may
taker. )

2. The details of workload in terms of lnes and the nature
of typing like typing from printedftyped matter. frowy  pnanus-
cript, tabulation/stencil cuiting having been taken into accuunt
the standard cutput of the work of Typists Jias been assessad as
900 lines. 540 Mnes and 360 lines per day for tvping from print-
edftypad matter, from manuscript and for  tabulation/stenci]
cutting respactively,

d. The 'line’ mentioned above consists of 10 words.

AFPENDIX—YI[, FART—%
{Paragraph  52:10}

" Genetnl insirictions !I‘l!ﬂng"!rml'iﬂ.ll[, Stencll Cutting.
.. TCarbon Manifelding, cfc

1. Spacing for Puncluation Marks

"~ The tollowing rules of spacing the Punctuatiom tarks are
to be unlformly followed in all typewritten work +—

¥ L AT
il S
Perioa Il -
Erclxmalion marg at e end of sont2nce - 2
" Inprrogation mark | )

*Eeam (b Compral feaxetarine bidapal of Offca Froceders



Lo :
Gpmmj ralam [
LCanpom |

Hyphen

Tish .- .. . " I I
Quotetion mMapks t==

Elgiuning e

Brakit, :—

Nrgmning - e .. .. o |

(s g . .. : . ; '

2. The period aftar abbrevisted words like viz., ete., Mr.,
is followed by cnly one epare. When an abbreviation consists of
groupe of letters zuch as US.A, MA, TASR, no space should
be laft between the letters of the group, but one space showld be
lett at the and of groups, In the case of initial letters of o per-
somnal mame, tach lketter iz Icllowed by a perdod am:'l a space,
thus 3hri A. B. Roy, not Shri A B Roy.

3. Comma used for punctuyating ﬁ,gurea s not fellowed by
a space €. ., 1,00,HK), _

11, Morgins.—

4. Fair coplas are typed with the fllowing mapgins al] raund
the paper: Left margin: 1™ on foolscap (B'x1 or quorto
18°10™) paper, and 1/2" on cctavo [57=B™) paper. (1" is equal to
10 zpace of Piea typa, 9 =paces of large Pica type, and 12 space:z
of Tllite type)

Right margin :—2 spacex on all kinds of paper.

Ton margln :—17 or & single line deep on  Foolscap and
nuarte paper 12" or 3 single lines deep on oclave paper.

Boitorn margin ;=-8ame a3 top margin,



221

£ Dyafts are typed with s left margin of 24 which is
necessary for eprrection or additions

I, Line Spacitg —

6. Falr copies are to be typed in single spacing  with double
line space belween paragraphs.

| 7. Double lne space is required for draits, and between
pacagcaphs only double line space is left. Theere 13 mo oeed for
an exira line space batwesn perapgraphs.

Y. Continnation work.—

R When the work is o be continued on the next page, tiwe
follawing points are to be observed :—

{i) Catehword — This refers §o the official practice of writ-
ing at the foot of the page of continued matter the frst
word appearing on the next page. After typing the
last Tine on the first page the cstchword Is placed on the

. right-hand alde of the battomn margin of the page An
obligue is typed before the catchword Tf the Arst word
to be typed on the next pege L3 a word of one or two let-
ters ar the article “the™, or the number of a new para-

graph. the Iollowing word should also be included as I;E\e
calchwaord. .

[ii] Pagination.— Pages are to be numbered at the centre
of ton margin of the page, thus—2—or f2).

fiii} Transposition of marging —Secretariat filing system makes

- §t necensary that the marging of the front pase  should

be transposed when tvping on the bBack page. Thus the

bpoad rsnargin o +he To2¥ gide oF the front  page will be
shifted to the right atde of the back page,

My Supsrimpnsiticon.— Weal apoearance of the tvpsaeriot ra-
quires the 1nes on both sides of the paper to be supe-
Hmpased, 1e., tvped on the same Ievel, so that the white
space Between Ines remains unaffected.
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¥, Numeraly =
9. Numbers can be¢ expressed in the following waye =—

argtde Rpusg Noman Agues -*:-n;]g!.ml;m- nE.l:;«ni-; In-spaldl =
| 1 {1} Y- ; Cne
2 11 fii} (b Two
5 LI8 () | Three
i i cle, L L Lo [

10. Arablc Agures are widely used in figures work, besldes
baing useful in numbering pages and the maln paragraphs of
work. Homan figures ape used for numbering chapters and main
sections of a Blll or Act of Parliament, Small Roman figures and
alphabetic letters are used in nuwmbering the subsidiary Paraghra-
phs; the former are also used for numbering the pagea of perface
and appendix of a work., Fignures should be spelbed out when
they begin a sentence. and when they can be axpressad in ene
or two words an Indefinite number ia also spelled out, ag, T
read Ave ar six pages at a Hime.In case several  pumbers  come
within a short gpace, all of tham ate to be expressed in figures,

IV. Povagrophing —
11. Paragraphs can be typedin three WaYE =

{it Indented  Paragraph.—The first line of the paragraph
I# indented five spacea from the left marain, and the
other lines baing from the margin. Thiz is the uguat style
of typing paragraphs.

" 13

e AT ee Lo

[

o ——
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ity Block paregraph~—All the lines of the paragraph are
level with the left margin. This style is used for sub-

paragraphs or sub-sub paragraphs.
L]

L mm o ——

[iii} Hangin paragraph.—The ficet line begins from the leit
margin, ahd all the other lines of the paragragh are in-
dented three spaces, Thiz sivle glsn iz used for sub-
paragraphs or zub-sub paragraphs. :

12 Kumbering peragraphs.—There are three siyles of
surabering the muin paragraphs, but only one style should be
ased yniformly throughout one work, Usuelly the first main
paragraph is net numbered ; numbetring starte fram the second
paragraph onward The three styles are flinstrated bealow 1=

0 15

P e




224

13. Subsidiery paragrapha Foliowing under meln paragraopha
may be either Indented, block or hanging, but they must be
oumbered and given a lefi-hand margin distinetly from main
raragraphs. The following three styles may he noted, but only
one styla should be wzed in  one piece of work,

1w 13 b

Maio parn 2

- - ——toa o -— = o m—p——

Sob-paras
indegted. {3

fii

e _

piy T TT -

Sub~paras.
oging. () _ -

{1} - - - : -

14. Sub-Sub parapgraphs under any sub-paregraph should
have their distinetive appearance, being typed elther in inden-
ted or Boek style, But they should nnt be typed in hanging style,
gz thia would eanse slope of typezoript too far to the right.

0 15 = I3

Main pars 2 : . S

BN S



0 15 4 13
Subpara (f)

[ T

Subs-Sulb-pataa,
indomesd {0}

——r

{:3]

- —— e —— i —r

8. There are several ways of 1.}
troted &Iﬂw L m “,1 "hm- L m'.l.."'

MAIN-HRADING
Sub-hsading one
Sub-heading two
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Bub-heading —— — ——

—

Sub-heading Ave—— — .

Thae abova illustration shows the methods of displaying Sub

]
1) immediately belpw the main heading properly con-
tralized; :

[Dicmediatety above paragraph in the centre of type ares;

13} at the beginning.of the paragraph and formiog paxt of
the frst line of the paragraph when it is o be indented
five spaces from the left margin ; _

(4} at the baginning of paragreph and  not I&rm‘fnn part oI

___ the firm line when it is level with the mlll'ﬁlll :

EE-'.II m thamamn i -

r

- 17 A’Il these strla-a of tht mib-haatling arg remimia:ed
hut -:mlv ane” styls i]:nuli hewmed throtighout one pigce of work.
‘.t:E Main headings or. uuhrhﬂadinpﬂ should - not, be typied at
the foot of the page unlegs it is posmible to tvpe at least twa
linez of the matter relating to heading on the same page.

YL Foolaoles.— L

19. Foulnotes o the body of a maiter can be indicated by
Agures slightly rafsed Ifrom the Ilne of writing and irnmedia- -
- tely following the words to which they refer. Figures typed in
this way are better than asterisk {*) or cther symbols excert In
statistical tables _where Agures for footnotes might be confu-

20 Symbols and marks like %, @ &+ should not Be
used ax reference marks of Iootnptes  as each _of them has a
meaning of itz ocwn, Other symbols as shown below are suitable
and can be pot ¥y comBinadan of charactars.
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1. ’sfﬁaﬂ“:"nndmrj:-hmm . ', ——

2. Capital "A" ‘und small “v’* l!ightl:r Iawem:l h}r using the ln-
terliner, o ranae

ﬂ'I

Legger B - ~ I Copltal "F' and byphen
T o alighﬂjrrai:ned,n:

" Dhmque and hyphsn s?uiht-
Iy ralzed or

3: Capital "1" and apostrophe

- skightly reised. _
Double dageert ... wo 1. Gapital ‘T and  equation
' . . _ sigm or two hyphens, or

2 Obllque and equation  sten
.____or two hyphens, or
LT 3. Copltal "I* and two apos-

- tronhes, -

e

Section marke Cer e . DOne capital "5" and small
. ' 4 pa.rtljr orer another

21. In typescript Intended to  be printed, 1be footnote
should Be tvped Tmmediataly ater the passpge to which it re-
Ters. A line should Be typed above and  below the Pootnote Tn
work nat intended for the orinter, fmtnutes ghould 'b-F- *.‘:I"I:HI In

b

"1 This bp tae war o Leecrl feoteclm b omericrlyd Inmendet for ibe printel.

T

o=

ﬂ{l‘q muﬂ:“'nn at ﬂﬁ fant of the phee on wh:ch the particular
dtande i-ﬁarlts anpear The ¥ootnotsa are separated feom  the

‘toxt by a line eitending referemcé from Teft marsin ta right ar
half way anmsn,
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22. Printers have varbous sizes of types which thay usa to
best sdvantage in the digplay of thely metiey. It iz possible to
achleve similar display in type-script by making use of the
gight styles ol {yping a3 given below, sspecially for headings

[} Style Ome () STYLE FIVE. ..

E2) Style Two I6) SIYLE S -—

§3) Style Three (1) STYLE SEVEN. =
{{) StyleFour _ EE] STYLE EIGHT.

L -

23. It i5 to e noted that when tmmg words in spaced
letters, three spaces are to be Ielt between words Underlining
should be done carafully to eaver the letters of the word anly:
the punctuation mark, i any, at the end of the wmpd shonld
nat be underlined.

-

S A T

X, Syllabillcation.— _ ) ]

24, S_‘r‘llablﬂl:at_ion Is the praciice o breaking up & word al
line-end and carrying a parl of It to the noat line. It It neces-
gsary ko do thiz In order Lo secure g moderately sven right hand
margin, which gives a neat appesranee to typesoript. The 1mpor-

tant rule to be observed in wordhresking Is that the split should
not kinder rapid reading of the {yped matter.

25, Word-bresking Is done as follows :— TooTrmTme

(il Divisinn of words should correspond as nearly az passible
to the way in which the words sre pronounced «
Light-ning, statis-tea, resionation,  ere—ate,  fea_gen-
nee, Peca-liar.

Pm"“lt“ﬂfﬂﬂﬂ“ oF the Arst part of the word shou'!d not
be affacted By braak. Hence:

Prop-erty fnot pra-pertvt. chil-dren Moot child-ren),
Pr-mary frnot Prim-ary), e -

A0 In words contalnfng ‘P‘reﬁres or suffixes the natural
point of division Ix &t the junciion of the prefix or suMx !
con-glant, intro-duce. Pro-gramme, accom-plishH, feld-
ing. plentl-tut,  Fdend -ship, amquist-tor, ©  finaneial.

[ p—— Sp—
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r b= Wb ea w -

h edially two o ree differeat
hy e :ﬁgﬁ? &?ﬁﬁf ma“rhiniﬁg :Iﬂmrﬂ,. {ividion can be
kﬂbﬁ-ﬂfhr. Tnﬂfﬁ-‘l'."lr{h.. ﬁffﬂﬂeﬂ frus-trage, hun-dred.

fv) Compound words and hyphenated words are divided
only where sxisting hyp hens oocur .
under-estimate fnot under-es-timate),  pre-eminent (mot

prd-ami-nent),
The follewing hw:-henated w..-_-,rds I:na tned on the satie line
for abvlous reason : '
re-mark (mark again), re-cover {caver _l!:lﬂ.i]'-l].
‘28, Division should be avalded in the tollowiug cases -—
[} The Jast word in a paragraph aod the last word in a page
lit) Abbreviabed words, figore ltem_.uﬁpdm‘qner narmes.
dili) When l}r'evinus two lines end with hyphens.

fiv) Words of onc syllable, theiz plurale or similar th ex-
. tioms: Cause, causes, ploughed, strevipth,

) When avllable congists of only one or t‘il'i:ﬂ letters :

afraid [not a~-fratd), ready {not remd-y), bravely Inct
. Apavedy), uruﬁt!d {not 'profifid) Ancient (nét  anecient),

Iy When thers ke doubt a» tn correst gtltﬂsj'm

XI. Carbon Manifolding

27. In orger to take good earl:m'l coples  the following
points are 1o noked '

1iY The ¢arbon should be clean and erisp.
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€} The paper used lor the original apd.duplicaie showid be
consistent with the number of copjes to.be. taken. Obwi-
ously thinoer papar must be used whess. the mumber of
cuvpies required is lasge. There are several moethods in
use for arranging carbons and sheets. A quick iechnique
. 5 10 ingert first the required number of sheets and turn-
ing the cylinder just for encugh to hold the chests
securely. Then the carbons are to be ingerted-with ink
surface facing the typist between the shostsand the
whole collection ia to be twirled up to tha point  where
ty¥ping is to begin

{ili} The evlinder showld be moderately  hard, and Eree from
ridgez or indentatbons, Some machines are Mtisd with
interchangeable cylinders, and In  this case it is Basy 10
substitute  the ordinary medium cyliner with a hard one
Eor carbon copies,

{iv} The types of the machine should bs in gocd order. Bat-
tered or worn out types cannot pive clear prints. Types
are 10 be cleaned before Work.

tv) The tvpes should ke stryek EVEDY 50 as to give uniforn
impressions, as any gpevehness 15 emphasized on the ear-
bon eobies, The keys shiuld be struck 3 littte harder.
particutarly such Targe tvpes as w. g, m. the eapitals,
figures and fractions, The more the coples required. the
harrler shauld be the stroke.  Obviously anly a standapd
machine can stand this hard touch. Sharo characters like
comma. period and semd-colon  should be struck with a
Hohler toneh,

fwi) When plasing carbons between plaln sheets. the carbon:
=hould be altowed *o profect about half an inch hetow the
Bottorn of sheets. When the typed matter iz withdrawn
from the machine, gl thes carbons cah be  seoarated Feors
shaets by gripping them whems they prolert. Thug tha

handling of carbons being teduoced to the  minimom,
fingers do not Become dirty, - .

2. Carbon Economy.— The carhons shauld Be reverzad fram
thme tn time o that all the fnked wrface mav be utilised. Car.
Bang should he Kent in g snecfal hox nr draway £ no oonund
shaald they be rollad ar folded Thay chon'™d e 1blised 1n FReir
Fullest caparfty and utility:

e Y
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X1, Steacil Cutling. L

28. Umality ol Stemedl T stonefl shects. uged now-a-daye
are superinr to the old wax sheats. They ars  "Indestruetible'” m
the s+nae thet they may he prepared and used again and again
until completaly worm out Unlike the old variety they are not
liakble to grack or break, and are, therefore, very easy to handle

d0. Selectlon of a Typrwariter.— The typewriter to be tsed
for producing the stencil should Rave giod sharp types and a
rather hard cylinder. A machie with blunt ar worn types  and
a soft crlinder should not. ae far a5 posaible, be used for this
purose. Such a: machine can, howeyver, be improved by using ar
additional hard backing sheet.

3t General Inalpwwetions,—The following fnstrietions shonled
be borne in mind .——

(i The typez shntld be thorsughly cleaned.

i1i) The ribhen should be Hiown out of gesr by means of the
stamell switeh me that the tvpe: may  steke directly on
the steneil ashant. T the vibben  switeh 1= out of order.
tibbon gy be removed from the machine. :

liii} A carbon paper should be laid smoothly on  the backing
sheet of the stencil and tha stencil sheet above the rae-
bon, sn that  the inked side nf carben remains i oon-
tast wath the back of the stencil sheet. Thiz will make

. the impressions wigible nz the stenci! i5 ot

flv) The stensil should be inserted inte  the typtwriter with
the bBacking shest next? to cvlinder.

) Placement of the cnny wall within the printed frame of
the stencil shest rmav now be nlanned. TF thers §a 2iM.
mittv abhant correct nlacament. a preliminary cony of the
mattar mav be made oan p sheet of vaper exactle oz it iz
tn apnaar on e dmlicsted copy, Thie  oreliminary copy
mav be used for reference when sutting the stenell



[vi) The keys should be struck with a dafinite sharp and  even
iouch 50 that the serwdl may by ok cesnky Geud
The punctuation marks ang the (esttern "o and "¢
reuire » lighter boach an the atléel charasiiecs; "w"

and "m"”. & heayvier tBuch than useal. Any eeptres punched
out, guch &y the otndre of "o should by piched wp oo the
ip of & bistennd finger a0 replaced ab

{vil) A pood rate of spend for stencil tutting is about 20 worda
less than one's normal speed of typing: This will make for
accurucy which is 3o esefibinl - -

{riil} A steneil iz very likely to wrinkde if it i  {turned
back in the machine for ithe purpose of otrection. Fo
avoid this, the lower edpes should be held secursly s
it iz rolled back slow]y. Il the stencll dses not roll bask
without wrinkling.. it mey be removed from the machine
and rainserted. '

{ix) Rulings for statistical work on stemcil are better done
with a ruler and the stylus pen, uaing & light tonch.

42. All errors in typescript 4re to be erased and corrected.
(hvar typing or “x-ing™ of erpap? 15 not permitted in fair copies
Erzsing should be done as neatly nnd_ inconépicuously as possible.
Tha l’ﬁl_lpur]n_‘_; polnts are ta be nied in regard to ecasing :—

M A good qualitv eraser shoilld be used.

iy The carriage should be drawn to the 2ide and the paper
moved a few gpaces upwrakds to  facilitate erasing. and

to prevent the eraser dust frem I-I“Ii_,ﬂﬂ' im the mathine,

hould be uzed fArst to remove the fresh
o iﬂkﬂ frfpﬂtgﬁsee;rﬁp:;wms, and then the hard earaper with
' L eaatire g o remoue as litil of the surface

Tght preau
A il npeedbte [F the évazer 19 moved In diffe-

- r -
ﬂnﬁhﬁsﬁﬂrﬁ §t Wil prevent the rubbing ol a hole inlu

the paper

B et ok T AR AL s WA P b=
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fiv} Dust should be blown eway from the machine in the
coursa 0f erasing

fv) Damping eliber the eraser or the paper should be avoi-
ded. When the erasar becomas dirty, it ean be cleaned
by Tubbing lightly on 2 plece of fine sand paper.

(i) The correction should be vyped lightly so as to have ihe
same impression es  the original letters.

fviil If letters are ta be squeered or spread within a given
space back spacer or spacebar can be used to move the
carriape half at & thme as is done in the faollowing éxam-

ples - —
thipe He &0 do Te charge I were here
wili LT ]
[11] 1
vt Ha wald o W I wat here

If eorrection is to be done after reinnertion of a types sheet

the writing line should be adjusted to eriginal level with the help
of the lins gcale and letters like 1= “i™ "% on the originally
iyped line. Adjustment of these characters with reference to the
line scale shoukd be noted by the typist.

(viit} When correction is to  be done during carbon manifol-
ding soft eraser alone ¢an be used to erase the errore
an carbon  eopies. but care should be taken to prevent
smwdging of copies under the pressure of eraser, The
wmathod is to place & fairly stiff card bebind the paper
to be erased. and to  #hift the card behind others pap-
ers befrre erasing. When  all coples are arased the

card is amaved and the corcection typed.

'y

{ixi Cerrevllon on  stencil paper -

fa) The turfoce of the stencil paper oontaining  the errors
should be smocthed over with nail or any  round smooth
obiect. Thiz  will aid in olosive - the invorrect perfora-
tlons. A wervy hin cost of correcting fluid should be
mut over the error After it 33 dev  the correction mayr
be tyned.
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b Where a large correction has to be made it may be neces-
sary to resort o "patehing” or "grafting'’. The part of
the steneit which eontains the incorrect wording is outout
and a pieea of stencil paper iz pasted overy the gag with
mam and correction Auid ower the edpes The required
correction is  then typed ever the paitch,

APFPENDIX-VII, PART—4
(Paragraph 2L34.1.]

Iestructions regardiog mse and maipienancs of Typewriters,

1. & fypewriter s a costly machine and chould be treated
with great care to prolong s life and extend itz efficiency. As a
matter of Fact it shoold be reparded as an  extension af the
iypist's personality. apd should be fiven the savme  smartness as
personal appearance Subject (0 normal wear and  tear, a type-
writer 12 expected to work well for owver ten  vears in its office
use, but giving careless tveptment ahd rough  handling it can  be
spoiled within a verv short time. The Hie of a tvpewriter can be
increased to 13 to 20 vears provided inateoctions regardlng upke-
ep and maintenance are fol'owed It should, therefore. be han-
dled and mairtained corefolls.

2.1 Dust.— DNuet is the deadliest enemy  of the typewriter
as it will get 10 to the delleate parts and Rinder the free sction
of the machineg making the machine slower and heavier to work,
as weall az causing unnecessary wear, Therstfore, the dust-cover
should be used to cover the tvpewtiter whenever the machine
is not in wee [Le,, gt the end of the dav.  during lunch-time and
even during short intereals

22 The typist should sreand a few minUtes every morning
in dusting th- machine and the table on  which [t stonds Tt
should not b left standine in the ot v, Nor sheuld f ke
placed unsteadily on the dosk where it mav be knocked off by a
norsar-be.
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43 When putting eway the machine al week-ends and heli-
days it 13 necessary to draw  the paper-relesse and  paper bail
torwsrd 0 as to lift the teedrolls and rubber rollers off the pla-
len. This prevents the “fAats” developing nn thelr  rubber parts
when under confinods prassure,

2.4, At the wnd of the line, the carriage should not o ban-
pud, Lhe tabulalor should not be pressed uhless one s sure the
stops  have been already =et. The puctoation keys should always
be struek more lightly than the rest to avold undue wear on Lhe
ribvan. perforation af the paper and the pitting of the platen.

3. Dusting ~—~The {pole vequired for cleaning  the lvpewriter
are o soft-bristled brush and a dusker fa soft oloth which does
not shed Auff). The procedure i3 (1) to clean from tap dowm-
wards-starting from tht topmost carriage parts to the base of
the machine, and (2) to dust away from the machine. Therough
cleanming should be given 10 megment  clots, typehare, wikbon
vibrater and platen. Tf the platen iz imterchangeabie it coan he
removed for cleaning Afwer eleaning. the duster shoold be seed
to polish all the enamel and nickel paats.

4 Cleaning the typea—2=5 type-brush with hard brlstjes s
reguired for cleaning the types o e morning befora the work
staris, If should be done frequently in the course of stencil cutt-
irg. The brush should be used firmly owver each type . tt shonld be
moved backwards and forwards. Pressing the  brush 1o heavily
and moing it stdewiavs mav strain the tvpebars and cause defect
in alignment. If 1he tvoes are clpgped with ink. Lhe brush may
he placed at  the printine waint and the clogeed tvpe  struck
aver it & few Hmes Using pernl far claaning  witk o hrash  rno
doult auiekly Asselves the ink bad it is not 2 clean work-the
liguid will be splached all aver the machine and the hands Pri-
cking tha types with a pin is verv Asrmful to tyvpes, and cheould
natver ha Aane A tupe-brizh after lono vee iteel] beoomes HHrtv:

it grn be  cleaned with potral and  dried aa waste blntting
Lt

% Erasinz —Erasey dust which consists ~f sand pr vTass
“arficles mixad with rmbher iz cmabW ~f dolng the oreatest
harm o the tmswriter, When thie oeodar farether with paner-
Pust fally into the movinge varts o tha machine like fvpe-soide
and  the twaphar slnte trenble o svee 5 cpeeirr. Therafore, opsa-
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ing showld never be done in the centre of the machina. The pro-
per way ig to draw the carriage to the s_tdawifh the heip uiMar_-
gin Belease key so that thg debris from the paper and eraser is
deposited on the desk and not into the machine,

6. Qiling.--A typewriter kept well dustad and in constant use
needs a litle oniling. Toe much oiling 1= worsa than lack of oil-
ing This j& herause axcosg of pil in moving parts catches dust
and causes mere frictisn  than before. Therefore, oiling shrsdd
be done in mrinote quantities by 2 pin drop. and never with an
cilean The rmaterials regquired [or olling ar= (1) a good type-
writer oil which does not become gwruny, [21 twe pleces ol rag,
3% one pin for ciling the inner pacts with mingte drops. Dally
oiling s needsd gnly Lop the carriage-wavs: first, the stale  woil
{ram the carriape-wavs should be removed with ope piece of
rag - secondty fresk oll should be applied on the carriage ways
with ancther piece of vag, thirdly, the carriage should be moved
i and feq to distribute the oil evenly on the ways. Ciling of
muving parts inside the machine is not to be done dally, it is bet-
ter dione by the zerviceman durlng periodical servicing. 1t is
important to take the precaution meot to drop oll on rubber parts
Qil can he arplied to stop the rust on steel parts,

T. Periodicn] sarvieimg—A11 the aflee maehines are uonder
fnuarkterly servicing contraet writh various typewriter Companies.
The sprvicetnan iz expecled to do thomough  ¢leaning. ofling =nd
acliustment for the machine, The typis! lo-charge of the machine
sthould supervise thizs work and see thal it iz done 12 his enlira
satisfaction. A machine I8 likely to Jrop out small screws, spr-
ings. efe., in 1the course of [is daily vge. These dropped parts

ghrild he carefully preserved until the serviceman  fits them up
i the mochineg.

3. Dyerbauling—A machinewhich has bacome too  heavy.
slpw Or naisy in it: working may be Zlven for  overhsuling once
in five vears. Overhauling means {1 stviopiog the machine 1o ls
components (2] cleaning and ofling the parts individeally, §3) re-
rlacineg the worn-out parts, {d) assembling the somponents  with
correct adivstmentz Olwdousty 211 this work cannot be done in the
offiee room ;0 the machine must be sant o0 the wmbshepa! the

tvnawriter sorpsny The machine becomes az good 82 new alter
it pvepmanl

[
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5. Lifting and Trapbsport.—The typewriter should be Lifted
by the base from  the back ahd hewer by any other part Before
Lfting the carriage should be locked im the central  position
by bringing the merzin 5tops together. This will prevent the car-
riagze from dashing towards cne end if the machine I tilted, The
machine should be set down gen tly. without wearing out the rub-
ber feet. When the machine is to be transported, a vehicle should
bs used which gives the minimum shake.

1n %afe cuzledy.—The tvpist should see that the typewriter

iz put under lock and key before 2 leaves office. The supervisory
afficers should verity this.

APPENDIX—VII, PART—1
{Paragraph 95}
1. Letter (with endorsement) '

GOVERNMENT OF ASSAM

+

PERSONMEL DEPARTMENT ; ::: "B" BHEANCH
e ciinr s ipemrnnt b Dated Diispar, the 197
T t—
Subjact— - '
Reference :—
SiT,
*[ am directed to stabe . oo ven e e aer e
v Yaours -Talthfutlhy,
" {ABCY
v 54l ABC.
Under Secretary to the Government of Assam.
Wemn Na Dsted Disout, the 197 ——
onertn s — .
HA
(]

PARCH
Undar Secretapr tn the Grvernment of Afsam
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* Cther alternative forms of the Intreductory phrases com-
monly used are .—
{i) With reference to your letter guoted above, I am.direc-
ted to e e i o
{ii) In continualion of Lthis Department letler guoied above,
I amn dirpoted to ... .- ...

(i) with  reference to correspondence westing wath (oo
enpding  with) yvour! this Department letter guoted above
Lart, .voeniinas

fiv] In Inwiting a reference to this Department letter quo-
ted above, T am directed to ... ..., ...
O ertfinal copy of letter.
“** On copies intended for (2} and {2} referred to in Lhe on-
dorszment,

APPENDIX—VIIL, PART-2
[{Paragraph 993
2. Ofice Memorandum

GOVEENMENT OF ASSAM
FERESONNEL DEFARTMENT - .. PERSONNEL (A} BREANCH
N Dated Dhspor the 13
Dfice Memoranduom

Subjecl :— Ruoles of Executive Business—Pronosals vepar-
ding gazetted officers -— reference 10 persornel Deparfment
he Astzam Roles of Executive Businesa are not being iollo-
wed by some of the Depa in dizposal of cases Tn several

fo 4o howe  dipectly obiai-
fn%lu}*mqﬁt of. and

oratit of ecis! Pav, comperdatory allowance, ete., to gazetted
~fficers withml submittine  the progosals through the Psrson-
nel Department,

The undersicned Is. therefore. directed to sav that hence-
foeth all procosals for re-smiplovment of. and the grant «f spe-
cial Pav. ¢rmnensatery  allowances,  efc. to pazefted  nfficsrs
*hould he semt to Persannel Dhenartment so that the cates
mav he prnerly corutinized  fuliv befars  sending ft 0a the
Thinf Mindster,

AR

—=Bareatare tn the Gorvernment of & grsm

Ta
AN Demzrtments of the Sarratawing
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APPENDIX —Viil, PART=—3
i(Paragraph 100}

3. Memprandum
Speeimen—1. .-
GOVERNMENT OF ASSAM
PERSONNEL.  DEPARTMENT ::: PERSONNEL  BRANCH
Mo, Dated Dispuy the 19—
MEMOSANDURM
Subfect ;—
With reference to his epplicatinn dated 1he "
Shrl.... . ... ... .cccce wio..is informed Lhat his praver for... .
ABC

Under Secretary to the Govt, ofAssam

v - . Y .

SR, i e SRR B

45 . " Y. g s - e

LY rir"‘i"r _ﬁ'riju'*ﬂ%t.é_lg? ! ' BT o - ' 1 *1.r_+ - .
}I LU . tr

.|"|
Llia

(Ferson concorned),

———— e LN T U Erm—

(2) —

By Ordor etc,
A B C.

Under Secreinry 1o the Govt. of Asam.
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Specimen—:z,
GOVERNMENT OF ASSAM
[ADMINISTRATIVE REFORMS DEPARTMENT]
Mo, Dated Disptir, the 19—

MEMORANDUM
Subject -—"Handbook of General Qireulars™,

& new Govermmment publication titled "ffandbook of Gene-
ral Circulers” has been publlshed Tt contains s pist or extract
of imporient  Government circutars  of frequent relerenesz in
Government nffices. Copies of the Handbook Al be  supplied
to each office through the Depuly Commissionetr or Sob-divi-
sional Oieer acenrding a5 the office is  sitgpted in the head-

ouarters nr outlving subrdivision. This has been  done ta save
ithe cost of sending by post.

2 Feory beud of office will arpanze to have  hiz coples sal-

leclad frm the office of the Depgyey Commizzionoer Sub-divi-
gional OMicer concoraed by his reproesentative, wno  shouid be
glven o leftelr c_rf auth.:u-i::v, with his signalure atiested, 50 that
the Hatdbook (= ant received B yppauthorised person, The per-
gon s0 althorized should give his w1l name and  designation

and put his dated signature in the statements ffws  copies) in
_the office of {he Deputv Commissioner/Siuk-divisional Offeer  In
teken of his heving reseived the Handbeak

3. In iht case of gn office heing situated cutside the Dis-
trict!Sub-d:vizinpa) headoguariers, the copies should be
rollected whether anvone fromm the offies fnes to headouartsrs
nn some nther  nfficial busfness, suech as  drawal of pay, ate,

and no ona shatld be sent solals for the purpase of ecollecting
the Handbnnk,

4. Where twoe conies nave boen supplied  one copy is for
e head of thee offlee anid the other [ the offier And where
myre then two ocanies have heen supplied. thev may be rationa
Uy Ji|uributed amonast officer and Braonches of 1he office
dialinn w-ifh gdrinistrgtiva anﬂrE_I?EETEIT matters.

e A.B. C,
TInder Secv = the Govt of Assar

dab il Ly

Fr oo
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APPENDIX-—V1]1, PART=—4

E 10
& Demi.Odfclal Lotter ™ Reowe 101

.-

Sgal of tha

Covernment of Assam )

ShrifShrimatl A B.C,, ' PERSONNEL Department
rrrter e REQTELETY, DO No.

Disptir
9

Dear Shri/My dear......... ...

Will you plesse refer to your DuOh letter Ha....oooroow
dﬂt&i--r-l---an arL adk mEmJTFI 1+rF n-'l"Eﬂa]'dinH-------."-n”--u-uuu..

a adk==4 1rarraad-dLr mm1hkt®

Y awn sending herewith a copy of the draft yules relating to
...... Fit iz proposed to convene an in-
ter-departmental meeting early next month to Analise the
rules. 1 shall, therefors, be grateful if wou kindly Iet me have
your cotnments on the draft »ules a2 s0an as posgible,

Yours Sincerely,
ABC.,
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APPENDIX—VIII, PART—5
tParagraph  102)

5. Un-olficlal Note.
GOVERNMENT OF ASSAM |
PERSONNEL DEPARTMENT ...... “B" BRANCE
U.0. No. Duted Dizpur, the ........ 18......

Finance (Estt) Department, U/Q
Subject :—Frant of special pay ter holding dual charge.

Shrli AB.C., Under Secrstary, Health [(A) Department was
allowad 10 hold charge of the ~current duties of the post of
Deputy Secrstiry, Family E’lanmnit. in addition to  his duties for
the period from ...l B0 coevsiinnss orenee beea.. vice Shri X Y¥.2.
granied leave.

Flenase concur to the grant of a speclsl pay at . .
per cent of hir pay for the period in questlon for hﬂldmg du:l.I
charge to Shri A.B.C.

ileder Secy. to the Govt. of Assam.

v gk W
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APPENDIX—VIII, PART—6
Paragraph 1073

E. Endorsemant,

GU'VERHMEHT_-DF ASEAM
PERSONMNEL DEPARTMENT ::: “BE" BRANCH

Mo, Dated Dhspur, the ....._ . 19.....

The following papers arée forwarded o
cesrr anaee- TOr mecessary action.

By Order stg,

Under Becy. to the Gavr of Assarn.

- m—— i —

List of papers forwarded :—
[ | U
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APPENDIX—VIII, PART—T
[Paragraph 104}

1. Notification.

ORDERS BY THE GOVERNOCR
Bpecimen—I1

GOVERNMENT OF ASSAM
PERSONNEL DEPARTMENT ::: "B"BRANCH

Bispur, the 19
HOTIFICATION
Na e Shri XV.T., Upper  Division  Assisiant,

Forest Department, is allowed fo officiate temporarily a5 Supa~
rintendent in the same Department, with effect from ...

until further orders, vice Shri.....-i.- cooaer 2veen. Rranted ‘Iea-.re
A BC),
Undet Secy, to the Govi of Assam.
Mermo No Dated Dispur, the 18......---
Copv to.—

11 The Supetintendent, Assamn Governmeni PFress, Cauhatl
for publication in the next issue of the Assam Garette,

{7 Accountant (General.

B Shei o .
- By Order etc.

(AB.CY,
Indar Seey. to the Govt oY Assem.

B
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Specimen—2 OEDERS BY THE GOVERNOR

GOVERNMENT OF ASSAM
MUNICIFAL ADMINISTRATION DEPARTMENT

Dispur, the L 1 I
HOTIF1CATION
No...... ..o« -.. Tn exercise of the powers conferrsd by sub-

section {2) of Section ¥ of the Assam Municipal Act, 1328 [Assam
Act XY of 1857}, the Governor of Assam is plecsed 10 Approve
the slsction of Shri AB.C., as Chairman st the fAret meeting
at the Dibrugarh Municical Board held on 12th March 1968,

ra.B.Ch,
Uoder Secy. to the Govt, of Assam.

Memo Ne. Dated Dispur, the 14......-.

Copy 10— .

{11 The Superintenden: Ass8m Government Press, Gauhall,
for publieation in the neXt jzgue of the Asam Gazetie.

rz)

By Ordar ete,
. (AB.CYL
- ’ Inder Recy. to the Gowvt, of Assam.
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APPENDIX VI, PART—3

(Farapgraph 105]
¥, Resolutinn

GOVERNMENT OF ASSAM
FINANCE DEPARTMENT ... .. PAY COMMITTEE BRANCH
No.FEP.3/64 /95,

Dated Dzpur, the 289th December, 1984,

RESOLUTION

The Government of Assam conslifuted a Pay  Cormittoe
under Finance Department Netjfieation No FEG.27/62, dated 19th
July, 1362 1o examine and recommend nocessary changes i
the present acales of pay and specizl pay, dearness and other al-
lowances, conditions of serviee of  the  State Foverhment
cmpleyveeas. ... .,

The Commiztee submitted its yeport to Zovetnment on the
29th February. 1964, After careful consideration, Cavertiment
have accepted the recommendations of the Committee with cer.
tain roedifications and are pleased to decids as follows +—

1 e e e
L
fABC),
Secretary to the Goversment of Assam,
Flnane: Dwepartment.
Memo No,
ﬁ?w to.— Dated Dizpur, the 1%, ...

(2} By Order etc.,
N Secretary 0 the Government of Assam.
Finance Depart-nent.

-
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APPENDIX —VIII PﬂR‘J._' —a
(Faragraph 1DE)
%, Press  NotefCompawnigue
Press Note
Gastyo-entaritls epidemic st Gauhatd

The gastro-enteritis epidemic of virulent nature has brokes

out In Gawhati causing ... ... desths, All residents in .........
aves wre advised to take tha following precautlons : —

(1)

(23

(3}
Memo, Mo, HLA. — — —— _dated Dispur, the 1%

Forwarded ta  the Director of Information and Public Rela-
tions, Assam, Gauhati, for issuin® the Press Hote and giving it
wide publicity.

By Order ate,,

(4. B.C.).
Seeretary 1o the Government of Assam
Health Departiment

Press Commonigquoe refanding X ¥.Z, duturhnuu
Appolntment of Engniry Com - -:ion.

The Government of Aszzam have appointed an  one-rman
Enquiry Commigsion cons isting ©f Shrl ABLC. to enquire into

and report by | i en  the inr:]dent ol ﬁrlnﬂ b
the police and ¢ther mcldents that followed on ...... .. ... In the
tuum{ of XY .2. and in particular on;—

1]

(%)

{4
[3}
Meno. Nu.PLA. —— —  _ _ Dated Dispur, the — — 15—

Forwarded 1o the Direetor of Fnformation and Public Relatl-

on: Assarr. Gauhat  for  fredin# the communique and odiving L
witda publictiv
Bv Order ote.

Secretarv to the Glovernment of Asvam,
Haalth Dapartment.
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AFFENDIH—VIII, PART—1¢

{Paragraph 107}

10. Fn Clalr Teltgram

TELEGERAM STATE ORDINARY

'DEPCOM

JORHAT

_ REFERENCE LETTER AAPp. 1668 TWELFTH JULY SENT
REPORT " Aagam

[— ——) " — = —

e r—— 11—

Not to ba telegraphed 1—

Gov tﬁlﬂﬁfu}m
in the EIMmen
Under Eiwillll'Piarlrs-rr'rsru!'l 14} Departmeark.

-
—

Memo, No Dated Dispur, the 19~

Post copy in  confirmallon forwarded to the Deouty Com-
migsinner. Siheagar. Jorhat,

—_

By Order etc.,
Under Secy. to the Govt. of Adfsam.
Paraonnel (A} Tepartment

*Wherever OeCESsaTy. | _'_'___;,
** Az applfeable.

e, v o
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APPENDIX —VIIL, PART—31

(Faragra ph 106}

1i. Express lelter

GOVERNMENT OF ASSAM

PERSONNEL DEPARTMENT (- ""A” BNAMNCH
T e vaee e Chspur. the 19 ...
From
To
Subiem T—

FFERENCE LETTER NUMEBER AAFP 1863, DATED
FGR?‘EENTH MaY a3 THE MATTER HAS TO EE FINALI-
SEr EBEFORE........ . JULY FXEEDMTE HEPLY.

(& B.LC.
Under -Secy.ic the Govt. of Assam,
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AFFENDIX—VIII, PART—12
{(Paragraph 07.3)

DETAILED: INSTRUCTIONS RECARDING SECRETARIAT
CORRESFONDENCE"
1, To Government of India and other Stata Govarnmenty,—

Ll. Government of Indla, other State Government and Ad-
ministrations should ordinarily be addressed by g latter

).2. Letters to Government of India should be complete In
themgelves and should, as far as possible, asntain a coneize abat-
ract of necessary ensloguras,

1.3 Ag 3 matter of form, It is not desirable to give a perso-
1zl tearch in fetters to the Government of India and the use oFf

nersonal  pranduns should, therefrre. be  gvolded a5 Tar as pos-
sible.

IMNusiration =

Incorrect.—I am to request you to make the necessary mee-
visiom of funds

Correst.—] am to request that the Necestary  provisian of
fird mav he made,

Incorrect —7 2w to reguest vou ty oktein the sanction, ete

Correct =1 am to vequest that sanction of ate
2. Mo and from Wigh Conpl—

2.1. AN Official enrrespondence from the Sovernment =l:ould
he oddressed by the Regictrar High Court in the form of let-

ters Srectally Important Ietters may, however, be addragzed ta
1he Chief Justirs,

' Adavted from Secretariat Offce Manuals of Covernments
! Andhra Pradesh and Madras.

ol

gy AL
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42, Demi-official letters may be addrested by the Chief
Seeretary or other Secretaries to (Governmeni to the Chief

Justice or t0 the Registrar, High Courl sécordlng to the impor-
tahée and cirgumstance of each case .

2.3 All official tommunieations from the High Court te
Government should be in the form of letters from the Regi-
StTar to the Becretaries of the Departmeants coneerned.

3. To Amembly Secoreisriat.— -

3.1 Commurications which should be brought to the notice
of the 3peaker should be addressed by the Secrelary of the

Departroent to the  Secretavy to the Legislative Asgernhly deml-
officlally or unofficially by name,

d.2. All other commurications should be adderessed by the
Department to  the Legislative Assembly Secretarfat in  the
usual manmer as  applicable to inter-departmental referenses.

4 To University —Corvmunications sent to the Vice-Chaneel-
lor and Registrar should be in letter form. Important com-
munications shauld be addressed to the Vice-Chapeellor.

5. Asmam Public Service Commission — Offisial communica-
tions for the Assem Public Serviee Comunission  should ordi-
natily be addressed to the Secretary te the Commisslon In letter
form, Emportant communications may, however, be addressed

to the Chairman by the Secretary of the Department by a Iatter
or 3 D.O. letter.

€, Use of hovotifies in all offclal eortespondence.—

The tollowing honcrifics should be prefixed to namas frres-
pective of the race or reliclon of 1he parson concermed.

Man Women
Indian WNationals . 51l Srfmati. i married and Eumar!
if immarrled.
Other Wationale . Mr. Mrz or Misa as the case mav be.

L B

Note:— (1) "SrimaMe and "Kumarls" should e wused as
olurals Far “Srimatl” and "Rumari™ respectively. NWo  wolural
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form is used for “Sri"; cach name ghould have the honorific
"Sri* eq., "8ri Ramalcishna aed Sri Ganapati™.

(3 Wnile addressing cosppanies Hrrns cte., having Indlan
nares, St sheuid be used in b placs af "Messes” e, T30
Eajvan and Company .

Medicgl and Veterinary practitioners {exctpt thoss who hold
Military rank), whather in the service of (Govermment oOf not,
shenild be addressed by the eourtesy iitle of "DIr” belore their

natres. Their degrens, heences, ete,. mav be added  at the =nd
ac indleated helow - -

Prastiticners of M.oolern Medieine, D LM PBBLEOLME,
Practitionzrs of Velerlnavy Selence, e (Yetd .-

7 Addressigg of demi-official letiers.—In  addressing derai-
offiela] tetters. u peneral princieles are as follows  Thesze prin-

ciples may. however, ba mndifer] according to personal relation-
shit: between the officers,

{a} Between mambers of onv nf the All-Tndia Services, such
a5 the 1C8. [AS, LPS.IFS, and Indian Forests Ser-
viee, a junior member should use the form "Diear 3vi ABC.......
.......... * in addressing a memher of the same  service whn is

ceninr ta him by 3 vears or more.He may use the form "My Dear
A B.Oin addressing athets

) A momber of any of the All-Indla Servires such as the
1.0.5. LAS, ete, thonld addresz & membar of anv  ofher sicch
All-India Service in the same form atv wentioned in fal ahowve

ic] Gazetted members of the State  Services mav use tha

Forrn "DMar S A ccvr s st e o e " in addressing a

merrhar of the all-Tndia SE:;-;ri;:lén who meav be their callasur or

whr apineg the same or similar - birkhee official sletus as them-
CIAR 2

{41 As between members of State Services. thew may aoprm-
pejstelv rhsarve the convention fallowed by All-Indin Services
ac Tald dewn o Instruction fay ond M ahowve

ERT o]
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APFPENDIX VI, PART 13

{Faragraph 160.])
SPECIMEN: FORMS OF GOVERNMENT RESOLUTIONS IN
ASSFMELY
Form 1
BRI oores seeans seness Mindstep, Health tomove:

Wiarens setting up of a Joint Oeccupations} and Phyal-
otherapy Council to regolate uniform standard «of bradning snd
to lay down standards of professlonal practice, ethics and com-
gunt of a yualifiad sccupationsl therapists I8 necessary for the

tote.

And Wheress, with & view to securing uniformity in the
administration in the matter throughent the Union of India, It
jx deslrable that Parliarwent should passan Act to setUp B
Council applicable to the whole of India, Now, therefors, in
pursuance of clause (1) ta Artiele 252 of the Constitution, this
Asgconbly resclves that the matber aforesnid and all cther mat-
ters connectad therewith or incidents! thareto should be regula-
ted by an act of Parliament _

¥orm I
Fhrl oioir ieien orr-.. Minister, Education to rove:
This Aszembly approves of an sxpenditure of Be. ... ...

under the head "20—Bducation” tor the items balow,

Iwm © emeral Sk Achedule . Tatal
Part A" Ardii
(n () o 43
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AFPENDIX [X, PART 1

[Pacagraph 10.4)
PRIORITY OF AUTHORISATION IN NLAND TRUNK
- CALLS AND 5Ta ECRAMS

e For enabilng digniteries and certain high rankdng
E«f“ﬁu’?ﬁ"’_ officery of the Cantral snd State Governments o obtatn

42008 W
1], daed i1 Atters of publie importanes, Gorernment it
Mt M authorisations are aflowsd. Priocity’

An extrset of thereﬁaedﬂstufnﬂ&ﬂalsh&ih&Etﬂhuwm
- are entitled to priority calls is gl_vﬁe'n heim&:
L -l ICTRCEL A
Extract of the Tist of Ofdters amthosisad to wm  Priothly
indications in Siwie Teloprams and Trwnk Calls,

MOST 1MMEDIATE
3) Govamoe, ' ! T

™ Chief Minister,
IMMEDIATE . .
Offteers suthorised to use the priority indicamon Most Ima-
Et; “?lu:tlce of High - ‘
(24) Chisf i
[28) Chief Secretary, Fad
{21} Ministers of State Govepnment. .
1907 Princzipal Secretaries, State Clovernt.
{9%) Secretaries/Private Secrataries to the Governor.
{105 Speaker of State Legizlatlve Assembly. .
Deputy Commnigsionets, Tezpur, Jochat,
Dibrugarh and  Gaghat!  fwithin _ Asgam
Circlel] 1. : they v
[Secretaries to Chiel Ministers State Govarnments] 2.
THPFORTANT

Ofticers  authorfised to uee the prjority - Indicotlons Mast
Immedlate and Immediate gpe :— o
(184 Comm¥ssloners of Divigtons, ST

10) Daputy Tnepector Genoral of Polics

— __...L,._____,.—...._._-.—
TT Added vide No. 3142783 PHTS), dated Sist October, 1962
of D G P &7T, New Dalhl, . .
T2 Added vide Metno Np.3-4/66-PHT{20). duted 20th August,
IMGoID. O P &'T., New Dalht
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B Digirict Magisivates of State GQoveraman.

(29) Disicvict Superintendent of Police.

40} Depoty Commissioners of State Governmnent.

[129) Tnspector {reneral of Police.

{130 Inspector Gaperal of Prisons

(133} Imspector General of Clvil Hospitala,

{1400 Judgee of the High Courds of Judicaturs.

(165} Begletrar of the High Court.

1171) Superintendant of Police.

[176) Seorvctary of State Leglalatyre,

(100} -Buperintending  Engineer, Azzam Goveenment  Fload
LControl and Irrigation, Dibougarh,

[Secretaries, Additional Secrataries and Jolnt Secretaries,

Chlef Engineers of various Depariments.

Director of Industries and Comvmerce,

Commizsloner of Labour.

Director of Fublic Health] 3.

[Ex-officio Secretaries] 4.
[Minlsters of State of a2l State Governments] 1,

[Priwtg:rt% Socretarias to Chiet Ministers of State Goven-
mnen 3

- L T —_—

N 3 Added vide Memo No 65-18/58/T-2, dated 18th MNovember
1058 . fD G P & T. Weww Delhi.

O 4. Added vide MemalNo 37-548-PHT(5Y. dated ith Mavy,
16 of D G B & T, New Deélhi,

. 05 Added vide Mcmo.No 37.66/85.PET{Y, dated 1%h Febe

raary, 1068 of D. G P &ET., New Delhi

[ 6. Added vide Memo No.3-4/86-PHT(25), dated 24ih Octo.

bar, 1966 o D. . P. & T.. New Delll
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AFPFENDIX IX, PART 2
(Pacagraph 109)

PRIDRITIES REGARDING USE OF POLICE RADIO
{Extracts from Police Radio Procedure)
%2 Sectiom 2: Use of Pricrities;

Muegey of Dr 5.2.1. Normally messages are clearsd according
P Dy rate to their serlal order of receipt st & wireless siation
pcomiditution ;o pecording  to the lUme handed in. It is, however,
MRt i sary to ensure ouick clearance of messages
lard Mk Al hich need reach addressee as early as possible in
mmnﬂ view of the- urgency of the text matter. This is, of
Jor Y, acd 20d COUTSE, 3 relative basis for  camparison ard call for
guly, 1863, clazsifieation of messages into different Rroupa
Therelore, to glve procedence to such megsages over
the sarlier received ones, the following system of
priorities |s 1aid down. Originators will arrange lor
dglivery at Radio statlon of priority bearing messages
immedistely after their completion.

(1) Crash, (2) Most Imroediate, (3} Immediate. 4} Ordinary.

522 Crash—When & measage of this priority {5 received In
the Radio Statlon, communleation on all eoncerned channels Is
torth-with to enable the meszage bearing “Crash
Priority’” to be cleared. The use of this pricrlty is resteicted  Tor
extvame emergencles and should. thérefsrs, be resorted to v
very exceptional ciréumstances. The urgency demands the use
of such priority should be of such vital importance that the inter-
yuption of the communication in progress, perbaps of other tir-
gent traffle, can Be justified. The priority way be used whers the
yecelplant has fa take imonediate executive action to zave Fuman
life or to prevent damage to valwable property,

%25 Most Tmmediste.—The uee of this priotity Is restricted
to messeges convwying Informetion or nstructions elating to
natirsf calumities, disturbances feommunal,  antl-scclal  nnd
political), striles, sccldents, rlots, murder, security measures and
tmportant movernents ¢f the Police Force which, in the opfn--
of the Originator, should reach the addressee Iimmediately.
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5.2.4, Immedinte-~Tha use ol thiz priovity is restricted o
massagas sonveying important {nformation relating to law ang
order for immediate attention and action ; for instanee intop-
mation regarding  probability of strlkes, disturabupces or any
cther upheaval, movement o High Government  Offilals
dealing with law and ocder, political leaders, agitators and dan-
FErous criminals,

2.2.9. Drdinary.—This categOl'¥ is used in messages of routine
nalure which do not come under any of the above categories but
are cunnected with law  and order and which are nrpont encisgh
tu rustify the use of Radia.

526 The instances mentionsd above are not exhaustive and
are intended a5 a broad gulde for the use of the Criginators,
It is the duty of the origlnator 1o consider each case and asstgn
the minimum priovlty compatible with the requirement. As a
guide, and alse as tneans of ensyring the covrect use af priorities,
the tllowing entillemeny of priorities ic laid down  which is ani-
from for a1l Police Forze in the country, &n  officer, however
can Assign 3 higher priority than he iv entitled to if the contents
of message fall under the broad subtect division glven above —

(al Most Immediate.— Chief Fecretary, Commissicners of
BDivision, Home Secretary, District  Magisivates. Inspecter
Geners” of Police, Comimistioner of Palice, Deputy Insnes
tor General of Police or gqoivalent, Chiaf Commissionar
and Superintendent of Police, Police Radio OMeer

M) Imimediate.— Deputy Secretary  (Homel,  Subdivisfana
Magigtrates and Police Qfficers.  UnderfAssistant  Serre-
tary {Homel, Beputy Superintendent of Police and other
Police Officers  In  independent charpe of Statinng,

fcl Rowtine.-— All the abowe,

The avove allocations have been  framed  for. general ap-
plications only  and are sobjecttc  variations prevaillng  for
eouivalent ranks in the diffsrent Statesr AN oriplnaters  wmyst
rernember that when considering prinritiec the mintmum prlo-
ity enmoatible with the sircumstances under  which & message
hag 1o be _sent shemld  be used Irrespective  of the al¥oceting
Brver in the ahave tabls far etamnole, 5 Superintendsant of Po-

&£
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lice i entitled to use of priorities upto "Most lmmediate’ bat it
does nit imply that be will use only this priority in ail messages
orpgmataed by him. Alse offimals gther than those envmerated
against the differet] categories of prievities allocated, provided
the si‘uation warranls it and hecan justify itz use subsequently.

827 The Paolice Eradia (Mirers-in-charge of State Police
Badlo {Organizations will lay down a procedure to  check
misuge of prioritiez by orginators.

5.3 Seetion T.— Security.

o 3.1. A=z ml] radio transmissionz are subject o interception
bv any person posstessing a teceiver there iz no securlly athae-
hed 1o the transmissfon of & messape by radic.

1T3E OF IHNTER-STATE POLICE WIRELESS [N EMER-
GENCIES ARISING OUT OF NATUHAL CALAMITIES

F The (Governrient of India have decided that in
India, Mol lATEmergencies arising out of natural calamiticz. the
Lo M M, Toter-State Pollee Wireless network may  be used

Guegr weame g 10T DESSINZ messiges  pertalnirg to  such calamities
Ava. HPE i with the permission of the Chief Secratarv of the
itk dSeplemState in anticipation of  the ¢anetinn of the Govern-

| ment of Indla. 'n such cases sx-rnst-facts ssnction of

the Ministrv of Transport and Communicatirms shonld
be obtained, preferably  within twentv-fonr  howrt
peing the Police wireless in tage other means of eom-
munication have broken doewn

REALISATION OF CHARGES POR UMAUTHORISED MES-
SAGES TRANSMITTED OVER POLICE WIRELESS

Errrrtnmeart O Tha uynauvthorised messadges transmitted over
Tia, %3747 Pgolice wirseless orids are charged at the Express
S-TILME alegram rates. The amaunt thus colflecied  should

be cradited to  the appropriate Head of Account,
(rrrormment  of
A<wam, FAFLMHEL
AN, VEEh At
Jdied.

Ciomettiireat of The origniator of an  unauthorised message
Et'i-.!fﬁgﬂwshnmd make the pzymeni himseli for transmissTon

ber, MO £ himsell retmbursed
af surh 2 message and may Ec
fisvsament offrom the  OfeerfDepartment 1o which he  belonin,

Az, 1LPL.WI
:u-i_'ﬂ, vach tepi-i T alloweed.

emher, (G

o T — me . n aee s

-
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APPENDIX—XII
{Paragraph 15T

INSTRUCTION REGARDING CAPINET MEMORANDUM

- The procedure of the Cabinet is Jald down in the Assam
Rules of Ewxecutive DBusinese (Rules 13-20). The instructHons
cegarding submiasion of cabinet memoranda for cabinet meeting,
have beett Issued from thme to time and are as follows: - -

1. Alter obtaining the orders of the Minisier-in-charge, the
Secratary of the Depertment or in his  absence an oificar not
below the rank of Deputy Secretary will obtain the approval of
tha Chief Minister direet jand nwot throngh Appointment Depart=
ment) for placing the matter before the cabinet.

2. The concerned Departments will be  coosulted by the
Administrative Department, where necessary, before putiing up
the matter to the Chisf Minister ind their views will be neorpora-
ted in the draft cabinet memorandum.

2. In deafting the ‘memorands a uniform pattern  will be
adopted as follows tem

{1) Title.The title of the cabinct memorandum will be
giver: in the following form:—

Memorandum for the Cabinet

Clretlated urder Ruls 17 of the Assam Rules of Executive
Business).

(2} Subject~The subject oF the cabiret memaratdum will
be zelected carefully s0 &= to indicate clearly the matter
discussed thereln, for axample: “Revisioh of allowances
of ntirsing staff”

) Facty of the ease.—Thoe polntr in  issve will be brought
oot glearly one by one indicating necestity for nro
arllon, previons declsions, if any, similar practices in
sther Twepartinents/Jovernmeznis, the advantages or dle-
advantages of & prapcenl or alternatives  availeb)s ete,
and the recommendation ¢f ©\ - Administeative Depart-
ment on each of the points
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{4) Comments of other Departments. —The comments of other
Departments; will he given wvarbatim oz far s pozsible
It 20y cozc, the comments: included should be faithful to
the cormments mads, Th case of Service Rulss sometimes
there is difficulty in reproducing all comments of the
Departments consulted. In such cames, major comments of
the Departments should be Dncluded.

) Pomt or poiats on which decizion reguired —Tha
Adminisiretive Departminer and the Ministers az soon as
the point or poitits on which dacesion is required.

4 The mematatdurm will be siehad by the Serretary of the
Department or in his absence an officer oot below the rank of
Deputy Secretary,

5. The memorandum will be sent to the  Political Depact-
ment far circulation to the Governor and the Ministers as S0en as
if is ready without weiting far the exart  date of the Cablinet
meating

€. Al memoranda for Cabinet meeting will be  gent to the
Palitical Pepartment within the preseribed time limit  wath 20
{twenty) or zuch number ¢f sparc copies 23 may be laid down by
Political Department. The Admlnistrative Department will see
that all the coples are legible,

Y. Where the Administrative Depariment requires a memo-
randurn to be circulated b0 eny officer viher than  the Governor
ald 1the Ministers this will be done by the Department itswslf,

8. Where a proposal is of an emergent nafure and it Iz not
possible to send it to the Pelitical Department within  the time
limit prescribed in paragraph & zbove, the Secretary concerned
may, with the previous permigsicn of the Chief Secretary, circu-
late the memorandum direct to the Governer and the Ministers,
sending a copy of it tr the Secretary fo  the Cabinet [Thiel
Secretary] together with the preseribed humber of zpare copies.

. 9 Tha important items, discussed in the Cabinet Moeting
without formmal Cahinet memoranda are known as. "Trtormat
itoms’. Tn such cases, brief notes aps sometimas rqnred spnd cope

shonld be talten that they are rafted, ap far az  possible on the
Iines mentionad in paragraph 2

10. The Cabinet decizion, being confideniial, should bte pasted
=0 the note sheet and not kept on the covrespondence part.
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APPENDIX-—XIII, FART—1
{Paragraph 154)

ASSAM GOVERNMENT BOGK DEPUT HULES

1. The Book Depot is under the Superintendent of the L'ress,
*'ho functions under the Printing and Stationery — Departmant.
There s an Asalstant-in-charge of the Book Depot  who works
bunder the Officer-inscharge. namely the Superintendent. Asssmt
Government Press,

2. The Assistant-in-charge iz responzible for the loss.of hooks
from the Depot and for 41t books izeued from st

3. The working houzs of the Book Depot are the  same as®
that of the Sscretariat but the cash sale of the Government
publications iz restricted from 10 AM. to 3 M. oo week davs
and from 10 A M. o 12 noon on Saturday

4. The JSovernnwnt publications will be handed over to the
Book Depot for distribution. They will be distrfbuted aceording to
the digtribution lists supplied by the Department concerned, Spare
copies other ™an thoge requleed,™@ ¢ sent to the Secretariat
Record Room or Llbrary will retaain in the Bogk Depot for
future distribution or zale.

5. AlY eorrection slips issued by Departmants will be distri-
buted by the Book Depot accarding th standing distribution lsts.

fi. All books, reports ete.. received for distribution or for ssle
ara entered in » Rerelpé Registey if orders for disteibution ore not
received aleng with the books, the officer-in-charge will shtain
them. The fistribation of books should not he delayed after the
order for distribution iz received,

7. No private publiestion will be stocked in or sold [rom
the Baok Depot withowt the ordevs of the printine  and  Sta-
tionery Deparitwent, _

% Baoks are supplied free of charge on  the requisifion n?
the Administrative Department which undertook printing of the
bovk or under the orders of the Under Secretary, Printihg and
Stationery Department. Thess requisition alips form vouchers
for the issue of books from the Book Depot. They will be fled
dxily, numbered eonsecutively and posted into the stock-hook.



o

9 AN books issued from the Bock Depot should bear on the
title page their prices both in edian and In English money Any
official publication not intendsd for sale shauld be marked on the
title pagre "Not For Sale™, :

10. Books for sale will be issued on sdvance payment inclu-
ding postage, when owecessary. The payment should be made by
pastal order, money arder, by revenue =tamps or by a draft on
the State Bank of Indis, shillong. The remittagoce will be received
by the Cashier The recelpis will e signed by  ihe Officer-in-
charge of the press.

11. The amount received will be entered in the cash book on
the day of the receipt. It will be sent on the same dav or the next
day with the treasury challan to the treasury., The amount
Eram loeal sale iz also received by the Cashier

12. aAll publication gent by post, exceeding Rs 10 in walue,
shauld be registerad. Publications below Rz 10 hut exceeding
Rs. 2 in value, should be posted under a certificate  of posting.
Thesze gensral Ingtruction will be modified if any spocial instrus-
tiom iz given by the customer.

13. The Assom Gazette 1= I82ued to Government offices and
officers free of charge according to the distribution list approved
by the printing and Stationery Department. The Gazette s
supplied to the public on payment in advance, The list of the
parts of the Assam Gazette and the procedure for its supply are
given in part I of this Appendix.

14. The Assam Pollce Gazette is distributed petording to tha
list furnished by the Inspecter General of Police.

15. Duplicate coples of publicatiotn  lost in transit mav be
aupplied to Gevernment offfees and officers  whose names are
included in the free diztribution list »fter cbtaining the orders af
the Departiment  from which the publlcation was issued.

16. The publication not available in the' Secretariat Libraty
may be obtained by a Department from the Book  Depot when
required for reference purpose® on p requisition  counterzipned

by the Under Secretnry, Printing and Statlonery Departmment, The
publication will be returned to the Bock Dypot.

——tiwr n 1
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17. A liat of new books end publichtions received for sale is
published weekly in Part 1X of the Gezette, In sddition, a
quatrterly Iist is published which contains names of all new
bocks and publications recadved during the previous quarter. A
catalogue of the books aveilable st the Book Depot can be
obtoined frea of charge.

18. A Jist of the Books in stock wili ba prepared subject-wize
bienniaily after physical verifieation. Any  discrepaney  in the
stock according to the Stock Book and the physical verification
wiﬂl be sorted out and action for disposal of surplua stock will be
1lahken,

18, Stock Ledgers for publications are muinialoed in Form

14, axcept the Gazette Ior which the prescribed Form No 4 13

used. The ledgers are checked by the suditors and compared

with the carlified stock takehr  om the A1st March by the Aspis-

dtint-in-r:hnme of Baok Depot of the actual stock om any other
Y. )

30. At the end of each calender yvear, steps  for weeding and
recording of records according to the general principles mtﬂinea
in Chapter XTV will be taken.

21, No cpare copies of a publieation by a Depariment kept
in the Book Dapot will be destroved or sold as wagsie paper

without the approval of the Seetatary of  the Department con-
cerned.

APPENDIX—XIN, PART-—2

{Paragraph 184.1}

LIST OF PARTS OF ASSAM GAZETTE AND PROCEDURE
TOR 1TSS SUFPFLY :

A. Different Parts

Port L—Appointments, Poktines, Tranefars, Powets, Leave
and other Personal Nothoes,

Part TI-A.—~Rapotutlen, Regulations, Orders, Notificatlons,
Rulex, ste, imusd by the Locsl Government and
Heads of Departmants
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Fart II-B.—{rders, ‘f'lutiﬁcntigm and Rulzs of the High
Court of Assam and Nagaland.

Part M. --Orders, Motiflcations 3nd Rules of  ithe Governs
ment of India and by the Election Commission,
India, papers exiracted from the Gazetie of
India and other Stoate Gazettes.

Part IV. —Acts of the Legslative Assernbly of Assam and
Ordinances promylgatad by the Governor of
Agsam. '

Fart ¥, —Bills introduced inte tha Legislative Assembly of
Aszam.

Part VL —Proseedings of the Assam Legisiative Assembly,

Part VIL —Acts of ParMlament and Ordinance promulgated
by tha President,

Part VIII.—EBille introduced in Parliament.

Part ]H.—Amliﬁumnta. MNotices by Governmeant Offces and
ix.

B. Procedure for Supply

1. Private advertisements afe not published 1n the Gazette,
unlez; sent through respective Deputy Cormmissioners or Sub-
Alvvisional Officers,

2. The rates fer supply of the Gazette on payment are Yaid
dewn by the Printing and Statlonery Department from time 1o
time

3. Applications for the supply of Gzrzetle on pavment should
be addressed to the publivher, Assam Gazstte, Shillong and must
be arcompanied by a remittance. The applicant should alsa gpeci-
fically indicate the parta he likesto subgerike.

4. Applications for free supply of the Gazeite on “the Public
Serviee” should be addressed to the Chict Secretary  to the
Leevwromend of Assam,

LRy Spe—
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5. Complaints regarding nonteceipt of any number, part or
rage of the Gazette should be forwarded within a wesk after the
date an which such number, part or page is due.

6. Duplicale copies of the Asarn {fazette lost jn transit may
be supnlied ot the discretion of the publisher,

APPEND{X--XIV
INSTRUCTIONS REGARDING PROOF READING
(Paragraph 185)

Extracts from Indian Standard (I5: I1250-1058)—FPreao?
Corrections for Printers and Authors,

1. Scope.

L1. This standard prescribez two sets af zymbols to be vsad
In correcting procfs, one in the margin and the other at the place
in the text where the corraction iz to be made.  If also includes
some recommendation {for preparation of copy for the printer st
Annexure ‘A' to thiz Appendix.

2. Symbaols.

2.1. Bymbols in proof corrections, both kn the margin and in
the text, shall be used as specified and iflustrated in the Tabls at
Annexure 'B' to this Appendiz.

NOIE . — For comvenlence of reference, the prool correctlon
s¥ynbols are grouped gnder the following surceslve

headings ;
A General - B. Punctuation C. Spacing
D, Aligonment E. Type.

3. Corrections.

3.1. All correctichs shall be given anly in the margin.

. #1.1. The corraction in the margin shell he given opposite 1e
the line to which it belongs, ?
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3.1.2. 11 a correction cannot be accommodated opposite to
ihe Live in the margin. and has, therefore, to be given elsewhere,
the line to which it belongs should be indicated.

3.1.4. In the text, appropriate symbol shall h-E used o I.nl.‘H-
vate the place of eorrection.

3.2. When tw¢ or more Cofrections oceur in one line, the
correctiona may be suitably divided between the left and right
marging, the sequence being alwavs from left to nght, irrespec-
tive of the margin in which they appear.

3.3 Authir's <Cosrections—Author's corrections should be
avolded as far as possible,

3.3.1 Where author's ¢corTections mre  indispenssble, they
shall be made in such g way that 3 minimum amount of extra
work at the press iz invelved.

NOTE :— In making these <ofrections. where it is necessarv
tr add a weord, altemot should be mades to deleta &
word or words of about the same number of letters
nearby: it 3 word is to ba deleted. 3 word of ebont
the same length may be sdded. Similarly. if a line i=
to be added, a line may be knosked out, even if it in a
Ilne of only one word. If these suggestions are acted
upen, they will help avoid whele paragraph [s)

having to be resel,

4, Checking.

4.). The proof corrections cargied out by the press mav be
verified in the printed copy, coTraction by correction, as indicated
In the marging of the corrected proots,

4.2, [n the cose of matler comnosed br  lino-type.  the
whele line in which a correction haz been made shall be chenlad.

NOTE :— In lino-typs composition 'even a single carrection

requires the reseting of the ontire Kpe.

4.3 In the caze of insertiong and  deleHons, sware W s
poszible that a number of compoted Hnes o e 8 whole
paradrabh mav be affected care <hoyld ba taken ta deferwvins
the affected lines or oragrach. and o check the entire Affected
r-atter afresh.

—— o —
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NOTE t— This will ¢iiminate the possiblity of gew errom
creeping in a5 a result of  pemaking of composed
matier.

ANNEXURE 'A' TO APPENDIX—XIV -
RECOMMENDATIONS FOR TEE PREPARATION OF COPY
FOR THE PRINTER

A-1. Manuzeript.

A-1.1. The manuseript should be tyne-written on one side of
paper In double spacing. In vnavoidebie cirevurnatances it tmay be
written out, but in & perfectly legible hand and oh one side of

paper only.

A-1.2 The manuerript should e mede up of sheets of
uniforr size, leaving a2 margin of not Tesg thag 3 cm, on the

Jeft-hatd gide.

A-1.3. The pages should be hurnbered consecutively, and
festened securely together at the lefi-hand top corner

A-1.4. II ahter the sheets have been numbered, it be-
coines necessary  to delate n passage axtending over 3 whols
sheet of mannseript, the pescage should  be  elearly marked
through and the shest lafe inplace.

A-L5 The monuscriot should be carfully revised, and all
tofrectioms in the copy should he made, not in the mareln,
but In the text, in ink. scoring cut all rejected matter 1f ag
a result of revision extenszive sMtecafjons have tn Be mads
the paragraph or pages concern®i should be re-*vpad and
checked aguin. The manuscrint as sant to the printer zhoild
retiresent the final  verdion  of the text.

NOTE —The time to conslder alteration iz befare  sendine
manyseript to presz and net at the thne of proof  eading. Wony
author Subject thelr typeseripts before ssnding tham o press
ic two entively  different kinds of checking operstions—ons #a
read, ra-read, _ami, i? necessarv. amend ymtil atfofked. tHat +he
memging has been conveved as thev wich it ta ba and the sweond
to eliminate anv Inconsfstency . stele,  wunetigtion, cavltallzra-
tion or spelling. T e
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A-1.5.1. Notwithatanding A-1.%, wheh & printed copy iz sent
to the press. as orlginel the corrections way be made in the

:tgm;:uln the margin being ﬂtmdedhrmsﬂnﬂﬁﬁmﬂﬁpamr
i

A-2, Material other than renniug n_:mttur.

4 31 Each diagram, illustration, map and ‘table, except
informal table (see |5 12-1058), should be on separate sheet.

NI}TE— The processes avallable for reproduction of diagrams,
Bustration, maps, ebe., are 3¢ varled thal the author
would be well E:d"lﬂSE'ﬂ o0 consult his puablisher or
printer on this matter.

A-3 Foplootes,

A-1.1. Footnotes should be avolded as far a5 possible. When
used, they should not be placed at the foot of the sheet, but
immediately under the line o which they vefer. The Toolnote
should he sepacated from the text by Lwo horizontal Yines drawn
across the sheet, one above and the ather below the tooinote In
addition, to meet the convenience of printers and to  save
time in teeing the manuseript through tha  priss, all the foot-
notes shonld he eopied cut onseparate sheets in the swme seg
uence as in  the manuseript and with appropriate references to
their positlons in the text.

A4 Typt

A+10. Unltess oversll instructions for the we of dilferent
kinfds of type have besn given to the press, authors may he
well advized to indicele 1he kind of type reaquired in different

places In the manuscript in accordance with the Yeollowing
suggestions.

A=4.I Words o be printed In capitals should be wnderlined
be three Tines and in small cavbit als by two lines, words In italles
should he underlined by single lins and hold tvpe by a wavey
'ne. Words and word-gratps t3' be vrinted in eaps  and emafl

caoe should Be enclipcled, and the annrmpriate s:.rmhn‘l: ivan
agrainet themn in the morgin ¥
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ILLUSTRATING THEIR LBE



LS

A-i.2 Matter to be printed in small type should be Indlcated by a vertlcal
line in the margin by the side of the matter wuth the appropriate symbol
given in the margin.

A—b.} Beprvingg of new parageaphs and indenting should be clearly indi-
<ated by the use of the appropriate symbola specified in the Tabke at
Arnexure "BM,

A-4.4 Any speclal requirementt as to the arra.ngtment of the sattlng shwuid
he written in the margin headed "Note to Printer™,

A-5.REFEREMCES.,

A-3.1 All refevences o published. uhr:les}l;-oul-metcuﬂul.l be given
according to the styls I:.id dowan jn 1% ]2-1952.

e A

L
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ANNEXURE i R
Prood Coyection Symbols and
Sl Proof Corvection Symbol
Mo,
In the tex In the Magin Maaning
£l 30 i : (%
A GEMEE AL
1 = though the ward fP‘E'E'-'d*_d Py SubsLitute word

{o be alrered

word to be sub-

stltated

2 fthrough the lettr frreceded by

to be alterad

3 f" treugh the letter
o through the
wird 1o be delered

b ,{ in required position l{

5 wawes yreder letters or
wards o femain

[ Encrele irtters {0 be
inver Ted

7 Encrcle letters to be
alter ad

Oy | between letiers

o wiards

9 Encirele words or fig-

ures 1o be spelt out in

full

18 A inrequiced position

[=tter to be sub-
stifutad

poceded by
matier to be in-
oo e

R L

2

o>

@

substilute wird

Dl

maer [ new Taleer

Leave as [rinted

Invert type

Replace broken letber

Tr anspose the order of
fetiers o words

The abbraviatlon o ligure
tobe spelt out in full

Insert omitted por tion

of copy ¥
Mote-The relevant saction

of the copy should be rewrned
with the procd, the omirted ©
pr tion being chex ly indicated.
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APPENDIX XM

Cxamplcs Dhasrating ey use

L

Examples ol Proof 'Cu"rect_im Wor

Text as Mar ked Tar "Careciion Text as.[ I::I:um:ted
] &
A CENER A1 —
WTM: i5 the farereme example in Thiz is the fial 2Xample in this
this rable. table,
The press proofs of  these The press proofs of thess docu-
BY documenes have bedn received mants  have been received  znd

and foerocered .

This lr.-ttn:rrl,l': shauld ot
be defetcd

Thi: s an example feor

e e 1ion ef{matter,

A Wrong correction s e
seves Fight by phcing ety umder
the ward which has  been
Incocrectly  struck Hrough.

9 An fverted type is encircled
8¢ that 1 may be inverted
back to ils correct positon

Broken fevmmrs gre encir ¢ led,

X and the relevant & given
m the marglo.

Letters o words oor pf arder

afycated by a.- Lr anspetyng
“IY sign, which showsy_correr fife
sequence, .

wﬁ Figures apd abbr ¥iarians,

wich &8s {10} and which
requike I be spelt our  in
tull are encircled.

Yhe modern larm of the book
was originally called g be-
cause of the klocks of wood
whuch were used as thelr pro-
1:Et|nﬁ TOVWEL s

@

corrected,

This letter should be defored,

This is an example fo inso tion of new

ma b .
Awrong  corrgtion s awl ot ight
by placing dots under the word

which has been ihcorrectly  swuck
through.

An jrverted  type i3 encircled o
rhat it may bt jnverted back io
1ts correct positisn.

Broken lettets are  encircled  anc
the relevant “slgn in he margin,

Letters o words ot of ordar
are  indicated by & mansposing
sign,which shows the correce ALOUEnUE.

Figures and abbceviations,such
4% hundred and Ociober,which
require o ba spelt out in full are
=ncircled.

The modern form of the book was
o iginally  calted 'Codex,' ']t was
s called bBecause of the Blocks

ich € used as thei
o o Ry ek e

R o L

- e -

[=TH =

L
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B cots Carraction Symbol

21

3. . In the taxt
Mc. '

{1} {2

L1  Encrcle wor ds,linesefc.,

alferted

12 No symbol in the (ext

13 ,{in required position

In the Magin

Meandrg

I

A GENERAL contd.

@

B. PUNCTUATION

QA

Rejer to apiropriation
authority the encircled
item,the accuracy
o  suitability of which
is doubted

Symbol ta
differant correction in e
sarme e -in the margin

Insert full stop

Mote-The gorrection symbal for  insertion to e  used

carrection 5

shall

Ihq.in requrred position
15 ,{in required position

' 18 Linrequired position

k7 Ain raqured position

[} ,lr\in required position

¥
Y L O

¥

I in the text and in the magin

[nser t codon

Inser t apost ophe

Insert single gqueotation
mar ke

Irsert doubl gquotation
ik

Insert a 3=dot Jesder

DA A e
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Examples of Prodt Correction Work

Text as Markad for Correctlon

(3

You will cead more words  per

minote with more Comprenens on

when  you  enlarge your
@ Sparn of recognition

NCreass yor Linaaons Gl
—vd

Feduce  regressinns.

Irvckain Stmﬁa‘ds ¥z pepared
meet specifie needs,

Text as El:-l.'l.'!"l:ted
i &)

You will tead more wirds
par minute with mxe
when

yuar  3pan

CoOMmptehension
you Enlerge
of TECOognitlon
decredse your
and teduce
ndlan

e s,

B PUNCTU ATION

The wvast majority of, sentances
are statements made abowt A
subject,and  a  fullstop i3 then
&, the appropriare swopg
in the text and in the margin is A
be / instead ofh

- G4 e strong and of . good couragefpe
not  afraid, neither  dismayed.

\i It s in the authofs nterest to

beacquainted with prool correction
£y mhols.,

F] K . . A .

\1 "1 ﬁ,l':prmterﬁ devil Astmetites ar-
prises even the best of workers,

% oIt i5 Said,
I than J:Lre‘i; .

COMTEMTS Page

‘{Preventmn i5 betiey

Commonwaalth Conference
Megets in Mew Db ... ... 2%

Extracts from Hepat af
Cominotwealth Coatecence f 40

EDA

Fhe wast majrly  of
SENIENCes ars  Slatarmnant
made abaur 3 subject
ard a full stop is then

the appropriate stop.
In case of substitution,
the

Be strong amd of gond
SLOUrage  be ot akoaid,
neither dismayed.

It 15 n “the author’s

interast to be  acquainted
with prood  corraction
symbols,

B 'prinier s, devi]l "sometumes”

SIrprises 'even  the  bast
of worloer s,

[t is szid,"PFrevention
15 Bettse than oure™.

COMNTEMTS Pege

Commanwealth comferenee

Meats i MNew  Dealbi]
o
Extract: fIfrom HKEe

parT of Commonwelth
Conlference .. &0

Eixations
PRS2,
Sramdards  are
prepared to meet specilic
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Fronfs Corractlon Symbol
5.
NG,
' I the jext —In the Margin' Meaning
(1} (2) E} L
B. PUNCTUATION -- contd.
19 ,{in tegquired "',{ [rsar t ellipsls
position
20 Air: it equic ed poshtion @K
Insert sfant so-oke
] 4‘:in required posttion F—{ Frvasr t Iyphen
2 Ain required poslifon hﬁ Inaer 1 kal! em rule
23 ;{in required posliion ‘5“* frser T ane e raie
2% J{in reauirad posttion £, inser t two om rule
11 = under words affected <= Under line ward or words
L Braw a ling where requires E- leser t o line



Fy' !
-Bxathphes of Procf Carraction wirks |

Text as H?jiitd- for Corr ection T Text lfﬁ}_tn'rmﬂd_' :

B.PUNCTUATIONs et Ontd.

The Chairman sald, “The The Charmen said, "The Respon-
Responaibility of the Commi-  bilrtyy of the Cmnnmm is -lide=ky
tee s likely -to growthe (o gow with e [utwre sheeting -
fulyre mecstings we oré we xre going have - ... Wa have 1

ianfy, golng to have We have, of coursé, besides the: Certification

of <ourae, besides the Mxks Schedule of SLekeady a .
Cerfification Marks Schewme rumber. of quality marking schemes

of 15, aiready a2 oumtber  oeganized by  State Governmente® i
of quality merking scheme ' ' |
nr;wun:d by State Govern
menis™

Please refer {0 your letter Please refer to yor letver No,Fub-
®f No.Pub-Doc {4 57, dated13 TDoc/37, dated 18 June 1937,
June 1957, )

Please insert hyphen in Flease Ingart fyphen i e " ward
- the word *make § wup® 'make-up’,

_hﬁ For general proo! carrection  For General proof sarreetion symibnsls, 1
symbols, see ltems LALZ sea tams-l-12. |

Hﬁ 1 taught him a I.ﬂam & i
good tesson, A 1 taught hirn & lesson—3 good kesson,

Mate.-The style in this case s the same a3 in 22 and 23 ,except
for  the symbol tobe given in the margin.

-

=53 A ruke s i under A rule 3 . f uhder wxrds
wvords 1o unlarlined, 30 e undarli

FRESIDENT™S ADDRESS* PRESIDENT'S ADDRAESS*

£ TBeTiversd st 18I

‘Headquarters on 'I]el.lvu'ed At IST  Hedddus v A
A Maech 1957, ah 25 March 1997,
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(1)

7
28

. 2%

El

2

)

2

T4

3

36

3

A
/

L

L

/

o=

U &y

()

- aasd letter o 3ign

95

froof Carrection Symbol

In the text
(2)

C. SPACING
in requiced position :#:-A

o #

F>
# <

——

(o be dehaied
between words

(T

Linking lefters

=

Wheere space is reqm-
red ang O
bettars (o be Ilrﬂ-t-gd

On letters to be
lirked andf where
Space (5 requirsd

‘In the Magmn

across latters to be C?
ta.l-:en LuT LA
enr:msum letrars koo enclosing
be- alvered ligatre
: tequiad
enclosing latters o> enclosing
be attered digh thong
requir ed

Arule between # 3

ines

Make space

Maanilhg

nsert  space

elete amd [eave
space \
.egual

Reduce spm:e berween
wirds

Close upideleie space
berween Yerers

Space  and ¢loseup

Closed up and space

Delete and <lose

Jp
Use ligaturele.g. it}

insted of separare
leites

Use dichthang(e.g.oe
instead of  soparate
lettors

fhcreases  space

lines cr paragraphs

belween



296

Examples of Prool Corcection Work

Text 35 "'arked for Crrrection

Text as Covrected

£5) {e}
C. SPACING
M A Space requir the 1ext Space requred in the  text
i5 lndicated Sgn glven 5 indicated by ajgn Eiven

in the margin.

C')}rﬂ- Complete changegfover Lo
metric  system is  Expected
to be achleved within ten

YEArs.
G =) ‘I"hzni'_ﬁpa,l;e]gbﬂweenl,wwdsb
unegual, the Correctionis

indicated as  shown here.

# < To/lreducef space between
words, the signpd)is used
th the margin.

-.? Ur_wanted space iz brritating

¢ = The wpeﬁ:‘gce of the entry

,--.;; element A the me  of

=7 each person sha the
mosr daminant, -

J-iu
c}’f 5f.) have Jound you an
a'pument] bt 1 am not

obliged to
wrcher standing.

find  vyow an
=  Ligature should ke used n
a word like fJar.
It requires great skill 1o

mandEuvre a3 car  inte a
garags [rom a narrow street

Spece 5
Petetwrmers bipes -

or raphs, if the prooifs
A e

inroduyced

in the margin,

Complere te  change over 1o
MEC  3yatem is  expected
10 be achieved “within  ten
years,

When space between words
is  wunequal, thé correction
Is ndicated as shown here,

To reduce space between words,
e sign{#.{) 1% ysed in the
margin.

Lrwanted

T™e type face of the anry
alement i the name of each
person shal)l be the most domj-
fant.

SpaLe  is  irritating

5ry] have found you an argu.
mentibut 1 am Aot ohliged
to lind YOu an  wundetstanding.

Ligature should he jsed in
a word like ffac.

It requires grear shill to mano-
SUTE A CAr N0 2 garage from
& narrow sreet,

Sp:ll:t s jnrodured  betwasn

liregs-
pronfs

o  par apraphs,if  the
are tﬂ‘l’tﬂ‘lﬂ;r like this,

R - ]

. gl

-t

.
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FH .
Froof Carrection Symbol

SI. In the text In the Margin ‘Meanin g
o. : : )
(L _ (2 (3 B L
C.5F ACING -Contd.
K | Encr cke space affected . - push down space
D. ALKGNMENT
» either side of the | TR
k ”:tn:[er:ted Uncs, as the /{ _ Correct  verlical  alignment
" "need may be. o
W e thr ough Iines whe | o/—— ] —
—_— 57 alghtened, : Shraghten lnes.

Lo er ed.

# T ower lines 1o be raited Raise fines
42 "L—r aruond The partion L[ Raise i
_ o _ up o show it SEpaErate
0 D t-&lﬁ-ﬂf ul:r- " rom existing matrer,
03 L under lines 1o be ke

Lower lines

¥ L aroum the lilu'tju;n

10 b owered own . Lower down, to - show il

separate from existing matier

ol indicating position ' o
\' “.t o Moth fides \l f - l._FfJﬁ-CE i camire of s
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Exampies of Prood Covection Work

Tewt 2t MaGed Ta Carecnion

(3

Tent - oz Corvechd
- A8

Ca 5P ACING-cantd. .

The quad space uhich has come
up her off wili he pvthed down,

The yuad space, which hat come
up here, will be pushed down.

D ALIGNMENT

¥haen the lines are not
vertically | aligned, tweo
wertical lines  are  marked
in the prool on the alflecied
tide of these  Jines, a3
ghoweny o the example,

|

sfraipht.

When llees are to be caised
o updhe facl is  indicated by
. T the sign

as gaven in the margin.

3 Tlwher™ A-velame in ml of
standard  porassium
bhydr cxide solution.

When lines are 9 be lowered, the

X .
g tacl is indicated by the 51!““ slgn a8 given in the margln -

given in the margLn.

o m‘r mi:tin S;Pubtiﬂ'uf Evﬁ%
wo Month S '
I Single Copy i wn

Anraiel Subscription Rs.6.00

Please place the following.

address in order.

AN

—
Two  paralle! lires  are Pur
tﬁmu;ﬁ the  lines sk
are ru:j:i

Then the lines are not wertically
aligned  twe  verucal Jines e
marked in the proof on  the
affectesd zide ol these linew,
as shown: in the expmphe.

Two pazllel lines are pwl
thraugh the lines which e
ned st aighe,

Wheo o ines are to be raised

up,Lhe  fact is indicared by
the sign as given in the margin.

A =vnll.u'nel it miof
standard potassivm
Ilw-l:l'l:rxide.- sofLrion,

When. Lnés ke 0 be Jowered,
the fact i indicated by i

I51 Builetin (Published Ewvery
Two Months)
Singhe CcopyY v . BR300
Aprmal  Subsoription Rese.00

Please place e {ollowing
aikiress in order:

frdian  Music  School,
Sargeet Bhavan,
MNew e hi.

P . L.

T -

T
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Proof Cerrection Symbol

)
.. "L 2w themt In the Margin ! Meaning
Ha. . .
i {2 '
B. ALIGMMENT-contg,
% around matter to be  Qf,

inderibed,

L7 # around, matier 1o be |;|:|L
indented,

o At left side of group |:\
T b moved. ]

W at right sice of grouwp -
- 10 b e,

" 30 [ in réquired position [

-

-

5. Jincequiced positien ]

32l befare the st word e
of i paragraph.

L

IndanT one =m

[ndent twea #ms

Move linmt to the right

Moye lines to the lﬂ‘t

© Take letter o word from end

ol ofe line to the beginning of
the foilowing line.

Take isttsr or werd from bcgi.mir‘

of a lina to the end of the preceding

1,08
Degin 4 new paragraph
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Examples of Prapf Carection Wark

Text 65 Marked [0F Lot ection Teyt a5 Lo ected
(5% - {e}

N ALIGNMENT.contd.

The Iiullﬂwing is the style of in- The follewlng is the style af in-.
derting. denting.
- Indicate by apecific prool qor- Indicate %y vhe specilic prood
L rection symbeol that thess lines are corrections symibol that  thess
to be indented by ooe em only. lines are to be indented by one
e only.

NGOTE-The style in this case is the tame ag in 46 above except Eor the symbedl
to e given in the margin.

when the lines are to be moved  Then the lines are to be moved
I: tc the vight hand side, 1t 05 ind> 4o the right-hand side, it iz indi-
cated a3 in the margin, cated as in the marghh.
When the lines ore 1o be When the lines are o be
moved to the l=fi- hand moeved to e |efr-hand
] side, i1 14 indicated side, it is  indicated
as in the fmatelin. as in the margin
Pleass take Over jetter o word Plesye take over Jecier @@ word
from end of this tine (o thehe- from ¢end of this line fo the
L xt lowe of this esample. ezt live of this =xample.

3 Please take back the letter o wo-  Please take back the letters or word
l"h'i-"f

the second line of this of the second ke of this
examphe to the fral line, example to the first Line,
Use e symbol given In the . Use the symbol givem in the
margin to indicate the begnning ma gin 0 indicate 1he begoning
-of & hew. parag ver Jealing  of & new paragraph.
with two mare 5y we shall
Eive groof coffectiany symbols 1o Afwer dealing with two more 3ym-
the catega y' Type. bols, we shall give proef corection

symbols Ior the Cocgaocy 'Type

PR TRT LN, T BT

P Y

- - A



)| -
4 Proof Corection Symbol
\ 5L n the Text - Th the Margm Meaning
A Mo
{1} (2 {n 14)
. AL ¥GMMEN T-contd.
! 53?, between * the 2 . Combine the paragaphs
par agr aphs
" # ] at limits of requiced [ 7] Move portion of matter so
position . . that It comes wimin the
pesition indicated.
L E. TYPE
55 —— under wads o Change to capitals

:j ' == letrers to be altered

3% - —— under words o Change to small capitals
Ietiers to e altered - @ '

- 37 Encircle the word of - Use capitals for initial
werdgroup to be letters and smajl capitals
' abter ed i

far the remaindng Jatiers
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Examples of Froof Corection Work

Text as Marked [ oot ection Text as Cofrected ]
{5 (&)

0. ALKINMEMT-0onTd. f

E

To be an effective user of  yotr To Be an effective v of your )
Janguage, m haye [acrs language  you  must  have facts. :

our haziest Impressiany Your  haziest  impressions  and

and opindons have some relat/on apintons  have some  relatien  to l
10 facts,even if they ae facts, evem if they are incorrectly .
incarrectly reacollected o Fecollected o interpreted, * '
inter preted. :

[1 LueMos,ENGAGEMENTY]  MEMOS,ENG AGEMENTS
JUNE 1957, JUNE 1947,

J |

E . TYPE

Whan . an authar places three _ When an athor places dres linas
lines wnder 2 word and puts widr 2 ward and puts down the
down the aporofeiate symbol  approgriate symbol in the margin
in the maginthe press Knows the press knows that ' the auhar )
that the aythpr desres the desrer the word this  under ned !
@ wird thus under fined - to  be te he printed in S APIT ALS.

printed in Eg‘uh.

=yWor ds which are twice underlined . Words which are twice under lined :
' are printed in Small M are printed in SHALL CAPITALS,

Fleasen primt the names of  Please pint the names of  alf
all Comvnittee membets jncly-  Committee members including
 ding the Chairman,Or S.R. the - Chalrman, [r .5.R.Ranganathan,in
ganathan,in itals and L capitals and small capitals.The :
capitels.The . Charman’s name  Chakmans name will then read r
will then read in “the printed  in the printedn copy as
copy as o '

@@.Ls.m,n ANGAN ATH M’Dl DR 5. R. RARCANATRAN

-

- e om
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M3
Froo]l Carrectlon Jymbol

L. In the eyt In the Margln Meaning
Ne. :
(n (2) L (%}

" E. TYPE-<onId.
3~ Encircle letters to be altred & Change 1o lowercase
¥ e e lethers or I:I'nai:ng\! to bold {ace

&1

42

63

&R

words to be altered

— ke letiers o .
words 10 be altered @

Encirchs [etiers o words to
be alterad

Encircle fletters o0 be [AT
changed

Vertical line on the left
abong the Text :

verticsl line on the lefs q._f;
along the text :

Change to Halics

Thang® to roman type .

Weong imﬁtrtp-}.lca by
Jetters of caffecy fount

Change to small typs

Change to bigger type



g

Examples of Proof Carcecticn Wark

“Text a3 Marked fa Correctlon
(3

Tex1 as corred e

(£)

E-TYPE-contd,

qﬁg L ol types  are
indicatad by encirching the
l=tter to be altered.

Bold tvpes e  indicated
wwww by putting & wayy line under
letters or words to be altered.

Short words make ¢lear-cut,

()] :-rh'id, deen meresslm.M
is more clear-cut ang vivid

an than E5ASEIN y  love

Lr mere  Than  gf[ectlon and
Qh light more than |lymirmtion.

Words a  letters which  are

@1nhed1mgeﬂm

type e epcircled.

Such  Jerters o words a3
ae st In wroflg Jount are
to be enwcircled o that the
compasitar  can replaces  themn
by lette_rs of correct (ount.

REFERENCES

YOREL, Al. Practleal Orga-

? mc  Chermistry. B EDEI.
Longman Green & Co.,
Londar, [9356.

ZOrSHI, M. L. & SABCDEAL.
3 |rszar vol ¥, he. 3,
. B29F (19563

Ttawu‘ Eﬂﬁl:h_tj'p-:a are indicated
¥ encirclf The et
1 be aitered. e

Bold t¥pes are  Indicated
by pulting a wavy line under
ettar: o wrds to be alter e,

5'.1'2!"!' worcs  malie  ¢lesr ¢yt
vividodeep  impeesamns, Kill
ls mare cles-cu ard  wivyd
thanassassinate, love mere
than affection anag ight moye
than jllumina rion.

Wards o lewters which are
e be changed 10 Roman
type ae enclrcled.

Such  Jefters o  wirds  as
e set in wrong fount e
ta be encircled 1o thay the
compasiior can replace  them
by letters of correg: fount,

REFEREMICES

VOGEL, A.L.Practical rgamic
Chemistry. P. 19$1.Lengman
Green & Cownlonden, 1956,

ZUTSHIM, L. & SADGOPAL.
JPREQE, Vel 47, No. 3,
p. 3-31 (195

e A e —TER R =

B .

-

" aearh -~
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35
APPENDIX—XVI
(Paraga ph—205.1 )

{ Buitable mudifications as copsidered necessaty may be made
by the InspectHng D!fﬂ.‘.ﬂ::l

1. Namne of the Departinent...... .
2. Mame of the Branch inspecsted .. ... ... ...
3. {a) Date of INSPection ... ..o «ev vis e err e me
(k) D;.tz of last inspection aod by whom? . ...
4 Whether action has been ta Ken on the lagt inspeation report?
If not, give details in the raspe ctive following paragravhs,

I' Any improvement or deteprjcration noted since the last Inspecs
tioh should be specifically mettioned.]

B. Strength of the Depactment/Branch e e e Sanelioned
: A ptaral

fi) Superintendent ... ...
fii) Upner Division Asstatants dha ekt eanrs wraan deens

(i) Lower Divsion Assistants

Py Otk poois. TF anw .

Pt Greada IV =taff ... . .. . 0 o ..

(a) 5 the Attendance R:gmter maintained and submitted punctually svery,
—_ dn:'l"} .-._,__1— —.-.—.._._...



306
{b) ks a monthly statement showing late attendance and casual
leave of siaff consolidated and exhibited correetly in the
last colunnin ¢of the Hegister aifter the month is ovar ?
e} General remarxks abott purcteality ...... ... ...
{Paragreph 218, M.0.0.P.-Secrstariat)

7. Is an up to date Ust of the Subiects dealt with in the Branch
maintaihed ?

8. fa} Is there a list showing distrlbution of work ¥

(b} Are there any suggestions for modiflcations in tha  dis-
tribution of work omongst the sta®f o make it more
ratienal or uniform 7

2. [a) Ts the Superintendent required to deal with any types of
cases oreinally 7

M 50, what types of cases ... ... .

10. fa) Is the Superintendent em pnwered to dmpme ol  himsel?
any types of cases .. L. ...

If 30, indicate the types of casesy ... o0 ces ter cir ves oes st s

) Can the Superintendeny be emmwemﬂ 0 d.ispna:e of
himzelf any other i{ype of cases .

11. ¥2 & repister ol office orders heing maint ained ?
12, Reeceint Rogister—
fa) Is it being properly maintained ¥ ... ... . ..

f¥) Ave the fle numbers of the Bies in which the recelpts
have been  dealt with noted 7

fol I= smbiect entarad sorreetley T 0 L o L
il 1z *bv: Reglster checked By the Superintendeant

Parggraphs 36 and 43 M O O P-fearstariat}

P a

- m -

e e w



13, File Register—
{a) 15 it being properly maln tained i
fb) Are file movements corre ctly recorded ?
{c} Are the catch words in the file titles correctly selectad ?
[Paragraph 122, Inll.ﬂ.lﬂ.P.—Bacrefuﬂaﬂ

14, Are the departmental registers, including the follow-
ing, properly malintained ?

{i) Register of Files Received Unofficially ... ... .. cooom
fii) Register of Files Isswed Unofficlally .. ... ..o - e e
(i) Register of Assembly CQuesHont ... ... cocor svrsienes

(V) Register of Assembly Resolations ... ... oo
t+) Reglster of Agauranwes | . ..

{vi) Repister of Periodlezls Received ... .o ooois

15. fa) Have spy registers been specjally devised to be
malntained by the Hran sh ?

™ Indl-::ate If ANy new = gisters shoyld hemtrndueei
[Pmmanh 40 M.0.0.P.—Secretariat) .

-

18. Whether the Precedent ERasgizter Tor inmportant decisions
~and rulings s being cov rectly maintained ?

Parapranh 64, B.OOP —Becrelariat) |
17, Standing Cuard File—
Eﬂ" WI'IEHTE!‘ n‘tEthlt-ﬂIT]_Fr_i ? L1 wrewrs meabbb

M} If =0, what are tha sablectz and how 1t has Deen main-
tatpead 7

{c) I nol indicate the subjects on which shou il b manained,
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Paragraph 41, M.OOP. —se&etmut; Haee mstee mrgeniha
15, Assistant's Log Bool— -
{a) s it being mawntained by all dealing Assistants ?
() &Are columins 2 end 3 Blled in by the Asslstants reguiarly 7
IF;amraph 48, M.O,O P.— Secratarlal)
0. Is th-e Typist's Log Boolkt belng properly maintained ?
(Parsgraph 81, 2, M.O.0. P.—Secretaciat)

Are the instructions regerding use and malntenanve of type-
writers being followeed ¥ _

{Paragzaph 213.4.1, MO0 P.—Secretariat) .

2l. Is 2 note on urgent and important cases kept in the

Reminder Diary/Daily Engagement List to ensure  thefr tinely
submizsion

(Paragraph 183, M.0.0.P— Secretariat),

22 Check Lists of Returne—' ™ ™

fa) Are thrae bejng maintain d TPWEQ;I:.- both for out-wara
atd inesming returns ¥ Y

M) Iz Gimely action taken to ensype receipt or despateh of
vericdical reports, returng, ete. 7

fPacarranh 165 M.0.0.P.— Secretatiat )

23 181 Are standard forms for  communicstion of poutine
natnre  devised apd c}rtlusij.fléd ','-"
{b} indicatc which new forms can be intradueed ... ..~

_!Parngraph.?ﬁ M O D P- Scoretanian) .ooeenieeivnccrens s eearenc s
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o4, Codes, Manual#, Etc.—

Is an up-to-date list of ihe Books of reference i pos-
@) cegzion of the Pranch being maintained *

(b] Are these ket corrected up-to-date? ... ...
(Paragraph 62, M.0LO.P —Secratariat.)
25 Recording—
- (a) Is recording up-to-date? ...
M) What 1= the number of lilex reguiring to be recorded ?
4 26 3nare copies of hnmporta Bt copmmuni tations. - '

{a) Are they kept neptly are onded in separale bunulles ?

(h) Have spare copies no 1on8er required bedn destroved ?

iy

{) 15 2 list of spare copies being maintamed T o L

{Paragraph 147, M.0O0.P.- Secretariat.

27 How Inng does it take for the daily receipls to reach the
dealing Assistants concerened * _

24, Priovity makings -—
{z) Are they used dim!min';tely T o et e ea e

fb) [z action on receipts and Ales bearing priority maklngd
raken within prescribed time limits ?

. Paraprzph 40, M. 0.0 P.-Secretariat .

29. Are the Assistants conversant with the Seeretariat Mantal
of Oflee Procedure ? ;

30, Does tha Superintendent inspect a few tables of Assistant
and Typist at least once 5 wealk *
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J1. Weekly Arreap List 'A'—. —— s e .

] -
§a) 15 it prepared and submit ted timely every vwesk ?
(b} Number of files'receipts pending dispoasl as per lut

arrear list ¥
ic} 1= the nember of Alesfreceipts in hand wi‘th any .H.mm:taﬂ

unchdy heavy ?
fdl What stepe are consider & necessacy t-n-r.:lﬁlr ArTEArs and

to avold aceumulation in  futare T

32. Monthly Arrear Lists ‘B~
{a) Are these prepared and submitted tImehr T s it eer eem
ibd Number of pending cases - - -.. ae eee

[} Over amonth ... ... ..o e o0 e
[u? Dwrﬁ:mmths amE rrm omgg YU AE REA rmm ks g ag -y

{c] Are there cases which ha Ve been put a side without zetion
for an unduly long time ?

{d} What step: are consideped Necezsary to expedite disposal ¥
33. Rernprks rogatding mﬁl nestness and tidlness * . ..

34. Buggestions for improve Mment—

rz] IR =aa aam =g AFn v ppg " RES == sPF 0 SR oara orad aag
mj ==7 adr wmn 04T A% Ay vEa o ek =pd k= maa
&nd Bo on r~ .

35 Genersl remmarks @ fineluding 2 eommarstive ssossment of
;:Im mrf.;r;mme of the Branch with refer=nce to the last
spection),

-1

fﬁimatuw ni Insuwhnn' O cuyh

 Meshemation)

Baw '
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ANNEXURE TO APPENDIX KVI

Stutement showing final action taken on the Tnspestion Report

Defocts pointad out or sURRes-
tiors made ln the inepection

raport.

Action taken

2.

4.

6.
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AFPENDIX-XVII
Paragraph ;-235

INSTRUCTIONS FOR PROTECTION AND CONTROL OF FIRE I
- BECEETARATAT B UILBINGS

1. Precautions against flre cutbreak :—The Chiaf Seoretary
or the officer appointed by him " for the purpoxe as the
Vigilance officer In the Secrotariat wilt see that the pre-
cairtions pg discussed in the Following paragraphs are carried
ot C—

L1 Befere closing the offics in the nigit, the Nleir ar an
Assistant amthorized by the Vigllance officer will wigit each

roomt and s2e that all swile has nnt reguired for the night are -

put off and that all wasle pager has been remaved and that
where fire iz kept in fice places op anguthizs to keep the
room warm, they are effec tively extnguizhad,

1.2, Kerosine ofl or any easily inflammakle materisl i= stored
in 20 gut building or godown, POL contsiners whathar Tull
or empty will invariably be fitted with closures seciraly
adjusted.

1.3. The sealing of pepers i= done under the direc supertigion of
& responsible Assistamt who will see that due care i3 taken.

14. Waste paper is not allowed 40 accummulste in large quani -
tlez in shy office. One nr more receptacles i3 provided outside
the huilding for waste paper ond 2t & sufficient distance
from the maln building Every evening the wasie paper
of tha day iy collected and put inte one of the revenlacles,

1.5. Empty packing materfals, cnses or any other cases whic have
gontained in-Hammable materia? will not be stocked  |ngide
the bulldings or agalnst the smlér walls of the huilding.

L% 1. The buckets will be kept full of sand or water as required
atul in thair vroper-olacss and the chemles! fira axtinmis-
hers should be in working nrdar, There  will he pemslnt
rerladical ieint inspection Af these nomllances by the Vefla-
nee officer and  the authorized P WD, officer. These apn-
Tiances aill be distributed thromphonut  the pramisey o g
to e roadily avilghle ta th & poerators and 3vilsble tn places

- mlpgeip s -
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whers they are moet liksly to be required. Az far ag pessl-
ble, they will be located at conspbcucns snd  accemible
ﬂam:uﬂluntﬂnmmmmmmttndlmhm of fim-
partant corridors in each building.

1.5.2 it Hixed on speciolly prov ided brackets they are eazlly seen
and chould any be missing the discrepancy is agsily dete-
cted. The buckets of water may howsver ba permitted to,
be kept nested In & tank or barreel full of water, the tanks
with nests of buckets being placed as cenirally as pozsible.

1.5.3. The chernieal fire extingul shers will be recharged immedia-
taly alter 118s In a Fre nord dant. Tha casing uftl;u Extingni-
shet will - ba clpaned bafore recharging. &

1.%. & In cowe of ¢ld extinguishers or those - which have
not been cleanad after use, the casing may be weak Tf the
outlet jet is blocked for any reason  then & burst 1s likely to
gceeur. To obwviate such risks all cxtingulehers will be pressure
tested afier every twe and hall years with due consaltation
with fire Service Adviser.

1.6. Old furniture iz mob left lving about but disposed of
&t onre.

1. 7. Dried leaves atnd ather littera ate. removed from  the
adioining grounds of the buildings. Grass and undergrowth will
be cleared to a distance of 10 ft. from the buildings.

I.E. Where there are Bre plares for warming officers, fre
guards, or metl gauge or netline should be provided in the
irow. The flaxibls slaptric comnections will not be zllovwed to
run wndernesth carpats or theough soncealed places.

L 8. One bell gong of more actording  to'the  slze of the
bulding will be Bxed - In each building.

1.1k A crowbar will be placed in 3 convenient place with
which the watchman can force uven the door of any room if
there b5 a fre inside.

- 1.1k All peons and gther grade 1V staff  will be given  a
oractice driil as detailed in paragraph 3 in the ufe of fre
appliances gnd arrAngements as» made for the proper conduct
of these drills. The paons ste, are instructed in the use of tele-
phone for purpose of uhtmmng acsistanre,
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1. 12 The following "Fire Order” will ke printed !n
English and vernacular and hung up in  conspicucus places in
avery biklding.

In the event of Are breaks oul :+—

(i) Must shout “FIRE" and keep on shouting FIRE till
aszistance, 2rlves and "'FIRE bell” soundad.

(11} Must make sttermpt to put out the fire with avallable
equipment on or mear the scene of fire

{iti] Muyst intimate the nearsst fire station and police station.
fiv) Must shut off power by switching off at the main.

fv) Must force open the door  with  help of crowhar, if
required to popt owt n fire inside 3 roorn.

fvl) Must remove obstractivns from exits.
{vii} Must not oreate panic and confusion.

Z. Cn ot break of Fire -—

21, On the outhrenk of fire electric SuRrrent ghould be
switched off at the main,

2.2, Fire raused by inAammable o7 should be smothered at
once by means of earth or sand kept in receptaclss placed In
suitable pogition for the purpose, and  water should on no
accrunt De used Tf chemical extinguishers pf the foam-iype are
available they can be used.

. 3 Immediately a fire 19 detecled, the alamm must  be
given by soutiding the bell gong and Intimation alse given ta
the nearest Fire Bricade and to the nearest Police Station by
phone or otherwise In case the watchman detecting tha fire
takes the receiver and infarms  the Telephone exchange about
the fire out break, the Telaphone Exchongs will at onee  ocom
m1;n£pa1ektn the nearest Fire Station and inform them of the Fire
out-bregk.

2, 4, Immediately on the alarm being reised, EVETY man wAill
Freceed gnd collect Extingunshers and ather flre  fighting
materials. en-toute to the place of cecurence gnd  make  =uch
effective efforts as e can to put  out the fire, pending the &rrical
of the fre brizacde : :

L=
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2.5 Al pwrvements shoyld be carrled out with Eilence amd
rapidity and special oare must be talken to  ses that there 1= no
crowding In passages amd staircases.

2 & As a dravught of air, will tend 1o increase the fire, atl
doors. ard windows which are not necessary fto be  used for
ingress or agress should be closed.

n 7 Al inflammeBle materisls near the fire should be
collectsd and removed to g nplace of safely.

4% It and when a vehicle catchas p Are, it will be removed

" away from the park, [fit is not possible due 1o any reasmn other

vehicles in the vitinity should be taken sway at z safer distance.

3. Practice drill—

3.1. The Vigilance OMicer will bhe responsible for the
training of the staff to take part in potting out fires during day
and night and conducting pertodical practice drills.  The prac-
tice drills will be ag realistic a3 possible and wil] inclnde  relay-
ing of sand snd water from the nearast =ources by forming 2
chain of a11 staff available

3.9, For the dav time, the services of the several peons ahd
nther Grade TV staff on duty will be utilised, but for night, night
watrhman w21l be sngaged. :

3 3 Practice drills in the wse of fire prodection appliances
will ba glven onpe 5 week until all the Grade IV gtoff Including
night watchmen have pained sufficient experience in the uwse of
such appliances.

2 4 The chemical fre extinguishers will not  actually be
operated in practice drills, The Vigilance Officer will explain to
the ctaff the working of these appliances znd the method of using
thert ‘n case of actpal fras, The descriptive leaflets and Instruc-
tiome which are supplied by the suppliers to purchasers of these
apoliances will be helpful to the Vigilance Dificer dn  this
matter. The Vigilance Officer may occasionally request the Exe-
cutive Engineer, P, W. D, (%t & Bithe Adwiser, State Fire Service
or the representative of the Arms supplying the fire-fighting
equipment to explain matters The Vigilance Officer will pramine
the staff individually to ensuve that esch of them understood
clearly the working of the applisnees and how to use theim.
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3. 3.1, After the inlkial instructions, there will be periodical
refresher instrections for new stalf as well as for those whe had
previous training on the use of flre protection appliances in  the
Arst wesk -of every quarter.

3.5.2. For the quarberly drill, a suitable day will be selected
but the hour will not be Axed nor intitnated. On the dey sel

an alarm will be given by the Vigilance Officer sach time
the practice drill gone through n zn orderly manner ax possible.
This will alsa be wilnested by the Chief Secretary or any sther
officer authorised by him in this behalf, Similar drill @il be
gone throngh during night, dering the game weak bhuton  a
different day.

2, 6. Ooce g yeay, a complete drill will be carried out with
actual operation of the entinguis hers.

3. 7. New re-fills should be losded in extinguishers  immes
agiately after real practice drill once a year.

3.8, A rvegister will be kept of all practice drills and of the
defects noticed with any of the appliances, The register will ha
inspected by the chief Secretary or any other officers autharised
by him in this behalf on the same day or the day following and
he should take action to et right the defects

4, Duties of night watchmen ;=

4.1, The watchman will be on duty from 6 p. . 1o 6 4, . svery
day, They will go round as soon asthey come anduty o see that
all doors have been Tocked, They will take turns in  going routiéd
the offices and record the same at thetell-tale clock, every half an
hour, patrolling only the veranddahs and cormidors round  the

offce rooms, They will carry a whistle and a slout bamboo § feet
lone.

4. 2. The Nazir and Vigilance Offcer will make sarprize visit
at uncectain hours during the night to See that the watchmen are
doing their &aty. During such visits the Vigilanes Offlcer or the
Nazir will carrv on his person the set of duplicate kevs of all the
affices smiled in a hap.

4 3. Astlon o be talen in sage of ire-Should a watchman on
his round obeerve snyv outbresk of Gre, ke will nt ones whistte
far the other wetchmen, and scand the fire alarm bBell. He will se-
tion accordance with papagraph 2. 3.
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4 4 if the Bre'ia inside any coe of the rooma, which canriot
be readily opened, the watchman or the Nezir, if svailable on the
spot, will immedistely force open the door by means of a crowbar
and try to put oat the fire with the ¢ fire extinguishers
available, In the masntime, the other wa will pet the fire
buckets into operation, They will alm!whuﬂamdﬂuthewntch-
men of the neighbouring officers, unﬁ

APPENDIX-XVHI, PART']

(Paragraph 240.1) .

List of Abbrevigtions in common usedn Secrotariat’
AAG. o . e Assistant Accountant Genersl.
AAO. " v Aasisiant Accounts Oficer.
ACBIl i s Abstract Cantingent Bitl
AL Co ' , =<« Aszam Cements Company.
ACF, vev. Asgistant Conservator of Forests.
ACS. we - Assam Civil Servics. |
Acct i Account,

Accit, i Accountant

Addl. e . ﬁd-;:litlunal, _
AdfL-GenL . oo Adiutant-Genesal. ;
Adm.~Genl. e ;e Administrator-General,
ADC, Alde-de-Camp.

Adw. .. oo .;4 Advance,

AE A - e Asgistant Enginesr.



AFRE
AG.
ARTL
AG.Ca
ALGCC

AGHMC,

AL
AMC,
AD
Appt.
AP,
APSC.
art,
ASEE
ASIDC

ASM.DC,
ASP

Amctt
ASwe

-_—

hAF

+ Fi

L L1

-

3lg

Asgorn Financial {orporation.
Assorn Financial Rules.
Accountant Geoeral
Agricuitura.

Azzam (Gag Company.

Aszamn Governpmen?. Construction
Corporation.

Azzam Government Marketing
Corporation.

Asxigtant Inspector.

Aszam Madical College.

Accounts Officer,

Appaintioent.

Aszam Police,

Assom Public Servige Commis-
aslon.

Article,

Assam State Electricity Board.

Aszam Small  Industries Deve-
lopment Corporation.

Aszam State Mineral Develop-
ment Corparation,

Asgistant Supecintendent of
Puolica. |

Azgiztant.

Aszzam State Warehousing Cor-

noration

e _,,’ Ml vem s heem o . v
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Cantt.
C.C.F,
c.L.

CE (R &B}
CE (FC &1)
C.EM,

CEQ
CEx.

CF.
CHSS.

C1B.
Cipn.

CIF.

+ud

dllw

LI L}

L 2t ]

3i%

Block Dwwalopment Officer.
Building

Battalion.

Border Security Force.

Conveyance Allowance.
Compenzatory Allowance.

Cantonmeant.
Chisf Conservator of Foregts.

Civil Defence; Community
Development,

Chief Enginest {Roads and Bulls
dingz).

Chief Engineer {Flood Cantral
and [rrigation).

Chief Executive Membar (Distetct
Council),

Chiei Electoral Oficer

Commissdloner of Exclse, Chemls
cal Examiner.

Contingeney Fund; Conservator
of Forest.

Contributory Health Service
Scheme.

Chief Inspecter of Bailers,
Crimina!  Investigation Departe

ment

Chief Inspector of Pactories.



C.LT.

L

CL

C.L.
C.M,
Conedy,
Comdt.
Comrnty.
Commr,
C.P.
CPRF
C.PHE
C.R.
C.S

L
CT.O.
C.W.M.

DA,

DAL,

3H)
Commisgloner of Income-Tax
Chief Justice,

Cagual Leave. o
Chief Mindster.

Cc;i_wmnder.

Comtnandant,
Communication.
Commissicner.

Corimumity Project,
Contrihutory Provident Fund
Chief Public Health Engineer.
Confidential Heport.

-hlef Secretary, Clvil Sargeon.
Correcticm Slin

Cormmissioner of Taxes.
Central Telegraph Office,
Cantroller of Weights and
Measures,

Daily Allowance: Dearness

Allowance; Director of Agricule

ture ' Direptor of Accounts or
DHviglongl Accountant; Dealityg
Asziatant.

Depity Aceountant General

=l
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DACQ.
D.C. -

D.C.Bill
DPCRG

DEG. -
DE &CT.

D.F.
DF.A.
D.F.0.
D FYER

D.G.M
DH. &FP

D.H.P.E,

D.L
Di &£P.R.

DL.ER.

LM,

oo,
DPI

an

Ttk

LTl ]
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- Director of Anima) Huthandry
am;l ?ﬂnrmarjr .

Dmtrmt Agricuttural ORffcer.

Deputy Commissioner; Develap--
ment Commisaloner.

]

- Datai] Contingent Blll.
- Death-cum-Retiroment Gratﬁitr.

District Election Officer.

' Director of Employroent and

Craftsmen Training.
Director of Fisherins -

Draft for approval.
. Divisional Forast Officer.

Delegation of Financial Powep

" Rules

" Director of Geology and Mining.
" Diféctor of Health apd Family

Planning.

++ 1 Lupector of Health, Flenning

and Educatian.

u n|recmruﬂndustﬁu

Director of Infﬁmaﬁnn and
Public Relations,

Director of Land Records.

District Magizirate

Demi Official
Divector of Public Instruction



DS,
DEP,

D85
D25 & AR

DTE.
DT.0.
Depty,
Dir,
st
Dl
D
Dy.
EB,
Edn.
EE.
ELA
ELO.
EQ.

Endt.

A4+4

ik
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-« Deputy Secretary
. Pl?euﬁp;w Supenintendent of _ i:
v Director of small Savings Y
wr  District SoMiers, Sailors and ‘
Airmen’s Board. ";

« Director of Technical Bducation .
— Digtrict Transport Officer

' Divector |
- District
.. Divisional
w.  Division '
: ) — v
v Deputy ;
-« Efficiency Bar |
« Education :
-+ Executive Enginesr ) i
e Edhminer of Local Acoounts !
.+ Ermployment Lisiscn Officer ’
v Election Officer; Employment
. Officer
-« Engiheer \’
« Endorgement
+ Examiner

-
R —
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P.A
FALD.
F.CI
F.0,

r.o.
FR.
Gaz.
Gad. Exty.
G.D.A.
Genl,
G.F.
G.OY,
GO,
G.0C
G B

G PF
GPO
Govt. .
Gr. r.ll
H.B.Adv.
H. &

_ HRA,

Hoepl,

Edy ==

+ah

11

AL dddmam pEq4E-

EEE EEg hkdFr 1 mn

353

. Finahcial Adviser

- e Finanrce and Accounts Offiesr

s Food Corporation of India
ass Fufia.n-r:e Department; Final

Drisposal
«v  For Crder
a  Fundamental Bules
-  Gazetts
o Gazette Extra-ordinary
Canhati Developmeny Agthority
s, General
Guard Fife

oo Government of India

s Overnment Drdeér

- reneral Officer Commanding

ne  Goverhment Pleader

as  General Provident Fund
1... General Post Office

«s  Grovernmaent

«. Grade

s Houge Building Advanes

1+ House Rent Allowsnes

.. Hoaplta]
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(K

A
* High School Laaving Certificate
Higher Jecondary School Leav-

. . lnr.ﬂtruﬂcate
I,'G'. SELEL PRI T 1Y Py I'"--. i

1nspector-General

Inspactor  General ol Assam
Rifles

Inspector General of Prisons

i Inspactor Genara]l of Pollee
Inspector General of Registration

Judge .

Judeges

. Junior

. Joint Secratary

- Joint

Kok VIB

I..l.. Ai F‘l )
L-. Eq-— = . r___
L D. A e o

L" PJ Cl hnr
L. R.

Magie,

.p

. Khadi and Villpge Industries
Board '
Leave on average pay -

v Laubour Commissioner S

Lower Division Assistant

..+ Last Pay Certificate

i Land Revemue; logal Reomemba-
©ancer

e Mimimer, e p. M. H. Swnds fos
_ Minpister  Health

. Magistrate
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M. A D

M. C.

M, C. Ady.

Mewo.

Mgl

M-L.A.
Medl.
Mily-
M,O,

PAC
& C.D.
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Munm:pal Admimistration Depaﬂmm -

Medical Certificate
Moror Car Advanct
Memorandum
Maglsterial
Mizcellanesis _
Memher of Legislative  Assembiy
Medical
Military
Medical Officer
Member of Parliament
Municipal
Manucript ,
Merth Fast Froatier - Agency
Nursing ﬂuparintendﬂ;t_
MNmification. |
" Ofice Memorandum.
Office Note.
Offics Order.
Officer om Special Doty
Pemponal Acsincant,

Public Accounts Earnmmcu:

P;m;hyat and Cnnmmty Dwt'lnpnmt



P.C.
PF.
FE.
MH.E.
Pl.
P.M.
E.L A,
F.L-l
PALG.
P.C.
Erobr.
Irat
P. P.

P i
P.R. D

P &T.
Pub.

P L.

P. W. D
Regr- C. 5.
Regl-

Reg.

K. 0

—  Pemsion.

FPoat Copy.
Peavident Fand.
Public Health,
Public Henlth Enginesy
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Stite Transport.

Spare Caopy.

Supplemeatary Pemand.
Sub-Depuiy Collaciar.
Euhdivi?innal Magistraie.
Subdivigional Medical Di‘ﬁ;u:r_
Subdivisional Offieer, |
Special Depotit Fund Cell,
Sub-Deputy Magistrate,
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$ub-Divisional Planning O
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Special.

Spectal Officer,
ST,

. Special Supetintendent of Police,

Subordinate.

Subsidiary Rules,
Superintendent

Travellmg Abowance.

Trade Adviser and Directar of Mo-
Vemant.

. Trilwal Areas and Wellara of Back-
ward Classes. "

Threa-year Degroe Cowrse.
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—of misgent communication
Filinz up of —due recaipts
Heturn of—due letters by Tssue Section
Abhreviations in nse in Secrefrigt Accounts
Audit of Government
Complilation  of Government
Accounts Branch
Additional Grants
Addititnal Secretary
Adiowrrmment Motions
Administrative arrangement, Generzl
Administrative reletions betwesn Unlon and Stae
Adoveate General
Allocation and Transactlon of Sovernment Business
Annual Flnancial Statement
Arnnual Adminjstrziion Report :
Anti-corription Branch, assistance to
Approprigtion Act
arcegr List. Monthly
Arrear List, Weekly
Apsam Ciwl§ List
Asgam Public Service Commission

Atzamn Rules af Exerutive Bumirege
Aszsistant (51—

Collection of material for action on receipts by—
. Direct submission of cases by selected—
Distribulion of receipts among

" Duties gf—

Fa[r copies for signature, submission by—
Initial examination of receipts by—
Initialling of notes by—
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Logbook for—

Marking of Aler by—Lor further action
Marking of receipts by supsrintendent to—
Monthly arrear lat, entry by—

Noting byv—

Noie book for—

Eeminder diary, malntenante by—
Weekly arrear list, entry by—

Audit—

—objertions

—of Government accounds

—Paras

—EpOr}
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BRANCH—

Branch Officar—
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24.1
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5.4.1

Aszistance to officers of Anti-corruption Branch by the - 233

Attermdonce Checking by—

Bodget—

216.4; 216.5; 2183,

Cosua]l Leave sanction to and bv— 214.1
Dk, action: by— 14
Defindion of— T4
Files not 10 be sent ta other department exeept by 152
tho Jirerfion of-—or higheroficers. -
Inspection of Branch hy— 2061
Noting by—;: responsibility in respect of affice notes 55
and draft
Periodical returns in—room 155.2
Permission of—nmeeded for keeping 2 paper for more 40.8
tharn prescribed time 1mit
Security,  responsibility of— 2O
20.1
Definition of—papers 203
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Frtry into—, by Secrelariat Stahi

%8R
o3 £
R af =

F I T )

._.-__1._-_-"._' -"'-ﬂ.-rl.ﬁ--.-!'. J'!_

-

'.---.'_l.—lll-'—""-'r‘I - s T

U R

-

= b A Y L N o



aty

.

e Tm mwm

Sy -
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Apende for—meetings
Compozition of—
—  memorandom

Cazual leave

Cazefs}—
—gary  unoficially to other Departments
Arrangement of paperson 4 —
Channel for subrnisson ofe-
Consequence of delay of—
Disposal of—bhy officers
Digpoeai of—by Supermntandent
Un=ofitial=— iksus of—
Marking of—lor suspense
Fapers relating to matters of news valoe—
Priovity markings dispogal of-—
Proceasing of—when a numbar of outside bodies are
consulted
Sparifie@—, to be treated ag confidentisl
Punichment and appenl- -

Central Branches/Sections

Chdef Minlster

Chiel Secrelay

Commissioner of Division

Comman facilities

Communicaticns—
Addressing—to officers by nand
Despaich of urgent—to Offte
Forma of —
Spere coples of important—
—from M.Ps. ML As el
Clamparison
Compenzatory holidays
Gonfarence Rooma, uae of
Coraptroller and Auditer Caneral
Qansetvatey g4t
Congsalidated Fund
Consultatlon—
Meed for oral—
Bimultaneous inter—departmentdl—
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2034
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— part of 4 file 111
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Date of outgoing— 34
Docketing of— 114
Filing of demi-official, unoffeia)l and offcial— 127
Issue of outgoing— g8.]
Fage numbering of— 112
Seepatariat—, commen sbbreviations 244, 1
Seria]l numbering of-- 115
Copues of Acts received frorn press— 53
Correction slip—
Mode of Inserting— 62.4.F
Preparation of — 62.2
rinting and distributipn of — 68221
Counei] of Mintsters 3
Court fee stamp see ynder stamps.
Cavers—
Eronoiny slips for— ’0.31)
DOpening of—ather then secrat a3k
Opening 0F  secret 32.2
Else of —in despateh ae.2
DAK -~
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Actian on—by Superintendent . 1]
—Section, responsibility 28.1.1; 26
Despatch of—to olffcers’ residences 314
Deapateh of—by P.&T. Postal bag 2.6
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Distribution of—by Central Receipt Sactian a1
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Peruzal of —by Superintendent 35
Hecaipt of—by Central Receipy Section 29
Eeceipt of —bvy  the diariat 33
Aeceipl of —during offfes hours oo working days 20
Beceipd of—after office hours, and o Sundays 30
and holidays
—pads (o bear special labels 34.6
Delegation of powers to Superintsndent B4.3(c); 844
Demands for Grarts H 1T
Dami-oMeial letter 103
Denartment—
Definition of— 6.3
Access to— 20%.2
Deputy Commissioner g4
Deputy Sacretilye
Charge oi— 7.3
Channels for submission of case by 1
Inspection of Pranches by 2061
Perisal of Dk by— 343
Despatch—
—hby Branch BS
era! instructions ap
gister 0.1
Despatcher BY; #G.1;
203 &9
Diarizing of recaipts by— 36.1
Distribution of dak to Assistants by 36.2
Initiaticn of action by—in
regard to Weekly and Monthly Arrear Lists 181; 162
Issue of dak qy— 1.1
Malntenance by--of File Haglstar. 123.1
Maintenance ‘by—of Receipt Hegiater 43
Maintenance hy—Register of Files izsuad Unoffeialiy  125.1
Qpening of povers by— 123
Recelpt of dak hy— 12
-0 Recelpt Ragigher g |
Reminder 183
Diacusaions Oral ar FPersonal 50
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Docketing _ 114
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Examinstion of-—by Super-
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Porm lor— 1
General instructions in respect of— ™

Indication to he glven on-—
of enclosures copies of

which need not be typed— 5.6

Initizlling of —hy offleers in
token of approval T5.8
Marking of—Ifor issus 3.1

Nurnber ¢f spara typed copi
es Tequired to be indicated on— 0.3
Numbering of— TH?
Priority and zecurity markiogs on . . 7
Relecence o praﬁau- corre: pondence 1n . %
Replacing of —on fle after i¢sug : . 38
Sean formz far . ‘e . 76
Style in dralts . LART
Time Jimvir For replies to be indicated in— 75.8
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ing of ' )
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Atiaching of —to fair copies _— - B4 1
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comparetr and Jdaspatcher o
be drawn to—by diaponsd
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Checking of-—to receipts by dealing As=mistant 452
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'Endorsentent a3
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Establishmen{ maiters
—Preparation of Amalgamated roll
—Register of Increments
—, Repizster of members of cadre
—, Ragister of potts

Estimmdtes Cornmities
— Artion on the BReport of

Exprass Lettor

FILE(3)—

Arrangement of papers ona
coseina —

Bringing of receipts on ourcent

Copstituents of a—

Destruction of ephemeral

Dncketing in e

Editing and Printing of Class "A'—=

Examples of titles ol—

Tritials of 8—

Linking of—

List of—
Marking of —for [ssus
Marking of—Ffor “susperce"
Marking of former references of-—covers and note
sheets
Marking of later references on—~over
Movemotit of —belonging to a Department
Movement of—belonging to other Departmenis
Numbering of— §
MNoting on 1.0 —
Hpening ul—under approved =tandard Heeds
Opening of new-—
Page numbecing of—
Part—
Perxonal-—
Punching of paper ln—
Preservation of—of historical yalus
Recording of—
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2294
2292
229.2
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178.2.1
178,23
204
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123
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179
114
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122
30
88(d}
115.5
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125
124
115
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118
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121
65
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149
142
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Beference of— U0 tn ather Yepartments, cte. 148, 152
Feterencing and se of slips in— 198
Hecord of verbal discussion, orders, etc, gn— &0
Register of—-izsued unofficially 128
Begister of- -received unoffciatly 124
Heninder {or return of J.0.— 1252
Requisition for recorded 144
Separate—for each distinel subjeet 117
Serial numbering of currespondence in g 113
Title_of & 116
Use of Priority labelsfmarking oy )
volumes of 111.3

Weaditig of recorded— 14%

Woriding and Articulation— 119
F.nances, stale —srurees of 17
Financial slatement, snmual o |
Finanrial syslom-Fundamental Features 16
Fire Qut-bresle, precavtion pnd control 246
Foreign Governmert-Carrespopdence with 0

Forms eustody, issue register, elc

Forms Epecimens-—
Acknowledpemeny card

se¢ under stationery

8

Certificale for return of

siamps affixed in excass of

legal requirements 5014
Cheek Ilst of returns 16%.1;165. 2
Chech List for stcoming retums 165 F
LEmi-Officia] Letter 10]
Despalch Register for Postal Dak BpO. 1
Detention Memoranduam 15914
Endorzemert i
Express Letter 104
Index slip 1321
Indent For Assam Government Book Denot 183.1
mapection Crectiornnaira oo | 1)
Latter a8
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for destruction by Heeper of Itecordy 1453
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Monthly arrear Tist "B 162
Notification 104
Ofece Memorandum a8
Fress Commuonigue/Nots 1406
Registers See under Regicters
Requisition for printing werk 131.1
Requlsition for Service Postaze Stamps ' 83.1
Requisition for supply of vavers from record room 144.1
Requisition for statlonery LR |
Reminder for 1.0, Files 1252
Reminder Diary 163
Resolution 105
Service Cord of typewriters
and duplicating machines 213.4.4
Sarvice Postage Stamps Account Resister 912
Standard Skeleton Forms %
Table of Contents 142 3.2
Telegram 107
UG MernnMNate - 102
Weeklv Arrear list 'A' 1551
Furniture, office equipment and Stationery M1
GAZETTE, ASSAM 136
Gazstte of India 187
Crovernar s
Government Business==Allocation and Trangzsrtion 5
Governmeny Publication—
Avpeoval of Seeretary b printing a— 181.2
List of—by Head of Deparirnents I81.3
FPrinting of—a; Government Press 181
Printing of—and forma at Private Pressgs 122
Proof reading of—under print 12%
Register of— 121.5
Requisition for printing of= 181.1
Raview of—-annually 181.4
Supply of—by Govetnment Boack Depot 133
Supply to Governmeni Bosk Depot 154
Grants—
Annnz] demands for— 171
Supplementary. excess or  &dditional 22

Token— 704
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Caorrespimdence by— 8.2
Function of— b
Proposal from— 15.1
High Court
Holidays— 220
Compensatory— [
Receipd of dak oh—
{NDER—
—- itz ohject 131
Annual, amalgamated— 136
Constitusnts of—alip 132
Examples of stips 131
Main and subsidiary—alips 136.1
Preparation and custody of—slips 133
Titles of—8lips 132.2
or more infependendent—:lips 134

Indexing of Cuestioms, bills. resclutions ote., in the Assemnbly 135

Information—

Procadure for communication of official—to press

IFnanthoriced communication af official—prohibited
Interpretation and aroendment of Manuatl
Inspaction—

Aulhorities responsible for—-

Follow-up action on-——report

O & M. Divisipn—

Peariodicity of—

Frogramme—

FPurpose of—

Questistinaire 1o be  used for—

Reports on—
Interim Replies _
Interpretation or gmendment of Manuatl
Inter~departmental references—

Avtherity compatant bo serwd —

Confidential  character of notes in respect of—

“Detention memorandum” in respect of—

Wotlng sn—

Oral consuliation in—

Orders oil—
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' Order in—where Finance Departaent congylted 156

Provision of Rules of Assam Exceutive Business 148

i repardlng

[ Receipt of— 38

' R=iurn of--- 154

‘ Simultaneous consultation In— 140
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; —oi dak by officers 57
—of T 01 Files 16
—Section 20.2

. Artion ufter— ad

£ Dochketing uf— 114

. Ceneral Instructions for g9

f Lists to be maintained by the Sectian.. 45

Marking of Fles for— 2D

-’ Significance of the term— )

:'- SBlanding wailing list for— R3.h

£ JOINT SECRETARY —

F Charpe 01— : 7.3

Channel [or submission of cases by-- 55

! Perusal of dak by-— .2

' Judicigh Magisirates— 15.2
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r LAW DEPARTMENT MANUAL 123

! Yeave to Secretariat employeed 237

; Legiglative Aszembiy

4 Approval of draft reply to-gueestion by Minister 16048

s Adjorwment and pther motions oi— 175

: Asgam— 12

* Assurances in— 17T
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Discussion on matters of

Mrgent public importanee

f shorl duration or calling
attentinn nobices iNe=—
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Procedare  and econduct of husiness jne
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Legislalive Functions of Union and Stals
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Libiy, Secretariat
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Amendment or interpratation of—
RBeone of—
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Cabinet— 203.2
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SLell— 224 1
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Communications to—Ln issoe

with the approval of Serretsiy——Jaoint Secretary Tad
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Gernaral _ L il
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Minister (31

Altocation ol business among >.1
—a&xsisted and advised by Secretary 3.4
=in charge of one or more dopartments 5.7
Liapasal of departmental

business by under direclion  of— 5.3:5.5
Council of— 3
responsibility of— for policy decision, et 5.4

NAZIR—

Arrangement of meetings |h Secretariat by— 231
Distribution of work amongst peons by— 27.4.2
List of dueias of— o1
Monihly requisition Ear

rtatintvwry and forms {0 - 213.1.5
Newsparters, efc., tn be sent Lg— 234
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Suopiv of statlonery and forms By— v vii or ser X742
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O & M DIVISION—

Examinztion of ingpection reports by—

Inspections by— ]
Preparation of fems  Jor registers by —

Freparation of standard sks leton forms by—

PADS —
—rfor signature _ . ]
Dak for pertsal to be submitt ed in special
e U C
Pariiment -Business

Penn Bonks—
Despateh of cak by Branch, entry in—
Netpateh  of fecal dok. entty in—
[zsue of Alee by Branch IJ‘.l—
lasue of dak by igsue Section in—
Izene of dak by officers in —
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Perzonal Files
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—Release, General  instraction

—TRelease of Governments advertisements
Communication  of information to —

Copies nf Arts recaleved Trowm -

Forms of —relrfzes

Publicity thraugh—  geners]
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