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" General rules of office procedute ‘were:issued:for’ the-
first time in the year1914. - Thesé'rules were subsequently:
revised in November 1918 and:later: ‘againvin {November,
1924 and February, 1926. In 1942, they: were incorporated:
in a-compilation :" the Manual of General Circulars ‘and"
Standing Orders Part-I::Af ter:the:States Reorgunisation and'
the inauguration of the: newcomposite:State’ of-Mysore:in:

November 1956, three new systems.of. office procedure came:
into - existence; the system prevailing:>in: the!-erstwhile:
Government of - Bombay, in‘ithes districts = of « Belgaum;
Bijapur, ‘Dharwar ; the old *Madras system: in ‘areas‘like:
Bellary, South: Kanara: and ‘Coorg ; and:the’ old- Hyderabad-
Government office: procedures in the districts’ of: Gulbaria,’
Raichur--and Bidar - along side*'thei standing :orders off
Mysore in the old Mysore areas: " To reduce the multiplis’
city  of procedures to ‘& uniform system:of office’manage:*
ment which could: be ‘madevapplicablé:toi the» New ‘State?
was a practical necessity and also a'matterof greaturgenicys:
It:is in'these circumstances ‘thatf'a{Mhnqul_-fof;f-’Oﬂidéﬁbeqef-f
dure was prepared in 1959:7and *1made Hoperativé: in - all:
Districts and other offices outside the Mysore Government

Secretariat - with' effect: from “April 41;:.1960.%In" actual

practice, it has not been possible ‘for-most"of the offices ‘to' .

follow' this Manual:in its: entirety-for“the readon’:that! {the'
procedures, ' prescribed: in it :entailed +a “great“dea] " of’
scriptory work: requiring appointment' of : additib'nal"‘staﬁ
Experience’ of working this -system“over: thélagt 10’ years'
has shown ‘that ‘thereis:need “for ‘detailed- scrutiniy ‘and-
simplification of methods an 1 office -"prgcedurés, "im g

_2.:1In 1969, Government, Jaunched. s, concerted, and
systematic. drive in. all offices, to,speed, up; the; disposal .of
business and clear the ;back-log. of a large number, of long.
pending cases..” As an essentialipart. of the drive, concrete;
steps were taken to ‘simplifyand.} ationalize: the;age : old.
practices and procedures followed in' Government offices, in;
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the light of the latest thinking and techniques about office
management. - A" revised; Secretariat Manual of Office
Procedure was issued.. .In regard to the work in govern-
ment«officeszoutside -the:State Secretariat,. including the
distrietvand: - taluksioffices]i a . 'small .. wgrkmg group™
was!;: constituted..;under:i/the - Chairmanship . of a senior
officercrto:r: attempti; ayianeariingful . revision of . the
< Manualy.of 3 Offices; Procedure?- of . 1959. - To enable
the . Committee  tol; bringidtobear: on this task- the

pna ledgﬂa,ﬁ:ﬂd; -experience of officers  directly
: _Iiga'g%ci;;,in;-_thgi management;:of. various - offices,

al kno

: particular
care - was; taken;; tonmakesits composition broadbased by

including:in the working group three Deputy Commissioners
“of i Districts; a;Chief: Emgineer, ,a: Senior - Accounts Officer,
- Sitb-Division; Officér;:a: Tahsildar,:a Manager of a major
)epartimentofisGoxernment and'-a «First . Division Clerk
vorking-in “ax Districts office.iz  The; Group carried out a
4 ailed, analytical scrutiny, of:the system as it is now being

> lightsyof s theo¢onclusions - emerging from.
exhaustive~ examinationsof:; procedures, . the testimony of
ﬁﬁceomanagﬂrs%an,djthﬂlrgown\ perso,nalc- experience ; it also
rodugedsaidraft jof;what ;would be an improved and work-

ble system. of office; procedure.:..:

etailed:analytie

]
i

L
Ml

— )
10 sros

¢The new draf

430 ) ralt;
e Diyisional ‘Commissigners: of Mysore and Belgaum and
“withi,a; view-to asc

proposed. iy the reyised; system .. vier
~been . taken. -into; consideration .in_preparing.

imoy R

..Their .views have also
the revised

improvement over;the old Manual in_several important
respects:’ > For exarﬁplé;"thqg’duti'és ‘and responsibilities of
he various functioharies’in’an office have been clearly and
conciselytspelt out; “The- general ‘procedure regarding
processing “of ‘receipts’ and ffiles has been outlined in proper
equUERC he‘number of régisters’ required to be main-
ce’has ‘been reduced.”’ Even the registers

—

" #For composition see Appendix I.

tij;wasalsoi infbrmalljr circulated to-
tﬁe‘;?Deputyql Commissioners-of (Raichur’ a.nd South Kanara,.
vithi.a: . view-to ascertaining their reaction to the changes

Manual::,, The -revised smanual, is : being issued under the.
itle *Hand Book, of, Office Procedure”. i It marks an

)
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prescribed have been carefully scrutinised and unnecessary
columns eliminated. Similarly, the number: of .forms has
also been reduced. Such of the forms as have been retained
have been revised and simplified with reference to Lhe pur-
pose for which they are intended. In the matter'of record-
ing of files, the index cards have been altogether eliminated
because it was felt the real purpose of such recording viz.,
location of files, can be done by reference to the Record
Register. A significant aspect of the revised procedure is
the emphasis it places on case work rather than on main-
tenance of registers and submission of returns.’ Tn fine,

. the revised procedures have been made simple and easy of
practical application; it is hoped that if properly followed
they will materially help in elimination of unnecessary

delays and improvement of standards of work and efficiency.

4. Methods and procedure - of work -must be
continually reviewed in order .to-ensure their usefulness.
Suggestiong for the improvement of the system set out in

- the Hand Book will be welcome from time to time and
given earnest comsideration. SRR

-
 R.N. Vasvomva,
December, LQ’?O Lhief Secretary to Government.

'
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- This Hand Book describes ‘the o
oﬂowed in Government offices. - -

9 The followmg telms are uscd in the Hand Book in
he sense indicated below v, =
'-:‘(a) Bm:wh A dlstlnct unlt* of the" office ‘navmg

“one or more Sectlons andrsuperwsed by. an
‘officer. . i

(b) Casewoyker : ;
with the work of one’ or more compllatlons

1dent1ﬁed by Tr 111teral Index Letters. .

(d) Head of the Office: “The “officer who i
" In-charge of - and responsxb;e for the functmn—
.ing. of. an office, . T h

“ag far as possible, tpwork ‘of a 'similar 1 ture
and supervised by .a Section Head.:

- ‘Accountant or Musshi‘or/a person designated
- by: any other naime - who istin-charge of a
Sectlon . Lo

(a) to arrange for ‘the
of wmk in his office;

Sections and compllatlons and to mamtmh an

(cJ Compilation : A single definite" sub;ect easﬂy .

(c)' Sectzon SA number of Case 1 ‘orkers atter_l jng, o

;_( f)‘ Seotum Head: ~ A’ Supenntendent Head Clerk :

speed and ‘smooth dlsposal =.

'('b) to oroamse his' office’ ‘mto sultablc Bran -hea,“




Fiy orgamsatxonal char cxhbplaymo* the, .composi-
tlon and funchons of every Secfion :

(e) to assign worktoieach caseworker and to elisure,
with the help of his assistants, that every
perscn,‘dlscharges h1s duties: sa,tlsfactomly ;

cE el

(d) to see that persons who seek 1'ephes from lns
.éw T !qffi,ge axer ab,le o get. these: promptly ; and

(e) to visit penodmally the dlfferent Sections’of his
- wiuoffice;. iuspect the. itables of ‘the staff and see
ivs=iw-how: the work.is.going on, in order to find out |
~whether the papers are properly.arranged and
- the.work.is carried on methodwally and the .
oﬂice 18 mzuytalmd t1d11y

- 1
‘J’PJ HOY LN Fn,«: LY.

',’i 5 I

. Lo .
shyae 2000 w0

_-,‘-.: af[E

' Or ANIﬁA'rION OF THE Ormcm

‘ -These are required only in the bigger offices.  An office can |
“be’ d]VJde into, Branches if thq follomng two criteria are

satlsﬁed ; IR (PP
) ( a)! themature of work-is such that it can be clearly |
divided into twt/ or. more distinct units having °

przg:txcally little: ;relatmnshlp Wlth each ot11e1 ;
an | e

s g

( b) the Branch 1s supervised by an officer to whom »
: tiumberof duties of the Head 'of'the Office can
be conveniently delegated. . This delegation
- will not reduce the overall responsxblhty of the
He@gl'gf the Ofﬁce ;n any 1espect o

Every oﬂ&'ce need not have Branches and Sectlons. ]

-+ Each Section will be further divided into compilations:
Each compilation deals swith al single: deﬁmteﬁsub]ect Al
‘eompilations obviously cannot be of equal size.” 'A case-
-worker should be entrusted with:one oximore ¢ompilations

so as to divide the work in the Section evenly among the
i p{H HYRRHE -‘-”';p A ‘

cﬁseworkers. S

- Leyied fes
._.fr:.,-l :

wisid) NS i 4 possﬂole one’ complfatlon should not be
distributed among mioi'e than one"caseworker, - If the work
Lispexcessive. for. the caseworker, .itvhas tosbe seen iwhether
«}the«sub]ect cannot be further- sub—dlvlded: i:'where this is not
fea51ble a solution may be to dlhtrlbufe 1t on.-a terntorlal

T hé‘d1v151on of, wmk rmaaﬁ oﬁ"lceoamong the case-
_workers is to fa(;;lltate the-conduct of: public- business and
e s¢o 15¢ vqgker “The Head

*hot to limit ‘the s¢opé of duty bf the.case-w
cefa Section has ful] authdrity o' give a° pa.rtlcular case to
<anys casesworker and the, latterghould -deal:with it with as
uch, eXpedIflon ag the normal Work asslgned to hlm. -

it abe PEEI IS TR IR Wi =

. Ty "_;"__‘ Pos.
YR nu, st .? .n ‘-y}):j'rl*r" 4 i H v

Dyuries oF THE HEAD OF' TH.E ‘BraNcH

: "',-‘;J--‘-x ~;-;- el e '*e',--'}wsx-;a.a silr ot eine g o iA_‘“'.?'.
15364 &g,The dutles are- 2
r'wl- i 5
! the day to day routme work in regard to his
‘ j*:L;J-=s" i Branch : o St
PR IR LR AT AT T3] -& Tk ¥ r

' (5) to place before the: ”Head‘o the Oﬁice all corres-
L pondence which he cal;rlgs on with -officers of
PR equal or’ hlgher .status a.nd a]l other matters
wheré,’ stai;utonly, t}
responsxble for Elec1310n %

RS IV IO R i

2o to be generaﬂyib I’espbnmb 2 _
' management of- Work B Mt

:.-; aemf o :,
"l(?” l"t —"?'-

2
&

(a) "to i'élleve the He‘ad of the:-Oﬁice of most of :




: erelse,gencral suPerwsmn aver hlS Scctmn
n regard to the despatch of business:

1p, the: 1nexper1enced clerks by Wuld.mg them
’ to day work 5 .

t‘with' the more 1mporba¢1t ﬁles
nd1n§~m lhls":ESectlon and see that these are

‘ _,oncentrate lus a,tben’uon where it is most
required<and - see. that lns Sectlon WorLs

moothlys and: efficiently ;
% AR ER T4 <::,_..'

See B 1¢ Case-worker. mamtams Ius < Case
pro perly:‘ and up-to-date 3 ‘

am~-.that the. despatch’ of- outgomg;
,pemodmals s notdelayed and’ that i incoming
dlcals are obtained hy. t;mely reminders ; ;)

IlSlble for the proper mamtenance off’

preglsters R

:"(h) to ensure that the monthly arvear hsts of cases_.
‘the ‘weekly arrear statements of pending

rope:ly ‘compiled and dulv sub

mthcate cases and to help them in draftmg
efercnces 3 B

“'"t.
UV o

" caseworker. ﬁ;rramced papers ;
ited! bne(ﬂy the issues to be
t- the deficiencies or omis-

'errespondence and: quoted the |
g orders; and: precedents: applicable to }

'-(k) to ensure that: whenever 1eports ate’

subordmate oﬂicers sith

e - statediby:t
references tobeissued.

(l) to ensure’ that the tme.hmlt‘w. kept by the case

workers in respect:of urgent cases and to pro-
for .th a1l .of 1mportant '

] - o
] ‘_‘mself'where the duty
a. ﬁlltng_e 3o

L:Secﬁon;_,
hst of"all thefpendmgl apersiis
,xespon51b11

'-(a) to-bein:charge’sf ‘and he s esponsible for . the
' work’ connected, with one of nore ompilations




s e;th .;the papers ‘and :ﬁles he is dealing
frwithss arep ipromptly - submltted for orders and
motadelayed ;i g b
hict _,‘m;iiqtﬁm»’a’llhthe pre§m1bed reglsters for the
ountability and’ ‘disposal of the
red and dealt with by him ;

w cedu

'he_never *there ‘is'a transfer - of
etailed: -charge .hst of all the papers
ending 'w
the__Spec:a Reglsters‘ eriodical Register and

“of ‘these ecorgls' a;nd reglsters;to his sliccessor.

hall. ”be recorded all orders.concern-

2ini r'?::'; :

ILm:RAL INDEL LETTDRS PR

AR I T REN if‘,}'.
An.orderto secure unifor-

dex letters; for usetin: their ‘Tespective

S

4 'ﬁbé-;wel acqu mtedr mth the: plescrlbed pro- .

with:: an;n with reference to .

Case Registers.and hand oyericomplete charge .

16" Oiﬁce shall mzuntam an ° Ofﬁce o

f thesoffice ‘arid-delegation of - g
d. alteratlonsixshall 'a‘Iso be

All. ba _..i'dlstlngulshed by un-

shall, -,prescrlbe ‘an’ exhaus-

ices:in a Department throughout
' T,

his;will ensure eagy -
m.‘one. ofﬁce to anothen.r

~y‘ oﬂice sha]l ha

‘*5“:11 3 -~Eve1

Hily
tlons are' adequate defacg’?them and affix ‘the *
date ‘sthmp: ontthepetitic before ‘these* a.re
handedvover"t thel coricerned :

,Lo')’ to du,trlbute yppal aftef ltb 1ejr,e1pt to the case~
~ workers ‘immeédiately: ~1h any; case, not
Iatcr .than 244'“hours '

“to mamtaln the
e Sectlon, and

"!'t_ Foy n‘ 1.

hrough-ithe -
nee - Sectmn

S];l'é]] mchcate the’ relevar.f.,'o= mpJ,I aC
to { ncﬂﬂ.ntc enu'ieg in;

3

th ‘Ge,ne;,a ‘Receip Bieg:stcr 3P

aﬂ'ixéd to pei1-"

vy e
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~~

n. exception may :be made in very large offices,
orrespondence-is voluminous and the Head of the
13 seni sistants under thim ; .in.such. offices, the
‘an office order, prescribe the class of

hown to him."

As’ pOSs] ole,: the. 1 m_gaad:..bf""OECé/B;*a.n'ch shall
dicate 1€, tappal’stage the line of action to be taken

in; important icases and:the time limit:to be kept in urgent
W*%—]Q‘P irdadd : rrangements - to be made in
( 10 Mt rogrammes. of 'V.1.Ps., emergent cases
r;0f goods.from Railways and the

Pl -

A

i Recerer, REGISTER

bt Yo :

- Il papers -received in the office shall, without
exception: be:iregistered i ‘the -General ‘Receipt Register
‘orm.'1): on® the Ysamerday. % All: papers ‘pertaining to a
) all’ be ‘consecutively entered to facili-
“the ' ‘caseworker concerned.

g, in %f;éfi{-the; receipt;of -the daily tappal will

Lters coming. in ¢ ipE:¢ ‘
he” entered “as and when:received. .| Full:signature of the
ageworker: with the’ date of receipt by bim of the reference

d:in:columy: G of this: register.

No “corresp ,,-wil__l'i"n:.orrh,mlly:‘b‘e conductcd
der theserialinumber”assigned inthe General Receipt

-~ EE B ™~ -~ L -
g’ \,/J ] '\/‘ Ry \6‘ \..D .“ w,: \:)

Register unless it is of an extremely elementary. type. For
nstance, if any application or a reference is received in an

Clearance Section itself, with a suitable endorsement on the
application. In such cases, the serial number of the paper
in- the ' General Receipt Register *shall ‘be quoted as the
despatch number. R Ll

%

CLASSIFICATION OF REFIRENCES ...

1_7 . The tappal received by the cas,éw&kef | i‘sllb‘f two
t}'Pes. . B | \.: L &

' (@) references pertaining i$ matters pending in the
(b)) new references.

S
.

gﬁ__s_ions ‘and gratuity, refunds. = References. relating:to

riodical returns shall be kept in'the file concerning the

T

im“the relevant case registers. °

After receipt of tappal, each caseworker shall sort out
papers and enter only those which are new references in
any of the prescribed special registers or Periodical Register
or Case register. If a reference pertains to.a case which is

fer

vant case file. _

office which cannot deal with it, it can be.returned to the -
applicant: or redirected to the -office -concerned . from .the.

The new references generally fall under. three cate-
gories, viz., those relating to subjects. commonto the -
Department for which distinct registers are : maintained,
eriodical returns and those of a. miscellaneous kind. The .
~category of references shall be cutered in the relevant
special registers, e.g., applications for grant.of Government -
and, licences, loans, appointments, passports, -sanction of. -

articular return. = The remaining references shall be entered.

alicady pending in the office, he shall not make anyentry.
17any register, but keep it at the appropriate place in the’




o SPECIAL Reersrms

LA 18 Spee1a1 Reglsters are required to be maintained
“for parhcular 1tems of Work if the following conditions are

: .‘-fulﬁlled

. 1tem is large and

the case is uniform.
_--;_person applies for grant of licence to open 2

.. :-this'application will be forwarded to the local
-~ Revenue official for report and the Police

~of the applicant.

_.-Registers to be maintained in his Department and indicate
_ the form and procedure to be followed for their mamtcnance
of Form IIT ‘and. such” other columns as are sy Iropriate to
‘the nature of the case.

mise the seriptory. work involved in noting the progress of

to be adopted Wh1le .dealing with such cases.

19, Whenever a’ reference is sent out in original,
‘“jmentxon must be made in the relevant column of the Special
- ‘Register of the. date of despa.tch and of the office to which
o It is sent

‘“PERIODIGAL REbISTER , -

" b® one or more Perniodical Reglsters for the office dependm%
“upon the number of outgoing periodicals. The Periodic
“Ragisters shall ‘be.kept with the Head of the Office/Branch,

(a) the number of cases started under a particular

( b) ‘the procedure to be adopted in the disposal of
For instance, when a’

_‘::“-i?-- teashop, it is well known from the outset that |
. authorities for investigating the antecedents “l

Each Head of Department sha,ll prescribe the Special :

The Special Register shall, normally, include all the columns -"i
It shall be so designed as to mini-

“the case and be a guide to the caseworker on the procedure

9.,0 It shall be ma.lntalned in Form II. There shall :

< 0 2:0:0.0:0.0302 0
‘13 / :
but entnes shall. be made by - the caseworkers.. In euch

Register, a compilation will' normally be allotted .one- ‘page.
Where the mumber - of periodicals. under-s eompllatlon is
"large, more than one page could be allotted._ The dates of
despatch alone are to be written in the Register and not the
- intermediate stages of correspondence. ~Each' "Head of
-~ Department shall prescribe the periodicals required for his
§“Department, i.e., the number and nature of the periodicals
s’and the forms in which these are to be submitted. ~ At the
“end of the year, the Periodical Register will be sent to records
under the acknowledgement of the Reeord Keeper. S

-
CAsE REGIS’I’ER

S

Column 4 of the Case Reg13ter shall be filled
with great care. This is the entry from which cases ‘will be
idéntified after final disposal.. Since. this, register, is:to be
kept for each compilation. separately, ‘the ‘subject. matter in
column 4 should be clearly stated to, brmg out the., exact
descnptlon of the case. = . 1ny ol .

ez,

723 Where references or cases are gent. out in- onglnal
méntion shall be made in the remarks column. of.the Case
Register of the date of despatch and of the cffice to which
it'is sent. The final disposal of the case will be noted in
Column 5 and the Record - Keeper's acknowledgement
obtamed .

/OPEND.\TG or- Rmrsrr.:ee

/ﬂ All Registers. shall be opened from: the: first . of
pril. The pending cases shall be brougnt fo: ard'to‘ t,he
eorrespondmg Reg;sters. . i




L A. Vlllage Panchayat requests Government for a drmk«
ng water well a school a;nd vaccmat;on fam_htles. It is

. R—ﬁi5/68 69 méans that the case rela-
‘N Compilation’ and. bears the serial number 615
in%the case reglster £:1968-69 ;

:the . Monthly - Las
how the number of the cases pendmg in the oﬂice, ;n' which
immediate action is p0551b1e and -"column 7(b)"-"w1]l-md10&te
i ' 1p*for 'want of

orrespondence. The Monthly Ar.rear'Llst of cases 1nd1cate
he Tosition regarding the: formef “Ttiis also® ‘necessaty to
nsure that the caseworkers: attend 'promptly to: correspon-
nce’ when' received, whether: of not‘this: resilts in ‘final
sposal "= For'this' purpose; a Weekly Arrea¥Statement ‘of
pers pendmg 'with' each’ caseworker hall sbe :maintained
) :::This will be! rsubinitted Lo’ the Section Head
n tn last workmg da.y of the weeL This: ‘enables: the
ding twith' 'the

f ‘are’two periodicals: Eor this subject, they are
dlstmgulshed asNC. /PR-I and: NCR/PR-Z-’*'¢ L

A‘ ; mgle a.pphcatmn or-a pet1t10n may refer to
‘ “matters, the.pnlv conne(,’uon among




-

o CHAPTER 381

- .7 ManNer oF Hanoune Orrice WoRE
7" 80, The caseworker shall deal with all papers without
- 'any delay. . However, those relating to urgent cases
~deserve 'speedy” disposal in preference to other cases.
~ Papers marked * TODAY ? and ‘ IMMEDIATE’ must be
“worked - up : the - very« same day and those marked
"*TRGENT ’ attended to within two days. No paper shall
remain unattended to for more than five days. The Heads
:o;E,Secf,ion_s,' Branches and offices are required to attend to
papers sent to them on the same day as far as possible.

+.:81, ‘The ,.casew&rlger' will arronge his files in five
‘bundles, wiz., (1) Cases pending disposal ; (2) Await files
(3). Periodicals (4);;Circular Files and (5) papers to go
‘to ihe record .room.:.In ‘each bundle, the individual files
‘shall be arranged according to their serial numbers. This
" automatically ensures.their arrangement in a chronological
“‘order, because the serial numbers are assigned according to
the dates on which they are started. Thus, the oldest cases
"will always be at the top of each bundle. o

)

o %’,‘/;.The‘caseworkerwﬂl maintain ‘a circular file for
_ ‘each- compilation -in which .all the orders, circulars, official

* ‘memoranda,- ‘etc., of:a general nature issued by Govern-
‘ment -and . Heads-of /Departments will be : chronologically
arranged.:: The pages of the circular file will be numbered
and 'an index prepared on a separate sheet attached to the
-cover page:showing:the page number pertaining to each of
‘the: circulars.contained.in- the file. Circular files need not
‘be-opened_every:year.” When a Circular file becomes bulky,
“a new file may be opened. - :

1
i

Ny “ . ‘
s A —’

«

emmes 1 L mem

o O

'83. A copy of such order, circular, official memo-
randum, etc., will be sent to the Record Ieeper. The
Record Keeper, however, will not maintain these separately
for each compilation but will keep a separate file for each
Department of Government from which the orders circu-
lars, official memoranda, etc., emanate. All these will be
chronologically arranged and indexed. , ; :

* 84, A Government Order, circular or oﬂiéi_al memo-
randum will be one of four categories:.

(a) It may refer to a specific case and will help
only the disposal of that case. In such an
event, it shall be treated iitke any other
reference and taken note of in the remnarks
column of the Special Register or Case Register
as the case may be. : :

(&) Tt may dispose of a specific case and at the same
time, lay down a course of. action to he
followed in similar cases in future. The correct
course in such a case will be to file the original
order, circular, official memorandum, etc., with
the papers of the relevant casc file, place a copy
in the circular file and simultaneously send
copies to the officers concerned and the Record
Keeper. :

(¢) It may be of a general nature pertaining to no
specific case, but laying down course of action
to be followed in -a class of cases. On its
receipt, a new case shall be started and copies
communicated to all concerned including the
Record Keeper. Thereafter, the file shall he
given a suitable disposal. = = =

(d) It may not pertain to only one compilation, but

may have a bearing on several compilations
. at the same time. , This shall be copied and
' kept by all the concerned caseworkers. The
: copies will be kept in the circular files of the
related compilations, Sy e

~



Government orders, dirculats and official memoranda
* on: administraiive; and-establishment matters shall be kept
on.lv5 by the Clerk mcharge of the estabhe}nneut LOlnplld.thI'l

‘CURRENT FILE 'AND ITS ARRANGEMENT

Lie papers: _formmg the current file shall ordr
‘tagged together, pins being used only when a file
f.couple’of ‘papers.  The noting should be done

4;separate set of heets, which should not be tagged with *
1 ‘c rrespondence papers.” The current file will, therefore,
o part$ the' correspondence ﬁle and the note

R
a

L]

;36 .'On the top sheet of both the note file and the

correspondence file; the number of the case and its descrip-

tion shall be writte bo_ldly in red ink or typed in capitals.

This ‘description ‘should be an exact copy of the description
n the.’Spec1al/Perlod1cal/ Case Reglster .

877" The papers in‘ ‘the correspondence fle shall be

ubsequent commu catlons in a serial order a,bove

38 Where fil ackets are provided, the: note file

ice. during. the course of disposal of a -

hould “form.: part:of ‘the correspondence file,” Confi- °
-official letters, ete., should not go to the file "
elf’is:confidential. Whena file contnins™

le, buit kept separately on  the - sante™
e irr an envelope on the top of whu‘h
: iments to Case No '

arrenged chronolog‘rcally, the earliest at the bottom and the

39 “The remrnders_and rephes thereto and ‘all the

snould be attached & tlre top sheet oE the file cover and the -
o ﬁl - - .

i

S

“mips, they shall’ vot be tagged Wlth s

40, A reference to a paper 1ncluded m,\,the corres-
pondence file shall be noted in the margin of the note sheet.
For'this purpose, the pages’ “of both' the. correspondence file
‘andithe note file should be serially numbered. The' para-
'gmphs in the note ﬁ.le sha.ll a]so be senally numbered

pu p a brlef note after studymtr the papers and ‘relevant
tles and circular instructions. on.the: sub]ect. PIn compli-
cated:cases, where the rules on'.the. sub]ect are:not - clear,
caseworker shall find out if a similar: caseihas already
ebeen";drsposed of.
ter getting the relevant file from the Record“Rdom and

il as a linked file. The linked file shall be kept immedi-
ely below the current file and both tied together.; ‘Where

erous cases of a repetitive type have.to be dealt: with,

ith Ia.nks to be ﬁlled in by the caseworkers. :

,remarks or comments if they find.it necessary If a query
de in the margin, the caseworker shall not:write his
eply under it. He shall reproduce the. query at the end of

ote a.nd answer 1t :

3 The casewmker shall not. note elaborately 'm the
except when it is necessary to'do so in the special crrcum—
ances of the case. He shall be clear and precisé’ in his
ements and refer to the material facts, the legal issues
involved, if any, and the specific.points for decmon. " The
SERg orker& and Section Head may express their.views and
gest.the course of action. . :In cases, ‘where the:course of
ction is obvious, the caseworker w111 put up a _draft rep]y
0} approval : ’ -

a 'ekpressmn of oplmon, a reference or. authonty shall be

ed.” For this purpose, the margm ‘of- the note: ﬁle ‘shall be

eads of Offices may prescribe pro jormo note ..heet.s ‘

H so, he shall quote it as a precedent -
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In" some cases, the correqpondence rfay be carne& '
“original; 1.e., the views of the, office .are’ noted on'the

ation recéived and the entire file-sent. out’of: the .’

) 3 number of the correspondence ﬁle 7,
para graph ‘number of the note file shall be sufticient agfor
When'a reference is made to a page or para jco:

‘he relevant’ pa“e shall be fagged. ofﬁc “without keeping copies of the office noting ‘or ‘order; "
the: large offices’ where a considerable - amount of .-
dence is carried on in - duphcate .occasions imay, -.

¥

4 *-deahng with: a case, a fresh subj a

T ject maygos oe

whlch really ‘ought to be Jealt with separately, II{ :

A1zsuch;cases; the relevant reéxtracts from the current file s‘mll
and.a ne: asé started, -

S ere.a file is. received from one office and:sent to’
other without copies being maintained in the transmitting”
' :Tn such cases, the above instructions: régarding ‘the
rrangement of notes, correspondence and drafting will ‘not.
y:and the noting-in-the office will be made in contmuar-
of the last noting on the file.. :

: H.The follomng shall be the dlﬁ_erent types of
sposals; viz., ‘A’, ‘B’, °C’,“D’, ‘E’ and ‘N’."" The pericd of
reservation - correspondmg to the categones of d1sposal

‘fco the negligence of ‘some one, disci
gainst the "person respons1ble for the delay
But the decision on' the’ original case
viz. the grant of Government waste land, shall not be held
cup till- the’ departmenta.l enquiry is Lompleted This is 8
“distinct issue. and shall be dealt with independently, without.
-allowing it tossidetrack the main issue. The’ departmental e
- proceedings ‘shall ‘be ‘treated as a separate’ case and Dum-

“to be preserved mdeﬁmtely
to be preserved for thirty: years.

to be preserved for ten years, B
“to be preserved for five years,,
“to be preservcd for one _year

dlsposal is a331gned to those’ papers
which are sent oit of the office in’
original for e1ther further ‘action.
or record.’ Sy

bered like ‘any: ‘other’fresh case.

46 When'everJa. case is sent for en l |
quiry s_md report to

# ‘subordinate,’ ‘officer,” the specific points on: which infor-

matmn op comments are desired must be premsely mch-

: 47 Everydraft for approval shall have the number 4

and the’ title ~'o ‘the ‘case boldly written od' it. The title
‘of the case shall be the. same as that noted in the Special/ 3¢
Periodical/Case Register. “Every draft shall be clear; concise
wnd ﬂelf-contamed*"so that:it can be understood without
'enclosures and prevmus correspondené&

ZdTh Heads of Departments W111 prescnbe the ate-; b
yries of cases which shall be assigned to the d;ﬁerent tyne__' )
€ posals namely,—A’, ‘B, ‘C’ <D and ‘E’ L

REC'ORD Fn.ms

_ _;'Un&er this category w111 fa,ll a large numb&r of-
which -are required’to be; merely filed by the case: .
or: reference, ‘but upon wluch Mo action:isic be

t}h Su ject ‘ma,tter stralghtawa
v Wlthout usin
da,nt' phr hke-—- I‘ write to state, et ‘ :g




T

: *Ihtilym tovbefgfé chronologically. The Heand of the Office .

“accounts shall' b
‘Financial Code,

Leééli‘sfé-,thésejghgx_{g;béén pending for long,
disposals of: this“type wi

ai Hikedfile: > Tririocas
worked under the old number itself,

{2y, six-raonths ) shaﬂbe mttomfm:&o&m sf zr;gf |
Fithdy. and ‘return n "an- appointed R
BOOK s 00 be maintained for: noting such dormant cases. -

ich. cases; the Special/Case Register nummber shalt not be.
‘ Hﬁt'arireferencg~Sh0u1d..b§‘-m?~,d¢ to the:

[

nunxber,

ermine, by an.order in the office order book, whiat §
1ould be i ciuded.in the Record Files, i
“waecord-Kiles will-be' maintained by the Record Reeper -
1:they:are of no’particular interest for any ‘compilation?
ttes,:periodical: publications, tour programmes, notices,
‘etiir and-:reports, -advertisements, etc., fall’

~The periods for which these Record
€ presérved " will depend upon the category -
em;:is Different - categories “of disposal may"
igne; -o different parts of the Governmer[\t-
ould be preserved according to the cate-

each part. No cuttings of the Gazette. |
"‘:p,reserved separately. - ‘

¢ Call Bock shall be

o Record Keeper. .- -

]
a.

CONFIDENTIAL' P.u'ms DT

=2.-55. - Confidential P@P??S,a‘;f’; ofhtwotypeS,leJ:

S 1) “those that are not to bepubhshed rcommum- .
“RECORDS ConnNectED WrTH AccoUuNTs utside the office jand - |
< 89 t%vlthstagdiﬂg" 'anyt'hing contained in thfs_.
d“Book;"th destruction of records ‘connected with
verned-by the provisions of the Mysore

ii) those that are strlcﬂyswet’WhCh Fill- nok;
‘office at all. - LT

D BT ol T S e i e
S 0 1 e t et S Sategony
Et]i_éy:shall be includedth%htgi g;fgilt;t 1::1];15: lerkeghal ; & :
. et‘e';g‘z :a?igrlrllﬁ;epﬁfee;{ .--l.in;lThe I?apgrgff_ all];ngﬂ;;::}:ﬂgﬁfe’gﬁg |
i e e e 7
A SN ce .. ~keep. a-separate= bo e
xﬁdf‘f":ﬂfkgHt“é"im?ngtChRn%d‘énS‘i

Eig

H

MATURE Disposar :
orkers - shall not close case

s merely:
Premature
'DE WLl necessitate the -revival of old:
th.inconvenient, and undesirable, ;

. which i5 bo

case’should av old case be 'revived:'éﬁqf.

A
L |

“The Head of the Offce:shall maintain a Circular
é'g”‘(itet' .Géirernment.,'o;fders; “etevy
ed. chronologically. . ..

L
LN
: . urenp

immediate action is not posglble/‘ '
quired to be taken: after o long ‘time”

with" an - index "
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n; ;office shall be centralised in the Clearance Section.

-

- ewcit is inconvenient to remove them from the case papers
- should the entire file be handed over for typing. While
~ banding over the draft to -the Head of the Clearance
. Section, the case-worker shall make sure that all the instrue-
tions' regarding- the - enclosures, accompaniments,  the
number of ‘spare copies required and the mode of despatch

" (by..zegistered or erdinary post) are noted on the draft

itsc],ﬁ:"'3,:?7_; _
+.69.-- The Head
- Fair Copying 'R_egigii;gr in Form VII.

606. The caséWﬁ_rkef shall get back the draft and the

et

TETERT .

e shall then sgnd}

" at the latest.: -

~envelope the number of papers sent in that envelope. The

his'initfals’and ‘date below the stamp ° Drspatcien *.. The
despatchier shall then return the draft to the case-worker

N

A]i=',’t}1;z‘-'.-f"tqu')'i'ng",wfair éopying and despatching work ‘

After a draft has been approved, the case-worker ©
shall-hand it over to the Clearance Section for typing. °
Ordinarily, only:the-matter to be typed shall be handed .
aver. Only in cases where the accompaniments are bullky

PR

Hea'c.l..:b‘f.fthe Clearance Section shall keep a

_ typed fair copy, compare them, and get the fair copy signed. ",
: the fair copy and enclosures, if any, for . § .

61TheHead of the Clearance Section shall arrange !
for.the despatch of the fair copies without delay on the same°
day and:where this.is‘not possible on the next working. day.

*. 62." The desptcher shall maintain a Desptch Register? .
in which:all' the papers: sent by post, whether ordinary or ¥
. registered, shall be entered. The Despatch Register shall -
“be in"Form VIII."" It'is not necessary to write ' on theiis

date of despatch shall be noted on the draft with the stamp -
¢ DEspaTcHED ’, The official despatching the paper shall put:y;

WP

R [N ™ iy ™ ™ -
R e’ ke i e ~
E N
— -t : A - A -
» m
LA

soncerned. The draft and other. refererices ma;l};ed._wl@;
“the despatch seal shall be kept with the connected papers.
Column 2 of the Despatch Register shall be properly written.
It 'is not sufficient to say that four letters. were despa@ched
to a certain person, without quoting the numbers assigned
to the letters. All the letters a(\ldre_ssed_:.to ‘one’person on
the same day should usually .go.in the samc,,;cn_vdopg;
fgsnﬁdential letters will be sent separately. - o 7

r

. At the end of the day, the Despatcher: shall total
the value of the stamps used (service postage or frankings)
uring the day. He shall maintain a Stamp Register-in
‘orm 1X. ST ek e Tt -

Y .

1

64: Despatch can be by lp'os’t or ‘muddam’ Letters
o0.be sent by muddam shall be entered not in the: Despatch
Register, but in the Local Delivery Book. The Local Deli-

ry Bock shall be m Form X. ... i L

4

RecorpiNg AND InpexinNg .

"65. After final disposal, all cases shall be indexed. am:‘l‘.
to the record room. DA DA
6. No new number is-assigned to the:.case at this
tage; it is recorded under its case number }tself. Only
the nature or disposal, viz., ‘A’, ‘B, “C’ or ‘1)’ and the year
f*disposal are written under the case number.  Fof inss
fance, a case bearing number MAG SR 320/ 63-64, if recor-
édin " 1968-69 will bear the same number. with )-68-69,
Mritten under it. Whether the disposal is ‘A’, ‘B’, ‘C’ or

.67. - The case-worker shall- ensure ‘that an itiex is

Sarts, (a) the index - letters of ‘the"compilation, (5): the

D:will depend on the classification gwentothcpartlcuhr

ver!; ired ‘before a 'file’is handed ‘_o"v’cr'{-tq_iih_e Tetord
Toper Y,PI;I‘?‘%? index of every case shall consist of thres



:should be'to writ
~ Thereafter; -furth
_either the person

Jl%z_stfaﬁqwﬂ .
* (i) Under

sion, Water Rat
1) T

egardin

- (iii)

coneerned 'will be’

.68,

4

~s’gub-head’ under‘the compilation and
.for 'indentification. - While choosing
-‘main consideration should be that the
-after some years, if i

The‘ﬁrst thmg to be done while

..come several sub-h

.68, The case-worker shall
in_bold letters,-the numbe
the ' number : of ‘pages 'in the

assigned ‘B’ disposa] shall be sent to

e the sub-head to which
er particulars can be fill
r the institution or the

: REV (i.é. Revenue)
eads such as, Misappro

If th

.In future, it will be only natural to look for
Register under.the‘index NILW
‘tion”. . If there are many files
of National Highways’,
here it is built ensures easy tracing of the

¥ deal

record on

e case, the
file.

aber of th

a suitable index, the

_ file is easily traceable
ts subject matter is known.

preparing an index

the case belongs,
ed in by writing

place involved.,

compilation will

priation, Remis--
ate, Excise Recovery, Arrears, Refund, etc,

If ‘the case is started by the Government of
n of a National Hi

ghway,

» NHW will indi-

e file is required

it'n the Record

and then under * construe-
pertaining to  construction.
turther details regarding the place -

recorded file. -

'If a case.involves the grant of Special Pay to -
.an official, the compilation EST will indicate the Establish

ment compilation which will obvious]
Under this compilation, the subject h
‘0" will indicate the nature of the point in
and lastly,” the name: of ‘officer or the

with the point.

ead ‘Spial Pay-grant
volved for decision
nature of the post
-complete index for locating the '

file.

the file jacket,
‘Index title and .

All files except thoss
the Record Room with .

P " N . — ’ EaN R ~
P S R —— :‘\_,- ~— - - - R - - P —’ o it e [N S —
o _ 25
24 - . _ . . . .
. e the-file jackets stitched to them. . The, case-worker, shall
(¢) brief particulars sobtain the acknowledgement of the Record Keeper in"the

Special Register/Periodical Re

aeleévant column.

gister/Case Register in the
. I;di:ri.“:;

% ' 69. The case-worker shall send to the Record Room
2 lldisposed of files (except the “E” papers) once a fortnight.

_"’ " T facilitate the work of the Recorc_l Keeper, different.
dates shall be assigned to different Sections, so that there
is'no rush of work for the Record Xeeper on any particular
day.

R

. !“j i Ay

.- 70. The papers which have been assigned ‘E’ disposal
* shall be sent to the Record Room once a month. All the
“E’ papers pertaining to one compilation disposed of during
" a particular month shall be sent in a_bundle in the succeed-
g month. AR
’ :fff,: "71. 'Though no elaborate indexing is necessary for ‘E;
“papers, the case-worker shall prepare a list of these papers
- 1n duplicate, and hand over the bundle, along with the list,
‘to the Record Keeper and obtain his acknowledgment on
gne copy. ' This list shall serve the :purpose of the Record
- Register so far as “E’ papers are concerned. T
i )72, For the: other ‘papers (ie. A, B, C, and D).

eceived in the Record Room, the Record Keeper shall keep
-‘Record - Register’ in Form XI. This register shall be
maintained for each year separately. - The qugister-shall.
_be kept in parts, each compilation being apportioned a few
pages.. o e
e '73 " The Record Keeper shall keep.the recorded files.
in ‘separate bundles, according to their compilations:.and
' also according to the nature of disposal,

#2774 In each bundle, the files” shall be arvm;,red.,l
1t alphabetically, but according to the serial humbers tiey
. hear- T - o ’ . . L I R



- %5. - Records shall be ‘destroyed’ in accordance with
sta.ndmg instructions of Government,

76. As the ‘E’ papers are sent in a bundle to the
Record Room every month, the Record Keeper shall affix
3 label on each bundle, showing the name of the compilation
- and the month of disposal.
bundle will be destroyed. The list furnished by the case-
worker will be a record of the papers destroyed.

v 77, At the time of destruction of other papers (A, B,
C and D), no detailed list will be prepared. The record
register will serve the same purpose. At the end of the
Register, a note should be kept that all the papers were
destroyed on a particular date.

‘At the time of destruction, there might be some files
requisitioned by the case-workers. In such a case, a note
should be kept at the end of the Register, saying that all
the files except those bearing the numbers detailed have
‘heen -destroyed. :

78. Any cage-worker requiring an old case fiie from
the Record Room for reference shall fill in & ‘Requisition
Slip’ in Form XII.

~ 79.  On receipt of a Requisition Slip, the Record Kee-
. per-shall locate - the required file and hand it over to the

caseworker concerned, after making entries in the Record
Issue Register, which shail be in Form XTII,

80. The Record Keeper shall keep the requisition slip

in the place from where the file has been taken out. If

‘Some other person asks' for the same file, the presence of
the'slip will indicate the whereabout of the file.

.~ 81. The Record Keeper shall take the initials of the
¢aseworker requisitioning the file in the relevant column of
the Record Issue Register. '

After twelve months, the

TR HTRTS

SRR i Lol
sk -’«mﬁnn 2 XETRRTIRS
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. 82. -When the file is returned to the Record Room,
the Record Keeper shall return the requisition slip to the
case-worker who will then destroy the slip.

‘ 838. Every quarter, the Record Keeper shall circulate
:a list of the recorded files pending with each case-worker for
‘more than one month. The case-workers shall initial this

list and either send the record(s) back or indicate on the
list as to why a particular file is still required.

84. The Record Keeper shall then place all such

hsl:s before the Head of the Office/Branch, for his infor-

mation.

CHAPTER 1V

INSPECTIONS

FIRR

=’ i85. Two kinds of inspections shall be conducted
segularly in any office :

(1) Monthly inspection By the Head of the Section;
and

(ii) Annual inspection by the Head of the Office.

RRET (a) The Head of the Section is required to conduct
s detailed monthly inspection of the work of each compila-

tion under him as indicated at para 7(p). A model ques-

tionnaire is given at App_endix I.

(b) As mentioned in paras 3 and 28, the Head of the

Oﬁice shall periodically inspect the different sections of his

6ffice and systematically review the monthly arrear lists.
In addition, he shall conduct an Annual Inspection of his

-office. This will be done between the months of Cctober
-and-December every year, so as to facilitate an assessment

of the work load and performance of the individual members
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.of the staff..  During inspection, he shall verify whether the
points made at the time of monthiy inspections by the
Heads of Sections have been complied with. He will pay
particular attention to papers pending for a long time and
take action for their quick disposal. The procedure o be
. followed is indicated in Appendix IV. '

ATTENDANCE

* 86. Every member of the staff shall attend office
punctually. The Heads of office, Branches and Secctions
should set an example to others by attending office regularly
at the prescribed hours, Executive Officers, who have to go
for inspections, ete., shall atlend office for the rest of the
time.

-87. An attendance Register in Form XIV shall be
maintained for each office in which every member of the
staff will mark attendance. This Register along with the
casual leave and late attendance revorts; if any, shall be
placed before the Head of the Office/Branch every day
fifteen minutes after the start of office hours.

Casual, Leavi

88. Every office shall maintain in Form XV an account
-of casual leave taken by members of the staff. '

FURNITURE
'89. Every office shall maintain a register of furniture

and other articles. The register shall be in the form
prescribed in the Mysore Financial Code (Form XVI).

90. The Head of the Office shall verify during April
every year that all articles are included in this Register and
record a certificate.

i s e T L g T SR
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RecisTER OF Books AND PUBLICATIONS

91. A register of Books and Publication in Form XVIT
and adLibrary Issue Register in Form XVIII shall be main-
Jfained. -

i

" 02. 'The nature of disposal assigned to the Registers
‘prescribed in this Hand-Book is shown below : ‘

Register, Disposal

1. General Receipt Register D

2. Special Registers N 4

8. Periodical Register - .E

4. Case Register : N 0

5. Monthly Arrear List of Cases .. E

6. Weekly Arrear Statement of Papers .. ‘B’

7. Call Book - N 04

8. Fair Copying Register .. ‘E

9.. Despatch Register - ' .. D

«. 10. Stamp Register R )

11. Local Delivery Book _ oD

. . 12. Record Register _ oo A

% 18. Record Issue Register .. D

». 14. Attendance Register .. ‘R’

£.215. * Register of Casual Leave ‘ ‘ . ‘E
7 16. Register of Furniture and Other Articles ‘B’ **
17. Register of Books and Publications = .. ‘E* #*

18. Library Issue Register NN

19. Personal Register N 0

Various Staces v THE CAREER oF CASE

, 93. The various stages in the career of a case are
noted in Appendix V.

** These registers are not written every year ; when a
register becomes very old, it is re-written and the old
register disposed of as an ‘E’ paper.
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CHAPTER V
ProcepUrE ¥oR SMALLER OFFICES

94. In field offices where the strength of the staft is

" ‘¢ne or two, the nature and volume of work will be very

limited. It will be, therefore, adequate if each official

‘maintains a personal register in Form XIX. In addition,
‘the following registers shall be maintained in such offices:

{2) The General Receipt Register (Form I).
(5) Despatch Register (Form VIII).
(¢) Stamp Register (Form IX).
(d) Local Delivery Book (Form X).
(e) Record Register (Form XI).
* (f) Attendance Register (Form XIV}.
(g) Register of Casual Leave (Form XV).
(h) Register of Furniture and other Articles (Form
XVI).

* . 95. TIn smaller offices where the strength of the staff
is more than two, but less than five, there will be no separate
Branches/Sections, The Head of the Department may
prescribe, for each class of such offices, the manuer in which
the functions assigned to different Sections in an office are

-0 be combined.

. ks E i " d
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""‘-.‘:wSu-bjéct_l\:—Revision of Manual of Office
E- .

APPENDIX 1

..+ PROCEEDINGS OF THE GOVERNMENT OF MYSORE

L Procedure—Constitution
of 3 Committee. '

“OrvEn No. ‘GAD 3 TOM €9, BANGALORE, DATED TEE 14Th APriL 1968
CHMT_RA 24, 8. E. 1891.

:

It has been decided that an intensive revision of the Manual of Qffice
Procedure which was issued in 1959 should be undertaken in order to

. rationalise further the system of Office Procedure in the Governmend

‘Offices situated outside the Government Secretariat. For this purpose,

§© . dhe Governor has been pleased to direct that s Committee be constitnted

~#0npisting of the following Members :—
Bri T. R. Batish Chandran, Director of Industries Chairman
and Commerce, Bangalore.
Sri K. 8. N. Muxthy"),a-Commissicner, Hagsan Member

Sri M. Shankarsnaraysnan, Deputy Commis- Convenor
sioner, Bangalore.

4. 8ri_Jayakumar Anagol, Deputy Commissioner, Member

Raichur,
. 5. 8ri M. C. Antin, Chief Engineer (General), P.W.D. do
o Offices, Bangalore..
v 8 Bri M. G. Fabeem, .Chief Accounts Officer, do
Directorate of Food snd GCivil Supplies,
Bangalore,
i 7. Bmt. Saritha Das, Assistant Commissioner, do
g Bangalore.
8. 8ri M. L. Nagaraja, Tahsildar, Bangalore South do
Taluk,
9. Bri K. Manjunath, Manager, Directorate of do

Health Services, Bangalore.

10. Sri M. Rangappa, I Division Clerk, Office of de
the Deputy Commissioner, Bangalore.
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2. The Committee will undertake a thorough revision of the 1959 APPENDIX I o
Manual keeping in view the need for reducing delays and promoting o e
efficiency in transacting the business of Government in the Offices and (Para 10}

may, for purposes of carrying out this task visit any of the Government.

Offices situated i'n nggalgrg City. A few Samples of the Triliteral Indek Lefters assigned to

3. The Committee ghall complete its task within s period of three Compilations. "
months and submit the revised Manual of Office Procedure to GAD (ERB) - . . .
‘within the stipulated time. S g »+ Administration
i . . .. Agriculture
4. The expenditure on this acccunt is debitable to “19. General
1" Administiation—C. J.. Mysore Government Secretariat”. S A - _Boundalry Marlks
‘ ’ - . . . Budget
» - B.  This order issues with the concurrence of the Finance Department, nege
vide U.0. No. 4558, dated 8th April 1969. e Census

.. City Survey
T. 8. NARAYAN RAO,

. e .. Land Records
Deputy Secretary to Government, . .
General Administration Departmons, " " -+ Establishment
(£ ficiency Research). - . . Pamine
' Forests
To, o .. Land Acquisition
The Chairran/Cenvencr/Members of the Committes. o Land
. Becretaries to Qovernment. - -
Divisicnal Commissioners. Magisterial
Heads of Departments, ]
- - - Deputy Commissioners of Districts. . . Medical
Monthly Volume. Miscellaneous
8. G, file, ' L ‘
RPN .. ..~ Municipal
- e e .. .. Police
7 ‘ . .. Revenue
WBEP‘ e . SR Stm“\‘ps
PRV L . .. Survey and Settlement
. TAG- . . .. Tagai, Takkavi

WT‘N_;;A“:;: e . e ..-’ L3 .‘_‘"l . .. ,‘ W&tﬁn. i ")
Jm +-—The list is only illustrative and shows héw the main subjects

i are constituted “into " compilations’ and - assigned trilitersl
- index letters, S
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APPENDIX Il
[Para 85 (a)]
/Questionnaire for Monthly Inspeeiion

1. Name of the Compilation

2. Date of Inspectibn

3. Has the case worker complied with mstmcmona given in the

: previous inspection ¥
““4,° Has the caseworker arranged the papers accordmg to the five
‘ bundle system.? -

B. Has the caseworker arranged the pending cases nccording e
serial numbers sssigned to them ?

0. Is the caseworker disposing of the cases in the order of fhefr
serial numbers except in urgent cases ?

7. Has the caseworker issued reminders in all the cases included iw
the bundle of awaib cases ?

8. Have all outgoing periodicals relating to this compilation been
despatched within the prescribed time limit ¥ (Note the
periodicals and delay if any).

9. Has the cassworker maintained the circular file separately for
each compilation upto date and is it duly indexed ?

10. Has the caseworker sent all the closed files to the Record Room
in time t

11. Has the caseworker maintained the monthly- arrear list of casws
-in Form IV and weekly arrears statement of papers in Form ¥

12. Inspection of- files ;

(@) Five ‘files to- be taken at random and inspected and the

inspecting :officer should note whether the caseworker ha
followed the five day rule in putting ap papers ;

, (b) A few difficult cases should: be inspected and. the Inspachﬂ;

: Officer should'‘note the defects and record suggestions fox
improvement.

APPENDIX '
. [Para 85 (b))
m.es for Annual Inspection

1. loformation about the Office :

(1) Name of the office - \
(2) Date of last inspection
{8) Date of present inspection

{4) Have the points observed during the monthly inspectiows
by the Section Head been complied with im all
respects 7

{56) Strength of the office
{a) Sanctioned
(6) Actual
(c) Reasons for shortage

(6) Accommodation

{7) Attendance Register
(2} Is it being checked on all working dayu ?
{6) Remarks about punctuality

(8) Are the following properly maintaired ¥
Register of Furniture and other articles,
Stationery Register,

Reference Books, Codes,
Manuals, Rules, Regulations.

'(9) Condition of furniture,

office equipment, stationery,
FPlease report on the existing position awi
give suggestions for improvement. ‘

(10) Have the triliteral index

Letters been communicated 1
Are any changes necessary ?
If so, has any reference

been made to the Head of the
Department !
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II. Manner of maintenance of Registers o ! e
(1) The General Receipt Register : ¥ '§
Is it being maintained properly o]
and full signatures of the
caseworkers being obtained therein ? “
{2) Special Registers : ""g’ 72 ‘
. Are all the Special Registers g™
prescribed by the Head of the £
Department being maintained Rl
properly 1 - ) 8
L £3) Case Regisbem : S
TR . Are these maintained for A
s each compilation separately

and properly ?

{4) Call Book :
. Iz this maintained and prompt
! sction being taken on cases
requiring revival 7

-{5) Fair copying, Despatch and
© Stamp Registers :

(¢) Are these registers being
- maintained properly ?

{b) Is there any delay in fair
copying and despatch in the
- office ¢

e} Is stamp account being maintained ¢

pars BTN iy °
Balance -

.To;al '

Less than
one
month.

Over
monﬂi

Over

three -
months

8 -

- Number of cases pending -
montha

Over

. Qver
one-
year

Quver
two
years

4 Review of the performunce of Bections in relation to their workload.
Compilation

Number

Serial
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(3) Analysis of pending cases under each compilation
(to be filled in with reference to the last
weekly arrear statement of papers and monthly
arrear list of cases). :

(5) Weekly arrear statements of :

r papers :
Are these being prepared by t.ll:e compilation
clerks and checked by Heads of Sections
tegularly 2 :

{6) Number of pending cases
(b) Date of receipt of oldest case

{¢) Are pew cases in the Special/Case Reglbers.
" being opened properly ?

(8} A few case files, registers and recorded
‘ files ‘should be taken and personally checked
;... With reference to the correctness of the answers.

Auny delay or deviation from the i
should be recorded in each case. proscribod. prosedure

) {4) Periodical returns :

" " {a) Is the periodical register maintained ¢
{B) Are the periodicals being sent in tima !
{c) Reasons for delay, if any

‘A ‘performance ‘review of the dis .
C osal of
ontturnand work load of 4::slljseworker‘:;a':s wu aad the

Iaﬂthe rate of disposal satisfactory ?
If not what has to be done to- inrﬁ)rove it 1

{6) Indexing and-Recording : .(3,'18”8!;‘? redistribution of the individual

(a) After final disposal, are the -records being somd wor kload of caseworkers required §

: in time to the Record Room properly indexod sad '
-stitched % !

.(8) Are acknowledgements of the Record Keepee being
obtained in the relevant Registers 1

.{c) Are the record files being entered in the
Record Register and arranged in bundles
as prescribed in the Hand Book of Office
Procedure ?

(d) Are the caseworkers able to get the records
from the' Record Room promptly !

Lt

et

Sifadigiiea vt 0 ‘
Romarks of .the Officer and suggestions for
improvement. .

{6) Circular Files :

" {8) Are Circular files being maintained for
each compilation by the caseworkers 1

" .(b) Are these chronologically arranged and
indexed 1 '

N (eéi Monthly Arresr List of cases :

* (i) Are the monthly arrear lists of
cages. prepared 1 ‘

_ (i} Are these checked regularly by the
‘ : - Head of the Section and submitted be-

the Head of the Office 1
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- APPENDIX V
Ce e e e v 13, The cascworker then hands over the signed fair copy with ils
PO - (Para 93) enclosures and

Career of a Case
The various stages in the career of a case are :

1i.. A reference is received in the
by the Head of the Office.

9. The Head of Clearance Ssction indicates the relevant compila-
tion on the reference and gives it to the General Raceipt Cleric.

3. The General Raceipt Clerk registars is in the General Raceipt
Ragister; along with other referencss pertaining to the sama compilabion.
The reference is then handed over to the caseworker concerned, and his
full signatare with the data obtainad in columa 6 of the General Razeipt
Register. : :

4. (a) If the reference perfains to an old case, the casoworiet keaps
it ab the appropriate place in the concerned file and takes action withoat
making any enbry in the Special/Case Ragister.

(b) If the reference pertains to a new case the ca,s?w_rquer makes

an entry in the Special/Case Register; stacts a file pn# u:u_tggates action
on it. . e g .
‘5. Whether it is an old or new case, the caseworker puis it up to
the Head of the Office, with a brief note, stating the facts and the relevant
law and rules on the issue involved. In simple cases, the caseworker
will also submit a draft for approval.

6. When the case file returns from the Head o.f the office, the case-
worker'puts up a draft for approval in consonance with the orders passed.

7.  After the draft is approved by the Head of the Office, the case-
worker hands over the matter to be typed to the Head of Clearance
Section for fair copying. .

8. The Head of Clearance Section makes a note of it in the Fair
Copying Register. -~ : '

9. The Head of the Clearance Section gives it to the Typist.
C10, the typing is over, the Head of Clearance Section recc::ives
T i Ba}:?z' ftcl?rjs eghe TygiSt, ‘malkes a note of it in the Fair Copying 'Reglster
and returns the draft and the fair copy to the concerned caseworker.

11. The caseworker compares the fair copy with the draft and

‘ i rrections. . If these are of a major nature, a fresh
.::tl?(}( ec?o::t?:t.refgﬁ“:gp;ois prepared in ponsulta_tion with the Head of the
Clearance Section. Thereafter, the fair copy is sent for the signature of
the Officer concerned.
.19, After the officer signs the fair copy, it is returned to the cage-

worker.

Clearance Section after il is soen

accompaniments, if any, and the office copy to

“the Despatcher.

L7 14, The Despatcher makes an entry in either the Local Pelivery
ook or the Despatch Register.

" 15. The Despatcher stamps * Despatched ” on the office copy and
nd enters the date of despatch under his initials.

bRl

16.  The Despatcher then sends the' office copy to the casewarker,
.will keep it with the concerned papers or file. '

:.17.  After the case is finally disposed of, the caseworker debermimes

e.category of disposal to be assigned to the closed file with the appraval
:the Head of the Scotion. :

18. If the disposal assigned is “ N’ the caseworker makes a note ol
this in the remarks column of the Special/Case Register and sends the
ntire file to the Despatcher.

19. - Tf the disposal assigned is . T°, the caseworker includes it in
hly bundle of *E’ papers. -

,-"At the end of the month, the caseworker makes a list of his

apers in duplicate and hands over both the lists and the bundle fo
:Record Keeper. ‘

"ZThe Record Keeper verifies the correctness of the Lists, ack-
8 _on ‘one of them and returns it to the caseworker concermed.

The caseworker stitches the papers of the file along with the file
the disposal assigned is “A’, “B’, “C’ or ‘D",

The. caseworker writes on the jacket of the fite the imdex.
tegory, year of disposal and the number of pages in the file,

E}fary fortnight, the caseworker sends to the Record Keeper the
to be recorded along with the relevant registers.

"I‘Iie‘ Record Keeper verifies whether the index of each file has
orrectly prepared and the file properly arranged aud stitehed.

h(ﬁa"'“Record Keeper verifies whether the category of disposal
. & particular file is according to the standing orders.

'he “Record Keeper then acknowledges the file by affixing his
gnature with date in the concerned Specinl/Case Register, and re-
register to the caseworker.

he Record Keeper makes an entry in the Record Hegister.
el ges the files in bundles according to their compilations and the
nature-of disposal. He shall arrange them, not slphabetically, but
aceording:to the serial numbers they bear.

=
- 2




FORM T : . :
' - _ (Para 13)

] / _Ganeral Recelpf Register

Date......oovvvnnias

—

Sender’s ' o P
- " Compilation - Full signature of the ¥
No Name Date Number onseworker with date
(if any)

!

&L

=

rhe ke e Ry L

R S L Comgilation

b

—

11 Name of the ‘ : €
&l periodical Due date of Actual dates of despatch
No. with Despateh Re {
periodicity April May June July Aug. Sept. Oct. Nov. Dee. Jaa. Feh. March marks o
W .
- - .. . . w 1
1 2 3 4 5 6 7 8 9 16 11 12 13 14 15 18 (
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Gase Reglster

—

Date of sendiﬁg
" Date of From whom Nature of the fils to
Sk receipt received Subjeck Matter disposal recovd room with Remarks
No. by the with number with dats initinls of
caseworker and datos Rzcord Kespor
l 2 3 4 5 - - . G_ o LRI S ,.‘,

Balunes

Break-up of the figure in Column
T e Riber T{e) T

Compi- Register Number Number Total Number' Balanco™ ~Bulsnce

Total Overone Over three Overgsix Over one

Iation pending opened  *dlisposed pending - pending ~month  months months  year
at the during of in the out-side
beginning the offico office
of the month
; I -
TR TR T 0 TR T () TR T T 8(e) 8 " "8 8y -

e i

1. Periodicals
2, Sp'eéid.l "Registera

3. Case Registers

Notw :~The number of cases pending in the Special Registers and Caso Registers oack month ean be eounted frem the reglsters them-
selves. The number of periodicals in arrears will be aseertained from the poriodical rogistor. So far as periodicals are
coneerned, Czlumu 4 of this list will show the number of pericdicals which have hocome due during the eotrse of the menth,

v

144
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S FORM V

(Para 20) i

Weekly arrear Statement of Papers for the-week ending ..o ..o v liny

Name of the Caseworker..............

Reason why po -Date on

”‘&'Subieet“ﬁ:rthbr wotlof ™" which " “"*the ‘Head of ** Direction of ~ Date of

‘Remarlks

Number and yesr ° matter can be taken actionisto] Office or Reviewing  revival
for over six be restarted the Braneh  offieer
months
1 2 3 4 5 6 N 8 9

oy

Balance at the end of the week
Number pending at Number received Total - Remarks
the beginning of during Less than More than Total
" the week - the week 5deys - - B days - -
1 a - 3 i 5 - S T 77
(=]

Ly

Py

"




Fair

FORM VH-

(Para 50)

Copying Reglster

Date. . voiiiiiiirsnranas

—_—

e T T

Namber . Clearance Section Typist w!

- Berial Case Number Head of the Initials of the

ith date pages, typed

"7 7" Date of return from the typist
Number of with initials of the Head of ll{em'arks
the Clearance Seotion

3 4

—
(&

5

6 .7

Dale, v iiiiivisiiaraninns

Number reference sent sent

Serial Casonumborof * © To whom Stamp used -

Hovr sent

Registered Ordinary
post post

Enelosures Remarks

5 G

s7

a¥

)
p

£
LS
;oo
{

o
L
P
i

o~ e

P

N

E AN - S S ,

N




FORM IX ("
{Para 63) - .

Stamp Regiater S (%

e, . - . . R . .. . Value OfStamps .. B . P .-
- . Date .

.

Recoived Spexit‘ ~ Balance

t 2 3 4 )

- | N _ =S
. T
(3

o

Dade.....vooivravnoannns

7

Serisl Case number ' To whom addressed Signature of the receiver with date

o
-




FORM X1 a ~

(Lana 72) | s

/ Record Register N (-\
@
£

Date.o..ovviiiiiiiiinn, - -

¢
e . T _/‘*

Initials of tho Reeord Kesper

S;sx'ial Case number Index Title -
Number _ ‘
1 2 3 4 £
Qr .
©  (
' 7 ~ ( -

P

C (PAkA T8)

Requisition Slip

P

Compilation

Number of

Required for the disposal of case number.: -~ .. -
Initials of the caseworker . .

Date of requisition : ..

the file requived (if known) ., Ve .

8¢

o~

P

Fai

™ Pt

S

ey

e
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Acord Issue Reglsfer

FORM XIII

{Para T9)

-~
"

Serial Date of receipt of Number and index  Date of issue Signature of the Dato of retwrn  Signature of the
Number réquisition slip title of the file T eazeworker Record Kesper
i 2 3 4 5 7

L]

FORM XIV

- (Para 87)

Attendanee Register

Serial Name 1 2 3 5 [} Fi 8 9 13 14 15
Number
] 2 3

(RS NSSCRNY SO T .

D,

o

PR

(
.




: a Rewmarks
; [ 29 30 Sl .
0 o 23 23 24 23 26 2 28 (
Y] 2 = - -~
16 17 18 1

: 4
" o B 1
1 PN
4
% (

£
; [
‘ . £y
; v
. £
. (1
AS (\j
[
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FORM XV |
(Ifg_m 88) e T | {_}

- Rogister of Casual Leave

. : (>
. 3 , - _, .
SR C Ve C‘isual-I:ewé” . N i

) M_qn_th- e - S . o .

: Iﬁi.tiuls: of the Branch Ofﬁcer,fHead of _ { \

Tooredit " Availed of the offies -




o - : D - “Referonce
e - _ e T toadbock <
o Dateh::; : __.—Yf—u—-—-—- _* Date of folio and - _Condn".lonn
P‘_ll‘c Rupee ~ Paise paymont -7-._bpntingent ST S

beacripﬁon of the "
article or

supply

- . A
) €

FORM XVD co L
- (Pasa 91) N

Reglster of Books and Publications in the oﬁeo ot

tesraNsns Yol i‘)

8. Kume of the Book Name of Author N Tubli o
h 3, - . s
No. or publication . ome 0?'1 Ubilb.hor Year of Edition Price Remarks :

."'I

v 2 3 . 4 5 i

|
RSCI - . : : ‘
-9 ) . .‘ <. -
.\
- ‘ . . . . P




Lilreary 1ssue Reglster fn tho offlce Of..oceoserses

(Pana 91) |

Data

Initinlé

Re' ) , o

3]

Date of méeipk Name of

Accession

' Signature
of the

Dat_,é of
. issue - - borrower

To whom

-

returm., -
A .

of the

Librprian

marks

SL B . 2ot % .
No. orcequition  tbeBook . - Number isened issue ‘
= | s 8 R [V}
'i . . .
! ------ .. - - .
j Lt Ca . 1_
ra
. + . e .
| oo
" E 1Y (
E:3 _Z P
i . FOR® Xix : ) C O
: : 1
: (Pars 94) ' )
o | O
ot vl’mgnal Rogistey ( J
: B4 I g
SI. Date of . From whom i L. - : P '
: i m recaived Bubj S g AR Ly \L
; 0. osnint with number and date Matter - Dato of despatch of reply, to Whom  Remarks ‘)
3 - - S T iter roply s ‘sent aiid manner of disp \
; 1 2 3 4 . - B poeal ) é;
" 7 s = s 6 .
N - . 8 . ) ; [
"' i
| R A B Y
E‘ - . : i - : ', e ‘
: - i . { ; s
L ¥ .~ X ’ ? i g
N i . ) L : B : o }
B 3 . o ; . % : 5
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