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Preface

This compilation is the outcome of a comprehensive review of the Secretariat Instructions.

“To Be Completed at the end”

Suggestions, if any, for making corrections and improvements may be forwarded to the

Department of Information Technology, Government of Punjab.

Nirmaljeet Singh Kalsi, IAS

Dated, Chandigarh: Secretary to Government, Punjab

July, 2004 Department of Information Technology

Manual of Modern Office Procedures 1. Definitions

Secretariat Manual

State Government of Punjab Department of IT - Punjab

For Internal Circulation Only DRAFT Page 4 of 111

1. Definitions

Special meanings: — Special meanings to be attached to some of the terms used in the

manual are given below. In this Manual unless the context otherwise requires:—

1) “Access” with its grammatical variations and cognate expressions means gaining

entry into, instructing or communicating with the logical, arithmetical, or memory

function resources of a computer, computer system or computer network;

2) "Addressee" means a person who is intended by the originator to receive the

message/ electronic record but does not include any intermediary;

3) “Allocation Rules” means the Government of Punjab Allocation of Business

Rules, 1994 ;

4) “Appendix to correspondence” in relation to a file means lengthy enclosures to

a communication (Whether receipt or issue) on the file, inclusion of which in the

correspondence portion is likely to obstruct smooth reading of the correspondence

or make the correspondence portion unwieldy,

5) “Appendix to notes” in relation to a file means a lengthy summary or statement

containing detailed information concerning certain aspects of the question

discussed on the file, incorporation of which in the main note is likely to obscure

the main point or make the main note unnecessarily lengthy.

6) “Backup” means a duplicate copy of a program, a disk, or data, made either for

archiving purposes or for safeguarding valuable files from loss should the active

copy be damaged or destroyed.

7) 'Branch' means the basic Work unit within a department, responsible for attending

to items of work allotted to it. It is generally headed by a section

Officer/Superintendent and includes "Cell", "Unit" and other like terms.

8) 'Branch Officer' in relation to a section/branch means the officer who takes the

work directly from the section/branch.

9) 'Case' means a current file or a receipt together with other related papers, if any.

10) 'Circulating Branch' means a unit charged with the responsibility of receiving,

registering and distributing dak meant for all the departments of the Punjab Civil

Secretariat and includes functionaries like Resident Assistant.

11) 'Classified dak' means dak bearing a scrutiny of a diary.

12) 'Come back case' means a case received back for further action such as reexamination

or preparing a draft or a summary of the case.

13) "Computer" means any electronic magnetic, optical or other high-speed data

processing device or system which performs logical, arithmetic, and memory

functions by manipulations of electronic, magnetic or optical impulses, and

includes all input, output, processing, storage, computer software, or

communication facilities which are connected or related to the computer in a

computer system or computer network;

14) "Computer network" means the interconnection of one or more computers
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through—

i. The use of satellite, microwave, terrestrial line or other communication

media; and

ii. Terminals or a complex consisting of two or more interconnected

computers whether or not the interconnection is continuously maintained;

15) "Computer resource" means computer, computer system, computer network, data,

computer data base or software;

16) "Computer system" means a device or collection of devices, including input and

output support devices and excluding calculators which are not programmable and

capable of being used in conjunction with external files, which contain computer

programmes, electronic instructions, input data and output data, that performs

logic, arithmetic, data storage and retrieval, communication control and other

functions;

17) “Connectivity” means The state of being connected to the Internet or some other

type of computer network. It is measured in KBPS (Kilo Bytes Per Second)

18) 'C/R No' means the serial number assigned by the Circulating Branch to dak in the

dak register preceded by the code letter identifying the register.

19) “Correspondence portion” in relation to a file means the portion containing

‘receipts’ and office copies of issue’ pertaining to the file including self-contained

inter-departmental notes but excluding those recorded on the notes portion of the

file itself;

20) “Current file” means a file on which action has not been completed;

21) "Data" means a representation of information, knowledge, facts, concepts or

instructions which are being prepared or have been prepared in a formalized

manner, and is intended to be processed, is being processed or has been

processed in a computer system or computer network, and may be in any form

(including computer printouts magnetic or optical storage media, punched cards,

punched tapes) or stored internally in the memory of the computer;

22) “Dak” includes every type of written communication such as letter, telegram,

saving ram, interdepartmental note, file, which is received, whether by post or

otherwise, in any department for its consideration;

23) “Dealing hand” means any functionary such as junior assistant, assistant or senior

assistant entrusted with initial examination and noting upon cases and assisting

the desk officer in docketing, referencing, etc.;

24) 'Department' means any of the departments, wings or branch specified in the

schedule annexed to the Government of Punjab Allocation of Business Rules.

25) 'Departmental Index' means an index of files opened by different

sections/branches of various departments during a year arranged in a single series

in the alphabetical order of the catchwords under which they have been indexed.

26) “Desk officer” means an officer assigned a well-defined sub-function or activity in

the charge of desk and includes a section officer or under secretary;

27) “Desk officer system” means an officer-oriented work unit within a department with

a specific task assigned to it;

Manual of Modern Office Procedures 1. Definitions

Secretariat Manual

State Government of Punjab Department of IT - Punjab

For Internal Circulation Only DRAFT Page 6 of 111

28) 'Departmental Instructions' means instructions issued by a department to

supplement or vary the provisions of the Manual of Office Procedure.

29) 'Diarist' means a clerk within a branch charged with the responsibility inter alia, of

maintaining the branch diary.

30) 'Diarising' means registering of receipts in the branch diary.

31) 'Diary number' means the serial number assigned to a receipt in the Branch diary

followed by the year and the abbreviated symbol of the section, e.g. 325/81-AR.

32) "Digital signature" means authentication of any electronic record by a subscriber

by means of an electronic method or procedure in accordance with the provisions

of section 3 of The Information Technology Act, 2000

33) "Digital Signature Certificate" means a Digital Signature Certificate issued under

subsection (4) of section 35 of The Information Technology Act, 2000

34) “Docketing” means making of entries in the notes portion of a file about the serial

number assigned to each item of correspondence (whether receipt or issue) for its

identification;

35) "Electronic form" with reference to information means any information generated,

sent, received or stored in media, magnetic, optical, computer memory, micro film,

computer generated micro fiche or similar device;

36) "Electronic Gazette" means the Official Gazette published in the electronic form;

37) "Electronic record" means data, record or data generated, image or sound stored,

received or sent in an electronic form or micro film or computer generated micro

fiche;

38) “E-Mail” short for electronic mail, allow you to send digital messages to anyone

else with an email account. Sending email consists of accessing the Internet,

logging into your email account, entering the email address of the person you wish

to mail, typing out your message, and clicking "send."

39) “E-Mail account” means an account that store messages on a server, are

password-protected, and can be accessed by your computer's email client or by a

web-based email application.

40) “Fax Message” means A process by which fixed graphic material including

pictures, text, or images is scanned and the information converted into electrical

signals which are transmitted via telephone to produce a paper copy of the

graphics on the receiving fax machine. Some modems can be used to send and

receive fax data.

41) 'File' means a collection of papers on a specific subject matters assigned a file

number and consisting of one or more of the following parts :—

i. Correspondence

ii. Notes

iii. Appendix to correspondence;

iv. Appendix to notes

42) “Final disposal” in relation to a case under consideration means completion of all

action thereon culminating where necessary in the issue of final orders or final
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reply to the party from which the original communication emanated;

43) 'Fresh receipt (FR)' means any subsequent receipt on a case which brings in

additional information to aid the disposal of the paper under consideration (PUC).

44) “ID No.” means ID indicates identification number.

45) 'Indexing' in relation to a file means indicating its title under appropriate

catchwords arranged in their alphabetical order with a view to facilitate its locating

in the event of need.

46) 'Index slip' means a card or a paper slip displaying the title of a file under a

catchword, followed by a reference to its file number.

47) "Information" includes data, text, images, sound, voice, codes, computer

programmes, software and databases or micro film or computer generated micro

fiche:

48) “Internet” means a network of other networks, so the function of an internet is to

move information from one LAN, for example, to another LAN that may be

geographically distant. "The Internet" usually refers to a global network of networks

that uses the TCP/IP protocol suite to support a number of applications for

information sharing and retrieval including the World Wide Web and Gopher.

49) 'Issue' means a communication issued in a case.

50) 'Issue Branch' means the unit responsible for fair typing of drafts and their

despatch to the addressees, and includes functionaries like Resident Assistant.

51) 'Issue of draft' includes all stages of action after the approval of a draft ending with

despatch of the signed communication to the addressee e.g. Fair typing,

comparing, attaching enclosures, preparing pad for signature, preparing covers,

making entries in the despatch registers and messenger books, affixing stamps,

where necessary.

52) 'Messenger book' means a record, maintained in standard form of particulars of

despatch of non-postal communications and their receipt by the addressee.

53) “Minute” means a note recorded by the Governor, the Chief Minister, a Minister or

a Minister of State;

54) “Note” means the remarks recorded on a case to facilitate its disposal and includes

a précis of previous papers, a statement or an analysis of the questions, requiring

decision, suggestions regarding the course of action and final orders passed

thereon;

55) “Notes portion” in relation to a file means the portion containing notes or minutes

recorded on a case;

56) “Optical Character Recognition (OCR)” means Optical character recognition;

the act of using a visual scanning device to read text from hard copy and translate

it into a format a computer can access (e.g., an ASCII file). OCR systems include

an optical scanner for reading text and sophisticated software for analyzing

images.

57) “Optical Mark Reader (OMR)” means "A machine for reading 'tick box'

information from printed forms into a computer without using a keyboard; in

essence, a mark reading data capture technology.
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58) 'Ordinary postal dak' means postal dak for which no specific acknowledgement is

obtained by the Posts and Telegraphs Offices.

59) "Originator" means a person who sends, generates, stores or transmits any

electronic message or causes any electronic message to be sent, generated,

stored or transmitted to any other person but does not include an intermediary;

60) 'Paper under consideration (PUC)' means a receipt on a case, the consideration

of which is the subject matter of the case. PUC in a case will remain the same till a

case is finally disposed of. All other papers subsequently received which may bring

in additional information to aid the PUC will be 'Fresh Receipts'.

61) “Password” means a unique string of characters that a user types as an

identification code to restrict access to computers and sensitive files. The system

compares the code against a stored list of authorized passwords and users. If the

code is legitimate, the system allows access at the security level approved for the

owner of the password.

62) “Personal staff” in relation to a functionary means and includes Secretary/Private

Secretary, Personal Assistant, Stenographer, Assistant, Clerk or any other clerical

staff appointed to assist him as well as personal ' section of a Minister.

63) “Photocopy” means a reproduction process that uses a light sensitive printing

element, toner, and heat to fuse the toner to the paper to produce the copy.

64) “Postal communication” means a communication despatched by post and includes

telegram, Courier;

65) 'Postal dak' means all dak received through Posts and Telegraphs Offices.

66) “Public Key Infrastructure (PKI)” means the policies and procedures for

establishing a secure method for exchanging information within an organization,

an industry, a nation or worldwide. It includes the use of certification authorities

(CAs) and digital signatures as well as all the hardware and software used to

manage the process.

67) 'Receipts' means dak after it has been received by the concerned section or

branch offices or officers.

68) 'Record Clerk' means a clerk in a section responsible, inter alia, for typing and

maintaining index slips and for looking after routine aspects of recording work,

69) 'Resident Assistant' means an Assistant on duty outside Office hours who

performs the functions of the circulating and issue section during such hours.

70) “Recording” means the process of closing a file after action on all the issues

considered thereon has been completed and includes operations like completing

references, removing routine papers, revising the file title, changing the file cover

and stitching the file, classifying and sending it to Records section;

71) 'Reference folder' in relation to a particular subject means a folder containing

copies of relevant rules, orders, instructions etc. Arranged in a chronological order.

72) 'Routine note' means a note of a temporary value or ephemeral importance

recorded outside the file, e.g. A record of casual discussion or a note on a point of

secondary importance intended to facilitate consideration of the case by higher

officers,
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73) 'Running summary of facts' in relation to a case means a summary of the facts of

the case updated from time to time to incorporate significant developments as and

when they take place.

74) “Scanned Document” means a digitized slide, a photograph, or other artwork on

a scanner using scanning software so that it can be displayed and edited on a

computer.

75) “Section” means the basic work unit within a department, responsible for attending

to items of work allotted to it. It is generally headed by a section officer and

includes ‘Cells’, ‘Unit’ and other like terms;

76) 'Sectional note' means a note recorded on only one of the many issues raised in

the PUC.

77) 'Section Officer/Superintendent' means an officer supervising a section/ branch

and includes functionaries like an assistant-in-charge.

78) "Secure system" means computer hardware, software, and procedure that—

i. Are reasonably secure from unauthorised access and misuse;

ii. Provide a reasonable level of reliability and correct operation;

iii. Are reasonably suited to performing the intended functions; and

iv. Adhere to generally accepted security procedures;

79) 'Security grading' means security marking 'Confidential' 'Secret' or 'Top Secret',

80) “SMS Message” means Short Message Service: available on digital GSM

networks allowing text messages of up to 160 characters to be sent and received

via the network operator's message center to your mobile phone, or from the

Internet, using a so-called "SMS gateway" website. If the phone is powered off or

out of range, messages are stored in the network and are delivered at the next

opportunity.

81) (w) “Standing guard file” on a subject means a compilation consisting of the

following three parts:

i. A running summary of the principles and policy relating to the subject with

number and date of relevant decisions or orders quoted in margin against

each;

ii. Copies of the decisions or orders referred to, arranged in chronological

order; and

iii. Model forms of communication to be used at different stages.

82) (49) 'Standing note' in relation to a subject means a continuing note explaining,

among other things, the history and development of the policy and procedure,

designed to serve as :—

v. A complete background material for review of the existing policy or

procedure;

vi. A brief note (or preparing replies to Assembly questions or notes for

supplementaries thereto; and

vii. Induction or training material.

83) 'Standard process sheet' means a standard skeleton note development for a

repetitive item of the work, indicating predetermined points of check or aspects to
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be noted upon.

84) “Suspense or sus” means a stage, other than entry in a call book, in which

additional information/ clarification has been sought on a proposal and reply is

awaited till a given date or where a proposal has been made for action / sanction

or information is sought or nominations etc., are invited and the case is reopened

on a given date in future;

85) “Transaction Rules” means the Government of Punjab Allocation of Business

Rules, 1994; Words and expressions used but not defined herein shall have the

same meanings assigned to them in the Government of Punjab Allocation of

Business Rules, 1994;

86) 'Urgent dak' means dak marked 'immediate' or 'priority' and includes telegrams,

savingram, wireless messages and telex messages. •

87) “Word Processor” means An application program that allows you to create and

format document files of a wide variety of types. Simple word processors are often

referred to as "text editors," because they deal only with plain text and lack the

formatting capabilities of full-featured word processing programs. More

sophisticated varieties turn the computer into a kind of super typewriter/printing

machine; these are often referred to as desktop printing programs. Some of the

common word processors are Star Office, MS Word and Page Maker
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2. Secretariat Organization

1. The Governor

The executive power of the State formally vests in the Governor and may be exercised by him

either directly or through officers subordinates to him, in accordance with the Constitution.

2. The Council of Minister

a) In the exercise of his functions the Governor is aided and advised by a Council of

Ministers headed by the Chief Minister. In actual practice, the executive authority

vests in the Council of Ministers.

b) The Council of Ministers generally consists of three categories of Ministers, namely

i) Ministers of Cabinet Rank;

ii) Ministers of State; and

iii) Deputy Ministers.

c) The Council of Ministers is responsible for shaping the overall policies of the

Government. In discharging its responsibilities, it sometimes functions through its

committees.

3. Transaction of Government Business

a) Among the rules framed by the Governor for the convenient transaction of the

business of the Government, under Article 166 (3) of the Constitution are :—

i) Rules of Business of Government of Punjab, 1992 (as amended upto 30th April,

1997), Department of General Administration, Government of Punjab; and

ii) The Government of Punjab, Allocation of Business Rules, 1994.

b) The Allocation of Business Rules allocates the business of the Government among its

different departments which are assigned to the charge of the Ministers by the

Governor on the advice of the Chief Minister. In relation to the business allotted to a

Minister, these rules also permit the association of another Minister or Deputy Minister

to perform such functions as may be specifically assigned to him.

4. The Rules of Business

They seek to define the authority, responsibility and obligations of each department in the

matter of disposal of business allotted to it. While providing that the business allotted to a

department will be disposed of by, or under the direction of, the Minister-in-Charge, these rules

also specify:—

a) Cases or classes of cases to be submitted to the Governor the Chief Minister, the

Council of Ministers or its Committees for prior approval; and

b) The circumstances in which the department primarily concerned with the business

under disposal will have to consult other departments concerned and secure their

concurrence before taking final decisions.

5. Department

a) A department is responsible for the formulation of the policies of Government within

its sphere of responsibility and also for the execution and review of those policies.

b) For the efficient disposal of business allotted to it, a department can be divided into
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wings/branches.

c) A department is normally headed by a Secretary to the Government of Punjab who

acts as the administrative head of the department and principal adviser to the Minister

on all matters of policy and administration within the department.

6. Branch

It is generally the lowest organizational unit in a department with a well-defined area of work; it

normally consists of Assistants and Clerks supervised by a Superintendent. Initial handling of

cases (including noting and drafting) is generally done by Assistants who are also known as

the dealing hands.

While the above represents the commonly adopted pattern of organization of a department,

there are certain variations, the most notable among them being the officer-oriented-system. In

this system the work of the department at the lowest level is organized into distinct functional

units, each manned by an officer of appropriate rank who handles the cases himself and is

provided adequate stenographic/ clerical assistance.

7. Head of the Department (HoD) and Subordinate Offices

a) Where the execution of the policies of the Government requires decentralization of

executive action and/or direction, a department may have under it executive agencies

called offices of Heads of Departments and subordinate offices.

b) Head of Departments are generally responsible for providing executive direction

required in the implementation of the policies laid down by the department to which

they are attached. They also serve as repository of technical information and advise

the department on technical aspects of questions dealt with by them.

c) Subordinate offices generally, function as field establishments or as agencies

responsible for the detailed execution of the policies of Government. They function

under the direction of Head of Department or where the volume of executive direction

involved is not considerable, direct under a department. In the latter case, they assist

the departments concerned in handling technical matters in their respective field of

specialization.

8. Secretariat. - Each department of the secretariat shall generally be under the control of

one or more principal secretary/ secretary to government. The work of the department

may be divided between two or more principal secretaries / secretaries. More than one

department may also be placed in charge of the same principal secretaries / secretaries.

9. The principal secretaries/secretaries may be assisted in the discharge of their work by

such number of special secretaries, additional secretaries, joint secretaries, internal

financial advisers, heads of legal cell, deputy secretaries, under secretaries and special

officers as may be decided from time to time.

Note. - A special secretary to government occupies such position in relation to the secretary as

may be specified.

10. For efficient disposal of business a department may be divided into sections, cells or

divisions and wings. A list containing the sections/cells/divisions etc., in each department

together with the subjects dealt with therein will be separately published.
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11. Each section may be allotted such number of assistants and/ or senior assistants, junior

assistants, typists and group 'D' staff as the volume of work warrants.

12. A department may be allotted a number of stenographers/ senior stenographers, who may

be either attached to officers or to sections or kept in a pool for common use.

Stenographers attached to officers will also act as their personal assistants vide para .

13. There should be a common pool of stenographers/ senior stenographers for all

departments and they should be deputed to various departments based upon the

requirements

14. The general records section (excepting multigraph and binding section), which is the

repository of all records to be retained beyond one year, forms part of the Punjab state

archives and is under the control of the director of archives.

15. The secretariat is served by a general receipts and despatch section. Subject to the

provisions of para ______ of the manual, this section receives all non-electronic

communications addressed to officers in the secretariat and despatches all

communications sent out by the departments of the Secretariat.

16. There is a Secretariat library which contains books and periodicals for the use of the

secretariat staff, for reference and general study. The library is available for the use of any

member of the Secretariat staff and such others as may be specially authorised. Detailed

information regarding the 'Library' is given in Appendix ---.

17. The multigraph and binding section, the general receipts and despatch section and the

library form part of the department of Personnel / GAD.

18. Information and Facilitation Counters (IFCs)

The Information and Facilitation Counter will provide the following services to the

clients/customers of the organization:

• Information regarding services provided and programmes, schemes etc.

supported by the organization and the relevant rules and procedures, through

brochures, folders etc.;

• Facilitating the customer/client to obtain the services of the Organisation

optimally, timely, efficiently and in a transparent manner and providing forms etc.

of public usage;

• Information regarding the standards of quality of service, time norms, etc. evolved

by the organization with reference to the services/schemes/functioning of the

organization;

• Information regarding hierarchical set up of Public Grievance Redress Machinery

of the organization; and

• Receiving, acknowledging and forwarding the grievances/ application/request/

form etc. (related to the services provided by the Organisation) to the concerned

authority in the organization and providing information on their status/disposal.
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3. Powers & Duties of the Officers of Secretariat

1) Chief Secretary

The administrative control of the Punjab Government secretariat (service) rests with the chief

secretary to government. subject to such general or special directions as the chief secretary

may issue from time to time, additional chief secretary / principal secretary / secretary /

additional / joint secretary, the deputy or under secretaries in the department of personnel and

administrative reforms who are placed in charge of the administration of work will attend to

matters relating to appointments postings, leave, retirement and disciplinary action of the

secretariat personnel.

Chief Secretary has the overall responsibility for efficient functioning of the Secretariat as well

as the entire machinery of the Government. For this purpose there will be an Administrative

Reforms Division in the Department of Personnel and Administrative Reforms has been

created. It has been entrusted with the responsibility for keeping-under review the disposal

and out put of work of Government and making systematic studies for administrative

improvements and reforms. The Administrative Reforms Division will work under the direction

of the Additional Chief Secretary.

Chief Secretary exercises, in addition to the duty of a secretary in respect of the departments,

directly under his control, superintending control over the whole secretariat administration

including the staff attached to the Ministers and are empowered to take all necessary steps for

the efficient functioning of the secretariat. Chief Secretary is also the secretary to the cabinet.

In order to discharge those functions he may call for any information relating to any case in any

department and ask any concerned principal secretary / secretary / special secretary or head

of department to put up any papers, files or records to him:

Provided that in case such concerned officer is not available or is an interested party, the

information may be called for from such other senior officer as the chief secretary may deem

fit.

2) Additional Chief Secretary

Additional Chief Secretary will be directly in charge of Administrative Reforms responsibilities

as those of Chief Secretary. He will be directly in charge of the Administrative Reforms. He will

give full attention to the disposal of pending files in the secretariat as well as in the field

subordinate offices. He will supervise the implementation of the arrears clearance drive, collect

information about clearance of arrears and issue such follow up instructions as are considered

necessary to ensure that all old cases are disposed off and that matters are attended to

expeditiously. Additional chief secretary will also deal with such items of work as are entrusted

to him by government from time to time.

3) Principal Secretary/ Financial Commissioners/ Administrative Secretary

The principal secretary / Financial Commissioners/ Administrative secretary is the official head

of his department. Where there are more than one or more principal secretary / secretary in a

department subject to the specific orders of the government to the contrary each of them will

be the head of department in relation to the work entrusted to him. Subject to the general or

special directions of a Minister-in-charge and to the transaction rules, he is responsible for the

disposal of all business pertaining to his department entrusted to him [vide Rules 7 and 30 of

the Government of Punjab Allocation of Business Rules, 1994].

a) The secretary in a department is a secretary to government and not a secretary to the
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Minister-in-charge of the department. He is responsible for the observance of the

business rules in the transaction of the business in his department. It is his duty to

see that the policy of the government in the department with which he is concerned is

carried out. It is his duty to place before the minister all relevant facts relating to a

case and to tender the necessary advice either in writing or orally at any time before

the minister passes final orders on a case. It shall also be the duty of the principal

secretary/ secretary to draw the attention of the minister to the fact that any proposed

course of action is contrary to the provisions of any rule or law or is at variance with

the policy hitherto adopted by government any course of action decided on by the

minister is contrary to the provisions of any rule or law or is at variance with the policy

hitherto adopted by government, it shall be the duty of the secretary to draw attention

of the minister to this fact. He shall resubmit the file / papers to the minister drawing

his attention to this fact. In case, the minister were to reiterate his orders or pass

orders in accordance with .……………………….the principal secretary / secretary,

shall refer the matter to the chief secretary. The final decision about the legality or

otherwise of a decision shall be taken in consultation with law department. The

secretary exercises general supervision and control over the staff under him and is

responsible for seeing that the members of the staff do the work allotted to them

efficiently and expeditiously (Rule 76 of the Government of Punjab Allocation of

Business Rules, 1994).

b) A special secretary to government, as and when appointed, will exercise such powers

as may be vested in him under the business rules.

4) Special Secretary/ Additional Secretary/ Joint Secretary

When the volume of work in a Ministry exceeds the manageable charge of a Secretary one or

more wings may be established with Special Secretary/ Additional Secretary/ Joint Secretary,

in charge of each wing. Such a functionary is entrusted with the maximum measure of

independent functioning and responsibility in respect of all business falling within his wing

subject, to the general responsibility of the Secretary for the administration of the wing as a

whole.

5) Head of Legal Cell

The Head of legal cell is generally appointed from the judicial services of the level of a civil

judge where the number of cases exceeds 2000. In all other departments, the legal cell may be

headed by a civil judge (Jr. Division) with a minimum service of five years in the cadre. If

sufficient number of serving judicial officers are not available the government may appoint

retired judicial officers to head the legal cells on contract basis. Legal cells may consist of

such supporting staff as may be decided by government from time to time depending upon the

number of cases handled. The duties and responsibilities of the head of legal cell as defined in

the government orders are given in the Appendix………….

6) Under Secretary

An under secretary is the junior most officer on the first rung of the secretariat hierarchy

authorised to issue orders in the name of the Governor of Punjab (vide Rule ---- of the Rules of

Business of Government of Punjab, 1992 (as amended upto 30th April, 1997). He exercises

control over the section or sections placed in his charge both in regard to the despatch of

business and in regard to discipline. It is his duty to check delay superfluous noting and

prolixity of language, whether in notes or drafts and enforce the rigid observance of all rules in

regard to office notes, drafting, referencing indexing recording, etc., and to ensure that

careless and dilatory subordinates are brought to book. in accordance with the recognized

practice and such specific instructions as the secretary may issue from time to time, he may

pass final orders approving in which powers are delegated to him. He will see that points on
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which orders are required are clearly and concisely set forth and will ordinarily express his own

views on them. Established precedents represent the weight of experience and are useful in

ensuring uniform treatment between individual and individual and are thus of great importance.

But they should be used with discretion and judgment and in particular, their applicability to

existing conditions should always be carefully considered. When the government has passed

orders in a case, the Under Secretary should see that those orders are conveyed accurately,

clearly and in suitable language to those whom they concern and that all relevant points are

dealt with in the communication to be issued.

7) Section Officer

a) General Duties –

• Distribution of work among the staff as evenly as possible;

• Training, helping and advising the staff;

• Management and co-ordination of the work;

• Maintenance of order and discipline in the section;

• Maintenance of a list of residential addresses of the Staff.

b) Responsibilities relating to Dak –

• to go through the receipts;

• to submit receipts which should be seen by the Branch Officer or higher officers

at the dak stage;

• to keep a watch on any hold-up in the movement of dak; and

• to scrutinize the section diary once a week to know that it is being properly

maintained.

c) Responsibilities relating to issue of draft –

• to see that all corrections have been made in the draft before it is marked for

issue;

• to indicate whether a clean copy of the draft is necessary;

• to indicate the number of spare copies required;

• to check whether all enclosures are attached;

• to indicate priority marking;

• to indicate mode of despatch.

d) Responsibility of efficient and expeditious disposal of work and checks on delays –

• to keep a note of important receipts with a view to watching the progress of

action;

• to ensure timely submission of arrear and other returns;

• to undertake inspection of Assistants’ table to ensure that no paper of file has

been overlooked;

• to ensure that cases are not held up at any stage;

• to go through the list of periodical returns every week and take suitable action on

items requiring attention during next week.

e) Independent disposal of cases –

• He should take independently action of the following types –

• issuing reminders;

• obtaining or supplying factual information of a non-classified nature;

• any other action which a Section Officer is authorized to take independently.

f) Duties in respect of recording and indexing –

• to approve the recording of files and their classification;

• to review the recorded file before destruction;
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• to order and supervise periodic weeding of unwanted spare copies;

• ensuring proper maintenance of registers required to be maintained in the

section;

• Ensuring proper maintenance of reference books, Office Orders etc. and keep

them up-to-date;

• Ensuring neatness and tidiness in the Section;

• Dealing with important and complicated cases himself;

• Ensuring strict compliance with Departmental Security Instructions.

8) Assistant/ Upper Division Clerk

He works under the orders and supervision of the Section Officer and is responsible for the

work entrusted to him. Where the line of action on a case is clear or clear instructions have

been given by the Branch Officer or higher officers, he should put up a draft without much

noting. In other cases he will put up a note keeping in view the following points :-

• to see whether all facts open to check have been correctly stated;

• to point out any mistakes or incorrect statement of the facts;

• to draw attention, where necessary, to precedents or Rules and Regulations on

the subject;

• to put up the Guard file, if necessary, and supply other relevant facts and figures;

• to bring out clearly the question under consideration and suggest a course of

action wherever possible.

•
9) Private Secretary/ Personal Assistant/ Stenographer

He will keep the officer free from routine nature of work by mailing correspondence, filing

papers, making appointments, arranging meeting and collecting information so as to give the

officer more time to devote himself to the work in which he has specialised. The Personal

Assistant will maintain the confidentiality and secrecy of confidential and secret papers

entrusted to him. He will exercise his skill in human relations and be cordial with the persons

who come in contact with his boss officially or who are helpful to his boss or who have dealings

with the boss as professional persons. Some of the more specific functions are enumerated

below :-

• taking dictation in shorthand and its transcription in the best manner possible;.

• fixing up of appointments and if necessary canceling them;

• screening the telephone calls and the visitors in a tactful manner;

• keeping an accurate list of engagements, meetings etc. and reminding the officer

sufficiently in advance for keeping them up;

• maintaining, in proper order, the papers required to be retained by the Officer;

• keeping a note of the movement of files, seen by his officer and other officers, if

necessary;

• destroying by burning the stenographic record of the confidential and secret

letters after they have been typed and issued;

• carrying out the corrections to the officer’s reference books and making fair

copies of draft demi-official letters to be signed by the officer;

generally assisting him in such a manner as he may direct and at the same time, he must

avoid the temptation of abrogating to himself the authority of his boss.

10) Lower Division Clerk

Lower Division Clerks are ordinarily entrusted with work of routine nature, for example –

registration of Dak, maintenance of Section Diary, File Register, File Movement Register,

Indexing and Recording, typing, comparing, despatch, preparation of arrears and other

statements, supervision of correction of reference books and submission of routine and simple

drafts etc.

11) The Duties and responsibilities of Group “D” Employees
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a) Peons/ helper/ messenger

b) Jamedars

c) Daftari;

d) Watch and ward;

e) Sweepers and Scavengers ; and

f) Lift attenders, etc.,

Chief Financial Officers and Deputy Chief Financial Officers

One of the existing officers of the level of Joint Secretary or above of the concerned

department will handle the role of CFO/ DCFO on the pattern of GOI. The CFO and

Deputy CFO, will discharge the following duties and function connected with the

Finance Department and other administrative important as a part of his regular jobs

a) Budgets include capital, manpower and overhead budgets along with variance

analyses.

b) Annual business plans, cash flow projection, forecasts and long term plans.

c) Issue financial sections/ funds release order within the approved budget. Such

cases need not be referred to the Finance Department.

d) CFO presents the financial position relating to the period which has been over,

and the period which has to come that is the financial position attained and the

financial projection i.e. where the various departments will be.

e) Details of the new projects undertaken along with the financial feasibility of the

projects

The performance of any department is reflected by the financial statements. Any

ambiguity if remains there, makes the reflection of the performance doubtful. Therefore,

the role of CFO becomes very important as he controls the reflection of performance,

which is reported to different authorities and the organization is assessed by them, and

they must perform their job with professional competency and integrity, so that the

financial statements give credible information to its users.

Chief Information Officers and Deputy Chief Information Officers

The role of CIO/ Deputy CIO could be handled by one of the officers of the level of Joint

Secretary and above if the officer is IT savvy or undergone the required IT Training.

Otherwise he can be an IT professional with a suitable qualifications as decided by the

Department of IT and can be taken on the contract basis against one of the existing

posts of the concerned department. The CIO and Deputy CIO, will discharge the

following duties and functions connected with the IT Department and other

administrative important as part of his regular job

The Information technology leadership of the Punjab Government commits to measure

its collective success by the degree to which, individually and collectively, they:

f) Provide IT systems and services perceived by Departments as responsive,

innovative and visionary.

g) Establish IT as the critical academic and administrative support resource for

the Departments

h) Lead collaborative and cooperative Departments-wide initiatives when such
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initiatives can be best served through enterprise-wide solutions (i.e., access,

security, knowledge management, authentication, etc.).

i) Advance the value proposition that Departments-wide and individual

Department IT resources will need to collaborate and co-exist in order to serve

a full range of systemic and unique stakeholder applications.

j) Leverage the scope, size and diversity of the Departments to optimize IT

resource utilization and eliminate unnecessary duplication of effort.

k) Demonstrate, through a series of programs, projects, and initiatives that IT

provides a credible, high quality platform and functional capability for achieving

the Department’s goals and objectives.

l) Promulgate clear and efficient processes for making current and future

investments in IT services and resources and promote the understanding that

new investments and maintenance of existing resources are an essential and

ongoing cost of doing business in various Departments.

m) Demonstrate that investment in IT and maintenance of resources is essential to

Government in the 21st century.

n) Insure that individual Departments and the overall Punjab Government system

clearly understand the total cost of ownership associated with IT purchasing

and standards decisions.

o) Conduct business according to recognized standards and benchmarks and

seek to instill a consistent and pervasive high level of professionalism in staff

and leadership.

p) Use IT tools and applications to engage in Government executive decisionmaking,

resource planning and allocation.

Ensure that there are clear and well-understood policies and policy frameworks in place

for the appropriate, acceptable and secure use of all information resources and

intellectual property that enable Government working and support the critical

operational functions of the various departments. At a minimum, these policies will be

incorporated into a clearly articulated and widely distributed Acceptable Use for

Information Technology Resources Policy at both the Secretariat level and at each

Department.
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4. Dak Handling Procedures

1. Receipt of Dak, acknowledgment and Distribution

Below given is the responsibility matrix for the handling of Dak

Responsibility

A. Diary dispatch section

B. Physical distribution channels

C. Officers/ Administrative Secretary/ IT Assistant to Administrative Secretary/ Head of the Department

D. Special Secretary/ Additional Secretary/ Joint Secretary/ Deputy Secretary/ Under Secretary

E. Supervisors/ Desk Officers/ Superintendents

F. Assistants

Forms of

Corresponsdence

Recording

the

receipt

details

Distribution Marking Specifying

actions

Setting

targets

Physical

movement

Intermediate

updation

Final

disposal

and

updation

Brief

action

taken

Remarks

Paper Dak

Letters A B C C/D C/D B E/F C/D/E E Depending upon

the category of

letter

Proceedings (GO) A B C C/D C/D B E/F D/E E
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Official

memorandum

A B C C/D C/D B E/F D/E E

Circular A B C _ _ B - D/E -

Demi - official

letter

A B C C/D C/D B - D/E -

Un official Note A B C C/D C/D B E/F C/D/E E

Press

communiqué/Note

A B C C/D C/D B E/F C/D/E E

Notification A B C C/D C/D B E/F C/D/E E

Endorsement A B C C/D C/D B E/F C/D/E E

Notes A B C C/D C/D B E/F C/D/E E

Files A B C C/D C/D B E/F C/D/E E

Fax A B C C/D C/D B E/F C/D/E E

TPM A B C C/D C/D B E/F C/D/E E

Telegram A B C C/D C/D B E/F C/D/E E

Telephonic/ SMS

messages

A B C C/D C/D B E/F C/D/E E

Email
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Addressed to the

individual

A - C C/D C/D - E/F C/D/E E

Addressed to the

Department

A - C C/D C/D - E/F C/D/E E

Email

Attachments

A B C C/D C/D B E/F C/D/E E
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2. Processing of Dak - Workflow

1. Collection of Dak Bags from Post Office - by DPAR messenger

2. Sorting out of the Dak section-wise

3. Data entry of Dak Details and movement details

4. Receipt of the Dak in the section by Junior Assistant

5. Physical Movement of Dak to the Dak tray of the Desk Officer for persual

Acknowledg

ement

entered into

the system

Noting

computergenerated

reference

number on

the Dak

6. Processing of the Dak by the Desk Officer and return of the Dak to the section with instructions

7. Marking of papers to Dealing hand concerned or to himself - by Section Officer

Entry of the

marking details in

the system

8. Physical handing over of documents to dealing hand concerned

9. Submission by dealing hand in an existing file or a new file, duly referenced and noted upon, with relevant

routine drafts, if necessary, to under secretary either direct or through the section officer, as the case may be

10. Consideration of the file by the section officer/under secretary or higher officer or other departments and

passing of orders thereon

11. Return of the file to the section for issue of orders passed on file by the under secretary

12. Submission of fresh drafts in accordance with the orders passed on file, by the section officer or dealing

hand concerned to under secretary/branch officer or higher officer for approval

13. Approval of draft(s) submitted on file and return to section for issue

14. Fair copying of the draft(s) approved and submission for signature after due comparison;

15. Transmission of signed fair copies with marked office copy for despatch to central registry (files not to be

sent with signed fair copies to avoid misplacement)

16. Return of the file to dealing hand concerned/section officer with issued office copy;

17. Serial numbering, page numbering and docketing of issued office copy/draft by the dealing hand

18. Marking the file for "Record" or "Suspense" as the case may be, by hte dealing hand

19. Making appropriate entry in the computer and placing the file in the suspense rack by the Junior Assistant/

dealing hand to be brought forward for further action on due date;

20. If the file is marked for record after final action, revision of thesubject, if necessary, by dealing hand

concerned;
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21. Checking the subject matter, the record classification and years for which it is recorded by section officer/

branch officer/under secretary

22. Recording after proper arrangement of papers by junior assistant;

23. Transmission to general record section with a list; and

24. Receipt in the general record section and deposition in the appropriate record track

Entry of the details

in the system
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Activity Description

Marking of Dak

• The junior assistant will put up all Dak received from the central registry along

with any other communications received directly in the section to section

officer.

• The section officer will select and hand back to the junior assistant, Dak of an

ephemeral nature which need not be put up to the desk officer / under

secretary after marking them to dealing hand or noting instructions for their

disposal;

• Select those Dak which do not pertain to his section and indicate thereon the

sections to which they pertain;

• Mark the other 'Dak' to the case worker and put up the Dak to the branch

officer in special Dak pads.

• Section officer will enter in his computer action taken on important receipts to

monitor its progress.

Perusal by Under Secretary

• Processing of Dak and directions given for disposal;

• Mark those Dak, which should be seen by higher officers at the Dak stage and

indicate the designation of the officer to whom they should be submitted for

perusal (Dak which disclose existing or likely audit objections will be shown to

the secretary at that stage);

• mark important Dak from Government of India or other State Governments or

Dak of the nature indicated below where copies of communication have to be

sent to the Governor, Chief Minister, Minister(s) concerned and to Chief

Secretary for information at the earliest;

(a) Riots which involve serious breach of public peace;

(b) Outrages which have political significance;

(c) Calamities such as floods or earthquakes which cause serious damage to life

or property; and

(d) Any other important political or administrative events.

• It is the responsibility of the branch officer to see that copies of such

communications are prepared and sent to all concerned with the least possible

delay. Immediate action should be taken on the subject of communication and

advance circulation of copies should not be a plea to withhold or delay action

on such communication; and

• Make over the entire Dak to the section officer. The section officer has to

satisfy himself that all Dak put up to the branch officer for perusal has been

returned to him and in case any paper is missing, it will be his duty to trace or

locate it. Upward movement to branch officer and downward to section shall be

through LMS to ascertain status and retrieval.
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Distribution of Dak

• All movements of Dak after their receipt in the section shall be entered in

LMS. Form 1 received from the central registry shall serve as an

acknowledgement for papers received in the section;

• Dak received direct by the section from ministers, officers, other sections in

the department or other departments will be entered in the computer through

LMS. While entering receipts received direct in the section copies of circulars,

official memoranda, orders, notice of holidays, tour programmes and such

receipts of ephemeral nature need not be entered in computer.

• Where desk officer system is introduced, the desk officer should see all

incoming Dak and pass it on to dealing hands attached to him for taking

necessary action. Desk officer will send only receipts of important nature

which have to be seen by under secretary / deputy secretary or higher officer

as the case may be after making necessary remarks in his computer in LMS.

Inter-Sectional Movement of files and unofficial,

demi-official, reference

• Movement of files and papers within each department from one section to

another need not be routed through central registry, but may be sent direct to

the officers/sections in the department concerned.

• Similarly, unofficial, demi official references from one department to another

need not be routed through central registries of either sending or receiving

department. Such references should be sent directly from one section to

another section.

• All unofficial / demi official references, either on file or separately will be

marked by name / designation to an officer in the department to which it is

sent or to a specified section in that department and received by that

officer/section direct. Files/UO Notes etc., marked by name or by designation

should be accepted and acknowledged by the personal establishment of the

officers concerned. A file, which is referred to another department will on its

return, be submitted in Dak to the branch officer who will ordinarily deal with it

himself.

Instructions by Officers for Line of

Action

• Branch officer, i.e., under secretary, in charge of the branch, deputy secretary

or any other higher officer to whom Dak are submitted should give directions,

wherever necessary, as to the line of action which he would like the section to

take. In important cases where he is expected to deal with a Dak himself, he

should ask for the file to be put up to him with relevant papers. Deputy

Secretary will personally deal with as many of the receipts submitted to him as

may be possible. Receipts on which no special instructions are necessary will

be merely initialed in token of the officer having seen them.

• The section officer will see whether any of the receipts are of a difficult nature

or present any special features, which require his personal attention. He will

deal with such receipt himself or give special instructions to the dealing hand

as may be necessary.
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Priority in the

movement of

• All officers must accord highest priority to the perusal of Dak. Personal

assistants and stenographers should treat the Dak moving up and down as

'Immediate'. Every section officer should keep a careful watch on any hold-up

in the movement of receipts. The junior assistant will bring to his notice any

papers, which are not received back from officers within 24 hours.
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3. Action on Receipts: Notes and Orders

3.1. Initial examination of receipts by dealing hand

1. Analyze the receipts and sort according to the urgency

2. Is the receipt coded urgent?

3. Enter the receipts in the assistants diary

4. All enclosures

available

5. Initiate action to

obtain them

6. Is any other section is concerned

with any part or aspect of a receipt

7. Attach copies/ relevant

extracts to that section

for necessary action

8. Is the file

already existing?

9. Create a new

file as pe rthe

guidelines

10. Is the current file

under submission?

11. Open a part file, which will be

subsequently merged with the main

file by the dealing assistant when he

accesses both

12. File papers in accordance with the specified guidelines

13. Assign the receipt page number (s) and a serial number

14. Docket the reciept and reproduce on the notes portion of the file remarks, if any made by an officer on the receipt

15. With the help of file registers, indexes, precedent books, standing guard files, reference folders etc. locate and collect other files or

papers, if any, referred to in the receipt, or having a bearing on the issues raised therein

16. Identify and examine the issues involved in the case and record a note

17. arrange papers and reference them in the case properly

18. Where necessary, attach a label indicating the urgency grading appropriate to the case

19. Put up the case to the appropriate higher officer; and

20. Indicate the date of submission in the assistant's diary
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3.2. Action by Section Officer

o Scrutinize the note of the dealing hand;

o Finally dispose of routine cases;

o Take intermediate routine action;

o Record, where necessary, a note setting out his own comments or

suggestions; and

o Submit the case to the appropriate higher officer.

􀂃 in computerized environment also make a suitable entry in the

electronic diary register

3.3. Scope and purpose of noting by Office

When a line of action on a receipt is obvious or is based on a clear precedent or practice or

has been indicated by the under secretary or deputy secretary in the directions given by him on

a receipt, a draft reply, where necessary, should be put up for approval inviting reference to

such precedent or the instructions on the receipt by higher officer, as the case may be.

3.4. Noting by the Under Secretary

3.4.1. It will be the responsibility of under secretary to scrutinize and see for himself

that any case which is submitted or put up to him by the section is complete in

all respects and contains all necessary material relevant to the subject matter of

the case. It will be his duty to carefully study the issues involved and make

suggestions (save in exceptional cases which may be beyond his competence)

regarding the course of action to be adopted.

3.4.2. Subject to delegation of powers, Under Secretary will dispose of as many

cases as possible on his own responsibility but will take the orders of deputy

secretary or higher officers on important cases or those involving questions of

policy or where the course of action to be followed is not clear or where there is

a departure from any precedent. It will be his endeavor to see that the number

of cases to be submitted formally to the deputy secretary is reduced to the

essential minimum.

3.4.3. Under secretaries and deputy secretaries should add a note to what has

been said before only when they have to make a new point or highlight a point

mentioned but not clearly brought out in the notes of dealing hand or section

officer or under secretary as the case may be. However, where it is considered

necessary a summary of facts / précis could be made seeking orders. It is a

serious reflection on the competence of an officer if the facts as contained in

the note submitted or countersigned by him are found to be inaccurate.

3.5. Timely disposal and spotlighting delays

3.5.1. Dealing hands shall dispose of receipts / files as expeditiously as possible.

Papers / files marked immediate / urgent shall be attended and submitted by

the dealing hand on the same day. According to current norms, a dealing

hand shall attend and submit a minimum of eight effective receipts / files

in a day in addition to routine matters, including issue of reminders and

disposing ordinary receipts. The section officer / higher officers shall

endeavor to dispose of all the receipts / files received by them within one
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working day. Non-compliance of the time limit shall be explained to the next

higher officer. In case an officer desires to discuss a case with his

subordinate(s) in person (speak file / papers) he must fix a date and time for

discussion and indicate it in the file lest the file / paper is inordinately delayed.

3.5.2. A weekly report on the delayed files with the reasons for delay to be

prepared by the Section Officer and submitted to Under Secretary.

3.5.3. The administration can also consider using processing of files as one of the

performance evaluation mechanisms and should/could award dealing hands if

they on a continuous basis meet or exceed the set targets.

3.6. Channels of Submission of cases

Depending upon the level at which a decision has to be taken or orders have to be passed, a

case may be routed through the following stages -

Section officer

Under secretary

Deputy Secretary

Joint Secretary

Additional Secretary

Secretary

Principal Secretary

Minister

But in actual practice, a case need not pass through all these stages before it is finally

disposed of in order to achieve higher levels of efficiency normally a case should not pass

through more than two levels before reaching secretary:

• Dealing hand may be authorized to submit cases direct to under secretaries;

• Section officers may be permitted to submit certain types of cases direct to deputy

secretary and the under secretary to the joint / additional secretary or secretary.

• After orders have been passed by a competent officer the file shall be routed through

all intermediary stages through which it is required to pass as per work distribution to

keep them informed of the decision taken.

• Files should move directly from stage to stage without coming back to section

concerned for noting their movement since file movement is tracked through FMS.

• Principal Secretaries / secretaries in the departments shall issue appropriate orders to

ensure that the number of levels through which a file passes is restricted to as few

Manual of Modern Office Procedures 4. Dak Handling Procedures

Secretariat Manual

State Government of Punjab Department of IT - Punjab

For Internal Circulation Only DRAFT Page 31 of 111

levels as possible and in any case not more than three levels before a decision is

arrived at. The subjects and the three or fewer levels at which they may be examined

should be identified while issuing the orders.

3.7. Consultation with other Departments

Inter-departmental consultation: Inter-departmental consultation may take place in the form of

inter-departmental notes on file or by way of a UO Note, inter-departmental meetings or oral

discussions. While making inter-departmental references, the following points should be

observed:-

• Inter-departmental references will, normally, be made under the directions of an

officer not below the rank of deputy secretary;

• The points on which the opinions of the other department are required or which it is

desired to bring to its notice should be clearly stated;

• Generally, drafts of orders proposed to be issued may also be sent to the consultant

departments while seeking their opinion;

• Where it is necessary to consult more than one department, such consultation may be

done simultaneously by self contained inter-departmental notes.

Consultation with Finance Department.- The Governor, in exercise of powers conferred by

clause (3) of Article 166 of the Constitution of India, has made the Government of Punjab

(Consultation with Financial Adviser) Rules in respect of consultation with the financial advisers

for convenient transaction of business of the government in financial matters. The duties and

responsibilities of the financial advisers are given in Appendix----. Certain additional duties

prescribed in circular No.FD 16 BUD 2003 dated 09.07.2003 may also be found in Appendix----

- All financial powers delegated to the departments in secretariat shall be exercised in

consultation with the internal financial adviser. The secretary, however, may in emergent

cases and in exercise of financial powers delegated to him pass orders in a case without prior

reference to IFA. The secretary may also for reasons to be recorded overrule advice of IFA in

respect of powers delegated to him. Where finance department has to be consulted, such files

should also be initially scrutinised by the internal financial adviser before being referred to

finance department. Following procedure has been prescribed for consultation with finance

department in matters beyond the powers delegated in respect of orders to be communicated

to the accountant general for action:-

• Even at the stage of sending files to finance department for obtaining its concurrence

to a particular item of expenditure or sanction under the transaction of business rules,

a draft order may be put up along with the UO note for perusal by the finance

department so that the concurrence / sanction of that department will be applicable to

the proposal as precisely spelt out in the draft order with or without modification;

• Finance department will go through the draft and modify suitably, if required, in

accordance with its views.

• In cases where the draft has to be substantially modified in accordance with the views

of the finance department, the administrative department will put up a revised draft

Manual of Modern Office Procedures 4. Dak Handling Procedures

Secretariat Manual

State Government of Punjab Department of IT - Punjab

For Internal Circulation Only DRAFT Page 32 of 111

and obtain the approval of the finance department thereto;

• The orders may be communicated to audit by the administrative departments

themselves indicating that "this order issues with the concurrence of finance

department vide their U.O. No……..dated ……. "

• In cases of notification involving financial commitments the drafts of the notifications

may be put up to finance department for perusal at the stage of obtaining their

concurrence. Further, when the notification is endorsed to the accountant general,

there should be a clear indication that "This Notification issues with the concurrence

of finance department vide their U.O. No…….. dated …….."

• No proposal, which requires previous consultation with the finance department under

rule 17(2) of transaction rules but in which finance department has not concurred,

may be proceeded with unless a decision to that effect has been taken by the

Cabinet. Provided that where finance department has not given its concurrence but

the cabinet has overruled the opinion of the finance department and concurred with

the proposal with or without modification, any order issued in pursuance of such

concurrence shall indicate the following:

“this order falls within the purview of the proviso to sub-rule

(2) of rule 17 of the Government of Punjab Allocation of

Business Rules, 1994 and is issued accordingly.”

3.8. Oral Consultation

Consultation should take place orally

When a preliminary discussion between the officers of the department(s) concerned

will be of help in the disposal of a case and it is necessary that a preliminary

agreement should be reached before the case is dealt with;

When there is a difference of opinion between the referring department and the

department or departments referred to; and

When it is proposed to seek only information or advice of the department to be

consulted.

Situations

Salient points and result of such oral consultation shall be recorded on the file by the

officer of the department to which the case belongs. A copy of the note shall be sent

to the department or departments consulted in order that they have a record of the

conclusions reached.

3.9. Procedure in case of difference of opinion between two or more Departments

Where there is a difference of opinion between two or more departments, the case should be

put up in the consulting department to the officer making the reference along with any previous

decisions or papers to which a reference may have been made by the consulted department.

The officer, initiating a reference to another department should take up the matter with the

other department. In case his views are not accepted, the file should be put up to the next

higher officer in the department for direction or orders. If this officer also does not agree with

the views of other department, he should take up the matter with his counterpart in that
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department to resolve the difference and settle the matter. If the difference still persists, it shall

be resolved in the manner specified under Rule 33 of the transaction rules.

3.10. Inter-departmental meetings

3.10.1. Inter-Departmental meetings of officers may be held in matters involving

policy formulation, to resolve complex legal issues, etc., or where issues

involved are such that they could be resolved expeditiously only by discussion

in a meeting. Such meetings should be convened and attended by officers of

the level appropriate to the subject under discussion. Details regarding the

procedure for convening of such meetings, conference seminars, etc., are

given in Appendix-2. Instructions have also been issued in OM No.DPAR 27

BMC 2001 dated 12.12.2001 regarding convening of meetings of Committee of

Secretaries (CoS) besides the meetings of secretaries and the matters which

could be brought before it, procedure and manner of preparatory notes therefor

etc.

3.10.2. A record of the discussion should be prepared immediately after the meeting

and circulated to all departments concerned, specifying the conclusions

reached and indicating the department or departments responsible for taking

further action. When the proceedings are so circulated, it will be the

responsibility of the department, which receives the proceedings to

communicate its comments, modifications required, if any, promptly and at the

earliest opportunity. It will further be the responsibility of the secretary of the

department concerned to show the proceedings to the Minister, if any question

of policy or other matter requiring Minister's orders thereon, are involved in the

conclusions recorded. The proceedings shall be the basis for the administrative

departments to take necessary action and no further consultation with other

departments will be necessary. If the discussion recorded discloses any

difference of opinion between the departments the case will be processed on

the lines of a case where departments have not been able to come to an

agreement, i.e., action may be taken according to Transaction Rules.

3.10.3. In cases where orders conveying sanction to be enforced in audit are to be

issued by administrative departments, the case papers should, however, be

referred to finance department for formal concurrence (except to the extent the

powers have been delegated to the departments) as required under the

transaction rules.

3.10.4. As far as possible meetings may be arranged in the afternoons. No

meetings may be held on Fridays and Saturdays. Chief secretary /additional

chief secretary may, however, convene such meetings to resolve issues of

emergent nature. Whenever any Secretariat department convenes a

conference or meetings of Deputy Commissioners and/or CEOs of ZPs which

should be done with the prior approval of Chief Secretary, intimation of the time

and date of the meeting may be given sufficiently in advance to other

secretariat departments so that they may, if necessary, utilise this opportunity

for holding discussion and consultations with the concerned officers on subjects

pertaining to their departments.
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3.11. Interchange of notes between the officers in the same department

Exchange of UO notes between officers within the department should be avoided as far as

possible. The object of such exchange of note is secured more appropriately by personal

discussion between the officers concerned.

3.12. Record of verbal Orders and Instructions

• All verbal orders or instructions given by any authority and where necessary the

circumstances leading to such orders/instructions, should be recorded on file -

• Oral instruction by higher authority where an officer is giving direction or taking

action in any case in respect of matters on which he or his subordinate has

powers to decide, he shall ordinarily do so in writing. If, however, the

circumstances of the case are such that there is no time for giving instructions in

writing he shall confirm his oral orders / instructions by written communication at

the earliest.

• An officer shall, in performance of his official duties or in exercise of his powers

conferred on him, act in his best judgment except when he is acting under the

instructions of an official superior. In the latter case, he shall obtain directions, in

writing, wherever practicable before carrying out the instructions and where it is

not possible to do so he shall obtain a written confirmation of the directions as

soon thereafter as possible. If the officer giving instructions is not his immediate

superior but one higher to him in hierarchy he shall bring such instructions to the

notice of his immediate superior at the earliest opportunity.

• Oral instruction by Minister wherever it is not possible to communicate in writing,

it should be communicated by the Minister personally to the concerned officer or

should be confirmed by him or by his PS / OSD immediately thereafter. PS / OSD

to Minister shall ensure that a record of all promises / undertakings / assurances

etc. made by the Ministers during their tours are carefully recorded, submitted to

the Minister for confirmation and communicated to the concerned secretary to

government.

• Confirmation or oral instructions: If an officer seeks confirmation or oral

instructions given by his superior, the latter shall confirm it by writing whenever

such confirmation is sought.

• Receipt of communication from junior officer seeking confirmation of oral

instructions should be acknowledged by the senior officers or their personal staff

or the personal staff of the minister as the case may be.

3.13. Running Summary of Facts

3.13.1. Whenever the secretary so desires or where it would facilitate consideration

running summary of facts shall be prepared which would facilitate its speedy

disposal.

3.13.2. It will be the duty of the desk officer, section officer or under secretary, as the

case may be to see -
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• That a summary is prepared at the earliest stage in all cases, warranting

such summary e.g., those having a complicated history relating to individual,

institutions or transactions; and

• That the summary is kept up-to-date by making suitable additions as and

when further developments, if any, occur.

• Opinion of individual officers should not be incorporated in the summary,

unless they are opinions expressed by experts on the subject. However,

when a case is referred to another department/office for advice or

concurrence, the advice or views of the department / office consulted should

be treated as constituting a material part of the facts of the case and added

to the summary.

Where the subject matter of a case is such that it should go to Cabinet (vide Rule 20 of the

Transaction of Business Rules) a draft Cabinet note shall be prepared. The views of the

consulted departments should be produced verbatim. If it is voluminous, it could be put up as

an annexure.

3.14. Noting on Unofficial Reference

3.14.1. Inter-departmental references broadly fall under two categories, namelya)

Cases where reference is merely for ascertaining factual information ; and

b) Cases in which the purpose of reference it to seek concurrence, opinion or a

ruling of the department referred to.

3.14.2. In cases falling under (a) the case worker in the receiving department may

note the required information on the file itself. In cases falling under (b), it is

often necessary that the points under reference should be examined in the

department. The general rule to be followed in all such cases is that any

examination and noting should take place off the file and only the final result

should be recorded on the file. All the notes off the file will be treated as

"routine" notes and the officer to whom such notes are submitted will consider

these routine notes and will either accept the position stated in routine notes or

record his own views to be reproduced in the main file for communication to the

department concerned. In the latter case, if the final note is written by hand it

should be written on the file itself and a copy thereof kept as a record of the

final disposal. The main file should thereafter be returned to the referring

department; the routine notes which are retained in the department to which the

reference is made, will serve as a record of the view taken in the department for

future reference;

3.14.3. Where a note on a file is recorded by an officer after obtaining the orders of a

higher officer, the fact that the views expressed therein have the approval of

such officer should be specifically mentioned;

3.14.4. Whenever a file has been noted upon by the secretary of the department and
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marked to another department, the noting on the file in the other department

should not be by an officer below the rank of an under secretary. Such files

should necessarily be put up to the secretary before they are returned to the

department of origin;

3.14.5. The procedure contained in sub-para (ii) and (iv) shall not apply in respect of

cases received from other departments, where Ministers have passed orders or

given certain instructions. The procedure in such cases shall be as laid down in

para 82 ----.

3.15. Aids for Processing

Each section shall develop and maintain the following guard files to assist the section in

processing a case:-

File Type Usability

Policy Guard File This contains relevant provisions of law on a given subject, extract of

decisions laying down the policy, course of action and clarifications,

etc.;

Standing Order File This will consist of important orders, circulars, notifications, etc.,

issued on a given subject both by the department and other

departments;

Select Files Select files may be opened for copies of important notes, procedures,

legal opinion, data collected for LA/LC questions, supplementary

notes, adjournment and other motions of the legislature;

Policy Files A policy file should be maintained for each of the subjects dealt with

in section. All proposals received from heads of departments

regarding formulation of policy or proposals initiated in the

department for determination of policy should be processed in the

policy file for the subject. Policy file on the subject will continue

indefinitely. When the bulk of a file increases, additional volumes

may be opened.

Section Guard File Section guard file shall not be put up with case and they shall be

available in the section for ready reference. Guard files of each

calendar year shall be maintained separately. Guard files, select

files, policy files should be kept up to date and bear an index page in

the beginning giving essential particulars.
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5. Draft

1. Drafting Procedures

1.1. Drafts when to be prepared

1.1.1. A draft of the communication proposed to be sent out will be prepared after

orders have been passed by the competent officer indicating the terms of the

reply to be sent. In cases where the line of action is obvious, a draft of

communication may be put up along with the note.

1.1.2. An under secretary or a higher officer who has formulated his ideas on a

case may himself prepare a draft and authorize its issue or submit it to the next

higher officer for approval, as the case may be. Draft of letter to be issued in all

important and complicated cases, (excluding those of purely formal nature)

should be prepared by the under secretary, or even by higher officer depending

upon the degree of importance of the case. In other cases a draft will be

prepared by dealing hands. All draft communications shall be approved by

under secretary / desk officer except cases of highly complicated nature which

may be sent for approval of in neat higher officer. Draft of letter to be issued to

the Government of India / other state governments shall be in English.

1.2. Wording of a Draft

1.2.1. A draft should convey precisely exact intention of the orders passed. The

language used in the draft should be clear, concise and incapable of misconstruction.

Long sentences, abruptness, redundancy, circumlocution,

superlatives and repetitions whether of words, expressions or ideas should be

avoided. Communications of more than average length or complexity should

generally conclude with summary. The various forms of communications and

the circumstances in which they should be made use of are described in

Chapter-X.

1.3. Authentication of Government Orders

1.3.1. All orders and other instruments made and executed in the name of the

Governor of Punjab should be expressed to be made in by name and signed by

the officer having regular or ex-officio status of and above the same of desk

officer or instruments shall be authenticated or by such other officer as may be

specially empowered by the Governor. Where the power to make order

notifications etc. is conferred by statute on the state government, such orders

and notifications will be expressed to be made in the name of the state

government.

1.3.2. Copies and extracts of such orders or instruments of Government may be

authenticated by the section officers in the department concerned as follows

"True Copy" (or extract)

Forwarded to X, Y, Z etc.,

By Order,

A, B, C etc.,
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Section Officer,

Section

Department

All orders/ instruments shall be made or executed in accordance with Rules 18 and 19

of the Transaction of Rules.

1.4. General Instructions

1.4.1. A draft will be prepared in the prescribed form and written or typed in half

margin on both sides of the paper. Sufficient space should be left between

successive lines as to admit interlineations of a word or a phrase, if necessary;

1.4.2. A slip bearing the words 'Draft for approval should be attached to the draft. If

two or more drafts are put up on a file the draft as well as the D.F.A. slips will

be numbered 'DFA-I, DFA-II, DFA-III and so on";

1.4.3. The draft for approval put up on a file should be placed on top of the

correspondence portion of the file and tagged and reference invited to it in the

notes

1.4.4. The number and date of the communication replied to or of the last

communication in a series of correspondence should always be referred to.

Where it is necessary to refer to more than one communication or a series of

communications, this should be done in the margin of the draft. The subject

should be mentioned invariably in all communication including reminders

1.4.5. A draft should show clearly the enclosures, which are to accompany the fair

copy. To draw the attention of the comparers and the dispatchers, a diagonal

stroke should be made in the margin;

1.4.6. All drafts put up in a file should bear the number of the file. When two or

more letters, notifications, etc., are to issue from the same file on the same date

the serial number should also be given in addition in order to avoid confusion in

reference thus (I) DRAR 25 (i) ASA 69, and (2) DPAR 25 (ii) ASA 69;

1.4.7. Where Government of India, other State Governments/ departments of the

secretariat are being consulted on any matter, time-limit for expected replies

should ordinarily be specified;

1.4.8. The name, designation of the officer, over whose signature the

communication is to issue, should invariably be indicated on the draft. The

officer concerned will initial on the draft in token of his approval.

1.4.9. The terms like "I am directed by the Government" should be reserved for

cases where the orders have been passed by the cabinet or a minister has

given specific directions on file.
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1.4.10. The Government of Punjab or the "State Government" as the case may be

should be referred to in plural in all correspondences, proceedings of the

government, office memorandum, etc. The departments of government should

be referred to in the singular. The officer concerned will initiate on the draft in

token of his approval.

1.4.11. Where a large number of corrections have been made in a draft a clean copy

of the corrected draft may be made and added to the correspondence portion of

the file. In such cases a serial number indicating the sequencing of the

correspondence should be given only to the draft as finally issued;

1.4.12. Correspondence between the state government and foreign

governments/missions should invariably be routed through the Government of

India in the ministry of External Affairs and the Indian Diplomatic Post in the

Country concerned or where there is no Indian representative channel deemed

appropriate by the Ministry of External Affairs (vide Annexure 12)

1.4.13. Unless specially authorized, heads of departments should not correspond

directly with officers of other state governments or government of India on any

official matter.

1.5. Standard Skeleton Drafts

For communications of repetitive nature, approved standard skeleton forms should be drawn

up and cyclostyled or printed. One or more such forms according to the requirements of the

case may be submitted to the officer concerned with one or more fair copies for signature.

1.6. Addressing communications to officers by name

No communication, other than a D.O. letter should be addressed or marked to an officer by

name unless it is intended that the matter or contents are such that it should receive the

personal attention of the officer concerned when the subject is of secret nature or special

urgency/importance, or where some ground has already been covered by personal discussion

and the officer to whom the paper is being marked would be in a position to record his views or

decisions straight away. When a paper is thus marked to an officer by name, subsequent

reminders relating to its original communication should also be sent to the same officer (or if he

has since been transferred to another charge, to his successor) by name.

1.7. Priority marking on the Draft

The drafts of all letters which are to issue as "Immediate" or "Very Urgent" will be so marked

under the orders of an officer not lower in rank than an under secretary.

1.8. Orders in Administrative Appeals etc.

Whenever an appeal or revision is disposed of by government, a separate government order in

the form of proceedings should be drawn up before endorsing to the concerned person.
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Consultations with the finance department or the department of law and department of

parliamentary affairs ____________ or the department of personnel and administrative reforms

or the planning department are purely internal matters within the secretariat. The names of

departments offering comments or remarks should not be mentioned in communications sent

out to government officers or others outside the secretariat. It is enough if the necessary

clarifications are obtained by the administrative secretariat departments concerned and passed

on to the other departments which had raised the issues.

1.9. Title

Before putting up a draft order communicating any government decision for approval, the

dealing hand / desk officer or under secretary who prepares the draft should give it a correct

"Title" vide Chapter.
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6. Notifications, Government Orders, Circulars, etc. –

1. Dissemination and Maintenance

1.1. When drafts have been formally approved for issue, the authority approving the draft

shall also decide in each case whether after issue such communication should be treated

as standing orders, whether copies may be supplied to the press whether they should be

included in the department’s weekly gazette and also whether they should be published in

the state gazette. An indication about these shall be made at the appropriate place in the

addressee portion of the communication. When a large number of copies of a government

communication is required soft copies of notifications, proceedings of government and

such other communications which are ordered to be printed will be sent to the government

press for printing. Such printing of orders will be in vogue only till such time as a decision

is taken to communicate this information in electronic form, by e-mail etc.

1.2. Wherever a notification or other communication has been sent to the gazette for

publication, the dealing hand should examine the relevant gazette to see whether the

notification or communication sent to the press has been correctly published. The date

and page of the gazette should be entered in the appropriate place in the note sheet as

well as on the official copy of the communication in the relevant file. The dealing hand will

bring to the notice of section officer / desk officer before he records the paper, any

omission in this regard.

1.3. Copies of notifications, government orders, official memoranda, circulars and other

communications may be sent to the offices concerned using internet / LAN / WAN

facilities. Copies to be printed if necessary, should be restricted to the absolute minimum

and for use of offices not provided with computer / net working facilities. Secretariat

departments and heads of departments may store such copies in electronic form

appropriately. Instructions on software support for such storage will be issued by

secretary, e-Governance.

2. Department’s Weekly Gazette

2.1. Compilation

Includes Copies of important orders, official memoranda, circulars, letter or any

communication which convey a decision during the week

Excluded Interim reminders, letters calling for and furnishing factual information,

communication of ephemeral nature, secret and top secret

2.2. Process

2.2.1. Copies of information collected from various sources as per the guidelines in

item 2.1 by each department’s designated person

2.2.2. The compilation then sent to the designated Under Secretary by all the

sections of the department

2.2.3. Under Secretary to create Table of Content and structure the Gazette

department-wise and date-wise in the given below format

• establishment and service;

• enactments;
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• schedule and

• general.

2.2.4. Under Secretary to mail the Gazette to the Private Secretary of the Minister/

Minister of State in-charge of the department, the Chief Secretary for

submission to the Chief Minister and the Governor; to all officers of the

department and to the general records section for a period of 5 years

3. Monthly compilation and annual compendium

3.1. Compilation

Includes • Orders containing policy decisions of general applicability

• Orders relating to specific cases laying down a course of action which

may be followed in other cases of similar type in future, and

• Any other orders, circulars, decisions of considerable importance

• Copies of important orders, official memoranda, circulars, letter or any

communication which convey a decision during the week

Excluded Interim reminders, letters calling for and furnishing factual information,

communication of ephemeral nature, secret and top secret

3.2. Process

3.2.1. Copies of information collected from various sources as per the guidelines in

item 3.1 by each department’s designated person

3.2.2. The compilation then sent to the designated Under Secretary by all the

sections of the department

3.2.3. The compilation to be prefaced by a Table of Content and structure the

Gazette department-wise and date-wise in the given below format

• Establishment and service;

• Enactments;

• Schedule and

• General.

3.2.4. Monthly compilations shall be published by the 15th of the succeeding

month. The annual compendium containing communications issued during a

year should be brought out within one month of the close of the year.

3.2.5. Each section in the department will send only important orders, circulars,

OMs etc, to the under secretary of the department who is in charge of the

compilation of monthly compilation and annual compendium. It shall be the

duty of the under secretary designated for this purpose to see that the monthly

compilation and the annual compendium are brought out within the time limit

prescribed. The section officers will send such orders etc using the LAN facility

duly arranged in the manner indicated above and the under secretary shall

compile it into monthly compilation and annual compendium and also arrange

to post them on the web site of the department.
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7. Issue and Action Thereafter

1. Issue

The term ‘issue’ is used to signify the various stages of action after approval of a draft namely,

(a) typing of fair copy, (b) comparison with the approved draft (c) ensuring that enclosures are

attached, (d) submission of fair copy for signature and (d) despatch of the communication to

the addressee.

1. File with the instructions of "issue"

1. Preparation of Fair Copies

3. Does the fair copy

matches with the approved

draft?

4. Typist to check for the enclosures and

the completeness/ correctness of the

addresses

5. Dealing hand to place the fair copy in

the file and submit for signatures. Fair

copies moving up and down should be

considered as "immediate"

YES

NO

All concerned officials should follow the below given general instructions for completing the

process.
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2. General Instructions

1. Typing

• Drafts marked 'Immediate' or 'very urgent' will be taken up first.

• Fair copies of all communications will be typed in the appropriate prescribed form of

suitable size. Standard formats / printed forms should be used as far as possible. If,

however plain paper is used, whether for the original communication or for an

endorsement, the name of the issuing department/office should be typed at the

appropriate place. The Post Bag number and the delivery post office with Pin Code

number should invariably be noted at the appropriate places.

• A margin should be left on the left hand side of the front page and on the right on the

reverse;

• Fair copies should generally be typed with single spacing;

• No abbreviations should be mentioned in the fair copies except where there are

specific instructions given to use them;

• The name of the officer who is to sign the fair copy should be typed in brackets above

his designation and also his telephone number. In demi official letters, however, the

designation will not be given below the name;

• Enclosure to accompany a communication should be indicated by drawing an oblique

line (/) in the margin against the paragraph in which the enclosures are referred to.

The number of enclosures should be typed at the bottom on the left side of the fair

copy (Enclosures-nos.);

• The typist should type his initials with the date at the left hand bottom corner of the fair

copy, e.g. BRR/9980

• Further detailed instructions regarding typing, stencil cutting, etc., which should be

borne in mind by the typists / stenographers are given in Appendix-3.
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2. Issue

• On return of the fair copies, the junior assistant in the section should check whether all

the fair copies have been signed by the officer, and whether enclosures have been

correctly attached. He will then pass on the signed fair copies together with office

copy/draft to the central registry retaining the file(s) with or without draft with him.

Where the draft has also been sent with fair signed copies to the central registry for

issue, he will make a note of the despatch of the draft with fair copies for issue in the

margin of the notes portion of the file, and in other cases in the margin of the draft on

the file.

• Telegrams to be sent out should be sent to the general despatch section direct with

three copies thereof. Telegrams should be entered in red ink and the time of

despatch noted against each entry below SI. No. Simultaneously, the serial number

allotted to the telegram in the despatch register should be noted at a convenient

place on the receipt portion of the telegram to facilitate the tracing of the relevant

receipt, if necessary;

• The section officers should see that very important, confidential and valuable

papers such as deeds, agreements and other similar documents to be sent by

post are invariably sent by registered post. Some of such documents may also

need to be insured. For such communications, the sections themselves will

prepare the covers, seal them wherever necessary and send only closed covers

or packets to the central registry for arranging despatch;

• The number and date of communication should be written on the

acknowledgment card so that the card when received can be sent to concerned

section for being kept in the relevant file. Receipts for telegrams, registered and

insured letters should be checked carefully in the general receipt and despatch

section and preserved for at least six months.

• Top secret, secret and confidential papers when sent by post must invariably be

enclosed in double covers, the inner cover being marked 'top secret' or 'secret'

or 'confidential' as the case may be superscribed with the name of the addressee

only and sealed. Sealing should not be overdone. A few seals on each flap of the

cover will suffice. The outer cover should bear only the usual official address and

the designation of the addressee.

• The communication required to be sent by speed post should be so authorized

by an officer of the rank of under secretary or above and sent to general

despatch section for despatch.

• It is the responsibility of the dealing hands and the section officers in charge of

sections to make sure by personal enquiries that there is no delay at any stage in the

despatch of urgent cases.
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3. Despatch

• The junior assistant attached to section will arrange to deliver files and papers meant

for higher officers or for officers in the department and obtain the acknowledgement

of the concerned. U.O. files / U.O. notes / U.O. memoranda which are to be referred

to other department(s) should invariably be sent by name of the officer(s)/section of

that department and sent by the Junior Assistant direct to that officer/section after

making proper entries in the delivery book;

• The central registry of the department will arrange to deliver attached to it, all handdelivery

Dak to be delivered to the several departments of the secretariat. Such

communications need not be put into covers except when they are of a confidential

nature;

• It is essential to see that the covers meant for despatch are sent to the general receipt

and despatch section in two or three batches so that the work in the latter section is

evenly distributed throughout the day and that registered letters are despatched

without delay. Except covers marked 'urgent' and 'immediate' no other covers may be

sent to GD section after 5.00 p.m. (i.e., half an hour before the office closing time);

• The contents of closed envelopes and parcels should be noted on the cover by the

despatcher;

• When books, papers or enclosures of any kind are sent independently with the

covering letter, they should be accompanied by a slip indicating the letter with which

they are connected and the letter itself should bear a note to the effect that the

enclosures have been sent separately;

• Papers which on account of their bulk will not go into envelopes should be securely

packed in thin or thick wrapping paper as they are intended for 'local' or 'postal'

delivery. In the case of parcels they may be covered by thick paper, cloth or gunny;

• When tins or boxes are required for the transmission of article, they should be

obtained on indent from the department of personnel and administrative reforms

(executive).

• In the general receipt and despatch section communications to be delivered by hand

and those to be despatched by post will be separated.

• It will arrange for the distribution of hand delivery Dak within the limits of Chandigarh

Mahanagara Palike through cycle orderlies or motor cycle riders attached to it. This

section attends only to the distribution of covers. The writing of covers, putting the fair

copies with enclosure, etc., are to be done by the concerned central registry;

• The general despatch section will also attend to the work of affixing postage stamps of

the required value by franking machines in accordance with the weight of the

envelope for all Dak to be sent by post and arrange for their delivery after making

necessary entries in the despatch register. In no case excess value should be

franked nor the envelope under-stamped.

• In the general receipt and despatch section the communications to be delivered by

hand and those to be despatched by post will be separated. The latter will be entered

in the despatch register. Each cover will be weighed and with the aid of the franking

machine or otherwise the exact stamp will be embossed and the value also noted in

the despatch register in the prescribed column.

• In order to ensure a proper record of the delivery of communication / papers, they

should be properly entered, delivery books, delivery books should bear a reference

and sufficient delivery books available at any given point of time.

• In respect of ‘immediate’ communications the despatcher will also note in the delivery

book the time of despatch against the relevant entry;
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3. Desptach

• After the dak has been delivered, the despatcher will examine the delivery books to

see that all the communications entered therein have been duly acknowledged by the

addressees with their dated signature in ink.

• The despatcher will also stamp the draft/office copy with a rubber stamp as per

facsimile noted below and will initial (with date) in the space provided on the stamp in

token of his having issued the fair copy

issued

on

by

• As far as possible, the despatcher will send out the fair copies to the addressees

on the same day. In no case, will he detain any outgoing communications for

more than twenty-four hours without the prior permission of the section officer:

• He will write the word 'sent' against an oblique line on the margin of the draft in

token of despatch of enclosures. When an enclosure has to be sent separately,

a note to that effect should be made on the communication (both fair and office

copy) and the enclosures accompanied by a slip indicating the number and date

of the communication to which it relates.

• Despatch of 'Immediate' and 'Very Urgent' Dak

• Priority communication received for despatch during working hours should be sent

to the addressees at once but those which are not likely to reach their destination

before the closing hour should be held over for despatch on the next working day;

• If a file or a communication is of such urgency that it should reach the addressee

that day itself even after office hours, the officer last dealing with the file or

authorizing the issue of the communication will record specific instructions to that

effect. Normally no such instructions will be given except (a) under the specific

directions of an officer not below the rank of deputy secretary (or in his absence

under secretary) and (b) with the prior consent of the addressee himself. In the

absence of such clear instructions, the despatcher will not send any papers to the

residence of an officer after office hours. Files and papers of such urgent nature

will be marked or addressed to the officer concerned in the receiving

department/office by name.

• Despatch of 'Non-Priority' Dak

• Non-priority dak will be cleared at least twice a day at suitable intervals which

should be so planned that the last batch of outgoing communications is normally

delivered to the addressees as early as possible before the day's closing hour

and the rush towards the end of the day avoided. Communications received after

the despatch of the last batch should be held over till the next working day.

4. Others

• Return of Draft after issue.-

• After issue of a fair communication, the despatcher in the central registry will note

'issued' on the draft/office copy as the case may be, and return it to the section,

indicating thereon the date of issue;

• The diarist of the section will report to the section officer every evening the number

of drafts/office copies not received back within two days from the dates they were

sent to the central registry.
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4. Others

• Issue of Un-official cases

• In the case of department's own files the junior assistant will before despatch

makes necessary entries in the computer.

• Provision is made in the FMS to generate reminder if file is not received back by

the appointed date from the consulted department.

• In the case of files belonging to other departments/sections, the junior assistant

will similarly make entries in the computer using FMS.

• Issue of Tour Programmes of Ministers

• The tour programme of all Ministers will be issued direct by the personal

establishments of the concerned Ministers using LAN/WAN copies may be sent

by post only to those not provided with such networking facility.

• Service Postage Stamps Receipt and Custody of Stamps

• The under secretary in charge of general receipt and despatch section will make

an estimate of the postage requirements for a fortnight/month and get the

franking machine loaded for appropriate value in the G.P.O. or other post office

as the case may be.

• Ordinary Postage Stamps

• Ordinary postage stamps (and not service postage stamps) should be used for

official correspondence and articles sent by post to all foreign and

commonwealth countries. A separate despatch register will be maintained for

keeping a record of such issued and an account of the expenditure incurred

thereon. The section officer in-charge of general report and despatch section

should inspect daily this register and also exercise a physical check on the

balance of stamps available with reference to the entries made in the register.

3. Action after Issue

1. The central registry will send the drafts/office copies after

issue to the respective sections.

2. Junior assistant will place the issued drafts/office copies on the

respective files on his table and hand over the files to the

concerned dealing hands

3. When files are returned to him by the junior assistant after the

issue of orders, the dealing hand will immediately examine the

files and satisfy himself that the despatch of the concerned

papers has been properly attended to, that the relevant

enclosures have been sent, and that no further action is

necessary or pending in the case.

4. He will note thereafter the manner of further disposal on the

file viz., whether it should be-

5.1 recorded and

sent to the record

room

5. 2 recorded but

retained in the

section

5. 3 kept in

suspense without

recording

6. and submit the file to the section officer who will indicate his

decision and pass the file on to the junior assistant for making

the necessary entries in the computer FMS. Where it is

proposed to record any file under 'A' or 'B' classification, the

orders of the under secretary may be obtained. When a file is

closed, final action should be noted in the computer
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4. Suspense and Reminder Option

Suspense cases are those cases in which final disposal has not been made and in which

further action may be necessary. As soon as some preliminary action is over on a file and

further action is to be taken, the dealing hand concerned should mark in the margin of the

notes portion of the file the next date on which it should be brought forward for further action

e.g., "Sus till 20th June 2003" necessary option is made in FMS to alert the dealing hand to

revive the file for action on the appointed day and reminder, where necessary will be generated

by the computer. Templates containing the modes of reminders which could be used for the

purpose are available in the computer and the dealing hand / desk officer / section officer may

select the appropriate template, edit it suitably before mailing it to the concerned. The

following types of cases should be entered under this system:

• Cases which have been marked for resubmission on a particular date;

• Cases on which reminders are to be issued on specified dates (for brevity, after reminder is

issued a note in the note sheet, the capital 'R' and date may be indicated as "R 20th

November 2003"); and

• Cases which have been referred un-officially to other departments and the return of which is

awaited.

Where reminders issued by the section officer do not produce the desired result and

further action is called for, under secretary or higher officers will address the officers concerned

according to the importance and urgency of the subject.
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8. Forms and Rules of Correspondence

The various forms of correspondence were discussed in the Section 4 – Dak Handling

Procedures. This section details out the general guidelines in framing the correspondences.

1. Letter

1.1. Definition: "Letter" form is used for all formal communications to such authorities as

Government of India, State Governments or their attached or subordinate offices and

other offices, such as the High Court, state legislature, public service commission,

lokayukta, vice chancellors of universities, public bodies or associations of the public or

class of employees or Government servants. It is not to be used for correspondence

between different departments of the Punjab government secretariat;

1.2. A letter is composed of the following parts:

• Letter head bearing the name of the State Government and that of the

department/office, post bag number, telephone number, fax number

• Number and date of communication;

• Designation of the sender;

• Designation of the addressee;

• Salutation;

• Subject;

• Subscription; and

• Signature and designation of sender.

1.3. Official letters emanating from a department of the secretariat and purporting to

convey the views or order of the government must specifically be expressed to have been

written under direction of government. In case of letters by means of which formal sanction

of government is sought to be communicated or issued, it is necessary to invoke the

authority of the Governor by prefixing the words 'Governor, is pleased to

sanction/authorise/approve, etc., to the main text or contents of the sanction.

1.4. Letters addressed to official authorities should begin with the salutation 'Sir' and

those addressed to non-official individuals or groups of individuals with 'Dear Sir/Sirs'.

Those addressed to firms should begin with the salutation 'Dear Sirs' or 'Gentlemen'. All

official letters should terminate with the subscription 'Yours faithfully' followed by the

signature and designation of the person signing the letter.

1.5. Ordinarily, the letter to the Government of India, is addressed to the secretary of the

appropriate Ministry and if the Ministry has divisions or departments under it, the name of

the division or department is also written below the name of the Ministry. In the case of

other state Governments, the letter is addressed to the secretary of the department

concerned or to the chief secretary if the name of the department is not known. Generally,

letters to the Government of India or other state Governments are to be signed by officers

of the rank of under secretaries and above, depending upon the importance of the

communication.

1.6. The subject wherever necessary should be indicated clearly in suitable words, which

will be in the nature of an index to the contents, and reference to previous communication

may also be cited after the subject, and before the main text of the letter.
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2. Proceedings

2.1. Decisions of Government or orders of general applicability on questions of policy or

other important matters should be communicated, issued or promulgated in the form of

'proceedings'. The form of proceedings shall be used in the following cases-

• Communication containing financial sanction;

• Disciplinary proceedings involving imposition of a penalty on a government servant;

• Orders or decision of general applicability on important questions of policy; and

• Any other decision of government considered sufficiently important to warrant such

form of communication.

The Proceedings shall always be drafted in the third person.

2.2. Proceedings generally consist of -

• Letter head bearing the name of the state government and the department;

• Subject matter of the order in suitable words which will be in the nature of an index to

the contents of the order;

• Number and date of the order;

• "Read" portion giving the number and date of several previous orders or

communications which have been taken into account in formulating the present

decision;

• "Preamble" portion referring to the circumstances or requirements or reasons which

have actuated the formulation of the proposal;

• The order portion which is the most significant part of the proceedings should be selfexplanatory

and should clearly indicate the final decision of Government in precise

and unambiguous terms so that it should not be necessary to make a reference to the

introductory preamble to know the importance of the order;

• The signature of the officer authorised to issue the order along with his name and

designation, which shall be in the following form.

"By Order and in the name of the Governor of Punjab,

(Name)

Designation of the Officer

authorised to Sign.

• The officer or the persons to whom copies of the proceedings are to be distributed.

2.3. Where an order is to be issued under any article of the constitution or under any

enactment which provides expressly that an order or instrument shall be made by the

Governor, the expression 'Governor of Karnataka' should be used in the body of the order

or instrument, as the case may be.

2.4. Where an Order is to be issued under any enactment which provides for the making

of an order or instrument by the state government, the expression 'the government of

Karnataka' should be used in the body of the order or the instrument, as the case may be.
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3. Office Memorandum

This form is used for correspondence between the departments of the secretariat or between a

secretariat department and a Government department not included in the secretariat

organization or between one Government department and another. This is written in the third

person and bears no salutation or subscription except the signature, and designation of the

officer signing it. The designation of the addressee is indicated below the signature on the left

side of the page.

4. Circular

The 'circular' differs from the ordinary letter or memorandum n that it is addressed to several

departments or persons simultaneously. The circular 'FORM' should be used whenever the

substance of the communication does not warrant the formality of the proceedings form or the

letter form.

5. Demi-Official Letter

5.1. This form is used in correspondence between the Government officers for an interchange

of communication of opinion or information without the formality of the prescribed

procedure and also when it is desired that a matter should receive the personal attention

of the individual addressed or when it is intended to bring to the personal notice of an

officer a case in which action has been delayed and official reminders have failed to elicit

reply.

In certain cases communication addressed to non-officials may also be in the form of

demi-official letters.

5.2. A demi-official communication is addressed personally to an officer by name. It is

written in the first person singular in a personal tone with the salutation 'My dear' or 'Dear’

and terminating with 'Yours sincerely'. It is signed by the officer without mentioning his

designation.

5.3. The following form of communication may be used by the private secretaries to

Ministers/personal assistants to deputy ministers for correspondence with the deputy

commissioners of districts, heads of departments, etc., regarding the tour programmes of

Ministers/Ministers of State, etc.

Dear Sir,

I am directed by the Minister for

Yours faithfully,

PS to Minister for

PS to Minister of State for

Sri

Deputy Commissioner/heads of department, etc.
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6. Un-Official Note

6.1. Un-official references can be made in two different ways, namely-

(a) by sending the file itself to the department/office with a note recorded thereon; or

(b) by sending a self-contained note or memorandum;

6.2. This method is generally employed in secretariat departments (or between a

secretariat department and its attached office) for obtaining the views, comments, etc., of

other secretariat departments on a proposal, obtaining a clarification, etc., of the existing

instructions, of requisitioning papers or information, etc. No salutation or complimentary

closing words are used in this form. Use of formal letters for communication in between

one department and another is to be avoided:

7. Press Communiqué or Press Note

7.1. A press communique or press note is issued when it is sought to give wide publicity to

the decision of Government. Press communique is more formal in character that press

note and will be reproduced intact by the press. Press note on the other hand is intended

to serve as a hand-out to the press, which they may edit, compress or enlarge as they

may choose.

8. Notification

8.1. Notifications are used for publishing rules and orders passed under legal

enactments; for making announcement about appointments, postings, transfers, grant of

leave etc., of gazetted officers and publishing any matter required to be published in the

gazette under provisions of any law or order of government.

9. Endorsement

9.1. This form is made use of when a paper is returned in original to the sender or is

referred to another department or to an attached or subordinate officer (either in original or

by sending a copy thereof) for information, remarks or disposal, or where a copy of a

communication is to be forwarded to others in addition to the original addressee. In the

last case the endorsement may take one or other of the following forms-

"A copy (with a copy of the letter to which it is a reply) is forwarded to for

information and guidance/for necessary action/for favour of a reply/for early

compliance."

9.2. Copies of financial sanctions issued by administrative departments, where required

to be communicated to the audit authorities through the finance department are also sent

by means of an endorsement;

9.3. This form should not, however, be used in communicating copies to central or other

state governments which should generally be done in the form of a letter.
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10. Telegram

10.1. A 'telegram' should be used only on occasions of urgency and should be concise.

Clarity should not be sacrificed for brevity. No telegram should be sent, where Q.M.S., can

serve the purpose;

11. Communications to Government of India and other State Governments

11.1. All communications to Government of India and other State Governments except

those of a purely routine nature and those furnishing factual data of a non-confidential and

non-controversial nature should ordinarily issue under the orders of an officer not below

the rank of deputy secretary. Communications of a purely routine nature such as

furnishing factual information of non-confidential and non-controversial nature,

acknowledgements, routine reminders and forwarding memoranda may be signed by the

under secretaries.

12. Forms and correspondence between officer and the Ministers

12.1. Officers in the secretariat should not write DO letter to Minister. They may send a

note to the Minister through proper channel. If, at any time, an officer is required to bring

to the notice of a Minister certain matters with reference to his instructions, etc. he can do

so by addressing a communication to the Private Secretary to the Minister concerned.

12.2. In the normal course. all instructions to be given by a Minister to an officer

subordinate to Government should be conveyed through the Secretary of the concerned

administrative department.

12.3. In a case, where for certain reasons, it is felt necessary, to communicate the

instructions of the Minister to a subordinate officer directly, the Private Secretary to the

Minister may convey them through a DO letter or other suitable form of communication, to

the officer endorsing copy thereof to the Secretary of the concerned administrative

department under which the officer functions.

12.4. If the instructions given by the office of the Minister as per item (iii) above require

confirmation by the administrative department, the officer receiving the instructions and

the secretary to the department concerned may take appropriate further action.

13. Forms and correspondence between Private Secretaries to Ministers, Ministers of

State and Secretariat Officer

13.1. In normal course, all important instructions/orders such as for re-examination of

case, calling for reports or for taking action on certain lines etc., intended for the

secretaries to government should be in the form of 'Minute' signed by the Minister/Minister

of State;

13.2. In cases where the Minister/Minister of state has given certain instructions to his

Private Secretary for conveying them to the Secretary or any other officer of the

Secretariat Department, the Private Secretary may convey them through a note which
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should clearly indicate that he is conveying the said instructions as desired by the Minister

and that the said communication issues with the approval of the Minister. It shall be the

responsibility of the private secretary to the Minister to obtain the written approval of the

Minister to all such notes.

13.3. In routine cases, such as petitions presented to the Ministers/Ministers of State,

where no specific directions are given by the Ministers/Ministers of State, Private

Secretaries may send them to the concerned authorities for disposal.

14. Correspondence with the Legislative Assembly and the Legislative Council

14.1. Communications meant for the legislative assembly secretariat or the legislative

council secretariat and requiring urgent or high level attention may be addressed to the

secretaries concerned and not to the speaker or Chairman direct.

15. Correspondence with Members of Legislatures / Parliament

15.1. Acknowledgement and disposal of letters of references received from members of

legislature/parliament.

15.1.1. Whenever a Member of a legislature writes to a Minister on any matter

concerning the public or a section thereof or an individual about whom the

member thinks injustice has been done the letter has to be acknowledged by

private secretary to the Minister and the Minister's office should also watch the

final disposal of the case and give a final reply to the Member concerned of the

action taken.

15.1.2. Whenever a member writes to a secretary to government or any senior

officer on matters relating to the public or a section thereof or an individual, they

should give an acknowledgement to the member concerned. The concerned

officer should also examine the matter promptly and send a considered reply.

15.1.3. Special Register should be maintained in the office of each Minister and

secretary to government showing the date of receipt of the letter, date of issue

of acknowledgement, further stages of the case and the date of issue of final

reply. This register should be reviewed once a month by the private secretary to

the Minister or the secretary to government as the case may be, with a view to

verifying that prompt action has been taken at all stages.

15.1.4. Normally, information sought by Members of legislature / parliament should

be supplied unless it is of a such nature that it would have been denied to him

even if asked for on the floors of the Houses.

15.1.5. In case a reference from a former Member of Parliament / former Member of

legislature is addressed to a Minister / secretary, reply to such reference may

be sent by the secretary to government of the concerned department. In case

the reference is addressed to a lower level officer, reply to such reference could

be sent by the officer on his own in non-policy cases and after obtaining the

Manual of Modern Office Procedures 8. Forms and Rules of Correspondence.

Secretariat Manual

State Government of Punjab Department of IT - Punjab

For Internal Circulation Only DRAFT Page 56 of 111

approval of the higher authorities in policy cases. However, the minimum level

at which the reply could be sent should be that of an under secretary to

Government and in a letter form.

15.1.6. The letters received from the Members of the Legislature and Members of

Parliament should be dealt with expeditiously and final replies should be sent to

them within a month as far as possible. If this is not possible suitable interim

replies should be given which should indicate among other things, the probable

date of the final reply. Every attempt should be made to adhere to this date.

16. Procedures for dealing with letters regarding service conditions of Government

servants

16.1. Under Punjab Government Servants Conduct Rules. Government servants are

precluded from enlisting support or mediation of Members of the Legislature/Parliament or

other similar dignitaries in matters relating to service conditions. It will accordingly be quite

in order for secretaries not to entertain such representation on behalf of individual

Government servants. It will also be not necessary to issue a formal acknowledgement for

the receipt of these communications.
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9. Security of Official Documents & Right to Information

An Act to provide for Right to Information to the citizens about the affairs of the State and

Public Bodies.

Be it enacted by the Punjab State Legislature in the < insert year> Year of the Republic of

India as follows :->

1. Short title, extent and commencement. –

(1) This Act may be called the Punjab State Right to Information Act, 2004.

(2) It shall extend to the whole of the State of Punjab.

(3) It shall come into force on such date as the State Government may, by notification in the

Official Gazette, appoint.

2. Definitions - In this Act, unless the context otherwise requires –

(i) "Controlling Officer" means the immediate superior officer above the incharge of office, who

supervises and controls the work of incharge of office or such officer as may, from time to time,

be specified as such by the State Government for the purposes of this Act ;

(ii) "District Level Officer" means an officer or functionary of the State Government or a public

body having jurisdiction over a District in the State or as may, from time to time, be specified as

such by the State Government for the purposes of this Act;

(iii) "Incharge of the Office" means an officer / functionary of a Department of the State

Government or a public body, who is in actual control of any office of the State Government or

public body, as the case may be, or such officer / functionary as may from time to time be

specified as such by the State Government for the purposes of this Act;

(iv) "Information" means any material or information relating to the affairs of the State or a

public body;

(v) "Public Body" shall include,-

(a) Offices of all local bodies and other authorities constituted under any enactment of

the Rajasthan State Legislature for the time being in force; or

(b) any other statutory authority constituted by the State Government under any law

for the time being in force; or

(c) a Government Company / Corporation incorporated under the Companies Act,

1956 (Central Act No. 1 of 1956) in which not less than fifty one percent of the paid up

share capital is held by the State Government or a trust established by the State

Government under any law for the time being in force and controlled by it ; or
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(d) a Society or a Co-operative Society or any other organisation established under

any law for the time being force, by the State Government and directly controlled or

funded by it ; or

(e) any other body, which may be receiving substantial financial assistance from the

State Government , as may be specified by notification in the official Gazette for the

purposes of this Act ;

(vi) "Right to information" means the right of access to information relating to the affairs of the

State or public bodies by means of ; -

(a) obtaining certified copies of documents or records, or

(b) inspection of accessible records and taking notes and extracts, or

(c) inspection of public works, or

(d) taking of samples of material from public works; and

(vii) "Vigilance Committee" means a District Public Grievances-cum- vigilance Committee

constituted by the State Government vide order No. <Insert order no> dated <Insert date> or

as may be reconstituted or constituted by the State Government from time to time.

3. Right to Information - Subject to the provisions of this Act, every citizen shall have right to

obtain information from the incharge of office and such incharge shall be liable to provide

information under and in accordance with the provisions of this Act.

4. Procedure for Supply of Information –

(1) Any person seeking information shall make an application to the Incharge of the office

giving particulars of the matter relating to which information is sought.

(2) Upon receipt of an application under sub-section (1), the Incharge of the office shall

consider it and if the information is such which can be provided and do not fall within the

categories specified under section 5, the Incharge of office shall provide the information within

thirty days of the receipt of application under sub-section (1)

(3) Where the information sought by the applicant falls under the restricted categories specified

under section 5, the Incharge of the office shall refuse to provide information and shall

communicate his decision to the applicant within thirty days from the date of receipt of

application under sub-section (1).

(4) The information sought may be made available in the form it is available by copying or

photocopying the same.

(5) The information may be sought from and may be furnished by the Incharge of the Office

where from the information has originated or where any record is normally maintained or

deposited.

5. Restrictions on Right to Information - The Incharge of the office may, for reasons to be

recorded in writing, withhold-

(i) information, the disclosure or contents of which will prejudicially affect the sovereignty and

integrity of India, security of the State, conduct of international relation, including information

received in confidence from foreign Government, their agencies or international organisations;
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(ii) Information, the disclosure of which would prejudicially affect the conduct of Center-State

relations, including information exchanged in confidence between the Central and State

Government or any of their authorities / agencies;

(iii) Information whose disclosure would harm the frankness and condour of internal

discussions, including Cabinet papers, inter-departmental / intra-departmental notes,

correspondence and papers containing advice, opinion etc. as also of projections and

assumptions relating to internal policy analysis;

(iv) Information, the disclosure of which-

(a) Would prejudicially affect the enforcement of any law including detection,

prevention, investigation or suppression of crime or contravention of any law or

the apprehending of offenders and the operations of any intelligence

organisations;

(b) Would endanger the life or physical safety of any person, or identify the source of

information or assistance given in confidence for law enforcement or security

purposes;

(c) Would prejudicially affect fair trail or adjudication of a pending case or the

proceedings of any tribunal, public inquiry ;

(d) Would reveal the existence or identity of a confidential record or source of

information ; or would prejudice future supply of information relating to violation or

contravention of any law ;

(e) May help or facilitate escape of any person from legal custody or affect his

present security;

(v) Information the disclosure of which would prejudicially affect the governments ability to

manage the economy or the legitimate economic and commercial interests of a public authority

; or would cause unfair gain or loss to any individual or organisation ;

(vi) Personal information, the disclosure of which has no relationship to any public activity or

which would cause unwarranted invasion of the privacy of an individual;

(vii) Information held in consequence of having been supplied in confidence by a person who –

(a) gave the information under a guarantee that its confidentiality would be protected

; or

(b) was not under any legal obligation, whether actual or implied, to supply, and has

not consented to its disclosure;

(viii) Information whose release would constitute a breach or privilege of Parliament / State

Legislative Assembly, or would amount to violation of an order of a Competent court;

(ix) The record and information referred to in section 123 and 124 of the Indian Evidence Act,

1872 and claimed privileged ;

(x) Information on the following grounds also –

(a) that the request is too general or is of such a nature that, having regard to the

volume of information required to be retrieved or processed for fulfilling it, it would

involve disproportionate diversion of the resources of a public authority or would

adversely interfere with the functioning of such authority.
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Provided that, where access is being refused on the ground that the request is too

general, it would be duty of the in-charge of office concerned to render help, as far as

possible, to the person seeking information to re-frame his request in such a manner

as may facilitate supply of information;

(b) that the request relates to information that is required by law or convention to be

published at a particular time ; or

(c) that the request relates to information that is contained in published material for

sale.

6. First appeal –

(1) Any person aggrieved by the order of the In-charge of the office or any person who has not

received required information within the time stipulated under section 4, may appeal to the

controlling officer;

Provided that no order adversely affecting the person making appeal shall be passed unless

an opportunity of being heard is afforded to him.

(2) Every appeal shall be heard and decided expeditiously and by all means be disposed of

within thirty days from the date of presentation of appeal.

(3) The appeal shall be accompanied with the proof of fee deposited or tendered in the manner

provided in accordance with section 8.

7. Second appeal –

(1) Any person aggrieved by the order of –

(i) the controlling officer who is not above the rank of a District level Officer, may appeal to the

Vigilance Committee of the concerned District ;

(ii) the controlling officer other than those specified in clause (i) , may appeal to the Punjab

Civil Services Appellate Tribunal constituted under section 3 of the Punjab Civil Services

(Service Matters Appellate Tribunals) Act, 1976 (Act No. 34 of 1976) :

Provided that no order adversely affecting the person making the appeal shall be passed

unless an opportunity of being heard is afforded to him.

(2) Every appeal shall be heard and decided expeditiously and by all means disposed of within

thirty days from the date of presentation of the appeal.

(3) The appeal shall be accompanied with the proof of fee deposited or tendered in the manner

provided in accordance with section 8.

8. Fee –

(1) The request for seeking information under this Act shall be accompanied by a proof of

payment of such fee as may be prescribed for furnishing of information.

(2) If requisite fee as prescribed under sub-section (1) is not paid for the required information,

the information as sought under section 4 may not be made available.
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(3) The appeal shall be accompanied with such fee, and be deposited and tendered in such

manner, as may be prescribed.

9. Obligation of the Incharge of Office –

(1) Every Incharge of the office shall have a duty to maintain all records in accordance with the

procedure laid down under relevant law or Departmental manuals.

(2) While maintaining the records proper indexing, listing, numbering and paging of records

shall be done and the same may be kept ready for access to information, subject to the

provisions of this Act, to any citizen requesting for such access.

(3) Any person responsible for providing any information under this Act shall be personally

liable for furnishing information within the period specified under this Act.

10. Penalties –

Where any person responsible for making available information under this Act, fails without any

reasonable cause to furnish information sought by any citizen under the provisions of this Act

within the time specified or furnishes any information which is false with regard to any material

particulars and which he knows and has reasonable cause to believe it to be false or does not

believe it to be true, he shall be liable, after such inquiry as may be required under the service

rules, pertaining to disciplinary action applicable to him, for imposition of such penalty as may

be determined by the disciplinary authority under such rules.

11. Bar to the legal proceedings –

No legal proceedings shall be instituted for enforcing the right to information without first

exhausting the remedies provided under this Act.

12. Protection of action taken in good faith –

No suit, prosecution or legal proceedings shall lie against any person for anything done or

intended to be done in good faith in pursuance to the provisions of this Act or rules made there

under.

12-A- Suo mot exhibition / exposure of information - The State Government and public

bodies may suo - mot exhibit or expose such information, from time to time, as it may consider

appropriate in public interest, in the manner as may be prescribed.

13. Power to make rules –

(1) The State Government may make rules for carrying out the purposes of this Act.

(2) All rules made under this Act shall be laid, as soon as may be after they are made, before

the House of the State Legislature while it is in session, for a period of not less than fourteen

days, which may be comprised in one session or in two successive sessions and if, before the

expiry of the session in which they are so laid or of the session immediately following, the

House of the State Legislature makes any modification in any such rules, or resolves that any

such rule should not be made, such rules shall thereafter have effect only in such modified

form or be of no effect, as the case may be, so, however, that any such modification or

annulment shall be without prejudice to the validity of anything previously done there under.
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10. Procurement Policy

10.1. PURPOSE:

The purpose of this policy is to provide requirements for the acquisition of information

technology (IT) resources which:

10.1.1. Meet Departments' functional & business needs while providing timeliness, cost

efficiency and flexibility in the acquisition process.

10.1.2. Allow Departments to obtain the best value for money by considering multiple

alternatives, giving consideration to a range of technical factors, functional & business

requirements and the quality.

Promote fair and open competition.

10.1.3. Promote the use of open, vendor-neutral specifications and standards to ensure that

acquisitions support Department strategic directions and the Punjab State Technical Standards

(STS).

10.2. SCOPE:

This policy applies to the acquisition of all information technology resources and purchase

services regardless of the sources of funds, sources of supply or the intended use or purpose of

the acquisition. This policy shall apply to all the Government Departments and also serve as

policy guidelines for the Public Sector Undertakings and other Government & Semi-Government

Institutions under the Departments of the State of Punjab. The scope includes:-

􀂃 Departments that operate, manage or use stand-alone, shared or network-attached

computers and Information Technology Products.

􀂃 Departments that operate, manage or use data, video or voice (Packet switching

only) telecommunications equipment, networks and/ or Information Technology

services.

􀂃 Departments that purchase Information Technology products or telecommunications

network services from other commercial sources.

The acquisition methods are intended to be flexible and adaptable as circumstances

warrant provided that all departments’ modifications adhere to the provisions of Department of

Information Technology standards and requirements for acquisitions.

10.3. POLICY STATEMENTS

10.3.1. The primary responsibility for the management and use of information systems,

information technology equipment, software, services and telecommunications rests with each

state Department concerned.

10.3.2. The Departments may purchase, lease, rent, or otherwise acquire and maintain

equipment, proprietary software and purchase services including those acquisitions that are

part of a project under supervision of the Department of Information Technology with the

Technical Sanction (TS) of Department of Information Technology .

10.3.3. Departments are expressly prohibited from acting without the Technical Sanction

(TS) of Department of Information Technology. Departments are not exempted from the State

Technical Standards when conducting acquisitions within their Department under some other

delegated authority.
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10.3.4. Departments concerned will, however, be responsible for issuing the Administrative

Approvals (AA) and Financial Sanctions (FS) for the implementation of Information

Technology projects in respect of their Departments as per the administrative & financial

authority delegated at each level under the Standing Orders of the Department concerned. The

Departments would keep the following points in mind while issuing such sanctions:

• The Department has completed a Strategic Information Technology Plan (SITP) duly

approved by the Department of Information Technology that defines a foundation for

Department’s technology acquisitions and infrastructure, e.g., strategic planning for

state wide deployment of systems.

• Funds are available either as part of the Department’s own budget process or have

been allocated by the Department of Information Technology.

• The plans and proposals for acquisitions for information products and services should

be reviewed by the Department from administrative, financial and management

perspective.

• The Department follows an acquisition process which ensures open competition and

accountability for purchases and expenditures and which adheres to the provisions of

this policy as reviewed by the Department of Information Technology from time to

time; and

• The Department follows the State Technical Standards (STS) laid down by the

Department of Information Technology except under those circumstances-described

by the Department and approved by Department of Information Technology which

warrant waivers to the State Technical Standards (STS).

10.3.5. For all acquisitions relating to the Information Technology products and services,

Departments are subject to the procedure to be laid down by this Department. The Technical

Sanction (TS) of Department of Information Technology is required prior to proceeding with the

acquisition process provided funds are available for this purpose either in the Department

concerned or the Department of Information Technology has earmarked funds in its budget for

this purpose.

10.3.6. The approval of Empowered Committee on Computerization (ECC) as constituted in

Department of Information Technology is required for implementation of the projects where the

total estimated cost of the project is greater than Rs.5.0 Crore. Such approvals must be

obtained prior to conducting the acquisition and prior to the release of any formal Supply

Order document.

10.3.7. Acquisition methods are intended to be flexible and adaptable as circumstances

warrant, provided that all Departments adhere to the provisions of Department of Information

Technology standards and requirements for acquisitions.

10.3.8. While evaluating various bids / proposals for acquisition of Information Technology

resources due weightage may be given to the technical factors in addition to the financial bids

while evaluating a bid to ensure maximum value for money for the Government. However, the

criteria for according such weightage should be clearly spelt out in the tender document and

duly approved by the Department of Information Technology.

10.4. Under this policy the departments may use one or more of the following methods for the

acquisition of IT products and services depending upon the requirements in consultation

with the Department of Information Technology:

10.4.1. Competitive Bidding
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10.4.1.1. Open Competitive Bidding by following the guidelines of Department of Information

Technology issued from time to time.

10.4.1.2. By selecting an IT Product vendor from the approved list of vendors to be notified by

Department of Information Technology short listed on the basis of open competitive bidding

and a pre-qualification criteria. The vendor would be selected through restricted competitive

bidding out of the short-listed vendors.

10.4.2. Existing Contracts

10.4.2.1. Rate Contracts (Master Agreement) entered into by the Department of Information

Technology for certain categories of items to be specified by the Department of Information

Technology through open competitive bidding. Only Department of Information Technology

would be competent to create Rate Contracts / Master Agreements in respect of Information

Technology resources.

10.4.2.2. By selecting a Turnkey Solution Provider (TSP) from the approved list of TSPs to be

notified by the Department of Information Technology on pre-fixed rates which are short listed

on the basis of open competitive bidding and a pre-qualification criteria to be prescribed by the

Department of Information Technology.

10.4.2.3. Existing Contracts: Departments may use existing contracts/ rates established by

other Departments including the Central government/ Institutions/ Bodies subject to the

procedure to be specified by the Department of Information Technology.

10.4.3. Corporate Agreements

10.4.3.1. Corporate Agreements may be negotiated and administered by Department of

Information Technology with the Principal / original manufacturer, dealer or provider of

information technology products or services where significant advantages will result to the

state Government when Department of Information Technology uses its leverage as a single

point buyer for the Government of Punjab. The resulting products and services shall be

available to all Departments at the rates negotiated under the Corporate agreement without

the necessity of using one of the other approved acquisition processes. Products and services

may also be available to local governments and other Government & Semi-Government

Institutions if their regulations so allow.

10.4.3.2. Proprietary products and services would be acquired as per the procedure to be

specified by this Department provided there is distinct technical or economic advantage; or

Compatibility with the current installed base.

10.4.4. Other Methods

10.4.4.1. Inter Departmental Transfer of IT resources on the book value. This means that the

Department may club their requirements for IT products and services for a competitive

advantage while acquiring IT products and resources

10.4.4.2. Other means as appropriate under the rules framed from time to time by the

competent authority in Department of Information Technology.

10.4.4.3. Private Sector Strategic Partnership, which would be entered into with the approval

of the Department of Information Technology on a case-to-case basis. However, the Higher

education and Research & Development (R&D) institutions may enter into such strategic

partnerships for academic purposes with the approval of their competent authority and without
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the approval of the Department of Information Technology.

10.4.5. Departments may specify a brand-name product as a requirement in the approved

acquisition processes listed above if the specified product satisfies one or more conditions

including but not limited to the following:

10.4.5.1. Uniquely satisfies a Department’s business or functional needs; or

10.4.5.2. It is specified under the State Technical Standards/ common standards.

10.4.5.3. High quality standards, availability, robustness, scalability or reliability are of primary

concern because of the critical nature of applications or usage. For example, the main

application, mail, database or Intranet Servers of the Department, the UPS for the critical

equipment, the critical communication equipment, etc.

10.4.5.4. Is compatible with the current installed base; or

10.4.5.5. A law, agreement or grant funding requires a product; or

10.4.5.6. Assists in recovery from a disaster.

10.4.6. Up-gradation and/or Buy Back Scheme: The department may upgrade the existing IT

products or procure under buy back scheme new products with the required new configuration

in the market from short listed vendors approved by Department of Information Technology

through restricted bidding or through the open bidding as per Annexure B.

10.4.6.1. Keeping in view the average life period of IT product to be 3 to 5 years depending

upon its intensity of usage, serviceability, technology and other related factors, the department

may procure the latest products of required configurations at the discounted price, the discount

being more than the reserve price of the IT product, under the buy back scheme. The reserve

price of the existing IT products may be got assessed through a Committee constituted by the

Department concerned in consultation with the Department of Information Technology.

10.4.6.2. The other options for procuring the latest IT products depending upon the requirement

is to transfer the existing obsolete systems in working order to any other department or

educational institutes where they can be effectively utilized for their internal usage i.e. training,

etc.

Open competition, cost efficiency, timeliness, open standards, conformity to common State

Standards, responsiveness to the needs of the client Departments and the protection of the

financial, technical and other interests of the State Government are the hall marks of this

proposed policy.

10.5. POLICY EXCEPTIONS

10.5.1. The procedure of Technical Sanction would not apply to cases where IT Auditors

have been engaged by the concerned department in consultation with Department of

Information Technology. In such cases, one of the representatives of Department of IT would,

however, be involved throughout the entire process of IT deployment.

10.5.2. All IT proposals for procurement of material below the limit of Rs. 50,000 would not

require the Technical Sanction from the Department of Information Technology. In such cases

the concerned Administrative Secretary would be competent to issue the Technical sanction.
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10.5.3. Wherever the concerned Department already has Personal Computers (PCs) and

wants to buy the essential accessories like printer, UPS, scanner, CD writer, etc. below a value

of Rs. 50,000, for all such items no Technical Sanction would be required from the Department

of IT.

10.5.4. Departments are allowed without limitation to acquire information technology process

control equipment.

10.5.5. Departments are allowed without limitation to acquire information technology

resources in emergency situations when it is necessary to restore existing levels of operation

following a disaster such as fire, flood, earthquake, vandalism, or theft, provided that the

acquisitions are for the purchase of services and equipment to restore operations and replace

equipment similar to the inoperative equipment.

10.5.6. Higher education and Technical Education institutions have authority without limitation

to acquire information technology resources for academic and research applications.

10.6. EFFECTIVE DATE

10.6.1. This policy will be applicable with immediate effect.

10.6.2. In case of all projects where tenders have been called prior to the issuance of this

policy, the implementation of the project may be completed under the existing rules under

which they were being governed prior to the issuance of this policy.

10.7. RESOLUTION OF COMPLAINTS AND PROTESTS:

10.7.1. Complaints: Companies may submit their complaints to a Department prior to

responding to a bidding document if a company believes the bidding document unduly

constraints competition or contains inadequate or improper criteria.

10.7.2. The complaint shall be made in writing to the Departments before the due date of the

bidding response. The Department bidding process may continue.

10.7.3. A copy of the complaint shall be forwarded to Department of Information Technology

by the receiving Department without delay.

10.7.4. Department of Information Technology, however, may enquire into, examine and take

steps to intervene such as requiring modification of bidding requirements, modification of

schedule or withdrawal of the bidding.

10.7.5. The resulting decision of Department of Information Technology is final with no further

administrative appeal available.

10.8. DISPOSAL PROCEDURE:

10.8.1. Departments may develop specific internal policy and procedures addressing how

disposal will occur within their organization when the IT equipment is no longer required.

10.8.2. The following requirements apply to disposals:

• Departments may dispose of IT equipment with an estimated present value of

Rs.50,000 or less by following the laid down procedures without review or approval by

the Department of Information Technology.
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• For IT equipment with an estimated present value of more than Rs.50,000 all

Departments must contact the Department of Information Technology for disposal of

the obsolete/ unserviceable IT products.

• Departments shall estimate the present value of IT equipment as the higher of the

market value (when available) or depreciated value. To calculate the current

depreciated value of the equipment, use the straight-line method of depreciation and

a useful life of not more than five years.

10.9. Interpretation, Changing and Relaxing this policy

10.9.1. Changes in the business needs of Departments as well as market and technological

advances may require revisions to this Acquisition Policy to keep the requirements and

guidelines current with the prevailing business climate.

10.9.2. The power of interpreting, changing and relaxing of policy instructions are vested in

the Department of Information Technology.

10.10. Procurement of items other than IT hardware, networking and software products and

IT peripherals

10.10.1. Section Officer in the Department to consolidate the requirements on a weekly basis

and send the request to the stores for purchase/ procurement.

10.11. Procurement of IT products and Services

10.11.1. Section Officer in the Department to send the requirements to the <define

designation> person in the Department of IT, Punjab State Government
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10.11.2. Arrangement & Maintenance of Files

Activity SN Description

1 All current papers on a case in a department shall be arranged in current

files. Every file will consist of two parts viz., (a) 'notes' and (b)

'correspondence' placed in a single jacket. The 'notes' portion will be tagged

on to the left hand side of the jacket and the 'correspondence' portion to the

right hand side of the jacket. Both 'notes' and 'correspondence' will be filed

from bottom upwards, chronologically, so that on opening the file, the latest

note and communication are on the top left and top right, respectively.

2 The 'notes' portion of a file shall consist of all notings done in department

or in other departments of the secretariat including those recorded by the

officers and Ministers and all paragraphs in the notings shall be numbered

continuously. Signature and initials appended by the officers or Ministers

need not be given any para number. The note recorded by Minister will be

termed and referred to as 'minutes'.

1. Arrangement of Papers in a File

3 The 'correspondence' portion of a file shall contain all communications

received from outside and all communications issued on the file including

demi-official letters, letters, office memoranda, received from other

secretariat department(s). Every communication whether receipt or issue,

together with its enclosures kept in the ‘correspondence’ will be given a

serial number in red ink in the centre of the top of its first page. The first

communication will be marked 'serial no. 1' and the subsequent ones will

bear consecutive serial numbers in a single series.

2. Page Numbering

1 Every page in the 'notes' portion of the file will be numbered consecutively

from top to bottom as in a book. The page numbers will be given on note

sheets at the top corner opposite other than the tag end. blank intervening

pages, if any, should not be numbered, but a line should be drawn

diagonally from one corner to another of the blank space. All papers placed

on the correspondence portion of the file will be assigned consecutive page

numbers in a single series beginning the first sheet at the bottom which will

bear page number 1. Thus the consecutive page number assigned to a

receipt consisting of a number of pages will be different from its original page

numbers. Whenever a clean copy of the draft issued is given a serial

number, the corrected copy of the draft which is retained in the

'correspondence' portion need not be given any separate serial number, but

may be given appropriate page number(s). Enclosures which have to be

returned/forwarded to another authority shall be removed from the file at the

time of issue and a slip as indicated below introduced in its place;

Pages to End to SI. No or letter/ memo No dated from

regarding Removed and forwarded to on Date vide SI. No

(or endorsement No dated ) Date Signature
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3. Punching

of Papers

1 All papers shall be neatly punched at the left-hand top corner to the correct

gauge (3/4 of an inch from either side) before it is tagged to the

correspondence or notes portion of the file and not pricked through. No pins

should be used to join the papers and all pins should be removed.

4. Appendix to Notes or

Correspondence

1 If the inclusion of any detailed information in the 'notes' is likely to obscure

the main points at issue or make the note un-necessarily long, such

information or details will be incorporated in a separate and self-contained

summary or a statement which will be placed in a separate cover called

'appendix to notes'. Similarly if enclosures to a communication received or

issued consist of a large mass of material, such papers should be placed in

a separate cover called 'appendix to correspondence'.

5. Parts

1 When the 'notes' or 'correspondence' portion of a file becomes bulky (say

exceeds about 100 pages on any side), the file should be stitched and

marked 'volume I', the 'notes portion of the file being separated from the

'correspondence portion by means of a separate slip or a half sheet

prominently marked 'correspondence'

6. Opening of a New File

1 A new file should be opened as soon as a fresh receipt is received by the

section, which cannot be dealt with on an existing file. The dealing assistant

concerned will, in the first instance, give a suitable 'title' to the file proposed

to be opened with the approval of the section officer. In opening a new file,

he will bear in mind the instructions contained in para 179 regarding 'title'.

After giving a suitable 'title' to the file, the dealing hand will get the requisite

file number allowed to it using the FMS. He will give the allotted file number

on the cover of the file at the appropriate space provided for it and also

indicate the computer number boldly. He will also give the name of the

department, section, year and the subject matter (title) of the file on the

cover in the space allotted for the purpose. The fresh receipt will then be

placed on the correspondence portion of the file, serial numbered and page

numbered. It will then be docketed on the 'notes' portion of the file. The

subject matter in brief as also the file number should invariably be written on

the top of each note sheet in a file or when separate notes are submitted.

1 Docketing is the process of recording on the note sheet of the fact of the

receipt or issue of a communication into or from the department and shall

consist of such relevant particulars as the serial number given to the

communication, the number and date of the letter, the name and address of

the person, agency or authority from whom it is received or to whom it is

issued. (e.g., SI. No. 1 (receipt) No. E. 1200/68-69/PSC, dated 1st March,

1969 from the secretary, Punjab Public Service Commission. SI. No. 2

(Issue) dated 10th March, 1966 to the secretary, Punjab Public Service

Commission). While docketing the necessary particulars should be entered

in red ink across the page starting from the margin;

7. Docketing

2 Immediately after a paper is received which is to form part of the

correspondence portion of the file, the paper should be assigned a serial

number which should be written at the centre of the top of the page;
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3 Similarly out-going communications or letters will be given serial numbers

4 Both 'receipt' and 'issues' will bear consecutive serial numbers.

8

Notes should be written on note sheets provided for the purpose. If a note

sheet is not readily available, a plain paper may be used but the note will be

recorded well beyond a clear margin of one inch. At least an inch of space

should invariably be spread at the bottom of the note sheet and the noting

continued in the next page so that enough space is available for passing

orders by authorities concerned. In no case, files should be submitted

without allowing space as stipulated above.

9

To ensure neatness in the maintenance of files and aiding quick detection of

delays' Docket sheets will appropriate columns should be used. The docket

sheets are to be placed between the top jacket of the file and the first note

sheet. All receipts and movement of file should be noted by means of seals

of the sections or of the officers concerned in the columns provided for the

purpose, ie., the first column under the heading "number and date" similarly

all routine instructions such as "please speak", "please discuss", etc., should

be noted under column 3. The practice of giving such instructions on the

note sheet or by means of slips of paper pinned to the note sheet should be

avoided.

10

When a file is referred to another department, that department should,

before it starts noting, write across the note-sheet, immediately below the

last note the name of that department and the section which records the

note, e.g.,

"Food and Forest Department"

11

Routing notes exchanged between persons in a section or between officer of

a department, rough work sheet statements, etc., should not form part of the

notes or correspondence portion of the file, but may, if required for reference

in near future, kept folded below the file jacket on the file board. Similarly,

when the enclosures received with a communication consist of bulky

material, pamphlets, brochures, statements, etc., such material should not

be filed with the correspondence portion, but kept in the file pad below the

file jacket with a suitable indication of the particular communication of which

it forms an enclosure.
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Every file shall be given a file number generated by the computer using

FMS. This file number shall consist of four parts:

SN Description

1 two or three letters indicating the department to which the file

pertains e.g. DPAR, AAH, HEW, RD etc.,

2 A group of three letters indicating the subject head;

3 Serial number of the file under the subject head;

4 The last two digits of the calendar year, e.g., 01, 02, 03, etc.

Thus FD 28 BTX 00 means the 28th file under the head BTX

(Betting Tax) opened during the year 1978 in the finance department. There

is no need to adopt as the first letter of trilateral, the first letter of the section

dealing with the subject.

12

In each department, a number of subjects needs trilateral consisting of a

group of three distinct letters which will, by themselves give an indication of

the subject matter which shall be prepared, i.e., the subjects allocated to

each department will be broken into smaller units to be identified by a

symbol of three letters. The number of such subject heads may be as many

as desired, but roughly it should be prepared on the basis that the number of

files under a subject head to be opened in a year should not be less than 30

and not normally exceed about a hundred. Subject heads once approved will

continue from year to year and new subject heads may be added from time

to time with the approval of the under secretary in the department in

consultation with the under secretary, in the department of personnel and

administrative reforms (training), who may be nominated for the purpose in

order to ensure that the same group of three letters are not adopted by

different departments. Though there may be no serious objection in the

same trilateral being adopted by two different departments as each file

number is preceded by identifying letters of the department, it is imperative

to avoid confusion, that is the same trilateral is not used for more than one

subject. The desirability of this suggestion will be appreciated, when it is

realised that subjects are likely to be transferred from one department to

another. Besides, if for the same subject, different trilateral are used for

different periods varying on the sections where they are being dealt with, the

general records section will feel much difficulty in locating the previous

collections.

There should be a separate file for each distinct subject. If the scope of the

subject of a file is very general and comprehensive in nature, there will be a

tendency to put into the file indiscriminately receipts dealing with different

aspects of the matter. This will not only make the file bulky but also militate

against speedy and efficient disposal. If the issues raised in a receipt or in

the notes or in the orders passed therein extend beyond the original subject,

relevant extracts should be taken and dealt with separately on new files.

Manual of Modern Office Procedures 10. Arrangement & Maintenance of Files

Secretariat Manual

State Government of Punjab Department of IT - Punjab

For Internal Circulation Only DRAFT Page 72 of 111

13. Subject matter

pertaining to more than

one file headings

Where a communication received contains matters pertaining to several

files, relevant extracts shall be made and placed in the proper files.

14

No file should be opened in respect of a receipt of an ephemeral nature, e.g.

applications for casual leave, tour programmes of ministers, etc., reference

to such receipts will be by diary numbers or by their subject. In this

connection, the instructions contained in para 61 shall be borne in mind.

1 Use of Part files should be avoided as far as possible. A part file may be

opened only when the main file is not likely to be available for some time or

when it is desired to consult simultaneously other sections or officers and it

is necessary for them to see the 'paper under disposal' and other connected

papers.

2 A part file will normally consist of

SN Description

1 the original 'Paper Under Disposal' or its copy and other

essential papers on the 'correspondence' portion ; and

2 the note or notes recorded or to be recorded on the proposal

contained in the 'paper under disposal' or a copy thereof on the

'notes' portion.

3 A part file should be incorporated with the main file as soon as the letter

becomes available. The note portion should be incorporated with the notes

at the appropriate place or at the end of the last noting and the

correspondences with the correspondence portion. The 'notes' and

'correspondence' added to the main file should be suitably renumbered.

15

4 When more than one part file is opened, each one of them should be

given a distinct number thus HD 54 PUB (Part file78, HD 54 PUB (Part File

II) 78.

16. File Registers

A record of files opened during a calendar year will be kept in a file register

in KGS Form No. 10. As soon as a new file is opened the assistant will

inform the file register clerk of the subject matter, the file heading and the

diary number of the fresh receipt. The file register clerk will assign the next

serial number and will enter the details in the file register at the appropriate

place. The number assigned will be noted only on the file cover.

17. File

Movement

1 All movements of a file will be entered in the file movement at the

appropriate place. All files will be routed though the 'file movement clerk"

who will record each movement of a file in the chronological order, one

below the other in the appropriate columns of the register.
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2 Movement of papers for which no files are opened and which are

therefore dealt with under diary number and movement of files and papers of

other departments/sections which will go back to the originating

department/section will be noted in the column 8 of the section diary.

3 Files should move directly from the D.S. upwards without coming back to

the sections concerned for noting their movements, Such movements should

be noted by the personal assistant/stenographer who maintain the register

for movements of files. He will send daily an extract of this register to the

section for noting the movement of files in the file register or section diary as

the case may be.

1 Official and demi-official communications will be included in the

'correspondence' portion of a file.

2 U.O. Communications.- Self-contained U.O. reference and replies thereto

should be included in the correspondence portion of the file.

3 The draft for approval put up with a file should be placed above the

correspondence and tagged.

18. Filing of official, un-official and

demi-official communications and

drafts

4 Drafts submitted for orders should form part of the permanent record and be

preserved on the correspondence portion. If the signed draft is heavily

corrected, a clear copy of the final draft as issued may, however, be added

to the correspondence portion.

1 Referencing is the process of putting up and referring to connected records,

precedents, rules, regulations, books or any other paper having a bearing on

a case. Such papers will be flagged with alphabetical slips to facilitate their

identification.

2 The slip will be pinned neatly on the inside of the page. When a number of

files or papers on the case are to be flagged, the slips should be spread over

the whole width of the file so that every slip is easily visible.

19. Referencing and use of Slips

3 The slip "P.U.D." should be attached to the paper the disposal of which is

the subject matter of the file. The latest communication which is to be

considered in relation to the subject should be flagged 'fresh receipt'.
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4 SN Description

No slip other than "PUD" or "FR" or "DFA" will be attached to

any paper on a current file. When it is desired to invite a

reference to certain papers in the 'correspondence' portion of the

file, both the serial number and its corresponding page number

should invariably' be quoted in the 'notes' portion (e.g. Serial No.

6/p 8 etc).

Notes will be referred to by their para numbers. Concurrently a

reference to the page of the note portion of the file on which the

note is recorded could also be given if necessary (e.g. para 4

page I/notes).

5 Not more than one alphabetical slip should be attached to a recorded file or

paper put up for reference.

6 It should be remembered that the slips are merely temporary convenience

for the quick identification of papers and have to be removed as soon as

they have served their purpose. To facilitate the identification of references

after the removal of slips. it is necessary that the number of the file referred

to should be quoted in the body of the note and the number of the relevant

page together with the letter of the slip attached thereto indicated in the

margin. Similarly a description of the rules, regulations acts, etc., together

with the number of the relevant paragraph or clause referred to will always

be quoted in the body of the note while in the margin will be indicated the

alphabetical letters of the slips and the page number.

7 Books or rules etc. to which reference is made in the file be placed on a file,

if copies thereof are available with the officer to whom a case is submitted,

brief mention to this effect being made in the margin of the notes in pencil.

When, however, Books/ Rules are required to be put up with files, such

publications should be placed on top of the flaps of the file board covering

the file and then bound neatly and strongly by means of the string attached

to the board in a bow-tie.

1 Linking of files on which action is in progress will, as far as possible be

avoided. As a general rule linking' will be resorted to only when the files are

inter-connected and orders have to be passed on them simultaneously. If

any papers on a current file are required for reference only in connection

with the disposal of another current case relevant extracts should be taken

from the former and placed on the latter.

20. Linking of Files

2 When files are linked, strings of the file board of the lower file but not its flaps

will be tied round the upper file. The strings of the file board of the upper file

will be tied underneath it in a bow out of the way. Each file will thus be intact

with all its papers properly arranged on its board.
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21. Arrangement of papers for submission of a

case

1 A case consists of a current file and any other files and papers, books, etc.,

put up for reference. The papers on a case will be placed in the following

order from top down wards;

SN Description

1 'Notes ending with the note for consideration.

2 'Correspondence' containing the 'PUD' and 'FR' if any and

the draft for approval.

3 Standing guard files.

4 Other papers referred to e.g. extracts from notes or

correspondence of other files, resolutions, gazettes, etc.,

arranged in chronological order, the latest being placed on top.

5 Recorded files arranged in chronological order the latest being

placed on the top.

6 Routine notes or papers placed in a cover in a chronological

order.

22

While submitting the file to officers it should be placed on a file board and

sent in with its cover closed, a book-mark being inserted at the particular

page where the latest note or minute has been recorded for submission or

perusal or orders of appropriate authority.

1 The two prescribed priority markings to be used on files are ‘immediate’ and

‘priority’.

2 Immediate should be used in cases of extraordinary urgency requiring

instant attention. Priority should be used where the case should be given

precedence over others to which no priority labels have been attached.

23. Priority marking on files

3 Legislative assembly or legislative council questions, resolutions, assurance,

etc. as also papers connected with the preparation and submission of

budget estimates, will be assigned suitable priority marking. In order to

ensure that the files relating to legislative matter are handled on top priority

basis coloured slips LA/LC questions and other priority labels should be

invariably attached to files relating to legislative matters. Labels bearing ‘top

secret’, ‘secret’, ‘confidential’, ‘PUD’, ‘DFA’, ‘DCN’, ‘FR’ may also be used

appropriately.

Different colours may be used for different kinds of slips. priority labels

should be used carefully and with discrimination and removed at the proper

stage by the section officers.
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11. Indexing & Recording

1. Indexing

Activity SN Description

1. Index

1 Object - An index of the records of a department provides a means of

tracing previous papers on a particular subject.

2. Constituents of an Index Slip

1 An index slip is composed of two parts, namely (i) title and (ii) file number

and date of order, circular etc.

Title of file. - The subject given to a file is called its 'title'. It should be as

brief as possible but should give at a glance sufficient indication of the

contents of the file so as to serve as an aid to its identification. The 'title'

should be divided into (a) 'head', (b) 'sub-head' or 'sub-heads' and (c)

'content' in the following manner-

SN Description

1 Head.- The important word that is placed first in the title, by

which its alphabetical position in the index is determined and

on which primarily depends the possibility of finding the title in

the index, is called the 'head'. The 'head' must be a word or

words that will naturally occur to anyone who wants the

papers. It must not be too wide.

2 Sub-head.- The 'Head' will be followed by a 'sub-head' or

'sub-heads', which should be more indicative of the precise

subject, of the file than the 'head'. In selecting 'sub-head' the

consideration to be borne in mind will be the same as in

selecting the 'head' viz., that the word or words selected

should be such as are likely to strike anyone in need of the

papers contained in the file. Where it is necessary to have

more than one sub-head in a title, the wider and more abstract

generally come before the narrower and more concrete;

3 Content. - After the 'head' and ‘sub-head' will come the

‘content'. This must be brief and express clearly the exact

subject of the file. A content worded in general terms is of

little practical use, for, if it does not distinguish a file from other

relating to closely similar but not identical subjects, time may

be wasted in taking out and examining several files before

what is wanted is found.
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2 File number and date.- The 'title' on an index slip will be followed by a

reference to file number and date. The procedure for allotting a number to

a new file has been outlined in paragraph -----

3 Standard 'Heads' and 'Sub-Heads'.- Consistency is essential in the

selection of both heads and sub-heads. For example, files dealing with

questions of pay should be indexed always under the head 'pay' and not

some times under pay and some times under 'salary or emoluments'. This

can be secured by maintaining a list of standard heads and sub-heads for

recurring subject and then adhering to them.

4 Wording and Articulation.- The whole title 'head', 'sub head', and

'content' should consist mainly of substantives, adjectives, where

necessary and participles. Minor parts of speech should be excluded as

far as possible to make a strict alphabetical arrangement practicable. The

title should be articulated or broken up into parts each consisting of as few

words as possible, and each expressing an element in the subject matter.

Each will begin with a capital letter and separated from the preceding one

by a bold dash.

3. Index slips, important

Government Orders,

Official Memoranda etc.

1 Index slips will be prepared for all important orders, circulars, official

memoranda, letters, etc., contained the weekly gazette other orders,

circulars, etc., which are required to be indexed may specifically be

indicated as "copy for indexing in the address portion. A copy of weekly

gazette along with the copies of orders, circulars, etc., to be indexed

should be sent to general records section for the preparation of

departmental indices by the R and I Section of the department every

week.

4. Format of Index Slips

1 Below this the 'head' and 'sub-heads' will be typed, one below the other,

followed by the complete title and number of the file and date, as indicated

below-

"Head

(1)

(2)

Sub-Head

(1)

(2)

(3)

Title

(1)

File No. and date"
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2 In secret sections index slips for secret files will be maintained separately

and will be kept by the section officer.

5. Two or more

titles when

necessary

1 If two aspects of a question are very much inter-connected and are dealt

with in the same file, two or more complete titles may be necessary e.g.

creation of a post and appointment of particular officer to it. Such cases

would require two index indices and geology department, deputy director,

additional post sanctioned for two years;

1 In indexing question, bills, resolutions etc., in the legislature, the following

form of titles should be adopted to facilitate consolidation for purposes of

printing legislative assembly questions / resolution legislative council

questions / resolution

6. Indexing of Questions, Bills,

Resolutions etc. in the Legislature

2 When a question, resolution, etc., in the legislature results in the issue of a

Government orders, two independent index slips should be prepared in

the manner indicated in the preceding form e.g., one under the 'head'

legislative assembly/legislative council and the other under the subject

matter of the order.

7. Preparation of Annual Index

• The general record section after receipt of the weekly Gazette along with copies of

orders, etc. from the R and I section every week will prepare index slips under proper

heads and sub-heads for each department separately. The index slip received from

the section (para -----) will also be included therein. The section officer, general record

section will ensure that the index slips are properly prepared and arranged in an

alphabetical order in one series. In editing the index slips for printing, the full 'title' will

appear only on the index slips bearing the 'head'. It will not be necessary to repeat the

whole title on the subsidiary index slips bearing the ‘sub-heads'. Instead only a

cross reference will be made

• Index slip for confidential files may be incorporated in the general departmental index.

Index slips for secret files, however, should be made over to the compiler of the

department Index only if a secret department index is maintained in the department.

• The Annual Index for a particular year of a department will contain index slips of

orders, etc., indexed during that year.

2. Recording

Recording is the process of closing a file after action on all issues under consideration in the

file has been completed.

Classification-General Principles. - All recorded files should be classified for the purpose of

preservation having regard to their importance and the period up to which they are likely to be

required for reference in connection with administrative needs. Every file which is likely to be

required must be preserved and every unwanted file destroyed both to save space and to
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simplify searching. In interpreting administrative needs, due regard should be had to their

extent. While there may be strong administrative necessity for preservation for a short period

that is a very different thing from preservation for ever. It is equally necessary that the

minimum period of preservation should be long enough to provide for any revision or

reconsideration of the orders issued on a file. Even in respect of files to be preserved, weeding

of unnecessary papers there from should be carried out to the full extent.

(ii) Care should be taken to see that files containing papers which are important or are likely

to be important in future, however, indirectly, as sources of information on any aspect of

history, whether political military, social, economic, etc., or which are or may in future prove to

be of biographical or anti-quatrain interest, are not destroyed.

Record Classification

The records shall be classified by an officer not below the rank of deputy secretary ABCD

classification the records shall be classified as under –

Class Description

A To be preserved indefinitely. This class will be allotted to files in which important

questions have been discussed or which contain orders establishing important

precedents or general instructions or rulings of a permanent important ones. These

files may be printed wherever necessary. Classification should be approved by the

under secretary.

B To be preserved for 30 years. This class will be allotted to files of the same category

as above but which are unlikely to be required for reference after a few decades.

Classification should be approved by the under secretary.

C To be preserved for 10 years. This class will be allotted to files of secondary

importance which it is desired to preserve for a very limited number of years.

Section officer can approve this classification.

D To be destroyed one year after the end of the year in which the file was closed. The

class will consist of files the contents of which are of a purely temporary nature and

which need not be preserved. Section officer can approve this classification.

(ii) The classification of records into above categories should be facilitated by means of

an authorized ABCD classification of subjects dealt with in a department. The different subjects

dealt with in a department should be grouped into ABCD categories having regard to the

nature and importance of each subject from the administrative and historical point of view. The

O and M officer of each department should prepare such a list for the department and get it

approved by the Secretary. It should be reviewed once in three years in consultation with the

AR Division of the DPAR and kept up to date. A copy of the list should be sent to the director of

archives whose suggestions, if any, for revision of the list for historical purpose should be given

due weight.

Procedure for making Classification

Classification should be suggested in each case separately by the dealing hand in accordance

with authorised ABCD classification when no further action is required to be taken on a file.

The file will be put up to deputy secretary for his approval for being recorded under ABCD list.
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Preparing a file for Record

After a file has been marked for record it should be arranged properly for recording by the

record clerk. This would involve the following action

(i) Amendment or revision of the title of the file where necessitated by the development

of the subject mater of the case since its start;

(ii) Completing references, that is, removing alphabetical slips and giving permanent

identification marks to the references quoted in notes and correspondence (where this has not

already been done) and noting numbers of previous or later files on the subject on the cover of

the file;

(iii) Preparing a fresh cover for the file with the revised title and details of previous and later

references etc., where necessary;

(iv) Noting (a) the classification and date of recording in the file register and the year of

destruction in the case of B and C records; and (b) the total number of pages in the notes

portion and the correspondence portion in bold type on the inside of the front cover;

(v) Items (i) i.e., change of title shall be done only with the approval of an officer of the

rank of deputy secretary and above, and (ii) above will be completed by the dealing hand

himself. The file will then be passed on to the junior assistant who will attend to the remaining

items of work. He will also mark on the cover the classification of the file as approved by the

deputy secretary within the file. In the case of files classified ‘B’ or 'C', the year in which it will

be due for destruction should also be written on the cover thus 'Destroy in 19' The junior

assistant will then submit the file to the section officer who will initial the outer cover, below the

'classification' in token of his approval. The file will thereafter be stitched neatly in the file jacket

and sent to the records.

Destruction of “D” Class Records

Files which are classified as ‘D’ nature will not be recorded but will be kept in the Sections in

bundles arranged 'month-wise' and destroyed as soon as they are one year after the end of

the year in which the file was closed or sent for disposal as 'waste paper' to the general record

section.
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12. Special Procedure Applicable to Certain Cases

1. Legislative Business

It is the responsibility of concerned secretariat department to supply Minister with all material

necessary for him to discharge his duties in the legislature efficiently and promptly. Secretaries

should make arrangements to ensure that this work is promptly attended. An officer not below

the rank of deputy secretary to Government shall be entrusted with the task coordinating all

legislative business.

1 1 Subject to any specific instructions, in this regard, every department shall arrange

to have a officers in the official gallery in each of the houses to take notes of

points pertaining to it-

1.1 During the debate on the Governor's address;

1.2 During general discussions on the budget;

1.3 During question time when questions pertaining to their departments are on the

order paper;

1.4 When bills pertaining to their departments are under discussion

1.5 When grants pertaining to their departments are under discussion

2 The officer on such duty shall submit to the secretary in charge of the

department a note on the day's proceedings in so far as it concerns the subject

matters dealt in that department. Where no point(s) came up for discussion, 'nil'

reports will be submitted for information of the secretary;

3 Either secretary or an officer not below the rank of deputy secretary from each

secretariat department should invariably be present in the assembly/council for

about half an hour at the commencement of each day session and similarly for a

short while towards close of day's session.

2 1 The following procedure will be adopted in the matter of furnishing replies to LA

and LC questions.

2 As soon as notice for a question is received by the secretariat department action

should be intiated to prepare reply without waiting for the orders of the speaker /

chairman regarding its admissibility.

3 The question/notice so received will be entered in a register of LA/LC Question

maintained

4 If, it is felt that the question should be dealt with by any other department, the

opinion of the concerned secretary to Government should be ascertained over

telephone or fax / E-mail before transferring the question. Such transfer should be

intimated by the secretary to Government to the secretary of the LC/LA concerned

by D.O. letter. In case, the department to which the question is transferred refuses

to accept the same or when a doubt arises as to which department should handle

the question, the department which proposes the transfer or has a doubt shall

seek in orders of the additional chief secretary through the DPAROAR)
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5 The secretary, or other officer specially authorized by him in this behalf, will

scrutinize the question to decide-

5.1 Whether required material is available in the department to answer the question.

or

5.2 Whether any information will have to be collected from the subordinate offices or

from other departments of the secretariat.

Where information has got to be collected from other departments of secretariat, a

copy of the question or relevant extracts thereof should be sent simultaneously to

all such departments from whom the information is required with a request that

they should send back the information within specified time limit. The concerned

department shall treat such requests at the same priority as the LA/LC questions

pertaining own departments

6 On the basis of the information available in the department and collected from

other sources, a draft reply to the question shall be prepared. A note for answering

supplementaries shall also be prepared for starred question.

7 As soon as the an receipt of the admitted question any will be entered in the

Register mentioned in sub-para (ii) above, unless they have already been so

entered at the notice stage, in which case, only amendments, if any may be

entered.

8 The draft reply and note for supplementaries prepared by the department should

be amended wherever necessary in accordance with the admitted question. If on

account of the amendment of the question, further information is to be gathered

from other departments of the Secretariat or subordinate offices, the procedure

prescribed in sub para-(iv) above should be followed.

9 The Note for supplementaries should not be typed on the same sheet of papers as

the answer but should be on a separate sheet of paper.

10 When answers and notes for supplementaries are put up for approval, they should

bear the slips 'draft reply', 'draft note for supplementaries'. Printed labels will be

generally available; but in cases they are not available manuscript labels should

be used.

11 The draft reply both in Kannada and English and a note for supplementaries in the

final form should be submitted for approval by the Minister-in-charge. No answer

should be sent to the legislature unless it is approved by the Minister-in charge.

12 After approval by the Minister, the secretariat department shall prepare 50 copies

of the reply; and send to the concerned legislative secretaries such number copies

as may be specified by the legislature. The number of copies to be sent in

Kannada / English on specified by legislatures secretary. However the replies

should be so far as practicable may contain Kannada reply on one side and

English reply on the reverse.
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12.1 Keep one copy on the file for record and use by the Minister when answering the

question.

12.2 The note for supplementaries will also be fair copied and kept on the file

immediately below the answer and all relevant documents in the file properly

referenced in the note. Copies of the reply and note for supplementaries should

also be sent to the Secretary of the concerned department and other officers, who

are required to brief the Minister for oral replies.

13 After action as in para 12 above, the file should be sent by the administrative

department to the private secretary of the Minister-in-charge of the question for

submission to the Minister on the day the question is put on the list of business of

LA/LC concerned for being answered.

14 Immediately after the question has been answered on the floor of the house, the

relevant file should be returned to the secretariat. In case any assurance has been

given while answering supplementaries, the fact shall be noted in the file by the

Minister. Further action on the assurance may be initiated on receipt of information

from the legislature secretariat. If the action to be taken as the assurance is not

sufficiently clear, transcripts of the proceedings may be obtained from the

legislature secretariat by the concerned department.

15 If in spite of the best efforts, it is not possible to furnish a reply of the admitted

question within the available time, the secretary of the department concerned shall

request Minister-in-charge to in turn request, the speaker/chairman that the

question for answer on a subsequent day. This procedure should be reported to

only in exceptional cases.

16 All correspondence regarding legislative questions should go in envelopes

superscribed 'Immediate – legislative question'.

17 It is impressed on all officers, both in the secretariat and outside, that particular

care and attention is necessary in dealing with the business of the legislature. In

particular, the secretaries to government will be primarily responsible for prompt

action to deal with legislature work.

3 1 The procedure mentioned above will apply mutatis mutandis to questions in

parliament in respect of which information is sought for from the state. But, as

quite often, the information sought for may pertain only to collection of data, in

which case, not be necessary for every such reply to be shown to the Minister

concerned before despatch. Where, however, the information sought for relates to

substantive issues, the draft answers should be shown to the Minister concerned

before being forwarded to the Government of India.

4 1 Whether a question should be allowed or not is a matter for the speaker/chairman

to decide but the preparation of a reply to question should not be delayed on the

ground that the question is inadmissible in the opinion of the secretariat

department.
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2 In case the secretariat department wants a question to be disallowed on the

ground of inadmissibility the request shall be sent by the concerned Minister to the

speaker / chairman.

3 Where any issue raised in a question is sub judice, it may not be proper to furnish

replies to such issues. The reply in such cases issues is confined to only to the

issues which are not sub judice.

5 1 Every effort should be made to answer the questions promptly. A question which

involves compilation of detailed statistics involving considerable labour cannot be

declined to be answered on that ground. But, where the secretary is of the view

that it is not possible to collect the information without spending time and effort not

commensurate with the data collected, he may bring this to the notice of the

Minister to decide whether a reply should be given that the information is not

readily available and the time and effort involved in collecting it is not

commensurate with the likely utility of the data. Further where the data will take

considerable time to collect, on suitable occasions, an interim reply may be given

that the information asked for will be placed on the table of the house when it is

ready.

6 1 The attitude of Government to a resolution is to be decided by the cabinet under

the transaction of business rules. Immediately notice of a resolution is received, a

cabinet note should be prepared and the case put up to the cabinet for deciding

the attitude of Government. In the case of a large majority of the resolutions, no

noting will be necessary in the department except the draft cabinet note itself

which will incidentally provide a brief to the Minister while replying to the debate;

2 Non-official resolutions are taken up on the days allotted for non-official business

in the order in which the resolution appears in the list of business. secretaries

should check up the resolutions as soon as the results of the ballot are announced

and, having regard to the days allotted to non-official business, see that the

cabinet decisions as to the attitude of the Government to be adopted in respect of

the resolutions that are likely to be taken up for discussion, are available to the

Minister in time.

7 1 The secretary of the administrative department and the secretary of the

department of law and parliamentary affairs will be present in the official gallery

during the discussion on Government Bills and they will be responsible for

advising the Ministers on any points that may arise during discussion.

Amendments to bills before the house have to be dealt with promptly been while

the bills are under discussion

2 The procedure for drafting the bills are as prescribed under rules 47 to 65 of

transaction rules.

8 1 Cut-Motions are received usually at very short notice. Immediately a cut motion is

received, a brief regarding the cut-motions should be prepared and submitted to

the Minister-in-charge by the secretary of the department concerned.

9 1 Implementation of Assurances.- As soon as statement of assurance made on

the floor of the legislature is received from the legislature secretariat, thereafter
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extracts thereof will be forwarded to the concerned sections. Each section shall

maintain a register of such assurances. The department shall initiate necessary

action as the assurances in consultation with the Minister. The action taken on the

assurance shall be communicated to the secretary, Punjab legislative

assembly/council. The register should be submitted to the secretary of the

department every month, who will sign it in token of having examined it and also

record any instructions he may consider necessary.

2. Cabinet Cases

According to Rule 12 of the Transaction Rules, all matters referred to in the First Schedule

thereof shall ordinarily be considered at a meeting of the Cabinet. Rule 20 specifics the

procedure to be adopted in such cases. As soon as it becomes clear that a case will have to

be placed before the council of Ministers, whether a formal decision to place the case before

the cabinet is taken or not, the department concerned shall prepare a draft cabinet note,

setting out the facts relating to the case, the points for decision, the views of the various

administrative departments and the final recommendations of the administrative department.

1 1 Before a case is included in the agenda, the departments concerned must be

consulted and their views obtained and included in the cabinet note. Attention is

invited to rules 13 and 17 of the transaction rules, and in particular to the need for

consulting the finance department in matters when affect the finance of the state.

2 1 After it will be found advantageous to send copies of the draft cabinet note to the

departments concerned simultaneously requesting them to indicate their views.

These shall be incorporated in the final draft before it is submitted to the cabinet. In

such cases, the draft cabinet note and the views of the departments thereon may be

filed in the correspondence section with proper referencing.

3 1 While submitting a case for the cabinet the department to which the case belongs

should prepare and forward a memorandum setting out with sufficient precision, the

points in the case which require decision to the secretary to the cabinet.

In particular the Memorandum shall state conciselya

In a case which concerns more than one department the joint

recommendation of the Ministers or the points of difference between

them, with the recommendations of each of the Ministers concerned;

b If it has not been possible to consult any concerned department, the

reasons therefore.

c Advice, if any, tendered by the department of law and parliamentary

affairs under transaction rules.

2 When the subject of the case concerns more than one department, the case shall

not be submitted for being laid before the cabinet until it has been considered by the

departments concerned, unless the case is one of extreme urgency.

4 1 The following instructions shall also be borne in mind while drafting cabinet notes-

SN Description

1 The draft cabinet note should be marked secret, and it should bear the

number of the file on the top

2 A brief subject heading should be given in all cases;
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3 The paragraphs and pages in the cabinet notes should always be

numbered to facilitate reference during discussion in the cabinet;

4 A cabinet note should set out the main points at issue and for

consideration in a series of short, crisp paragraphs setting forth the

essential points

5 If a cabinet note relies on detailed analysis of some complicated factors,

or on statistics, this should invariably be set out in the form of an

appendix for reference, if necessary;

6 The fact of having consulted other department(s) concerned in the

matter should be indicated in the note, giving in brief either their

agreement to the proposal, or in case of any difference of opinion, the

point or points on which such difference(s) of opinion(s) have been

expressed by them;

7 If the proposal(s) made in a cabinet Note involve(s) any financial

commitment, the fact of having consulted the finance department and

their agreement to the commitment involved should be clearly indicated

in the note;

8 In cases, where FD has not agreed to a proposal and the administrative

department wishes to take it up before the cabinet, the following

procedure may be adopted;

1 The file need not be shown to FD again, if the FD had

given its views with the approval of Finance Minister. The

level at which the decision has been taken in FD shall be

indicated so that no back reference would be necessary to

ascertain whether Finance Minister had seen the file; and

2 In all other cases, the departments may show the papers

along with the draft cabinet note to Finance Minister before

it is sent to chief secretary.

2 the draft cabinet note should be approved by the secretary of the department. The

fair copy could be signed either by the secretary or deputy secretary as "for

secretary" with the name of the department indicated below. The draft cabinet note

when ready should be sent to the Minister-in-charge of the department through the

chief secretary.

5 1 The cabinet note should contain the specific point or points on which the decision of

the cabinet is sought, together with the recommendation of the department.

6 1 A cabinet note as well as decisions of the cabinet thereon should be placed in the

'notes' portion of the file. A copy of the order to be issued by Government on the

basis of the decisions of the cabinet should be invariably marked to the cabinet

section with reference to the cabinet note. Such orders will form part of the

'correspondence' portion of the file.
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3. Submission of the files to the Governor

In cases which have to be submitted to the Governor either for approval or signature, a short

and clear summary should be prepared by the secretary of the administrative department

concerned. The secretary should clearly bring out in the summary that the requisite formalities

have been completed, that the proposal has the approval of the Minister-in-charge and/or Chief

Minister and/or cabinet as the case may be and indicate the action required on the part of the

Governor. The note should be on a separate thick sheet of paper that should form part of the

note file, should be signed by the secretary of the department concerned and forwarded to

secretary to Governor for obtaining the approval or signature of the Governor as the case may

be. The deputy secretary in the finance department may sign the summary note in respect of

amendments to P S Ms., finance and other codes.

4. Consultation with the Public Service Commission

SN Description

1 Whenever the opinion of the public service commission is required on a disciplinary

matter, the Secretariat files should not be referred un-officially to the public service

commission for their advice/ opinion; instead a self-contained letter should be sent

together with all papers relating to the departmental enquiry, viz., the charge sheet, the

proceedings before the enquiry officer including the findings recorded, the documents

filed and the report of the enquiry officer.

2 Reference to the Commission may be made directly by the administrative department

concerned and need not be routed through the department of personnel and

administrative reforms except in cases where general principles or methods or

recruitment, promotion and transfer from one service to another are involved. under no

circumstances should any secretariat file containing departmental

notes/minutes/orders of Ministers forming part of the records sent to the commission

for advice/opinion.

3 When the department concerned has received the commission's

recommendation/advice and has arrived at its own conclusion as to the orders which

should be issued, it shall, before issuing the order, in cases where general principles

arise, consult the DPAR (Service Rules). When the department feels that the

recommendations/advice of the public service commission need not be accepted, the

case should be put up by the secretary of the administrative department concerned to

the Minister-in-charge and the Chief Minister through the chief secretary. If it is

decided not to accept the advice of the commission, a second reference to the public

service commission may be made explaining the circumstances in which it is

considered necessary to differ from the commission. Such communication may be

signed by a deputy secretary or any higher officer. If in any case it becomes necessary

eventually not to accept the advice of the commission, the case has to be brought

before the cabinet as per item No.20, first schedule to the transaction rules.

4 If the cabinet decides not to accept the advice/ recommendation of the public service

commission then the reasons for non-acceptance of the advice of the commission

should be communicated to the public service commission.

5 The commission shall be informed of the action taken on its recommendations by the

administrative department concerned in all cases (including those relating to the

recruitment) which have been referred to the commission for advice. Ordinarily an
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endorsement forwarding copies of orders issued by the Government in such cases will

suffice.
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13. Checks on Delays

1. Weekly Arrear Statement

SN SN Description

1 1 The weekly arrear statement is intended to give a statistical picture of the total number of

receipts and cases received and dealt with by each dealing hand during a week, together

with a detailed analysis of the number of the receipts and cases left over with him and the

section as a whole. The weekly arrear statement gives an idea of the distribution of work

among the dealing hands and the load on each individual. The statement also enables the

section officer, the under secretary and the deputy secretary concerned to keep a watch

over the progress of work of each dealing hand and to take suitable steps to expedite

action on delayed cases and prevent the section from running into large arrears.

2 The statement will be prepared on the last working day of every week in in the prescribed

format The junior assistant shall initiate action by completing the headings and column No.

4 of the form with the help of Form-I (computer form). The statement will be circulated

among the dealing hands in the section for completion of columns 5 to 9 of the form. The

dealing hand shall indicate the resubmission cases. Figures of arrears to be given in

columns 7 to 9 will be determined by the dealing hand by a physical count of receipts

pending action with him and with reference to Form-I (computer form). In column 5 will be

given the difference between column 7 and the total of columns 3 and 4. Detailed

information in respect of receipts or cases in hand of the dealing hand for over 5 days will

be given in the prescribed format (which forms an Appendix to in the prescribed format).

For this purpose the period of pendency of a paper with dealing hand will count from the

date of its receipt by him. Entries regarding communications received from Government of

India and/or other state Governments will be underlined in red ink in the form in order to

pin-point attention of officers to such references.

3 The junior assistant will submit the completed statement to the section officer duly

completed in all respects on the first working day of the next calendar week i.e., on

Monday next, or on Tuesday, if Monday happens to be a holiday. The section officer will

scrutinise the statement, giving his remarks, where necessary, in the prescribed format

and submit it to the under secretary on the same or next day.

4 Where the section officer marks receipts to himself, he will indicate the position in respect

of such receipts in the relevant columns of the weekly arrear statement before it is

submitted to the under secretary.

5 The under secretary will give his remarks in the prescribed format. Weekly arrears

statement need not be submitted to the deputy secretary or secretary of the department

unless specific instructions to the effect have been issued that such statements should be

put up to them.

Monthly statement of cases pending disposal for over a month.

As opposed to the disposal of mere receipts at the dealing hands level, which is reflected

in the weekly arrear statement, the monthly statement of cases pending disposal will, as

its name implies deal with cases which are pending disposal for over a month, and as

indicated in the file registers of the sections.

2 1 As opposed to the disposal of mere receipts at the dealing hands level, which is reflected

in the weekly arrear statement, the monthly statement of cases pending disposal will, as
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its name implies deal with cases which are pending disposal for over a month, and as

indicated in the file registers of the sections.

2 The purpose of the monthly statement of cases pending disposal is to bring to the notice

of officers that cases have been pending in the sections under their charge for over a

month, and where and why. The statement will indicate particulars of all live cases

pending disposal for over a month. A case will be treated as a live case until it has been

'finally disposed'. The monthly statement will give an opportunity to officers to review the

pending cases and also provide them an occasion to give instructions to the subordinate

staff to take special action, or to obtain specific orders with a view to expedite the disposal

of such cases.

3 The statement will be prepared in the prescribed format. The junior assistant will initiate

action by giving the numbers of all files/ receipts (not taken on files) remaining and

disposed of up to the end of the month preceding that to which the return relates. Receipts

like unofficial references belonging to other departments on which action is usually taken

without their being brought on to a file will be included in these lists. The junior assistant

will prepare these lists by the 3rd working day of every month in respect of the previous

month.

4 The section officer and the dealing hand will scrutinise these lists. They will then proceed

to prepare the monthly statement in the prescribed format, a separate form being used for

each pending case. Where such forms have already been prepared in the previous

months for the pending cases, the progress of further action taken on that case will be

indicated in the same statement for that case below the last entry. The dealing hand will

submit the details of their pending cases in the prescribed format to the section officer by

4th working day of every month. The section officer in turn will submit the consolidated

statements by the 7th working day of every month to the under secretary with a brief note

indicating the following details:

Details Position

as in the

last

statement

Present

position

No. of cases

added/disposed or

transferred to Call

Book

1 2 3 4

(a) No. of cases pending between I

and 3 months.

(b) No. of cases pending between 3

and 6 months.

(c) No. of cases pending between 6

months and one year.

(d) No. of cases pending between 1

year and 2 years.

(e) No. of cases pending over 2

years.

Total

5 The statements relating to disposal of cases, if any, will be removed from among the

statements submitted in the previous month crossed in red ink and kept in a routine folder

below. The entire set of statements will be arranged in chronological order, the latest

being on top and the case with the longest period of pendency being at the bottom. These

statements will be placed in a folder of 'statement of pending cases' neatly arranged and

submitted to the under secretary with the note mentioned above duly recorded in a regular
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file opened for the purpose. The title of the file should be 'monthly statement of cases

pending disposal for over a month-submission of the 10th of every month'.

3 1 In order to reduce the delay in the disposal of business in the secretariat, the following

steps are suggested:

Secretaries to Government should devote one day every month to review and discuss

long pending files which are more than four years old with the officers in their respective

departments. AS / JS / DS will similarly review cases pending between 2-4 years and U.S.

less than 2 years old;

2 Where cases are held up for comments or views with departments other than their own

secretaries should contact their counterparts in the other departments and arrange

personal discussions with a view to disposal or settlement of points at issue.

3 In respect of files for which replies or comments are due from the lower formations or

subordinate offices for a long time, similar discussion would be held with the heads of

departments with a view to secure speedy disposal. For this purpose, one of the under

secretaries of the secretariat department may be deputed once a month to office of the

heads of departments under its control after sending the list of pending cases in advance,

and with the due intimation to the concerned heads of department;

4 The heads of departments are required to send to the personal address of the secretary of

the administrative department a complete list of all cases pending for orders for over three

months in the secretariat. Thereafter, the secretary or his deputy will find out the reasons

for pendency and initiate action required for issue of final orders

5 The secretariat officers at the level of deputy secretary and above will arrange to prepare

a list of cases pending with them for over a month in in the prescribed format and submit

to the secretary of the department concerned. Similarly, secretaries to Government are

also require to send such a list of cases pending with them in in the prescribed format to

the chief secretary every month for his perusal and orders. Further action on such lists

should be taken up as per the orders of the chief secretary thereon;

6 The private secretaries to Ministers and Ministers of State are required to prepare a list of

cases pending with the Ministers/ Ministers of State for every month within the first week

of the succeeding month in the Proforma and submit the same to the Chief Minister

through the chief secretary

7 To watch the timely disposal of the references received from the Ministers/Ministers of

State, particularly where the Ministers desire to have reports or indicate the specific action

to be taken etc. and to review the position once a fortnight or earlier, the following

procedure shall be adopted.

1 Every section officer should maintain a register for watching the disposal

of cases referred to the department by the Ministers and Ministers of

state in so far as his section is concerned;

2 At the end of every week the under secretary concerned should review
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the disposal of such cases; and

3 Once a fortnight, a statement should be sent to the establishment of the

secretary indicating the action taken on each reference for being put up

to the secretary and for transmission of the statement to the Minister

concerned, after compilation of all such references.

8 In order to avoid delays and to ensure that prompt action is taken on all the files submitted

by the departments to Ministers concerned, the Secretaries shall issue suitable

instructions to the officers of their departments to review the pendency of such cases

periodically and ensure that the orders of the Ministers concerned are obtained in time.

The secretaries may also inform the officers working under them that it would be their

personal responsibility to secure prompt disposal of all cases and particularly of cases

which are of an urgent or immediate nature.

9 The secretary to the Chief Minister and private secretaries to the Ministers and Ministers

of state are also required to take appropriate action for early return of the files submitted to

the Ministers with necessary orders.

2. Call Book

SN SN Description

1 1 Cases which have reached a stage when no steps can be taken by way of expediting

action for a long time (e.g., cases held up before law courts or tribunals, land acquisition

cases etc.) may be excluded from the monthly statement of pending cases prescribed in

para and their progress watched through a call book (K.G.S. Form No.18) to be

maintained by all sections. These cases should however be shown separately in the

break up of balance in the monthly statements of pending cases.

2 The following procedure should be followed for maintaining the call book:

SN Description

1 As soon as the dealing hand finds that no action whatsoever can or need be

taken on an outstanding case for expediting disposal-(not even by issuing a

reminder) for a period of atleast six months he will put it up to the under

secretary through the section officer for orders whether the case may be

transferred to the 'call book' suggesting a date on which action on it should

be restarted.

2 The under secretary will examine the case carefully and satisfy himself that

the inclusion of the case in the 'call book' is justified and pass orders

accordingly.

3 When a case has been transferred to a call book, no further action will be

taken on it till the date of its re-opening or till need arises to take action on it

earlier in consequence of, say, the receipt of a decision of a law court, or the

receipt of a reply from the party concerned sooner than it was anticipated.

4 The section officer will scrutinise the call Book during the first week of every

month to see that the cases which have become ripe for further action during

the month are brought forward and action initiated on them on due dates.
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The call book will be submitted to the under secretary in the second week of

every month and to the deputy secretary once a quarter, i.e., during the

months of January, April, July and October. They will satisfy themselves that

no case on which action could have been taken suffers by its inclusion in the

call book, and where necessary, give their remarks or directions about action

to be taken on any case.

5 When a case has been placed on the call book, it will be omitted from the

monthly arrear statement. The total number of cases brought on the call book

should, however, be shown separately in the break up of the monthly

statement of pending cases.

6 When a case becomes ripe for action or if action is restarted earlier than

expected, such date will be treated as the date of the commencement of the

re-opened case and further progress watched in the usual way.

3. Register of Periodical Returns

SN SN Description

1 1 Each section should maintain a register of periodical returns, showing the periodicity of

the return date on which due, the authority from whom it is to be received or to whom it

has to be sent, and the actual date of receipt / submission. These returns may be

weekly, fortnightly, monthly, quarterly, half-yearly or annual
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14. Inspections

SN SN Description

1 1 Inspection of sections.- The inspections are intended to interalia (i) verify

whether the procedure prescribed in the manual is being observed in

practice and (ii) give suitable guidance to the section inspected to raise its

level of performance and to increase its efficiency. The inspections should

not only delect acts of omissions and commissions but also provide practical

guidelines as to how they shall be remided.

2 1 Frequency of Inspections: Inspection of the section should be carried out

by section officer. Each section officer shall inspect his section once in three

months and make notes and assessment in accordance with KGS form 20-

A. The under secretary shall inspect each of the sections under him once in

six months in detail, make notes and give instructions where required for

improvement in form 20B.

2 The sections shall be inspected by concerned section officer, under

secretary and deputy secretary according to the following schedule.

Sl.

No Quarter ending Section officer Under

secretary

Deputy

secretary

1 March During April

2 June During July II week of July

3 September During October

4 December First week of

January

January

The reports shall be made by section officer in Form-20A, by under

secretary in Form-20B and by deputy secretary in Form-20C.

3 In addition the section officer shall also carry out table inspection of dealing

hands in the section every month, make notes and give instructions for

remedying defects or guidelines for improvement in KGS form 20-C. He

should also verify whether action, wherever required, has been taken in

accordance with the inspection report(s) of the previous month(s). Such

reports in form 20-C shall be submitted to the under secretary who shall

ensure that inspection has been accurately carried out. Besides, the under

secretary shall also, where necessary carryout table inspection of dealing

hands/section officers to review and suggest appropriate action in respect of

long pending files. Such reports of review shall be submitted to deputy

secretary / secretary concerned. Principal secretary / secretary / special

secretary / as the case may be should ensure that table inspections are

carried out in accordance with these instructions.

4 Inspection Reports.- The inspecting officer will submit his report to his

immediate superior officer and also endorse a copy to DPAR (AR).
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5 In addition to routine and table inspection prescribed in the above subparas

by section officer/under secretary and Deputy Secretary, senior

officers like i.e., JS/AS/secretary should, occasionally carry out the

inspection of the sections with special reference of the question of disposal

of delayed cases. Secretaries in charge of the departments should conduct

surprise checks of a few sections to ensure prompt and efficient disposal of

work in the department;

6 Programme of Inspection.- In order to avoid dislocation of work, a

programme of inspection of sections should be drawn by each department in

advance every year after taking into account the period of seasonal rush of

work;

7 DPAR (AR) will maintain a check register of inspection conducted by the

Secretariat departments and in the light of the instructions/remedies

suggested in the reports of inspection of various sections, issue, wherever

required, common guidelines to prevent recurrence of defects and the

maintenance and improvement of levels of efficiency.

8 All notes of inspections should be carefully drawn up indicating the defects

in the course of inspection and suggestions for the general improvement in

the standards of work.

3 1 Periodical meetings of his department. The secretaries to government may

call for to review to improve the efficient transparent fairfancting of the

Department.
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15. Secretariat Records

SN SN Description

1 1 General record section is under the control of director, state archives.

2 1 Records of the last 30 years are current records. General record section is the

repository for current records except 'D' records of all departments of the

Secretariat.

3 1 All records which are over 30 years old are defined as non-current and may be

thrown open for research purposes by Punjab State Archives.

4 1 The main functions of the general records section are

Receipt and preservation of the records;

2 Servicing of the records;

3 Transfer of non-current records to State Archives,.

4 Destruction of time-barred records; and

5 Preparation and printing of annual indices

5 1 All recorded files, will be forwarded to the general record section. The general

record section will check the recorded files with the entries made in the form

and sign acquaintance in the duplicate copy of the form, which would be

returned to the departments concerned.

6 1 The records should be kept in the record room in bundles of convenient size

arranged according to department in annual series in the order of subject

headings after entering them in the register. Every bundle should then be

provided with a suitable label indicating the contents of the bundle. In respect of

'A' records collections copies should be made unless otherwise ordered, one

copy being kept along with the file and the other copies transferred to the spare

copies section to be kept in bundles.

7 1 The registers and returns of sections should be sent to the general record

section when they are no longer required for current use in the sections. These

registers and returns should also be entered in a register maintained for this

purpose and preserved for the specified periods.

8 1 The following records are kept in general record section.

Originals of A, B, C class files;

2 all registers which are required to be preserved for more than one year

3 Spare copies, Government orders, circulars, official memorandums, printed

reports, etc., (not less than 10 copies and not more than 25 copies)

4 Indices

Servicing of Records

1 1 Records of all types will be permitted to be taken out only by the departments
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to whom they relate and not by other departments. Where subjects are

transferred from one department to another department, the department to

which the subject is transferred may take the records relating to the subject

without permission of the former department.

2 In case one department requires the current records of another department for

reference purposes, such records can be taken from the general record section

only through the department directly concerned.

3 Non-current records, however, are permitted to be taken out by departments

other than the concerned departments

4 'Top secret', 'secret' and 'confidential' records can be taken out from the

general record section an a requisition by an officer not below the name of the

deputy secretary of the department requiring it and only after countersignature

of an officer not below the name of deputy secretary of the concerned

department. The requisition should invariably state the purpose for which the

record is required.

Records other than ‘Top Secret’, ‘Secret’ and ‘Confidential’

1 1 Records shall be supplied only on requisition made in the prescribed requisition

form. The requisition slip shall be printed. Whenever the request in the

requisition slip for 'B' and 'C' files are submitted the purpose and the file number

for which the record is required, name of the person who has requested and his

designation should be written clearly together with the name of the section,

signature of the person requisitioning and the countersignature of the higher

officer of the section. For example the requisition slip of dealing hand should be

countersigned by the section officer; in the case of section officer, the

requisition slip should be countersigned by the under secretary and in the case

of under secretary the requisition slip should be signed by himself/herself as

the case may be.

2 1 There should be a separate requisition slip for each record requisitioned.

3 1 No requisition slip should be marked 'urgent' or 'immediate' etc., unless they

are really so. Such requisitions should be attended to immediately

4 1 All requisitions which are in order shall be entered in the serial order in which

they are received in an issue register maintained for the purpose in the general

records section

5 1 When any record is taken out from the record bundle in response to a

requisition, the requisition slip should be kept in the place of the record

removed. When the record is restored to the bundle, the requisition slip should

be taken out and returned to the section concerned after necessary indication.

The fact of return and restoration should also be noted in the record issue

register

6 1 If the requisitioned record is not available, the slip should be returned with a

note as to where the record is e.g., 'Taken out by for file/diary No. on or record

not received, etc.
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7 1 A similar procedure should be adopted in complying with the requisition for

supply of spare copies of printed Government orders, circulars, official

memoranda etc.

8 1 The charge of the general record section shall prepare by the 5th of every

month in respect of each section, a list showing the records, lent and

outstanding for more than a month, and send it on to the concerned section

officers with a request to see that the collections are not unnecessarily retained

and that such of those as are not required are promptly returned to the general

records section

2 The section officers of the indenting sections should return records which are

no longer required and in respect of those that are retained with them, they

should endorse that they are still with them

3 The general records section shall report to the officer-in-charge any undue

delay in the return of records as also records which are lost and cases where

the records are not traceable

9 1 Security of General Record Section. - After the section is closed for the day,

the keys of all the doors, after they are locked and sealed, shall be put in a

cover, sealed, signed and handed over by the official of the section to the

security officer on duty and his signature obtained in a book. The security

officer shall keep the sealed cover safely and return it to the record official who

first attends office the next morning and the record room shall be opened in the

presence of an officer / senior official of the section. An section officer of

general record section shall ensure before leaving the office that all the doors

and windows are properly closed.

10 1 Opening of General Record Section after it is closed in case of necessity.-

.. If any immediate necessity arises to open the general record section, after it

had been closed for the day or on a holiday the indenting officer shall contact

director archives or an officer so authorised in this behalf who may obtain the

sealed cover from the security officer and open the record room in the

presence of security officer on duty. After the required record has been issued,

he shall lock the room, seal it and return the key to the security officer on duty

in the same cover resealed with his signature on the cover.

Note: The above procedure should not be resorted to except in grave cases of

urgency by an officer not below the rank of deputy secretary. The nature of

urgency shall be indicated in the requisition slip.

11 1 Records new records yet to be transferred by the departments to general

record section should on no account be issued by the department but should

invariably be sent in the first instance to the general record section. They may

be obtained from the general records when required.

12 1 The general record section will be held responsible for any record found

missing after its receipt in the section. The record issued to departments should

be supported by requisition slip and an entry made in the records issue

register. The departments concerned will be held responsible for any record
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found missing after it is issued to them.

13 1 Whenever a record is found missing in the bundle and requisition slip is not

found in its place or there are no entries in the issue register, a report shall at

once be made to the director of archives and action taken to search for the

missing record. The officer(s) and staff members of the general records section

will be held responsible for the loss of record(s) in such cases.

14 0 Preservation of Records. - The preservation of records is a very essential

feature of the general record section. They should be protected against

deterioration and the following rules should be observed:

1 Immediately after the records are received, they should be dusted by hand or

mechanical process and stored or restored to the respective bundles.

2 The bundles should be dusted and kept tidy, free from dampness, insects, etc.

There should be periodical checks of all records.

3 Disinfectants and insecticides such as naphthalene, coal-tar, etc., should be

frequently used on all shelves and racks where the records are kept.

4 Records which become brittle and worn out through passage of time and which

require to be preserved should be reconditioned in time on scientific lines.

5 Worn-out labels on each bundle should be replaced by fresh ones periodically.

6 All the printed volumes and manuscripts should be arranged neatly and

methodically in the records.

7 The general record section should be cleaned every day, kept tidy and in good

condition.

15 1 The Secretariat registers should be preserved either permanently or for

particular periods and destroyed thereafter (for details please see Appendix 7).

2 As for the disposal of records which are no longer required to be preserved,

normally old records containing manuscript should be torn and disposed of

straight away. Secret and confidential records should, however, be torn and

burnt.

3 Disposal of waste paper is governed by orders issued from time to time.

Destruction of Records

1 1 At the beginning of every calendar year (i.e., in January), the general

records section should examine and weed out such of the records that have

become time-barred and arrange for their destruction. The relevant records

which are to be weeded out would be sorted out in the general records section

and kept in section-wise lots after making entries. Thereafter, the section

officers, State achieves department will attend to the destruction of records

while weeding out and destroyer time-barred records in accordance with the
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existing procedure and with reference to circular instructions issued in this

behalf from time to time proper cave should be taken that current records are

not destroyed.

2 0 Annual transfer of Records to Punjab State Archives.- The following rules

regulate the transfer of Secretariat records to Punjab State archives

1 The general record section will deposit every year with the Punjab State

achieves, the following records;

SN Description

1 Originals of A, B and retained C class files

2 Four copies of indices of all departments of Secretariat

3 Computer form

2 Before transferring the records, the general record section will examine them in

accordance with the provisions of this manual as amended from time to time. It

will remove every paper not worthy of preservation.

3 The records in each class of files sent by the general record section for deposit

in Punjab State archives will be accompanied by a covering list for each bundle

in duplicate which will show the nature of records, file headings, the first and

the last numbers in each bundle. Records which are not sent along with the

bundles because they are issued for reference will be indicated by the word

'slip' in the list against the file number. Departments of the Secretariat which

hold 'slip' records for reference in the section will return them when no longer

required. The general record section which will transmit them to Punjab State

archives after making necessary entries in the covering list of records

transferred to State archives

3 1 The Punjab State archives will make arrangements to receive the records from

general records section and return the duplicate list duly checked and

acknowledged.

4 1 The Punjab State archives will comply with the requisitions for records from

sections of Secretariat departments and obtain acknowledgements for them.

The Director, Punjab State archives will remind the Secretariat departments if

the records are not returned within 3 months from the date of issue and

Secretariat departments should either return the records or intimate the state

achieves the need for further retention of records in the department.
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16. Public Grievances
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17. Miscellaneous

SN SN Description

1 1 Officials are prohibited from removing articles of furniture from one department

to another without the permission of the Under Secretary, Department of

Personnel and Administrative Reforms (Executive).

Stationary and Forms

1 1 Central Registry of each department should send to the Government Press a

consolidated stationery indent once a quarter before 5th of each quarter and

should maintain an account of stationery received and distributed by preserving

duplicate copies of the indents received from the sections, etc. A similar indent

for the Stationery required for the use of officers will be drawn by the

P.Ss./P.As. attached to them. Secretariat departments should send their

indents according to the calendar drawn by the Government Press which shall

arrange to deliver the stationery articles within a week of the receipt of the

indent to the respective Central Registry in each department.

2 1 The Section Officer incharge of Central Registry in each department will keep

the stock of printed form and stationery and supply them on quarterly indents.

He should check all obsolete Forms once a month and try to put them to

alternative use as far as possible.

3 1 Stationery and Forms supplied to sections should be kept under lock and key in

the Section under the control of the section officer. Section officer is

responsible for its distribution in the section.

4 1 It is the responsibility of the section officer of sections and the Under Secretary

to see that orders regarding economy in the use of stationery articles, forms

and registers are followed implicitly by the sections.

Discipline and Attendance

1 1 The prescribed office hours are from 10:00 A.M. to 5:30 P.M. on all working

days.

2 The reports of attendance are maintained by the Information and technology

department and is made available to the respective Secretaries to the

Government by E-Mail twice a day. Secretaries to Government shall monitor

the attendance of the staff working under them. The responsibility of retrieving

the attendance may be entrusted to the personal staff of the Secretaries to the

Government. In case the attendance reports are not received by Secretaries to

the Government. Such non receipt of report shall be brought to the notice of the

Secretary to Government, e-Governance.

3 No member of the staff should leave the office during office hours without the

permission of the Section Officer. Officials are allowed to avail themselves of

an interval of three-fourth of an hour between 1-30 p.m. and 2-15 p.m. daily for

taking lunch or snacks. Section Officers should see that this period of interval is

under no circumstances exceeded.
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4 Any member of the staff may be required to work overtime when the business

of the office demands it and the Section Officers are authorised to call upon

their officials to work overtime on such occasions.

5 Officials in group D service have different designations such as Dalayats,

Attenders, etc., and carry different scales of pay. They are duty bound to attend

to functions normally attached to group D employees, whenever called upon to

do so regardless of designation

6 No person other than a secretariat official should be admitted into the section of

the office without a permit from the under secretary concerned.

Visitor Regulation

1 1 Officers of and above the rank of under secretary to government only are to

interview visitors to secretariat.

2 The visiting hours shall be between 3:30 PM to 5:30 PM on all working days.

3 Officers should not schedule meeting during the visiting hours

4 The visitors should take prior appointment from the officer whom he proposes

to meet

5 The receptionist should ascertain from the officer concern and allow the visitor

to meet him

6 Receptionist shall allow visitor on production of (a) A letter from the officer

concerned advising to meet him; (b) An appointment card; or by ascertaining

from the officer concern as to whether the visitor may be allowed to meet him

Performance Report and Personal Record

According to the Punjab Civil Services (Performance Reports) Rules, 2000, the

performance report shall be initiated in the forms specified by Government from

time to time by furnishing the personal data and self-assessment, ordinarily

within one month of the end of the year. The report shall be submitted to the

reporting authority who, after recording his report in the appropriate part of the

form, forward it to the reviewing authority ordinarily within three months of the

end of the year. The reviewing authority shall review the report and forward it

to the accepting authority within three months from the date of its receipt from

the reporting authority.

Provision is made in the performance reports for indicating the performance

against targets in the reports. The reporting authorities shall therefore indicate

the targets of each employee working under his control in respect of the

financial year i.e., by the month of April.

The DPAR (Services Section) should maintain in respect of each Gazetted

Government servant of the Secretariat a "Personal File" which should contain

the order of his appointment and a complete chronological service record of the

officer regarding his posting, promotions, grant of leave, deputation to foreign

service, passing of departmental examinations, etc. This will be in addition to

and distinct from the Performance reports. Besides executive records sheets in

respect of each officer containing all the necessary particulars including those

contained in the personal files shall be maintained.
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The following procedure is prescribed in the matter of preparation of

performance reports of employees in the secretariat.

The additional secretaries, joint secretaries, deputy secretaries, under

secretaries and section officers should submit the reports with self assessment

of the employee concerned to their immediate superior officers within the time

limit prescribed in the PSM (Performance reports) Rules, 2000

The Performance Reports of the group “C” officials working in the secretariat

shall be initiated and put up in the manner indicated hereunder:

SN Description

1 The employee concerned should furnish data in the self

assessment columns of the prescribed form and submit it to their

immediate superior officer

2 in respect of serior assistants, junior assistants, typists the report

shall be submitted to the section officer concern who is the

reporting authority and then submitted through the under secretary

to the DS/JS/AS concern

3 In respect of group “C” officials working in the Personal

Establishment of chief secretary, additional secretaries,

secretaries, additional secretaries, joint secretaries, deputy

secretaries and under secretaries, the reports shall be written by

the officer in whose personal establishment the officials are

working and they need not be put up to any higher officers.

Whenever any Section Officer/Senior Assistant, Assistant or Junior Assistant, is

transferred, there should be a regular transfer of charge to be recorded in the

proforma A copy of the pro-forma signed by both officers should be delivered

to the Branch Officer. After checking the same and after verifying that all the

files/receipts/reference Books, etc., have been properly accounted for the

transfer report is to be preserved in a separate running file for future reference.

The relief memo should be issued only after such detailed transfer of charge.

For Section Officers, it should be prepared in addition to the transfer of charge

report prescribed under the Punjab Finance Code for Gazetted Officers.

Production of Documents before the committees of the Legislative Assembly

1 1 Where a requisition is received from the Legislature Secretariat, that an officer

is summoned as a witness, the officer should attend the meetings of the

Committee to give evidence individually.

2 If he has to produce any documents, the summons itself will specify the

documents required to be produced. On receipt of such summons, the officer

having the custody of the papers will obtain the orders of the Secretary of the

Department about the production of the documents.

3 The Secretary of the Department shall examine the documents summoned and

consider in consultation with the secretary department of parliamentary affairs,

if they are relevant to the subject matter of such enquiry before permitting the
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officer to produce them. If not relevant, he may, after obtaining the orders of

Government, instruct the officer to raise the issue before the Speaker /

Chairman and abide by his decision.

4 The Secretary shall also examine if the documents are such that their

disclosure would be prejudicial to the safety or interest of the State and refuse

permission of their disclosure is so prejudicial, after obtaining orders of the

Government.

5 As far as possible, there should be no refusal to produce documents. Any

decision to decline to produce a document should only be taken after

consultation with the Law Department and with the approval of the Chief

Minister.

6 A record of all promises, undertaking, etc., made by the Ministers and Ministers

of State during their tour should be kept and submitted to the Ministers on their

return from tour. For this purpose it is necessary that stenographers attached to

the Ministers and Ministers of State should invariably accompany the Ministers

and Ministers of State on tour.

Correspondence between Heads of the Department and Secretariat Department

1 1 Correspondence between Heads of Departments and the Secretariat

departments should be as minimum as possible. To achieve this object the

Secretaries to Government should examine the proposals received from their

subordinate departments with reference to their field activities in the

(Department and prescribe pro forma for such of the subjects where back

reference~ seeking clarifications, etc., are made in order to obtain afl the

necessary information for early sanction by the Government. He may also

direct Heads of Departments under their control not o make unnecessary

references in routine cases to Government.
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18. Email and Internet Guidelines

I. EMAIL POLICY

The purpose of these guidelines is to ensure the proper use of State Government’s email

system and make users aware of what the State deems as acceptable and unacceptable use

of its email system. The State reserves the right to amend this policy at its discretion. In case

of amendments, users will be informed appropriately.

A. LEGAL RISKS

Email is a business communication tool and users are obliged to use this tool in a

responsible, effective and lawful manner. Although by its nature email seems to be less formal

than other written communication, the same laws apply. Therefore, it is important that users

are aware of the legal risks of e-mail:

• If you send emails with any libelous, defamatory, offensive, racist or obscene

remarks, you and the State Government can be held liable.

• If you forward emails with any libelous, defamatory, offensive, racist or obscene

remarks, you and the State Government can be held liable.

• If you unlawfully forward confidential information, you and the State Government can

be held liable.

• If you unlawfully forward or copy messages without permission, you and the State

Government can be held liable for copyright infringement.

• If you send an attachment that contains a virus, you and the State Government can

be held liable.

By following the guidelines, the email user can minimize the legal risks involved in the use of

e-mail. If any user disregards the rules set out in this section, the user will be fully liable and

the State Government will disassociate itself from the user as far as legally possible.

B. LEGAL REQUIREMENTS

The following rules are required by law and are to be strictly adhered to:

• It is strictly prohibited to send or forward emails containing libelous,

defamatory, offensive, racist or obscene remarks. If you receive an e-mail of

this nature, you must promptly notify your System Administrator.

• Do not forward a message without acquiring permission from the sender first.

• Do not send unsolicited email messages.

• Do not forge or attempt to forge email messages.

• Do not send email messages using another person’s email account.

• Do not copy a message or attachment belonging to another user without permission

of the originator.

• Do not disguise or attempt to disguise your identity when sending mail.

C. BEST PRACTICES

The State Government considers email as an important means of communication and

recognizes the importance of proper email content and speedy replies in conveying a

professional image and delivering good customer service. Therefore the State Government

wishes users to adhere to the following guidelines:

• Writing emails:

o Write well-structured emails and use short, descriptive subjects.

o Use the State Government’s email letter head for all official mails other than

internal memos.
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o the State Government email style is informal. This means that sentences

can be short and to the point. You can start your e-mail with ‘Hi’, or ‘Dear’,

and the name of the person. Messages can be ended with ‘Best Regards’.

The use of Internet abbreviations and characters such as smiley however,

is not encouraged.

o Signatures must include your name, job title and company name. A

disclaimer will be added underneath your signature

o Use the spell checker before you send out an email.

o Do not send unnecessary attachments. Compress attachments larger than

200K before sending them.

o Do not write emails in capitals.

o Do not use cc: or bcc: fields unless the cc: or bcc: recipient is aware that

you will be copying a mail to him/her and knows what action, if any, to take.

o If you forward mails, state clearly what action you expect the recipient to

take.

o Only send emails of which the content could be displayed on a public notice

board. If they cannot be displayed publicly in their current state, consider

rephrasing the email, using other means of communication, or protecting

information by using a password (see confidential).

o Only mark emails as important if they really are important.

• Checking of emails:

o It should be ensured that everyone checks his/ her email 3 times a day

􀂃 Morning: by 10:30am

􀂃 Afternoon: by 3:00pm

􀂃 Evening: 4:45pm

• Replying to emails:

o Emails should be answered within at least 8 working hours, but users must

endeavor to answer priority emails within 4 hours.

• Newsgroups:

o Users need to request permission from their supervisor before subscribing

to a newsletter or news group.

• Maintenance:

o Delete any email messages that you do not need to have a copy of, and set

your email client to automatically empty your ‘deleted items’ on closing.

D. PERSONAL USE

Although the State Government’s email system is meant for business use, the State

Government allows the reasonable use of email for personal use if certain guidelines are

adhered to:

• Personal use of email should not interfere with work.

• Personal emails must also adhere to the guidelines in this policy.

• Personal emails are kept in a separate folder, named ‘Private’. The emails in this

folder must be deleted weekly so as not to clog up the system.

• The forwarding of chain letters, junk mail, jokes and executables is strictly forbidden.

• Do not send mass mailings.

• All messages distributed via the State Government’s email system, even personal

emails, are the State Government’s property.

E. CONFIDENTIAL INFORMATION
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Avoid sending confidential information by e-mail. If you do, you must secure the information

by including it in a Microsoft Word or Excel file and protecting it with a password. Then

provide the recipient with the password by means of other communication, for instance by

telephone.

F. DISCLAIMER

The following disclaimer will be added to each outgoing email:

“This E-mail message may contain confidential, proprietary or legally privileged information and

is intended only for the individual named. If you are not the named addressee you should not

disseminate, distribute or copy this e-mail. Please notify the sender immediately by e-mail if

you have received this e-mail by mistake and delete this e-mail from your system.

E-mail transmissions cannot be guaranteed to be secure or error-free as information could be

intercepted, corrupted, lost, destroyed, arrive late or incomplete, or contain viruses. The sender

therefore does not accept liability for any errors or omissions in the contents of this message,

which arise as a result of e-mail transmission.

Any views contained in this message may be those of the individual sender and no binding

nature of this message shall be implied or assumed unless the sender does so expressly with

the due authority of the Punjab State Government.

Before opening attachments, if any, to this message please scan them for viruses. “

System Monitoring

You must have no expectation of privacy in anything you create, store, send or receive on the

State Government’s computer system. Your emails can be monitored without prior notification

if the State Government deems this necessary. If there is evidence that you are not adhering

to the guidelines set out in this policy, the State Government reserves the right to take

disciplinary or legal action.

Email accounts

All email accounts maintained on our email systems are property of the State Government.

Passwords should not be given to other people and should be changed once a month. Email

accounts not used for 60 days will be deactivated and possibly deleted.

II. INTERNET POLICY

It is the policy of the State Government to maintain an environment that promotes ethical and

responsible conduct in all online network activities by staff. It shall be a violation of this policy

for any employee to engage in any activity that does not conform to the established purpose

and general rules and policies of the network.

All network users will be granted free and equal access to as many network services as their

system’s technology allows. Exploration of the Internet is encouraged within the bounds of the

State Government’s mission statement.

"The use of the State Government network is a privilege, not a right, and inappropriate use will

result in cancellation of that privilege.

Manual of Modern Office Procedures 18. Email and Internet Policy

Secretariat Manual

State Government of Punjab Department of IT - Punjab

For Internal Circulation Only DRAFT Page 109 of 111

User Responsibilities

"Employees are not to reveal their personal home address, home phone number, or phone

numbers of any other individuals. Your personal signature on any e-mail must use the official

address only. You must notify the System Administrator immediately if any individual is trying

to contact you for illicit or suspicious activities.

Respect Privacy

"Learn proper codes of conduct in electronic communication. In news groups, giving out

personal information is inappropriate. When using e-mail extreme caution must always be

taken in revealing any information of a personal nature. Giving out personal information about

another person, including home address or phone number, is strictly prohibited.

Usage guidelines

Acceptable/Unacceptable Use

1. All use of the Internet must be in support of education and research and consistent

with the purposes of the State Government;

2. Any use of the network for commercial or for-profit purposes is prohibited;

3. Extensive use of the network for personal and private business is prohibited;

4. Any use of the network for product advertisement or political lobbying is prohibited;

5. Network accounts are to be used only by the authorized owner of the account for the

authorized purpose;

6. Users shall not intentionally seek information on, obtain copies of, or modify files,

other data, or passwords belonging to other users, or misrepresent other users on the

network;

7. All communications and information accessible via the network should be assumed to

be private property;

8. No use of the network shall serve to disrupt the use of the network by others;

hardware or software shall not be destroyed, modified, or abused in any way;

9. Malicious use of the network to develop programs that harass other users or infiltrate

a computer or computing system and/or damage the software components of a

computer or computing system is prohibited;

10. Hate mail, harassment, discriminatory remarks and other antisocial behaviors are

prohibited on the network;

11. The illegal installation of copyrighted software for use on computers is prohibited;

12. Use of the network to access or process pornographic material, inappropriate text

files, or files dangerous to the integrity of the local area network is prohibited;

13. From time to time the State Government will determine whether specific uses of the

network are consistent with the acceptable use practice.

14. Users are not allowed to make use/ download the following types of sites, software,

utilities like:-

1. MSN Messenger

2. Yahoo Messenger

3. MP3 or any song related Sites

4. Screen Saver Downloads

5. Greeting Card Sites

6. Porn Pictures / Sites.

7. Commercial Gain Site (Share Capital, etc)
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III. SYSTEM POLICY

Punjab State Government has incorporated this Systems Policy as a part of its overall effort to

utilize, protect privacy and security of its systems and network facilities, encourage responsible

use of the network & various facilities being provided w. r. t computers and comply with the

applicable laws.

This Policy describes the types of uses of the network which are contrary to our objectives and

which are, therefore prohibited. To achieve our objectives, the State Government may in its

sole discretion determine, whether a use of the computer’s services / utilities is a violation of

this policy. While it is not an intention to monitor, control or censor various services on the

network, but if any sort of violation is noticed, action may be taken, as deemed appropriate to

address the violation.

This Policy applies to all users of the State Government.

IV. PROHIBITED USES AND GUIDELINES

Uses of the systems/network described below are prohibited under this policy. These

descriptions are guidelines and are not intended to be exhaustive.

􀂾 Software Installation

No software installation/ un-installation are to be carried out without informing the

System Administrator.

􀂾 Upgrades and patches

Every user is responsible for the protection of his/her system. Every upgrade, patch, or

update to the anti-virus software should be downloaded. Assistance of the System

Administrator may be availed as and when required.

􀂾 Backup

Every user is responsible for the protection of data and the system by maintaining a

reliable, current, virus-free backup so that, in the event of virus disaster, restoration of

system could be performed.

􀂾 Virus-free servers

No employee, of the State Government without permission is allowed to access the

server. The core of a network is its server, where data and services are stored and

accessed. These valuable resources must be reliably protected.

􀂾 Identify Risk-Takers

Users who repeatedly expose the network to viruses, perform a lot of data transfers

from unreliable sources, or attempt to bypass anti-virus barriers would be

reprimanded and users are not allowed to permit access to their systems to outsiders

& to use external data sources like floppies, CDs without proper scanning.
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􀂾 Revisions of this Policy

Punjab State Government may modify the Guidelines at any time.
