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Mantralaya
Mumbai-400 032

-1 Jun 2023

Eknath Sambhaji Shinde
Chief Minister
Maharashtra

MESSAGE

[t gives me immense pleasure to announce the revised edition of Maharashtra
Manual of Office Procedure, 2023. The Manual was first released in 1963 and later
reprinted in 1994 in Marathi. This revised Manual will guide the officials to work
efficiently and effectively in the era of e-Governance resulting in enhanced
transparency and accountability.

The General Administration Department (A.R.,0.&M.) and 1T Department has
immensely focused on increasing work efficacy and speedy office procedures by
adopting the process of e-Governance.

I am confident that the revised Maharashtra Manual of Qffice Procedure, 2023
will help officials in efficient decision making and strengthening the government
processes. This will also help us to enhance trust with citizens due to transparency.

[n this changing Information and Technology era, [ am proud that Maharashtra
has taken bold steps to adopt e-Office and other such digital initiatives. This
Manual ensures way forward towards digital transtormation.

(Eknath Silgﬂﬁﬁlde}

Tel. : 022-2202 5151/2202 5222, Fax : 022-2202 9214
E-mail : cm@maharashtra.gov.in, Website : www.maharashtra.gov.in
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Devendra Fadnavis
Deputy Chief Minister
Maharashtra

Mantralaya
Mumbai 400 032

Date: 01 June, 2023

MESSAGE

It is my pleasure to note that the General Administration Department (A.R.O. &

M.) releasing the upgraded edition of the Maharashtra Manual of Office Procedure, 2023.
The new edition of the Maharashtra Manual of Office Procedure, 2023 focuses highly on
technology driven administrative reforms initiated by the General Administration
Department.

Technology is a leveller that ensures the administrative delivery system caters to all
without bias, hence, this edition of Maharashtra Manual of Office Procedure, 2023
emphasizes on e-governance to achieve transparency, efficiency and accountability. And
the benefits of data-driven decision making will ensure benefit to citizens and contribute

to development.

I hope that the renewed guidelines on digital office work in the Maharashtra
Manual of Office Procedure, 2023 will facilitate paperless governance and enhance
administrative efficiency. With the new age reforms, the Departments will be able to
dispose their pending matters in a time-bound manner and closely monitor the workflows.
The Maharashtra Manual of Office Procedure, 2023 will serve as a tool to those in

administration for guidance and reference and strengthen digital governance across the

d.-

(Devendra Fadnavis)

state.

Office : 6th Floor, Main Building, Mantralaya, Mumbai 400 032, Telephone : 022-2202 5014 / 2202 2401
E-mail : dcm @ maharashtra.gov.in, Website : www.maharashtra.gov.in
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Manoj Saunik

Chief Secretary

MESSAGE

I am immensely pleased to be part of the team in its efforts to bring out the revised

and upgraded edition of “The Maharashtra Manual of Office Procedure, 2023,

The new Edition of The Maharashtra Manual of Office procedure promotes the
Digital framework in administration through the use of e-office and adoption of Digitized
Central Registry Unit. Adopting new technelogy will lead 1o Data driven governance which
will increase efficiency in decision making in the Government. The new version of e-office
will not only ensure timely disposal ol cases but will also enhance transparency and

accountability.

[ am sure that the digital approach made in the Maharashtra Manual of Office
Procedure. 2023 will help in laying down the guiding map for the existing and the new

functionaries in the Government.

This Manual will help the Mantralaya processes to move from physical system 1o

the electronic system which will be an important tool for e-governance.

( Manoj Saunik )

CEBGReH

Tel. (Q) 022-2202 50 42 / 2202 §7 62. Fax : 2202 85 94, E-mail : cs@maharashira.gov.in

MAHARASHTRA MANUAL OF OFFICE PROCEDURES, 2023











































































































































































































































































































































































































































