lise

p ;‘m

7,
2o
e
MA
1t

bt & S

nﬁ%\ 0

v
=~ =

(
A5
®
i

GOVERNMENT OF MAHARASHTRA

A Braoucher indicating the duties of
General duty Clerks in Secretariat

Department

1961
PRINTED AT THE GOVERNMENT CENTRAL PRESS
BOMBAY



i

For officlal use onjy

A DBrochure indicating the duties of
General Duty Clerks in Secretariat

Departments

QE%{EQ .




PREFACE.

The General Duty Clerks in Secretariat Departments
are expected to perform various functions and to discharge
miscellaneous duties which have not, so far, been described
at one place. For some time past, there has, therefore,
been a demand for bringing out a brochure on the subject.
This publication has accordingly been prepared by the
O & M Section in consultation with the Secretariat
Departments.

2. Suggestions for additions or improvements may
please be sent to the O & M Section of General

Administration Department.

N. S. PARDASANI,
Deputy Secretary fo Government.

(5.0, P)My-BH 4102~-1



DUTIES ASSIGNED TO GENERAL DUTY CLERKS IN
SECRETARIAT DEPARTMENTS.

CHAPTER I

INTRODUCTORY. -

1. The work in the Secretariat is divided into 12 departments and the
subjects allotted to cach Department are mentioned in the Rules of Business.
Each Department is placed under a Secretary, who 1s assisted by Deputy
Qeoretaries, Under/Assistant Secretarics and a number of branches. The
number of branches varies from department to department. Each branch
is managed by one Superintendent, one or more Senior and Junior Assistants
and two or more General Duty Clerks. The work of noting and drafting is
done by Senior and Junior Assistants and also by Superintendents. The
General Duty Clerks in a branch attend to the work of keeping movement
of papers, tracing previous references, keeping papers on which some actlon
is to be taken after a certain period duly arranged, and compiling properly
papers on which final action is taken.

9. In addition to the branches, there is a Central Section in éach department
viz., (i) Registry, (i) Typing Section and (#45) Cash Section. The registry
is headed by a Senior Assistant and it consists of two sections—receipt section
which is directly in his charge and issue seotion which is in charge of a Junior
Assistant. The work in Teceipt section is done by Clerks under the supervision

of Senior Assistant, Registry.

3. As stated above, there are two or more General Duty Clerks working
in each branch. The duties of General Duty Clerks mentioned below
may be divided among ell the General Duty Clerks in a branch suitably.

4. There are some genoral terms which are used often while describing
dubies of General Duty Clerks. They are explained in brief below. For
fuller details, reference may be made to the paragraphs mentioned at the
end of description in each case:—

(¢) Central Diary.

(¢3) Official recoipts.

(1) Un-official receipts.
(tv) Branch Diary.

(v) Index of file numbers.
(vi) Primary receipts.
(%) Secondary receipts.
(vtst) Control Chart.

5. (i) Central Diary.—In the receipt section of Registry, stamps bearing
date and name of Department are put on references received and details
regarding number, date and name of gender are entered in a diary, after
running serial numbers are given to those references. This diary is called

the central diary of receipts (paragraph 7 ), e
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(%) Official receipts—Communications whioh are received direotly from
officers or members of the public and which form part of the branch record
are called official receipts’ (paragraph 8).

(¢55) Un-official recevpts.—Files or commumications which are received
in other departments but which are sent in original to a branch in another
department for expressing opinion or for agreeing to particular suggestions,
and which are to be returned to the originating departments are called
“ un-official receipts "’ or ‘‘un-official references’’ (paragraph 10).

(#) Branch Diary~This diary is intended to show movements of papers
from one stage to another $ill the communication is filed in the branch (if it is
an “official receipt ’’) or till it is returned to the originating department
(if it is an “un-official receipt or reference'). Separate diaries are kept
in each branch for official receipts and un-official references (paragraph 8).

(v) Index of file numbers—In each branch, a list of file numbers to be
given to communications on their receipt, is maintained. This list iz also
called ““Index of file numbers” (paragraph 19). ’

(vt) Prumary recevpts.—Primary receipts are those official receipts which
provide a fresh starting point for action and constitute an original item of
work on which a final reply to the party concerned is to be given or general
instructions are to be issued (paragraph 31).

(vit) Secondary receipts.—Secondary receipts are those which Abring in
information, advice, views, etc., which help in taking a final decision, or shaping
the final reply to be issued on a primary receipt (paragraph 31).

(vivi) Control Chart.—For watching the period taken for disposal of cases,
serial numbers of primary receipts are entered into a chart and struck off in
a prescribed manner when the primary receipts are disposed off. This chart
18 called the ‘‘control chart” (paragraph 31 and 32).

6. Broadly speaking, the functions of General Duty Clerks can be divided
into the following main categories :—

(1) Diarising of references received in the branch and keeping up-to-date
movement of each reference from time to time. .

(2) Searching of previous references quoted in the communication under
disposal. '

(3) Keeping papers on which some further action is to be taken, duly
arranged. v :

(4) Compiling of references on which final action is taken.

(5) Keeping spare copies of Government Resolutions, Government
Circulars, etc., issued from the branch duly arranged ; and keeping closed
files in, the branch in proper order.

(6) Maintaining certain registers, charts, statements ete, which are
required to be maintained for the branch as a whole. .

- (7) Miscellaneous.
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CHAPTER II.

IARISING OF REFERENCES RECEIVED IN THE BRANCH AND KEEPING
UP-TO-DATE MOVEMENT OF EACH REFERENCE FROM TIME TO TIME,

Indexing and distribution of tapal to noting assistants.

7. The tapal is first received in the Registry Section of the Secretariat
Departments and is entered in the central diary of the Registry. The Branches
to which the various letters are marked for disposal are indicated in the
central diary of the Registry Section, and the tapal is sent accordingly to the
various branches of the Departments after sorting. On receipt of the tapal
in the branch, it is marked by the Superintendent to the noting assistant
concerned and is given to the General Duty Clerk for entering in the branch
diary. The Genersl Duty Clerk should then proceed to give each letter a file
number with reference to the standard list of file numbers or the Index
maintained in the branch for the year (for “ Index ” please see paragraph 19
below). The letters should then be entered in the branch diary of official
receipts maintained in the form shown in Appendix I. The Superintendent
of the branch will classify all the letters received into primary and secondary
receipts and all primary receipts other than non-actionable and routine will be
marked by him as “ PX ”. This marking should be shown by the General
Duty Clerk clearly in the branch diary for purposes of maintenance of the
control chart as indicated in paragraph 31 below. At this stage, the previous
reference, if any, on the same subject should also be connected by giving
cross references in the diary, wherever necessary. The General Duty Clerk
should then collect the file papers, if any, on the subject and hand over
the references with the file papers to the noting assistant to whom they are
marked by the Superintendent after making an entry to that effect in the
branch diary.

Maintenance of branch diary of official receipts

8. After the Noting Assistant has dealt with a case and it is ready for
submission to officers, the General Duty Clerk should put it up to the officers
concermned after entering the name of the officer and the date on which the case
is submitted in the branch diary against the relevant serial numbers of the
case in question. On return of the file from the officer, further movements
should be recorded in the branch diary ie., if a communication is to be
issued, the date on which it is sent for issue should be mentioned, if an un-official
reference is to be made to other Departments, the name of such Department
and the date on which it is referred to that Department should be given or
if the papers are to be filed, the date on Which they are sent for ﬁ,ling. should be
 entered. Whenever a further communication (on which a case is already
started in the branch) is received after a few days and entered in the branch
diary for official receipts, it is necessary to link the fresh entry with the entry
made in the official diary for the original case. This is generally done by
giving running serial numbers to entries In official diary and by giving cross
reference of this running serial number against Ehe entry/entries of fresh

(¢,001.) mo-p H 4103—2
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references made on subsequent dates, as soon as the original reference. and
fresh reference are linked together in one file. Further movement of the case
should, thereafter, be recorded against the latest entry and cross references to
the latest entry should be given against the immediately preceding entry
pertaining to that case. ,

9. The General Duty Clerk should keep a check over the return of cases
submitted to officers. For this purpose, the General Duty Clerk should
scrutinize every month the branch diary with a view to ensuring that no
entries in branch diary remain blank. If any blank entries are found, further
movement of these cases should be recorded with. the help of other records, i.e.,
the work-sheets of the noting assistant, the Index-cum-Movement Cards
to ascertain whether any of these papers were transferred to other Departments
or branches or were disposed off without their movements having been recorded
in the branch'diary. If, as a result of this scrutiny and action, some cases
are still found untraceable, the fact should be broug t to the notlce of the
Superintendent for further instruetions.

Maintenance of diary of un-official references.

10. In addition to official references, a number of non-official references
are also received it a branch from other branches of the same Department
or from other Departments for consultation. These references are intended
to be returned to the originating branch/Department or are to be passed on
to another branch/Department in succession. The General Duty Clerk
should enter such references in a separate diary (1n the form shown in,
Appendix I) called the “ Diary of non-official references ”’‘and all the move-
ments regarding their submission to the officers by the noting assistant
concerned etc. should be recorded in this diary in the same manner as indicated
in paragraph 8 above, till the case is finally returned to the originating
branch/Department or is passed on to the next branch/Department to which
it is marked. Whenever a department wants to make further inquiries
(which are expected to take some time) before the un-official reference is
returned to the originating department, and detains the papers for this purpose,
the originating department should be informed about this, by issuing
~ a detention memo. in the prescribed printed form. The General Duty Clerk
should issue such a detention memo. whenever the noting essistants gwe
specific instructions to this effect on the relevant cases.

11. When such un-official reference is received back in the originating
Department the General Duty Clerk of that Department should enter it in the
- diany of official receipts (and not in the diary of non-official recelpts) and
make necessary cross entries against the original number under which it was
referred un-officially tq other Department.

Maintenance of Index-cum-Movement Cards.

12. The Index-cum-Movement Cards should be maintained only in the
case of ““ Primary Receipts ”’, described in paragraph 31 below. These cards
should be maintained in the form given in Appendix II. While movement
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of the case at each stage should be noted on such card, these movements
should also be recorded in the branch diary against the relevant entry. Thus,
the movement of cases is to be recorded on such cards (in respect of Primary
Receipts) in addition to and not in lieu of movement in the branch diary.

Maintenance of un-official cards and issue of reminders on un-offictal cases.

13. When the officer has authorized an un-official reference to other
Department on a particular case, the General Duty Clerk should first mark
the movement in the branch diary and at the same time prepare In addition
an un-official reminder card for the case in the form shown in Appendix III
and then pass on the case to the despatcher for being sent to the Department
to which it is marked. The General Duty Clerk should arrange such un-official
cards In a tray in chronological order with reference to the date on which
reminders for these cases are to be issued. He should check these un-official
cards at regular intervals and put up routine un-official reminders in the
attached form (Appendix 1V) for the signature of the Superintendent and
issue them to the Departments concerned on the dates such reminders are
due. The un-official reminder card should again be kept in the tray in its
appropriate place.

Sending cases to officers, other sections, typists, despatchers, elc.

14. The cases processed upon by the Superintendent or noting assis-
tants will be returned to the General Duty Clerk for being sent to the officers
or other sections. The General Duty Clerk should arrange to send the cases
to the officers or other branches to whom they are marked after making neces-
sary entries in the branch diary. Similarly after the officers have passed
orders on the cases and the Superintendent/roting cssistant has given neces-
sary instructions for issue of the orders, the General Duty Clerk should arrange
to send such cases to the Issue Section for typing fair copies of the orders
and for despatching the same to the officers concerned.

Following wup of cases, particularly < Immediate” ** Very Urgent > within
and outside the Department and making informal enquirees, elc.

15. The disposal of cases which are marked ‘ Immediate’ or ‘ Very Urgent’
is required to be supervised at every stage with a view to ensuring that un-
avoidable delay does not occur. The General Duty Clerk, should, therefore,
keep track of ‘Immediate ’ cases whenever Superintendents asks him to
do so. For this purpose and also for purposes of obtaining other papers,
records, etc., from other Departments for disposal of the branch work, the
Superintendent of the branch may also call upon the General Duty Clerk to
go to other Departments or officers and make necessary enquiries in cases
which are of ¢ Immediate ’ nature.

(g.c.r.) Mo-B H 4163—2a
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CHAPTER IIL

SEARCHING OF PREVIOUS REFERENCES QUOTED IN THE COMMUNICATION
UNDER DISPOSAL. ’

Searching of previous papers of files.

16. After a communication is received and registered in the branch. diary,
the General Duty Clerk should proceed to trace out the previous papers or
files required for its disposal. In every communication received, a reference
is generally duoted to the letter to which it is a reply. The reference quoted
thus indicates the set of papers required. These papers should either be
available in the “await papers” (for “await papers”, please see para-
graph 18 below). which are in the custody of the General Duty Clerk or in
some departments with the noting assistants or in the closed files which are
kept in the branch or if the reference in question is an old one, in the closed
files sent tc the Record Room. If the required papers are in awaib, they
should be removed from the await bundle and put up with the communica-
tion and the entire papers handed over to the noting assistant for further
action. If the previous papers are in closed files kept in the Section cupboards,
the General Duty Clorks should take out the files from the cupboards in the
Branch and put up with the communication. The entire batch of papers
should then be handed over to the noting assistant for further action. If,
however, the previous papers are not readily available, the post may first
be given to the noting assistant for entry in his worksheet.

17. If the previous files required are deposited in the Record Room in the
Department, the General Duty Clerk should prepare a requisition for such
files and put up to the Superintendent for signature. He should then arrange
to obtain the files from the Record Room. The papers should then be handed
over to the'noting assistant for further action. The files so obtained should .
be returned to the Record Room for safe custody when they are no lenger
required. ~ In case any previous papers required for the disposal of a com-
munication are already put up with some other case, the General Duty Clerk
should search from the branch diary (or Index-cum-Movement Cards) main-
tained by him and indicate to the noting assistant concerned the latest
movement of these papers. In case, the communication in question does not
give any reference to previous correspondence and opens altogether a new
subject, the General Duty Clerk should give it a new file number, after con-
sulting the Superintendent of the branch.




i
CHAPTER IV.

KEEPING PAPERS ON WHICH SOME FURTHER ACTION IS TO BE TAKEN
DULY ARRANGED. -

Custody of cases kept in await and giving them to noting assistant on due
dates for reminders or for further action.

18. Cases in which replies are expected are marked by the Superintendent
or the noting assistant for being kept in ‘““Await”’. The General Duty
Clerk should keep such cases in his custody and arrange them in chrenologi-
cal order according to the dates by which replies are expected or by which
they are to be taken out for being put up again for further action. The General
Duty Clerk should take out the cases on the due dates and hand them over to
the noting s&ssistants for issue of reminders, if replies are not received by
the dates or for such further action as may be necessary. In some depart-
ments, awaiting papers are retained by noting hands with them. In such
cases, General Duty Clerks will not be required to take action as stated above.
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CHAPTER V.

COMPILING OF REFERENCES ON WHICH FINAL ACTION IS TAKEN.
- Maintenance of subjects list of files or Index.

19. Each Department prepares after a systematic olassification of the
subjects dealt with by it, a standard list of *“ Titles "’ of files comprising of the
(1) main head of title and (2) sub-head of title. The list of main heads of
titles is prepared by taking appropriate triliterals from the subject proper ;
e.g., the main head ‘ Provincial Co-operative Bank ” would be indicated
by the letters “P.C. B.””. At the beginning of every year, therefore, a list
of the main heads of titles should be prepared on the basis of the subjects
dealt with in the branch. Under the main he~ds, sub-heads should be opened
in serial order by adding to the triliterals a number of two digits from 10 to
99. When the number of sub-heads is likely to exceed 99, a new head should
be opened. The year of the file should be indicated by adding the last two
digits of the year i.e., “ 60 " in the case of files pertaining to the year 1960, to
the sub-heads indicated by serial numbers from 10 to 99 as explained above.
The General Duty Clerk should prepare such an index of file numbers for

the branch at the beginning of every year and get it approved by the

Superintenndent and the Branch Officer.

20. On receipt of a communication, the General Duty Clerk should,note
whether a file number has already been quoted or indicated in the reference
and give a file number to the reference accordingly. In case no file mumber

has been quoted or referred in the reference the General Duty Clerk should

see what the cubject of the communication is and whether a proper file number
has already been allotted in the indiex of files prepared for the year and approv-
ed by the Superintendent and if so allot a proper file number to the reference
accordingly. If the subject is not given a file number in  the index of files,
the General Duty Clerk should allot a new file number to the reference in con-
sultation with the Superintendent of the branch and take an entry about it
in the index of files opened for that year under the triliteral and sub-subject
concerned. The opening of a new file number (new triliteral) is done in
consultation with the Registry, which has got a common list of files opened
by all Sections of the Department duly arranged in alphabetical order. This
consultation with the main register in the Registry is necessary to avoid
duplication of a triliteral in the same Department. '

Compilation of papers :

21. When, a case is finally disposed of and filing orders are given by the
noting assistant or Superintendent, the General Duty Clerk should, after
taking an entry to that effect in the branch diary, arrange to keep the papers
in file covers. There will always be a number of sets of papers bearing the
same file numbers. They should be kept in the same file covers in such a
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way that the notes and correspondence portion of each set is not disturbed and
any set can be easily taken out at any time and put up for reference whenever
necessary. In cases where the sets to be filed under one sub]ect are too many,
the papers should be filed in two or more separate parts using a separate file
cover for each part. The noting assistant and the Superintendent will
indicate the category of preservation of the set of papers while passing orders
for filing.



10

CHAPTER VI.

KEEPING SPARE COPIES OF GOVERNMENT RESOLUTIONS, GOVERNMENT
CIRCULARS, ETC., ISSUED FROM THE BRANCH DULY ARRANGED,
AND KEEPING CLOSED FILES IN THE BRANCH IN
-PROPER ORDER.

Custody of closed files in the Bramch.

22. The branch has to retain in its custody current papers and files of .
the current year and previous three years. The General Duty Clerk should
keep all closed files of the branch in cupboards provided for the purpose and
arrange them .strictly in alphabetical order as shown in the index. If and
when a file is removed from the oupboard, the fact that the file has been re-
moved for such and such purpose should be indicated by inserting a file
~ board or a dummy file in the place of the file with a card affixed to it indicating
the papers for which the file has been removed from the collection.

23. The files older than 3 years and which are intended to be preserved
for a longer period should be sent to the Registry. The General Duty Clerk
should prepare a list; of such files every year and send it to the Registry for
custody and obtain a receipt for the files from the Registry Section.

Maintenance of collection of spare copies of orders etc. and supply
of copies of Government Resolutions etc. to other Departments|
Branches.

24. In every branch of a Department a collection of spare copies of all
Important Government orders, Circulars efc. is maintained as these copies
are always required for reference purposes in various files. The General
Duty Clerk should maintain this collection in proper order. Whenever
important orders of a general nature are issued, the General Duty Clerk should
keep sufficient number of spare copies in the branch collection of spare copies.

25. There are three kinds of scales, viz., Scale A, Scale B, and Scale
C, for distribution of Government Circulars, etc. When the papers are re-
turned from the Registry Section after issue, the General Duty Clerk should
keep one clear copy of the order on the file if the original copy is not a typed one
or 18 a typed one but contains manuscript corrections, alterations, ete., and
remove all other spare copies from the file. Out of these spare copies the
General Duty Clerk should take out the following number of spare copies for
purposes of preservation and keep them aside in the cupboard allotted to the
Branch :— '

(1) Papers distributed under Scale “ C”: 5 copies.
(2) Papers distributed under Seale “B”” : 10 copies.
(3) Papers distributed under Scale “A” : 20 copies.
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The rest of the spare copies should be arranged in bundles according to
the dates of the orderb On the top of the bundle the month and year of “Fhe
orders in respect of which spare copies are kept should be indicated in bold
letters. All such bundles should be arranged and kept separate in cub-
boards, allotted to the Branch. Whenever theré is a demand for the supply
of spare copies of the Government Resolutions, Circulars, etc. from other De-
partment /Branches the General Duty Clerk should attend to such requests
or requisitions and arrange to supply the spare copies after consulting the
Superintendent of the Branch. Spare copies of Circulars, Government Reso-
lutions, etc. which are not required for reference purposes often, should be
destroyed gradually. Instead of destroying all spare copies of one Government
Resolution at a time, few spare copies of each Government Resolution,
Government Circular, etc. should be destroyed periodically.
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CHAPTER VII.

MAINTAINING CERTAIN REGISTERS, CHARTS, STATEMENTS, ETC. WHICH ARE
REQUIRED TO BE MAINTAINED FOR THE BRANCH AS A WHOLE.

Maintenance of Assémbly and Council Question Registers.

26.  When an Assembly or Council Question is received in a branch, the
General Duty Clerk should first enter it in the branch diary of official
receipts. He should simultaneously enter it in the * Register of Assembly
Questions ” maintained in the prescribed form (Appendix V) in each branch.
The dates of calling for reports and issue of reminders and the stages of dis-
posals, should also be entered in the relevant columns of the register. The
date of issue of reply to the Maharashtra Legislature Secretariat should also
be indicated against the relevant questions when a reply is finally issued.
The serial Nos. of the questionsto which replies have finally been issued should
be encircled to show that the question is no longer pending disposal. 1t
should also be indicated in the remarks column whether the file has been
submitted to the Minister-in-charge for his use in answering the question
on the floor of the House.

~ Separate register should be maintained for Assembly and Council Quesﬁons
in the form shown in Appendix V. ‘

27.  During the period the Assembly/Council is in session, the General
Duty Clerk should on the basis of the above registers prepare every week
a progress report in the appended form (Appendix VI) showing the position
regarding the number of pending questions, etc. and submit it to the Superin-
tendent of the Branch for being forwarded to the coordinating Branch of the
Department for consolidation and transmission to General Administration
Department. N '

PrEPARATION AND CONSOLIDATION OF PERIODIEAL RETURNS.
Consolidation of absiracts of work-sheets of individual noting assistants.

28. The individual noting hards including the Superintendents prepare
abstract in the form shown in Appendix V11 of the worksheets. This abstract
shows the number of cases pending with each of them at the beginnning
of the week, the number of cases received by them during the week, and
the number of «cases disposed of by them during the week and the number
of cases remaining with each of them at the end of the week, indicating
the cases pending within one week, over 1 week, over 2 weeks, over 3 weeks,
and total number of cases and also how many such cases are pending for want
of papers. From the individual abstracts of each assistant, a consolidated
abstract showing the position of arrears in the branch should be prepared
in the form given in Appendix VIII by the General Duty Clerk by total-
ling up the details of abstracts given by the assistants. After totalling up
the receipts and disposals of the various assistants, the average disposa] per
noting assistant per day should be worked out. For working out the average,
Baturday should be taken as a half day and Sundays and Holidays should
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* be excluded. The average should thus be worked out by dividing the total
disposals by the number of noting assistants and the number of working
days in the week.

(e.g.) Total Disposals 250 : Noting Assistants 5; No. of ‘Working
days 43.
Average disposal per noting assistant per day=250-+5-+9/2=11"1.

99. After preparing the abstract, details regarding number of cases pend-
ing with the General Duty Clerk for searching previous papers should be
entered indicating the number of references pending for over 1 week, over
9 weeks and over 3 weeks. A copy of the consolidated abstract for the branch
should be passed on by the General Duty Clerk by Tuesday to the coordinat-
ing Branch of the Department for consolidating such abstracts and passing
them on to the General Administration Department (O & M Section).

30. 1If the Superintendent considers it desirable to entrust the work of
consolidation of arrears list to the junior-most Junior Assistant inthe branch
the duties of General Duty Clerk mentioned in this paragraph may be per-
" formed by that Junior Assistant.

Maintenance of Control Chart.

31. All receipts received in a branch will be divided into two categories—
(1) Primary receipts i.e. receipts which ‘provide a fresh starting point for
action and constitute an original item of work and (2) Subsidiary receipts,
i.e. Teceipts which bring in information, advice, views, etc. which help
in taking a final decision or shaping the final reply or orders to be issued on
the primary receipts of category (1) above. The Superintendent of the branch
while going through the dsk and allotting it to the noting assistants
will mark 2ll primary receipts excluding the non-actionable and routine (1.e.
these primary receipts on which no action is necessary beyond perusal or
circulation and these routine primary receipts which call for very routine
or steriotyped action and are finally disposed of by a single note and a draft)
as “PX 7. The General Duty Clerk while entering the receipts in the Branch
diary should indicate the marking “PX” in Col. 5 of the branch diary
against these receipts and simultaneously enter the number thereof in the
Control Chart in the form in Apperdix 1X. A new Control Chart should
be opened on the first working day of each month for entering such “PX”
receipts received during the month.

32. When a receipt marked “PX” is finally disposed of the General
Duty Clerk should, after making an entry to that effect in the Branch Diary,
simulianeously score off its serial number in the Control Chart with one or
two diagonal strokes according 2s the receipt is finally disposed of within
two or four weeks. Receipts finally disposed of in a period of over four weeks
should be striked out by & dash (—). This should be done by the
General Duty Clerk on the basis of the filing instructions recorded by the
Superintendent or the noting assistants concerned on the cases.

33. An abstract of the Control Chart should be drawn by the General
Duty Clerk in the form given in Appendix X after a period of four weeks
after the end of the month to which the chart relates. For example, abstract
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of the Control Chart for the month of June should be drawn on the first work-
ing day of August so that all “ within four weeks ™ disposals are reflected
in it. The pending ““ PX ” receipts in the Control Chart need not be brought
forward in the Control Chart of the next month, instead the Coritrol Chart of
each month should be kept open even after the abstract is drawn till all serial
numbers entered therein are finally disposed of and defaced.

34. After the abstract is checked and signed by the Superintendent of
the branch, the General Duty Clerk should submit to the Branch Officer
and also send a copy thereof to the O & M Section in the Department for
being consolidated and sent to the General Administration Department
(0 & M Section). The General Duty Clerk should also prepare at the end
of each quarter an abstract of pending cases in the form mentioned in
Appendix X1 and take similar action in respect of that abstract.

(@) List of Government of India references pending with the Branch for
' over three months.

(b) List of Govermment references pending with the Government of
India over three months.

35. Communications received from the Government of India are required
to be disposed of with care and expedition. Similarly, communications
addressed to the Government of India are required to be watched carefully. -
To watch the progress in such cases the General Duty Clerk should, after
entering the letters in the branch diary, take an entry about them in separate
stateménts maintained in the forms mentioned in Appendix XII and XIII.
Copies of such references should be sent to the Governor and Chief Minister
in the case of important references if instructions to that effect are given
by the noting assistant or Superintendents or higher officers. These cases
should be kept separate from the other papers in await and given to assistants
for putting up reminders etc. on the due dates without fail. On the last
day of the month the General Duty Clerk should prepare separate statements
in forms mentioned in Appendix XIT and XIIT showing the cases of State
Government pending with the Government of India for over three months
and those of the Government of India pending with the State Government
for over three months and submit them to the Superintendent ard Branch
Officer. On approval, those statements should be passed on to the coordinat-
ing Branch of the Department by the 15th of the following month for being
passed on to the General Administration Department (O & M).

List of references pending final replies from the Divisional Commissioners
for over two months.

36. Every Branch is required to tend to the Co-ordinating Lranch by
the 10th of the following month a statement showing the references
made to the Commissioners of Divisions which are pending with the
Commissioners for over 2 months. Similarly, the Commissioners submit
to Government a statement showing the cases pending with Government
for over 2 months. For this purpose, as soon as a reference is received
from/made to the Commissioner, a note should be taken in the forms given
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Commissioner’s
Government’s

in Appendix XIV and XV indicating the number and date of the

receipt in the Department

making the reference A
Serial number. A separate form should be maintained for the references

received from

made to
latest movements should be verified and a separate statement showing cases.
pending for over 2 months with each Divisional Commassioner should be
prepared in triplicate and passed on to the Co-ordinating Branch for consolida-
tion and passing on to the Commissioners.

reference, its subject, date of

and file number with

from each Commissioner. At the end of the month, the

Maintenance of ““Select” files.

37. In every branch, an up-to-date collection of important orders (Govern-
ment Resolutions, Government Circulars, ete.) is maintained. This is called
“ Qelect File . A separate select file should be maintained for each individual
subject dealt with in the Branch by the noting assistant concerned. This
collection should be kept up-to-date by inserting in it copies of all important
orders issued on the subject from time to time. In cases where spare copies
of any important orders are not available, the General Duty Clerk should
help the noting assistant in getting copies typed from the original files and
keeping them on the select files. The select files should have an index at
the beginning. These select files should be maintained in addition to the
general collection of spare cop es mentioned in paragraph 24.

38. The “Select files” guide the roting assistants and also the General
Duty Clerk about the important ordres which the branch requires in its day-
to day working. The roting sssistants and .General Duty Clerk should,
therefore, see that these files are maintained up-to-date.

Maintenance of name index register.

29, A mumber of references are received on various subjects from private
~ persons, non-official organisations, etc. In order to trace out the files regard-
ing these: references quickly, an index register is required to be maintained
in the attached form (Appendix XVI). The names beginning with the various
alphabets should be allotted a few pages in this register and an index there-
of should be kept at the beginning of the register. After references from
private persons, non-official organisations, etc. have been given a file number
and are entered in the branch diary, the General Duty Clerk should immedia-
tely enter them in the name register also showing the name and address
of the private person or the non-official organisation concerned, the date of
receipt of such reference and the serial number and file number as entered
in the branch ciary. This register makes it easy to trace out references
from private individuals and non-official organisation etc. It is not necessary
to tecord any movements of case papers in the name register. It will
be enough if the correct reference in the branch diary is quoted agamsb
respective entries. If a very large number of such references are received
every week, the General Duty Clerk should, in consultation with the Superin-
tendent, enter only the important communications in the name register.
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CHAPTER VIII.
MISCELLANEOUS.
Maintenance of branch collection of books.

40. Each branch is generally supplied with a set of Acts, Rules and other
books and publications required for its day-to-day working. If any publi-
cations are wanting, copies thereof are obtained by the Superintendent or
the cssistant with the approval of officers from the Director, Government
Printing and Stationery, "if the publications are Government publications
or are purchased from the Managers of Private Publications according as
the publications are Government of India Publications or Private. publications.
A list of all publications in the branch should be maintained in the form
shown in Appendix XVII and it should be kept up-to-date by making additional
entries in respect of new books received or purchased by the Branch.

41. 'The serial number at which the books are entered in the list should
be shown against each book by affixing a slip to the books. The books
which are with the Superintendents and the noting assistants should be
entered in the general list of collection of books in the branch but in the
remarks column, it should be indicated which of the books are with the
assistants. Whenever, a bock is given to any member outside the branch,
a note should be kept by putting a slip in place of that book inthe collec-
tion of Books. The slip should contain the serial number, name of the book,
and the initial of the personsto whomit is given, so that the persons concerned
can be reminded after some time in case the book is not received back.

42, Sets containing the important orders issued by the Department during
the month are required to be submitted to :— '

(1) The Governor - .. ... One set.

(2) The Ministers ... One set.
(3) The Deputy Ministers ... One set.
(4) The Chief Secfet-ary and all Secretaries ... One set.

(6) The Deputy Secretaryto Governinent, Finance 'Two sets.
Department and the Secretary, Inter-State Planning
Committee. .

(6) Deputy Secretary (O & M Section), General One set.
Administration Department. ‘

Seven copies of all roneoed or printed orders issued by the branch should,
therefore, be kept aside by the General Duty Clerk. Before giving such sets
to the co-ordination branch at the end of every month for submission to the
Governor etc. he should consult the Branch Superintendent and omit from the
sets orders of unimportant nature.
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Custody of Stationery articles and their supply to Noting Assistants.

43. General Duty Clerks of branches receive monthly stationery on indent
from the Registry which is the custodian of stationery articles of the whole
department. The General Duty Clerk should keep the stationery received in
the Branch in his custody and distribute the same according to the require-
ments of the noting hands. He should maintain a list of the stationery
distributed to them. '

Comparing work other than that done by the Ezamining Section.

44. The General Duty Clerk should assist the noting assistants in the
Branch in comparing typed copies of agreements or documents of wmportant
natvre. He should also help the noting assistants in comparing fair copies
of very important, confidential or immediate drafts which are required to be
put up for the signature of the officers. '

Writing of Press requisitions i printed forms.

45.. In some cases, the ordersto be issued are of a general nature and very
often a number of spare copies are required for being issued to the Heads
of Departments and other subordinate offices for their use. In such cases,
the orders are got printed from the Government Central Press. Whenever
papers are to be sent to the Government Central Press for printing, the noting
assistant should write out the necessary Press requisition in standard form
No. 209 (e) (Appendix XVIII), obtain the signature of the Superintendent
of the branch and arrange to send it to the Press. The receipt of the printed
copies from the Press should also be watched from time to time by the General
Duty Clerk as well as by the noting assistant concerned. In case, the work
of issuing Press requisitionsis done by Issue Section, Gereral Duty Clerks
and noting assistants may remind that Section, in case printed coples are
not received in reasonable period.

> .
7/
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APPENDIX II.
(Please see paragraph 12)
Index-cum-Movement Card
¥ile Subject Movement

No,
Inward
" Serial

No.
Cross

reterenoes,

i any.

APPENDIX IIT,

(Please see paragraph 13)
Un-official Reminder Card

File No, Subject To whom referred
and when -
Inward
Berial
No.
Date for reminding,

APPENDIX IV.
- (Please see paragraph 13)

DEPARTMENT
Unofficial Reference The attention of '
No. Department is requested to the unofficial reference froms
dated i 19 . tiﬁs Department noted in the margin, the early return of
Subject— : which with a reply will be convenient.

Superintendent, ————————Branch,
Department.
Unofficial reference to the '

Department No. , dated 19 .
(¢.0.r.) mo-B H 4103—3 (3,002—3-61) :
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APPENDIX VII.
(Please see paragraph 28).

Abstract of Work Sheet,

N‘u_ L3

Number of cases outstanding at the beginning of
the week, -

Ngxﬁbe_r of cases received on—
.Mon,day—«
Tuesday—
Wédnesdéy—-—-
-Thursday—-
Friday—
Saturday—
Total for webk—

Total receipte—

Number of cases outstanding at the end of the week -
" (8ee overleaf),

Balance disposed of during the week—
_ Deﬁih of outstandings :—
Up to one week—
» two weeks—
» three weeks— |
Over three weeks—
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APPENDIX VIII.




APPENDIX.

(Please see

Depart

Arrears List for the week

No. of

Over3

weeks old ..

noting | No. of | No. of _
hands | arrears | receipts | Total of [Disposals' Total For
Serial | Branok. [including] at the | during | column | during | arrears | want of | Others..
No. Bupdt. | begin- the | 4endb.| the at the | papers.
.| ning of | week. week. | end of
the week, the week.
1 2 8 4 b 6 7 8 9 10
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ment .
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ending ...vivieniieiiniiiens
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 Over 2 weeks | Over 1 week
old. old.
¥or want For want
of |Others.] of Others.
papers. papess.
11 12 13 14

than
1 week
old.

15

Average
disposal
per noting
hand per
working
day
during the
week.

16

No. of cases kept | No. of Govt,
in await. of India’s
letters. -
Below | Above In In
'one one | await.} arre-
month. | month. ars.
R
17 18 19 20

21
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APPENDIX IX.
(Please see paragraph 31).
Conirol Chart showing disposal of primary receipts other tham non-actionable

and routine.
Branch.......... Department .......... Month...... ..Year .....iaeee
Date, Serial numbers of primary receipts " Remarks,
: : received during the month.
1 2 3

Instructions for'tke marntenance of the Chart.

(#) The Chart will be maintained by the General Duty Clerk under the direct
supexvision of the Superintendent.

(#2) The General Duty clerk will enter in column 2, the Serial Nos. of
“ Primary receipts ’’ (i.e., those marked PX) received on a day against the
relevant date. -

(v21) Primary receipts finally disposed of within two weeks will be neatly
gcored off with one diagonal stroke (thus/) and those disposed of between two

and four weeks with two diagonal strokes (thus//). Receipts disposed of
after four weeks will be cut out with a dash (—). '

——

APPENDIX X.
(Please see paragraph 33).

Abstract of Control Chart. ,
Branch.......... Department . ...... +....Month ..... ...Year .,

--------

Number of Number of Primary receipts disposed of | Percentage of total
Primary receipts number of receipts
received during within Between two disposed of within -

the month. two and four Total. 4 weecks to receipts

‘ weeks. weeks. received during the
month i. e. percentage
of columns 4 to

. column 1, -
1 _ 2 o 3 4 b 6

Note.~—(1) This abstract will be drawn after a lapse of four weeks after the end of the
month to which the Control Chart relates. It should invariably be prepared on ' the 1st
working day of the month. The name of the month to which the Chart -relates should
be shown at the top and not the name of the month in which the abstract is drawn.

(2) This abstract will be prepared in duplicate, the original will be submitted to the
Branch Officer and the duplicate sent direct to O. and M. Officer of the Department.
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APPENDIX XIT.

(Please see paragraph 34).
Department. ...... seeeees. . Abstract for the quartér eidiDg .. erecsorensnraroas

_Abstract showing the number of primary receipts pending final disposal 0D, essvesssssoes

(1) Less than 2 months old.

(2) Between 2 and 6 months old.

(3) Between 6 and 9 months old.

(4) Between 9 and 12 mo;1ths old.

(5) Over 12 months old.

'Totalt IEEREE N NN EERE NN NN RER N

Note—This abstract should be drawn by ocounting the number of entries not defaced
£in the Control Charts of different months.



28

T

*qesodsip
JoygIny
0} QYo
oy jo
FUOKIQIK

01

*ponsII
fI0pUTWOL

3o o8

*Louopued

oy 03
SU08BOYT

8

Jurpued st
69U0IeJod THOYA TILA
s1001g0/ 9340 ‘10730

‘resodsip Jo se8w3g

‘onp 61
L1dex qorqa
£q e

9

*ON e[t
ey} pue
‘g9de oy
ur gd1e0ed

3o o4

‘Rolgug

4

*B1puU] JO "3A0)) o7}
Jo Lx3sTurpy Jo eweN

‘e

oN

*104309] 8,BIPU] JO ‘440D
oY} JO 98P eY3 pUs Joquinu ey
pue A13s1utl{ oYy JO owsN

“oN
[sleg

vereneenee oo sp ougpda oyl wa Bupusd soousiofos DYpUT Jo puounnionop) oy Jo uosgisod 2y Busaoys puswaruy

"(gg ydeidereg 99s esBo[])

TIX XIANEIAV



29

8 L 9 g _ R 4 € 4 |
*pogoodxe *3urpued woya YjIa *038(T *IoquImN
*fue J1 ‘8I00FQ | °Ues SIOPUITIOL st Lydex WIPU] JO JUOWUISA0Y) 0T} *300lqng ‘ON
£q sqavwmeyg . JO o%B([ orgqa £q 038(T 30 L1381UT{ 07} JO oWBN 363397 [BLRS

‘vapu Jo wownionos) oyp yna Buspued sooudiofoy] Mouiaaog fo uowsod Buimoys yuowarlg
LI S I I I S S S P P #HHO.QHP.H@QOQ

¥ (qg ydeiBered sas oseo[q)
TIIX XTIANHILV



30
APPENDIX XIV.

o

(Please see Paragraph 36).

Btatement showing the references received from the Commissioner,—

Division, pending in the Department Branch
~Berial |  Number and dite of Subject. Date of | File No. | Remarks.
No. | Commissioner's reference.| , | receipt..

1 2 3 e 5 7

nreseen.
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APPENDIX XV.
(Please see Paragraph 36).
Statement showing references made to the Commissioner of
Drwvision Branch.
. Date of
Serial Number and date of Subject. remindersissued, | Remarks,
No. Government references, if any,
1 2 8 4 b

anoa
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APPENDIX XVI.

(Please see Paragraph 39.)
' File No. and
Serial| Name of person or Full address of the | Date of recoipt. | Berial No. of
No. non-officia) body. person or body. v the receipt.

1| 2 3 .4 b

W EX az
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APPENDIX XVIII,
B (Please sec pard. 45):
' GOVERNMENT OF MAHARASHTRA.

Gen, 20Ce- -

REQUISITION FOR WORK ON THE GOVERNMKT PRESSES.

-To
THE MANAGER, .

No. . D“ed K . _19 *

-

Reference to previous requisifion, ifany—-—No. date

1. Description of work—
e :
1 2, Gavemmenff'Aqthority for printing—

3. The Budget Head of Account to which cost is debitable (vide G. R., G. D., No. 6970
of 10-8-1929) or chargeable as the case may be—

-

‘Bize in which to be printed—

), Style of binding, if any—

& .pu

Number of proofs required— . ’

7. Date on which proofs are required (in case of urgent work)—

8. Number of final copies required—

9. Date on which final copies are required (in case of ﬁrgent work)— _
10. Classification of the work (whether for official use only, gratis, or for sale) vide G. 0., G.D.,
Nos. 1371 and 2185, dated 28-2-1917 and 23-2-1918, respectively, and P-118, dated
29-4.1926 and 14-7-1926—
11. Edition of the publication—

12. “Special instructions for Press, if any—

13. After final copies have been supplied, type to be (a) kept Standing (b) Distributed—

(Signature in full)
(Designation)

(Address for despatch of completed work).

BOMBAY ! PRINTED AT THE GOVERNMENT CENTRAL PRESS;-

g
gl

i ol
iy



