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COMPUTER REGISTRATION/UPDATION OF DATA

F.8/Judl./2008
31.1.2008

E.11/Judl./2008
1.4.2008

F.13/Judl./2008
10.7.2008

FE.18/Judl./2009
16.2.2009

Office Order requiring updation of data in computer of

all disposed of cases of previous month to be
completed by 7" of current month.

Office Order requiring that Data of disposal of cases by
orders passed prior to 1.3.2008 not to be updated
without written permission of Secretary General.

Office Order requiring updation of data in Computer of

disposed of cases to be completed before 10" of the
succeeding month.

Office Order requiring updation of Coram in the
computer and preponement of cases to be done only by

the Deputy Registrar (CC). Checking the correctness of

final cause list be done by randomly selecting not less
than 20 after notice/adjourned matters by Registrar
(Judl.) which will be verified by D.R. (CC) and furnish
report to Registrar (Judl.).
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23-B

23-C



15

20
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F.4/Judl./2007
20.8.2007

No. Nil
13.12.2007

E.B./Circulars/35/2008
4.1.2008

F.21/Judl.2008
6.2.2008

F.10/Judl/2008
15.2.2008

F.25/Judl/2008
19.4.2008

E.27/Judl/2008
12.6.2008

F.33/Judl./2008
29.9.2008

INSTRUCTIONS FOR COURT MASTERS

Office Order containing instructions not to 'digitally
sign' any draft Signed Order/Record of Proceedings
sent to Hon'ble Judges for approval and to ensure that
digitally signed Order/Record of Proceedings are true
copy of the approved order/Record of Proceedings etc.

Notice to the effect that the mentioning slips are to be
handed over to the Court Masters at least by 10.20
a.m. in the Hon'ble Court presided over by Hon'ble Mr.
Justice S.H. Kapadia.

Circular containing directions to AR-cum-PS/Court
Masters/Sr.PAs/P.A to supply original judgments having
good impression to the Editorial Branch and to ensure
that copies of judgments/orders sent in Floppies/Pen
Drive are in the same format as that of the original
judgment/order in every respect.

Circular containing instructions to furnish printed
appearance slips in prescribed proforma in Courts by
Advocates-on-Record.

Office Order containing directions to AR-cum-
PS/Court Masters to type 'Reportable’ or 'Non-
Reportable' at the right hand top of the first page of the
Judgment.

Circular containing instructions to Court Masters to
convey to the concerned Registrar regarding any order
of the Hon'ble Court, adjudging the contemnor(s) guilty
and sentencing him to suffer imprisonment.

Circular containing instructions that the Appearance
Slip be submitted to the Court Master in the prescribed
proforma signed by the Advocate-on-Record concerned.

Circular containing instructions that for oral mentioning
Advocate-on-Record to give Listing Proforma and
Appearance Slip duly signed to the concerned Court
Master latest by 10.15 a.m. - Further instructions to
Court Masters.

78-A

78-B

78-C to 78-D

78-E to 78-F

78-G

78-H to 78-1

78-J to 78-K

78-L



PROCESSING OF JAIL PETITIONS/CRIMINAL MATTERS

13 F.11/Judl./2007
29.10.2007

14 FEI/AC/2008/SC II-A
6.12.2008

2 F.31/Judl./2008
25.9.2008

Circular containing instructions/directions to ensure
expeditious communication of bail/ release orders.

Circular containing guidelines for preparation/filing of

paper books by the Amicus Curiae appointed by the
Registry in case of Jail Petitions, adopting the charges
fixed by the Supreme Court Legal Services Committee
for typing, translation, paper book binding and charges
for photocopying, except for the photocopies furnished
by the Registry.

CURATIVE PETITIONS

Circular containing directions that files of the pending
Curative Petitions handled by Section X and the fresh
Curative Petitions filed hereafter be transferred to be
dealt with in the respective judicial sections where
main/original matters were earlier dealt with.

108-A to 108-B

108-C to 108-D

110-A

DUTIES OF STAFF WORKING IN JUDICIAL BRANCHES OF REGISTRY

12 E1/Training/Judl.2008 Office Order containing instructions regarding the 137-A to 137-D

9.5.2008

13 F.19/Judl./2009
19.2.2009

14 F.1/Training/Judl./2009
11.5.2009

physical verification of the matters to be carried out
during Summer Vacation and about the further action to
be taken.

Office Order containing instructions to Branch Officers
to maintain separate diaries regarding issue of notice in
'criminal cases' and 'other cases', and to furnish details
of date of issue of notice, date of receipt of process fee
etc. in the Office Report.

Office Order containing instructions regarding the
physical verification of the matters to be carried out
during Summer Vacation and about the further action to
be taken.

137-E

137-F to 137-1
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F.10/Judl./2007
14.8.2007

F.14/Judl/2007
7.12.2007

F.18/Judl/2007
11.12.2007

F.26/Judl/2008
29.4.2008

F.1/2008/RS
10.9.2008

F.30/Judl./2008
10.9.2008

F.34/Judl./2008
30.9.2008

F.16/Judl/2008
5.11.2008

F.38/Judl./2008
5.12.2008

F.46/Judl./2009

GUIDELINES IN GENERAL

Circular containing instructions requiring Advocates to

file Statement of Case as prescribed under Rules 35 to
40 of Order XV and Rule 2 of Order XIX of Supreme
Court Rules, 1966.

Circular conveying information that Copying Branch is
receiving unlimited applications for supplying certified/
ordinary copies etc. from Advocates/parties/persons
throughout during the office hours.

Circular containing instructions to all the judicial
Sections to send the legible spare copies of formal/stay/
bail orders and decrees etc. to Copying Branch along
with original copy of Orders sent for sealing.

Circular containing instructions to maintain separate
registers and enter details of books issued to, and
returned from, the residential office of the Hon'ble
Judges.

Circular notifying amendment in Supreme Court Rules,
1966 increasing the fee payable to Advocates appointed
as Amicus Curiae in Civil/Criminal matters.

Circular requesting Advocates to inform about
infructuous cases, cases filed against interim orders,
cases involving identical/similar question of law, but
not tagged together.

Circular containing instructions to Staff to accept
applications for mentioning in the pending/disposed of
matters strictly upto 2.00 p.m.

Office Order containing instructions to the Scrutiny
Officer to ensure furnishing of required information
against each column in the Listing Proforma.

Circular notifying that Oral Mentioning will be allowed
only before the Court presided over by Hon'ble the
Chief Justice of India.

Circular notifying approved rates of translation of

175-A

175-B

175-C

175-D

175-E to 175-F

175-G

175-H

175-1

175-)

175-K to 175-L
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4.2.2009

F.54/Judl./2009
8.5.2009

E.13/Judl./2007
29.11.2007

F.19/Judl./2008
11.1.2008

F.20/Judl/2008
31.1.2008

F.40/Judl./2008
10.12.2008

documents and requesting to Advocates to apply to the
Registry for translation of documents by the translators
empanelled with the Registry instead of seeking
exemption from filing official translation.

Circular notifying availability of the status of 'certified
copies' on Supreme Court website.

LIMITATION

Circular notifying revised proforma of Office Report on
Limitation.

Circular requiring all the Advocates-on-Record to use
green paper for printing/typing the proforma of the
Office Report on Limitation in terms of Circular No.
E.13/Judl./2007 dated 29.11.2007.

Circular modifying earlier Circular No. F.19/Judl./2008
dated 11.1.2008 requiring the Advocates-on-Record to
use green paper for printing/typing Office Report on
Limitation (as per prescribed format) only in matters
which are filed beyond the prescribed period of
limitation and Office Report on Limitation in matters
which are filed within the prescribed period of
limitation to be typed on white paper.

Circular containing directions to Branch
Officer/Assistant Registrar to use prescribed format for
Office Report on Limitation, counter check number of
days of delay and sign four copies of the limitation
report on green paper in case of matter filed is beyond
prescribed period of limitation and white paper in case
matter is filed within prescribed period of limitation
and fill up the exact days of delay in the application for
condonation of delay, complying with the instructions
given  vide  Circulars  No.F.13/Judl./2007dated
29.11.2007 and No. F.20/Judl./2008 dated 31.1.2008.

175-M

177-A to 177-B

177-C

177-D

177-E to 177-F
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33

34

F.9/Judl./2007
3.7.2007

F.2/Judl/2007
27.7.2007

F.9/Judl/2008
4.2.2008

F.23/Judl./2008
1.4.2008

F.24/Judl./2008
9.4.2008

F.28/Judl./2008
26.8.2008

F.29/Judl./2008
9.9.2008

F.42/Judl./2009
9.1.2009

F.45/Judl./2009
27.1.2009

F.48/Judl./2009
18.2.2009

Circular containing guidelines for

LISTING OF MATTERS

Circular containing directions to the Assistant Registrar
(Mentioning) to ensure that the Advocates make
legible, proper and complete endorsements regarding
service of notice of the mentioning etc. in the Listing
Proforma.

Office Order containing directions to officers/officials
working in Judicial Branches to verify the section-wise
draft list and report whether the matter is complete or
incomplete, for the purpose of taking the Advance List.

Office Order containing directions that matters which
become complete and ready before date given by
Registrar's Court be updated for listing before the
Hon'ble Court.

hearing matters from Tuesday to Friday during Summer
Vacation, 2008.

Circular containing guidelines for listing of urgent
matters during vacation/holidays.

Circular containing guidelines for listing of part-heard
and other matters holding Coram of Hon'ble Judges.

Circular containing directions for listing of matters
from Tuesday to Thursday before the Bench presided
over by Hon'ble Mr. Justice S.H. Kapadia.

Circular containing directions to update Coram of the
same Hon'ble Court which was cancelled due to non-
sitting on Misc. day, after the issue of final cause list.

Circular containing instructions to communicate date of
listing to Mediation Centre in cases where the Hon'ble
Court refers the matter for mediation.

Circular containing instructions to the Listing Branch to
generate section-wise list of preponed matters for listing
on a particular date, and the section to ensure giving of
notice to the appearing parties regarding listing of the
preponed matter, by Registered/Speed Post.

listing of regular

219-A to 219-B

219-C to 219-D

219-E

219-F

219-G to 219-H

219-1 to 219-]

219-K to 219-L

219-M

219-N

219-0
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36

38

F.47/Judl./2009
19.2.2009

F.49/Judl./2009
17.4.2009

F.50/Judl./2009
20.4.2009

F.53/Judl./2009
1.5.2009

Circular notifying that no matter of Advance List will
be shifted to a future date.

Circular containing guidelines for listing of urgent
matters during Summer Vacation, 2009.

Circular containing guidelines for listing of regular
hearing matters during Summer Vacation, 2009.

Circular conveying decision of Hon'ble Full Court
Meeting dated 28.4.2009 regarding deletion of the
matter from any cause list and listing of Misc. matters
on regular hearing days.

219-P

219-Q to 219-R

219-S

219-T
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LISTING OF MATTERS BEFORE HON'BLE JUDGE IN CHAMBERS/REGISTRARS

4 E41/Judl./2008 Circular containing instructions to list civil/criminal 227-A to 227-C
17.12.2008 appeals before the Registrars' Courts, in the first

instance under the heading 'Pre-Final Hearing Matters’
and to include in Weekly/Terminal List only matters
which are recorded as complete in all respects by the
Registrar's Courts.

INSTRUCTIONS REGARDING PREPARATION OF OFFICE REPORTS

13 F.5/Judl/2008 Office Order containing instructions to those working 248-A
9.1.2008 in judicial Branches to state in the Office Report brief
details regarding the position and the exact status of the
case referred to in the office report as pending in this

Court.
14 F.7/Judl/2008 Office Order containing instructions to indicate in the 248-B
28.1.2008 Office Report page number given to the Annexure in

the Paper Book against each Annexure so referred.

INCLUSION/CIRCULATION OF DOCUMENTS/PAPER BOOKS

2
3%

F.3/Judl/2007 Office Order containing directions regarding timely 307-A
13.8.2007 circulation of all the paper books at the residential
offices of Hon. CJI/Hon. Judges in coordination with
Paper Book Section and Listing Section.
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F.15/Judl/2007
7.12.2007

F.6/Judl/2008
25.1.2008

F.12/Judl/2008
23.6.2008

F.14/Judl/2008
18.8.2008

F.18/IW/IAA/08
4.1.2008

F.15/Judl/2008
19.8.2008

E17/Judl/2008
6.11.2008

F.21/Judl./2009
23.7.2009

Circular regarding tallying of index of their Paper
Books with the index of the Paper Books available in
Branch [-A Annexe, by Advocates-on-
Record/Registered Clerk.

Office Order specifying the time schedule for sending
the Paper Books after updation on receipt of weekly
hearing list to avoid delay in the circulation of the Paper
Books to the Hon'ble Judges.

Office Order containing directions that documents be
kept in Paper Books in chronological order and event
wise, continuous page numbers be given and proper
entries in the index portion of the main paper book be
made.

Office Order containing instructions for timely

maintenance, updation and transmission of Paper

Books.

Circular containing directions in supersession of the
instructions contained in Circular No. F.4/ITW/IAA/06
dated 6.11.2006 regarding decentralisation of the work
of inclusion of Record of Proceedings in Paper Book,
etc.

307-B

307-C to 307-D

307-E

307-F to 307-G

307-H to 307-1

Office Order fixing the Time-schedule in the matter of 307-J to 307-L

preparation/publication of Cause List, updation of paper

books and sending the same to the residences of

Hon'ble Judges.

Office Order containing instructions to ensure inclusion
of copies of Record of Proceedings in Paper Books
including those passed by Hon'ble Judge in Chambers
and the Registrar's Court as required in the Circular
dated 4.1.2008.

Office Order drawing attention to, and for compliance
of, directions contained in Office Circulars dated
9.4.2007, 4.1.2008, 6.11.2008 and Office Order dated
19.8.2008 regarding updation of Paper Books with
copies of latest Record of Proceedings and other
relevant documents in respect of matters listed before
the Hon'ble Court.

307-M to 307-N

307-0 to 307-P
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E17/Judl/2007
10.12.2007

F.32/Judl./2008
26.9.2008

F.36/Judl/2008
20.11.2008

ISSUANCE OF SHOW CAUSE NOTICE/NOTICE

Circular containing instructions regarding issue of
notice on the proper Department of the Union of India
or the State Govt, as per the instructions contained in
Circular dated 5.3.1990.

Circular containing instructions to Officers signing the
Notice or intimation sent to Advocates-on-Record
mentioning the name, room number and the telephone
number below his/her signature.

TAGGING OF MATTERS

Circular containing instructions regarding maintaining
Register by Tagging Officer in respect of Coram given
by her/him strictly in conformity with the guidelines
and regarding maintaining Register by Additional
Registrar (I-B) in respect of matters in which coram is
given by the Hon'ble C.J.1.

334-A

334-B

373-A

INSTRUCTIONS REGARDING FILING OF FRESH MATTERS/DOCUMENTS

F.12/Tudl/2007
22.11.2007

F.44/Judl/2009
24.1.2009

No. Nil
7.12.2007

Circular containing instructions to give undertaking in
the proforma to file copies of the judgment/order
required to be filed as additional documents at least one
week prior to the date of publication of the final cause
list, failing which the matter not to be listed.

Circular containing directions to list matters in which
copies of the relevant documents are not filed as per the
undertaking given by advocates even after the expiry of
the four weeks as enjoined in Circular No.E12/Judl/07
dated 22.11.2007, along with appropriate office report
mentioning non-compliance of undertaking.

Notice regarding opening additional filing counters and
the timings for the functioning of the counters.

445 10 445-A

446

447
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35

36

38

39

40

E.16/Judl./2007
8.12.2007

F.19/WPPB/TAA/08
11.1.2008

F.22/Judl./2008
7.2.2008

No.1B/2/2008
15.10.2008

F.37/Judl/2008
21.11.2008

E51/Judl./2009
21.4.2009

F.52/Judl./2009
21.4.2009

F.20/Judl./2009
5.5.2009

F.55/Judl./2009
2.7.2009

Circular containing instructions to the effect that only
Advocates-on-Record or their registered clerk or
Advocates having special authority in writing shall file/
refile, cure defects, apply for certified copies or move
any other work in Judl. sections

Circular containing instructions to accept only three
sets of Paper Books of Writ Petitions at the Filing
Counters. Additional sets of Paper Books if needed be
got prepared by the concerned Section preferably with
the assistance from the concerned counsel.

Circular containing instructions to furnish complete and
accurate information in Listing Proforma.

Notice regarding revised timings for the functioning of
Filing Counters.

Circular containing instructions not to accept
Vakalatnama from the Respondent(s) unless filed along
with Caveat, when a matter is not admitted or Notice
was ordered by the Hon'ble Court.

Circular containing revised procedure for filing and
scrutiny of the matters at the Filing Counter w.e.f. 4"
May, 2009. (Circulated to Staff) with Modified Check
List to be followed by the Registry.

Circular containing revised procedure for filing of fresh
matters at the Filing Counter and scrutiny thereof etc. to
be followed w.e.f. 4.5.2009.

Office Order containing instructions to accept fresh
matters etc. filed by party-in-person or the authorised
representative of an organisation in the Porta Cabin and
PRO to assist them regarding their queries.

Circular in continuation of Registry's earlier Circular
Nos. FNo.51 &52/Judl/2009 dated 21% April, 2009
containing instructions that Caveat matching be done at
the time of registration, that one counter at Porta Cabin
will function between 5 p.m. to 8 p.m. for accepting
fresh matters and that Defective matters be collected
from the filing counter by the Advocates.

448

449

450-450A & B

451

452

453-453A-F

454-454A-C

456-456A
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F.56/Judl./2009
7.7.2009

Circular containing instructions limiting that not more
than two defective matters to be refiled at a time, except
in the case of group matters, matters filed beyond
limitation, urgent matters and matters refiled on behalf
of Central Agency Section.

457



