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CHAPTER-I 
 

DEFINITIONS 
 

Based on Manual of Office Procedure, some of the terms relevant to the 
government offices have been defined below:- 
 
1. 'Note' means the remarks recorded on a case to facilitate its disposal, and 

includes a precise of previous papers, a statement or an analysis of the 
questions requiring decision, suggestions regarding the course of action and 
final orders passed thereon. 

 
2. 'Minute' means a note recorded by the President, the Vice-President, the 

Prime Minister or a Minister. 
 
3. 'File' means a collection of papers arranged chronologically on a specific 

subject matter assigned a file number and consisting of the following parts: 
 
(a)  Notes 
(b)  Correspondence  
(c) Appendix to notes  
(d) Appendix to correspondence 

 
4. 'Notes Portion' in relation to a file means the portion containing notes or 

minutes recorded on a case. 
 
5. 'Correspondence Portion' in relation a file means the portion containing 

'receipts' and office copies of 'issue' pertaining to the file. 
 
6. '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. 

 
7. '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. 

 
8. 'Case' means a current file or a receipt together with other related paper, if 

any. 
 
9. 'Current file' means a file action on which has not been completed. 
 
10. "Come-back Case' means a case received back for further action such as re-

examination or preparing a draft or a summary of the case. 
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11. 'Docketing' means making of entries in the notes portion of a fife about the 
serial number assigned to each item of correspondence (whether receipt or 
issue) for its identification. The remarks recorded on the body of the receipt 
by higher officers towards its disposal are also required to be reproduced on 
the note sheet immediately after docketing a receipt. 

 
12. '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. 

 
13. '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 development 
as and when they take place. It is prepared to avoid repeated re-capitulation 
of the case through self-contained notes. 

 
14. 'Sectional note' means a note recorded on only one of the many issues raised 

in the PUC. 
 
15. 'Security grading' means security marking 'Confidential', 'Secret or 'Top 

Secret'.  
 
16. 'Urgent dak' means dak marked 'immediate' or 'priority'. 
 
17. `Referencing' is the process of identifying a document, decision and facts 

mentioned in a note, draft or office copy of communication issued. 
 
18. '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 reply to the party from which the original communication emanated. 

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

additional information to aid the disposal of a paper under consideration. 
 

20. ‘Parliamentary matters’ includes Parliament Questions, Assurances, etc. the 
manner of dealing with which is laid down in detail in the Manual “Handling 
of Parliament Material.” 

 

21. ‘Paper under consideration (PUC)' means a receipt on a case, the 
consideration of which is the subject matter of the case. 

 

22. 'Reference folder' in relation to a particular subject means a folder containing 
copies of relevant rules, orders, instructions, etc., arranged in chronological 
order. 

 

23.  '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 
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development as and when they take place.  This may be termed ‘Self 
Contained Note’ if it figures in the notes portion of the file. 

 

24. '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. 
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It is the 
quality of our 
work which 

will please God 
and not the 
quantity. 
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CHAPTER II 

 

MACHINERY OF GOVERNMENT 

 

The President - The executive power of the Union formally vests in the President 
and may be exercised by him either directly or through officers subordinate to him, 
in accordance with the Constitution. 

 

The Council of Ministers -  

(1) In the exercise of his functions, the President is aided and advised by a 
Council of Ministers headed by the Prime Minister. In actual practice the 
executive power of the Union resides in the Council of Ministers. 

(2) The Council of Ministers consists of three categories of Ministers, namely: 

(a) Cabinet Ministers; 

(b) Ministers of State; and 

(c) Deputy Ministers. 

(3) The Cabinet, which consists of Ministers of the first category only, is 
responsible for shaping the overall policies of the Government in 
discharging its responsibilities. It sometimes functions through its 
Committees. 

 

Transaction of government business -  

(1)  Among the rules issued by the President for the convenient transaction of 
the business of the Government, under Article 77(3) of the Constitution, 
are: 

(a)  The Government of India (Allocation of Business) Rules; and 

(b)  The Government of India (Transaction of Business) Rules. 

(2) The Allocation of Business Rules allocate the business of the 

government among its different departments which are assigned to the 
charge of the Ministers by the President on the advice of the Prime 
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. 

(3) The Transaction of Business Rules 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 President, the Prime 
Minister, the Cabinet or its committees for prior approval; and 
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(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. 

 

Department -  

(1)  A Department is responsible for formulation of policies of the 
government in relation to business allocated to it and also for the 
execution and review of those policies. 

(2) For the efficient disposal of business allotted to it, a Department is 
divided into wings, divisions, branches and sections. 

(3) A Department is normally headed by a Secretary to the Government of 
India who acts as the administrative head of the Department and 
Principal Adviser of the Minister on all matters of policy and 
administration within the Department. 

(4) The work in a Department is normally divided into wings with a Special 
Secretary/Additional Secretary/Joint Secretary in-charge of each wing. 
Such a functionary is normally vested with the maximum measure of 
independent functioning and responsibility in respect of the business 
falling within his wing subject, to the overall responsibility of the 
Secretary for the administration of the Department as a whole. 

(5) A wing normally comprises a number of divisions each functioning under 
the charge of an officer of the level of Director/Joint Director/Deputy 
Secretary. A division may have several branches each under the charge of 
an Under Secretary or equivalent officer. 

(6) A section is generally the lowest organisational unit in a Department with 
a well-defined area of work. It normally consists of assistants and clerks 
supervised by a Section Officer. Initial handling of cases (including noting 
and drafting) is generally done by, assistants and clerks who are also 
known as the dealing hands. 

(7) While the above represents the commonly adopted pattern of 
organisation of a department, there are certain variations, the most 
notable among them being the desk officer system. In this system the 
work of a Department at the lowest level is organised into distinct 
functional desks each manned by two desk functionaries of appropriate 
ranks e.g. Under Secretary or Section Officer. Each desk functionary 
handles the cases himself and is provided adequate stenographic and 
clerical assistance. 

(8) The other notable variation is the Integrated Headquarters of Ministry of 
Defence where, the Vice Chiefs of Staff, the Principal Staff Officers of the 
concerned branches and other appropriate authorities, exercise the 
powers delegated by the Raksha Mantri through the various Branches 
and the Directorates of the Integrated Headquarters of the Ministry of 
Defence.  

(9) Functions of various levels of functionaries: 
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(a) Secretary – A Secretary to the Government of India is the 
administrative head of the Ministry or Department. He is the principal 
adviser of the Minister on all matters of policy and administration 
within his Ministry/Department, and his responsibility is complete 
and undivided. 

(b) 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. 

(c) Director/Deputy Secretary – Director /Deputy Secretary is an 
officer who acts on behalf of the Secretary.  He holds charge of a 
Secretariat Division and is responsible for the disposal of Government 
business dealt within the Division under his charge.  He should, 
ordinarily be able to dispose of the majority of cases coming up to him 
on his own.  He should use his discretion in taking orders of the Joint 
Secretary/Secretary on more important cases, either orally or by 
submission of papers. 

(d) Under Secretary – An Under Secretary is in charge of the Branch in a 
Ministry consisting of two or more Sections and in respect thereto 
exercises control both in regard to the dispatch of business and 
maintenance of discipline.  Work comes to him from the sections 
under his charge.  As Branch Officer he disposes of as many cases as 
possible at his own level but he takes the orders of Deputy Secretary 
or higher officers on important cases. 

(e) Section Officer -  

A. General Duties – 

(i) Distribution of work among the staff as evenly as possible; 

(ii) Training, helping and advising the staff; 

(iii) Management and co-ordination of the work; 

(iv) Maintenance of order and discipline in the section; 

(v) Maintenance of a list of residential addresses of the Staff. 
 

B. Responsibilities relating to Dak – 

(i) to go through the receipts; 

(ii) to submit receipts which should be seen by the Branch 
Officer or higher officers at the dak stage; 

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

(iv) to scrutinize the section diary once a week to know that it 
is being properly maintained. 
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C. Responsibilities relating to issue of draft – 

(i) to see that all corrections have been made in the draft 
before it is marked for issue; 

(ii) to indicate whether a clean copy of the draft is necessary; 

(iii) to indicate the number of spare copies required; 

(iv) to check whether all enclosures are attached; 

(v) to indicate priority marking; 

(vi) to indicate mode of dispatch. 
 
 

D. Responsibility of efficient and expeditious disposal of 
work and checks on delays – 

(i) to keep a note of important receipts with a view to 
watching the progress of action; 

(ii) to ensure timely submission of arrear and other returns; 

(iii) to undertake inspection of Assistants’ table to ensure that 
no paper of file has been overlooked; 

(iv) to ensure that cases are not held up at any stage; 

(v) 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 – 

(i) issuing reminders; 

(ii) obtaining or supplying factual information of a non-
classified nature; 

(iii) any other action which a Section Officer is authorized to 
take independently. 

 

F. Duties in respect of recording and indexing – 

(i) to approve the recording of files and their classification; 

(ii) to review the recorded file before destruction; 

(iii) to order and supervise periodic weeding of unwanted 
spare copies; 

(iv) ensuring proper maintenance of registers required to be 
maintained in the section; 

(v) Ensuring proper maintenance of reference books, Office 
Orders etc. and keep them up-to-date; 

(vi) Ensuring neatness and tidiness in the Section; 
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(vii) Dealing with important and complicated cases himself; 

(viii) Ensuring strict compliance with Departmental Security 
Instructions. 

 

(f) 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 :- 

(i) to see whether all facts open to check have been correctly stated; 

(ii) to point out any mistakes or incorrect statement of the facts; 

(iii) to draw attention, where necessary, to precedents or Rules and 
Regulations on the subject; 

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

(v) to bring out clearly the question under consideration and 
suggest a course of action wherever possible. 

 

(g) 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 :- 

(i) taking dictation in shorthand and its transcription in the best 
manner possible;. 

(ii) fixing up of appointments and if necessary canceling them; 

(iii) screening the telephone calls and the visitors in a tactful manner; 

(iv) keeping an accurate list of engagements, meetings etc. and 
reminding the officer sufficiently in advance for keeping them 
up; 

(v) maintaining, in proper order, the papers required to be retained 
by the Officer; 

(vi) keeping a note of the movement of files, seen by his officer and 
other officers, if necessary; 

(vii) destroying by burning the stenographic record of the 
confidential and secret letters after they have been typed and 
issued; 
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(viii) 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; 

(ix) 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. 

 

(h) 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, dispatch, 
preparation of arrears and other statements, supervision of correction 
of reference books and submission of routine and simple drafts etc. 

 

Integrated Headquarters of Ministry of Defence -  Integrated Headquarters of 
Ministry of Defence comprising Army Headquarters, Naval Headquarters, Air 
Headquarters and Defence Staff Headquarters will be associated in the formulation 
of policies in relation to matters concerning the Defence of India and the Armed 
forces of the Union. They would be responsible for providing executive direction 
require in the implementation of policies laid down by the Ministry of Defence. They 
shall exercise delegated administrative and financial powers. The role and functions 
the Services Headquarters ‘now’ designated as Integrated Headquarters in all other 
respects remain unchanged.  

Attached and Subordinate offices –  

 

(1) 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 `Attached' and `Subordinate' offices. 

(2) Attached offices 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 
question dealt with by them. 

(3) 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 an attached office, or where the volume of 
executive direction involved is not considerable, directly under a department. 
In the latter case, they assist the departments concerned in handling technical 
matters in their respective fields of specialization. 

 

Constitutional Bodies: Such bodies which are constituted under the provisions of 
the Constitution of India. 
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Statutory Bodies: Such bodies which are established under the statute or an Act of 
Parliament. 

 

Autonomous Bodies: Such bodies which are established by the Government to 
discharge the activities which are related to governmental functions.  Although such 
bodies are given autonomy to discharge their functions in accordance with the 
Memorandum of Associations etc., but the Government’s control exists since these 
are funded by the Government of India. 

 

Public Sector Undertakings – Public Sector Undertaking is that part of the 
industry which is controlled fully or partly by the Government.  These undertakings 
have been setup in the form of companies or corporations in which the shares are 
held by the President or his nominees and which are managed by Board of Directors 
which includes officials and non-officials. 
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uncontrolled 
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but to 
destroy.
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CHAPTER III 
 

DAK-RECEIPT, REGISTRATION AND DISTRIBUTION 
 

The Records Section in the offices shall have the objectives to: 

(i) To eliminate delays by prompt distribution of inward dak and prompt 
dispatch of outward dak.  

(ii) To contribute to the efficiency of office by maintaining an up to date 
library.  

(iii) To ensure efficient and up to date "Records Management". 

Preservation and Destruction or Disposal of records 

The instruction to be followed for the preservation and destruction or 
disposal of records including old editions of books of regulations are laid down in 
Office Manual I. The periods for which the various kinds of records are to be kept are 
laid down in Office Manual Part II Volume I.  

INWARD DAK  

Receipt, opening and sorting  

The Records Section will take delivery of all post addressed to the office 
including local dak received through messengers. The addresses on all covers will be 
examined by the AAO or a Senior Auditor to make sure that the covers are meant for 
the office. Unregistered covers will be opened by one or more peons in the presence 
of the dak sorter. Registered covers will be opened by a Clerk under the supervision 
of the AAO. In opening covers, care will be taken to see that the contents are not 
damaged. 

The contents of each cover will be carefully taken out and each document will 
be stamped with the office date stamp. The AAO, Record Section, will ensure that the 
stamp is not put in the body of a letter etc., or in any other place which is likely to 
obliterate its contents.  

The AAO will collect inner covers marked secret or confidential, enter 
particulars thereof (viz., number, date and office of dispatch as noted on the outside 
of such covers) in a transit book kept for the purpose, and personally hand over the 
transit book along with the covers to the officer-in-charge of the Administration 
Section, who will initial against the entries in the transit book in token of receipt of 
the covers.  

The dak will be sorted out into separate trays for the various Sections, letters 
and bills being kept separate. Arrangements will be made for scrutiny of the dak by 
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the Section representatives to ensure that all documents allotted to their respective 
Sections correctly pertain to them. Any letters, etc., incorrectly sorted will be 
transferred on the spot by mutual agreement with other Section representatives. 
Disputes, if any, regarding the particular Section to which a letter pertains will be 
decided by the Officer-in-Charge of the Record Section.  

Any communication addressed to an outside party but wrongly received in 
the Office will be transmitted to the correct party under advice to the sender by the 
Record Section either by registered or unregistered post, as the case may warrant.  

The attendance of dak sorters and of the Section representatives may be 
regulated at the discretion of the C.D.A., with due regard to hours and frequency of 
postal deliveries at the station.  

Registration 

 Letters-After the sorting has been done, all letters (including those received by 
registered post) will be diarized Group-wise for each Section separately by the 
Record Section in I.A.F. (C.D.A.) -239 in duplicate by carbon process. Only the 
number and date of the communication and party from whom it has been received 
will be entered in the diary. Two or more diaries may be opened for a section where 
the receipt is large. However, the total number of ordinary letters are noted Section 
wise before its distribution.  

Bills-All bills (including those received by registered post) will be diarized Group-
wise for each Section separately in I.A.F. (C.D.A.)-239 in duplicate by carbon process. 
The Record Section will invariably verify that enclosures are attached to bills and 
make suitable remarks where necessary. Enclosures will also be checked by the 
Section representatives.  

Note:- All bills irrespective of their nature will be received only in the Record Section 
of the PCsDA/CsDA Office and will be sent to the respective Section after being duly 
diarized. Under no circumstances should any bill be received by any Section direct.  
 

Valuable documents-Valuable documents, viz., G.P. notes, fixed deposit receipts, 
post office cash certificates, cheques, drafts, sheet rolls, long rolls, medical history 
sheets, records of service, indemnity bonds, insurance policies, court attachment 
orders and other documents of a legal nature, will be diarized in duplicate in a 
separate "Register of Valuable Documents" keeping loose sheets below the pages of 
register.  

Reminders and complaints-Reminders and complaints, whether marked as such or 
in the form of a letter, will be collected by the Record Section from the dak and sent 
to the P.C.D.A./C.D.A., Addl./J.C.D.A. and the Officer-in-Charge of the Sections 
concerned. On receipt back, they will be diarized in duplicate by carbon process in 
I.A.F. (C.D.A.)-239 in two separate registers, one for reminders and the other for 
complaints.  

Special dak-Important communications from the Government of India, C.G.D.A., 
Army Headquarters, etc., will be sent to the Pr.C.D.A./C.D.A., Addl./J.C.D.A. and 
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D.Cs.D.A. for perusal. On receipt back, they will be diarized in duplicate by carbon 
process in I.A.F. (C.D.A.)-239 in a separate register. All covers received from the 
Office of the CGDA New Delhi are handed over to AN Section for its diarizing and 
distribution.  

Top secret, secret and confidential dak-As top secret papers must at all times and 
in all stages remain in the personal custody of the Officer dealing with them, these 
papers are invariably required to be addressed by name to the Officer for whom they 
are intended. Top secret letters and documents received by an officer other than the 
Head of the Office will be brought to the latter’s notice for any direction or orders he 
may consider necessary in each case. He will have them diarized in a separate diary. 
The diarizing will be done in such a manner that the contents of the 
letters/documents are not disclosed.  

The diary in respect of all top-secret documents and letters should be 
submitted for perusal by the Head of the Office every month.  

All secret and confidential covers brought to the D.C.D.A. or the officer-in-
charge of the Administration Section by the AAO, Record Section (or a reliable 
individual nominated by him) will be opened by the D.C.D.A./officer-in-charge, 
Administration Section personally and the communications contained therein will be 
shown to the Pr.C.D.A./C.D.A., Addl./J.C.D.A. and DCsDA concerned (except any 
letter held back by the Pr.C.D.A./C.D.A. from circulation). The confidential letters of 
general interest will be shown to all D.Cs. D.A., as well. These letters will then be 
passed to the officer-in-charge, Administration Section for diarizing and distribution 
to the Officers-in-Charge concerned.  

Secret and confidential covers intended for the Controller personally will be 
handed over to him by the officer-in-charge of the Administration Section.  

Demi-official communications-Demi-official letters addressed to the 
Pr.C.D.A./C.D.A. and the Addl./J.C.D.A., will be diarized and distributed by the 
Administration Section. 

 

DISTRIBUTION 

Special dak, reminders and complaints will be handed over together with 
duplicate diary sheets to officer-in-charge of the sections concerned and their initials 
obtained.  

Secret and confidential letters will be handed over personally by the officer-
in-charge of the Administration Section (or a reliable AAO or clerk selected by him) 
to officers-in-charge of the sections concerned, whose initials, will be obtained in the 
diary registers.  

Valuable documents will be handed over to the cashier or the AAO of the 
Sections concerned, whose initials will be taken in the register.  



16 

 

Other dak along with duplicate copies of the diary sheets will be handed over 
to the senior AAO of the section concerned, who will arrange to send the dak to the 
respective officer-in-charge of the Groups. After the dak has been seen by the latter, 
the senior AAO will hand it over to the group AAO concerned along with the 
duplicate copies of the diary sheets.  

Letters, etc., once accepted by the section representatives at the time of 
scrutiny of dak or disputed letters marked by the Officer-in-Charge Record Section to 
be received by a particular section vide para. 3 will not be returned to the Record 
Section. Such documents may be transferred by the particular section direct to the 
Section concerned by mutual agreement. 

The number of times the dak is to be distributed daily in the sections will be 
dependent on the frequency of postal deliveries and will be fixed by the 
Pr.C.D.A./C.D.A. 

 

MARKING DISPOSALS 

Disposal of letters, etc., will be marked in the section records under the 
initials of the dealing clerk concerned (or the general clerk attached to the AAO 
group). The AAO’s of the section will note the numbers maintained by the 
Administration Section for secret and confidential letters.  

 

OUTWARD DAK  

Dispatch 

In relation to outward dak, the Record Section will:-  

i. dispatch all outwards letters and registered and insured parcels;  
ii. maintain dispatch registers and record therein the total number of envelopes 

sent by ordinary post and other necessary particulars, e.g., numbers assigned 
and addressed in respect of letters, etc., sent by registered post; and  

iii. keep stock of service labels and maintain a stamp account in respect of service 
labels used in dispatching letters, etc.  

Important letters dispatched by ordinarily post will also be recorded in the 
dispatch register like those sent by registered post, if the Officer-in-Charge of the 
Section concerned considers it necessary and makes a request to this effect on a 
separate slip.  

Secret and confidential covers are treated as "important" and even when they 
are not sent by registered post, they should be entered in the dispatch register.  

The dispatch of confidential correspondence may by made through the 
ordinary office dispatch register, but the entries therein should afford no clue as to 
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the contents of the documents and should refer only to the entries in the confidential 
register.  

A register for the dispatch of secret and top secret correspondence would be 
maintained by the Controller or Officer-in-Charge of the Administration Section and 
this register should be kept under lock and key.  

Papers bearing security classification dispatched from the office should be 
placed in double covers, the inner one (which should be sealed) only being marked 
"secret" or "confidential" and superscribed with the name or designation of the 
addressee and the number and date of the communication enclosed therein, on the 
top left hand corner, and the designation of the office of origin in the bottom left 
hand corner, the outer one should be addressed in the ordinary manner.  

Secret correspondence transmitted between Sections or Officers in the Main 
Office should pass from hand to hand by personal delivery or be sent in sealed 
covers or locked boxes.  

Full particulars of valuable documents issuing from the Office will be 
recorded in the dispatch register. Where considered necessary, a separate dispatch 
register in respect of valuable documents may be maintained. The dispatcher should 
initial in ink in the transit books through which such documents are sent to the 
Record Section by other Sections.  

A pigeon hole will be allotted in the Record Section for each addressee with 
whom communications are regularly made. On receipt of fair copies in the Record 
Section, they will be sorted into their appropriate pigeon holes. The pigeon holes will 
be cleared and the letters, etc., dispatched daily.  

All covers will be neatly addressed and endorsed with full signature of the 
dispatcher and designation of the office of issue at the left hand bottom corner. In 
most cases, it will be found convenient to use cyclostyled slips bearing full addresses 
of offices, formations, etc., to which communications are frequently dispatched. 
Different letters for the same addressee should normally be sent in one cover.  

 S. D. S. facilities, if available, should be utilized to the extent convenient. In 
dispatching covers other than those sent through Army Courier Service, care should 
be taken to see that the correct amount of postage is used for each cover which will 
be weighed where necessary.  
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A man is the sum of 

his actions, 
of what he has done,             

of what he can do, 
Nothing else.
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CHAPTER-IV 
 

NOTING 
 

Noting is the process of offering remarks on a paper under consideration to 
facilitate the decision-making authority in arriving at the decision. The volume of 
correspondence handled by Government offices is so high that they cannot afford to 
waste time and manpower by indulging in unnecessary and avoidable noting. The 
following instructions should be kept in view while preparing a note.  

 
GUIDELINES 
 

(1)  All notes will be concise and to the point. Lengthy notes are to be 
avoided. 

(2) The verbatim reproduction of extracts from or paraphrasing of the 
paper under consideration, fresh receipt, or any other part of correspondence 
or notes on the same file, should not be attempted. 

(3) When passing orders or making suggestions, an officer will confine 
his note to the actual points he proposes to make without reiterating the 
ground already covered in the previous notes. If he agrees to the line of action 
suggested in the preceding note, he will merely append his signature. 

(4) Any officer, who has to note upon a file on which a running summary 
of facts is available will, in drawing attention to the facts of the case, refer to 
the appropriate part of the summary without repeating it in his own note. 

(5) Relevant extracts of a rule or instruction will be placed on the file and 
attention to it will be drawn in the note, rather than reproducing the relevant 
provisions in the note. 

(6) Unless a running summary of facts is already available on the file or 
the last note on the file itself serves that purpose, a self-contained note will be 
put up with every case submitted to the Minister. Such a note will bring out 
briefly but clearly relevant facts, including the views expressed on the subject 
by other departments, if any, consulted in the matter and the point or points 
on which the orders of the Minister are sought. 

(7) If apparent errors or incorrect statements in a case have to be pointed 
out or if an opinion expressed therein has to be criticized, care should be 
taken to couch the observations in courteous and temperate language free 
from personal remarks. 

(8) When a paper under consideration raises several major points which 
require detailed examination and respective orders, each point (or group of 
related points) will be noted upon separately in sectional notes; such notes 
will each begin with a list of the major point(s) dealt with therein. 

(9) Notes and orders will normally be recorded on note sheets in the 
notes portion of the file and will be serially numbered.  Black or blue ink will 
be used by all categories of staff and officers.  
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(10) The dealing hand will append his full signature with date on the left 
below his note. An officer will append his full signature on the right hand 
side of the note with name, designation and date. 

(11) A note will be divided into serially numbered paragraphs of easy 
size, say ten lines each. Paragraphs may preferably have brief titles. The 
first paragraph will give an indication of the evidence and the conclusions 
reached. The final paragraph should weigh the arguments and make 
recommendations for action. 

(12) A small margin of about one inch will be left on all sides (left, right, 
top and bottom) of each page of the note sheet to ensure better preservation 
of notes recorded on the files as at times the paper gets torn from the edges 
making reading of the document difficult.  However, notes should be typed/ 
written on both sides of the note sheet as per instructions of Department of 
Expenditure. 

(13) While preparing/submitting Notes for the Cabinet/Cabinet 
Committees/Groups of Ministers/ Committee of Secretaries, the required 
procedure prescribed shall be kept in view. 

(14) While constitution/reconstitution of High-level Commissions/ 
Committees, the required procedure shall be kept in view. 

 

TYPES OF CASES & QUANTUM OF NOTING 
 

Noting should be restricted to the minimum. It should be systematic and 
functional. The following approach could be adopted for noting on various 
categories of cases:- 
 

1.  Ephemeral Cases: 
 
Such cases should be filed at the dak stage itself by the Section Officer or 

Desk functionary briefly recording the reasons why no action is necessary. These 
cases are also known as "No-Noting" cases. These may also be returned in original to 
the sender recording requisite factual information. 
 

2.  Routine or Repetitive Cases:  
 

In cases of repetitive nature, `a standard process sheet' which means a 
standard skeleton note should be developed indicating pre-determined points of 
check In respect of other routine cases, a fair reply should be put up without any 
noting. 
 

 
 
 
3.  Action-in-Correspondence Cases: 

 
These cases also do not require detailed noting. It would be sufficient if a 

brief note (a paragraph or so) is recorded indicating the issue under consideration 
and the suggested action. 
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4. Problem Solving Cases 
 
In these cases, a detailed note providing maximum information on each 

aspect will be necessary. Even then, the note should be concise and to the point, 
covering the following aspects:- 
 

(i) What is the problem? 
(ii) How has it arisen? ' 
(iii) What is the `Rule', `Policy' or `Precedent? 
(iv) What are the possible solutions? 
(v) Which is the best solution? Why? 
(vii) What will be the consequences of the proposed solution?  

 

5.  Policy and Planning Cases: 
 
These types of cases would not be large in number and are normally dealt 

with at sufficiently higher levels of the organisation. They require a thorough 
examination with maximum amount of noting developed systematically. A note in 
such cases should be structured in the following manner: - 
 

(i) Problem: - State the problem. How it has arisen? What are the critical 
factors? 

 

(ii) Additional Information: - Give additional information to size up 
the problem. The information would be available on the files and 
other papers in the Section. If sufficient information is not available to 
enable thorough examination, it should be collected before attempting 
a note. 

 

(iii) Rule, policy, etc.: - Relevant rules, regulations, policy, standing 
orders, practices are required to be referred to, wherever available. 
Logical interpretation of such rules etc. bringing out their bearing on 
the problem has to be put across in a cohesive manner. 

 

(iv) Precedents: - Precedent cases having a bearing on the issue under 
consideration should be put up. If there are varying precedents or any 
precedent differs in certain respects from the case under examination, 
the difference should be brought out so as to arrive at a correct 
decision. 

 

(v) Critical analysis: - the case should then be examined on merits 
answering questions such as what are the possible alternative 
solutions/ which is the best solution? It should be ensured that views 
of other Divisions/Ministries etc. have been obtained where 
necessary. Attention should also be paid to other aspects like the 
financial and other implications, repercussions, and the modality of 
implementing the decision and the authority competent to take a 
decision. 
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(vi) Concluding para: - the concluding para should suggest a course of 
action for consideration. In cases where a decision is to be taken by a 
higher authority like committee, Board, etc., the point or points on 
which the decision of such higher authority is sought should be 
specifically mentioned.  

 
 

NOTING ON FILES RECEIVED FROM OTHER DEPARTMENTS 
 
(a) Where the reference requires information of a factual nature or other action 

based on a clear precedent or practice, the dealing hand in the receiving 
Department may straightaway record a note on the file. 

 
(b) If the reference seeks an opinion, ruling-or concurrence of the receiving 

Department and requires detailed examination, such examination will 
normally be done separately and only the officer responsible for commenting 
upon the reference will record the final views on the file. This separate 
examination can be done through routine notes or on what is commonly 
known as "shadow files"' which are opened subject wise in the receiving 
department. 

 
(c) When a note on a file is recorded by an officer after obtaining the orders of a 

higher officer, a remark that "this has the approval of-----" should be added in 
that note. 

 
(d) A copy of the note finally recorded on the main file will be retained with the 

routine notes/shadow file, before the main file is returned to the originating 
Department. 

 
(e) The inter-departmental note recorded on the file of the originating 

Department will bear the subject file number (shadow file number) to 
facilitate filing of papers and their subsequent- retrieval for future reference. 

 
 

NOTING ON CASES REFERRED TO UNDER THE SINGLE FILE 
SYSTEM 
 

The Single File System applies to matters, which are not within the 
delegated powers of the attached or subordinate offices and have to be referred 
frequently to the Ministry/Department for seeking a sanction/order. The Non-
Secretariat Office (Attached or Subordinate) will open files in such cases. Noting on 
such files in the Ministry/Department should be on the file of NSO. However, in 
certain selected types of cases concerning sensitive and delicate matters in the sphere 
of personnel, policy issues and finance, noting in the Ministry/Department should 
be on "duplicate or shadow" files (which would indeed be only notes recorded at a 
particular stage of the case or at a particular level). In such cases, the final decision 
alone should be suitably recorded on the NSO file. 
 

HINTS FOR PREPARATION OF A SUMMARY OR STATEMENT OF 
CASES FOR THE MINISTER 
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As provided in the Manual of Office Procedure, it might be necessary to 

prepare a self-contained summary when cases are to be submitted to the Minister. In 
such cases, the following points may be carefully observed: - 
 

(i) A brief subject heading should be given in all such cases. 
 
(ii) The summary should give the chronological facts of the case and 

should not omit any important considerations that could affect the 
decision. 

 
(iii) If the case concerns other Ministries or Divisions the summary should 

contain the recommendation of that Ministry or Division and, in case 
of disagreement, the paints of difference and the recommendation of 
the Department concerned. Opinions of individual officers within a 
Department should not find mention. 

 
(iv) The concluding paragraph should contain the point or points on 

which decision of the Minister is sought together with the 
recommendation of the sponsoring officer. 

 
(v) The summary should be self-contained but it should not be 

unnecessarily long. Where the material to be submitted is lengthy, 
much of it should be relegated to annexure or appendices, keeping the 
main summary as brief as possible. This will enable the higher 
authorities to study the annexure or appendices if they want further 
details on any particular point. 

 
(vi) The paragraphs of the summary should be properly numbered. 
 
(vii) The summary should be typed preferably in single space in small 

paras to enable easy reading. 
 
(viii) The annexure should be page numbered consecutively to facilitate 

location of the particular page or portion thereof, to which attention 
might be drawn during discussion or further noting. 
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Our fear 
paralyses 

our 
thinking 
power. 



25 

 

CHAPTER V 
 

ARRANGMENT OF REFERENCES & FILING OF PAPERS 
 

 
ARRANGEMENT OF VARIOUS PAPERS, FOLDERS, REFERENCE 
BOOKS ETC. WHILE SUBMITTING A CASE 
 

The papers, folders, reference book etc., are to be arranged in the following 
order from top downwards, while submitting a case: 
 

1. reference books; 
2. notes portion of the current file ending with the note for 

consideration;  
3. running summary of facts; 
4. draft for approval, if any; 
5. correspondence portion of the current file ending with the latest 

receipt or issue, as the case may be; 
6. appendix to notes and correspondence; 
7. Standing Guard File, standing note or reference folder, if any; 
8. Other papers,, If any, referred to e.g. extract of notes or 

correspondence from other files, copies of orders, resolutions, 
gazettes, arranged in chronological order, the latest being placed on 
the top; 

9. Recorded files, if any, arranged in chronological order, the latest being 
placed on the top; 

10. Routine notes and papers arranged in chronological order and placed 
in a separate cover. 

 

LINKING AND DE-LINKING OF FILES 
 
1.  If the issues raised in two or more current files are so inter-connected that 

they must be dealt with together simultaneously, the relevant files will be 
linked in the manner indicated in (2) below. Such linking may also be 
resorted to if a paper in one current file is required for reference in dealing 
with another current file unless a copy -of the paper can be conveniently 
placed on the first file. 

2. When files are to be 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 so that each file is intact with all 
its connected papers properly arranged on its file board or flap. 

3.  On receipt back after completion of action, the linked files will be 
immediately de-linked after taking relevant extracts and placing them on the 
relevant files, where necessary. 

 

AIDS TO PROCESSING 
 

(1) To facilitate processing of a case, each section will develop and 
maintain the following records for important subjects dealt with by it: 
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(a)  standing guard files; 

(b)  standing notes; 

(c)  precedent book (vide para 110); 

(d)  standard process sheets (of repetitive items of work only); and 

(e) reference folders containing copies of circulars, etc. 

The above records will also be maintained in electronic form in a 
computerised environment. 

(2) Apart from copies of acts, rules, orders and instructions concerning 
subjects dealt with by it, each section is expected to maintain, for ready 
reference, the Constitution of India and certain acts, rules and instructions of 
a general nature, references of most of which have been made in this manual. 
Each Department is expected to procure an adequate number of copies of 
these acts, rules and instructions and make them available to all concerned. 
An illustrative list of such acts, rules and instructions is contained in 
Addenda III. 

(3) The documentation-cum-reference system (manual as well as 
electronic form) will include reference material peculiar to the need of the 
functional sections and a consciously developed information system to act as 
an aid to policy formulation, review and operational decisions. 

 

Filing of papers 

 

(1) Papers required to be filed will be punched on the left hand top corner 
and tagged onto the appropriate part of the file viz. notes, correspondence, 
appendix to notes and appendix to correspondence, in chronological order, 
from left to right. 

(2) Both `notes portion’ and `correspondence portion’ will be placed in a 
single file cover. Left side of tag in the notes portion will be tagged onto the 
left side of the file cover and right side of the tag will remain as such i.e., 
untagged. In the case of correspondence portion, right side of tag will be 
tagged onto the right side of the same file cover and left side of the tag will 
remain as such i.e., untagged. 

(3) Earlier communications referred to in the receipt or issue, will be 
indicated by pencil by giving their position on the file. 

(4) (a)     If the file is not bulky, appendix to notes and appendix to 
correspondence may be kept along with the respective note portion or 
the correspondence portion of the main file if these are considered as 
integral and important part. 

(b)     If the file is bulky, separate file covers may be maintained for 
keeping appendix to notes and appendix to correspondence. 

(5) Routine receipts and issues (e.g., reminders, acknowledgments) and 
routine notes will not be allowed to clutter up the file. They will be placed 
below the file in a separate cover and destroyed when they have served their 
purpose. 
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(6) When the 'notes’ plus the `correspondence’ portion of a file become 
bulky (say exceed 150 pages), it will be stitched and marked `Volume I’. 
Further papers on the subject will be added to the new volume of the same 
file, which will be marked `Volume II’, and so on. 

(7) In Volume II and subsequent volumes of the same file, page numbering 
in notes portion and correspondence portion will be made in continuity of the 
last page number in note portion/correspondence portion of the earlier 
volume. 

(8) On top of the first page of the note portion in each volume of the file, file 
number, name of the Ministry/Department, name of branch/section and 
subject of the file will be mentioned. 

 

USE OF URGENCY GRADINGS 

 

(1)  The two urgency gradings authorized for use on cases are `Immediate' 
and `Priority'. 

(2) The label `Immediate' will be used only in cases requiring prompt 
attention. Amongst the rest, the `Priority' label will be used for cases which 
merit disposal in precedence to others of ordinary nature. 

(3) Where Lok Sabha/Rajya Sabha labels for questions, motions, bills are 
used, it will not be necessary to use, in addition, `Immediate' or `Priority' 
label. 

(4) The grading of urgency assigned to a case will be reviewed by all 
concerned at different stages of its progress and where necessary, revised. 
This is particularly important for cases proposed to be referred to other 
departments. 

 



28 

 

 

 
 

Anger and intolerance are 
the enemies of correct 

understanding.
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CHAPTER VI 
 

REFERENCING 
 

Referencing is the process of identifying a document, decision and facts 
mentioned in a note, draft or office copy of communication issued. It involves a 
series of activities. These are described in the succeeding paragraphs. 
 

(1) Every page in each part of the file (viz., notes, correspondence, 
appendix to notes, and appendix to correspondence) will be consecutively 
numbered in separate series in pencil on the right top corner. Blank 
intervening pages, if any, will not be numbered. 

(2) Each item of correspondence in a file, whether receipt or issue, will be 
assigned a serial number which will be displayed prominently in red ink at 
the top middle of its first page. 

(3) The paper under consideration on a file will be flagged `PUC' and 
the latest fresh receipt noted upon, as `FR'. In no circumstances, will a slip, 
other than `PUC' and `FR', be attached to any paper in a current file. If there 
are more than one `FR' they should be flagged separately as `FR I', `FR II', 
and so on. 

(4) In referring to the papers flagged `PUC' or `FR', the relevant page 
numbers will be quoted invariably in the margin. Other papers in a current 
file will be referred to by their page numbers only. 

(5) Recorded files and other papers put up with the current file will be 
flagged with alphabetical slips for quick identification. Only one alphabetical 
slip will be attached to a recorded file or compilation. If two or more papers 
contained in the same file or compilation are to be referred to, they should be 
identified by the relevant page numbers in addition to the alphabetical slip, 
e.g. `A'/23.n, `A'/17.c, and so on. 

(6) To facilitate the identification of references to papers contained in 
other files after the removal of slips, the number of the file referred to will be 
quoted invariably in the body of the note and the relevant page numbers, 
together with the alphabetical slip attached thereto, will be indicated in the 
margin. Similarly, the number and date of orders, notifications and the 
resolutions, and, in the case of acts, rules and regulations, their brief title 
together with the number of the relevant section, rule, paragraph or clause, 
referred to will be quoted in the body of the notes, while the alphabetical slips 
used, will be indicated in the margin. 

(7) Rules or other compilations referred to in a case need not be put up if 
copies thereof are expected to be available with the officer to whom the case 
is being submitted. The fact of such compilations not having been put up will 
be indicated in the margin of the notes in pencil. 

(8) The reference slips will be pinned neatly on the inside of the papers 
sought to be flagged. When a number of papers put up in a case are to be 
flagged, the slips will be spread over the entire width of the file so that every 
slip is easily visible. 
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Many of life's failures are 
people who did not realize 

how close they were to 
success when they gave up.  

 

~Thomas Edison 
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CHAPTER VII 
 

DRAFTING 
 

A draft is a rough sketch of a communication to be issued after approval by 
the officer concerned. 
 
SEARCHING Questions- One Dozen  
 

 Is a draft necessary? 
 Who should be addressed and who will sign? 
 What is the relationship between the sender and receiver? 
 What should be the form? 
 Is something to be conveyed or to be called for? 
 Are all details available? 
 What is the intention of the decision? 
 What should be the recipient response? 
 Does the language convey? 
 Has the referencing been done? 
 Is it logically sequenced? 
 Does it have proper urgency, security grading?  

 
IMPORTANT POINTS FOR DRAFTING: 
 

A draft should 
 

 carry the exact message sought to be conveyed.  
 be clear, concise and Incapable of misconstruction  
 be lucid, brief and complete 
 result in the desired response from the recipient 
 be divided into paragraphs, according to the logical sequence of ideas 

expressed. have coherence of flow of ideas 
 contain reference to previous correspondence, if any. 

 
DRAFTING SKILLS 
 
Commands   Identify  -  SENDER  

Adopt  - RIGHT FORM  
Visualize  -  RESPONSE  
Express - CLARITY, CONSISTENCY 

UNIFORMITY 
Avoid  - REDUNDANCY, VERBOSITY  

CIRCUMLOCUTION, REPETITION 
Summaries - COMPLEX & LENGTHY  

 
CHECK LIST FOR DRAFTING 
 

A draft should indicate  
 

 File No. 
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 The name, designation, telephone number, fax number and complete postal 
address of the sender organisation 

 The name/designation of the addressee with complete postal address  
 Salutation (i.e. Sir, Dear.....etc.,), where required 
 Subject 
 Number and date of the last communication in the series (from the addressee 

or from the sender)  
 The enclosures which are to accompany the fair copy (A short oblique line in 

the margin will indicate that enclosures are to be sent along with the fair 
copy)  

 Subscription (i.e. yours faithfully, yours sincerely etc.), where required 
 The mode of transmission, e.g. 'By Registered post' 'By Special messenger etc., 

at the top right corner 
 Urgency grading, if required 
 Endorsement, where necessary  

 

 
Ten Commandments For Effective Writing 
 

1. Exercise judgement whether it is worth writing at all.  
2. Be sure what are writing about.  
3. Think before you write.  
4. Know the readers and write for them. (Don't assume things if acts)  
5. Don't substitute adjectives for facts.  
6. Be accurate, exact and thorough.  
7. Don't show off your knowledge / vocabulary.  
8. Don't leave unanswered question in reader's mind.  
9. Edit your writing mercilessly - delete deadwood, parasitic phrases / 

sentences. 
10. Resist the temptation to write a treatise - Be matter of fact and brief.  

 

Procedure for drafting 

 

(1) No draft is required to be prepared in simple and straight-forward cases or 
those of a repetitive nature for which standard forms of communication exist. Such 
cases may be submitted to the appropriate officer with fair copies of the 
communication for signature. 

(2) It is not always necessary to await the approval of the proposed line of action 
and the draft will be put up simultaneously along with the notes by the initiating 
level officer. The higher officer may revise the draft if it does not conform to the 
approved course of action.  

(3) After a final decision is taken by the competent authority he may have the fair 
communication made for his signature and authorize its issue; otherwise, he will 
prepare a draft and submit it to the appropriate higher officer for approval. 

(4)  The officer approving the issue of a draft will append his initials with the date 
on the draft. It is also expected of him that he passes orders on the file 
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simultaneously whether the draft so approved should be kept on the file (along with 
the office copy of the communication issued in fair) or not. 

(5)  Initial drafting will be done in black or blue ink.  Modifications in the draft at 
the subsequent levels may be made in green or red ink by the officers so as to 
distinguish the corrections made. 

 

General instructions for drafting 

 

(1)  A draft should carry the message sought to be conveyed in a language that is 
clear, concise and incapable of misconstruction. 

(2) Lengthy sentences, abruptness, redundancy, circumlocution, superlatives and 
repetition, whether of words, observations or ideas, should be avoided. 

(3) Official communications emanating from a Department and purporting to 
convey the views or orders of the Government of India must specifically be 
expressed to have been written under the directions of Government. This 
requirement does not, however, imply that each communication should start 
with the phrase `I am directed to say' or `The undersigned is directed to convey', 
which has the effect of distancing the communicator from the reader at the very 
outset. A more direct and to-the-point format is to be preferred if some degree of 
rapport is to be established with the receiver of the communication. The 
obligatory requirement can be met in a variety of imaginative ways. For instance, 
variations of the phrase can be added to the operative part of the letter towards 
the end as under: 

.......…….I have the pleasure to inform you that the government, on 
reconsideration of the matter, has decided to sanction an additional grant 
of........……. 

or 

…....…....In the light of the above developments, government conveys its inability 
to accede to.........…….. 

(4) Communications of some length or complexity should generally conclude 
with a summary. 

(5) Depending upon the form of communication the subject should be mentioned 
in it (including reminders). 

(6) The number and date of the last communication in the series, and if this is not 
from the addressee, his last communication on the subject, 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. 

(7) All drafts put up on a file should bear the file number. When two or more 
communications are to issue from the same file to the same addressee on the 
same date, a separate serial number may be inserted before the numeral 
identifying the year to avoid confusion in reference, e.g., A-11011/5(I)/2001-Est., 
A-11011/5(II)/2001-Est. 

(8) A draft should clearly specify the enclosures which are to accompany the fair 
copy. In addition, short oblique lines should be drawn at appropriate places in 
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the margin for ready reference by the typist, the comparers and the dispatcher. 
The number of enclosures should also be indicated at the end of the draft on 
the bottom left of the page thus-`Encl. 3'. 

(9) If copies of an enclosure referred to in the draft are available and are, 
therefore, not to be typed, an indication to that effect will be given in the margin 
of the draft below the relevant oblique line. 

(10) If the communication to be dispatched by post is important (e.g., a 
notice cancelling a licence or withdrawing an existing facility) or encloses a 
valuable document (such as an agreement, service book or a cheque) instructions 
as to whether it should be sent through registered post or speed post or in an 
insured cover, will be given on the draft by the section officer concerned with its 
issue. 

(11) Urgent communications with bulky enclosures to far-flung areas like 
Andaman & Nicobar Islands will be arranged to be dispatched by Air Parcel 
through Indian Airlines. The addressee will also be advised through wireless to 
take delivery of the consignment. Instructions to this effect will be given by the 
Divisional Head/Branch Officer/Section Officer at the time of approval of draft. 

(12) The name, designation, telephone number, fax number, and e-mail 
address of the officer, over whose signature the communication is to issue, 
should invariably be indicated on the draft. 

(13) In writing or typing a draft, sufficient space should be left for the 
margin and between successive lines to admit additions or interpolation of 
words, if necessary. 

(14) 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 drafts as well as the slips 
attached thereto will be marked `DFA I', `DFA II', `DFA III' and so on. 

(15) Drafts which are to issue as `Immediate' or `Priority' will be so 
marked under the orders of an officer not lower in rank than a Section Officer. 

 

Authentication of Government Orders 

(1) All orders and other instruments made and executed in the name of the 
President should be expressed to be made in his name and signed by an officer 
having regular or ex-officio secretariat status of and above the rank of Under 
Secretary, or other specifically authorized to authenticate such orders under the 
Authentication (Orders and Other Instruments) Rules, 2002, as amended from 
time to time.   

(2) Where the power to make orders, notifications, etc., is conferred by a statute 
on the Government of India, such orders and notifications will be expressed to be 
made in the name of the Government of India. 
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Addressing communications to officers by name 

 

Normally no communication, other than that of a classified nature or a demi-
official letter, should be addressed or marked to an officer by name, unless it is 
intended that the matter raised therein should receive his personal attention either 
because of its special nature, urgency or importance, or because some ground has 
already been covered by personal discussions with him and he would be in a better 
position to deal with it. 

 

Drafting of demi-official letters 

 

(1) As the objective of writing a demi-official (D.O.) letter is to call the personal 
attention of the addressee, the style of writing should be direct, personal and 
friendly. More usage of active voice is to be preferred. (E.g., `I notice' rather than `It is 
noticed'). It is expedient to come to the issue at the beginning itself e.g. `I seek your 
cooperation in the matter of........………’ 

 

(2) A D.O. letter should preferably not exceed one page. If the message to be 
conveyed is lengthy, it is better to condense it into one page in a few small and 
healthy divided paragraphs in a manner that holds the interest of the addressee, the 
detailed arguments can be set out in appendices. 

 

(3) The colour code in D.O. letter will be as follows.  A D.O. letter from a 
Minister will exhibit the National Emblem in blue colour and that from an officer 
will exhibit the National Emblem in red colour. 
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If we did the 

things we 

are capable 

of, we would 

astound 
ourselves. 
 

 ~Thomas Edison  
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CHAPTER VIII 

    STYLE IN NOTES AND DRAFTS 
 
 

The style in notes and drafts is as important as their contents. The following 
will be observed in drafting and also in writing notes: - 
 
(1) "Information" is singular. If Information is called for on many points, it does 

not become "Information". 
 
(2) The words "Proximo" and "Ultimo" should be avoided. They lead to 

confusion and one has to take the trouble of looking at the date of the letter to 
find out what they mean. The names of the months must be used instead. 

 
(3) "The same" must not be used instead of "it" or some other simple word. 
 
(4) Such needlessly formal words as "therein" and "thereon" should not be used 

instead of "in it" or "on it”. 
 
(5) The preference for passive verbs over active verbs generally make the style 

vague and clumsy, as "it is understood" for "I do not understand" or "The date 
of issue of the order should be reported by him" for " he should report when 
he issues the order". 

 
(6) A simple or short word is to be preferred in place of a long phrase. Examples 

of needless verbosity are preference of "make the assessment' to "assess" 
"purchase' to buy 'commence" to "begin" and "omitted to" or "failed to" to the 
simple "did not' (the two latter ones are very common); "make enquiries" for 
"enquire"; "building purpose" for "buildings". Where "omit" by itself is proper 
and sufficient, the love of such redundant phrases is displayed as "has been 
omitted to be entered in the register" Instead of "has been omitted from the 
register". Another widespread error is the use of "for being" instead of "to be' 
and 'for doing" instead of "to do" and "returned for being stamped" instead of 
' to be stamped". If the Secretary orders that an assistant should be punished 
"for being corrupt" it does not mean " in order to make him corrupt'. 

 
(7) Foreign or classical words and expression should be avoided as far as 

possible; vernacular words should only be used when their meaning cannot 
be expressed equally well in English. 

 
(8) Short sentences should be preferred to long ones "Secretary's attention is 

invited to O.M-----He is requested........" is better than "The Secretary's 
attention is invited to O.M. and he is requested". "in case in which" is a clam 
phrase for which "when", "where" or "if" can be substituted. The word 
"necessary" is usably superfluous in such phrases as "the necessary entries", 
"the necessary corrections", "the necessary instructions", etc. 

 
(9) The phrase "do the needful" should never be used. Either say definitely what 

is to be done or say, "do what is necessary". The word "avail" is very 
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awkward one, as It is reflexive and also takes "of' after it. It is better avoided. 
Moreover, if you do use it, you must not say "the leave was availed of" or "I 
availed of the leave", still less "he is permitted to avail the holidays". You 
must say, "I availed myself of the leave" and so on. But why not simply say 
"took the leave"? "Available also is a bad word. A register "not readily 
available" may mean anything, for example, that it was needed for reference 
by one of the members or had been sent some-where out of the office, or was 
locked up and the key was elsewhere. It is very annoying to have one's work 
increased by having to send a note back to ask what it means. 

 
(10) Split infinitives should be avoided. Write "kindly to state" and not " to kindly 

state'. A very common and equally objectionable feature of official 
communications is a similar splitting of other verbal phrases. For instance, 
"the Deputy Commissioner will, in the circumstances now stated, be 
requested" is not good English. It is quite as easy to say, "in the circumstances 
now stated, the Deputy Commissioner will be requested to..." 

 
(11) Do not write "marginally noted' which could only mean, "having marginal 

notes". Write "noted in margin". Similarly "Plan marked' could only mean 
"marked with, plans" (Compare "pock-marked") and "plaint mentioned" 
neither does nor possibly could mean anything. 

 
(12) Instead of such a phase as "the figures for 1949, 1950 and 1951 were 256, 257 

and 348 respectively" which is confusing, write "the figure for 1949 was 256 
that for 1950 was 257 and that for 1951 was 348". This is a little, if at all, longer 
and is perfectly clear. "Former' and "latter should also be avoided as they are 
constant source of confusion. 

 
(13) Do not ride any phrase to death. Some persons begin every letter with the 

phrase 'with reference to'. It is better to vary the phrase so as to make it 
more definite. Say in reply to". "As directed in" and so on; or begin in 
narrative form "In their order... Government directed..." Avoid the phrase 
"with advertent to". 

 
(14) In ordinary English "in case" does not mean the same as "if" 1 shall take my 

umbrella in case it rains" means" so as to be prepared for rain". Nor does" as 
well as' mean the same as" and. 1t is much more emphatic. It would be 
absurd to say, "a man was 5 feet 8 inches high as well as 21 years of age." But 
you might well say that" he was a good painter as well as a remarkable 
musician. 

 
(15) The fondness for writing "as well as" for "and" and "in case for "if' presumably 

arises from the fondness of the users for a longer expression."In case if' is a 
stage further on the downward path. "I am unable to" for "I cannot" and 
"hand over" for "give" are other common examples of the preference for the 
longer phrase. "By the time" is sometime wrongly used for "then". "By that 
time" means "then". "By the time that" means "when". Always be as definite as 
possible. 

 
(16) 'As such' is often misused. It is correct to say "Mr. A was then the 

Superintendent and as such was bound to report... but "Mr. A was not then 
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the Superintendent as such he is not to be blamed" is meaningless."While 
such being the case" is a familiar embellishment of criminal complaints etc. 
"while" is here redundant. 

 
(17) Tenses and moods are misused in almost every note or draft The misuse of 

"had' is one of the commonest errors. The pluperfect "had' is rightly used to 
emphasize the priority of one event in the past to another. It is correct to say" 
I had gone to bed when the house caught fire" but senseless to say" I had gone 
to bed at 10 o'clock last night" ("l went" is correct)-unless the meaning is that 
you had gone to bed before 10 o'clock. The present tense is wrongly used for 
the incomplete perfect, as in "I am record-keeper from 1906". "1 have been 
record-keeper since 1906" is coned. "Government press for a reply" should be 
"government is pressing for a reply". "The following men now act" is wrong. 
It should be "are now acing". "Act" means "usably act' or "habitually act"; "are 
acting' emphasizes the fact that they are doing-so now. 

 
(18) "Must have' is sometimes misused for "should have" or "ought to have"." 

Must have done it," means that he certainly has done it. It is not to be used to 
mean that he has not done it but should have. "Till' is commonly misused in a 
way that it positively misleading."No reply was received till January 1st" 
implies that a reply was received on January 1st; but it is erroneously used to 
mean that even on January 1st no reply had been received. To convey this 
latter meaning "up to" with the pluperfect is the correct English- "up to 
January 1", I had received no reply". 

 
(19) Distinguish "all the stamps have not been punched", which is ambiguous 

from "Not all the stamps have been punched", or "the stamps have not all 
been punched", `which mean that some have been punched and some not. 
These phrases are commonly confused. "He has yet to collect Rs. 1,000", is not 
ordinarily Modem English. "Still has' is correct."Yet" may be sued with a 
negative, e.g. "has not yet applied' and is only used with a positive verb in 
special phrases such as "I have yet to learn". 

 
(20) "So" is not equivalent to `very". It is sometimes written "the peon is so 

impertinent", "I warned him so many times" meaning "very impertinent", 
"very often". Not so bad" means "rather good' but this is a colloquial phrase. 
Similarly, "too" has generally a relative sense, that is, it implies excess 
relatively to a certain standard or object not absolute intensity to speak 
(except in a few colloquial phrases, such as 'it is too bad"), but it is commonly 
written, "it is too hot" meaning "it is very hot". 

 
(21) The very "to hope" implies pleasurable anticipation. It is used sometimes 

instead of a neutral word such as "think", and thereby producing comically in 
appropriate phrases, such as, "I hope your honor is ill". Omissions on articles 
(a, an & the) is a common faun. But articles must be used correctly. The 
statement "appellant is the inhabitant of Jaipur implies that there is only one 
inhabitant."An inhabitant of Jaipur" Is correct. "This is serious omission" 
should be "This is a serious omission." 

 
(22) "As to" is common redundant from, e.g. "The Deputy Commissioner is 

directed to report as to whether"; "whether" alone is sufficient so also "as 
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against" or "as compared with" are commonly used in comparing figures, 
where "against" or "compared with" are sufficient and correct. It is correct to 
say "as compared with last harvest, the yield was poor", but not "yield was 4 
rupees as compared with 8 rupees last year". "As" means nothing in the latter 
phrase. 

 
(23) Pseudo-accuracy accounts for much unnecessary verbiage. "If any" is a 

common example of this fault. It is quite unnecessary to say, "the Deputy 
Commissioner is requested to report the number of cases if any". If there are 
none, the Deputy Commissioner will say so. In the same way it is unnecessary 
to say "The Deputy Commissioner Is requested to report whether it is 
advisable or not to..." The use of the word "ask" instead of "order' or "direct' 
produces a curiously important effect when a lower subordinate is referred 
to."The S.D.O maybe -asked to report" sounds silly. 

 
(24) On the other hand, the use of such phrases as "at all", 'care to', "in spite of" 

sometimes sounds needlessly discourteous as well as unidiomatic. "In spite of 
three reminders the Deputy Commissioner has not at all cared to reply" is 
rude as well as UN-English. "It" will be enough if the Deputy 
Commissioner..." is not English. The more appropriate phrase is "the Deputy 
Commissioner need only". Avoid pretentious words such as "penultimate". 
"Last but one" is quite good enough. 

 
(25) "I am directed to request that you will be as good as to furnish me with 

information as to whether" is the sort of stuff that we come across frequently. 
"I am directed to enquire whether" means exactly the same and is not unduly 
curt. Never use several words where one will do. Do not write "make an 
application" but "apply" or" a level of the value of fifty paise only" instead of" 
a fifty paise stamp". Addition of the word "only" after any sum of money is in 
place in a bill or cheque not elsewhere. 

 
(26) "In this connection" at the beginning of a sentence is a favourite bit of 

hackneyed padding. It means 'nothing at all. "In returning herewith" a 
favourite but inappropriate type of opening phrases. It is often aggravated by 
making the subject of the main sentence different from the implied subject of 
"returning" or by changing to the passive construction. You can say, "in 
returning ...I am directed to point out". You must not say, "In returning 
herewith the statement received with his letter.... The Deputy Commissioner 
is Informed". But this is quite common. On the other hand, such phrases as 
"Turning to paragraph "it may be observed" and so on ("Regarding, 
"Concerning", "Considering", etc.), are unobjectionable though "Turning to 
paragraph 1" is no doubt more strictly, correct. 

 
(27)  A needless anxiety to avoid repetition gives rise to various faults. Sometimes, 

instead of repeating a man's name, an assistant will say" the individual' which 
is not good English. The use of "former and latter", "respectively" and 'the 
same' have been mentioned already and also come under this head. 

 
(28) The words" comprise' "compose" and "consists" are confused with each other. 

It is written "the land comprises of 3 plots" or "is comprised of. The correct 
forms are "the land comprises/consists of/is composed of three plots". It is 
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also written, "the old building was substituted by a new one. You can say" a 
new building was substituted for the old one "or" "the old building was 
replaced by a new one". Dispose it off' is a common error for "dispose of it 
also "tear oft" for "tear up" and "stick up" for "stick in". (You can stick a thing 
"up" on a wall of course but not "up" in a book "Stick up to" is used for "stick 
to" itself a slang phrase. "He stuck up to the agreement" is wrong. It is also 
written 'slips have been pasted" and the "papers have en stitched' whereas 
"pasted in" and "stitched (or preferable 'Sewn') together" are correct. 

 
(29) "Agree' and "tally" cannot be used actively. Figures may agree or tally. You 

cannot "agree" figures or "tally" them. Generally use unpretentious words 
rather than pompousness. "I went to camp" not" I preceded". "Live" or 
"dwell not "reside". Instead of "is much more usual in ordinary English than 
"in lieu of", which is phrase used mainly in legal documents."Stamp" is the 
ordinary English not "label"; and "Envelopes or 'letter' not "cover". 

 
(30) You cannot say "he told/expressed that he was unwilling". It must be "he told 

me that he was unwilling'; "he expressed his unwillingness", "he expressed 
himself strongly"."Enough of money" is not good English. Say" enough 
money" "of" follows "enough" when for any reason it is necessary to use" 
enough' as a substantive, e.g. I have had enough of this' "I don't know enough 
of the language, to..."but" "I know enough English to..." "None" for "no one" is 
obsolete or poetical. 

 
(31) Do not qualify expressions, needlessly. To do so produces flabby style. Words 

like "it seems" and "it appears" are used when there is really no doubt. "He 
was absent in his house" meaning the he was elsewhere than in his house is a 
contradiction in terms. "Absent from" is correct, but the ordinary 
English would be "he was not at home", or simply "he was away" or "was 
out". "Also" is misused with negatives. "He did not address the letter 
Assistant Director did not also stamp if should be "or did he stamp it". 

 
(32) "He puts himself up at..." or "he is put up at", are wrong. The correct English 

(and it is colloquial) is "He is putting up at', "wooden piece" for "piece of 
wood" is a common error. 

 
(33) "1 enquired into the witness" is another frequent mistake. You "examine" a 

witness and "enquire into' a case. But one does not "investigate into a case', 
one "investigates it'. Male member should not be used to mean "male" or 
"man". You can say "my family members" but "members of my family". 
"Through" meaning "past' and "cross' meaning" went past' are frequently 
used e.g. "I went though the temple", or "I crossed the temple". You "cross" a 
river or a road when you go from one side of it to the other. 

 
(34) Do not use such phrases as "has breathed his last', or "is no more", for "is 

dead". "It is high time to do so and so" is an Idiomatic English phrase. "As it 
was high time, the court adjourned the case till next day" is not English. 

(35) "In view to do" so and so is wrong. You can say "with a view to reducing" 
meaning "in order to reduce", and you can also say "in view of these 
circumstances" meaning "having regard to them."In view to" is impossible. 
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(36) "You should insist on the under secretary to reply' is wrong. It should be 
"should insists on his replying'."Address' is used sometimes as though it 
meant, "ask". "Government will be addressed to reconsider their order" is, 
strictly speaking, meaningless. 

 
(37) "Government sanctioned a peon to the Deputy Secretary" should be "for the 

Deputy Secretary". "Petitioner wants that the land should be transferred" is 
wrong. It should be "wants the land transferred/to be transferred". 
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CHAPTER IX 
 

ISSUE OF DRAFTS 

 

Marking of drafts for issue 

 

After a draft has been approved, the designated officers will: 

(1) examine the draft to see that all corrections of spelling and 
grammar, etc., have been properly carried out and that there are no 
typographical errors; 

(2) photocopy of signed communication will be preferably kept as 
office copy; 

(3) ensure that copies of enclosures are attached to the draft where 
these are available in the section; 

(4) give clear indication on the draft, where a communication is to be 
dispatched by a special messenger/fax/speed post/registered post 
on account of its special nature, importance or urgency; 

(5) mark the draft for `issue' (if there are more than one draft for issue 
from the same file, indicate the total number of drafts, e.g., `issue 3 
drafts'); and 

(6) mark the file for recording it in a case where the issue of said 
communication constitutes final disposal of the case under 
consideration. 

 

Fairing of approved drafts 

 

 All stages of action after the approval of drafts ending with signing of fair 
communications will be performed in the section except where centralized typing 
pool exists.  

 

Procedure to be followed in sections 

 

(1) The approved draft will be fair typed, compared and got signed.  

(2) On return of signature pads, it will be seen that fair copies have been 
duly signed by the officer and make sure that corrections, if any, made while 
signing are carried out in all copies. 

(3) The signed fair copies, together with office copies, drafts and relevant 
file/files will then be passed on to the diarist. 

(4) The diarist will: 

(a) enter the number of the fair communications and office copies 
in messenger book; and 
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(b) send the fair communications and office copies, along with 
messenger book, to the dispatcher of the central issue section at 
appropriate intervals during the day. 

(5) In case of urgent communications, dak may be issued directly from 
the section concerned at the discretion of the section officer. 

 

General instructions regarding typing 

 

(1) Urgent drafts will be attended to first. 

(2) Fair copies of all communications will be typed on printed letter heads 
of suitable sizes. The name of the issuing departments with full address 
including PIN code, telephone number, telegraphic address, telex code, Fax 
number and e-mail address if any, will be got printed on the letter heads. 

(3) Fair copies will be typed with single spacing unless otherwise 
directed. 

(4) The oblique lines drawn in the margin to indicate the number of 
enclosures to be sent along with the letter will be indicated at the appropriate 
places. 

(5) Stencils will be cut whenever more than 50 copies of a communication 
are required. 

 

Signing of fair communications 

 

(1) Departments may issue instructions authorizing officer’s to 
authenticate specified categories of fair communications for issue. 

(2) Such authorizations, however, will not extend to: 

(a) orders and instruments issued in the name of the President; 

(b) financial sanctions; and 

(c) communications to Members of Parliament, State 
Governments, public bodies and members of the public generally. 

(3) Authentication by authorized officer of fair copies of communications 
for issue, where permitted, will be done in the prescribed manner.. 

 

Dispatch of postal communications 

 

(1) The dispatcher will hand over communications to be sent by post to 
the peon/daftry, who will: 

(a) Separate those to be sent by foreign post from the rest; 

(b) affix postage stamps of the appropriate value on covers, 
packets, etc. where necessary after weighing them, using ordinary 
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postage stamps for foreign post and service postage stamps for inland 
post; 

(c) where postal franking machines are in use, frank the covers, 
etc. instead of affixing postage stamps; 

(d) stamp the covers with a rubber-stamp bearing the name of the 
department; and  

(e) return the communications to the dispatcher. 

(2) The dispatcher will enter the particulars of the communications and 
the value of stamps affixed thereon in the dispatch register. 

(3) If a communication is to be sent by registered post (acknowledgement 
due), the number of the communication will be written on the 
`acknowledgement card' also so that, when received back, it can be sent to the 
section concerned. 

(4) Receipts for speed post, registered and insured post, etc. will be 
checked carefully by the dispatcher. These will be filed properly for reference 
in the event of need. 

 

Dispatch of non-postal communications 

 

(1) Non-postal communications will be sorted out according to the 
location of the addressees, entered in messenger books and handed over to 
messenger for delivery to the addressees. 

(2) Messenger books will be numbered serially and an adequate number 
of such books allotted to each department/office or several 
departments/offices grouped conveniently according to their location. 

(3) Urgent communications will be dispatched promptly. The time of 
dispatch will invariably be noted in the messenger book. The receipts will 
similarly be required to indicate the time of their receipt. Ordinary 
communications will be dispatched at least twice a day at suitable intervals. 

(4) Only urgent communications will be dispatched outside office hours. 
No communication will be sent to an officer at his residence unless: 

(a) it is of such a nature that action thereon cannot wait till the 
commencement of the next working day; 

(b) it is marked `immediate' and addressed to the officer by name; 
and 

(c) its delivery to the officer's residence has been authorized by 
the branch officer concerned at the dispatching end. 

(5) After the communications have been delivered, the dispatcher will 
examine the messenger books to see that all the communications entered 
therein, have been duly acknowledged by the recipients under dated 
signatures, written in ink. Instances where the communications have not been 
acknowledged will be immediately brought to the notice of the section officer 
of the central issue section for investigation and further suitable action. 
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a. Urgent communications sent through fax will generate a 
confirmation slip of delivery on the fax machine, which will be recorded on 
the file along with the office copy.  The original communication sent through 
fax will subsequently be sent in a routine manner also. 

b. E- mail will be used in offices having computers supported by 
internet or intranet connectivity.  Messages received through e-mail will 
ordinarily be replied to in the same form by the officer receiving the message 
or his subordinate.  E-mail correspondence may also be initiated to cut down 
the time taken in communications on issues not having financial or legal 
implications.  All points emerging during e-mail correspondence will be 
recorded through a note on the file concerned. 

 

Stamps Account register 

 

(1) The dispatcher will maintain an account of the postage stamps in the 
prescribed form.   

(2) The Section Officer will check the entries made in the register every 
day and append his dated signature in token of his having done so. He will 
also conduct surprise test checks of envelopes ready for dispatch by post to 
make sure: 

(a) that the value of stamps affixed thereon tallies with that shown 
in the dispatch register; and 

(b) that the required value has been secured by using the 
minimum number of stamps of appropriate higher denominations. 

(3) The branch officer in-charge of the central issue section will also 
inspect the two registers once a month and verify that the value of stamps in 
hand tallies with that shown in the register.  In the computerised environment 
this information will be generated once a month. 

 

Action after issue 

 

The dealing hand will: 

(a) docket the communication(s) issued along with the original of 
the approved draft(s) where so required. 

(b) examine whether the case is fit for inclusion in any of the 
reports and obtain orders of the appropriate officer. 

 (c) initiate action to record the file where it has been marked for 
record by the officer incharge of the section. 

(d) if a reply to the communication issued is to be awaited or 
further action on the file is to be resumed at a later date- 

(i) mark the file for being brought forward on that date.   
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(ii) make a note of it in the engagement calendar and diary 
or the relevant date; and 

 

Reference lists 

 

To facilitate quick dispatch of papers the issue section will maintain the lists 
and directories of the residential addresses and telephone numbers of officers and 
staff of the Department, postal addresses of all offices under the Department, 
attached offices, subordinate offices, autonomous bodies, etc; which deal directly 
with it, Schedule of postal rates, Postal PIN code directory, etc. 
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Thoughts lead on 
to purposes;  

purposes go forth 
in action; 

 actions form 
habits; 

 habits decide 
character; and  

character fixes our 
destiny. 
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CHAPTER X 

 
NOTING & DRAFTING - ALLIED INSTRUCTIONS AND 
CORRESPONDENCE WITH SPECIFIED AUTHORITIES 

 
 

ALLIED INSTRUCTIONS 
 

Modification of notes or orders -  

 

(1)  Senior officers should not require any modification in, or replacement 
of, the notes recorded by their juniors once they have been submitted to them. 
Instead, the higher officers should record their own notes giving their views 
on the subject, where necessary correcting or modifying the facts given in 
earlier notes. In any case, the replacement or modification of the notes which 
have already been recorded on a file, when the file has been further noted 
upon by others, should not be permitted. 

(2) Pasting over a note or a portion of it to conceal what has been 
recorded is not desirable. Where a note recorded in the first instance requires 
any modification on account of additional facts or any error having come to 
notice, a subsequent note may be recorded, keeping the earlier note intact. 

(3) Where a final decision already communicated to a party is found later 
on to have been given on a mistaken ground or wrong facts or wrong 
interpretation of rules due to misunderstanding, such withdrawal may have 
also legal implications. In all such cases, in addition to consulting the 
Ministry of Law, wherever necessary, such a withdrawal should be permitted 
only after the approval of an officer higher than the one who took the original 
decision, has been obtained and reasons for the reversal or modification of the 
earlier decision have been duly recorded on the file. 

 

Noting on files received from other Departments -  

 

(1) If the reference seeks the opinion, ruling or concurrence of the 
receiving Department and requires detailed examination, such examination 
will normally be done separately through routine notes and only the final 
result will be recorded on the file by the officer responsible for commenting 
upon the reference. The officer to whom such a note is submitted will either 
accept that note or record a note of his own. In the former case, he may direct 
that the note in question or a specified portion thereof may be reproduced on 
the main file for communication to the Department concerned. In the latter 
case, he will record a suitable note on the main file itself. In either case, a copy 
of the note recorded on the main file will be kept on the routine notes for 
retention in the receiving Department before the file is returned to the 
originating department. 
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(2) The Department will open subject-wise files each year in which such 
routine notes will be kept. The inter-departmental note recorded on the file of 
the originating Department will bear the subject file number to facilitate filing 
of papers and their retrieval for future reference.  The retrieval is faster in a 
computerized environment due to easier tracking. 

(3) Where the reference requires information of a factual nature or other 
action based on a clear precedent or practice, the dealing hand in the 
receiving Department may note on the file straightway. 

(4) 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 the latter should be specifically mentioned. 

 
(a) Modification of Notes:  

 
(i) Whenever a senior officer finds it necessary to correct or to modify the 

facts stated in a note put up to him, he should do so by recording his 
own note giving his views on the subject. He should not require the 
note recorded by his junior to the modified or replaced. 

(ii) Notes recorded on a file should, in no circumstances, be pasted over, 
because pasting over (a) amounts to mutilation of official records and 
(b) gives an inelegant look to the file. 

 
If any modification of an earlier note is found necessary, recording a note 

explaining the nature and extent of modification and reasons for it should do it. The 
earlier note should remain intact. 
 
(b) Oral discussions: - All points emerging from discussions between two or more 
officers of the same Department and the conclusions reached will be recorded on the 
relevant file by the officer authorizing action. He may if considered important get it 
confirmed by the participants. Confirmation is desirable in the following 
circumstances:  

 
(i) If policy of government is not clear 
(ii) Departure from the prescribed policy 
(iii) Two or more levels differ on significant issues 
(iv) Decisions though agreed by all are significantly important. 

 
b (i) Oral Instructions by Higher Officers: - 

 

(1) Where an officer is giving direction (including telephonic direction) 
for 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 the instructions in writing, he should follow it up by a written 
confirmation at his earliest. 

(2) An officer shall, in the performance of his official duties, or in the 
exercise of the powers conferred on him, act in his best judgement except 
when he is acting under instructions of an official superior. In the latter case, 
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he shall obtain the directions in writing wherever practicable before carrying 
out the instructions, and where it is not possible to do so, he shall obtain 
written confirmation of the directions as soon thereafter as possible. If the 
Officer giving the instructions is not his immediate superior but one higher to 
the latter in the hierarchy, he shall bring such instructions to the notice of his 
immediate superior at the earliest. 

 
  Normally, it is incumbent on the Superior Officer to give his/her direction in 
writing, regarding the manner of dealing with a case. In some occasions, due to 
paucity of time at the disposal, if the instructions have been given orally, the oral 
instructions thus given may be confirmed in writing at the earliest opportunity. 
Juniors should obtain written directions before carrying out oral instructions. If such 
instructions are not from the immediate superior, it should be brought to his notice. 
 

(1) Where an officer is giving direction (including telephonic direction) 
for 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 the instructions in writing, he should follow it up by a written 
confirmation at his earliest. 

(2) An officer shall, in the performance of his official duties, or in the 
exercise of the powers conferred on him, act in his best judgement except 
when he is acting under instructions of an official superior. In the latter case, 
he shall obtain the directions in writing wherever practicable before carrying 
out the instructions, and where it is not possible to do so, he shall obtain 
written confirmation of the directions as soon thereafter as possible. If the 
Officer giving the instructions is not his immediate superior but one higher to 
the latter in the hierarchy, he shall bring such instructions to the notice of his 
immediate superior at the earliest. 

 
b (ii) Oral orders by or on behalf of the Minister:-  

 

(1)  Whenever a member of the personal staff of a Minister communicates 
to any officer an oral order on behalf of the Minister, it shall be confirmed by 
him in writing immediately thereafter. 

(2) If any officer receives oral instructions from the Minister or from his 
personal staff and the orders are in accordance with the norms, rules, 
regulations or procedures they should be brought to the notice of the 
Secretary (or the head of the Department where the officer concerned is 
working in or under a non-secretariat organisation). 

(3) If any Officer receives oral instructions from the Minister or from his 
personal staff and the orders are not in accordance with the norms, rules, 
regulations or procedures, he should seek further clear orders from the 
Secretary (or the head of the Department in case he is working in or under a 
non-secretariat organisation) about the line of action to be taken, stating 
clearly that the oral instructions are not in accordance with the rules, 
regulations, norms or procedures. 
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(4) In rare and urgent cases when the Minister is on tour/ is sick and his 
approval has to be taken on telephone the decision of the Minister can be 
conveyed by his Private Secretary.  In such cases, confirmation will be 
obtained on file when the Minister returns to Headquarter/ rejoins.   

 

Confirmation of oral instructions 

  

(1)  If an officer seeks confirmation of oral instructions given by his 
superior, the latter should confirm it in writing whenever such confirmation 
is sought. 

(2) Receipt of communications from junior Officers 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. 

Examination and progressing of cases in which two or more authorities are 
consulted 

 

Where two or more State Governments, Central Departments or other 
authorities are simultaneously consulted, the examination and, where necessary, 
tabulation of the replies will ordinarily be started as soon as replies begin to arrive 
and not held over till the receipt of all the replies or the expiry of the target date. 

 
CORRESPONDENCE WITH SPECIFIED AUTHORITIES:- 
 

The Manual of Office Procedure further prescribes that the correspondence 
with the following authorities will be made in the manner indicated against each. 
 
1. Attorney General of India - Only by the Ministry of Law, Justice and 

Company Affairs. 
 
2. Comptroller and Auditor General of India - References for his views or 

advice can be made only by or through Ministry of Finance. However, in 
matters of day-today administration direct correspondence by departments at 
their discretion is permissible. 

 
3. Union Public Service Commission - All reference to be in the form of 'letter' 

addressed to the Secretary. In certain matters, e.g. requisitions for recruitment 
formal references should normally be preceded by personal discussions at 
appropriate levels. 

 
4. Union Territory Administrations - routine references regarding the business 

of a particular Department should be addressed to its Secretary. Other 
communications may be addressed to the Chief Secretary or the 
Administrator depending upon the importance of the matter. 

 
5. State Governments - (a) Purely routine communications e.g. 

Acknowledgements may be signed by Section Officer.  
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(b) Communications other than of purely routine nature will be sent over the 
signature of the branch officer.  
(c) Communications relatable to the business of a particular Department 
should be addressed to its Secretary.  
(d) Other, special and important communications may be addressed to the 
Chief Secretary.  
(e) Demi official letters can also be sent. However, the requisite difference in 
levels should be kept in mind e.g. D.O. addressed to the Chief Secretary 
should not be written by an Officer below the level of Joint Secretary. 

 
6. Lok Sabha and Rajya Sabha Secretariat - Communications requiring urgent 

or high level attention may be addressed to the Secretaries concerned and not 
to the Speaker or the Chairman direct. 

 
7. Members of Parliament - 

 
(a) Communications from MPs should be attended to promptly. 
 
(b) Those addressed to a Minister should, as far as practicable, be replied to 
the Minister himself. In other cases, a reply should normally be issued over 
the signature of an officer not below the rank of Secretary. . 
 
(c) Those addressed to head of attached/subordinate offices should be replied 
to by the addressee himself. In routine matters not involving question of 
policy, he may send an appropriate reply on his own. However, in matters 
involving question of policy, he should consult higher authorities before 
sending a reply. 
 
(d) Normally information sought by any MP should be furnished unless k is 
of such nature as cannot be disclosed even on the floor of the Houses of 
Parliament. 
 
(e) As far as possible, pre-printed or cyclostyled replies should be avoided 
while corresponding with MPs. 

 
8. Ministers of State Governments - Same as in the case of MPs. 
 
9. Foreign Governments and international organisations –  
 

Correspondence with: 
 
(i) foreign or commonwealth governments and their missions in India, 
 
(ii) heads of Indian diplomatic missions and posts abroad and 
 
(iii) United Nations and its specialized agencies: 
 

 will normally be channelized through Ministry of External Affairs. 
 
 



54 

 

 

 

We can do 

anything 
we want as 
long as we 

stick to it 
long 

enough. 
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CHAPTER XI 

FILING SYSTEM 

 

Filing system-A proper filing system is essential for convenient identification, 
sorting, storage and retrieval of papers. The two systems now in use in the 
Secretariat are described below.  

Filing system based on subject c1assification 

(l) Each section will maintain approved lists of-  

(a) standard heads, i.e., main subject headings concerning it; and (b) standard sub-
heads, Le., aspects of the main subject headings . . (2) The standard heads will bear 
consecutive serial numbers. No such numbers, however, will be allotted to standard 
sub-heads.  

(3) The lists of standard heads and sub-heads will be reviewed at the beginning of 
each year and revised, if necessary, with the approval of the Branch Officer 
concerned. The serial numbers once allotted to the standard heads should not 
ordinarily be changed.  

(4) Before opening a new file, the dealing hand will ascertain the standard head to 
which the paper under consideration relates. He will then propose a suitable title of 
the file for the approval of the Section Officer. The title will consist of-  

(a) standard head;  

(b) sub-head which will be more indicative of the precise subject than the 'head' 
(where it is necessary to have more than one sub-head in a title the wider and more 
abstract should generally precede the narrower and more concrete); and  

(c) a brief content indicating the question or issue under consideration in relation to 
the standard head and sub-head and where necessary, the specific institution, 
person, place or thing involved.  

(5) The title should be as brief as possible but should give at a glance clear indication 
of the contents of the file so as to serve as an aid to its identification. It should be 
articulated, broken up into comments, each consisting of the minimum possible 
substantive words and raising an element in the subject-matter. Each part will begin 
with a italicized letter and will be separated from the preceding one by a bold dash.  

(6) As far as possible, there should be a separate file for each distinct of the subject. 
The title of a file should not be couched in very clear or wide terms which might 
attract large number of receipts on different aspects of the matter, thereby making 
the file unwieldy.  

(7) If the issue raised in a fresh receipt or in the note on a current file goes beyond the 
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original scope, a new file may be opened to deal with it, after placing the relevant 
extracts or copies thereon.  

(8) Every file will be assigned a file number which will consist of: 

(a) the serial number allotted to the standard head;  

(b) the serial number of the file opened during the year under the standard head;  

(c) the year of opening the file (last two digits only; and (d) an abbreviated symbol 
identifying the section.  

The first three elements in the file number will be separated from one another 
by a slant stroke and the last two by a dash. Thus, files opened in, say, Scientific 
Research Section during 1987, under the standard head bearing serial number '3', will 
be numbered consecutively as 3/l/87-SR, 3/2/87-SR and so on, where 'SR' 
represents the section.  

EXTRACTS FROM "NOTES ON OFFICE PROCEDURE"  

File Numbering System:  

A good numbering system is essential for quick retrieval of files.  

 There are 2 systems of numbering in Civil Offices of the Government of 
India, viz.,  

Conventional Method:  

This is based on subject classification. A file opened under this system will 
consist of-  

(I) the number allotted to the standard head;  

(II) the serial number of the file under standard head;  

(III) the year in which opened; and  

(IV) an abbreviated symbol-identifying Section (Para. 67 of the Manual of Office 
Procedure).  

Defects of Conventional Method:  

(i) In conventional filing system, section is the unit for purposes of standard head. 
Thus, there is no uniformity of standard heads among various sections with the 
result that file number relating to same standard heads vary from section to section.  

(ii) As there is no uniformity in respect of standard heads, in cases where work is 
transferred from one section to another, the file numbers have to be changed 
according to the file numbering scheme of the section to which the work is 
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transferred. There is, therefore, no mechanism to identify the number of the 
transferred file quickly.  

(iii) The indexing of file under standard head as well as names becomes necessary.  

(iv)The standard sub-heads are not reflected in file number and as such do not serve 
much useful purpose.  

 

Functional filing system 

 

(l) In this system, the range and dimensions of the subjects falling under the scope of 
business allocated to a Department are analyzed in the following sequence:-.  

(a) the main functions of the Department;  

(b) the activities in each of these functions;  

(c) the aspects or operations involved in each of these activities; and  

(d) the factors to be taken into consideration relating to each of these aspects or 
operations.  

(2) The scope of business of a Department is thus analyzed under four hierarchical 
divisions, and accordingly the following four standard lists of headings are 
prepared:-  .  

(a) functional heads which may be called 'basic heads';  

(b) activity heads which may be called 'primary heads' as related to each functional 
head;  

(c) aspect or operation heads which may be called 'secondary heads' as related to 
activity heads; and  

(d) factor heads which may be called 'tertiary heads' as related to aspects or 
operation heads.  

(3) Based upon the above lists of heads, a functional file index for the various 
substantive subjects dealt with by a Department together with an identifying file 
numbering system is then developed in accordance with laid down rules, which 
explains the essentials of such a system.  

(4) For opening files relating to establishment, finance, budget and accounts, office 
supplies and services, and other house-keeping jobs common to all departments, the 
standardized functional file index including its file-numbering system, issued by the 
Department of Administrative Reforms and Public Grievances will be followed.  
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Advantages of Functional Filing System are:  

(i) It ensures uniformity in opening of new files.  

(ii) It also greatly facilitates opening of new files, systematic sorting, storage and 
retrieval of files which may be required for reference ..  

(iii) Index slips need not be prepared in respect of standardized (functional, primary 
and secondary) heads as identification codes assigned to them can easily be 
ascertained by reference to the standardized index. Only the content of file outside the 
standardized headings need be indexed.  

(iv) A standardized index based on the Functional Filing System provides better aid 
in a hunt which sometimes has to be made to locate relevant files, thus saving time.  

(v) Functional Index will serve as a standard table of contents for the Precedent Book.  

(vi) After the functional file index has been developed for the Ministry/Department 
or the Division of Ministry as an integrated whole, the numbering of files need not be 
dependent on the pattern of distribution of subjects amongst its sections. Thus if 
work is reallocated between sections/units of Ministry/ Department, tracing of files 
which are so transferred will be easier. In changing the number, only identifying 
marks of section need be changed.  

Instances where files need not be opened 

Normally, no new files will be opened for dealing with receipts of a purely 
routine nature (e.g., requests for supply of unclassified factual information, notices of 
holidays, miscellaneous circulars) which-  

(1) can be disposed of straightaway by noting the reply on the source receipts and 
returning them to the originators; or  

(2) are unlikely to generate further correspondence and therefore can be placed in a 
miscellaneous file to be destroyed at the end of the year, or placed in the folder of 
circulars, etc., on the subject.  

File register 

A record of files opened during a calendar year will be kept in a file register 
to be maintained by the diarist. A list of approved standard heads along with the 
serial numbers identifying them should be pasted at the beginning of the register. 
The pages allotted to the standard heads in the register should also be indicated 
against each.  

Part file 

(l) If the main file on a subject is not likely to be available for some time and it is 
necessary to process a fresh receipt or a note without waiting for its return, a part file 
may be opened to deal with it. This device may also be resorted to where it is desired 



59 

 

to consult simultaneously two or more sections or officers and it is necessary for each 
of them to see the receipt noted upon.  

(2) A part file will normally consist of (a) receipt or note dealt with; and; (b) notes 
relating thereto.  

(3) Where two or more part files are opened, each will be identified by a distinct 
number, e.g., part file I, part file II and so on.  

(4) A part file will be incorporated with the main file as soon as possible, duplicate 
papers, if any, being removed.  

 

Transfer, reconstruction and renumbering of files 

Whenever work is transferred from one Department/section to another, the 
former will promptly transfer all the related records including files, both current and 
closed, to the latter. The department/section taking over the records will not divide, 
reclassify or renumber the closed files transferred to it. In the case of current files, the 
endeavour should be to close them at the earliest possible stage and to open new files 
according to the department's/ section's own scheme of classification for dealing 
with the matter further.  

Movement of files and other papers 

(1) Movement of files will be entered in the file movement register.  

(2) When current files are linked, the movement of the linked files will be marked in 
the space allotted in the file movement register for the file with which these are 
linked and also individually in the space allotted in the file movement register for 
each of the linked files.  

(3) When recorded files are put up with a file, the movement of the recorded files will 
be marked in the space allotted in the file movement register for the file with which 
these are put up. It will also be ensured that the procedure regarding requisitioning 
of recorded files as laid down is observed.  

(4) Movement of files received from other Departments/sections and other receipts 
which have not been brought on to a file in the receiving section, will be noted in the 
'remarks' column of the section diary.  

(5) No current file will be issued to other sections except against written requisition 
and after marking its movement in the file movement register.  

(6) Files and other papers marked by the Under Secretary to other officers, sections or 
departments will be routed through the section for noting their movement.  

(7) When the files are handed over personally by the Under Secretary to other 
officers, etc., he will inform the Section Officer accordingly who will ensure that the 
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movement of such files is marked in the file movement register.  

(8) The personal staff of officers of the rank of Deputy Secretary d above will 
maintain the movement of papers received by their officers in the respective personal 
section diary. Movement of any handed over personally to a higher officer or to the 
Minister will similarly be noted by the personal staff. Papers/Files marked by them 
to other Departments, however, will be routed through the section concerned, for 
noting their movements in the file movement register or section diary as appropriate.  

Standing Guard File:  

Standing Guard File on a particular subject is useful to officers and staff because-  

(i) it gives a background of the policy and procedure on the relevant subject to new 
officers;.  

(ii) it enables quick submission and disposal of cases;  

(iii) it takes the place of voluminous old files put up for reference and is capable of 
being put up at short notice; and  

(iv) it helps the office in locating the previous papers having a bearing on the subject.  

Standing Guard Files are prepared on 'type' subjects dealt in a Section and is a 
compilation consisting of the following three parts:-  

(a) A running summary of the principles and policy relating to the subject with 
number and relevant decisions or orders quoted in margin against each; 

(b) Copies of the decisions or orders referred to, arranged in chronological order; 
and;  

(c) Model forms of communications to be used at different stages.  

The relevant number of file quoted in portion (a) and copies of orders, etc., 
placed in part (b) of the Standing Guard File, help in immediate location of the 
previous papers on the subject.  

Standing Note:  

Standing Note is helpful in retrieval of important files on the subject to which 
Standing Note pertains as it contains reference to important previous files concerning 
the subject. By referring to Standing Note one can easily have access to important 
files on the subject and locate them without any delay.  

Standing Note is a continuous note explaining, among other things, the 
history and development of policy of particular subject. It is designed to serve as-  

(a) complete background material for review of the existing policy and procedure;  
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(b) a brief for preparing replies to Parliament Questions; and 

(c) induction or training material for new incumbents .  

As and when there is change in policy or procedure, the Standing Note 
should be brought up-to-date by incorporating relevant changes. The main points of 
difference between Standing Note and Standing Guard File are as follows:-  

 

Standing Guard File:  

(i)  It is in three parts.  

(ii)  It contains (a) extracts of notes and correspondence from earlier papers; and (b) 
model forms in which orders are to be communicated;  

(iii)  It is prepared on the type subject.  

Standing Note 

 (i) It is in one part only.  

(ii) It is more comprehensive as it contains the background, history, statistics and 
development of the policy and procedure and contains all available material for 
answering Parliament Questions on the subject. It is more or less a comprehensive 
'brief'· on the subject.  

(iii) It is prepared on any item which may be difficult, complicated, required for day-
to-.day reference or has historical importance.  
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CHAPTER XII 
 

FORMS OF COMMUNICATION 
 

The specimens of different forms of communication generally used by 
various functionaries of the Government of India are described below. A particular 
form of communication is adopted for a specific purpose with a specific target group 
to be addressed. It is, therefore obvious that each should have some distinctive 
features. The different forms of written communication and their methods of 
delivery generally used by a Department are described below. Each form has a use 
and, in some cases, phraseology of its own. Only black or blue ink will be used in 
communications. A small margin of about one inch will be left on all sides (left, right, 
top and bottom) of each page of communications to ensure better preservations of 
records as at times the paper gets tom from the edges, making reading of the 
documents difficult. 
 

FORMS 
 

1.  LETTER 

(i) Letter is the most common used for all formal communications to foreign 
Governments, State Governments, Attached and Subordinate Offices, public or 
service associations or private individuals. It is not used for correspondence between 
different Ministries of the Government of India.  

(ii) A letter is composed of the following parts:-  

(a) Letterhead bearing the name of the Government, Ministry, or Office, etc.;  

(b) number and date of communication;  

(c) name and/or designation of the sender;  

(d) name and/or designation of addressee;  

(e) Subject;  

(f) Salutation;  

(g) main text of the letter; 

(h) subscription;  

(i) signature and designation of the sender; and  

(j) enclosures.  

(iii) Official letters emanating from a Ministry and purporting to convey the views or 
orders of the Government must specifically be expressed to have been written under 
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the direction of the Government. They therefore, begin with the words "I am directed 
to acknowledge receipt of your letter", "I am directed to state", etc.  

(iv) Official letters emanating from the Heads of Offices written on their own 
authority and not under the direction of' Government as in (iii) above, begin with 
the words "I am to'.' or "I have the honour to" instead of "I am directed to".  

(v) Letters addressed to official authorities should begin with the salutation "Sir" and 
those addressed to non-official bodies or individuals begin with "Dear Sir/Sirs". 
Those addressed to firms Should begin with "Dear Sirs" or "Gentlemen". All official 
letters terminate with the subscription '''Yours faithfully, followed by the signature 
and designation of the person signing the letter.' ' 

 
*************************************************************************************************

**** 
SPECIMEN 
 

No....................  
Government of India  
(Bharat Sarkar)  
Department of..........  
(.......... Vibhag) 

 
New Delhi, dated the 

To 
The Director General,  
Central PWD, Nirman Bhavan,  
New Delhi  

 
Subject: 
 

Sir, 
 

With reference to your letter No ................ dated....... on the subject cited 
above.........., I am to inform you that........................ 
 

Yours faithfully,  
 
Sd/- 
(A.B.C.) 

Under Secretary to the Govt.of India  
Tele.No........... 

Copy forwarded for information /action to:  
(1) 
(2) 

(A.B.C.) 
Under Secretary to the Govt.of India 

Tele.No. 
******************************************************************************************* 
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2. DEMI-OFFICIAL LETTER 
 

(a) This form is generally used in correspondence between Government Officers for 
an inter-change or communication of opinion or information without the formality of 
prescribed procedures. It may also be used when it is desired that the matter should 
receive personal attention of the individual addressed or when it is intended to bring 
to the personal notice of an officer a case on which action has been delayed and 
official reminders have failed to elicit a suitable reply. Since demi official letter is 
written in the first person in a personal and friendly tone, it should be addressed by 
an officer in a Ministry/Department who is ordinarily not more than one or two 
levels below the - officer to whom such communication is addressed. 
 
Note: For the purpose of determination of level, Secretary/Additional Secretary 
and Director/Deputy Secretary will be considered as one level. 
(b) Communications to non-officials can also take the form of a demi-official 
letter, but they are not referred to as D.O. letters.  

A demi-official letter is addressed personally to an officer by name. It is 
written in the first person singular in a personal and friendly tone with the salutation 
"My Dear.......................' or "Dear Shri", and terminating with "Yours sincerely". The 
subject is usually indicated in the text of the letter and not given separately. It is 
generally signed by the officer without mentioning his designation.  

*************************************************************************************************
***** 

SPECIMEN 
 
XYZ 
Deputy Secretary      Government of India  
Tele.No.       (Bharat Sarkar)  

Department of.....  
(............ .. Vibhag) 

 
New Delhi,

 the........ 
D.O. No: _____________________ 
 
My dear/Dear Shri......... 
 

We propose to draw up a model scheme for.................. A copy of the outline 
prepared in this connection is enclosed. 

 
I should be grateful if you would let me have your comments as soon as 

possible. I may add that we intend circulating the draft scheme formally to all 
departments in due course for their comments. 
 

With regards, 
Yours sincerely, 

  
    (X, Y, Z) 



66 

 

Shri A.B.C.  
Deputy Secretary  
Department of............  
(........ . Vibhag)   
Krishi Bhavan 
New Delhi-110001 
************************************************************************************************ 
 

3. OFFICE MEMORANDUM 
 
This form is generally used for correspondence between the Ministries of the 

Government of India. It may also be used in corresponding with Attached & Sub-
ordinate Offices. It is written in third person and bears no salutation or supersession 
except the name, and designation of the officer signing it. The name of the Ministry 
to which the communication is addressed is shown below the signature on the 
extreme left of the page. 
 
*************************************************************************************************

*********** 
SPECIMEN 

 
NO..................... 

Government of India  
     (Bharat Sakar)  
Department of.............  
(............. Vibhag) 

 
New Delhi, the _____________________ 

 
OFFICE MEMORANDUM 

 
Subject: ________________________________________ 

 
The undersigned is directed to refer to the Ministry of Agriculture's (Office 

Memorandum No dated on the subject mentioned above and to send the requisite 
information as in the enclosures. 
 

2. Information regarding____________________________will be sent on 
receipt from the field offices.  
 
 
Enc.: 3 statements 
 

(A.B.C.) 
Under Secretary to the Govt.of India  

Tele.No......... 
 
To 
The Department of..........  
(................ Vibhag) 
(Shri /Smt............ ..) 
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Yojana Bhavan,  
Parliament Street,  
New Delhi 
************************************************************************************************ 
 

4.  INTER-DEPARTMENTAL NOTE 
 

(a)  This form is generally employed for obtaining the advice, views, 
concurrence or comments of other Departments on a proposal or in 
seeking clarification of the existing rules, instructions, etc. It may also 
be used by a Department when consulting its Attached & Subordinate 
Offices and vice-versa. 

 
(b)  The inter-departmental note may either be recorded on a file or 

referred to another Department or may take the form of an 
independent self-contained note. The subject need not be mentioned 
when recorded on the file. 

 
 
************************************************************************************************* 

SPECIMEN 
 

Government of India  
(Bharat Sarkar)  
Department of..........  
(............. Vibhag) 

 
Subject: ___________________________________ 
 

The present rules regulating the issue of identity cards provide interalia that  
----------------------------------------------------- 
2. A question has now arisen whether.................... 
3.  
4. 
5. This Department will be grateful for the advice of the Department of Legal 
Affairs on the issue raised in pares 4 above. 
 
 
(X.Y.Z)  
Deputy Secretary  
Tele. No. 
 
 
Department of Legal Affairs (Vidhi Karya Vibhag) (Shri...............)  
Shastri Bhavan, New Delhi 
--------------------------------------------------------------------------------------------------- 
Department of........ (Vidhi Karya Vibhag) I. D. No........ Dated...... 
************************************************************************************************* 
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5.  OFFICE ORDER 
 

This form is normally used for issuing instructions meant for internal 
administration, e.g. grant of regular leave, distribution of work among officers and 
sections, appointments and transfers, etc. 
 
 
************************************************************************************************* 

SPECIMEN 
 

NO……………… 
GOVERNMENT OF INDIA  
(BHARAT SARKAR)  
DEPARTMENT OF......... 
(............... VIBHAG) 

 
New Delhi, the  

 
OFFICE ORDER 

 
Shri XYZ, a permanent Lower Division Clerk in this Department is granted 

earned leave for ....... days from ....... to........ with permission to prefix ... ..... a public 
holiday, to the` leave. 
 

It is certified that but for his proceeding on leave, Shri XYZ would have 
continued in the same post. 

(A, B, C) 
Under Secretary To the Govt. of India 

 
Copy to: 
 

1. Office Order File  
2. Cashier 
3. Section concerned  
4. Shri X,Y,Z, LDC 

 
******************************************************************************************** 

 

6.  ORDER 
 
This form is generally used for issuing certain types of financial sanctions and 

for communicating government orders in disciplinary cases, etc., to the officials 
concerned. 
 
 
************************************************************************************************* 

 
SPECIMEN 

 
NO……………… 
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Government of India  
(Bharat Sarkar)  
Department of......  
(........Vibhag) 

 
New 

Delhi, the 
 

ORDER 
 

Sanction of the President is accorded under rule 10 of the Delegation of 
Financial Powers Rules, to the write off irrecoverable loss of Rs.5000/-(Rupees Five 
Thousands only) being the value of the following articles belonging to this 
department. 
 
(1) XXXX  
 
(2) XXXX 
 
 

(A,B,C) 
Under Secretary to the Govt.of India  

Tele. No....... 
 
Copy forwarded to:  
 
1. The A.G. C.., New Delhi 
2. Internal Finance Section 
3. Cash Section 

********************************************************************************************** 
 
 

7.  NOTIFICATION 
 
This form is mostly used in notifying the promulgation of statutory rules and 

orders, appointments and promotions of Gazetted Officers, etc. through publications 
in the Gazette of India. The composition of the gazette, the types of matters to be 
published in each part and section thereof, the instructions for sending the matter for 
publication therein and for sending copies thereof are indicated in Addenda I. 
 
************************************************************************************************* 

SPECIMEN 
 

[To be published in the Gazettee of India, Part 1, Section 2]*  
 

Government of India 
(Bharat Sarkar)  
Department of......  
(... ... .Vibhag) 

 
New Delhi, the  
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NOTIFICATION 

 
No....... Shri X, Y, Z, Under Secretary in the Department of ................ is appointed to 
officiate as Deputy Secretary in that Department vice Shri........ transferred to the 
Department of........... 
 
 

(A,B,C) 
Joint Secretary to the Govt. of India 

 
To 
The Manager 
Government of India Press  
(Bharat Sarkar press)  
Faridabad 
 
 
No .................... New Delhi, the 
 
# Copy forwarded for information to:  
(1) 
(2)  
(3)  

(D.E.F) 
Under Secretary to the Government of India 

 
#Endorsement should be typed on all copies except one Intended for the Press.  
*See Addenda I. 

******************************************************************************************** 
 

8.  RESOLUTION 
 
This form of communication is used for making public announcement of 

decisions of Government in important matters of policy, e.g., the policy of industrial 
licensing, appointment of committees or commissions of enquiry. Resolutions are 
also published in the Gazette of India. 
 
************************************************************************************************* 

SPECIMEN 
 

[To be published in the Gazette of India, Part 1, Section I]* 
 

NO……………… 
Government of India  
(Bharat Sarkar)  
Department of....... 
(........ Vibhag)  

 
New Delhi, the  
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RESOLUTION 
 
The Government of India has had under consideration the question of further 
improving efficiency bf the departments and services concerned with the collection 
of revenue. As a first step in that direction the President has been pleased, under the 
powers vested in him by provisio to Article 309 of the Constitution of India, to decide 
that a Class I Central Service to be known as 'India Revenue Service' should be 
constituted with effect from.................. 
 
 

(A,B,C) 
Secretary to the Government of India 

 
ORDER 

 
ORDERED that a copy of the resolution be communicated to.............. . 
 

ORDERED also that the resolution be published in the Gazette of India for 
general information.  
 
 

(A, B,C,) 
Secretary to the Government of India 

 
To 
The Manager,  
Government of India Press,  
(Bharat Sarkar)  
Faridabad 
 
*See Addenda – I 
************************************************************************************************* 

 

9.  PRESS COMMUNIQUE / NOTE 
 
This form is used when it is proposed to give wide publicity to a decision of 

Government. A Press communique is more formal in character than a press note and 
is expected to be reproduced intact by the press. A press note, on the other hand, is 
intended to serve as a hand-out to the press which may edit, compress or enlarge it, 
as deemed fit. 
 
************************************************************************************************* 

SPECIMEN 
 

Not to be published or broadcast before......... a.m./p.m. on...........day, the... .............. 
2010. 

 
PRESS COMMUNIQUE/NOTE 
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In response to public demand, the Government of India has appointed a 
Commission to go into the problem of ......................... and make suitable 
recommendations to the Government. 
 
2. The Commission will consist of Shri............ ... ....... as Chairman and the 
following as members: 

 
1.  
2.  
3. 

 
3. In making its recommendations, the Commission is expected to give 
consideration to the following matters: 

(a) 
(b) 
(c)  

 
4. The Commission is expected to submit its report to the Government by...  
 
 

Department of...... 
(....... Vibhag) 

 
New Delhi, the 

 
No...................... 

Forwarded to the Principal Information Officer, Press Information Bureau, 
Government of India, New Delhi for issuing the communique and giving it wide 
publicity 
 

(ABC) 
Joint Secretary to the Govt. of India 

******************************************************************************************** 
 

10. ENDORSEMENT 
 
This form is used when a paper has to be returned in original to the sender, or 

the paper in original or its copy is sent to another Department or office, for 
information or action. It is also used when a copy, of a communication is proposed to 
be forwarded to parties other than the one to which it is addressed. Normally, this 
form will not be used in communicating copies to State Governments. The 
appropriate form for such communication should be letter. 
 
************************************************************************************************* 

SPECIMEN 
 

NO……………… 
Government of India  
(Bharat Sarkar)  
Department of....... 
(........ Vibhag)  
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New 
Delhi, the 

 
A copy each of the undermentioned papers is forwarded to ..................... for 

information and necessary action. 
 
 
 

(A,B,C) 
Under Secretary to the Government of India  

Tele. No... ... 
 
List of papers forwarded:  
(1) 
(2) 
(3) 

******************************************************************************************** 
 

11.  CIRCULAR 
 

This form (same as in case of Office Memorandum) is used when important 
and urgent external communications received or important and urgent decisions 
taken internally have to be circulated within a Department for information and 
compliance by a large number of employees. 

 
************************************************************************************************* 

SPECIMEN 

DEPARTMENT OF POSTS 

Director-General's General Circular No 

Monday, the ............, 19 ............ 

Government Servants Conduct Rules  
Participation of Government Servants in Political Activities 

Doubts have been raised recently as to the scope of Rule 23 (i) of the Government 
Servants Conduct Rules which lays down that no Government servant shall take part 
in, subscribe in aid of or assist in any way, any political movement in India or 
relating to Indian affairs. According to the explanation to that clause, the expression 
"political movement" includes any movement or activities tending directly or 
indirectly to excite disaffection against, or to embarrass, the Government as by law 
established or to promote feelings of hatred or enmity between different classes of 
people or to disturb the public peace. This explanation is only illustrative and is not 
intended, in any sense, to be an exhaustive definition of "political movement". 
Whether or not, the aims and activities of any organization are political, is a question 
of fact which has to be decided on the merits of each case. The staff of this 
Department are hereby warned that.  
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(a) it is the duty of the Government servant who wishes to join, or take part in the 
activities of, any association or organization, positively to satisfy himself that its aims 
and activities are not of such a 'nature as are likely to be objectionable under Rule 23 
of the Government Servants Conduct Rules, and  

(b) the responsibility for the consequences of his decision and action must rest 
squarely on his shoulders and that a plea of ignorance or misconception as to 
Government's attitude towards the association or organization would not be tenable.  

2. They should also note that in cases where the slightest doubt exists as to whether 
participation in the activities of an association, or organization involves an 
infringement of Rule 23, the Government servant would be well advised to consult 
his official superiors.  

3. Postmasters-General are requested to bring the contents of this circular to the 
notice of all members of establishments under their control.  

 

Deputy Director-General (Admn.)  

To  

All Postmasters-General 
************************************************************************************************* 

 

12.  ADVERTISEMENT 
 
This form (same as in case of Letter with a text attachment) is used for 

communicating with, the general public to create awareness and may take the form 
of audio-visual or written communication. 
 

13. UNOFFICIAL REFERENCES 

 U.O. notes can be made in two different ways, viz.,   

(a) by sending the file itself to another Ministry or Office with a note recorded 
thereon; or  

(b) by sending a self-contained note or memorandum.  

U.O. notes are generally employed in Ministries or between Ministries and 
Attached Offices for obtaining the views, comments, etc., of other Ministries on a 
proposal, obtaining a clarification, etc., of the existing instructions, or requisitioning 
papers or information, etc. No salutation or complimentary closing words are used in 
this form. 
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************************************************************************************* 

SPECIMEN 

Ministry of Steel, Mines and Fuel (Oil and Natural Gas Division) 

Subject :-Relaxation of normal retirement rules for the re-employment of 
retrenched personnel.  

A large number of industrial employees who were working in various mines 
situated in Bihar had to be retrenched very recently consequent on the expansion of 
the Neyveli Lignite Project in the South, and this has indirectly' 'affected the output 
in the Bihar mines. These employees were mostly from Bihar, Madhya Pradesh and 
Bombay State and could not therefore be conveniently rehabilitated by re-
employment in South India, and were thrown out of employ.  

The development of the recent oil finds in the Cambay region of the Bombay 
State required recruitment of sizeable labour force. Under the existing orders 
recruitment of labour for the Cambay Project will have to be made through the 
employment exchange. The type of work involved in the project is more or less akin 
to the mining work in the Bihar mines. This Ministry is of the considered view that 
the re-employment of the retrenched personnel will be of great advantage as their 
experience can be utilized with profit from the very commencement of the project. In 
these days of lack of employment opportunities for the labour class, it will be an 
injustice to the retrenched employees if they are deserted and fresh recruitment is 
resorted to through the employment exchanges. Such a course may possibly lead to 
labour agitation on a wide scale in the mining centres and may lead to complications 
at a later stage.  

It may not be practicable for all the retrenched employees to register 
themselves again with- the employment exchanges, because the regions are far apart 
and because the retrenched labour is not likely to be aware of the requirements of the 
Cambay Project. Nor are the employment exchanges bound to show and particular 
preference to such employees while sponsoring names for selection even if some of 
the personnel happen to register their names.  

In the circumstances, this Ministry is of the view that the normal rules of 
recruitment through the employment exchange may be specially relaxed in the case 
of miners and other industrial employees required for the Cambay Project to 
facilitate the rehabilitation of the retrenched labour of the Bihar collieries.  

Ministry of Home Affairs may kindly see for their concurrence.  

Sd/- 

      Deputy Secretary to the Government of India  

Ministry of Home Affairs  

Ministry of Steel, Mines and Fuel, New Delhi U.O. No.  , dated  . 
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************************************************************************************* 

14. MEMORANDUM 

This form is used (a) in replying to unimportant letters and petitions, (b) in 
acknowledging the receipt of communications and (c) for conveying information not 
amounting to an order of Government to subordinate authorities. This is also written 
in the third person and does not contain a salutation or a subscription except the 
signature and designation of the officer who signs it. The name and/or designation 
of the addressee is indicated below the signature on the left side of the page. In this 
case as well as in an office memorandum, a brief subject heading is given. The 
memorandum should also bear a date.  

************************************************************************************************* 

SPECIMEN 

GOVERNMENT, OF INDIA  
Ministry of Communications  

Department of Posts/Telecommunications 

Office of the Director-General, Posts/Telecommunications 

Memorandum No  ............. , dated New Delhi, the  ............ , 19  .... . 

To  

All Heads of Circles.  

Subject :-Amendment to Central Civil Services (Leave) Rules, 1972·  

 A copy of Notification No. 14028/1/89-Est. (L), dated the December, 19  , 
from the Ministry of Personnel, Public Grievances and Pensions (Department of 
Personnel and Training), on the subject ,noted above is sent herewith for information 
and guidance.  

Sd/-  

Assistant Director-General  

 Copy of Notification No. 14028/1/89-Est. (L), dated the  .....  December, 19 ......, 
from the Ministry of Personnel, Public Grievances and Pensions (Department of 
Personnel and Training) to all Ministries of the Government of India, etc. 

************************************************************************************************* 

 
METHOD OF DELIVERY  
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1. FAX facility  
 
In urgent and important matters (including legal and financial messages), 

Departments may use fax facilities to send messages, wherever available.  
 

2.  REGISTERED POST/REGISTERED AD 
 
This method of delivery is used in communicating with offices to ensure 

receipt of communication and in the case of Registered AD an acknowledgement of 
the delivery is received by the issuing office. 
 
 

3.  SPEED POST 
 
This method of delivery is used to ensure quick receipt of messages 

warranting urgent attention at the receiving end and an acknowledgement of the 
delivery is also received by the issuing office. 
 

4.  E-MAIL 
 
This is a papery form of communication to be used by Department having 

computer facilities supported by Internet or Intranet connectivity and can be widely 
used for subjects where legal or financial implications are not involved. 

 

5. TELEPHONIC COMMUNICATIONS 

  

(1) Appropriate use of the medium of telephone may be made by 
Departments for intra and inter-departmental consultation and for 
communication of information between parties situated locally. 

(2) In matters of urgency, Departments may communicate with outstation 
offices also over the telephone. 

(3) Telephonic communications, wherever necessary, may be followed by 
written communications by way of confirmation. 

 
 



78 

 

It's not the 

situation, but 
whether we 

react 

(negative) or 

respond 

(positive) to 

the situation 

that's 

important. 
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CHAPTER XIII 

Writing Skills 

Getting Your Written Message Across Clearly 

An urgent notice for a meeting you're having in one hour's time has been 
received. The notice is supposed to contain key information that you need to 
present, as part of the case for an important project. 

But there's a problem: The notice is so badly written that you can't find the 
data you need. There are misspellings and incomplete sentences, and the 
paragraphs are so long and confusing that it takes you three times more than 
it should to find the information you want. 

As a result, you're under-prepared for the meeting, and it doesn't go as well 
as you want it to. 

We do face a situation similar to this? In today's information overloaded 
world, it's vital to communicate clearly, concisely and effectively. People don't 
have time to read book-length letters, and they don't have the patience to 
scour badly-constructed letters for "buried" points. 

The better your writing skills are, the better the impression you'll make on the 
people around you – including your seniors, your colleagues, and your 
clients. You never know how far these good impressions will take you! 

Let us look at how you can improve your writing skills and avoid common 
mistakes. 

Audience and Format  

The first step to writing clearly is choosing the appropriate format. Do you 
need to send an informal letter? Write a detailed report? Or write a formal 
letter? 

The format, as well as your audience, will define your "writing voice" – that is, 
how formal or relaxed the tone should be. For instance, if you write a superior 
authority, should it have the same tone as a letter to an officer at same level or 
a junior colleague? 

Definitely not.  

Start by identifying who will read your message. Is it targeted at senior 
officers, the entire human resources team, or a small group of engineers? With 
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everything you write, your readers or recipients, should define your tone as 
well as aspects of the content. 

Composition and Style 

Once you know what you're writing, and for whom you're writing, you 
actually have to start writing. 

A blank, white computer screen is often intimidating. And it's easy to get 
stuck because you don't know how to start. Try these tips for composing and 
styling your document: 

 Start with your audience – Remember, your readers may know 
nothing about what you're telling them. What do they need to know 
first?  

 Create an outline – This is especially helpful if you're writing a longer 
document such as a report, presentation, or speech. Outlines help you 
identify which steps to take in which order, and they help you break 
the task up into manageable pieces of information. 

 Use AIDA – If you're writing something that must inspire action in the 

reader, follow the ATTENTION-INTEREST-
DESIRE-ACTION (AIDA) formula. These four 

steps can help guide you through the writing process. 

 Try some empathy – For instance, if you're writing a letter for your 
clients, why should they care about your services? What's the benefit 
for them? Remember your audience's needs at all times. 

 Use the Rhetorical Triangle – If you're trying to persuade someone to 
do something, make sure that you communicate why people should 
listen to you, pitch your message in a way that engages your audience, 
and present information rationally and coherently.  

 Identify your main theme – If you're having trouble defining the main 
theme of your message, pretend that you have 15 seconds to explain 
your position. What do you say? This is likely to be your main theme. 

 Use simple language – Unless you're writing a scholarly article, it's 
usually best to use simple, direct language. Don't use long words just 
to impress people.  
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Structure 

Your document should be as "reader friendly" as possible. Use headings, 
subheadings, bullet points, and numbering whenever possible to break up the 
text. 

After all, what's easier to read – a page full of long paragraphs, or a page 
that's broken up into short paragraphs, with section headings and bullet 
points? A document that's easy to scan will get read more often than a 
document with long, dense paragraphs of text. 

Headers should grab the reader's attention. Using questions is often a good 
idea, especially in advertising copy or reports, because questions help keep 
the reader engaged and curious. 

In emails and proposals, use short, factual headings and subheadings, like the 
ones in this article.  

Adding graphs and charts is also a smart way to break up your text. These 
visual aids not only keep the reader's eye engaged, but they can communicate 
important information much more quickly than text. 

Grammatical Errors 

You probably don't need us to tell you that errors in your document will 
make you look unprofessional. It's essential to learn grammar properly, and 
to avoid common mistakes that your spell checker won't find. 

Here are some examples of commonly misused words: 

 Affect/effect 

 "Affect" is a verb meaning to influence. (Example: The economic 
forecast will affect our projected income.)  

 "Effect" is a noun meaning the result or outcome. (Example: 
What is the effect of the proposal?)  

 Then/than 

 "Then" is typically an adverb indicating a sequence in time. 
(Example: We went to dinner, then we saw a movie.)  

 "Than" is a conjunction used for comparison. (Example: The 
dinner was more expensive than the movie.) 

 Your/you're 

 "Your" is a possessive. (Example: Is that your file?)  
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 "You're" is a contraction of "you are." (Example: You're the new 
manager.)  

 Note: Also watch out for other common homophones (words 
that sound alike but have different spellings and meanings) – 
such as their/they're/there, to/too/two, and so on.  

 Its/it's 

 "Its" is a possessive. (Example: Is that its motor?)  
 "It's" is a contraction of "It is." (Example: It's often that heavy.) 

(Yes, it is this way around!) 

 Company's/companies (and other possessives versus plurals) 

 "Company's" indicates possession. (Example: The company's 
trucks hadn't been maintained properly.)  

 "Companies" is plural. (Example: The companies in this industry 
are suffering.)  

Proofing 

The enemy of good proofreading is speed. Many people rush through their 
documents, but this is how you miss mistakes. Follow these guidelines to 
check what you've written: 

 Proof your headers and sub-headers – People often skip these and 
focus on the text alone. Just because headers are big and bold doesn't 
mean they're error free! 

 Read the document out loud – This forces you to go more slowly, so 
that you're more likely to catch mistakes. 

 Use your finger to follow text as you read – This is another trick that 
helps you slow down.  

 Start at the end of your document – Proofread one sentence at a time, 
working your way from the end to the beginning. This helps you focus 
on errors, not on content.  

Key Points 

More than ever, it's important to know how to communicate your point 
quickly and professionally. Many people spend a lot of time writing and 
reading, so the better you are at this form of communication, the more 
successful you're likely to be. 

Identify your audience before you start creating your document. And if you 
feel that there's too much information to include, create an outline to help 
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organize your thoughts. Learning grammatical and stylistic techniques will 
also help you write more clearly; and be sure to proof the final document. 
Like most things, the more you write, the better you're going to be! 

How to draft effective Letters?  
 
The letter should be written in the appropriate letter head which should carry 
the office’s address and the name or/and designation of the person who 
writes the letter.  
 
Then the date on which the letter is written should be mentioned so that the 
letter will be kept for future reference. This date-matter will give the 
addressee a fair idea about the urgency, if any, of the matter that the letter 
carries.  
 
Then the address of the person to whom you write this letter should be 
mentioned. His/her designation should be mentioned so that the letter will 
get the touch of professionalism. If a letter is addressed to an individual rather 
than to the designated person, in the future the letter may go invalid.  

 
The reference number, if any, (the reference number means if the letter is in 
continuation to any other previous letter, the number and date of the previous 
letter can be treated as the reference number) should be mentioned so that 
you can right away go into the subject matter of the letter.  
 
If the letter is being sent to some other organization/ department, a proper 

salutation should be used to address the addressee. Dear Sir is the usually 
used salutation. In the case of a lady, use Dear Madam.  
 
In the absence of the reference number and in the case of drafting a new letter, 
you should mention in the first paragraph itself the subject matter of the 
letter. You need not present all the matters in depth in the first paragraph 
itself. Just brief introduction will do.  
 
 
In the next paragraph, write the subject matter clearly in a simple language 
and in an unambiguous style. Since a letter is only a tool to make few -things 
done, brevity is what all the people expect in the letter that they receive.  
 
Never beat around the bush. Simply be brief in your communication.  
 
Use the final paragraph to wind up the letter. Never hesitate to be forceful in 
you communication. Any lethargic approach may not be tolerated by the 
addressee.  
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Use the correct form of leave-taking. Yours sincerely and yours faithfully are 
the widely used forms of leave taking. Use any one of them.  

 
Then add space for signature in the proper place. The letter without the 
signature carries no weight.  
 
Then check the spelling of your letter. You can at least use your computer to 
do this job. But do not rely on the computer software. You should do the job 
for yourself so that you will remain assured. If you find that your English is 
not up to the mark, it is better for you to learn English using an online English 
course.  
 
Keep a copy of the fair copy in your file so that the amendments made are 
clearly seen in future reference. 
Use a clean and appropriate cover to post the letter. Your official cover can be 
preferred. Paste the cover. Write the addresses of your addressee and yours in 
the appropriate places.  
 
Follow this method every time you write a letter. Then you will become your 
real master of your work.  

 

Here are a few Useful Phrases for effective letters.  
 
Openings:  
 
The standard opening for formal correspondence is Dear. 
 
• Dear Sir  
• Dear Madam  
• Dear Sir or Madam  
• Dear Sirs  
• Dear Mr.  
• Dear Mrs.  
• Dear Ms.  
 

Useful phrases:  
 
• Thank you for your letter of [date] concerning 
• Thank you for sending me a [catalogue, quotation]  
• Thank you for your enquiry of [date]  
• I refer to your letter of [date] concerning 
• Further to our telephone conversation of [date]  
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• I am writing to confirm our telephone conversation of [date]  
• I would be grateful if you could forward me a [price list, catalogue]  
• I am contacting you regarding 
• I am writing to complain 
• I apologise for the delay in replying 
• As stated in your letter/fax of [date]  
• I wish to draw your attention to the 
• I wish to inform you that 
• I am writing to inform you that  
• I am writing to express my dissatisfaction with 
• Please note that 
• Please find enclosed 
 

Closures :  
 
• I look forward to hearing from you 
• I look forward to hearing your response 
• I would be most grateful if you would look into this matter as soon as 
possible 
• Please let me know as soon as possible what action you propose to take 
• I trust that you will give this matter your urgent attention 
• I hope you can settle this matter to my satisfaction  
• Please do not hesitate to contact me should you require further information 
• Please contact me if you require further details 
 

If you know the person’s name use:  
 
• Yours sincerely 
 

If you don’t know the person’s name use:  
 
• Yours faithfully 
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CHAPTER XIV 

SECURITY OF OFFICIAL INFORMATION AND 
DOCUMENTS 

 

 

Unauthorized communication of official information  

 

 Unless authorized by general or specific orders, no official will communicate 
to another official or a non-official, any information or document(s) (including 
electronic document(s)) which has come into his possession in the course of his official 
duties. 

 

Treatment of classified papers  

 

(1)  The provision contained in this material apply primarily to unclassified 
papers. In handling classified papers, the official concerned will have to exercise, 
special care and follow the provision under `Departmental Security Instructions' 
issued by the Ministry of Home Affairs. Since, according to these instructions, 
classified papers (other than confidential) are expected to be handled either by 
officers themselves or in sections designated as `secret' or `top secret', it is essential 
that in sections not so designated: 

(a) a separate set of registers and other records (e.g., dak register, section 
diary, file register, file movement register, precedent book, index slips, 
various arrears and disposal statements, electronic media, floppies, CDs, etc.), 
is maintained by section officer himself; and 

(b) the recording of such files and their review is also undertaken by him 
personally, keeping in view the provision under the Departmental Security 
Instructions. 

(2) Every classified file will be reviewed once in five years for declassification. A 
declassified file considered fit for permanent preservation will be transferred to the 
National Archives. 

 

Confidential character of notes/ files  

 

(1) The notes portion of a file referred by a Department to another will be treated 
as confidential and will not be referred to any authority outside the secretariat and 
attached offices without the general or specific consent of the Department to which 
the file belongs.  If the information is in the electronic form it will be handled by the 
authorized official only. 

(2)  Where the general consent has been obtained under sub-para (1) above, such 
consent will, however, exclude classified files or to files in which the officer to whom 
the file is supposed to be referred or shown, is personally affected, or in which his 
official conduct is under consideration. 
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(3) For the purpose of attending meetings/discussions outside office an officer 
not below the level of Section Officer/Desk Officer may carry Confidential 
papers/files or an officer not below the level of Under Secretary may carry Secret 
papers/files in a special circumstance with the written authorization of Joint 
Secretary concerned. The authorization will be produced by the officer on demand. 

Communication of information to the press  

 

(1)  Official information to the press and other news media, i.e. radio and 
television, will normally be communicated through the Press Information Bureau. 

(2) Only Ministers, Secretaries and other officers specially authorized in this 
behalf may give information or be accessible to the representatives of the press. Any 
other official, if approached by a representative of the press, will direct him to the 
Press Information Bureau or will seek the permission of the Secretary of the 
Department before meeting the press. 

(3) Whenever it is proposed to release an official information to the press, or to 
hold a press conference or press briefing, or to give publicity to an official report, 
resolution or any other publication, the Department concerned will consult the 
accredited information officer in advance. The accredited information officer will 
meet the authorized officials from time to time and collect information worthy of 
publicity. 

(4) Detailed procedure in respect of matters mentioned in this para, as laid down 
by the Ministry of Information and Broadcasting, should be followed. 

 

Use of restrictive classification for printed reports, etc. 

 

(1) The restrictive classification `For official use only' will not be assigned to any 
printed report, pamphlet or compilation unless it contains information which it 
would not be desirable in the public interest to disclose. In doubtful cases, the test 
that may be usefully applied is whether the publication, whose circulation is 
proposed to restrict to official use only, is such that the Minister would be justified in 
refusing to lay it before the Parliament. 

(2) No official publication (including in electronic form) will be marked `For 
official use only' except with the prior approval of the branch officer, who will obtain 
the orders of the Secretary or Minister in doubtful cases. 
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CHAPTER XV 

CHECKS ON DELAYS 
 

Time limits 

Time Limits will be fixed for disposal of as many types of cases as possible 
handled in the Department through departmental instructions. As a general rule, no 
official shall keep a case pending with him/her for more than seven working days 
unless higher limits have been prescribed for specific types of cases through 
departmental instructions.  In case of a case remaining with an official for more than 
the stipulated time limit, an explanation for keeping it shall be recorded in the note 
portion by him/her. The system of exception reporting will be introduced to monitor 
the disposal of receipts.    

 

Handling of Public/Staff Grievances  

(1) All officers of the level of Deputy Secretary and above will redress public 
grievances pertaining to the divisions under their charge. They will view public 
grievances with sympathy and make special efforts to decide on such cases 
expeditiously. 
(2) Each Ministry/ Department/ Public Sector Undertaking/ Autonomous Body of 
the government will set up Internal Grievance Redress Machinery for public as well 
as staff.  
(3) A senior officer of the level of Joint Secretary or above should be designated as 
Joint Secretary/ Director of Public Grievances. An officer of the level of Deputy 
Secretary/Director should be designated as the Staff Grievance Officer. 
(4) The name, designation, room number, telephone number, etc., of the Director of 
Grievances should be displayed prominently at the Reception and some other 
convenient place in the office building of Ministry/Department/ Public Sector 
Undertaking/ Autonomous Body so that the public are made fully aware of it. 
(5) Every Wednesday of the week should be observed strictly as a meetingless day.  
The Director of Grievances and other officers of the level of Deputy Secretary and 
above should remain in their offices during specified hours (1000 hours to 1300 
hours) on every Wednesday to receive and hear grievances of the members of the 
public. 
(6) The receptionists, security personnel and peons will be given suitable instructions 
about the meetingless day so as to allow the members of the public to meet officers 
on that day without prior appointment. 
(7) A locked complaint box will be placed at the Reception for convenient registration 
of complaints by members of the public which must be opened by the designated 
officer at regular intervals. 
 (8) In the interest of expeditious disposal of grievances the Director of Grievances 
will be empowered to call for papers/ documents of cases pending for more than 
three months and take decisions with the approval of the Secretary of the Ministry/ 
Department or Head of the Public Sector Undertaking/ Autonomous Body.  
(9)(a) Each grievance petition will be acknowledged within 15 days. Even if no 
action is warranted on a petition, a reply intimating the stand of the organisation 
must be sent to the petitioner. 
(b)  Time limits will be fixed for disposal of various types of public/Staff grievances 
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which are handled in the Department with due regard to the minimum time needed 
for each type, through departmental instructions. 
 (c) While sending replies communicating final decision rejecting a grievance 
petition, the reason or the rule(s) under which it has been rejected will be 
communicated to the petitioner along with details of the appellate authority 
wherever applicable.       
(10) Ministries/Departments will analyze grievances received by them with a view to 
identifying the major grievance prone areas and devising corrective measures so as 
to reduce the scope of recurrence of grievances. Assistance of the Department of 
Administrative Reforms and Public Grievances may be obtained to study these areas 
for improvement. 
(11) Publicity will be given about the grievance redress machinery in the 
Ministries/Departments/ Public Sector Undertakings/ Autonomous Bodies. 
(12) The feedback  mechanism and the monitoring system for grievance redress will 
be strengthened, in view of the time limits fixed as per sub para 9 above. 
Ministries/Departments will also ensure timely submission of reports/ returns about 
the redress of grievances to the Department of Administrative Reforms and Public 
Grievances. 
(13) The machinery and work relating to public grievances and the statistics relating 
to receipt/disposal of public grievances shall form a part of the Annual Action Plan 
and the Annual Administrative Report of the Ministry/Department.   
(14)(a) All public grievances received directly or through                              
MPs/VIPs/Directorate of Public Grievances (Cabinet Secretariat)/Department of 
AR&PG/e-mail etc. will be registered and processed in the computerised Public 
Grievance Redress And Monitoring System (PGRAMS). Action to acknowledge and 
dispose of the grievances according to time norms fixed will be taken. 
Acknowledgement will contain registration number of the grievance.  
(b) The progress and final disposal of the grievance will be indicated in PGRAMS 
so that the petitioner can access the information through Internet. 
(15)  The record of grievances will be retained in the computer for one year after 
the date of final disposal of the grievances. 
 

Periodical statements/reports: 

 The various periodical reports viz. weekly, fortnightly, monthly, bi-monthly, 
quarterly, etc. on the various areas should be introduced to watch the progress of the 
work in the offices by the senior management officers.  For example, the various such 
areas may be: 

(i) Monthly statement of cases pending disposal for over a month. 

(ii) Monthly progress reports of recording and review of files. 

(iii) Watch on disposal of communications received from Members of 
Parliament. 

(iv) Watch on disposal of communications received from VIPs. 

(v) Monitoring of Court/CAT cases and implementation of   Court/CAT 
Orders. 

(vi) Register of Parliamentary Assurances. 

(vii) Review of periodical reports/returns. 
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It's easy to 

make a buck. 

It's a lot 

tougher to 

make a 

difference. 
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CHAPTER XVI 
 

RECORDS MANAGEMENT 
 
What is Records Management? 
 

Records management relates to the creation, keeping, using storing, 
preservation and destruction of records. It encompasses the life cycle of a piece of 
information from when it is created to when it is destroyed, or if appropriate, to put 
into permanent storage and transferred to an archive. 
 

Record keeping is a fundamental activity of public administration. Without 
records there can be no rule of law and accountability. Public servants must have 
information to carry out their work and records represent a crucial source of 
information. Records are vital to virtually every aspect of the governance process. 
The effectiveness and efficiency of the public service across the range of government 
functions depends upon the availability of and access to information held in records. 
 

It is an essential function of every government employee to manage the 
records within his / her purview. Each day public servants create, compile index, 
access, maintain, and / or transmit government information irrespective of the job 
title and department they work for. 
 

The personal responsibility for records management will not end until public 
employment of the employee ends. In today’s information age the management of 
Government information and the records that contain it, must be recognized as a 
fundamental government process – a crucial day-to-day activity. 
 

A ‘record’ can be defined as information generated in the course of an 
organization’s official transactions and which is documented to act as a source of 
reference and a tool by which an organisation is governed. The records themselves 
form a part of or provide evidence of such transactions. They are subsequently 
maintained, as evidence, by or on behalf of those responsible for the transactions. 
 

What is records management? 
 

Records management is “the field of management responsible for the 
systematic control of the creation, maintenance, use and disposition of records”. 
Records management addresses the life cycle of records, i.e., the period of time that 
records are in the custody of the Government agencies. The life cycle usually consists 
of the three stages illustrated below: 
 

Creation/ 
Receipt 

---- Records are created or received and captured 
into a record-keeping system. 

Maintenance 
& Use 

High Records are being used for the business 
purpose for which they were created 

Semi – 
current 

Medium Records are stored and maintained for 
reference purposes  

Appraisal Low Survey methods and retention schedules are 
used to appraise records for their value 

Disposal Very Low/Nil Records are destroyed or sent to Archives. 



92 

 

 

Advantages of Records Management 
 

Records management is concerned with the effective management of records 
throughout their life cycle. 
 
 

• Facilitates effective performance of activities throughout an agency 
• Protects the rights of the agency, its employees and its customers 
• Provides continuity in the event of a disaster 
• Meets statutory and regulatory requirements including archival, audit and 
oversight activities 
• Provides protection and support in litigation 
• Allows quicker retrieval of documents and information from files 
• Improves office efficiency and productivity 
• Supports and documents historical and other research 

 
 

To achieve the goal of having an effective records management system it is 
necessary to enact and implement comprehensive legislation to regulate the life-
cycle, management of records and archives, irrespective of medium and format, 
designating a single authority to oversee the process and assigning clear 
responsibility for actions at each stage. Government of India enacted the “Public 
Records Act, 1993” which lays down the principles for managing, maintaining and 
monitoring records in Government departments. Every records creating agency shall 
nominate a “Records Officer” to discharge functions under this Act. 

 
 
From a records management perspective, a document is a office record if: 

 
• Your office created it. 
• Your office acted upon it. 
• Your office received it for action. 
• Your office is designated as the custodian because of oversight duties or for other 
reasons. 
• Your office needs it to document its activities or decisions. 
• Your office can access it under any law. 

 
Use records schedules as a guide to eliminating unnecessary records. 

Retention of each type of records maintained in your office is governed by a records 
schedule which has been rigorously reviewed to ensure the records are kept a 
sufficient length of time. Schedules should be reviewed and approved by 
Commissioner of Archives and serve as the legal authority for destruction of records 
or their transfer to the Archives. 
 
 

Here are other methods for reducing the amount of paper in your office: 
 
 

• Review your files for outdated reference materials and discard (recycle) 
superseded or obsolete items. 
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• Microfilm your records. In most cases if they are properly filmed, the paper 
original can be destroyed. 
• Use image technology to eliminate the need to keep massive amounts of 
paper on site 

 

Idealized Steps for Records Management 
 
Step 1: Determine who will be responsible and what resources will be 
needed  
 

Establish a project team with representatives from all sub-units and job series 
(including, but not just support and clerical staff) to oversee the project. The project 
team should: 
 
• Set up a network of “records liaisons” with a lead person and liaisons for each 
office 
• Decide if everything will be done “in house” or if outside help (e.g., contractors) 
will be needed 
• Select one office or sub unit in which to initiate the project. Based on the experience 
obtained in this one office, you can estimate the resources needed to do other offices 
 

Step 2: Identify records that document the activities and functions of the 
organisation / unit 
 

Conduct an inventory of the materials in your office. Don’t forget to include 
empty offices, closets, and other areas where things may have been “stashed.” 

At a minimum, document where materials are located, how much there is, 
and the format (e.g., paper, electronic, maps, etc.). (When you have a “snapshot” of 
the scope of materials in your office, you may need to go back to Step 1 and review 
the resources available to complete the project.) 

 
An inventory will help you identify which materials are: 

 
• Records 
• Reference materials (non records) 
• Personal papers (non records) 
• Extra copies of documents, publications, and forms (non records) 

 
The inventory will also help you identify which records would need to be 

immediately available in the event of an emergency (vital records). 
 

A records survey is a complete inventory of an agency’s records holdings. It 
identifies all records, where they are located, and in what quantity. The survey 
includes all types of records with an agency. Having a records survey is an essential 
first step in any records management program, at a later stage the survey will prove 
to be a vital document in identifying vital records, formulating disaster management 
plans and above all it acts as a working document for preparing a records retention 
and disposition schedule. After completing a records survey, agencies usually 
discover that many records can be destroyed or moved to inactive storage. Empirical 
studies of record surveys have shown that approximately 30% of the total volume of 
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records can be destroyed, 30% can be moved to inactive storage and the balance can 
be retained as active files. A survey form should be used by an agency to capture 
vital information on the type of records and record series in a record room. An 
agency may design its own form to carry out a records survey. However the survey 
worksheet should be able to capture vital information such 
as: 
 

• Type of file 
• Record series title 
• Description of the record series 
• Inclusive dates 
• Number of records in the series 
• Public access restrictions 
• Recommended retention period 

 

Step 3: Establish your procedures 
 
Now that you know what you have in your office, the project team needs to 
determine: 
 

• If records will be kept in a “centralized” area, or “decentralized” at 
individual work stations 
• The type of documents those are included in the record files 
• How draft documents, working papers, and concurrence copies will be 
handled 
• Who will be responsible for maintaining the record copy (records 
custodian) 

 
Remember: – Non-record materials such as convenience copies and personal 
papers need to be maintained separately from records. 
 

Step 4: Match your records to the records schedules 
 

The next step in the project is to match the records identified in your 
inventory with the records retention and disposition schedules. Records schedules 
provide information on how long records are to be kept in the office and what 
happens when they are no longer needed in the office. Retention periods as stated in 
the schedules are mandatory. If a records schedule is still in draft, you can not 
destroy records covered by that schedule until it has been approved by the 
competent authority. 
 

The retention and disposition schedule is developed directly from the records 
survey and it lists by record series title every record series created and maintained by 
the agency. Record series titles remain the same throughout the life cycle of the 
record series, from creation to disposition. 
 

There are two types of record retention schedules that apply to an agency’s 
records. The first is a ‘general schedule’ which includes guidelines for record series 
maintained by most state agencies. That is this schedule contains records which are 
common to most Government offices. Examples of records described in the General 
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Schedule are employee personal records, audit reports, budget preparation records, 
etc.  
 

The second type of schedule is an ‘office specific schedule’ which contains 
retention and disposition requirements for record series that are unique to the 
organisation. ‘Office specific schedules deal with records not listed in the ‘general 
schedule’. 
 

Records should only be destroyed systematically and under an approved 
records retention program. Organisations should avoid selective destruction and 
selective retention. As far as possible the element of subjectivity and discretion must 
be reduced while retaining or destroying records. When determining minimum 
retention periods and final disposition requirements, the value of records can be 
broken down into four categories: 
 

• Administrative value 
• Fiscal value 
• Legal value 
• Historical value 

 

Step 5: Prepare a “file plan” 
 

Now that you know what records you have and what the appropriate records 
schedules are, you can begin to organize them. Once you have identified the file 
code, place them in alphabetical and numerical order then, determine if there will be 
sub-categories or sub-folders and what they will be. 
 

Step 6: Clean out records which are beyond the approved retention periods 
 

Once you have documented your file plan you can begin to organize your 
records. First, however, it is a good idea to get rid of those materials in your office 
which are not needed. 
If authorized by the records schedule, you can: 
 

• Retire records which are no longer needed in the office to offsite storage 
e.g., the Records Center 
• Transfer permanent records to the National Archives, if appropriate 
• Recycle materials which have passed their approved retention period. 
Remember to shred materials containing confidential or personal information 

 

Step 7: Organize your records 
 

Now you can begin to implement your file plan. 
 

First, prepare folders and organize documents within the folders. Follow the 
procedures established in your file plan. 

 
Place reference sheets in folders, when necessary, to refer users to the location 

of related non-paper materials such as maps, drawings, videotapes, etc. 
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Organize electronic documents (e.g., Word documents, e-mail messages) 
residing on individual computer or local network directories using the file codes. 
 

Remember to spend the majority of your time on the “mission-related” 
records and less on administrative or “housekeeping” records such as routine 
correspondence. 
 

Step 8: Maintain your records on an on-going basis 
 

Once everything is organised, it is important to keep it current and up to 
date. Be sure to: 
 

• File new materials on a regular basis (e.g., weekly) 
• Protect records containing confidential information such as confidential 
business information or personal information 
• Establish a check-out system (e.g., “out” cards) to track the location of your 
records so you always know where they are. (Similar to AIIMS system) 
• Clean out inactive materials on a regular basis, usually at the end of the 
year (as per your written procedures) 
• Retire eligible records to the Records Centre 
• Clean out superseded or obsolete reference materials 

 

Step 9: Train 
 

Once a file plan has been put in place and all unnecessary materials have 
been cleaned and the necessary materials have been organised, then the last 
important step to be taken is to make sure that all staff members know about their 
recordkeeping responsibilities. 
 

Records liaisons need to brief senior management on the importance of your 
records management program and train office staff on how the records management 
processes work. 
 

The ‘Public Records Act’ (1993) of the Government of India regarding the key 
record keeping responsibilities can be referred. 
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‚ã£¾ãã¾ã 17 

ªõãä¶ã‡ãŠ ¹ãÆ¾ããñØã Öñ¦ãì ãä´¼ãããäÓã‡ãŠ ãä›¹¹ããä¥ã¾ããâ 

1. Seen, thanks    ªñŒãã/ªñŒã ãäÊã¾ãã £ã¶¾ãÌããª 

2. Sanctioned    ÔÌããè‡ãðŠ¦ã 

3. Agreed     ½ãö ÔãÖ½ã¦ã Öîâ 

4. I do not agree    ½ãö ÔãÖ½ã¦ã ¶ãÖãé Öîâ 

5. Please advise latest position ‡ãðŠ¹ã¾ãã ‚ã²ã¦ã¶ã/‚ãºã ¦ã‡ãŠ ‡ãŠãè ãäÔ©ããä¦ã 

ºã¦ãã†â 

6. Reply at once    ¦ãìÀ¶¦ã •ãÌããºã ªò 

7. Approved as proposed  ¹ãÆÔ¦ããÌã ‡ãñŠ ‚ã¶ãìÔããÀ ‚ã¶ãì½ããñãäª¦ã ãä‡ãŠ¾ãã 

8. Call fo report    ãäÀ¹ããñ›Ã ½ãâØãã†â 

9. Give information in detail  ãäÌãÔ¦ãð¦ã ÔãîÞã¶ãã ªò 

10. Necessary arrangements  ‚ããÌãÍ¾ã‡ãŠ Ì¾ãÌãÔ©ãã ‡ãŠãè •ãã† 

 may be made 

11. Please examine again and put up ‡ãðŠ¹ã¾ãã ¹ãì¶ã: •ããâÞã ‡ãŠÀ ¹ãÆÔ¦ãì¦ã ‡ãŠÀò 

12. Very good    ºãÖì¦ã ‚ãÞœã 

13. Appreciable effort   ÔãÀãÖ¶ããè¾ã ¹ãÆ¾ããÔã 

14. Facts of the case may be put up ½ãã½ãÊãñ ‡ãñŠ ¦ã©¾ã ¹ãÆÔ¦ãì¦ã ‡ãŠÀò 

15. Follow up action required  ‚ã¶ãìÌã¦ããê ‡ãŠãÀÃÌããƒÃ ‚ã¹ãñãäàã¦ã Öõ   

16. Expedite action   ÍããèÜãÆ ‡ãŠãÀÃÌããƒÃ ‡ãŠÀò 

17. Please treat this confidential ‡ãðŠ¹ã¾ãã ƒÔãñ Øããñ¹ã¶ããè¾ã Ôã½ã¢ãò 

18. Please advise position  ‡ãðŠ¹ã¾ãã ãäÔ©ããä¦ã Ôãñ ‚ãÌãØã¦ã ‡ãŠÀã†â 

19. Please do the needful  ‚ããÌãÍ¾ã‡ãŠ ‡ãŠãÀÃÌããƒÃ ‡ãŠÀò 

20. Please show me papers/file ‡ãðŠ¹ã¾ãã ‡ãŠãØã•ãã¦ã/¹ãŠãƒÊã ¹ãÆÔ¦ãì¦ã ‡ãŠÀò 

21. Please speak/discuss  ‡ãðŠ¹ã¾ãã ºãã¦ã ‡ãŠÀò/ÞãÞããÃ ‡ãŠÀò 

22. Disciplinary proceedings   ‚ã¶ãìÍããÔããä¶ã‡ãŠ ‡ãŠãÀÃÌããƒÃ ÍãìÁ ‡ãŠãè •ãã† 

 may/to be initiated 

23. I agree with 'A' above  ½ãö „¹ã¾ãìÃ‡ã‹¦ã '‡ãŠ' Ôãñ ÔãÖ½ã¦ã Öîâ 

24. Please expedite compliance ‡ãðŠ¹ã¾ãã ÍããèÜãÆ ¹ããÊã¶ã ‡ãŠÀò 

25. Please put up Immediately/ ‡ãðŠ¹ã¾ãã ¦ã¦‡ãŠãÊã ¹ãÆÔ¦ãì¦ã ‡ãŠÀò/¦ã¦‡ãŠãÊã 

 Immediate 

26. Relevant papers may be put up Ôãâºãâãä£ã¦ã ‡ãŠãØã•ã¦ãã ¹ãÆÔ¦ãì¦ã ‡ãŠÀò 

27. Urgent action is required       ‚ããäÌãÊãâºã/¦ãìÀâ¦ã ‡ãŠãÀÃÌããƒÃ ‡ãŠãè •ãã† 

28. Valid reasons may be given   „ãäÞã¦ã ‡ãŠãÀ¥ã ãäª† •ãã†â 

29. Action may be taken as proposed ¹ãÆÔ¦ãããäÌã¦ã ‡ãŠãÀÃÌããƒÃ ‡ãŠãè •ãã† 
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30. Await further report      ‚ããõÀ •ãã¶ã‡ãŠãÀãè/‚ãØãÊããè ãäÀ¹ããñ›Ã ‡ãŠãè  

          ¹ãÆãä¦ãàãã ‡ãŠÀò 

31. Discrepancies may be reconciled ãäÌãÔãâØããä¦ã¾ããò ‡ãŠãñ Ÿãè‡ãŠ ãä‡ãŠ¾ãã 

•ãã† 

32. Enquiry may be completed and its •ããâÞã ¹ãîÀãè ‡ãŠÀ‡ãñŠ ÍããèÜãÆ ãäÀ¹ããñ›Ã  

 report submitted at an early date  ¹ãÆÔ¦ãì¦ã ‡ãŠÀò/ ‡ãŠãè •ãã† 
  

33. Make Interim arrangement  ‚ã¶¦ããäÀ½ã Ì¾ãÌãÔ©ãã ‡ãŠÀò 

34. No further action is necessary  ‚ããØãñ ‡ãŠãñƒÃ ‚ããõÀ ‡ãŠãÀÃÌããƒÃ  

        ‚ããÌãÍ¾ã‡ãŠ ¶ãÖãé Öõ 

35. Please do the needful   ‚ããÌãÍ¾ã‡ãŠ ‡ãŠãÀÃÌããƒÃ ‡ãŠÀò 

36. Please see me     ‡ãðŠ¹ã¾ãã ½ãì¢ãÔãñ ãä½ãÊãò 

37. Please speak/discuss   ‡ãðŠ¹ã¾ãã ºãã¦ã ‡ãŠÀò/ÞãÞããÃ ‡ãŠÀò 

38. Reply at once     ¦ãìÀ¶¦ã •ãÌããºã ªò/„§ãÀ ªò 

39. Submitted for approval   ‚ã¶ãì½ããñª¶ãã©ãÃ ¹ãÆÔ¦ãì¦ã 

40. Submitted for information   ÔãîÞã¶ãã©ãÃ ¹ãÆÔ¦ãì¦ã 

41. The proposal is in order   ¹ãÆÔ¦ããÌã ãä¶ã¾ã½ãã¶ãìÔããÀ Öõ/ãä¶ã¾ã½ããò  

        ‡ãñŠ ‚ã¶ãìÔããÀ Öõ 

42. Explanation may be called for  Ô¹ãÓ›ãè‡ãŠÀ¥ã ½ããâØãã •ãã† 

43. Please circulate and file   ‡ãðŠ¹ã¾ãã ¹ããäÀÞãããäÊã¦ã ‡ãŠÀ‡ãñŠ 

¹ãŠãƒÊã  ‡ãŠÀò 

44. Seen and returned    ªñŒãã Ìã Ìãã¹ãÔã ãä‡ãŠ¾ãã 

45. Seen and spoken    ªñŒãã Ìã ºãã¦ã ‡ãŠãè 

46. According to/in accordance   ãä¶ã¾ã½ãã¶ãìÔããÀ 

 with the rules 

47. Action against defaulters may   Þãî‡ãŠ‡ãŠ¦ããÃ‚ããò ‡ãñŠ ãäÌãÁ® 

‡ãŠãÀÃÌããƒÃ ‡ãŠãè  

 be taken         •ãã† 

48. Action may be taken as    ¾ã©ãã ¹ãÆÔ¦ãããäÌã¦ã/ ªãè ØãƒÃ ãäÖªã¾ã¦ããò 

proposed/instructed    ‡ãñŠ  ‚ã¶ãìÔããÀ ‡ãŠãÀÃÌããƒÃ ‡ãŠãè •ãã† 
    

49. As a matter or fact    ÌãÔ¦ãì¦ã:/ÌããÔ¦ãÌã ½ãò 

50. Ascertain the position please    ‡ãðŠ¹ã¾ãã ãäÔ©ããä¦ã ‡ãŠã ¹ã¦ãã ÊãØãã†â 

51. Call for a report    ãäÀ¹ããñ›Ã ½ãâØãã†â 

52. Follow up action    ‚ã¶ãìÌã¦ããê ‡ãŠãÀÃÌããƒÃ 

53. No dues certificate    ºãñºãã‡ãŠãè ¹ãÆ½ãã¥ã-¹ã¨ã 

54. Undertaking may be    ƒÔã ‚ããÍã¾ã ‡ãŠã ÌãÞã¶ã Êãñ ãäÊã¾ãã •ãã† ãä‡ãŠ 

 taken to the effect that 
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Ôãã½ãã¶¾ã¦ã: ¹ãÆ¾ããñØã Öãñ¶ãñ ÌããÊãñ ‚ãâØãÆñ•ããè Ìãã‡ã‹¾ããÍããò ‡ãñŠ ãäÖ¶ªãè Á¹ã 

1. Acknolwedge receipt  ¹ãÆããä¹¦ã-ÔãîÞã¶ãã ªò/¹ããÌã¦ããè ¼ãñ•ãò 

2. All concerned to please note ‡ãðŠ¹ã¾ãã Ôã¼ããè Ôãâºãâãä£ã¦ã ¶ããñ› ‡ãŠÀò 

3. An enquiry is being made   ƒÔã ½ãã½ãÊãñ ‡ãŠãè/ƒÔã Ôãâºãâ£ã ½ãò •ããÞã ‡ãŠãè •ãã ÀÖãè Öõ 

in this matter 

4. As desired by    ......‡ãŠãè ƒÞœã¶ãìÔããÀ 

5. As directed    ãä¶ãªñÍãã¶ãìÔããÀ 

6. As far as possible   ¾ã©ããÔãâ¼ãÌã/•ãÖãâ ¦ã‡ãŠ Ôãâ¼ãÌã Öãñ 

7. As may be necessary  ¾ã©ããÌãÍ¾ã‡ãŠ/•ãõÔãã ‚ããÌãÍ¾ã‡ãŠ Öãñ 

8. As proposed    ¹ãÆÔ¦ããÌã ‡ãñŠ ‚ã¶ãìÔããÀ/¾ã©ãã¹ãÆÔ¦ãããäÌã¦ã 

9. As the case may be   ¾ã©ãããäÔ©ããä¦ã/ãäÔ©ããä¦ã ‡ãñŠ ‚ã¶ãìÔããÀ 

10. Before the expiry of   .......‡ãŠãè Ôã½ãããä¹¦ã Ôãñ ¹ãîÌãÃ/¹ãÖÊãñ 

11. On behalf of    ....‡ãŠãè ‚ããñÀ Ôãñ/¦ãÀ¹ãŠ Ôãñ 

12. Brief resume of the case   ãäÌãÓã¾ã/½ãã½ãÊãñ ‡ãŠã Ôãâãäàã¹¦ã ÔããÀ ‚ã¶ãìºãâ£ã...... ½ãò  

is given as Annexure    ãäª¾ãã Øã¾ãã Öõ 

13. By return of post/Fax   Ìãã¹ãÔããè ¡ã‡ãŠ Ôãñ/¹ãõŠ‡ã‹Ôã Ôãñ 

14. Copy enclosed for ready reference ¦ã¦‡ãŠãÊã Ôãâª¼ãÃ ‡ãñŠ ãäÊã† ¹ãÆãä¦ã ÔãâÊãØ¶ã Öõ 

15. Copy forwarded for information/ ÔãîÞã¶ãã/½ããØãÃªÍãÃ¶ã/‚ããÌãÍ¾ã‡ãŠ ‡ãŠãÀÃÌããƒÃ ‡ãñŠ ãäÊã† 

guidance/necessary action     ¹ãÆãä¦ã ¹ãÆñãäÓã¦ã 
  

16. During the course of discussion ÞãÞããÃ/ãäÌãÞããÀ-ãäÌã½ãÍãÃ/ºãã¦ãÞããè¦ã ‡ãñŠ ªãõÀã 

17. Enquiry may be conducted and •ããâÞã ‡ãŠÀ‡ãñŠ ãäÀ¹ããñ›Ã ªãè •ãã†/ªò/¹ãÆÔ¦ãì¦ã ‡ãŠãè 

report submitted                          •ãã†/¹ãÆÔ¦ãì¦ã ‡ãŠÀò 
         

18. For and on behalf of   .....‡ãñŠ ãäÊã† ‚ããõÀ „¶ã‡ãŠãè ‚ããñÀ Ôãñ 

19. For approval    ‚ã¶ãì½ããñª¶ã ‡ãñŠ ãäÊã†/‚ã¶ãì½ããñª¶ãã©ãÃ 

20. For onward tranmission  ‚ããØãñ ¼ãñ•ã¶ãñ ‡ãñŠ ãäÊã† 

21. Inconsequence of   ....‡ãñŠ ¹ããäÀ¥ãã½ãÔÌãÁ¹ã 

22. In due course    ¾ã©ããÔã½ã¾ã 

23. In the first instance   ¹ãÖÊãñ ¦ããñ/¹ãÆ©ã½ã¦ã: 

24. In view of     ....‡ãŠãñ £¾ãã¶ã ½ãò ÀŒã¦ãñ Öì†/ªñŒã¦ãñ Öì† 

25. Justification for the proposal ¹ãÆÔ¦ããÌã ‡ãŠã ‚ããõãäÞã¦¾ã 

26. Matter is under consideration ½ãã½ãÊãã ãäÌãÞããÀã£ããè¶ã Öõ/½ãã½ãÊãñ ¹ãÀ ãäÌãÞããÀ ãä‡ãŠ¾ãã  

•ãã jgk gS 
27. Necessary steps should be taken ‚ããÌãÍ¾ã‡ãŠ ‡ãŠãÀÃÌããƒÃ ‡ãŠãè •ãã†/„¹ãã¾ã ãä‡ãŠ†  

    •ãã†â/‡ãŠª½ã „Ÿã†â 

28. Notice in writing may be sent ãäÊããäŒã¦ã ¶ããñãä›Ôã ¼ãñ•ãã •ãã† 

29. Please ask for detailed report ‡ãðŠ¹ã¾ãã ãäÌãÔ¦ãð¦ã ãäÀ¹ããñ›Ã ½ãâØãã†â/¼ãñ•ã¶ãñ ‡ãñŠ ãäÊã† ‡ãŠÖò 

30. Please comply before due date ‡ãðŠ¹ã¾ãã ãä¶ã¾ã¦ã ãä¦ããä©ã Ôãñ ¹ãÖÊãñ ƒÔã‡ãŠã ¹ããÊã¶ã  
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‡ãŠÀò/¾ãÖ ‡ãŠã¾ãÃ ‡ãŠÀò 

31. Please put up with previous/ ‡ãðŠ¹ã¾ãã ãä¹ãœÊãñ/Ôãâºã® ‡ãŠãØã•ãã¦ã ‡ãñŠ Ôãã©ã 

relevant papers                     ¹ãÆÔ¦ãì¦ã ‡ãŠÀò 

32. Please reconcile the    ‡ãðŠ¹ã¾ãã ¹ãÆãäÌããäÓ›¾ããò ½ãò ‚ã¶¦ãÀ/ãäÌãÔãâØããä¦ã¾ããò ‡ãŠã  

discrepancy in the entries  Ôã½ãã£ãã¶ã/ãä½ãÊãã¶ã ‡ãŠÀò 

33. Please see this case and  ‡ãðŠ¹ã¾ãã ¦ã¦‡ãŠãÊã ‚ããÌãÍ¾ã‡ãŠ/‚ã¶ãìÌã¦ããê ‡ãŠãÀÃÌããƒÃ ‡ãŠÀò  

offer your comments 

34. Please take necesary/  ‡ãðŠ¹ã¾ãã ¦ã¦‡ãŠãÊã ‚ããÌãÍ¾ã‡ãŠ/‚ã¶ãìÌã¦ããê ‡ãŠãÀÃÌããƒÃ ‡ãŠÀò 

follow-up action 

35. Sanctioned as proposed/  ¹ãÆÔ¦ããÌã/ãäÔã¹ãŠããäÀÍã ‡ãñŠ ‚ã¶ãìÔããÀ ½ãâ•ãîÀ 

recommended    ãä‡ãŠ¾ãã/ÔÌããè‡ãðŠ¦ã 

36. This carries apporval/sanction of  ƒÔãñ....‡ãŠã ‚ã¶ãì½ããñª¶ã/‡ãŠãè ½ãâ•ãîÀãè ¹ãÆã¹¦ã Öõ 

37. Usual rules would be   ƒÔã ½ãã½ãÊãñ ½ãò/Ôãâºãâ£ã ½ãò Ôãã½ãã¶¾ã ãä¶ã¾ã½ã ÊããØãî ÖãòØãñ 

applicable in this case 

38. Verified and found correct  •ããâÞã ‡ãŠãè ‚ããõÀ ÔãÖãè ¹ãã¾ãã 

39. We are not concerned with this  ¾ãÖ Ö½ãÔãñ Ôãâºãâãä£ã¦ã ¶ãÖãéâ Öõ 

40. We have explained the factual Ö½ã¶ãñ ãäÍã‡ãŠã¾ã¦ã‡ãŠ¦ããÃ ‡ãŠãñ ÌããÔ¦ããäÌã‡ãŠ ãäÔ©ããä¦ã  

position to the complainant  Ôã½ã¢ãã ªãè Öõ 
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ªñÌã¶ããØãÀãè ãäÊããä¹ã ½ãò ‚ãâ‡ãŠãò ‡ãŠãè Ìã¦ãÃ¶ããè 

(Íãºªãò ½ãò À‡ãŠ½ã ãäÊãŒã¦ãñ Ôã½ã¾ã ‡ãðŠ¹ã¾ãã ƒÔããè Ìã¦ãÃ¶ããè ‡ãŠã ¹ãÆ¾ããñØã ‡ãŠÀò) 

1 †‡ãŠ   38 ‚ã¡¦ããèÔã  75 ¹ãÞãÖ§ãÀ 

2 ªãñ   39 „¶ã¦ããÊããèÔã  76 ãäœÖ§ãÀ 

3 ¦ããè¶ã   40 ÞããÊããèÔã   77 Ôã¦ã§ãÀ 

4 ÞããÀ   41 ƒ‡ã‹¦ããÊããèÔã  78 ‚ãŸÖ§ãÀ 

5 ¹ããâÞã   42 ºã¾ããÊããèÔã  79 „¶ããÔããè 

6 œ:   43 ¦ãö¦ããÊããèÔã  80 ‚ãÔÔããè 

7 Ôãã¦ã   44 ÞãÌããÊããèÔã  81 ƒ‡ã‹¾ããÔããè 

8 ‚ããŸ   45 ¹ãö¦ããÊããèÔã  82 ºã¾ããÔããè 

9 ¶ããõ   46 ãäœ¾ããÊããèÔã  83 ãä¦ãÀãÔããè 

10 ªÔã   47 Ôãö¦ããÊããèÔã  84 ÞããõÀãÔããè 

11 Ø¾ããÀÖ   48 ‚ã¡¦ããÊããèÔã  85 ãä¹ãÞããÔããè 

12 ºããÀÖ   49 „¶ãÞããÔã   86 ãäœ¾ããÔããè 

13 ¦ãñÀÖ   50 ¹ãÞããÔã   87 Ôã§ããÔããè 

14 ÞããõªÖ   51 ƒ‡ã‹¾ããÌã¶ã  88 ‚ã›áŸãÔããè 

15 ¹ã¶³Ö   52 ºããÌã¶ã   89 ¶ãÌããÔããè 

16 ÔããñÊãÖ   53 ãä¦ãÀ¹ã¶ã   90 ¶ãººãñ 

17 Ôã¨ã¦ã   54 ÞããõÌã¶ã   91 ƒ‡ã‹¾ãã¶ãÌãñ 

18 ‚ãŸãÀÖ   55 ¹ãÞã¹ã¶ã   92 ºãã¶ãÌãñ 

19 „¶¶ããèÔã   56 œ¹¹ã¶ã   93 ãä¦ãÀã¶ãÌãñ 

20 ºããèÔã   57 Ôã§ããÌã¶ã   94 ÞããõÀã¶ãÌãñ 

21 ƒ‡ã‹‡ãŠãèÔã  58 ‚ã›áŸãÌã¶ã  95 ¹ãÞãã¶ãÌãñ 

22 ºããƒÃÔã   59 „¶ãÔãŸ   96 ãäœ¾ãã¶ãÌãñ 

23 ¦ãñƒÃÔã   60 ÔããŸ   97 Ôã§ãã¶ãÌãñ 

24 ÞããõºããèÔã   61 ƒ‡ãŠÔãŸ   98 ‚ã›áŸã¶ãÌãñ 

25 ¹ãÞÞããèÔã   62 ºããÔãŸ   99 ãä¶ã¶¾ãã¶ãÌãñ 

26 œººããèÔã   63 ãä¦ãÀÔãŸ   100 Ôããõ 

27 Ôã§ããƒÃÔã  64 ÞããöÔãŸ 

28 ‚ã›áŸãƒÃÔã  65 ¹ãöÔãŸ   1000 

 Ö•ããÀ 

29 „¶ã¦ããèÔã   66 ãäœ¾ããÔãŸ  100000

 ÊããŒã 

30 ¦ããèÔã   67 Ôã¡ÔãŸ   10000000

 ‡ãŠÀãñ¡ 

31 ƒ‡ã‹¦ããèÔã   68 ‚ã¡ÔãŸ 

32 ºã§ããèÔã   69 „¶ãÖ§ãÀ 
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33 ¦ãò¦ããèÔã   70 Ôã§ãÀ 

34 Þããö¦ããèÔã   71 ƒ‡ãŠÖ§ãÀ 

35 ¹ãö¦ããèÔã   72 ºãÖ§ãÀ 

36 œ§ããèÔã   73 ãä¦ãÖ§ãÀ 

37 Ôãö¦ããèÔã   74 ÞããõÖ§ãÀ  
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We all have ability. 
The difference is 

how we use it. 
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ADDENDA I 
 

Composition of the Gazette of India and Instructions for 
sending material for publication therein 

 
 

A. Composition 
 

Part Section Type of matter to be published 

I 
(To be published 
from Faridabad) 

1. Notification relating to resolutions and non-statutory 
orders issued by the ministries of the Government of 
India (other than the Ministry of Defence). 

2. Notifications regarding appointments, promotions, 
etc. of government officers issued by the ministries of 
the Government of India (other than the Ministry of 
Defence). 

3. Notifications relating to resolutions and non-
statutory orders issued by the Ministry of Defence. 

4. Notifications regarding appointments, promotions, 
etc, of government officers issued by the Ministry of 
Defence. 

II 
(To be published  
from Delhi) 
 
 
 
 
 
 
 
 
 
 
 

1. Acts, ordinances and regulations 

1A. Publication of the authoritative texts in Hindi 
language of Acts, ordinances and regulations. 

2. Bills and reports of Select Committees on Bills. 

3. Sub-section (1) General statutory rules (including 
orders, byelaws etc., of a general character) issued by 
the Ministries of the Government of India (other than 
the Ministry of Defence) and by central authorities 
(other than the administrations of Union Territories) 

 Sub-section (ii) Statutory Orders and notifications 
issued by the Ministries of the Government of India 
(other than the Ministry of Defence) and by central 
authorities (other than the administrations of Union 
Territories 

3A. Authoritative texts in Hindi (other than such texts 
published in section 3 or section 4) of general 
statutory rules and statutory orders (including bye-
laws of general character) issued by the Ministries of 
the Government of India  (including the Ministry of 
Defence) and by central authorities other than 
administrations of Union Territories) 

4. Statutory rules and orders issued by the Ministry of 
Defence. 

III 
(To be published 
from Faridabad) 

1. Notifications issued by the Supreme Court, 
Comptroller and Auditor General, Union Public 
Service Commission, Railway Administration, High 
Courts and the attached and subordinate offices of 
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the Government of India. 

 2. Notifications and notices issued by the Patent Office, 
Calcutta. 

 3. Notifications issued by or under the authority of 
Chief Commissioners. 

 4. Miscellaneous notifications including notifications, 
orders, advertisements and notices issued by the 
statutory bodies. 

IV 
( To be published 
from Faridabad) 

 Advertisements and notices by private individuals 
and private bodies. 

V ( To be published 
from Faridabad)
  

 Supplement showing statistics of births and deaths, 
etc. both in English and Hindi. 

 
  
Note 1 - Notifications it to be published in sub-section (1) of Section 3 of Part 11 are 
serial numbered by press as `G.S.R......and those published in sub-section (ii) as 
'S.O.............. The identification numbers given by the ministries will appear within 
brackets at the end of notification". 
 
Note 2 - Weekly statements of the Reserve Bank of India published by the Central 
Government under Section 53 (I) of the Reserve Bank of India Act, 1934 is published 
in sub-section (ii) of Section 3 of Part II. 
 
Note 3 - Part II of the Gazette Is published in octavo form so that each section might 
be bound at the end of the year in a form convenient for reference. 
 

 
B. Instructions 

 
 
1.  The part and the section of the gazette in which the matter is to be published 

(vide 'A'. instructions above) should invariably be indicated on the top of the 
copy for the guidance of the press. In case of doubt as to whether a 
notification should be treated as a statutory rule or order and published in 
sub-section (1) or sub-section (ii) of section 3, as the case may be, of Part II, the 
Ministry of Law should be consulted. 

 
2.  The original type-script copy, signed by a competent officer, should alone be 

sent to the press. Cyclostyled copy, carbon copy or a copy which does not 
bear the officer's signature will not be accepted by the press. Corrections, if 
any, in the copy sent to the press, should be legible and attested by the officer 
signing it. 

 
3.  Extraordinary issues of the Gazette can be published whenever necessary. No 

matter should be required to be published in a Gazette Extraordinary unless 
it is of such urgent nature that it cannot wait until the publication of the next 
ordinary issue of the Gazette. 
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4.  In fixing the date which a Gazette Extraordinary should bear, the time-
schedule prescribed by the Chief Controller of Printing and Stationery should 
be observed. Where for any special reasons this is not practicable, the 
Government Press should be consulted, before fixing a date. 

 
5.  The notification to be published in a Gazette Extraordinary or the forwarding 

letter should invariably be signed by an officer not lower in rank than a Joint 
Secretary. 

 
6.  All notifications intended for publication as 'extraordinary issues' irrespective 

of the part, section, or sub-section, in which they are to appear, should be sent 
to the Government of India Press, New Delhi. The part and the section of the 
Gazette in which the notification would normally have been published will 
be indicated by that press in the issue itself. 

 
7.  15 copies of every notification of general public importance will be sent by the 

Department issuing it to the Parliament Library at the same time when it is 
sent for publication in the Gazette of India. A copy of the letter, forwarding 
the copies to the Parliament Library, will be endorsed to the Lok Sabha 
Secretariat and the Rajya Sabha Secretariat along with a copy of concerned 
Notification to each of them. 

 
8.  Not less than ten copies of every statutory Notification will be sent by the 

Department issuing it to the Legislative Department of the Ministry of Law, 
Justice and Company Affairs, on the date on which it is sent for publication in 
the Gazette of India. 

 
9.  Copy of every Gazette Notification will be sent by the Organisation issuing it 

to all the concerned Ministries / Departments at the same time when it is sent 
for publication in the Gazette of India. 

 
10. Soft Copy of every Gazette Notification will be sent by the Organisation 

issuing it to the concerned Press at the same time when it is sent for 
publication in the Gazette of India. 
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Do not 
plan for 

ventures 
before 

finishing 
what's at 

hand. 
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ADDENDA II 



111 

 



112 

 

 ADDENDA III 

Illustrative list of Acts, rules and instructions of a general nature 
to be maintained by each section                                                                                                 

1. Constitution of India. 

2. Government of India (Allocation of Business) Rules. 

3. Government of India (Transaction of Business) Rules. 

4.   Authentication (Orders & other Instruments) Rules. 

5. Procedure in regard to submission of cases to the Cabinet, issued by the 
Department of Cabinet Affairs. 

6. Official Languages Act and instructions issued there under. 

7. Rules of procedure and conduct of business in Lok Sabha. 

8. Directions by the Speaker under the rules of procedure and conduct of 
business in Lok Sabha. 

9. Rules of procedure and conduct of business in Rajya Sabha. 

10. Procedure to be followed by ministries in connection with 
parliamentary work, issued by Lok Sabha Secretariat. 

11. Departmental security instructions issued by the Ministry of Home 
Affairs. 

12. General instructions regarding typewriting, stencil cutting, carbon Mari 
folding, etc., issued by the Institute of Secretariat Training and 
Management. 

13. Channel of communication between the Government of India and State 
Governments on the one hand and Foreign and Commonwealth 
Governments or their Missions in India, Head of Indian Diplomatic 
Missions and Posts abroad and United Nations and its specialized 
Agencies on the other, issued by the Ministry of External affairs. 

14. Standardized functional file index including its file numbering system 
relating to establishment finance, budget and account, office supplies 
and services and other housekeeping jobs common to all departments, 
issued by the Department of Administrative Reforms an Public 
Grievances. 

15. Schedule of periods of retention for records common to all departments 
issued by the Department of   Administrative Reforms and Public 
Grievances. 

16.    Manual for Handling Parliamentary work in Ministries. 

17.    Manual of Office Procedure. 
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ADDENDA IV 

 

Warrant of Precedence 

President's Secretariat, New Delhi, the 26th July, 1979,  

No. 33-Press/79. 

In supersession of all previous notifications issued on the subject, the 
following Table, with respect to the rank and precedence of the persons named 
therein which has been approved by the President, is published for general 
information:-  

1. President.  

2. Vice-President.  

3. Prime Minister.  

4. Governors of States within their respective States.  

5. Former Presidents.  

5-A Deputy Prime Minister 

6 Chief Justice of India, Speaker of the Lok Sabha. 

7 Cabinet Ministers of the Union. Chief Ministers of States within their 
respective States. Deputy Chairman, Planning Commission. Former Prime 
Ministers. Leaders of Opposition in the Rajya Sabha and the Lok Sabha.  

7-A. Holders of the Bharat Ratna decoration.  

8. Ambassadors Extraordinary and Plenipotentiary and High Commissioners of 
Commonwealth countries accredited to India. Chief Ministers of States 
outside their respective States. Governors of States outside their respective 
States.  

9. Judges of the Supreme Court.  

10. Deputy Chairman, Rajya Sabha. Deputy Chief Ministers of States. Deputy 
Speaker, Lok Sabha. Members of the Planning Commission. Ministers of State 
of the Union and any other Minister in the Ministry of Defence for defence 
matters.  

11. Attorney-General of India. Cabinet Secretary. Chief Election Commissioner. 
Comptroller and Auditor-General of India. Lieutenant-Governors within their 
respective Union Territories.  

12. Chiefs of Staff holding the rank of full General or equivalent rank.  

13. Envoys Extraordinary and Ministers Plenipotentiary accredited to India.  

14. Chairmen and Speakers of State Legislatures within their respective States. 
Chief Justices of High Courts within their respective jurisdictions.  

15. Cabinet Ministers in States within their respective States. Chief Ministers of 
Union Territories and Chief Executive Councillor, Delhi, within their 
respective Union Territories. Deputy Ministers of the Union.  

16. Officiating Chiefs of Staff holding the rank of Lieutenant-General or 
equivalent rank.  

17. Chairman, Central Administrative Tribunal.  Chairman, Minorities 
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Commission. Chairman, Scheduled Castes and Scheduled Tribes 
Commission. Chairman, Union Public Service Commission. Chief Justices of 
High Courts outside their respective jurisdictions. Present Judges of High 
Courts within their respective jurisdictions. 

18. Cabinet Ministers in States outside their respective States. Chairman and 
Speakers of State Legislatures outside their respective States. Chairman, 
Monopolies and Restrictive Trade Practices Commission. Deputy Chairman 
and Deputy Speakers of States Legislatures within their respective States. 
Ministers of State in States within their respective States. Ministers of Union 
Territories and Executive Councillors, Delhi, within their respective Union 
Territories. Speakers of Legislative Assemblies in Union Territories and 
Chairman of Delhi Metropolitan Council within their respective Union 
Territories.  

19. Chief Commissioner of Union Territories not having Councils of Ministers, 
within their respective Union Territories. Deputy Ministers in States within 
their respective States. Deputy Speaker of Legislative Assemblies in Union 
Territories and Deputy Chairman of Metropolitan Council, Delhi, within their 
respective Union Territories.  

20. Deputy Chairman and Deputy Speakers of State Legislatures, outside their 
respective States. Ministers of State in States, outside their respective States. 
Present Judges of High Courts outside their respective jurisdictions.  

21. Members of Parliament.  

22. Deputy Ministers in States outside their respective States.  

23. Army Commanders/Vice-Chief of the Army Staff or equivalent in other 
Services.  Chief Secretaries to State Governments within their respective 
States. Commissioner for Linguistic Minorities. Commissioner for Scheduled 
Castes and Scheduled Tribes. Members, Minorities Commission. Members, 
Scheduled Castes and Scheduled Tribes Commission. Officers of the rank of 
full General or equivalent rank. Secretaries to the Government of India 
(including officers holding this office ex-officio). Secretary, Minorities 
Commission. Secretary, Scheduled Castes and Scheduled Tribes Commission. 
Secretary to the President. Secretary to the Prime Minister. Secretary, Rajya 
Sabha, Lok Sabha. Solicitor -General. Vice-Chairman, Central Administrative 
Tribunal.  

24. Officers of the rank of Lieutenant-General or equivalent rank.  

25. Additional Secretaries to the Government of India. Additional Solicitor-
General. Advocates-General of States. Chairman, Tariff Commission. Charge 
d'affaires and Acting High Commissioners a pied and ad interim. Chief 
Ministers of Union Territories and Chief Executive Councillor, Delhi, outside 
their respective Union Territories. Chief Secretaries of State Governments 
outside their respective States. Deputy Comptroller and Auditor-General. 
Deputy Speakers of Legislative Assemblies in Union Territories and Deputy 
Chairman, Delhi Metropolitan Council, outside their respective Union 
Territories. Director, Central Bureau of Investigation. Director-General, 
Border Security Force. Director-General, Central Reserve Police. Director, 
Intelligence Bureau. Lieutenant-Governors outside their respective Union 
Territories. Members, Central Administrative Tribunal. Members, Monopolies 
and Restrictive Trade Practices Commission. Members, Union Public Service 
Commission. Ministries of Union Territories and Executive Councillor, Delhi, 
outside their respective Union Territories. Principal Staff Officers of the 
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Armed Forces of the rank of Major General or equivalent rank. Speakers of 
Legislative Assemblies in Union Territories and Chairman of Delhi 
Metropolitan Council outside their respective Union territories.  

26. Joint Secretaries to the Government of India and Officers of equivalent rank. 
Officers of the rank of Major-General or equivalent rank.  

NOTE I.-The order in this Table of Precedence is meant for State and Ceremonial 
occasions and has no application in the day-to-day business of Government.  

NOTE 2.-Persons in the Table of Precedence will take rank in order of the number of 
the articles. The entries in the same article are arranged alphabetically. Those 
included in the same article will take precedence inter se according to the date of 
entry into that article. However, where the dignitaries of different States and Union 
Territories included in the same article are present at a function outside their States 
or Union Territories and there is difficulty in ascertaining their dates of entry, they 
may be assigned precedence inter se in the alphabetical order of the name of States 
and Union Territories concerned after those whose precedence is determined 
according to date of entry into that article.  

NOTE 3.-ln Article 7, the former Prime Ministers will take precedence over the 
Cabinet Ministers of the Union and the Leaders of Opposition in the Rajya Sabha and 
the Lok Sabha. The Chief Ministers of States within their respective States will take 
precedence over the Cabinet Ministers of the Union in official functions held in the 
respective States.  

NOTE 4.-ln Article 8-  

(0) Ambassadors Extraordinary and Plenipotentiary and High Commissioners of 
Commonwealth countries accredited to India will en bloc rank above Governors of 
State outside their respective States.  

(b) Governors of States outside respective States will en bloc rank above Chief 
Ministers of States outside their respective States.  

NOTE 5.-The Ministry of External Affairs may assign appropriate ranks to foreign 
dignitaries and Indian Ambassadors, High Commissioners and Ministers 
Plenipotentiary during their visit to India.  

NOTE 6.-Notwithstanding the procedure laid down in Note 2, the rank inter se and 
precedence of the persons in Article 10 shall be assigned in the following order:-  

1. Deputy Chairman, Rajya Sabha.  
2. Deputy Speaker, Lok Sabha.  
3. Ministers of State of the Union and any other Minister in the Ministry of 

Defence for defence matters.  
4. Deputy Chief Ministers of States.  

5. Members of the Planning Commission.  

However, the Deputy Chief Ministers of States outside their respective States will 



116 

 

always rank below all other dignitaries figuring in this article.  

NOTE 7- The Chairmen of State Legislative Councils will rank above the Speakers of 
Legislative Assemblies in cases where they were elected on the same date.  

NOTE 8- When Members of Parliament are invited en bloc to major State functions, 
the enclosures reserved for them should be next to the Chief Justice, Speaker of the 
Lok Sabhaj Ambassadors, etc.  

NOTE 9- Speakers of Legislative Assemblies in Union Territories and Chairman of 
the Delhi Metropolitan Council, Delhi, will take precedence over Ministers and 
Executive Councillors, included in the same article.·  

NOTE 1O - In Article 23-  

(0) Secretaries in the Ministry of External Affairs other than the Foreign Secretary 
between themselves, will take precedence in the order of their seniority in Grade I of 
the Indian Foreign Service and both of them will take precedence after the Foreign 
Secretary;  

(b) Members of the Minorities Commission and the Scheduled Castes and Scheduled 
Tribes Commission will always take precedence over the Secretaries of these 
Commissions;  

(c) In official functions held at Delhi/New Delhi, Army Commanders/Vice-Chief of 
the Army Staff or equivalent in other services will always rank after Secretaries to the 
Government of India.  

NOTE 11- In Article 25-  

(0) Additional Secretaries in the Ministry of External Affairs among themselves will 
take precedence in the order of their seniority in Grade II of the Indian Foreign 
Service;  

(b) Additional Solicitor-General will take precedence above the Advocates-General of 
States;  

(c) Lieutenant-Governors will take precedence over the Chief Ministers and Chief 
Executive Councillor, Delhi, and the latter will take precedence over Speakers of 
Legislative Assemblies and Chairman, Metropolitan Council, Delhi;  

(d) Deputy Speakers of Legislative Assemblies of Union Territories and Deputy 
Chairman of Delhi Metropolitan Council will take precedence after Ministers of 
Union Territories and Executive Councillors, Delhi.  

NOTE 12.-For the purpose of Article 26, the posts equivalent to the posts of Joint 
Secretaries to the Government of India will be determined by the Ministry of Home 
Affairs.  
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