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verification of Service of a Government Servant after completion
of 28 years of service or 53 years of age, whichever is earlier;
(473) Maintenance of Duplicate Service Registers by Government
Servants; (474) Certificate of Physical Fitness, Nominations and 189 - 235
Statements to be filed with Service Books— (a) Production of
Certificate of Physical fitness; (b) Filing of nominations with the
Service Books of the individuals; (c) Statements of assets and
liabilities; (475) Punishments, Suspension,etc., Procedure for
making entries in Service Books — (i) Punishments — (ii)
Suspension (476) Review of Suspension cases Suo-moto
proposals for extension of periods of suspension / Important
points to be observed by the reviewing authorities; (477)
Personal files — (1) Introduction— (2) Object— (3) Applicability—
(4) Periodicity— (5) Authority for Reporting, Reviewing,
Accepting and custody of personal files— (6) Method of writing
personal files— (7) Method of reporting upon the integrity of the
Officer— (8) Open system— (9) Communication of adverse
remarks— (10) Entries to be made and not to be made in the
personal files— (11) Preservation of personal files— (12)
Watching movement of personal files— (478) Regularization of
services and completion of probation; (479) Probation Register
Maintenance of — Procedure; (480) Probation sheet; (481)
Maintenance of Increment Register; (481-A) Register of Caste/
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xiii

Community details of personnel; (482) Temporary Establishment
Register; (483) Appointment to substantive capacity-Register of
substantive appointments-Maintenance of; (484) Advancement
to Selection Grade / Special Grade posts in various Services
under Heads of departments / Departments of Secretariat -
Revised guidelines to be followed with effect from the 10t June

1985 — Procedure; (485) Various classifications of pensionary
benefits available to the Government servants— (1) Retiring
Pension— (A) Voluntary retirement— (B) Compulsory

retirement— (2) Invalid pension— (3) Compensation pension—
Exemption of pension from attachment; (486) Preparation of

Pension papers — Role of the Office Procedure/Establishment
Section — Duties and Procedure — (i) Advance action to be
taken— (ii) Pension Proposals — Revised procedure— (iii)

Dispensing with the issue of administrative sanction and revised
procedure to furnish certificate of no disciplinary case is pending
for the grant of pensionary benefits— (iv) Grant of Family
pension to eligible family members of employees whose
whereabouts are not known; (487) The main points to be kept in
mind by the OP/Establishment section while processing the
pension proposals (a) Pension; (b) Service gratuity; (c) Death-
cum-Retirement gratuity; (d) Death Gratuity (488) Family
pension—Mode of payment (489) Mode of payment of Family
pension to the Family of a Government Servant who dies while in
service — Procedure and Special provisions; (490) Payments that
shall be made on the next working day following the date of
retirement of a Government Servant—1. Special Provident Fund-
cum-Gratuity—2. Final withdrawal from General Provident Fund—
3. Encashment of Earned leave at the credit of the retiring
Government Servant; (491) Provision of Immediate relief to the
families of Government Servants who die while in service—
Procedure ; (492) Sanction and disbursement of Family benefit
fund amount to the family of a deceased Government Servant—
Procedure ; (493) Tamil Nadu Government Employees Special
Provident Fund-cum-Gratuity Scheme, 1984 — Tamil Nadu
Government Employees Special Provident Fund-cum-Gratuity
Rules, 2000 — Format for recovery.

CHAPTER XXI
BILLS/CASH SECTIONS IN THE DEPARTMENTS OF
SECRETARIAT

General; (495) Preparation of Bills; (496) Presentation of bills
etc., at Pay and Accounts Office, Secretariat — Procedure; (497)
Clearance of Bills from the Pay and Accounts Office Secretariat —
Procedure; (498) Payments — Accounting Procedure —
Maintenance of un-disbursed pay Register; (499) Cashing of
cheques—Maintenance of Joint Account—Procedure; (500)
Movement of Cash-Procedure; (501) Disbursement of salary —
Procedure; (502) Maintenance of Cash book—Procedure; (503)
Subsidiary Cash Book—Maintenance of; (504) Preparation of
Bills—Maintenance of recovery Registers for Loans and Advances;
(505) Service Books and Leave Account; (506) Preparation of
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(549)

Xiv

number Statement; (507) (i) Control of expenditure— (ii)
Reconciliation of accounts; (508) Contingent Expenditure—
Maintenance of Register of contingencies; (509) Permanent
Advance.

CHAPTER XXII
OFFICE HOURS, LEAVE ETC.

Office Hours; (511) Earlier hours of attendance on certain
occasions; (512) Attendance of staff; (513) Staying after office
hours; (514) Assistant Section Officers to leave office only with
permission of Section Officer on last working day before holidays;
(515) Record clerks and Office Assistants — Hours of Attendance;
(516) Hours of work and Night duty of Office Assistants working
at residences of Ministers; (517) Late attendance; (518)
Regularisation of late attendance and leaving office early; (519)
Members of staff not to leave office during working hours; (520)
Attendance Register; (521) Lunch interval; (522) Lunch not to be
carried into office rooms by servants or restaurant employees;
(523) Turn duty on working days; (524) Holidays; (525) Holiday
turns — Procedure and permission to leave Headquarters; (526)
Holidays, submission of papers to officers; (527) Compensatory
holidays; (528) Leave; (529) Procedure in dealing with leave
applications; (530) Medical leave — Applications — Processing of
— Reference to Medical Board—Procedure; (531) Communication
of orders on Leave Applications; (532) Casual Leave and
Restricted Holidays; (533) Address during Casual Leave (534)
Maintenance of casual leave account of staff members and
sanctioning of — Procedure; (535) Casual leave to senior
Personal Assistants and Junior Personal Assistants attached to
Ministers; (536) Examination leave; (537) Absence due to
infectious disease; (538) (i) Hours of attendance— (ii) Casual
leave— (iii) Report of departure from Headquarters— (iv) The
Chief Secretary — (539) General discipline — (i) Punctuality and
general behaviours— (ii) Guarding against leakage of official
information— (iii) Guarding against leakage of Confidential and
secret information— (iv) Prohibition against revealing information
to the Press— (v) Prohibition from seeing outsiders in office—
(vi) Mode of ventilation of grievances— (vii) Needless petitions;
(540) Tidiness and cleanliness of the Office; (541) Use of
identifications measures by Basic Servants; (542) Miscellaneous
instructions; (543) Transfer or leave — Handing over of papers
and keys — arrangement for urgent work — (a) During Casual
leave; (b) Leave other than casual leave or on transfer; (544)
Transfer of papers between Assistant Section Officers; (545)
Covers or boxes sent to Assistant Section Officers or Section
Officers at their residence (546) Service of summons in office by
bailiffs; (547) Maintenance of reference books in section; (548)
Knowledge of office Procedure.

CHAPTER XXIII
OFFICE MANAGEMENT
Control; (550) Office Procedures Section; (551) Office
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(577)

XV

correspondence; (552) Office papers; (553) Periodical returns
(554) Address of Officers and Staff; (555) Return of Assets and
Liabilities (556) Office purchases; (557) Use of 'Permanent Blue'
or ‘Blue Black’ ink while writing in Government records — Ban on
use of other color inks in Noting and drafting; (558) Stationery
forms; (559) Supply of Service Stamps (560) Custody of date
stamps and self registering stamps; (561) Books in Officer’s
room; (562) Printing of establishment lists; (563) Circulation of
Gazettes — (i) The "Gazette of India"— (ii) "Tamil Nadu
Government Gazette"— (564) Copies of Acts received from
Press; (565) Bicycles — Initial supply, Repairs, Maintenance and
Register of Bicycles; (566) Liveries; (567) Typewriters /
Computers and other copying machines; (568) Inventory of
office furniture and other stores; (569)Sale of unserviceable
articles; (570) Record Clerks — duties; (571) Council Dubash —
duties; (572) Supply of Stationery to officers; (573) Office
Assistants — Control and distribution of work; (574) Duffadar
and Head Office Assistant —Duties and responsibilities; (575)
Sanction of Loans and Advances; (576) Reimbursement of
Medical expenses.

CHAPTER XXIV
SECRETARIAT LIBRARY

Secretariat Library; (578) Control; (579) Duties of the Librarian;
(580) Library correspondence — Register and filing;
(581) Disposal; (582) Receipt of books and periodicals;
(583) Transmission of publications not intended for Library;
(584) Books to be maintained in the Library; (585) Stocking of
books and publications and their distribution; (586) Circulation of
latest additions of books lists; (587) Maintenance of spare copy
of latest additions of books; (588) Catalogue of new books;
(589) Data entries of books; (590) Issue of books from the
Library; (591) Consultation of books in the Library; (592) Issue
of books from Library (Browne charging system); (593)
Restoration of books returned; (594) Issue of books to Ministers;
(595) Loan of books from the Connemara Public Library; (596)
Registry of books received; (597) List of books not returned;
(598) Library Committee for book selection; (599) Watching the
receipt of other Government publications; (600) Purchase of
books for Ministers; (601) Scrutiny of bills; (602) List of
newspapers and periodicals; (603) Submission of list of
periodicals to Officers; (604) Circulation and return of
periodicals; (605) Treatment of periodicals after perusal;
(606) Return of Newspapers; (607) Examination of newspaper
files; (608) Correction of Codes, Manuals, etc.,; (609) Check on
corrections; (610) Distribution of correction slips; (611) Mode of
correction; (612) Reference books for Ministers; (613) Checking
of lists by Personal Assistants to Ministers; (614) Procedure for
return of reference books to Library; (615) Maintenance of up-to-
date reference books at the residence of Ministers; (616) Tamil
Nadu Government Gazette (617) Gazette of India; (618) District
Gazette; (619) Disposal of surplus Books; (620) Destruction of
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Registers; (621) Stock taking of Books.

CHAPTER XXV

MISCELLANEOUS
Press cuttings; (623) Release of information to the Press;
(624) Administration reports — Publication — Procedure;

(625) Publicity — Procedure; (626) Press communiqué and Press
Notes; (627) Release of Government Advertisements; (628)
Tours of Ministers; (629) Presents to Basic Servants; (630) Use
of file boards and circulation cards; (631) Economy in use of
stationery; (632) Economy in expenditure on contingencies;
(633) Rules regarding grant of copies of official documents;
(1) Application for search (2) Search for the documents etc., and
grant of copies; (634) Production of documents in Civil Courts;
(634.A) Procedure for disposal of interim/final order or direction
of Court/Tribunal; (635) Service Associations recognized by
Government; (636) Record of discussions.
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THE TAMIL NADU SECRETARIAT OFFICE MANUAL

CHAPTER 1
THE SECRETARIAT ORGANISATION

1. The Tamil Nadu Government.— The executive power of the State is
vested in the Governor and is exercised by him/her, either directly or through
officers subordinate to him/her in accordance with the Constitution of India.
There is a Council of Ministers with the Chief Minister at the head to aid and
advise the Governor in the exercise of his/her functions, except in so far as
he/she is by or under the Constitution required to exercise his/her functions or
any of them in his/her discretion.

2. The Ministers.— The allocation of the business of the Government
among Ministers is made by the Governor on the advice of the Chief Minister. In
urgent cases, the allotment may be made by the Chief Minister and the cases
circulated to the Governor after issue of orders. The transaction of business is
governed by the rules made by the Governor under Article 166 of the
Constitution and the instructions issued there wunder. These rules and
instructions are known as "The Tamil Nadu Government Business Rules"
(hereinafter referred to as the Business Rules) and "The Tamil Nadu Government
Secretariat Instructions" (hereinafter referred to as the Secretariat Instructions),
respectively. Each Minister disposes of business in the subjects in his/her charge
according to those rules and instructions.

3. The Secretariat.— * The business of the Government is classified and
distributed among the Departments of Secretariat as specified in the first
schedule of Tamil Nadu Government Business Rules, 1978.

NOTE.—The Tamil Nadu Legislative Assembly Secretariat functions
as a "separate entity" under the administrative control of the Speaker of the
Tamil Nadu Legislative Assembly.

* vide G.0.Ms.No.54, HRM (A) Department, dated 25.06.2024

4. The Chief Secretary—Special powers and responsibilities.—
Besides the duty of seeing to the proper transaction of the regular Secretariat
business allotted to him/her, the Chief Secretary has the following special
functions:-

(a) superintending control over the entire Secretariat;

(b) administrative control over (including allocation of rooms in) the
Secretariat buildings in Fort St. George;

(c) control over the *Central Record Branch, Secretariat Library and the
conservancy and watch and ward staff, which serve all Departments of the
Secretariat.

* vide G.0.Ms.No0.236, P & AR (A) Department, dated. 27.12.1999

(d) control over the staff attached to the Ministers;



(e) arranging for and attending meetings of the Council of Ministers; and

(f) responsibility for all other matters not falling within the categories of
subjects assignhed to other Secretaries.

5. The Secretaries to Government.— Each Department of the
Secretariat consists of a Secretary to Government, who is the official head of
that Department, and of such other officers and staff subordinate to him/her as
the Government may determine. He/She is Secretary to the Government and
not to the Minister in-charge of the Department. He/She is responsible for the
careful observance of the Business Rules and the Secretariat Instructions in the
transaction of business in his/her department. He/She exercises general
supervision and control over the staff under him/her including *Special
Secretary, Additional Secretary and Joint Secretary and is responsible for seeing
that the members of the staff do the work allotted to them efficiently and
expeditiously. It is his/her duty to take efficient steps for the prompt despatch of
business in his/her department.

*vide G.0.Ms.No0.198, P & AR (A) Department, dated. 03.06.2004

The Secretary is usually assisted by one or more *Special Secretary,
Additional Secretary, Joint Secretary, Deputy Secretary and Under Secretary.
The Secretary should, however, delegate sufficient responsibility and authority
to these officers so that the work in the department is handled smoothly and
efficiently. Policy matters and all important matters should be dealt with in
consultation with the Secretary who will be in overall charge of the Department.

*vide G.0.Ms.N0.198, P & AR (A) Department, dated 03.06.2004

6. Joint Secretary and Deputy Secretary.— The Joint Secretary and
the Deputy Secretary will deal with cases relating to the subjects allotted to
them with reference to the general specific directions of the Secretary and
submit it to the Secretary, such cases as may be specified. They can send cases
for orders direct to the Minister or to the Governor with reference to the general
directions of the Secretary. They also exercise control over the sections placed in
their charge both in regard to despatch of business and in regard to discipline.

7. Under Secretary.— The Under Secretary exercises control over the
sections placed in his/her charge both in regard to despatch of business and in
regard to discipline.

8. Control of Office Matters.— Subject to the orders of the Secretary,
the Under Secretary (or one of the Under Secretaries designated by the
Secretary for the purpose, if there are more than one such officer in a
Secretariat Department), is in general charge of office matters as a whole. The
Under Secretary deals with contingent expenditure and controls the menial staff.
Subject to the orders of the Chief Secretary, the Secretary in the Public
Department or such other officer as the Chief Secretary may nominate, is in
general charge of office matters as a whole and deals with the contingent
expenditure.



9. Section Officer.— The Section Officer is in charge of a section of a
Secretariat Department. He/She is assisted by a certain humber of Assistant
Section Officers who work under his/her direction and control. He/She is
responsible for all files relating to the subjects allotted to the Assistant Section
Officer under him/her. He/She is directly responsible to the officers under whom
he/she works for the efficient and expeditious despatch of business at all stages
in his/her section and for office routine and procedure. The training of the
Assistant Section Officers under him/her is one of his/her principal functions.
He/She must guide his/her Assistant Section Officers in all aspects of work and
see that his/her Assistant Section Officers exercise proper discretion in their
work, e.g., they do not waste time and paper on needless noting or
correspondence and that really emergent matters are given immediate attention.
He/She will not merely supervise but will himself/herself undertake to deal with
the more difficult or important papers, taking such assistance from Assistant
Section Officers as he/she may find necessary. He/She maintains discipline in
the section and ensures conformance with the orders and instructions in force.
*The Section Officer shall mark routine files and currents to the Assistants
attached to the Section.

*(Inserted vide G.0.Ms.No.5, P & AR (A) Department, dated.14.01.2008)

10. Assistant Section Officer, Assistant, Personal Clerk and
Typist.— The main duties of the Assistant Section Officer in a section are to put
up notes and drafts, maintain the Personal Registers and also assist the Section
Officer in their section work. The Assistants are expected to attend to routine
items of work such as comparing, despatching, indexing and docketing of closed
papers. They shall also maintain the prescribed periodical registers and put up
reminders. *The Assistant shall take care to process the routine files and routine
currents which are marked to them and put up those files to the Section Officer
directly.

*(Inserted vide G.0.Ms.No.5, P & AR (A) Department, dated.14.01.2008)
*The Personal staff in Tamil Nadu Secretariat are divided into Three levels.

Level A - Senior Principal Private Secretary / Principal Private Secretary
Level B - Senior Private Secretary and Private Secretary
Level C - Personal Assistant, Senior Personal Clerk and Personal Clerk.

A. Duties of Senior Principal Private Secretary / Principal Private
Secretary.— The Senior Principal Private Secretary / Principal Private Secretary
who is senior in position has greater managerial responsibility and less
stenographical work. His/Her work is more administrative than technical. He/She
should display qualities of tact and discretion depending upon the nature of the
job of the officer.

The important tasks that the Senior Principal Private Secretary / Principal
Private Secretary should perform are.—

(i) Fixing appointments, meetings and conferences;

(i) Attending to routine correspondences, preferably through e-mail;

(iii)  Recording minutes of confidential meetings held in the Chambers of



the Officer concerned.

(iv) Attending to Telephone Calls and handling visitors;

(v)  Any other special duties assigned by the Officers to whom he or she
is attached.

In addition to the above, the Senior Principal Private Secretary / Principal
Private Secretary should attend to the follow up action on the discussion files
with the officials concerned, prepare replies to routine letters, filing of important
documents, maintaining confidential files, handling confidential reports of
subordinates etc. He/She should maintain confidentiality and any
correspondence in this regard should go at his/her level. With the consent of the
Officer, the Senior Principal Private Secretary / Principal Private Secretary should
prepare draft speeches for the use of the officers in the meetings / conferences /
seminars.

The Senior Principal Private Secretary / Principal Private Secretary should
take care of office equipments. He/She should also manage the Drivers, Office
Assistants attached to the Officer, inspecting the log books of vehicles, fuel
details, leave sanction of Drivers, Office Assistants attached to the Officer
concerned. The Senior Principal Private Secretary / Principal Private Secretary
must be well-versed in Shorthand and Typewriting and should be able to
prepare reports, charts, e-mails and Power Point Presentations (PPTs).

The personal work of the officer concerned such as preparation of Pay Bill,
settlement of Travelling Allowance Bills and claims like Medical Allowances and
other bills like Telephone Bill, Paper Bill etc., of the Officer to whom, he / she
has been attached should be done by the Senior Principal Private Secretary /
Principal Private Secretary.

The Demi Official letters and other Tappals received in the Officers’ room
or received from other higher Officers should be entered in the system, before
sending it to the Officers / Departments of Secretariat concerned. He / She
should check-up the e-mail daily in the morning and afternoon, download the
communication addressed to the Officer and after perusal by the Officer
concerned should send the same to the subordinate officers for pursuing further
action.

The Senior Principal Private Secretary should recognize the importance of
his / her role and act in enhancing the efficiency of the officer to whom he / she
has been attached. He / She is expected to rise up to the occasion and discharge
his / her duties as mentioned above, with sincerity and devotion to duty.

B. Duties of Senior Private Secretary / Private Secretary.— The
Senior Private Secretary and Private Secretary who are senior in position, have
greater managerial responsibility and less stenographical work. Their work is
more administrative than technical. They should display qualities of tact and
discretion depending upon the nature of the job of the Officer. They should
adjust themselves to the needs of the office.

The important tasks that the Senior Private Secretary / Private Secretary
should perform are.—



5
(i) Fixing appointments, meetings and conferences;

(i) Attending to routine correspondences, preferably through e-mail;

(iii)  Recording minutes of confidential meetings held in the Chambers of
the Officer concerned.

(iv)  Attending to Telephone Calls and handling visitors;

In addition to the above, the Senior Private Secretary / Private Secretary
should attend to the follow up action on the discussion files with the officials
concerned, preparing reply to routine letters, filing of important documents,
maintaining confidential files, handling confidential reports of sub-ordinates etc.
They should maintain confidentiality and any correspondence in this regard
should go at their level. With the consent of the Officer, the Senior Private
Secretary / Private Secretary should prepare draft speeches for the use of the
officers in the meetings / conference / seminars.

The Senior Private Secretary / Private Secretary should take care of office
equipments, managing the drivers, Office Assistants of the Officers concerned.
Inspecting the logbooks of vehicles, petrol details, leave sanction of drivers and
Office Assistants of the Officers concerned, supply of stationery items to
personal staff attending to the work of Officer concerned.

C. Duties of Personal Assistant, Senior Personal Clerk and Personal
Clerk.— The posts of Personal Assistant, Senior Personal Clerk and Personal
Clerk involve more technical and less administrative / managerial work. They
must be well-versed in Shorthand and Typewriting and should be able to prepare
reports, charts and Power Point Presentations (PPTs) and send e-mails.

Work of a routine technical nature must be handled by the Personal
Assistants, Senior Personal Clerks and Personal Clerks. Similarly, personal work
such as preparation of Pay Bill, settlement of Travelling Allowance Bills and
claims like Medical Allowances and other bills like Telephone Bill, Paper Bill etc.,
of the Officer to whom they have been attached should be done by the Personal
Assistants / Senior Personal Clerks / Personal Clerks.

They should forward the leave applications of Under Secretaries / Senior
Private Secretaries received on-line to the Secretary to Government, Personnel
and Administrative Reforms Department after obtaining the recommendations of
the Secretary concerned.

They should note down the comments passed by the Officers during the
Personal Register review and send it to the Assistant Section Officers / Sections
concerned.

D.O. Letters and other Tappals received in the Officers’ room or received
from other higher Officers room should be entered in the system, before sending
it to the Officers / Sections concerned.

They should check-up the e-mail daily in the morning and afternoon,
download the communication addressed to the Secretary and other Officers and
after getting the signatures of the Officers concerned, send the communication
to the sections concerned.



All Officials categorized as personal staff should understand the
importance of their role in enhancing the efficiency of the Office.

*(Substituted in G.0.(Ms)No.87, P & AR (A) Department, dated 18.07.2011.)

Typist.— The Typists are expected to type notes and drafts and to fair
copy all communications to be despatched. The matter typed by them will be
compared by them with the Assistant Section Officer concerned or with the
Assistant of the section, as the need arises.

*D. Duties of Strictly Confidential Assistant Section Officer.- The
main duties of the Strictly Confidential Assistant Section Officers in Public
(Strictly Confidential) / Home (Strictly Confidential) Department are to maintain
Personal Registers and assist the Strictly Confidential Deputy Section Officer in
their Section work. The Strictly Confidential Assistant Section Officers shall
attend to routine work such as Currenting, Fair copying, Comparing,
Despatching, Indexing and Docketing of closed papers and making Call Book
Entries. The Strictly Confidential Assistant Section Officers shall also maintain
prescribed periodical and statutory registers, Safe Custody of Confidential and
sensitive documents relevant to the specific section / seat and ensure their safe
custody. The Strictly Confidential Assistant Section Officers working in Public
(Strictly Confidential) Department shall attend the duty round the clock in Chief
Secretary’s Control Room on turn basis, in addition to their regular seat work”.

#[Included in G.0.(Ms)No.121, HRM(A) Department, dated 02.11.2021]

*11. Central Despatch Branches.— (Deleted)
*[Deleted in G.0.Ms.No0.236, P&AR (A) Department, dated. 27-12-1999]

12. Central Record Branch.— The Central Record Branch is the
repository for non-confidential records relating to the current year and the
preceding three years. The Branch is under the control of one of the Under
Secretaries of the Public Department and is under the immediate supervision of
a Section Officer, who is responsible for its proper working and the maintenance
of records. One of the principal duties of the Section Officer is to see that the
papers required by the departments are supplied promptly and to ensure that
the papers supplied are returned to the Branch, as early as possible.

13. Secretariat Library.— The Library is under the immediate control of
an Under Secretary of the Public Department who is primarily responsible for the
selection of new books. It is in charge of a Librarian who is responsible for the
safety of the books in his/her charge, their issue and return and generally for
the proper maintenance of the Library.

14. Law Department Library.— The Library is under the immediate
control of the Secretary to Government, Law Department. It is in charge of a
Librarian who is responsible for the safety of the books in his/her charge, their
issue and return and generally for the proper maintenance of the Library. The
Library is primarily intended for the use of the Law Department.

15. Legislative Assembly Library.— The Library is primarily intended
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for the use of the Members of the Tamil Nadu Legislative Assembly. It is under

the immediate control of the Secretary, Legislative Assembly Secretariat.
Officers of the Secretariat are, however, allowed to consult and borrow books
with the permission of the Secretary.

16. Secretariat Telephone Automatic Exchange and Circulation
Van.— These are under the control of the Pubic Department. They serve all
Departments of Secretariat.

17. Conservancy and Watch and Ward Staff.— The Conservancy and
Watch and Ward Staff is under the immediate control of one of the Under
Secretaries of the Public Department. Its main duties are the proper care of the
Secretariat buildings, including the Legislative Assembly Chambers, cleaning of
the buildings and protecting them against fire and theft.



CHAPTER 11
DEFINITIONS.

18. The following are the definitions of some of the words and expressions
used in the Manual.—

Arising reference.— Any reference issued from the office which
originates a file is called an 'arising reference'.

*Branch is the term used to denote the Branches, viz., Central Record
Branch.

* vide G.0.Ms.No0.236, P&AR (A) Department, dated. 27-12-1999

Business Rules is the expression used to denote the rules made by the
Governor under Article 166 of the Constitution of India.

Case consists of the current file, draft, note file and any previous papers
and books put up for reference.

Circulation.— The submission of files to the Ministers or to the Governor
for information or orders is termed 'Circulation'.

Current.— A communication received in one department from outside the
office or from another department of the Secretariat or an arising reference
which is stamped with a number of the department is, until disposal, known as a
‘current' and the number itself is called current number or briefly C. No.

Current file consists, at the outset of the official or unofficial paper or
papers under disposal, to which are subsequently added the office copies of any
intermediate official or unofficial references and the replies to such references,
including questions in the Legislative Assembly and originals of answers thereto,
Demi-official communications other than from Ministers and the Governor of the
State but including those from Ministers of other States and the Union and
telephonic messages, the whole being arranged chronologically.

Demi-official correspondence.— Correspondence is called 'Demi-
official' when Government officers correspond with each other or with any
member of the public on administrative or official matters, without the formality
of official procedure and with a view to the interchange of communication of
opinion or information which may not necessarily be placed on official record in
the proceedings of Government.

Department is a division of the Secretariat acting under the direction of
the Minister in charge or otherwise acting on behalf of the Government in
accordance with the provisions in the Business Rules and Secretariat
Instructions.

Disposal is a statement of the final decision of the Government on any
matter submitted for its information or orders.

Drafting is the preparation of any communication which it is proposed to
issue by, on behalf of or under the direction of the Government.



Enclosure.— A communication or a statement or a plan, sketch or other
document which is attached to or accompanies another communication to
supplement or elucidate the point, intention or orders conveyed in the latter is
called an 'enclosure’ to it.

Flagging is the process of attaching to the top of papers put up for
reference in a case, slips printed with letters of English or Tamil alphabet to
identify records referred to in dealing with a case, without having to indicate the
record every time with its nature, number, etc.

Foreign despatch consists of the issue of papers and publications to
authorities, officers or persons residing outside India.

General despatch means and includes all despatch work other than
'Foreign Despatch'.

Issue is the term used to denote the process of copying or printing and
despatching communications intended for any person or authority.

Linked case.— One file is linked with another when a reference to any
paper in the one is necessary for the disposal of the other.

New case.— A paper, which is not connected with a pending case in the
office or one which originates in the office or started under a note or Demi
official letter of a Minister or Officer of the Secretariat and the issue in itself is
independent of that in any other pending case is treated as a 'New Case'.

Note.— A note is what is written by a Secretariat official to facilitate the
disposal of a case. It may contain a precise of previous papers, a statement of
the facts reported and proposals made in the current file, the arguments for and
against any measure proposed, and suggestions as to the action to be taken and
the orders on the issues under examination in the case.

Note file consists of the notes with unofficial references and replies
thereto and Demi-official communications from Ministers and the Governor.

Official correspondence.— Correspondence is called official when one
Government officer, as such, addresses or is addressed by another Government
officer or by any public body or private individual, in writing in accordance with
certain fixed rules as to form, matter and procedure and with the intention that
such correspondence may be the public record regarding the question discussed.

Old case.— A reply to a reference issued from the office on a pending
case or a paper which, though not a reply of that nature has, for any other
reason, to be filed with a current already pending in the office is called an 'old
case'.

Put-up papers means the previous orders or other papers connected
with or bearing on the subject of a current under consideration and put up in the
case with the current for reference for its disposal.

Referencing is the process of putting-up in a case previous
correspondence, laws, rules, reports, etc., required for its disposal flagging them
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and indicating their presence by references in the margin at the portion of the
current file or the note file in which they are mentioned or quoted.

Registry.— A paper is said to be 'registered' when it is given a 'current
number' and entered with an abstract in a receipt register known as the Personal
Register.

Routine note.— A note for the elucidation of a point arising in a case
which a Secretariat Officer wants cleared up or on matters of an ephemeral
nature, such as reminders, delays in office, etc., which will not go into
permanent record is termed a 'routine note'.

Secretariat is the Government office wherein or through which the
Governor or any Minister takes official cognizance of matters relating to the
Administration of the State.

Note.— The office of the Secretary to Governor is not covered by the
term 'Secretariat’.

Secretariat instructions are the instructions issued by the Governor
under rule 63 of the Business Rules to supplement the latter rules in regard to
circulation, noting, drafting and other allied matters.

Section is a minor division of a department of the Secretariat consisting
of a Section Officer and one or more Assistant Section Officers or Assistants or
Typists under him/her.

Sectional notes are notes written on each of several issues arising out of
a single subject where orders have to be obtained separately on each of such
issues. They are distinguished from the main note which treats the subject as a
whole.

Tappal.— All communications received in the office which are official,
unofficial or Demi-official are until registry known as 'tappal’.

Unofficial correspondence.— When it is proposed to obtain on the note
file of a case the concurrence, opinion or remarks of another Department of the
Secretariat or of any particular officer of Government so that such concurrence,
opinion or remarks may not form part of the official proceedings, the mode of
referring a paper or a case and obtaining a reply is called 'unofficial
correspondence’.

*e-Office.—e-Office is a tool of applications for conducting office
procedures electronically. The e-Office would enable the Electronic File
Management System for speedy disposals of files, resulting in better utilization of
manpower, thereby avoiding delays, leading to better governance.

*Digital Signature.—Digital Signature Certificates (DSC) is a e-sign
feature available for approving of the notes/drafts by the Approving Authority in
the e-Office work flow.

$ [Inserted in G.0.Ms.No.16, P &AR(A) Department, dated 06.02.2020]
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CHAPTER 111

THE COURSE IN OUTLINE FOLLOWED BY A PAPER
FROM RECEIPT TO DISPOSAL

19. The tappal is opened in the presence of the Section Officer in-charge
of the tappal section, sorted out section-wise, numbered and sent to the Under
Secretaries concerned. The tappals are then stamped with the date of its receipt.
Envelopes addressed to officers by name and those marked 'Secret' or 'Strictly
Confidential' or 'Confidential' are opened by the Officers to whom they are
addressed. In the absence of the Officer concerned on leave or otherwise, such
envelopes as are marked 'immediate' is opened by an officer of equal or
immediately lower rank in the department but not below the rank of Deputy
Secretary to Government. Important communications are sent by the Under
Secretary to the Secretary or to the Deputy Secretary, as the case may be, for
perusal. After perusal by the officers (who enter on them any instructions they
wish to give), the papers are sorted by the Assistant Section Officers/Assistants
in charge of tappals, humbered (if it has not already been numbered) and sent
to the respective Section Officers. The papers are then registered in his/her
Personal Register by the subject Assistant Section Officer attached to the
section. In case the subject Assistant Section Officer is away, the Assistant,
registers the currents.

20. If any paper relates to an unclosed case, the Assistant Section Officer
adds the paper to the current or note file of the case. Otherwise, he/she puts
each paper, in an appropriate pad and the paper thus becomes a "Case". He/She
then obtains previous papers, if any, in the Secretariat, referred to in the current
or note file and, unless the case is taken over by the Section Officer, takes
necessary further action. Such action may be obtaining of further previous
papers or precedents, the preparation of precise, the writing of a brief note
stating the points for orders and, the drafting of an order, endorsement, etc., in
accordance with an established precedent. The Section Officer after making any
revision of, or addition to, the Assistant Section Officer's note or draft or putting
up a fresh one, submits the case to the Secretary or Deputy Secretary or Under
Secretary. The Section Officer shall himself/herself attend to important cases
which involve interpretation of Acts and Rules, preparation of notes for Public
Accounts Committee, etc. When submitting a case for orders, the note may
suggest references for further information or remarks to other Departments of
the Secretariat or to outside officers but should not suggest the orders to be
passed except in simple cases and in cases where there are precedents; he/she
may, however, submit a draft answer to a Legislative Assembly question relating
to facts and not to the opinion or policy of Government .The officers to whom
the case submitted, should direct further action to be taken or suggest clearly
the nature of the disposal to be made or the orders to be passed in each case
and it is the Secretary or Deputy Secretary, who decides whether any Minister or
the Governor should see the case at that stage. Specific orders of the Chief
Minister should be taken if any case requires discussion at a meeting of the
Council of Ministers with reference to the provisions of the Business Rules. The
case is circulated, if so directed, and on return is submitted to the Secretary or
Deputy Secretary for perusal. It is then sent to the Section Officer, being seen
first by the Under Secretary if it belongs to a section under him/her. The Section
Officer passes it on with instructions to his/her Assistant Section Officer or keeps
it himself/herself for further action, if necessary. If further information is called
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for from the Secretariat in the notes of Officers or of Ministers or the Governor
this process is repeated, until final orders are passed.

21. If a case in which a draft has been put up is circulated to the Ministers
or the Governor and is received back with final orders, the draft will be issued
with such modifications as may be necessary with reference to the final orders.
If however, the case in circulation did not contain a draft and is received back
with final orders, a draft is prepared in ordinary cases by the Assistant Section
Officer and the file is resubmitted through Section Officer to Under Secretary,
the Deputy Secretary or the Secretary, as the case may be, who revises or
passes the draft, circulating it again if he/she thinks this desirable. Drafts in
important cases and drafts of letters to the Government of India are prepared by
the Under Secretary.

22. The disposal as approved takes the form of an order, letter,
endorsement, Demi-official or unofficial references or reply or "lodged' paper. It
is numbered and dated by the Assistant Section Officer of the concerned section.
In the case of order, letters, etc., to be indexed, the typist prepares a tabling
slip. The Assistant Section Officer makes necessary entries in the Personal
Register and closes the current in the register, if the disposal is final. In the case
of intermediate references or orders calling for information, he/she enters the
date of the first reminder in his/her reminder diary. He/She then passes on the
draft and its enclosures (but not the whole file) to the Typist concerned for
making out fair copy.* Confidential papers are sealed in the section concerned
and sent to O.P. or Tappal Section of the respective Department for despatch.
U.O. files to other departments are sent by the section concerned direct to the
departments through Office Assistants.

*[Substituted in G.0.Ms.No0.236, P&AR (A) Department, dated. 27-12-1999]

23. Fair copies are signed by the Secretary, *Special Secretary or
Additional Secretary or Joint Secretary or Deputy or Under Secretary or Section
Officer. The Section Officers also attest copies or orders or proceedings of the
Government (excluding those intended for audit officers) and endorsements.
Copies of communications which are confidential or secret in nature are,
however authenticated by Under Secretaries. In the case of final disposals, the
Assistant Section Officer concerned or the Assistant of the Section prepares
dockets. Government orders which are received from other Departments of the
Secretariat and are "lodged" will not however, be docketed.

* [Substituted vide G.0.Ms.N0.198, P & AR (A) Department, dated.03.06.2004]

24. On return of the drafts from *0O.P./Tappal Section of the respective
Department after issue, the Assistant Section Officer makes sure that the papers
have been properly despatched, puts the drafts back in the respective files, and
when the case has been finally disposed of, sends them to the Central Record
Branch under the orders of the Section Officer who satisfies himself/herself that
there is no further action to be taken and gives a 'pass order' in each case in
writing, which should be in red ink on the face of the docket sheet. Papers which
do not carry a 'pass order' will not be accepted by the Central Record Branch. All
references to which replies are due are kept intact in the section with the
connected papers.

*[Substituted in G.0.Ms.No.236, P&AR (A) Department, dated. 27.12.1999]
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Records are handed over to the Record Clerk, posted for this purpose,
after obtaining his/her signature in the last column of the Personal Register. The
Record Clerk should then send them to the Central Record Branch.

25. Final disposals are stitched up in the Central Record Branch and then
put in their proper places in the bundles on the record racks or almirahs.

26. The indexer collects at the end of every month the tabling slips of
proceedings in the "Manuscript series, 4 Decennium series, 3 Decennium series,
2 Decennium series and Decennium series" prepared by the Assistants and
prepares monthly indexes for submission in print to the Secretary, Ministers and
the Secretary to the Governor. From the monthly indexes, annual indexes are
prepared and printed up.

The indexer collects also at the end of every month the tabling slips of
proceedings of routine series, prepares monthly indexes and gets them typed or
roneoed / copied for submission to officers and sections.

27. Orders and letters in 'routine' series are numbered in a separate
register. These as also endorsements, etc., are indexed in some departments.

& CHAPTER-III A

e-Office application and the procedures for implementation of
e-Office.

27(A). For implementation of e-Office application in Government, all the
departments, can make use of the 'e-Office software service' which has
been hosted in the State Data Centre (SDC) in the cloud Environment,
from any location without any geographical barriers."

& [Inserted in G.0.Ms.No.16, P & AR (A) Department, dated 06.02.2020]
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CHAPTER IV
TAPPAL

I. Procedure-General.

28. Nature of tappal.— The tappal consists of (a) communications in
cards, closed envelopes and packets addressed to the Secretary, the Special
Secretary, the Additional Secretary, the Joint Secretary, the Deputy Secretary,
the Under Secretary or to the department.

and

(b) non-confidential papers from departments of the Secretariat which by
an inter-departmental arrangement are sent open to the departments
concerned.

29. Receipt of tappal.— Except for registered articles, all cards, closed
envelopes and packets delivered either by post or by messenger are ordinarily
put into the tappal box. The key of the box is in charge of the Section officer of
the Office Procedure Section or the Assistant in charge of tappals or other person
designated for the purpose. Communications from private parties received by
post for which postal charges have not been paid in full should be refused.

The following procedure should be followed by the Departments of
Secretariat in regard to receipt of U.O. tappals:-

(i) On working days, tappals should be received throughout the office
hours — 10 a.m. to 5.45 p.m.

(ii) During office hours on working days, all kinds of tappals should be
received. No distinction can be made between ordinary tappals and special
tappals.

(iii) After office hours, tappals should be received by the Turn
Assistant/Assistant Section Officer till 6.30 p.m.

(iv) On Saturdays, Sundays and other holidays the Turn
Assistant/Assistant Section Officer shall receive tappals from 10-30 a.m. to 4-30
p.m.

(v) Name covers should be received not by office, but by Private
Secretaries, Personal Assistants or Personal Clerks to Officers. On late hours or
holidays, they should be received by the staff on turn duty and sent to the
Officers.

Communications delivered by messengers or papers sent by other
Departments of Secretariat which are marked 'Urgent' or 'Special' should not,
however, be put into the tappal box, should be attended to at once.

30. Registered and insured articles.— Articles sent by post registered
or insured are received by the Assistant/Assistant Section Officer in charge of
tappals who signs the postal receipts attached to them on behalf of the officers
to whom they are addressed.
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TAPPAL

A register shall also be maintained by the Assistant/Assistant Section
Officer in charge of tappals, in the following form, in respect of registered and
insured articles:-

FORM
SI.No. Nature of From whom Section to Acknowledgement
articles Received which of the Section
assigned officer of the
with current section to
number which assigned
(1) (2) (3) (4) (5)

Postal articles, registered or ordinary, addressed to any Minister or
his/her staff which are brought to the Secretariat during their tour should not be
refused. They will be received by one of the Personal Assistants who attends
office when the Minister is on tour.

31. Deleted (vide G.0.(Ms) No.36, Personnel & Administrative Reforms
(A) Department, dated 07.03.2017)

32. Tappals brought by messengers out of office hours.— Tappals
brought by messengers before 10 O'clock in the morning and after the Turn
Assistants have left office in the evening are dropped into the tappal boxes of
the respective departments at the main entrance near the Guard Room. The
boxes should be opened daily in the morning by the respective Assistants in
charge of tappal on working days and by the Turn Assistant/Assistant Section
Officer/Section Officers on Saturdays, Sundays and other holidays.

33. Acknowledgement of U.O. files, Petitions and other Tappals.—
The following procedure shall be adopted in acknowledging the receipt of U.O.
files, petitions and other Tappals given to the Tappal section or to officers in
person in the departments of Secretariat:-

(i) In the case of a Tappal other than U.O. files and petitions, if it is
presented to the Tappal section or to an officer by a Special Messenger, it shall
be acknowledged by the Assistant Section Officer, Assistant of the Tappal
Section or the Personal Clerk/Personal Assistant of the officer concerned, as the
case may be, with his/her full signature in ink with designation in the
Messenger's delivery book. Further acknowledgement is not necessary.

(i) (a) In the case of an U.O. file received in Tappal from another
department of Secretariat, the Assistant Section Officer/Assistant in-charge of
Tappals assigns a current number to the file and simultaneously prints the same
number in the Central Tappal Register and in the U.O. Transit Register of the
sending department using a triple humbering machine. In the case of a U.O. file
received by an officer, the Personal Clerk/Personal Assistant of the officer
concerned shall acknowledge the U.O. file in the U.O. Register brought by the
department personnel concerned, with his/her full signature and designation.
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*(b) Where Electronic File Processing System is followed, the Assistant
Section Officer or Assistant in charge of Tappals assignhs a current number
generated through computer under the said System.

*(Inserted vide G.0.Ms.No0.94, P & AR (A) Department, dated 26.05.2008.)

(iii) In the case of petitions, if it is presented to the Tappal Section or to
an officer by a messenger, it shall be acknowledged on the Messenger's delivery
book by the Assistant Section Officer/Assistant of the Tappal or the Personal
Clerk/Personal Assistant of the officer concerned as the case may be, under
his/her full signature in ink with designation. Further acknowledgement is not
necessary.

In cases where a large number of petitions are expected to be received,
special adhoc arrangements may be made by the Under Secretary in-charge of
Tappal or officer concerned as the case may be, to issue simple on the spot
acknowledgements in suitable forms that may be devised by them.

In all other cases of petitions, the acknowledgement shall be given in the
Format given below:

* FORMAT OF ACKNOWLEDGEMENT
(To be handed over to the Applicant)

(1) Name and address of
the Petitioner

(2) Addressed to whom

(3) Number and Date of receipt
of petition for future reference

(4) Name of the Department/
Section to which petition
referred to, for action.

Received
Date :

Stamp: Signature and Designation.

(iv) The printed format of acknowledgement with identity number should
be supplied to the petitioner concerned on free of cost by Tappal Assistant /
Section Officer / Assistant or the Personal Clerk of the Officer, as the case may
be. This compact printed form of acknowledgement slip with identity number
and date would help to locate relevant papers in office at a later time.

The following procedures shall be followed in the disposal of grievance
petitions received from the Public as well as Government Officials:-

(a) An acknowledgement should go immediately, and at the most within three
days, of the receipt of grievance petitions;
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(b) Grievance itself should be redressed within a maximum period of one
month of its receipt and it should be with a speaking order in the event of
a redressal or rejection if found necessary;

(c) The citizens approaching the Government departments with their
grievance petitions should be informed of the progress of his/her
grievance;

(d) In case, for some reason, additional time is required for its finalization,
the person, who has given grievance petition, should be informed in
writing for the extended period of time for its finalization.

(e) In case, it is not found feasible to accede to the request of the aggrieved
Citizen, a reasoned reply may be issued to the aggrieved citizen within the
stipulated time limit of one month.

(f) "File Closing Weeks" be conducted on every Monday (or on the next
working day if Monday is a holiday) just like Public Grievances Day
observed by District Collectors. The result of action taken on each petition
should be intimated to the petitioner;

(g) Secretaries to Government shall critically review the pending cases and
issue suitable instructions to the authority concerned;

(h) Necessary entries should also be made in the Computer Network then and
there updating the action taken.

*[Substituted vide G.0.Ms.No.8, P & AR (A) Department, dated 17.01.2002
w.e.f. 15.06.2001, G.0.Ms.No.180, P & AR (A) Department, dated 03.10.2006
and G.0.Ms.No.78, P & AR (A) Department, dated 01.08.2016]

#(v) The procedure mentioned in clauses (a) to (e) of sub-paragraph (iv)
above shall also be followed for the grievance petitions received through e-mail.

#[Substituted vide G.0.Ms.No.36 P & AR (A) Department, dated 09.04.2014]

(vi) In cases where one Department requires a "No Objection Certificate"
from another Department for processing a matter, if no reply is received from
the latter Department within 30 days, the former Department may process the
matter on the presumption that the latter Department has no objection on the
matter for Departmental proposal, as per rules.

(vii) The Director of Stationery and Printing, shall print and supply the
Format of Acknowledgement with Counterfoil with identity number to the
Secretariat Department and Heads of Departments. Privately printed
acknowledgement in the prescribed form shall also be accepted in Government
offices.

[Substituted in G.0.Ms.N0.109, P & AR (A) Department, dated 25.06.1999 and
Substituted vide G.0.Ms.No.8, P & AR (A) Department, dated 17.01.2002.]

34. Opening of tappal.— (a) The tappal box is opened by the Assistant
Section Officer/Assistant in charge of tappals at convenient intervals (usually at
10 a.m. and 2 p.m.) and tappals taken by him/her to the tappal section where it
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is opened in the presence of the Section Officer in charge of tappals section
[except those items mentioned in (b) and (c) below], sorted out section-wise
and numbered. The tappal section must keep with it an up to date list of
distribution of subjects among the sections in the department to enable the
correct marking of tappals.

*(aa) Where Electronic File Processing System is followed, the tappals
shall be sorted out Assistant Section Officer-wise and numbered Assistant
Section Office-wise in the Computer under the said System.

(b) The Director of Stationery and Printing shall print and supply sufficient
number of Central Tappal Registers and Section Distribution Registers in the
prescribed formats for use of the departments of the Secretariat.

(c) The Section Distribution Registers and the Central Tappal Registers are
retained till inspection of the department is over or for a period of four years,
whichever is later.

*(ca) Where Electronic File Processing System is followed, Assistant
Section Officer-wise abstract of Tappal Distribution list generated in the System
shall be retained till inspection of the Department is over or for a period of four
years, whichever is later.

(d) Any tappals received in a sealed cover or marked ‘Secret’, 'Strictly
Confidential' or 'Confidential' or addressed to an officer by name, is opened only
by the officer to whom it is addressed. In the absence of the officer concerned
viz., on leave or otherwise, such envelopes that are marked 'Immediate’ shall be
opened by an officer of equal or next in order of rank in the department, but not
below the rank of Under Secretary to Government.

(e) Sealed covers received in the department, which are not addressed to
any officer by name or designation or marked to any specific section, are opened
by the Under Secretary in charge of Office Procedure Section and sent to the
Officers concerned in locked boxes.

(f) Tappal marked 'Urgent' should be dealt with immediately on its receipt.
*(Inserted vide G.0.Ms.N0.94, P & AR (A) Department, dated 26.05.2008.)

35. Numbering of currents.— (a) After sorting out the tappals section-

wise, the Assistant Section Officer/Assistant of the Tappal Section assigns

separate current numbers to each tappal.

Continuous numbers are assigned to the currents received in a
department during a calendar year.

The number assigned to a current is simultaneously printed in the Section
Distribution Register of the section concerned using a numbering machine. Two
sets of these registers are maintained for each section, one for the first batch of
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tappals and the other for the second batch. The Section Distribution Register is
maintained in the format given below:-

SECTION DISTRIBUTION REGISTER

C. No. assigned to the Assistant Section Acknowledgement
tappal or file Officer/ of the Assistant
Assistant to whom the Section Officer/
current has been Assistant with the date
assigned of receipt
(1) (2) (3)

(aa) Where Electronic File Processing System is followed, after sorting out
the tappals, current numbers are assigned Assistant Section Officer-wise to each
tappal in the computer under the said System.

(b) The Assistant Section Officer/Assistant in charge of tappals also
maintains a Central Tappal Register in the form as given below:-

CENTRAL TAPPAL REGISTER.

Date C. Nos. Assigned Section to which
From To allotted.
(1) (2) (3) (4)

Besides noting the current numbers assigned to U.O. files as mentioned in
paragraph 39, the first and the last nhumber assigned to the tappals, in each
batch, belonging to each section is entered in the register in columns (2) and (3)
and the Sections to which these numbers are allotted as well as the numbers
given to the U.O. files are noted in column (4).

(c) The papers of an ephemeral nature such as post copies of telephonic
messages, tour programmes of the Ministers and printed copies of indexes
circulated among sections, are not numbered as currents. On the other hand,
any note from a Minister or from an officer of the Secretariat, directing the
examination of any point or issue, is registered as a current, lest the matter
should be lost sight of. Calls from officers for a paper or a Government Order,
etc., must, however, not be numbered as currents. Enclosures and spare copies
are not given separate current numbers.

(d) The Director of Stationery and Printing shall print and supply sufficient
number of Central Tappal Registers and Section Distribution Registers in the
prescribed formats for use of the departments of the Secretariat.

(e) The Section Distribution Registers and the Central Tappal Registers are
retained till inspection of the department is over or for a period of 4 years,
whichever is later.

*(Inserted vide G.0.Ms.No0.94, P & AR (A) Department, dated 26.05.2008.)

36.(a) Tappals received by officers direct.— Tappals addressed to an
officer by name or to any particular officer by designation, are received by the
Private Secretary / Personal Assistant or Personal Clerk attached to the officer
concerned and are opened by the officer himself/herself. Such communications
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received directly by the Secretary are, after his/her perusal, sent to the Deputy
Secretary. Unless special instructions have to be given to the Under Secretary or
to the section, regarding the action to be taken on that communication, the
Deputy Secretary passes on the current to the tappal section along with those he
has received direct, to be numbered and submitted to the Under Secretaries
concerned along with the day's tappal.

(aa) Where Electronic File Processing System is followed, the Private
Secretary or Personal Assistant or Personal Clerk attached to the Officer
concerned shall register the tappal and assign a current number through the said
System in their room itself in respect of the tappal received by their officers and
then pass on the current/files to the sections concerned.

(b) Receipt and disposal of Tappals in the absence of Secretary on leave/
tour or otherwise.

(i) If the Secretary to Government of a Department of Secretariat goes on
casual leave or on training or is otherwise away from office, he/she may give
specific written instructions in advance how tappals or files should be received
and disposed of while he/she is away, taking care to see that urgent or time
bound cases are in any case not held up.

(ii) In the absence of any such specific instructions and where any matter
is not covered by such instructions, the Private Secretary concerned should
receive all the tappals and files marked to the Secretary and then send them
immediately to the concerned officers of the Department after making necessary
entries in the transit register.

(ii-a) Where Electronic File Processing System is followed, in the absence
of any such specific instructions or where any matter is not covered by such
instruction, the Private Secretary concerned should receive all Tappals and files
marked to the Secretary and then send them immediately to the concerned
Officers of the Department after assigning current numbers to the concerned
Assistant Section Officer to whom the subject is concerned generated in the
computer under the said System and send them to the Assistant Section Officer
to whom the current No. allotted and subject relates to.

(iii) Time bound papers should be disposed of by the officers concerned
before the return of Secretary from leave or training etc., or by the next level
officer.

(iv) In respect of disposal of files circulated to 'Committee of Officers' etc.,
which are non-statutory of which one Secretary to Government is absent on
casual leave etc., the following procedure has to be followed:

(@) If the Secretary to Government is on leave other than casual leave, or
training or tour outside the country and no substitute is posted, the senior most
next level officer available not below the level of Deputy Secretary may dispose
of the case if the matter is urgent and be deemed to be a member of the
Committee for the limited purpose;

(b) In all other cases, the case may be put up to the Secretary on his/her
return, and in the meanwhile if the case is marked to some other Secretaries
also they may see the case first.
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(v) If Officers below the level of Secretary to Government are on casual
leave or on tour, the officer next below should submit urgent files, D.O. letters
direct to the officer who is immediately above in rank to the officer who is
absent from duty. For example, if a Deputy Secretary of a Department is on
Casual Leave, the Under Secretary concerned should submit urgent files, D.O.
letters etc., direct to the Secretary for orders.

(vi) Tappals should not be returned for the mere reason that the
designation of the officer is not properly marked in the file. To cite an example,
if a particular department does not have the post of Special Secretary and if a
file of another department or tappal is addressed to Special Secretary of the
department, such case should be received by the Private Secretary to Secretary
to Government of that Department and put up to the Secretary.

(vii) The Department of Secretariat should not issue any instructions
restricting the time limit for receipt of tappals or files.

*(Inserted vide G.0.Ms.N0.94, P & AR (A) Department, dated 26.05.2008.)

37. Submission of unofficial tappal from other Department.—
Unofficial references from one Department of the Secretariat to another sorted
out section-wise by the tappal section and submitted to the officers concerned
along with the other tappals. *Where Electronic File Processing System is
followed, the abstract of tappal is sent to the sections concerned through the
said system.

*(Inserted vide G.0.Ms.No0.94, P & AR (A) Department, dated 26.05.2008.)

38. Perusal of 'Tappal' by Under Secretary-Points to be noted.—
(i) The Under Secretary will look through the papers relating to his/her own
sections and have them stamped with his/her date stamp. He/She will note on
them any instructions necessary in regard to urgency of individual papers or the
manner in which they should be dealt with. He/She should submit to the
Secretary/*Special Secretary/Additional Secretary at once papers of the kind
specified below, in order to keep them informed of the receipt of the papers and
to enable them to issue any suitable instructions as to how the cases should be
dealt with:-

* Added vide G.0.Ms.N0.198, P & AR (A) Department, dated 03.06.2004.

(a) Letters except those which are purely of a routine nature from the
Tamil Nadu Public Service Commission, Government of India, and other State
Governments and Foreign Embassies, Consulates or Legations in India;

(b) Papers relating to disciplinary proceedings against A and B Group
Officers such as reports from the Directorate of Vigilance and Anti-Corruption or
from the Tribunal for Disciplinary Proceedings, explanations of the officers or
requests for personal interviews;

(c) Important Judgments or orders of courts.
(d) Other important communications such as D.O. letters received from

senior officers or V.I.Ps. particularly from the Government of India and other
State Governments, M.Ps. and M.L.As. and well known public figures.
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(e) Files in which observations have been made by the Chief Minister or
Ministers or Chief Secretary. Papers not falling within the above categories will
be sent by him/her to the Section Officers concerned for distribution among the
Assistant Section Officers.

* Inserted vide G.0.Ms.N0.198, P & AR (A) Department, dated 03.06.2004.

Note.— Papers received without a date stamp or initials of officers should
unless they are very urgent, be resubmitted to them for their stamp or initials.

**(ii) Where Electronic File Processing System is followed, the Under
Secretary will look through the abstract of the tappal relating to the sections
under his/her control through his/her computer by his/her login.

**(Inserted vide G.0.Ms.N0.94, P & AR (A) Department, dated 26.05.2008.)

39. Marking in 'tappal’ circulation of advance copies of important
communications and reports.— Under the Business Rules copies of all
communications received from the Government of India (including those from
the Prime Minister and other Ministers of the Union) other than those of routine
or unimportant character or of the first report of an occurrence which under the
orders in force should be reported to the Government of India, should, as soon
as possible, after receipt, be submitted by the Secretary to Chief Secretary,
Minister in charge and to the Governor and to the Chief Minister for information.
Such circulation should not delay Secretariat action on the original papers.

40. Duty of Section Officer in regard to important communication
and reports.— Papers marked for circulation of advance copies should receive
the immediate attention of the Section Officer and any omission by oversight on
the part of the Secretary or *Special Secretary or Additional Secretary or Joint
Secretary or Deputy Secretary to mark papers for circulation should be brought
to his/her notice by the Section Officer of the section concerned.

*Inserted vide G.0.Ms.N0.198, P & AR (A) Department, dated. 03.06.2004.

41. Transfer of Papers intended for other departments.— Any
papers intended for any other Department of the Secretariat and those which
prima facie appear to belong to another Department of the Secretariat are
marked to the correct department by the Under Secretary or the Section Officer
(where he/she has been authorized to do so) and are then entered in a U.O.
Transit Register (Sectt.II-24). The Under Secretary or the Section Officer shall
ensure that the papers are forwarded immediately to the department concerned
and that the acknowledgment of the Assistant/Assistant Section Officer in charge
of Tappal or receiving Assistant of that department is obtained.

42. Treatment of valuable enclosures.— Money, Cheques and other
valuables such as court-fee stamps, copy-stamp papers, etc., received as
enclosure will be delivered by the Assistant/Assistant Section Officer in charge of
Tappals in person to the Section Officer of the section concerned. The latter
should hand it over to the Section Officer of the Bills Section for safe custody
and obtain his/her acknowledgment in the margin of the current.
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Note.— In the Legislative Assembly Secretariat, the enclosures referred
to above shall be handed over to the Section Officer of the Establishment section
for safe custody.

A register should also be maintained by the Assistant/Assistant Section
Officer in charge of Tappals in the following form in respect of valuable
enclosures: -

Serial Nature of From whom Section to Acknowledgement
Number Valuable received which handed of the Section
over Officer of Section
to whom handed
over
(1) (2) (3) (4) (5)

43. Treatment of adhesive stamps affixed to communications.—
The adhesive stamps affixed to petitions or other documents should first be
defaced by the Assistant/Assistant Section Officer in charge of Tappal by
applying the date stamp in such manner as to cover or touch some part of the
stamps but not in such a way as to obliterate the entries on them or to render
the detection of forgeries difficult. The stamps should then be cancelled by
punching the figure heads. Although the duty of cancelling adhesive stamps is
laid primarily on the Assistant/Assistant Section Officer in charge of Tappal, the
Section Officer and the Assistant Section Officer concerned should see that all
adhesive stamps have been punched and defaced as directed above.

44, Submission of tappals to Officers concerned.— The tappals which
have been sorted out section-wise and numbered are sent with the Section
Distribution Register to the Under Secretary (or Deputy Secretary), directly in
charge of the section, to which the tappals relate. It is the duty of the Assistant
Section Officer/Assistant in charge of tappals to see that the tappals reach the
Under Secretary (or Deputy Secretary) concerned with the least possible delay,
the first batch before 12 noon and the second batch before 4.30 p.m. daily.
*Where Electronic File Processing System is followed, the abstract of the tappals
may be perused by the Under Secretary or Deputy Secretary concerned through
his/her computer by using his/her login.

*(Inserted vide G.0.Ms.N0.94, P&AR (A) Department, dated 26.05.2008.)

45. Distribution of currents in section.— (a) As soon as the tappal is
received by the section from the Under Secretary, the Section Officer of the
section distributes the currents and files among the Assistant Section Officers in
the section with such instructions as are necessary. The allocation is done by the
Section Officer by indicating in column (2) of the Section Distribution Register in
ink and also on the currents/files, the Assistant Section Officer who is to deal
with the currents and files. The Assistant Section Officer concerned
acknowledges the currents/files.

**(aa) Where Electronic File Processing System is followed, after
assigning the numbers generated by the computer under the said system, the
Assistant Section Officers concerned should acknowledge them in the Abstract of
Tappal Distribution.

**(Inserted vide G.0.Ms.N0.94, P & AR (A) Department, dated 26.05.2008.)
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(b) Marking 'urgent' and 'special' by Section Officer.— When a paper
is not marked 'Urgent' or 'Special' by the receiving officer, i.e. the Secretary *or
the Special Secretary or the Additional Secretary or the Joint Secretary or the
Deputy Secretary or the Under Secretary, the Section Officer will, if he deems it
necessary, mark the paper 'Urgent' or 'Special', as the case may be, and note
the date by which the Assistant Section Officer should put it up. Before doing so,
however, he/she should observe carefully the distinction between the two
classes of papers, viz., that 'Urgent' papers are those which need early but not
immediate attention and 'Special' those which need immediate attention.

* Inserted vide G.0.Ms.N0.198, P & AR (A) Department, dated 03.06.2004.

46. Transfer of mis-sent currents from one section to another.—
Whenever the Section Officer finds that a particular current/file does not relate
to his/her section he/she should mark the name of the section to which it relates
in the Distribution Register and on the current/file itself and mark it 'Special'.
He/She should also instruct the Assistant attached to his/her section to show it
to the Section Officer of the concerned section. If that Section Officer agrees to
take it, the current/file should be transferred after obtaining the initial of the
Assistant Section Officer concerned of that Section in the Section Distribution
Register itself against the current number. If there is any dispute as to which
section should deal with a particular current/file, a routine note may be put up
after registering the current pointing out with specific reasons that a particular
section should deal with it. The section which is noted as the concerned section
should also add its remarks as to how it is not concerned with the current/file.
The file should then be returned to the originating section. Then it should be
submitted to the Under Secretaries for decision. If the decision cannot be taken
even at the Under Secretary's level, it must be put up to Deputy Secretary and
to the Secretary if necessary, for final orders. All these formalities should be
completed within twenty four hours from the time of receipt. However, there
should be no discussion with the Assistant / Assistant Section Officer in charge of
tappal about the correctness of the allotment of any particular current.

*(a) Where Electronic File Processing System is followed, whenever the
Section Officer finds that a particular current/file does not relate to his/her
section, he/she should transfer it after making necessary entries in the computer
using the Distribution Officer’s login under the said System, with the assistance
of the person in-charge of the tappal section in the computer cell after obtaining
the orders of Under Secretary/Deputy Secretary concerned for effecting the
transfer.

*Inserted vide G.0.Ms.N0.94, P & AR (A) Department dated 26.05.2008.

47. Examination of currents relating to more than one subject.—
When a current relates to more than one section, it should be taken up by the
section which is concerned with the first point mentioned in the communication.
That section should register it and, if the points raised are sufficiently important,
give extracts to the other sections concerned for taking separate action. General
currents, i.e., currents which relate to all sections should be taken up by the
section specified for dealing with such papers.

48. Numbering of arising references and papers received by
section without current number.— The subject Assistant Section Officer will
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be responsible for getting a number assigned to a letter or reference of any kind
issuing from a department and originating a file. He/She will also ensure that
any paper received in the section without a current number is sent at once to
the tappal section and assigned to current number.

II. PROCEDURE - OUT OF OFFICE HOURS

49. Deleted. (vide G.0.(Ms) No0.36, Personnel & Administrative Reforms
(A) Department, dated 07.03.2017)

50. Tappal.— Letters and other communications marked 'Special' should,
unless otherwise directed, be sent to the officers concerned the same day by
Special Messenger.

III. PROCEDURE ON SUNDAYS AND OTHER HOLIDAYS

51. Deleted. (vide G.0.(Ms) No.36, Personnel & Administrative Reforms
(A) Department, dated 07.03.2017)

52. Tappal — Public Department.— All the Sensitive sections in Public
Department shall make their own arrangements to depute staff for attending
duty on Public Holidays and that the staff shall receive the Tappals intended for
that wing and bring the matter to the notice of the higher officials then and
there and act as per the directions of the superior officers. The personal Staff of
Officers who attend holiday duty shall receive the Tappals in name cover and
sealed covers and submit the same to the perusal of the officers / inform over
phone. Apart from that Public (Tappal) Department shall make a roaster of one
Senior Typist/Typist for attending duty on Public Holidays to receive the Tappals
addressed to the Chief Secretary to Government and Public Department. They
shall collect the Tappals in a box placed in that section and that they shall be
distributed to the concerned sections after making entries and assigning current
number through EFPS.

Other Departments.— Instructions issued in the respective departments
should be followed.
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CHAPTER V.
REGISTRY OF PAPERS

53. Personal register.— The currents received in each section should be
registered in the Personal Register (Form Sectt.II-1), printed as Appendix I,
bound volumes of which are supplied to each section with pages numbered
serially. The register should be maintained by the subject Assistant Section
Officer. It should not be maintained in loose Sheets or in un-authorized note
books.

The names of the Section Officer of the section and the subject Assistant
Section Officer should be written on the fly leaf in each volume. Changes in
personnel should be entered with the dates on which the changes took place.

54. Currents to be entered in register immediately on receipt.— As
soon as the papers are received in the Section, the subject Assistant Section
Officer must at once enter them in the personal register. Any delay or neglect in
this matter will be held a very serious dereliction of duty on the part of the
Assistant Section Officer. Section Officer should see that all currents received in
the section are duly registered in the Personal Register on the very day of their
receipt.

The Section Officer should ensure that the Assistant Section Officer to
whom a current has been allotted has acknowledged it in the Distribution
Register. For this he/she should daily check the Tappal book and certify in the
register itself that he/she has checked that all currents have been acknowledged
and registered by the Assistant Section Officer concerned in his/her Personal
Register. The Under Secretary should also scrutinize the Distribution Register
once in a week and satisfy himself/herself that no current is left unacknowledged
by the Assistant Section Officer concerned.

55. All communications to be registered.— All communications,
whether official, unofficial or Demi-official should be registered in the Personal
Register and all entries made neatly.

56. Number of entries on a page.— The number of entries on each
page of the register shall ordinarily be three. A line in red ink should be drawn
across the page after each entry. Insertion between two entries of a fresh entry
should not be made except with the initials of the Section Officer of the section.

In the case of an entry relating to a current on which a circular reference
is likely to be issued or protracted correspondence is anticipated, adequate
space, if necessary a full page, should be allotted to admit of the stages, etc.,
being entered clearly and neatly.

If the space so allotted proves inadequate, slips should be pasted along
the page for making additional entries. The slips should be so pasted that they
do not obliterate the earlier entries in the columns below them.

57. Method of registry of papers.— Papers are registered in the order
of the numbers stamped on them; these are called 'current numbers' or briefly,
'C. Nos.'
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58. Titles to be brief and accurate (column 4 of register).— The title
to be entered in column 4 shall be as brief as possible, just sufficient to convey
generally the subject of the paper, e.g.,, 'Land acquisition, Tiruchirappalli Police
Lines, Woraiyur.' It should be framed and arranged exactly as an index title (see
Chapter XII, indexing and purports). It is the duty of the Section Officer of the
section to check the accuracy of the titles when he/she examines the Personal
Register.

59. Entries in column 5 of register.— In making entries in column 5 of
the Personal Register, the Assistant Section Officer may use the abbreviated
designations mentioned in Appendix IV. In the case of a letter or petition from a
non-official the name of the writer and his/her brief address should be entered in
column 5 and not in column 4.

60. Entry in column 5 of current sent by one officer through one or
more other officers.— In registering a current submitted to Government by
one officer through one or more other officers, it is sufficient to enter the
designation of the officer from whom it is actually received and also the humber
and date of his/her communication.

61. Entry of dates of submission of cases to officers and return
(columns 7 and 8 of register).— Whenever a paper is submitted by the
Section Officer or Assistant Section Officer to a higher officer, the fact and the
date of submission should be entered in column 7 and its return in column 8.
The Section Officer is responsible for ensuring that this is done by his/her
Assistant Section Officers. When a paper is submitted to an officer through one
or more other sections, the fact should be noted in column 7. The actual
submission of the paper to the higher officer should be watched by the Section
Officer to check delays.

All entries should be in ink.

62. Numbering and entry of references or final disposals (columns
9, 10 and 11).— When an intermediate reference or a final disposal is issued in
the form of letter (except one numbered in special disposal series),
endorsement, Demi-official or unofficial, it will be numbered with the current
number originating the case, the year to which it relates and a sub-number
(e.g., letter N0.1184/87-1, P.&.A.R.(Per A), dated the 1st June 1987) by the
subject Assistant Section Officer of the section, the same sub-number and date
being given, if the same reference or final disposal issues to one or more
officers. He/She will, at the same time, fill in columns 9, 10 and 11 of the
Personal Register in the case of references.

63. Entry of nature of references—Abbreviations (column 9).— The
nature of the reference issued will be noted in column 9 of the register, the
letter "Lr' being adopted for letter 'U.O." for unofficial, *D.0O."' for Demi-official'
and 'T.M.' for telephonic message.

64. Entry of reminders.— Reminders issued should be entered in red ink
in columns 9, 10 and 11 and reminders including interim replies to reminders
received should be similarly entered in columns 12, 13 and 14 of the Personal
Register. Against each item the date of next reminder should be indicated in
pencil.
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65. Entry of replies to references and currents to be added to old
cases (columns 12,13 and 14).— Replies to references previously issued and
papers which, though not of the nature of replies to previous references, have,
for any other reason, to be filled with old cases will be registered in their turn,
the new current number being entered in column (2) and the old current humber
in column (4), columns, (3), (5) and (6) should also be filled in. All currents,
except the currents which are registered and carried over to previous currents,
should be given a serial humber in the Personal Register. The current number
date of receipt, origin and outside number and date of such communications,
should be entered, without any purport, in columns (12), (13) and (14) against
the previous current number.

66. Closing of currents in Personal Register (Column 15).— If the
disposal is final, its nature, number and date will be entered in red ink in column
15 of the Personal Register. For example, when a file is closed by an order or
letter in the "Manuscript Series or 4 Decennium Series or 3 Decennium Series or
2 Decennium Series or Decennium Series or Routine Series" the number and
date of disposal will appear in that column. A similar entry will be made when
the closure is in the form of an endorsement, demi-official or unofficial. No entry
such as F.D. shall be made in that column. If a paper is returned in original with
an endorsement, the fact should be indicated and dated in column 15 of the
register. The current number in column 2 of the register should be ringed off in
red ink as soon as it is finally disposed of.

67. Entry of 'Lodged ' disposals (Column 15).— 'Lodged' papers will
be closed by the entry 'Lodged' with the dates of disposal in column 15 of the
Personal Register.

68. Entry of disposal stitched with previous papers.— In cases
where the papers received with a current that has been 'Lodged' are stitched
with a previous order or other paper, the Assistant Section Officer shall, in
addition to entering 'Lodged' with the date in column 15 of the Personal
Register, make an entry of the fact that the papers have been so stitched, e.g.
Lodged, 15th April 1987 (stitched with G.0.No0.852, P.&.A.R., dated 9th March
1986.) A similar procedure will be adopted when a final disposal such as a letter,
etc.., is stitched with a Government Order or other paper.

69. Entry of disposal stitched with subsequent papers.— In case
where the previous paper is ripe for destruction earlier than the subsequent
papers, then in order to avoid premature destruction of records, the latest
disposal shall be closed separately and the earlier closed papers on the subject
shall be added to the latest disposal after making proper entries in the Personal
Register of that year, so as to make the earlier disposal ripe for destruction
according to the date of destruction of latest disposal.

70. Treatment of papers wrongly addressed.— If a paper is
wrongly addressed to one Department of the Secretariat, it must be immediately
submitted in an urgent pad to the Under Secretary, with an unofficial
endorsement transferring it to the department concerned. In some departments,
Section Officers have been authorized to transfer such papers.

If the paper is one belonging to another section of the same Department
of the Secretariat, it may be handed over immediately to the other section
concerned, if it is prepared to accept it, and full signature with date of the
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concerned Assistant Section Officer obtained in the Distribution Register. The
transfer should be made only under the orders of the Section Officer. If the other
section is not prepared to accept the paper, it should be submitted to the Under
Secretary and to the Deputy Secretary or *Joint Secretary or Additional
Secretary or Special Secretary or Secretary, if necessary, and formally
transferred under his/her orders, to the section concerned, after obtaining full
signature with date of the concerned Assistant Section Officer in the Personal
Register. In any case, the paper should be transferred to the section concerned
within twenty-four hours from the time of receipt.

* Inserted vide G.0.Ms.N0.198, P & AR(A) Department, dated 03.06.2004.

71. Instruction regarding registry of office papers.— The procedure
regarding registry of papers described in the foregoing paragraphs obtains in the
case of papers relating to purely office matters. The Personal Register for such
papers will be maintained by the Assistant Section Officers of the "Office
Procedure" section.

The following classes of office papers need not be registered in the
Personal Register, but shall be disposed of as shown below:-

(1) Applications for casual leave from members of the office establishment
are, after disposal filed in the 'leave files' maintained in the sections concerned.
These files are destroyed after the expiry of the calendar year following the year
in which they were received.

(2) Any other class of papers which the Under Secretary or other superior
officer considers it unnecessary to bring on to the Personal Register.

*71-A. Entries in Electronic Personal Register.— Where Electronic
File Processing System is followed, the instructions contained in paragraphs 53
to 71 above shall apply to making of entries in Electronic Personal Register.

*(Added vide G.0.Ms.No.94, P & AR (A) Department, dated 26.05.2008.)



30
CHAPTER VI
FORMS AND RULES OF CORRESPONDENCE

72. Forms of Correspondence.— Correspondence arising from the
Secretariat shall be in one or the other of the following forms.—

(@) Letter Form.— This form can be used for the following types of cases
also:-

i) When general instructions are to be issued to all Departments of
Secretariat / Heads of Departments;

iil) When clarifications are to be issued to the orders already issued in a
Government order. (After issue, the papers have to be added to the original
Government Order);

iii) When further instructions are to be issued in continuation of the earlier
instructions. (It has to be issued with the designation of the officer in whose
designation the earlier instructions were issued and it has to be added to the
original papers);

iv) When certain particulars or information are to be called for from the
Departments of Secretariat / Heads of Departments;

v) When earlier general instructions issued in a letter are to be cancelled.
(It has to be issued with the designation of the officer in whose designation the
earlier instructions were issued and it has to be added to the original papers);

vi) When an erratum to a Government order or other instructions are to
be issued. (After issue it has to be added to the original papers);

vii) When particulars, information or explanations are to be called for from
the individuals or institutions; and

viii) In similar and other appropriate cases.

(b) Government order form.— when the disposal on a case contains the
order of the Government (whether it has been actually seen by a Minister or the
Governor or not) the proceeding form is adopted. A Government order may be
issued in the following types of cases:-

i) If a report is called for (If the report is not expected immediately, the
Government order is entered in the Call Book);

i) If any amendment or modification to a Government order is to be
issued. (It has to be issued in the form of a Government order (Ms), (4D), (3D),
(2D), (D) or Routine Series as the case may be and it has to be issued with the
designation of the officer in whose designation the original orders were issued);

iii) If any instructions / orders issued in a Government order are to be
cancelled. (It has to be issued with the designation of the officer in whose
designation the original orders were issued);
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After issue of the said amendment / modification / cancellation in the
above said series, a docket has to be made with a copy of the order issued with
an endorsement that the current and note files relating to this, have been added
to the original Government order. In the original record also, necessary mention
has to be made in the docket with reference to further orders issued in
Government order series in continuation of the original Government order.

iv) If any order or instruction is to be issued consequent on the judgment
of Tribunal / Court.

If it is proposed to index the disposal, and to retain it permanently in the
records, the proceedings are issued in the “Manuscript Series”.

Where the disposal is not to be retained permanently but, to be retained
for 40 years, 30 years, 20 years, 10 years or 3 years, the proceedings are issued
in “4 Decennium series”, “3 Decennium Series”, “2 Decennium Series”,
“"Decennium Series” and “Routine series”, respectively.

*Added in G.0.Ms.No0.148, P & AR (A) Department, dated 11.12.2002

(c) Endorsement form.— When a paper is returned in original or when it
is referred to a subordinate officer in original for remarks or is communicated to
him/her or to the Departments of the Secretariat for information or disposal, the
disposal takes the form of an 'endorsement’.

(d) Demi-official form.— In cases where an officer or a member of the
public has to be addressed without the formality of official procedure and with a
view to the interchange or communication of opinions or information which it is
undesirable to place an official record or when it is desired that a matter should
receive the personal attention of the individual addressed, the communication
takes the form of a demi-official.

Communications from non-officials should never be referred to as 'Demi-
official'.

(e) Express letter form.— The express letter form may be adopted in
the correspondence with the officers of the Indian Missions abroad.

(f) Circular form.— When several offices have to be addressed
simultaneously, the communication takes the form of a 'Circular'. This form
should be used whenever the substance of the communication does not warrant
the formality of the "Proceedings" form or the "Letter" form.

(g9) Unofficial Note.— (i) Unofficial references can be made in two
different ways, namely:-

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

(b) by sending a self-contained note.
(ii) This method is generally employed in Secretariat Departments (or

between a Secretariat Department and its attached office) for obtaining the
views, comments, etc., of other Secretariat Departments on a proposal,



32

obtaining a clarification, etc., of the existing instructions, of requisitioning papers
or information, etc. No salutation or complimentary closing words are used in
this form. Use of formal letters for communication between one department and
another is to be avoided.

(h) Office Order/Office Proceedings Form.— Instructions meant for
the members of the staff for carrying out official work in the department on
those relating to distribution of work among officers and sections, etc., are
issued in the form of "Office Order". Instructions on matters relating to the
members of the staff, e.g., grant of regular leave, increment advances,
declaration of completion of probation, award of minor punishments, etc., are
issued in the form of "Office Proceedings."

(i) "Wherever an officer (as distinct from Government) like Secretary to
Government *or Special Secretary to Government or Additional Secretary to
Government or Joint Secretary to Government or Deputy Secretary to
Government or Under Secretary to Government is designated as the disciplinary
or the appellate authority under the Tamil Nadu Civil Services (Discipline and
Appeal) Rules or other similar rules, the final orders to be passed in the
disciplinary case/appeal shall be issued as proceedings of the officer concerned
and the fair copies of such proceedings shall be signed by the said officer
himself/herself."

*Inserted vide G.0.Ms.N0.198, P & AR (A) Department, dated. 03.06.2004

(ii) "Approved list of candidates fit for appointment/promotion to various
categories under Group B in Tamil Nadu Secretariat Service/Tamil Nadu General
Service for which powers have been delegated to the Secretary to Government,
Personnel and Administrative Reforms Department for approval shall be issued
as Proceedings of the Secretary to Government, Personnel and Administrative
Reforms Department and the fair copies of such proceedings shall be signed by
the said officer himself/herself. In respect of categories coming under C and D
Groups in the Tamil Nadu Secretariat Service/Tamil Nadu General Subordinate
Service, Proceedings shall be issued in the name of the authority competent to
approve such lists and the fair copies of such proceedings shall be signed by the
said competent authority."

(i) Press Communiqué or Press Note form.— This form is used when it
is sought to give wide publicity to the decision of the Government. Press
communiqué is more formal in character than Press Note and will 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.

(j) Wireless message and Fax form.— This form is used for
communicating very urgent messages. Wireless messages intended for
subordinate offices of the Government in the district are sent through the Police
Radio Office, Chennai (State Government). The cipher staff attached to that
Police Radio Office will encode and decode messages in cipher.

Wireless messages intended for other State Governments and the
Government of India are sent through the Fax, installed in the Secretariat or
through the Inter-State Police Wireless Station (Central Government) which is
also located in the Police Radio Office. The cipher staff attached to this Radio
Station will also encode and decode messages in cipher.
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(k) Telephonic Message form.— This form is used for obtaining urgent
information from the Heads of Departments and other Offices in the city.

73. Contents of communications.— (i) Letters issuing from the
Secretariat, shall as a rule, be complete in themselves and, as far as possible,
independent of enclosures.

(ii) Correspondence shall be condensed as much as possible and repetition
and unnecessary details avoided.

(iii) As far as possible, only one topic shall be dealt with in one
communication.

(iv) Demi-official correspondence shall not ordinarily be quoted in official
communications but this may be done at the discretion of the officer approving
the draft.

74. Communications received in Secretariat—Correspondence
Rules to be enforced.— The rules regarding the form, arrangement and
contents of communications from subordinate officers to the Government are
contained in the 'Correspondence Rules' extracts from which are printed in
Appendix II, Rule XII of those rules requiring that communications addressed to
the Government shall as a rule be complete in themselves and independent of
enclosures should be enforced strictly and letters received from Heads of
Departments which transgress this rule should be returned to them immediately
for rectification.

75. Communications issued from Secretariat to certain
authorities—Special rules.— (a)The following rules relate to communications
from the Secretariat to the authorities mentioned:-

(i) Government of India and other State Governments.— The
Government of India and other State Governments and Administrations are
ordinarily addressed by letter.

In all official correspondence by letter the name as well as the official
designation of the sender shall be set out at the head of every letter.

Letters to the Government of India should be complete in themselves and
should contain a concise abstract of such enclosures as it may be necessary to
forward.

As a matter of form it is not desirable to develop a personal touch in
letters to the Government of India and the use of personal pronouns should
therefore be avoided as far as possible. The following illustrations show the
correct way of addressing:-

Incorrect Correct
(1) (2)
I am to request you to make the I am to request that the necessary

necessary provision of funds provision on funds may be made.
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I am to request you to obtain the I am to request the sanction of, etc.
sanction, etc.

(ii) High Court.— (1) All communications intended for the High Court
should be addressed to the Registrar, High Court, in the form of letters. Any
specially important letters may, however, be addressed to the Chief Justice.

(2) Demi-official letters may be addressed to the Chief Justice or to the
Registrar, High Court, according to the importance and circumstances of each
case.

(3) Between State Governments and Foreign Governments:- State
covering letter addressed to the Registrar, High Court.

(iii) Speaker of the Tamil Nadu Legislative Assembly.—
(a)Communications sent by the Governor which must be dealt with by the
Speaker as such, whether they are messages or orders of sanction or
recommendations, or convey any requisite approval or permission, etc., should
be forwarded by any Secretary to Government in the administrative department
concerned demi-officially to the Secretary to the Tamil Nadu Legislative
Assembly Secretariat stating expressly that the communication has been sent
under the orders of the Governor and requesting that it may be placed before
the Speaker.

(b) Communications of a personal nature from the Governor to the
Speaker should go to him/her from the Secretary to the Government direct.

(iv) University.— Communications sent to the Vice-Chancellor and the
Registrar should be in letter form. Important communications should be
addressed to the Vice Chancellor.

(v) Headquarters, Andhra, Tamil Nadu, Karnataka and Kerala
Area.— Official communications intended for Headquarters, Andhra, Tamil Nadu,
Karnataka and Kerala Area should be addressed to the General Officer
Commanding, Headquarters, Andhra, Tamil Nadu, Karnataka and Kerala Area
and not to officers by name.

If envelopes are marked 'Secret' or 'Confidential' this will ensure their
being opened by an officer.

If any communications is for the personal information of the General
Officer-Commanding, only an endorsement on the envelope "to be opened by
the General Officer-Commanding personally or by Senior Staff Officer present"
will ensure that it is opened by the General Officer-Commanding if present, or by
his/her Senior Staff Officer, if he/she is on tour.

Other Military authorities.— Covers including those containing secret
and confidential documents intended for Commanders and Staff Officers of
Military information’s, may be addressed to the officers concerned by name, but
with the addition of the words "or next senior officer present".

(vi) Commissioners of Municipal Corporations.—  Official
communications intended for Municipal Corporations shall be addressed to the



35

Commissioners through the Mayors of the Corporations and shall invariably be
despatched in covers addressed to the Mayors and not to the Commissioners.

(vii) Commissioners of Municipalities.— Official communications
intended for the Commissioner of a Municipality shall be addressed to the
Commissioner of the Municipal Council through the Chairman of the Municipal
Council and shall invariably be despatched in covers addressed to the Chairman
and not to the Commissioner.

NOTE.— (1) Correspondence between the Government and the
Commissioners of Municipal Corporations and the Commissioners of the
Municipalities in their capacity as Returning Officers or vice-versa may be direct
instead of through the Mayor or the Chairman of the Municipal Council, as the
case may be.

NOTE.— (2) Whenever the elected council of a Corporation is superceded
by orders of Government and a "Special Officer" has been appointed, the
communications addressed to the Commissioner shall be routed through the
Special Officer.

(viii) Advocate General.— (1) The Advocate-General is a highly placed
official. References to him/her should go only when it is considered essential.
Copies of Government Orders, etc., addressed to any of the Law Officers which
do not require the attention of the Advocate-General should never be sent to
that officer.

(2) Where the Advocate General is to be consulted, purely for legal
opinion, the Departments of Secretariat should, after obtaining orders in
circulation, remit the file to the Law Department with a draft letter to the
Advocate-General. The Law Department will then finalize the draft consulting the
administrative department when there is any material alteration in the
statement of facts, send the letter as so finalized to the Advocate-General and
obtain his/her opinion. In every urgent and secret cases, however, the Advocate-
General may be consulted direct, after obtaining orders in circulation.

(3) Letter asking for the Advocate-General's opinion on Bills or Proposals
for Legislation should also be sent to Advocate-General through the Law
Department.

(4) The Advocate General does not himself/herself generally appear in
cases, but only leads the subordinate Law Officers whenever he/she is required
to do so. The words 'enter appearance' should appropriately be used only in the
case of the deputies, and when Government consider that the Advocate-General,
should appear; the terms to be used should be. "The Advocate-General, Chennai
is requested to appear" Copies of letter, etc., addressed to either the
Government Pleader or any other Law Officer enquiring about the result or stage
of a particular case or requesting him/her to send copies of judgment or order of
the High Court or Proceedings should not be sent to the Advocate-General. All
routine correspondence should be addressed to the Government Pleader,
Chennai. While orders requesting him/her to appear or lead any of the
subordinate Law Officers, as the case may be, can be communicated to him/her
direct, all enquiries about the result or stage of a particular case or request for
copies of judgment or order of the High Court, or Proceedings, should be
addressed only to the appropriate sub-ordinate Law Officer.



36

(5) It is not proper to ask him/her to explain matters, etc., in a routine
way. It is also desirable that no reference should go to him/her, except on the
orders of Ministers; and

(6) Any matters connected with the claim of fees, etc., where it is
proposed to ask him/her to reconsider or where any language which suggests
criticism of the Advocate-General has to be used the file should be circulated to
the Chief Minister through the Chief Secretary. The payment shall be made as
per the rates fixed by Government in the Public Department from time to time.

NOTE.— 1. The above procedure shall not apply to the Legislative
Assembly Secretariat whenever it consults the Advocate-General under the
direction of the Speaker or a Committee of the Legislative Assembly.

NOTE.— 2. While addressing the Law Officers of the Government in
Chennai City and particularly the Advocate General, who is the highest Law
Officer of the Government, or while issuing instructions to them care should be
taken to see that the language employed in addressing them is polite and
courteous. Words such as "the Government direct" should not be used, but
instead the instructions should be conveyed in the form of a request.

NOTE.— 3. In cases where it is proposed to consult the Advocate General
for legal opinion, the files should be circulated to the Minister for Law in addition
to the Minister in-charge. This procedure has necessarily, to be followed even in
cases where any State owned Corporation wants to consult the Advocate
General in his/her official capacity. In extremely urgent cases, the Department
of the Secretariat concerned may orally obtain the orders of Minister for Law and
then consult the Advocate General.

(ix) Tamil Nadu Public Service Commission.— Official communications
intended for the Tamil Nadu Public Service Commission should be addressed to
the Secretary to the Commission.

(x) Other authorities and private persons or bodies.— Use of
honorifics.— In all official correspondence, the following honorifics should be
prefixed to names irrespective of the race or religion of the person concerned:-

Man Woman
Indian Nationals Thiru Thirumathi (Hmud) if married and Selvi
(@gevet)) if unmarried.

Other Nationals Mr. Mrs. or Miss. as the case may be

Note (1).— “Thiruvalargal” (Hmeursriesr) "Thirumathiyar" (Smudut) and
"Selviar" (@Qeealwi) should be used as plurals for "Thiru", "Thirumathi" and
"Selvi" respectively.

Note (2).— While addressing companies, firms, etc., bearing personal
names, the honorific "Messrs." should be used in English Correspondence and
the honorific "Thiruvalargal" in Tamil Correspondence.
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Example:— Firms bearing Personal names.

For Correspondence in English For Correspondence in Tamil
1. Messrs Spencer & Co. Slmeursigssir evGlLsisro & sGLesf]
2. Messrs King & Co. Slmeuremiser Sk & snGlLesf]
3. Messrs Kalyanam & Co. Slmeumemiaer seviimennrd & sLoGILesf]

While addressing companies, firms, etc., bearing impersonal names, the
use of honorifics should be dropped, both in English and in Tamil
correspondence:

Example Firms bearing Personal For Correspondence in Tamil

names. For Correspondence in English

1. The A.C.C., Chennai Smeursisser 61.81.8)., Glaemsmeor

2. The Universal Book House, Chennai  gufmeurermaer; w-+sstufeum; Oev; (0&; ‘g D;ep
(G&eor;6menT.

3. The Neyveli Lignite Corporation Smeumsmiaer GmLLIG6160] s0lGemenT STLILGTaS 6T

Medical and Veterinary practitioners (except those who hold military
rank), whether in the service of Government or not, should be addressed by the
courtesy title of "Dr." before their names and with their degrees, licenses, etc.

76. “"CHANNEL OF COMMUNICATION BETWEEN STATE
GOVERNMENTS AND (A) FOREIGN DIPLOMATIC MISSIONS IN INDIA (B)
INDIAN MISSIONS ABROAD; AND (C) FOREIGN GOVERNMENTS.

A. Between State Governments and Foreign Diplomatic Missions in
India:

1. All official communications with Foreign Diplomatic Missions in India
should normally be addressed to and by the Ministry of External Affairs. Should
any communication be addressed by a foreign Mission direct to a State
Government, including invitations to Ministers, senior Government officials, etc.
to visit abroad, the latter should consult the Ministry of External Affairs at the
earliest opportunity. A reply will be sent by the Ministry of External Affairs who
may, alternatively, ask the State Government to send a reply adding a polite
request that such communications should, in future, be addressed to the
Ministry of External Affairs.

2. There is no objection to direct correspondence between the Consuls
General, Consuls and Trade Representatives of Foreign Governments and the
Deputy High Commissioners of Common wealth countries in India on the one
hand, and State Governments on the other on routine matters such as a request
for factual information of a non-confidential nature on technical subjects. When
in doubt, the advice of the Ministry of External Affairs should invariably be
obtained. If security considerations arise, the Ministry of Home Affairs and / or
the Ministry of External Affairs should be consulted.

3. Correspondence, which relates to a matter involving, directly or
indirectly, a question of policy or one, which, though not initially, may eventually
raise a policy, should be made only through the Ministry of External Affairs.
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4. The Registrars General of Births, Deaths and Marriages of States in
India may forward directly to the foreign Missions concerned, certificates of
births, deaths and marriages, in respect of foreign nationals.

5. All correspondence pertaining to visits of Head of Missions / diplomats
stationed in Delhi to other States / Cities in India and for meetings with
dignitaries and officials of the State Governments must be invariably addressed
to the Ministry of External Affairs. This procedure will also be followed for the
visit of diplomatic delegations from overseas to different States / Cities in India.
In case such requests are received directly by the State Governments, they
should invariably consult the Ministry of External Affairs at the earliest
opportunity. A reply will be sent by the Ministry of External Affairs, which may,
alternatively, ask the State Government to send a reply adding a polite request
that such Communications should, in future, be addressed to the “Ministry of
External Affairs”

B. Between State Governments and Indian Missions in foreign
countries:

1. There may be direct correspondence between State Governments and
the Indian Missions abroad on routine matters provided copies of such
correspondence are endorsed to the Ministry of External Affairs as well as to the
Administrative Ministry concerned.

The following types of cases belong to this category:

(D) Enquiries relating to births, deaths, residential addresses, antecedents,
whereabouts and welfare of Indian nationals residing abroad or in India;

(i) Verification of Statements that may have been made by certain applicants
for securing Indian or foreign travel documents;

(iii)  Verification of the services of ex-employees of foreign Governments, their
medical examinations, etc. and vice-versa; and

(iv)  Petitions and complaints from Indian nationals asking for miscellaneous
kinds of assistance either from a Mission abroad or State Government in
India.

Correspondence on the following shall continue to be channelled through the
Ministry of External Affairs:

() Transmission of Judicial documents. Once, however, the documents have
been transmitted, all further correspondence in the matter may take place
between the State Government concerned, and the Indian Missions
abroad, copies of correspondence being sent to the Ministry of External
Affairs for information.

(i)  Subordinate offices of the State Governments are not authorized to
correspond with the Indian Missions.
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Ex ions:

I. Between a Licensing Authority and Indian Missions abroad - Licensing
authorities in India authorized to issue Indian Arms Act and the Rules framed
thereunder, may enter into direct correspondence with the concerned Indian
Missions abroad in connection with the renewal of a license granted by the
latter; copies of the communications made should, however, be simultaneously
endorsed to the Ministry of External Affairs;

I1. Between Directors of Public Instruction/Education and Indian Missions—
Directors of Public Instruction/Directors of Education or other officers holding
equivalent posts in the States, may correspond direct with Indian Missions
abroad in reply to the latter's request for verification of the educational
qualification and service rendered by teachers who were initially employed in
India;

I1II. Between the Registrars General of Births, Deaths and Marriages and
Indian Missions — When an Indian Mission or post abroad is approached by an
Indian citizen for a copy of a certificate of birth, death or marriage, the Mission
may enter into direct correspondence with the Registrar General of Births,
Deaths and Marriages of the State Government concerned. The Mission or post
should also recover, on behalf of the Registrar General the requisite fee for the
issue of such a certificate. The head of account to which such a fee is to be
credited shall be indicated by the Registrar General; and

IV. When a foreign Government approaches an Indian Mission for the
grant of an emergency certificate to a person of Indian origin to enable that
Government to deport such person to India for violating local laws, the Mission,
unless specific orders to the contrary exist, should contact the district authorities
in India directly and satisfy itself that the person concerned is an Indian Citizen
in accordance with the Constitution of India or / and the Citizenship Act, 1955,
and in accordance with such executive instructions as the Government of India
may have issued or may issue in future in regard to citizenship. Copies of all
such correspondence should simultaneously be endorsed to the Ministry of
External Affairs. (If a Mission/Post abroad considers that a particular deportation
has political implications, or if there is large scale deportation of Indian
nationals, it should obtain the prior orders of the Government of India from the
Ministry of External Affairs, before issuing emergency certificate to or agreeing
to the deportation of the persons concerned).

C. Between Stat vernments and Foreign vernments:

State Governments should not correspond directly with foreign
Governments. Normally, such communications are not acted upon by the foreign
Governments concerned, but are made over by them to the appropriate Indian
authority. The proper channel of communication with foreign Governments is the
Government of India in the Ministry of External Affairs and the Indian Diplomatic
Mission/post in the country concerned, or, where there is no Indian
representative, channel deemed appropriate by the Ministry of External Affairs.

Indian Courts responsible for enforcing foreign maintenance orders may
correspond directly with foreign courts in routine matters relating to such
maintenance orders, and in the remittance of payment due under them.
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D. CHANNEL OF COMMUNCATION BETWEEN CENTRAL / STATE
GOVERNMENTS AND PRIVATE INDIVIDUAL / ORGANISATIONS
ABROAD.—

Ministries of the Government of India, their attached and subordinate
offices, State Governments and other Governmental organizations in India may,
in the transaction of day-to-day business correspond directly with appropriate
individuals, non-official organizations in foreign countries, provided that copies of
all such correspondence are endorsed to the Indian diplomatic or consular
representatives concerned and to the Ministry of External Affairs so as to keep
them fully informed and to enable them to provide any further information or
advice that may be sought by such organization, as well as to make them
directly aware of the relations between such organizations and Indian
authorities. Ministry of Overseas Indian Affairs may also directly communicate
with overseas Indians and their organizations / associations on matters falling
within its mandate provided the bonafides of local organizations are checked
from Indian Missions/Posts concerned.

The term Governmental organizations also include Committees, District
Boards, bodies of Port Commissioners or other authorities legally entitled to or
entrusted by the Government with the control or the management of Municipal
or a local Fund.

E. BETWEEN LOCAL BODIES AND FOREIGN GOVERNMENTS.—

Local bodies should be advised by the State Governments that when they
receive a communication from abroad, including invitations to visit abroad, they
should refer it to the State Government, along with the proposed reply for
instructions. If the matter under correspondence is of a routine and non-political
character and the communication is not from a foreign Government authority,
the State Government may authorize the local bodies to send a reply direct. If,
however, a political issue is raised, or it appears that the correspondence may
have important or embarrassing implications, the advice of the Government of
India in the Ministry of External Affairs should be sought.

F. CHANNEL OF COMMUNICATION BETWEEN THE GOVERNMENT OF
INDIA AND U.N. AND ITS SPECIALISED AGENCIES AND OTHER INTER-
GOVERNMENTAL ORGANISATIONS.—

Ministry of External Affairs is the nodal Ministry for correspondence with
the UNO and all its specialized agencies. All correspondence with the United
Nations and its specialized agencies, regional economic commissions,
international organizations and other inter-Governmental organizations, should
normally be conducted only by the Ministry of External Affairs either directly or
through the Permanent Missions of India to the United Nations at New York and
Geneva. To enable the Ministry of External Affairs and, where necessary, the
Permanent Missions of India at New York / Geneva to maintain their records
properly, two spare copies of each such communication should invariably be
attached to the original when sent to the Ministry of External Affairs for onward
transmission.

Correspondence on routine matters may, however, be addressed to the
specialized agencies / and subsidiary organs of the United Nations direct, by the
various Ministries concerned, provided that copies are simultaneously endorsed
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to the Ministry of External Affairs and where necessary to the permanent
Missions of India at New York / Geneva.

G. MISCELLANEOUS

1. The Indian Mission in the country concerned should be kept fully
informed about important orders or contracts being placed or negotiated direct
with foreign firms or industries by Ministries of the Government of India or other
Governmental authorities. Failure to do so, places the Indian Missions concerned
in an awkward position when enquiries are made from them in regard to such
matters and they have no information on the subject.

2. Invitations to foreigners to visit India - No invitation should be
sent by a Government, semi-Government institution, or local body in India to
official or non-official delegations from foreign countries to visit India, without
consulting the Ministry of External Affairs as well as the Ministry of Home Affairs.

3. Indian Delegations visiting Foreign countries - A Government
organization intending to send a delegation abroad should be advised that an
invitation to send a delegation to visit a foreign country should not be accepted
without the knowledge and consent of the Ministry of External Affairs. If the
Ministry of External Affairs is not kept in the picture, it may not be possible for it
to render facilities in the matter of passports etc. or other necessary assistance
to the delegations. If any facilities in a foreign country are required by
visitors/visiting delegations from India, the Ministry of External Affairs should be
approached immediately for the purpose. No direct approach in the matter
should be made to foreign mission in India. When there is no time to do so,
Indian Missions abroad may be approached direct, copy of the request being
simultaneously endorsed to the Ministry of External Affairs. Communications of
this kind should indicate clearly what specific facilities are required. If the visit is
one in which the Government of India is directly concerned, it should be
specified whether—

(a) transport arrangements are required at the time of arrival and during the
visit;

(b)  hotel accommodation is required. If so, the status and pay as well as full
details of the accompanying families, etc. should be given; and

(c) any payments have to be made by the Mission abroad. If so, the requisite
sanctions should be forwarded as early as possible and positively on
arrival of the delegation. All such sanctions should be specific in regard to
expenditure to be covered e.g. compensatory allowances, the party’s
entitlement of railway or airfares, daily allowance etc. and whether any
salaries or other allowances are to be paid in foreign currencies.

Indian Missions/posts abroad are placed in an awkward position if Indian
visitors for whom they are asked to make appointments and hotel reservations,
and secure other facilities without adequate notice, either fail to turn up, or so
late that it upsets all their previously arranged programmes. This, apart from
affecting the reputation of the Mission concerned, and seriously impairing its
capacity in future to make the best arrangements for Indian visitors, generally
affects Indian prestige as a whole in the country concerned. Therefore, Indian
visitors, should strictly adhere to the programme drawn up for them and if, for
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unavoidable reasons, they are compelled to alter it, they should endeavour to
give notice of their inability to do so and make appropriate apologies to all the
concerned as early as possible. Therefore, visitors should strictly adhere to the
programme drawn for them and if, for unavoidable reasons, they are unable to
do so, they should intimate to all the parties concerned well in advance of the
necessity and reasons for the change.

Requests for facilities for the inspection of and visits to Governmental or
private institutions abroad should be made to the Indian Missions in the
countries concerned well in advance, so that whenever it is practicable, full
information about their programme may be supplied to them well before they
leave India, or at an early date before they arrive in the country to be visited.

It is the duty of the Indian Missions abroad to look after the interests of
Indian nationals in foreign countries and render assistance in matters such as
accommodation, visas, etc. To enable them to discharge this responsibility,
Indian visitors should keep the Missions fully informed of their itinerary well in
advance, and failing that, get into direct touch with the Missions immediately on
their arrival, and also keep the Missions informed of their subsequent
movements.

It is advisable for a visiting Indian delegation, official as well as non-
official, to be briefed by the Head of the Indian Mission or by the concerned
officer in the Mission, as may be appropriate or practicable, before negotiations
with local authorities are started.

When Indian Missions are asked to reserve accommodation for visiting
delegations on official business, they shall do their best to obtain the most
suitable accommodation available at the authorized rates fixed for such purposes
by the Government of India. The accommodation so engaged will be the
accommodation officially provided by the Government for the delegation. If, for
any reasons, such accommodation is not availed of and consequently some
infructuous charges have to be incurred for the cancellation of the reservation
made, such expenditure shall be debited to the account of the authority under
whose direction the accommodation was originally engaged. Officers visiting
foreign countries on tours sponsored by the Government should be requested to
accept the accommodation that the Indian Missions are able to provide for them.
Our Missions abroad are under no obligation and are not equipped to meet any
demands on them to arrange hotel accommodation or arrange tours for Indian
nationals going abroad on private business and such demands should be strictly
discouraged.

4. Public bodies and private persons.— Indian Missions abroad are
occasionally approached direct by public bodies in India about proposed
exhibitions, sports tournaments, etc. to be brought to the notice of local
Governments and other organizations in foreign countries. They are also asked
by such bodies to collect information or other materials required by them for
some purpose or the other. It is not feasible to direct private persons or public
bodies in India to route all their requests to Indian Missions through the Ministry
of External Affairs. The question whether and, if so, to what extent such
requests should be complied with, is left to the discretion of the Head of the
Mission to deal with on its merits. The Mission may politely refuse such requests
of private individuals or public bodies and ask them to apply through the
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Government of India if it thinks that they are unsuitable or not worthwhile
complying with.

5. Indian Students and Missions abroad.— Indian students applying
for educational or practical training abroad from India shall not, as a rule,
correspond directly with the Indian Mission concerned. They should apply
through the Indian University last attended by them or through the Ministry of
Human Resource Development, or of Labour according to whether they are
private students, or are already employed in some concern in India. The Ministry
of Labour will scrutinize applications for training facilities to the level of Foreman
and Ministry of Human Resource Development for practical training above this
level. Indian students already in abroad may carry on direct correspondence with
the Mission concerned, and copies of such correspondence need not necessarily
be sent to the Government of India.

6. Requests for the recovery of loans from private Indian students, as well
as requests for the reception for the students returning to India on ground of
health should not be addressed to the Ministry of Human Resource Development,
if the student concerned is studying/undergoing practical training on his/her own
or under the auspices of the State Government. All such correspondence should
be addressed direct to the State Government concerned.

77. Instructions in regard to direct correspondence between
Heads of Departments of this State and their counterparts in other
States in India.— The Heads of Departments of this State can correspond
direct with their counterparts in other States in India on matters of routine and
non-controversial nature. They should, however, send to Government in the
administrative department copies of such correspondence for information.

Correspondence on all important and policy matters of controversial nature
should, however, be routed by the Heads of Departments through the
administrative department of the Government.
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CHAPTER VII
REFERENCING, NOTING AND DRAFTING
Section I — General Instructions

78. (@) Secretary.— The Secretary is the official head of his/her
department and it is his/her duty to take efficient steps for the prompt despatch
of business in his/her department. In cases of exceptional urgency the procedure
laid down must be expedited by all possible means. Personal communication (by
telephone or otherwise) should be freely resorted to with a view to reduce the
volume of noting.

*(b) Special Secretary, Additional Secretary, Joint Secretary and
Deputy Secretary.— The duties of these officers are to assist the Secretary
who shall, however, delegate sufficient responsibility and authority to them so
that the work in the department is handled smoothly and efficiently. Policy
matters and all important matters should be dealt with in consultation with the
Secretary who will be in overall charge of the department.

*[Added vide G.0.Ms.N0.198, P & AR (A) Department, dated. 03.06.2004]

(c) Under Secretary.— The functions of the Under Secretary are to
control and supervise the sections placed in his/her charge. He/She will instruct
them how to deal with papers, both generally and in individual cases, and see
that such instructions are carried out and that papers are properly handled. It is
his/her duty to check delay, superfluous noting and prolixity of language,
whether in notes or drafts, and enforce the rigid observance of all rules in regard
to such matters as the form and scope of office notes and drafts, the
communication of copies of documents as enclosures, referencing, the citation of
precedents and authorities, indexing, the nature of records that should be
printed, and the editing of matter for the Press. In accordance with the
recognized practice and such specific instructions as the Secretary may issue
from time to time, he/she may pass final orders approving proposals which are
of a routine nature or which require only the formal sanction of Government. In
other cases, he will see that points on which orders are required are clearly and
concisely set forth, and will ordinarily express his/her own views on them. When
the Government have passed orders on a case, he/she should see that those
orders are conveyed completely, accurately and clearly without unnecessary
verbiage to those whom they concern, and that all points for orders are dealt
with in the communication to be issued.

Noting and drafting on a case of a difficult or complicated nature should as
far as possible, be done by the Under Secretary who should make free use of
Personal Clerks and utilize the service of Assistant Section Officers and Section
Officers for the collection of statistics or papers or any information which he/she
may require. In some cases he/she may save delay and trouble by indicating
appropriate disposals on papers when received in the tappal and drafting on
papers immediately on their return from circulation. In the case of papers
received unofficially from other departments it is often possible for him/her to
note at once on receipt.

(d) Section Officer.— The Section Officer is responsible generally for the
prompt, steady and efficient despatch of work of his/her section. He/She is
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personally responsible to keep a watch over time-marked references received in
the section, where final replies have to be sent or final orders issued before a
particular date and take appropriate action to put up the cases to the officers in
time. He/She must constantly examine the cases pending with his/her Assistant
Section Officers to see that they do not delay them; he/she should advise
his/her Assistant Section Officers as to the manner in which they should deal
with individual cases and should encourage them to come to him/her for advice
whenever they have doubts. He/She should insist on his/her Assistant Section
Officers studying the currents and beginning to collect papers for reference
immediately on their receipt. He/She should check any tendency to unnecessary
and too elaborate research on matters not pertaining to the issue in question.
He/She should see that currents are put up quickly and according to the nature
of their urgency and that they are properly referenced. He/She should check
prolixity in noting. The chief merits of a good note being lucidity, completeness
and brevity, he/she will see that they are constantly kept in view both by
himself/herself and his/her Assistant Section Officers. The Section Officer is not
expected to express views or suggest what orders should be passed except
where they necessarily follow from some provision of law or rule or are in
accordance with precedent.

Note.— The above directions will apply mutatis mutandis and Assistant
Section Officers who submit papers direct to Officers.

The Secretary shall identify and allot the subjects to be dealt with by the
Assistant Section Officers / Section Officers / Under Secretaries to Government
independently and submit the files to the officers concerned under “Level Jump”
system for issue of orders. (i.e.) an Assistant Section Officer to submit the files
directly to the Under Secretary to Government / Secretary to Government and a
Section Officer to submit the files directly to the Deputy Secretary to
Government and then to the Secretary to Government and so on. An illustration
is given below.—

Subject Level of Officers
(1) (2) (3)
a) Sanction of
annual
Increment Assistant Section
b) Sanction of Officer Under Secretary Secretary
leave/extension
of leave
c) Routine Assistant Section Under Secretary
reminders Officer
d) Transfers and Section Officer Deputy Secretary Secretary

Postings

e) Preparation of
panel

f) Disciplinary
matters

Under Secretary

Secretary

From time to time the Section Officer will scrutinize a file, picked out a

random or for some special reason, from the files that the Assistant Section




46

Officers have dealt with and are authorized to submit direct, on their way to the
Secretary or the Under Secretary. Such files, he will initial, after taking such
action in regard to them as he/she may find necessary.

Papers returning from the Secretary will pass the Section through the
other Officers concerned and all papers returning from those officers will pass to
the Assistant Section Officer concerned through the Section Officer. From the
notes written by those officers and their modifications of the drafts put up by the
Assistant Section Officers, the Section Officer will know what each Assistant
Section Officer is capable of what help and guidance he requires and where he is
liable to fail and must therefore be watched.

The Section Officers are authorized to pass final orders in respect of the
following cases:—

(1) Sending of files to Bills section for certifying eligibility for leave, for
making entries in the Service Books, requesting particulars of loans and
advances sanctioned or to be sanctioned.

(2) U.O. references by other departments or sections calling for records or
requesting the tracing of lost records or files.

(3) All currents (including Government Orders) which are sent only for
information and not for action.

(4) Issue of acknowledgment for records or communications received.

(5) Lodging of advance copies of petitions when there are no minutes of
Ministers or orders of Officers.

(6) Calling for old records from the Tamil Nadu Archives.

(7) Return of references from Heads of Departments asking for copies or
orders.

(8) Furnishing of periodical reports to the consolidation section where the
particulars called for are 'nil'.

(9) Dealing with agenda, list of questions and list of papers placed on the
Table of the House received from the Legislative Assembly Secretariat.

(10) Intimation of assumption of charge by officers and perusal of C.T.Cs.

(11) Closing of papers relating to Tour Programme of Heads of
Departments and Ministers and other Officers.

(e) Assistant Section Officer.— Assistant Section Officer should assist
the Section Officer in all stages in dealing with a paper. They should study the
currents immediately on receipt, collect papers without delay and put up notes
and drafts. They are responsible for complete and accurate referencing and for
the proper arrangement of a case. They should assist the Section Officer when
he/she deals with cases himself/herself by procuring previous papers etc. They
should cultivate methodical and business like habits. They should freely seek the
advice and guidance of the Section Officer whenever they have doubts or
difficulties.
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79. Points to be attended to immediately after currents are
registered.— After the currents are registered the following matters should be
immediately attended to:-

(1) Scrutiny of currents with reference to "Correspondence
Rules".— Assistant Section Officers shall ensure that arrangement of
communications received by them conforms to the "Correspondence Rules".
(See Chapter IV — Forms and Rules of Correspondence). In trifling cases they
shall make the necessary corrections; otherwise they shall bring the matter to
the notice of the Section Officer who will take orders whether the communication
in question should be returned to the officer concerned for resubmission in
proper form.

(2) Copy to be made of communications which are not legible.— A
legible and clear typewritten copy of every communication which is not readily
and easily legible shall be made. It will then take the place of the original in the
case, the original being placed at the bottom of the case and a note to that
effect being made on the copy.

(3) Tagging of currents and enclosures.— Except in the case of bulky
papers, all the stitches of threads are cut off and the communication and the
enclosure arranged below it chronologically, punched in the left hand corner at
the top about an inch inside and a single tag is passed through the hole so that
the pages may be turned freely and read conveniently. Papers must not be
tagged untidily nor must the hole be poked in the papers with the printed end of
the tags.

(4) Arrangement of enclosures.— If the enclosures are bulky and
inconvenient for punching they are kept below the communications and treated
as "put up" papers for reference purposes. The enclosures received should be
checked carefully and the result noted on the communication and the Assistant
Section Officer should verify whether the enclosures sent in original with a
reference to an outside office have been completely returned. If an enclosure is
not received the sender of the communication should be immediately informed;
in urgent matters by Fax/e-mail.

(5) Adding currents to case.— Use of current and note file sheets and
appropriate pads.— A paper relating to a pending case will be added to the
current or note file and a new current which does not relate to a case already
pending will, after a current file or note file sheet is added to it at the beginning
be put in appropriate pads buff with white tape for 'ordinary' papers, buff with
red tape for 'urgent’, blue for 'special' and yellow for 'Legislative Assembly'. The
use of these pads is described in Chapter XXV—'Miscellaneous'.

(6) Page numbering.— Pages should be numbered continuously. Both
sides of each leaf should be numbered even though one of the sides may be
blank. The numbering of the front and back pages should be done at the right
and left hand top corners respectively. Old page numbering, if any, should be
erased or scored out neatly and clearly. Over-writing should be avoided.

(7) Punching of adhesive stamps.— All court-fee stamps affixed to
documents received in the office should be punched through the figure-head if
that has not already been done by the Assistant/Assistant Section Officer in-
charge of Tappal; in regard to those affixed in excess of legal requirements a
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certificate will be issued to the party concerned in accordance with Standing
Order No0.96(2) in the Tamil Nadu Stamp Manual.

80. Preliminary points for action.— (1) Transfer of currents.— A
paper belonging to another Department of the Secretariat should immediately be
put up to the Under Secretary concerned with an Unofficial Note transferring it to
that department. Such papers may also be transferred on the orders of the
Section Officer if he has been specifically authorized to do so.

(2) Treatment of currents containing points for orders in more
than one department or section.— In the case of a communication received
in one Department of the Secretariat containing matter which requires orders in
another Department of the Secretariat, an extract of the portions relating to
such matter should be forwarded immediately to the other department under the
orders of the Under Secretary concerned. A similar procedure should be adopted
in regard to portions in a communication relating to another section or sections
in the same department.

(3) Preliminary action on important communications.— In the case
of an important communication from the Government of India of the first report
of an occurrence which under the orders in force should be reported to the
Government of India.

(4) Acknowledgment of communications.— Letters  from
representatives of India in Foreign and Commonwealth Governments, or from
Ambassadors of India in other countries, or from non-official bodies such as
Chambers of Commerce, etc., or from non-officials including Members of
Parliament and the State Legislative Assembly or D.O. letters from prominent
officials such as Secretaries to Government of India should be acknowledged
immediately on receipt. Such an acknowledgment will not be necessary if in any
case the final reply itself could be sent within about a week. In cases where
immediate acknowledgment is not made, every effort should be taken to see
that the final reply is sent within that time-limit.

In the case of representations received from the Members of the State
Legislative Assembly and Members of Parliament, final replies should be sent
from the Minister concerned after they have been examined by the departments.

(5) If there is likely to be delay in issuing orders on an urgent reference
from the High Court or other Head of a Department, the fact should be intimated
to them at once.

81. Duty of Officers at all levels to take note of previous
discussions and orders while dealing with references.— In many cases,
the shaping of Government policy and the success of important schemes of
Government largely depend upon the care bestowed by officers who have
occasion to deal with the files. Any discussion of an important issue without
reference to its previous history would be incomplete and in some cases even
dangerously embarrassing. All Officers should ensure that while going into a
question, all previous discussions are duly taken note of. The following
guidelines are laid down for the benefit of officers to carry out the above
instructions.—
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(1) The Officers should ensure that all points emerging from discussions
between two or more officers of the same department and that conclusions
reached are recorded on the relevant file by the officer authorizing action.

(2) They should ensure that all discussions/instructions/decisions which
the Officer recording them considers to be important enough for the purpose,
are got confirmed by all those who have participated in or are responsible for
them. This is particularly desirable in cases where the policy of the Government
is not clear or where some important departure from the prescribed policy is
involved or where two or more levels differ on significant issues or the decision
itself, though agreed upon by all concerned, is an important one.

(3) The Officers should make a thorough personal scrutiny of every paper
or file before passing orders or drafting a report to their superiors.

(4) The Officers should make an imaginative effort to find out whether the
matter before them is likely to have had a previous history or whether a
situation similar to the one dealt with in the file would have arisen in the past.

(5)The Officers should study the file with a view to finding out whether
there is evidence in the file itself suggesting that the matter had been
considered on an earlier occasion.

(6) The Officers should ensure that proper disposals are given to cases,
and that the numbers of the previous and subsequent disposals are duly noted
on the back of the disposal jackets.

(7) The Officers should ensure that proper 'titles' are chosen for the final
disposals to facilitate subsequent identification and tracing of the disposal.

(8) The Officers should ensure the prompt preparation of indexes of
disposals.

(9) They should ensure that the staff consult indexes before putting up
notes.

81.A. Oral instructions by higher officers.— (1) Where an officer is
giving direction for taking action in any case in respect of matters on which
he/she or his/her subordinate has powers to decide, he/she 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/her earliest.

(2) An Officer shall, in the performance of his/her official duties, or in the
exercise of powers conferred on him/her, act in his/her best judgment except
when he/she is acting under instructions of an official superior. In the latter
case, he/she 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/her immediate superior but one
higher to him/her in the hierarchy, he/she shall bring such instructions to the
notice of his/her immediate superior at the earliest.
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81.B. Oral Orders on behalf of or from Ministers.— (1) Whenever a
member of the personal staff of Minister communicates to any officer an oral
order on behalf of the Minister, it shall be confirmed by him/her in writing
immediately thereafter.

(2) If any officer receives oral instructions from the Minister or from
his/her 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.

(3) If any officer receives oral instructions from the Minister or from
his/her personal staff and the orders are not in accordance with the norms,
rules, regulations or procedures, he/she should seek further clear orders from
the Secretary 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.

81.C. Confirmation of oral Instructions.—

(1) If an officer seeks confirmation of an oral instruction given by his/her
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.

82. Order of preference in dealing with papers.— Papers shall be
dealt with as they arise, priority being given to urgent papers and
communications from the Government of India.

“Special' papers.— Whenever in any section a paper or file is received,
which is marked 'special' or should in the opinion of the Section Officer be
treated as 'special’, the Section Officer shall see that it is dealt with at once. If
the files has to go to any officer when he is not at the Secretariat, the Section
Officer will see that it is despatched at once by special Office Assistant who must
be given clear instructions where to take the file on its return.

When the draft has been finally passed for issue he/she will see or depute
an Assistant Section Officer to see that it is fair copied and despatched without
delay. Section Officer will be held responsible for any unnecessary or avoidable
delay, whether the delay is actually caused by them or not, in the disposal of
'special’ files and in actual issue of orders thereon.

83. Translation of papers.— Petitions or other communications in the
language of the State, viz., Tamil should be translated by the Assistant Section
Officers themselves with the assistance, if necessary of the Section Officer of the
section or of the staff in some other section of the Secretariat. If, in any
particular case, any special difficulty in translation is experienced, the Director of
Translations may be consulted by U.O.

Full translations will ordinarily be put up of petitions and brief abstracts of
enclosures unless instructions to the contrary are given.
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The Department issuing Government Notification, press communiqué,
leaflet or other important papers will get them translated by the Director of
Translations, where necessary. When sending requisitions for translation, the
Departments of Secretariat should supply the Director of Translations with four
spare copies of the notifications, etc., to be translated into the language of the
State, viz., Tamil.

Petitions or other communications in the minority languages of the State,
viz., Telugu, Malayalam, Kannada, Urdu and Hindi should be sent to the Director
of Translations for being translated into English or Tamil, as the case may be.

84. Reference to outside officers to be made without delay before
referencing and noting.— After the action referred to in paragraphs 79 and 80
above has been taken, the Assistant Section Officer will reference the papers
and carry out instructions of the Section Officer, if any, as regards the
preparation of a note or draft. The system of referencing, noting and disposal
are dealt with in the succeeding sections. Before, however, this is done, it should
be considered whether the file should be referred to any officer or authority
outside the Secretariat (e.g., the Accountant-General). If so, time may often be
saved by making this reference at once before the putting up of previous orders
or the writing of notes is undertaken.

85. Papers concerning more than one section—Submission to
Officers—Procedure.— When a paper concerns more than one section in the
same department, it will be submitted to the Secretary only after each section
has noted on it. Wherever possible a comprehensive note covering all the points
at issue and initialled by the Section Officers of all the sections concerned may
be put up.

When a note, etc., received from another department and relating to
matters which concern more than one section is submitted by a section, a
certificate should be given in the office note to the effect that action is being
taken by other sections on matters relating to them.

SECTION II — REFERENCING

86. Referencing—Collection of papers and books of reference.—
After a current has been registered and the steps mentioned in the preceding
section taken, the Assistant Section Officer will study it and see whether any
previous papers or books of reference are required in order to deal with it.
He/She should consult the index in order to trace such papers. It is of great
importance to put up previous correspondence bearing materially on points
raised in the paper under disposal. The putting up of relevant previous papers
will obviate the issue of inconsistent orders and possible wastage of time, as for
example, in making a reference to some other officer, which could have been
avoided if the previous papers had been traced and put up.

Every paper quoted by its number and date in a current and its enclosures
should be put up. If it is a Government disposal it can be obtained from the
records. If it is the despatch number of another office (for instance the number
of a Collector's letter) its disposal can be found out by consulting the Personal
Register. If no papers are quoted in the current and similar case has previously
been disposed of the precedent should be put up. If a paper is referred to only
by its subject, indexes under the appropriate heads must be consulted for
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proceedings in the "Manuscript Series, 4 Decennium Series, 3 Decennium Series,
2 Decennium Series and Decennium Series". Proceedings in the 'Routine' series
can be traced from the Register of Routine Proceedings and other papers from
the Personal Register. Stock files maintained in the section will also help in
getting relevant papers, but stock files should not be put up if this can possibly
be avoided.

When bulky volumes are referred to and the passages in them bearing on
the point or points at issue are not long, typed extracts of such passages and
not the volumes themselves may be put up.

If the required papers are not printed and the originals or copies are not
available, substitutes may be put up. The substitute for a paper which is under
disposal is an extract from the Personal Register and that for a paper which has
been disposed of is an extract from the index or Register of Routine Proceedings.
Currents which require urgent action should not, however, be delayed unduly on
the ground that previous papers or books of reference required for their disposal
are not readily available.

87. Care of papers put up.— Particular care should be taken in handling
old records. They should not be injured by attaching tags or pins or by writing on
them or underlining or sidelining passages in them. Whenever it is seen that a
sheet is torn or not properly stitched, the Assistant Section Officer concerned
should repair the sheet before putting up the paper in the case. Old papers
should be flagged as described in paragraph 93 (a) below.

88. Arrangement of cases.— After the required references have been
obtained, the papers in a case will be arranged in the manner shown below: -

A case under disposal consists ordinarily, in addition to the papers and
books put up for reference, of two main portions —

(i) Current File and (ii) Note File

These two portions are maintained separately until disposal, i.e., not
tagged together and are, except in trifling cases, distinguished respectively, by
separate covering sheets.

During the disposal, the arrangement of papers in a case beginning from
the bottom is--

(i)  the put-up papers,

(ii)  the current file,

(iii) the draft where a draft is submitted,

(iv) the note file,

(v) books of reference placed at the top of the case outside the flaps of the
pad.

If there is a sectional note file in a case, it is placed immediately below
the main note file.

89. Arrangement of put-up papers.— (i) The put up papers are placed
face upwards and are arranged in chronological order, the oldest at the bottom,
the next in date immediately above and so on, the latest being placed at the top.
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Old records should be carefully handled. Records received from the Tamil Nadu
Archives and containing sheets which are fragile or otherwise liable to damage
on handling should not be put up in files in original, but only copies of them
should be put up. Such documents should be returned to the Tamil Nadu
Archives safely as soon as copies are taken. Other old records received from the
Tamil Nadu Archives should be put up in envelopes before they are put up in a
file.

(ii) Noting of put-up papers on current file sheet and their verification in
unofficial transmission.— Particulars of records which may be put up in a case
under disposal or removed there from should be noted by the Assistant Section
Officers concerned over their signatures under the printed headings of the
current file sheet or the note file sheet if there is no current file in a case. When
a case is transmitted unofficially from one department to another, the Assistant
Section Officer dealing with the case in the latter department should check the
records put up therein with the list and if any record is found missing, the fact
should immediately be brought to the notice of the former department through
the Under Secretary concerned.

90. Current File.— The current file consists at the outset, of 'official' (or
formal) or 'Un official' (or informal) paper or papers under disposal, to which are
subsequently added the office copies of any intermediate 'official' or ‘unofficial'
references and the replies thereto. The following papers are also added to it.—

(i) A question in the Legislative Assembly and any official or un official
reference issued in connection with it and replies to such references;

(ii) The original of the answer after despatching copies to the Legislative
Assembly Secretariat should also be added to the current file, and

(iii) Demi-official communications other than from Ministers and the
Governor and telephone messages.

If the Demi-official or Un official communication contains anything
confidential or secret, the file to which it is added should, if it has not already
been treated as confidential or secret, as the case may be, be treated as such
from that time.

The papers in the current file are arranged chronologically, the papers of
earliest date on the top, each current being followed by its enclosures arranged
chronologically. The file is paged continuously in red ink unless the enclosures
are books or are unwieldy.

In files in which references have been issued to several Heads of
Departments, Collectors etc., or in which periodical returns are due from several
officers, and in respect of which action can be taken only when all the replies or
returns have been received, the replies to such references or returns should not
be added to the current file but should be kept separate as an enclosure file, the
replies or the returns, as the case may be, being arranged according to the date
on which they are received and the pages numbered in pencil tentatively. When
all the replies or returns are complete and the file is taken up for action, the
replies in the enclosure file should be re-arranged so as to conform as far as
possible to the method in which the various points in the file are dealt with in the
notes so as to reduce to a minimum the necessity for turning over the pages in
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the enclosure file backwards and forwards. Intermediate references for
facilitating further information or for clarification of any points, and replies to
such references should, however, be added to the main current file.

Ephemeral correspondence such as reminders issued and interim received
shall be conveniently added to a separate routine file and numbered
continuously in pencil. They shall not, however, be added to the current file.

90.A "A brown sheet should be used as a wrapper in all the pending files
to prevent wear and tear of files when the Current File runs to more than 500
pages, the current file shall be stitched and put up as Current File Volume - I,
Volume - II etc."

91. Note file.— The note file consists of the notes with unofficial
references and replies thereto, Demi-Official communications from Ministers and
the Governor and memoranda for the Council of Ministers. If a question in the
Legislative Assembly is sent from the Legislative Assembly Secretariat with an
unofficial note on a separate sheet of paper, the note should be the first page of
the note file. The pages in the note file will be continuously numbered in a
separate series in black ink and shall be references like those of the current file.
At the head of the first page of the note file will be written the title of the file
which should be arranged as laid down in Chapter XII — 'Indexing and purports'.

92. Need to record year in addition to date and month in Notes,
Drafts, etc.— Whenever a note, draft or order is initialled or signed in full by
any Government servant, the year as well as the date and month should be
shown. This rule, applies to all grade of officials and also to cases in which the
date without initials is required such as dates of receipt, despatch, circulation,
return from circulation, etc.

93. Flagging reference.— (a) Flags will be attached by paper fasteners
and not by pins, and will be affixed to the brown docket sheet and not to any of
the sheets in it. The flags should be arranged in such a way as to readily catch
the eye. They will be so arranged that one flag does not obscure another. Letters
or numbers printed in flags which are used to indicate papers in a case under
disposal shall not be altered to AA to A-2 or A-3, etc. In flagging papers the
oldest should as far as possible be flagged first and then the later papers in
order commencing with letter flags in alphabetical order and after the alphabet
has been exhausted going on with number flags starting from 'I' in order. There
must be only one flag for each paper put up for reference. A particular letter or
number flag should not be used more than once in the same case. Duplication of
flags is a serious mistake.

Very old decaying papers should never be flagged lest they should get
torn. They should be put in envelopes and the flag affixed on the envelopes. The
number and date of the record is indicated in pencil on the envelopes.

(b) References to books, etc.— When proceedings, volumes or books
are put up the portion of the volume or book referred to should be marked with
tape or a slip of paper and not flagged. Whenever a book is referred to the
number of the relevant page, paragraph, clause, etc., should be quoted. If a
book or Act not included in the list of books with the officers is referred to, it
should be put up with the file. Such books and Acts will be placed above the flap
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of the file and not under them and tied with the tape of the pad containing the
case.

(c) Referencing the current file and draft.— (i) The object of noting
references is to connect the whole case so that an officer reading the file may
have no difficulty in finding the references.

The number and date of every paper to which reference is made in the
current file or draft or to which a reference is necessary and which is not noted
fully in the correspondence must be noted in the margin in pencil. The page of
the paper at which the reference should be looked up must also be entered.
Every paper put up must be flagged. Wherever a reference to this paper is made
in the current file or draft, the letter or number of the flag is indicated in pencil
on the margin against the paper quoted. This method of indicating papers by
flags is also followed in notes. It should be remembered that it is not sufficient
to note the letter or number alone of the flag. The number and date of the paper
flagged and referred to should be noted as well otherwise it will be difficult to
locate these references once the flags are removed or accidentally get detached.

(ii) Flags not to be attached to current file.— No flags may be attached to
the current file and note file under disposal. References to these will be made by
guoting the number of the page, e.g., "p.6 c.f.," or "p.6 n. f.,"

(iii) Underlining or sidelining of currents to be avoided.— Unnecessary
underlining or sidelining of currents should not be made. When special reference
is sought to be invited to a particular portion in a paragraph, that portion should
be indicated by a letter of the alphabet and reference should be made to it.

94. Referencing the note file.— All references to authorities quoted
shall as far as possible, be made in the body of the note at the end of each
sentence within brackets, the number or letter borne by the flag attached to
each alone being noted in the margin in pencil, red chalk or red ink. For every
statement made in the note, except expressions of opinion, an authority must be
cited. If such an authority is found in the current file, the page at which it is to
be found and the number of the relevant paragraph on such page should be
noted. When it is contained in a previous disposal the number and the date of
such disposal, the number of the page in that file, the humber of the paragraph
which contains the relevant information will all be noted, the flag being indicated
in the margin.

When Legislative enactments are referred to they shall be quoted by their
proper short titles as given in the list of Acts and Regulations.

95. Chaining of papers.— (a) Papers shall be 'chained' by the subject
Assistant Section Officer entering the number and department of the current
under disposal on the docket sheet of the latest order in the column "further
papers" or on the face of the outer most sheet in the case of 'Lodged' and other
papers without a docket.

(b) The Assistant Section Officer shall ensure that, in each of the originals
of the orders and papers put up with a case, the order or paper immediately
preceding as well as that immediately succeeding each order or paper is noted.
Chaining shall always be carried out in ink by the concerned subject Assistant
Section Officer and shall not be delegated to a Record Clerk.
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96. Linking of files.— (i) Mode of linking.— When it is necessary to refer
in one file to a paper in another file that has not been disposed of, the two files
will be linked'. i.e., the file put up for reference will be put under the other file
and the strings of the lower file, but not its flaps will be tied round the upper file.
The strings of the upper file will be tied underneath it in a bow out of the way so
that there may not be the trouble of untying and retying two sets of strings.
Each file with thus be intact with its note file, current file and reference files,
properly arranged in its own pad. The two pads must not be put together at the
bottom with the contents of the two files together above them.

When files are 'linked', distinguishing slips, such as "Two cases for
orders", "L.F. for Order" and "L.F. for reference only" should be put up in a
prominent place in the concerned files.

(ii) Restrictions on linking of files.— Files are not to be 'linked'
unnecessarily or merely because they deal with similar cases, but only when it is
absolutely necessary to refer to a paper in one file in order to dispose of the
other or when the orders passed on the one will apply to the other.

Where a linked file is referred to in a case, the reference should invariably
give the current number and department of that file so that it could easily be
identified after it had been detached. If the linked file is disposed of finally in a
Government order or otherwise, while the main case yet remains unclosed, the
disposal number of the linked file should invariably be entered. If the disposal is
put up in the main case, necessary alterations in the references should be made.

On no account should a pending file be flagged and put up for reference in
a case. Where a reference to it is absolutely necessary, it should be linked. In
most cases, an extract of the relevant portion should prove to be sufficient.

If in a linked file further action remains to be taken or arises to be taken,
on no account should it be deferred because the file happens to be linked with
another case. If the linked file and the principal case belong to the same section,
action on both should simultaneously be taken. If however the linked file belongs
to another section or department and is not immediately required for the
disposal of the principal case it should be detached and sent to it without delay
under the orders of the Under Secretary.

Where the principal case and a linked file on the same issue and a single
disposal could be put up on both the files, they should wherever possible be
combined and dealt with as a single case after making necessary alterations to
references, page numbers, etc.

(iii) Referencing in linked files.— Whenever it is found necessary to refer
to a linked file or a top file, as the case may be in the office note, the current
number of the file concerned should also be noted. [(e.g.)please see page 6 c.f.
of L.F.I.(C.N0.635/87). Please see page 3 n. f. of top file (C.No.356/87)].

SECTION III — NOTING
97. Noting.— Papers, after being referenced, are, unless otherwise

specially ordered, submitted to the officers by or through the Section Officers of
sections with a note or draft reference or disposal, as the case may be.
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98. Object and contents of a note.— The aim of a full initial note
should be to present in the most intelligible, condensed and convenient form
possible, the facts of the case to be dealt with including where necessary its past
history, the points for decision, useful precedents and the material provisions of
the law or rules governing it, supported by full reference to the current file or to
previous correspondence and to Acts or other official publications, enabling
every fact stated to be verified and every authority cited to be consulted in
original. The section and the Under Secretary must satisfy themselves that
proposals submitted to Government do not offend either the provisions of any
statute or those of any rule whether statutory or executive, that calculations are
accurate and facts correct. In cases of importance, precedents or decisions on
analogous cases should be referred to especially if they are in conflict with the
proposals under consideration in order both to secure a reasonable degree of
continuity and consistency and to obviate the wastage of time involved in
reiterated discussion of identical or similar points.

99. Method of noting.— (i) No notes must be written on the current
itself except very simple ones. Notes shall be written or typewritten on paper of
foolscap size with one third margin prescribed for the purpose and on both sides
of the paper, blank sheets being added where necessarily before submission to
officers or before circulation. No note shall be written in the margin unless it is
very brief. When an officer writes a question in the margin of the note, the reply
to it is to be written in continuation of the note and not in the margin. The
Officer's question will, if necessary, be copied out afresh at the end of the notes
and the answer written below the copy or the letters A, B, C, etc., will be written
boldly against each question and the answers marked with the corresponding
letter entries written at the end of the note. If the officer writes any questions or
drafts or currents, they will be similarly dealt with and the answers written in
continuation of the note; and if a note file has not been opened already one will
be opened for the purpose.

No notes shall be written below a draft disposal unless it is a very simple
one and no further note is likely to be added by the officer.

Handwriting should be legible and tidy. All long notes should, as far as
possible be typewritten. If there is much correction in the note, it should be re-
written or typed.

A tabular statement in a note shall follow the portion of the note relating
to it and not be detached. Big statements may, however, be put up separately
with a flag.

At the head of the first note in the note file will be written in red ink the
'Title' of the file which should be arranged as laid down in Chapter XII "Indexing
and Purports". The current number, the officer, from whom a communication is
received and the number and date of such communication are entered in red ink
below the title. The note is written below this entry. Against each red ink entry
in the note file relating to the receipt or despatch of a communication, the
number of the page or pages of the current file at which the paper in question is
to be found will be entered to facilitate reference to the correspondence.

The note connected with any subject will run continuously from the
inception of the file until orders are passed. Paragraphs in each note in a file
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shall be numbered continuously including the remarks made at different stage
by officers. The continuous numbering will be given even when the file is routed
through the other Departments of Secretariat. Should a note result in an
intermediate reference, the office copy of the letter is placed after issue in the
current file and the reply to it is also added to that file chronologically. The
nature, number and date of the reference are then noted in red ink in square
brackets in the proper place in the note file. When a reply is received, its current
number and the authority from whom it is received, with its number and date,
are entered in red ink below the bracketed entry and a new note with reference
to the new current is written in continuation. Below each note completed, the
Assistant Section Officer or Section Officer who prepared it should put his/her
initials and date in the left-hand corner. When the case is finally disposed of its
disposal number and date shall be inserted within square brackets at the end of
the note file.

(ii) Sectional notes.— When there are in a single case several points for
orders which, in the opinion of the Secretary or other officers of the grade of
Under Secretary and above, can be more conveniently dealt with separately that
in @ continuous note or a Minister directs by general or special order that such a
course should be adopted in any case or class or cases submitted or to be
submitted to him/her, each point shall be separately noted on in "Sectional
notes", the officers of the grade of Under Secretary and above noting after the
office note on each point and space being left after the last officer's note in each
case for the Minister or the Governor to note. The notes on each point should
begin on a fresh sheet of paper and after each such separate sheet a sufficient
number of blank sheets should be added for the use of officers. Such separate
notes may, if necessary, be preceded by the notes dealing with the subject as a
whole and not with individual points for orders, e.g., with matters of principle.

(iii) Paraphrase of current, etc. to be avoided in a note.— In some
cases, perusal of the paper under consideration will be sufficient and nothing is
required beyond a brief suggestion for action. When a note is required, it should
be a statement of the case showing more or less in detail according to the
importance and stage of the case, the question for consideration, the
circumstances leading up to it, the rules and the precedents bearing on it and
the suggestions for action.

As it is always assumed that the paper under disposal will be read by the
officer to whom it is submitted, the note should not reproduce or paraphrase the
current. Least of all should it reproduce or paraphrase notes of another
Department in the same file. Elaborate financial cases and complicated schemes
relating to establishments require different treatment from most other classes of
cases. They involve the decision of a large number of individual questions and
may possibly be recapitulated or represented in the office note to an extent that
is improper as a general rule.

Though no paraphrase of a current or another department note is
permissible, a note should supply deficiencies or omissions and correct any error
or explain any ambiguity in it and draw attention to points on which fuller
information may be necessary before orders can be passed. If a report is full,
accurate and clear, a short note summarizing the salient points on which orders
should be passed will be sufficient.
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A precise of the contents of a single paper shall be made only when it is of
great length and complexity and neither such precise nor a precise of the
contents of the file or history of the case shall ordinarily be prepared without the
orders of an officer. When a file is submitted for orders, the proposals should,
wherever possible, be embodied in the form of a draft.

(iv) Scope of further noting in a case.— It may be observed that as
each note written in succession of the first office note is intended to advance the
case a step towards its disposal, it is evident that its province should be
restricted to such an end. It should not, as it often done, repeat the facts and
arguments already summarized in the office note unless the latter is inaccurate,
too diffuse or unmethodical; unnecessary noting should be studiously avoided.

(v) Office not to give suggestions or opinions in notes.— In noting,
Section Officers and Assistant Section Officers should bear in mind that opinions
and suggestions, unless they are specifically founded on statute, rule or
precedent or are clear from the nature of the case, are the province of officers of
the grade of Under Secretary and above. It is, therefore, presumptuous for
Section Officers and Assistant Section Officers to give expression to personal
views unless specially asked to do so. Hence, it follows that in writing notes,
Section Officers and Assistant Section Officers, should refrain from making use
of the first person.

(vi) Reference to a note in a previous case permissible.— In the
absence of any orders to the contrary, it is not necessary to set forth afresh any
summary of facts or discussions of principles which already exist in an adequate
form in any previous files. It will be sufficient in such a case to draw attention to
the previous file, and then add such fresh matter as may be required. But great
care should be taken not to overlook any new points. It may be sufficient simply
to refer to the notes in the previous file, but it should be carefully verified
whether there are any fresh points raised in the later communications, and if
there are, they should be noted on.

(vii) Removal of ephemeral matter.— Before a case is submitted for
orders, all ephemeral matter in the current file and in the notes should be
removed and placed at the bottom of the case so that the Officers, Ministers,
etc., may be saved unnecessary reading. It is desirable that editing of this
nature should be done before the case is submitted to the Secretary or Deputy
Secretary or Officers of the grade of Under Secretary concerned. Demi-official
communications which do not contain any information, comments or suggestions
relevant to the disposal of the case, reminders, replies to reminders and note
relating to them should be treated for this purpose as ephemeral; they should
never be placed in the ordinary current or note file but should be placed with the
"Routine notes", etc., at the bottom of the case. They should be kept there until
the file is finally disposed of and should then be destroyed. If however, any
enquiry as to the cause of delay in the disposal of the file is pending or is
contemplated, then they should not be destroyed till the enquiry is completed.
The "Routine notes" including notes asking Section Officers or Assistant Section
Officers for information or explanations, notes asking for papers and notes
relating to reminders should not be written in the main note file, but on separate
sheets of paper. Before a case is sent in circulation, not only should the current
file and the note file be edited in the above manner, but unnecessary put up
papers should also be eliminated.
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(viii) Revision of notes by Section Officers and other Officers.— Not
more than one note shall be submitted by the office on each case (or on each
point for orders where sectional notes are put up), the Section Officer of the
branch or section re-writing or modifying the Assistant Section Officer's note if
he cannot accept it. The office note may be similarly treated by the Under
Secretary to whom the case is submitted if he/she thinks fit. If the Secretary or
the officers of the grade of Under Secretary and above concerned considers that
the office note is incorrect or unduly prolix, he/she should correct it or modify it
and have it typewritten as his/her own note.

Where the notes or drafts put up by an Assistant Section Officer are
corrected or revised by the Section Officer, the Original notes and draft should
be kept at the bottom of the file separately tied, so that the officer in-charge of
the section may be able to estimate the quality of the work done by the
Assistant Section Officer and the kind of check exercised by the Section Officer
over the work of his/her Assistant Section Officers.

When a draft or a note is re-typed as amended by the officers of the
grade of Under Secretary and above, the initials of the Assistant Section Officer,
etc., who put up the original draft or note should be omitted, the initials of the
officer who last corrected the draft or note only being typed, thus indicating
his/her responsibility for the revised draft or note.

(ix) Avoidance of cumulative noting.— Among different officers dealing
with a case within a department, cumulative noting should be avoided as far as
possible. This can be secured by oral discussions between the officers concerned.
Similarly talks with the Section Officers concerned will help to secure, that the
noting proceeds on correct lines and thus to avoid duplication of noting and
congestion of work at the top.

(x) A summarizing note to be added before sending case in
circulation.— Before a case is submitted by a Secretary to a Minister or the
Governor for orders, a summarizing note should be added at the end specifying
the points for order and referring also to the views taken by the other
departments, if any, which have been consulted in the matter. Summarizing
notes should not generally be put up at earlier stages.

Section Officer and every officer of the grade of Under Secretary and
above should sign his/her full name in all summarizing notes and in the notes for
circulation and write legibly his/her name in capital letters underneath his/her
signature. The designation of the officer and the department should be stamped
underneath his/her signature.

100. In what cases draft may be put up with or without notes.—
When a file is submitted for orders and certain definite orders are proposed, the
proposals should whenever possible be embodied in the form of a draft. Where
the action to be taken is so obvious that a draft is put up by the office, there is
no need to put up a note practically identical with the draft.

101. Special kinds of notes.— (i) Notes for the Public Accounts
Committee, Notes on Part-II Schemes and Notes on Supplementary
Estimates.— These notes should be prepared in accordance with the
instructions issued by the Finance Department from time to time.
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(ii) Notes on address to the Governor.— Notes on address to be
presented to the Governor on subjects on which he is to receive deputations or
on points raised in interviews with him/her or prepared for his/her use in
connection with any public speech shall be submitted to him/her through the
Minister-in-charge and the Chief Minister.

(iii) Notes for the Council of Ministers.— The instructions in the
Business Rules and the Secretariat Instructions should be followed.

(iv) Notes on extracts of resolutions.— Resolutions submitted by
Associations and other similar bodies should be dealt with in accordance with
Instruction IX of the "Instructions regarding the submission and receipt of
petitions and other papers of the same class addressed to the Government of
Tamil Nadu" printed in Appendix I to the Business Rules and Secretariat
Instructions. If the resolutions relate to any other department relevant extracts
are sent to that department. Resolutions or extracts received as mentioned
above are submitted without notes and should not be noted upon unless
expressly directed to do so.

102. Use of "Routine Notes".— Routine notes should be resorted to as
to minimize noting on the main note file.

103. Opening of a fresh file for a separate subject out of a current
file.— When in the course of dealing with a subject any fresh subject arises,
which it is desirable to deal with separately extracts shall be taken of the parts
of the current file and note file relating to the fresh subject and with these a
separate file shall be started. A note should be made in the office-note of the
main file to the effect that a fresh file has been opened and its current humber
should also be noted. This will probably be necessary whenever the original title
of the file no longer correctly describes the actual subject under correspondence,
and not otherwise. The general principles laid down in regard to indexing apply
to such cases as much as to correspondence originating in an outside reference.
It must be numbered as a new case and registered.

When action in a file is not complete after the issue of one or more
Government orders, the original (office copy) of this order or orders should be
detached from the file and each order should be docketed separately the main
file being closed only after action is complete. The following entry shall also be
made on the docket:- For example "For notes see G.0.Ms./4D/3D/2D/D/
RENO..oveiieeanen P.&.A.R. ( ) Department dated...........

SECTION 1V — DRAFTING

104. General instructions for preparation of draft.— When it is
proposed to by on behalf of or under the direction of the Government, drafts of
orders or references shall be written or typewritten on half margin sheets of
paper distinct from those containing the notes, with which they shall not be
tagged while a case is under disposal. In the case of stock drafts, the printed or
roneo / copier forms shall be utilized. In important cases, a blank half margin
sheet of paper shall be added to draft orders and draft references before
submission to officers and before circulation.
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When a number of short drafts are put up together, they should be
written, as far as possible, in the run on form instead of a fresh half margin
sheet being used for each draft.

All long drafts should, as far as possible, be typewritten. If there is much
correction in the draft, it should be re-written or typed.

105. Form and arrangement (Abstract).— A docket abstract indicating
briefly the purport of the draft order with the catchword underlined should be
written at the top of the first page of the draft. The list of addresses is entered in
the margin at the end of the draft. Entries relating to reminders or to proposed
entries in the Reminder Diary or Call Book are also made at the end of the draft.

106. Drafts to be complete and brief.— Order should be drafted so as
to be complete in themselves and accordingly they should not include anything
more than is necessary to enable the receiving officer to comprehend fully the
bearing of the order. In the large majority of cases, Offices outside the
Secretariat are not concerned with the genesis of an order and the
communication to them of antecedent correspondence not only results in the
waste of their time in deciding how much of the proceedings should travel
beyond themselves, but also involves needless expenditure in stationery and
printing.

107. Prefacing an order with reference to previous
correspondence to be avoided.— The practice of prefacing an order with a
preamble, e.g., the number and date of a letter from the Government of India or
of a previous order or of a communication from a Head of a Department should
be avoided. The authority for an order always on record in the original of the
proceedings which can be referred to on the rare occasions where this is
necessary and it should not appear on the printed proceedings themselves. The
communication to outside offices of mere numbers and dates of letters from the
Government of India or other Governments or other offices conveys to them no
information whatsoever. If it is necessary to inform officers to whom an order is
communicated of the authority for the same, this authority can generally be
worked into the order itself, e.qg.:

The Government of India have directed (Ministry of Home Affairs,
No.F.411, dated 8th December 1950), etc.: —

Under sub-rule (3) of rule 29 of the Indian Arms Rules, 1924, the
Government of Orissa has imposed (Letter No.84-10G, dated the 5th December
1950), the following restrictions, etc.:—

When an order of general application arises out of a reference from a
single officer and it is necessary to indicate to him/her that his/her
communications originated the order, the inclusion of the number and date of
his/her letter in the order itself effects this purpose, e.g.:—

With his/her R.0.C.No.5114, dated the 12th March 1981, the Director of
School Education submits a revised draft of the rules relating to, etc. Or the
same purpose may be effected by including against his/her address in the
entries at the foot of the order of the number and date of his communication,

e.g.:
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"To the Commissioner, Corporation of Chennai (through the Mayor), with
reference to his/her No., dated ".

When a copy of the proceedings of the Government is forwarded to the
Government of India or another State Government and it is necessary to connect
the correspondence for that Government this can be effected by mentioning in
the address entry the number and date of the last communication in the chain
from the Government of India or the other State Government.

108. The following paragraph should be embodied in any Government
Order, Demi-Official, Letter, etc., issued to Collectors and Commissioners of
Police, Chennai which they are required to keep in their personal custody and
hand over on change of incumbency:-

Government Order

"The Demi official should be entered as Serial Number in the
Letter

Standard List and the instructions contained in paragraph 10 on page 2 of
the Standard List carried out. Please report when this has been done."

One spare copy of every such document should be sent to all Collectors
and the Commissioner of Police, Chennai and one copy sent to the Under
Secretary, Public Department.

*The Serial Number will be furnished by the Under Secretary, Public
Department.

109. Reading of previous correspondence at the head of an
Order.— When an order disposes of communications from more than one
person, official or non-official, the adoption of the methods indicated in
paragraph 107 is not always practicable. In such a case, it is not necessary to
preface the order by the number and date of all communications, but in order to
connect the correspondence for the address it suffices to 'read' at the head of
the order the number and date of only the latest communication from each such
person. This is especially necessary in the case of proceedings issuing in
"Manuscript or 4 Decennium or 3 Decennium or 2 Decennium or Decennium" so
as to admit of the preparation of signature copies in one process with the aid of
carbon paper.

Similarly at the head of an Order passed on several communications from
the same person only the nhumber and the date of the last communication from
that person should be 'read'.

110. Method of Communication of General rulings and Orders on
particular cases in the same draft.— Care should be taken that in
communicating general rulings which arise out of a particular case, the latter is
kept distinct from the former. The general ruling alone should be issued to all
whom it may concern. The orders on the particular case should be
communicated, not necessarily in print, only to the Head of the Department
concerned.
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111. Marginal entries and tabular statement.— Marginal entries in a
draft cause inconvenience and should be avoided except when quoting
references. Tabular matter is best placed at the foot of a paragraph.

112. Submission of more than one draft in a case.— One case is
sometimes closed by more than one disposal when, for instance, an order is
passed to subordinate officers and a letter is sent to the Government of India.
These are entered one after the other and headed separately. When written on
separate sheets special attention shall be drawn to the fact of more than one
draft having been put up.

113. References to Advocate-General.— Special care should be taken
in addressing the Advocate-General. He shall always be consulted by official
letter and not only by an un-official reference. No reference should be made to
him/her without the orders of the Minister in-charge. The case should also be
circulated to the Minister for Law where it is proposed to consult the Advocate-
General for legal opinion and to the Chief Minister through the Chief Secretary
where it is proposed to ask him/her to reconsider his/her claim for fees, etc., or
where any language that suggests criticism of him/her has to be used.
Secretariat notes shall not be forwarded to him/her except in the special
circumstances mentioned in paragraph 129(iii). All previous opinions and
Government Orders, relevant to the matter under reference should also be
supplied to him/her.

Note.— The above procedure shall not apply to the Legislative Assembly
Secretariat wherever it consults the Advocate-General under the direction of the
Speaker or a Committee of the Legislative Assembly.

114. Communication of Advocate-General's opinion to an outside
authority or to an authority subordinate to Government.— An opinion
given by the Advocate-General to the Government on any matter shall not
ordinarily be communicated to an outside authority or to an authority
subordinate to the Government. The question whether it is expedient to do so in
any particular case should be decided with reference to the facts of that case.

The guiding principles should be—

(i) that the text or gist of the opinion should be communicated only if
some public purpose requires it; and

(ii) that such communication will not prejudice the Government's interest
or place the Government or the Advocate-General in an embarrassing position.

115. Un-Official reference to offices outside the Secretariat.—
Section Officers and drafting Assistant Section Officers are required to be
particularly careful in ensuring that papers which it is undesirable to allow to
leave the office are not included in the portion of unofficial cases referred to non-
Secretariat offices.

116. Drafting of endorsement for signature.— Transferring
endorsements and reference shall, where possible, be endorsed ready for
signature.

117. Deleted. (vide G.0.(Ms) No.36, Personnel & Administrative Reforms
(A) Department, dated 07.03.2017)
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118. Deleted. (vide G.0.(Ms) No.36, Personnel & Administrative Reforms
(A) Department, dated 07.03.2017)

*¥119. Post copy of telephonic message.— A post copy of every
telephonic message, whether inland or foreign shall invariably be despatched
immediately after the transmission of the telephonic message, the Section
Officer of the section or drafting Assistant Section Officer being responsible that
this is done.

*[Amended vide G.0.(Ms) No.36, Personnel & Administrative Reforms (A)
Department, dated 07.03.2017]

120. Inclusion of entry regarding "withheld memorials".— The
subject Assistant Section Officer shall enter below the draft of an order
withholding a memorial addressed to the Government of India, a red ink entry
drawing attention to the fact that the order should be entered in the "Withheld
Memorial" register. He/She shall also furnish the necessary particulars to be
entered in the quarterly statements submitted to the Government of India.

121. Indication of nature of disposal at the head of drafts.— All
drafts shall be headed with the word 'Letter', 'Order’, 'Endorsement’, as the case
may be, remarks which are not meant to be copied being headed with the word
“Note'.

122. Marking of nature of proceedings and of enclosures.— Section
Officers and Assistant Section Officers are required to mark the series of the
proceedings as "Ms"(Manuscript) or '4D' (4 Decennium) or '3D'(3 Decennium) or
'2D' (2 Decennium) or 'D' (Decennium) or 'Rt'(Routine)" as well as to indicate all
addressees to whom an order, letter is to be communicated; the papers to be
returned or forwarded being clearly specified against the addressees concerned.
When an original enclosure is returned to the person or office from which it has
been received or is forwarded outside the office, the drafting Assistant Section
Officers shall ensure that a copy is retained if the enclosure is likely to be
required again in the office for reference.

123. Despatch instructions to be checked before issue.— Despatch
instructions shall be checked by Section Officers and drafting Assistant Section
Officers before papers are passed on for issue.

124. Amounts should be written in words.— In communications,
which are of the nature of authorizations of payments to be made, the amounts
should be clearly expressed in words as well as in figures, and copies thereof
should be attested by a responsible officer not lower in rank than that of a
Section Officer. Fair copies of G.O. conveying financial sanction shall be signed
by officers not below the rank than an Under Secretary to Government.

125. Drafts from orders — Time allowed for submission.— When an
order is issued ' to draft' it is important that action should be taken urgently, as
otherwise the officer might forget the points in the file and might have to go
through it again in order to refresh his/her memory and satisfy himself/herself
that the draft is correct. In cases where a draft is ordered to be put up it must
reach the Under Secretary concerned the next day if it is a short draft (i.e. not
more than two pages), or within two days if it is long.
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126. Drafts not approved by officers or bearing their remarks.— An
officer who approves of a draft will initial it at the end in token of his/her
approval. If the draft is not approved by him/her it should not be left between
the current file and the note file but should be placed at the bottom of the file if
it is rejected by him/her or included in the notes if he discusses the wording of
the draft and it is necessary to refer to it to enable his/her notes to be
understood. Ministers do not usually signify their approval of a draft by initialling
it.

127. Superseded drafts.— Superseded drafts should be folded and kept
underneath the file and destroyed when the file has been finally disposed of. But
superseded drafts in which a Minister or the Governor has made material
corrections or remarks which are useful for future reference should be stitched
along with the notes in the file.

128. Style in draft and note.— (1) Assistant Sections Officers and
Section Officers will note the instructions in paragraph 62 of the District Office
Manual extracted in Appendix V Style in Notes and Drafts.

(2) The expression "Government of Tamil Nadu" should be used instead of
the expression "State Government" in notifications and orders except in cases
where expressly or impliedly a reference has to be made to the Tamil Nadu
Government in contra-distinction or in juxta-position with "Union Government".

(3) The phrase "The Government are unable" is incorrect in cases where
the Government have power to take certain course of action. The word "decline"
should be used in such cases involving the exercise of discretion. Where it is
advisable to regret, the formula in such cases might be "the Government regret
that they must decline".

(4) The expression 'Government in the ........... Department' will be
treated as a plural noun. Expression such as the 'the Public Department', 'the
Home Department' signifying a Department of the Secretariat will, however, be
treated as a singular noun".

SECTION V — TREATMENT OF CASES AFTER DISPOSAL

129. (i) Points to be attended to after disposal (final or
intermediate) is passed.— On receiving a case the disposal on which has been
finally passed, the Assistant Section Officer who dealt with the case shall ensure
that the despatch instructions are clear and complete, humber and date the
disposal and close the entry relating to that current in the Personal Register, if
the disposal is a final one, by entering its nature, number and date in the last
column. If the disposal is an intermediate one, he/she shall make the
appropriate entries in the columns in the register and note the call in the
Reminder Diary. It is then passed on to the Typist concerned who prepares clean
copies. The Assistant, after comparing the clean copies, obtains the signature of
the Section Officer or of the Officers of the grade of Under Secretary and above,
as the case may be. If the disposal is non-confidential, he/she passes it on to
*0.P./Tappal Section of the respective Department, after entering it in a Transit
Register in which the acknowledgment of the receiving Assistant in that Branch
will be obtained.

*[Substituted in G.0.Ms.No.236, P&AR (A) Department, dated 27.12.1999]
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(ii) Unofficial disposals.— Unofficial references to departments of the
Secretariat which are 'Special' will, however, be sent direct by the Assistant of
the Section concerned and will not pass through the *O.P./ Tappal Section of the
respective Department and also those which are confidential will likewise be
transmitted direct to the department concerned in a sealed cover by the
Assistant of the section concerned.

*[Substituted in G.0.Ms.No0.236, P&AR (A) Department, dated 27.12.1999]
The Secretariat files should not be sent outside the Secretariat.

(iii) Communication to outside officers of notes of the Governor,
Minister or other Departments prohibited.— Notes written by a Minister or
by the Governor shall not ordinarily be communicated unofficially to any officer
or Head of a Department outside the Secretariat without the permission of the
Minister concerned or the Governor. Such permission will, however, not be
necessary where the notes are of a routine character and do not contain any
expression of opinion of the Minister or the Governor.

Notes written in one department and sent to another should not be
communicated to an officer outside the Secretariat without the consent of the
department concerned.

Secretariat note files should not ordinarily be sent to Government Law
Officers/Judges. If, however, a Law Officer/Judge desires to see the note file in a
particular case for the better understanding of the Government's point of view or
for proper representation of the Government's point of view before a Court, it
may be furnished to the Law Officer/Judge after obtaining the specific orders
from the Minister concerned or the Chief Minister, where Minister or Chief
Minister has seen the file. In other cases (where the Minister or Chief Minister
has not seen the file), the Secretary of the Department may use his/her
discretion to decide whether circulation is necessary or not for producing the
note files for perusal of Judges through the Law Officer concerned. In such
cases, the note file should be sent with a Section Officer who should bring it
back after perusal by the concerned Law Officer/Judge.

*If an investigating officer of the Directorate of Vigilance and Anti-
Corruption or of the Police Department wants to peruse a file of the Secretariat
Department including note files in connection with an investigation, he may be
permitted to peruse the said file by the Secretary to Government of the
Department of Secretariat concerned. However, if Xerox copies of either note
files or current files are required a written requisition from the investigating
officer should be insisted upon.

* [Added in G.O(Ms)No0.69, P & AR (A) Department, dated 09.05.2012]

(iv) Drafts and enclosures alone to be sent for issue.— Only drafts
for issue with any enclosure which should accompany the disposal should be
sent to the Typist and the *O.P./Tappal Section of the respective Department,
the remainder of the case being kept intact by the Section Assistant until the
office copy is received back after issue.

*[Substituted in G.0.Ms.No.236, P&AR (A) Department, dated 27.12.1999]
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(v) Removal of original papers from files to be sent as
enclosures.— When enclosures are detached from closed papers or from
pending files for despatch to outside offices, the Assistant Section Officer should,
for each such enclosure or when a set of enclosures occupies consecutive pages
of the current file, for each such set, put in a substitute slip showing the pages
of the original so detached, the number and date of the original and the
addressee or addressees to whom the enclosures have been despatched
together with the number and date of the reference to which they were
attached. Only in exceptional cases should papers be removed and sent in
original in this way. The return of the papers should be watched.

130. Numbering of disposals.— No paper shall be numbered and
passed for issue without an order from the administrative officer concerned. If
however, the Secretary, *Special Secretary, Additional Secretary, Joint
Secretary or Deputy Secretary initials the draft and does not mark the case for
the Minister, it may be assumed that the officer intends the paper to be issued.
Similarly drafts initialled by an officer of the grade of Under Secretary and above
concerned should be issued unless he has expressly marked them for the
Secretary.

*[Inserted vide G.0.Ms.N0.198, P & AR (A) Department, dated 03.06.2004]

A reference, endorsement, Demi-official, unofficial disposal or reference
and letters other than those entered in the disposal series is numbered in the
manner indicated in Chapter VI—'Registry of Papers.'

Disposals are given to the appropriate Departmental disposal numbers
according to the series "Manuscript series or 4 Decennium series or 3 Decennium
series or 2 Decennium series or Decennium series or Routine series" for which
the disposal has been marked. Separate Registers shall be maintained by each
Department for numbering disposal in the "Manuscript series", "4 Decennium
series". "3 Decennium series", "2 Decennium series", "Decennium series" and
"Routine series". The number allotted to each disposal is entered at the head of
the original disposal. The common form of Register for maintaining "Manuscript
series", "4 Decennium series", "3 Decennium series", "2 Decennium series",
"Decennium series" and "Routine series" is indicated below:-

FORM — SECRETARIAT—II—-30

Number of order Date Current No. Index Title
disposed of
(1) (2) (3) (4)

Papers in which Freedom Fighters' Pension is sanctioned will be closed in
column 15 of the Personal Register by the entry "Freedom Fighters' Pension
Order with date". A separate register will be maintained for entering the
particulars of the Freedom Fighters' Pensioners.

Note: Files of Home (Strictly Confidential)/Public (Strictly Confidential)
Departments shall be closed on Stock File System as Stock File (Manuscript),
Stock File (Routine), Stock File (Decennium), Stock File (2 Decennium), Stock
File (3 Decennium), and Stock File (4 Decennium), taking into consideration of
the importance of the files.



69

131. Before deciding on the nature of the disposal which any paper
should receive, the period for which it need be retained should always be a
matter for consideration, and the practice of recording papers of ho permanent
interest in the 'Manuscript Series' should be avoided as far as possible. Any
Government Order which lays down a policy, or which introduces some new
features or departure is rightly indexed in the 'Manuscript Series', "subsequent
orders which are based on these or appeal to these for authority but do not
depart from them are a matter of not permanent nature and consequently either
4 Decennium Series or 3 Decennium Series or 2 Decennium Series or
Decennium Series or 'Routine' series are the proper disposal for these";
Ephemeral papers that contain no notes of value for reference shall be lodged
and not recorded in proceedings of Government.

132. Dating of Disposals.— Disposals are dated on the day on which
they are passed by the officers.

133. Lodged papers will not be given a separate series of disposal
numbers.— They will be closed in the Personal Register by the entry 'Lodged'
with date of disposal. The dockets of lodged papers will bear the number of the
current lodged and the date on which it is lodged. Government Orders which are
received from other Departments of the Secretariat and lodged will not be
docketed.

134. "Disposal in Manuscript, 4 Decennium, 3 Decennium, 2
Decennium, Decennium and Routine Series".— In the case of disposal in
Manuscript 4 Decennium, 3 Decennium, 2 Decennium, Decennium and Routine
Series, the Typist prepares the tabling slip in the form given below in duplicate:

Department Circulated to Governor

(b) series (a) Circulated to Minister(s)
Seen

(c) G. O. No. Dated 20--==ccmmmeenee by Secretary
Not Seen

Index Title (Head and Sub-Head underlined)

Cross Reference

Section Officer.

(@) Score out remarks inadmissible

(b) Indicate Manuscript, 4 Decennium, 3 Decennium, 2 Decennium,
Decennium and Routine Series.

(c) Write 'Confidential' in the case of Confidential G.Os.

In case copies of the Proceedings are to be printed, the Assistant Section
Officer fills in completely the Press Slip Form Secretariat II--12 printed as
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Appendix VIII and prepares the disposal for the Press (vide Chapter XIII)
'Printing and Proof Correction'.

135. Points to be observed after despatch.— The office copy and its
enclosure on return from the *Despatch Section are restored to the respective
case and the cases which have not been finally disposed of are put in the side
rack. The Assistant Section Officer should ensure that the despatch has been
correctly made and that reminder date, if any has been duly entered. Similarly in
the case of final disposals, the Assistant Section Officer should ensure that the
despatch has been correctly made, that call book entries have been duly
entered, that extracts for further action, if any, have been taken and that the
‘chaining' of papers in the case is complete (i.e.) that each proceedings or letter
in the case has in the space reserved for entry of 'further papers' in the docket
sheet a connecting entry of the proceedings or letter next after it in date and
that the “back papers' are also likewise chained on the docket of the
proceedings. In cases in which only a spare copy of a proceedings or letter is in
the case; the further and back papers should be entered in the original of such
proceedings or letter. The case containing the final disposal should be properly
arranged, the arrangement being first the current file, then the office copy of the
order, followed, where there is a letter, by the office copy of the letter, and lastly
the note file, half a sheet of coarse paper e.g., badami cut breadth-wise, being
placed at the beginning of the note file. The pages of the current file should be
numbered in red ink and those of the note file in black ink, as provided in
paragraphs 90 and 91 supra. Miscellaneous papers in the file, such as
statements flagged and put up in the case should be added to the current file or
note file as their nature requires and these pages should be re-numbered in
continuation of the current file or note file, as the case may be. The pages of the
whole file should not be humbered consecutively. On no account should current
and note file sheets be bound up in closed files. When files are closed, copies of
reports of various committees of Legislative Assembly or other reports referred
to, considered or examined in the files, shall also be retained and bound with the
papers when these are finally closed as Government Order, Letter, etc. so as to
make such closed papers complete and self-contained.

(*Substituted vide G.0O.(Ms) No.36, Personnel & Administrative Reforms
(A) Department, dated 07.03.2017)

Before sending a final disposal to the Central Record Branch, the Section
Officer should satisfy himself/herself that there is no further action to be taken.
The case containing the final disposal is then broken up and the latter with
papers obtained from the Central Record Branch is noted in a transit register and
sent to the Central Record Branch which acknowledges their receipt in the
register. The put up papers obtained from the Tamil Nadu Archives are returned
to that office and acknowledgement obtained. Drafting Assistant Section Officer
should return to the records, Government Orders or other disposals within five
days of their despatch. They should also write in the last column of the Personal
Register, the number and date of disposal and obtain the initials of the Record
Clerk. If for any reason, the Government Order or other paper cannot be
returned to the records, but is required for further action, an intimation slip
should be sent to the records and the date of sending the intimation slip should
be noted in the last column of the Personal Register, within five days of the
despatch of the order. The Section Officers should specially check whether these
instructions have been carried out, when inspecting the Personal Register.
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136. Stock files.— Each section should maintain stock files on all
important subjects relating to it. It is the duty of the Assistant Section Officer to
maintain them up-to-date. When drafting a disposal of an important or general
nature, Section Officer concerned will decide whether a copy of it after issue
should be added to the stock file on the subject and if so, should add the entry
'stock file' at the end of address entries to the draft. This entry will not be copied
or printed in the fair copy but the Typist concerned should send the spare copy
required to the section. The Assistant Section Officer will add the copy to the
connected stock file and initial in the office copy against the entry 'Stock file' in
token of having done so. Similarly when a paper of importance or of a general
nature is received in the section, the Section Officer will arrange for a copy being
secured or made and added to the stock file. Only spare copies and not originals
should go into stock file. When an order is too long, an extract of the relevant
portion only may be added to the stock file. Notes, copies of Government Orders
and extracts of notes from Government orders need not be filed unless they
contain important discussions or decisions which will be required for frequent
reference. The papers should be filed chronologically and the pages numbered
serially in ink. There should be at the beginning of the file a table of contents in
which the orders should be noted chronologically as follows:-

Number and date of Subject Page Number order

(1) (2) (3)

The papers should be tagged neatly between two flat boards. On no
account should the copies included in the file be removed. Whenever an order
added to the stock file supersedes or modifies a previous one included in it, it is
very important to note the fact on the previous order and in the table of
contents against the entry relating to it. The Section Officer should check the
stock files once in a month, the Under Secretary once in two months and the
Deputy Secretary once in quarter according to certain programme prescribed by
each department.

For a stock file to be reliable and useful, it must be up-to-date, and the
super session or modification of previous orders should without fail be indicated
in it. Assistant Section Officers should remember that stock files are not
intended to dispense with reference to disposal indexes.

The Section Officer of the section will decide the subjects on which stock
files should be maintained. (Each section should invariably keep a stock file of all
instructions and orders regarding office procedure issued from time to time by
the officers and also on miscellaneous topics which may come up for reference
frequently, e.g., number of copies of papers to be placed on the 'Table' to be
sent to the Legislative Assembly, etc.) A list of stock files maintained should be
hung up in the section.

A Stock file is maintained continuously till it becomes too bulky for
handling say, when it exceeds 500 pages, it is closed and bound. A new stock
file is then opened for that subject.
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CHAPTER VIII

PROCEDURE IN DEALING WITH PROPOSALS FOR LEGISLATION,
QUESTIONS, RESOLUTION, ETC., IN THE LEGISLATIVE ASSEMBLY

I. Proposals for Legislation.

137. The procedure to be followed in dealing with proposals for legislation
is set out in detail in the Tamil Nadu Government Business Rules and Secretariat
Instructions.

I1. Questions

138. Circulation of advance copy.— As soon as question which is
admitted is received from the Legislative Assembly Secretariat, an advance copy
of it shall be circulated to the Minister or Ministers concerned but such circulation
shall be restricted to question which the circulating officer considers so important
that Minister or Ministers should see them in advance.

139. References on questions.— References to Heads of Departments
for information regarding answers to questions shall not be made except in
cases of real necessity.

140. When information is required from Heads of departments to answer
a question only the necessary particulars should be called for. In doing so, the
question itself should not be forwarded unless it is absolutely necessary for a
clear understanding of the case. A report on the question should never be called
for. The name of the Member of the Legislative Assembly who puts the question
may also be communicated where necessary.

141. When an allegation or complaint which casts a reflection on the
official conduct of a Government Officer, is contained in a question and the truth
of such allegation or complaint has to be verified by a reference to the Head of a
Department or other authority, the proper course when making the reference is
to send a self contained letter stating the facts as reported and asking for their
verification. The source of the allegation or complaint should not be disclosed,
nor should the question or the letter of the Member of the Legislative Assembly
be communicated to the Head of the Department or other authority. Such
correspondence shall be marked "confidential".

142. Draft answers and notes for supplementaries.— (a) Apart from
the note discussing the matter, a draft answer to a question should invariably be
put up, together with a concise note to facilitate answering of supplementary
questions, if it is a starred question.

(b) When a draft answer to a question is prepared, the word "Starred"
should be written in red ink in the case of starred questions and the word
"Unstarred" should be written in black ink in the case of un-starred questions, at
the top of the draft.

(c) In the draft, the clauses of the question should be reproduced on the
same sheet of paper as the draft answers in parallel columns. The clauses of the
guestion should appear on the left half of the page above the answers.
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(d) A Tamil translation of the answer and the note for supplementaries
should also be furnished to the Minister, if a Member puts the question in
English.

143. Co-ordination of answers.— (i) The Legislative Assembly
Secretariat will send to the Departments of the Secretariat concerned copies of
notices containing all questions admitted by the Speaker as soon as possible,
after their admission. Before despatching the copies of notices, the Legislative
Assembly Secretariat will examine them and if there are any questions, the
answers to which, in their opinion, require co-ordination, they will invite the
attention of the administrative departments concerned to such questions. It will
then be the duty of the departments not to send separate and varying answers
to the Legislative Assembly Secretariat but to circulate their proposed answers
to one another and attempt to arrive at uniform answers to the questions. The
answers to the questions thus pointed out should be sent to the Legislative
Assembly Secretariat quoting the number and date of their reference in which
the departments concerned were requested to co-ordinate the answers.

(i) The Departments of Secretariat should also scrutinize the notices
immediately on receipt and point out to the Legislative Assembly Secretariat as
well as to all the departments concerned the questions, the answers to which in
their opinion require co-ordination.

(iii) Twenty-five copies of the answers to questions whether starred or
unstarred should be despatched to the Legislative Assembly Secretariat.

(iv) Immediately on receipt of the list of starred questions and of un-
starred questions with answers to be answered at particular sittings. The
Departments of Secretariat should scrutinize the lists. The questions, the
answers which require co-ordination, should be pointed out to the Legislative
Assembly Secretariat as well as to other departments concerned. The Legislative
Assembly Secretariat should also be informed of the withdrawal or modification,
if any, of an answer already despatched sufficiently in advance.

144. Time limit for despatch of answers.— Answers shall ordinarily be
sent within forty-two days from the date of admission of the question (which will
be found on the copy received from the Legislative Assembly Secretariat.) If this
is not possible, application for extension of time not exceeding two weeks must
be made to the Secretary to the Assembly Secretariat showing sufficient cause
for such extension. No further extension of time will be granted and the question
will be included in the list of questions after the expiry of the extended time. If
application for extension of time is not made, the question is liable to be
included in the list of questions whether an answer has been sent or not.

In order to avoid undue delay in the despatch of answers to the questions,
a register in the form given below should be maintained by each section of the
Departments of Secretariat. The register should be submitted to the officer
concerned once a week until the answer is despatched. The officer inspecting the
register will watch whether there is any unreasonable delay in putting up the
files by the sections or in the submission of reports by the subordinate
authorities.—
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FORM
Register Legislative Assembly Question 20 - 20

Serial Legislative Date of Stage at Remarks
Number Assembly receipt which the matter
Question stands
(starred
or un-
starred)
(1) (2) (3) (4) (5)

145. Twenty-eight copies of the answers to a Legislative Assembly
Question shall be typed out. Twenty-five copies for the Legislative Assembly
Secretariat, one copy each for the Personal Assistant to Minister concerned and
the Private Secretary to Governor and the remaining copy for being kept in the
file for record and reference.

146. When the draft answer has been approved by more than one
Minister, the designations of all such Ministers should be mentioned in the
answer issued. This will mention in the question portion, the designation of the
Minister who will answer the question.

147. Supply of published papers referred to in an answer.— When
in any answer reference is made to any Government Order or Notification, three
copies of such Government Order or Notification should be sent along with the
answer for the purpose of preparing ready reference files for the use of the
Speaker and the Leaders of Parties.

148. Submission to Ministers of files dealing with starred
questions.— It is the duty of the Assistant Section Officer and Section Officer,
who has dealt with a starred question, to send the connected files to the Minister
concerned as soon as the answer has been despatched or at least a day before
the meeting at which the question has to be answered. Before doing this, the
file, should, where possible, be shown to the Under Secretary concerned so that
he may ensure that the answers indicate the latest position.

149. Further action on questions.— (a) In order to ensure timely
action, Secretary, Legislative Assembly Secretariat will send one one-side
manuscript copy of the finally edited proceedings of the Legislative Assembly
relating to the question-portion, to the Secretaries to Government concerned, in
name covers within three days after the day's sittings. It may so happen that
during the debate on a subject pertaining to a particular department of the
Secretariat, matters or aspects relating to some other department or
departments of the Secretariat may be touched upon. In such cases, the
Secretary, Legislative Assembly Secretariat will send extracts from debates not
only to the Secretary of the concerned Administrative department, but also the
Secretaries of other departments which the debates touch upon. The
Departments of Secretariat should circulate the copies of these extracts among
the sections with reference to any supplementary question and answer without
waiting for the final printed copies.

(b) If only an interim answer was given and further information has since
been obtained, orders should be obtained as to which of the following courses
should be followed.—
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(i) whether a further question from the Member may be awaited for
supplying the information;

(ii) whether the information may be communicated to the Member by
letter;

(iii) whether the information may be placed on the Table of the House.

After the question is answered and after manuscript proceedings of the
Assembly are received, the papers may either be lodged or recorded, if no
assurance has been given on the floor of the Legislative Assembly. If an
assurance has been given, further action should be taken expeditiously.

After an answer to a Legislative Assembly unstarred question is
despatched, the file should not be lodged or recorded till intimation regarding
the date of placing of the answer on the Table of the House is received.

150. Uncorrected proceedings of the Assembly.— The Legislative
Assembly Secretariat will send one one-side manuscript copy of uncorrected
proceedings of the Legislative Assembly as soon as they are ready relating to
starred questions and statements or speeches made by Ministers, to the
Secretaries of the departments concerned, in name covers, soon after the day's
meeting for factual verification of the replies and statements made by the
Ministers on the Floor of House. If there are any factual errors of a minor nature
in them, the departments of the Secretariat will, after obtaining the approval of
the Ministers concerned, intimate them to the Assembly Secretariat within a
week from the date of receipt of the uncorrected proceedings, to enable that
department to carry out the alterations in the Press copy of the proceedings.

151. Statements by Minister to correct errors.— If major corrections
have to be made, the Minister will have to make a statement on the Floor of the
House after obtaining the permission of the Speaker.

152. Short notice questions.— Orders of the Minister concerned
whether he/she will consent to the waiver of notice will be taken by the
Legislative Assembly Secretariat and intimated to the Secretariat department
concerned. Necessary action should, however, be taken by the department
immediately on receipt of the question without waiting for orders as to waiver of
notice.

153. Prorogation of Assembly.— On the prorogation of a session, all
pending notices and business shall lapse, except questions, statutory motions,
Bills which have been introduced and resolutions which have been moved in the
House. Such business, which have not lapsed shall be carried over to the next
session from the stage reached by it in the expiring session.

Provided that except in the case of questions, fresh notice of appropriate
motions shall be given therefor.

Answers to questions should continue to be sent by the Departments
concerned to the Assembly Secretariat even after the prorogation of the session
as notices of such questions do not lapse on the prorogation of the Assembly.
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154. Assurances, promises and undertakings given by Ministers in
the Legislative Assembly.— To implement the Assurances, Promises and
Undertakings given by Ministers in the Chamber of the Legislative Assembly, the
following procedure shall be followed:-

(1) The Secretary, Legislative Assembly Secretariat will send to the
Secretaries to Government in name covers the extracts from the uncorrected
proceedings of each day relating to the question portion and also the statements
laid on the Table of the House in pursuance of the questions with necessary
extracts from the entries made in their record of scrutiny of debates.

(2) On receipt of Assurances, Promises or Undertakings given by the
Ministers, either direct from the Secretary to Legislative Assembly Secretariat or
through the Committee of Assurances, Secretaries to Government concerned
should ensure prompt action on them and take orders in circulation. They should
furnish quickly proper and complete replies to the Assembly Secretariat keeping
the Chief Secretary informed the important Assurances. Replies should be both
in English and Tamil for each and every Assurance, Sixteen copies of the
Government Orders wherein some guidelines are issued or the schemes or
proposals sanctioned in respect of certain Assurances should also be furnished
for information of the Committee, wherever necessary. All Assurances shall be
implemented within a period of three months.

(3) In cases of pending items, Secretaries to Government will send a
separate statement of action taken on each Assurance to the Secretary of
Legislative Assembly Secretariat. For this purpose, a register in the form given
below will be maintained from which extracts may be sent.

FORM
Serial C. Number Subject Promise Action Remarks
Number and date made taken
by the
Department
(1) (2) (3) (4) (5) (6)

In all the Departments, the Registers of Assurances given by Ministers
should be checked systematically and a review sent to Personnel and
Administrative Reforms (AR) Department once in three months.

The reports for the quarter ending March, June, September and December
shall be sent in the first week of April, July, October and January, respectively.

(4) The Legislative Assembly Secretariat will scrutinize the statements
received from the Departments of Secretariat and place them before the
Committee on Government Assurances for its consideration.

(5) The Legislative Assembly Secretariat will send a copy of the decisions
of the Committee on the implementation made, to the departments concerned.
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I1I. PAPERS LAID ON THE TABLE OF THE HOUSE.

155. Papers laid on the Table.— When papers are laid in the Table, 350
copies or such number as are asked for by the Legislative Assembly Secretariat
from time to time, shall be supplied. In the case of answers to questions these
copies shall be supplied along with the answers. Such copies should have the
following heading:-

PAPERS PLACED ON THE TABLE
(See answer to Legislative Assembly Question No...... put by Thiru ..... MLA)

They should not be authenticated by the Secretary or other officer of the
Secretariat Department. It is enough if they contain the name of the department
from which they originate.

But in the case of copies of rules, orders, notifications, statements or
reports placed on the Table of the House in pursuance of statutory provisions or
with reference to undertakings by the Government in answer to questions or
otherwise should contain the name of the originating department and be
authenticated by the Secretary to Government concerned. The copies to be
placed on the Table of the House should be printed, since roneoed / copier
copies in regard to lengthy matter might not be legible and convenient for the
Members to go through. Such copies should have the following heading:-

TAMIL NADU LEGISLATIVE ASSEMBLY PAPERS PLACED ON
THE TABLE OF THE HOUSE

(Subject. ..o )
(G.0.Ms.No............. dated............ ) Published in the Tamil Nadu
Government Gazette on............... as required under Section ....... of the Tamil
Nadu Act.
NOTIFICATION.

Secretary to Government.

156. All rules framed in pursuance of delegation of legislative powers
should be placed on the Table of the House without fail within a period not
exceeding six months from the date of their publication in the Government
Gazette. Whenever a rule is amended and the amendment of the rule is placed
on the Table of the House, the respective original rule and the rule as amended
should be printed side by side and placed as Annexure as is being done in the
case of amending Bills.

Further, a brief explanatory note shall be appended explaining the reasons
for the proposed rules or notifications in order to appreciate the intention behind
those notifications.

Proper care and control shall be taken while printing and comparing the
statutory notifications to dispense with printing errors and spelling mistakes, in
all papers placed on the Table of the House.
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A separate Register on papers to be placed on the Table of the House shall
be maintained in each section as given in Appendix XXXI and the register shall
be verified periodically by the officer at the Higher Officers level once in a
month.

156-A. Statement explaining delay in laying the Annual Reports of
Government Companies and Undertakings on the Table of the Legislative
Assembly.— Where the laying of the Annual Reports on the working and affairs
of any Government Company or Undertaking together with a copy of the Audit
Reports and the comments or supplement under sub-sections (2) and (3) of
Section 619-A of the Companies, Act, 1956 (Central Act I of 1956) or of the
Annual Accounts including Audit Report thereon of any Government Undertaking
is delayed beyond a period of one year from the last day of the financial year of
such company or Undertaking, a statement explaining the reasons for the delay
shall be furnished along with such Reports or Accounts. Such statement shall be
authenticated by the Minister concerned.

IV. Resolutions

157. General.— An advance copy of every resolution proposed to be
moved in either Chamber of the Legislative Assembly shall, unless otherwise
directed, be circulated to the Minister concerned as soon as a copy of it is
received from the Legislative Assembly Secretariat.

The file containing the resolution with all available information shall be
submitted to the Secretary who will decide on the need for consulting the Heads
of Departments.

158. Notes on resolutions.— Notes on resolutions shall as far as
possible be self-contained.

In printing notes on resolutions, the resolution itself should be printed in
Clarendon type at the beginning of the note.

Subject to the orders of the Chief Ministers, the attitude of Government to
the resolutions should be determined at a meeting of the Council of Ministers. As
soon as the ballot is declared, copies of the notes on the successful resolutions
and the orders thereon should be circulated to all Ministers and the Chief
Secretary to Government at least a day before the meeting of the Legislative
Assembly.

No information relating directly or indirectly to the subject matter of a
resolution shall be supplied to any Member of the Legislative Assembly without
the orders of the Chief Minister.

159. Submission to Ministers of files relating to resolutions and
Budget motions.— These files shall be submitted to the Minister concerned as
soon as they are ready and in any case not later than a day before the meeting
at which they are required for reference.

160. Further action on resolutions.— The department concerned is
responsible for any further action that may be necessary in consequence of the
replies made to resolutions or of their being passed by the Chamber of the
Legislative Assembly in which they are moved.
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*CHAPTER VIII A

RELATIONSHIP WITH MEMBERS OF PARLIAMENT / MEMBERS OF STATE
LEGISLATIVE ASSEMBLY AND GOVERNMENT SERVANTS

160-A. All Officers and Staff should show courtesy and consideration to
the Members of Parliament and of the State Legislative Assembly. A detailed
Code of Conduct governing the relationship between the Members of Parliament/
Members of State Legislative Assembly and the government servants and certain
other procedures to be followed are given in APPENDIX XXXII. This Code of
Conduct and the procedures there under should be followed scrupulously without
fail by all Departments of Secretariat.

*[Added vide G.0.(Ms).No.250, P & AR (A) Department, dated 11.06.2004]
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CHAPTER IX
INTER-DEPARTMENTAL REFERENCES

161. Provisions of Business Rules and Secretariat Instructions to
be followed.— The provisions in the Business Rules and Secretariat Instructions
regarding inter-departmental references shall be strictly followed.

162. When inter departmental references are necessary, personal
discussions between the officers concerned should be resorted to as far as
possible, with a view to reduce the volume of noting.

163. Second reference to be marked to Secretary or
*Special Secretary or Additional Secretary or Joint Secretary or
Deputy Secretary normally.— Should a second reference to a department
become necessary, the case will normally be marked to the Secretary *or
Special Secretary or Additional Secretary or Joint Secretary or Deputy Secretary,
as the case may be, of the department concerned so that further noting by the
office on the main note file may be obviated.

*[Inserted vide G.0.Ms.N0.198, P & AR Department, dt.03.06.2004]

164. Sending of cases for perusal.— (1) No case should ordinarily be
sent by a department for perusal to another department, unless the perusing
department has a substantial connection with the question at issue and whose
interest is, therefore, likely to be significant.

(2) When referring files to another department, particularly advisory
departments like Personnel and Administrative Reforms, Finance and Law, the
originating department(s) shall have to list out the specific point or points on
which the views of those departments are sought. While doing so, adequate time
has also to be allowed to department whose views are sought.

(3) Files are frequently marked to Personnel and Administrative Reforms
Department at 3 stages by the Departments of Secretariat i.e. before circulation,
during circulation and after circulation at the draft order stage. In future, the
proposed draft order(s) should be sent along with the proposal to Personnel and
Administrative Reforms Department before circulation itself. Wherever the file
has been cleared in Personnel and Administrative Reforms Department, before
Circulation, at the level of Secretary, it need not be sent to Personnel and
Administrative Reforms Department during or after circulation, provided the
originating department strictly complies with Rule 25 of the Tamil Nadu
Government Business Rules, 1978.

(4) The following 3 (three) types of cases alone need to be sent by
administrative departments for prior examination by the Personnel and
Administrative Reforms Department:

(i) Cases involving clarification, interpretation, relaxation of statutory
rules;

(i) Cases involving clarification, interpretation, waiver/relaxation of
orders/instructions issued by Personnel and Administrative Reforms Department;
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(iii) All cases requiring referral to Personnel and Administrative Reforms
Department as per the Business Rules and Secretariat Instructions, Fundamental
Rules and instructions there under.

For convenience, a list of types of cases which need to be generally
referred to Personnel and Administrative Reforms Department for examination is
given below. This list is only illustrative and not exhaustive.

(1)

*Panels which are to be placed before the Departmental Promotion
Committee.

*(Substituted vide G.0.Ms.No.37, P & AR (A) Department, dated 04.03.2010.)

(ii)
(iii)

(iv)
(v)

(vi)
(vii)

(viii)

(ix)

()

Framing/amendments to adhoc/special rules.

Deleted. [vide G.O.Ms.No.52, P & AR (A) Department, dated
06.04.2010]

Transfer of Government Servants against the existing instructions.
Alteration of date of birth.
Acceptance of resignation and relinquishment of rights for promotion.

Grant of No Objection Certificate to take up employment abroad
regulation/grant of leave for employment abroad without pay and
allowance.

All disciplinary matters relating to all departments except placing the
delinquent under suspension, framing of charges/show cause notices
against them, and, abatement of charges, as per the prescribed
formats.

Scrutiny of all drafts relating to disciplinary proceedings except those
relating to appointment of enquiry officer, communication of enquiry
officer’'s report to delinquent officer/Director of Vigilance and Anti
Corruption, dropping of charges and continuation of suspension.

*Scrutiny of all drafts relating to disciplinary proceedings at the
discretion of the administrative department except those specified
below (for which standard formats have been prescribed).

(a) communication to Tribunal for Disciplinary Proceedings for
conducting inquiries under Tamil Nadu Civil Services (Disciplinary
Proceedings Tribunal) Rules, 1955;

(b) transmission of the report of the Tribunal for Disciplinary
Proceedings to the Head of Department for action under rule
10(b) of the Tamil Nadu Civil Services (Disciplinary Proceedings
Tribunal) Rules;

(c) abatement orders in disciplinary proceedings in respect of
Government servants who die before issue of final orders;



(d)

(e)

(f)

(9)

(h)
()
(3)

(k)
(M

(m)

(n)

(0)

(p)

(q)

(r)

(s)

(t)
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remitting the cases to Heads of Departments arising out of
Directorate of Vigilance and Anti Corruption inquiries;

extension of the services of Government servant beyond the date
of superannuation under Fundamental Rule 56(1)(c);

certificate to be furnished by the suspended official under
Fundamental Rule 53(2);

deemed suspension when a Government servant is detained in
custody;

revocation of order of suspension;
appointment of Inquiry Officer;

directions to the Inquiry Officer to conduct inquiry in accordance
with the procedures;

orders for taking disciplinary action in common Proceedings;

appointment of Inquiry Officer in common disciplinary
proceedings;

order of suspension under rule 17(e) of the Tamil Nadu Civil
Services (Discipline and Appeal) Rules;

show cause notice under rule 17(a) of the Tamil Nadu Civil
Services (Discipline and Appeal) Rules for imposition of minor
penalties.

charge sheet for major penalties, under rule 17(b) of the Tamil
Nadu Civil Services (Discipline and Appeal) Rules;

check-list to accompany the Disciplinary cases referred to the
Tamil Nadu Public Service Commission by the Government;

obtaining further representation from the charged Government
servant on the report of the Inquiry (rule 17(b)(ii) of the Tamil
Nadu Civil Services (Discipline and Appeal) Rules);

show-cause notice for imposing penalty to be issued on a
Government servant on his/her conviction;

order for imposing penalty on a Government servant on his/her
conviction;

order for setting aside the penalty imposed when disciplinary
proceedings were initiated under Rule 17(c)(i)(1) of the Tamil
Nadu Civil Services (Discipline and Appeal) Rules consequent on
the acquittal in the criminal case;
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(u) order for according sanction for institution of departmental
proceedings by the Government under rule 9 of the Tamil Nadu
Pension Rules, 1978;

(v) charge sheet for proceedings under rule 9(2)(b)(i) of the Tamil
Nadu Pension Rules, 1978; and

(w) cases where after detailed enquiry, regular case or trap case, the
Director of Vigilance and Anti-Corruption and Vigilance
Commissioner make a direct recommendation to launch
departmental disciplinary action straight away.

* [Inserted vide G.0.Ms.N0.180, P & AR (A) Department, dt.12.07.2007.]

#Provided that scrutiny of draft order in respect of 17(a) of Tamil Nadu
Civil Services (Discipline and Appeal) Rules need not be referred to Personnel
and Administrative Reforms Department after return from Circulation.

#[Added in G.0.Ms.N0.170, P & AR (A) Department dated 30.08.2000]

165. Communication of copies of notes to other departments.—
Except with the orders of an officer of the rank of Under Secretary and above in
the department, copies or extracts of notes written on a case in a department
should not be communicated to another department to which the case has not
been previously referred. Such copies or extracts, if ordered to be sent, should
be authenticated by the Section Officer.

166. Put-up-papers in unofficial files sent to Accountant General.—
When a file is sent unofficially to the Accountant-General, copies of Government
Orders and other papers which are not confidential put up in it should not be
removed. Specific orders should, however, be obtained from an officer not below
the rank of Deputy Secretary as to what papers are to be sent to the
Accountant-General. The departments should, at the same time, note that rules
relating to the sending out of the Secretariat, of notes of the Secretariat or of
the Ministers should not be departed from.
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CHAPTER X

CONFIDENTIAL, SECRET AND TOP SECRET PAPERS
Maintenance and custody

167. All papers are confidential to outsiders and public.— Every
communication received in the office and despatched from the office and
registers and papers (i.e. notes, correspondence and disposals) showing the
steps taken in connection therewith are confidential. So far as the public
including non-Secretariat Government employees and Secretariat employees
who are not concerned with the subject are concerned, unless their
communication to the latter is authorised by the Government or by an officer not
below the rank of Under Secretary to Government. Notes or correspondence
started in the office as arising papers are no exceptions to this principle.

168. Classification of documents on security basis.— There are some
papers which are seen by, or shown to only a limited number of officers or
Section Officers or Assistant Section Officers in the department itself. Such
papers will be given three grades of security marking as follows.—

(@) Top Secret; (b) Secret; and (c) Confidential.

(a) Top Secret.— This marking will be reserved for papers containing
information of such a nature that for reasons of National security it must only be
disclosed to persons whose duty makes it essential that they should have
knowledge of it. Such papers will include reference to current or future military
operations, impending movements or disposition of the armed forces and
shipping and secret methods of warfare; to matters of high political policy and to
methods of secret intelligence and cyphers.

(b) Secret.— This marking will be reserved for papers other than those
marked Top Secret, which are of such nature that their disclosure to persons
other than those whose duty it is to have knowledge of them would cause
administrative embarrassment or difficulty or would be helpful to the enemy
without being gravely dangerous to the National interest.

(c) Confidential.— This marking will be reserved for papers that are sent
into the office and may have to be kept ‘confidential’ for a limited or unlimited
period; the custody of such papers is vested in Section Officers of sections.

It is essential that the above security categories should be universally
adopted and that classification of papers into these categories should be made
by responsible officers only, care being taken to ensure that the Top Secret
category is not unnecessarily employed.

169. Treatment of Secret and Top Secret papers in office.—
(a) Top Secret papers.— These should be dealt with only by the Secretaries to
Government and should be in their personal custody. This should be possible as
the number of such papers received is small. Where consequential instructions,
etc., have to be issued, a Deputy Secretary or an Under Secretary may be asked
to assist the Secretary.

(b) Secret paper.— Secret papers should also remain in the personal
custody of the concerned officers and be dealt with by them, as far as possible.
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Where this is not practicable, on account of a large number of such type of
papers to be handled, they may be allowed to be handled, by a thoroughly
reliable Section Officer, whose antecedents and character have been previously
verified by the Special Branch, C.I.D. This will not apply to Public and Home
Departments, which are provided with Special S.C. staff deputed by the C.I.D.
Steel almirahs should be provided for keeping secret papers and they should be
in one of the officer’'s room.

(c) Where there is a separate secret section, action must be taken to
ensure that adequate physical security is provided, which must include the
complete segregation of the section from non-secret sections; the provision of
safe locks on all doors and bars on windows; the strict limitation of access to the
section to the minimum number of authorized persons only; and the provision as
far as possible of adequate secret almirah accommodation within the section.

170. Treatment of papers regarding appointments and postings.—
All correspondence dealing with appointments and postings is treated as
confidential and dealt with as far as possible by the Officers of the grade of
Under Secretary to Government and above.

171. Treatment of agenda for meetings of Council of Ministers and
of notes and decisions on subjects discussed.— The agenda for the
meetings of the Council of Ministers. ‘Notes for the Cabinet’” on subjects for
discussion at a meeting and decisions of the Council shall be treated as
confidential. Copies should therefore be circulated in confidential boxes or in
sealed confidential covers.

172. Treatment of punishment and appeal cases.— When the case of
any officer is put up to Government for punishment or a previous punishment
comes up on appeal the case should invariably be treated as confidential.

173. Treatment of papers relating to matters of “"News Value”.—
Case relating to matters of "News Value” should be treated as confidential.

174. Treatment of confidential, Secret and Top Secret papers in
their several stages.— The procedure in the treatment of class (2) confidential
papers is similar to that of non-confidential papers but the following special
instructions should be observed.—

(i) Tappal and registry.— When confidential papers (including unofficial
files from other departments) are received in tappal, they are opened by the
officer addressed. After the papers are numbered, the Section Officer takes
charge of them. They are entered in the Personal Register, the abstract being
indicated only by a catch word or framed as not to reveal anything which is
confidential.

The officer or the Section Officer who deals with Secret or Top Secret
papers should maintain a separate Personal Register which should be checked
periodically by the Secretary to Government in each department.

(i) Referencing, noting and drafting.— Confidential/Secret papers
shall also be dealt with by the Assistant Section Officers concerned as in the case
of non-confidential papers. He/She should collect the previous papers without
revealing the purpose for which they are required. He/She shall take special care
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that the files are not seen by others. When the files are not being attended to by
him/her, they should be kept under lock and key. Secret or strictly Confidential
papers shall under no circumstances be removed from Secretariat by the
Assistant Section Officers or Section Officers.

(iii) Submission to Officers.— When submitting confidential files to
officers the Section Officers shall send them in a confidential box.

When ‘Confidential’ papers or records or covers are put up for reference in
a file, the whole file should be treated as confidential.

Transmission of Top Secret and Secret files should be only in S.C. Boxes.
For the purpose, at least one officer of and above the rank of Deputy Secretary
in addition to the Secretary in each Department, will be supplied with an S.C.
Key; such keys are to be obtained from Public(S.C.) Department on requisition
through the concerned Secretaries. Secretaries or the Section Officers dealing
with Secret papers, as the case may be, should take Secret papers to their
superior officers personally. When files are transmitted in sealed covers from
one department to another, the sealing be done in the presence of the officer
concerned or the Section Officer in-charge of Secret papers.

(iv) Circulation.— If the case is marked for circulation to the Ministers or
the Governor, it should be sent by the officer concerned. Section Officer or the
Assistant Section Officer in-charge of circulation, as the case may be, in a
confidential box or S.C. box in the case of Top Secret and Secret papers (except
cases mentioned in paragraph 170 which may be sent in sealed envelopes). The
subject-matter should no account be indicated on any slip or paper outside the
box (or on the sealed envelope.)

(v) Issue.— Confidential unofficial files intended for other Departments of
the Secretariat should be sent in sealed covers or packets. Economy labels
should be used and the seal should be affixed only on the labels. In the case of
Government Orders, Letters, etc., they will be fair-copied and despatched by an
Assistant Section Officer or Typist specially detailed for this purpose. The word
confidential will be copied in bold types on the fair-copy at the top of the first
page. The covers will also be marked ‘Confidential’. The Section Officer will hand
over to the Assistant Section Officer or Typist only those portions of the papers
which have to be copied. The examining of the copies will be done by the
Assistant Section Officer or Typist with the assistance of the Section Officer
concerned or an Assistant Section Officer of the concerned section or in
accordance with any arrangement in force in the department. If a confidential
paper is to be printed, a copy of it signed by the Under Secretary or the Section
Officer should be sent to the Director of Stationery and Printing in a sealed cover
with the word, ‘Confidential’ entered on the copy as well as on the cover the
word ‘Confidential” will be printed in bold type at the top of the first page of the
paper and also at the top of the brown docket sheet.

Typing and despatch of Secret papers may be entrusted to a specially
selected Personal Clerk, Personal Assistant, Private Secretary preferably the
Secretary’s Personal Assistant/Private Secretary who can be expected to be
reliable. He/She may be designated as the Personal Assistant and his/her
antecedents and character should also be verified by the Special Branch, C.I.D.
If the antecedents of any Secretary’s Personal Assistant/Private Secretary are
not satisfactory he/she should be changed at the earliest possible opportunity for
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fair copying Secret and Top Secret Government Orders, Letters, etc. coloured
letter heads specially supplied for the purpose should be used. Carbon papers
used for typing top Secret and Secret papers will be kept in the personal custody
of the officer including Section Officer or the Typist, as the case may be, so long
as they can be used and then destroyed by burning.

No new ribbons should be used for typing top secret or secret material.
This restriction need not apply where adequate arrangements exist either for
locking the typewriters in secure cover or where the room in which they are
placed is itself locked to ensure that no person not belonging to the section has
access to them. Even in such circumstances ribbons should be changed only at
beginning of a working day. In a dual colour ribbon and red portion on which
words stand out clearly should not be used to type revealing words Ribbons used
for typing should always be removed before type-writers are sent outside the
building for repairs.

When ‘Top Secret’ and ‘Secret’ files are sent to officers at their residences,
they should be put in an appropriate box in which should be placed a receipt
schedule containing a concise description of the papers forwarded. In addition,
an open schedule containing the number and kind of boxes sent should also be
sent. The Office Assistant taking the box should be instructed to obtain on the
open schedule the signature of the officer to whom the papers are addressed, if
he/she is present. If not, he/she may obtain the signature of the house Office
Assistant or of any person of the household in token of receipt.

(vi) Duplication of Secretariat Top Secret paper.— The number of
copies made will be carefully recorded and each copy will be serially numbered
and identified by number in the distribution of despatch list. Spare copies should
be strictly limited to the minimum and held in the custody of Section Officer of
the Secret Section who will destroy the stencils by burning.

(vii) Papers for signature.— Confidential papers for signature will be
submitted to officers for signature in special boxes on which are painted the
words “Papers for Signature”. In the absence of such boxes, ordinary
confidential boxes may be used with ‘urgent’ or ‘special’ cards attached to them
according to the urgency of the papers and with the words “for signature”
prominently marked on the cards. Where possible the Assistant Section Officer
or Typist will take the fair copies personally to the officer and get his/her
signature.

In the case of Top Secret and Secret papers, fair copies will be submitted
to officers in S.C. boxes by the Home (S.C.) and Public (S.C.) Departments. In
other departments, fair copies will be taken to officers in person for signature.

(viii) Despatch.— 'Top Secret’ and ‘Secret’” communications other than
‘nil’ report, if despatched by post shall be enclosed in double covers, the inner
cover being marked ‘Top Secret’ or ‘Secret’ as the case may be, sealed at both
ends without using economy labels and addressed to the officer for whom it is
intended by name while the outer cover should bear only the usual official
address and the rank in the Secretariat. Special Top Secret seals have to be
supplied to Secretaries for use of sealing the Top Secret covers. Only cloth lined
covers shall be used as outer covers which should be of sufficiently big size to
hold the inner cover. The outer cover should also be sealed at both ends without
using economy labels. The outer cover should be strong and large enough to fill
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the inner cover. Such communications should invariably be sent by “Registered
Post-Acknowledgement Due”. If despatched by hand the communication shall be
put in single non-cloth lined covers with both the flaps sealed and the covers
clearly marked with the correct name, address and security marking”.

Ordinarily confidential communications which are despatched by hand or
by post shall be put in single envelopes fastened with an economy label and
sealed, the seal being affixed on the economy label and the covers addressed to
the officers both by name and official designation. “Nil” reports pertaining to top
secret, secret or ordinary confidential matters shall be put in single envelops
only and then sealed and despatched in the same way as ordinary confidential
communications.

Sealing should not be overdone; two seals one on each flap of the cover
will generally suffice. Where an economy label is used, a seal should be affixed
at both ends of the label.

(ix) Postal registration.— Confidential covers sent by post shall be
registered at the post office in the following cases.—

(a) ‘Top Secret’ papers;

(b)  ‘Secret’ papers;

(c) Confidential papers sent to other Governments;

(d) Confidential papers relating to disciplinary enquiries;

(e) Confidential papers containing valuable documents or original records;
and

(f) Any other confidential paper which is specially instructed to be sent by
registered post.

‘Top Secret’ and ‘Secret’ communications shall be sent by “Registered Post
acknowledgement due”.

(x) Surprise checks.— Surprise checks should be made at irregular
intervals by one of the officers, to cover transit, fair-copying despatch, custody,
etc., and ensure that proper security is maintained at all stages; any
irregularities noticed should be set right from time to time.

(xi) Telephonic conversation.— A telephonic conversation liable to
interception and all users of telephones must remember that somebody else may
be listening in. Confidential, Strictly Confidential, Secret or Top Secret matters
should never be transmitted through the telephone.

175. Mode of addressing confidential covers to certain
authorities.—

(i) Military authorities.— The instructions given in paragraph 75 (v) in
Chapter IV—Forms and Rules of Correspondence, should be followed.

(i) General.— When Confidential, Secret and Top Secret covers have to
be despatched to any authority by name and if the name of the incumbent is not
correctly ascertainable or there is a doubt over the point or if the officer is under



89

orders of transfer, the inner cover may, with the orders of the Under Secretary,
be addressed to “(name and designation) or successor” in order to prevent delay
in the covers reaching the proper quarter (the words “or successor” should be
underlined in red ink).

176. Spare copies of printed confidential orders.— The distribution of
spare copies of printed confidential orders and letters is as follows.—

Departments of the Secretariat are supplied with the usual number of
spare copies.

Other addresses — One spare copy.

177. Number of copies for record.— Only six copies without notes and
four copies with notes of confidential proceedings and letters shall be printed for
record.

178. The distribution of copies of each printed order or letter shall be
entered in the space allotted in the “press slip”.

179. Maintenance of confidential records in departments rules.—
(i) What confidential records are kept in departments.— Confidential
disposals of the current and preceding three years are kept in the departments
themselves and the earlier disposals in the Tamil Nadu Archives.

(ii) Maintenance of confidential register.— As soon as a confidential
file is closed and the disposal may be put away, the Section Officer of the section
will hand over the record to the Assistant Section Officer who has custody of the
confidential records of the section or the department, and that Assistant Section
Officer will acknowledge its receipt by initialling with date against the disposal in
the last column of the Personal Register. The Assistant Section Officer will then
enter the record in the register of confidential records placed in his/her custody
which he/she will maintain in the form below and will place the records in its
appropriate place in the confidential bundle.

FORM OF REGISTER OF CONFIDENTIAL RECORDS IN THE CUSTODY OF
THE ASSISTANT SECTION OFFICER IN-CHARGE OF THOSE RECORDS

Date of receipt Number and Brief Subject Remarks
date of the
paper received
(1) (2) (3) (4)

(iii) Issue of confidential records.— Confidential records shall be
supplied within the department on requisition (Form Secretariat I1I-39 may be
used) signed by the Section Officer of the Section requesting a record and
countersigned by the Section Officer of the Section to which it relates. When a
Section Officer is on casual leave or otherwise absent, the senior-most Assistant
Section Officer of the section may, during the Section Officer’s absence, sign or
countersign, as the case may be, requisitions for confidential records.
Requisitions from other departments should be signed by an Officer including



Sl.No. of
requisition
and date
of receipt

(1)
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Section Officer of the department making the requisition. All requisitions should
invariably state the purpose for which the record is required.

When a record is taken out of the confidential records, an entry should be
made in the confidential records register which should be maintained by the
Assistant Section Officer in charge of the said records in the form below.—

FORM

Register of papers issued from and returned to confidential records.

No. & Date of Current Signature Initials of Date  Signature Initials of
disposal or issue No. if of the the ASO in- of of the SO the ASO in-
other from any, for Section charge of return returning charge of
description the which officer Confidential Confidential
of the records taken taking it  record records
document otherwise

purpose

for which

taken

(2) (3) (4) (3) (6) (7) (8) (9)

For every record issued from the confidential records, a dummy slip (C.F.
New No.24 may be used) should be deposited in the place of the record by the
Assistant Section Officer in charge. When the paper is returned, the entry should
be scored out on the dummy slip and the Assistant Section Officer may return
the requisition to the Section Officer concerned to be destroyed.

The Assistant Section Officer in charge of the confidential records will
watch the return of the records and issue reminders once a month. The Section
Officers should return records taken out promptly and also intimate transfer of
records from one file to another to the Assistant Section Officer in charge of the
confidential records. At the beginning of every quarter, the Assistant Section
Officer in charge should bring to the notice of the Under Secretary of the
department of any record which has not been returned to the records for more
than six months from the date of issue. The Assistant Section Officer will be held
responsible for safe custody of the confidential papers.

(iv) Downgrading of security classification.— At the end of each
calendar year, the Assistant Section Officer in charge of the confidential records
shall prepare a list of confidential papers in the records in his/her custody, the
continued retention of which as ‘confidential’ is prima facie not necessary and
will submit it to the Under Secretary for orders through the Section Officer of the
Section concerned.

If it is ordered any papers need not any longer be treated as confidential,
the Assistant Section Officer in charge will make out a list of them and transfer
them to the Central Record Branch. The acknowledgement of the Section Officer,
Central Record Branch will be obtained in the last column of the register of
confidential records mentioned in sub-paragraph (ii) above. List of records so
transferred will be maintained both by the Assistant Section Officer in charge of
confidential records and by the Central Record Branch.

Remarks

(10)
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The word ‘confidential’ on such records should be struck off and the words
‘since treated ordinary' noted instead with date.

In order to avoid unnecessary accumulations of Secret papers, they may
be periodically reviewed with a view to find out if it is still necessary to treat
them as 'Secret'. Whenever it is found that they need not be treated as Secret
any longer, the security classification may be downgraded and sent down to the
appropriate section after obtaining the orders of the Secretary in each case. A
tendency to adopt an unnecessarily high security classification should be
avoided. If the downgrading of security classification is done properly and
regularly, it should be possible for really secret papers to be attended to at
officers' level.

(v) Transfer of confidential records to Tamil Nadu Archives.— Once
in every year, the Section Officer of sections will send confidential records of the
fourth year proceeding together with the Register of confidential papers and a
copy of the list of records to the Commissioner, Tamil Nadu Archives and
Historical Research. The latter will acknowledge the receipt of the records in the
last column of the register. The list of records so transferred will be kept both in
the section and in the Tamil Nadu Archives. *The following programme will be
adopted for transferring records:-

Month Period Name of the Department

May I Half  Revenue and Disaster Management,
Co-operation-Food and Consumer Protection,
Commercial Taxes and Registration,
Agriculture,

Adi Dravidar and Tribal Welfare.
IT Half  Backward Classes, Most Backward Classes and Minorities
Welfare,
Home, Prohibition and Excise,
Environment and Forest,
Energy,
Animal Husbandry, Dairying and Fisheries.

June I Half Public,
Personnel and Administrative Reforms,
Transport,
Highways and Minor Ports.

IT Half  Industries,
Labour and Employment,
Housing and Urban Development,
Handlooms, Handicrafts, Textiles and Khadi.
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July I Half  Public Works,
Social Welfare and Nutritious Meal Programme,
Social Reforms,
Tamil Development and Information.

IT Half  School Education,
Information Technology,
Health and Family Welfare,
Tourism, Culture and Religious Endowments.

August I Half Higher Education,
Micro, Small and Medium Enterprises,
Youth Welfare and Sports Development,
Welfare of Differently Abled Persons,
Special Programme Implementation.

IT Half  Finance,
Law,
Rural Development and Panchayat Raj,
Municipal Administration and Water Supply,
Planning, Development and Special Initiatives.

180. Disposal of spare copies.— Spare copies of papers of all kinds
whose retention for further use is necessary, including cyclostyled spare copies
of letters, etc. must be kept separate from the file in the personal custody of the
Section Officer who will be responsible for their safe custody. He/She will be
responsible or checking and weeding out his/her stock of fair copies regularly
and at frequent intervals, and for obtaining the Under Secretary's permission for
the destruction of any papers whose further retention he/she considers
unnecessary. Used stencils should for this purpose be treated as spare copies.

181. Confidential publications.— The maintenance and destruction of
other confidential publications such as fortnightly reports, reports on
newspapers, etc. should be regulated in accordance with the orders in force
relating to them.

182. Custody of seals.— The safe custody of seals is of great security
importance. A list must be maintained showing the persons to whom seals have
been issued. All such persons will be held responsible for the safe custody of the
seals issued to them; they must immediately report to the issuing officer should
any seal be lost or mislaid. The issuing officer must ensure by frequent checks
that the stock of these seals is kept intact.

Top Secret papers must be sealed with a special seal, and not with the
ordinary office seal. Top Secret seals will be issued to those officers who are
called on in the course of their work to deal with Top Secret papers; they must
on no account leave the personal custody of the officers to whom they are
entrusted who will be responsible for their safe-keeping.



93

183. Disposal of waste papers.— Greatest care must be taken both in
the rooms of officers and sections in disposing of waste papers of all kinds
including blotting papers. Confidential, Strictly Confidential, Secret and Top
Secret papers must be destroyed by burning in the presence of the officer
responsible for dealing with them. The Officers including Section Officers are
responsible for ensuring that adequate arrangements are made in their
rooms/sections for ensuring the separation of Confidential, Strictly Confidential,
Secret and Top Secret waste papers from the rest.

Rolled up papers burn quicker than small pieces and therefore when
throwing paper of the above category into the waste paper basket, it will not be
torn into pieces but rolled up.

If no special incinerator is available, an empty can or drum may be used
for the purpose. To increase the draught and speed up burning process, the
holes will be pierced on the side of the can/drum but not at the bottom. A wire
netting will be used over the top of the can/drum to prevent half burnt paper
from getting blown away. When burning is going on, the papers will be stirred
with a rod to see that nothing is left at the bottom.
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CHAPTER XI
CIRCULATION
I. GENERAL INSTRUCTIONS

184. Points to be observed by Officers ordering circulation.— The
circulation of cases is ordered by the Secretaries and other Officers authorized to
do so in accordance with the "Business Rules and the Secretariat Instructions."

Before a case is submitted by a Secretary or other Officer to a Minister for
orders, a summarizing note should be added at the end specifying the points for
orders and referring also to the views taken by other departments, if any, which
have been consulted in the matter.

*However, in respect of the following types of cases where the views /
remarks of the other departments are not necessary, the Secretary of the
administrative Department in a separate sheet shall after minuting his/her views
as to whether the proposal is agreeable or not and adding to the papers submit
the files straightaway to the respective Minister(s) with his/her full signature for
orders without a note for circulation.

i) Cases to be circulated to the Ministers for information.

i) Cases in which the views of Heads of Departments are accepted and
consultation with advisory departments is not necessary.

iii) Postings and transfer of personnel.

iv) Cases of Legislative Assembly Questions and assurances made in the
Legislative Assembly.

V) Cases which do not involve policy or financial implications.

*Added vide G.0.Ms.No.144, P & AR (A) Department, dated 03.12.2002.

If a case is to be treated as 'Special', it will be so marked on the case
itself by the officer ordering its circulation.

185. Cases marked for circulation to go to Section Officer first.— A
case marked for circulation will always go first to the Section Officer of the
section who will be responsible for the action described in the following
paragraph. The case will then be passed on to the Assistant in-charge of
circulation.

186. Section to check case and reference note and draft before
circulation.— Before a case is passed on to the Assistant in charge of the
circulation, the Section Officer and the concerned Assistant Section Officer shall
ensure that the case is complete, that the papers are properly arranged, that all
unnecessary papers are removed, that all unnecessary portions of the note file
and current file are scored off, that any old records put in the case are in covers,
that the flags are intact, that blank sheets are added to the note file, that the
draft disposal or note bears the signature of the officers who passed it, that
drafts not approved are folded and placed at the bottom of the case unless
necessary for reference, that the headings of notes are properly filled up, that all
notes on slips or routine note sheets and rough draft of notes or of disposals are
removed, unless otherwise, specially ordered by the officer directing the
circulation, or are kept at the bottom of the case neatly folded. If such papers
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are removed, they should be restored on the return of the case. The Section
Officer and the Assistant Section Officer shall check and correct the notes and
drafts put up by the officers and bring to their notice before passing on the case
any omissions, mis-statements of facts or other inaccuracies.

187. Omissions to mark circulation or to mark 'Special' to be
checked.— Section Officers shall also ensure that the case is marked 'special'
by the officer ordering the circulation if it is to be treated as such. If any paper
which under the Business Rules and Secretariat Instructions or by practice or by
special orders should be circulated is not marked for circulation, they should
bring the omission to the notice of the officer concerned.

188. Cases to be marked 'Special' only on orders of officer
ordering circulation.— Files for circulation to the Governor or the Ministers
should not be put in blue pads or in boxes with blue cards unless this is
specifically ordered by the officer ordering circulation.

189. Section Officers' duties in watching Special files in
circulation.— The Section Officer is personally responsible for seeing that
'special' cases marked for circulation to any Minister reach him/her and are
obtained back with orders or a note with the least practicable delay. If the case
has to be sent to the Minister when he/she is not at the Secretariat, the Section
Officer will see that it is despatched at once by a special Office Assistant. The
Office Assistant should be given instructions to wait till the Minister to whom it is
addressed has done with it, and if it is marked for more than one Minister, to
take it to them all in turn without any delay whatever. If the Ministers' Senior
Personal Assistant or Junior Personal Assistant is on duty, he/she will take the
case at once to the Minister and will draw his/her attention to the fact that the
Office Assistant is waiting for it. Senior Personal Assistant or Junior Personal
Assistant should return the case to the Office Assistant as soon as the Minister
has noted on it. The Office Assistant should also be given instructions where to
take the case on his/her return.

190. Confidential files to be sent protected to Assistant in-charge
of circulation.— Cases of a confidential nature or in which any paper put up is
confidential should be marked 'confidential' and sent to the Assistant in-charge
of circulation in locked confidential boxes or handed over to him/her in person.
They should not be sent unprotected through a Record Clerk or Office Assistant.

II. PROCEDURE IN CIRCULATION

191. Entry of cases in circulation register.— The Assistant in-charge
of circulation will enter the cases for circulation in the circulation register (Form
Section II-3) printed as Appendix VI and note the required particulars in the
appropriate columns of the register. On the case itself he/she will enter at the
foot of the note or draft disposal the date of circulation, thus-C.30-6-1974; and
the date of return below that entry thus-R.2-7-1974. If the case is circulated in a
box, the number of the box will also be noted both in the register and on the
case. When secret boxes are received for circulation by the Assistant in-charge
of circulation, he/she will note only the number of the box in the circulation
register.

NOTE.— In Departments where the Assistant in-charge of circulation is
not provided with a confidential key, the cases should be placed in confidential
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boxes, with appropriate cards by the Section Officers themselves and the boxes
passed on to the Assistant in-charge of circulation who will enter the box number
only in the circulation register as in the case of secret boxes.

192. Circulation Boxes.— Confidential cases are circulated in
confidential boxes. Secret papers are circulated in secret boxes (known as S.C.
boxes).

Non-confidential cases.— Important files may be circulated in
confidential boxes. Other files may be sent open to the Ministers if they are in
the Secretariat and in rattan boxes if they are not in the Secretariat. Files
intended for the Governor should not be sent open.

Secret and confidential boxes have a cage on the right hand side in which
inserted the 'Circulation Card' bearing the designations of Ministers, or the
Governor to whom they are circulated and the order of circulation.

All boxes have painted or engraved on them distinctive letters denoting
the departments to which they belong. 'Secret' boxes are marked 'S.C."'. Each
box bears a number.

193. Circulation cards.— (i) Circulation cards are used with boxes sent
in circulation to the Governor, Ministers or to Officers of the grade of Under
Secretary and above of the departments for orders of 'from circulation'.

(ii) The cards used for circulating files to the Governor and the Ministers
are printed in four colours, namely:-

Blue — For 'Special'.

Pink — For 'Urgent'.

White — For 'Ordinary’.

YeIIo)w — For 'Legislative Assembly cases' —(See paragraph 6 Chapter

XXV).

The appropriate kind of card should be used with the boxes. The cards
alone should indicate the nature of urgency; labels of any kind should not be
pasted on boxes for that purpose. The form of the card is given below.—

................. Department
Circulated........... 20
1.M8. M
2.M9. M
3.M10. M

4. M11. M
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5.M 12. C.M.
6. M 13. G.
7. M

At the time of circulation, the Assistant in-charge of circulation should fill
in legible (in pencil) the name of the department, date of circulation and the
designation of the Minister or Ministers to whom the case is circulated and also
indicate by figures the order in which a box should be circulated. The
superfluous items should be struck off neatly.

(iii) Cards for boxes intended for a Secretary, Deputy Secretary, Under
Secretary are printed as follows.—

...................... Department
Circulated............ 20........
Secretary
Deputy
———————————— Secretary
Under
Secretary

Generally the Under Secretary is printed on one side and the ----------------c-u--
Deputy Secretary
is printed on the other side of the card.

194. Circulation of more than one case in a box.— There is no
objection to circulate more than one case in the same box provided that ordinary
and urgent cases, urgent and special cases or cases requiring time for disposal
and routine cases are not put together, and provided also the order of circulation
of the cases is identical.

Petitions for mercy, bulky cases and cases on important subjects shall be
circulated in separate boxes.

195. Circulation of monthly index.— Monthly index of Government
orders of Manuscript Series will be circulated to the Governor, or the Ministers, if
sent to their houses, in thick brown envelopes of the largest size instead of in
circulation boxes. An economy label bearing the expression 'Monthly Index' and
the designation of the Minister or the Governor's Secretary as the case may be,
shall be pasted over the flap of the cover. After the monthly index has been
perused by the Minister it will be returned to office by his/her Personal Assistant
in the same envelope with the flap secured again with a fresh economy label.

196. Circulation of cases to the Governor.— Cases intended for the
Governor are sent to the address of the Governor's Secretary.

197. Circulation of cases to Minister.— Duties of Senior Personal
Assistants and Junior Personal Assistants regarding their receipt and return: —
The Senior Personal Assistants or Junior Personal Assistants shall maintain a



98

simple transit register showing the files or boxes received by them as well as the
current number and department in each case. While sending the circulation
boxes or files, the Senior Personal Assistants or Junior Personal Assistants will
enter the number of box or file and any other particulars that may be necessary
in the transit register and obtain the initials in acknowledgement of the person
to whom it is passed on. The Senior Personal Assistants or Junior Personal
Assistants or Chobdars who receive the circulation box or file will acknowledge
the receipt in the transit register brought with the box or file. Then the box or
file shall be submitted to the Minister concerned. The entry of designation of the
Minister on the circulation card attached to the box shall be scored out when
sending it on in further circulation or when returning it to the Secretariat
Department concerned. This duty should be performed by the Senior Personal
Assistants or Junior Personal Assistants and not left to the Chobdars. The next
destination of a box or file must clearly appear in the circulation card itself
without any need for oral or supplementary instructions.

198. Duties of Senior Personal Assistants and Junior Personal
Assistants in observing order of circulation.— When cases are circulated in
office they shall be passed on direct by the Senior Personal Assistants or Junior
Personal Assistants to the next Minister if they are marked for more than one
Minister and should come back to the Assistant in-charge of circulation only after
the last Minister has seen the case. Such cases will not pass through the
Assistant Sergeant of the Public Department during their transmission to or
return from Ministers.

The Senior Personal Assistants and Junior Personal Assistants will be
responsible for seeing that every case is sent on in circulation in the order in
which it is marked or returned to the Assistant in-charge of circulation concerned
as soon as the Minister concerned has dealt with it. This applies to all classes of
cases.

199. Circulation of cases by Secretariat Circulation Van—
Maintenance of Van Register.— When cases are sent to the Ministers' houses
or to Raj Bhavan they shall be sent in appropriate boxes. They will be passed on
to the Van Attender of the Public Department by the Assistant in-charge of
circulation of the respective Department of the Secretariat before the hours
fixed—See Chapter XXI—Secretariat Circulation Van. The Assistant in-charge of
circulation should obtain the van attender's acknowledgement for the receipt of
the boxes. The van attender will enter the boxes in the register maintained for
the purpose and take in that register the acknowledgment of the Senior Personal
Assistants or Junior Personal Assistants if they are off duty, or of the Chobdars
of the Ministers and of the Assistant or Office Assistant of the Governor's
Secretariat, respectively for the receipt of the boxes concerned.

200. Return of cases to Secretariat by circulation van—
Maintenance of a register.— When there are boxes to be returned to the
Secretariat direct from the Minister's residence or from Raj Bhavan, the Senior
Personal Assistant or Junior Personal Assistant or Chobdar of the Minister or the
Assistant or Office Assistant of the Governor's Secretariat, as the case may be,
will enter the boxes in the separate register sent with the van in the custody of
the van attender and hand over the boxes to him/her. The Secretariat van
attender will hand over the boxes in the Secretariat and get acknowledgment
from those to whom he/she hands over circulation boxes.
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'Special' cases should not, however, be sent or returned to the Secretariat
by the van but by a special messenger. The van will not also receive cases of
whatever description from a Minister's house to be delivered at another
Minister's house or at the Governor's Secretariat.

201. Checking of circulation van register.— The receiving Assistant in
*0.P./Tappal Section of the respective Department will inspect the registers
daily and ensure that they are kept correctly and that acknowledgments are
entered for all the boxes and covers sent in circulation.

*[Substituted in G.0.Ms.No.236, P&AR (A) Department, dated 27.12.1999]

202. Circulation otherwise than by van.— When a box or cover is
circulated from or returned to the Secretariat otherwise than by the circulation
van, it shall be accompanied by a slip on which the signature of the Chobdar
concerned or the Assistant Sergeant of the Public Department, as the case may
be, shall be obtained.

203. Special cases not to be sent by van.— Cases marked 'Special’
shall invariably be sent by special messengers by departments themselves and
not by the circulation van (see paragraphs 189 and 200).

204. Papers marked for circulation to be circulated the same
day.— Papers marked for circulation will ordinarily be circulated the same day.
The Assistant in-charge of circulation will be held responsible for any delay in
circulation. If he/she is unable to circulate a case the same day, he/she should
report that fact to the Section Officer of the section concerned.

205. Checking of delays in circulation.— The Assistant in-charge of
circulation should submit every Monday morning through the Section Officer
concerned to the Senior Personal Assistants to Ministers a list in the form below
of cases pending in circulation for more than fourteen days. (If a Monday is a
holiday, the list should be submitted on the following working day.)

The Secretary of the department (or the Deputy Secretary) will direct
such action to be taken as to ensure the prompt return of the cases to his/her
department (See Secretariat Instruction 100).

FORM

Weekly lists of papers circulated to the Ministers and the Governor and
pending with them for over fourteen days

For the period ending....................

Department  C.No. Subject Date of Box To whom Remarks
circulation Number Circulated
in which
the file
was
circulated

(1) (2) (3) (4) (5) (6) (7)
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Each Assistant Section Officer should put up reminders through the Under
Secretary direct to the Gazetted Personal Assistant to the Ministers for the
return of files from circulation, if the files not returned within fourteen days from
the date of circulation. If it is found that there is no response from the Gazetted
Personal Assistant for the first reminder, then a D.O. re-reminder should be sent
to the Gazetted Personal Assistant from the next higher officer.

III. PROCEDURE ON RETURN FROM CIRCULATION

206. Treatment of cases returned from circulation.— After the date
of return has been noted in the circulation register and on the case itself (except
in the case of Secret cases), the case shall be submitted to the officer who
directed circulation or to the Secretary if he/she has directed that all cases
circulated whether under his/her orders or not should be submitted to him/her
on return and to such other gazetted officer or officers concerned with 'From
circulation card' [Form Secretariat II—12 (a)], placed over it in the case of non-
confidential files, or if the case is confidential, in a confidential box with an
appropriate card marked 'from circulation' on it. A secret case will be submitted
to the Secretary in the box in which it is received after noting the date of return
in the circulation register.

NOTE.— In departments, where the Assistant in-charge of circulation is
not provided with a confidential key, he/she will note the return of confidential
boxes from circulation in the circulation register and immediately send them to
the officer who submits such boxes 'from circulation' in accordance with the
orders in force in the department.

207. Cases returned to section direct from circulation—Assistant
in-charge of circulation to be intimated.— Cases sent in circulation should
normally go back to the Section Officer concerned through the Assistant in-
charge of circulation. If, however, an officer hands over or sends direct a
particular case which has returned from circulation to the Section Officer or an
Assistant Section Officer of the section, the latter should bring this to the notice
of the Assistant in-charge of circulation so that he/she may note its return in the
circulation register. The acknowledgment of the section Assistant should in all
cases be obtained in the last column of the circulation register.

If a file, which was sent by the Assistant in-charge of circulation to an
officer for perusal after circulation does not return to him/her within 24 hours,
the Assistant in-charge of circulation should send a reminder to the officer
concerned after making thorough enquiry in the sections of the department.

208. Interruption of circulation to supply information called for by
a Minister.— When a Minister wants any information from the office on a case
marked for circulation to more than one Minister or to the Governor, the further
circulation will cease until the information is supplied. In such cases, the Senior
Personal Assistant or Junior Personal Assistant will be instructed by the Minister
to return the case to the department concerned after the names of the Ministers
or the Governor's Secretary on the circulation card have been scored out. The
same procedure will be adopted in respect of cases sent open.

When such a case is returned to the Assistant in-charge of circulation, the
latter will submit the case to the Secretary or other officer who directed the
circulation or to the officer who submits 'from circulation' cases inviting attention
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to the Minister's note and asking for orders whether circulation may be
interrupted.

When a Minister wants any information from any office outside the
Secretariat, the Senior Personal Assistant or the Junior Personal Assistant shall
under instructions from the Minister contact the concerned administrative
Department of the Secretariat. The administrative Department of the Secretariat
shall obtain the required information from the offices concerned and
communicate the same to the Minister.

209. When, in a case marked for circulation to more than one Minister or
to the Governor, a Minister passes orders which are not in accordance with the
orders suggested in the noting, further circulation should invariably be
interrupted and the case submitted to the Secretary or other officer who directed
the circulation.

210. Miscellaneous instructions to Assistant in-charge of
circulation.— (i) When a linked file is attached to a case sent in circulation the
fact should, where possible, be noted in the circulation register mentioning the
current number of the linked file.

(ii) When valuable books or other documents are put up in a case sent in
circulation, the Assistant in-charge of circulation should, where possible, note
the fact briefly in the circulation register. If any such book or document is not
received back when the file returns from circulation, the Assistant in-charge of
circulation should, when returning the case to the section concerned, give a
certificate, that the book or document has not been received back with the case
from circulation. The Section will take such action as may be necessary to trace
and recover the book or document.

(iii) The Assistant in-charge of circulation is responsible for maintaining
absolute secrecy of cases passing through his/her hands. Severe notice will be
taken if he/she allows any unauthorised person to have access to a case or the
circulation register.

The Assistant in-charge of circulation may give information to a Junior
Personal Assistant or Senior Personal Assistant as to the number of boxes
despatched on tour circulation to the Minister concerned on any particular day.

IV. PROCEDURE RELATING TO TOUR CIRCULATION

211. Circulation to the Governor on tour.— Files should be sent to the
Governor's camp in accordance with the instructions issued by the Governor's
Secretary from time to time.

212. Circulation to Ministers on tour.— Circulation of papers to
Ministers when they are on tour shall be in accordance with any instructions
which they may issue.

213. Tour circulation.— (i) Non-confidential papers.— The tour
circulation of non-confidential papers of Pubic Department and cases sent by
Personal Assistants to Ministers will be undertaken by the *O.P./Tappal Section
in Public Department subject to the following conditions. If sent open, the papers
will be received in the O.P./Tappal Section in Public Department on working days
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only, up to 3-30 p.m. on all week days. The papers will be collected and sent in
rattan boxes as railway parcels (or by registered packet post, if less costly).
Non-confidential papers if sent in boxes packed, sealed and labeled properly will
be received in the O.P. / Tappal Section in Public Department up to 3-30 p.m. on
working days.

*[Substituted in G.0.Ms.No.236, P & AR (A) Department, dated 27.12.1999]

(ii) Confidential papers.— The 'tour circulation' of confidential boxes of
Public Department and cases sent by Personal Assistants to Ministers will be
undertaken by the O.P./Tappal Section in Public Department on working days,
provided that the boxes are sent to them properly packed, sealed and labeled
not later than 3-30 p.m. During the stay of the Governor at Uthagamandalam,
Departments of Secretariat should send their confidential files intended for
circulation to the Governor in sealed covers packed in ordinary wooden
circulation boxes or rattan boxes and despatched to the Governor's camp by
themselves. Regarding Public Department, the above work is undertaken in
O.P./Tappal Section in Public Department.

(iii) In respect of Public Department, all the boxes for Ministers or the
Governor will be sent by the O.P./Tappal Section in Public Department under a
single railway credit note.

(iv) When the Governor or any Minister is on tour outside the State or
whenever the Secretary to the Governor or the Ministers so direct in their tour
programme, intimation should be sent to the Secretary to the Governor, or as
the case may be, to the Senior Personal Assistant or Junior Personal Assistant
concerned, by the O.P./Tappal Section in Public Department or by the
Departments of the Secretariat in cases in which they circulate papers direct,
about the number of boxes despatched and the railway station to which they
have been booked.

214. Maintenance of tour circulation register.— The *O.P./Tappal
Section in Public Department will maintain a register of boxes sent in "tour
circulation" and of those received back from circulation.

*[Substituted in G.0.Ms.No0.236, P & AR (A) Department, dated 27.12.1999]

215. Distribution of files returned from 'tour circulation' to
departments.— (i) When the Governor or Ministers are not in Chennai, the
Secretariat Circulation Van should go to the Central Station or the Egmore
Station, as the case may be, once in the morning and second time in the
evening, if necessary, to fetch any boxes returned from tour circulation. The van
should bring the boxes from the Governor's Secretariat before 3 p.m. daily.

The van duty Office Assistants in the *O.P./Tappal Section in Public
Department should attend to the distribution of boxes received. He/She should
see that boxes, etc., marked special are sent on to the officers concerned as
soon as they are received. Those received in the evening should also be passed
on to the respective departments and not kept in the *0O.P./ Tappal Section in
Public Department for distribution, the next day.

The above orders apply to week days as well as Sundays and other
holidays, subject to the modification that on Sundays and other closed holidays
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when *0O.P./Tappal Section in Public Department is not working, the turn Record
Clerk in the Public Department will attend to the distribution of boxes, etc.,
marked special.

* [Substituted in G.0.Ms.No0.236, P & AR (A) Department, dated 27.12.1999]

(ii) Cases, boxes and covers returned from tour circulation will be
forwarded, as they are received, to the departments concerned and
acknowledgment obtained in the register.

NOTE.— Papers received from 'tour circulation' in rattan boxes will be sent
to the respective Personal Assistants to Ministers by the *O.P./ Tappal Section in
Public Department for distribution to the respective departments. Confidential
boxes will not be opened by *0O.P./Tappal Section in Public Department, but they
will be sent intact to the department concerned.

*[Substituted in G.0.Ms.No0.236, P & AR (A) Department, dated 27.12.1999]

(iii) Cases, boxes and covers will be delivered by the *0O.P./ Tappal
Section in Public Department to the Departments of Secretariat by 10-00 a.m.
through the Sergeant or Assistant Sergeant of the Public Department. If a
department cannot arrange to take delivery at that time, it should make its own
arrangements to take delivery in the O.P./Tappal Section in Public Department
later.

*[Substituted in G.0.Ms.No0.236, P&AR (A) Department, dated. 27-12-1999]

(iv) Cases, boxes and covers returned from 'tour circulation' on Sundays
or other closed holidays will be received by the turn Assistant Section Officer in
the Public Department between 10.00 a.m. and 4.30 p.m. and conservancy and
watch and ward staff out of those hours. The Supervisor is responsible for the
delivery of the boxes, etc., received by the conservancy and watch and ward
staff to the *O.P./Tappal Section in Public Department the next day by 9.45 a.m.
On no account should a box, case etc., received from 'tour circulation' on a
Sunday or other closed holiday be taken by any section of Public Department
without the knowledge of the turn Assistant Section Officer of the Public
Department to whom he/she should give an acknowledgment.

*[Substituted in G.0.Ms.No0.236, P&AR (A) Department, dated. 27-12-1999]

(v) In order to attend to the delivery of boxes, etc., mentioned in sub-
paragraph (iii) the Sergeant or Assistant Sergeant will attend office at 9-45 a.m.
He should see that the boxes, cases, covers, etc., are sorted, listed and
delivered to the departments concerned by 10-00 a.m. He/She should see that
the Office Assistants who carry the boxes, cases, etc., bring back the transit
register with the acknowledgment of the Assistant detailed for the work in the
departments to which they are delivered. In no case should a box or file be left
in a department on the ground that there was no Assistant to receive it or that
someone asked it has better be left there. He/She should also arrange to depute
two Office Assistants to be ready by 9-45 a.m. each day to carry and deliver the
boxes, etc., to the departments concerned.
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V. Procedure relating to meeting of Council of Ministers

216. Circulation of notice and agenda for meetings of Council of
Ministers.— Under the Business Rules and Secretariat Instructions,
the Chief Secretary, in his/her capacity as Secretary to the Council of Ministers,
should send to the Governor and to every Minister notice of the date and time of
a meeting of the Council of Ministers immediately after the date is fixed by the
Chief Minister. Simultaneously, he/she will ask the departments to send him/her
lists of subjects (including those left over from the previous meetings) to be
included in the agenda. It is important that the titles given in the list should be
the same as that given in the memorandum for the Cabinet prepared by the
departments. The lists will be consolidated in the Public (Special) Department
and submitted to the Chief Secretary promptly. After the agenda has been
approved by the Chief Minister, copies thereof together with any other relevant
papers should be sent to the Chief Minister, other Ministers and the Governor so
as to reach them two clear days before the date of meeting. The Chief Minister
may in the case of emergency curtail the said period of two days.

The agenda should be kept strictly confidential and there should be no
leakage except in the formal official way of its contents or of the nature or
results of discussion at the meeting.

217. Circulation of memorandum for the Cabinet-Duties of
Departments.— It is the duty of the department concerned to prepare, unless
the Chief Minister otherwise directs, a memorandum indicating with sufficient
precision the salient facts of the case and the points for decision and to
distribute such memorandum and such other papers as are necessary to all the
Ministers, the Governor, the Chief Secretary and any other Secretary whose
department is concerned at least seven days before the meeting at which the
subject is to be discussed. The period of seven days need not be adhered to in
cases of extreme urgency or if for any reasons a particular subject has to be
discussed at very short notice. The Secretary will also arrange to send six spare
copies of the memorandum for the Cabinet to the Public (Special) Department in
a sealed cover. The memorandum should be treated as "Strictly Confidential"
and there should be no unauthorized divulgence of any information contained
therein. The Secretary will bring the file to the Cabinet meeting with copies of
any Act, rules, reports, etc. which may be required for reference at the meeting.

218. Supply of spare copies.— Departments of Secretariat are required
to take only required number of copies of the Note for the Cabinet to be
distributed as shown below.—

Secretary to Governor — 1 copy

Chief Minister and other Ministers — 1 copy each
Chief Secretary to Government — 1 copy
Secretary to Chief Minister — 1 copy

Public (Special) — 6 copies

Public (S.C.) — 1 copy
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Spare copies — 10 copies.

Copies of notes distributed to the Ministers, the Chief Secretary, etc., and
the extra copies sent to the Pubic (Special) Department will ordinarily be
returned to the Secretary of the department concerned at the close of the
meeting.

219. Keys of circulation boxes.— (1) Confidential boxes of each
Department of the Secretariat have a separate key.

(2) The Ministers, the Governor's Secretary and Secretaries to
Government have each a 'master key' by which confidential boxes of all
departments of Secretariat can be opened.

(3) A Secretary to Government or the Governor's Secretary when handing
over charge of his/her office to successor should intimate to the Chief Secretary,
the fact of having handed over the master key and the confidential key to
his/her successor. If he does not send any such intimation, the Public
Department should ask the successor to inform the Chief Secretary whether the
master key and the confidential key have been handed over to him/her.

(4) In some departments most of the Section Officers are provided with
confidential keys. When a Section Officer who is provided with a confidential key
goes on transfer, leave etc., he/she should hand over the key to the successor
or to the Under Secretary in charge of the confidential keys.
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CHAPTER XII
INDEXING AND PURPORTS

220. Object of index two fold.— The object of the Indexes is twofold.
In the first place, they are intended to keep Secretaries, Ministers and the
Governor informed of the orders that have been passed, but have not been seen
by them. Secondly, they are intended to enable one to trace the papers
containing the orders passed on any particular subject.

221. Title and head defined.— The entry in the Index relating to an
individual paper is called a "Title". The important word that is placed first in the
title, by which its alphabetical position in the index is determined and on which
primarily depends the possibility of finding the title, is called the "Head".

222. Head must be obvious and distinctive.— The first thing to do
when writing an Index title is to select the head. The head must be a word that
will naturally occur to anyone who wants the papers. It must not be too wide.
For instance, to index all the petitions received under the "Petitions" would be
absurd; though orders of a general nature, relating, say, to the way in which
petitions should be dealt with, would be appropriately indexed under that head.

223. Consistency essential-Standard heads and sub-heads—
Unauthorized additions forbidden.— Consistency is essential in the selection
of Index heads. Even if the heads are badly chosen, so long as there is
consistency in their use, less mischief will be done than if they are in themselves
better chosen, but papers relating to the same subject are indexed sometimes
under one head and sometimes under another. Consistency can only be secured
by adhering to a standard list of Index heads of sub-heads. A general list is
given in Appendix VII. Every Assistant Section Officer and Indexer must
constantly refer to the list. Each department of the Secretariat will have a list of
Index heads of its own, selecting from the general list such heads as it ordinarily
requires and adding to them such heads and sub-heads as may be found
necessary, should be made only by an Office Order issued with the approval of
the Under Secretary of department.

224, Use of heads and sub-heads.— In the list some of the heads have
their sub-heads printed under them. A head may be used along or in
combination with a sub-head. A sub-head may not be used without a head. This
rule is subject, however, to the instructions printed at the head of the list. Any
head, may, if appropriate, be used as a sub-head under another head, for
example, "Budget" may be used as a sub-head under "Police".

225. Under important and wide heads large number of sub-heads will be
required. Every such sub-head must either be a head or sub-head found in the
list, or one included in it under proper authority as laid down in paragraph 223.

226. Smaller heads may be used alone.— Under the large heads there
will be some papers of a general nature. For such papers, a sub-head "General"
may be opened under any head with several sub-heads. But this sub-head must
be sparingly used. No paper for which a more definite and suitable sub-head can
be found should be indexed under "General". One legitimate use of the head is
when a case falls under several sub-heads. Another is when it falls under none;
for instance, there might be a Government Order dealing with the grant of



107

allowances generally. This would have to be indexed under "allowances general".
It is of the utmost importance that a "General" or Miscellaneous sub-head under
a head should not be used except for legitimate purposes as sketched above. Of
course 'General' or 'Miscellaneous' should not be used as a head.

227. Local classification.— Local classification should be introduced
where possible. For instance, after the head or sub-head should come the name
of a district of a municipality. After the name of a district should come the name
of the taluk, and after the name of the taluk that of the village. These names
should be arranged in strictly alphabetical order. The districts should be
arranged alphabetically. Under the name of each district the names of the taluks
should be arranged in alphabetical order and under the name of each taluk, the
names of the villages should be arranged, in alphabetical order where the
subject matter lands itself to such a classification.

228. Personal papers.— (i) Personal papers relating to officials, except
village officers, should be indexed under the name of the officer concerned. A
proper title would be e.g. 'Subramanyam D. Sub-Magistrate Reduced'.
'Subramanyam A'. would come before 'Subramanyam D'.

(ii) In cases where a personal paper contains useful discussions on any
general questions or has any unique feature about it, it would be useful to
‘cross-reference' the disposal under the appropriate head and sub-head.

(iii) All matters relating to individual officers need not necessarily be
treated as 'confidential'. Where, however, the circumstances of the case require
that it should be kept confidential, the title for the index should be so framed as
not to reveal any matter which is confidential.

229. Papers relating to Village Administrative Officers.— Papers
relating to village officers should be indexed under the head 'Village
Administrative Officers' and according to the local classification. The title will be
composed thus Class of Officer (e.g. Village Administrative Officer), Taluk,
Village, any further particulars such as the officer's name as given below:-

"Village Administrative Officers—(Tiruttani taluk, Kamapuram village)—
Dismissal (Arumugam, P.)"

230. Papers relating to suits.— Papers relating to suits will be indexed
under the head 'Suits', thus; First will come the name of the district in which,
followed by that of the place at which, the court is situated which is dealing with
the suit, then the designation of the court, then the number of the suit,
preceded by appropriate abbreviations 'A.S." (Appeal Suit), 'O.S." (Original Suit),
etc. These abbreviations will be arranged in alphabetical order, and under each
the suits will be arranged according to their years and numbers.

231. Bracketed heads.— Heads printed in brackets in the list in
Appendix VII are not to be used as heads, but only, if necessary, as sub-heads
under the alternative heads printed against them. They may not be used even
so, if they are mere synonyms of such alternative heads. Thus for example,
under the head 'Allowances', 'Conveyance' may be, and must be, used as a sub-
head. Papers are not to be indexed under 'Exchange compensation' used as a
head. Similarly, papers relating to Land Improvement Loans are to be indexed
under 'Advances, Land Improvement'. But, 'Compulsory Labour' is not to be
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used under 'Kudimaramat' (the correct head), because they are synonyms. All
papers relating to 'Compulsory labour' will be indexed under the head
'Kudimaramat' under sub-heads as may be found necessary.

232. Arrangement of several sub-heads.— The same title may contain
more than one sub-head. The order in which these should be arranged is a
matter in regard to which definite rules cannot be prescribed. Generally speaking
the wider and more abstract should come before the narrower and more
concrete. The necessity for consistency must not be forgotten.

233. Title proper.— After the heads and sub-heads comes the title
proper, this must be as brief as is consistent with securing the objects specified
in paragraph 220 above. Brevity is a merit in a title. If a title shows one at a
glance, like a newspaper headline the subject of the paper, it is a good title.
Unnecessary length is a positive evil in a title. It defeats the objects in view. The
head or sub-head should never be repeated in the title proper.

234. Wording and articulation.— The title must consist mainly of
substantives and adjectives (where indispensable). Participles and minor parts of
speech should be excluded as far as possible. In order that strict alphabetical
arrangement may be practicable it is essential that the title should be articulated
or broken up into members, each consisting of as few words as possible and
each expressing an element in the subject matter. Each member will begin
letters with a capital letter, which will help to determine the alphabetical order
and should be separated from the members preceding and succeeding it by a
bold dash. It is no use to try to put too much into a single title. The title must
indicate clearly but briefly one main subject of the order.

235. Two or more titles when necessary—Cross-reference.— If an
order deals with more than one subject, two or more complete titles under
different heads may be necessary. But the same title must not be repeated
under more than one head, either in its entirety or partially. Instead of this,
where a subject falls under more than one head, and it seems useful to index it
under each head, but there is no need for distinct titles under each head, a
cross-reference or cross-references must be used--that is, the complete title will
be printed under one head, while against the other heads will be printed merely
'see so' (mentioning the former head). The same cross-reference must never be
repeated.

236. Indexing of orders of other departments.— When an order of
another department is indexed in a department, the title under which the order
has already been indexed is usually adopted. If necessary, it may be prefixed
with a main head which will be more convenient for tracing the paper from the
point of view of the department in which it is indexed.

The number, the date of the order and the name of the department will be
printed in italics in the index.

237. Consolidation of titles when printing.— The same words must
never be printed over and over again in successive titles in the index where this
can be avoided.

This will be understood from the following examples.—
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PASSPORTS
Granted —
Abdul Karim (Straits).
November 8, No.1151 (Ms.)
Abdul Rahiman Sahib (Natal).
November 8, N0.1148 (Ms.)
Cardazo, Mr.F.B.M. (England Viz., France).
November 26, N0.194 (Ms.)
Flers, Mr.R.C. (South Africa).
November 20, No. 1193 (Ms.)
APPEAL AGAINST ACQUITTAL —
Negatived —
Salem (Hosur) Second Class Magistrate — C.C.No.254 of 1937.
October 4, N0.2068 (Ms.)

and so on."Appeals against acquittal — Sanctioned" would follow, arranged on
the same principle.

The entries should be arranged alphabetically by districts, under districts
by courts (also alphabetically) and under courts by the number of cases, "C.As."
coming first and 'S.Cs' and 'C.Cs.' second.

238. Indexing of questions and resolutions in the Legislative
Assembly.— In indexing Tamil Nadu Legislative Assembly questions and
resolutions, the following form should be adopted to facilitate consolidation of
titles when the Weekly and Annual Indexes are printed.—

Tamil Nadu Legislative Assembly —

Questions — August 1987.

Courts — Sessions — Batta to defence witnesses.

February 26, No.207 (Ms.)

Resolutions — January 1987 —

Separation of Judicial and Executive functions.

February 16, No.159 (Ms.)
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Cross-reference may, if necessary, be made under and other heads under
which the subject of a question or resolution should be entered in the Index.

Questions and resolutions in the Lok Sabha or the Rajya Sabha should be
indexed under the head 'Lok Sabha' or 'Rajya Sabha' as the case may be. In
important cases cross-reference may be given under the appropriate heads.

NOTE.— It is unnecessary to add the words 'papers recorded' at the end
of the title of a question or resolution in the Legislative Assembly, if the file
relating to the question or resolution did not result in any other disposal.

239. When a case relating to a question or resolution in the Legislative
Assembly results in the issue of a general order, the disposal should properly be
indexed under the head relating to the subject matter of the order but such a
disposal should invariably be cross-referenced under the appropriate sub-head
under the head 'Tamil Nadu Legislative Assembly' as the case may be.

240. Indexing of budget motions.— When the papers relating to a
budget motion are recorded, the 'Demand' to which the motion related should
always be indicated in the index title. When a substantial reduction is carried in
a demand, the fact must be indicated in the title.

241. Indexing of letter, demi-official, etc., disposals.— When a
disposal in the form of a letter, demi-official, endorsement, etc. is to be indexed,
a title prepared according to the rules for the docket and the index should be got
approved separately on the draft by the section. The practice of copying for the
Index the incomplete abstract given at the head of the letter, demi-official etc.,
is to be deprecated.

242. Examples of titles.— Some examples of titles prepared in
accordance with the foregoing instructions are given below.—

Officers — Re-employment — Civil departments — Procedure Funds — Re-
appropriation — Heads of department — Powers non-recurring expenditure —
Deposits.

Government Servants Conduct Rules — Retired Government servants —
Employment — Restrictions — Directorate agency or management of company.

Books and publications—Official publication—Indents Army—Revised
procedure.

243. Duty of Section Officers regarding index titles.— It is the
primary duty of the Section Officer to see that index titles are properly prepared.
The officer will check the titles when drafts are submitted to him/her for
approval.

The Section Officer should also carefully check the Monthly and Annual
Indexes to see that the titles are properly arranged and that all defects are
rectified.

244, System of Indexing — Slip index.— The system of indexing which
obtains in the Secretariat is the 'slip index' system. Indexes are prepared strictly
in alphabetical order of the index heads.
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245. Separate index for each department.— A separate index is
maintained for each department.

246. An index consists of six parts. Proceedings and letters in the
Manuscript series are included in Part-I and Proceedings and letters in the 4
Decennium Series, 3 Decennium Series, 2 Decennium Series and Decennium
Series are included in Part II, Part III, Part IV, and Part V respectively.
Proceedings and letters in Routine series and important demi-officials
endorsement etc., which are given distinct series of disposals are included in
Part VI.

247. Distinct series of humbers are given to each of the following
groups disposals included in the index .—

(1) Proceedings and letters in the Manuscript Series
(2) Proceedings and letters in the 4 Decennium series
(3) Proceedings and letters in the 3 Decennium series
(4) Proceedings and letters in the 2 Decennium series
(5) Proceedings and letters in the Decennium series
(6) Proceedings in the routine series

(7) Letters, demi-officials, etc.

(8) Endorsements.

In departments other than public, letters other than those in the
Manuscript Series, 4 Decennium Series,3 Decennium Series,2 Decennium Series,
and Decennium Series, Demi-officials and endorsements are not indexed.

Indexes of Government Orders of "Routine" series are typed or roneoed /
copied monthly for circulation to all officers and sections in the department.

Monthly Index

248. (i) The abstracts of the proceedings, letters, etc., which are to be
indexed, are prepared in accordance with the principles laid down in the
preceding paragraphs. Before the proceedings, etc., are numbered in their
respective departments and series, the typist prepares the tabling slip
(Secretariat — Form II-22 mentioned in paragraph 133) in duplicate. One copy
of the slip is given to the Index Assistant. The other is utilized in the section for
ready reference. The tabling slip should indicate clearly whether the disposal was
circulated to the Governor or Minister or whether it was seen by the Secretary,
*Special Secretary, Additional Secretary, Joint Secretary, Deputy Secretary,
Under Secretary.

*[Inserted vide G.0.Ms.no,198,P & AR (A) Department, dated 03.06.2004]
(ii) The disposals prepared in accordance with the orders of Ministers or

the Governor are to be shown as 'circulated' to them though the disposals
themselves may not have been seen by them.
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(iii) The abstracts should be typed very legibly to avoid possible errors in
the Index proof.

249. (i) The indexer collects these abstracts on the evening of the last
working day of every month. He/She then arranges the abstracts alphabetically,
inserts at the head of the first abstract, the name of the departments and the
heading "Government Orders passed during the month ending .......... 20 " and
adds at the foot of the last abstract "Submitted for the perusal of .............. "

(ii) Confidential papers should be indicated by the addition of the word
'Confidential' after the number, and Manuscript series should also be clearly
indicated after it, as under —

January 8, No.17 (Ms.) (Confdl.)

(iii) Finally the indexer sends them to the Press for printing on the same
day or the first thing on the next working day.

(iv) In printing Part I of the Monthly Index, the disposals seen by the
Governor, etc., will be distinguished by distinctive symbols in the manner shown
below:-

Disposals seen by the Governor—
Cases disposed of after discussion at meetings of the Council of Ministers-
Disposals seen by the Minister or Ministers —

Disposals seen by the Secretary, *Special Secretary or Additional
Secretary or Joint Secretary.

*Inserted vide G.0.Ms.N0,198, P & AR (A) Department, dated 03.06.2004.
Disposals seen by the Deputy Secretary —

(v) Two copies of the proof will be obtained from the Press not later than
the following Wednesday of the month, of which one after careful check by the
indexer will be sent to the Section Officer concerned for correction. After the
proof is corrected by the Assistant Section Officer and Section Officer concerned,
who should deal with it as 'special' it is submitted for approval to the Under
Secretary, who is in immediate charge of the department. The indexer carries
out neatly in the second proof copy and corrections made by the Section Officer
and the Under Secretary in the first copy and returns it to the Press with an
order to strike off the required number of copies.

250. The Section Officers of the sections concerned will be held
responsible for the indication in the monthly index of all orders seen by the
Governor. Serious notice will be taken of omissions or incorrect indication.

251. (i) As soon as copies of the monthly indexes are received from the
Press, the indexer will submit to the Under Secretary three copies of the Index
one for submission to the Secretary of the Department, one for the Ministers and
one to the Secretary to Governor.
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(ii) The indexer will also send promptly a copy of the index to the Law
Department for perusal and return. He/She will himself/herself retain a copy for
use in compiling the Annual index and provide, a copy for use in the
Department.

Annual Index

252, The Annual Index is prepared by utilizing the slips used for the
monthly indexes. As soon as the final copies of the index for the last month of
the year are received, the slips used for all monthly indexes are arranged
alphabetically scoring out repeated heads, and sent to the Press. Before sending
them to the Press, the indexer should ensure by checking the numbers that all
Government orders, letters, etc., issued during the year in the department have
been brought on the index.

253. On receipt of proof, the indexer checks it with the monthly indexes
and satisfies himself/herself that no items have been omitted. He/She will
submit the proof to the Section Officers for check who should deal with it as
'Special'. They should carefully see that the consolidation has been properly
done and rectify all defects. On receipt of the proof from the Section Officers the
indexer will return it to the Press for striking off final copies. The Under
Secretary will depute another Assistant of the Office Procedures section to assist
the indexer in making this check.

254, A distribution list of the Annual indexes will be maintained by the
indexer in the form below:-

To whom distributed
Annual Indexes

1. Office for reference

2. Central Record Branch ..

3. Other Officers, if any

4. Indexer for preparing annual index

255. Progress reports on compilation of indexes.— The indexer will
submit on the first week of every month to the Under Secretary a report showing
the progress in the indexes. A similar report should be submitted in respect of
Annual Indexes in the first week of January of the succeeding year until clean
copies are received and despatched to the authorities concerned.

256. It is absolutely essential that the preparation of the indexes should
be expedited and the proofs of the indices should in every stage be treated as
special by the indexer and the Assistant Section Officer and Section Officers. The
printed monthly index should be distributed to the Secretaries, Ministers and
Governor before the end of the succeeding month. The printed Annual index
should be ready before the end of April after the close of the year to which it
relates.

256-A. Indexing and purports done electronically.— Where
Electronic File Processing System is followed, the instructions contained in
paragraphs 220 to 256 above shall apply to indexing and purports done
electronically.

*[Added Vide G.0.Ms.No0.94, P & AR (A) Department, dated 26.05.2008.]
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CHAPTER XIII

PRINTING AND PROOF CORRECTION

257. Printing work done at Government Central Press.— The
printing and binding works of all Departments of the Secretariat are done at the
Government Central Press, Mint Buildings, Chennai.

258. When printing to be preferred to roneographing / copying.—
Communications which can concessionally or more cheaply be copied by
duplicating machines / copiers should not ordinarily be printed. Communications
intended for wide circulation which require more than five hundred copies at a
time and the copies to be placed on the Table of the Legislative Assembly which
are less than five hundred but are lengthy and may not be legible and
convenient for the Members to go through can, however, be got printed.

259. What papers may be printed.— Great care shall be exercised in
ordering the printing of proceedings. The printing of proceedings should
ordinarily be restricted to cases coming under one or other of the following
heads:-

(i) Important cases

(ii) Orders establishing important precedents or containing general
instructions or rulings.

(iii) Papers likely to be required frequently for reference in more than one
department in the future.

(iv) Orders of general application necessitating circulation to a large
number of officers.

260. Government Orders of important nature should be printed by the
concerned department of Secretariat and supplied to all Government Offices. All
Departments of Secretariat should ascertain the number of copies required by
the Heads of Departments under their control and furnish the number of copies
required to the Departments of Secretariat as well as the Works Manager,
Government Central Press, Chennai-79 and Director of Stationery and Printing,
Chennai-2. The list should be revised annually as on 1St January. Proofs of
important Government Orders should be corrected by Government Press. Steps
should be taken to print such orders within 15 days from the date of issue of the
order with a view to avoid delay at all stages. Specimen signature of Section
Officer of the Administrative Department should be enclosed in a separate sheet
in respect of Government Orders not involving financial implications. The Works
Manager, Government Central Press should arrange the despatch of the printed
copies after affixing the signature of the Section Officers thereon. In respect of
Government Orders involving financial commitment, the Works Manager should
send the printed copies to the concerned Department of Secretariat for signature
and despatch. Instructions should be issued in advance to the Works Manager,
Government Central Press by the Administrative Department of Secretariat
concerned for sending the printed copies of Government Orders involving
financial commitment.
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261. Printing to be authorized by an officer of the rank of Under
Secretary and above.— (i) No paper shall be printed except under the orders
of an Officer of the rank of Under Secretary and above or except in accordance
with standing instructions. Section Officers should submit orders to print for the
initials of the Under Secretary of the department concerned and should note in
the Press slip (Form Sectt.II-12) the number of copies to be printed.

(ii) Number of copies to be limited to requirements.— Great care
should to be taken to see that the number of copies to be ordered to be struck is
not greater than what is really necessary. The Officer placing the indent for
printing should furnish a certificate in his/her own hand to the effect that he is
personally satisfied that the number of copies indented for is really necessary
and has been fixed with reference to actual requirements. Indents not
accompanied by the certificate will not be complied with.

262. Confidential printing.— Confidential printing costs twice as much
as ordinary printing. The practice of unnecessarily marking papers 'Confidential'
should therefore be guarded against and as few copies as possible should be
printed of confidential papers.

263. Urgent printing.— Urgent printing costs considerably more than
ordinary printing. Papers for printing should not therefore be marked 'urgent
unless it is really necessary to do so. No work for the Press should be marked
'urgent' unless certified by an Officer of rank not lower than a Deputy Secretary
to Government. Calls for "immediate" printing and for work timed for return
within 24 hours shall ordinarily be made by an officer not lower in rank than the
Deputy Secretary to Government concerned.

264. Work on Sundays and holidays.— Special certificate
required.— Work should not be sent to the Press on Sundays or other holidays.
The Press will not attend to work on such days unless a Secretary to
Government certifies that the work is so urgent that it must be done during the
holidays. Holiday work may be ordered only in exceptional cases by a Secretary
or a Deputy Secretary to Government with the concurrence of the Secretary of
the Department in-charge of Stationery and Printing.

265. Government Press to be warned in advance of urgent work.—
When printing work is likely to be required urgently, the Works Manager,
Government Press, should be warned of it. Definite information should be sent to
him/her of the amount of work to be done and the time when it will reach the
Press. In fixing the time, a safety margin of half an hour, or one hour or two
hours, as the case may be, should be allowed, taking into consideration the
volume of work and the time that would be taken for the transit of the matter to
the Press. If, for any reason, the matter cannot be so sent, the Department
concerned should telephone well ahead to the Works Manager, Government
Press. The matter for printing should, as far as possible, be sent to the Press in
batches. Failure to give advance information to the Press as required above will
involve a risk of the printing work not being executed by the required time.

266. Papers for printing not to be sent in batches.— The practice of
sending papers to be printed off in batches causes delay, increase the cost
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considerably and leads to errors. It should be avoided as far as possible except
in the case of urgent work. The order for printing the full humber of signature,
spare, press, circulation and other copies should be given at one and the same
time.

267. Spelling to be uniform.— Uniformity in spelling is desirable in all
Government publications. No departure from the style of spelling etc. laid down
in the Printing Manual should therefore be ordered, as every such departure
cause unnecessary work for the Press and delay, and costs the Government
money.

268. Tabular form to be avoided where possible.— Tabular matter is
an expensive form of printing and should be avoided wherever it is possible to
do so. The smaller the number of columns in a tabular statement and fewer the
blank spaces, the lower will be the cost and the more quickly will the matter be
printed. Large blanks in tabular statements for future corrections are nearly as
expensive as reading matter and should be avoided. Indices and list of contents
should be printed in narrow non-tabular form.

269. Printing in half-margin not ordinarily to be resorted to.—
Printing in half-margin is an expensive method and should not be resorted to
except under special circumstances.

270. Reprint in full of other departments proceedings, etc., to be
avoided.— The reprint in full of the proceedings of one department in the
proceedings, circulars or office orders of another department or office should be
avoided; in such cases only the number and date of the proceedings need be
quoted at the top.

271. Double printing of identical matter to be avoided.— When a
Government Order is almost identical with the Head of Department's reference
on which it is passed, both should not be printed in full. It is sufficient to print
the number and date of the Head of Department's reference followed by the
Government Order if that is self-contained; or if that alternative is preferred, the
Head of Department's reference may be printed in full and the Government
Order should then simply state that the Head of Department's proposals are
approved with such qualifications as may be necessary.

272. Double printing of tabular statement, rules etc., prohibited.—
It is unnecessary to print in full a return received from, say the Head of the
Department and the same return as corrected by the Government. The former
being superceded by the latter, should not be printed.

Similarly when a set of rules or other similar matter submitted by a
subordinate office is approved by Government without modifications or with
minor modifications only, it will generally not be necessary to print the rules or
other matter twice but merely to print them in the form finally adopted.

The principle to be observed is that if an original paper or an enclosure
appears in full and again without material alterations as an annexure or
appendix, it need only be quoted in the first instance and printed in full as an
annexure.
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273. Use of colour inks for superscriptions etc. restricted.— A word
or even a letter printed in different colour from the text of the work causes an
additional printing operation, and involves much expense and should be avoided.
Such words as "Confidential" "for record" on the covers or dockets of
proceedings can be printed boldly in black instead of in red ink. Where it is
desired to give prominence to a paragraph or note, it can be printed in the same
colour in bolder type or underlined or printed in italics.

274. Use of 'Press slip'.— Every paper should be accompanied by a
Press Slip (Form Sectt. II-12) which should be filled in under the Section
Officer's initials according to the instructions printed on it. It will be returned by
the Press when proofs are furnished and should be sent back when a call is
made for revised proofs or when a corrected proof is returned for striking. When
finally returned by the Press, the slip should be filed with the original order or
letter.

Clear instructions stating what papers are to be printed, whether each is
to be printed in full, in abstract or headings only, in what order they are to
appear and whether proofs are required, should be noted on the manuscript
when it is first sent to the Press; information should also be given as to the
number of copies required for signature or copies for placing at the disposal of
the Press, or spare copies and of copies of issue and record sets.

275. Printing of correspondence in proceedings.— "Record set"
and "Issue set".— It is unnecessary to print the designation of all the
authorities to whom circular letters are addressed by the Government of India,
the Railway Board, etc., and lists of papers read in such communications when
they are reprinted in a Proceedings of this Government. Where full
correspondence should not be circulated to subordinate authorities in print, the
proceedings are printed in two sets, viz. the "record set" and the "issue set". The
former which will be printed only in specially important cases, will contain all the
correspondence and will be used only in the Secretariat, the words, "For Record
Only" being printed in bold type on the first page. The "issue set" copies will
contain only the papers to be communicated outside the Secretariat.

276. Number of copies of proceedings to be printed for issue,
record etc.— The number of copies in the case of papers for issue is determined
by the indenting officer with due regard to the availability of paper and with
reference to.—

(i) the nature of the paper, that is, whether it is to be sent to a large or
small number of addressees or is likely to be made available to the public;

(ii) the number of spare copies that have to be sent under existing orders
to certain addressees; and

(iii) the demand that is likely to be made by the Secretariat departments
and subordinate offices for spare copies.

The number of copies of proceedings of Government printed for record is
limited to seven copies in the case of non-confidential Government Orders and
four copies in the case of confidential Government Orders. These copies will be
in addition to copies for issue. If any department finds, in actual practice, that
the above scale is insufficient, it should report the fact to the Public Department.
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In the case of special sets of Government Orders placed at the disposal of
the Press, the number of copies should be limited to four as shown in the first
page of the press slip, except in the case of a paper which is likely to be of
particular interest to the public.

277. Printing of a case in instalments.— When a case is of such
importance that it is likely that the correspondence and notes will be printed in
any case, and they are lengthy, they should be printed just before circulation, if
there is time.

If after circulation, a reference is issued or for some other reason, the
issue of orders on the case is postponed, advantage should be taken of the
interval to print up the further notes and correspondence, if any.

Subsequent notes and correspondence, if any, and the orders issued on
the case may be printed in continuation and the printing up of the whole case
thus completed. Specific approval of atleast the Under Secretary should be
obtained for printing up pending cases.

278. Editing matter for the Press.— Defective arrangement of matter
for the Press causes delay and expense. Before correspondence or notes are
sent to the Press, therefore, manuscript matter should be carefully and
completely edited with names, paragraph numbers, notes and other references
inserted exactly as required in the final copies.

When a memorandum is to be printed in a Government Order the name
and designation of the Officer who passed it shall be entered.

All matter that is not absolutely necessary for permanent record should be
excluded; routine notes, short notes which do not contain discussions of
important points or principles and all matter of ephemeral interest such as
reminders, inquires seeking information on matters of minor importance, etc.
should be omitted.

Correspondence of an intermediate nature and of a permanent value such
as reminders and answers to reminder must never be printed in a Government
order.

279. Editing of correspondence to be printed in Government
Orders.— As regards the printing of correspondence read in Government Order,
Section Officers shall be careful, editing, see that the amount is reduced.

280. Section Officers held responsible for careful editing.— Section
officers will be held responsible for careful editing of matter to be printed. When
in doubt they should consult the Under Secretary concerned.

281. What papers may be sent to Press.— Orders of Government
intended for communication to all subordinate Offices and local bodies should
not be sent in original to the Press for printing of copies. Only CD/Soft copies
should be sent with the Press Slip.
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282. Proofs.— In what cases Press should be asked to send.—
Proofs shall always be treated as urgent and submitted for the approval of the
Officer who ordered printing.

Proofs are ordinarily corrected in the Press, and are not sent to the
Secretariat unless they are specially asked for or unless the Press requires
information on doubtful points. The practice of calling indiscriminately for proofs
must be avoided as it involves much increase in expense.

Proofs of matter already in print should rarely be required. Ordinarily one
copy of proof would suffice. Not more than three copies of proof should be called
for except over the signature of an officer of the rank of Under Secretary and
above.

283. Proof correction.— Excessive author's corrections in proofs should
be avoided. To avoid mistakes, corrections should be marked strictly in
accordance with the list of proof-reader's signs and instructions given in
Appendix IX. When the same matter is to be corrected by more than one person
the changes made should be neatly and correctly transferred to one proof so
that only one is returned to the Press. If proofs are recalled from the Press, the
additional corrections should be made in ink of a different colour to prevent
mistakes. Proofs should not be corrected in pencil.

284. Return of proof.— Proofs for correction should be returned
promptly.— The Director of Stationery and Printing will send to each
department a first reminder after two weeks, a second reminder after four weeks
and a third reminder after six weeks from the date of despatch of proofs by
his/her office, if the proofs are not returned to the Press after correction. He/She
will report the matter to the Secretary to the Department concerned if the proofs
are not returned to him/her even after eight weeks.

285. Method of printing of proceedings of Government letters and
other similar papers.— In spacing, Centering Class of types to be used, the
size and quality of paper, etc., the Press has its own rules and the office is
expected merely to point out patent mistakes.—

(1) In the case of proceedings, the abstract is printed immediately after
the number and date of the proceedings.

(2) When a judgment forms as enclosure to a paper to be printed, the
orders of the Under Secretary must be taken as to whether it should be printed
or not. (When the judgment is urgently needed for other purposes before it can
be printed, or has to be returned in original to the office from which it is
received, a copy must be made in the office or a duplicate called for.)

(3) The enclosures and appendices to Government orders should be
printed immediately after the order and not on a separate sheet.

(4) Enclosures are always printed in small type immediately below the
read paper to which they relate. When there is more than one main enclosure to
a read paper it is printed in chronological order. An enclosure to an enclosure is
printed after the latter.
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(5) In some cases, e.g., when only a portion of a proceedings is
communicated to another office, such portion should be sent in manuscript or an
extract in print should be sent as the case may require.

In such cases, the complete proceedings will be printed for record, the list
of addresses at the end of it being so printed as to contain entries indicating
clearly what portion of it was actually communicated to each addressee. Such
copies of the proceedings should be distinguished by words "For record only" on
it.

(6) Proceedings and letters following them are printed separately and are
included in the proceedings volume and in the record bundles in the form in
which they are printed for issue. Those required for record purposes will be
stitched together with their connected notes.

(7) With the aid of the abstract given in the order, the Press prints a
brown docket form which is added by it to the originals of proceedings and
letters sent to it. This docket is reproduced in the printed copies of proceedings
but not of letters which are not proceeded by any correspondence. There shall
be no separate docket sheets and the communications or order should begin
immediately after the docket.

286. Transmission of papers to the Press.— All papers for printing at
the Government Central Press, Chennai, are to be sent to the Press by the
Departments of Secretariat.

[Amended vide G.0.(Ms) No.36, Personnel & Administrative Reforms (A)
Department, dated 07.03.2017]

287. Points to be observed by the subject Assistant Section
Officer.— The subject Assistant Section Officer prepares in accordance with the
foregoing instructions manuscripts for the press which will be accompanied by a
press slip duly filled and also abstracts of Government Orders or letters read, if
any, in the proceedings. He/She will remove all papers which are not intended to
be printed and keep them with him/her with a slip stating that the papers for the
Press were sent on such and such a date. The paper is then submitted to the
Section Officer of the Section who counter initials the press slip after satisfying
himself/herself that the papers have been properly edited and arranged and that
all ephemeral matter has been deleted.

288. Despatch of orders on printed reports.— In the case of an order
on a printed report which has not been reprinted in full in the proceedings, the
subject Assistant Section Officer shall obtain from the Press a sufficient number
of copies of the report for despatch to the addresses.

The subject Assistant Section Officer shall mark on manuscript
proceedings printed in a subsequent proceedings "Printed in G.O.
No......... Department, dated ".

The subject Assistant Section Officer shall mark the words "Since printed"
on the docket of proceedings which are subsequently printed.

289. Gazette Notifications.— All Notifications for publication in the
Gazette are despatched by the concerned section in the departments through
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the *O.P./Tappal Section of the respective Department. Proofs are generally
checked in the Press itself. In cases where they have to be checked in the
Secretariat, the Press will send them in one batch direct to the department
concerned. When, however, any proof has been received by *O.P./Tappal
Section that Section should send it immediately to the section concerned.

*[Substituted in G.0.Ms.No0.236, P&AR (A) Department, dated 27.12.1999]

In order to ensure that the notification sent to the Press are duly
published in the Gazette, sections should keep open the connected files, watch
the publication of the notification and close the files only after noting therein the
number and date of the notification, page number, section, Part and date of the
Gazette in which such notification has appeared. If the notification is not
published within two weeks from the date of its despatch, the Works Manager,
Government Press, should be reminded.

290. Latest time for the receipt of copy and proofs for the Press.—
Notifications (accompanied by a signed order) must reach the Director of
Stationery and Printing, by days specified in Appendix X and he is authorized to
withhold till the next issue, matter for the Gazette which does not reach the
Press in accordance with these instructions.

291. Holding over of exceptionally long Notifications.— Notifications
which are exceptionally long, but received within the prescribed time, may be
held over by the Works Manager, Government Central Press; he will, however,
on receipt of the notification, inform the department concerned of his/her
inability to insert it in the Gazette about to issue.

292, Gazette Extraordinary.— Gazette Extraordinary cannot be issued
without the sanction of the Secretary of the department concerned except in the
case of those containing notifications issued over the signature of the Chief
Secretary or notifications issued on occasions of special importance such as
declaration of War, the conclusion of a Peace, the assumption of charge by a
Governor, the appointing of Ministers.

NOTE.— (1) Notifications which are to be published on the same day
should be received in the Government Press before 12 noon. (Notification
containing more than six type-written pages and up to 24 pages typed on one
side of the sheet will be published bearing the next day's date); and

(2) Notifications received after 12 noon should be published as Gazette
Extraordinary bearing the next day's date.

293. Binding.— Section Officers of sections shall carefully and strictly
observe the rules in the Printing Manual regarding the binding of publications
and not treat them as a routine matter.

294. Forms, covers, etc.— The Press should not be asked to print
forms, covers, etc., which are not on the standardized list without the express
orders of Government.

295. Check on arrears.— For check on arrears and delays in printing
and proof correction, see paragraphs 302 and 311, Chapter XIV — "Checks on
delays and arrears".
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CHAPTER XIV

CHECKS ON DELAYS AND ARREARS

296. Duty of Deputy Secretary and Under Secretary.— It is the duty
of the Deputy Secretary and Under Secretary to check delays in the sections in
their charge. In order to ensure promptitude in the despatch of business,
individual instances of delay should be severely dealt with when they come to
light and responsibility of the Section Officers for constantly watching the files in
their Assistant Section Officers' custody and seeing that they are not shelved
should be enforced. The Deputy Secretary, Under Secretary must periodically
inspect the Personal Registers of Assistant Section Officers, Call Book, Reminder
Diary and Register of Periodicals.

297. In cases where there has been no response from the Head of
Department in spite of three or four reminders, the Under Secretary or the
Deputy Secretary concerned may get in touch with his/her opposite number in
the Head of Department over the phone, ascertain the position and impress on
them, the necessity for sending a quick reply. Whenever such contacts are made
the details of the discussion, the date by which final reply is promised may be
recorded in the file itself. If the reports are not received by the promised date,
the matter may be taken to the notice of Deputy Secretary / Joint Secretary /
Additional Secretary / Secretary, as the case may be, so that they may contact
the Head of Department himself/herself over the phone, if possible, or follow-up
the matter by issuing stringent, D.O. letters.

298. Duty of Section Officer.— The Section Officer is responsible for
the efficient and expeditious despatch of work in his/her section. To enforce this,
he/she should thoroughly examine the Personal Registers once a fortnight on a
specified day of the fortnight. He/She should check the Call Book, Reminder
Diary and Register of Periodicals at reasonable intervals, say, once a week.
He/She should initial the registers in token of his/her check. The check should
not be merely nominal. The Section Officer should not only see that the entries
in the registers are correctly and punctually made but also take immediate
action on delayed and urgent cases. He/She should ask his/her Assistant Section
Officers to produce such papers and give them practical help to put them up
quickly or should himself/herself take over and deal with them. It is his/her duty
to ensure that no delay occurs which could with diligence be avoided and that no
paper is shelved by Assistant Section Officer. For this purpose he/she should,
besides the weekly check of registers, inspect frequently the papers pending
with each Assistant Section Officer.

299. Duty of Assistant Section Officer.— Section Assistant Section
Officers will be personally responsible for delays in the disposal of their papers
at all stages. The responsibility should not be considered to have ceased when a
file is marked for issue but continues until the process of despatch has been
gone through and the paper is sent to the Central Record Branch for recording.

300. Periodical Reports and Returns and Maintenance of
consolidated periodical register.— A consolidated periodical register shall be
maintained by each Department of the Secretariat. The Office Procedures section
of each department of Secretariat shall assign a common number for each
periodical in a continuous series for the entire department. These numbers shall
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be permanent and shall not be altered from year to year. If any new periodical is
included, fresh number shall be assigned. If any periodical is cancelled, its
number shall not be assigned to any other new periodical. It is the responsibility
of the Office Procedures section of each department to assign a new periodical
number or issue instructions deleting a periodical from the consolidated
periodical register. "When a periodical is prescribed, the total duration for which
the periodical should be submitted should also be fixed simultaneously, keeping
in view the frequency of the periodical. Towards the end of that period, the
department which prescribed the periodical should review its continued utility
and pass fresh orders regarding the continuance of the periodical. If no such
order is received, the submission of the periodical may be discontinued at the
end of the prescribed duration. To facilitate such review and to appreciate the
purpose of the periodical, copies of the order prescribing the periodicals should
be kept available for reference in the department prescribing the periodicals and
in the reporting departments. "The form in Appendix XI shall be adopted for the
consolidated periodical register. The office procedures section should also
maintain a separate stock file exclusively for the periodicals to facilitate easy
reference. To watch the punctual receipt of despatch of periodicals, reports and
returns, each section will maintain a register of periodicals in the prescribed form
(Secretariat. 1I-40--Vide Appendix XI). They will be referred to by the numbers
assigned by Office Procedures section, e.g. 'P-4', 'P-8', etc., and will not be given
separate current numbers. The register will be written up at the beginning of the
calendar year so far as columns (1) to (4), (6) and (7) are concerned. Where a
periodical is due from more than one officer, each officer from whom it is due
should be entered on a separate line in column (3). References received on a
periodical or a periodical taken up for action in the Secretariat should not be
brought on to the personal register unless important correspondence arises from
them. Full use should be made of the periodical register for this purpose, the last
column of which provides for the entry of any routine correspondence such as
reminders, etc., for this purpose. In other respects, periodicals should be dealt
with in the same manner as other correspondence. The register of periodicals
shall be submitted to the Under Secretary or Deputy Secretary, as the case may
be, for inspection once every month on a date to be specified by the officer.

In order to check whether prompt action is taken on the periodicals, a
calendar of dates, as in the form in Appendix XII, indicating the permanent
numbers assigned to the periodicals that should be sent outside the departments
or to be received from other Department of Secretariat or Heads of Departments
on the particular dates in particular months, should be pasted on the front page
of the periodical register. In this calendar, the numbers assigned to the
periodicals that should be sent on or to be received on particular dates in
particular months, should be entered and the entries should be rounded off after
these periodicals are sent or received.

301. Procedure in checking delays and arrears.— The arrears may be
classified as "external arrears" and "internal arrears".

302. External arrears.— These are checked by means of the "Call Book"
and the "Reminder Diary". The following instructions are laid down for the
maintenance of the Call Book and the Reminder Diary.—

(1) call Book.— (a) (i) A Call Book will be maintained for each section in
the prescribed form (Secretariat II-41--vide Appendix XIII). When a case is
closed by the issue of a Government order or a letter numbered in a manuscript
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series which requires a reply or calls for a report, an entry should be made in the
Call Book. When a reference is made to the Government of India on which
orders cannot reasonably be expected for at least three months, the papers may
be recorded in a Government Order provided that an entry is made in the Call
Book. Other cases in which no action is necessary in the section for at least
three months may also be entered in the Call Book and any reference ordered in
such a file should be treated as final or if there is no such reference the file
should be 'recorded' or 'lodged' (if the matter contained in that file is by itself
unimportant). The entry relating to the file in the subject Assistant Section
Officer's Personal Register should then be closed by the final disposal given to
the file. No entry should be made in the Call Book without the orders of officers
of the grade of Under Secretary and above of the department. In every case, the
proposal to make an entry in the Call Book must be made at the end of the draft
when the draft is submitted or, where there is no draft, at the end of note when
the note is submitted, the date on which it is proposed to take action next being
mentioned. The Call Book for each section of a department will be maintained by
the Assistant of that section. When an entry in the Call Book has been ordered,
the subject Assistant Section Officer will send the file on to the Assistant. The
Assistant will make the entries in columns (1) to (6) in the Call Book and will
note the fact that he/she has done so and the Call Book number and date on the
draft or the note below the order authorizing the entry in Call Book thus
("entered in the Call Book No................. , dated ................ "). Serial numbering
in the Call Book should be done every year separately.

The Assistant will pass on the draft for issue and return the file to the
subject Assistant Section Officer. The Section Officer of the section will be held
responsible for ensuring that the entry ordered has been made. After the order
or reference, if there is any such in the file, has been despatched, the "case" and
the "put up" papers will be sent to the records as is done when a case is finally
disposed of. If a report or reply is received before the date entered in column (6)
of the Call Book, the subject Assistant Section Officer concerned should
communicate the Secretariat current number and date of that report or reply to
the Assistant who should enter that current humber and date in column (7) of
the Call Book; the entry in the Call Book is not closed before the date entered in
column(6), an extract from the Call Book should be sent by the Assistant not
later than that date to the subject Assistant Section Officer after obtaining a
current number from the Assistant in-charge of tappals. This new current
number should be entered in the Personal Register of the Assistant Section
Officer concerned who will send back the extract to the Assistant entering the
new current number and date in column (7). The Assistant will enter these in
column (7) of the Call Book and return the extract to the subject Assistant
Section Officer. The entry in the Call Book will thus be closed. The subject
Assistant Section Officer will then obtain the original file and "put up" papers
from the record room and take such further action as may be necessary.

"(ii) For the sake of convenience "Calls" may be entered against 1st, 10t
and 20% of a month even though there is no objection to 'calls' noted against
other dates of a month."

(iii) When an order is passed that a case may "lie over" for a few days, no
entry is necessary in the Call Book; an order to "lie over" does not authorise a
"current" to be closed. The current number should, however, be noted in the
Reminder Diary (see sub-Paragraph (2) (f) infra).
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(b) In order to ensure prompt revival of calls, the Section Officer
concerned will check the Call Book on the 1st of every month and the Call Book
will be submitted by the section to the Under Secretary to Government
concerned for check on the 16th of every month. The Call Book of the sections
shall be submitted to the Deputy Secretary concerned once a month, on a date
to be specified by the officer.

(2) Reminder Diary.— The issue of reminders to outside officers and
initiation and resumption of action on papers will be watched in the section
concerned under the following system.—

(@) Each section or each drafting Assistant Section Officer in a section as
may be decided by the concerned officers of the grade of Under Secretary and
above will keep a Reminder Diary in the prescribed form (vide Appendix XIV).
This diary is intended to act as a reminder to the section or Assistant Section
Officer that some action is necessary. The first column 'Date' will be reserved for
the date of the month. In the second column should be entered the current
number (C) of the paper or the humber (P) of the periodical or the number (C.B)
in the Call Book with reference to which action is to be taken on that day.

(b) At the foot of every draft, whatever may its form, which entails a reply
and every unofficial reference, the drafting Assistant Section Officer will enter in
red ink a date for the issue of the first reminder thus: "Rem, 25th October
1974". This date may be altered, if thought fit, by any officer through or to
whom the draft is submitted.

(c) On return of the draft or note approved the Assistant Section Officer
concerned or the Assistant of the section, as the case may be, will enter in the
Reminder Diary the current number (C) against the date approved as that on
which a reminder is to be issued, if necessary.

(d) When all replies are received to a reference, the entry relating to it in
the diary may be scored out.

(e) If a case is entered in the Call Book, C.B. nhumber will be entered in
the Reminder Diary against the date on which action is to be taken.

(f) Cases which are ordered to lie over will also be brought on the
Reminder Diary and below each "lie over" order there should be entered a date
upon which action should next be taken on the case and the current number of
the case should be noted against that date in the Reminder Diary.

(g) Cases which are sent in circulation will also be entered in the
Reminder Diary. The current number of the case should be noted against the
date on which the reminder to the Gazetted Personal Assistant/Senior Personal
Assistant of the Minister concerned is to be issued.

(h) Before the beginning of each year, each Assistant Section Officer who
maintains a Reminder Diary will enter every periodical with which he has to deal
or with which his/her section is concerned, as the case may be, by showing its
serial number in the concerned Register of Periodicals against the appropriate
date or dates in the diary. The date in each case will not necessarily be the date
on which a periodical is due in or out but will be a date on which action must be
begun, e.qg., in the case of a periodical due to Government it may be the date on
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which an advance reminder should be issued and in the case of a periodical due
from Government to an outside authority the date will be such as to allow for
preparation, noting and circulation and after these for despatch in good time.

(i) The Assistant Section Officer's first duty on each working day is to
examine the entries in his/her Reminder Diary against that date and against any
holidays immediately preceding that date. He/She will then examine the entries
in the current register against the numbers mentioned on the Reminder Diary
against these dates; if a current is closed, no further action is necessary; if a
current is not closed, the Assistant Section Officer should at once pick out the
file from among the pending cases (which should always be arranged in order of
current numbers) and put up the necessary reminders for signature. If a Call
Book number is shown in the Reminder Diary against the date, the Assistant
Section Officer should ask the Assistant for an extract from the Call Book (see
sub-paragraph (1)(a) (i) above). If an entry in a diary relates to the periodical,
advance reminder should be issued or other appropriate action taken. When
reminder is submitted, a further reminder date should be suggested and the
number should be entered against this date, as approved or altered in the
Reminder Diary. This process will continue until the reference is replied to or the
periodical is received.

The Section Officers are authorized to pass final orders in respect of the
following cases:-

(1) Approval of draft reminders other than Demi-Official reminder to the
Heads of Departments up to two reminders issued one after another in ordinary
cases.

(2) Filing of interim replies received from Heads of Departments or
Collectors, and

(3) Issue of U.O. reminders and Exchange reminders.

(j) Section Officers, Under Secretaries and Deputy Secretaries should,
from time to time, check the Reminder Diary with reference to the pending files
in the section.

Note.— The reminders, replies to reminders and notes relating to them
should be kept distinct from the current file and note file and should be placed
with the routine notes at the bottom of the case and destroyed after final orders
are passed in the case.

303. Delay in Printing.— Whenever a paper has been with the Press for
more than five days, the section concerned should issue a reminder. This
reminder should, after the lapse of the first five days, be repeated at intervals of
three days. Where the delay is inordinate in a particular case, the matter should
promptly be brought to the notice of the officer concerned.

304. Internal arrears.— The arrears in section are checked by means of
the Personal Registers, Daily Detention List, Arrear List, etc.

Whenever a Demi-official reminder or a reminder in an important case is
received from a subordinate officer, the Deputy Secretary or Under Secretary, as
the case may be, in charge of the section shall call for the file and examine
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whether action has been taken as required and as promptly as possible and give
such directions as may be necessary for expeditious disposal. The reply shall be
issued only after such examination and based on such examination.

305. Personal Register (Manual / EFPS).— (a)(i) The Secretary,
*Special Secretary, Additional Secretary, Joint Secretary, Deputy Secretary,
Under Secretary as the case may be, will prescribe a certain day of a month in
each quarter for each section in their Department for inspection of the Personal
Register of the Assistant Section Officers. The following time schedule may be
adopted to the inspection of the Personal Registers of each Assistant Section
Officer in the Departments of Secretariat in each quarter.—

i) Section Officer .. Once in a month

ii) Under Secretary . Once in a month

iii) Deputy Secretary/ Once in a month in respect of

Joint Secretary / . sections which submit files

Additional Secretary / direct to the Officer.

Spl. Secretary.

iv) Secretary .. Number of Personal
Assistant Register check
Section Officer by Secretary
in the once in
Department.

Less than 40 6 months

More than 40 12 months
*[Inserted vide G.0.Ms.N0.198, P & AR (A) Department, dated 03.06.2004]

(ii) Every year the Office Procedure section may prescribe a calendar of
dates for submission of Personal Registers of each Assistant Section Officer to
the Under Secretary, Deputy Secretary, Joint Secretary, Additional Secretary,
*Special Secretary, Secretary as the case may be, and get it approved and
communicated to all officers and sections in the department to ensure that the
Personal Registers of all the Assistant Section Officers are checked by the
superior officers without any omission. The calendar of dates should be fixed in
such a way that the dates of submission of Personal Registers of various
Assistant Section Officers to a particular officer are spread over the entire
month.

*[Inserted vide G.0.Ms.No0.198, P & AR (A) Department, dated 03.06.2004]

(iii) The Personal Registers should be submitted direct to officers
concerned as per the time schedule prescribed by the office procedures section.
The Personal Registers should be put up for check twice a month. Once check
will be done by the Section Officer and the other by one of the higher officers.
The Under Secretary / Deputy Secretary / Joint Secretary / Additional Secretary/
Special Secretary need not check the Personal Register in a month in which it is
checked by a higher officer. After check by the Officers the Registers may come
through the other officers down the hierarchy.
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(iv) On the date fixed, the Personal Register or Registers of the sections
must be on the side rack of the officer concerned by 10 a.m. with all papers
received up to the evening of the previous day entered and numbered. If a day
happens to be a holiday, submission will on the next working day. The
Secretary, Deputy Secretary or Under Secretary will examine all entries dealing
with unclosed files. He will see that entries in columns (7) and (8) dealing with
submission and columns (9) to (14) dealing with references, are kept up-to-
date. He/She will see that new papers are submitted by the Section Officer
within five days of receipt and that papers delayed for more than five days in
submission or in the issue of references or other action are submitted to him/her
at once with reasons for the delay unless his/her knowledge of the files renders
this unnecessary. Any queries or remarks made in the register by the Secretary,
Deputy Secretary or Under Secretary must be answered immediately and the
registers resubmitted.

(v) The Secretary, Deputy Secretary or Under Secretary will also by
means of this inspection, exercise control over the framing of the abstracts of all
the papers entered and will see that these are as concise as possible and framed
according to the rules and the list of prescribed heads of Index. He/She will also
exercise a check over the proper maintenance and neatness of the Personal
Registers.

A fly leaf should be pasted in the opening page of the Personal Register
indicating the columns to provide for the date fixed for submission of the
Personal Register each month, the date of actual submission in the month,
reasons for delay in submission, the initials of the Assistant Section Officer,
Section Officer and the Under Secretaries concerned. This will be useful to check
up the delay in submission of the Personal Register at a glance at the time of
inspection.

(b) Papers pending at the end of a calendar year will be brought forward
into a new register of the following year, if they are not disposed of by the 31st
March. For this purpose, sufficient blank pages should be left at the beginning of
the new register and the Section Officer will certify on the first submission of the
register after 1st April that all pending papers of the previous years have been
brought forward. There is no need to bring forward all previous entries regarding
these papers. All that is required is the last reference issued or received, the last
submission date, the current number of the pages in the previous year and its
title.

306. (i) Five days rule.— Papers will normally be submitted by the
office within five days of their receipt in office, i.e., from the date revealed by
the Officer's date seal. Similarly papers will normally be resubmitted within five
days from the date on which they are marked back to the office. The Section
Officer will be held responsible for any paper found pending in his/her section
without sufficient grounds for more than five days. Holidays will not be excluded
in calculating the period of five days.

No paper shall be kept in the office for more than ten days without the
permission of the Under Secretary or the Deputy Secretary, as the case may be.

*(ii) Avoidance of delay in issue of orders on return from
circulation.— Final orders shall be issued in all the files by the concerned
Departments within three days from the date of receipt in the Department of the
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file with the orders of the Chief Minister. Only in difficult cases, where after
obtaining orders in circulation, further approval of the draft Government Order is
required from Departments like Law or Finance Department, a delay of one week
will be permitted. In no case, the orders should be delayed beyond a week. A
copy of the Government Order issued should be sent to Chief Minister's Office.

*[Amended in G.0.Ms.No0.391, P & AR (A) Department, dated 30.10.96]
FORM

Cases where orders have not been issued within seven days of receipt
from circulation.

Name of the Department: Month:
Serial Current Subject Date of Reasons for
Number Number approval by delay where
the Minister orders were
not issued

within seven

days

(1) (2) (3) (4) (5)

307. Daily Detention List.— (a)(i) Under the Five days rule, the D. List
shall be prepared by each Assistant Section Officer in the prescribed form
(Secretariat 1I-20 in Appendix XIV), incorporating the details of cases on which
action has not been initiated for more than five days from the date of receipt
and submit it to the Section Officer concerned, daily.

(ii) The Detention list should be submitted every Monday to the first level
officer, viz., Under Secretary or Deputy Secretary (in the case of sections
submitting files direct to Deputy Secretary). The D. List should reach the officer
by the forenoon on that day showing all pending cases up to the last working
day. The officer will critically examine the list if necessary, with files and give
instructions to the Section Officers and Assistant Section Officers concerned for
their immediate disposal.

(iii)Failure to submit or delay in submitting the list or failure to include
items which ought to be included is a serious offence and will be dealt with
severely. All directions issued by officers on the list should receive prompt
attention.

(b) Arrear List.— (i) An Arrear List showing the cases pending for more
than three months is submitted in the prescribed form (Secretariat II-21 in
Appendix XV), punctually in accordance with the orders in each department.

(ii) Failure to submit or delay in submitting this list or failure to include
item ought to be included is a serious offence and will be dealt with severely.
The directions issued by the officers on the List should receive prompt attention.

(iii) The Arrear List should be critically scrutinized by the officer at the
level of Deputy Secretary or Joint Secretary as the case may be, once a month
and the list is scrutinized along with the files at least once in 3 months.
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308. Cases seeking 'lie over' orders for short periods, should be
submitted to Under Secretary. In case such periods exceed 3 months in the
aggregate, further lie over orders, if absolutely necessary, should be obtained
from the Deputy Secretary/Joint Secretary. In case of further delays, the matter
may be placed before the Secretary of the Department for Orders.

309. Half Yearly Business Statement.— In order to keep the
Government informed about the accumulation of old files in the Departments of
the Secretariat, each department should send Half-yearly Business Statements
in the Form prescribed in Appendix XVII to the Chief Secretary to Government in
the Personnel and Administrative Reforms (AR) Department who will review the
work and suggest ways and means for their disposal. The statements for the
Half-yearly ending June and December should be submitted by the twentieth of
the month following the period to which they relates.

All the Departments of the Secretariat should assign a periodical number
for the half-yearly return referred to above, in their periodical register and watch
the prompt submission of the return.

310. Special list showing pendency.— Any special list or statement
showing pendency prescribed in each department shall be submitted in
accordance with the orders in force in that Department.

A special register of important reference as in the form given below shall
be maintained by the Personal Clerks to Officers which shall be checked by the
Officers once a week to follow up delayed cases:

FORM
SPECIAL REGISTER OF IMPORTANT COMMUNICATIONS
S. Nature of From To whom Date of Remarks
No. communication whom sent and submission
and brief subject received date by section
and date concerned
(1) (2) (3) (4) (5) (6)

A special register showing the files containing the minutes of Ministers and
remarks of the Secretary should be maintained by each section in the form given
below to watch the action taken on those files.—

FORM

Special register showing the files containing minutes of Ministers and the
remarks of the Secretary

S.No. Current Subject From Outside Minutes of
No.& date (should be whom number Ministers
indicated received and date, or Secre-
clearly) if any. tary's
remarks

(1) (2) (3) (4) (5) (6)
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Time limit Date of Reference Reminder Present Final

fixed, if submission issued to issued, stage to be disposal
any, for whom, number & indicated Number &
submission number & date, in pencil date
date number
and date
of receipt
of interim
reply
(7) (8) (9) (10) (11) (12)

The Section Officer is responsible for the entries made in the Special
Register. The Under Secretary should also personally check the Special Register
and avoid omission of any entries in it. The register should be submitted to the
Deputy Secretary on the first working day of every week and to the Joint
Secretary or Additional Secretary or *Special Secretary or Secretary, as the case
may be, on the first working day of the last week of the month through the
Under Secretary.

*[Inserted vide G.0.Ms.N0.198, P & AR (A) Department, dated 03.06.2004]

Effective action should be taken to obtain the reports from Heads of
Departments, wherever necessary, as expeditiously as possible. Further
examination at Government level should also be pursued without delay at every
stage and the files circulated to Ministers or submitted to Secretary within a
period of three months.

311. A Special Register showing the remarks of the Inspecting Officers
recorded on the progress of the implementation of the Official Language should
be maintained by each department in the form given below .—

SPECIAL REGISTER SHOWING THE REMARKS OF THE INSPECTING
OFFICERS ON THE PROGRESS OF THE IMPLEMENTATION OF THE
OFFICIAL LANGUAGE.

Name of the Department
Date

2. Name and designation of the
officer who records remarks

3. Remarks on the implementation of
the Official Language

4. In respect of the maintenance of
the registers, names of those of
the registers in which entries are
not still written in Tamil to be
noted
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Other subjects
General

Signature of the Officer who
recorded remarks

When higher officers undertake general or other inspection of these
offices, such officer shall record the result of inspection on the implementation of
Official Language in the above register. The Secretary of the department
concerned shall record his/her remarks at least once in six months for having
seen the above register.

311 A. Special Register of Suits.— Original Applications, Review
Applications, Contempt Applications, Suits, Writ Petitions and Writ Appeals shall
be entered in the suits register at the appropriate stages. The suits register shall
be maintained separately for each section in the Departments of Secretariat. The
responsibility for the proper maintenance of the suits register will be that of the
section head. The Suit Register shall be critically scrutinized by the officer at the
level of Deputy Secretary or Joint Secretary, as the case may be, once a month
and the pending cases shall be scrutinized with the files at least once in 3
months so as to address Senior Standing Counsel or the Law Officers concerned
once in six months.

312. Delay with officers and in Circulation.— The Section Officer
should, on every Monday, bring to the Deputy Secretary or Under Secretary, as
the case may be, any cases which his/her periodical inspection of registers
shows to have been with a superior officer or in circulation for more than a
fortnight. In order that he/she may discharge this duty efficiently, he/she will
ensure that columns (7) and (8) of the Personal Register are posted up
regularly.

Officers of the level of Under Secretary to Government and above should
also ensure that files are not pending with them for more than three weeks for
one reason or other. They should also send a report showing the number of files
pending with them for more than three weeks to the next level officer every
month. *The Under Secretary should submit a report to the Deputy Secretary
and the Deputy Secretary to the Joint Secretary or the Additional Secretary or
the Special Secretary and the Joint Secretary or the Additional Secretary or the
Special Secretary to the Secretary.

*Inserted vide G.0.Ms.N0.198, P & AR (A) Department, dated 03.06.2004.

313. Delay in issue.— All papers marked for issue are ordinarily
expected to be issued within twenty-four hours of the time at which they are
given to the Typist for fair copying. It will be the duty of the Section Officer
concerned to see that the papers pending issue at the end of the day are
attended to first thing on the following working day and are despatched before
the close of that day.
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314. Delay in proof correction.— To afford check on the delay in the
return of proof to the Press, the Director of Stationery and Printing will send to
each department every fortnight a list of proofs belonging to the department
which have been sent out from the Press and not returned within seven days.
The list should be submitted immediately on receipt with explanation for the
delay.

315. Review of Long Pending Files.— The Secretary, *Special
Secretary, Additional Secretary, Joint Secretary, Deputy Secretary as the case
may be, shall review the long pending cases, pending over one year, as per a
programme to be drawn up by them, every year as per a time schedule with a
view to reduce the pendency, by personally looking into the causes which delay
or obstruct, taking a final decision in the issues involved. While reviewing the
cases, the officers concerned shall issue suitable directions regarding the course
of action to be taken on the issue involved. If necessary, they may contact their
counterparts in other Departments or Heads of Departments concerned in order
to expedite the disposal of the cases.

*Inserted vide G.0.Ms.N0.198, P & AR (A) Department, dated 03.06.2004.

In order to enable the officers to examine the long pending files
systematically the Assistant Section Officers concerned shall submit the long
pending files with a case history sheet in the following format.—

FORMAT
Case history sheet for review of long pending file

Department: Section: Seat

1. C.No. and Date of receipt
2. Subject
From whom received or how the case
arose?
4. Brief history of the case(viz)
(i) the ‘purpose’ of the case (i.e)
what is to be achieved, etc.
(ii) the ‘means’ by which it has to be
achieved, etc.
(iii) Action taken so far in this regard
5. Reasons for pendency
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Present stage

Orders of the Officer who reviewed
the case. (The officer concerned
shall issue clear directions as

how to proceed further with the

case).
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CHAPTER XV
FAIR COPYING, EXAMINING AND DESPATCHING
(A) FAIR COPYING

316. General.— The Work of fair copying and examining papers
(confidential and non-confidential) of each department is done in the respective
departments.

317. General rules regarding copying.— The following general rules
regarding copying will be observed by the Typists.— (1) Before a Typist begins
to copy a paper for issue, he/she shall verify that it bears the initials of the
Section Officer concerned authorizing the issue.

(2) All proceedings of Government (Government Orders), Letters
Endorsements, etc., except those issued in roneo / copier should be typed in
forms embossed or printed with the Tamil Nadu Emblem. Communications to the
Government of India, other State Governments, the Accountant-General, and
Diplomatic-Missions should, however, be in embossed sheets. Copies of
communications conveying expenditure sanctions intended for the Accountant-
General should invariably be made out on sheets embossed with the State
Emblem and authenticated in ink by the prescribed authority. A duplicate copy of
each sanction order of Government may be marked to the Accountant-General
(Audit-I), Accountant-General (Audit-II) and the Principal Accountant General
(Accounts and Entitlements) by name as "Duplicate" at the same time as the
original sanction is sent to the Accountant-General's Office in the usual course.

Note.— The expression " expenditure sanction' does not include financial
sanctions like delegation of financial powers.

(3) Any fair copy extending over more than one page shall be type written
on both sides of the paper.

(4) All copies must be made neatly and legibly.

(5) Copying must be done with care, erasures and corrections being
avoided; interlineations should not be made, specially in 'letters'.

(6) In copying the first word of a separate item in the preamble to a
proceedings and the first word of every paragraph in a communication to be
issued, a five or six letter space should be left between the word and the
prescribed margin.

(7) The margin to be left blank should be on the left hand side of the front
page and right hand side of the back page of a sheet of paper. The margin may
be encroached upon only if statements have to be copied in the body of the
communication and are too big to be typed on the portion on which the
communication is copied.

(8) Marginal entries, unless they are very small, should be inserted by an
indenture made on the side on which the communication is copied and should be
separated from such communication by three lines ruled or typed on the top,
bottom and the side facing the body of the communication.
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(9) All fair copies should be typed with single spacing.

(10) In forms of correspondence in which designation of the officer
sending the communication has to be typed underneath his/her signature, the
name of the department need not be typed, if that is printed, embossed or typed
at the top of the paper.

(11) In official correspondence, if the designation of an officer is typed,
his/her officiating status (if he is an officiating officer) should not be indicated by
the word 'Officiating' before the designation.

(12) If there are enclosures to accompany a communication they should
be indicated by an oblique line (thus) in the margin against the paragraph in
which they are referred to.

(13) Copies should be made on the smallest sheet consistent with the
dignity and requirements of the communications. The appropriate form where
one has been prescribed should be used.

(14) The Typist should invariably type his/her initials with date at the left
hand corner at the end of a fair copy.

(15) Drafts of letters should be kept as office copies and carbon copies
should be made only when the draft has been so extensively altered as to make
it necessary to have a clean copy. When possible, the carbon copy of a letter
should@be typed upon the back of the letter to which a reply is being sent.

(16) The Phone Number, Fax Number, and e-mail ID of the respective
Sections shall be mentioned in all the communications addressed to the
Government of India, Heads of Department, Embassies, Diplomatic Missions,
Armed Forces and others by ordinary as well as D.O.Letters.

@[Inserted in G.0.Ms.No.115, P &AR (A) Department, dated 13.10.2020]

318. It is the duty of the Section Officer or in his/her absence the
Assistant Section Officer concerned to see that instructions are clearly and fully
noted on the draft for issue before it is given to the Typist for copying, such as,
whether it is a reference or a final disposal, and, if a final disposal, its nature,
the person or persons to whom it is to be sent, and if the whole of it is not to be
communicated to all of them, the portion to be communicated to each, the
enclosures that are to accompany it, noting which of them should be sent in
original and which to be copied and sent, whether the communication should be
sent by registered post and if so, whether the addressee's acknowledgment is
necessary. The Typist and Assistant should see that the paper is accurately
copied in accordance with the instructions before it is sent to the *Despatch
Section of the respective Departments of Secretariat.

[*Amended vide G.0.(Ms) No.36, Personnel & Administrative Reforms (A)
Department, dated 07.03.2017]

319. Deleted. [Vide G.0.(Ms) No.36, Personnel & Administrative Reforms
(A) Department, dated 07.03.2017]

320. Endorsement.— An endorsement is usually written or copied on the
last page of the current if there is room and if not, on a separate form embossed
with the Tamil Nadu Emblem added to the current. The endorsement if copied on
the current is headed "Endorsement No................ dated .......ccvvvinnnnn. " the
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department being entered at the right hand top corner, but if the endorsement is
on a separate sheet, the department is typed as above, the paper on which the
endorsement is issued is quoted and below it the entry "Endorsement
\\lo PO , dated ................ is entered. If the endorsement is to be signed
by an Under Secretary, the words "By Order" are inserted above the officer's
designation with a three-line space between. The address is entered on the left
hand corner below the designation with a three or four line space between. If
there is insufficient room the spaces may be made smaller. If a copy of an
endorsement is to be signed by a Section Officer, the full name and designation
of the officer ordering the disposal are entered after the endorsement the words
"By Order" being omitted, and below the address entries the following
authentication form is used: "Forwarded.

(By Order)

A.B.C.,
Section Officer."

321. Press Communique and Press Note.— A Press Communiqué or a
Press Note is prepared in the following form given below, the place of issue and
date being entered below the words "Press Communique" or "Press Note" and
after that the subject, if necessary. They are invariably issued under the
authority of the Director of Information and Public Relations. The fair copies are
not usually authenticated and the following is a specimen form.—

GOVERNMENT OF TAMIL NADU
INFORMATION AND TOURISM (PRESS RELEASE DEPARTMENT)
Press Communiqué No.
Press Note No.

Dated, Fort St. George,
(Subject...c.ccviiiiiii )
(Body of the Communiqué/Note).
Issued by the Director of Information and Public Relations.

Press Communiqué or Press Notes may commence with the following
heading where it is not inappropriate.—

"The following Press Communique / Note is issued:"

As soon as Press Communiques and Press Notes have been finally
approved for issue, Departments of the Secretariat should arrange to send the
file to the Director of Information and Public Relations marked for issue. The
Director after giving a serial number will arrange to have copies taken of all such
papers received up to 3 p.m. each day and have them despatched by special
messenger or by post to the persons concerned the same day. If it is essential to
issue a Press Communiqué or Press Note after 3 p.m., the department
concerned should consult the Director of Information and Public Relations in the
matter. Press Communiqués and Press Notes received in the Information and
Tourism Department at or after 3 p.m. which do not contain the /Director's
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orders for issue the same day, will be retained in the department for being
numbered serially and issued on the following working day.

322. Proceedings.— Proceedings are copied on the special embossed
form but a copy of the proceedings sent to the Director of Stationery and
Printing for publication of a notification contained in the order should be on plain
paper. The word "Order" is first typed after the abstract and other headings are
typed and the body of the order comes next followed by the appropriate
authentication (vide paragraph 378 infra) in brackets in a new line.

The following is a specimen form.
Abstract.

................. DEPARTMENT

G.O.No. ......... Ms/Rt.. Dated........... 20 .
Read--

ORDER:
(Body of the order)

(By order of the Governor)

A.B.C.,
Secretary to Government.

To
(Address entries)

323. Address entries in fair copies of Proceedings.—
Instructions.— All addresses shall be entered in fair copies of orders, but this
rule will not apply to the orders on petitions, in which case only the address
entry pertaining to the petitioner will be typed in the copy intended for him/her.

324. Spare copies of Government Orders roneographed / copied in
copiers.— When copies of Government Orders, etc., are roneographed / copied,
sufficient number of spare copies should be taken of all orders which are to be
further communicated by the departments under them. The number of copies of
circulars, etc., to be roneographed / copied should be determined beforehand
and noted on the stencil sheet. Where a circular does not occupy more than half
page, two copies of it should be typed on the stencil paper, one on the upper
and the other on the lower half.

*The work of roneographing / photostat copying will be done in the
respective Departments.

*[Substituted in G.0.Ms.No0.236, P & AR (A) Department, dated 27.12.1999]

325. Letters.— "Secret" letters are copied on letter heads in light green
colour with the word "Secret" and the State Emblem printed in red.
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After the body of a letter is completed, the conclusion copied on the right
side should be simply "Yours faithfully" in one line. The designation of the
officer's is, in cases where it has to be shown, entered below the last entry with
the usual 'three lines' space left for signature.

326. Demi-officials.— Demi officials are copied on embossed paper of
quarto or A-4 size. The demi-official is commenced with the words Dear Thiru,
Dear Thirumathi or Dear Selvi as the case may be, with a five line space
between those words and the embossed stamp of the Government and after the
body of the demi-official is completed, the words "Yours sincerely" are copied in
a new line on the right half of the side of the paper on which the copying is
done. The name and designation of the officer who signs the demi-official are
copied at the top of the page on the left hand side while those of the officer or
person to whom the demi-official goes are copied at the foot of the page on the
left hand side.

327. Questions in the Legislative Assembly.— In typing answers to
questions in the Legislative Assembly the word "Legislative Assembly
Secretariat" need not be typed at the top of the question. The name of the
department replying and the date of admission of the question will be typed
above, the designation of the Minister or Ministers who passed the answer being
typed at the bottom.

Fair copies of answers to questions asked in the Legislative Assembly
should be roneoed / copied on one side only and signed by an officer of the
grade of Under Secretary and above of the department.

328. Marking of important and urgent communications.— In order
to enable the Heads of Departments, Collectors, etc., to give prompt attention to
important and urgent communications received by them from the Secretariat,
fair copies of such communications should be marked "Important", "Urgent",
"Immediate" or "For Personal Attention", as the case may be, by using
appropriate rubber stamps. Only officers of the rank of Under Secretary and
above should mark on the drafts the priority "Immediate" and the categories
"Important” and "For Personal Attention". A communication which should be
classified under two or more categories (e.g. a communication which may be
both "Immediate" and "Important") should be marked appropriately using two or
more stamps. The Section Officer of the section concerned will be responsible for
getting fair copies stamped with the appropriate stamp or stamps before
despatch.

329. Preparation of disposal dockets.— After fair copies are prepared,
the Typist is required to prepare the brown disposal docket prescribed for
Government Orders (Form Sectt. II-15), Endorsements (Form Sectt.II-16), etc.

Dockets are not prepared for "Lodged papers".



140
(B) EXAMINING

330. After a fair copy is made by the Typist, the Assistant of the section
concerned scrutinises it to see whether the papers have been copied in proper
order and form and whether enclosures have been fully typed. He/She will
compare the fair copies of the draft and the enclosures with their original with
the Typist and correct errors in spelling, punctuations, etc., and in other matters
where the errors are obvious. He/She will bring to the notice of the Section
Officer all obvious omissions and mistakes.

The fair copies, after examination will be initialled by the Assistant below
the entry of designation of the officer or Section Officer who is to sign (or at the
left hand bottom corner in the case of demi-official letters). He/She then submits
the paper to the signing officer concerned. When the fair copies are submitted
for signature, any enclosures to be forwarded with them should be stitched
together in a single file arranged with the fair copy on the top. If however, there
are numerous enclosures to a communication, the later may first be typewritten
and submitted for signature, the enclosures being typed while the fair copy is
being signed.

Note.— Stencils and fair copies of notes for the Cabinet, Standing Finance
Committee, Public Accounts Committee and fair copies of important
Communications such as those issued to Foreign Governments, Very Important
Personages and confidential and strictly confidential communications should be
carefully compared by the subject Assistant Section Officer with the Assistant.

Fair copies taken in roneo duplicators / copiers should be submitted to the
Under Secretary concerned and his/her approval obtained before actual
despatch.

331. Special precautions for checking financial statements.— Typist
and Assistant who compare the fair copies are primarily responsible for
comparing the figures, etc., in statements forming enclosures to the
proceedings, letters, etc., of the Finance or other Departments. The Assistant
Section Officer concerned should, however, also check before despatch that the
enclosures are in order and that figures, plus or minus signs, etc., have been
accurately copied.

Fair copies of all enclosures to Government Orders, Official Letters,
Endorsements, etc., issued by Departments of the Secretariat should be
authenticated by the Section Officer of the section concerned as follows.—

(True copy/extract)
(By Order)

A.B.C.,
Section Officer

332. Signing of papers.— The fair copies of the disposals for issue are
submitted in signature pads to the Section Officers and other higher officers for
their signature. Fair copies so submitted should not project beyond the
protecting boards of the signature pads. When more than one fair copy is
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submitted to an officer in a signature pad a slip projecting about half an inch
should be inserted beyond the last fair copy in the pad.

When a Section Officer is absent on Casual Leave or is not available in
office for any reason, fair copies relating to his/her section shall be signed by
any other Section Officer of the department.

333. Form of authentication of orders and proceedings.— All orders
or instruments made or executed by order or on behalf of the Government of
Tamil Nadu will be expressed to be made by order of the Governor of Tamil
Nadu.

Save in cases where an officer has been specially empowered to sign an
order or instrument of the Government of Tamil Nadu, every such order or
instrument will be signed by either the Secretary, *the Special Secretary, the
Additional Secretary, the Joint Secretary, the Deputy Secretary, the Under
Secretary of the department concerned.

*Inserted vide G.0.Ms.N0.198, P & AR (A) Department, dated 03.06.2004.

334. Copies of such orders and proceedings may be authenticated by a
Section Officer of the department concerned as follows.—

(By order of the Governor)

A.B.C.,
Secretary to Government

(True copy/extract)
Forwarded to X.Y.Z.
(By Order)

D.E.F.,
Section Officer

Note.— (1) The signature of A.B.C., shall be printed or type-written or
copied, the signature of D.E.F. being the actual signature of the authenticating
Officer.

(2) Whereas the body of a Government Order or Proceedings specifically
refers to the Governor, the words 'By order of the Governor' need not be added
at the end of the copy of the order.

335. Signing of covering letters and authentication of copies of
proceedings.— When a copy of a proceedings of Government is communicated
to the Chief Justice of the High Court, to the Accountant-General, to the Tamil
Nadu Public Service Commission, to another State Government or
Administration, to the Government of India or to any of the Indian Missions
abroad, a covering letter which should invariably accompany it should be
prepared for the Under Secretary's or Section Officer's signature. The covering
letter is not numbered and bears the date on which it is typed for signature.
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The copy of the proceedings communicated with the covering letter should
be authenticated.

336. Signing of letters.— Letters will ordinarily issue in the name of the
Secretary of the department concerned unless instructions to the contrary are
given by the section concerned. Letters, other than those dealing with routine
matters, addressed to the Government of India, other Governments and
Administrations, the Tamil Nadu Public Service Commission or the High Court
and other important letters issuing in the name of the Secretary or *Special
Secretary or Additional Secretary or Joint Secretary or the Deputy Secretary,
should be submitted to them for signature, unless they are absent from
headquarters. When the Secretary or * Special Secretary or Additional Secretary
or Joint Secretary or the Deputy Secretary does not sign a letter, the word "for"
should be entered before the word "Secretary" or *"“Special Secretary” or
"Additional Secretary" or "Joint Secretary" or "Deputy Secretary" below the
space intended for the signature and the fair copy submitted for the signature of
the Under Secretary or the Section Officer concerned. The name of the officer
who signs the letter should be copied immediately below his/her signature.

Communications from Secretaries to Government as Heads of
Departments in letter form may issue from an Under Secretary with the formula
"T am directed".

*Inserted vide G.0.Ms.N0.198, P & AR (A) Department, dated 03.06.2004.

337. Deleted. [Vide G.0.(Ms) No.36, Personnel & Administrative Reforms
(A) Department, dated 07.03.2017]

338. Signing of orders on appeals for mercy.— In cases dealing with
appeals for mercy from persons under sentence of death, fair copies of approved
drafts relating to the carrying out or the withholding of a sentence of death
should be signed by an officer of the rank of Under Secretary and above whether
the paper for issue is an order or letter. When submitting fair copies for
signature, the original draft and the connected papers should also be submitted.

[Amended vide G.0.(Ms) No.36, Personnel & Administrative Reforms (A)
Department, dated 07.03.2017]

339. Signing of fair copies—Special cases.— (i) Copies of
communications of 'displeasure' of the Government in the case of I.A.S. Officers,
District Revenue Officers, Joint Secretaries (Non-I.A.S.), Deputy Secretaries
(Non-I.A.S.) and other Heads of Department (Non-I.A.S.) should be signed by
the Chief Secretary to Government.

*(ii) In disciplinary cases where the Government or the Secretary of the
administrative department are or is the disciplinary or appellate or revisional or
reviewing authority, the fair copy intended to the accused officer or officers shall
be signed by the Secretary of the administrative department concerned.
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However, Copies of those communications marked to other officials or
Department shall be signed by an officer of the rank of Under Secretary or
above. In other cases, the fair copy shall be signed by the Officer who has
passed the order as the disciplinary or appellate or revisional or reviewing
authority.

*(Amended vide G.0.Ms.No.97, P & AR (A) Department, dated 21.08.2002
w.e.f.30.10.2001)

(iii) Copies of proceedings criticizing the Head of a department to whom
they are sent should be signed by the Secretary of the department concerned
unless otherwise directed.

(iv) Copies of orders containing financial sanctions including orders
delegating financial powers to Heads of Departments and Subordinate Officers
under them and sanctions of compassionate gratuities and of re-employment of
retired officers intended for communication to the Accountant-General shall be
signed by an officer of the rank of Under Secretary and above of the
Administrative department issuing the sanction.

(v) Special care should be taken in respect of signature on copies of
proceedings issued under legal provisions to be filed in court of law (e.q.
prosecution orders under section 124-A, Indian Penal Code, or the Arms Act or
the Explosives Act).

In all important cases of the above nature, the Section Officer concerned
should give clear instructions to the Assistant and Typist as to the Officer to
whom the fair copies should be submitted for signature.

(C) DESPATCHING

340, 341 & 342 - Deleted (vide G.0.Ms.No0.236, P & AR (A) Department,
dated 27.12.1999)

343. No paper to be retained for more than 24 hours.— As a rule, no
paper for despatch shall be retained in the Branch for more than 24 hours
Letters, both official and demi-official, which are received for despatch before 4
p.m. on a working day shall, however, be despatched on the day of receipt.

344. Date of receipt to be entered on papers.— The date of receipt of
papers received for despatch should be noted on them.

*345. Transmission of papers to and their treatment.—
Communications for despatch with any enclosures that are to accompany them
but not with any other papers should be sent by each section to the O.P./Tappal
Section after being entered in the Transit Register maintained for the purpose.
The despatcher in the O.P./Tappal Section in each Department will be
responsible for the prompt despatch of papers to the proper address
accompanied by the enclosures received from the Section.

*[Substituted in G.0.Ms.No0.236, P & AR (A) Department, dated 27.12.1999]

*346. The papers will be received by the despatcher in the O.P./ Tappal
Section who will acknowledge their receipt in the Transit Register which will be
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returned to the Office Assistants who brought it. After despatch, the despatcher
in O.P./Tappal Section will place the office copies in the trays that are provided
to the despatcher for the purpose. The Assistants or the Office Assistants of the
Section will collect the office copies from the trays in O.P./Tappal Section of the
respective department, daily without fail.

*[Substituted in G.0.Ms.No.236, P & AR (A) Department, dated 27.12.1999]

347. Despatchers are responsible for the issue of all signed papers and
also printed copies of orders of such of the departments as are assigned to them
for the purpose by the Section Officer. They are expected to check papers for
issue in order to ensure that all enclosures marked in the draft are attached to
the signed copies and that the papers leave the Secretariat in a complete form.

Despatchers should indicate clearly on the office copy, the manner in
which a communication is despatched, viz., by post or by special messenger. In
cases where a communication intended for despatch by post does not actually
leave the office on the day it was ready for despatch, both the dates should be
entered on the office copy, as e.g. 29th/30th September 1974 which will signify
that the paper was given to the despatcher for issue on the 29th, but was
actually sent by the messenger or by post only on the 30th. When a
communication is addressed to an officer through another, the despatcher
should note on the office copy the fact of having despatched the fair copy to the
latter.

When a communication or its enclosure is required to be sent by
registered Post or parcel, the fact of it being so sent should be noted on the
office copy. If a registered article is required to be sent "acknowledgment due",
the despatcher should ensure by checking the postal receipt that the article has
actually been booked as "acknowledgment due".

348. One envelope for all communications for same officer.— If
there are several papers for issue to the same officer on the same day, they
shall be enclosed in one envelope. Subject to this condition, postings of articles
in post offices should be spread over the whole day so as to avoid pressure of
work at the last minute before the final clearance of the main and the possible
risk of misconnection with the despatches made.

349. Checking of postal receipts for registered articles.— The
despatcher should maintain a register in which he/she should enter all registered
articles and see that correct receipts have been obtained from the post office in
respect of registered articles and to this end he/she should then and there
collect the postal receipts from the Office Assistants through whom the articles
were sent to the post office and initial them before they are filed. He/She should
at once bring any omission or mistake to the notice of his/her Section Officer,
who will take necessary action for its rectification.

350. Despatch of copies of Government Orders within the
Secretariat.— Proceedings of Government addressed to officers and
Departments of the Secretariat need not unless they are confidential, be sent in
envelopes.

351. Method of enclosing papers in envelopes.— When more than
ten foolscap sheets (or their equivalent) are to be despatched in an envelope to
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the same addressee, the foolscap papers will be folded once lengthwise; when
ten or less foolscap sheets should be folded twice breadth-wise; the papers as
folded should be put in the smallest sized envelope that will conveniently hold
them when so folded; the enclosing of papers in an unnecessarily large
envelope, besides involving wastage as regards both stationery and postage,
renders the packet liable to damage in transit, Demi-officials unless containing
bulky enclosures should be sent in the envelopes specially intended for these.
Enclosures such as maps, sketches and plans which cannot be easily folded in
book form or are liable to be damaged by folding must be detached from the file
and sent separately, the fact being so stated in the margin of the communication
in the proper place. Very bulky files which cannot be conveniently folded as
suggested above may be sent unfolded.

352. When papers may be sent packed—Used wax or cloth.—
Papers which on account of their bulk will not go into envelopes should be
securely packed in thin or thick paper accordingly as they are intended for local
or postal delivery and correctly addressed before they are sent to the
*0.P./Tappal Section of the respective Department for despatch.

*[Substituted in G.0.Ms.No0.236, P & AR (A) Department, dated 27.12.1999]

Note.— Wax cloth used for packing purposes is intended for an outside
wrapper in order to prevent damp getting into the contents of the parcel and not
for outer covering. The latter should consist of stout paper, canvas or gunny.

353. Use of special envelopes in certain cases.— Papers intended for
the Government of India, other State Governments and Administrations and for
distant stations shall be enclosed in buff cartridge envelopes, if available, or in
thick brown cartridge envelopes, and those delivered locally or intended for
stations at short distances, in brown cartridge envelopes.

354. Use of "Economy label".— The flap of an envelope containing non-
confidential papers will not be gummed but an economy label will be pasted over
it which may be removed by the addressee without spoiling the envelopes, the
object being that the envelop should be used over and over again. Economy
labels should be used also in the case of confidential papers sent in an envelope,
the seal being affixed at the two ends of the economy label. This rule will not
apply to registered envelopes in which case the flaps should be pasted down and
economy labels should not be used.

355. Contents not to be noted on "Economy label".— A description of
list of the contents of a packet, such as the numbers of the communication in it,
should not be noted on the economy label or anywhere on the outside of the
packet or envelope. If it is desirable to send a description or list, it should be
written on a separate sheet and enclosed in the envelope or packet.

356. Mode of addressing non-confidential packets.— Packets
containing official correspondence which is not of a confidential nature should be
addressed by official designation only without the addition of an officer's name.

357. Mode of addressing envelopes containing demi-official
letters.— Envelopes containing demi-official letters shall be addressed to the
officer whom they are intended both by his/her name and by his/her official
designation.
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358. Communications sent to headquarters of addressees.— All
communications to Heads of Departments shall be despatched to their
headquarters unless there are special instructions to send any particular
communication to particular address.

359. Marking "Important”, "Urgent"”, etc.— Important and urgent
communications should be marked "Important”, "Urgent", "Immediate", or "For
Personal Attention", as the case may be, in red ink or by means of rubber stamp
on the economy label.

360. Special instructions relating to "Petitions for mercy".— In the
case of communications from Government to jail authorities relating to appeals
for mercy from condemned prisoners, the words "Petition for Mercy — Urgent"
should be marked in red ink both on the economy label and on the
communication itself.

361. Packets sent by post.— To be properly stamped and
franked.— Packets, etc., to be sent by post should, before despatch, be
weighed and properly stamped. They must also be franked by the Assistant of
the section concerned, who should affix his/her full signature and designation.

362. Local delivery—Procedure.—* Papers intended for local delivery
which are not "special" will be put in pigeon holes of the almirah where an hole
has been allotted for each Head of a Department. Such papers will be cleared
once daily in the evenings.

*Deleted vide G.O. (Ms) No.236, P & AR Department, dated 27.12.1999

*The Departments of Secretariat should make their own arrangements to
send their closed records to Tamil Nadu Archives and to receive the
communication viz-a-viz.

*Substituted vide G.O. (Ms) No.236, P & AR Department, dated 27.12.1999

363. Despatch of valuables—Procedure.— Valuables intended for
despatch to other offices will be put in envelopes or packed and sealed in the
presence of the Section Officer, who will be responsible for the contents of the
packet. A list or description of the valuables should be enclosed in the packets
and another copy of the list of description should be sent separately with an
appropriate letter intimating the despatch of the valuables. A certificate of
posting should be obtained for each letter or packet containing valuables unless
it is sent by registered post. Such certificates and the receipts for registered
letters, etc., will be carefully filed.

364. Despatch of records to the Tribunal for disciplinary
proceedings.— In order to ensure the safety of valuable documents connected
with cases of disciplinary enquiries by the Tribunal for Disciplinary Proceedings,
Departments of the Secretariat should depute a responsible person personally to
take the records intended for delivery at the Office of the Tribunal for
Disciplinary Proceedings and hand them over to a responsible person in that
office and obtain acknowledgment for the records.

365. "Urgent" and "Special" despatch by special messengers.—
When "special" or "urgent" letters, packets or boxes are sent by Office Assistants
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to officers' houses, the time when they are handed over to the Office Assistants
should be marked on the outside or in a separate slip for the information of the
officers in order to ensure that there is no undue delay on the part of the Office
Assistants in taking them to the officers' houses.

Local tappals containing important communications should also be sent by
special messengers only when such important communications are handed over
to the special messengers should be marked on the outside or in a separate slip
for the information of the staff at the receiving office to ensure that there is no
delay on the part of these messengers in taking them to the respective offices.
The receipt of such important communications should also be acknowledged by
responsible person not lower in rank than that of an Assistant with his/her full
signature.

366. Affixure of despatch stamp on office copy.— The fact of
despatch will be recorded by hand or by a rubber despatch stamp on the office
copy when there is one, and when there is no office copy, on the page of the
note or current file on which the order for despatch is recorded. The manner of
despatch, i.e., by post (registered or ordinary) or special messenger will also be
indicated. The despatcher will also initial with date near the address entry.

367. Signed copy of printed proceedings.— To whom sent.— In the
case of circular printed proceedings, it is necessary to send signed copies only to
Heads of Departments and Departments of the Secretariat. For the other
subordinate officers it is sufficient to send one copy of the printed proceedings
stamped with the rubber stamp "original" together with the usual number of
spare copies.

368. Despatch of Government Orders placed at the disposal of the
Press.— Copies of Government Orders placed at the disposal of the Press shall
be despatched to all addressees concerned on the same day on which they are
received from the Government Press, enclosures and accompaniments, if any,
being despatched later, if necessary.

369. Despatch to High Commissioner for India, London, etc., of
Tamil Nadu Government Gazette.— One copy of the Tamil Nadu Government
Gazette is sent to the High Commissioner for India, London, and another copy of
the British Museum.

370. Postage charges.— Maintenance and check of stamp
account.— A simple daily account of stamps spent should be maintained. The
Section Officer in-charge of the *O.P./Tappal Section of the respective
Department should check it daily with the account of stamps used and the stock
of stamps on hand. He should see that there is no unnecessary wastage.

*[Substituted in G.0.Ms.No0.236, P & AR (A) Department, dated 27.12.1999]

371. Stamps of highest denomination to be used in making up
postage charges.— For the purpose of pre-paying postage charges, care
should be taken to minimize the number of stamps by using stamps of the
highest possible denominations in each case instead of a large number of stamps
of low value. Apart from the needless expenditure which is incurred on account
of manufacturing charges, the practice of pre-paying postage by means of many
stamps of low value when a relatively small number of stamps of higher
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denomination would suffice is open to serious objection from a postal point of
view. Some of the numerous stamps affixed may escape obliteration and may
afterwards be used improperly, while the necessity for obliterating such stamp
imposes a vexatious and unnecessary burden on the postal officials. It is also
difficult for these officials to check, with the rapidity which is essential in
practice, the adequacy of the stamps affixed. Further, if a large space is covered
by stamps, it becomes practicable to remove them to cut upon the parcel or
letter and abstract its content and to replace the stamps in such manner as to
conceal the injury to the cover.

372. Which communications are sent "service paid".— All
communications which are replies to communications of any kind received from
private individuals or Associations shall be despatched "service paid".

373. Service Stamps not to be used for Foreign Countries.— Service
postage stamps can be used for pre-paying outward official foreign mail but the
postage due on inward foreign mail addressed to Government officers cannot be
paid by means of service stamps. The postage marked as due on such articles
will however be initialled by an authorized officer of the post office.

(D) TELEGRAMS
(This sub-heading along with paras 374, 375 and 376 were deleted vide

G.0.(Ms) No.36, Personnel & Administrative Reforms (A) Department, dated
07.03.2017)



149

CHAPTER XVI
CENTRAL RECORD BRANCH

377. Central Record Branch.— Repository of current records.— The
Central Record Branch is the repository for the current non-confidential records
of all Departments of the Secretariat except the Legislative Assembly Secretariat
mentioned in paragraph 436 below.

378. Control.— The branch is attached to the Public Department and it is
under the immediate control of any Under Secretary of that Department.

379. Inspection.— The Under Secretary, Public Department who is in
charge of the Record Branch, makes a detailed inspection of the Branch in the
months of May and November in each year and at other times, if necessary to
ensure that the records are being taken proper care of and submits a report to
the Chief Secretary on the state of the records. The reports will contain
information under the following heads:-

(i) Whether the record room is in good repair and protected from white
ants, and whether it is kept clean and secure from entry at all points and
sufficiently lighted.

NOTE.— The condition of the records should be clearly and concisely
stated and it should in all cases be reported whether steps have been taken to
remedy the defects brought to notice.

(il)Whether the records are methodically arranged.

(iii) Whether the rules regarding the issue of record from and return to the
Record Branch are strictly observed.

(iv) Whether old records are periodically destroyed and if so, what records
were destroyed during the half-year.

NOTE.— It is unnecessary to enter long lists of records actually destroyed.
It will be sufficient if information is furnished as to the number of papers, or if
this is impracticable, the number of bundles destroyed with a brief description of
the nature of the papers.

380. Functions of the Central Record Branch.— The main functions of
the Branch are,—

(1) Supply of records in response to requisitions (Central Record Branch)
does not put up previous papers, does not do referencing work, but only supplies
records specifically mentioned in the requisitions).

(2) Checking of records transferred by the Departments of the Secretariat.
(3) Sorting of originals and spare copies of proceedings, etc., sent or

returned by the departments placing them in or restoring them to their proper
places.
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(4) Registry of records and volumes sent out of the Branch and noting
their return in the register.

(5) Stitching of new Government Orders, Letters, Endorsements and
Lodged papers sent to the Branch from time to time.

(6) Sending every month reminders for the return of records taken out
more than three months ago and furnishing to the departments every fortnight,
a list of Government Orders numbered two weeks previously, but not received in
the records.

(7) Cleaning and dusting of racks, and the examination of records in order
to protect them from damage by white-ants.

(8) Labelling and varnishing record boards.

(9) Keeping the bundles and volumes arranged neatly and methodically on
the racks.

(10) Keeping the record rooms tidy and in good repair.
(11) Destruction of records in due time.
(12) Annual transfer of records to the Tamil Nadu Archives.

381. Custody or records.— The record are distributed in block each of
which is in the charge of a Record Assistant.

382. Duties of the Record establishment — Section Officer.— The
Branch is under the immediate supervision of a Section Officer who is
responsible for the proper maintenance of the records and expeditious
transaction of business in it. He/She should periodically inspect the registers
maintained by the Record Assistants in order to ensure that they are properly
maintained.

383. Record Assistants.— Record Assistants are held responsible for the
proper maintenance of the record of their respective blocks and for the work of
Record Clerks under them. They should see that the records are neatly and
methodically arranged and the rooms kept tidy. Every morning all the doors and
windows shall be kept open to admit light and air. They should also promptly
attend to requisitions for records and maintain necessary register showing the
records sent out and returned.

384. Record Clerks.— The Record Clerks assist the Section Officer and
the Record Assistants in the arrangement and the maintenance of the records
and in taking out from the bundles the records requisitioned for by the
Departments of the Secretariat and in labelling and varnishing record boards
according to the special process of varnishing adopted in the Tamil Nadu
Archives.

385. Office Assistant.— The duty of the record Office Assistant is to
deliver records promptly to the Departments of the Secretariat concerned.
He/She should himself/herself deliver the records to the Assistant Section Officer
or Section Officer who sent a requisition for them and in no case should he/she
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leave them with the duffadar or an office assistant of the department concerned
to be handed over to the Assistant Section Officer or Section Officer. Requisitions
should be examined by the Office Assistant then and there with a view to see
that the receipt of the records has been duly acknowledged by the Section
Officer or Assistant Section Officer of sections. They should then be sorted by
the Office Assistant and handed over to the respective Record Assistants.

386. Working hours.— (i) Working days.— The working hours are from
10 a.m. to 5.30 p.m. but the record branch will be kept open till 6.00 p.m. and
Record Assistants and Record Clerks will be kept on turn from 5.30 to 6.00 p.m.
to attend to urgent work.

(ii) Holidays.— (@) All the public holidays declared under the Negotiable
Instruments Act, 1881, shall be treated as holidays for Public (Central Record
Branch) also and no turn duty will be arranged on these holidays; and

(b) On all other holidays including holidays declared in lieu of
compensatory working days, the Public (Central Record Branch) shall be kept
open with one Record Assistant and one Record Clerk on turn duty.

387. Lights in record rooms.— No lights other than electric lights shall
be allowed in the record rooms. Smoking is strictly prohibited. If any sealing has
to be done, it shall be done in the presence of the Section Officer.

388. Closing of the Central Record Branch.— When the Branch is
closed for the day, the keys of all the doors after they are locked shall be put in
a cover, sealed, sighed and handed over by the turn Record Assistant to the
Chowkidar / Security Guard of the Secretariat Conservancy and Watch and Ward
Staff, who will be present on duty in the guard room. The Chowkidar / Security
Guard shall lodge the sealed cover in the guard room and return it to the Record
Assistant who first attends office the next morning. The turn Record Assistant
shall ensure before leaving the office that all the doors and windows are properly
closed.

389. Opening of the Central Record Branch after it is closed for the
day.— If any immediate necessity arises to open the Central Record Branch
after it has been closed or on a closed holiday, the Section Officer of the section
concerned may obtain the sealed cover from the guard room and open the
premises in the presence of a Chowkidar / Security Guard. After the paper
required had been taken, he/she shall leave a requisition slip duly filled in on the
Record Branch Section Officer's table containing the particulars of the paper
taken, lock the rooms and return the key to the guard from whom he/she
received it in the same cover re-sealed with his/her signature on the cover.

This procedure should not be resorted to except in grave cases of
urgency, the nature of which should be indicated in the requisition slip.
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390. Particular of records maintained.— The under mentioned records
are kept in the Central Record Branch—

Name of records Number of years for which
kept excluding the year of
issue
(1) (2)
Originals of—
(a) Proceedings of Government in the Manuscript Series, 4

(b)
()

(d)
(e)

(f)
(9)

Decennium series, 3 Decennium series, 2 Decennium
series and Decennium series

Proceedings of Government in the routine series

Letters, Demi-officials, Lodged papers (other than those
mentioned in Note 4 under this paragraph) and Tour
Programme of Ministers

Freedom Fighter's Pension order

(i) Office Order of Public Department relating to the
sanction of increments and advances.

(ii) All other Office Orders of Public Department
Foreigners order

The routine Government Orders issued in Public (Spl.B)
Department

Spare copies of—

(a)
(b)

()

Indexes

Proceedings of Government in the Manuscript series, 4
Decennium series, 3 Decennium series, 2 Decennium
series and Decennium series

Personal Registers other than those relating to the
current and the preceding two years

30

10

20

NOTE.— (1) Records which do not come under any of the categories
mentioned in this paragraph and which are liable to destruction in the
Secretariat Department itself and the preservation of which is not authorized or
specially directed by a Secretary to Government should not be transferred to the
Central Record Branch.

NOTE.— (2) In determining whether a particular record is ripe for
destruction or not, the date and year of disposal and not the year to which the
file relates will be taken as the criterion.
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NOTE.— (3) The Arrear List, Current Distribution Register, Periodical
Register, Call Book, Transit Register and other Miscellaneous records and all
section currents such as tour programmes of Ministers, Secretaries to
Government, Heads of Departments, etc., Circulars, Miscellaneous papers of
General and special interest, Legislative Assembly Agenda, as well as lists of
guestions put for answer, applications for appointment to posts and other similar
papers, which are lodged and are of ephemeral value only, need not be sent to
the Central Record Branch for preservation.

NOTE.— (4) Confidential "Keep" papers marked "Not to be destroyed"
after scrutiny for destruction, should be retained in sections themselves.

391. Supply of records — Rules.— (a) Records shall be supplied only
on requisitions made in the prescribed form. (Secretariat-11-39) vide Appendix
XX. Supplies of this form (in books of 100 forms each) are obtained from the
Director of Stationery and Printing.

(b) Requisitions for records shall be signed by Assistant Section Officers or
superior officers.

Records relating to more than one department shall not be asked for in
the same form.

*(bb) Whenever the records of a particular department of Secretariat are
required by other Departments of Secretariat, the concurrence of the concerned
Secretariat Department to which the said Government Order belongs, shall be
obtained.

*(Inserted vide G.0O. (Ms) No.172, P & AR (A) Department, dated 09.12.2010.)

(c) Section Officers and Assistant Section Officers of sections should, while
calling for records from the Central Record Branch, invariably enter in the
printed requisition slips the sections in which they are working so as to enable
the Central Record Branch to prepare for each section separate lists of reminders
for the return of records.

Requisitions for records shall be received by the Record Assistant
concerned and not by a Record Clerk. The Record Assistant shall see whether
the forms of requisition are duly filled in and signed and shall return any
requisition which is either incomplete or does not conform to the rules. If the
requisitions are in order, they shall be numbered consecutively for the calendar
year and the date of receipt shall be entered in the space provided for the
purpose.

No requisitions should be marked very urgent' or "special' unless they
are really so. Such requisitions should always be signed by the Section Officer of
the Section in token of their urgency or special nature. If a requisition is marked
'very urgent' or 'special', the time of receipt and of compliance shall also be
noted in the form.

(d) The requisitions shall be attended to in the order of their urgency. As a
general rule, no requisition received before 4-30 p.m. shall be kept pending till
the next day without the knowledge of the Section Officer. In order to enable the
Section Officer to ensure this, each Record Assistant shall prepare at the close of
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each day a list of the requisition slips received during the day which could not be
attended to. This arrears list should be submitted to the Section Officer before
he/she leaves office.

(e) Before an original paper is taken from the records bundle a dummy
slip in Form No. C.F. 73, duly filled in, shall take its place in the bundle, or if
there is already in the bundle such a slip relating to the paper required, the
entries shall be continued in the slip. When the paper is restored to the bundle,
this entry shall be scored out. The Record Clerk in each block will be held
responsible for the strict observance of this rule, and the Record Assistants shall
occasionally inspect the slips to see that this duty is properly performed by the
Record Clerks.

(f) In the case of any original Government Order, the date of issue be
noted by the Record Clerk in pencil at the top corner of the back of the outer
sheet of the Government Order supplied. The Record Assistant will note the
serial number of issue against the date.

(g) All original papers and volumes issued out of the Central Record
Branch shall be entered in a register called the "Issue Register of Records"
(Form Sectt.II-44). Spare copies of Government orders furnished for purposes
other than for currents and those sent in compliance with requisitions from
Heads of Departments and officers shall also be entered in this register.

(h) The record and the requisition shall then be sent to the Assistant
Section Officer or Section Officer concerned who will acknowledge the receipt of
the record in the space provided for the purpose in the requisition form and
return latter to the Central Record Branch where the requisitions will be filled in
consecutive order of numbers.

(i) Papers for which 'urgent' and 'special' requisitions are received shall be
furnished forthwith; preference shall always be given to papers called for by or
on behalf of or for the urgent reference of any officer; these shall not be delayed
on any account.

When Office Assistants from departments bringing urgent or special
requisitions wait for the records, the Record Assistant should see that the
requisitions are complied with as quickly as possible and that Office Assistants
are not detained longer than necessary.

(j) When a Government Order or other paper is taken from a file already
pending or after its disposal and put up in another file, an intimation slip to the
Central Record Branch in the form prescribed below should be prepared by the
Assistant Section Officer taking the paper and it should be signed both by the
Assistant Section Officer from whose file it was removed and the Assistant
Section Officer for whose file it is taken. The former should not part with the
paper until the slip is prepared and he/she should be responsible for seeing that
the slip is sent to the Central Record Branch. In cases where on a requisition
from another Department, a Government Order or other paper is taken out from
a pending file and sent to the other department, the department sending the
Government Order or other paper should send a transfer slip to the Central
Record Branch and the other department should also send an intimation slip as
soon as paper is received. The Record Clerks should watch for the second slip
and if it is not received they should bring the matter to the notice of their
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Section Officer who will then take steps to obtain the slip. When the intimation
slip has been received in the Record Branch, the previous entry in the dummy
slip in the record bundle and in the Record issue Register shall be scored out and
a fresh entry made.

Form of intimation.— Transfer of records from one file or department to
another.

(1) Government Order or other papers.

(2) Current for which the Government Order

or other paper was originally obtained.
No. .ovivinnne. (o] Deptt.

(3) Current for which removed.

(4) Date on which removed.

(5) Signature of Section Officer or Assistant
Section Officer from whose file the
Government Order or other paper was
removed.

(6) Signature of Section Officer or Assistant
Section Officer for whose file the
Government Order or other paper was
taken.

(7) Remarks.

To
The Section Officer, Central Record Branch.

(k) If a paper is not in the bundle, the Record Assistant shall ensure that it
has not been received in the Record Branch before the requisition is returned.
He/She shall also note in the form of requisition the reason for not furnishing
any record (e.g. taken out by AB of .........cvenntn. Department for C.No.

(I) Papers will be supplied by the Record Branch direct to any Secretariat
Department on regular requisition but no requisition from a Head of a
Department or an officer outside the Secretariat will be complied with except on
the authority of the department to which the paper belongs. A requisition from
an officer for printed copies of a Government Order which has already been
communicated to him/her may, however, be complied with by the Record Branch
without any reference to the department concerned. In the case of papers not
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communicated to him/her the permission of the department concerned shall
always be obtained.

(m) When the number of copies of a Government Order for which a
requisition has been received is not available in the records for supply, the
Section Officer will ask the department concerned for instruction; that
department will decide whether the number of copies asked for should be cut
down or the Government Order reprinted.

392. Access of research students to records.— Research students of
any of the University of this State who wish to consult printed Government
Orders placed at the disposal of the press may be allowed by the Librarian of the
Secretariat Library to select the required orders from the index of such papers
maintained in the Library and obtain them from the Central Record Branch,
through the Librarian. The orders so obtained shall not be taken out of Library
premises and shall be handed over to the Librarian who will return them to the
Central Record Branch as soon as done with.

393. Requisition for record—Noting of current No. or purpose.—
The current number for which a record is required should invariably be noted on
requisition. Where a current number could not be quoted, the subject of the file
or the purpose for which the record is required should be briefly indicated. Vague
entries like "for reference" "for Under Secretary's perusal" should be avoided. It
is open to the Central Record Branch to return requisition with such vague
entries.

394. Return of put away papers.— Records which are no longer
required should be put away if trays specially provided for the purpose. Every
morning, a Record Clerk collects the papers from the trays, sort out them as
they have to be sent to the Tamil Nadu Archives or the Central Record Branch
and enters them in transit registers. Records relating to the Tamil Nadu Archives
should be returned to that office through the *0O.P. / Tappal Section of the
respective Departments of Secretariat, those intended for the Central Record
Branch together with the transit register should be sent to that branch through
the departmental Office Assistants before 1 p.m. The papers will be checked by
the Record Assistant who will return the transit register after initialling in it. The
entries regarding the records in the Record Issue Register will then be scored
out under the initials of the Record Assistants in ink and the papers sorted and
given to the Record Clerks to be restored to their proper places without delay. In
returning Government Order (flat files), they should, on no account be folded
and put in small covers. They should be put in big covers or bundled, so as not
to fold them.

[*Amended vide G.0.(Ms) No.36, Personnel & Administrative Reforms (A)
Department, dated 07.03.2017]

The Assistants of Sections or Assistant Section Officers should see that the
Record Clerk collects the put-away papers and sends them regularly and
promptly to the Tamil Nadu Archives or the Central Record Branch as the case
may be.

395. Deposit of fresh disposals.— (a) After all the requisite action has
been taken on disposal, the original properly arranged, paged and enclosed in a
proper docket sheet, tied round with a tape or securely tagged, will be sent by
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the department concerned to the Record Branch to be put away. Pink wrapper
should be used for Government Orders in the routine series to distinguish them
from the Government Orders in the manuscript series for which brown wrapper
is used. In the case of the press originals, the final proof of Government Orders
and notes passed by superior authority should be retained: papers of ephemeral
nature to be destroyed after a year should be separated and transferred to the
Central Record Branch with a label "to be destroyed on or after ................. "If
any paper is found not properly arranged, the Central Record Branch should
return it to the department concerned for remedying the defect. If a paper is
roneographed / copied, the Assistant Section Officer should see that a copy of it
is kept at the beginning of the file of papers in the docket, in order that it may
be stitched by the Record Branch.

(b) When new disposals are received in the Record Branch, they will be
sorted and, in the case of Government Orders, they will be noted in the
"Register of Government Orders received. They will then be stitched by the
Record Clerks in book form and put away. The Record Assistants are responsible
for keeping this register up-to-date. A separate register for each year shall be
maintained for each department for which there is a separate series of
Government Order numbers.

(c) If the records are too bulky to be conveniently stitched, the
departments concerned should arrange them properly and get them bound in
the Government Press, after removing papers of ephemeral interest.

(d) Government Orders which are communicated by one department of
the Secretariat to another and are lodged in the latter will not be docketed and
stitched. Such lodged disposals will be kept in the Central Record Branch and will
be destroyed at the end of the usual period.

(e) No loose papers of any kind or books or pamphlets, etc., without the
appropriate departmental disposal numbers should be sent to the Central Record
Branch.

396. Return of records to Central Record Branch - Department’s
duties.— (a) It is the duty of Assistant Section Officers to return to the Central
Record Branch records taken out from it as soon as they are done with. The evils
of unnecessary detention and accumulation of records in the section are as
follows:--

(i) Accumulation of record on side racks, tables and form cases makes the
section untidy and presents a picture of confusion which will be reflected in the
Assistant Section Officer's work.

(ii) Records are more easily and more quickly obtained from the Central
Record Branch than by hunting for them in ill-arranged lots detained in the
section. Delays and waste of time can thus be avoided.

(iii) Unnecessary detention of records deprive other Assistant Section
Officers of these records when they require them for their use or at any rate
puts them to needless waste of time and worry to secure the records from the
Assistant Section Officer who has detained them. The latter himself/herself will
be disturbed in his/her work frequently by having to search for a record
whenever another Assistant Section Officer makes a requisition for it.
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(iv) Records detained in sections are often put up in files other than those
which were originally taken out from the Central Record Branch and no
intimation of transfer is sent to that Branch. This makes it nearly impossible to
find out where a Government Order is put up. The most frequent cause of delay
by Assistant Section Officers in putting up files is the difficulty in locating and
obtaining records thus locked up in some unknown file. They waste good deal of
their time in going to several departments to enquire about the whereabouts of
a record. Most frequently this proves a fruitless search. They thus delay not only
the pending file for which the record is required and very often put it up in an
imperfect fashion, but also delay several other papers as much time had already
been wasted in tracing the missing record.

(v) This practice is a fruitful source of loss of records.

(b) It is the duty of the Section Officer to inspect Assistant Section
Officer's table, side racks, etc., as frequently as possible and to have the records
sent away to the Central Record Branch. The Daily Detention lists submitted by
Section Officer and Assistant Section Officer to their officers should invariably
contain a declaration to the effect that there is no accumulation of papers to be
put away or transferred to the Central Record Branch or the Tamil Nadu
Archives. Section Officers should discourage the plea of Assistant Section
Officers that Government Orders are detained for use as precedents. If
Government Orders are required for use as precedents, the proper procedure is
to maintain stock files.

(c) The Record Clerk should obtain once a week, from each Section Officer
to the effect that all final disposals due for consignment to the Records have
been collected from the Sections allotted to the Record Clerk. Certificates so
collected should be submitted to O.P. Section.

(d) The superior officer concerned may check the office table and official
premises of a subordinate so as to avoid delay in dealing with files and to heck
misuse of official premises."

397. Watching of return of records.— Duties of the Central Record
Branch.— Every month one Record Assistant shall furnish to each department a
list, signed by the Section Officer of all original papers furnished by the Central
Record Branch six months previously but not returned to the Central Record
Branch. Whenever it appears to the Section Officer that this delay in the return
of records is not properly accounted for, he/she should, bring the matter to the
notice of the Under Secretary of the Public Department.

A list of new Government Orders numbered two weeks previously but not
received in the records shall also be furnished to the departments every
fortnight with a view to their being returned without further delay. All such
reminders shall be entered in the Record Issue Register.

398. Central Record Branch Reminders.— When reminders from the
Central Record Branch are received in a section, it is the duty of Section Officer
to see that a genuine search is made for the records in question and returned to
the Central Record Branch the records that can be released. Whenever it is not
possible to release and return a record which is still required for reference, a
fresh record requisition slip, signed in full by the Assistant Section Officer
concerned with name written in block letters, capitals underneath and attested



159

by the Section Officer with his/her full signature and name in block letters should
be sent to the Central Record Branch for making necessary entries for the
renewal of the requisition in the Records Issue Register and Dummy slips.

399. Tracing of missing originals.— Whenever an original paper is not
found in its bundle and there is no substitute slip accounting for its absence or
when the entries in the form do not sufficiently account for its absence, the
Record Assistant shall immediately bring the fact to the notice of the Section
Officer, Central Record Branch who will send a note to the Section Officer of the
section concerned in order that a search may be made for it and the paper
returned to the records. A thorough search should be made in all blocks in the
Central Record Branch itself before a report is sent to the Section Officer
concerned.

The Central Record Branch will be held responsible for any record found
missing after its receipt in the Branch. Records issued to departments should be
supported by —

(1) requisition slip duly acknowledged;
(2) entry in the issue register; and
(3) dummy slip in the bundle

The departments concerned will be held responsible for any record found
missing after it is issued to them and acknowledgment obtained in the
requisition slip.

Whenever a record is found missing, a report shall at once be made to the
Under Secretary and a weekly report shall be made by the Section Officer about
the progress made in tracing it until it is actually traced.

400. Register of proceedings, volumes, index, etc., maintenance
by Central Record Branch.— A register shall be maintained in each block of
the Central Record Branch, in which, it shall be noted the volumes of
proceedings. The register shall also show the number of record bundles and
miscellaneous records, if any, other than those specified in paragraph 390.

401. Deposit of personal registers and Government Order
numbering books.— At the beginning of each year, the Departments of the
Secretariat shall transfer to the Central Record Branch, the Personal Registers
and Government Order numbering books relating to the third year previous and
when originals of a particular year are transferred to the Tamil Nadu Archives
the registers relating to that year shall also be transferred to that office.

Separate Personal Registers and Government Order numbering books
should be maintained for each year to facilitate their transfer to the Tamil Nadu
Archives.

However, if 50 per cent or more of the pages in the last volume of a year
remain unutilized, that volume shall not be transferred to the Central Record
Branch. That volume shall be utilized for making entries of currents received in
the succeeding year after leaving a minimum number of pages for making
entries of carry-forward items. This volume containing entries of the previous
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year and the succeeding year shall be transferred to the Central Record Branch
along with the other volumes of the Personal Register of the said succeeding

year.

402. Destruction of records.— The periodical destruction of records
shall be done after the period of retention prescribed below for each category of
records is over. The period of retention will exclude the year of disposal and the
year of destruction. The records which are ripe for destruction shall be reviewed

before they are destroyed.

Description of records Period
(1) (2)
I. (1) (a)Proceedings of Government:

(i) 4 Decennium series Forty years
(ii) 3 Decennium series Thirty years
(iii) 2 Decennium series Twenty years
(iv) Decennium series Ten years
(v) Routine series Three years

(b) Proceedings of Government Ten years

orders in the routine series
issued by Public
(Special-B) Department.

(2) Letters, D.Os., Lodged papers, One year
Tour programmes of Minister,
Arrear List and other
miscellaneous records.

(3) Central Tappal Registers and Four Years
Section Distribution Registers.

Remarks of
retention

(3)

After retaining
copies in the stock
file after a review of
the records made by
the Departments of
Secretariat
concerned.

After a review made
by the Public
(Special B)
Department.

After a review made
by the Departments
of the Secretariat
concerned. Those
records which are
considered
important by the
Departments
concerned will be
labeled the Docket
"Not to be destroyed
for a period of 1
year and retained.

To be destroyed
only after a period
of four years or the
completion of
Inspection of the
Departments of
Secretariat
concerned
whichever is later.
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(2)

(3)

(4)

(5)

(6)

161

Call Books and circulation
registers

Attendance Registers, daily
abstract books vacation turn Lists
and similar registers and lists.

Fortnightly reports
(originals)

Proofs of the State Administration
Report and connected papers.

Budget notes of Finance

Department
Registered Post Registers,
Registered Post Receipts,

Registered Post Acknowledgement
Due, Receipts, Stamp Account
registers and Roneo / Copier
Account registers.

One year

Three years

Three years

Do

Do

One year

After a review made
by the Departments
of the Secretariat
concerned. Those
records which are
considered
important by the
Departments
concerned will be
labelled on the
Docket "Not to be
destroyed for a
period of ...... years”
and retained.

Do

After a review made
by the Departments
of the Secretariat
concerned. Those
records which are
considered
important by the
Departments
concerned will be
labelled on the
Docket "Not to be
destroyed for a
period of ...... years”
and retained.

Do

To be destroyed
with the
concurrence of the
Finance
Department.

The records referred
to under item (6)
and (7) relate to the
records of the O.P /
Tappal Section*.
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IV.

(7)

(1)

(2)
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OP / Tappal Section*
Acknowledgment Registers,
Despatch Register, U.O. Transit

Registers, OP / Tappal Section Van
Registers, Registers of files
returned to Departments of
Secretariat Special Messenger
registers, Movement and evening
turn registers and
acknowledgement slips.

*(Substituted vide
G.0.(Ms).No.236, P&AR (A)
Department., dated 27.12.1999)

Originals of letters reports and
returns which are printed in full in
proceedings and the original
manuscript of notes unless the
originals contain important
additions and corrections made in
the Secretariat or unless the
originals are letters in foreign
European Languages of
translations in  English  which
accompanies such communication

Proofs and connected papers of
(i) Quarterly Civil Lists ..
(i) Half yearly Civil Lists

(i) Office Orders relating to the
sanction of increments and
advances

(i) All other Office Orders

Electoral Rolls

Six months

One year

One year

Do

Three Years

Thirty years

At convenient
intervals in
consultation
with the section
concerned

The records referred
to under items (6) &
(7) relate to the
records of the
0O.P./Tappal Section.

The original papers
to be ultimately
destroyed should be

removed by the
Assistant Section
Officer concerned
and sent by him/her
to the Central
Record Branch
Labelled. "To be

destroyed in 20_."

Do
Do

After review, these
records shall be

destroyed.
After review, these
records shall be
destroyed.
After review, these
records shall be
destroyed.

The original papers
to be ultimately
destroyed should
be removed by

the Assistant
Section Officer
concerned and sent
by him/her to
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the Central Record
Branch Labeled to

be destroyed in
20_.
VI. Freedom Fighters pension Orders Thirty years Do
VII. Personal Register At the end of At the end of 15
15 years from years, those records
the year to shall be destroyed.
which they
relate

[*Amended vide G.0.(Ms) No.36, Personnel & Administrative Reforms (A)
Department, dated 07.03.2017]

403. Procedure Regarding Destruction of Records.— The Section
Officer, Central Record Branch, soon after the end of every year and before the
annual transfer of records to the Tamil Nadu Archives, shall send the records and
registers due for destruction to the section concerned. The receipt of the bundles
should be acknowledged by the section.

The Under Secretary concerned should scrutinize the records and registers
so sent by the Central Record Branch and return the records so scrutinized for
destruction to Central Record Branch along with a list and certificate as required
in paragraph 402. The destruction of records and registers shall be carried out
by the Record Assistant, under the direction of the Section Officer, Central
Record Branch. The Section Officer, Central Record Branch shall certify to the
Under Secretary concerned that the destruction has been completed.

The Section Officer, Central Record Branch, is responsible for seeing that
the destruction of records is regularly carried out. He/She shall submit a report
to the Under Secretary, Public Department on the matter and shall bring to the
notice cases in which bundles, if any, sent to a Section Officer for scrutiny before
destruction have not been returned.

404. Before the records are actually destroyed.— (i) The docket
sheets which are in good condition should be separated from the records and
passed on to the departments for being used again after scoring out neatly or
pasting over, the original ink entries;

(ii) such of the sheets in such records as are written on one side only
should be removed and given to departments for being used as rough slips by
Section Officer and Assistant Section Officers; and

(iii) the dummy slips in these record bundles which are not fully written up
should be removed and used again in the Central Record Branch with necessary
alterations in the entries made on them.

The Section Officer, Central Record Branch should ensure that the above
instructions are strictly followed by the members working in his/her branch.
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405. Mode of destruction.— Each sheet of the records, books and
papers to be destroyed should be torn into small bits and then sent to the waste
paper room.

406. Register of records destroyed to be maintained.— The records
due for destruction should be scrutinized by an officer not lower in rank than
that of an Under Secretary to Government. A list of records actually destroyed
should also be prepared in duplicate and duly certified by the officer concerned
as follows.—

"The Records are fit for destruction and do not deserve to be retained
further"

One copy of the above list should be retained in the department
concerned and another copy deposited with the Central Record Branch under the
personal custody of the Record Assistant.

407. Transfer of confidential records from departments of
Secretariat to Tamil Nadu Archives.— This is governed by the instruction in
paragraph 179 (v) (Chapter X).

408. Annual transfer of records to the Tamil Nadu Archives.— The
following rules regulate the transfer of Secretariat Records to the Tamil Nadu
Archives.—

(1) Records to be deposited.— (a) The Central Record Branch will
deposit annually with the Tamil Nadu Archives the following records of the fifth
year previous.—

(i) Originals of Proceedings in the Manuscript Series, 4 Decennium Series,
3 Decennium Series, 2 Decennium Series and Decennium Series.

(ii) Four copies of the Indices of all departments of Secretariat.

(b) The Central Record Branch will deposit annually with the Tamil Nadu
Archives the originals of Freedom Fighter: Pension Orders of the third year —
previous.

(2) Sorting and arrangement.— Before transferring the records, the
Central Record Branch will examine them in accordance with rules in force. It will
remove every paper not worthy of preservation.

(3) (a) The Commissioner, Tamil Nadu Archives has discretionary power
to return records for rearrangement and to reject records, the preservation of
which is neither authorized nor specially directed by a Secretary to Government.

(b) The Tamil Nadu Archives will destroy the originals of Freedom
Fighters' Pension Orders at the end of thirty years from the year to which they
relate.

(4) The records retained for preservation will be arranged as
follows.— The originals will be filed in a series of bundles, each according to
date. The printed copies will be filed in a separate series of bundles, the copies
of each paper being kept together. The Central Record Branch will place slips in
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the appropriate position in the bundle to represent files which are at issue, but
which will be sent direct to the Tamil Nadu Archives when no longer required for
reference. Such files are known as 'slip' records. If files are withheld from
deposit because they are missing or confidential, they will not be represented by
slips in the bundle. The bundle will be completed by placing the files between
wooden boards and tying them with tapes. A printed table will be affixed to the
upper board indicating the department, the nature of records and the first and
last numbers and dates of the bundle. The label will be protected by the special
process of varnishing in use in the Record Office.

(5) All registers transferred to the Tamil Nadu Archives should be properly
bound. Maps, plans and similar papers connected with proceedings will be
labelled with the numbers and dates of the orders to which they appertain.
Where possible, they will be stitched with the proceedings, one copy or set with
the original order, and the others with the copies of the order.

(6) Title-deeds and other important documents will be forwarded in sealed
covers to the Commissioner of the Tamil Nadu Archives.

(7) Notice of transfer.— The Records in Central Record Branch will be
transferred to the Tamil Nadu Archives within a period of six months
commencing from the month of April in each year.

(8) Covering lists.— The records in each series sent by the Central
Record Branch for deposit in the Tamil Nadu Archives will be accompanied by a
covering list, known as the "bundle deposit list", which will show the nature of
the series and the first and last numbers of each bundle. The bundle deposit list
will be accompanied by a "deposit supplement" which will give the numbers of all
records which are not sent with the initial deposit. Records which are not
included in the first deposit at the Tamil Nadu Archives because they are still at
issue for reference, but which will be deposited as soon as they are no longer
wanted for reference, will be indicated in the deposit supplement by the word
'slip'. Other items not to be deposited will be marked 'Confidential' or 'Wanting' if
they have been destroyed or lost. The Section Officer, Central Record Branch,
will certify these lists to be correct and will add a declaration to the effect that all
papers not worthy of preservation have been excluded.

(9) Despatch of records.— The bundles sent for deposit will be
entrusted to a reliable Record Clerk. The referencer of the Tamil Nadu Archives
will issue a receipt for the bundles immediately, on checking the entries in their
labels with the bundle deposit list. He/She will then, as soon as possible, check
the Records in each bundle with the bundle deposit list and deposit supplement.
The Commissioner will furnish his/her receipt for the records contained in the
bundles to the Central Record Branch within one month.

(10) When the Central Record Branch deposits bundles or records with the
Tamil Nadu Archives it will inform the departments of the Secretariat concerned.

(11) Slip records.— Departments of the Secretariat which hold slip
record for reference will, when they have furnished with them, send them direct
to the Tamil Nadu Archives through the *0O.P./Tappal Section of the respective
Department. They should be accompanied by a covering list in duplicate which
should be signed by an Assistant. The Referencer in the Tamil Nadu Archives will
file one copy in an annual file and return the other duly receipted to the
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department concerned. On receiving slip records for the first time, the
Referencer will indicate the fact of receipt in his/her supplement to the bundle
deposit list by scoring through the word "slip" noted against the number of the
record under his/her initials and date. In the absence of a receipt from the Tamil
Nadu Archives, the department concerned will be responsible for the loss of such
records.

*[Substituted in G.0.Ms.No0.236, P & AR (A) Department, dated 27.12.1999]

(12) The Referencer in the Tamil Nadu Archives will carefully preserve the
bundle deposit lists and deposit supplements binding them in card-board covers
when the file becomes sufficiently thick.

Note.— Confidential records other than G.0.(Ms), e.g. G.0.(4D),
G.0.(3D), G.0.(2D), G.0.(D) and G.Os (Rt.), Memoranda, Letters etc., which are
marked "Not to be destroyed" after scrutiny for destruction should not be sent to
the Tamil Nadu Archives.

409. Records in Tamil Nadu Archives — Instructions.— (a) Records
are obtained from the Tamil Nadu Archives by telephone requisitions or by
sending the requisition slips [Secretariat I (i)-(2)] by the O.P./Tappal Section of
the respective Department or in special cases by sending the slip through a
special messenger of the department concerned.

(b) A Record Clerk of the Tamil Nadu Archives shall be deputed on all
working days to the Public (CRB) Department. He shall contact the OP/Tappal
section of the Departments of Secretariat concerned and handover the records
or replies to the Record Clerk attached to the OP Section of the respective
Department. The endorsements received from Tamil Nadu Archives along with
the records supplied should at once be acknowledged by the Record Clerk
attached to the OP/Tappal section of the respective Department. All such
acknowledgements of the departments of Secretariat should be collected
together daily by the Record Clerk of the Tamil Nadu Archives to hand them over
to the Tamil Nadu Archives then and there.

(c) (i) The records furnished to the Departments of Secretariat in
response to the requisition are to be treated as “retransfer” to the Departments
of Secretariat.

(ii) The Interim Repository (Tamil Nadu Archives) will draw a 'daily Re-
transfer list' for each department separately in quadruplicate. The records will be
furnished with three copies of 'daily retransfer list' to the OP/Tappal section of
the respective Department of Secretariat.

(iii) The first copy of the 'Daily retransfer list' will be returned to the Tamil
Nadu Archives by the OP/Tappal Section of the Departments of the Secretariat
concerned with acknowledgement.

(iv) The OP/Tappal section of the respective department will furnish the
records to the section concerned along with a copy of the 'Daily retransfer list'
after obtaining acknowledgement in the other copy.

(v) The return of the records to the Interim Repository (Tamil Nadu
Archives) by the OP/Tappal section of the respective department should be
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done, following the procedure prescribed for 'Transfer of records' excepting that
it may be done on a day-to-day basis as usual.

(vi) The records retransferred to the Interim Repository (Tamil Nadu
Archives) by the Departments of Secretariat will be duly restored in Interim
Repository (Tamil Nadu Archives) in the bundles of the year to which they
belong.

The “Daily Retransfer list” shall be maintained in the form given below:-

FORM OF DAILY RETRANSFER LIST

SI.  Nature of Records Number Originating Department. Secretariat

No. and Date Department by which Current
needed Number &
Date
(1) (2) (3) (4) (5) (6)

*[Inserted vide G.0.Ms. No.53, P & AR (A) Department, dated 27.05.2003, w.e.f
21.11.2002]

410. Preparation of record boards.— The following instructions for
varnishing the boards shall be observed. Each board shall first be cleaned and
smoothed with sand paper. A blank sheet or paper shall then be pasted on the
outer side of the board with paste made of wheat flour to which a little copper
sulfate (blue stone) has been added to protect the paper from insects. After the
paste is dry, printing slips denoting the department, numbers etc., of the records
shall be affixed to the paper, and after a similar interval for drying a coating of
corn flour gruel shall be applied all over this side of the Board. The board shall
then be left in a place free from dust until the corn flour coating is dry. A second
coat shall then be given and after this is also dry a third or final coat. The
varnishing is then finished off with paper varnish diluted with turpentine. As
soon as the varnish gets dry the boards will be ready for use.

411. Precautions against white-ants and record pests.— Whenever
white-ants appear on the walls or floors of the record rooms the affected parts
should be re-plastered with cement. Teakwood shelves, wooden almirahs and
boxes in which records are kept should be painted with crude creosote or other
suitable insecticide twice a year before and after the rainy season. Records
affected with insect pests should be segregated from the rest of the records and
fumigated or repaired before being restored to their original place.

Records and record shelves should be regularly and systematically dusted
and cleaned.
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CHAPTER XVII
TELEPHONE

412, Introductory.— Telephones have been installed in the Secretariat
buildings and at the residences of various officers for the more efficient
transaction of business. A sub-exchange at the Secretariat connects the several
Secretariat Departments and Officers. Connection with outside offices can be
obtained through the Chennai Telephones Flower Bazaar Exchange, which is
connected to the sub-exchange by trunk lines. In addition, there are direct lines
from the Flower Bazaar Exchange to the rooms of the Ministers, the Chief
Secretary, other Secretaries, Additional Secretaries, Joint-Secretaries and
Deputy Secretaries to Government, etc. All residential telephones are served by
direct lines from the different exchanges in city.

413. The Secretariat sub-exchange, Fort St. George.— (i) The sub-
exchange is an automatic exchange. It is under the control of the Public
Department. It is operated by trained operators attached to the Public
Department who work under the immediate supervision of the Section Officer at
the Public (Establishment) section. All correspondence regarding its working
should be addressed to the Under Secretary, Public (Telephones) Department.

(ii) Besides the trunk lines connecting the sub-exchange with the Chennai
Telephone Flower Bazaar Exchange, there are internal PABX extension
connecting several Secretariat officers and Departments with the sub-exchange.
A list of these extensions shall be hung up in a prominent place in the sub-
exchange room.

(iii) (@) The sub-exchange will be kept open on all working days from 9.00
a.m. to 5.00 p.m. and during Assembly session from 7.00 a.m. to 7.00 p.m. or
till the last officer leaves Secretariat, whichever is earlier.

(b) On all holidays including Saturdays, the telephone exchange will work
from 10.30 a.m. to 4.30 p.m.

(c) When the sub-exchange is closed, the key of the room shall be put in
a cover signed and handed over by the turn operator to the Chowkidar / Security
Guard. The Chowkidar / Security Guard shall lodge the cover in the guard room
and return it to the operator who first attends office the next morning. The turn
operator shall ensure before closing the sub-exchange room that the glass
shutters are closed and that the electric fan and light and the alarm bell on the
switch board are switched off and switch board covered with the water-proof
covering.

(iv) The main function of the operator operating the sub-exchange is to
give connections required. It is no part of his/her duties to transmit or receive
messages and his/her services should not be requisitioned for this purpose.

(v) The operator shall also carefully observe the other instructions
contained in paragraph 416.

414. Arrangements during Saturdays, Sundays and other
holidays.— An extension telephone with direct access facility after office hours
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has been installed in the Guard Room, for use in emergencies such as fire etc.
The Chowkidar / Security Guard on duty will answer the calls.

On the evenings proceeding Saturdays and Sundays and other closed
holidays when the Secretariat sub-exchange will not be working, the operator or
the turn operator, as the case may be, at the sub-exchange should see that the
extension to the Guard Room is plugged on to the first of the main lines of the
Secretariat sub-exchange so that the Departments of the Secretariat will receive
from outside offices telephone messages in the Guard Room which will be
passed on without delay to the departments concerned.

415. How to get connection through the Sub-exchange.— External
connections.— (i) An officer who wants to make a call, outside the PABS,
should dial '9' to get at the operator. As soon as the operator answers, he/she
should give the number of his/her extension telephone and the required outside
number thus, "speaking from extension 202, please get me 25369". The
operator will note down the extension telephone number and the required
outside number and request the officer to disconnect. The operator will then get
the required number and ring the officer.

(i) A few extension telephones have been provided with direct access
facility. Calls to outside numbers (i.e. outside the PABX) can be made through
these extension telephones without the help of the operator. The officers on
these extension telephones will first dial the number '0' wait for the dial tone of
the main exchange (a low pitched sound as against the high pitched one to the
Secretariat PABX) and then proceed with dialling the required number. If after
dialing, '0', he/she gets an engaged tone, he/she will disconnect and try again.

Internal connections.— An officer, who wants to speak to another
officer by an internal extension telephone, can do so, without the help of the
operator. He/She will lift the receiver and on getting the dial tone, dial the
required extension number. If the required extension number is free, he/she will
get the ring back tone. Otherwise, he/she will get a busy tone indicating that the
required extension number is engaged.

416. Special instructions for the operator at the sub-exchange.—
I. Incoming calls.— (1) On an incoming call, insert the answering plug at once
and say "Secretariat Exchange Speaking" as soon as the lamp indications on
junction lines are got.

(2) Care must be taken while establishing the call to the extension that
the answering and the calling plugs must be driven home fully for distinct
conversation.

(3) If the required extension is engaged or no reply can be obtained,
inform the person waiting on the junction line at once "The line is engaged" or
"no reply please", as the case may be.

(4) On receipt of supervisory lamp on the key shelf, remove the plugs
(which shows the completion of the conversation).

(5) Speak politely, clearly and directly to the transmitter for distinct voice.

(6) Keep the receiver free from dust and moisture.
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(7) Always act with promptitude and be courteous.

II. Outgoing calls.— On receipt of indication on operator circuit
(Assistant Circuit Jack available in each position), the operator is expected to
attend immediately and say "Yes Sir", ascertain his/her requirements and
his/her extension telephone number on insertion of answering plug into the
relevant assistance circuit jack and proceed as follows.—

(1) Ascertain the free junctions line on pressing the junction test key
(Absence of lamp indication shows the free junction line).

(2) Insert the calling plug fully on a free junction jack and operate the
relevant speak key to the speak position.

(3) Listen for the dial tone.

(4) After obtaining the dial tone, operate the dial key, dial the required
number and normal the dial key.

(5) Listen for ring back tone.

(6) Keeping this as it is, connect the required extension number on
inserting the answering plug in to the extension jack available at the position
after taking the engaged test.(The ring is sent by normalling the speak key and
operating it to the ring position.)

(7) If the line is engaged, the operator must inform the extension
accordingly.

(8) Do not engage the assistance circuits for establishing the calls.
Otherwise, the assistance circuits will not be available for other extension, to
attract the attention of the operator.

(9) At the end of the conversation, the operator gets the clearing signal
for removing the plugs from the jacks.

II1. Rectification of defects.— The first duty of the exchange operator
every day shall be to conduct the following routine tests for the satisfactory
working of the board.—

(1) Test with all calling cords on all junctions for dial tone.

(2) Test all calling and answering plugs with the cord test jack available at
each position for good condition.

(3) All important extensions to be tested daily for the following.—

(@) Ringing, (b) Clear speech and (c) Clearing signal after disconnection of
the extension.

(4) The above tests may also be conducted with all other extension
periodically in a suitable cycle (once in fortnight). Any defects noticed by the
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operator should be brought to the notice of the technical staff available for
immediate remedy.

Note.— A typed copy of these instructions shall be hung up permanently
in the exchange room.

417. Instructions to telephone Assistants at the several office
connections.— (i) There are sub-connections for the use of all the departments
of the Secretariat.

(i) The Assistants posted for duty at the telephone must acquaint
themselves with the proper manner of issuing and receiving messages,
ignorance of which often results in much waste of time. As soon as the call-bell
rings, the telephone Assistant will immediately take the receiver from its arm,
hold, it to his/her ear and speak distinctly into the transmitter the words
"Finance Department / Industries Department, etc., speaking". He will not say
"Who are you please". If the Assistant at the other end does not understand, the
telephone Assistant will go on repeating the phrase "Finance Department/
Industries Department, etc., speaking" clearly, leaving sufficient interval
between every two repetitions to make sure that the other Assistant has not
caught it, till the latter does understand. He will then probably name the sender
of the message. If he/she does not, the telephone Assistant should not interrupt
him/her to ask it, but should take the message down and at the end ask the
sender's name.

(iii) When the telephone Assistant is sending a message, if the receiving
Assistant does not at once give the name of his/her office but begins with the
usual "who are you please", the telephone Assistant will say" .........ccocoiiiiis
Secretariat speaking; who is that". Having ascertained that he/she is speaking to
the right person, he/she will continue. "Please take down this message".

(iv) The telephone Assistant must always be prompt and courteous.
He/She must speak slowly and distinctly, but not shout and avoid unnecessary
repetition.

(v) Saving of time is the chief object of the telephone. No delay should,
therefore, occur either in the transmission of a message to an outside office or in
the communication of an incoming message to the person concerned.

(vi) Messages from outside offices shall be taken down in the prescribed
form (C.F.304). The date and time of receipt shall invariably be noted in the
space provided for the purpose and the telephone Assistant shall affix his/her
initials at the end of every message taken down by him/her.

(vii) Non-observation of these instructions will entail severe disciplinary
action. Especially, a telephone Assistant who fails to attend promptly to a call on
the telephone and allows the bell to be ringing for minutes together will be
severely dealt with. Apart from waste of time that such neglect causes to the
person who is trying to send a message, the noise of the bell is most distracting
and interrupts the work of the office.

418. Written messages.— General instructions.— (i) A telephone
conversation is liable to interception and all users of telephones must remember
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that somebody else may be listening. Confidential, Strictly Confidential, Secret
or Top Secret matter should never be transmitted through the telephone.

(ii) Written messages by telephone should be resorted to only when
absolutely necessary. As a general rule, the telephone should be used only for
messages which are fairly short and really urgent and do not take more than five
minutes to transmit.

(iii) No telephone message should be issued except on the authority of
officers of the rank of Under Secretary and above who will be personally
responsible for seeing that the message is as brief as possible. This prohibition
will not apply to Senior Personal Assistants and Junior Personal Assistants to
Ministers.

If at any time, the Under Secretary is not available and the message has
to be issued on the same day, it may be issued under the authority of the
Section Officer concerned and put up to the Under Secretary, for the post facto
approval.

(iv) Between offices in close proximity (say, within a radius of one mile)
telephone message, except between officers of the rank of Under Secretary and
above themselves, should not be issued.

(v) Under no circumstance, whatever should be, the telephone operator at
the sub-exchange take down or send out any message.

(vi) Telephone message received shall be treated as urgent and calls
should be attended to without delay. In the absence of special orders to the
contrary, telephone messages shall be dealt with as demi-official
communication. Government Orders should not be communicated by telephone
except in cases the messages should be confirmed by formal official
communications. All important messages should similarly be followed by formal
official or Demi-official communications.

419. Telephone messages to and from officers.— (i) Telephone
messages addressed to officers of the rank of Under Secretary and above of a
department should be submitted at once in an "urgent" (or in a "special" pad if
the message is "special") to the officer concerned. In no case should such
message be sent to sections concerned in the first instance. On receipt of the
message back from the officer, the tappal Assistant will at once send it to the
Section Officer of the section concerned.

(i) No message shall be sent as from officers of the rank of Under
Secretary and above without his/her formal approval of the draft.

420. No member of the staff lower in rank than a Section Officer shall
initiate a private telephone call through the sub-exchange without the previous
permission of a Section Officer except in the case of serious illness or an
accident. Strangers shall not be allowed to use the telephones.

421. Care of telephones.— The telephone instruments and the cords
attached to them shall be kept dry during the wet season; if not, difficulty in
working will ensure. It is advisable to cover them with a water-proof cover
during the wet season.
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422. Repairs to telephones.— When a telephone gets out of order, the
matter should be reported at once to the Junior Telecom Officer in the
Secretariat by ringing up extension telephone 2567 1000. If the fault is not
rectified within a reasonable time the "complaints" section in the Telephone
Department (phone N0.198) may be contacted. The procedure indicated in the
Chennai Telephone Directory for reporting faults should be followed.

423. Changes in the Chennai Telephone Directory.— It is most
important that the directory should be maintained as up-to-date as possible. The
onus of notifying alteration lies with the subscribers. All changes in names and
addresses should therefore be notified immediately they occur by the
departments concerned to the Directory Officer, Chennai Telephones.

424. Payment of Telephone Charges.— (1) The Accounts Officer /
Commercial Officer, BSNL, Chennai Telephones (North East), Flower Bazzar
Exchange, Chennai — 1 sends one copy each of the computerized Telephone bills
relating to their jurisdiction. As the originals of the computerized bills have to be
sent to Telephone Department at the time of settlement of the Telephones bills,
four copies of each of the Telephone bills are taken, compared and after making
necessary entries in the Telephones Register maintained in the section
concerned, put up to the Under Secretary to Government, for the attestation of
the copies of these bills and for the approval of the endorsement made in bill.
Original and two of each of the bills are sent to Bills section of the Department
for preparing the contingent bill and present at the Pay and Accounts Office,
Chennai. "Account Payee Cheques" drawn in favour of the Accounts Officer
(North East), Flower Bazzar Telephone Exchange, Chennai - 1, is obtained from
the Pay and Accounts Officer for settlement of the Telephone Bills. The original
Telephone/Fax Bills must be surrendered to the Telephone Department at the
time of settlement of Telephones Bills.

(2) The third copy of each of the Telephone Bills should be sent to the P.A.
to Minister, V.I.Ps. and officers concerned in the Departments to which the bills
relate along with particulars of payment, to certify whether the calls were made
for official or private purposes. If the calls were made for private purposes, the
amount should be reimbursed by the officer concerned. The amount for excess
calls over the ceiling fixed for the officer, according to the status of the officer
and nature of work, should be recovered from the officer concerned. A copy each
of the original Telephone bill with the "Account Payee Cheque" issued by the Pay
and Accounts Officer, Chennai, shall be sent by the Department concerned to the
Telephone Department. The original Telephone bill will be receipted by the
N.C.B. Machine in the Telephone Department and returned to the Department
concerned. The Department concerned will forward the same to the Pay and
Accounts Officer, Chennai.

425. Residential Telephones.— Recovery of charges for excess
calls.— Telephone are installed at the cost of Government at the residence of
the Ministers, the Chief Secretary and other Secretaries to Government, etc., but
charges for calls in excess of a certain number of free calls which are conceded
to the officers as a free allowance, will be recovered from the officer concerned
in accordance with the instructions in Tamil Nadu Financial Code, Volume II and
as per orders issued from time-to-time by the Public (Telephones) Department.
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After settlement of the telephone charges in respect of the bills received
from the Telephone Department, the department concerned shall take action for
the apportionment and recovery of the excess call charges and trunk-call
charges from the officers concerned. A copy of the advice regarding the amount
recoverable from each officer should be sent to the respective Pay and Accounts
Officer and Bills section. In cases where an officer remits the amount to the
Government direct, particulars of the challan should be communicated to the
Bills section for record.

426. Correspondence regarding telephones.— Departments of the
Secretariat are authorized to communicate direct with the General Manager,
Telephones, in minor matters such as the following.—

(1) Shifting of telephones from one place to another within the same
office for the use of the same officer/office;

(2) Shifting of telephones from one place to another within the same
Telephone Exchange area for the use of same officer;

(3) Provision of coiled cord to telephones or replacement of the black
coloured Priyadarsini type of instruments; and

(4) Rectification of defects in telephone instruments which do not involve
replacement of the instrument.

In such cases, the General Manager, Telephone, will act on the
instructions so received. In all important matters correspondence will be carried
on by the Department of the Secretariat which deals with the subject of
telephones.

427. Omitted (vide G.0O.(Ms) No.36, Personnel & Administrative Reforms
(A) Department, dated 07.03.2017).

428. Secretariat Inter-communication System.— To cater to the
increasing needs, in exchange of communications among the Departments of
Secretariat, an Inter-communication Exchange has been installed connecting all
Departments of Secretariat. This facility provides inter-communication within the
Secretariat.

The 100 lines HICOM ISDN Super phone Exchange has been installed in
Secretariat on 10.10.2001 and 1000 lines HICOM Digital Intercom Exchange has
been installed on 01.01.2002. A Super Phone facility has been provided for the
chamber of Hon’ble Chief Minister / Hon’ble Ministers, Secretaries to Chief
Minister, Advisor, OSD, Chief Secretary, All Secretaries, Chief Electoral Officer,
Additional Secretary (Protocol) and Additional Secretary (Public). To facilitate
communication between the Chief Secretary to Government and other
Secretaries, a Micro Process Electronic Exchange system has been installed in
the Secretariat connecting Chief Minister, other Cabinet Ministers, Speaker,
Deputy Speaker, Chief Secretary, Commissioner and Secretary and Deputy
Secretary, Public (Protocol) Department. Any repair in the above system should
be intimated to the Public (Telephones) Department.
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CHAPTER XVIII
SECRETARIAT BUILDINGS AND THEIR CONSERVANCY

429. Control over buildings.— The Secretariat Buildings and permanent
fixtures in them are under the administrative control of the Chief Secretary who
is, for this purpose, in the position of the Head of a Department. The duty of
allocating the rooms in the Secretariat for temporary or permanent occupation
vests in the Chief Secretary and no portion of the Secretariat may be occupied
without his/her sanction. The Chief Secretary should be addressed if any
accommodation is required or can be relinquished or if any structural repairs or
alterations or additions to the buildings are desired. But the Assembly Chamber
in the Fort St. George and permanent fixtures in them will be under the
administrative control of the Speaker. The Public Works Department will, as
usual, maintain them. The Secretary, Legislative Assembly Secretariat will act
under the orders of the Speaker.

430. Supervision over the buildings.— One of the Under Secretaries of
each department supervises the conservancy of the portions of the buildings of
which he/she is in immediate charge. He/She is responsible for the general
condition of the buildings including the glass in each room and fixtures as also
for keeping watch against attacks of white-ants and giving strict attention to the
cleanliness of the interior and neatness of the exterior and surroundings, etc.
The necessity for any improvements in, or repairs to the buildings has, when it
arises, to be promptly brought to his/her notice by the Section Officer in-charge
of the Office Procedures section of his/her department or by the Assistant
Section Officer dealing with office papers, if there is no such Section Officer. It is
also the duty of the Supervisor of the Public Department to bring to the notice of
the Under Secretary, Public Department, any cracks or other defects which he
may nhotice in the buildings, so that steps may be taken to get them repaired
with the least possible delay.

431. Repairs and improvements.— (a) All improvements and repairs to
the buildings are undertaken by the Public Works Department and all
correspondence on the subject is carried on by the Chief Secretary with the
Executive Engineer, North Presidency Division.

(b) All permanent fixtures are put up by the Public Works Department and
their repairs are also undertaken by that department at the instance of the Chief
Secretary.

(c) All minor repairs and improvements to the Assembly Chambers in the
Fort St. George and the portion of the Secretariat Buildings occupied by the
Legislative Assembly Secretariat will be carried out by the Secretary, Legislative
Assembly Secretariat after taking the orders of the Speaker, wherever necessary
and all correspondence on the subject will be carried on by the Secretary,
Legislative Assembly Secretariat with the Executive Engineer, North Presidency
Division.

(d) All permanent fixtures in the Assembly Chambers and the portion of
the Secretariat buildings occupied by the Legislative Assembly Secretariat are
put up by the Public Works Department and their repairs also are undertaken by
that Department at the instance of the Secretary, Legislative Assembly
Secretariat.
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432. Counter signature of estimates.— Estimates amounting to
Rs.10,000 and below for repairs and improvements, affecting the structure of
the buildings and those in respect of permanent fixtures are countersigned by
the Under Secretary of Public Department in-charge of Secretariat Buildings.
Estimates amounting to over Rs.10,000/- and upto Rs.50,000/- are
countersigned by the Deputy Secretary, Public Department and those over
Rs.50,000 require the sanction of the Government in the administrative
department concerned.

433. Estimates amounting to Rs.15,000/- and below for repairs and
improvements affecting the structure of the buildings occupied by the Legislative
Assembly Secretariat and the Assembly Chambers and those in respect of
permanent fixtures in them are countersigned by the Secretary, Legislative
Assembly Secretariat and those amounting to over Rs.15,000/- require the
sanction of the Government in the administrative department concerned.

434. Furniture, etc.— For the supply and repair of furniture, movable
screens and curtains, arrangements are made by the Under Secretary of the
department concerned. Purchase of new furniture from outside the Jail
Department requires the sanction of Government.

Acknowledgment should be obtained from the officer who is supplied with
furniture for use at his/her residence.

In the event of his/her transfer to another department, the department
which has supplied the furniture should treat the furniture to have been
transferred to the department concerned after getting item-wise
acknowledgment from the department concerned and after making necessary
entries in the furniture registers maintained. The latter department should get
acknowledgment from the officer concerned and watch for the return of the
articles soon after his/her retirement, resignation or for any other reasons,
ceasing to hold an assignment in the Secretariat permanently.

435. Officers' rooms.— (a) Departments of the Secretariat should make
their own arrangements for the dusting of furniture in their officers' and office
rooms by their Office Assistants.

(b) The Office Assistants attached to officers are directly responsible for
keeping the rooms clean and for seeing that no unauthorized person interferes
with anything kept there. In the evenings before they leave office, they should
keep the table-set of writing materials, personal belongings of officers and other
sundry articles which are liable to be stolen, such as soaps, towels, stationery
(except wall clocks) in the almirah provided in the rooms and hand over the
rooms to Security Guards on duty.

(c) No outsider shall be allowed to enter any room without the special
permission of the officer concerned.

NOTE.— Sweepers and cleaners are allowed to enter the rooms in the
discharge of their duties, but the work should be done under the direct
supervision of Security Guard of the conservancy and watch and ward staff.
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436. Precautions against fire.— The Secretariat Buildings and
Legislative Assembly Chambers have not been insured against fire. The Under
Secretary of each department is responsible for ensuring the due observance of
the following rules relating to precautions against fire.—

(1) The Assistant Section Officer or Section Officer who leaves a room last
shall see that all the lights and fans therein are switched off and hand it over
formally to the Security Guard. The Office Assistant who attend on officers shall
attend to this duty so far as the officers' rooms are concerned.

(2) None but safety matches shall be used in the office.

(3) Kerosene oil or any easily inflammable material should always be
stored in an out-building or godown.

(4) The sealing of papers shall always be done under the direct
supervision of a responsible Assistant Section Officer who will see that due care
is taken.

(5) No naked lights shall be used in the office. All candles or wicks must
be protected by glass. All oil lamps must have metal (and not glass) reservoirs.
The carrying of lighted lamps other than lanterns should be avoided.

(6) Fire places for the preparation of paste or glue shall not be allowed in
or near any building.

(7) Waste paper should not be allowed to accumulate in large quantities in
the office. Every morning the waste paper of the previous day shall be collected
and sent to the waste paper room (see paragraph 513 infra).

(8) Buckets shall be kept always filled with water or sand. Fire buckets
and all other receptacles containing water, should be emptied out on the ground
(not down a drain) three times a week, i.e., on Mondays, Wednesdays and
Fridays and should be kept empty until they are dry, when they should be re-
filled.

(9) If in @a room a kerosene oil lamp is used, a small box of dry earth with
a scoop should be kept for use in extinguishing burning oil. The earth should not
be allowed to harden or cake.

(10) Old furniture shall not be left lying about but shall be disposed of at
once or sent into the store-room.

(11) Smoking in office premises is strictly prohibited.
(12) No temporary shed built of combustible materials shall be erected
without the permission of the Chief Secretary. The erection of thatched or mat

buildings within 15 yards of the buildings is absolutely prohibited.

(13) 'Minimax’ fire extinguishers are also fixed to the walls throughout the
Secretariat and Legislative Assembly Chamber Buildings.

(14) In the event of fire breaking out, the person who sees it will
immediately inform the guard room and the Telephone exchange. The Telephone
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operator will immediately communicate the fact to the Fire Services Department,
the Supervisor, Secretariat Buildings and then to the Under Secretary, Public
Department in charge of Secretariat Buildings over telephone indicating the area
from where the alarm raised. As soon as the information regarding the break-out
of fire is received from the Telephone Operator, the Supervisor, Secretariat
Buildings should immediately, arrange to collect all the Watch and Ward and the
conservancy staff and they should rush to the spot where fire has actually
broken out and try to extinguish it with the help of the fire fighting appliances
available in the Secretariat Buildings.

(15) On the discovery of the fire at night, the Security Guard on duty in
the buildings shall immediately communicate the fact by telephoning No.101.

(16) The Supervisor of the conservancy and watch and ward staff shall
see that the fire pumps and the buckets in the Secretariat buildings are kept
clean and ready for use and that the "Minimax" extinguishers are not empty.
He/She should satisfy himself/herself that the water in the fire-buckets is
renewed three times a week.

(17) The Supervisor shall train the entire conservancy and watch and
ward staff in the handling and working of the fire pumps and shall for this
purpose hold fire drills once a month. Every time a drill is held, the names of
those who attend the drill should be entered in a bound register which should be
submitted to the Under Secretary of the Pubic Department for perusal. It is also
necessary that the ministerial staff and office assistants of the Departments of
the Secretariat should be familiar with the use of the "Minimax" fire
extinguishers. Departments should arrange with the Supervisor for the
necessary instructions to be given to their staff in their use.

(18) The Supervisor shall also instruct the staff in the use of the
telephone.

(19) All arrangements for precautions against fire including the drills
should be got checked up once a quarter by the Station Officer, Tamil Nadu Fire
Service (Headquarters), or any other officer of the Tamil Nadu Fire Service
Organization deputed for the purpose, and his/her advice duly considered.

The Under Secretary, Public Department, shall exercise overall supervision
and shall, in particular, see to the enforcement of the monthly drills mentioned
in clause (17) above.

437. Rules to be observed on outbreak of fire.— The following rules
shall be observed on outbreak of fire in the Secretariat buildings.—

(1) Fire caused by ignited oil should be at once smoothened by means of
earth; water should on no account be used. For this purpose one of the buckets
in each stand is kept filled with sand.

(2) Fire extinguishers have been provided in all the floors of the Multi-
storeyed Buildings and the Secretariat Main Building. Those fire extinguishers
shall be used in the event of fire.

(3) If a chimney catches fire, extinguish the fire in the fire place with a
bucket of water and then block up the fire with a cloth soaked in water. At the
same time buckets of water should, if possible, be carried on to the roof and
emptied down the chimney, the mouth of it being kept closed with another wet
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cloth while water is not being poured down, as the fire will quickly die out if all
air is excluded.

(4) Immediately on the alarm being raised, every man is to report to the
post to which he is told off and to await orders.

(5) The staff members in the Multi-storeyed building shall use the ramp
provided in the Northern end of the Secretariat building for evacuation in the
event of fire hazard. The Supervisor (Security) shall ensure that the gates
leading to the ramp in Multi-storeyed Building are kept open during office hours
and necessary security personnel are posted there to prevent unauthorized
persons using these gates. These gates shall never be locked.

(6) All movements should be carried out with the greatest possible silence
and rapidity, and special care must be taken that there is no crowding in
passages and staircases.

(7) As a draught of air will tend to increase the fire, all doors and
windows, which it is not necessary to use for ingress or egress should be closed.

(8) All inflammable materials near the fire should be collected and carried
to a place of safety.

NOTE.— Placards containing "Rules to be observed as precautions against
fire in public office" and "Rules to be observed on the outbreak of fire in public
buildings" are typed and kept in the guard room of the Secretariat building.

438. Electric installations.— The electric installations in the Secretariat
buildings are in charge of the Assistant Executive Engineer (Electrical), to whom
communications regarding supply, renewal and repair of fans and lights should
be addressed — Estimates submitted by him/her will be countersigned by the
Deputy Secretary, Public Department. The installations are periodically tested by
the electrician at the Secretariat buildings and any defects are immediately
rectified by him/her. Replacement of bulbs or lights and similar petty works will
on requisition by departments be attended to by the staff in immediate charge of
the installation.

439. The electric installations in the Assembly Chambers in the Fort St.
George and in the portion of the Secretariat buildings occupied by the Legislative
Assembly Secretariat are in-charge of the Assistant Executive Engineer
(Electrical). Communications regarding supply, renewal and repair of fans and
lights should be addressed to the Assistant Executive Engineer (Electrical) by the
Secretary, Legislative Assembly Secretariat after taking the orders of the
Speaker wherever necessary. Estimates submitted by him/her will be
countersigned by the Secretary, Legislative Assembly Secretariat. The
installations are periodically tested by the electricians at the Secretariat
buildings and any defects are immediately rectified by them. Replacement of
bulbs or lights and similar petty works will on requisition by the Legislative
Assembly Secretariat be attended to by the staff in immediate charge of the
installation.

440. Use of electric lights, fans and lifts.— (a) Particular care should
be taken in the use of lights and fans. They should be used only when absolutely
necessary. Wherever an officer or a member of the staff for whom lights and
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fans are provided leaves his/her seat, fans and lights should be switched off. Any
neglect of this duty on the part of the office establishment is punishable.

(b) Fans are allowed in the Secretariat throughout the year to all officers
when they consider them absolutely necessary. In the case of members of the
staff, the Section Officers of sections and Central Branches should ensure that
the fans are used only when absolutely necessary and should, as far as possible,
avoid using them in the months of November to February inclusive.

(c) Electric lifts.— Six lifts are provided in the Secretariat Main Buildings.
They are as follows:—

(1) Two Lifts near the cabinet room in the Secretariat Main Buildings are
for the exclusive use of Governor, Chief Minister, Ministers and other V.V.I.Ps.

Capacity.
(2) Lift in the northern wing of the 13 persons including the lift operator
Secretariat Main Buildings.
(3) Additional Lift on the northern 10 persons including the lift operator
wing of the Secretariat Main
Buildings.
(4) Two Lifts in the western side of 10 persons including the lift operator

the Secretariat Main Buildings

There are 8 Lifts provided in the Multi-storeyed Building. They are as
follows.—

Capacity.

(1) Two Lifts on the southern end of the multi- 13 persons including
storeyed building are for the use of V.I.Ps. and the lift operator
officers only, and to enable them to reach the
Conference Hall on the 10 Floor of the Multi-
storeyed Buildings, quickly.

(2) Two lifts, Viz., Lift-A, and Lift-B are provided 13 persons including
near the portico of the Multi-storeyed Building. the lift operator

(3) Two lifts, viz., Lift-C and Lift-D are provided in 13 persons including
the Middle of the Multi-storeyed buildings. the lift operator

(4) Two lifts, viz., Lift-E and Lift-F are provided in 18 persons including
the northern side of the Multi-storeyed the lift operator
buildings.

Each lift is attended to by two operators working in shifts. The lifts will be
in operation from 8 a.m. to 8 p.m. daily. Whenever heavy loads, stationery, etc.
have to be carried, the lifts 'E' and 'F' in the multi-storeyed buildings alone shall
be used.
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The lifts may be used either for going up or for coming down by— (i)
Ministers. (ii) All Officers of the Secretariat. (iii) All visitors coming to see either
the Ministers or Officers. Assistant Section Officers, Assistants, Personal
Clerks/Personal Assistants and Typists may use the lifts for going up only when
they are not in use by the officers. When they have to carry bulky files, Assistant
Section Officers, Assistants, Personal Assistants/Personal Clerks and Typists may
use the lifts for coming down also, but such calls should be restricted to the
minimum.

Office Assistants and Record Clerks are not expected to use the lifts
unless they have to carry a big bundle or a heavy box for being taken up; but in

no case, are Office Assistants and Record Clerks allowed to use the lifts for
coming down.

441. Conservancy and watch and ward staff.— The Conservancy and
Watch and Ward establishment consist of the following: —

(1) Supervisor (Security).

(2) Sub Inspectors.

(3) Head Constables.

(4) Assistant Security Officer / Head Security Guards.

(5) Police Constables.

(6) Security Guard

(7) Supervisor (Conservancy).

(8) Assistant Supervisors.

(9) Cleaners.

(10) Sweepers.

(11) Waterman.

(12) Sanitary Workers.

(13) Gardeners.

(14) Matty.

442. Control.— The staff are under the control of the Under Secretary
(Estates), Public Department. The Supervisor (Security) supervises the work of
watch and ward staff and is responsible for their discipline. The Supervisor
(Conservancy) supervises the work of conservancy staff and is responsible for
their discipline.

443. Watch and Ward staff.— The Supervisor (Security) shall be

present to control the Watch and Ward Staff and maintain the security of the
buildings. It is his/her duty to see that all rooms are open by 8 a.m. daily. In the
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evening, he shall also ensure that all lights and fans are switched off, all doors
and windows are closed, all taps are shut and rooms properly locked.

The Supervisor (Security) and the Watch and Ward staff shall be
responsible for the safety of the articles, e.g., furniture, etc., in the Legislative
Assembly Chamber buildings (Ground floor and first floor in the Secretariat Main
Buildings) in the same way as they are responsible for the safety of those in the
Secretariat Buildings proper and for seeing that no one loiters around them. The
keys of all the rooms in the Secretariat and the Legislative Assembly Chamber
buildings shall be in their charge day and night.

444. Conservancy staff.— The Supervisor (Conservancy) shall be
present to control the conservancy staff. He/She will be held responsible for
keeping the vicinity of the Secretariat Buildings neat and tidy. He/She should
also ensure that the office compound are thoroughly swept and that the plants in
the compound are watered and attended to. The Assistant Supervisors will assist
the Supervisor (Conservancy).

445. Hours of attendance.— The hours of attendance of the
Supervisors are 9.30 a.m. to 12 noon and 2.00 p.m. to 5.30 p.m. The hours of
attendance of the Assistant Supervisors and Roving Inspectors are 9.00 a.m. to
12 noon and 2 p.m. to 5.30 p.m.

The following is the arrangement for attendance of Assistant Security
Officer / Head Security Guards / Head Constables and Security Guards /
Constables.—

Day Duty - I Shift.................. From 7 a.m. to 2 p.m.
Evening duty - II Shift............ From 2 p.m. to 9 p.m.
Night duty - III Shift.............. From 9 p.m. to 7 a.m. on the next day.

The Watch and Ward staff on 1%t Shift duty on Friday shall take over the
37 Shift at 9 p.m. on Saturday. The staff on the 2" Shift of Friday will take over
the 1st Shift at 7 a.m. on Saturday. The staff on the 3™ Shift of Friday will take
over the 2" Shift at 2 p.m. on Saturday.

The hours of attendance of conservancy staff are 8.00 a.m. to 12.00 noon
and 1.00 p.m. to 4.30 p.m.

446. Uniform.— The Watch and Ward staff and the conservancy staff
shall wear the uniform prescribed for them while they are on duty. The uniform
will be supplied at Government expense and they will be held responsible for the
articles of clothing supplied to them.

447. Sentries.— The Watch and Ward staff shall do entry duty from 7.00
a.m. to 2.00 p.m., 2.00 p.m. to 9.00 p.m. and 9.00 p.m. to 7.00 a.m. next day
for which purpose they will be posted.

The changes of the batch from day to night and vice-versa should be
made every week at 12 noon on Sundays.
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They shall see that nothing leaves the office without a pass signed by an
officer not below the rank of a Section Officer. Receipt slips, accompanying
letters and packages sent out from the Secretariat officers shall be accepted as a
pass. No article accompanying an officer of the Secretariat requires a pass.

No stranger shall be allowed to enter the office rooms without permission.
Money lenders, hawkers and beggars should on no account be allowed to gain
entry into or hang about the premises. They should be warned off. No
unauthorized person should be allowed access to the Secret sections.

448. Closing of the office.— The Security Guards should take charge of
the officers' rooms and the office rooms as soon as the officers and the members
of the staff leave the office. They should see that all doors and windows are
properly secured, that electric fans and lights are switched off and that no
stranger is in the office. The keys of the rooms should then be deposited in the
guard room. The key of the Central Record Branch which will be handed over to
the Security Guard in a sealed cover should also be deposited in the guard room
and returned the next day.

449. Night watch.— The Watch and Ward staff should see that no one
enters the premises after these are secured for the night. Should an Assistant or
Assistant Section Officer has occasion to attend office after the rooms have been
locked, he should go to the guard room and arrange to have the required room
opened; on leaving, he should intimate the fact to the Security Guard in-charge.
Assistant or Assistant Section Officers of one department shall not be permitted
to have access to the offices of another department. The Supervisor (Security)
shall post necessary Watch and Ward staff in the Secretariat complex and ensure
proper night watch.

450. Legislative Assembly Chambers.— During the days on which
Legislative Assembly meetings are held, the Supervisor (Security) should see
that the National Flag is hoisted over the Legislative Assembly buildings. The
Supervisor (Conservancy) should see that the Legislative Assembly Chamber and
the chambers of Ministers and their surroundings are thoroughly swept and kept
clean.

The Supervisor (Conservancy) should take the orders of the Secretary,
Legislative Assembly Secretariat in regard to any re-arrangements of seats, etc.,
in the Legislative Assembly Chambers which may be considered necessary from
time to time.

451. Omitted (vide G.0O.(Ms) No.36, Personnel & Administrative Reforms
(A) Department, dated 07.03.2017)

452, Tiffin rooms.— The tiffin rooms provided for the Secretariat staff
are kept open from 1 p.m. to 2 p.m. on all working days. The Supervisor
(Conservancy) is responsible for the rooms being kept clean and tidy. The tables
should be cleaned frequently and waste matter on the floors and in the
receptacles removed then and there. He/She should see that the servants clear
away the utensils and the leaves without delay. Employees using the rooms
should realize that it is also their duty to see that the rooms are kept in a
sanitary condition. The Supervisor (Conservancy) should see that persons other
than Secretariat employees do not use the rooms.
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Members of the Secretariat establishment should not take tiffin any part
of the Secretariat buildings except in the tiffin rooms which are specially
provided for them for the purpose. It is the duty of the Under Secretary
(Estates) to enforce this instruction strictly.

453. Filter.— The Supervisor (Conservancy) shall also be in-charge of the
filker room and shall exercise constant supervision over the work of the
watermen employed to carry out the arrangements detailed below for the
working of the filter, for keeping the filter room and water vessels clean and for
the distribution of filtered water to the Secretariat officials. The Supervisor
(Conservancy) should see that drinking water is properly supplied to the staff of
Secretariat.

Before 10 a.m. the watermen shall pump the whole of the water required
for the day's supply from Tank No.2 to Tank No.3.

On Sundays, the floor and brass work shall be cleaned and the walls
washed down. The candle cases shall be opened once a month and the candles
gently washed.

454. Lavatories.— Separate lavatories have been provided for—
(1) Officers;

(2) Men staff; and

(3) Lady members of staff.

The Supervisor (Conservancy) should see that the lavatories are kept
clean by the sanitary workers attached to the conservancy. The Supervisor
(Security) should see that the lavatories are not used by outsiders or
unauthorized persons.

455. Motor sheds.— Motor sheds intended for officers are under the
administrative control of the Public department. Whenever sheds are vacated,
departments will inform the fact to the Public Department, so that steps may be
taken to have them reserved for the use of officers who may require them.
Motor garages in the eastern side of the Fort intended for the use of Ministers
and the western side for the use of officers are under administrative control of
the Public department. Whenever garages are vacated, departments will early
inform the Public department, so that steps may be taken to have them locked
and reserved for the use of Ministers and officers who may require them.

455A. Place of Worship.— The Public (Buildings) Department, should
ensure that no Construction of any new structure for religious worship or prayer
within the office campus or enlargement or modification of any existing structure
for similar purpose is permitted.

456. Waste paper.— Every working day before 10 a.m., the waste paper
of the previous day shall under the supervision of the Supervisor (Conservancy)
or Assistant Supervisors be collected and sent to the waste paper room, the key
of which shall be maintained by the Assistant Security Officer / Head Security
Guard.
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The Supervisor (Conservancy) or a Assistant Security Officer / Head
Security Guard should ensure that no file or paper which is not treated as waste
paper gets mixed up and goes into waste paper room.

The Supervisor (Conservancy) shall inform the concerned Assistant
Section Officer of the Pubic department, whenever the waste paper room is
three-fourths full. The Assistant Section Officer concerned will then give three
clear days' notice to the contractor.

All papers taken over by the contractor shall be weighed in the presence
of the committee constituted for the purpose which will note down the
weighments on a separate note sheet, and obtain the signature of the contractor
or his/her clerk on it and attach it to the run on file, on the subject. The
contractor will pay in advance to the head of the office, the cost of waste paper
together with the sales tax before actual removal.
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CHAPTER XIX
SECRETARIAT CIRCULATION VANS

457. Functions.— There are two circulation vans. They are primarily
intended for carrying boxes and covers containing official records that are
circulated to the Governor and to the Ministers and for carrying record bundles
to and from Tamil Nadu Archives, Egmore.

The vans may also be used for important official purposes, other than
those mentioned in the preceding sub-paragraph, such as transporting budget
papers to Government Press and back or for work connected with visits of VIPs
and important National Festivals such as the Independence Day and the Republic
Day Celebrations.

Trips for purposes other than circulation will be undertaken only if both
the vans are in a road-worthy condition and if the use of the vans will not affect
the normal circulation work. If there is only one van in running condition, special
trips will not normally be undertaken. A requisition in writing signed by an officer
should be made to the officer in charge of motor vehicles in the Public
department stating the purpose for which the transport by van is required, the
urgency of work, the duration for which the van is required, etc. As the vans will
have to perform circulation trips, they should be returned before the time
allowed. Such requisitions should be restricted to really urgent cases where
other transport facilities are not available. Whenever the van makes a special
trip, the entry in the log book in respect of the trip should be authenticated by
the officer on whose orders the trip was undertaken.

458. Control.— The vans work under the control of the Chief Secretary.
Any complaint about their working shall be made to the Under Secretary, Public
Department.

459, Staff.— Besides the driver, an office Assistant of the Public
department is retained for duty with the van every three months by rotation.
The circulation boxes, letters and packets for delivery are in his/her charge and
he is responsible for their delivery to the proper addresses. The boxes, letters
and packets are entered in the Circulation Van Register and acknowledgement of
the persons to whom they are delivered are taken in the register by the Office
Assistant travelling in the van. It shall be the responsibility of the Office
Assistant travelling in the van and driver to see that no unauthorized articles or
persons are carried in the vans. The drivers and the Office Assistants will attend
to duty from 10 a.m. to 5 p.m. or in shift system as may be directed from time
to time. The shifts will be from 8 a.m. to 2 p.m. and 2 p.m. to 8 p.m.

460. Supervision of staff.— The staff is under the immediate control of
the Section Officer of the section dealing with the subject "Motor Vehicles, etc.,"
in the Public department, who should periodically inspect the registers and see
that they are properly maintained.

461. Daily itinerary.— The van will start work at 8.00 a.m. every
working day and go round to the Ministers' residences and to the residences of
officers on the route to whom boxes were taken the previous evening and bring
them back of office. On its return journey, it will call at the Tamil Nadu Archives,
to deliver and receive record bundles intended for the Departments of the
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Secretariat and also call at the Egmore and Central Railway Stations to collect all
circulation boxes that would have arrived from the Governor and the Ministers
who are on tour, and bring them back to office. The van should return to the
Secretariat before 11.30 a.m.

When the Governor is at the Headquarters, the van will perform a regular
trip to the Governor's Secretariat at 2 p.m. on all working days for taking files
and boxes intended for circulation to the Governor and will return to the
Secretariat by about 4 p.m. bringing back files and boxes, if any, and
communications intended for Departments of the Secretariat from the
Governor's Secretariat. Even when the Governor is on tour, if the Comptroller of
Governor's Household desires, the van will make special trips to Governor's
Secretariat. If information is got to the effect that boxes have to be taken from
Egmore and Central Railway Stations, the van will be routed from the Governor's
Secretariat to the Egmore and Central Railway Stations on its way to Secretariat.
Again, if there is urgent need for taking record bundles from Secretariat the van
will be enrouted to the office of the Director of Stationery and Printing on its way
to Secretariat from Governor's Secretariat.

In the evening at about 4 p.m. one van will go to Egmore and Central
Railway Stations for booking circulation boxes intended for the Governor and the
Ministers who may be on tour and return to office by 4.30 p.m. whenever
necessary.

The van will start its evening trip leaving the Secretariat at 6.00 p.m. call
at the residences of Ministers and officers on the route for whom there are boxes
to be delivered and return to the Secretariat.

In the absence of special instructions to the contrary, the van will not call
at Raj Bhavan, when the Governor is not in Chennai or at the residences of
Ministers who are on tour.

During office hours, the Office Assistant who accompanies the van should
not allow it to leave the Secretariat without the permission of the Section Officer
in charge of the section dealing with the subject "Motor Vehicles". After office
hours, the Office Assistant who accompanies the van will report to the
O.P./Tappal Section of the Public Department to collect the boxes intended for
circulation.

Boxes intended for the Ministers and the Secretariat officers of Public
Department should be handed over to the Office Assistant travelling in the van
not later than 5.30 p.m. every working day by the concerned Personal Assistants
to Ministers and Personal Clerks to officers.

462. On days previous to and following Sundays and other public
holidays.— Itinerary prescribed in paragraph 461 will be followed on all working
days.

463. Special calls at the Ministers' houses.— The van will not
ordinarily call at the residences of the Ministers or of any officers of the
Secretariat, except as provided in paragraph 457 above. Should any of the
Ministers desire that the van should call at his/her house on any day, necessary
intimation should be sent to the Secretariat by the Senior Personal Assistant or
Junior Personal Assistant concerned. The van will then be sent.
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464. No trips on Government holidays.— On Sundays and other public
holidays, no circulation work will be undertaken by the vans. The van will,
however, call at Egmore and Central Railway Stations in the morning to bring
boxes that would have arrived from the Ministers who are on tour, back to office
and again in the evening to book boxes intended for Ministers who are on tour, if
any. Except on Sundays, a van will also call at the Tamil Nadu Archives in the
morning to deliver and bring back bundles intended for the Secretariat.

Under the orders of the competent authority, the vans may, however, be
used for any of the special official purposes mentioned in paragraph 453 above
on holidays including Sundays, if it is absolutely necessary. The requisition for
use of the vans on a holiday should, as far as possible, be sent on the previous
working day or earlier and permission obtained in advance.

465. Registers.— In connection with the upkeep of the circulation vans,
the following registers should be maintained.—

(i) A register known as the log book showing particulars regarding the
date, time, details of movements, mileage, meter-reading at the start and at
arrival and the total miles done for each trip and also the petrol taken.

(ii) A register showing particulars of items of repairs, replacements of
spare parts, etc., together with their costs.

(iii) A register showing cost of petrol, oil and incidental receipts.
(iv) Inventory of equipment.

These registers will be maintained separately for each van. The Section
Officer will be held personally responsible for the correct and punctual
maintenance of these registers. The log books should be submitted to the officer
in charge of motor vehicles every day. The other registers should be submitted
to the office-in-charge of motor vehicles once a month.
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CHAPTER XX
OFFICE ESTABLISHMENTS — SECRETARIAT SERVICE MATTERS
466. Conditions of Service — Secretariat — Establishment.—

(i) Indian Administrative Service.— The conditions of service of the
Chief Secretary to Government, Secretaries to Government including those
under Super time scale and in Special Grades, *the Special Secretaries to
Government, the Additional Secretaries to Government, Joint Secretaries to
Government, Deputy Secretaries to Government and Under Secretaries to
Government, either recruited direct through the Union Public Service
Commission or Promotees to IAS from the State Civil Services, etc. are governed
by the Indian Administrative Service Rules.

* [Inserted vide G.0.Ms.N0.198, P & AR (A) Department, dated 03.06.2004]

(i) Tamil Nadu General Service.— The conditions of service of all non-
IAS, Additional Secretaries to Government, Joint Secretaries to Government,
Deputy Secretaries to Government, Under Secretaries to Government, the
Section Officers and the Senior Principal Private Secretaries / Private Secretaries
in the Secretariat are governed by the Special Rules for the Tamil Nadu General
Service.

NOTE.— The conditions of service of Officers belonging to the All India
Services, other than IAS, and other State Services who have been posted in the
Secretariat in Special/Technical posts continue to be governed by their
respective Service Rules. The conditions of service of Officers belonging to the
posts of Principal Private Secretaries / Senior Private Secretaries continue to be
governed by their respective Adhoc Rules.

(iii) Tamil Nadu Secretariat Service.— The conditions of Service of
Assistant Section Officers, Assistants, Personal Assistants, Personal Clerks,
Typists, Telephone Supervisor, Telephone Operators in the Secretariat Exchange
are governed by the Tamil Nadu Secretariat Service Rules.

(iv) Tamil Nadu General Subordinate Service.— The conditions of
Service of the Supervisors, Drivers, Sergeant and Sheroff and Watch and Ward
Staff in the Public Department and the Drivers, Record Clerks and Record
Assistants in the Department of Secretariat are governed by the Tamil Nadu
General Subordinate Service Rules.

(v) Supervisor (Security) and Personnel in-charge of Security in
Secretariat.— The conditions of service of the Supervisor (Security) and the
Security personnel drafted from Chennai City Police and posted in the
Secretariat buildings under the administrative control of the Under Secretary to
Government, Public (Buildings) are continued to be governed by the Tamil Nadu
State Police Subordinate Service Rules.

(vi) Tamil Nadu Basic Service.— The conditions of service of the Council
Dubash, Assistant Sergeant, Duffadars, Office Assistants, Chowkidars / Security
Guards, Sweepers and Watchmen are governed by the Tamil Nadu Basic Service
Rules.
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467. Conditions of Service in the Tamil Nadu Legislative Assembly
Secretariat.— The recruitment and conditions of service of the Officers and
staff members of the Tamil Nadu Legislative Assembly Secretariat, shall be
governed by the Tamil Nadu Legislative Assembly Secretariat Service Rules.

468. Tamil Nadu Secretariat-Establishment — Matters under One
Unit Scheme — Procedures.— All departments of Secretariat except the
Finance, the Planning, Development and Special Initiatives and the Law
Departments come under the "One Unit" Scheme.

Matters relating to recruitments, preparation of panels, preparation of
establishment lists, allotments, re-allotments and postings of officers and staff to
various categories of posts in the departments of Secretariat under the "one
unit" schemes are being attended to by the following sections in the Personnel
and Administrative Reforms and the Public Departments.—

Department/Section Categories dealt with Name of recruitment Government
under the one unit Service Rules
Scheme
(1) (2) (3) (4)
1.Personnel and (i) Assistants, Typists Through Employment Tamil Nadu
Administrative and Personal Clerks Exchange. Secretariat
Reforms (U) (under Section 17(1) Service
Department of the Tamil Nadu

Government Servants
(Conditions of Service)
Act, 2016 as a
temporary measure)

(ii) Assistants, Typists Direct (with the Do
Personal Clerks (under concurrence of the
compassionate Tamil Nadu Public

grounds in respect of Service Commission)
dependants of the
deceased Government

Servants)
2. Personnel and Assistants, Typists and By Tamil Nadu Public Do
Administrative Personal Clerk (Direct Service Commission
Reforms (U) Recruitment)
Department.
3. Personnel and (i)Assistant Section Do Do
Administrative Officers(Direct
Reforms (U) recruitment)
Department.
Do (i) Assistant Section By promotion from Do
Officers (by Promotion among the holders of
and recruitment by the posts of
transfer) Assistants, Typists,

Personal Clerks of the
Tamil Nadu Secretariat
Service under One
Unit Scheme and by
transfer from among



4. Personnel and
Administrative
Reforms (H)
Department

do

do

do

do

do

5.Personnel and
Administrative
Reforms (Q)
Department

191

Personal Assistants

Section Officers.

Senior Principal Private
Secretaries

Principal Private
Secretaries

Senior Private
Secretaries

Private Secretaries

Under Secretaries to
Government (Non-IAS)

the holders of the
posts of Assistants in
the Tamil Nadu
Ministerial Service as
per the provisions
under the Tamil Nadu
Secretariat Service
Rules.

By promotion from
the holders of the
post of Personal
Clerks.

By promotion from
among the holders of
the Post of Assistant
Section Officers of
Tamil Nadu
Secretariat  Service
under one unit.

By promotion from
among the holders of
the post of Principal
Private Secretaries
under one unit.

By promotion from
among the holders of
the post of Senior
Private Secretaries
under one unit.

By promotion from
among the holders of
the post of Private
Secretaries under
one unit.

By promotion from
among the holders of
the post of Personal
Assistants of Tamil
Nadu Secretariat
Service under one
unit.

By promotion from
the holders of the
post of Section
Officers under the
Tamil Nadu General

Do.

Tamil Nadu
General Service

Do.

Do.

Do.

Do.

Do.
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Service under one
unit with the
approval of Tamil
Nadu Public Service
Commission

6.Public (Spl.A) Deputy Secretaries to By promotion from Tamil Nadu
Department Government (Non- among the holders of General Service
I.A.S)) the post of Under
Secretaries to
Government (Non-
I.LA.S.)
7. Do. Joint Secretaries to By promotion from Do

Government (Non-IAS) among the holders of
the post of Deputy

Secretaries To
Government (Non-
IAS)
8. Do. (i) All I.A.S. Officers Direct recruitments Indian
(Chief Secretary to through Union Public Administrative
Government to Under Service Commission Service
Secretary to and promotees to
Government) I.A.S. from the Tamil

Nadu Civil Services

(ii) D.R.O.s By promotion from Tamil Nadu Civil
among the holders of Service
the posts of Deputy
Collectors

The Sections dealing with direct recruitment to various categories and by
promotion to category 3 (Under Secretary to Government) in Class XII of Tamil
Nadu General Service shall send the realistic estimates of vacancies every year,
as per the crucial dates fixed under the special rules governing these posts to
the Tamil Nadu Public Service Commission, so that sufficient number of
candidates are recruited and allotted by the respective agencies, in time.

So far as, the direct recruitment to the posts of Assistants, Assistant
Section Officers, Typists and Personal Clerks under one unit scheme / Finance
unit / Law Department, the Personnel and Administrative Reforms (U) / Finance
/ Law Departments shall gather the estimate of vacancies from the Departments
of Secretariat concerned and forward the same to the Tamil Nadu Public Service
Commission. On receipt of the selection lists from the Tamil Nadu Public Service
Commission, candidates shall be allotted to these departments as per their
requirement.

The sections mentioned above dealing with the one unit scheme shall
prepare, on the crucial date, every year and publish the approved list of
candidates fit for appointment/promotion to the various categories under one
unit scheme, as per the special rules governing those posts. Wherever it is
required to consult the Tamil Nadu Public Service Commission, the same shall be
done before the approved list is published.
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Except, where it is necessary in public interest, owing to an emergency
which has arisen, to fill immediately a vacancy in a post borne on the cadre of a
service or class by promotions from lower category and there would be undue
delay in making such promotions as per the rules, the appointing authority, may
temporarily promote a person under Section 47(1) of the Tamil Nadu
Government Servants (Conditions of Service) Act, 2016, in accordance with the
rules governing the posts. The appointing authority shall then take simultaneous
steps to prepare and approve necessary supplementary approved list of
candidates to meet the unforeseen vacancies and fill them from the approved list
of candidates early.

The supervisory officer shall ensure that the provisions contained in the
Special rules relating to preparation of annual lists for promotion to the various
posts on the due dates are strictly observed and also make sure that realistic
estimates of vacancies are prepared in respect of each category every year, to
avoid the situation of keeping regular vacancies unfilled for want of candidates
and resorting to preparation of temporary panels under Section 47(1) of the
Tamil Nadu Government Servants (Conditions of Service) Act, 2016.

469. Allotments, Promotion, reversions and re-allotments under
one unit Scheme.— Procedure.— The sections dealing with one unit scheme
shall allot, re-allot, promote or revert candidates under one unit as per the
approved list of candidates published every year and based on the reports
regarding the requirements and re-allotments furnished by O.P/Establishment
Section of the Departments of Secretariat concerned under one unit scheme.
Whenever an O.P./Establishment Section of a department of Secretariat,
visualises that there will be no vacancy in that department to accommodate any
person, it shall immediately give advance intimation over phone to the section
dealing with one unit scheme to re-allot the junior most in that category. The
advance intimation shall be followed by a formal communication. The section
dealing with one unit on receipt of the intimation shall verify the vacancy
positions with other departments, over phone and if there is any vacancy in any
other department, it shall re-allot the junior most person to that department. If
there is no vacancy, the section may revert the junior most individual in the
approved list to the department from which he/she was originally promoted. If it
is the lowest category in a particular service, he/she may be ousted for want of
vacancy.

When O.P./Establishment Section anticipates a permanent vacancy to
arise due to retirement, or if any unforeseen vacancy arises due to death, or a
temporary vacancy arises due to the leave sanctioned to any member of its
establishment or due to deputation of any staff member for training for long
durations, it shall send formal requests for allotment to the Section dealing with
One Unit. The Section concerned shall take immediate action to fill up such
vacancies by re-allotment or by promotion.

470. Appointment of Record Clerks and Office Assistants.—
Appointment by direct recruitment whether on regular or temporary basis to the
posts of Record Clerks and Office Assistants shall be made by the respective
O.P./Establishment section of the departments of Secretariat from the list of
candidates sponsored by the Employment Exchange. While making appointment
by direct recruitment to the posts of Record Clerks, the Rule of reservation
under Schedule V under Section 27 of the Tamil Nadu Government Servants
(Conditions of Service) Act, 2016 shall be followed. Whenever, an appointment
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under compassionate grounds in respect of the dependants of a deceased
Government servant to any one of the above post is proposed, the Department
concerned can make the appointment direct. Rule of reservation will not be
applicable in respect of the posts of Office Assistants.

471. Service Registers.— A record of service of each Government
servant shall be maintained in accordance with Rules under Subsidiary Rule 74
(iv) framed by the Government in Part III of Annexure-II of the Fundamental
Rules. A service book in Form No.10 shall be opened for every Government
servant at his/her own cost as soon as he/she is appointed to Government
service and commences probation in that service. The Service Book will be kept
in the safe custody of the O.P./Establishment section. All entries shall be duly
made and attested by the Section Officer (Bills) of the department. Whenever an
individual is transferred, his/her service book will also be sent to the new
department.

Before the service book is transferred, the Section Officer (Bills)
concerned, shall verify the entries in the Service Book with reference to pay bills
and close the entries in the Service Book including leave accounts under proper
attestation.

In respect of Self Drawing Officers, the record of service will be
maintained by the Pay and Accounts Office, Secretariat, Chennai-9.

In respect of all temporary appointments made under Section 17(1) of the
Tamil Nadu Government Servants (Conditions of Service) Act, 2016, temporary
Service Rolls shall be opened and maintained by the concerned O.P. Section.

472. Maintenance of Service Book, Entries to be made, Annual
verifications, quinquennial attestations, etc., Procedure.—

(i) Entries to be made in a Service Book.— The following particulars of
a Government Servant's Official life shall be regularly recorded in the Service
Register and each entry verified with reference to departmental orders, pay bills,
leave accounts, etc., and attested by the Section Officer (Bills) of the
Department.—

1. Date of entry into Government service.
2. Temporary and officiating promotions of all kinds.
3. The date on which the period of probation is satisfactorily completed.
4. Increments.
5. Transfers.

6. All kinds of leave availed of.

If the Government servant is himself/herself the attesting officer,
his/her service book shall be attested by his/her immediate superior
officer.

7. The punishments, if any, as contemplated under the Tamil Nadu Civil
Services (D.&.A) Rules, imposed on a Government servant shall be noted in brief
with authority under proper attestation, copies of the orders imposing
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punishments shall be filled with the service book. "Warning" is not a punishment
under the T.N.C.S.(D.&.A.) Rules and it shall not be entered in the service book.
Any special test or examination passed by the Government servant shall be
entered in the Service Book. For doing so, the number and date of notification of
the publication containing the name of the successful candidates in the tests and
the part and page number of the Tamil Nadu Government Gazette on the Tamil
Nadu Public Service Commission Bulletin in which the notification was published
shall be furnished.

(i) Entries to be made in page 1-3 of a Service book and attestations of
the same to be done once in five years.— As soon as a Service Book is opened
the 1st, 2nd and 3rd page shall be filled in under proper attestation by the Head
of Office.

The date of birth shall be verified with reference to the entries in the
application of appointment as accepted by the Tamil Nadu Public Service
Commission and transmitted to the appointing authorities.

In the case of a Government servant whose year of birth above is known,
but not the exact date, the first date of July shall be treated as his/her date of
birth. When both the year of birth and the month of birth is known but not to the
exact date, the 16th of the month shall be treated as the date of birth.

The qualifications acquired by the Government servant shall be entered
after verifying the originals. The identification marks of the Government servant
shall be entered in page 3 of the Service Book.

As soon as the Service Book is opened and entries made in pages 1 to 3
with reference to original certificate or testimonials, it shall be shown to the
individual concerned and his/her acknowledgement (full signature) with date
shall be obtained in column (13) on page 3 of the Service Book. The entries shall
then be attested by the Head of Office. Thereafter, the attestation of the
Government servant shall be obtained in page 3 of the Service Book, once in five
years. It will enable the Government servant to file timely representation, if any,
against any wrong entries made or any omissions, and it will also avoid against
any representation for alteration of date of birth, etc., at a later date.

(iii) Annual verifications.— The Service Books of each department
should be taken up for verification in January of every year by the Bills section of
the department. The Section Officer (Bills) shall satisfy himself/herself that the
service particulars of the Government servant concerned are correctly recorded
in his/her Service Book. A certificate shall be recorded in words over his/her
signature (viz.,) "Service verified up to................... (the date normally the 31st
December of the preceding year) with reference to pay bills, acquittance rolls."

(iv) Service verifications to be done on transfer.— When a
Government servant is transferred from one department to another, the Section
Officer (Bills) of the department, where he/she was originally employed, shall
record in the Service Book under his/her signature, the result of verification of
service with reference to pay bills and acquittance rolls, in respect of the portion
(viz.,) the date up to which the Government servant was paid in that
Department. The Under Secretary to Government in charge of the O.P. Section
shall ensure that the service verification particulars up to the date of transfer
have been properly recorded in the Service Book of the Government servant
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concerned, before it is actually transferred from his/her department. Verification
of services for the remaining period shall be done in the department where the
Government servant is transferred.

(v) Maintenance of Register of Service Books.— In order to ensure
proper maintenance of Service Books in the Departments of Secretariat each
O.P. section shall maintain a Register of Service Books in the following form.—

As printed registers are available, necessary registers may be obtained
from the Director of Stationery and Printing by placing advance indents.
Separate Registers of Service Books shall be maintained in respect of each
category.

FORMAT
Register of Service Books Remarks
Name of Rank Date of Date of receipt of Date of last | If the
employee opening of | Service Book and attestation | Service
S.B. the name of the vide Form Book is sent
Officer/Department 10 under out, the
from which received. | rule of reference
subsidiary No. and
rules under | date shall
F.R.74(iv) be noted in
in Part III pencil [if it
of is
Annexure II | transferred
FR once and
for all, the
fact should
be noted in
red ink with
proper
attestation
by the
Under Secy.
(OP)].
(1) (2) (3) (4) (5) (6)

Separate pages shall be allotted to each person for whom service book is
maintained. When the Service Book is received in the Office, columns (1) to (4)
of the register may be filled up, Re-attestation of Service Book, once in five
years, shall be noted in column (5) of the Register, by entering the date of re-
attestation. When the Service Book is sent out from the O.P. section for
reference regarding promotion, etc., the date and purpose for which sent, to
whom sent and the current file in which it is sent shall be noted in column (6) in
pencil. As soon as the Service Book is returned, the pencil entries may be
erased, and the Service Book replaced in the bundle, for safe custody.
Whenever, the Service Book is finally sent to some other department or office on
transfer of the employee, the fact shall be entered in the last column of the
register, in red ink and attested by the Under Secretary (O.P.) of the
department. The Under Secretary (O.P.) shall ensure that the Annual verification
certificates with reference to Pay bills for the period ended 31st December of the
previous year, has been furnished in the Service Books of all the Government
servants working under his/her control as on 1st January of every year.
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It is also the duty of the Under Secretary (O.P.) of the department to
initiate action to show the Service Books to the Government servants under
his/her administrative control every year and to obtain their signatures in
column (8) of the Service Books, in token of having verified their service books.
A certificate to the effect that he had done so, in respect of the preceding
calendar year, shall be submitted by him/her to his/her immediate superior
officer by the end of July every year. The Head of the department concerned
shall test-check at least ten per cent of the Service Books, chosen at random, to
ensure that the Service Books of the Government servants under his/her control
are properly maintained. In the case of Government servants of foreign service,
his/her signature shall be obtained after the Audit Office had made necessary
entries regarding his/her foreign service.

(vi) Preliminary verification of Service of a Government servant
after completion of 28 years of service or 53 years of age, whichever is
earlier.— The services of a Government servant who has completed 28 years of
service or 53 years of age, whichever is earlier, are verified by the preliminary
verification. The Departmental Officers (viz.,), O.P. Section shall send the
Service Book of a Government servant to the Accountant-General with a
statement of service rendered.

The following points shall be noted while preparing the statement of
service.—

(1) the date of entry into Government service, even if it is temporary one,
as it will count for qualifying service.

(2) The following will not count for qualifying service.—

(i) Boy's service, if any (viz.), the service rendered prior to attainment of
18 years.

(ii) Extraordinary leave, if any taken without medical certificate;
(iii) Suspension period treated as substantive punishment;

(iv) All temporary break in service which have not been condoned will be
excluded while calculating the qualifying service.

(v) Over stayal of joining time not regularized (vide subsidiary Rules
under Fundamental Rule 74 (iv) contained in Annexure II, Part III of
Fundamental Rule regarding maintenance of Service Books).

473. Maintenance of Duplicate Service Registers by Government
Servants.— The Government in G.0.Ms.No.1354, Finance, dated the 30th
October 1963, have ordered that the Government servants be permitted to
maintain duplicate copy of their service registers as the maintenance of duplicate
service registers by the Government servants with reference to the copies of
orders of appointment, declaration of probation, sanction of increments, leave,
etc., may be useful in rebuilding a service register in case the original is lost,
subject to the condition that the duplicate service register will not be considered
as authentic and the Government will be bound only by the entries in the service
registers kept in the custody of the heads of offices and that the duplicate
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service registers will be made use of, only for guiding the reconstruction of a lost
service book. The Government servant will be responsible for getting entries in
the duplicate service registers authenticated by the heads of offices under whom
they work.

474. Certificate of Physical fitness, Nominations and Statements to
be filed with Service Books.— (a)(i) Production of certificate of physical
fitness.— The physical fitness certificates of approved candidates received from
the Tamil Nadu Public Service Commission shall be kept securely fastened in the
Service Books of the Government Servants concerned. Necessary entry
regarding the receipt of the Medical Certificate may also be made in the Service
Book as contemplated in the ruling under F.R.10.

(ii) In respect of the candidates recruited through Employment Exchange
and those appointed under compassionate grounds, they should be directed to
appear before a Government Medical Officer as contemplated under the
instructions under F.R.10, and obtain a certificate of physical fithess before their
services are regularized. After regularization orders are issued, the certificates
shall then be kept securely fastened to the Service Books of the Government
servant concerned after making necessary entries to that effect in the Service
Books of the individuals.

(b) Filing of Nominations with the Service Books of the
Individuals.— The nominations for General Provident Fund, Family Benefit
Fund, Special Provident Fund-cum-Gratuity and Death-cum-Retirement Gratuity
shall be obtained from all Government servants in the proper formats in
triplicate and the head of office after scrutinizing the nominations filed by the
Government servants concerned, to ensure that the same have been filed in
accordance with the various rules governing the schemes and then shall
countersign them. One set of the nominations after countersignature shall be
returned to the Government servant concerned. The second set of nominations
shall be securely stitched with the Service Book of the individual after making
necessary entries therein to the effect that valid nominations have been filed by
the Government servant and accepted by the Head of Office, in respect of the
various schemes of the individual. The third set of hominations shall be retained
in the concerned O.P. sections, under safe custody, for future reference, if any.

The Government servant can at any time revise the nominations under
those schemes, subject to the conditions laid down therein, and in the event of
receipt of revised nominations, if any, the O.P. section shall cancel the original
nominations and file the revised nominations in the Service Books of the
individuals. The fact of filing of the revised nominations shall be noted in the
Service Books.

As " Adoption' is applicable only to Government Servants to whom the
"The Hindu Adoption and Succession Act" applies, any nomination made in
respect of "Adopted son or daughter" shall be carefully scrutinized before it is
accepted. Any adoption made by an unmarried Hindu Government Servant is
also equally valid. If any doubt arises in respect of other Government servants,
the opinion of the Government Pleader may be obtained, as to whether their
personnel law approves the "adoption". The Head of the department may act as
per the advice of the Government Pleader.
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(c) Statements of assets and liabilities.— The statements of assets
and liabilities filed by Government servant at the time of opening of the Service
Book in the prescribed forms as per Government Servant Conduct Rules shall be
attached with the Service Book after making necessary entries therein in this
regard. Thereafter, the Government servant is expected to file the above
statements in the prescribed form once in five years.

475. Punishments, Suspension, etc. Entries to be made -—
Procedure — Punishments.— The penalties that may be legally imposed, the
authorities who may impose such penalties, the appeals which may be preferred
against the orders of imposition of such penalties, the authorities who can
reduce or enhance or set aside the penalties imposed either on appeal or on suo-
moto review, have been clearly laid down in the Tamil Nadu Civil Services
(D.&.A) Rules.

As soon as any one of the penalties specified under Rules 8 or 9 of the
Tamil Nadu Civil Services (D.&.A.) Rules, has been imposed by the competent
authority, for good and sufficient reason, after following the procedures laid
down in rule 17 (a) or 17(b) of the Tamil Nadu Civil Services (D.&.A.) Rules, the
concerned O.P. Section shall see that the necessary entries in red ink shall be
made in the Service Book of the concerned individual, quoting the authority
imposing such punishment. The O.P. Section shall also ensure that copies of the
statements recorded, and the oral enquiry reports etc., on the basis on which
the punishment was imposed, are communicated along with the final orders,
besides mentioning the appellate authority to whom any appeal shall lie and the
time limit for preferring such appeal. The failure to observe these technical
points will vitiate the entire proceedings.

In any statutory appeal preferred against the penalty imposed, as per
Rule 19 of the Tamil Nadu Civil Services (D.&.A.) Rules or if any, suo-moto
review has been made by the competent authorities under Rule 36 of the Tamil
Nadu Civil Services (D.&.A.) Rules, against the punishment imposed, the result
of such Appeal/Review, viz., whether the punishment imposed has been upheld
or set aside or reduced or enhanced, and if so, the same may be entered in the
Service Book of the concerned Government Servant, with proper authority.

Suspension.— A member of a service may be placed under suspension,
as per Rule 17(e)(1) of the Tamil Nadu Civil Services (Discipline and Appeal)
Rules, where,-

(i) a disciplinary proceedings against him/her is contemplated or is pending; or

(ii) a case against him/her in respect of any criminal offence is under
investigation, inquiry or trial.

(1) A Government servant who is detained in custody whether on a
criminal charge or otherwise, for a period, longer than 48 hours shall be deemed
to be under suspension.

Rules 13 and 14 (a) (1) of Tamil Nadu Civil Services (D.&.A.) Rules specify
the authorities who can order suspension of Government servants. The
Administrative Departments of Secretariat shall review such orders or
suspension with a view to check whether there is any indiscriminate exercise of
powers of ordering suspension.
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Suspension should be resorted to only as a last resort and that too in
Public interest. If the superior authorities who review the suspension cases feel
that there is no need for continued suspension of a Government Servant, they
should not hesitate to revoke the order of suspension and reinstate him/her into
service, without prejudice to the disciplinary action contemplated or initiated
against him/her.

Suspension means debarring a Government servant from exercising
his/her powers and discharging the duties during the period of suspension
remaining in force. During the period of suspension, he continues to be a
Government servant, but his/her powers and privileges are kept in abeyance.
During the period of suspension, he/she is paid a subsistence allowance, at an
amount equal to half of the pay (50 per cent) last drawn by the Government
servant, in addition to the Dearness Allowance or Additional Dearness Allowance
admissible to the half of the pay last drawn, as per F.R.53(1)(A) amended in
G.0. (Ms.) No.180, P.&.A.R. (FR.III) Department, dated 1t August 1981.

After the period of six months from the date of suspension, the
subsistence allowance may be enhanced by the competent authority not
exceeding fifty per cent of the subsistence allowance admissible during the
period of the first six months [Proviso 1 under F.R.53(1)(a)].

The circumstances under which the subsistence allowance may be reduced
has been contemplated under proviso 2 of F.R.53(1)(a).

The compensatory allowance, viz., House Rent Allowance and City
Compensatory Allowance etc., shall be paid in full, during the period of
suspension, irrespective of the subsistence allowance paid.

The order of suspension shall be issued in the standardized form,
prescribed. The last place of duty may be prescribed as headquarters of the
Government servant under suspension. However, for special reasons to be
recorded in writing, the competent authority may fix any other place as
headquarters.

The O.P. Section shall make necessary entries in the Service Book of the
concerned Government servant regarding the orders of suspension, and the
subsistence allowance paid etc., with authority. When the orders of suspension is
revoked and the Government servant is reinstated into service, the fact should
be noted in the Service Book.

When the disciplinary case, if any, is finally disposed of, the O.P. Section
should see that specific orders are issued as to how the period of suspension
should be treated.

The period of suspension, on reinstatement, shall be treated either as
duty or as the leave to which the Government servant is eligible or the period of
suspension itself may be treated as substantive punishment. Necessary entries
to this effect shall be made in the Service Book immediately.

When the period of suspension is treated as duty, the balance amount
besides the subsistence allowance already paid shall be claimed and paid to the
individual [F.R. 54-B (3)].
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When it is treated as leave to which the Government servant is eligible,
the subsistence allowance already paid may be adjusted towards leave salary. If
any amount that has been paid as subsistence allowance is in excess of the
leave salary admissible to him/her, the excess amount already paid shall be
waived by the competent authority [Ruling (4) under F.R.54].The law of
limitation will not apply in respect of payment of arrears of pay and allowances
under F.R. 54, 54 (A) and 54 (B) [Ruling 5 (ii) under F.R. 54].

If the suspension is found wholly unjustified, he/she should be paid the
full pay and allowances for the entire period of suspension, without getting any
work from him/her. Hence the power of ordering suspension shall be exercised
very carefully and with restraint and it should only be resorted to as a last resort
and that too in Public interest. The competent authorities and the Secretaries to
Government, shall ensure that the instructions contained in G.0.Ms.No.211,
Personnel and Administrative Reforms (Per. N) Department, dated 27th February
1980 read with G.0.Ms.No.245, Personnel and Administrative Reforms (Per. N)
Department, dated 17th March 1982, are scrupulously followed while reviewing
the suspension cases.

476. Review of suspension cases suo-moto — Proposals for
extension of periods of suspension/Important points to be observed by
the reviewing authorities.— While reviewing the cases of suspension suo-
moto, and while dealing with the proposals for extension of the period of
suspension, the reviewing authorities shall ensure —

(a) Whether the authority who had placed a Government servant under
suspension had recorded his/her reasoned conclusions establishing the
compelling need as to how it is in the Public interest to place the Government
servant concerned under suspension and whether there is any justification on
the reasons adduced by the competent authority, who has passed the original
order of suspension.

(b) When a proposals for the first extension of the period of suspension of
a Government servant beyond the period of three months, due to pendency of
the disciplinary proceedings instituted against him/her is received from the
competent authority, the reviewing authority shall ensure--

(i) Whether the proposals for extension of the period of suspension have
been submitted well in advance, i.e., before the expiry of the current period of
suspension.

(i) Whether the proposals for extending the period of suspension of the
Government Servant beyond the period of three months, justify the compelling
need as to how it is hecessary in the Public interest.

The reviewing authority, if fully satisfied that there is justification in the
proposals, may extend the period of suspension for a further period not
exceeding three months.

(c) When proposals for the second extension of suspension of a
Government servant beyond the six months, due to pendency of the disciplinary
action instituted against him/her, is received from the concerned Head of the
Department, the Government in the concerned Administrative Department of
Secretariat, before passing any orders on the proposals, examine:
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(i) Whether the Head of the Department had submitted his/her proposals
well in advance, i.e., before the expiry of the current period of suspension.

(ii) Whether the Head of the Department had furnished any valid reasons
to justify as to how the second extension is absolutely necessary in public
interest.

(d) When proposals for extension of the period of suspension of a
Government servant beyond the period of six months, is received from the
competent authority, due to non-finalization of the enquiry by the Directorate of
Vigilance and Anti-corruption, the reviewing authority shall ensure—

(i) Whether the proposal for extension has been submitted well in advance
(i.e.) before the expiry of the current period of suspension.

(ii) Whether he/she has justified the compelling need as to how it is in the
Public interest to extend the period of suspension beyond six months, and

(iii) Whether the Directorate of Vigilance and Anti-corruption had
specifically sought for the continued suspension of the concerned individual, and
if so, the reasons thereof.

The reviewing authority, if he/she is satisfied that there is a compelling
need, may extend the period of suspension for a further period, not exceeding
six months.

(e) When proposal for the second extension of suspension of a
Government servant, beyond the period of 12 months is received from the
concerned Head of the Department, due to non-finalization of the enquiry by the
Directorate of Vigilance and Anti-Corruption, the Government in the concerned
Administrative Department of Secretariat shall ensure —

(i) Whether the Head of the Department has submitted his/her proposals
well in advance (i.e.), before the expiry of the current period of suspension.

(i) Whether the Head of the Department has furnished valid reasons to
justify as to how the second extension of suspension is absolutely necessary in
the Public interest.

(iii) Whether the Directorate of Vigilance and Anti-Corruption has sought
for the continued suspension of the concerned individual and if so, the reasons
thereof.

The Government, in the concerned Administrative Department of
Secretariat, if satisfied, that there are valid reasons to justify the extension of
suspension in public interest, may issue orders extending beyond 12 months.

(f) Where the Government are the disciplinary authority, the case will be
reviewed by the Government and orders issued well in advance, if necessary,
extending the period of suspension beyond 8/6 months or 6/12 months, as the
case may be.
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(g) The time limits ordered above will not be applicable in case of
Government servants against whom criminal proceedings have been initiated.

477. Personal files.— (1) Introduction.— The system of maintaining
personal files on Government servants has been in vogue for several decades.
Instructions regarding various aspects of maintaining personal files such as
procedure for writing, custody and communication of adverse remarks were
issued from time-to-time.

2. Object.— Personal files are important documents relating to the
Government servants. Hence, their proper maintenance is a serious matter
inviting the special attention of all concerned. It should be maintained properly
in such a way that it should contain all information required for assessing the
character, ability, etc., of the officer while considering him/her for promotion to
higher and responsible post. The personal files should, therefore, be maintained

properly.

3. Applicability.— The Personal Files should be maintained in respect of
all officers included under the General Service and State Service (then
Gazetted). The Record sheet shall be maintained in respect of all categories,
other than those included in the General Service and State Service (then
Gazetted). Any punishment imposed on the Government Servants shall be
entered in the Record Sheet by the Head of the Office concerned.

(i) An “Annual Narrative Report” (January - December) about the
performance of the Assistant Section Officers shall be written by the Under
Secretary to Government under his/her control.

(i)  The report shall be in a narrative form and it shall cover important
aspects such as the Assistant Section Officer's punctuality, aptitude and
willingness to work on computer, capacity to note and draft and regular
attendance to office.

(iii)  This narrative report shall be counter-signed by the immediate
higher officer namely, Deputy Secretary or Joint Secretary or Additional
Secretary to Government. It shall be filed with the record sheet after obtaining
the acknowledgement of the Assistant Section Officer concerned for having seen
that report.

4. Periodicity.— The reporting officer should not normally write the
personal file unless he/she has seen the performance of the officer reported
upon for a period of at least three months during the period for which the report
relates. The personal file should be written when the reporting authority demits
office either on transfer or for other reasons, in the middle of the year.
Confidential reports need not be written by the officer after their retirement on
superannuation or in other cases after they demit office.

5. Authority for Reporting, Reviewing, Accepting and custody
of personal files.— At present, there is no comprehensive order prescribing the
authorities, who should prepare, counter-sign and maintain personal files of
Government servants. There are, however, departmental orders for these
matters although they are not uniform. There is no difficulty as far as the
"Reporting Officer", is concerned as the immediate superior officer who has an
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intimate knowledge of the work and conduct of the Government servant, has to
write the report on the person concerned.

In order to ensure that personal files are maintained correctly and up-to-
date, it has been ordered that the personal files should be scrutinized by the
Heads of Departments in the case of officers belonging to State Services and by
officers appointed by the Heads of the Department in the case of those
belonging to the subordinate services. As far as the Secretariat is concerned the
personal files of Section Officers and above, should be submitted to the
Secretaries or *Special Secretaries or Additional Secretaries as the case may be.
The above authorities should give necessary guidance to the reporting,
reviewing and accepting authorities wherever necessary. Finally, the personal
files should be sent for safe custody to the authority prescribed for that purpose.

* [Inserted vide G.0.Ms.N0.198, P & AR (A) Department, dated 03.06.2004]

Under the existing instructions, the personal files of the Heads of
Departments who do not belong to the All-India Services, should be written by
the Secretary to Government concerned and the reports should be circulated
through the Chief Secretary to Government to the concerned Minister, the Chief
Minister and the Governor. In respect of second level officers under Heads of
Departments, the reports should be written by the Heads of Departments
concerned and should be submitted to the Secretary to Government concerned
for counter-signature.

6. Method of writing personal files.— Reporting Officers should apply
their minds to the task of writing up personal files and endeavour to give as
complete a picture as possible of the officer reported upon, both his/her good
points and his/her short comings being fully dealt with clearly to enable a correct
estimate to be formed of the character, ability and special qualities, if any, of the
officer concerned. When a critical opinion or adverse remarks regarding the
personal character or conduct or honesty of an officer is recorded, reasons
should be given as far as possible. Similarly, an assessment that an officer is
unfit for a particular rank, should indicate the reason for it and if possible, the
statement of facts in support of the view held should be given and should not be
found on general impressions only. If the reviewing and accepting authority
disagrees with any entry made by the reporting officer, it is his/her duty to
record his/her own views. If he/she fails to do so, he/she would normally be
stopped from urging anything against the entry at a later stage. Thus, the
reviewing and accepting authorities should, at the earliest opportunity, state
his/her own views on any entry with which he/she disagrees.

7. Method of reporting upon the integrity of the officer.— Reporting
Officer has to be definite and precise in writing his/her remarks on the integrity
of an officer. In cases, where the Reporting Officer is not in a position to make a
positive report about the integrity of an Officer reported on, he/she should leave
the column blank and submit a secret report stating his/her reasons to doubt the
integrity of the Officer reported upon. The reviewing and accepting authorities,
who receive such secret reports, should take suitable steps to find out, by means
of discrete enquiries, if possible, the correctness or otherwise of the reports.
Further action to be taken, should also be indicated by the scrutinizing authority
on the basis of his/her findings in the matter.
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8. Open system.— Based on objections that there was scope for superior
officers motivated by personal prejudices, etc., for writing unfounded remarks,
the system of writing confidential reports was given up in 1970 and the open
system of maintaining personal files are shown to the officers concerned once in
a year and acknowledgment obtained from them in token of having seen the
reports in their personal files. For all other Government servants, who come
under Group 'C' and 'D' classifications, the personal file system was abolished
from 1st March 1972 and in its place, a Record Sheet system was substituted, in
which only punishments, if any, imposed were recorded. The guidelines to be
followed for writing Confidential Reports in respect of Group ‘A’ and ‘B’ Officers
and the format to be adapted for writing the confidential reports are given in the
Appendix XXXIII.

9. Communication of adverse remarks.— (1) All adverse entries made
in the personal files of Government servants by reporting officers are to be
confirmed by scrutinizing officers and normally communicated to the
Government servants concerned. The decision not to communicate any such
remarks, should be taken only by the scrutinizing officers after recording a
specific orders to that effect in the personal files.

(2) Adverse remarks relating to a period of three years or more prior to
the date when the matter is noticed or brought to notice and which were not
communicated at all to the officer concerned will wholly be ignored, in the
context of his/her promotion, confirmation or selection. They need not be
communicated at all, at that later stage.

(3) Adverse remarks over one year old (i.e.), from the date of acceptance
by the scrutinizing officer but less than three years old need not be
communicated, if the latter officer (after consulting the present reporting officer,
if need be) considers that the defects no longer exist. In that case, he/she may
record a note to that effect in the personal file under intimation to his/her next
superior official so that the latter may take any further action if necessary.

(4) Omitted.

(5) Representations for expunging or modifying adverse remarks should
be submitted within three months from the date of receipt of the remarks.
Belated representations are liable to be rejected summarily.

(6) A duplicate copy of the memorandum of communication of adverse
remarks with acknowledgment endorsed thereon, should be kept in the personal
files of the individual concerned.

(7) Authority to whom representation for expunging or modifying
adverse remarks should be made.— If the officer on whom the Confidential
Report is written, is not satisfied with the grading awarded to him/her or for any
adverse remarks made against him/her by the reporting officer, may within a
period of three months, represent to the appropriate authority against the
grading awarded / adverse remarks made and the decision taken thereon shall
be communicated to the officer on whom it was written.

Representation for expunging or modifying adverse remarks should be
submitted within three months from the date of receipt of the remarks by the
officer reported upon. Belated representations are likely to be summarily
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rejected. Such representations should be finally disposed off within six months of
their receipt. If the remarks have to be ignored due to delay in disposal of
representations or due to delay in communication, then separate orders should
be issued to the officers concerned to the effect that the adverse remarks should
be ignored for proposes of promotion, confirmation, etc., or the defect noticed
should not be held against the officers concerned. A copy of the order should be
added to the personal file of the officer concerned with suitable endorsement in
the relevant place. The above procedure will apply only to first representation.
Further, representations in the matter will be considered and disposed off as
petitions.

It is enough, if a copy of the final orders against adverse remarks issued
is added to the Personal File. It is not necessary to add the entire representation
given for expunging the adverse remarks.

Time limit for offering remarks by the Reporting/Reviewing/
Accepting Authorities.— A time limit of one month for offering remarks by the
Reporting/Reviewing/Accepting authorities on the representations made by the
officials against whom adverse remarks were written by them. Failure to offer
their remarks within the above time limit will be viewed seriously and he/she will
be held liable for disciplinary action.

10. Entries to be made and not to be made in the Personal Files.—
Mere mention of any punishment in the Personal File will not present a true
perspective for a proper appreciation of the officer's record of service. Full
details leading to such an entry should be available in the Personal File. A copy
of the order awarding a punishment should invariably be kept in the Personal
File of the officer concerned. If the order is reversed or modified on Appeal or
Revision, a copy of such subsequent orders should also be kept in the Personal
File.

As '‘Warning’ is not a punishment under rule 8 of the Tamil Nadu Civil
Services (Discipline and Appeal) Rules, it should not be recorded in the Personal
Files or Record Sheets.

The following types of Letters of Appreciation or Notes of Commendation
issued to the officers should be placed on their Personal Files.—

(i) Letters of Appreciation issued by Government or Secretary or Head of
the Department in respect of any outstanding work done by a member of the
service;

(ii) Letters of Appreciation issued by special Bodies or Commission or
committees, or excepts of reports of such bodies expressing appreciation for a
member of the service by name; and

(iii) Letters of appreciation from individual non-officials or from individual
officials (other than a Secretary or Head of Department) if confined expressing
appreciation of service rendered by the member of the service far beyond the
normal call of duty, provided the Secretary or the Head of Department so
directs.
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11. Preservation of Personal Files.— The following procedure should
be followed in regard to preservation of personal files relating to the officers and
subordinates in all departments.—

(i) The personal files of all Government servants including Group 'C'
Government servants in service should be preserved so that the entries made
therein may be referred to in cases where reference to entries made in the past
is necessary. The personal files should not be destroyed so long as they are in
service;

(i) The personal files of all Government servants including Group 'C'
Government officials should be retained for one year from the date of their
retirement, resignation, removal or dismissal from service;

(iii) The personal files of all deceased Government servants including
Group 'C' Government servants should be retained for one year from the date of
their death; and

(iv) Heads of Departments and officers may, however, preserve such
records for longer periods if necessary.

12. Watching movement of personal files.— A register should be
maintained to record the movement of personal files of Government servants.
Every custodian officer shall maintain a register in the form given below. The
register will merely show date wise particulars of personal files which are either
received by the custodian officer (and thereafter kept in his/her custody) or
despatched by him/her to other officer and thereafter will not be in his/her
custody. The entries will be made consecutively irrespective of the status of the
official. The entries will be ringed off as soon as the personal file has been kept
by the custodian officer in the proper place or acknowledgment from recipient
officer has been received and filed in the correspondence file. There is no need
for maintaining separate registers for each category of officials. The personal
files of all categories of officials may be entered in a single register.

The personal files of each category of official may be kept in a separate
bundle at the top of which, a list may be placed showing in alphabetical order
the names of the officers whose personal files are in the bundle. If sufficient
space is left between entries, additions may be made in the list as and when
necessary. Name should be struck off from the list in cases where the personal
files are finally sent to the other officers for custody.

FORM OF REGISTER

Serial Name of Designation Whether From Current Remarks
No.& the received or whom number
Date Officer despatched or to in which
whom dealt
with
(1) (2) (3) (4) (5) (6) (7)

13. In order to know at a glance, the full personal data of a Government
servant from a perusal of his/her personal file, the first page of the personal file
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should have a fly-leaf containing the following personal data in appropriate side
headings: —

1. Name
2. Educational and Technical Qualifications

3. Whether he/she belongs to Scheduled
Caste, Scheduled Tribe or Backward Class
(in the case of those who do not belong to
Scheduled Caste, Scheduled Tribe or
Backward Class, the answer to this column
will be No)

4. Date of Birth

5. Native District

Where a Government servant himself/herself supplies a passport size of
his/her photograph at his/her own cost, it will be affixed to the inner side of the
front cover of his/her personal file.

14. The Record Sheet should be opened for all the Group ‘B’ and 'C'
Government servants employed in the Secretariat, except for Basic servants.
The Record Sheets should be maintained by the officers who have been
designated as custodian of personal files. Entries in the Record Sheets should be
made whenever punishments are awarded to the Group ‘B’ and 'C' Government
servants and also any 'commendations' received by them. Copies of the orders
awarding punishments need not be placed in the Record Sheet. Further, the
Record Sheet should be closed once in a year at the end of March. A certificate
should be recorded in the Record Sheet by the custodian to the effect that all
punishments awarded during the preceding year have been duly noted in the
Record Sheet. If no punishment was awarded during a year, a 'Nil' entry should
be recorded. The Record Sheet of a person should contain all the punishments
awarded even earlier to the introduction of Record Sheets. In the case of Group
'D' servants, 'defaulter sheets' are maintained.

478. Regulation of Services and completion of probation.— In
G.0.Ms.No.57, Public (Services) Department, dated 8th January 1962,
instructions were issued for avoidance of delay in the declaration of probation
and for providing automatic completion of probation in cases where orders of
declaration of probation were not issued within six months from the date of
completion.

It was also ordered that subject to certain conditions, no delay in passing
order of completion of probation should be permitted. A Government servant
commences his/her probation only from the date of his/her regular appointment.
The regularization of service is an important item of work and this should not be
delayed.

The intention in prescribing a period of probation is to enable the
appointing authority to watch the work and conduct of the official, provide,
necessary training and other help and finally assess his/her suitability for full
membership of the service, class or category for which he/she is selected, in



209

actual practice, some inordinate delays are noticed in passing the order of
declaration of probation, causing avoidable inconvenience to and dissatisfaction
among the staff. It has been, therefore, ordered that in the absence of an order
within six months, an automatic declaration of probation should be done in such
cases.

In G.0.Ms.No0.196, Personnel and Administrative Reforms (Per.M)
Department, dated 3rd March 1981, the Government have ordered that the
maximum period up to which the probation of a Government servant may be
extended so as to enable him/her to acquire the test qualification, be fixed as
five years. If he does not acquire the test qualification even within the above
said extended period of probation, he/she should be reverted and the qualified
and eligible juniors should be considered for promotion. If such a person has
been appointed by direct recruitment and has not acquired the test qualification
within the extended period of probation, his/her probation should be terminated.
The Guidelines prescribed in Section 32(2) of the Tamil Nadu Government
Servants (Conditions of Service) Act, 2016 shall be scrupulously followed.

479. Probation Register — Maintenance of — Procedure.— A register
of all probationers should be maintained in the O.P. section in the prescribed
form. As soon as the service of a member of an establishment is regularized,
entries should be made in the probation register, indicating the date of
commencement of probation and the date on which the period of probation will
normally be completed. Any requirement regarding passing of tests as part of
probation should also be entered and it should be watched whether the
incumbent has passed the required test. Action should be initiated to declare the
satisfactory completion of the probation immediately after the expiry of the
period of probation, subject, of course, to the incumbent having rendered
satisfactory service and passing the required test, if any. While checking the
probation register, the Head of the Office has to ensure that proposals for the
declaration of satisfactory completion of probation are not delayed.

Where the work of the incumbent is not found to be satisfactory, notice
should be issued to him/her quoting instances of bad work and he has to be
called upon to show cause against extension of probation or termination of
probation. Failure to pass prescribed tests will also attract taking similar action
to extend the probation.

This register should be checked every month by the Under Secretary to
Government in charge of Office Procedure section and remarks left in a Running
note file.

Register of Probationers.
1. Service
Category
2. Name of Probationer

3. Date of appointment to Service, Class
or Category.

4. Period of Probation prescribed ce e years on duty within a
continuous period of ........ years.
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5. Probable date of completion of

probation
6. Tests, if any to be passed during . Test Date of Particulars of the
probation Passing Notification

regarding passing

7. Period of service in such class or
category or in the higher category
which counts for probation in the
category in question.

Name of Post held From To Period acted Running
Office Y.M.D. total
Y.M.D.
(1) (2) (3) (4) (5) (6)

8. Particulars of orders passed regarding
completion of probation

9. *Particulars of orders passed regarding
confirmation ordered at the entry point
in service.

* Amended vide G.0.Ms.No.369, P & AR (A) Department, dated 06.12.1995.

480. Probation sheet.— As soon as a person is regularly appointed to a
post, a probation sheet (in form given below) should be opened and entries
made in columns 1 to 6 by the appointing authority. If the probationer is
transferred to another office, the appointing authority shall forward the
probation sheet along with the Last Pay Certificate and the Service Book to the
Department to which the probationer is transferred. As soon as the probationer
successfully completes the period of probation, the Head of Office, where the
individual completes the probation period, shall send the completed probation
sheet along with the Service Book of the individual to the appointing authority
with his/her report, for issue of orders declaring his/her probation.

Probation Sheet
1. Service
Category
2. Name of Probationer

3. Date of appointment to Service, Class
or Category.

4. Period of Probation prescribed Ce e years on duty within a
continuous period of ........ years.

5. Probable date of completion of
probation

6. Tests, if any, to be passed during
probation
Signature of Appointing Authority.
Designation.
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7. Tests passed

Test Particulars of the Notifications regarding

passing.

Date of Passing

8. Period of service in such class or
category or in the higher category

which counts for probation in the
category in question.
Name of Post held From To Period acted Running total
Office Y.M.D. Y.M.D.
(1) (2) (3) (4) (5) (6)

481. Maintenance of Increment Register.— (1) As per the first
proviso to Fundamental Rules 26(a), the increments of all Government servants
which fall due in a quarter, have to be sanctioned on the commencement of the
quarter concerned (i.e.) 1%t January or 1%t April or 1%t July or 1%t October, as the
case may be. As per Fundamental Rule 24, an increment shall ordinarily be
drawn as a matter of course, unless it is withheld by the authority competent to
order the punishment under the Tamil Nadu Civil Services (Discipline & Appeal)
Rules. At the same time, as per ruling (6) under Fundamental Rule 24, mere
pendency of charges against a Government Servant is not a bar for sanctioning
increment due to him/her. Hence, the increments which are due to a
Government Servant have to be sanctioned to him/her without any delay on the
due date concerned.

(2) As a checking measure to see that all the Government servants whose
increments due on a particular day have been sanctioned on the due date
concerned and to avoid any complaints in this regard, an Increment Register
shall be maintained by every increment sanctioning authority in respect of each
category in the form prescribed below:—

Increment Register

Sl. Name & Pay Present Date Date of Pay + Reference | Remarks
No | Designation of | Band pay from next Grade No. and
the and drawn which | increment | Pay after date of *x
Government Grade present increment | sanction
Servant Pay in pay is order
which drawn
his/her
pay
has
been
fixed
1. 2. 3. 4, 5. 6. 7. 8. 9.

**[The cases where the increments are not sanctioned on the due date
mentioned in Col.6 for the reasons of punishment / Earned Leave Without
Allowances without Medical Certificate etc. may be indicated and the actual date
on which increment has to be sanctioned may also be indicated here].
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3. (i) The Increment Register will also serve as a reminder for sanctioning
increments to the incumbents on the due date. The Increment Register shall be
written in four parts, to showing the names of all those persons who are drawing
increments on the four quarters concerned, i.e., 1stJanuary or 1t April or 1%t July
or 15t October of a year. The Increment Register shall be prepared on the first
day of every calendar year, with reference to the pay roll prepared by the
Section concerned and the names of all the staff of the Department concerned
except self-drawing officers, have to be entered in the Register at the
appropriate quarter. As and when new names are entered or deleted in the
payroll, necessary entries have also to be updated in the Increment Register.

(i) The authorities competent to sanction the annual increments shall
ensure that the conditions laid down under Fundamental Rules 24 and 26 and
the rulings there-under, as the case may be, are fulfilled before sanctioning the
increment on the due date.

(iii) The Increment Register shall be submitted to the increment
sanctioning authorities concerned by the establishment Sections, on the 25t of
January/April/July/October of every year with run on note file, certifying that
“the increments were sanctioned to all the staff of this department, whose
increment falls due on the 1%t Jan/April/July/Oct, ......... (Year)”, for information
and check and they shall ensure that the increments due to the staff members
are sanctioned without delay.”

481-A. Register of Caste / Community details of personnel.— A
separate register namely, ‘Register of Caste / Community details of
personnel’ shall be maintained in the Office Procedure Sections of the
Departments of Secretariat in the form prescribed below with a complete list of
members of service under various posts in each service in each Office /
Department as on 1t January of every year.
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All the Departments of Secretariat shall send a periodical report
comprising the contents of the Register to the Tamil Nadu Backward Classes
Commission on a consolidated basis as on 1%t January of every vyear,
commencing from the current year. In respect of personnel for whom the caste /
tribe / community certificate cannot be issued, self-declaration or such other
caste record may be relied upon.
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482. Temporary Establishment Register.— A Temporary
Establishment Register shall be maintained in each Office Procedure Section of
the Departments of Secretariat in the following form, prescribed in
G.0.Ms.No0.302, Finance, dated the 21st March 1962.—

Sl.  G.O.Ms.No. Name of Description Period of sanction  Date on Number and  Remarks
No. and C.No Office/ of staff From To which further date of file in
Department  sanctioned action to be which further
taken for action taken

continuance

(1) (2) (3) (4) (5) (7) (8) (9)

The particulars of temporary establishment sanctioned for the
Department, viz. the G.O. No. and date, the temporary staff sanctioned with
scales of pay together with the period of sanction should be entered in the
Register. In cases where there is necessity for continuing the staff beyond the
period of sanction, the Office Procedure Section shall initiate action to send
necessary proposals in consultation with the section concerned, at least two
months in advance to the Personnel and Administrative Reforms (G) Department
and the Finance Department, for sanction of further continuance.

The temporary Establishment register should be checked in once a month
by the Under Secretary (OP) and remarks recorded in a running note file.

483. *Appointment to substantive capacity.— Register of substantive
appointment — Maintenance of.—

Subject to the provisions of Section 12 and Section 40(1) of the Tamil
Nadu Government Servants (Conditions of Service) Act, 2016, an approved
probationer shall be appointed to be a full member of the service in the class or
category for which he/she was selected at the earliest possible opportunity in
any substantive vacancy, which may exist or arise in the permanent cadres of
such class or category and if such vacancy existed from a date previous to the
issue of the order of appointment, he/she may be so appointed with
retrospective effect from the date, or as the case may be, from any subsequent
date from which he/she was continuously on duty as a member of the service in
such class or category or in a higher class or category:

Provided that where more than one approved probationer is available for
appointment as full member, the senior most approved probationer shall be
appointed.

Explanation.— For the purposes of this sub-rule an approved probationer
who has been on leave during the period of his/her probation or after such
period shall be deemed to be on duty as a member of the service in the class or
category concerned, if he/she would have been on duty in such class or category
in @ higher class or category but for his/her absence on leave.

Where appointment to any service, class or category is according to the
Act/Rules, normally, both by direct recruitment and by transfer, vacancies
against which persons have been recruited direct, shall be regarded as a distinct
group while all the other vacancies shall be regarded as another distinct group,
and appointment of full members in accordance with Section 40(1) of the Tamil
Nadu Government Servants (Conditions of Service) Act, 2016 shall be made
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separately in each of these groups. No person shall at the same time, be a full
member of more than one service.

A full member of a service, who is appointed to be a full member of
another service, shall cease to be a permanent member of the former service.

*(In Paragraph 483, the sub para 6 prescribing a Register of substantive
Appointments, the Note there under from (a) to (c) and Sub-Paragraphs 7 and 8
deleted vide G.0.Ms.No.369, P&AR (A) Dept., dt.6.12.95)

484. Advancement to Selection Grade/Special Grade Posts in
various services under Heads of Departments/Departments of
Secretariat —Revised Guidelines to be followed with effect from the 10th
June 1985 —Procedure.—

(i) For advancement to Selection Grade/Special Grade, all employees, who
have put in 10/20 years of satisfactory service and who satisfy all the
qualifications prescribed under the Special Rules/Adhoc Rules prescribed for
promotion to the higher post shall be eligible.

(ii) All other normal criteria for promotion to a higher post, viz., seniority,
good or satisfactory record of service, the nature of punishment imposed on the
employee and the lapses for which the punishments were imposed, the
pendency of charges or disciplinary proceedings or enquiry by Director of
Vigilance and Anti-Corruption, qualifications/tests prescribed under the Special
Rules/Adhoc Rules for the higher posts, etc., should be followed while moving
the employees to the Selection Grade/Special Grade.

(iii) (a) For the purpose of advancement to Selection Grade/Special Grade,
a panel of all eligible employees, who will be completing ten years/twenty years
of service between 1st January to 31st December in a year, shall be prepared
before the 15th December of the preceding year and got approved by the
appointing authority, in accordance with the guidelines in sub-paragraphs (i) and
(ii) above. The actual orders of appointment to Selection Grade/Special Grade of
the employees concerned shall be issued immediately, after the date on which
the individuals complete 10/20 years of service.

(b) If an employee, who, at the time of preparation of panel does not
possess the qualification required but subsequently acquires the qualification
before the actual date of completion of 10/20 years of service, the appointing
authority shall have the power to include his/her name in the panel and move
him/her to the Selection Grade/Special Grade.

(c) Punishment suffered in between the period of approval of panel and
advancement to Selection/Special Grade may be taken due note of by the
appointing authorities before actual issue of orders, moving the persons to the
Selection Grade/Special Grade.

(iv) A copy of the approved panel of names for advancement to Selection
Grade/Special Grade shall be communicated to the employees whose names
were considered (including those whose names have not been included in the
panel) within a month from the date of the approval of the panel. The person
who has not been included in the panel shall be entitled to prefer an appeal to
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the next higher authority, within two months from the date of receipt of the
communication of the panel;

(v) The cases of persons whose names have not been included in the
panel, shall be reviewed, while preparing subsequent panels;

(vi) The services rendered in a lower post on other duty should not be
taken into account as qualifying service in the higher post for advancement to
Selection Grade/Special Grade. The services rendered in an equivalent or higher
post on other duty alone should be taken into account for advancement to
Selection/Special Grade, to the extent he/she should have acted in his/her
original post in the parent Department but for his/her deputation.

(vii) In respect of posts for which the Government is not the appointing
authority, the required number of Selection/Special Grade posts can be created
and filled up by the appointing authorities themselves keeping in abeyance an
equal number of Ordinary/Selection Grade posts. They should, however, send
details of posts so created to the Heads of Departments/Secretariat, immediately
after the posts are so created. In respect of posts for which the Government is
the appointing authority, the Heads of Department concerned can create the
required number of Selection Grade posts and sanction advancement of
employees to them. The Heads of the Departments should similarly send the
details of posts so created to Government in the administrative departments
concerned.

(viii) A senior person in the Ordinary/Selection Category will also be
appointed to the Selection/Special Category with effect from the date on which
his/her junior is appointed to the Selection/Special Category even though the
senior might not have actually put in the required 10/20 years of service.
However, in respect of cases, where junior moves to Selection Grade due to
retrospective regularization from a date earlier than the date of regularization of
their seniors, the seniors should be appointed to Selection/Special Grade only
after they have completed 10/20 years of service.

(ix) In respect of the cases referred to in item (viii) above the
clarifications and guidelines issued in G.0.Ms.No.898, Personnel and
Administrative Reforms, dated the 23rd September 1983, as modified in
Government Letter No0.13841/84-6, Personnel and Administrative Reforms
Department, dated 2nd November 1984 shall be scrupulously followed.

(X) The period of ten years in a post will be reckoned from the date of
regular appointment but will exclude periods of reversion. Leave other than
extraordinary leave without allowances without medical certificate should be
taken into account while calculating the 10/20 years period.

(xi) These instructions/guidelines contained in sub-paragraphs (i), (ii) and
(iii)(b) and (c) will not apply to categories for which there are no promotional
posts.

The above guidelines issued will take effect from the 10th June 1985 (i.e.,
date of the G.0O. Ms.No.555, Finance (P.C.), dated 10th June 1985) Orders
already issued, if any, in respect of cases which have arisen for movement to
Selection Grade/Special Grade on or after the 10th June 1985 should be
reviewed in the light of the fresh guidelines now issued.
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The schemes of advancement to higher post under Flexible
Complementing Scheme shall continue without any change and cases which
have arisen after the 1st October 1984 shall continue to be processed with
reference to the guidelines already issued in G.0.Ms.No.487, Personnel and
Administrative Reforms (Per.M), dated the 18th March 1979 and the subsequent
instructions thereon. [Authority.— G.0.Ms.No.68, P.&.A.R. (Per.M), dated the
23rd January 1986 read with Government Letter No.20159/Per.S5/86-3, P.&.A.R.
(Per.S), dated 16th February 1987].

The Office Procedure Section of the concerned Department of Secretariat
shall prepare the individual check slips for preparation of panel for advancement
to Selection Grade in respect of the categories under One Unit Scheme in
Annexure II furnished as Appendix XXV of S.0.M. and consult the section dealing
with One Unit Scheme who will consider the claims in Annexure I furnished as
Appendix XXV of S.0.M. in respect of particular category and publish the
approved list of persons who are eligible for movement to Selection
Grade/Special Grade during the year.

In respect of the categories outside the One Unit Scheme, the concerned
Office Procedure Section shall prepare and publish the panels as detailed above.

Movement to Selection Grade/Special Grade — Further
clarifications.— (i) A Government servant whose name has not been included
in a previous panel on account of his/her not possessing the requisite
qualifications at the time of preparation of panel but included subsequently on
acquiring the said qualifications can be moved to Selection Grade with effect
from the date on which such persons acquire the qualifications.

(i) An employee, whose name has not been included in the panel even
after completing 10 years of service because of pendency of charges and
subsequently fully exonerated of all charges, can be moved to Selection Grade
from the date on which he/she completes 10 years of service.

(iii) Movement to Selection Grade or Special Grade of the persons
imposed with punishments including withholding of increment with or without
cumulative effect should be considered in the year of completion of punishment
only (i.e) the next day after completion of currency of punishment;

(iv) Consequent to the revised pay scales, implemented with effect from
01.01.2006, no separate scales of pay have been prescribed for Selection Grade
or Special Grade posts. Hence, the concession of counting the services rendered
in Selection Grade or Special Grade of the lower post for awarding Selection
Grade or Special Grade in the promotional post cannot be made applicable with
effect from 01.06.20009.

(v) In the case of Government servants who have not acquired the
prescribed qualifications for promotion including that of test qualifications, if any
and in whose favour rules have been relaxed, shall be moved on completion of
10 years of service to Selection Grade, only from the date of relaxation. Their
pay in the Selection Grade post shall, however, be fixed in the normal course
with reference to the pay drawn prior to such appointment and subsequent
increment will be regulated after they have put in the required qualifying service
of one year for the increment.
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[Government Letter No.61783/Per.S/86-1, P & AR (Per.S), dated 20% April 1987]

(vi) The service in the Selection Grade of the lower post shall be counted
for the Selection Grade in the promoted post subject to the condition that (i) the
scales of pay of the Selection Grade post of the lower post is identical to the
ordinary grade of the higher post, and (ii) that the concession is limited to only
once in the service period. In the case of posts with different grades, one who
has put in 10 years or more of service in the lower post (e.g. Grade II) shall be
advanced to the next higher post (i.e. Grade I) under the scheme of Flexible
Complementing and one with a Service of 20 years or more, be advanced to
Selection Grade of the higher post (i.e. Grade I) wherever it has already been
provided. These orders shall take notional effect from 1st October 1984 for the
purpose of fixation of pay with monetary benefit from 1st April 1986.

The Check-Slips prescribed in Government Letter No.119291/Per.S/86-1,
P.&.A.R. (Per.S), dated the 3rd September 1986 as given in Appendix XXV may
be made use of.

485. Various Classifications of Pensionary benefits available to the
Government servants.— They are:

(1) Retiring Pension (Voluntary and Compulsory).
(2) Invalid Pension.

(3) Compensation Pension.

(1) by the Reporting Authority/ Reviewing Authority/Accepting
Authority — (A) Voluntary retirement.— (i) A Government servant after
completing 25 years of qualifying service or 50 years of age, may retire
voluntarily after giving to the appointing authority a notice in writing at least
three months before the date on which he/she wishes to retire. However, he/she
cannot withdraw such notice subsequently except with the specific approval of
that authority and the withdrawal should be before the date from which he/she
originally wanted to retire.

(i) Under F.R. 56 (3) (a) and (b) (i), the Government employees even
after completing only 20 years of qualifying service may retire voluntarily with
pensionary benefits. In such cases, a Government servant retiring voluntarily
with effect from 18th December 1987 under Rule 56 (3) (a) or (b) (i) of
Fundamental Rules, with or without permission, shall be given a weight- age not
exceeding five years, subject to the condition that the total qualifying service
rendered by the Government servant does not in any case exceed 33 years and
it does not take him/her beyond the date of superannuation. The weight-age of
5 years shall not be admissible in case of such Government servants, who are
compulsorily retired by the Government in Public interest.

[G.0.Ms.No0.1108, P & AR (FR.III) Department, dated 18t December 1987].

The three months notice period is to be reckoned from the date of its
receipt in the office of the immediate superior if he/she has to address the
appointing authority, through proper channel or the date of receipt in the Office
of the Appointing Authority.
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[Government Letter No.748001/79-2, P & AR (FR.I) Department, dated 03.11.1979]

(B) Compulsory Retirement.— (Rules 42 and 39, T.N.P.R., 1978).— (i)
Similarly, the Appointing Authority can order compulsory retirement of a
Government servant in Public interest after giving three months notice or three
months pay in lieu of such notice at any time after the Government servant has
attained the age of fifty years or fifty-five years in the case of Basic servant, as
the case may be, or after he/she has completed thirty years of qualifying service
[F.R.56(2)]

(ii) In such cases, when the Government servant has been compulsorily
retired from service as a penalty he/she may be granted by the authority
competent to impose such penalty, pension or gratuity or both, at a rate not less
than 2/3™ of normal pensionary benefits due to him/her if he/she retired
normally on that date of compulsory retirement.

(2) Invalid pension (Rule 36 T.N.P.R. 1978).— This is granted to a
person who by physical or mental infirmity, is permanently incapacitated for the
Public Service.

The date of effect of retirement will be the date of Medical Certificate, if
the Government servant was on duty or the date on which he/she will return to
duty, if he/she was on leave during the period when Medical Certificate was
granted.

If the infirmity is curable and the Government servant refuses to get
cured by operation or otherwise, no pension or gratuity need be admitted, if the
competent authority decides so on merits.

If the medical authority recommends a less laborious work than the one
which he/she is presently involved, then the Government servant may be
appointed to that less laborious work on a lower pay and if he/she does not
accept that post, he/she can be granted pension.

(3) Compensation Pension (Rule 38, T.N.P.R. 1978).— This is granted
to a person who is discharged from service after giving three months notice
owing to the abolition of a permanent post, if the Government servant refuses to
accept another appointment on such pay as may be offered.

No compensation pension is payable for the period in respect of which
he/she receives pay and allowances in lieu of notice.

Exemption of Pension from attachment.— No pension granted or
continued by Government on political considerations, or on account of past
services or present infirmities or as a compassionate allowance, and no money
due or to become due on account of any such pension or allowance; shall be
liable to seizure, attachment or sequestration by process of any Court in British
India, at the instance of creditor, for any demand against the pensionary, or in
satisfaction of a decree or order of any such Court.

This section applies in British India also to pensions granted or continued,
after its separation of Burma from India, by the Government of Burma.
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(Vide extract of Act No.11 of the Pensions Act, 1871 — IV Miscellaneous)

486. Preparation of Pension Papers — Role of the Office
Procedure/Establishment Section — Duties and Procedure.— (i) Advance
action to be taken— It is the duty of the Office Procedure/Establishment section
to prepare once in six months .i.e., on 1st January and 1st July, a list of
Government servants both Self-Drawing as well as non-Self-Drawing Officers
due to retire on superannuation during the next 18 months and shall obtain the
following documents from the Government servants due to retire.—

(1) Formal Application form in Form 5 (Copy appended) (Appendix XXVI).
(2) Two specimen signatures duly attested.

(3) Two copies of the passport size photographs of the Government
servants.

(4) List of family members with the date of birth in Form 3 (Copy
appended) (Appendix XXVII).

(5) Two slips each showing particulars of height and identification.
(6) Surety bond in Form 9.

(7) Nomination for D.C.R.G. in Form 1 (Appendix XXIX) if it has not
already been available in Service Book.

The Head of the Department shall send the above documents along with
the Service Book duly verified and ensure against any omission in service
verification entries along with a pension calculation sheet in the following form
as detailed below.—

(ii) Pension Proposals — Revised Procedure.— The pension sanctions
authorities should prepare the Pension calculation sheet of the retiring
Government servant in triplicate as in the proforma annexed, certify the sheet at
the bottom and pass it on to the audit officer (along with the pension case), who
will prepare an additional Fourth Copy as his/her office copy.

The audit officer while issuing the authorization, forward one certified
copy of the calculation sheet prepared by the pension sanctioning authorities and
accepted by the Audit to each of the following.—

(i) to the pensioner along with the pensioners' half of Pension Payment
Order:

(ii) to the Pension Disbursing Officer; and
(iii) to the Head of the Department.
The Head of the Department, on receipt of the calculation sheet from the

Audit Officer should keep it in safe custody after making necessary entries in a
register to be maintained for the purpose with proper index.
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The above revised procedure shall be effective from 31st May 1986 and
that the cases of retirement/deaths (while in service) arising on or after 31st
May 1986 shall be covered by this revised procedure.

[Vide G.0.Ms.N0.388, Finance (Pen.), dated 13th May 1986].

(iii) Dispensing with the issue of administrative sanction and
revised procedure to furnish certificate of No disciplinary case is
pending for the grant of Pensionary benefits.— The procedure of issue of
administrative sanction by the competent authorities for the grant of pensionary
benefits (viz.), Pension, Family Pension, Death-cum-Retirement Gratuity and
commutation of pension had been dispensed with. The determination of pension
will hereafter be merely a matter of calculation in accordance with the rules and
the pension papers may be straightaway submitted to the Accountant-General
by the Head of Office/Head of the Department concerned.

However, the issue of administrative sanction for the grant of pensionary
benefits is necessary in the following cases.—

(i) Sanction of commutation of pension in cases where reference to
Medical Board is necessary.

(ii) Sanction of Provisional Pension/Death-cum-Retirement Gratuity by the
departmental officer.

(iii) Sanction of Family Pension/Death-cum-Retirement Gratuity to the
family of employees whose whereabouts are not known.

Consequent on the dispensing with the issue of administrative sanction for
the grant of pensionary benefits, the Head of Office/Head of the Department
concerned should send, 'No disciplinary case certificate' to the Accountant-
General one month before retirement. If there is any disciplinary case pending
against the employee, it shall also be intimated to the Accountant-General one
month before retirement.

[G.0.Ms.No.728, Finance (Pension) Department, dated 17" August 1987.]

(iv) Grant of Family Pension to eligible family members of
employees whose whereabouts are not known.— (i) When an employee
disappears leaving his/her family, the family can be paid in the first instance the
amount of salary due, leave encashment due and the amount of General
Provident Fund, having regard to the nomination made by the employee.

(ii) After the lapse of a period of two years, other benefits both Death-
cum-Retirement Gratuity/Family Pension may also be granted to the family.

The above benefits may be sanctioned by the administrative departments
of Secretariat after observing the following formalities.—

(i) The family must lodge a report with the concerned Police Station and
obtain a report that the employee has not been traced after all efforts has been
made by the Police.
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(ii) An Indemnity Bond should be taken from the nominee/dependents of
the employees that all payments will be adjusted against the payments due to
the employee in case he/she appears on the scene and makes any claim.

These orders shall take effect from the 22" January 1991.
[G.0.Ms.No.541, Finance (Pension) Department, dated 5% July1995.]

487. The main points to be kept in mind by the Office
Procedure/Establishment section while processing the pension
proposals.— (i) All Government Servants whether temporary or permanent are
eligible for pensionary benefits subject to the conditions prescribed in Tamil
Nadu Pension Rules, 1978, as amended from time to time and as briefly
indicated hereinafter:

(i) Pension or Service Gratuity;
(ii) Death-cum-Retirement Gratuity; Death Gratuity;
(iii) Family Pension.

(a) Pension.— Pension payable to a retired Government servant on
attaining the age of superannuation viz. the age of 58 years and subject to the
condition that he has put in a minimum qualifying service of 10 years or 20
completed half years.

A Government Servant is eligible for full pension on completion of 30
years of service on retirement. The pension shall be determined based on 50%
of pay last drawn or 50% of average emoluments drawn during the last 10
months of service rendered whichever is higher. This shall be applicable in the
cases of Government employees retiring on or after 31-7-2006.

[G.0.(Ms).No.496, Finance (Pension), dated 01.08.2006.]

The pay includes Pay, Special pay, Personal pay as defined under FR and
any other emoluments defined as pay by Government for calculation of
pensionary benefits. If any Government Servant has put in less than 30 years of
qualifying service, he/she will be eligible for proportionate pension with effect
from 01.07.1996.

**The upper ceiling on pension shall be 50% of the higher pay (the
maximum higher pay is Rs.67,000/- + Grade pay Rs.10,000/-)
w.e.f.01.01.2006.

**[G.0.(Ms).No.235, Finance (Pay Cell) Department, dated 1.6.2009 para-2/(v)]

(b) Service Gratuity.— In cases of Government servants who retire from
service and whose total qualifying service is less than 20 completed half years,
they will be eligible only for lump-sum payment of "Service Gratuity" in lieu of
pension as per the graded scale indicated in "List A" — Gratuity under Rule 43
(1) of Tamil Nadu Pension Rules.

With effect from 14th December 1987, the Service Gratuity for qualifying
service of less than 10 years shall be calculated at an uniform rate of half
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month’s emoluments for every completed six months period of service instead of
at the rates specified in the table under sub-rule (1) of Rule 43 of Tamil Nadu
Pension Rules 1978 as mentioned above.

[G.0.Ms.No.1030, Finance (Pension) Department, dated 14™ December 1987.]

I. Calculation of Qualifying Service — Procedure.— The main
condition for calculation of qualifying service for pensionary benefits is governed
by the following two factors:

(1) The service should be under Government, and
(2) The service should be paid by Government.

In order to satisfy the above conditions, the proper maintenance of
Service Books and provision of necessary certificates regarding Annual
verification of services with reference to pay bills by the Pay Drawing Officers is
absolutely essential.

In respect of Government servants who have been placed on foreign
service, the foreign employer shall pay the pension and leave salary for
Government servants during the period spent on Foreign service. The Office
Procedure section shall verify whether necessary certificates to the effect has
been provided by the Audit Office in the Service Book of the Government servant
concerned regarding the prompt payment of pension and leave salary
contributions by the foreign employer soon after the Government servant is
reverted to the parent department, so that this shall not create delay while
finalizing pension at a later date.

The Gross qualifying service of a Government servant can be arrived at by
deducting the date of entry in Government service (whether temporary or
regular) from the due date of retirement on superannuation.

From the Gross qualifying service, the following which will not count for
qualifying service, shall be deducted to find out the net qualifying service:

(1) Boy service (Service prior to completion of 18 years) (Rule 11 of
T.N.P.R., 1978).

(2) Extra-ordinary leave without Medical Certificate (Rule 18 of T.N.P.R.,
1978).

(3) Suspension period treated as substantive punishment (Rule 20 of
T.N.P.R., 1978).

(4) Over stayal of joining time not regulated (Rule 24 of T.N.P.R., 1978
and Rule 108 of P.R.).

The balance is the net qualifying service and it shall be expressed in terms
of completed half yearly periods. A fraction of 3 months and above shall be
treated as one completed half year. For example.—

Y M D

(i) 30 2 29 is 60 half years
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(i) 30 3 00 is 61 half years
(iii) 30 6 00 is 61 half years
[Rule 43 (3) of T.N.P.R.,1978.]

II. Calculation of average emoluments.— First of all emoluments
means (i) Pay, (ii) Special Pay, (iii) Personal Pay, (iv) Dearness Pay and (v) any
other remuneration specifically classified as emoluments by the Government.

(Vide Rule 30 of T.N.P.R. 1978)

In case of Government servants retiring on or before 1st October 1987
the Dearness Allowance sanctioned up to 8th September 1987 shall be treated
as Dearness Pay for the purpose of pensionary benefits, viz. Pension, Family
Pension and D.C.R.G.

Both Dearness Allowance sanctioned up to 30th September 1987 and the
Additional Dearness Allowance sanctioned as on 30th September 1987 shall be
reckoned as Dearness Pay for the purpose of pensionary benefits for those who
retire with effect from 1st October 1987.

[G.0.Ms.No.371, Finance (Pension), dated 30th April 1986, as amended in
Government letter No.70707A/Pension/86-1, dated 8th July 1986 and
Government Letter No.78096/Pension/87-1 Finance (Pension), dated 13th July
1987.]

(1) "Average emoluments" means the average of monthly emoluments
actually drawn during the last 10 months of service before retirement. If during
this period, a Government servant was on Extra-ordinary leave or on suspension
treated as such, then the period of calculation of 10 months shall be advanced to
arrive at a total period of 10 months.

(2) It will therefore be seen that only amounts actually drawn during last
10 months have to be taken into account and not any amount which was not
actually drawn. But, there are some exceptions (vide Notes under Rule 30 and
31 of T.N.P.R., 1978);

They are as follows (Not exhaustive) .—

(i) Instead of the actual leave salary drawn during earned leave or Half-
pay leave etc., the duty pay which he/she would have drawn but for his/her
going on leave.

(ii) The increment which occurred during the earned leave or less than
120 days or the first 120 days of earned leave, if the total earned leave taken at
a time exceeded 120 days, though not actually drawn, will be treated as having
been drawn and included in the calculation of Average emoluments.

(iii) Pay drawn in foreign service cannot be considered as "Emoluments"
for purpose of calculating pensionery benefits. Only the pay which he/she would
have drawn in Government service but for his/her going on Foreign service will
count.
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(Note 7 under Rule 30 of T.N.P.R., 1978)

(iv) But, pay drawn in a tenure post will count subject to the two
conditions, viz., (i) it is paid by the Government and (ii) the service in tenure
post does not qualify for additional pension.

(c) Death-cum-Retirement Gratuity.— This is calculated at 1/4 of the
last emoluments drawn for each completed half year of service subject to a
maximum of 16 1/2 times of the last emoluments drawn and subject to a
maximum of Rs.60,000.

[Rule 45 (i) (a) of T.N.P.R., 1978 amended from time to time and read
with G.0.Ms.No0.1030, Finance (Pension), dated 14th December 1987.]

(d) Death Gratuity.— In the event of death in harness on or after 14th
December 1987, the Death Gratuity shall be paid at the following rates.—
Length of service Rate of Gratuity
(i) Less than one year Two times of monthly emoluments.

(i) One year or more but less than Six Six times of monthly emoluments.
times of monthly emoluments

(iii) Five years or more but less than Twelve times of monthly
twenty years. emoluments.
(iv) Twenty years or more Half of monthly emoluments for

every completed six monthly period
of qualifying service subject to a
maximum of 33 times of monthly
emoluments. Provided that the
amount of Death Gratuity shall in no
case exceed Rs.60,000.

[G.0.Ms.No0.1010, Finance (Pension), dated 14th December 1987]

Payment of Interest on delayed payment of D.C.R.G.— An interest
equivalent to the rate of interest applicable to the GPF accumulations from time
to time shall be paid on Gratuity remaining unpaid more than three months from
the date of retirement. For calculation of interest, fraction of a month shall be
ignored.

The pension sanctioning authority shall keep a record of such interest
payments and fix responsibility for the delay on the persons concerned and send
a report to Government in the Finance Department.

The expenditure on payment of interest shall be debited to the same head
of account to which the gratuity is debited.

[G.0.Ms.No.1475, Finance (Pension) Department, dated 23 November 1973.]
Payment of interest on delayed payment of D.C.R.G.—

Authorization of A.G.— Not necessary.— For payment of interest on delayed
payment of D.C.R.G. no specific authorization from the A.G. is necessary. On the



225

strength of sanction accorded by the Departments of Secretariat, interest may
be worked out by the concerned Department and a bill presented to the Pay and
Accounts Officer/Treasury for the drawal and payment to the pensioners.

[Government Letter No.103354/Pension/87-2, dated 7" September 1987].
Death-cum-Retirement Gratuity-Mode of payment when the
Government servant dies while in service.— The D.C.R.G. of a Government
Servant, who dies while in service shall be paid to the family of the Government
servant, as per the valid nomination filed by the deceased Government servant.

The Government servant may nominate anybody from the list of 11 categories
defined as 'family' under Rule 45(5) of Tamil Nadu Pension Rules.—

For the purposes of this rule and rules 46, 47 and 48 'family' in relation to
a Government servant means.—

(i) wife or wives including judicially separated wife or wives in the case of
male Government servant;

(ii) husband, including judicially separated husband, in the case of a
female Government servant;

(iii) sons including step sons and adopted sons;

(iv) un-married daughters including step daughters and adopted
daughters;

(v) widowed daughters including step daughters and adopted daughters;

(vi) father including adoptive parents in case of individuals whose
personal law permits adoption;

(vii) mother including adoptive parents in the case of individuals whose
personal law permits adoption;

(viii) brothers below the age of eighteen years including step brothers;

(ix) unmarried sisters and widowed sisters including step sisters;

(x) married daughters, and

(xi) children of pre-deceased son;

[Rule 45 (5) of Tamil Nadu Pension Rules]

While nominating the persons for D.C.R.G. the Government servant shall
also indicate the share payable to each nominee and also the alternate nominee
to whom the shares of the first nominee shall pass on if he/she pre-deceased. If
the Government servant acquires any additional member in his/her family,

he/she shall file a revised nomination in the prescribed form.

PAYMENT OF D.C.R.G. TO THE FAMILY OF A GOVERNMENT SERVANT
WHO DIES WHILE IN SERVICE OF THERE IS NO VALID NOMINATION:—
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Persons to whom gratuity is payable.— (1)(a) The gratuity payable under
rule 45 shall be paid to the person or persons on whom the right to receive the
gratuity is conferred by means of a nomination under rule 48:

(b) If there is no such nomination or if the nomination made does not
subsist, the gratuity shall be paid in the manner, indicated below.—

(i) if there are one or more surviving members of the family as in clauses
(i), (i), (iii) and (iv) of sub-rule (5) of rule 45 to all such members in equal
shares;

(ii) if there are no such surviving members of the family as in sub-clause
(1) above, but there are one or more members as in clauses (v), (vi), (vii),
(viii), (ix), (x) and (xi) of sub-rule (5) of rule 45 to all such members in equal
shares.
[Rule 49 of Tamil Nadu Pension Rules]

(2) If a Government servant dies after retirement without receiving the
gratuity admissible under sub-rule (1) of the rule 45, the gratuity shall be
disbursed to the family in the manner indicated in sub-rule (1).

(3) If a Government servant dies while in service or after retirement
without receiving the gratuity, the share of gratuity of a family member who dies
after the death of the Government servant or becomes disqualified but before
receiving the payment of his/her share of gratuity, shall be disbursed to the
family in the manner indicated in sub-rule (1) and sub-rule (3) of the rule 48.

(4) The right of a female member of the family, or that of a brother, of a
Government servant who dies while in service or after retirement, to receive the
share of gratuity shall not be affected if a female member marries or remarries,
or the brother attains the age of eighteen years after the death of the
Government servant and before receiving her or his/her share of gratuity.

(5) Where gratuity is granted under rule 45 to a minor member of the
family of the deceased Government servant it shall be payable to the guardian
on behalf of the minor.

[Tamil Nadu Pension Rules (46).]

Special Provisions.

As per Hindu Law the mother is the natural guardian of a minor child. For
others a guardianship certificate to be obtained from the competent authority.

(Hindu Minority and Guardians Act of 1955.)

As the adopted sons or daughters of an unmarried Government servants,
who is governed by the Hindu Adoption Succession Act, are deemed to be the
legal sons or daughters of the unmarried Government servant, they are also
eligible to the family pension, Death-cum-Retirement Gratuity payable to the
family of the unmarried Government servant who dies while in service.

[Government Memo.No.6774/Pen.77-5,Finance (Pension) Department,
dated 18%" May 1977.]
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488. Family Pension—Mode of Payment.— Family Pension is
sanctioned to the family of a Government servant. The Family Pension of a
Government servant on retirement from service is fixed by Accountant-General
and indicated in the Pension Payment Order as per the list of family members
furnished in Form 3 along with the Pension Application in Form 5.

The Family Pension is paid at an uniform rate of 30 per cent of the Pay
last drawn, subject to a minimum of Rs.3050 per mensem and a maximum of
Rs.23,100 w.e.f 01.01.2006.

[G.0.Ms.No.320, Finance (Pension) Department, dated 23 July 2009]

In the event of death of a Government servant who dies while in service,
his/her family is eligible for payment of family pension if he/she had put in at
least one year of regular service. The Office Procedure section shall ensure that
the Government servant who died while in service had put in at least one year of
regular service at the time of his/her death.

In the event of death in harness, if the deceased Government servant had
put in seven years of qualifying service the time of his/her death, then the family
is eligible for enhanced rate of family pension indicated below for a limited
period of seven years from the date of death or up to the date of
superannuation, if he/she remained alive, whichever is less, and thereafter the
normal rate of family pension. Enhanced rate—

(i) half of the emoluments last drawn, or
(i) twice the normal Family Pension; or

(iii) Rs.800 whichever is less (prior to 14th December 1987) and Rs.1000
whichever is less with effect from 14th December 1987.

[G.0.Ms.No.562, Finance (Pay Cell) Department, dated 10" June 1985 read with
G.0.Ms.No0.1030, Finance (Pension) Department, dated 14 December 1987.]

489. Mode of payment of Family Pension to the family of a
Government servant, who dies while in service — Procedure and special
provisions.— In the event of death while in service the family of the deceased
Government servant, has to apply for Family Pension in Form 17 (copy enclosed)
(vide Appendix XXVI) along with the legal heir-ship certificate and the death
certificate of the Government servant through the office in which the
Government servant was last working.

As per the Tamil Nadu Family Pension Rules now in force, there is no
nomination for family pension. Every application for family pension, in the event
of death while in Government service shall contain the legal heir-ship certificate
issued by the competent authority.

Members to whom Family Pension shall be paid.— The family pension shall
be paid to the family of the Government servant, one at a time, in the following
order.—

(1) Wife or husband;
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(2) Sons who have not completed 25 years of age.
(3) Unmarried / divorced / widowed daughters of above 25 years of age.

[G.0.Ms.No.325, Finance (Pension) Department, dated 28.11.2011]
[G.0.Ms.No.165, Finance (Pension) Department, dated 21.05.2012]
[G.0.Ms.No.29, Finance (Pension) Department, dated 31.01.2013]

The period for which family pension payable is as follows: —

(i) in the case of a widow or widower up to the date of death or
remarriage, whichever is earlier;

(ii) in the case of a son, until he attains the age of twenty-one years; and

(iii) in the case of an unmarried daughter, until she attains the age of
twenty-four years or until she gets married whichever is earlier;

[Rule 49 (6) of Tamil Nadu Pension Rule]

The posthumous child of a deceased Government servant is also entitled
to the pensionary benefits due to the dependents of the deceased Government
servant.

If the son or daughter of Government servant is suffering from any
disorder or disability of mind or is physically crippled or disabled so as to render
him or her unable to earn a living even after attaining the age of 21 years in the
case of the son and 24 years in the case of the daughter, the family pension
shall be payable to such son or daughter for life through the guardian as if he or
she is a minor subject to the conditions prescribed under proviso to Rules 49 (6)
of Tamil Nadu Pension Rules.

How the Family Pension is paid when there is more than one wife of a
deceased Government servant.—

If there are more than one wife of a deceased Government servant, then
the family pension shall be paid to them in equal shares.

[Vide Rule 49(6) of Tamil Nadu Pension Rule.]

If there is one wife living and having eligible children from another wife
(predeceased) is also there at the time of sanction of family pension, then the
share of the deceased wife shall pass on to her living eligible children and the
another wife will get her share only. In the event of the death of the second
wife, her share will pass on to her eligible children.

[Vide Rule 49(7)(b) of Tamil Nadu Pension Rule].

If there is more than one eligible son, the family pension shall be first paid
to the eldest eligible son. In the event of his becoming ineligible (i.e.) attains the
age of 25, it will pass on to the next son. If all the sons are exhausted, the
family pension shall pass on to the unmarried daughters who have not attained
the age of 25, in the order of seniority.
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The share of family pension fixed for one wife in the event of her death or
remarriage shall pass on to other eligible recipient as mentioned above. After
exhausting all the alternative members it shall lapse to Government and shall
not be transferred to the another wife or her eligible children.

[Rule 49(7)(a) and (b) of Tamil Nadu Pension Rule].

If the deceased Government servant had one living wife and her eligible
children and the children from other wife (who pre-deceased), who are not
eligible for family pension (i.e.), they have crossed the age-limit, etc., then the
family pension in full shall be paid to the living wife.

Cases in which "Non-Marriage" Certificate has to be obtained
annually.— The Family Pension shall be paid to the husband or wife of the
deceased Government servant till they get remarried. In the event of their
remarriage, the family pension shall pass on to the next eligible sons or
daughters. For this purpose, the pension disbursing authority, viz., the Treasury
Officer or Pension Pay Officer, shall obtain a non-remarriage certificate from the
family pensioners annually.

Family pension in the case of unmarried Government servant.— If
an unmarried Government servant dies while in service, the family pension shall
be payable to the dependent father or dependent mother, as the case may be, in
the order of seniority. The parents of the deceased Government servant shall
furnish a declaration that they are wholly dependent on the deceased
Government servant.

How to settle the claims of a Government servant when he/she is
reported to be absconding.— As per sections 107 and 108 of the Indian
Evidence Act, any person absconding for more than seven years shall be deemed
to have been dead for all practical purposes. Hence, the claims of any
Government servant absconding or whose whereabouts are not known for more
than seven years can be made and paid to his/her family members/legal heirs of
that Government servant after notifying the fact and completing the legal
formalities. The above period has since been reduced to one year.

[Vide G.0.Ms.No0.478, Finance (Pension) Department, dated 4" June 1987.]

Preparation of a calculation sheet for family pension in the case of
death in harness.— The pension sanctioning authorities should also prepare
the calculation sheet in respect of death in harness cases. The calculation sheet
should be prepared in quadruplicate as in the following proforma and forwarded
to the audit officer (along with Family Pension case) who will certify all the four
copies.

The audit officer while issuing the authorization, after retaining one copy
of calculation sheet as office copy along with family pension file of the deceased
Government servant concerned, shall forward the remaining three certified
copies of the calculation sheet each to the following.—

(i) to the Family Pensioner;
(ii) to the Pension Disbursing Officer;

(iii) to the Head of the Department;
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The Head of the department, on receipt of the calculation sheet from the

Audit Officer should keep it in safe custody after making necessary entries in the
Register to be maintained for that purpose, with proper index.

10.

11.

12.

13.

14.

15.

[G.0.Ms.No.405, Finance (Pension) Department, dated 12t May 1987.]

PROFORMA

Family Pension Calculation Sheet
Name of the Government Servant

Designation of the post held at the
time of death

Office / Department last served
Date of Birth (in figures and words)
Date of Death

Rules under which family pension
(including DCRG) was settled

Qualifying service
Period of service not qualifying for
F.P. with reasons for not qualifying

indicating each

Emoluments taken into account for
calculation of Family Pension/DCRG

Enhanced rate of family pension and
the period

Ordinary rates of family pension and
the date from which it is payable

Names and relationship of the family
members of the deceased to whom
family pension sanctioned

Amounts of DCRG sanctioned

Whether nomination for DCRG is
available

If so, the details of nominee and their
relationship to the deceased
Government servants

490. Payments that shall be made on the next working day

following the date of retirement of a Government servant.— (1) Special
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provident fund-cum-gratuity.— The Government have issued orders in their
letter No0.155780/Pen/87, Finance (Pension), Department, dated the 2nd
January 1987, to stop the recovery of subscription towards this fund one month
before the date of retirement (i.e.) there will not be any recovery for the month
in which the Government servant is to retire. The Head of the Office should
therefore work out the amount payable to the retiring employee under this fund
immediately after the last recovery is made, sanction the payment, draw the
amount in cash or by cheque, from the Treasury or Pay and Accounts Officer, as
the case may be, and hand it over to the retiring Government employee on the
next working day following the date of retirement. In case of self-drawing
officers, the Head of Office should obtain the particulars of amount recovered
from the Treasury Office/Sub-Treasury Office/Pay and Accounts Office/Sub-Pay
and Accounts Office concerned immediately on the recovery to this fund is
stopped and issue sanction orders in which it should be clearly indicated that this
amount is payable on or after the last working day of the month in which the
officer is retiring.

(2) Final withdrawal from General Provident Fund.— Under rule 33
of General Provident Fund Rules, the subscriber to the fund should submit
his/her application for the final withdrawal from this fund one year before the
date of his/her retirement. The Accountant-General shall issue authorization for
the payment of first instalment of final withdrawal one month before the date of
retirement but made payable on the last working day of the month in which the
Government servant is to retire. The Head of the Office should ensure that the
applications for final withdrawals are obtained and forwarded to the Accountant-
General in time as contemplated in the rules, watch the receipt of the
authorization for payment of final withdrawal and take expeditious action to get
the authorization from the Accountant-General before the retirement of the
Government servant. The Head of the office should draw the amount on the last
working day of the month and disburse it to retiring employee on the next
working day following the date of retirement.

(3) Encashment of Earned Leave — At the credit of the retiring
Government servant.— Under Rule 86 (a) of the Tamil Nadu Leave Rules, a
retiring Government servant need not submit any application for encashment of
earned leave at his/her credit on the date of retirement. The leave sanctioning
authority should sanction encashment suo moto. The Head of Office/Leave
sanctioning authority should assess the leave eligibility immediately on the
afternoon of the last working day, sanction the encashment, draw the amount
from the Treasury/Pay and Accounts Office, as the case may be, on the next
working day following the date of retirement and disburse the amount to the
retired employee on that day.

(4) In case of non-self drawing officers, the cheques are issued to the
Heads of Office, who may arrange to make the payment personally. In respect of
self-drawing officers, the officers themselves may draw these amounts from the
Treasury/Pay and Accounts Office.

The Heads of office shall take earnest efforts to see that the payments are
made to the retiring employees on the next working day following the date of
retirement of the Government employees and also to hand over the orders
sanctioning pension and gratuity to the retired employees on that day.
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[Vide D.O. Letter No.25478/PGC/87-1, P & AR (PGC) Department, dated the 14t
May 1987.]

491. Provision of Immediate relief to the families of Government
servants who die while in service.— (1) Procedure.— The families of all
Government servants including 'A' and 'B' Group Officers in permanent or
temporary employment (excluding casual and daily rated staff) who die while in
service (whether on duty or on leave with or without pay) shall be eligible for
immediate relief in the form of an advance equal to three months' pay of the
deceased or Rs.25,000/- whichever is less. The Heads of Departments/Heads of
Offices are authorized to sanction the advance. The advance should be adjusted
against the arrears of salary due, Death-cum-Retirement Gratuity, Provident
Fund accumulations or any other payments due to the deceased as soon as
possible and, in any case, within six months from the date of sanction. Where
the advance cannot be so adjusted for the reason that it is more than the
payments due to the deceased under the rules, the balance remaining to be so
adjusted should be adjusted from the lump-sum amount of Rs.3,00,000/-
payable to the family of the Government employee who dies while in service
under the Tamil Nadu Government Servants' Family Benefit Fund Scheme.

[G.0.Ms.No0.282, Finance (Pension) Department, dated 26.10.2015 and
G.0.Ms.No.57, Finance (Pension) Department, dated 22.02.2016]

(2) In the case of a Government servant who was eligible for the benefits
of the Tamil Nadu Liberalised Pension Rules, 1960, the payment of advance
should be made only to the person or persons nominated by him/her or
otherwise eligible (i.e., where there is nomination) to receive the Death-cum-
Retirement Gratuity in the same proportion as they are entitled to. In the case of
a Government servant who was not eligible for the benefits of Tamil Nadu
Liberalized Pension Rules, 1960, but was a subscriber to the Contributory
Provident Fund (Tamil Nadu) or the General Provident Fund (Tamil Nadu),
payment should be made to the person or persons nominated by him/her in the
same proportion as they are entitled to the Provident Fund amount as specified
in the nomination. In cases, where no nomination has been made and there is a
family, the payment should be made to the person or persons entitled to receive
the amount under Rule 25(i)(b) of the Contributory Provident Fund Rules (Tamil
Nadu) or Rule 30(i)(b) of the General Provident Fund Rules (Tamil Nadu), as the
case may, and in cases where there is no family, the payment should be made
to the person or persons entitled to the amount under the Provident Fund Act,
1925.

(3) In all cases, an undertaking should be taken from the person or
persons concerned, before the payment is made, that he/she/they agree to the
amount being deducted from the Death-cum-Retirement Gratuity or the
Contributory Provident Fund amount or the General Provident Fund amount or
the Death Gratuity admissible under ruling 5 to rule 4 of the Tamil Nadu
Liberalised Pension Rules, 1960, ultimately payable to him/her/them.

(4) The advance shall be debited to “8550 00 Civil Advance - AC. 104.
Other Advance - AL. Advance to family of Government servant who dies while
in service”. The sanction order communicated by the Head of Department/Head
of office to the Accountant-General should contain the following particulars.—
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1. The advance shall be debited to "8550 00 Civil Advance—AC.104. Other
Advances — A, B, C &D.

2. Designation and office in which the person has been last working.
3. Last Pay drawn (permanent or officiating).

4. Amount of advance sanctioned.

5. Provident Fund account number.

6. Name of the Payee.

(5) As it is important to provide the relief in time, the Heads of
Department/Officers shall be empowered to use for this purpose the imprest or
other resources available with them. If the imprest or other resources are not
sufficient to cover the payment, the Head of Department/Office should draw, the
amount from the Treasury in Tamil Nadu Treasury Code Form 40. The fact of
payment in this behalf should be made in the Last Pay Certificate sent to the
Accountant-General with the papers relating to the Death-cum-Retirement
Certificate and similar other payments. In cases where submission of Last Pay
Certificate has been dispensed with, the fact of payment of the advance should
be indicated in the "No demand certificate" or in the pension application or in the
letter forwarding the pension application or in the letter forwarding the pension
papers to the Accountant-General.

[G.0.Ms.No.355, Finance (Pension) Department, dated 8 February 1978] and
Article 242-C of T.N.F.C. Volume I, read with Memo
No.133198/Codes-11/73-23, Finance, dated 21st October 1975.]

492, Sanction and Disbursement of Family Benefit Fund amount to
the family of a deceased Government Servant.— Procedure.— The Office
Procedure /Establishment section shall sanction and disburse the Family Benefit
Fund amount Rs.25,000 to the family of the Government servant as per the
instructions contained under the Tamil Nadu Government Servants' Family
Benefit Fund Scheme.

The payment under Family Benefit Fund Scheme should not be adjusted
towards the dues of the deceased Government servant but should be paid in full
to the nominee/Legal heir after deducting the advance, if any, already paid out
of the lump sum amount of Rs.3,00,000/-.

[G.0.Ms.No.57, Finance (Pension) Department, dated 22.02. 2016].

The Office Procedure sections shall maintain the registers prescribed
under the Tamil Nadu Government servants Family Benefit Fund Scheme
regarding the sanctions/payments made under the scheme and submit the same
to the Head of the Department.

493. Tamil Nadu Government Employees Special Provident Fund-
cum-Gratuity Scheme, 1984.— As per the "Tamil Nadu Government
Employees Special Provident Fund-cum-Gratuity Rules" which has come into
force with effect from 1st April 1984, a monthly subscription of Rs.20 per
mensem shall be recovered towards the scheme from his/her pay for the month
of April 1984 or the first month pay drawn on his/her entry into service in
respect of persons who entered into service thereafter. The recoveries will be
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effected from the pay of the Government servant till he/she attains the age of
superannuation or up to 148 monthly instalments only, whichever is earlier.

Tamil Nadu Government Employees Special Provident Fund-cum-
Gratuity Rules 2000.— This scheme has come into force with effect from
1.10.2000. A monthly subscription of Rs.70 per mensem shall be recovered
towards the scheme from his/her pay for the month of October 2000 or the first
month pay drawn on his/her entry into service in respect of persons who entered
into service after 1.10.2000. The recoveries will be effected from the pay of the
Government servant till the month prior to the date of superannuation.

[G.0.Ms.No0.504, Finance (Pension) Department, dated 02.11.2000].

Necessary entries shall be made in the Service Book regarding the option
exercised by the employees to come under the scheme when the date of
commencement of the first recovery. The instalments shall be shown as 1/148,
2/148 and so on in the Pay bills. The Under Secretary (O.P.) concerned shall
ensure that the recoveries made under the scheme shall be recorded in a
separate pass book attached to the Service Book of the individual in the
following format by the concerned Bills section promptly. Sufficient pages shall
be provided to record the recoveries to be made in 148 instalments.

FORMAT
Name of the subscriber:
Designation:

Total number of instalments to be recovered: 148

Name of Month Number of Gross Net Month Token Initials
office/Depart And instalments amount amount and No.& of Pay
ment year of the of the year date drawing
Bill Bill in of Esta- Officer
recov- which blishment
ered Bill Pay
Bill
(1) (2) (3) (4) (5) (6) (7) (8)
Rs. Rs.

Whenever the individual is transferred from one Department to another,
all the particulars regarding the recoveries made shall be duly filled in before the
passbook along with the Service Book is transferred to the other Department.
The Bills section of the Department where the Government servant is transferred
shall also verify whether the entries are promptly made in the Service Book.

The Department concerned shall sanction and disburse the amount with
interest accumulated under the scheme, to a Government servant at the time of
his/her retirement with a Government contribution of Rs.10,000/- as per the
payment table provided by Government under the Scheme.

In the event of death of a Government servant while in service the
amount recovered with interest with a Government contribution of Rs.10,000
shall be paid to the nominee as per the nomination filed by the Government
servant under the scheme.
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Tamil Nadu Special Provident Fund-cum-Gratuity Scheme—Dues of
Government servants—Not to be recovered.—Payments under the Tamil Nadu
Government Employees Special Provident Fund-cum-Gratuity Scheme including
Government contribution should not be adjusted towards dues of the
Government servants but should be paid in full to the beneficiary.

[Vide G.0.Ms.No.864, Finance (Pension) Department, dated 13 October 1987.]
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CHAPTER XXI

BILLS/CASH SECTIONS IN THE DEPARTMENTS OF SECRETARIAT

494. General.— Each Department of the Secretariat has a Bill section to
deal with matters relating to preparation of bills in respect of its officers and
staff, and presentation of bills to the Pay and Accounts Office, Secretariat,
encashment of the passed bills and disbursements of these amounts. The
various registers prescribed under the Tamil Nadu Financial Code and the Tamil
Nadu Treasury Code are maintained in the Bills section.

The Bills section is headed by a Section Officer, who is the Drawing Officer
in respect of the entire department, except the self drawing officers. The Under
Secretary to Government in charge of the Establishment, is the pay disbursing
officer for the entire Department, except the self drawing officers. In respect of
the Public Department, the Section Officer (Cash) is the Drawing Officer for that
Department.

495. Preparation of Bills.— The Bills section prepares the pay bills and
travelling allowance bills of the self drawing officers and other staff members of
the department. The Bills section of the Public department prepares the pay bills
of the Ministers and their personal staff, besides those of the officers and staff
members of the Public department.

The establishment pay bills (pay bills of non-self Drawing Staff) are
prepared by the Bills section on the basis of the information furnished by the
Establishment section of the department by about the middle of each month
showing the vacancies during the month and the names of the persons filling
them.

In order to ensure that the pay bills are correctly prepared, the
Establishment sections of the department will send to the Bills section, the
particulars of office arrangement relating to leave, other duty, substitute, etc.

NOTE.— The Travelling Allowance Bills of Ministers and their staff are
prepared by the Personal Assistants to the Ministers concerned. The Bills of
Ministers are presented at the Pay and Accounts Office, Secretariat through the
Bills section of the Public Department and the office copies of the Bills of
Ministers are retained by the Personal Assistant. The Travelling Allowances bills
of the staff of the Ministers are checked by the Bills section of the Public
Department and put up to the Under Secretary, Public Department for counter
signature. The bills are encashed by the Bills section of the Public Department
and paid to the staff members. The office copy of the bills is retained in the Bills
section of the Public Department.

The Indian Airlines bills in respect of journey for which Exchange orders
are used for obtaining tickets on credit basis are settled by the following codal
authorities on the consolidated monthly claims prepared by the Indian Airlines
against each Code Number.—
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Code No. Codal Controlling Head of Account

Authority
(1) (2) (3)
4448120 Public 2013-00—Council of Ministers—108—
Department Tour expenses—AB, Settlement of Air
Travel expenses incurred by the Chief
Minister and other Ministers—
(D.P.C.2013 00.108 AB 0001)
4448812 Public 2052--Secretariat G.S5.090 Secretariat-I.
Department Non-Plan-BF Settlement of Air Travel
expenses incurred by the Personnel staff
of Ministers officers of the Public
Department (2052 00090 BF.0004)
444826 Finance 2052 Secretariat—G.S: 090.Secretariat—
Department I. Non.—Plan—BG. Settlement of Air

Travel Expenses incurred by the
departments under the Codal Control of
Finance Department,(DPC.2052 00090
BG 0002.)

496. Presentation of pay bills, etc., at Pay and Accounts Office,
Secretariat, sanctioned to the Officers and staff of the Departments and for
withdrawals from provident funds.

(a) Presentation of pay bills, etc., at Pay and Accounts Office,
Secretariat.— Procedure.— The Section Officer (Bills) is responsible for the
preparation and presentation of the bills in proper T.N.T.C. forms with required
certificates, vouchers and enclosures, etc., to the Pay and Accounts Office,
Secretariat, to claim all sums required to meet the pay, travelling allowances,
etc., of the officers and members of the staff working in the respective
Department of Secretariat either by way of advances or as final payments. The
Section Officer (Cash) of the Public Department is responsible to make proper
claims in respect of the staff working under Ministers besides the officers and
staff members working in the Public Department.

The Bills Section shall maintain two separate Token Registers in T.N.T.C.
70 form, one in respect of Self Drawing Officers and the others in respect of
Non-Self Drawing staff of the Department, to present the bills in the Pay and
Accounts Office, Secretariat. The Section Officer (Bills) shall arrange to present
the bills at the Pay and Accounts Office, Secretariat, in two batches daily, one
before 11-00 a.m. and the other before 1-00 p.m. The Section Officer (Cash),
Public Department shall arrange to present the bills in respect of that
department. The messenger, viz., the Record Clerk or Office Assistant through
whom the bills are sent to Pay and Accounts Office for presentation shall present
the bills with the concerned token register (T.N.T.C. 70) and collect the tokens
issued by the counter clerk in respect of the bills presented. He/She shall hand
over those token and the Token Register to the Section Officer (Bills)/Section
Officer (Cash), Public Department promptly. The Section Officer (Bills/Section
Officer (Cash) Public Department shall verify whether all the bills sent have been
presented at the Pay and Accounts Office and whether all the tokens issued by
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the Pay and Accounts Office have been handed over to him/her without any
omission. If there is any omission or discrepancy noticed, he/she shall take
immediate action to rectify the same.

If any urgent bills have to be presented, the Section Officer (Bills)/Section
Officer (Cash) Public Department shall arrange to present the same at the Pay
and Accounts Office, Secretariat without affecting the normal schedules
prescribed above. At the close of the day, the Section Officer (Bills) shall ensure
whether all the tokens received from the Pay and Accounts Office are properly
accounted for and kept in safe custody.

497. Clearance of Bills from the Pay and Accounts Office,
Secretariat — Procedure.— The Section Officer (Bills)/Section Officer (Cash)
Public Department shall arrange to clear all the bills relating to his/her
Department passed by the Pay and Accounts Office, Secretariat, daily in two
batches, one by 11-00 a.m. and the other by 1-00 p.m.

The messenger, viz., Record Clerk or Office Assistant who is in charge of
clearance, shall collect the details of bills ready for payment from the respective
counter of the Pay and Accounts Officer, Secretariat, before 10-30 a.m. daily.
The Section Officer (Bills)/Section Officer (Cash), Public Department will release
the concerned tokens and necessary signed receipts to the messenger to clear
the bills from the Pay and Accounts Office, Secretariat. The messenger after
pasting the receipts on the bills and surrendering the tokens along with bills, will
collect the A/c payee cheques from the respective counters of the Pay and
Accounts Office and immediately hand over the cheques to the Section
Officer(Bills)/Section Officer (Cash), Public Department. The Section Officer
(Bills)/Section Officer (Cash), Public Department shall arrange to clear the bills
which are ready for payment during the course of the day in the second batch by
1-00 p.m. The messenger will also collect the list of bills returned by the Pay and
Accounts Office, with objections, and clear the same after surrendering the
respective tokens to the Pay and Accounts Office.

The Section Officer (Bills)/Section Officer (Cash), Public Department shall
also arrange to clear the bills of the Self Drawing Officers, which are ready for
payment after surrendering the respective tokens and the signed receipts
obtained from the officers. The Account Payee cheques issued in favour of the
officers shall be handed over to the officers/personal clerks of the officers after
obtaining their acknowledgments in a separate register. The returned bills of the
Self Drawing Officers shall also be cleared by surrendering the tokens to the Pay
and Accounts Office, Secretariat and handed over to the officers/Personal Clerks
of the officers concerned.

The Section Officer (Bills)/Section Officer (Cash), Public Department shall
as soon as a bill is passed for payment or returned by the Pay and Accounts
Office, make the following endorsement viz., "passed on ...........c.cvvvvnns " or
'Returned on ....cvviiiiiiiiiiiiiiiaeens " against the respective entries in T.N.T.C.

70 Register to ensure against double claim at a later date.

498. Payments — Accounting procedure — Maintenance of
Undisbursed Pay Register.— The Section Officer (Bills)/Section Officer (Cash),
Public Department on receipt of payments in the form of Account payee cheques
shall make the following endorsement viz., "Encashed on ...........cccvviiivnnns 'on
the office copy of the bill and then enter the details of payments received in the
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Undisbursed Payment Register. The serial number of the entry in the
Undisbursed Pay Register shall be noted simultaneously on the office copy of the
bill.

The payments towards the pay and allowances claims of the Non-Self
Drawing staff members are made by the Pay and Accounts Office through
Account payee cheques drawn in favour of the Pay Drawing Officer viz., Section
Officer (Bills)/Section Officer (Cash), Public Department. The advances and loans
etc., like General Provident Fund advance, etc., claimed by individuals for a sum
of Rs.500 and above are paid by Account payee cheques drawn in favour of the
individual concerned.

The Section Officer (Bills)/Section Officer (Cash), Public Department shall
disburse the pay and allowances claims of the staff members after encashing the
cheques and after obtaining proper stamped receipts in the office copy of the
pay bills.

If any amount encashed is fully disbursed on the same day, a 'Nil' entry
shall be made in Column (5) of the Undisbursed Pay Register (U.D.P. Register)
and the serial number rounded off with proper attention. If any amount remains
undisbursed on the date of encashment, it shall be entered in column (5) and
the date of subsequent disbursement entered in column (6). The details of
subsequent disbursements made in respect of items encashed previously shall
be entered in column (9), (10) and (11) of the Undisbursed Pay Register. The
serial numbers in the U.D.P. Register shall be rounded off only after it is fully
disbursed. If any item remains undisbursed for more than three months from the
date of encashment, the Section Officer (Bills)/Section Officer (Cash), Public
Department shall immediately arrange to remit the amount back into
Government account in the Reserve Bank of India, Chennai.

The Undisbursed Pay (U.D.P.) Register shall be closed daily by the Section
Officer (Bills)/Section Officer (Cash), Public Department and submitted to the
Under Secretary (OP) concerned viz., the Pay Disbursing Officer for check along
with the Cash Book.

499. Cashing of cheques — Maintenance of Joint Account —
Procedure.— Consequent on the decentralization of Central Cash Bureau and
the creation of separate Bills sections in the Departments of Secretariat, the
Finance Department has made the following working arrangement for encashing
the cheques by the Section Officers (Bills)/Section Officer (Cash), Public
Department to avoid the need for each Section Officer (Bills)/Section Officer
(Cash), Public Department to send separate messengers to the Reserve Bank of
India, Chennai to encash cheques daily and the necessity to provide security
personnel to accompany to staff of each Department when they go over to
Reserve Bank of India, to encash cheques of higher denominations.

As per the arrangement, the Pay Drawing Officer viz., Section Officer
(Bills)/Section Officer (Cash), Public Department and the Pay Disbursing Officer
viz., Under Secretary (OP) or (Establishment), as the case may be, in each
department of Secretariat are authorized to open a Joint Account in the Branch
of a Nationalized Bank functioning in the Fort St. George premises. The
Nationalized Bank issues a Pass Book for the Joint Account and it is in the
custody of the Section Officer (Bills)/Section Officer (Cash), Public Department.
The Section Officer (Bills)/Section officer (Cash), Public Department on receipt of



240

payments in the form of Account payee cheques remits them in the Joint
Account.

The Section officer (Bills)/Section Officer (Cash), Public Department
makes an assessment about the amount that may be required for disbursement
during the day and prepares a cheque slip, to withdraw money from the Joint
Account and obtains the signature of Under Secretary (OP/Estt.) as the case
may be, before presenting it to the Nationalized Bank with the Joint Account
Pass Book. This is being done to avoid retaining heavy cash balance in the
Departments of Secretariat without proper security. The Section Officer
(Bills)/Section Officer (Cash), Public Department shall ensure that the cash
balance on every day to be kept in safe custody shall not exceed Rs.1,000
(Rupees one thousand only).

500. Movement of cash — Procedure.— The following procedures
should be adopted by the Bills Sections of the departments of Secretariat in
encashing cheques and bringing money from the Bank as well as in sending
money for remittance.—

Below Rs.250 .. A permanent Office Assistant of long service
should be sent to the bank.

From Rs.250 to Rs.500 .. A Record Clerk will be sent.

From Rs.500 to Rs.2,000 .. An Assistant and an Office Assistant will be
sent.

From Rs.2,000 and above .. The Section Officer accompanied by a Record

Clerk and Office Assistant will be sent.

The Departments should, as far as possible, while making remittance to
outside agencies shall do so by crossed cheques.

501. Disbursement of salary — Procedure.— The following procedure
has been laid down for disbursement of monthly pay of Secretariat
establishment.

The Bills section makes out a receipt for the total amount of salary due to
each section in the respective department and sends it to the Section Officers
concerned on the pay day in each month.

The Section Officer concerned receives the money packet from the Bills
section, after furnishing his/her receipt and disburses the cash to the members
of the staff in his/her section after obtaining signatures on the stamped
acquittance roll. He returns the acquittance roll to the Bills section with a
certificate of disbursement. Undisbursed amounts, if any, are listed out in the
acquittance roll and the return of undisbursed cash to the Bills section is
indicated in the Section Officer's certificate on the acquittance roll. The Bills
section after verifying the acquittance roll and after checking the cash, if any,
returned shall cancel the receipt received from the concerned Section Officer for
having issued the pay packet and return the same to him/her. The Section
Officer (Cash), Public Department follow the same procedure to disburse the
salary to the Minister's staff through the Personal Assistants to the Ministers and
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through the Supervisors or other Officers in Public Department in respect of
payments to watch and ward and conservancy staff.

On the days, other than pay days, if payments are to be made to a
number of persons in a Department (as in the case of Festival Advance, Arrears
of Dearness Allowance, etc.) payments are made through the Office Procedures
section of the department concerned. If payments are to be made to a limited
number of persons only, the Section Officer (Bills)/Section Officer (Cash), Public
Department shall make the payments.

502. Maintenance of Cash Book — Procedure.— The Section Officer
(Bills)/Section Officer (Cash), Public Department shall maintain a Main Cash
Book in M.T.C. Form 5 to account for the daily cash transactions in the
Department of Secretariat concerned. The revenue receipts or sale proceeds or
any other amount received in the office on Government account alone should be
entered on receipt side in columns (1)-(3) of the Main Cash Book. The
remittances of the above amounts in Government account in the Reserve Bank
of India, Chennai shall be shown in columns (4) to (6) as disposal.

After closing the cash transaction, if any, in the Main Cash Book, an
abstract should be struck beneath it in the following form and submitted to the
Under Secretary (OP) for verification along with the Undisbursed Pay (U.D.P.)
Register.

Abstract.
Cash Balance as per Cash Book—
Cash Balance as per U.D.P. Register—
Total Cash balance for the day (in words*)
(*By cash, by cheques, by D.Ds. and Bank balance as per Bank pass book, etc.)

The Under Secretary (Office Procedure), who will verify the cash balance
with the Main Cash Book, the Un-disbursed Pay (U.D.P.) Register and Bank Pass
Book, shall record the details of cash balance for the day (viz.) by cash, by
cheque, by Demand Draft and by Bank Balance as per pass book, etc., in words,
in his/her own hand. The cash box will be locked by the Section Officer
(Bills)/Section Officer (Cash), Public Department and kept in the cash chest or in
the cupboard under the custody of Under Secretary (Office Procedure).

503. Subsidiary Cash Book — Maintenance of.— A subsidiary cash
book in Tamil Nadu Treasury Code 5 form should be maintained in the Bills
section of the concerned Department of Secretariat to account for the non-
Governmental transactions, viz., recoveries made from the salaries of the staff
towards Tamil Nadu Secretariat Staff Co-operative Society Loans, Tamil Nadu
State Co-operative / Central Co-operative Apex Bank loans, subscriptions
towards Cumulative Time Deposit (C.T.D.), Life Insurance, etc. The Section
Officer (Bills)/Section Officer (Cash), Public Department shall enter the
recoveries made from the salaries of the staff members, as receipts in the
subsidiary cash book and the remittances made in the respective institutions
should be shown as disbursements. The recoveries made towards non-
Governmental transactions, as per subsidiary cash book should be kept
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separately from other cash balances and verified by the Under Secretary (Office
Procedure) daily, while closing the daily cash accounts. The Officer checking the
subsidiary cash book, shall also ensure that the amounts recovered are remitted
to the respective institutions without any undue delay. The Under Secretary
(Office Procedure) who check the subsidiary cash book daily shall record the
cash balance as per subsidiary cash book as in the case of Main Cash Book.

504. Preparation of bills.— Maintenance of recovery registers for
Loans and Advances.— The Bills section concerned shall maintain necessary
recovery registers as contemplated under Tamil Nadu Financial Code and Tamil
Nadu Treasury Code and any other registers contemplated by the Government in
the Finance Department from time to time, to keep proper accounts of the
recoveries made from the salaries of the officers and staff members in respect of
the loans and advances issued to them. The Bills section while preparing the bills
shall also certify that necessary entries have been made in the recovery register
concerned. The Section Officer (Bills) shall check the registers concerned, to
ensure their proper maintenance.

505. Service Books and leave account.— The Service Books and leave
accounts of the non-self drawing staff of the departments of Secretariat are in
the custody of the Office Procedure/Establishment sections of the respective
Departments. However, the Section Officer (Bills) of the Department concerned
beside certifying the leave eligibility, qualifying service, etc., shall arrange to
make necessary entries in the service books of the staff members in accordance
with the rules contained in the Fundamental Rules and all the entries made in
the Service Book shall be attested by the concerned Section Officer (Bills). In
January of each year, the Section Officer (Bills) concerned, should take up for
verification the Service Books and leave accounts of all the staff members
working in that Department and furnish necessary certificate of annual
verification of services up to the period ended the 31st December of the previous
calendar year with reference to Pay bills, with proper attestation. The Section
Officer (Bills) after completion of the Annual verification in respect of all Service
Books shall submit a compliance report.

The Secretary of the Department concerned shall check 10 per cent of the
total number of service books, chosen at random, with reference to subsidiary
rule 12 under F.R. 74 (a) (iv).

Every year, during the first week of March , the Office Procedure section
should have the service books verified by each member of the establishment and
take necessary action for rectification of any defect/omission noticed. The
signature of the concerned Government servant shall be obtained in Column
(14) of the Service Book in token of their having verified their service books.

506. Preparation of number statement.— The Bills section of a
Department will assist the Office Procedure section of that Department, in the
preparation of number statements in respect of the officers and staff of that
department by furnishing the 'actuals' under each 'Head of Account', operated by
it. The Bills section of the Public Department furnishes the actuals in respect of
the staff of Ministers beside the officers and establishment of the Public
Department to the Public (Establishment) Department. The Office Procedure/
Establishment section of the Department of Secretariat will send the number
statements to the Finance Department in advance to prepare the Budget
Estimates.



243

507. (i) Control of Expenditure.— The Section Officer (Bills) is required
to watch carefully the contingent and other expenditure, in respect of that
department and bring it to the notice of the Under Secretary to Government
concerned, in advance, any likelihood of the appropriation under any item of
expenditure being exceeded. The Office Procedure section of the department
shall take necessary advance action to get additional allotment of funds in the
Revised Estimate or in the Final Modified Appropriation.

(i) Reconciliation of Accounts.— The Section Officer (Bills)/Section
Officer (Cash), Public Department, as the case may be, shall attend to the work
of reconciliation of Department accounts with the Treasury figures every month
as per the schedules fixed by the Accountant-General, to ensure that there is no
misclassification of accounts. On completion of the reconciliation work, the
Section Officer (Bills)/Section Officer (Cash), Public Department shall furnish a
certificate, to the Under Secretary (Office Procedure).

508. Contingent expenditure.— All amount payable to private parties
and companies which cannot be paid out of the Permanent Advance shall be paid
by means of Bank Drafts or Account payee cheques only.

Each Office Procedure section should maintain a Bill Register in the form
given below to account for, and to watch, the payment of contingent bills sent to
the Bills section for payment. To ensure filling up of column (8) of the register,
the particulars of payments, may be obtained from the Bills section, concerned
on any day between the 5th and 10th of every month. The register should be
submitted to the Under Secretary concerned once a month for check.

FORM
Serial Current From whom Bill No. Amount.
Number Number and received and Rs.P.
date Date
(1) (2) (3) (4) (5)

O.P. No. and date in Date of transmission of Date of payment
which the expenditure the bill to the concerned by the Bills

was sanctioned for Bills Section Section.
payment
(6) (7) (8)
509. Permanent Advance.— Each Department of Secretariat is

sanctioned a Permanent advance to meet any unforeseen expenditure which has
to be incurred urgently and it would be very inconvenient to postpone such
expenditure. The Permanent Advance is in the custody of the Section Officer
(Office Procedure) who deals with local purchases and contingent expenditure in
respect of the Department.

The Section Officer (Office Procedure) concerned shall maintain a
Permanent Advance Register in T.N.T.C. 8 form. The expenditure incurred shall
be recouped at regular intervals by submitting necessary contingent bills to the
Bills Section with proper sanction. The recoupments made under Permanent
Advance shall be noted in red ink in columns (7), (8), (9) and (10) of the
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register. The mode of recoupment and date of recoupment shall be noted in
columns (5) and (6) of the Register, against the respective item of expenditure.

The Permanent Advance Register shall be submitted daily to the Under
Secretary to Government for check.
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CHAPTER XXII
OFFICE HOURS, LEAVE,ETC.

510. Office Hours.— The usual office hours are from 10-00 a.m. to 5.45
p.m. but these hours are liable to alteration according to the state of work. *The
members of Staff who are blind or physically handicapped may be permitted to
leave office early by fifteen minutes.

*(Added in G.0.Ms.No.215, P & AR (A) Department dated 14.11.2008.)

Such of those Hindu members of the staff who have actually to perform
religious rites on New Moon days may attend office one hour late on those days.
Muslim members of the staff who actually observe the Ramzan fast may be
permitted to leave office at 5.15 p.m. daily during the month of Ramzan to
enable them to reach their homes in time and break the Ramzan fast in
accordance with their religious custom, subject to the condition that heads of
offices may require any such Muslim members of the staff whose services are
essentially required for any specially urgent work on any day, to stay on beyond
5.15 p.m.

Members of the staff of the Secretariat, who have actually to perform
religious ceremonies, etc., on the festivals or religious occasions mentioned
below, may on applications made to that effect, be permitted by the Department
concerned to attend office late in the mornings or to leave office early in the
evenings by not more than one-and-a half hours on those days.—

Hindus. Christians. Muslims.

. Karthigai Deepam.
. Lunar Eclipse.

. Ash Wednesday, Backrid Eve.
. Maundy Thursday.
. Solar Eclipse. . Christmas Eve.
. Arubhathimoovar . The day preceding
festival at Mylapore Easter.
. Gayathri Japam. . Eve of New Year.
. The Day preceding Deepavali.
. Masi Magam.
. Sri Rama Navami.

AWNRH
AWNR

0 N O Ul
ul

511. Earlier hours of attendance on certain occasions.— On a
working day, the following two or more consecutive holidays (including a
Sunday) and on days on which the Tamil Nadu Legislative Assembly meets at
10-00 a.m. the hour of attendance is 9.30 a.m.

If the Assembly meets earlier than 10-00 a.m. on any day, the officers
and staff concerned with the subject coming before the House on that day
should attend office, and if necessary the Assembly, sufficiently early so that
Ministers can get any information they require for use in the Legislative
Assembly.

However, Secretaries to Government should be present in the Legislative
Assembly (Officer's Gallery), when Leaders of Opposition Parties address the
House on important occasions like Debates on Governor's address,
No- Confidence motions, Censure motions, General concluding discussions on
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Budget, etc., in order to furnish the Chief Minister and other Ministers with facts
and figures on the points raised by those leaders.

512. Attendance of staff.— Section Officers and Assistant Section
Officers must be in their seats and start work not later than the prescribed hour
of attendance.

513. Staying after office hours.— Assistants, Assistant Section Officers
and Section Officers are not expected to stay in office after office hours unless
specially required by the officers. Where such presence is required, previous
intimation will be given by the officers. It is hoped that this will not encourage
the staff to turn out work which is not up to the standard expected of them or to
fall in arrears. When Assistant Section Officers and Section Officers submit
special files to officers late in the evening, they should not leave office unless
and until those files are received back or unless they take explicit permission of
the officers to leave office. Staying in office after 5.45 p.m. or coming earlier
than 10.a.m. should generally be avoided in order to minimize electric current
charges.

514. Assistant Section Officers to leave office only with permission
of Section Officer on last working day before holidays.— On the last
working day previous to two or more consecutive holidays (including weekends)
no Assistant Section Officer shall leave the office without the permission of the
Section Officer of the section or branch concerned.

515. Record Clerks and Office Assistants — Hours of Attendance.—
Office Assistants should attend office half-an-hour earlier than the hours
prescribed for others. Record Clerks and Office Assistants should not leave office
without the permission of the Section Officers under whom they work. Office
Assistants attached to officers should remain in office until the officers have left.
The turn Office Assistant will leave office only after the office is closed for the
day.

516. Hours of work and night duty of Office Assistants working at
residences of Ministers.— (a) The following are the hours of work for Office
Assistants working at the residence of Ministers.—

Day—8 a.m. to 8 p.m.
Night—8 p.m. to 8 a.m. on the next day.

(b) Office Assistants should be on night duty for a week at a time in turn.
At the end of the week they will go off duty at 8 O'clock in the morning and
come on duty (day duty) at 8 O'clock next morning, i.e., they come on duty (day
duty) at 8 O'clock next morning, i.e., they will get one day off. The day Office
Assistant whose turn it is for night duty will go off day duty at 8 p.m. and come
on night duty at 8 p.m. next evening, i.e., he/she too will get a day off. Thus if
there are X Office Assistants attached to the residence on the day of change
there will be only X_2 on day duty instead of X_1. Any day of the week may be
selected as the day of change.

(c) Personal Assistants of Ministers either personally or through the
Chobdars will see that the above hours are observed.
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517. Late attendance.— Regularity and punctuality in attendance will be
taken into consideration not only in sanctioning leave but also in judging one's
diligence. Section Officers, Assistant Section Officers, Assistants and Typists who
may desire to attend office late on any particular day on account of anticipated
causes must obtain the previous permission of Under Secretary. Record Clerks
must obtain the permission of the Section Officer of the section to which they
are attached or the Section Officer of the Office Procedures Section, as the case
may be. Office Assistants and other Basic Servants must obtain the permission
of the Section Officer of the Office Procedures Section.

518. Regularization of late attendance and leaving office early.—

(i) The authority competent to sanction Casual Leave may grant prior
permission to a member of the establishment to attend office late in the
forenoon or to leave office early in the afternoon to a maximum of 3 days in a
calendar month (The penalty for late attendance with prior permission or
permission to leave office early will be forfeiture of half-a-day's Casual Leave on
the third occasion).

(ii) The penalty for late attendance with or without prior permission will be
as follows:—

Penalty

i. Permission to attend 2 days Nil
office in the forenoon or 3 days Forfeiture of V2 day’s Casual
leave office early in the Leave.
aftertnhoon (in a calendar 4th day Not permissible — should apply
month) for Casual Leave.

ii. Late attendance without 3 days Forfeiture of one day’s Casual
permission in a calendar Leave. *This  should be
month implemented strictly and the

monthly report put up to the
Secretary concerned before the
5t of the succeeding month.
The Secretary will closely
monitor this.

Additional If not condoned will be treated
days as unauthorized absence and
disciplinary action taken.

(*Added vide G.0.Ms.No.13, P & AR (A) Department, dated 11.02.2004.)

(iii) If the individual has no Casual Leave to his/her credit, compensatory
leave or Earned Leave, Earned Leave that shall accrue in future shall be
forfeited. The Section Officer concerned will send a report to the O.P. section
every month for imposing the penalty on the individual concerned. If the late
attendance is habitual (more than 3 days in a calendar month and for any
unauthorized absence) the officer in-charge of the establishment shall institute
disciplinary proceedings under the Tamil Nadu Civil Services (Disciplinary and
Appeal) Rules.
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(iv) Any date on which a member of the establishment attends office after
12.00 noon but before 1.45 p.m. after obtaining prior permission will be treated
as half a day's Casual Leave. Attendance after 1.45 p.m. will be treated as full
day's Casual Leave.

(v) Whenever a member of the establishment applies for permission in
writing to leave office early, the officers concerned may permit him/her only
after satisfying themselves that there is no urgent work to be attended to by
him/her and that he/she has completed all important works for the day
pertaining to his/her seat.

(vi) Women Government servants of the Secretariat on prior applications
be permitted, to attend office late by one hour on three Fridays in a month by
the authority competent to sanction Casual Leave subject to the following
conditions:-

a) That the work of Government should not in any way suffer;

b) If the office/unit consists of women Government servants alone, all of
them should not avail the concession at a time in the interest of good
administration.

c) They should sign in the late attendance register which should be closed
and submitted to the officer concerned at 11.10 A.M. on all Fridays.

(vii) This special permission is in addition to the privileges available in
paras 510 and 518 of the Secretariat Office Manual.

(Vide G.0.Ms.No.30, P & AR (A) Department, dt.30.01.1996)

519. Members of staff not to leave office during working hours.— A
member of the office establishment shall not leave the office premises during
working hours without the permission of the Section Officer of his/her section or
branch.

The Section Officer is authorized to grant permission to members of the
staff of his/her section to leave office a little early to enable them to attend to
some urgent private work.

520. Attendance Register.— *An Attendance Register shall be
maintained in the room of each Under Secretary of the department concerned.
All the staff working under the control of each Under Secretary should sign the
Attendance Register maintained in the room of the Under Secretary concerned
on all working days at 10.00 A.M. Each Under Secretary should close the
Attendance Register by affixing his/her initial at the end and send it to the
Deputy Secretary or Joint Secretary concerned, as the case may be, along with
the abstract of attendance so as to reach the officer concerned by 10.15 A.M. on
all working days. If the Under Secretary is absent or is himself/herself late, the
Under Secretary in charge or the Under Secretary present should close the
Attendance Register indicating in the abstract, the names of absentees. The
Attendance Registers of personal staff attached to the Commissioners and
Secretaries/ Vigilance Commissioner/Chief Secretary shall be maintained in the
rooms of the Commissioner and Secretaries/Vigilance Commissioner/Chief
Secretary.

(*Substituted vide G.0.Ms.No0.110, P & AR (A) Department, dt. 01.08.2006)
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Separate Attendance Register for Record Clerks/Office Assistants shall be
maintained in the O.P. Section and this should be closed by the Section Officer
(O.P.) and should be submitted to the Under Secretary (O.P.).

Members of the establishment who arrive late should either sign their
names in the abstract of late attendance or in a separate late arrival register
according to the practice prevailing in each department in the presence of Under
Secretary.

Each Under Secretary will send to the O.P. Section by 11.45 A.M. a list of
persons who did not attend office by 11.15 A.M. along with the information
whether the application for late permission or for casual leave has been
received. This will enable the O.P. Section to take action for the forfeiture of
Casual Leave for late attendance.

521. Lunch interval.— *The time allowed for lunch is half-an-hour
between 1-30 P.M. and 2-00 P.M. which shall be availed of uniformly by the staff
and officers of the departments of Secretariat.

(*Substituted vide G.0.Ms.No.13, P & AR (A) Department, dt.11.04.2004)

522. Lunch not to be carried into office rooms by servants or
restaurant employees.— Lunch rooms have been provided for the staff in the
Secretariat buildings. Members of the staff should not take their lunch at their
seats or in any part of the office rooms, nor are private servants or employees of
restaurants permitted to carry lunch into office rooms except in the case of
Officers of the grade Under Secretary and above. It is the duty of the Under
Secretary in-charge of Establishment to see that these instructions are strictly
followed.

523. Turn Duty on working days.— An Assistant and a Typist shall be
detained every day to attend evening turn duty in the Tappal Section of the
department of Secretariat for half-an-hour to receive urgent communication, if
any, received out of office hours and to attend to urgent typing work after office
hours. The Office Procedure section shall maintain a roaster of all Assistants/
Typists in the Department and detain them for evening turn duty in tappal
section as per the roaster. The acknowledgment of the persons shall be obtained
in the evening turn duty register well in advance.

An evening turn duty register may be maintained in the tappal section in
the following form:—

Date Name Designation and Section Signature

(1) (2 (3) (4)

The names of the Assistant and Typist detained for turn duty shall be
entered as per the roaster and their acknowledgment obtained well in advance.
The staff members detained for turn duty should acknowledge the same in the
register. If any staff member is not in a position to attend to the turn duty, it is
up to him/her to make informal arrangement with some other colleague to take
over the turn duty and the person who gives consent to take over the turn duty
shall sign the turn duty register noting down specifically 'taken over'. The tappal
Assistant who is normally posted to the turn duty shall not deviate from the
roaster to avoid any misunderstanding. The Section Officer of the Office
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Procedure section shall check the evening turn duty register to ensure that the
staff are detained for turn duty as per the roaster and staff members attend to
the turn duty promptly. "However, it is left to the discretion of the Departments
of Secretariat concerned to make their own arrangements to attend to the
urgent work in the evening turn according to the nature of work in the
respective Department".

524. Holidays.— The office is closed on all Saturdays and Sundays and
provided the state of work permits on Gazette holidays.

The following rules regulate the observance of holidays in public offices
including holidays notified under the Negotiable Instruments Act:--

(i) All public offices are closed on days notified as holidays under the
Negotiable Instruments Act.

(i) The grant of every holiday is subject to the condition that
arrangements will be made for the despatch of em