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FOREWORD

-

This Manual of Office Procedure is meant for the guidance of new entrants to the

service in Railway Board's Office as also for the existing staff and officers. -All officersand,

staff,and in particular those whoare drafted from the Railways, should get cqnversaht with
the provisions in this Manual, as the knowledge of Secretariat procedure thus acquired
would be of great assistance to them in dealing with their day-to-day work.

—

A.N. SHUKLA
_Chairman, VRat'Iwa_y Board

New Delhi
Dated : 10-11-1993
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"PREFACE

The last edition of the Manual of Office Procedure was pubhshed in April, 1970 In-
the intervéning years there have been several structural and other procedural changes
which have necessitated an extensive revision of the Manual.

2 ‘The exnstmg Board's Manual of Office Procedure has been revrsed into two parts -

viz. Organisational Manual (Part I) and Manual on Office Procedure (Part II).

3. The first part relates to orgamsatlonal set up, powers and functions-of Rallway

Ministry. This volume incorporates the various changes in the organisational set up -
which have taken placesince, 1970.  This volume also mcludesachapteron Parhamentary, _

Busmess R ~

4. Thesecond partcontains provisions on office procedures as well as other general E

matters e.g. use of mechanical aids, official language, efc.

5. Every member of the office establishment is expected to be farmllar w1th the_

provisions contained in-this Manual

6. Additions or alterations to thls Manual will be notified by means of correctron
slips or Office Orders issued from time to time, as may be necessary.

MASIHUZZAMAN
Secretary, Railway Bogrd -

New Delhi
Dated : 10-11-1993
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CHAPTER [

!

MACHINERY OF GOVERNMENT

1. The Presidént.—The executive powér of the Unioh‘fonnally vests in the President and
may be exercised by him either directly or through officers sybordinate to him, in accordance with
the Constitution. T ' '

2. The Council of Ministers.—(i} In the exercise 6{ his functions, the President is aided
and advised by a Council of Ministers headed by the Prime Minis@:ide article'74(1) of the
Constitution. In actual practice, the exécutive quthority resides in the Council of Ministers.

(ii) The Council of Ministers consists of three categories of Ministers, namély:

(a) Ministers of Cabinet rank;
{b) Ministers of State; and
{c) Deputy Ministers.

{iii) The Cabinet, which consists of Ministers of the first category only, is responsible for
shaping the overall policies of the government. In discharging; its responsibilities, it somietimes
functions through its committees. :

3. Transactionof govem'mentbusiness.—--(i) Among therulesissued by the Presidentfor
the convenienttransaction of the business of the government, under Article 77(3) of the Constitution,
are: :

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

(ii) The Allocation of Business Rules, allocate the business of the government among its |

different departments which are assigned to the charge of the Ministers by the President on the
advice of the Prime Minister. In relation to the business allotted toa Minister, these rules also permit

the association of another Minister or Deputy Minister to perform such functions as may be -

specifically assigned to him.

(i) The Transaction of Business Rules seek to define the authority, responsibility and
obligations of each department in the matter of disposal of business allotted to it. While providing
that the business allotted to a department will be disposed of by, or under the direction of the
Minister-in-charge, these rules also specify: o :

. {a) casesor classes of cases tobe submitted to the President, the Prime Minister, the
Cabinet or its committees for prior approval; and

(b} tﬁecircumstances in which the department primarily concerned with the business
under disposal will have to consultother department concerned and secure their
concurrence before taking final decisions. '

4. Department.—(i) A department is responsible for the formulation of the policies of
government within its sphere of responsibility and also for the execution and review of those
policies. . - - ' ‘

(ii) For the efficient disposal of business allotted toit, a department is divided into wings,
divisions, branches and sections. : '

¥




(iii) A departmentisnormally headed by Secretary to the Government of India whoactsas
the administrative head of the department and principal adviser to the Minister on all matters of
policy and administration within the department. :

(iv) Where the volume of work in a department exceeds the manageable charge of a
secretary, one or more wings may be established with a Secretary/Special Secretary / Additional
Secretary/Joint Secretary incharge of each wing. Such a-functionary is normally vested with the
maximum measure of independent functioning and responsibility in respect of the business falling
within his wing, subject, however, to theoverall responsibility of thesecretary for theadministration
of the department as a whole. ' : ) ' _—

(v) Asectionisgenerailythelowest organisational unitinadepartment witha well-defined
area of work. It normally consists of assistants and clerks supervised by a section officer. Initial
handling of cases (including noting and drafting) is generally done by assistants and clerks, whoare
-also known as the dealing hands. » ' :

(vi) While the above represents the commonly adopted pattern of organisation of

a department, there are certain variations, the most notable among them being the desk

officer system.  In this system the work of a department at the lowest level is organised into

distinct functional desks, each manned by an officer of appropriate rank, e.g. Under Secretary or

Desk Officer or Desk Attache who handles the cases himself and is provided adequate
_ stenographic and clerical assistance. "

5. Attached and Subordinate offices.—i) Where the execution of the policies of the
government requires decentralisation of executive action and/or direction, a department may have

under it executive agencies called "Attached’ and ‘Subordinates’ offices.

.
)

(ii) Attached offices are generally responsible for providing executive direction réquii'ed in -

the implementation of the policies laid down by the dgpartment to which they are attached. They
also serve as repository of technical information and advise the department on technical aspects of
questions dealt with by them. o ' ' '

(iii) Subordinateofficesgenerally function as field establishmentorasagendies responsible-
for the detailed execution of the policies of the government, They function under the direction ofan

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




CHAPTERII

ORGANISATION OF THE MINISTRY OF RAILWAYS (RAILWAY BOARD)—
TOP MANAGEMENT | |

6. Constitutional & legal position of the Ministry of Railways (Railway Board).—

(a) Under the Constitution of India, thelegislative power with respect to Railways vests exclusively -

in Parliament in terms of the provisions contained inarticle 246/(1) read with Entries 22, 30and 89 of
list I of the Seventh Schedulé to the Constitution of India. The executive power also, with respect to
Railways, which shall be co-extensive with the legislative power of Parliament, vests exclusively in
the Government of India. The subjects, under the Government of India (Allocation of Business)
Rules 1961, with reference to which these powers are exercised are as follows :i— ‘ :

(i) Government Raitays.— All matters, including those relating to Railway revenues and
expenditure, but excluding Railway Inspectorate and Railway Audit.

(ii) Non-Goverrment Railways.—Matters in so for as provision for control by the Ministry of
Railways/Rail Mantralaya, Railway Board/Rail Board is provided in the Railways, Act, 1989 or in
the contracts between the Government and the Railways, or in any other statutory enactments,
namely regulations in respect of safety, maximum and minimum rates and fares, etc.

(iii) ParliamentQuestionsregardingoffencesrelatingto pilferageof Railway property other
than offences relating to crime gn Government Railways and Non-Government Railways.

(iv) Administration of pension rules applicable to Railway employees.

(b) Asstated in Para3 of the preceding Chapter, the President also framed rules forthemore
convenient transaction of the business of the Government of India, The subjects allocated to the
Ministry of Railways (Railway Board)are under the overall chargeof the Minister of Railways, who
js a Minister of Cabinet rank. He is assisted in his work by one or more Ministers, who are of the
statusof Minister of State or Deputy Minister. The Minister of Sta te/ Deputy Minister performs such
functions as may be assigned to him in relation to the business allotted to the Ministry. '

(¢) The Railway Board which is the Chief Administrative Body assisting the Minister of
‘Railwaysand the Minister of State/Deputy Minister for Railways in the discharge of their functions,
was consitituted under a resolution of the Government of India dated 18th February, 1905.Under
Section 2 of the Indian Railways Act, 1905 the Railway Board has been vested with certain powers
of the Central Government under the Indian Railway Act, 1980 'since revised as Railways
Act.1989. Apart from its functions as the top Railway executive body for the administration,
‘technical supervision and direction of the Railways, the Railway Board functions alsoas a Ministry
of the Government of India and exercises all the powers of the Central Government in relation to the
Railways. Asaresultof theinclusion of the F inancial Commissioner, Railways, as a Member of the
Railway Board since 1923 and the separation of the Railway Finance from the General Finance
since 1924, the Railway Board also exercises the powers of the Government of India in regard to
Railway expenditure subject to the ultimate financial authority of the Minister of Railwaysand the
Union Cabinet.

(d) The powers of the Railway Board in all establishment matters are indicated in the
Indian Railway Establishment Code. '

" ORGANISATION

7. Ministry of Railways (Railway Board).—The Minisfry of Railways (Railway Board) is
under thecharge of a Minister of Cabinetrank, who isassisted by Minister of State/ Deputy Minister.

8. Secretariat Establishment of the Railway Board is organised on the same basis and
' pattern as the Civil Secretariat with the difference that the service conditions of the staff in the
Railway Board are principally linked with those obtaining for Railway servantson Railwaysrather
than with those obtaining in the Civil Secretariat. This has been necessitated by the fact that the
Railway Board Secretariat isnotonly functioning asa Ministry of the Government of India butalsoas
ahighadministrativeand technical unit,controlling the executive functionsof Railways. Theposts
“in Railway Board are manned by recruitment through UPSC, Staff Selection Commissions and
Railways. : .
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9. Railway Board—The Railway Board as at present constituted, censists of : -

(1) TheChairman; '
(2) The Financial Commissioner for Railways:and
(3) Four other members.

10. Chairman, Railway Board.—(i) The Chairman, Railway Board is ex-officio Principal

Secretary to the Government of India in the Ministry of Railways. Heisresponsible to the Minister -

of Railways (orasdelegated by him) for arriving atdecisionson technicaland non-technical questions
and advising the Government of India on matters of Railway policy. He deals with Corporate Co-
ordination and other corporate functions as wellas any other subjects as laid down from time to
time. He does not function as a member in charge of any particular discipline but he may, at his
discretion, deal with any matter pertaining to any discipline or any other subject. Al policy and
otherimportantmattersare putuptothe Ministers throughhim. He hasthepowerto over-rulethe
other Members of the Board, except that if the Financial Commiissioner does not agree with the
Chairman, Railway Board on any matter of finance, the Financial Commissioner may ask it to be
referred to the Railway Minister and incase heis unable toagree with theRailway Minister, he has the
right to refer it direct to the Finance Minister. ' )

(i) All cases, in which there is a difference of opinion between two Members of the Board,

wouldbereferred to theChairman, Railway Board, whowill try toarriveata jointly agreed proposal,

if necessary, after discussion. The chairman, Railway Board, may also take final decision in regard
to inter-departmental differences (subject to the approval of the Ministers being obtained, where
necessary) except when there isa difference of opinion between the Finanancial Commissioner and
the Chairman, Railway Board on a financial issue, in which event, if so asked by the Financial

Commissioner, the case would be put up by the Chairman, Railway Board to the Railway Minister

bringing outboth points of view. ' Incases where the Financial Commissioner is unable to agree

with the Minister of Railwayson a financial issue, the financial Commissioner may, if hesodesires,

refer the matter direct to the Finance Minister.
. ¢

11. Financial Commissioner for Railways.—The Financial Commissioner for Railways is
vested with full powers of the Government of India to sanction Railway expenditute and isex-officio
Secretary to the Government of India in the Ministry of Railwaysin financial matters. No proposals
involving expenditure affecting Railway Revenues can be sanctioned without his prior concurrence.
He has the right to refer direct to the Finance Minister any financial issue on which he finds himself
unable to agree with the views of the Minister in charge of the Railway Ministry. -

‘ 12. Other Members of the Railway Board.—The Members of the Railwéy Board are
separately in charge of mattersrelating to staff, Civil Engineering, Traffic, Electrical Engineering and
Mechanical Engineering. They function as ex-officio Secretaries to the Government of India in their

respective spheres. Each of the Members is responsible for dealing with all aspects of the technical

subject or subjects of which he is in charge. Where a question impinges on the function of another

Member, his concurrence is to be obtained and in case of any persisting difference, theissueis to-

be referred to the Chairman, Railway Board for a decision.

13. @) Directors General.—There are two Directors Generals, in charge of Railway
Protection Force and Railway Health Services respectively. '

(ii) Advisers.—To enable the Board to effectively tackle the additional duties and
responsibilities arising from the increased tempo of work, there are Advisers, each in charge of
various Directorates. ' .

(iii) Although the Advisers do not form part of the Board, yet they have been authorised to
pass final orders on behalf of the Board except with regard to those matters which require formal
approvalof the Board and Ministers. These officers, while notbeing Membersof the Boardassuchare

inivited to attend Board Meetings, when necessary.




'l4. Procedure for Board's Meetings.—{i) Meetings of the full Board with the Ministers are
held as and when required at whicl;eguestions of policy and such other specific subjects as are
indicated by the Ministers are discussed. g ' :

(ii) The Board normally meets oncea week or oftener, as may be necessary toconsider major
questions of policy and to dispose of other important cases, requiring the orders of the Board or the
Minister.

(iii) The Chairman will determine the agenda for meetings of the Board.

(iv) A self-contained memorandum will be prepared on each case to be discussed at the
Board's meetings by the Directorate concerned setting out the issues raised, the views of the other
concerned Directorates,particularly those of the Finance Directorate in cases having financial
implications and finally inasummary of the pointor points requiring Board's orders. .10 copies of the
Memorandum will be sent to the Secretary's Branch. S

(v) Secretary will prepare the Minutes of the Board's meetings, whichafterapproval by the
Board Members, will be circulated to the Directorates concerned for necessary action. Copies of the
Minutes will besenttoMinisters/Board Membersand toDirectorsGeneral Raitway HealthServices/
Railway Protection Force and Advisers. ' :

15. Tour Programme..—-(i) When Members of the Board or other Senior Officers goon tour,
copies of their tour programmewill be prepared by their PSs/PAs and supplied to the following
officers for information :— : o

Chairman, Railway Board : PSs to MR, MOS{R), DMR, Secretary o PM, Cabinet Secretary;
Members of the-Board; Directors General, Advisers, Executive
Directors concerned; Secretary; Jt. Sectetary; Transport Inspector;

Chief Secretary to the Govt. of State and the Secretary concerned if
visiting the capital of a State; GM's of all Railways concerned.

Financial Commissioner: PSs toMR, MOS (R), DMR, PS to the Finance Minister, Secretary to
' the PM, Cabinet Secretary, Finance Secretary, CRB and other
Members of the Board, Directors General, Advisers, Planning
Comunission, Executive Directors concerned; Secretary,Jt. Secretary,
Transport Inspecter, Chief Secretary to the Govt. of the State and
Secretary Concerned of the Sfate, if visiting the capital of a State,
General Menagers and FA and CAOs of railways concerned.

Other Members: PSs to MR, MOS (R), DMR, Secretary to the PM, Cabinet Secretary,
CRB and other Members cf the Board, Directors General, Advisers
and Executive Directors concerned; Secretary, Jt. Secretary;
TransportInspector; Chief Sectetary tothe Governmentof the State
and Secretary concerned if visiting the Capital of State, General
Managers of Railways concerned.

Advisers ; : PSs to MR, MOS (R), DMR, CRB and other Members of thé Board;
‘ Executive Directorsconcerned; Secretary, Joint Secretary; Transport
Inspector; and General Managers of Railways concerned.

Executive Directors : CRBand other Membersof the Board concerned, Directors & Joint/
" Dy. Directors concerned, Secy., Jt. Secy, Transport Inspector and/
GMsof Railways concerned. .

Directors/Jt. Directors : Executive Directors concerned; Secy. Jt. Secy, Transport Inspector
and GMs of Railways concerned.

.
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(i) When the Chairman, Financial Commissioner and other Members of the Board are
visiting the Headquarters of a State, the Principal Private Secretariesconcerned should enquire from
their officers if they would like the State Government to be addressed; if so, the secretary to the
Governor and Chief Secretary to the Government concerned should be written to asking if thereare
any railway matters which the Governor or any department of the State Government concerned,
would like todiscuss. Copies of tour programmes should be sent to them. Chambers of Commerce
or other Trade interests should also be advised of the tour, if necessary, after consulation with the
Officer concerned. These communications should issue under the signatures of the Secretary.

(i) In the case of tour of Chairman, Railway Board, Financial Commissioner for Railways

and other Members of the Board, orders should be obtained if they desire that a Press Note should
issue. o

(iv) Cases for Discussion by Members while on Tour—Principal Private Secretaries will -

preparea list of cases earmarked for discussion by officers whilst on tour and send it to the Branches
concerned for information.

(v) Tour Notes.—Principal Private Secretaries or Stenographers will supply the Chasing -

Section,/General Branch with at least 6 copies of tour notes of the Officers concerned for distribution
tothe Branches concerned. The Chasing Section will maintain separate files for the tour notes@f the
Ministers, while the 'G' Branch will maintain those for the Chairman, the Financial Commissioner
and other Members of the Board. -




CHAPTER 1II

ORGANISATION OF THE MINISTRY OF RAILWAYS (RAILWAY BOARD)—
MIDDLE MANAGEMENT. |

16. Secretary, Railway Board.—Secretary, Railway Board, who is ex-officio Additional
Secretary to the Government of India in the Ministry of Railways, has three types of responsibilities
as indicated below:— T S

(i) As the Secretary of the Board, he attends the Board meetings, draws up the minutes of -
the discussions and, after getting them approved, issues them to the Directorates concerned for
necessary implementation. He also circulates a copy of the minutes to the Ministers/Board
Members and Directors General Advisers. '

(ii) Secretary, Railway Board is responsible for the general conduct of work in the Ministry
and for this purpose he has overall control over the various administrative sections in the Ministry
of Railways, namely ERB Sections, Cash Sections, etc. He maintains co-ordination between the
variousDirectorates and is responsible for the strictobservanceof office procedure. TheParliament
workisalsounderhisoverallcharge. Theresponsibility for the preparation of Budget for the Office
of the Ministry of Railways vests in him. Secretary, Railway Board holds periodical meetings of
Advisers/Executive Directors for the purpose of discussing the difficulties experienced by the
Directoratesinregard tostaff, accommodation, etc., asalsofor keeping Advisers/ Advisers Executive
Directors apprised of the policies of the Board on important matters. He is also generally
responsible for the current relations between the Ministry of Railways and other Ministries of the
Government of India.

(iii) The third item of responsibility for the Secretary, is that relating to gaze'tted establishment
of the Zonal Railways in regard to the following aspects:—

{a) Promotion of officers to administrative grades ;

{(b) Scniority of officers including those promoted from Group 'B' (Class—TI' ) to
Group'A' (‘Class-T).

(¢) Individual cases of fixation of pay of gazetted officers ;

(d) Transfer of officers on deputation both within India and abroad ;

{¢) .ater-Railway transfer of officers;

(f) Disciplinary cases against officers.

17. Joint Secretaries, Railway Board.—Jt. Secretaries, Railway Board are responsible for
assisting the Secretary in his work pertaining to Establishment and Administration in the Ministry
of Railways.

Jt. Secretary Railway Board is responsible for all cases pertaining to non-gazetted staff of the
Ministry of Railway. He also assists Secretary in matters relating to Railway Board's Budget, Office -
Accommodation, Procurement of Stationery etc. He is also O&M Officer of the Ministry of
Railways. He represents the Ministry of Railways in the Departmen tal Council of the Department
of Personnel; presides over the Staff Benefit Fund Committee and is associated with other Committees
like Canteen Committee, Sports Committee, etc. of the Ministry of Railways.

Jt. Secretary (Gazetted) assists the Secretary in the Establishment work pertaining to
Gazetted officers of the Board's Office. He is also handling the cases of posting, transfer and
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promotlon of all gazetted officers on Zonal Railways.
Jt. Secretary (Establishment) is assisting the Secretary in matters relating to D&A casés,
seniority, Pay fixation, leave and review of gazetted officers on Zonal Railways.

Jt.Secretary (Parliament) assists the Secretary in the Parliament workas well aspreparation
of all material required for the meetings of the Consultative Committees of MPs for the Ministry of
Railways.

JointSecretary (Confidential)is responsible for handling all policy matters relating to career
planning of Railway officers on the Zonal Railways. - He -also assists --Secretary in the

establishment work of senior officers on Zonal Railways. He also maintains Confidential Reports -
of all officers of the level of Class I and above of RBSS and Selection Grade and above of All

India Railway Services.

18. Deputy/Under Secretaries, Railway Board.—The Deputy/Under Secretaries are

assisting the Secretary through their respective Jt. Secretaries in the discharge of various functions -

relating to General Administration and Establishment work of Railway Board’s Office.

19. Directorates.—(i) Below the level of Board members, Advisers/Directors General, the

Ministry of Railways (Railway Board) is organised and structured as Directorates, each generally

headed by an Adviser or an Executive Director and supported by officers of the rank of Directors,

Joint Directors, Deputy Directors and Secretariat Staff. Each Directorate reports to a Member of
the Board or an Adviser. At present, the Ministry of Railways (Railway Board) has the following
Directorates:—
(i} Accounts,
(ii) Civil Engineering
(iii) Coaching
(iv) Computer & Information Servnces
{v) Economic Cell :
(vi) Efficiency & Research
(vii) Electrical
(viii) Establishment
(ix) Finance
(x) Health
(d) Legal )
(xii) Land Management
(xiii) Management Services
{xiv) Mechanical Engineering
(xv) 'Mechanical Engineering (W)
(xvi) . Mechanical Engineering (PU)
(xvii} Metropolitan Transport Project .
{(xvili) Official Language
(xix) Pay Commission -
(xx} Planning
(xxi) Public Grievances
(xxil) Public Relations
(xxiit) Railway Electrification
(xxiv) Safety _
(xxv) Secretary's Directorate
(xxvi) Security
Oxxvii) Signal
(xxviii) Statistics & Economics




{(xxix) Stores
(xxx) Track
- (xxxi) Traffic Commercial & General
(xxxii) Traffic Transportation -
(xxxiii) Telecom.
Oaxxiv)  Vigilance
Gaeoxv)y  Works

(ii) The brief functions of the various Directorates are given in Appendix1.

20. Executive Directors.—Executive Directors are the driving force of the organisation
and on them rests the responsibility of implementing the policy of the Ministry of Railways (Railway
Board). Subject to the general principle that when the policy of the Ministry in any particular aspect
is not known, it is not to be assumed, Executive Directors deal on their own or ensure handling by
the officers under them all issues arising for consideration in the sphere of their functions and
communicate decisionson behalf of the Ministry of Railways (Railway Board). Inthecaseof matters
needing consultation with other Directorates particularly the Finance Directorate in cases having
financial implications, or even with other Ministries, Departments, UPSC etc. such consultations
shall be ensured before final decisions arearrived atand communicated. Issues of majorimportance
of policy will be placed before the Board Member concerned, who, if he considers it necessary,will

suggest discussion in appropriate cases, in a Board meeting before a decision is arrived at. In such

cases, a Memo will be prepared as enjoined in para 14 (iv), to enable discussion of the issue in a Board
meeting. Cases requiring Minister's approval or orders will be submitted to him for decision.

21. Directors.— Directors function in the same manner as Executive Directorsin the area
of their resposibilities. They normally report directly to the concerned Adviser/Director General
or Member of the Board. ' : :

22. Joint Directors.—Joint Directors assist in the disposal, on their own, of a number of

items of business coming up for consideration in their area of resposibilities. Though, they normally
report to the Executive Directors concerned, they may, in certain cases, e.g. where there is no
‘executive Director or’ where the particular subject does not fall within the jursidiction of the
‘Executive Director, put up papers directly to Adviser/Director General or Member of the
Board concerned. Inareas, whereaJoint Director functions as a Branch Officer, he will have the same
authority and responsibility as a Deputy Director in regard to the despatch of business dealt with
and the maintenance of discipline amongst the staff in the Sections under him.

23. Deputy Directors.—Deputy Directors are responsible to the Executive Directors or
Directors or Joint Directors concerned for the current work in the Sections under them for which they
function as Branch Officers. Generally, they dispose, of their own responsibility, issues of
routinecharacter like simple interpretation of Rules, Orders, etc. Executive Directors or Directors
may, however, vestin the DeputyDirectors the authority totakedecisions onissues of routine nature
dependingon theindividual circumstance of thecase. Deputy Directors will, withoutimpairing the
general responsibility of the Section Officer or other supervisory staff incharge, exercise the
necessary control both in regard to the timely despatch of the business dealt withand in regard to
the maintenance of discipline among the staff in the sections under their charge. ‘

24. Organisation and Methods Unit.—A special organisation known as the Organisation

and Methods Division was formed in the Cabinet Secretariat with the aim of initiating and
sustaining a concerted effort toimprove Ad ministrative efficiency in all Ministries/Departments of
the Government of India. This Division now functions under the Ministry of Personnel, Public
Grievancesand Pensions. Underinstructions from the O&M Division,an O&Munithasbeensetup
in the Ministry of Railways. Itfunctionsunder the Secretary, Railway Board and is responsible for
introducing various administrative reformsin the Ministry of Railways. Itis headed by a Under
Secretary (O & M). ' ' "
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CHAPTER IV

ORGANISATION OF THE MINISTR_Y OF RAILWAYS
(RAILWAY BOARD)——OFFICE STAFF

25, Section Ofﬁcers.-—-(a) Gection officers function as supervisors of Sections/ Branches,
withadefined allocation of subjects to be handled. They arere sponsible to the Executive Directors/
d DeputyD_irectorsunder whosecharge the Section functions for ensuring

Directors/Jt Directorsan

® Promptande

(ficientprocessing of papers coming up for disposalin thejrSection.
(ii) Aneven allocation of work amongst the staff.
(iii) Appropriate development of abilities of the staff under them.
discipline amongst the gtaff in the Section-

(iv) Maintenance of
(v) Thatthe Section is kept neat and tidy- -
(vi) Proper maintenance of files, registers and other documents and papers being
handled in the Section. :
e of the instructions contai

(vii) Strict observanc .
Orders, etc. including prompt submissions O

tuality in attendance by

ned in the Codes Manuals, Office

f periodical statements.

the staff.
d unwanted papers/ documents in the Section.

ed to take actionon routine matters like
and other intermediate disposals.

(viii) Punc
(ix) Weeding out of old an

Officers are authorised and are expec

{b) Section
sending reminders, interim replies; jssuing acknowledgements
nts.—Assistants occupy the originating secretariat position for case WOTK and
trusted with the responsibility of

26, Assista

rcorrespondence han
the Sectionas a whole. He

dled in the Minisiry. Fach Assistant is en
dealing with certain specified subjects from amongstt
opens the files, maintains them, notes on cases on subj
memoranda, statements, etc. and ensures promp
and records the files after action is completed on them. Assistants ar

and drafts themselves. Gelected Assistants, particularly those who have com
in the grade are authorised t0 submit cases direct to Branch Officers.

s.—Upper Division Clerks
handled by them are less O

t dispo
e expected t0 type their notes

pleted 8 years service

tasks sifnilar to those

perform
ortant but more

jvision Clerk
mplex and imp

27. Upper D
Bul cases

performed by Assistants.
routine in nature.
28. Lower Division Clerks.—Lower Division Clerks are responsible for

of papers coming to the Section ;

Section ;
1 as may be assigned t

jarisation

e various rggisters in the

() typingand proof-reading of such materia

Section Officer oF other supervisory staff.

(d) preparation of various periodiéal stateme
Section to other sections or offices.

(e) ensuring despatch of outgoing letters and f

(f) indexing and recording work;

arationand submissionof

(g) prep
Gection Officer. - | |
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" Sections.

29, Stenographers.— Stenographers are of four grades:

(a) Grade 'A' attached to Chairmam, Railway Board & other members of Board.
(b) Grade 'B'attached to Advisers/Directors Genral and Executive Directors.
(c) Grade'C' attached to Directors, Jt. Directore and Deputy Directors.

(d) Grade 'D’ generally attached to Section Officers but in certain cases to other
officers also. \

As the designation indicales, Stenégap_hers take dictation of notes, Memoranda, drafts etc.
and type them on behalf of the officers with whom they are deputed. Their other responsibilities
include:

(i) Being in attendance near their officers for rendering assistance in their official
work, like giving telephonic connections, obtaining files and other papers from
the Sectlons.

(i) Maintainingregisters for recording movementof filesand letters passing through
the officer. : '

(iti) Maintaining the codes, manuals and other rule books up-to-date for the benefit
of reference by the officers.

(iv) Fixing bpofficial engagements, toursetc. of the officerand making arrangements
for official meetings held or attended by the officer.

(v) Ensuring safe custody and disposal of classified documents & other articles
provided by the Administration to the officer and observing other security
instructions.

30. Other Group 'C' Staff.—While the staff listed in paras 25-29 are the main and the
largest group of Secretariat Staff, belonging to the three Railway Board Secretariat Services, in view
of the technical nature of the responsibilities of the Ministry of Railways, number of other
subordinate staff, variously designated give functional support to the organisation. Their duties
vary from Directorate to Directorate.. ' ‘

31. Group 'D' Staff.—The categories of Group ‘D' staff funciioning in the Ministry of
Railways and their responsibilities are indicated below :

() Record Sorters and Daftries.—(@) Binding, stitching and mending of files and other
papers. . :

(b) Extracting from the shelves and restoring thereto after use of proceeding etc. in the
Record Section and Books and magazines in the Library.

(¢)' Packing of parcels, sorting of dak and making of sets of various papers.

(d) Insertion of corrections and amendments to Codes, Manuals and other books of
reference. '

(i) Jamadars/Messengers.—(a} Ensuringthattherooms of officers/Sections with whom they
work are kept tidy and clean, and stationery and furniture items are in their places and in order..

(b) Answering of calls from their officers/Sections and ensuring prompt delivery of files
and papers to other concerned officers or sections.

(¢} Ensuring that no unauthorised person gains entry into the rooms of their Officers/

b
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- (iii) Farashes.—Farashes will open and lock the rooms in their jurisdiction, clean and dust
the tables, chairs, side-racks and other furniture therein, prevent entry of unauthorised persons
while they are on duty. They will also switch off all lights, coolers, air-conditioners, heaters, etc. in
office rooms. They will bring into notice of Estate Supervisor or DS(G), any untoward event or
happening noticed by them in the office rooms, They will report to Estate Supervisor.

(iv) Sweepers.—Sweepers will sweep the floors of the rooms in their charge and also clean
and dust the doors, windows, walls, ventilators etc. They also report to the Estate Supervisor.

(v) Cleaners.—Clqanersareresponsibleforn\aintainingcleanlin&ssinthecorridors,slaircases
and toilets etc. They report to the Chief Health Inspector.

12




CHAPTER V
SERVICE AND SUPPORT UNITS
32. The following service anﬂ support units function in the Ministry of Railways:

(i) Estate Supervisor's Office _

(i)} Inspector of Works : i
(iii} Electrical & Airconditioning Chargemen

Gv) StaffCars |

(v) Stationery Branch

(vi) Library

33. The functions of the above unils are as under :—

(1) Estate Supervisor’s Office—The Estate Supervisor, who functions in the
administration Wing under the jurisdiction of Secretary, Railway Board, is
incharge of cleanliness of the office premises. Supporting Staff in the form of
Farashes, Sweepers and cleaners work under his control. Any deficiency
observed in the maintenance of clean surroundings in office permises will be
reported to him for rectification.

¢

(ii) Inspector of Works—This functionary also functions under the administrative
jurisdiction of Secretary, Railway Board. He attends to the repairs and
maintenance of Rail Bhavan, including periodical whitewashing.

GGii) Electrical & Airconditioning Chargemen.—These two functionaries work under the
administrative jurisdiction of Secretary, Railway Board, and attend to general
repairs and maintenance of electrical appliances and installations of
airconditioning unilts like coolers etc. respectively.

34, Staff Cars.—The Transport Inspector controls the scheduling, movement and
maintenance of the fleet of staff cars available in the Ministry of Railways. He also processes the
proposals for procurement of new cars for the fleet. The control and use of staff cars are governed
by the Staff Car Rules as issued and amended from time to time by the Ministry of Finance. He
functions under Protocol Officer & Joint Secretary.

35. Stationery Branch.~(i) The Stationerysection purchasesand slocksthe variousitems
of stationery required for official use like, note pads, typewriters and other office equipment. They
alsoarrange for the maintenance of furniture and office equipments. They keep an inventory of all
these items and arrange for their distribution for official use and account.

(ii) Sections are expected to send their indents for the various items of stationery required
by them for official use oncein three months by the fifth of January, April, July and October. Indents
havetobe prepared inthe prescribed proforma.  Urgentrequirements needed before the subsequent
indenting date may be requisitioned through the authorisation of Branch Officers.

(i) Personal staff attached to officers will indent, for the stationery needed for the officers
concerned for official use.
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36. Library.—(i) The Library.in the Ministry of Railways functions under the Executive
Director, Statistics and Economics, with a Librarian and an Assistant Librarian in charge. The

Library houses such books and journals as are of interest to the Ministry of Railways, particularly

those relating to Railways in general, transport and other allied subjects in particular.

(i) Branches, which publish Code Books, Reportsand bring outsimilar  publications will
make two copies of the same available to the library, as soon as these are published.

(i} Books may be borrowed from the library by all offficers and staff of the Ministry of
Railways by filling in the requisition slip available in the library. Responsibility of returning the
books shall remain with the signatory. Books may not be placed by the sections on files for
reference. Books meant only for reference like Encyclopaedias, Dictionaries, Directories, Atlases,
Hand Books etc. will not be issued on loan. Bound volumes of Journals are for reference
only. These may, when necessary, be consulted in the library itself. ‘

(iv) Books borrowed from the library will normally be returned within two weeks. If
retention of any book fora further period is desired, these may be got re-issued by the Librarian, who,
before allowing such retention will ensure that there is no other pending demand for the book.

(v) The Librarian may in his/her discretion issue books fora longer period than two weeks
in cases where it is offically justified.

(vi) Damaged books/missing pages should be brought to the notice of library staff at the
time of issue otherwise the borrower shall be held responsible for damages delected at the time of
returning such books. Damaged publications may not be issued out on loan.

(vii} Officers/staff proceeding on transfer from the Ministry of Railways are advised, in
_their own interest, to obtain a no-demand certificate from the Librarian before carrying out such
transfer, :

(viii) All current journals will be displayed till the arrival of the nextissue. Thereafter
these will be made available on written request for perusal normally for two days. Similarly,

current newspaper will be displayed in the library for two days and may be borrowed only "

thereafter, . '

(ix) Any books or material borrowed and later lost/misplaced by the borrower should
preferably be replaced within 30 days, failing which he/she should pay the publisher's price plus
50% surcharge. '

() Purchaseof New Books.—Recommendations for the purchase of new books/journals may
be made giving the following particualrs to the Librarian, who will place the same before the Library
Committee for a decision :

() Title of the Books/Journals -
(ii} Author/Publisher
(iii) Price (Approximate, ff actual is not known).
(xi) Thelibrary is also open to research students of various universities for reference in the

library. The authority to grant permission for such purposes vests in the Executive Director
(Statistics and Economics). : : '
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- CHAPTER VI
STAFF GRIEVANCES PROCEDURE & WELFARE FUNCTIONS

37. PermanentNegotiatingMachinery.—Inorderto maintain contact with the organised
labour on the Railways and to resolve disputes and differences which may arise between them and
the Administration, a PermanentNegotiating Machinery hasbeensetup. This Machinery worksin
three tiers: viz:

(i) The railway: level, in which the recognised unions have access to the Divislonal
& Workshop Offlcers and to officers at the Head-Quarters of the Railway
Adminlstration including the General Manager. '

(i) The Rallway Board level, in which the representéiives of the recognised
Federations of Railway employeesmeetthe Railway Board to obtaindecisionson
matters which have not been settled at the railway level; and

(il) the Tribunal level, in cases in which agreement is not reached between the
Federations and the Railway Board and the matters are of sufficient importance
to merit reference being made to an adhoc Tribunal consisting of representatives
of the Railway Administration and the labour presided over by a neutral
Chairman. '

38. Joint Consultative Machinery Scheme.—(l) Apart from the Permanent Negotiating
Machinery mentioned in the previous para, with the object of promoting harmonious relations and
securing the greatest measure of cooperation between the Central Government and its employees,
a National Council, Departmental Counctls and Office Councils have been constituted under the
scheme of Jolnt Consultative Machinery and Compulsory Arbitration for Central Govt.
employees. The Councils discuss matters relating to conditions of service and work, welfare of the
employees and improvement of efficiency and standard of work. No individual case can be

- considered by the counclls and inregard to recruitment, promotions and discipline, the councilsare
fo restrict their deliberatlons to matters of general principles only. :

(i) Mattersof interestaffectingthe_CentralGovemmentemployeesgenerallyareconsidered
by the National Council. The Departmental Council of the Ministry of Rail ways deals with matters
affecting the staff employed on the Zonal Railways. The departmental council for Railway

employees is presided over by the Member Rallway Board in charge of staff matters. Besides the

Chalrman, there will beten representatives-6 permanentand notmote than four temporary-fromthe
official side and thirty representatives of the staff side.~-15 ‘each to be nominated by the two

recognised Federations, viz. All India Railwaymen Federatlon and the National Federationof Indlan -

Raliwaymen. The chairman may also invite experts to the meeting, for their advice.

(ifi} . In case a final disagreement s recorded on any matter In the Departmental Counciland
the matter is one for which compulsory arbitration is provided, it has to be referred to arbitration,
if so desired by either side observing the procedure therefor. However, in respect of arbitrable
items, before a disagreement Is recorded, the matter has to be submitted for consideration of the
Cabinet. Before submitting the note for Cabinet, the Department of Personnel are required to be
consulted. \ :
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Inrespectof non-arbitrable items, however, a convention has been established by which the
staff side if they so desire, can place their points of view before a Committee of Ministers consisting
of Home Minister, Labour Minister and the Minister Administratively concerned with thesubject. A
dispute shall, however not be referred to arbitration from the Departmental Council unless it has
been considered by the national Council when the dispute covers matters affecting Central
Government employees generally such as regarding minimum remuneration, dearness allowance,
and pay of certain common categories etc. The tight of either party to claim arbitration is limited
to (i) Pay and Allowance, (ii} weekly hours of work and (iii) leave of a class or grade or railway

“employees. Matters determined by Governmerit in accordance with the recommendations of a
commission will not be subject to arbitration for a period of five years, after which they will be
arbitrable again. Subject to the overriding authority of the Parliament, recommendations of the
Board of arbitrationarebinding onbothsidesand ordersissued by Gov. pursuait torecommendations
of the Board of arbitration shall, unless otherwise, specified in the recommendations or modifled by
mutual agreement, remain in operation for a period of three years. '

. 39.  Office Council.—(a) There is an Office council for the employees of the Ministry of
Railways. These employees are also represented in the Departmental Council of the Department
of Personnel alongwith the staff of the Central Secretariat Services. '

(b) The scope of the Office Council functioning in the Ministry of Railways includesall local

~ matter relating to conditions of work, welfare of employees, improvement of efficiency and

standards of work with particular reference to the local conditions. The membership of the council
may not exceed five on the official side and eight on the staff side. The staff representatives are -

nominated through the recognised associations named below :

(i) TheRailway Board Secretariat Servicé Class I Officers Association representing
Section Officers of the Railway Board Sectt. Service.

(i) The Railway Board Ministerial Staff Association representing Group 'B' (non-

' gazetted) and "C' staff like Assistants, UDCs, LDCs, Stenographers, Drawing
Office Staff etc. ‘

(i) The Railway Board Class IV Staff Association representing the Group ‘D' staff.

(¢) Secretary,Railway Boardis the Chairmanof theCouncil. TheChairman, inconsultation
with the representatives of the staff nominates one of them to function as Secretary to the Office
Council. A Joint Secretary may also be similarly appointed, if considered necessary..

(d) The meetings of the Office Council shall be held periodically.

40, Staff Welfare.—(a) To attend to all matters regarding welfare & Recreation of the
staff, particularly belonging to Group'C' and Group ‘D' staff of the Ministry of Railways, a Welfare
Section Staffed by Welfare Officer and Welfare Inspectors functionsinRailway Board'sOffice. This
Section administers the Staff Benefits Fund through the Committee established for the purpose of
providing financial relief for sickness, education, etc. of the staff and their families. [t organises
sports and recreational activities, family welfare scheme etc.

(b) Railway Women's Central Organisation(RWCO).—This Organisation functionsat the
apex level in the Board's Office and aims at promoting welfare among Railway employees, fostering
astateof friendshipamong them. Itprovidesassistancetodeserving wards of Railway employees
in the matters of Health, Education etc. It also promotes artistic, cultural aclivities among; the

railway employees and thier wards.
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CHAPTER VII
CONDUCT AND DISCIPLINE-

41. ServiceRules, —AllofflcersandstaffworkmgmtheMlmsrryofRallways asanyother
staff in Central Government service, areexpected to be familiar with the Railway Services(Conduct)
Rules or other relevant Rules and administrative orders governmg their conduct. In their own
interest they should alsostudy and be in the know of the provisions of Indian Railway Establishment
Code Vol. 1 & 11, Railways Servants (Dnscnplme & Appeal) Rules; the various Rules governing
recruitment, promotion, seniority etc. in the services to which they belong. '

42. (i) Hours of Attendance.—The normal hours of attendance at office are from 9-00 a.m.
ta 5-30 p.m. on all working days with a lunch interval of half an hour from 1-00 p.m. to 1-30 p.m.,,
but any. member of the staff may be required to work beyond these hours, when this is necessary,
keeping in view the state of office work. Every member of the establishment s expected tobeinhis/
her seatand at work by 9-00 a.m.

(i) Attendance Register —(a) An Attendance Register will be maintained in each Brarich
in form S.37. Every member of staff should, on arrival enter in ink his/her initials together with the
time of arrival against his/her name in the relevant dated column against the letter'A'. Theregister
should be iriitialled by the Section Officer (or in his absence by the senior most Assistant present) at
the bottom of the dated column on the last page of current monthin token of scrutmy

(b) Thé Section Ofﬁcer should see theregister daily and heis fully responsible for its proper
maintenance. The register will be put upto the Branch Officer immediately after 9-00 a.m. Any
member of the staff arrlvmg thereafter will miark his/ her attendance in Branch Officer's room.

{c) The fo]lowmg abbrewatlons shou]d be employed to denote the reasons for non-
attendance —

) ‘C‘.L.—Cas‘,ual Leave
(iiy C.H.—Compensatory Holiday in lieu of attendance on a holiday.

(iii) 'L.—-—Leave of any other kind.

 (iv) - A—Absent wnthoutleave or permission. ThIS entrymaybemadeinink. When
. leave of any kind is sanctioned, the approprlate abbreviation as indicaled above
should be subshtuted

(08 _ R.H.—Restricted Holiday

43, . CasualLeave.—Casual Leaveisaconcession toan employee to enable him tobe absent

from duty for a short spell of a few days.on account of illness or to enable him to attend to private

-affairs, The number of days in a calendar year on which an employee in the Ministry of Railways

' mayavaﬂ of casualleaveis 12 Public holidaysincluding Sundaysand closed Saturdays falling within

aspellof casual leave orimmediately preceding or succeeding, will not be counted ascasual leave. A

restricted holiday will, for this purpose, be treated as a public holiday. Casual Leave should not,
however be granted in combination with any other leave.
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* 44, Special Casual Leave.—Special Casual Leave is granted to an employee for, certain
specified purposesinaccordance with the provisionscontained in thisbehalfin theIndian Railways
Establishment Manual or other orders issued from time to time. Instances of such purposes are,
sports activities, participation in meetings of Employees Cooperative Societies, for undergoing
sterilisation operation under the Family Welfare Scheme, etc.

45. Compensatory Holiday.—Compensatory Holiday is granted to a Group 'C' or 'D'
employee in lieu of attendance on Sundays and other holidays. Accumulation of compensatory
holiday is not subject to any limit, but normally it should be granted within a month of its becoming
due ; unless Executive Director/Joint Director concerned agrees in exceptional circumstances to
relax this time limit in the interest of avoiding serious dislocation to current work on account of too
many employees asking for compensatory holiday atabout the same time, butevenin suchanevent,
not more than two days compensatory leave may be granted at a time.

46. Public Holidays and Restricted Holidays.—Lists of public holidays and restricted
holidays are circulated every calendar year by the Ministry of Home Affairs, The employees of the
Ministry of Railwaysare eligible to avail of the holidays, provided that not more than two restricted
holidays can be availed of by an employee in one year.

47. Leave on average pay and otherrecorded leave.—The quantum of leave on average
pay and other recorded leave admissible to employees, and the conditions of their admissibility are
contained in the Indian Railway Establishment Code Volumel, and other cognate ordersissued from
time to time. . ‘ i '

48. Applications for leave.—Applications for leave of all kindsincluding casual leave will
be submitted (exceptin emergent situations) in advance, in the case of long leave at least a month in
advance, to the sanctioning/recommending authority concerned.  In the case of leave on medical
grounds, the application should invariably be accompanied by a medical certificate from an
authorised medical attendant.

49. Charge Reports.—Before proceeding on and on return from any leave other than
casual leave, officers and staff are expected to sign the charge reports. In addition, in the case of
officers, handing over notes will be signed as per extant instructions indicating inter-alia, the state -
-of work, pending filesand important proposals under consideration, matters which require personal
attention of the relieving officer and have to be pursued and a list of classified documents, files etc.
in the custody of the officer handing over charge. Handing over notes should be based on the
personal experience and knowledge of the relieved officer except for statistical details for which he
may take the assistance of hisstaff. Handingovernotes need be compiled only by those officers who
have held charge of a post for not less than six months. For those who have held charge of a post for
less than six months, detailed comments on the progress made or difficulties experienced in respect
of the items of work inciuded in the handing over notes of the previous incumbent will suffice..

50. Leaving headquarters.—Every officer and member of the staff is expected to obtain

Jpermission of his superior when he intends to go out of the headquarters either during leave or

. holidaysorotherwise, His outstation address will be indicated either in the charge report formor
in a separate note so.that he could be contacted in case of need. '

51.  Addresses of Officers and staff. —All Officers and staff are expected to intimate their
residential address and any changes therein from time to time to the General Branch for being
maintained for official use in case of need. Normally Section Officers and other supervisory staff
will furnish a list of residential addresses of the staff under their control and changes therein.

- periodically to the General Branch. One such list will also be displayed in the Section. '
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52, Overtime Allowance, night duty allowance, ete.—Overtime Allowanceis granted to
eligible Group ‘C' and Group ‘D' staff for being detained outside the stipulated office hours for
performing urgent official duties, disposal of which cannot be postponed to the next working day,
in accordance with the orders issued in this behalf by Ministry of Finance from time to time. Night
duty allowance is granted to certain essential staff for being placed on duty in night shifts, in
accordancewiththeordersissued in thisbehalf from timetotime: Inclaiming these allowances, staff

are expected to scrupulously observe the conditions governing their grant,
b T . .

53.  Cleanliness of office surroundings.—While staff like farashes and sweepersetc, have
been provided for the purpose of dusting, sweeping and cleaning the officerooms and furnitureetc.,
officers and staff themselves are expected to ensure neat and tidy surroundings in the rooms
occupied by them. In particular, files and papers will be kept neatly arranged and tables and other
furniture positioned in good order and repair. If need be, they may call on the servicing facilities
available with Stationery Branch, Estate Supervisor etc,, for the purpose of ensuring orderly
environment. ' . : :

~ 54. Security consciousness.—(i) Officersand staff are ex.pec_:ted.to familiarise themselves
with the provisions in the booklet on "Standing Security Instructions™ issued by the Ministry of
Railways, and will atall times be guided by themin handling filesand otherdocumentsand in other

actions in the discharge of their duties,

(ii) In the Sections, one member of the staff will act as Security Official by rotation'every .
working day. He will be present in the section at all times of the day including lunch interval. He
will prevent entry of unauthorised persons and will ensure at the end of the day that all almirahs.
containing classified documents etc. are properly locked before the room is made over to the

~Farash. Onthe following morning, he will a ttend office well in advance before scheduled time and
have the room opened by the Farash in his presence. A register will be maintained to keeparecord
of the persons placed on sich security duty and the person concerned will sign the registerin token
-of being so placed. If, any other member of the staff happens to sit late for official duty after office
hours, he may as well assume the duties of the security official after such hours, in place of the person
nominated for that day, - : : - IR '

(iii) Personal staff attached to officers will safeguard the cust.<->'dy'of files, documentsin the -
rooms of their officers. o C

55. Care of Government property and consciousness of economy.—(i) Al officers and’
staff will ensure that the office furniture and other Government propertyni their usein the office or
in their residences, if provided in the exigencies of administrative interest, need to be taken care of
with theutmost concern. ' I

(i) Officers and staff will ensure that stationery articles Jike noting sheets, _Iettér pads etc.
provided for official work are used with care and the instructions issued from time to time on the
need for economy in the consumption of such articles are observed scrupulously.

(iii) Fans,lightsand other electricalappliances provided in office will be used justconsistent
with the needs only and they will be switched off when not required. In particular, the officers or
 staff, happening toleave the room last at the close of the day's work, will ensure that all the electrical
- appliances are switched off, before their departure, "

19



CHAPTER VIII

ATTACHED, SUBORDINATE & FIELD ORGANISATIONS

56, (a) TheMinistry of Railwayshave the following Field Organisations, Auached and Subordinate

Offices under il—

(A) Field Organisations/Production UnitsIMetropolitan Transport Projects—

(i)
(ii)
(iii)
(iv)
(v
(vi)
(vii)
{viii)
{ix)
()
(xi)
(xii)
(xiii
(xiv)
(xv)
(xvi)
(xvii)
(xviii)
(xix)

Central Railway, Bombay.

Eastern Railway, Calcutta.

Northern Railway, New Delhi.

North Eastern Railway, Gorakhpur.

North East Frontier Railway, Guwahati.

Southern Railway, Madras.

South Central Railway, Secunderabad.

South Eastern Railway, Calcutta. '

Western Railway, Bombay.

Chittaranjan Locomotive Works, Chittaranjan.

Integral Coach Factory, Madras.

Diesel Locomotive Works, Varanasi.

Wheel & Axle Plant, Bangalore. ‘

Metropolitain Transport Projects, Calcutta, Bombay, Delhi & Madras.’
Diesel Component Works, Patiala.

Central Organisation for Modernisation of Workshops, New Delhi.
Rail Coach Factory, Kapurthala. '

Northeast Frontier Railway (Construction), Guwahali.

Central Organisation for Railway Electrification (CORE), Allahabad.

. (B) Attached Offices

()
(i)

(iii)

Research, Designs & Standards Organisation, Lucknow.

Office of the Railway Liaison Officer with the Directorate General of Supplies &
Disposals, New Dethi.

Centre for Advanced Maintenance Technology, Gwalior .

Y (C) Subordinate Offices

(a) Centralised TrainingInstitutions/Railway Recruitment Boards

(D

(it)
(iii)
(iv)

(v
{vi)

Railway Staff College, Vadodra.
Indian Railways Institute of Civil Engineering , Pune.

Indian Railways Institute of Signal Engineering & Telecommunications, Secun-
derabad. ' ‘ ‘ '

Indian Railways Institute of Mechanical & Electrical Engineering, Jamalpur.
Indian Railways Institute of Electrical Engineering, Nasik.

Railway Recruitment Boards at Ajmer, Ahmedabad, Allahabad, Bombay,
Bangalore, Bhopal, Bhubaneswar, Calcutta, Chandigarh, Guwahati, Gora-
khpur, Malda, Madras, Muzaffarpur, Paina, Ranchi, Secunderabad, Srinagar,
Trivandrum. ‘

(b) Besides the above, there isa tribunal called the Railway Rates Tribunal set up under the
Railways Act, 1989 functioning under the Ministry of Railways, with headquarters at Madras.
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(D) OtherOffices/units

(i) There are offices of Railway Adviser at Bonn and Dacca, Dy. Railway Adviser'sat Paris
and London and Technical Assistants at Bonn.

(il) Two Public Sector Undertakings, viz. Rail India Technical & Economic Services Ltd.
and Indian Railways Construction Company Ltd. function under the Ministry of Railways.

(ifi) Three Corporations viz. Indian Railway Finance Corporation, Contairier Corporation

of India Ltd. and Konkan Railway Corporation Ltd., also function under the Ministry of Railways.

'There is also another organisation namely CRIS (Centre for Railway Information Services) which is
an autonomous body functioning under the control of Ministry of Railways.

57. The functions of the field organisations, attached and subordinate and other offices
mentioned in para 56 are indicated below.— -

(a) Zenal Railways —Each Zonal Railway Administration, which is headed by a General
Manager, is responsible for the day-to-day operation of the system. Execution of works relating to
construction of new lines, maintenance and repair facilities elc. are also the responsibilities of the
Zonal Railways. They also account for the financial position of the zone concerned. Each Zonal
Railway is organised into a number of Divisions headed by a Divisionat Railway Manager for
convenience of operational functioning. - .

(b)Y Production Units.—TheChittaranjan Locomotive Worksmanufactureelectriclocomotives
and the Diesel Locomotive Works produces Diesel Locos. The Integral Coach Factory and Rail
Coach Factory/Kapiirthala manufactures Passenger Coaches and EMU Stock. The Wheel & Axle
Plant has been newly established for the manufacture of wheelsets for the Rolling Stock. Diesel,
Component Works, Patiala manufacture certain components for locomolives and passenger
coaches. The Central Organisation for Modernisation of Railway Workshops is responsible for
introduction of modern ‘works technology machines and methods, replacement of obsolete
machinery and plants on Railways, etc. ‘

(¢) Metropolitan Transport Projects—These project organisations were established for
undertakingsurveyandconstmctionofunderground/surfaceMassRapidTransitSystems(exclu‘dlng
proposals for urban/suburban like traffic) in the Metropolitan cities viz, Calcutta, Bombay, Delhi
and Madras. :

(d) ResearchDesignsand Standards Organisation, Lucknow.—The RDSO functionsas technical
adviserand 'Consulting Engineers' to the Ministry of Railways, the Zonal Railways, and Production
Units. This organisation is also responsible for development of designs and standards for railway
rolling stock, equipment and materials.. for undertaking research, investigations and testing as
necessary for the effective and efficient functioning of the railways. It renders technical assistance
in the development of indigenous substitutes for railway equipments and materials and helpsin the

‘developmentof indigenous capacity for the manufacture of such substitutes. [t also furnishes the
know-how and assistance required inconnection with thedesigns, testingand inspectionsof railway
rolling stock, equipment and materials for export through Public Sector and other agencies.

(e) Railway Liaison Office—This Organisation keeps liaison on behalf of the Railways with
the Directorate General of Supplies and Disposals, Chief Controller of Imports and Exports etc. in
respect of the indents for Railway stores placed on the DGS &D by the Railways.

( Cenlre[orAdvancedMain!emnceTechnofogy,Gwalior.—CAMTECH functionsasleepository
of technical data for use by the Ministry of Railways, Zonal Railways and other Railway offices.
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(g) Centralised Training Institutions.—5 Centralised Training Institutions viz. Railway Staff
College, Vadodara, Indian Railways Institute of Civil Engineering, Pune, Indian Railways Institute
of Signal Engineering & Tele¢communications, Secunderabad, Indian Railways Institute of
Mechnical & Electrical Engineering, Jamalpur & Indian Railways Institute of Electrical Engineering,
‘Nasik provide in-service training to the officers including probationary training to Group A
probationers. Indian Railways Institute of Mechnical and Electrical Engineering, Jamalpur also
provide Apprenticeship training to the Special Class Railway Apprentices,

(h) Railway Rates Tribunal—This Tribunal has been set up under the Railways Act,

1989. Any complaint against Railway Administration, for showing any undue or unreasonable -

preference or advantage to or in favour of, any particular person or any particular description of
trafficin the carriage of goods orin charging for the carriage of any commodity between two stations
a rate which is unrcasonable or is levying any other charge which is unreasonable may be made to
the Tribunal who will hear and decide complaints in accordance with the relevent provisions of
Chapter VII of the Railways Act, 1989 (No. 24 of 1989). The tribunal has, however, no jurisdiction
in respect of — '

(@) Classification or re-classification of any commodity.

(b} Fixation of wharfage'and demurrage charges (including conditions attached to
such charges};

(0 Fixat_ion of fares levied for the carriage of passengers and freight levied for the
carriage of luggage, parcels, raillway materials and military traffic; and

(d) Fixation of lump sum rates.

The Central Government may, however, make a reference to the Tribunal for enquiry and
- report in respect of items (a) to (d) mentioned above.

“Inaddition, the tribunal has been given work in connection with the exercise of revisionary
powersof General Managersin regard to cases of dismissal, removal or compulsory retirement from
service of Class IIl employees (including Skilled artisans).

: (i) Offices of Railway Adviser at Bonn and Dacca, Dy. Railway Advisers at Paris and London and
. Technical Assistants at Bonn.—The Railway Adviser in Bonn advises the Indian Railways on all
technical matters connected with the Railways including those relating to inspection of components

‘purchased in Europe. The inspection of Railways materials ordered in the U.K. and the Continent
is carried out by the RA and Dy. RA's Organisations. :

The RA's organisation keeps in touch with the advancements in Railway technology and
furnibhes technical information and literature to the Railways inIndia as and when required.

_ The RA in Dacca keeps liaison with the Bangla‘desh Railway and looks- after the matters
relating to Indian Railways in Bangladesh.

() (i) RITES.—RITES has been set up as a Limited Company registered under Companies
Act. RITES renders consultation services/ management services both abroad and in India on all
areas/modes of transportation technology i.e. Railways, Roads, Ports and Harbours, Bridges and
Highways, Airports, Inland Waterways, communication and information, '

(ii) IRCON.—IRCON has been set up as a Limited Company registered under Companies
Act. Itundertakes Projects both in India and overseas on turnkey basis or otherwise in the Sectors
like Railways, Highways, Workshops, Bridges, Transmission lines, Housing etc.
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CHAPTER IX
LEGISLATIVE BUSINESS

58. Control of the Partiament.—The Control of the Parliameﬁt over railway finance and
policy is exercised as follows :— : L L

(i) through the Members of Parliament serving on the National Railway Users N

Consultative Council; :

(i) through thé Public Accounts Committee which exa'l_riiﬁe accounts showing 't'he '

_appropriation of sums granted by the Parliament for the expenditure of the

Government of India, the annual finance accounts the Government of India and -

such other accounts laid before the Parliament as the Committee may think fit ;

(iii} through the Estimates Committee which examines such of the estimates as may
seem fit to the Committee or are specifically referred to it by the Parliament;

(iv) tMough the Committee on Subordinate Legislation which scrutinises and re-

ports tothe Parliament whether the powers to make regulations, rales, sub-rules, -

bye-lawsetc., conferred by the Constitution ordelegated by Parliamentarebeing -

properly exercised within such delegation;-

- (v) through the Committee on Government Assurances which scrutinises whether

the assurances, promises undertakings etc., given by Ministers, from time to
time, on the floor of the Lok/Rajya Sabha, have been implemented within the
minimum time necessary for the purpose ; and ' _
(vi) by.means of interpolations and resolutions and discussions when the Budget is
presented, and the railway demands are voted upon. : S

59. NationalRailwayUsers'Consull:ati‘}e Council.—(a) Inordertocultivatecloser touch
with the public opinion a Central Advisory Council was constituted in March, 1922." In the .

Separation Convention adopted by the Legislative Assembly in September 1924, the constitutionof - .

the Central Advisory Council was altgred. The representation of interests through. the Central

Advisory Council for Railways was limited in that the members were drwan only from the Central

Legislature. However, asa result of the decision of the Government of India in 1952, the practice of

_ constituting Standing Committees of Parliament including the Ceniral Advisory Council for Rail-
ways was abandoned. To secure better representation of Railway Users.and afford more frequent
opportunities for consultation between Railways and Railway Users on matters relating to the
services provided by Railways, a National Railway Users’ Consultative Council was formed in
1953. The members of the National Railway Users' Consultative Council hold office for a period of
not exceeding two years. The Council consists of about 70 persons appointed to'it by the Minister
for Railways namely i— = - ' - o L

(1) Secretaries of each of the Ministries of
(a) Food and Civil Supplies, (Deptt. of Food) ;
(b} Industry ,
() Commerce;
(d) Surface Transport ; and
{e) Steel & Mines

i

(2) Ministry of Railways : Chairman, Members of Railway Board and Adviser, '
Commercial, Railway Board. _ L

(3) Eighteeﬁ Members of Parliament, twelve from the Lok Sabha and six from the
Rajya Sabha. ‘ :
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@ A r‘ej:resenla_tive of each of the Zonal Railway Users' Corisultative Committées
not being an official, to be elected by therespective Zonal Railway Users' Consul-
tative Committee. : ' ' e : .

(5) Persons appbinted to represent coal iron & steel, sugar, jute, cement, Salf_, cotton

and mineral ore industries.

(6) One_membereéch from theFederalionsof.ChamberofCommerce',theAssbciated a

Chambers of Commerce and the All India Manufacturers’ Organisation. ;

'(7) One member to represent Agricultural 'iﬁiefes_t@; and

(8) Such other Member as the Minister may appoint to fell)resent'interests'which he

may consider necessary to be represented on the Council. = ».

, (b) The Council may ordinarily meet at least once a year. The Minister Wjill preside at thé, S
meetings of the Council and in his absence the Minister of State for Railways/the Depiity Minister -

will act as Chairman. The Director, Traffic (General), Railway Board, will be the Secretary of the

Council.

(¢) The functions of the Council will be to consider — .

(1) suchmatters relating to the s_'ervice_:é and facilities provided by Railways as may
be referred to it for consideration by the Ministers, o

(2) such matters being within the scope of the function of _t'hé'Zonal‘ Committees as - .

are referred to it for consideration by such committees, and

(3) such other matters relating to the services and facilities on Railways whichan

' individual memberof the Council may with the approval of the Chairman, desire

to be included in the Agenda. . L S
Note.—The council Lwil_l be consultative in character. Questions re_laﬁng to staff; discipline and
appointments will not be brought before the Council. ' IR ‘

60. The Public Accounts Committee.—(1) There shall be a Committee on Public Ac-
counts for theexamination of accounts showing the appropriation of sums grantéd by the House for
the expenditure of the Government of India, the annual finance account of the Government of India
and such other accounts laid before the House as the Committee may think fit. o

A2) In scrutinising the Appropriation Accounts of the Governmerit of India and the réport

of the Comptroller and Auditor-General thereon, it shall be the duty of the Committee to satisfy -

itself .—

(a) that the moneys shown in the accounts as having been disbursed were legally -

available for and applicable to the service or purpose to which they have been
~ applied or charged, ’ - S
(b) that the expenditure conforms to the authority which governs it, and

(c) thatevery re-appropriation has been in accordance with the provisions made in -

: this behalf under rules framed by competent authority:
(3) It shall also be the duty of the Committee.— |

(a) toexamine the statement of accounts showing the income and expenditure of-

state corporations, trading and manufacturing schemes, concerns and projects
together with the balancesheets and statements of profitand lossaccounts which
the President may have required to be prepared or are preparéd under the
provisions of the statutory rules regulating the financing of a particular corpora-
tion, trading or manufacturing scheme or concern or projectand the reportof the
Comptroller and Auditor-General thereon. - '
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(b) to examine the statemment of accounits showing the income and experiditure of
autonomousand semi dutononious bodies, the auditof which may be coriducted
by the Comptroller and Au ditor-General of India either under the diréctions of
the President or by statute of Parliament, and ‘ _ -

(¢) toconsider thereport of the Comptrollerari Auditor-General ineaseswhere the

~ Presidentinay haveréquired him toconductan audit of any receiptorto éxamine-
the accounts of stores and stocks. - ' . T

(4) If any money has been spent on any service during a financial year in excess of the .~
amount granted by the House for that purpose, the Committee shall examine with reference to the -
facts of each case the circumnstarices leading to such an excess and make such recorimendation asit
may deem fit. o : - ' -

(5) () TheComiiitteé shall consist of not more than'22 meriibers who shall be elected by
both Houses of Parliamerit every year from amongst their members according to'the principie of.
proportional representation by means of the single transferable vote: - S

Provided that a Minister shall Tiot be elected: as member of the Committée arid thvat i€ &
member, after his election to the Comuittee, is appointed as Minister he shall cease to be a merriber
of the Committee from the date of such appointment. . ST '

(ii) The term of office of riembers of the Committec shall not exceed one year. -

(iii) The Chairman of the Committee shall be appointed by the speake'f‘ of the Lok Sabha
provided that if the Deputy Speaker-isa.member'of the Committee; he shall be appointed Chairman
of the Committee. : ' : o , ' I

61. (i) As a Parliamentary ‘Committee, the Public Accounts. Committee has its: own
Chairman, its own Programme and Piocedure. - The Committee takes up the examination: of the
~ AuditReportand Appropriation Accounts after they havebeenduly placedbefqre-l’_arﬁaﬁen&with ’
the approvalof the President. Apart fmm:takinggral’euidenge-—fromaGovermenlmeprgsenta;ﬁves_
the Committee calls for additional information in the form: of Memoranda or notes qn points on-
swhich it requires further elucidation. - The Committee'sfindingsarerecorded in arepert presented
‘toParliament. Even though the Committee is notand executive body and its opinions and findngs
are only recommendatory and not mandatory, Government examine eachof its recommendations
with a view to implementing them and reporting toitthe action taken when the next year accounts
come up for examination.” In the exceptional cases i which Government are notin a position to
implement a recommendation, they place their views before the Committee to enable it to present
a further Report to Parliament. : : :

(ii) As soon as the report of the Committee ié received the Budget',Cmnmittee;Branch will
advise the other branches of the subjects on which memoranda or notes have to be supplied to the
Committee at their next mieeting. Branches should deal with such matters urgently and furnish the *
Budget Committee Branch with the memoranda, etc. for the Committee as soon as they are ready to
enable that branch to arrange for circulation to the committee at once. ' L
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, 62. The Estimates Committee~— (i) There shall be a Committee on Estimates for the
examination of such of the estimates as may seem fit to the Committee or are specifically referred to
it by the House or the Speaker. The functions of the Committee shall be :—

{a) to report what economics, lmprovements in organisation, efflelency or
: admmlstrahve reform, consistent with the polrcy underlying the estimates may SN
be effected ;

(b) " to suggest alternative polu:nes in order to brmg about efflelency and economy in
administration ;

(¢) to suggest whether the money is well lald out within the limits of the policy
implied in the estimates ; and

(d) to suggest the form in which the estimates shall-be presented to Parhament

(i) The Committee shall consists of not more than thirty members who shall be elected by' '
the Lok sabha every year from amongst its members aceordtng to the pnm:lple of proportional -
representation by means of the single transferable vote. A : ST

~ (iii) Provided that a Minister shall not be elected as member of the Commiittee, and that if -
amember, after his election to the Committee, is appointed as Minister he shall cease to be a member
of the Committee from the date of such appointment. '

(iv) The term of office of members of the Committee shall not exceed one year.

(v} The Committee may continue the examination of the estimates from time to time
through out the financial year and report to the House as its examination proceeds. It shall not be
incumbent on the Committee to examine the entire estimates of any one year. The demands for

| grant may be finally voted notwithstanding the fact that the committee has made no report

63. The Subordinate Legislation Committee.—(i) The Committee on Subordinate .
Legislation shall consist of not more than 15 members who shall be nominated by the Speaker of the
Lok Sabha. - The term of office of the members of the Committee shall be one year. The Chairman
of the Committee shall be appointed by the Speaker from amongst the members of the Committee,
provided that if the Deputy Speaker isamember of the Commlttee, he shall be appomted Charlman
of the Committee. ‘ :

(ii) The functions of the Comrm ttee shall be to consider whether each regulatlon rule, sub--
rule, bye-laws etc.—

(@) is in accord with the general objects of the Conshtu tion or the Act pursuant o .
which it is made; . . - ]

(b) contains matter which in the opmlon of the Cormmttee should more properlybe | O
dealt within an Act of Parliament.

(c) contains lmposmon of any text; , o . ‘ _ |
(d) directly or mdlrectly bars the jurisdiction of the courts; ' ‘

(e) gives retrospective efffect to any of the provrsrons in respect -of whxch the-' .
- Constitution or the Act does not expressly give any such power; - S . ‘

_ (f) involve’ expend:ture from the Consolrdated ‘Fund ‘of India or the Public. - ,
Revenues; - . : ' B |

(g) appearstomake some unusual or unexpected use of the powers conferred by the o }
' Cons’titution or the Act pursuant to which itis made; - o |

(b appears to have been unjustifiably delayed m publication or in bemglald before _ i
the Parliament; and ) ‘ T T |

(i). for any reasons its form or purpose calls for any elucrdahon




(iii) Wheneverany 'Regulation!, "Rule’, 'Sub-_Ri;le,,'Byé_-law:"e‘tc.‘ framed in pursuance of the

powers délegated by Parliament is proposed or any notification, paper report or.document, is - -

proposed to be laid on.the Table of Parliament, the following information relating to that paper
should be supplied to Parliament Section of the Boards Office -for. advising the Parliament -
Secretatiat.—’ L S BRI

(1) .Name of the Act and No. of Section, if any, under which the paperis to belaid. "~

2) GSIR:/S.0. Number of notification published in Part-IT Section 3 of tHie Gazette. "

(3) Number of Part and Section of the Caze@te in the case of all Notifik:éti@hs.
(4) Date of publication in the Gazette. .' ‘ ' o
(5) Date on which proposed to be laid. _ o

. (6) Period specified in the parent Act for which it is required to be laid. o

Thirty seven copies (16) for Lok Sabha and 21 for Rajya Sabha of all the papers which are
intended to be laid on the Table of the House, including two copies properly authenticated by the

Minister, will thereafter be forwarded to the Parliament Section for transmission to the Parliament

Secretariat concérned in the following form complete in all respects atleast two clear days before the
date on which they are proposed to be laid on the Table. - S S

"Paper to be laid on the Tabler'of Lok /Réiya' 'Sia.b.hé"' L

" AUTHENTICATED

(Here Slgnature of the Mini sféf)
Minister for..........c.liieinie e
{(Here designation)

New Delhi
dated the.,.............._ .....

(iv) As and when Rules and Regulations issued by Branches are brought up-to-date and
reprinted or cyclostyled, five copies thereof may be supplied to Parliament Seéétion for onward
transmission to the Ministry of Parliamentary Affairs. ' L ma o

(v) Government have agreed to ini_plemént the following recommeﬁdé:t:iohs, made by the
Committee on Subordinate Legislation in their reports presented to Parliament, . '

(1) FIXATION OF TIME-LIMIT FOR FRAMING OF RULES.—

(a) that the rule making power is an enabling provision and when it is not

. - necessary-or proposed to exercise it, there is no need to frame rules imme-

- diately after the commencement of an Act or within a specified time-limit, -

(b When in the nature of things, rules are needed only aftgf_'the actual working
of the act has made them necessary, it may not be necessary to frame them
: immediately. S o T .

{c) - That rules should be framed as soon as possible when any purposes of an
Act cannot be carried out properly without rules; such rules should be
framed preferably within a time-limit of six months and where for any
reason if is not considered necessary or feasible to frame rules as indicated
above, the position may be intimated in advance to the Committee on
Subordinate Legislation through the Ministry of Parlimentary Affairs.
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4)

(5)

6).

(7

v

(8

)]

\

b

Steps should be taken to ensure that the specific sections of the parent Act are
invariably cited in the preamble of all rules, regulations etc. for the purpose of
enabling all concerned to know under what precise authority the rules have been
made. ' PR ’

{a) Allrulesand amendments to mies should generally be givenshort titlesbqth
in the body and at the fop but wherever difficulty is experienced in cases ofa

small number of rules or amendments, the short title may be dispensed with.

(b) Tt is necessary that the short title to each set of amendments should be-

distinctive and readily recognisable; drafts sent to Law Ministry for scrutiny

should for this purpose indicate whether fhe main rules regulations etc, arebeing B

amended for the first, the second ora sub:sequent issue in the same calender year.

In case where draft rules require elici.ting publié opinion within a pe_ribd_of. less -
than 30 clear days, a press communique should be issued immediately to the -

effect that draft rules for inviting public opinion have been published in the
Gazette so that the public may be aware of the draft rules and may haveadequate
opportunity to send in their comments. - '

Asageneralrule, retrospective'opei'ation should notbe given toany Subordinéte"._ .

legislation unless the Act, under which it is made, either expressly or by

necessary implication permits. it. If at all it becomes necessary in a rare caseto

give retrospective operation to any subsidiary legislation, care should be taken

to see that it is in accordance with the principle laid down by courts in thisbehalf,
one of them being that such operation will not effect vested rights.

A]i rules issued under delegated authority which are required to be laid on the

Table of the House should be laid within a period of 15 days after their

publication in the Gazette if the House is in session if it i$ not in session, thenas
soon as possible but within 15 days after the commencement of the next session. -

Whenever rules are required to be laid before the House?s‘ of Parliament under

any statutory provisions, the amendments to such rules from time to time are also

required to be laid on the Table of Parliament.

When new rules amending the original rules are laid on the Table of the House -
the relevant extracts from the original rules should also be attached to suchrules.

When small amendments are. made in lengthy scf\édules appended to the r'ulé_é, _

the original schedules need not be laid on the Table of the House.

64. The Government Assurances Comimittee.—(i) The Committee shall consist of not

more than 15 members, who shall be nominated by the Speaker of the Lok Sabha. The term of office . |
of the members of the Committee shall be one year. The Chairman of the Committee shall be’
appointed by the Speaker from amongst the members of the Comunittee, provided thatif the Deputy '

Speaker is a member of the Committee he shall be appointed Chairman of the Committee.-

(ii) The functions o,f the Committee shall be to scrutinise and rei:aort-on.—

| (a)

(b

The extent tq which assurances, promi'ées, undértakings, etc., given by Ministers " -

froin .ti\n}e' to time, on the Floors of the Houses, have been_implemented; and

Whére implemented, whether such implementation has taken place within the
minimum time necessary for the purpose. - ' '
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(iii) (a) As soon as the extracts relating to the assurances elc., given by the Minister in the
Parliament are received from the Ministry of Parliamentary Affairs, Parliament Section will send
them to the branches concerned for their expeditious implementation. If during the course of the
review of the extracts of assurances sent by the Ministry of Parliamentary Affairs, it is felt by any
Branch that a particular item or items of assurances should not have been so treated, the Ministry of
Parliamentary Affairs should be requested withina fortnight of the receipt of such extracts in this

office, to consider deletion of the same from the list of assurances, supported by valid reasons. The -

decision of the Ministry of Parliamentary Affairs in such cases will be final. o

(b) As and when necessary action in finalising an assurance has been taken, branches
should compile the information in the manner indicated below and send the requisite number of
copies to the Parliament Section for transmission to the Ministry of Parliamentary Affairs for laying
the same on the Table of the House — ' T ‘ (

(1) Implementation report in respect of every assurance should be sent on the standard
form as in Appendix III ' o . '

- {2) In completing "'When and how fulfilled’ column of the form, the following procedure .

should invariably be followed :— ‘

(i) If the information can be conveiently accommodated in this column, in
type, single space, by usinga single sheet of thee form, it may be incorporated
in the column. If, however, the information is lengthy and cannot be
accommodated in this column, the column should be completed by saying
'Gpe Annexure' and the information furnished in a separate sheet (symaking,
the same as 'Annexure’; '

(ii) Fifteen copies each of the English and Hindi version of the completed form
along with its -enclosures, if any, should be sent to the Ministry of
Parliamentary Affairs. If the number of Member of Parliament, asking the
question, is more than one, one extra copy of the reply alongwith annexures

for every additional member should be sente.g. if the number of members.

responsible for the assurance is four, 18 copies should be sent.

Note—The following points requiring special attention may be kept in view.— N

(a) No copy of the texts of questions asked or answer given or promise made in the
House should accompany the completed forms nor should the text be repro-
duced in the annexure. Texts of questions (relevant and promise made in brief)
should be shown in the appropriate columns of the form. ' »

(b) Particular care should be taken to ensure that the fulfilment of assurances given
duringany sessionis notheldover beyond the commencement of thenext session
or a period of three months whichever is eatlier. The information furnished
should be specific and complete in all respects, and reasons should be given for
inordinate delays wherever they occur. -

(¢) In the Remarks Column, the reasons for not fulfilling the Assurance within the
stipulated period of three months should be indicated. g

(©) Register of Promises and Undertakings —Each Branch will keep a record of the promises
and undertakings given by the Ministers in respect of subjects dealt with by it in the form given in
Appendix TII.  The Register will be submitted once a month to the Joint Director/Director/
Executive Director concerned forinformation and suchinstructionsashe may consider necessary. The
Minister will be kept informed of the progress made in the implementation of promises and
undertakings will be particularly brought to the notice of the Minister.

(d) In case itis not possible to fulfil the Assurance within the stipulated period of 3 months,
request should bemade to Ministry of Parliamentary Affairs under intimation to the Lok Sabha Sectt.
and Parliament Unit of this Ministry. In case Rajya Sabha Assurance, the request for extension of

time should be addressed to the Committee on Government Assurances, Rajya Sabha, R.S. Sectt.
under intimation to Ministry of Parliamentary Affairs and Parliament Branch of this Ministry.
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~ 65. Submission of proposals for expenditure to the Miniéte;.;-Thé estimated amount
required for capital expenditure during the next year js intimated to the Ministry of Finance for

necessary provision being made in the "Ways and Means" budget of the Government of Indiaand .
after it has been ascertained from that Ministry that funds will be available to meet the estimated

.

expenditure, the programmes are submitted to the Minister for Railways for approval.
66. (i) Consequent upon the abolition of the Standing Firiance. Comm1ttee for Railways,

the following procedure in regard to the disposal of proposals for expendijture which hitherto were
required to be placed before the said Standing Finance Committec has been adopted :—

(1) Budget Proposals.—The Demands for Grant with adequate explanations for variations
are finalised with the approval of the Financial Commissioner forRailways. Theseare
thereafter incorporated in the Explanatory Memorandum- which is approved and
signed by the Financial Commissioner before presentation to the Parliament.

(2) Works Programme.—(a) Individual Railways’ Works Programmes will be discussed
with the General Managers and finalised by the Board. T

(b) In regard to individual Works costing Rs: 50 Lakhs oi‘.;-i'nore, a ‘self-contained
memorandum should be put up and the Minister's approval obtained. -~

(3) (a) Rolling Stock Programme.—After preliminary_ 'discus‘sions.fzbetween the Member

Mechanical and the Directors concerned, a mer'no:j‘alidum should be drawn up for the
approval by the Board and theMinister. Assoon asthe programme isapproved by the .

Minister, necessary procurement action should be initiated. .~ .

“(b) Machinery and Plant Programme.~—The programme of the indi"vidual Railways .is_

scrutinised and finalised by the respective Directorates in consultation with the
Finance Directorate, Procurement should be authorised to the Railways after the
provision made therefor has been passed by the Parliament. e

(ii) Other Proposals of Expenditure—A Separate memorandum should be made out and the |

Minister's approval obtained in regard to the items enumerated below.— '
(a) Proposals to purthas_e railway lines before notice of:,'pﬁtchase is given.
(b) Proposals for the creation of permanent Class I Gazetted posts on Railways. -
(¢) (1) All Schemes for fresh expenditure iri the course of the year (notincluded in
the sanctioned Budget) costing Rs. 50 lakhs or more; approval of the Parliament
also has to be obtained for all such schemes costing 50 lakhs or more..

" (2) All cases of excesses of 40 per cent or over in the case of works costing Rs. 50 '

lakhs or over, previously approved by the Minister and also all cases of excesses

~of over 40 per cent in the case of works costing below Rs;501akhs, if the excess )

takes the revised cost of the work .beyond:Rs. lcrore. "~
(3) All other schemes involving important matters of policy.
(@) All proposals for construction of New. Lines befor they are sandtior}e‘d.

67. (a) The 'R‘ol.ling Stock and Plant and Ma_chinéty Programimes, as appfoved by the -

Minister; are subject to further modifications which may subsequently become necessary due to one
or other of the following causes:— ' o T

(i) Ifany item of Rolling Stock and Plant and Machinery i_’)rd:‘er,éd for delivery in the :

current yearis not delivered before the end of the year and is not paid for during

the year, it becomes necessary to provide money in the programme for the next '

year for such items as will be delivered in that year. -

(i) Subsequentinformation may suggest al terationsin thé estimated pricesat which

the stock can be purchased.

(iii) When, owing to the early date on whicii: the prﬁgrammes are pre'paréd,-dthér -

modifications are found necessary during the course of the year.
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(b) Of the proposed modifications, the important ones, if any, should, however, be spemf:—
cally brought to the notice of the Minister before the presentation of the Budget to the Parliament.

68. Annual Budget.—A statement of the estimated annual Railway receipts and expendi-
ture whether on capital account or on revenue account of the Central Government, is prepared by
the Railway Board each year. Thisstatementis known as the "Budget"and islaid before both the Lok
Sabha and the Rajya Sabha. The proposed expenditure included in the budget may be either.-—

(i) Voted, or
(ii} Charged.
The former class includes the items for which the provision of funds is sub;ect to the vote of

the Lok Sabha, while funds for the latter class are sanctioned by the President and shall not be
submitted to be vote of Parliament.

69.(a) The following Railway expenditure shall be 'Charged’ on the Consolidated Fund of
India.—

(i) Interest, sinking fund charges and redemption charges on loans and debt;
(i) The salary, allowances and pensions payable to or in respect of the Comptroller
and Auditor General of India;

(iii) Any sums required to satisfy any judgement, decree or award of any Court or
arbitral tribunal constituted by the State and invested with the State's mherent
judicial powers and the'trappings of a Court’, and

(iv) Any other expenditure declared by the Constltutlon/ orby Parhament by law to

be so charged.

(b) If any question arises as to whether any expenditure does or does not relate to the
charged items enumerated in the preceding paragraph, the decision of the President will be final.

70. Demand for Grants.—The Railway Budget containing the estimates of both votedand

charged expenditure, is submitted to the Lok Sabha in the form of Demands for grants’, the vote of

Lok Sabha being necessary only for items which are Votable. The Lok Sabha has power to assent

or to refuse to assent, to any demand or to assent to any demand subject to a reduction of the amount
specified therein.

71. The complete Budget, that is, the demands for grants and the other budget paper, viz.,
the explanatory memorandum to the budget and the detailed estimates of each railway (known-as
the Works, Machinery and Rolling Stock Programme) will be presented to the Lok Sabha and the
Rajya Sabha. Before the demands for grants are presented to the Parliament, the recommendations
of the President should be obtained under Article 113(3) of the Constltutlon

72. On the date of the presentation of the Budget in the Parliament, a sufficient number of
complete sets of the following documents both in English and Hindi should be supplied by Budget
Branch to the Lok Sabha Secretariat for distribution to all members of the two Houses.—

(1) Speech by the Minister for RailWays introducing the Railway Budget;
(2) Budget of the Railway Revenue and Expenditure;
(3) Explanatory Memorandum on the Railway Budget;
(4) Demands for Grants;
(5) Works, Machinery and Rolling Stock Programme;
Part I—Surmmary :
Part II—Detailed Programme of Railways
(6) Any other documents presented with the Railway Budget. '
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.73 : Appropriation Bill.—Pursuant to:Article 114(1) of the Constitution after the Dernands :
for Grants have been voted by the Lok Sabha, there shall be introduced a Bill i provide for the
Appropriation out of the consolidated Fund of India-of all moneys required to meet the grants so
made by the Lok Sabha, and the expenditure, if any, charged on the consolidated Fund of India, but_ -
‘not exceeding in any case the amount shown' in‘the sgéfeméht,pre\'rid_tisl_y?'léid'b'efojréﬁI’arliamént’i—" L

74. Grants and Appropriations.—Demands for Grants, which asstated aboverelatetothe
votable part of the Budget, when voted and passed by the Parliament, become ‘Gratits' available for -
expenditure within the scope of the Demands. ‘The assignments made by the President from the
‘charged portion of the Budget tomeet specificexpenditureon charged iterns are called *Appropria- .

75, Supplementary Appropriations.—Unforeseen expenditure which cannot be met by .-
re-appropriation from the existing grant and expenditure on'a ‘new service' notcontemplated inthe
budget, shall be met from out of the balance in the continggricy Fund of India placed at the disposal
of the Financial Commissioner for Railways. pplementary. estimates for all expenditure 50 -
financed shall be presented to Parliament at the first session, meeting immediately after theadvance

‘is sanctioned. As soon a$ Parliament has authorised the additional expenditure by including it in
any Supplementary:Appropriation Act, the advancée made from the Fund shall be resutned to the -

No ie;';fA- wqu_(othélf than construction o purcﬁ;isé'df: a Rallwayline)the total anticipated cost of
- which exceeds Rs. 50 lakhs are considered as ‘New Service'. .- - - S
o e Cut Motions.—From the date the bticiget' is presentedto the Parliament, Members of
_ the Lok Sabha send in to the Lok Sabha Secretariat their proposals for cuts in‘individualdemand or . - -
for omission of individual demands, = B ~

o '7'7 A motion may be moved in Lok Sabha to reduce the amount of a demand in any of the -
following ways : — : Poeo T :

(a) "thattheamountof the demarid be reduced to Re. 1"as representing disapproval -
" of the Policy underlying the demand. Such a motion shall be known as a
- "Disapproval of policy cut". A ‘member giving notice-of such a motion shall
indicate in precise terms the particulars of the policy which he proposes to
. discuss. The discussion. shall be-confined to the specific point or points men-
tioned in the notice and it shall be open to members to advocate an alternative . .

policy.

" (b) “that the amount be reduced by a specified amount” representing the economy
that can be effected. Such specified amount may be either alump-sum reduction
- in the demand or omission or reduction of an item in the demand. The motion
shall be known as an "Economy Cut". The notice shall indicate briefly and
precisely the particular matter on which discussion is sought to be raised and
- speeches shall bexconfined to the discussion as to how economy can be effected;

and : B ' ' '

(¢} "that the amount of the demand be reduoed by Rs. 100" in order to ventilafte a.
specific grievance, which is within the sphere of the responsibility of the Govern- -
mentof India. Sucha motion shall beknown asa "TokenCut” and the discussion .

thereon shall be qonfined to the particular. grie‘vances specified in the motion.
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78. The proposais for cuts are made in the f_ol[b_ifxr:ing' form E

L to move ___ o o

(That the demand under the head Railway Board{pages 1-2) be rediiced by Rs. 100). (Policy -
of appointing retired Railway Officers as Members of Rajlway Service-:Commissions) Railway -~
Recruitment Boards: ' o A - S

: "79. - Advance List of Motions.—Intimation of the proposals for cuts is sent to the Board's
office in .what are known as.Advance Lists in type. Immediately onreceipt of such lists, the .

Parliament Branch will distribute them' to the Executive. Directors/Pirectors/Jt. Directors con-

cerned, Budget Officer, and Budget Branch.. - R C ST T A

o 80.. (i)-With a view to prevenﬁng avoidable waste of éf;fprt,éﬁd'fﬁg)ney in the preparation _
of briefs and notes én massé as a routirie operation in all cases, briefs should be prepared only on -

important 'cut motions' irrespective of the Demand to which they relate. R

(i) On receipt of the advancé:l'istsof Qut-motiOns on y" ndsfor C;rahts, the Executiﬁé.
Director concerned should immediately obtain the Board's orderon thé particular motionson which -
briefs should be prepared for the use of the Ministers. The requisité number of copies of only the

briefs so prepared are required to be sent to the Budget Branch.

' be ';;f;épai'ed, should be brief '-
moranda, questions asked-and :
must be referred to, and the actual

81.. The memoranda, which the Executive ‘Dirg:_ctof orﬁéa’r

and at the same time as complete as possible. Indrawingup these

 answers given, in the Lok Sabha or in the Rajya Sabha previ ously,
position should be clearly summarised. -~ " - .,

.82, The ﬁlé containing the motion-and thedraftmemora umwﬂlbe submitted through -
the branch officer for the approval of the Member of the Board directly in charge of the branch..

 B2A.  After approval by the Member concerned, themotxonancl thé memorandum w:ll bek . S

: tYped by the branch in the following form :—

- DEMAND NO.1

Advance List g "/ {as the case may be)
Final or Agreed List o T TemNo e
Shri......... eeeres s ............... ..... # ...... _._.'.tb moire':-—

That the demand under the head Railway Board (pages 1:2) be reduced by Rs. 100. (Policy
of appointing retired Railway Officers as Members of RRB. - Here for example, should follow -
© remarks such as :— B o B .

“The policy of appointing retired officers to Recruitment Boards is based on the full '
utilisation of their working experience in selecting the right type of candidates for service and also
the fact that being superannuated, they will notlook for further-prospects of advancement and will,
therefore, have no inducement to depart from strict impartiality and independance in making .
selections. It is necessary that the RRBs should have the service of retired Officers as they areina
good position to judge the suitability of candidates for the ‘particular type of work for which the
Railways require them".. - . o ‘
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83. 25 copies of the, memoré-nd‘u'mWill‘be made and sent to the Budggt ,Brénch for
distribution as follows:— | SR S T

'One copy each to the Minister, the Minister 'of State, the De'puty'Mi_nister; the Chairman, the
Financial Commissioner the other Members of the Board, Advisers, Budget Officer, Parliarnent
Branch and the remaining kept in Budget Branch for office use. i

o 84. Any alteration, subsequently made by a Member of the Board, theChalrman or the
Ministers, will be intifnated to the Branch by Private Secretary concerned and the Branch will
immediately prepare a revised memorandum in substitution of the eriginal and distribute'it as

-, before.

85. Finalor Agi'eeﬂ List of _M_b_'fions.—The evening previous to the firsf,day. of voting for
Demands, a consolidated final or dgreed list of motions will be received from the Lok Sabha
Secretariat. Copies of thesewill be distributed to Ministers, Chairman, Financial Commissioner and

. other Members of the Board, Advisers, Secretary, Executive Directors/Directors/Jt. Directors

concerned, and the Budget Officer. 25 copiesof thelistsarealsosent to Budget Branchias that Branch
co-ordinates the work relating to Cut Motions. The procedure indicated in paragraphis 77-83 will be
followed in respect of this also. The list will show the Motions which have been admitted or agreed
to be moved for discussion on the floor of the Sabha before the particular Demands or Grants are
voted upon. TR B S

'86. The deﬁ\ahﬁé for granits are usually voted in the serial order in which they appear in
the Budget and priority should, therefore, be given with discretion to the motions on demands that
will first come upifor disciission. ' o I '

87, '_ Bra:jiél'\'és‘shdii.ld study the list of motions and kéep ready all'_flil‘es relating to proposed
_cuts on one table and a slip indicating the whereabouts of those files that are not in'the Branch.

88. From the date the Budgetis presented to the Parliament till the conclusion of voting on
- demands, the Branches and the Record Room will be kept open after office hours with the majority
of staff on duty until no longer required by the Members or Directors: During this period,
Stenographers must not leave office, until all the Branches are closed and Officers have left. One
Assistant will be detailed for early duty irieach Branchat8a:m.each day in case officer requires any
papers in connection with cut Motions etc. o R

89. Atthe closeof the Budget debates and the voting for demandé,_the Financial Commis-
sioner will draw up a list of the cuts, if any made by the Parliament in the réquired demands.

90. Inregard tothe various pointsraised by the Members of Parliament in the course of the
debate on the Railway Budget which are not covered by the Ministers in their replies, the following
procedure should be followed :— g e T

i) When cyclostyled copies of the Parli:aamentary debates are received, the Parlia-
ment Section will scrutinise them and forward cuttings to the Executive Direc-
tors/ Directors/Joint Directors along with a forwarding note. -

(i) Immediately onreceipt, the Directorate cbncgtné-t_l'shﬁuld have the matter exam-
ined urgently and take suitable action on the linies indicated in the forwarding
. note referred to item (i} above. L '

(iii) A complete set of the printed Debates when:availﬁbl'e will also be forwarded to
‘the Railway Administrations by Parliament Sectjon for action and record.
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91. The Recording of Budget Papers.—The complete sets of the Railway Budget Papers
both in English and Hindi with the Chairman, the Financial Commissioner, the Members of the
Board, the Budget Oifficer, and the Secretary as also the Bud get Branch w1ll be stitched for record as
follows:— '

(1) Speech by the Min'rster for Railways introducing the Railway Budget;
(2) Budget of the Railway Revenue and Expenditure;
3 Explanatory Memorandum on the Railway Budget;
(4) Demands for.Grants;
(5) Works, Machinery and Rolling Stock Programmes —
- Part I—Summary ‘
. Part 1l-— Detailed Programme of Rarlways
(6) ‘ Any other document presented with the Railway Budget

" 92. The Budget Branch will keep the othercompleted sets.of budget papers. The recorded'
papers will be kept for five years and then destroyed '

93 " Questions in the Lok Sabha and the Ra)ya Sabha.—Any Member of the Parhament
"may aska questlon for the purpose of obtaining information on a matter of publicimportance within
the special cognizance of the Mlmster to whom it is addressed. -

‘ 94. In matters which are or have been the subject of correspondence between the Govern: '_
“‘ment of India and the Government of a State, no question shall be asked except as to matters of fact
and the answer shall be confmed toa statement of fact

95 Notices of questions will be addressed to the Secretary of the Lok Sabha Secretariat in
respect of questlons in the Lok Sabha and the Secretary. of the Rajya Sabha Secretariat in respect of
questions in the Rajya Sabha. Unless the Speaker of Lok Sabha.or the Chairman, Rajya Sabha, as the

case may be, otherwise directs, not less than 10 clear days' notice of a question shall be givenand no -

question shall be placed on the list of questlons for answer until 5 days have expired from the time -
when notice of such questions has been given by the Secretary Lok/Rajya Sabha to the Minister to -
whom it is addressed.. Short notice questions may be asked with shorter notice than 10 clear days
and such questlons will be answered on the date the Mrmster concemed agrees to reply

9. The right to aska questlon is governed by the following condttions as lald down in the 7 .
'Rules of Procedure and Conduct of Business of the Lok/ Ra]ya Sabha - ‘-' L , :

(i) it shall not brmg in any name or statement not stnctly necessary to make the
~ question intelligible, : :

Giy- if it contams a statement the member shall make lumself respons;ble for the-
accuracy of the statement;

(i) it shall not contain arguments, mferences, 1romca1 expresrons, rmputahons '
epithets or defamatory statements, _

(iv) it shall not ask for an expression of opinion or the solutlon of an abstract legal
-+ 'question or of a hypothetical proposition; -

(v) itshall notask for information as to the character or conduct of any personexcept " ‘
in his official or public capactty

(vi) it shall not ordinarily exceed 150 words;

(vii) itshail notrelatetoamatter whrch is notprrmanly the concernof the Government
" of India;

(vifi) it shall not ask about proceedings in a Committee which have not been placed
before the FParliament by a report from the Committee;
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| (ix) itshall notreflecton thecharteror conduct of any person whose conductcanonly
be challenged on a substantive motion; )

(x) it shall not make or imply a charge of a personal character;

(xi) it shall not raise questions of policy too large to be dealt with within the limits of
an answer to a question; '

(xii) itshallnot repeat in substance questions already answered or to which an answer
" has been refused;

(xiii) it shall not ask for information on trivial matters; <
(xiv) it shall not ordinarily ask for information on matters of past history;

{xv) it shall not ask for information set forth in accessible documents or in ordinary
works of reference. For this purpose, proceedings of either House of Parliament
are treated as 'accessible documents' for the purpose of disallowance of questions
only when the connected proceedings are printed and published as authentic
reports; ‘

(xvi) it shall not raise matters under the control of bodies or persons not primarily
responsible to the Government of India;

(xvii) itshall notask forinformation onamatter whichis underadjudicationbya Court
of Law having jurisdiction in any part of India;

(xviii) it shall not relate to a matter with which a Minister is not officially connected;
(xix) it shall not refer discourteously to a-friendly foreign country;

(xx) itshall notask for information regarding Cabinet discussions, or advice given to
the President in relation to any matter in respect of which there isa constitutional,
statutory or conventional obligation hot to disclose information;

(xxi) it shall not ordinarily ask for information on matters which are under considera-
tion before a Parliamentary Committee; and

(xxii) itshall not ordinarily ask about matters pending before any statutory tribunal or
statutory authority performing any judicial or quasi-judicial functions or any
commission or court of enquiry appointment to enquire into or investigate any

matter, but may refer to matters concerned with procedure or subject or stage of -

enquiry, if it is not likely to prejudice the consideration of the matter by the
tribunal or Commission or Court of enquiry.

97. Types of Parliament Questions.—Questions in the Lok/Rajya Sabha are of three kinds
viz., (i) questionsof oral answersor "starred" questions, marked withasterisk (i) "unstarred"questions
replies to which are laid on the Table of the House, and (jii) "Short notice questions”. Separate notices
are required for starred and unstarred questions specifying:— ‘

(a) the official designation of the Minister to whom the question is addressed; and

(b) the date on which the question is proposed to be placed on the list of questions for
answer.

: '98. Ifany question placed on the list of questions for oral answer on any day is not called
for answer within the time available for answering questions on that day., a writtenanswer fo such
question shall be deemed to have been laid on the Table at the end of the Question Hour or as scon
as the questions for oral answer have been disposed of, as the case may be, by the Minister to whom

the questin is addressed.
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99, Supplementary Questions.—In regard to starred questions, any member when called
by the Speaker/Chairman may put a supplementary question for the purpose of further elucidating
any matter of fact regarding which ananswer has been given, provided that the Speaker/Chairman,
shall disallow any supplementary question, if in his opinion, it infringes the rules regarding
questions. '

100. Shortnotice quesi:ions.—-A question relating to a matter of public importance may be '

asked with shorter notice than 10 clear days and if the Speaker/Chairman is of opinion that the
question is of an urgent character, he may direct that an enquiry may be made from the Minister
concerned if he is in a position to reply and, if so, on what date.

101. If the Minister concerned agrees to reply, such question shall be answered on a day
to be indicated by him and shall be called immediately after the questions which have appeared on
the list of questions for oral answer have been disposed of.

102. If the Minister is unable to answer the question at short notice and the Speaker/
Chairman is of opinion that the question is of sufficient public importance to be orally answered in
the House, he may direct that the question be placed as the first question on the list of questions for
the day on which it would be due for answer as a starred question, provided that not more than one
such question shall be accorded first priority on the list of questions for any one day. In other
respects, the procedure for short notice questions shall be the same as for ordinarily starred

questions, with suchmodificationsas the Speaker/Chairman may consider necessary or convenient.

103. Procedure for Dealing with Parliament Questions.—a) Ordinarily advance copies
of questions are received in the Parliament Branch not later than 10 days before they are due to be
answered., In many instances, however, copies of advance lists are received very much earlier.

Immediately on receipt of these advance copies, the Section Officer in charge of Parliament .
Questions will mark off all questions pertaining to the Railway Ministry indicating against such -

question the branch responsible for dealing with it, and will supply one copy each of the marked
Advance Lists to the Executive Director concerned as well as to the Branch direct and also to the
Private Secretaries to the Members concerned and the Ministers for their advance information.

-(b) Onreceipt of the advance copy of the question the Executive Director concerned or any
other officer nominated by him should give some indication to the Branch as to what action should
be taken. The Member concerned might, if necessary, be consulted by the Executive Director and the
Minister by the former. Immediately on receipt of these advanice lists, action should be initiated and
progressed in the Directorates as if the questions included in the lists have been finally accepted.

(&) Theadvance copy of a question should be treated as an official receipt and placed on the
correspondence side of the file with the appropriate serial number. As faras possible, a separate file
should be opened for each question under the main file No. dealing with that particular subject in

the Branch.

104. (a) The first point to which attention should be directed in dealing with Parliament
Questions, is the possibility of the question being inadmissible under the rules as laid down in the
preceding paragraphs. In this conne-tion, it should particularly be examined whether :—

(i) the question or any of its parts repeat in substance questions already answered
or questions to which an answer has been refused; 4

(i) the informatic asked for has been supplied previously to the House concer.
either in the form of statements placed on its table or otherwise in the course of
debates;

(iii) the preparation of an answer will involve too much time and labour. _
(iv) it would be against the public interest to disclose the information asked for;
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(v) the information asked for could ordinarily be elicited from the Ministry direct;

{vi) .the Question, if starred, could be converted to unstarred, if collection of a mass
data is involved; and ,

(vii) the question has any patent mistake, error or obscurity.

(b) Whenit is decided to suggest the disallowance of.a question by the Speaker/Chairman
an office memorandum stating the reasons which are held to justify disallowance should be
addressed to the Secretary of the Lok Sabha or the Rajya Sabha, as the case may be, and forwarded
through the Parliament Branch. In the case of information which is not intended to be passed onin
the public interest to Members of Parliament, the communication to the Lok/Rajya Sabha Secretar-
iat should be marked 'Confidential' and a clear indication given that the information furnished is
only for the use of the Speaker/Chairman. '

(¢) Ttmust not be presumed that the question will be disallowed and steps should be taken
to prepare the necessary reply without waiting for the disallowance list. The Executive Directors
may, however, exercise their discretion whether they should wait for replies from the Lok/Rajya
Sabha Secretariat before putting up proposed replies. :

105. If a question is wrongly addressed to a Minister, the Ministry to which the advance
copy has been sent, should immediately contact either the appropriate Ministry or the Parliament
Secretariat concerned and obtain its concurrence to the transfer of the question. If the Ministry
addressed accepts the transfer, the Parliament Secretariat should at once be informed of it. Such
transfers of questions should invariably be routed through the Parliament Branch as far as the

Railway Ministry is concerned. h

106. If a question affects more than one Ministry, it should be taken over by the Ministry
mostly concerned. When a question of this nature is received, the branch concerned should furnish
relevant information in regard to the portion relating to the Railway Ministry to the other Ministry,
after ascertaining from the latter that they will takeover the question or obtain necessary information
from the other Minisiry if the question is to be taken over by the Railway Ministry as the case
may be.

107. (a) It has been observed that at times delay occurs in initiating action on Parliament
Questions due to disputes among Directorates in regard to the marking of the Questions. With a
view to eliminating delays in this regard, it has been decided that the marking of the Parliament.
Questions by the Parliament Section should be treated as final. In case, however, an Adviser or an
Executive Director considers that the Question does not relate to his Directorate, he will discuss the
matter personally with JS(P) or if necessary with Secretary. The decision arrived at after discussion
will be final.

(b} A question which concerns several Directorates of the Board's Office will be handled by
the Directorate to which the first part relates. In case the first part is inconsequential or concerns more
than one Directorate, the Question will be handied by the Directorate to which the main subject
relates and the decision of the Secretary in this regard will be final. The Directorate handling the
Question will be responsible to collect the necessary information from the other Directorates
concerned and put up the complete reply.

(¢) When two or more questions relate to one subject, they may be lumped together and
given one reply. In such cases each question should be pasted on a separate sheet and the reply
prefaced with these words:

"With your permission , Sir, T propose to answer questions NOs............. and......cooeeennn o .
together". The answer should be typed below the first question and the other question or questions
attached.
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108. Preparation of Replies.—a) All questions will normally be answered by the Minis-
ter of State or the Deputy Minister in both the Houses.

{b) In the copies of the main answers to questions, portfolios of the Ministerst should be
indicated in the following manner :— :

(i) The Minister for Railways (Shri........cocovsrnensneaannl
(ii) The Minister of State in the Ministry of Railways (Shri..................... S
(iii) The Deputy Minister in the Ministry of Railways (Shri........cccocooviriieimnennee. )

109. (a) Where information is available in the office, a draft reply should be prepared and
submitted with the relevant papers to the Minister of State or the Dy. Minister who will send cases
to the Minister only when considered essential by them.

 (b)' A 'note for supplementaries’ should be prepared for starred questions only which will
assist the Ministers in answering all possible supplementary questions. In preparing the note for-
supplementaries to starred questions, the officer concerned should carefully give all the facts and full
background information etc. leading to the replies proposed. He should also try to anticipate the
supplementaties that are likely to arise and provide information for their replies also. Care should
be taken to see that when any specific rules are referred to in the draft reply to a question, these rules
are put up when submitting the draft reply to the Ministers. Inaccuracies in the answers should be
avoided by ensuring that relevant information available in any Branch of the office is also taken into
account in drafting replies and the note for supplementaries. : :

110. Inpreparingadraftreply, the name of the questioner should be given on the top. Parts
of the question should be typed out on the left half of the paper and the suggested reply to each part -
‘shown opposite on the right half for easy reference..

111. Answers to questions should be brief and to the point. Itis always desirable to avoid
giving replies which create unnecessary controversy in the House. Where the reply to a starred-
question is to be at greatlength or calls for detailed figures, the reading of which isliable to take more
than 15 seconds, a synopsis alone would be read out and complete reply in the form of a statement
giving the information required should be prepared for being placed on the Table of the House. The
synopsis should contain a reference to the statement to be so placed and fif ty/hundred extra copies
of the statement to be placed on the Table should be sent to the Lok/Rajya Sabha Secretariat giving
reference to the number and date of the question. Whenever, in answer to a starred question, a
reference is made to a statement being laid on the Table, the fact should invariably beindicated thus

e, ..a statement is laid on the Ta_ble of the.....coeveernnnn, Sabha." All such state-
ments should be provided with suitable and comprehensive subject headings. In the case of an -
unstarred question, such a statement should be attached to the reply.

112. Itis necessary that an interim reply should be avoided. Whenever.the compilation of
information required to be submitted in reply to any question is likely to be delayed, the Parliament
Secretariat should be requested to postpone its date of admissibility till the appropriate date by
which the information is expected to be ready. Alternatively when an interim reply has to be given
and it is proposed to collect information for laying it on the Table of the House later, it is necessary
toensure by adequate pre-examination, that the information promised will in factbe obtainable. Not
infrequently such answers in case of starred questions undergo a certain amount of elaboration
during the course of supplementaries and bring out a fuller exposition of their subject matter leaving
an impression that the original replies given were incomplete and evasive. Whenever this form of
reply is inevitable and is proposed to be given, a conscious effort should be made to state the position
more fully. It may be possible for example to state the nature of consideration given to the subject
matter of a question, the progress registered by it, the time which the process of considerationislikely
to take and if possible, tentative propositions which form the basis of consideration. - -
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113. Details about railway matters when required to be furnished in reply to Questions,
should be compiled Railway-wise and not State-wise, although asked for in the latter form, and the
answer should be prefaced with the sentence:— :

"Information about..................... is not compiled State-wise but Railway-wise.”

114. Hindi Version.— (a) Where the original notice of a question is received in Hindi and
indicated as such on the printed list of admitted question, the reply should be prepared in Hindi in
addition to the usual reply in English, " The matter for Hindi translation should reach the Hindi

‘Branch at least 24 hours before the question is to be replied in Parliament. It would facilitate action
by the Hindi Branch if copies of all draft replies together with the annexures, if any, after approval
of the Executive Directors, are supplied in advance to the Hindi Branch, who will keep tentative

drafts ready and finalise them as soon as the English replies approved by the Ministers are sentto

them for translation in Hindi. .

(b) (i) Hindi (P) Branch will supply to Issue Branch 480 copies (180 copies to Lok/Rajya
Sabha and 300 copies to P.LB.) of complete replies in Hindi both for starred and unstarred questions
(in respect of questions tabled originally in Hindi) for despatch to Lok/Rajya Sabha and 100 copies
to P.LB. : ‘

(¢} To facilitate simultaneous translation of the proceedings in both the Houses of Parlia-
tment into English and Hindi, Branches should supply the following material to Parliament Branch,
for being forwarded to the respective Secretariate atleasta daybefore they are scheduled to be made
in the Parliament :— ‘ :

(i) Two copies of the texts or at least gists of speechés proposed to be made
while :—

(a) Initiating discussion on a Bill or a motion. .
(b) Intervening in a debate when the intervention was pre-planned.
() . Replying to the debate when the reply could be prepared in advance.

(i) Two copies of the Statement efc., made suo-moto orinreply to admitted notice together
with their translation in Hindi/English.

115. In case the notes for supplementaries are very lengthy a synopsis should be given at
the beginning of the note bringing out the salient points which can be seen at a glance. A note for
supplementaries should also be prepared where, in reply to a starred question, the attention ofa
member is drawn to a statement to be laid on the Table of the House, as such statements are usually
placed on the Table of the House an hour before the opening of the Parliament and supplementary
questions can be put on them. -

116. (a) Reference to previous answers.—In quoting references to previous answers
reference to Advance Lists should never be given, . If the answer actually given is to be quoted, it
shouid be referred to in the following words :

"The Hon'ble Member is referred to the answer gIVen f0....cocoesiiniiininenan
(1) | OO (here given Admitted List No.) on the......c.ooeennens (here give the date) on the
same subject” or ' : :

"I would refer the Hon'ble Member to the reply given to................. question
|3\ [+ NI (here given Admitted list No.) on the.....c..occonene, {here give the date)".

(b) If the draft reply contains references to previous replies or other cases, the relevant files
need not be put up unless unavoidable but extracts therefrom should be taken and placed in the file
dealing with the question '

(¢} Reference may be made in the Lok Sabha to answer or debates in the Rajya Sabha and
vice-versa provided the reference does not relate to the current session.
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117." Reference to Railways.—No reference should be made to railways for information
required for answering a question unless it is absolutely necessary. Before addressing railway
administrations, the branch concerned should make certain that the information required is not
available in that or any other branch of the office. '

118. (a) Executive Directors concerned will decide for each question whether or n.
information is to be called for from railways. Care should , however, be taken to keep down the
number of references to railways to the minimum possible. Express letters or wireless messages
should be addressed to officers by name who are nominated by the Railway Administrations for
dealing with all references regarding questions in the Parliament or allied matters, the envelopes
containing such oiitgoing correspondence being affixed with the stamp. Most immediate "Parlia-
ment Business” by issue Branch on advice by the Branches concerned. The names of such officersare
circulated to branches by about the beginning of each session. , -

The names of the officers who issue letters or wireless messages from the Board's office -
should always be indicated below each letter or telegram. Railways have been asked to address
replies to these officers by name to avoid delay.

. {b) As faras possible, detailed information should be collected from the railways wherever
necessary to avoid the necessity for further references and consequent delays in answering
questions. Telephone calls should , as far as possible, be avoided. .- * ‘ '

_ {c) Parliament Branch should be kept informed about instructions, if any, issued by
individual branches to railways inregard to procedural matters pertaining to Parliament Questions.

119, (a) Thirty five copies of the printed admitted Lists of Questions are received by the
Parliament Branch 5 days before the dates when the questions are due to be answered: Immediately
on receipt of the Admitted Lists the Section in charge of Parliament Questions will mark off ali
questions and supply a copy each of the printed cutting of question (s) o the Branches concerned and
also supply one copy each of the marked lists to the Members of the Board the Executive Directors
concerned and the Secretary. On receipt of the List the Executive Director should check up whether
all the questions pertaining to his Directorate are ready foranswer or not. Heshould also ensure that
draft replics are approved by the Member concerned well in time.

{b) TheParliament Branéh will then take cuttings from the Admitted Lists, abstracting from
them all questions concerning the Railway Ministry for pasting into the Register of Questions (Form
No. 42) maintained by that Branch. A similar Register should also be-maintained by each branch.

120. - When the admitted list is received, a printed cutting of the relevant questions from the
list should be pasted over the advance copy of the question. In cutting the questions from the Final
printed lists and pasting themover the Advance copies, it should particularly be ensured thatno part:
of a question is left out in the process of cutting and pasting. If any changes, in the answer and/or
notesalready approved are required, these should be made. All changesshould be approvedby the
Member of the Board concerned and the file need not be submi ted to the Ministers again, unless the
changes are of a substantial nature. When, however, Ministers desire draft replies to Parliament
Questions to be recast on the lines indicated by them, either in whole or in part, the files should
invariably be submitted to them for their final approval to the draft. :

121. The draft reply should reach the Minister/Minister of State/Deputy Minister at least
. 3clear days before the date on which the question is to be answered: For example if a question is to
be answered on the 30th, the reply must reach the Minister/Minister of State/Deputy Minister not
fater than the afternoon of the 26th and if it is to be answered on the 5th draft reply must reach him
not later than the afternoon of the Ist. In order also to give adequate time to the Board Member
concerned to examine the draft reply, it should reach him one day before it is due to be submitted
to the Minister /Minister of State/Deputy Minister. If, however, for any reason the draftreply is not
ready for submission in time to the Board Member, it must be taken by the Officer concerned
personally to the Board Member in the morning of the day on which it is due to reach the Minister/
Minister of State/Deputy Minister, o :

1
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122. Any casesin which the draft replies to questions are not ready three clear days before
the date on which they have to be answered, should be brought by the Executive Directors to the
notice of the Members concerned together with the reasons why it has not beéen possible to put up
draft replies in time, '

123, Each Executive Director should nominate one of the Officers in his Directorate to
ensure thata proper watch is maintained on the movement of files relating to Parliament Questions
and that the time-table laid down for submission of draft replies to Board Members and the Minister/
Minister of State/Deputy Minister is adhered to strictly in all cases. ‘ ‘

124. Secretary will also keep a watch on all questions and remind the Executive Directors
or the Members concerned if the draft reply to any question has not been submitted to the Minister/
Minister of State/Deputy Minister three days ahead of the date on which it is due for reply.

125. " Section Officers should personally maintain a diary showing the movement of all
Parliament Questions and keep a watch on the disposal of each question, to ensure that the question

is approved by the Executive Director and the Member concerned in time for its submission to the

Minister/Minister of State/ Deputy Minister three days ahead of the date on whichit is due for reply
in Parliament.

126. Thedraftreply should be indicated on the file witha flag "D.F.A and should be typed
cleanand no corrections of alterations should bemadein thetyped copy. Notesfor supplementaries
should be placed separately on the file with a flag "Note for supplementaries’. The special label
prescribed for this purpose, viz.,, "Questions for Lok/Rajya Sabha", should invariably be placed on
the relevant file together with a clear indication of the date on which the question is due for answer.

127. (a) In order to ensure accuracy in the replies to questions and promptness in the
preparation of pads for the Ministers, replies to Parliament Questions, should, after approval, be
faired in the Branch concerned with the assistance of the Stenographer of the Branch Officer, where
necessary. The Section Officer of thé Branch concerned should check whether the reply as finally
faired is free from mistakes and arrange to have the required no. of copies made outand handed over
to Parliament Branch along with the specific number of copies of Notes for supplementaries, in
respect of starred Questions.  The relevant files should also be made available to Parliament Branch
in-respect of Starred Questions only. ' : '

(b) Tn order to facilitate quick movement of files dealing with Parliament Questions the
following procedure should be adopted :— : '

(i) Assoonas thedraftis approved by the Member/Adviser concemned, the Private
Secretary concerned should arrange to pass on thatfile to Parliament Branch who
will arrange to take steps to get the draft reply finally approved by the Ministers.

(i) The Section Officers of the Branches should arrange for timely supply of fair
copies of relevant questions and answers to their Executive Directors/Joint
Directors and other officersconcerned direct for their scrutiny, before presentation
in Lok Sabha or Rajya Sabha, as the case may be.

128. (a) The branches will supply to the Issue Branch, for onward transmission to
Parliament Secretariat, 180 copies of answers to Questions. In the case, however, of statements to
be laid on the Table, or replies to previous starred /unstarred or Short Notice Questions, referred to
in the answers, 50 extra copies in the case of the Lok sabha and 100 extra copiesin the case of the Rajya
Sabha should also be supplicd.

(b) The Branches will also supply to the Issue Branch for transmission to the Principal
Information Officer, Press Information Bureau, 300 copies of answers to Questions,
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129. (a) The Adviser and/or Executive Director concerned, after going through the list of
questions for a particular day, would decide which officer from the Directorate concerned would
attend the Official Gallery during the Question Hour. In case of Important Questions, the Member
or the Adviser/ Executive Director concerned may himself attend. The Joint Secretary (P) would also
be available throghout the Question Hour. Requisition for passes for the Official gallery, where
necessary, should reach the Parliament Section at least one day in advance.

(b) The Executive Director will also arrange that if and when he and the Member concerned
are both in the Parliament House, one of the Officers of the Branch concerned would be available on
the telephonie in the office to supply any information that he or the Member may require.

130. During the sessions of the Parliament, all branches must place a Senior Assistant on
duty to attend to urgent work on any Sunday or closed holiday immediately preceding a date on
which questions are to be asked of the Railway Ministry. On a day when any business relating to
Railway Ministry is conducted in the Parliament, the branch concerned should detail staff on duty
before and after office hour: on that day as well as on the preceding day.

131. A complete record of the uncorrected reports of the Parliament Debates is received in
the Parliament Branch of this office early in the morning on the date following the date to which the
debates relate. Immediately on receipt of these debates, the Parliament Branch will make out copies
of the portions, if any, concerning the Directorates in the Board’s Office and see that these copies are
handed over not Jater than 11 a.m. to the Officer concerned in each Directorate nominated to look
after Parliament Questions. 1t will be the responsibility of this Officer to go through the extracts
quickly and if any inaccuracies come ta his notice, he should bring them immediately to the notice
of the Minister/Minister of State/Deputy Minister, as the case may be through the Executive
Director/Member of the Board concerned, _

132. When a Minister wishes to correctany inaccuracy in the information whichhe hasgiven
in reply to a question or a supplementary question or in debate, the following procedure shall be
adopted :— '

(i) The Minister shall give to the Secretary of Lok/Rajya Sabha, notice of his
intention to make a statement. The Notice shall be accompanied by a copy of the
statement proposed to be made by the Ministry. E

(i) When the House is in session, the Secretary shall include the item in the list of

. business onan appropriate day; and the Minister shall, when called upon by the

Speaker, make the statement in the House. The branches will, supply to Issue

~ Branch for onward transmission to the Parliament Secretariat requisite number

of copies, as specified from time to time, of such statements atleast by 4-00 P.M.

on the working day preceding the date on which the statement is to be made in

the Parliament. After the statement has been made by Minister, Speaker/

Chairman may permit members to ask supplementaries. which are strictly

relevant to the subject matter of the correction. In order to enable the Ministers

to answer all possible supplementaries, the branches should supply 30 copies of

notes for supplementaries in regard to the correction involved, to Parliament
Branch for use of the Ministers and Board Members. o

(iii) When the House is not in session, the Secretary shall consider whether the

statement shall be made by the Minister during the next session in which case the

orders of the Speaker/Chairman will be taken. If the matter cannot wait till the

next session the statement shall be included in the official report of the debates

and a foot note given in the official report of the debates in the following

manner :—

#The Original reply or statement by the Minister reads as follows :—
The reply as printed above was sent by the Minister afterwards in substitution of
the original reply”. :

. Note.—In cases where it is not considered desirable to publish the original reply, the revised reply only will be printed with
a suitable foot-note. - )

3




LY

(iv) The Minister shall ordinarily intimate to Secretary his intention to correct his
reply or statement within twenty four hours thereof, provided that the Speaker/
Chairman may on ground being shown waive this requirement.

{v) The Speaker/Chairman shall determine in each case whether the staterment or
the correction may be teported to the House by the Minister or laid on the Table
of the House.

133. Disallowance Lists.—On receipt of intimation of the disallowance or withdrawal ofa
question, the Parliament Branch should imtmediately communicate it to the Branch concerned for
information. As, however, there is always a possibility of a question which has been disallowed
being admitted by Speaker/Chairman on reconsideration, with or without amendments, on a
representation made by the Member concerned or otherwise, the final list of questions which is
printed and circulated to Ministries five days in advance should alone be considered as the
authoritative document. In case of any apparent conflict between the information contained in the
disallowance listand the final printed list of questions, a reference can always be made to the House
concerned on the telephone or in writing. _

@

134. Information to be laid on the Table.—(a) When information has to be laid on the Table
in pursuance of a Promise or undertaking given previously, the branches concerned should forward
15 copies of the same in case of Lok/Rajya Sabha duly authenticated by the Minister, to ‘the
Secretariat of the Sabha concerned, through the Parliament branch for being laid on the Table.

(b) When any papers are sent for being laid on the Table, the Secretariat of the Lok/Rajya
Sabha should be requested, in the forwarding letter, to include them in the list of Business of a day
on which the Ministry of Railways will be required to answer questions.

(c) Confidential documents are not to be laid on the Table of the House unless their produc-
tion is necessary or useful in the Public interest.

135. Half-an-hourdiscussion.—TheSpeaker/Chairmanshallallothal f-an-hour for raising
discussion ona matter of sufficient public importance which has been the subject of arecentquestion,
oral or written, and the answer to which needs elucidation on a matter of fact. A member wishing
to raise a matter shall give notice in writing to the Secretary. Lok/Rajya Sabha, three daysinadvance
of the day on which the matter is desired toberaised, and shall briefly specify the point or points that
he wishes to raise provided that the notice shall be supported by the signatures of atleast two other
members. The Speaker/Chairman shall decide whether the matter is of sufficient importance to be
put down for discussion, and may not admit a notice which may, in his opinion, seek to revise the
policy of Government.

136. There shall be no formal motion before the House nor voting, The member who has
given notice may make a short statement and the Minister concerned shall reply briefly. Any
Member who has previously intimated to the Speaker/Chairman, may be permitted to put a
question for the purpose of further elucidating any matter of fact, provided that if the Member who

“has given notice is absent, any Member who has supported the notice may, with the permission of
the Speaker/Chairman, initiate the discussion. In respect of such discussions, a brief may be
prepared or such other action taken as may be directed by the Minister. ‘

137. Adjournment Motions—(a) A motion for an adjournment of the business of the
Parliament for the purpose of discussing a definite matter of urgent publicimportance may be made
with the consent of the Speaker/Chairman. The procedure to be followed in regard to an
adjournment motion is goverr{ed by the relevant provisions contai ned in the Rules of Procedure and
Conduct of Business of the House concerned. In respect of these motions a brief may be prepared or
such other action taken as may be directed by the Minister.
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(b) Calling Attention Notices.—(i) A Member may give notice calling the attention of the
Minister to any matter of urgent public importance, with the permission of the Speaker/Chairman
when such notice is received by the Speaker /Chairman and if he finds the notice admissible under
the rules, he may allow the matter to be raised in House on the same day, if the notice is received
before 1045 hours or on a subsequient day on the first available opportunity as the Speaker/Chair-
man may decide. : ‘

(ii) In order to avoid any possible delay when a call attention notice happens to be takenon
the same day, statements should be prepared by Branches concerned in advance as a matter of course
on serious train accidents or such other incidents as murder in running trains, labour strikes etc., on
which Call Attention Notice may be given by M.Ps. Arrangement should also be made to have the
statements translated in Hindi to avoid any delay in supplying copies of the Hindi version of the
statement to the Parliament Secretariat.

(iii) For this purpose, Hindi Officer should nominate a Section Officer and a Hindi Typist
from his Branch to be present in Office every day from 08.00 hours when Parliament is in session.

(iv) If the statement is a lengthy one, Branches concerned should pepare a gist thereof,
which alone will be read out ih the House, the complete statement being laid on the Table of the
House. '

" (v) Itshould beseenby the Branches that the statement covers the points raised by Members
through notices of questions adjournment motions and other notices on the same allied subjects, if
any.

(vi) If the notice of the admitted Call Attention Notice has been received in the Ministry
atleasta day in advance of the date on which the statement is to be made, a Note for supplementaries
should also be prepared by the Branch concerned and after getting it approved by the Minister, 30
copies of the statement alongwith Note for Supplementaries should be supplied to Parliament
Branch. :

(vii) In addition to the above, 150/100 and 300/150 copies in English and Hindi each of the
statement to be made by the Minister in Lok /Rajya Sabha should also be supplied to Issue Branch
for onward transmission to the Parliament Secretariat. Requisite number of copies of the statement
in English and Hindi, as specified from time to time should also be sent to Issue Branch for onward
transmission to Press Information Bureau. :

138. Other Motions.—{a) Save in so far as is otherwise provided by the Constitution or
by the Rules of Procedure and Conduct of Business of the House concerned, no discussionof amatter
of general public interest shall take place except on a motion made with the consent of the Speaker/
Chairman. The procedure to be followed in this respect is governed by the relevant provisions
contained in the Rules of Procedure and Conduct of Business of the House concerned. A brief may
be prepared in regard to these motions or such other action taken as may be directed by the Minister.

(b) In the case of motion for election to Parliamentary Committees, the Departrhent of
Parliamentary Affairs should be given notice of not less than seven working days before the end of
any particular session of Parliament.

139. (a) A resolution may be in the form of a declaration of opinion, or recommendation
or may be in the form so as to record either approval or disapproval by the Parliament of an act or
policy of Government, or convey a Iessage; or command, urge or request an action or call attention
to the matter or situation for reconsideration by Government or in such other form as the Speaker/
Chairman may consider appropriate. The form of a resolution moved in Parliament, the conditions
of its admissibility, the manner in which it is to move, etc., are set out in the Rules of Procedure and
Conduct of Business of the house concerned.
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(b) The following instructions should be observed in dealing with cases relating to non-
official resolutions :—

(i) Thenotice lists or non-official resolutions should be examined assoon asreceived

and any relevant facts or other matter, which the Ministry concerned may wish .

to placebefore the Speaker/Chairman, should be communicated to the Secretariat
of the House concerned as early as possible, at any rate before the resolutions are
put to ballot. . :

(i) As soon as the result of the ballot is known, it should be verified whether the
resolution given notice of has secured a priority in the ballot If so, abrief should
be prepared and submitted to the Minister alongwith the file. Tt should contain
all relevant facts (or references to them when they cannot conveniently be stated
in full) with extracts from, or abstracts of the relevant documents, if any,
summarised in clear and self-contained form.

(iii) The draft of the brief for non-official Resolutions, should be submitted to the
Ministry of Parliamentary Affairs by the first day of the week on which such
business is set down for discussion, so as to enable that Ministry to get the
approval of the Parliamentary and Legal Affairs Committee of the Cabinet which
"decides the attitude of Government or such Resolutions.

(iv) After discussion has taken place on a Resolution, the relevant proceedings of the
Hotise concerned should be examined as soon as they are available and such
further section taken without delay as may be called for. A copy of the printed

proceedings should be incorporated in and recorded with the file. '
(¢) In the case of Government resolutions to be moved for the approval of notification,
statutory rules etc. issued under the Acts relating to them, notice of not less than 10 days before the
conclusion of a session should be given to the Ministry of Parliamentary Affairs for moving them. In
respect of rules etc., to which Members of Parliament are entitled to move amendments, they should
be laid on the Table of each House sufficiently early to enable Members to table amendments, if
desired. This will also enable the Ministry of parliamentary Affairs to find the time for a discussion

on them. :

140. Government Bills,—When a Government Bill is to be introduced in the Parliament, the
procedure prescribed in the Rules of Procedure and Conduct of Business of the Lok/Rajya Sabha
shall be followed. The detailed procedure in this regard is described in Appendix IV,

141. The following procedures should be followed in respect of circulation of Government
amendments to Bills referred to and under consideration in a Select or Joint Committee of the Lok/
Rajya Sabha :—

(i) Three copies of the proposed amendments should be sent to the Lok /Rajya Sabha
Secretariat atleast a day before the date of the meeting at which the amendments
are to be moved.

(ii) The Lok/Rajya Sabha Secretariat will circulate the approved amendment after
putting them in proper form to the Members of the Committee.

(iii) Where the amendments are required to be circulated to the Members of the
Committee urgently at a time when the Committee is sitting, the officer con-
cerned should acertain in advance the List No. to be allotted to the Amendments
by the Lok/Rajya Sabha Secretariat.  After this has been done, cyclostyled
copies of the Amendments should be handed over to the officer of the Lok/Rajya
Sabha Secretariat present at the meeting, who shall arrange for their distribution.

{iv} Ontheprorogationof asession all pending notices, other than notices of intention .

tomove for leaye to introduce a Bill, lapse and fresh notices must be given for the
next session. It would, therefore, be necessary to repeat notices of amendments
to Bills during each session in which the Bills are taken up for consideration, if it
is desired that the amendmenits should be considered by Parliament.

~ (v) Whenever any report or publication is referred to in a Bill or an Official motion

- copies of such reports or publications should invariably belaid on the Table of the
House or circulated to members sufficiently in advance of the date of its being
discussed in the House.
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142. List.of Business.—Parliament Branch shall distribute copies of the list of business for
the day on which Railway mattersare to be discussed in any of the House to the Branch and the Officer
concerned and also to the Members of the Board and the Secretary for informtion. On its receipt the

Branch or Branches concerned should collect all relevant papers and take further action as may be

required for the conduct of the business.

143. Cutting of Questions, etc. from Debate Volumes.—On receipt of the debate volume,
two copies of the final printed versionsofall questionsand their answersincluding any supplementary
questions and answers in the case of starred questions each pasted on a separate sheet and stamped
with the date on which the question was replied to will be supplied by the Parliament Branch to the
Branches concerned. The Branches will arrange to circulate copies of these printed versions along
with typed copies of the statements laid on the Table of the House, if any referred to in the reply to
the Railway concerned so that they may have official information of questions asked in parliament
and the answers given.

-144. Scrutiny of Record of Proceedings in Parliament—(i) On receipt in the Ministry of
the record of the Proceedings in Parliament, the Assistant concerned will examine it to see :—

(a) whether any promises assurances or undertakings have been given on the floor
" of the House, and

(b) whether there are any points in answers to supplementary questions which
require elucidation or amendment and which should be brought to the notice of
the Minister.

. (i) In case of (a) necessary entries will be made in the Register or Promises and Undertakings
and further action taken vide paragraph 64 (c). In case of (b) the file will be submittéd to Senior
Officers for orders.

145. Card Index.—(i} A card index of all questions and answers should be prepared by the
Parliament Branch for each question separately, and supplied to the branch concerned.  Each
branch should refer to the card index while dealing with subsequent questions on the same subject.
When a card is removed for reference, a slip showing the file for which it is taken should be Ieft in
its place. The card must be restored to its place as early as possible.

(ii) Onecomplete setof the debate volumes will be bound and kept in the Parliament Branch
for record. '

146. Library of the Parliament—Five copies of all Government Publications, except
classified papers and those marked ‘for official use only’, including the following, should be
supplied free to the Library of the Parliament for the use of Members :—

1. Annual Administration Report;

2. History of Indian Railways;

3. History of Services of Gazetted Officers; and
4 Class.,ifi-ed List of Indian Railway Officers.

147. Code of Conduct.—The code of conduct to be observed by officials sitting in Official
Galleries in the Lok/Rajya Sabha is detailed in Appendix II.
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CHAPTER I

INTRODUCTORY CHAPTER

1. Speclal meanings.—Special meanings to be attached to some of the terms used in the
manual are given below:—

(1)

(2)

(3)

(4)
(5)
(6)

7
8)

9

(10)

amn

(12)
- (13}

(14)

19

‘Appendix to correspondence’ in relation to a file means lengthy enclosurestoa
communication (whether receipt or issue) on the file, inclusion of which in the
correspondence portion, is likely to obstruct smooth reading of the
correspondence or make the correspondence portion unwieldy.

‘Appendix to notes' in relation to a file means a lengthy summa?r or statement
containing detailed information concerning certain aspect$ of the question
discussed on the file,incorporation of which in the main note idlikely to obscure
the main point or make the main note unnecessarily lengthy.

‘Branch Officer’ in relafion to a Section means the officer who takes the work
directly from the Section. : '

'Case’'means a current file or a receipt together with other related papers, ifany.
Issue Section’ means the Issue (Despatch) Section. '

‘Central Registry' means the G (Dak) Section charged with the responsibility of

receiving, registering and distributing dak meant for various officers and,

Sections and includes functionaries like Resident Clerk /Night Duty Clerk.
‘Classified dak' means dak bearing a security grading.

‘Come-back case’ means a case received back for further action such as re-
examination or preparing a draft or a summary of the case.

‘Correspondence portion’ in relation to a file means the portion containipg
‘receipts' and Office copies of ' issues' pertaining to the file,inc]uding self-
contained inter-departmental notes but excluding those recorded on the notes
portion of the file itself. '

‘Courler dak' means all dak i'eceived or despatched through courier service
between the Ministry of Railways and the Zopal Railways or other attached or
subordinate offices fun_'c;iqning under the Ministry of Railways.

'C.R. No." means the serial number assigned by the Central Registry todak in the
dak register preceded by the code letter identifying the register.

‘Current file' meansa file, action on which has not been completed.

'Dak’ includes every type of written commuhication such as letter, telegram,
savingram, inter-departmental note, file which is received, whether by post or
otherwise for consideration in the Ministry of Railways. '

'Dealing hand' meansany functidna,rysuc(h asaLower Division Clerk,an Upper
Division Clerk, an Assistant, entrysted with initial examination and noting upon
cases:

Jepartment’ means any of the Ministries, departments, secretariats and offices
mentioned in the first schedule to the Government of India (Allocation of
Business) Rules, - -




(16)

(17}

(18)

(19),

(20)

1)
(22)

(23)

(24)

(25)

(26)

(27)

(28)

(29)
(30}

‘Depantmental Index' means a consolidated index of files opened by different
sections of the Ministry of Railways during a year (except those of classified
nature or those proposed tobe retained for less than 10years)arrangedinasingle
series in the alphabetical order of the catchwords under which they have been
indexed. - :

'Departmental instructions' means instructions issucd by a department to
supplement or vary the provisions of the Manual of Office Procedure.

'Desk’ is an officer-oriented work unit within a departmeht with a specific task
assigned to it. :

'Desk Functionary' means an officer assigned a well defined sub-function or
activity in the charge of desk.

‘Diarist' means a Clerk within a Section charged with the responsibility inter-alia
of maintaining the section diary.

‘Diarising’ means registering of receipts in the Section Diary,

'Diary number' means the serial number assigned toa receiptin the section diary
followed by code letter identifying the section diary ('H" for section diary for
Hindi receipts and 'O" for section diary for other receipls) the year and the
abbreviated symbol of the section, e.g., 205-H/87-0&M.

‘Docketing’ means making entries in the notes portion of a file about the serial
number assigned to each item of correspondence (whether receipt or issue) for
its identification. ~

'File’ means a collection of papers on a specific subject matter assigned a file
number and consisting of one or more of the following parts:—

(a) Correspondence

" (b) Notes

(c) Appendix lo correspondence
(d) - Appendix to notes '

'Final Disposal' in relation to a case under consideration means completion of all
action thereon culminating, where necessary, in the issue of final orders or final
reply to the Party from whom the original communication emanated.

'Fresh receipt’ (FR) means any subsequent receipt on a case which brings in
additional information to aid the disposal of the paper under consideration.

‘Indexing' in relation to a file means indicating its title-under appropriate
catchwords arranged in their alphabetical order with a view to facilitate its
location in the event of need. ' ' : '

P

'Index Slips‘ means a card or a paper slip displaying the title of a file under a
catchword, followed by a reference to its file number.

“Issue' means a communication issued in a case.

'Issue of draft’ includes all stages of action after the approval of a draft ending
with despatch of the signed communication to the addresses e.g. fair typing,
comfaring,attachingenclosure_s,preparing adsforsignature, preparing covers,
making entrles in the despatch register and messenger books, affixing stamps,
where nccessary. ' .

2



(31)

(32)

(33)

(34)

(35)
(36)
(37)

(38)

(39)

(40)

41

(42)

(43)

(44)

- -(45)

{46)

'Messenger book' means a record, maintained in standard form (No. O&M 13)
or any other form of particulars of despatch of non-postal and non-courier
communications and their receipt by the addressee.

‘Minute' means a note recorded by the Pres:dent the Vice Presndent the Prime
Minister or a Minister .

b
‘Night Duty Clerk’ meansa clerk on duty outside office hours who performs the
functions of the central receipt and issue Section during such hours in the
General Branch, -

‘Note'means theremarksrecorded ona casetofacilitateitsdisposal, and includes
a precis of previous papers, a statement or an analysis of the queshons requiring
decision, suggestions regarding the course. of action and final orders passed
thereon.

"Notes portion'in relation toa flle means the portlon containing notes or minutes

recorded on a case.

‘Ordinary postal dak' means postal dak for which no specific acknowledgement
is obtained by the Posts & Telegraphs Offices. .

"Paper under consideration (PUC)' means a redeipt on a case, the consideration
of which is the subject matter of the case. .
'Personal staff' inrelation toa functionary meansand includesPrivate Secretary,
Personal Assistant, Stenographer, Assistant, Clerk or any other clerical staff
appointed to assist him as well as the personal section of a Minister.

‘Postal commumcatlon meansacommunicationdespatched by postand includes

telegram/wireless,
'Postal dak’ means all dak received through Post & Telegraph Offices.
'Receipt’ means dak after it has been received by the concerned Section/Officer.

'Record clerk' means aclerk in the Record Section responsible intet-alia for typing
and maintaining index sllps and for lIooking after routine aspects of recording
work.

'Recording’ means the process of closing a file after action on all the issues
considered thereon hasbeencompleted, and includesoperationslike completing
references, removing routine papers, revising thefiletitle, changmg the file cover
and stitching the file. .

‘Reference folder' in relation to a particular subject means a folder containing
copies of relevantrules, orders, instructions, etc. arranged _inchronologica] oirder.

'Routine Note' means a note of a temporary value or ephemeral importance
recorded outside the file, e.g. a record of casual discussion or a note on a point of
secondary importance mtended to facilitate consideration of the case by higher
officers. :
=

‘Running summary of facts' in relation to a case means a summary of the facts of
the case up-dated from time to time to 1ncorpora te significant developments as
and when they take place.



47)

(48)

{49)

(50
(51

(52)

(53)

(54)

‘Section’ means thebasic work unitwithina Department, responsible forattendin g
to items of work allotted to it. It is generally headed by a Section Officer and
includes 'Cell’, " Unit' and other like terms.

‘Sectional note' means a note recorded on only one of the many issues raised in
the PUC.

Section  Officer'’ means an Officer supervising a Section and includes
functionaries like Superintendent and Assistant-in-charge. :

'‘Security grading' means security marking 'Confidential','Secret' or "Top Secret’.

'Standing guard file'ona subject meansa compilation consistihg of the following

three parts:i— :
(a) arunning summary of the principlesand policy relating to the subject with

number and date of relevant decisions or orders quoted in margin against

each;

(b) copies of the decisions or orders referred to, arranged in chronological .

order; and
(¢ model forms of communications to be used at different stages.

‘Standing note' in relation to a subject means a continuing note explaining,
among other things, the history and development of the policy and procedure,
designed to serve as; ' .

(a) a complete background material for review of the existing policy or
procedure;

(b) a brief for preparing replieé to Parliament questions or notes for
supplementaries thereto; and '

{¢) induction or training material.

'Standard processsheet' meansa standard skeleton note developed for repetitive
item of work, indicating pre-determined points of check or aspects to be noted

upon.
“Urgent dak’ means dak marked 'Immediate’ or 'Priority ' and includes letters
telegrams, savingrams, wireless messages and telex/fax messages.””

~r
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CHAPTER I
- DAK— RECEIPT, REGISTRATION AND DISTRIBUTION

2. Receipt of Dak.—(1) During office hours, the entire dak of the Ministry of Railways
(Railway Board), including that addressed to Ministers/Officers by name, will be received in the
Central Registry. Where, however, Immediate/important dak addressed to Ministers/Officers by
name is sent through special messengers directly to the addressees themselves, it will be received by
them or their personal staff. '

(2) On Sundays and holidays, communications not addressed to any officer by name will
be received during normal office hours and outside office hours on all days including Sundays and
holidays by the Resident Clerk in ‘G’ Branch.

(3) Acknowledgement of Dak.—The receipt of dak, except ordinary postal dak, will be
acknowledged by the recipient signing his name in full and in ink with date and designation.

3. " Registration of Dak.—(1) Urgent dak will be separated from other dak and dealt
with first.

_ (2) All covers, except those addressed to Ministers/Officers by name or those bearing a
security grading, will be opened by the Central Registry.

(3) Onopening dak, the Central Registry will check enclosures and make note of any found
missing.

(4) All opened dak, as well as the covers of unopened classified dak, will be date-stamped
(vide specimen below):—

Ministry of Railways (Railway Board)
- Received O i
CRNO i i s
Sec. Dy. NOuieceer e rresereeivessesssessssssnins

(5) Letters from Railway Administrations which are sent by Courier Service are received

with a challan showing the contents of the cover induplicate. The clerk in the Central Registry who
opens the cover should check the contents carefully and sign the challan in token of receipt. One
copy of the Challan will thenbe returned to the Railway concerned and the other filed in the Central

Registry. -

(6) The Assistantor the Marking Clerk will go through the letters and mark on each receipt
theinitial of the branch concerned. Ifareceiptrelatestosubjectsdealt within more thanone Branch,
it will be marked tothe branch to which the first subjectrelates. It will be the responsibility of that
branch to show the receipt to the other branches concerned. :

(7) To help in the allocation of receipts, a statement showing subjects-dealt with in each
Branch will be supplied to the Central Registry and kept upto date. The assistant or the marking
clerk should consult the In-charge, Central Registry, when in difficulty or doubt about the proper
allocationof receipt. Theteceipts will then be sorted outbranch-wise for distribution to thebranches

concerned. Telegrams and other receipts marked "Immediate” and "Priority” will be sparated from

other dak dealt with first.

e s

!



(8) The following categories of dak will be registered by the Central Registry in the dak
register (Appendix 1) —
(a) telegrams, savingrams, wireless messages and telex/fax messages;
(b) registered postai dak;
{c) inter-departmental files;

(d) court summons and receipts enclosing valuable documents, ¢.g., servica books,
agreements etc.

{(e) Parliamentquestions, resolutions, cutmotionsand referencesseekinginformation
relating to them;

(f) unopened inner covers containing classified dak;
(g letters from Members of Parliament; and

(h) any other category covered by departmental instructions.

4. Distributionof Dak.—(1) EachSection will deputea Class-I1i employee to the Central
Registry twice every day for collection of ifs dak from the Central Registry. Programme to be
followed in this connection floor-wise is as below:— ' -

Sections on Morning ' Afternoon
(a) 4th floor & 2nd floor 11.00 AM. . 3.00P.M.
(b) 3rd floor & Ground floor 11L.30AM. 7,  330PM.
(¢} 1st floor & 5th floor 12.00 Noon 4.00 P.M.

(2) Theemployee deputed by the Section will Append his/her signature in full and in ink
in the register against entries concerning his /her Section and collect the dak from Central Registry.

(3) Telegrams and other urgentdak will be distributed by Central Registry asand when
received duly entered in an invoice in the prescribed form (Appendix 2). The diarist or any other
employee of the Section will give acknowledgementin theinvoice. Theinvoiceduly signedwillthen
be returned to the Central Registry, where it will be filed Section-wise and date-wise.

(4) Covers of dak bearing security grading shall be entered in a separate register and sent
to the Officers concerned and their acknowledgement with date taken in the register.

»

(5) Official in charge of the Central Registry will ensure:—

(a) that,asfaraspossible, sorting, registrationand invoicing of dak, is completed on
the day of its receipts. .

(b) that to the extent to which the above work cannot be completed during the day .

and without prejudice to the processing of urgent dak,the Night Duty Clerkin'G’
Section attends to it. '

(6) Urgent dak received outside office hours will be sent to the Sections if there is a staff on
duty. In other cases, the Night Duty Clerk will obtain instructions from the Branch Officer
concerned on telephone or by deputing a special messenger and act according to the instructions
obtained. - '

6




CHAPTER 1II

RECEIPT—SUBMISSION AND DIARISATION

5. Perusal and marking of receipts,—The diarist will submit all receipts to the Section
Officer who will :—

§ )]

(2)

3)

4)

5)

()]

(7)

go through the receipts;

mark mis-sent receipts to the sections concerned (as provided in para 10);
separate those which, either under the instructions within the Directorate or in
his discretion, should be seen by higher officer before they are processed and

mark them to such officers;

mark to himself such of the remaining receipts as are of a difficult nature or
present any special features requiring his persornal attention;

mark other receipts to the dealing hands concerned, and, where necessary,

indicate urgency, grading and give directions regarding line of action;

keepanotein hisdiary of important receibts requiring promptactionordisposal

by a specified date; and

submit the case to thé officer who last noted on it, if itis one returned by another
Ministry/Department.

6. Diarising of receipts in Sections.—(1) Each Section will maintain a Section diary
(Appendix 3). Devnagri script will be used for diarising Hindi Receipts.

_ (2) The Diarist will diarise in the Section Diary all the receipts except the following before
they are submitted to the Officers concerned or distributed among the deallng hands:—

(@

(b)

(©
{d)

(e)

(f)

-

(h)

receipts which, as a class, are adequately taken care of by a register specially
devised for the purpose {e.g. telephone bills which may be entered ina telephone
bills register);

unsigned communications on which no instructions have been recorded by
officers and on which no action is to be taken;

identical copies of representations, save the one received first;

post copies of telegrams unless the endorsement contains a message inaddition
to that contained in the telegrams;

petty contingent irouc]:\ers such as those relating to night duty orovertime claims
of the staff, claims for coolie hire or conveyance hire, chits asking for articles of
furniture, stationery elc.;

routine acknowledgements;
casual leave applications;

copies of miscellaneous circulars, extracts, etc., circulated by any section for
gencral information,e.g. orders of general application, telephone lists, notices of
holidays tour programmes, etc.;

7



(i) any other types of receipts which under a specific office order are not required
to be diarised. o -

(j) receipts which are diarised ina computer, and

(k) communications received from Members of Parliament for which a separate
register.is maintained for watching their disposal. '

(3 In'ter-deparﬁnental notes, telegrams, or an'y other category of‘receipts sought to be
distinguished from the rest, may be entered in the Section diary in red ink.

. (4) Papersreferred to anbthérdepartment will be diarised cachtime they are received back.
For those referred under diary numbers, however, previous and letter entries in the diary will be
linked by giving the earlier and the later diary numbers against each entry.

_ (3) if areceiptisdia rised after a lapse of more than 15 days from the date it bears, the entry
regarding date in column 3 of the Section diary will be en-circled in red ink, :

(6) The diary number of a receipt will be indicated in the space provided for the purpose
in the stamp affixed by the Central Registry.

(7) The Section Officer will scrutinise the Section Diary once a week to see that it is being
properly maintained and append his initials duly dated in token of the scrutiny.

7. Diarisingofreceipts received by Officers.—(i) The personal staff of officers of the rank
of Deputy Secretary and above will diarise receipts received by their officers in the respective
personal Section diary. ' '

(ii) Noreceiptwillbe diarised more thantwice. . A communication oncediarised aboye the
Section level will not be diarised a second time till it reaches the Section,where it will be diarised in
the Section diary. For example, a communication received by the Minister and diarised by his
personal staff need not. be diarised at the level of Members of the Board, Advisers/Secretary
Railway Board, Executive Directors/Joint Secretararies, Directors/Joint Directors etc.

: 8. Movemént cﬁ Receipts,.—(1) Receipts submitted to Officers will move in pads
‘conspicuously labelled as * Dak Pad’. Their movementand perusal will receive prompt attention.

"(2) The Section Officers will keep a careful watch on any hold-up in the movement of
- receipts. The diarist will bring to his notice any receipts which are not received back from officers
~within24 hours. : ' ' :

9. Action by higher officers.—Officers to whom receipts are submitted will—
) gd through the receipts and initial them;

(i) remove r_écei‘p_t'sl which he may like to dispose of without assistance from Section
- orto higher offiqers;

(iii) ‘ent.er the diary numbers of the receipts removed (Vide (ii) above) on the
movement slip. (Appendix 4); '

{iv} where necéssary,' give directions regarding line of action to be taken on other
. . receipts; and : - » .

(v) return them to the Section Officer for action in terms of pare 5 (4}and 5(5) above.
. ‘ _ .




10. ° Allocation of Disputed Receipts.—Ordinarily, themarking of the Central Regisiry on
receipts should be treated as final. If, however, any Section Officer considers that a particular
- Receipt has been mcorrectly marked by the Central Registry, the following procedure should be
followed:— :

~ (A) For receipis considered as pertaining fo other Directorates.—If any Branch Officer/Section
Officer feels that a particular receipt has beenincorrectly marked by the Central Registry, the same
should be returned through the Branch Officer toUS (E) whois the Branch Officer of Central Registry.

(B) For receipts considered as pertaiming to other Sections in the same Directorate—i) 1f any
receipt marked by the Central Registry pertains to another Branch within the same Directorate, the
receipt should be passed on to that Branch. In case that receipt still remains disputed, the matter
should be brought to the.notice of the Executive Director concerned for a decision in this .
regard. However, if the receipt pertains to another section outside the Directorate the same should
be passed on to that Branch through the Executive Director concerned  drawing their attention to the
subject matter of the receipt. ' '

(i) In no case, the words 'Not for' may be used while passing on the receipt to another
Branch, ' '

(C) If, however, after following the above procedure the dispute still remains ﬁnresolved
the papers may be marked to Under Secretary (O & M), who will get the decision of the ]omt
Secretary/Secretary, which would be final. ‘

Note —Central Reglstry should be advised as soon as a recelpt is transferred from one section to another to enable them to
make necessary changes In the entries made in thelr Registers,




CHAPTER IV
ACTION ON RECEIPTS

11. General prmcnples —Action on receipts will be so organised that it results in speedy

and correct decision-making process. While the detailed drill to be followed is gwen in the

succeeding paragraphs, certain general principles to be observed in this regard aré glven below :

(1)

2
(3)
@
(5)

6)

M

An offlcer will himself initiate action on as many :ecelpts as posmble, l-:eepmg in

view the priority nequiremenls

Number of levels at which a case is examined will be reduced tq the minimum.

Paper work will be kept at an essential minimum.
Least possible time will be taken for examination and disposal of cases.

While disposing of cases, an officer will aim at ophmnsmg the quality as well as
the quantity of work performed by him. :

Noactionon anonymousorpeudonymousletters,representahonsetc shouldbe

taken, unless ordered in writing by an Executive Director, a Member of the Board
or the Ministers.

inregard toanonymousor peudonymous complamtsno achon should however,
be taken.

12.  Action by dealing hand.—The dealing hand will :

W

@
&
@
(5)

(6)

@)
8)
9

a0

(11)

Go through the receipts and separate urgent receipts from the rest ;
Enter the receipts in the assistant's diary (Appendix 5). -

Deal with the urgent receipts first.

Check enclosures and if any is found _rhissing, initiate action to obtain it;

See whether any other section is concerned with any part- or aspect of a receipt
and, if so, send copies or relevant extracts to that section for necessary action ;

Bring the receipts on toacurrentfileif one already exists or open a new fileas per
paras to be"added and indicate file No. in Column 4 of the assistant's diary :

2

File papers in accordance with para ;
Assign the recelpts a serial number and page nurhber in terms of paras 50(1)X2).

Docket the recelpt and reproduce on the notes porhon of thefile, remarks, if any,
made by an offlcer on the receipt.

With the help of file reglster ( Appendix 18) indexes, precedent book ( Appendix
24), standing guard files, reference folders etc. locate and collect other files or
papers, if any referred to in the receipt, or havmg bearing on the issues raised
therein. )

Identify and examine the issue involved in thé case and record a note vide
instructions in paras 41,42 & 43
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(12) - Arrange and reference papers in the case properly (vide paras 49-50);

(13) Wherenecessary, attachalabelindicating the urgencygradingappropriateto the
case (vide para 52); :

(14) Put up the case to the appropriate higher officer; and
(15) Indicate the date of submission in column 4 of the Assistant'eriary. '
13. Action by Section Officer.—(1) The Section Officer will :

(a) Scrutinise the note of the dealing hand;
(b) Finally dispose of routine cases;
(c) Take intermediate routine action;

(d) record, where necessary, a note setting out his own comments or suggestions;
and

(e) Submit the case to the appropriate higher officer.
(2) What constitutes "routine cases” or intermediate "routine action” in terms of (b} and (¢)

above will be determined according to the circumstances of each case and in the event of a doubt,
the Section Officer will consult the appropriate higher officer.

'14. Examination by Section.—When the line of actionon a receipt is obvious or is based
on a clear precedent or practice, or has been indicated by a higher officer, and a commu nication has

to issue, a draft will be put up withoutany elaborate note. In other cases, the section while putting -

up a case, will:
(1) see whether all the statements, S0 far as they are open to check, are correct;
(2) Point out mistakes, mis-statements, missing data or information, if any.

. 4 :
(3) draw attention, where necessary, to the statutory or customary procedure and
point out the relevant laws and rules; '

(4) furnish other relevant data or information available iﬁ the department, if any;

(5 state the questions for consideration and bring out clearly the points requiring
decision;

(6) draw attention to precedents;
(7) evaluate relevant data and information; and
(8) suggest, where possible, alternative courses of action for consideration.

15. Constituents of a file.—(i) Notes and Correspondence—Two main parts of a file are
(a) 'Notes' (b} 'Correspondence each one of which is placed in a separate cover. The former

containsnotes recorded ona "Paper Under Consideration”ora "Fresh Receipt”. The "Correspondence”

contains all commnunications received and office copies of out-going communications.

{ii) Appendix'to Notes or Correspondence.—If the inclusion of any detailed information in the
"Notes" is likely to obscure the main point at issue or make the note unnecessarily lengthy, such
information or details will be incorporated ina separate and self-contained summary or a statement,
which will be placed in a scparate cover called "Appendix to Notes". Similarly, if enclosurestoa
communication received or issued consist of a large mass of material they should be placed in a
separate cover called "Appendix to Correspondence™.
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_ ~ 16. Numbering of pages.— Every page in each part of the file should be consecutively

numbered in separate series. Blank intervening pages, if any should not be numbered but a line
should be drawndiagonallyacross such pages. Thenumberingofpagesshouldbedoneintheoenu'e
at the top of every page. If in any case the notes or correspondence portion of file becomes bulky i.e.

- exceeds 100 pages, it should be temporarily bound in a cover in book form and inarked 'Volume I'

further action being taken on subsequent pages of notes or correspondence,.as the case may be,
which will be put in a separate cover and marked "Volume IT'.. '

17. Punching of Papers.—Every i)aper shall be punched at the left hand top corner to the )

' correct gauge (3/4 of an inch from either side) before it is tagged to the correspondence or notes.

18. Serial Numbers.—Every communication, whether receipt or issue together with its
enclosures kept in the "Correspondence", will be given a serial number in red ink on its first page,
preferably on the right-top corner. The first communication will be marked, "Serial No. 1" and the
subsequent once will bear cohsecutive serial numbers in single series. Enclosure or enclosures toa
communication will be treated as a partof thecommunicationand should be given the serial number
of the receiptand also the number of the enclosure under it; thus, the enclosures of S. No. 1 willbe
numberd, 1/1,1/2,1/3, and s0 on. '

19. Docketing.—Docketing is the process of making entries in the notes portion of a file
about each Serial Number (Receipt or Issue) in the "Correspondence” for its identification. A
communication will be docketed by writing in red ink, across the page, its Serial Numbere.g. “S.No.
4 (Receipt)" "S. No. 5 (Issue)”. ; ~

20. Top Sheets.—The name of the Ministry and Branch and the subject of the file will be

given on the top of the first page of the "Notes" before docketing the first serial.

21. Filing of Official, Demi-Official and Un-Official Communication.—(i) Official and

demi-official communications .— All official and demi-official communications will be included in the
"Correspondance” portion of a file.

(ii) Un-official Communications.— Self-contained un-official references, which are not to be
returned, and replies theretoshould beincluded in the correspondence portion ofthefile. Unofficial
references which are to be returned in original will be noted upon without their being broughton
toafile. A copy of asummary of the unofficial reference, together with a copy of the note recorded
on the file of the originating Ministry in reply, should be retained when necessary, and placed in the
"Notes" part of the file. ,

(iii) RoutineNotesorpapers—Notesor casual discussions on points of secondary importance,
routine correspondance like reminders, acknowledgements etc., and notes intended to elucidate
minor points of detail which are of éphemeral nature should not be allowed to clutter up the main
file. Similarly in order to maintain the continuity of the main notingona file, any notes whichrelate
to such purely routine matters as the availability, tracing or movement of connected papers etc.,
should be recorded separately and not on the main file. Allsuch notes and correspondence should
be treated as "Routine papers" and placed below the file as it is, in a separate cover, and destroyed
when they have served their purpose.
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22. Referencing and Use of Slips.—{i) Referencing is the process of putting up and
referring to connected records precedents, rules, regulations, codes, booksorany other paperhaving
a bearing on a case. Such papers will be flagged with alphabetical slips to facilitate their
identification. ' ‘ .

(ii) Theslipwill bepinned neatly ontheinsideof the page. Whenanumber of files or papers
on the same case are to be flagged, the slips should be spread over the whole width of the file so that
everyslipis visible. Twoslips bearing the same letter of thealphabet should notbe used on the same
case. , '

(iii) The slip "Paper Under Consideration" (P.U.C.) should be attached to the paper
normally "Primary receipt" the consideration of which is the subject matter of the file. The latest
communication of a "Subsidiary" receipt which is to be considered in relation to the subject should

be flagged "Fresh Receipt" (FR.). If more than one receipt is under consideration at the same time,
P.U.C. slips should be attached to each receipt and numbered I II, III and so on. . g

(iv) No slips other than "R.U.C." or "F.R." will be attached to any. paper on a current file
unless it is absolutely necessary as a matter of convenience. Referece to-them will be made by
quoling the number of the page in the margin in pencil {e.g. page 6/N, page 20/C).

(v) Not more than one alphabetical slip should be attached torecorded proceedings putup
for reference, except as a matter of convenience. '

(vi) Ttshouldbe remerbered that the slips are merely a temporary convenience for the quick
identification of papers and should be removed as soon as they have served their purpose. To
facilitate the identification of references after the removal of slips, it is necessary that the number of
the file referred to should be quoted in the body of the note and the number of the relevant page
together with the letter of the slip attached thereto indicated in the margin, thus :(— ‘

In the body of notes In the margin of note
91/0&M/7 Flag G/P.3/N.

(vii) (a) In referring to notes or correspondence of recorded proceedings, the number,
month and year of record of the proceedings willalways be quoted inred ink in the margin opposite
that portion of the text of receipt {or note) to which they refer, thus :—

With reference to Railway Board's letter *No. 86/ O&M/19, dated 27th April 1986 on the
SUDJECE Of cevvv v coerrvrvsscnrsrssssssesnnees : o

*S. No. 2 in Progs. O&M Feb.’87 No. 86/0&M/19 B (K) . .
' 1-15 :
(b) Animmediate succeeding reference to the same proceedings will be "Ibid" (5. No. 10 or
P. 10 of notes). The references to flag should be made in pencil.

(viii) Similarly a description of the Codes, Rules, Regulations, Acts, etc. together with the
number of the relevant paragraph or clause referred to will always be quoted in the body of thenote
while in the margin will be indicated the alphabetical letters of the slip and the page number.

(ix) Books, Codes or Rules etc., referred to need not be put up on a file if copies thereof are
available with the Officer to whom a case is submitted. This should however, be indicated in the
margin of the notes in pencil. If the book, etc., is not available with the Officer, it should be put up
with:the file. Such books etc., will be placed on the top of the case and not between papers.
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(x) Underlining of particular portion of Notes or Correspondence in a file, whether
recorded or current should be avoided. When a special reference is sought to be invited to a
particular portion, thatportion should be sidelined and marked witha letter of thealphabet to which
reference can be made. :

. NOTING

23. Notes.—Notes' are the written remarks recorded on a paper under consideration to
facilitate its disposal. They may consist of a precis of previous papers, a statement or an analysis of
the question or questionsrequiring decision, suggestions as tothe course of action and orders passed
thereon. - '

as a "Minute".

25. Scope and purpose of Noting by Office.—When the line of action on a receipt is
obvious or is based on a clear precedent or practice'or has been indicated by. the Branch/Higher
Officer in the directions given by him pn a receipt,-a draft reply, where necessary, should be put up
for approval without much noting. Inother cases office will putup a note. It willbe the duty of the
office :— _ DR ' B

(i) To see whether all the facts _sd'far as they are open to check, are correct;

(ii) To point out any mistakes or mig-statements of facts. -

~(iii) Todraw attention, where'hgcessary, tothe statutory or chs__torhary procedureand
to point out the Law and Rules and where they are to be found.

(iv) Tosupplyotherrelevant facts and figures availablein the Ministry and to putup
the Standing Guard File, ‘on the subject, if any, or other papers containing
precedents or previous decisions of policy; .~

(v) to state the nestion or questions for consideration and to brin out clearly the
, q I que 1€ )4 o 4
points requiring decisions; and ' C '

(vi) to suggest a course, of action, wherever possible.

26. Direct submission of cases by Senior Assistants.— Every Assistant ina conventional
section who has more than eight years service in the grade including at least six months in the
concerned section shall be required to submit all his cases.direct to the Branch Officer. However,

inappropriate cases, Assistants withless then eight years servicein the grade may, alsobe permitted
" to submit cases direct to the Branch Officer. . . ' :

All the cases directly submitted by Assistantstothe Branch Officer.should, asarule, goback
to the Assistants through the Sectipn Officer. The Section Officer will, however, be free to bring to
the notice of the Branch officer any omission or flaws in the submission of cases or the decisions taken
and thus give an opportunity to the Branch Officer to reconsider the matter. '

27. Noting by Branch Officer—(i) A Branch Officer will dispose of as many case as
possible on his own responsibility but will take the orders of higher officers on cases of an important
nature or those involving questions of policy. Heshould endeavour toreduce the number of cases
to be submitted formally to higher officer, by taking his verbal directions.
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(ii} Wherehehasto passordersor tomakerecommendations for the consideration of higher
officers he will confine his note to the actual points that should be dealt with by him without
attempting to reiterate the ground already covered in the previous notes. When he agrees with the .
recommendations made in the preceeding note, he will merely append his signatures. Marginal
notes to emphasise special points may, however, be made.

28. . Notes and Orders by Joint Director/Director/Executive Director.—A Joint Director/
Director/Executive Director should, ordinarily, dispose of majority of cases coming up tohim on his
own responsibility. He should use his discretion in taking orders of the member or the Adviser
concerned on the more important cases, whether orally or by submission of papers. Theoralmethod
should be adoped as far as possible. '

29. Submission of cases to the Minister and the Cabinet.—{a} All important cases, e.g.
mattersinvolving questions of policy, creation of posts in the Junior Administrative gradeand above
on Railwaysand of Peputy Directorsand abovein the Railway Board's Office and first appointments
thereto, extension of Service of Officers; deputation of services of Officers within India and abroad;
employment during L.P.R. or commercial employment after retirement of heads of departments of
Railways, new projects costing Rs. 50 Lakhsand over, appeals addressed to the Presidentetc., should
~ be referred to the Minister before final orders are issued.

{b) When a case is submitted to the Minister, a self-contained summary should be put up,
unless the lastnote on the file will itself serve that purpose. The summary shall giveall facts relevant
to the case, including the views expressed on the subject by other Ministry or Ministries if any,
consulted in the matter and shall specify the point or points on which the orders of the Minister are
required.

(c) Cases which are to be sent up for the approval of the Appointments Commiittee of the
Cabinet should be put up to the Minister in the first instance. The approval of the Appointments
Committee is necessary for the following :— :

(i) Appointments of Chairman & Members of the Railway Board, Advisers and
General Managers of Indian Railways. '

(ii) Grant of extension of service to Chairman & Members of the Railway Board,'-
Advisers and General Managers of Indian Railways. . RO

(d) Allicases dealmg w:th any proposal to mtroduce Government leglslatron in Parhament
and which is required to be brought before the Cabinet (vide Appendix 8A), should be put up
through the Minister. Inall cases decided. tobe broughtbefore theCabinetthe procedure prescnbed -
in Appendlx 6 should be followed. ' :

(e) All cases thatare sent to the Ministers w1ll be routed through the Secretary on return In
order to keep the Chairman informed of files returning from Ministers other than those on purely' '
routine matters, they should be marked by Secretary to C.R.B. for information. ~

30. Interchange of N otes betwcen Offlcers in the Railway, Mimstry —Interchange of
notes between Officers within the Railway Ministry should be avoided as for as pos:uble The
purpose can be served by perst)nal dmcuss:on between the Officers concerned... - :

31. Record of Verbal chussmns, Orders and Instructlons —All pomts emerging from
discussion between two or more Officers and the conclusions reached should be recorded on the
relevant file by the Officer Authorising action. Similarly, all verbal orders or instructions given by
any officers and, where necessary, the circumstances leading to su ch orders/instructions, should be
recorded on the file.

-~
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32.. Channel for submission of cases.—(i) The channel for submission of cases will
ordinarily be : Section Officer /Dy. Director /Joint Director/ Director/ Executive Director/ Adviser/
Member /Chairman/Minister, cases moving upto the stage necessaty. ' -

(i) Selected Assistants may be authorised to submit cases direct to Branch Officers.

(iii) Section Officer may be permitted to submit certain types of cases direct to the Executive
Director and the joint Director/Director to the Adviser. Executive Director may also submit cases
direct to the Minister in respect of certain subjects with the approval of the Board.

(iv) After ordershave been paesed by competent ofticers, the file should ordinarily goback
to the Branch through all Officers at intermediate stages to keep them informed of the decision
taken. Incases of urgent nature, however, the file should be sent direct to the Branch for action, and
after action has been taken the file should “e put up to other officers for information.

33. Noting on unofficial references.—(1) Inter-deparfrnental references broadly fall
under two categories, namely :—

(i) Cases where reference is merely for ascertaining factual information; and

(i) Cases in which the reference seeks concurrence, opinion or a ruling from the
Ministry referred to. o ‘ "

(2) In cases falling under (i} the Assistant or the clerk in the receiving Ministry may note
the required information on the file itself. In cases falling under (ii} it is necessary frequently that
the points involved should be examined in the receiving Ministry. The general rule to be followed
in all cases is that any examination and noting should take place off the file and only the final result
- should be recorded on the file by the officer responsible for commenting upon the reference. All
notes off the file will be treated as ‘routine’ fotes and the officer to whom such notes are submitted

_will consider these ‘routine notes and will either accept the routine notes or record a note of his
own. In the former case, he may direct that the note in question or a portion thereof should be
reproduced on the mairi file for communication to the Ministry concerned. In the latter case, if the
final note is written by hand, it should be written on the file itself and a copy thereof keptasa record
of the final disposal. If thelastnote is typewritten, itshould be typed on the file, a carbon copy being
made on the routine sheet. The main file should thereafter be returned to the referring Ministry; the
routine notes which are retained in the Ministry to which the referenceis made, will serveasarecord
of the view taken in the Ministry for future reference.

- (3) in cases where a note on the file is recorded by an Officer after obtaining the orders of
higher Officers the fact that the views expressed therein have the approval of such Officer should be
specifically mentioned. :

(4) Files referred un-officially to other Ministries/ Officers will bear the file number as their
U.0. Issue No. and a record of the reference will be kept in the File Movement Register. When the
files are returned, the File Movement Register, will be marked off accordingly.

(5) at the beginning of each U.O. Note, the name of the Minisrty in which the notes are
recorded, should be written or typed. The name, designation and telephone number of the Officer
signing a U.O. note should also be typed or written below his signature which should be dated.
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34. Monthly summary for the Cabinet—The Rules of Business prescribe that each
Ministry shall submit to the Cabinet a Monthly Summary of its principal activities and such other
periodical returns as the Cabinet may require from time to time. It will be the responsibility of each
Branch Officer to submit to the Secretary's Section, notes or subjects which should be included in the
monthly summary and other periodical returns. The reports will be consolidated by the Secretary
and put up to Chairman and Ministers for approval before submission to the Cabinet by the
prescribed date. o - ' '

35. Submission of cases to the CabineLf(a) The procedure in regard to the submission
of cases for the consideration of the Cabinet, is outlined in Appendix 6. -

(b) Cabinet Secretary briefs the press shortly after meetings of the Cabinet and the
Economic Committee of the Cabinet when the Parliament is not in session. .To ensure that draft
Press briefs are available in time, whenever notes and papers are sent for submission to the Cabinet
or the Economic Committee of the Cabinet, the connected draft Pressbriefs should alsobe submitted
to the Cabinet Secretariat simultaneously. Such Press briefs might contain adequate background
material leading up to the proposals and such other factual information as might be of interestand
can be disclosed to the Press, and also bring out those points which are desired to be highlighted. If
in any particular case it is felt that the decision of the Cabinet/Economic Committee of the Cabinet
should not be released to the Press, the reasons therefor might be explained in covering letter
forwarding the note and papers to the Cabinet Secretariat for submission to the Cabinet/Economic
Committee of the Cabinet. Since the Cabinet Secretary btiefs the Press only when the Parliament is
not in session, the Press briefs need not be sent while Parliament is sitting.

36. Submission of cases to Finance.— (i) When any branch proposes to refer a case to
Finance, to any other Branch the point upon which advice or information is required should be
briefly but clearly specified. All cases referred to Finance Branch for advice should be shown to that
Branch again after final orders are issued on them. ' S

(i) The procedure formarkingand disposal of files in regard to proposals having finanlcial |
implications is detailed in Appendix 7. :

37, Examination and progressing of cases referred to Railways, State Governments or
other Ministries, etc.—When Railways, State Gove_mments or other Ministries, etc. are referred to
in any matter, the preliminary examination and, where necessary, tabular consolidation of the
replies should be started as soon as replies begin to arrive and should not be held over till the receipt
of and the replies or the expiry of the target date. The relevant file together with consolidated -
statementof replies should be submitted to theappropriate Senior Officers forinformationatregular
intervals and, where necessary, to the Minister, On the expiry of the target date, orders should be
obtained whether the Railways, etc., whose replies have not been received, may be allowed an
extension of time or whether the matter may be proceeded without waiting for the outstanding
replies. -

38. Standard process Sheets.——For dealing with cases of repetitive naturee.g. sanctioning
of leave/GPF advances forwarding of applications eic., standard process sheets given in the Hand
Book of House Keeping Jobs issued by the Department of Administrative Reforms and Public
Grievances will be used. No notes will be recorded in such cases. In respect of substantive matters
dealt with by the departments standard process sheets on ‘similar lines will be devised where

17




necessary and prescribed through departmental instructions.

39. Confirmation of oral instructions.—(i)- If an officer seeks confirmation of an oral
instructions given by his superior, the lattershould confirmitin writting wheneversuch confirmation
is sought. ' : S C

(ii) Receipt of communication from Junior Officer seéldn'g confirmation of oral instructions
should be acknowledged by the Senior Officers or thelr personal staff or the personal staff of the
Minister, as the case may be. : ‘ o L

40. Running summary of facts.—To facilitate consideration and to obviate repeated
recapitulation,a summary of facts willbe prepared and placed on the fileina separate folder labelled
as such in every case in which it is evident that such a summary would contribute to its speedy
disposal. This summary will alsoinclude the advice or views of other departments consulted in the

“matter but not opinions of individual officers within a department. It should be kept up to date,
whenever further developments take place. -

41. Guidelines for noting.—(1) All notes willbe concise and to the p_dint. Lengthy notes
are to be avoided. R ' R '

(2) The verbatim reproduction of exfrac_ts from or paraphrasing of the paper under
consideration, fresh receipt, or any other partof correspondence or noteson the same file, should not
be attempted. - . g o )

(3) when passing ordersor makingsuggestions, an officer will confine this note to theactual
points he proposes to make without reiterating the ground already covered in the previous notes.
Ifhe agrees to the line of action suggested in the precedingnote, he will merely append his signature.

(4) Any officer, whohastonote upona file on which arunningsummary of factsis available
will,indrawingattention to the facts of the case, refer to theappropriate part of the summary without
repeating it in his own note. o

(5) Relevantextractsof aruleor instructionwill be placed on the file and attention to it will
be drawn in the note, rather than producing the relevant provisions in the note.

(6) Unlessa running summary of factsisalready available on the file or the last note on the
file itself serves that purpose, a self-contained summary will be put up with every case submitted
tothe Minister. Suchasummary willbring out briefly butclearly relevant facts, including the views
expressed on the subject by other departments, if any, consulated in the matter and the point on
which the orders of the Minister are sought. ' '

(7} If apparent errors or mis-statements in a case have to be pointed out or if an opinion
expressed therein has tobe criticised, care should be taken tocouchthe observation incourteous and
temperate language free from personal remarks.

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

(10) The dealing hand will append his fullsignature withdate on the leftbelow hisnote. An
officer will append his full signature on the right hand side of the note with name, designation and
date. o : :

(11) .A note will be divided intoserially numbered paragraph of essy size, say ten lines each.
Paragraph may preferably have brief tities. The first paragraph will give an indication of the
evidence and the conclusions reached. The final paragraph should weigh the arguments and make
recommendations for action. - ‘

(12) In writing notes the observations made in Appendix 8 Style in notes and drafts will
be kept in view.

42. Modification of notes or orders.—(1) Senior Officer should not require any
modification in, or replacementof the notesrecorded by their juniors once they havebeen submitted.
to him. Instead the higher officers should record their own notes giving their views on the subject,
where necessary correcting ormodifying the facts given in earliernotes. Inany casethereplacement
or modification of the notes which have already beén recorded on a file, when the file has been
further noted upon by others, should not be permitted. ' '

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

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

43.. Noting on files received from other departments.—(1) If the reference seeks the
opinion, ruting or concurrence of the receiving department and requires detailed examination will
normally be done separately through routine notes and only the final results will be recorded on the
file by the officer responsible for commenting upon the reference. The officer to whom sucha note
" js submitted will eitheraccept that note or record anoteof hisown. In the former case, hemay direct
that the note in question or a specified portion thereof may be reproduced on the main file for
communication to the Department concerned.: In the latter case, he will record a suitable noteon the
main file itself, In either case, a copy of the note recorded on the main file will be kept on the routine
notes for rentention in the receiving department before the file is returned to the originating
department. ' L : I

(2) Where the reference requires information of a factual nature or other action based on a
clear precedent or practice; the dealing hand in the receiving department may note on the file
straightaway. -

(3) Where a note on a file is recorded by an officer after obtaining the orders of a higher
officer, the fact that the views expressed therein have the approval of the latter should be specifically
mentioned. . '

(4) The department will form subject-wize file further in which such routine notes will be
kept. The inter-departmental note recorded on the file of the originating department will bear the
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subject, file number to facilitate filing of papers and their retrieval for future reference.
44. Aids to processing—(1) To facilitate processing of cases each Section will develop
and maintain the following records for important subjects dealt with by it :—
1. Standing guard files; l'
2. Standing notes;
3. Precedent book
4. Standard process sheets (for fepetitive items of worlk-onlj-/); and

5. Reference folders containing copies of circulars, etc.

'
4

(2) Apart from copies of acts, rules, orders and instructions concerning subjects dealt with -

by it, each section is expected to maintain, for ready reference, the Constitution of India and certain
acts, rules and instructions of a general nature, references to most of which have been made in this
manual. '

Each department is expected to pr’ocin'e an adequate number of copies of each of these acts,
rules and instructions and make them available to all concerned. A list of such acts, rules and
instructions is contained in Appendix 2. i

45. Oral discussions—(1) All points emerging from discussions between two or more
officers of the same department and the conclusions reached will be recorded on the relevant file by
the officer authorising action. -

(2) Alldiscussions/instructions/decisions which theofficer recording them considerstobe
important enough for the purpose, should be got confirmed by all those who have participated in
or are respotisible for them. This is particularly desirable in cases where the policy of the-govern-
mentis notclear or where some important departure from the prescribed policy isinvolved or where
two or more levels differ on significant issues or the decision itself, though agreed upon by all
concerned, is an important onre. : i

" 46. 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 or his subordinate has powers to decide,

he shall ordinarily do so in writing. If, however, the circumstances of the case are such that thereis .

no time for giving the instructions in writing, he should follow itup by a written confirmation at the
earliest. : ;

" (2) An officer shall, in the pe'rformance of his official duties, or in the exercise of powers

conferred on him. act in his best judgement except when he isaction under instryctions of an official
superior tohim, In thelattercase, he shall obtain the directionsin writing whereer practicablebefore
carrying out the instructions, and where it is not possible to do so, he shall obtain wrilten
confirmation of the directions as soon thereafter as possible. If the officer giving the instructions is

not his immediate superior but one higher to himin the hierarchy he shall bring such instructions

to the notice of his immediate superior at the earliest. -

47. Oral orders on behalf of or from Minister—(1) Whenevera member of the personal
staff of a Minister communicates to any officer an oral order on behalf of the Minister, it shall be
confirmed by him in writing immediately thereafter.

(2) If any officer receives oral instructions from the Minister or from his personal staff and
the orders arein accordance with thenorms, rules, regulations or procedures,they should bebrought
t6 the notice of the Secretary (or the Head of the Department where the officer concerned is working
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(3) If any officer receives oral instructions from the Minister or from his personal staff and
the orders are not in accordance with the norms, rules, regulations or procedures, he should seek
further clear orders from the Secretary (or the Head of the Department) 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.

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

49, Arrangement of paper in a case.—The papers in a case will be arranged in the
following order from top downwards :— '

(1} Reference bopks;

(2) Notes portion of the current file ending with the note for consideration;
(3) Running summary of facts;

(4) Draft for approval, if any;

{5) Correspondence portion of the current file ending with the latest receipt or issue
as the case may be; :

~ (6) Appendix to notes and correspondence;
(7) Standing guard file, standing note or reference folder, if any;

(8) Other papers, if any, referred to, e.g. -extracts of notes or cdrrespondence from
other files, copies of orders, resolutions, gazettes, arranged in chronological
order, the latest being placed on the top. -

(9) recorded files, if any, arranged in chronological order, the latest being placed on
the top; and ' '

(10) Routine notes and the papers arranged in chronological order, and placed in a
separate cover.

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

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

(3) The paper under considerationona file will be flagged "PUC" and thelatest fresh receipt
noted uponas"F.R." In nocircumstances, willaslip, other than "PUC" and "F.R.", be attached toany
paperin a current file. If there are more than one 'FR'., they should be flagged separetaly as 'FR-T',
"FR-II' and so on.

{4) Inreferring tothe papers flagged 'PUC or 'FR’, the relevant page numbers will be quoted
invariably in the margin. Other papers in a current file will be referred to by their page numbers
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only.

(5) Recorded files and other papers put up with the current file will be flagged with
alphabetical slips for quick identification. Only one alphabetical slip will be attached toa recorded
file or compilation. If two or more paperscontained in the same file or compilation are tobe referred
to, they should be identified by the relevant page numbers in addition to the alphabetical slip, e.g.
‘A'/23n,'A'/17,c, and s0 on. ' _ :

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

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

(8) The reference slip will be pinned neatly on the insi@le of the papers sought to

be flagged. Whenanumber of papers putupin acaseare tobe flagged, the slips willbe spread over |
the entire width of the file so that every slip is easily visible. | /

51. Linking of files.—(1) If the issues raised in two or more current files are so inter-
connected that they must be dealt with together simultaneously, the relevant files will be linked in
the manner indicated in para (2) below. Such linking may also be resorted to if a paper on one
current file is required for reference in dealing with another current file unless a copy of the paper
can be conveniently placed on the first file . '

(2) When files are to be linked, strings of the file board of the lower file (but not its flaps)
will be tied round the upper file and those of the file board or flap of the upper file tied underneath
it in a bow out of the way so that each file is intact with all its connected papers properly arranged
on its file board or flap. ' : '

(3) Onreceiptback after completion of action, thelinked fileswill be immediately delinked
after taking relevant extracts and placing them on the linked files, where necessary.

&

52. Use of urgency gradings.—{(1) The two urgency gra'dinés authorised foruse on cases
are Tmmediate' and 'Priority". . 3

(2) The label 'Immediate’ will be used only in cases requiring prompt attention. The
"Priority’ label will be used for cases which, though not warranting prompt attention, have normally
to be given precedence over those not be bearing any urgency grading.

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

~ (4) Where Lok/Rajya Sabha labels for questions, motions,:bills are used, it will not be
necessary to use, in addition, ‘immediate’ or ‘priority’ label. »




53. Written References.—When it is necessary to consult another Ministry before issue of
orders on a case, a reference may be made either by sending the file unofficially or a self contained
unofficial note as may be found convenient. When the file itself is sent, the point or points on which
opinion of the other Ministry is sought or which it is desired to bring to its notice, should be clearly
stated in a single note. Where possible, the drafts of the orders proposed to be issued may also be put
up on the file. All routine notes and other papers, except those which should be retained on the file,
shall be removed before the file is sent. : :

54. Simultaneous Consultation.—Whenitis necessary toconsultmore thanone Ministry
on a case, such consultation take place simultaneously by self contained unofficial notes. This will
not, however, be done in cases involving multiplication of documents to be sent or where the
occasion for consulting the second Ministry will not arise until the views of the first Ministry are
known. Also, if necessary, a file may be sent to one Ministry while other Ministries are consulted
simultaneously by a self-contained unofficial note. '

55. Audit Objections and draft paras-for the Audit Report.—The following procedure
~ should be adopted in dealing with Audit objections and draft paras for the Audit Report :—

(a) Irregularities of serious nature, such as defalcations, capable negligence, etc.
when reported by Audit, should be investigated without any avoidable delay
and immediate attention should be paid to the rectification of the defects and
other remedial action necessary. :

(b) Other irregularities discovered in the course of audit, which are likely to find a
place in the Audit Report, should be discussed between Audit and Administra-
tion at suitable levels and the head of the Ministry kept informed of the progress
of the disposal of these objections, so that he may have an opportunity to
intervene, if necessary, and expedite their settlement. o

(c) Assoonasitisindicated by Audit that a particular case may be mentionedin the
Audit Report, the draft paragraph would be sent to the head of the Ministry
concerned for hisinformation and to enable him to look into the papersand make
himself familiar with the case before it comes up for consideration of the Public
Accounts Committee. It is not necessary that the content of the language of the
paragraph should be specifically agreed to or that there should be prior agree-
ment as to what should be mentioned in Audit Reportbutitis desirable that there
should be no dispute on the facts as stated though the conclusions and opinions
will be those of Audit. This does not, however, preclude the head of the Ministry
from taking up with Audit the desirability or otherwise of mentioning particular
cases in the Audit Report.

56. In the special set-up of the Ministry of Railways and its subordinate Railway Admini-
strations, which is very different from that of other Ministries, the method and the levels at which -
audit objections and paras are to be dealt will differ. For instance, audit and accounts are separate
on the Railways and irregularities and defalcations of the kind mentioned in para graph above, are
normally reported by accounts as a result of internal check. All losses exceeding Rs. 1 lakh are
reported to the Board, who examine them with a view to setting right any defects in procedure or
taking disciplinary action wherever necessary as a corrective measure. Similarly, audit objections
which emanate at lower levels are dealt with at suitable levels between Audit and Administration.
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57. In the Board's Office, all draft audit paras proposed by the Chief Auditors and the,
D.A.L will'be received and dealt with by the Budget (Committee) Branch in consultation with the
Administrative Branch concerned. The Director Finance (BC) will discuss the irregularities reported,
with a view to settle differences or remove objections and also keep the Board informed about the
progress of important paras. Branches should give immediate attention to these files when referred
to them by the Budget (Committee) Branch.

58. Filesrequired by Audit Officers should be readily made available to them withoutany
apprehension that objections may be taken in Audit merely based on contradictions in the views
expressed in notes by subordinate officials and higher authorities. If the contents of the file or any
partof it are secret or top-secret, the file may be sent personally to the D.A L specifying this fact who
will then deal with it in accordance with standing instructions for the handling and custody of such
documents.

59. Unofficial references by attached and other offices.—Attached Offices and subordi-
nate offices directly under the Ministries may make unofficial references to any Ministry in matters
of a purely technical or routine nature. In cases involving questions or importance or of policy, no
such unofficial reference will be made except through the administrative Ministry.

60. Correspondence between Government of India and Foreign Governments and
International Organisations.—Correspondence between the Ministries of the Government of India
on the one hand and Foreign Governments and International Organisations on the other should
generally be channelised through the Ministry of External Affairs. In certain cases and subiject to
certain conditions, however, Ministries are authorised to communicate direct with the Foreign Gov-
ernments and International Organisatons. Detailed instructions in this regard are contained in
Appendix-13.

IV. OTHER GENERAL INSTRUCTIONS

61. Acknowledgements or interim replies—(i) (a) Acknowledgements.—All commu-
nications from Members of Parliament, recognised associations, Public bodies and responsible
members of the public, which cannot be answered promptly, should ordinarily be acknowledged
suitably. -

(b) Whena communication is wrongly addressed to a Ministry, the receiving Ministry will, -

while transferring it to the Ministry concerned, indicate whether or not its receipt has been
acknowledged. When a communication is acknowledged by the first Ministry, the sender will also
be informed of the fact of transfer.

(i) Interim Replies.—(a) If delay is anticipated in sending out a final answer, an interim
reply may be sent to the party concerned. :

(b) A suitable interim reply should immediately be sent to all demi-official letters which
cannot be answered promptly.

(c) When a demi-official letter addressed to the Minister by name is sent to the office and if
the matter under reference cannot be immediately disposed of, a draft interim reply should be put
up forthwith. :

62. Communications to Members of Parliament.—All replies to communications from
Members of Parliament should invariably be issued with the prior approval of the Adviser & under
the signature of Executive Director concerned. :
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63. Communications to State Governments.—All official communicalions from Board's
office will be addressed to the Secretaries of the Department concerned. Communications, except
thosce of a purcly routine nature, should ordinarily issue under the orders of an Officer not lower in
rank thana Joint Director and signed by Secretary or by the officer concerned "for Secretary", Railway
Board. Comunications of a purely routine nature such as acknowledgements, routine remindersand
forwarding memoranda may be signed by Section Officers, "for Secretary™”.

64. Communications te the Administrations of the Union Territories.—(i) In all corre-
spondence or noting the administrative set up of a Union Territory shall be referred to as "Admini-
stration”. ‘ ‘

(ii) Allofficial communications of a routine nature which are clearly relatable to a particular
department of the administration, will ordinarily be addressed to the Secretary in the appropriate
department. Communications of a general character or those which require urgent attention at a
level higher than the departmental Secretary will be addressed either to the Lt. Governor or the Chiefl
Commissioner (as the case may be) or to the Chief Secretary, as the importance of the matter may
require.

(iii} Official as well as demi-official communications on all matters of importance and
urgency will be addressed direct to the Lt. Governor or the Chief Cormmissioner concerned as the
case may be,

65.  Assistant’s Diary.—Every Assistant will maintain a running record of papersreceived
and dealt with by him in the form given in Appendix 5. Besides receipts marked to him, cases going
back to him for re-examination or further action such as putting up a draft, etc., will be included in
this Diary. ‘

Proper maintenance of the Diary should help the Assistant in completing the weekly arrear
statement (Paragraph 163). Entries made in column 2 and 5 of the Assistant's Diary will enable the
Diarist to complete column 8 and 9 of the Section Diary with comparative case and will also facilitate
the compilation of Statistical Control Chart. (Paragraph 159).
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CHAPTER V
HANDLING OF RECEIPTS UNDER DESK OFFICER SYSTEM

66. General.—Thegeneral principlesgoverning theaction onreceiptsgiveninParall will
apply to the desk officer system of functioning also. While the general drill for receipt, distribution
and handling of dak has been laid down in Chapters1], Illand V, the spécial features that distinguish
the desk-pattern from the section-based functioning are given below.’

67. Receiptof dak.—The Central Registry will send dak aloi\gwith invoice (Appendix2)
direct to the desk functionasy who will acknowledge its receipt. *Each desk functionary will
maintain a desk diary (Appendix 3).

68. Ac.tion by desk functionary.—(1) The desk functionary will examine the receipt and
will : ; . :

" — in simple situations, draft and issue a reply ; and

. — in other cases submit a draft to Joint Director/Director/Executive Director
concerned for approval/signature without any elaborate note.

In case of any doubt he will take appropriate action after discussion with JD/
Dir./Exec. Dir. concerned. ' :
: . .
- {2) Occasionally acommunication may give rise to a problem requiring to be solved. In
such cases, the paper writing technique described in para will be addpted.

(3) The supporting staff and the stenographer attached to a desk functionaty will, infer alia,
assist him in:

— dealing with simple cases including issue of acknowledgements, forwarding of
papers, etc.; ' . -

— compilation of data in given forms ;

— maintaining codes, manuals and other relevant research and reference
material ; g '

— records arrangement; and

— typing work -

69. Maintenance of reference materials.—Each desk functionary will devélop areliable

documentation-cum-reference system comprising aids to processing described in Para 44.
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CHAPTER VI
FORMS AND PROCEDURE OF COMMUNICATION

70. Forms of written communications.—The different forms of written communications
used by the Mu'ﬂstry of Railways (Railway Board) are described below. Each form hasa useand,
in some cases, a phraseology of its own. Specimens of these forms are given in Appendix-10.

(1) Letier—(a) This form is used for corresponding with foreign governments, State
Governments, heads of attached and subordinate offices, including the Zonal Railways, statutory
bodies like the Union Public Service Commission, publlc bodies and members of the public
generally, :

(b) A letter begins with the salutation "Sir{s}" or "Dear Sir(s)", as may be appropriate,
{However, no salutation or subscription need be used in the case of letters exchanged ‘with the
attached and subordinate offices including the Zonal Railways under the Ministry of Railways).

(c) Official letters emanating from the Ministry and purporting to convey the views or
orders of the Government of India must specifically be expressed to have been writen under the
directions of Government.

(@) Allofficial communications from Railwa y Ministry to the Zonal Railway Administrations
and other attached subordinate offices should be addressed to the General Managers or the Heads
of organisations concerned, and not to individual officers.

‘ (e) Letters from the Railway Ministry to other Officers as well as to the State Governments
Public Bodies, etc. will gooutas fromthe Secretary, Railway Board. Letters to Members of Parliament
and Railways will go out as from the Advisers/Exccutive Directors.

(£ All letters from the Railways will be addressed to the Secretary, Railway Board
indicating the Code initial of the Directorate concerned in brackets alongwith the designation.

(g) Letters rejecting the views of a General Manager or tuming down his proposal should
be signed by an Executive Director.  Such letters should, on no account, be signed by Deputy
Directors or Officers of lower status. . ‘ ‘

(2) Demi-official letter—(a) This form is generally used in correspondence between
government officers for an interchange or communication of opinion or information without the
formality of the prescribed procedure. [t may also be used when itis desired thata matter should
receive personal attention of the individual addressed Com munications to non-officials also take
the form of a demi-official letter. -

(b) Itis written in the first person in a personal and friendly tone.

(¢) D.O. letters to General Managers should not.be sent by officers below the rank of
Executive Directors, except when an Executive Director is on tour or otherwise absent and issue of
a D.O. to General Manager is urgently rcqunred and cannot wait, in which case it may be sent by a
Dircctor.

(3). Office Memerandum.—This form is generally used for. corresponding with other
departmentsor in calling for information from or conveying informa tion (not amounting toan order
of government) toits emp]oyccs [tmay alsobe used in corresponding withattached and sybordinate,
offices.  Itis writtenin the third person and bears no salutation or subscrlptlon exccpt the nameand
designation of the officer signing it.
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(4) Inter-departmental nole—() This form is generally employed for obtaining the advice,
views, concurrence or comments of other departments on a pfoposal or in seeking clarification of
theexisting rules, instructions, ete. It mayalsobe used when consulting theattached and subordinate
offices and vice versa. ' ‘

(b) The inter-departmental note may either be recorded on a file referred to another
department or may take the form of an independent self-contained note.

@l‘elegmml Wireless Message—~a) This form is used for communicating with outstatior.
parties in-fnatters demanding prompt attention. The text of the telegram or wircless message
should be as brief as possible. As a rule, no telegram or wireless message should be issued if an
express letter or a letter marked ‘Tmmediate’ or 'Priority' can serve the purpose.

{b) Telegrams are of two kinds viz., enclair telegrams and cypher/code telegrams. The
former are worded in plain language, The latter are expressed in secretlanguage (code or cypher or
both) but a combination in the same telegram of figures and letters having a secret meaning is not
permitted. Inediting, numberingand issuing of cypher/code telegrams, the instructionsissued by
the Ministry of External Affairs in respect of external telegrams and by the Ministry of Home Affairs
in the case of internal telegrams, should be carefully observed. '

(¢) Thereare four gradings of urgency authorised for use in State telegrams, viz., "SVH',
"Most immediate”, "Operation immediate" and "Immediate"”. The use of these gradings is regulated
by the rules issued by the Directorate General of Postsand telegraphs. Relevantextracts from these
rules are contained in Appendix 11, ' '

(d) Telegrams cther than cy_phér and code telegrams and wireless messages should nor-
mally be followed by post copies. ) :

‘ Telex/Fax Message.—In urgent and important matters, a telex message may be sent
instead f4 telegram in communicating with outstation parties.

Express letter.—This form is used in communicating with ou t-station parties in matters
warrantirig urgentattention at the receiving endbut not justifying the expenses of a telegram. It is
worded exactly like a telegram but transmitted through a post office instead of a telegraph office.

Savingmm.—This form is a coded version of an express letter and is used in overseas
communications of a secret nature. Itissent by diplomatic bag or through registered insured mail.
In all other respects, it is treated like a cypher/code telegram.

(9) Office Order—This form is normally used for issuing instructions meant for internal
. administration, ¢,g. procedural instructions soastosup plementany of the provisions of this Manual
or otherwise, distribution of work among officers and sections, etc. :

(10) Order.—This form is generallly-used for issuing certain types of financial and admin-
istrative sanctions and for communicating government orders in disciplinary cases, etc,, to the
officials concerned.

(11), Notification.—This formismostly used in notifying the promulgationof statutory rules
and orders, appointments and promotions of Gazetted Officers etc. through publication in the
Gazette of India. The composition of the Gazette, the types of matters which are to be published
in each part and section thereof, and the instructions for sending the matter for publieation therein
are indicated in Appendix 12. ‘ ' -
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(12) Resolution.—This form of communication is used for making public announcement of
decisions of government in important matters of policy, e.g. , the policy of industrial licensing,
appointment of committees or commissions of enquiry. Resolutions are also usually published in
the Gazette of India.

(13) Un-official References—Un-official refere'hces can be made in two different ways,
namely :—

(i} by sending the file itself to a Ministry/Office with a note recorded thereon.

(ii) by sending a self-contained note or memorandum. This method is generally
employed in Ministries (¢t between a Ministry and its Attached Offices) for
obtaining the views, comments ec. of other Ministries on a proposal, obtaining
a clarification etc, of the existing instructions or requisitioning papers or
information ete. No salutation or complimentary closing words are used in this
form. U.0. notes to other Ministries on files will go out as from the Directors/
Joint Directors. '

(14) Press Communique/Note.—This form is used when it is proposed to give wide publicity
to a decision of Government. A press communique is more formal in character than a press note
and is expected to be reproduced intact by the press. A press note, on the other hand, is intended
to serve as a hand-out to the press which may edit, compress or enlarge it, as decemed fit.

(15) Endorsement.—This form is used when a paper has to be returned in original to the
sender, or the paper in original or its copy sent to another department or office, for information or
action. Itisalsoused whena copy of acommunication is proposed to be forwarded to parties other
than the one to which itis addressed. Normally, this form will not be used in communicating copies
to state Governments, The appropriate form for such communication should be a letter.

‘71, Telephonic Communications. —(1) Inpurely routinematters notwarranting a written
communication, telephone may be used for communication. ‘

(2) In matters of extreme urgency, communication may be established with other parties,
both local and out-station over the telephone. Where necessary, such communications may be
followed by written communications in the appropriate forms.

(3) Normally, for communication with the Officersof theMinistry of Railwaystself and the
Officers of the Zonal Railways and attached and subordinate offices, only Railway telephone should
be used wherever such connection is provided.

@) Resort to telephone trunk calls (including STD calls) will be regulated by instructions
issued from time to time. . -

72, Correspondence with attached and subordinate offices.—Correspondence with
attached and subordinate offices under the control of other departmentes should be made subject to
general instructions as the latter may issue.

73. Inter-departmental consultation.—(1) Inter-departmental consultationmay take the
form of inter-departmental notes, inter-departmental meetings or oral discussions.
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(2) In making written inter-departmental references, the followmg points should be
observed —

f(a) lnter-deparlmental references will normally be made under the directions of an
officer not below the rank of Dy. Director/Under Secretary.

(b) " The points on which the opihion of other departments is sought or which it is
desired to bring to their notice should be clearly stated.

(c) Where possible, the draftsof theorders proposed to be issued may also be shown
to the departments sought to be consulted.

(d) When it is necessary to consult more than one department on a case, such
consultation may be effected simultaneously by self-contained inter-departmental
notes unless :—

(i) itinvolvescopyingofalarge number of documents available on the file; or

(ii) the need for consuiting the second department would arise only after the
views of the first have become available.

(3) (a) When such a reference requires concurrence of one or more Ministries under the
Government of India (Transaction of Business) Rules, the following further points should be
observed :—

(i) The originating Ministry should invariably prescribé a time-limit when ca]lmg
for comments from other Ministries.

(ii) In case any of the Ministries so consulted is not in a position to send its
comments/concurrence within the prescribed time-limit, it should write back
promptly, and in any case, before the prescribed time-limit and indicate the
additional time they would require for furnishing their final reply.

(b) When such a reference does not require such concurrence under the R;]les, the
originating Ministry need rot wait for the comments of other Ministry beyond the prescribed time-
limit, and it should feel free to go ahead with its scheme/proposal without waiting any longer.

(¢) The initiating Ministry should always feel free to recall its file from another Ministry, to
which such a reference has been made on a file, if such a course is required to be adopted for
expediting the processof decision makingin thecase. Suchadecision torecaliafile should be taken
at a level not lower than that of a Branch Officer in the originating Ministry.

(4) Inter-departmental meetings may be held where it is necessary to elicit the opinion of
other departmentsonimportantcasesand arriveatadecision withinalimited time. Nosuch meeting
will normally be convened except under the orders of an officer not below the level of Director. In
respect of such meetings, it will be ensured that :—

(a} the representatwes attending the meetings are officers who can take decisions on
behalf of their departments;

(b) an agenda setting out clearly the points for discussion is prepared and sent
alongwith the proposals for holding the meeting, allowing adequate time for the
representatives of other departments to prepare themselves for the meeting ;and

(c) arecord of discussions is prepared immediately after the meeling and circulated
to the other departments concerned, setting out the conclusions reached and
indicating the department or departments responsible for taking further action
on each conclusions.

AY
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(5) On occasions it may be necessary to have oral discussions with officers of other
departments, e.g., when:— ‘

(a) a preliminary discussion between the officers of the departments concerned is
likely to help in the disposal of the case ;

(b) itisdesirable toreach a preliminary agreement before proceeding further in the

d ) matter.

(c) inter-departmental noting reveals a difference of opinion between two or more
departments ; or

(d) it is proposed to seek only information or advice of the department to be
consulted. _

The results of such oral consultation should be recorded in a single note on the file by the
officer of the Department to which the case belongs. The note will state clearly the conclusions
reached and the reasons therefor.. A copy of the note will also be sent to the departments consulted
in order that they have a record of the conclusions reached.

74. Nodal Ministries/Departm ents.—In order that the number of inter-departmental
references are minimised so as to facilitate reduced paper work and faster decision-making nodal
ministries/departments such as Law, Finance, Personnel, Electronics, Environment etc. may lay
down clear guidelines on their respective subjects for individual deparlments to follow Guidelines
should be so framed that reference to nodal departments will be necessary inexceptional casesonly.

75. References to the Attorney General for India.—References to the Attorney General
will be made only by the Ministry of Law, Justice and Company Affairs.

76. References to the Comptroller & Auditor General of India.—References to the
Comptroller & Auditor General for his views oradvice can be made only by or through the Finance/
Accounts Directorate exceptin matters of day to day Administrationin which case other Directorates

may correspond direct with the Office of the Comptroller and Auditor General in consultation with

the Finance/ Accounts Directorates.

77. References tothe Union Public Service Commission.—Reference to the Union Public
Service Commission will normally be made in the form of letters addressed to the Secretary. In
certain matters, e.g. requisitions for recruitment, formal references should ordinarily be preceded
by informal discussions at appropriate levels.

78. Corre5pondenCe with Union Territory Administrations.—All communications of a
routine naturé which are clearly relatable to the business of a particular department, will ordinarily
be addressed to the Secretary in the appropriate department. Other communications may be
addressed to the Chief Secretary or the Administrator depending upon theimportance of the matter.

79. Correspondence with State Governments.—(1} Communications on subject clearly -

relatable to the business of a particular department will normally be addressed to the Secretary of
that Department. Othercommumcahons,includmgthoseofspecmlnahlreorimportancewarranhng
attention at higher levels, may be addressed to the Chief Secretary. :

{2) Communications other than those of a purely routine nature e.g., acknowledgements,
will not ordinarily be addressed to State Governments except with the prior approval and over the
signature of an Officer not below the rank of Executive Director/Joint Secrelary. Purely routine
communications can, however, be signed by a Section Officer.

80. Correspondence with Lok Sabha and Rajya'Sabha Secretariats, —Communications
meant for the Lok Sabha Segretariat or the Rajya Sabha Secretarlat and requirlng urgent or high level
attention may be addressed to the Secretary General concerned and not to the Speaker or the
Chairman direct.

’
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81, Correspondence with Members of Parliament.—(1) Communications received from
Members of Parliament should be attended to promptly. :

(2) Where a communication is addressed to a Minister, it should be replied to by the
Minister himself. Similarly repliesto communicationsaddressed to the Members Advisersof the
Board, will issue over the signatures of the Board Members/ Adviser concerned.  In other cases, a
reply should normally be issued over the signature of an officer not below the rank of Executive
Director. :

(3) Normally information sought by a Member should be supplied unless it is of sucha
nature that it would have been denied to him even if asked for on the floor of the Houses of
Parliament. -

@) As far as possible, in corresponding with members of patliament, pre-printed or
cyclostyled replies should be avoided. The above procedure may also be followed in dealing with
communications received from the Ministers of Central /State Governments, MLAs and other high
personages. ' :

82. Correspondence with Ministers of State Governments.——The procedure laid down
in the above paragraph may also be followed in dealing with communications received from the
Ministers of State Governments. : : '

83. Correspondence with Foreign Governments and Inter-national Organisations.—
Correspondence with Foreign Governments and their missions in India, Heads of indian
Diplomaticmissionsand posts abroad and United Nations and itsspeclalised agencies wili normally

. be channelised through the Ministry of External Affairs. The cases in which and the conditlons
subject to which direct correspondence may be resorted toare indicated in the instructions entitled -
“Channel of communication between the Government of India and State Governments on the one
hand; and forcign and Commonweaith Governmets or their missions in India, Heads of Indian
Diplomatic Missionsand posts abroad and United natlons and its speclalized agencieson the other
issted by the Ministry of External Affairs, (Appendix 13).

84. TPublication of the Gazelte of Indla—The Gazetle of India is publishcd in five parts,
each part comprising a number of sections. - While sending any matier for publication in the
Gazette, the following instructions should be observed i—

(i) The part and the scction of the Gazette in which the matter is to be published
(Vide Appendix 12) should Invarlably be indicated on the copy for the guidance
of the press. '

(ii) The original type-scriptcopy alongwith a C'Qﬁy in Hindi, duly signed inink by a
competent offlcer, should alone be sent 1o the press, Cyclostyled copy, carbon
copy or a copy which does not bear the officer's signature would not be accepted
by thepress.  Corrections, if any, in tho copy sept to the press, should be legible
and duly attested by the officer signing it.

" (iif) Nomatier should berequired tobe published in aGazette Extra-ordinary unjess
it is of such an urgent nature that it cannot wait unti] the publication of the next
ordinary issue of the Gazetie, ‘

Gy) Infixing thedate whichaGazette Extra-ordinary should bear, the fime schedule
rescribed by the Chief Contralerof Printing andStationery should beobserved,
here far any special Taasans this Is not practicable, the Goyemment Press

should be consulked before fixing a dale.

(v} The notification o be published in a Gazette Extra-ordinary or the forwarding
Jotter should invariably be signed by ap officer not lower in rank than a Director.

(vi) Jf the matter tq be published is of special public interest and is likely to createa
larae demand for capigs of the Gazette, the press should beadvised accordingly
undor intimation tg the Manager of Publications, Publication Branch, who will
dotermine the number of copics to be printed.
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85. Acknowledgements and initerim replies.—(1) Allcommunicationsfrom membersof
Parliament, recognised associations, public bodies and members of the public generally, which
cannot be answered promptly will be acknowledged suitably.  If any such communication is
wrongly addressed to the Railway Ministry, it should be transferred promptly to the appropriate
department under intimation to the party concerned. -

(2) In ali other cases In which delay s anticlpated in sending out a final reply, an interim
reply be sent to the party concerned at the earliest possible stage, indicating wherever possible the
approximate date by which a final reply may be expected.

86. Communication of Sanctions.—(1) All sanctioné or orders issued in exercise of the
powers vested in the President will be expressed as sanctions or orders of the President.

(2) The sanctions orordersissued in exerciseof the powers delegated to the Railway Board
will be expressed as sanctions or orders of the Railway Board.

(3) With the exception of advances to staff in accordance with the prescribed rules and
extant orders, all sanctions or orders in matters involving financial considerations should have the
concurrence of the Financial Commissioner for Railways or any other Officer authorised toacton his
behalf, '

(4) Allsanctionsand ordersinvolving financial considerations emanating from the office of
the Railway Board, should be sent by the Officer concerned over hisown designation, to the General
Managers, in duplicate, to enable them to make over a copy promptly to the Fina ncial Adviser and
Chief AccountsOfficer for necessaryaction. Where the Railway Board assuch has power toaccord
sanction, or to issue orders, the sanction of orders, should be sent direct to the Audit department by
ttie same Officer. All sanctions and ordersi.e. orders of the President having financial consideration
and intended for the Audit Department should be endorsed by an officer of the Finance Directorate
of the Railway Board on behalf of the 'Financial Commissioner for Railways'. All other sanctionsand
orders though issued in the name of the President but not having any financial consideration may
be endorsed to the Audit Department by the Officer of the Administrative branch concerned.

Note—Therels noobjection to the makingout of coples of financial sanctionsincluding the signatures by cyciostyle process
" but the copy that is communicated to *Accounts’ and on which payment will have to be authorised should be one
which has the signature in ink.

(5) Allorders/sanctionsissued in consultation withor with the concurrence of the Finance
- Directorate, the fact of such consultation having been made or concurrence having been obtained
should be stated explicitly in the order or sanction itself thus ;

“This issues with the concurrence of the Finance Directorate of the Ministry of Railways.”
(6) After orders of the Finance Ministry are communicated to the Railway Administrations
for information or guidance or adoption, the Branch concemed should send the case to Accounts 11

Branch with two spare copies of the communications, when such orders involve accounting
considerations.

87. Correction Slips.—(i) Branches putting up corrections to the Indian Railway Estab-

lishment codes, Volume-I and 11 and such corrections o other codes as require the sanction of the

President must send the files with the proposed correction slip to Finance Branch for their scrutiny
on behalf of the President before the file is sent to Accounts-III Branch for issue.
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« {i1) In correction slips to Codes, reference to Board's Letter No. and date under which the
correction slip wasinitially notified to Railwaysetc., should be quoted at the bottom. If the correction
takes effect from a date different from the date of its issue, the fact should also be indicacted in the
correction slips. ‘ '

(iii) CorrectionSlipsto the various codesshould normally beissited only aftera yearof issue
of administrative orders in order that issue of amendments to those correction slips, notifying
subsequentchanges, could be obviated. If, however, the correctionsareof nature which are not likely
to be modified for a considerable period, the correction slips may i issue simultaneously with the
administrative orders.

(iv) Inordertoappreciate theimplication of the corrections without referring to the original
rule, the revised rule or modified paragraph will be reproduced in the body of the instruction and
notonly the "words" or part of a paragraph as are intended toreplace/substitute the existing words
or paragraphs, whenever correction slips are issued.

(v) Theapproval of the President in the case of corrections to the Indian Railway Establish-
ment Codes will be contained in a general preamble, which will be printed at the top of each batch
of corrections; a copy of eachlist will beendorsed tothe Additional Deputy Comptrollerand Auditor
General of India (Railways) by Accounts-IIl Branch under the signature of an officer of Finance
Branch.

(vi) In the case of corrections to other codes which require sanction of the President, the
Branch concerned should put up an endorsement to the Additional Deputy Comptroller and
Auditor General of India (Railways), forwarding such correction slips in which the fact of the
President's sanction should be made clear. Such endorsement will be signed by an officer of Finance
Branch.




PROCEDURE REGARDING PUBLICITY IN PRESS

88. Communication of information ‘to the Press.—Information to the Press should
normaly be communicated to the Press Information Bureau through the Director, Public Relations.

89. Functions of Information Officers.—Information Officers of the Press Information

Bureau are attached to every Ministry of the Government of India. The Information Officer attached .

to the Ministry of Railways is designated as the Director, Public Relations and it is his duty, on the
one hand, to arrange to give due publicity to the activities and developments on Railways and, on
the other, to keep the Railway Ministry informed of the popular reactions thereto. In order to
dischargehisduties properly, he will maintain a close iaison with otherofficers in the Railway Board
and the latter will give him the necessary facilities.

90. Press Releases—General Instructions.—When it is decided to communicate any
information to the Press, the Director, Public Relations should beinformed. His services may alsobe
utilised in preparing the necessary draft of the Press release.

91. . Assoonas thedraftof the Pressreleasehasbeenfinally approved and isready forissue,
it should be communicated to the Director Public Relations, to enable him to take promptaction for
handling it through the Bureau. Unless the Board have any special reasons for desiring the Press
release to be made on a specific date; the choice of the date and the time of the release will be left to
be settled by the Principal Information Officer, Press Information Bureau.

92. Iftheinformation received from one Ministry is found tobeinconflict with thatalready
released orabouttobe released by another Ministry, the Press Information Bureau will hold over the

release of information to the Press and immediately consult the Ministry or Ministries concerned

with a view to reconciling the discrepancy before giving publicity to the material.

93.. Unless it is based on published documents, no information'should be released by the
Press Information Bureau without the prior approval or consent of the Ministry concerned.

94. Forms of Press Release.—Press Communiqueand Press Note.—The distinction between
these two types of communication and the occasions for -their use have been explained in

- paragraph 70(14). i _

95. A public no__tiée orany other matter which shdﬁ'l:c;l!é\‘lfiprbprlately‘issue in the form of an
advertiscment should notbe issued as Press Communique or PressNote. Material of this kind should

be advertised and paid for, although in suitable cases there would be no objection to Press

- Communique or a Press Note being issued-in addition to'éxplain the subject. - L

96 Notifications and Resolutionis.~-Notiflcations:
gazette of India which is available both to the public and the press. If, however, the subject-matter

of a Notification/Resolution is 'I'i_kfel); to be of general interest to the public such number of printed

* coples as may be prescribed by. the Press Information Bureau should be supplied to the Bureau to

-

enable it to give the matter’wide publicity, In certain , an ]
simultancously a Press Communique or a Press Note explalning in suitable terms the scope and
purpose of the Notification/Resolution. . ... "= Zowon o0l '

~ 97. Official Publications, Reports, White Papers, ¢t¢;—Whenever it is considered neces-
sary to give publicity to any official publication, reportetc., the Press Information Bureau should be
consulted well in advane about the date and time of the release of the publication and the number
of copies required for distribution to the Press. '
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98. Press Conferences.—(a) Press Conferences are genetally held by Ministers and
- Members of the Railway Board. The purpose of such conferences is :—

(i) to explain to accredited correspondents and selected editors the scope and
purpose of an important report or an official statement ete, which is likely to be
of wide-spread public interest; or ‘ . ‘

(ii) togive the Pressa general review of the policy and activities of the Government;
or

(iil) to explain to the Press any specific important developmients.

(b) Whenever {t is proposed to hold a Press Conference, the Press Information Bureau
should be consulted in advance about the purpose, venae, date and time of the conference. -

99. Target date for replles.—In all important matters in which State Governments,
Departments of the Central Government or other Offices, Zonal Railways and other attached and
subordinate offlces, pdblic bodies or individuals are consulted, time limit for replies may ordinarily
bespecified. On the expity of the specified date; orders of the appropriate authority may be obtained
whether the partles whose replies have rtot been received, may be dllowed an extension of time or
whether the matter may be proceeded with/ without wiiting for theit replies.




CHAPTER VII
DRAFTING OF COMMUNICATIONS

100. Procedure for drafting.—(1) No draft will normally be prepared in snmple and
straight-forward cases or those of a repetitive nature for which standard forms of communications
exist. Such cases may be submitted to the approprlate officer with fair'copies of the communication
for signature. , o _ ,

(2) The initiai level officer will put a draft, wherever considered necessary by him after
examination of the matter, for approval by the appropriate offlcer. Tt is always necessary to await
the approval of the proposal, line of action and /or what the contents of the communication should
be before putting up the draft. The higher officer may revise the draft if it does not meet with his
approval. . .

' . » ) . [
(3) Oncehe hasformulated his viewson a case, an officer whois authorised totake decision
thereon; may have the fair communication made forhissignatureand authoriseitsissue;otherwise,
he will prepare a draf tand submit it to the appropriate officer for approval.” ’

(4) The officer approving the issue of a draft will append his initials thereto with the date
in the margin of each page of the draft. Itis also expected of him that he passes orders on the file
snmultaneously whether the draft so approved should be kept on the file alongwnth the office copy
of the communication issued in fair or not.

101. General instructions for drafting.—(1) A draft should carry the message sought to
be conveyed in a langauge that is clear, concise and incapable of misconstruction,

(2) Lengthy sentences,abruptness, redundancy, circumlocation, superlativesand repetition, -
whether of words, observations or ideas should be avoided.

(3) Official communications from the Directorate and purporting to convey the views or -
orders of the ministry of Railways must specifically be expressed to have been written under the
directions of the Ministry. This requirementdoes not, however, imply thatcommunications should
start with the phrase Tamdirected to say*'The undersigned is directed toconvey' which has the effect
of distancing the communicator from the reader at the very outset. A more directand to-the-point
format is to be perferred if some degree of rapport is to be established with the receiver of the
communication. The obligation requirement can be met in a variety for imagination ways. For
instance, variations of the phrase canbe added to the operation part of the letter towards theend as
under :

..l have the pleasure to inform you that the Mlmstry of Rallways on reconmderahon
of the matter has decided to sanction an additioal grant of ..
or
C e In the light of the developments, Ministry of Railways conveys its inability to
accéde to...nvnvvenrinns

(4) Where appopriate, the subject should be mentioned in communications (including
reminders).

{5} Commumlcatlons of some length or complexlty should generally conclude with a
summary.
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(6) The number and date of the last communication In the serles, and if this is not from the
addressee, his last communication on the subject, should always be referred to. Where it is
necessary to refer to more than one communication or a series of communications this should be
done in the'margin of the draft.

(7} All drafts put up on a file should bear the file number. When two or more
communications are to issue from the same file to the same addressee on the same date, a separate
serial number may be inserted after the numeral identifying the File No. to avoid confuston in
reference, e.g. 93/0&M/105/1,93/0&M/105/2 and so on. S

(8) A draftshould clearly specify the enclosures which are to accompany the fair copy. In
addition, shortobliquelmes should bedrawn atappropriate placesin the margih forready reference
by the typist, the comparersand the despa tcher. The number of enclosures should also be indicated
at the end of the draft on the bottom left of the page, thus "Encl. 3",

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

(10) If the communication to be despatched by postisimportant (e.g. a notice cancelling a
licence or withdrawing an existing facility) or encloses a valuable document such as an agreement,
service book or a cheque it should be sent under registered post, insured cover or postal certificate
as approprtate. - :

(11) The name, designation and telephone number of the officer, over whose signature the
communication is to issue, should invariably be indicated on the draft. :

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

(13) A slip bearing the words "Draft for Approval” should be attached to the draft. If two
or more drafis are putona file, the drafts as well as the slipsattached thereto will be marked
"DFA-T", "DFA-II, DFA-III" and so on. -

(14) Drafts which are to issue as “Immediate” or "Priority” will be so marked under the
orders of an officer not lower in rank than a Section Officer,

(15) The officer concerned will initial on the draft in token of his approval.

102.  Authentication of GovernmentOrders.—(1) Allordersand otherinstruments made
and exccuted in the name of the President should be expressed to be made in his name and signed
by an officer authorised to authenticate such order under the Authentication (Orders and other
Instruments) Rules, 1958 (viz., by Secretary, joint Secretary, Deputy Secretary or Under Secretary or
by a Director, a Joint Director cra Deputy Director of the Railway Board).
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(i) Where the power to make orders, notifications etc., is conferred by a statute on the
Central Government, such orders and notifications will be expressed to be made in the name of the
Central Government. Lo ‘

(iii) Subject to any limit fixed in departmental orders, all contracts and /all assurances of
property made in the exercise of the executive powers of the Union, may be executed on behalf of
the President by an Officer authorised todo so, vide Ministry of Law, Notification No. S.R.0. 3442
dated 2nd November, 1955, as amended from time to time, issued in exercise of powers conferred
by the clause 1 of Article 299 of the Constitution, the Officer in the Office of the Railway Board being
either an Executive Director or a Director, Joint Director or Deputy Director, as the case may be.

103. Addressing Communications to Officers by name.—Normally nocommunications,
other than that of a classified or a demi-official letter should be addressed or marked to ah officer by
name, unlessitis intended that the nhatter raised therein should receive his personal atten tioneither
because of its special nature, urgency or importance, or because some ground has already been
covered by personal discussions with him and he would be in a better position to deal with it.

104. Drafting of demi-official letters—(i) As the objective of wriling a official (D.O.)
letteris to call the personal attention of the addressee, the style of writing should be direct, personal
and friendly. More usage ofactive voiceistobe preferred. (e.g. Inotice'rather than'itisnoticed’). It
is expedient to come to the issue at the beginning itself e.g. Iseek your cooperation in the matter

(i) A D.O.letter should preferably not exceed one page. If the message to be conveyed
is lengthy, it is better to condense it into one page in a few small and healthy divided paragraphsin
amanner that hokds the interestof the addressee, the detalled arguments can be set outin appendices.




CHAPTER VIII
ISSUE OF DRAFTS

105. Marking of drafts for issue.—After a draft has been abproved, the Section Officer
will :—

. (a) examine the draft to see that it is a letter-perfect, i.e. all corrections etc. have
"~ been properly carrled out and that there are no incidental errors;

(b) indicate if a‘cléan copy of the draft is to be made for use as an office copy;.
(c) specify the number of spare coples required, if any;

{d) ensurethatcopiesofenclosures areattached to the draft where these are available
in the Section;

(e) give a ¢clear indication on the draft, where a communication is to be despatched
by a special messenger on account'of its special nature, importance or urgency;

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

(g) passon the file to the LDC/Steno. Gr. 'D' for typing fair. |
106. General instructions regarding typing.—(1) Urgent draft will be attended to first.
2 Fair copies of all communications will be typed on paper of sultable size, printed forms
used as far as possible. If plain paper is used, whether for the original communication or for an

endorsement, the name of the Ministry of Rallways (Rallway Board) will be typed at the appropriate
place. '

@ Fair copies will be typed with single spacing unless otherwise directed.

(4) The name of the officer who is tp sign the fair copy should be typed in brackets above
his designation. His Telephone number should also be typed below the designation. In demij-
officlal letters, however, the designation will not be given.

(5} The oblique lines, as also the number of enclosures indicated in the draft, will be typed
at the appropriate places. ' '

(6) No sieneil will ordinarily be cut-unless more than 13 copies of a paper are required.

(7) The parsons typing fair, will type his initials with data jn the left hand bottom Corner of
the fair copy, e.g. HCK/13-8-93.

107.  Comparison.—The typed matter, alongwith the draft and relevant files, if any, will
be passed on by the typists to the dealing hand, who will :
(1) compare the fair copies with the draft;

(2) attach enclosures, if any, and write the word ‘attached’ beJow the oblique line on
the offjce copy : apd

(3) send the fair copies along with enclospres and the duplicafe Office copy, if any,
together with the approved drafts, in a signature pad to the officer concerned for
signature. '
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108. Signing of fair copies.—(1) Signing of " fair communication and movement of
'signature pads' should receive prompt attention.

(2) On return of the signature pads, the diarist will see that the fair copies have beenduly .
signed by the Officer and that corrections, if any, made by the Officer while signing are carried out
in all the copies. The signed fair copies, together with office copies, will then be passed on by the
Section Officer concerned 10 the Issue (Despatch) Section for issue.

109. General instructions regarding despatch.—The despatcher in the Issue (Despatch)

Section will :
(1)
(2)

(3)

(4)

(5)

{6)

7)
(8)

)

v

date fair copy, office copy and spare copies, if any;

affix the stamp "Issued” (after adjusting date) as per specimen given in the
margin, on the office copy and initial it;

ISSUES. . vnvnenesriieirnrerenansearann S
{with enclosures)

InitialS, covveviiniceicrnnenrnniniiansns

where for any reason any enclosure has to be sent separately, make a note to that
effect on the communication (both fair copy and office copy) and attach a slip to
the enclosure indicating the number and date of the communication’to which it
relates; )

separate the communications to be sent by post or courler from those to be
delivered by hand, for further processing as per paras and;

enclose communications meant for despatch by post, or those addressed to
officers by name, in covers of appropriate size, ensuring at the same time that all
communications intended for the same addressee are placed in a single cover;

use economy slips (O&M 32) for all covers except.

(a) those with bulky contents; 7

(b) those addressed to Foreign governments, Private bodies and members of
the public; and' ‘ '

(c) those intended for despatéh under registers or insured covers;

when window envelops are to be used, fold the fair communications insucha -
way that the address typed thereon is visible through the window;

where other covers are used, write the address and the number of the
communication on an economy slip or the cover, as the case may be; and

bring to the notice of the Section Officer :

(a) urgentcommunications which could not be despatched on the day of their
receipt; and _ ‘ -

(b) ordinary communications which could not be despatched even on the day
following the day of their receipt. .
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110. Despatch of postal communications.—(1) The despatcher will hand over
communications to be sent by post to the daftry, who will :—

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

(b) paste the telegrams, if typed on plain paper, over the printed form of
telegram supplied by Posts and Telegraphs department and affix service
postage stamps of the appropriate value thereon;

(c) 1fa credit deposit account is maintained for issuing telegrams; affix rubber
stamp indicating the credit deposit account number in the space provided
for affixing postage stamps; :

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

(e) Where postal franking machines are in use, frank the cover etc. instead of
affixing postage stamps;

(f) stamp the postal covers with a rubber stamp bearing the name of the
Railway Ministry, the name and designation of the Officers/staff in-charge
of Issue {Despatch) Section and the facsimile of his signature; and

(g) return the communications to the despatcher.

(2) The despatcher will enter particulars of the communications and the value of stamps
affixed thereon in the despaltch register (Appendix 15).

(3) Inthecaseoftelegrams, the serial number assigned to them in the despatch register will
be noted at a convenient place on the top receipt portion of the printed telegrams form to facilitate
the Tinking of the telegram receipt to the relevant entries in the despatch register.

(4) Postal Registration books could also be used so that the outgoing registered
communications could straightway be entered in that book instead of in the despatch register. Each
entry in such a book will then be got stamped by the post office.

(5) Ifacommunication is to be sent by registered post (acknowledgement due), the number
of the communication should be written on ‘acknowledgement card' also so that, when received
back, it can be sent to the Section concerned.

(6) Telegrams and wireless messages should be despatched p}omptly. Registered and
insured articles should be sent to the post office well before the closing hour prescribed for the receipt
of such communications. Other communications should be posted at convenient intervals.

_ (7) Receiptsfor telegrams, registered and insured post, etc., should be checked carefully by
the despatcher. These should be filed properly for reference in the event of need.

111. Despatch of Courier Dak.—Dak intended for Railway Administrations and other
offices under the Ministry of Railways will, as far as possible, be despatched through courier
services. The dak will be sorted oul railway-wise and entered in an invoice in triplicate {Appendix
14). One copy of the invoice will be retained in the despatch Section and two copies of the invoice
along with the relevant dak will be sent to the Railway concerned. The receiving railway/ office will
acknowledge the receipt of various communications entered in the invoice and return the second
copy to this Ministry for record.
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112.  Despatch of non-postal communications.—(1) Non-postal communications should
be sorted out according to the location of the addresses in messenger books and handed over to
messengers for delivery to the addressees. ' '

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

(3) 'Urgentcommunications should be despatched promptly. The time of despatch should
invariably be noted in the messenger book. The recipients should similarly be required to indicate
the time of their receipt. Ordinary communications should be despatched at least twice a day at

_ suitable intervals.

(4) Only urgent communications will be despatched outside office hours."No
communication should be sent to an Officer at his residence unless ;

(a) Itisofsucha nature that action thereon cannot wait till the commencement of the .
next working day; :

(b) it is marked 'immediate’ and addressed to the Officer by name; and

(¢} its delivery to the Officer's residence has been authorised by the Brarch Officer
concerned at the despatching end.

(5) After the communications have been delivered, the despatcher will examine ihe

- messenger books to see that all the communications entered therein have been duly acknowledged

by the recipients under dated signatures written in ink. Instances where the communications have
not been acknowledged will be immediately brought to the notice of the officer/staff in charge of the
Issue (Despalch) Section for investigation and further suitable action. :

(6) Despatch by Diplomatic Bag.—Communications or packages of an unimportant and non-
urgent nature, intended for the Indian Missions abroad, should normally be despatched by the
surface route/sea mail or as air cargo. Secret and Top Secret Communications or important and
urgent matters may be sent by the diplomatic bags of the Ministry of External Affairs. Tn such cases,
they should be accompanied by a certificate from an officer not lower in rank than an Executive
Director or Secretary to the effect that, in the interest of public service, the material is required to be
despatched by diplomatic bag, in order to ensure its arrival at destination in time, :

v (7)  Supply of Spare Copies of Circular Letters elc.—Spare copies of circular letters, etc., of a~
recurring nature will be distributed as per lists maintained in each branch according to the
requirements of individual railways; whilst spare copies of important circular communications of
non-recurring nature should be supplied to railway administrations and other Ministries or offices
concerned as may be found necessary in each case. '

(8) Issue of un-official cases.—Un-official files will be issued and entered in a Despatch
Register; as per sample in Appendix 15 to be maintained by Branches themselves. The Diarist will
before despatch of an un-official file, prepare, in duplicate, a challan in form appendix 15 of papers
to be sent. One copy of the challan will be placed on the bottom of case and the other made over to
the dealing Assistant. The un-official file will then be entered in a Peon Book and sent to the
Despatcher in the Issue (Despatch) Section who will arrange to have it delivered to the addressee and
return the Peon Book lo the Branch concerned. File Boards or flaps and not paper slips fastened with
pins should be used for transmission of un-official files.

113.  Return of papers after issue.—After stamping the office copy of the communications
as provided in para above, the despatcher will make over office copies to the messenger of the section
concerned. The latter will return the papers to the diarist.

43




114. Issue of inter-departmental notes.—(1) Inter-departmental notes both the Self-
contained ones and those recorded on the files will be despatched through to Issue (Despatch)
section. '

2y Before sending the files to the Issue (Despatch) section, the diarist will :—

(a) mark the movement in the file movement register in the case of section’s own
files, and in the Section Diary in other cases;

(b) inrespectofsection'sownfiles, prepare achallan (O&M10) in duplicate and place
one copy on the file and rhake over the other to the dealing hand concerned ;

(c) enter the file in the messenger book ; and
(d) send it to the despatcher of the Issue (Despalch) section,
(3)" The despatcher will :— )
" (a) remove the file for despatch to the addressee ;
(b) acknowledge its receipt in the messenger book ; and
() return the messenger book to the section concerned.

115, Service Postage Stamps.—(1) Reéceipt and custody of Stamps.—The Section Officer in
charge of the Despatch Section will obtain its requirements of Service Postage Stamps from the
Section Officer, Cash Branch against requisitions to be made in the form given in Appendix 16, The
stamps actually issued by the Section Officer, Cash Branch will be detailed by him on the reverse of
the form and acknowledged by the Section Officer, Despatch Section.

116. Ordinary Postage Stamps.—Ordinary Postage Stamps and not Service Postage
Stamps should be used for official correspondence and articles sent by foreign post 1o all the foreign
and commonwealth countries. A separate despatch register will be maintained for keeping a record
of such issues and an account of the expenditure incurred thereon. The Section Officer in-charge of
Despatch should inspect this register and also exercise a physical check on the balance of the stamps
available with reference to the entries made in the register. -

117. Stamps Account Register—(1) The despatcher will maintain an account of the
postage stamps in the form given in Appendix 17.

+ (2)  The Section Officer or the staff in-charge of Issue (Despatch) Section will check the
entries made in the register every day and append his dated signatures in token of hisshaving done
so. He will also conduct surprise test-checks of envelopes ready for despatch by post to make
sure —

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

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

(3) The branch officer in-charge of the Issue (Despatch) Section will also inspect the two
registers once a month and verify that the value of stamps in hand fallies with that shown in the
register.

118.  Action after Issue.—(1) On receipt of papers after issue, the diarist will :—

(a} check thai the office copies bear the stamp 'issued' ; '
(b) place office copies, with drafts, if any, on the relevant files ; and

" () Tass on the files to the dealing hands concerned.

44




(2) The dealing hand will :

(a)
(b)

()

D)

docket the communication issued ;

examine whether the case is fit for mclusnon in the monthly summary of the
principal activities of the Ministry to be furnished to the Cabinet Secretariat in
accordance with the instructions issued by itand obtain orders of theapproprlate
officer.

examine whether the communication issued constitutes final disposal of the

- paper under consideration, and if so, initiate action to record the file ; and

if areply to the communication issued is to beawaited or fuftheraction onthefile
is to be resumed at a later date, mark the file for being brought forward onthat
date and pass on the file to the diarist for recording its movement in the file
movement register and keeping a note in the reminder diary . Similar action

~ should be taken also on duplicate copies of challan in respect of files referred to

other departmenls

119. Reference lists—(1) To. facilitate quick despatch of papers, the Issue (Despatch)
section will maintain the followmg lists and Directories :— .

(@)

b)

{c)
)

(e)

-

(g)
(h)
(i)

G
(k)

residential addresses and telephone number of officers and staff of the Mihistry
of Railways ;

Departments which have_afrangemente with the Central Registry for receipt of
dak outside office hours (with name and telephone number of official

in-charge) ;

residential addresses and telephone numbers of Officers of other Departments
designated to receive urgent dak outside Office hours ;

residential addresses and telephone numbers of officers of other Departments
designated to receive parliamentary papers;

postal addresses of all Offices under the Railway Mmlstry, Attached Offices,

Subordinate Offices, autonomous bodies, etc., which deal directly w:th it;

telegraphlcaddressesof state governmentsand otheroutstation Ofﬁces frequently
addressed ;

Delhi Official Directory issued by the President's Secretariat P
Official‘Directory issued by the Ministry of Home Affairs ;

List of India's Representatlves abroad issued by the Ministry of External
Affalrs :

Dlplomatlc List issued by the Ministry of External Affairs ; and
Schedule of postal rates'. '

(2) Theselistsetc. will be keptup-to-dateand dnsplayed prommently for easy consultation
by the despatcher and other officials on duty.
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CHAPTER IX
FILING SYSTEM

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

121. Formation of files.—Files are formed under the 'file’ system, which is an arrangement
of papers by subjects. The initial comnaunication or receiptonany subject will receive a file number
and it will be continued untitthe reference is finally disposed or the papers are recorded. When the
papers are recorded, they will be known as proceedings.

122. Filing system based on subject classification.—(1) Bach Section will maintain
approved lists of.— :

(a) Standard heads, i .e..main subject headings concerning it ; and
(b} Standard sub-heads, i.e. aspects of the main subject headings.

(2) The standard heads will bear consecutive serial number. No such numbers, however,
will be allotted to standard sub-heads.

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

(4) Before_opening anew file, the dealin’g hand will ascertain the standard head to which the
paper under consideration relates. He will then propose a suitable title of the file for the approval
of the Section Officer. The title will consist of.— ' '

(a) Standard heads;

(b) Sub-heads which will be more indicative of the precise subject than the 'head’
(where it is necessary to have more than one sub-head ina little, the wider and
more abstract should generally precede that narrower and more concre te) ;and

(&) A brief content indicating the question or issue under consideration in relation
to the standard head and sub-head, and where necessary, the specificinstitution,

person place or thing invoived. ‘ '-. .
(5) The title should be as brief as possible but should give it a glance sufficient indication
of the contents of the file so as to serve as an aid 1o its identificatioh. It should be articulated, i.e.,
broken up into components, each consisting of the minimum pgssible substantive words and
expressing an element in the subject matter. Each part will begin with a capital letter and will be

separated from the preceding one by a bold dash.

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

(7) If the issue' raised in a fresh receipt or in the note on a current file goes beyond the
original scope, a new file may be'opened to deal withi it, after placing the relevanl extracts or copies
thereon. . . :
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(8) - Every file will be assigned a file number which will consist of. —

(a) the year of opening the file (last two digits only) ;

{(b) an abbreviated 5ymbol identifying the section.

(¢} the serial number allotted to the standard head ; and

(d) the serial number of the file opened during the Year under the standard head.

123. The first element i in the file No. will be separated from another by a slant stroke and
the last by a dash.

Thus file opened in, say, Organisation and Method Section durmg 1984 under the standard
head bearing serial number '3’ will be numbered consecutively as 84/0&M/3/1, 84/ O&M/3/2and
so on, where 'O&M' represents the section.

124, Instances where files need not be opened.—Normally, no new files will be opened
for dealing with receipts of purely routine nature {e.g. requests for supply of unclassified factual
information, notices of Holidays, miscellaneous circulars) which.—

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

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

125. File register.~-A Record of files opened during a calender year will be kept in a file
register (Appendix 18) to b¢ maintained by thediarist. Alistofapproved standard headsalongwith
the serial numbers identifying them should be pasted at the beginning of the register. The pages
allotted to the standard heads in the register should also be indicated against each.

126. Part file.—(1) If the main fileon a_subject isnot likely to be available for some time and
it is necessary to process a fresh receipt or a note without waiting for its return, a part file may be
opened to deal with it. This device may also be resorted to where it is desired to consult
simultaneously two or more sectionsor ofﬁcers and itis necessary for each of them to see the receipt

-noted upon.

(2) A part file will normally consist of —

(@) receipt or note dealt with ; and

(b} Notes relating thereto.

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

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

127. Transfer, reconstruction and numbering of files—Whenever work is transferred
from one section to another, the former will promptly transfer all the related recordsincluding files,
both currenitand closed, td'the latter. ‘The section taking over the records will not divide, re-classify °
or renumber the closed files transferred to it. In the case of current files, the endeavour should be
to close them at the earliest possible stage and to open new files according to the section's
c]assnﬁcatlons for dealing with the matter further. -
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128. Movement of flles and other papers.—(1) Movement of files will be entered in the
- file movement register (Appendix 19).

(2)- When current files are linked, the movement of the linked files will be marked in the
space allolted in the file movement register for the file with which these are Jinked and also
individually in the space allotted in the file movement register for each of the linked files in the
manner illustrated in notes 2 and 3 under Appendix 19. "

(3) When recorded files are put up with a file, the movement of the recorded files will be
marked in the space allotted in the file movement register for the file with which these are put up in
the manner illustrated in note 4 under Appendix 19, It will also be ensured that the procedure
regarding requisitioning of recorded files as laid down In para 152 is observed .

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

(5) No current files will be Issued to other sectlons except against written requisition and
after marking its movement in the file movement register. '

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

(7) When the files are handed over personally by the under seceretary to other officers etc.,
he will inform the gection offlcer accordingly who will ensure that the moyement of such files is
marked in the file movement register,

(8) The personal staff of officers of the rank of Deputy Seceretary/Jt. Directors and above
will maintain the movement of papers received by their officers in the respective personal section
diary (Appendix 20), Movement of any file handed over personajly to a higher officer or to the
Minister will similarly be noted by the personal staff. Papers/Files marked by them to other
departments, however, will be royted through the section concerned, for noting their movement in
the file movement register or section diary as appropriate,

(9) Inter-Seclional References— File and papers received in one Branch from other for
information, comment etc., will be registered in a separate Inter-Sectional Moyement Register
(Appendix 21) and not in the Section Diary. Such files will ordinarily be sent by the despat_éhing
Branch accompanied with a Peon Book in which the receiying Branch shall acknowledge receipt.

(10) Top' Secref, Secret and Conﬁdeﬁtipl files.—The movement of Top Secret, Secret and
Copifidentjal filesbetween thebranchesand offjcers isregulated inaccordance with the "Instructions”

regarding treatment and safeguarding of Top Secret, Secretand canfidential Information and papers

detajled in Appendix 22.

129 Filing systemunder desk pattern.—The proyisionsof paragraph (120 to128)will also
be applicable fo the desk pattern of functioning. Assistant/Stenographer attached |
In

| ] _a‘ggx;a‘éhéir attached to a desk
funclionary will assist him in maintaining  propef filing system and moyement of files.” ~




CHAPTER X
RECORDS MANAGEMENT

130. Activities involved in records management.—Record management concerns the
activities concerning secording, retention, retricval and weeding out. ‘

131. Stage of recording—Files sheuld be recorded after action on the issues considered
thereon hasbeen compleied. However, filesofa purely ephemeral nature containing papers of little
voference or research value may be destroyed after one year without being formally recorded.

132. TFrocedure for recording—(1) After action on the issue (s) considered on the file has
been completed, the dealing hand/ixitiating officer, in consultation with his supervisory ofricer,
should close and record the file in the manner prescribed below :—

(4) indicate the appropriate classification of record (vide para 133 below) and
specify the retention period and the year of destruction on the file cover;

(b) where necessary, revise the title of the file so that it describes adequately the
contents at that stage;

(¢} getthefile indexed unlessitis to be retained for less than 10 ycars from the dale
of closing; ‘

(d) extract from the file, copies of im.porlant decisions, documents, etc. as are
considered useful for future reference and add them to the standing guard file/
precedent book ;

) remove from the file, all superfluous papers such as reminders, acknowledge-
ments, rouline slips, working-sheets, rough drafts, surplus copies, etc. and
destroy them;

(f) compleicall relerences and, in particular, mark previous and later references on
the subject on the file cover;

9

) pass on the file to the clerk;

[-J

The clerk will —

(@) complete columns 4 and 5 of the file register and conccl the entry in column z
-where necessary; '

(b) enter the file number in column 2 of the register for watching progress of
recording (Appendix 23 ); '

(c) write the word 'recorded’ prominently in red ink, across the entries in the file
movement regisler;

(d) ndicate page numbers and other references (except references to alphabetical
slips} made in pencil inink;

(¢ indicate the year of review on the file cover in respect of class 'C' files;

i) prcpa'rc fresh covers, where necessary, wilh all theentries already made thercor
and

(g} hand over the file to the daftry.
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3. The daftry will repair the damaged papers, if any, stitch the file and, show it to the
Record clerk for making entries in the register for watching progress of recording (Appendix 23}
before keeping it in the bundle of recorded files.

'133. Classification of records.—Files may be recorded under any one of the follow-
ingclassesi—

(1) Class "A” meaning ‘keep and microfilm’ —This classification will be adopted for:—

{a) files which qualify for permanent preser'valion for administrative purpo:os
" (vide part'A’ of Appendix 24) and which have to be microfilmed because they
contain :—

(i) adocumentso precious thatitsoriginal must be preserved intact and access
to it in the original form must be restricted to the barest minimum; or

(i) material likely to be required for frequent reference by different partics.
(b) file of historical importance such as those listed in part 'B' of Appendix24.

/

(2) Class '8’ _meaning ‘keep bul do nol microfilnt —This class will cover files required for

permanent preservation foradministrative purposes, such as those listed inpart A’ of Appendix '24',

. but not containing material of the kind mentioned in (i} or (i) of sub-para (1) (a) above

(3) Class 'C’ meaning "Keep for specified period only’ —This class will include filesof secondary
importance and having reference value for a limited period not exceeding ‘10" years.

134. (1) Every file which is‘to be recorded will be stamped on the outer cover with the
words 'For/Not for Precedent Book' and the Section Officer while approving the classification of the
file for record and also the number of years for whicha'B'and 'C proceeding should be retained, will
indicate whether or nota note of the file should be kept in the Sectional Note Book by cutting out "For’
or 'Not for', as the case may be, and attest his action by putting his initials.

(ii) The Section Officer will also make sure that if any decision taken or order issued on the
file has a bearing on the Standing Guard File on the subject, the necessary amendmentstoits relevant
~ parts have already been, or will be made before recording.

{iii) A note to the effect that the file hasbeen recorded will also be made in the FileMovem‘ent
Register as the last entry.

135. Destruction of Ephemeral File.—Files which are of a purely ephemeral nature will
not be recorded but will be destroyed as soon as they are one year old.
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136. Preservation of records of Historfcal value.—Care should be taken to see that files
containing papers which are important or are likely to become important in future, however,
indirectly, as sources of information on any aspect of history whether political, military, social,
economic, etc., of which are, ormay in future prove to be, of biographical or antiquarian interestsare
not destroyed. Specific categories of records of this Ministry which may be treated as genuine source
of historical information, will be drawn up, in consullation with the National Archives. However,
files containing papersof the ollowing type, which havea definite historical value should invariably
be preserved:—

(i) Originals of despatches from and to the former Secretaries of State.

(i) Holographand autograph lettersand originalsof the notes of the former Vicercys

and Governors General, former Members of Viceroy's Executive council, the

President, the Prime Minister, the Ministers, the Commanders-in -Chicf and
other eminent personages on important matters.

Gil) Papers containing discussions of important principles and questions of policy.

(iv) Papers relating to legislatioﬁ enacted by the Centre.

137. Stage of indexing.—Files will be indexed at the time of their recording . Only those
file which are categorised as'A’and 'B' & those in the'C' category whichare to beretained for 10 years
(vide para 133) will be indexed. :

Index—ITts object—An index of the records of a Ministry providés a eans of tracing
previous papers on a particular subject. :

138. Constituents of anindex slip.—Anindex siipis ;;composed" of two parts, namely, (i)
Title and (ii) File Number. :

(i) Tiitle of a file—The subject giventofileis called its "tille". Tt should beas brief as possible
but should give ata glance sufficient indicalion of the contents of the file so as to serve as an aid to
its identification. The "titte" should be divided into (a)"Head" (b) “Sub-head" or "Sub-heads”, and{c)
"content”, in the following mannetr :—

(a) Head—The important word that is placed first in the title, by whiclits alphabetical
position in the index is determined and on which primarily depends the possibility of
finding the title in the index, is called the ‘head'. The 'head’ must be a word or words
that will naturally occur to anyone who wants the paper. It must not be too wide.

(b) Sub-Head.—The head’ will be followed by a 'sub-head" or 'sub-heads’ which should be

" moreindicative of the precise subject of the file than the 'head’. In selecting 'sub-heads’

the consideration to beborne in mind will be the same as in selecting the *head' viz., that

the word or words selected should be such as are likely to strike anyone in necd of the

paper contained in the file. Where it is necessary to have more than one sub-head in

. a title, the wider and more abstract should generally come before the narrower and
more concrete. :

(¢} Content.—Alter the ‘head' and 'sub-head’ will come the 'content’. This must be as brief
asis compatible with expressing clearly the exact subject of the file. If a content shows
ataglance, likea newspaper headline, the exact subject of the paper, jtisagood content.
A content worded in general termsis of little practical use, for, if it does not distinguish
a file from others relating to closely similar but not identical subjects, time may be

. wasted in taking out and examining several files before what is wanted is found.
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(ii) File Number—The 'title' on an index slip will be followed by a reference to the file
number. The procedure for allotting a number to a new file has been enumerated as under - —

All the subjects dealt with in a branch will be classified (list known as 'standard heads') and
each subject will be givgn a number, e.g., Allowance—travelling, No. 15, Accident, No. 16, Passages,
No. 34 and so on. This will be the main file number for the subject and whenever new files are opened
asub-number, i.e., serial number of the files opened in a particular year on that subject, will be given
after the main number. To distinguish the files of the various branches, a letter to denote the branch
and the year in which the file is opened should be prefixed to the main number. Thus the file number
of the first receipt on Passages in 1993 will be 93 G34/1, 65 indicates the year 93 G the General Braitch,
34 the main file number of the subject and 1 the first file opened on the subject in that year,

138 A. Standard "heads" and "sub-heads".—Consistency is essential in the selection of
both heads and sub-heads. For example, files dealing wlith questions of pay should be indexed
always under the head "Pay” and not sometimes under “Pay" and sometimes under "Salary" or
"Emoluments”. This can be secured by maintaining a list of standard heads and sub-heads for
recurring subjects and then adhering to them.

B. Wording and Articulation.—The whole title—THead', ‘Sub-head' and 'Content' should
consist mainly of substantives, adjectives, (where necessary) and participles. Minor parts of speech
should be excluded as far as possible to make a strict alphabetical arrangement practicable. The title
should be articulated, or broken up into members each consisting of as few words as possible, and
cach expressing an element in the subject matter. Each will begin with a capilal letter and separated
from the preceding one by a bold dash.

C. Examples of Titles.—{i) A few examples of 'titles’ are given below :—

Subject dealt with : ‘ . Titleprepared.

1. Question whether itis necessary under the U.P.S.C. (Consultation}
U.P.5.C. (Consultation} Regulations to consult  Regulations.—Tenure Posis
the UP.S.C. in proposals regarding extension ~ —Exitension of service in—
of service of officers holding tenure posts. Consultation necessary.

2. Question whether merit showid be regarded as  Selection Posts.—Promotions
the sole criterion in making promotions and confirmations—Merit sole
and confirmations in selection posts. criterion.

3. Enquiry whether it is necessary to ‘ Confidential Re'ports.—Adverse
communicate adverse remarks in the Renarks—Circumstances in which
confidential reports to persons concerned in communication necessary.

certain circumstances.

{f) Ineach of the above 'titles' the wordsin bold letters'are ‘heads’, those underlined are "sub-
heads' and the rest of the ‘title’ is 'content'. .

(3) Index slips will normally be typed on good quality paper. In the case of important files
requiring frequent and urgent reference, however, card indexs could also be prepared. Even here,
the duplicate set meant for incorporation in the departmental index will be typed on good quali
paper. Card indexes, where maintained, will be kept according to an alphabetical order of their
respective catch-words, in a single series for all the years. Each department willissue departmental
instructions specifying the classified files in respect of which card indexes will be maintained.

: (4) toensure consistency and to facilitate consolidation of departmental index, files relating
to parliamentary business will be indexed not only under the appropriate standard heads and sub-
hecads but also, under the nature of such business, e.g. Parliament questions, cut-motions,
resolutions, etc. . .

(2) Afterall the files relating to a year-have been recoded, the set of index slips in respect of
that year meant for use within the section (viz., that arranged in alphabetical order) will be neatly
. stiched and the stitched compilation kept at a convenient place for reference by all concefned.
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139. Preparation and custody of in
time of recordihg of files. Only those files wi

period of more than ten ycars.

_ (ii) While preparinga file for record the
and sub-heads'}inthe title under which the filesh

dex slips.—{i) Index slips will be prepared ounly at the
11 be indexed which are proposed to be retained for a

Assistant will underline the catch words (i.e. 'heads
ould beindexed, forthe approval of Section Officer.

, (iii) Afterthetitleand the catch words have been approved by the Section Officer, the index
clerk will type out, in duplicate, asmany index slips as there are 'heads’' and.'Sub-heads' in the title.

On the top of the slips the *head and sub-heads will be ty

d, one below the other, followed by the

' complete titleand number of the file. Hewill thenallotaslip toeach 'head’ and 'sub-head' (by scoring
out entries relating to the others) and arrange one set of slips in alphabetical order for use in the

Section and the other set in the sequence of file

numbers for the use of the compiler of annual index.

The index clerk will also write the word 'indexed’ on the file cover and initial it.

(iv) Index slips for Secret files will be maintained in the custody of the Section Officer.

139A. Two or more titles, when necessary.—If two aspects of a question are very much
interconnected and are dealt with in the same file, two OF more complete titles may be necessary €.8.
the creation of a postand the appointmentof a particular officer {0 it. Such cases would require two

independent index slips 62—

(1) - Railway Service Commission,:Calcutt

years.

a’Member.—Additional Podt—Sanctioned for two

(2) Coovvrnvnenn vrerceneneete Shrli A.B.——Member—-Railway Service Commission. Calcutta—

Appointed.

139B. Indexing of questions, bills,

resolutions, etc. in the Parliament—{i) In indexing

questions, bills, resolutions etc., in the Parliament, the following form of titles should be adopted to
facilitate consolidation for puposes of printing.—

"LOK SABHA

-

RAJYA SABHA

(i) Whena caserelatingtoa question,

Question/Resolution.....ocrenemere
L]

. / . . . -
resolution, etc., In the parliament resultsin theissue

of a general order, two independent index slips should be prepared in the mannct indicated in

paragraph 139A above i.., one under the 'head’

subject matter of the order.
139C. (i) Printing of annual index.

Ministry as a whole and printed up at the en
arrange the index slips of all the Sections inan

Lok Sabha/Rajya Sabha and the other under the

—An annual index will be compited for the Railway
d of each year. The compiler of the annual index will
alphabetical order in one series. Inediting the index

slips for printing, tho full 'title’ will appear only on the index slips bearing the "Head'. Tt will not be
necessary torepeatthe wholc title on the subsidiary index slips bearing the 'sub-heads'. Instead only

a cross reference will be made e.g.

' Main slip.
U.P.S.C. (Consultation) Regulations.—
Tenure Posts.——Extension of service in—
Consultation necessary. E66PO1-7.

Subsidiary
Tenure Posts.—See "U.P.S.C. (Consultation)
RegulatioL\s".——Ef)éPOl—?.
Extensionof Service—See "UP.S.C. (Consultation)
Regulations." E66PO1-7.

(ii) Indexslipsofsecret files/proceedings should beincorporated in the secretannual index,
to be printed seperately, and the resultant chpilation treated as classified documents.

(iii) Annual index for index for a particular year will normally contain index slips of files

opened during that year. Files which remain curre
not only in the annual index for the yearin w
the subsequent years during which they were

recorded.

hich
current, ending with the year in which they arc

ntformore than2 years, however, willbe included
they are opened, but also in the indices of each of
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- 140. DPrecedent Book.——Every section will maintain a dprcccdcnt book in the prescribed
form (Appendix 25) for keeping note of impottant rulings and decisionshavinga precedent value
for ready reference. Entries, in this regard will be made at the carlicst opportunity and, in any casc,
at the stage of recording the file. : o :

140A. Preparingafile for record.—Recording of cases will be done inthe Record Branch.
After a file has been marked for record it should be arranged properly for recording. This would
involve the following action.— '
(i) Amendment or revision of the title of the file, where necessary, to ensure that it
' describes adequately its contents at that stage and underlining of the words under
which the title should be indexcd. ‘

(i) Completing references, that is, removing alphabetical slips and giving permanent

. identification marks o the references quoted in notes and correspondence (where this

has notalready been done)and marking numbers of previous proceedingsor later files
on the subject on the cover ot top sheet of the file.

(iii) Preparing a fresh cover for the file with the revised title and details of previous and
later roferences, etc., where necessary. C -

(iv) Noting in the File Movement Register (he date of recording, classification and in case
of "C" files the year of destruction.

(v} Removing fromthe file routine notes and papers which may nothave been weeded out
_ already. '

Jtems (i) and (ii) above will be completed by the dealing Assistant or Clerk himself. Thefile

will then be passed on to the Diarist who will attend to the remaining items of work. He will also
* mark on the cover or top sheet, the classification of the file asapproved by thegeatlon Officer. Inthe
case of files classified B and 'C' the year in which they will be due for destruction, should also be
written on the cover of top-sheet thus PDESHOY Muuerrarrrrssansrereees ,..." The Diarist will then
submitthe fileto the Section Officer, who will initial theouter cover, below the 'classification‘ intoken
of his approval. The file will thereafter be made over 10 the Record Branch. .

140B. Editingand Printing of files recorded under Class"A",—Files classified "A" willbe
edited for printing by the dealing Assistantin accordance with the detailgd instructions given in
Appendix1Ifto the Rules for Printingand Binding. Thedealing Assistantor Clerkshould go through
the notes carefully and omit those portions whichare not of permanent value. Notes which merely

reproduce correspondence should invariably be omitted.and summaries of correspondence should
invariably beomitted and summaries of correspondence of other printed papers shiduld be printed
only when the léngthof such correspondence and theimportance of thecaserender itlikely that those
surnmaries will be useful later. : '
(i) Notes which are clearly wrong or irrelevant or which have not been accepted by the
Oificer passing final orders should either be excised altogether of curtailed.
(ii) The dealing Assistant ot Clerk should also go through the correspondence carefully
and indicate for the recorder's guidance— :

(a} the papers which are to form the record.

(b). the papers to be included in the recorded but not printed in the Proceedings-

(Deposit papers Of Appendix to the original).
Giii} Lettersof aroutine charactersuchasreminders, acknowledgements, etc., should becut
out. Where sorne mention of them in unavoidﬂble, they should be replaced by short

phrases such as :—
$. No. 26—acknowledged receipt of S. Ne. 25.
5. No. 27—reminder to E. Rly.
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(iv) TheSection Officer will check whether the editing has been done properly beforea file

is sent to the press. The number of copies tobe printed should be determined in each

case according to the requirements of the Ministry itself and of other Ministries or
Offices who may need copies. -

141. Record Retention Schedule—~(1) To ensure that files are neither prematurely
destroyed, nor kept for periods longer than necessary, every deparment will—

(a) in respect of records connected with accounts, observe the instructions
contained in [Appendix to the General Financial Rules;]

(b) in respect of records, relating of establishment, personncl and house keeping,
matters common to all departments, tollow the 'schedule of periods of retention
for Tecords common to all de artments' issued by the Department  of

Administrative Reforms and Public Grievances;

(¢) in respect of records prescribed in this Manual, observe the retention periods
specified in Appendix 26 ;and

(d) in respectofrccords,connccted withits substantive functions,issuea departmental
retention schedule prescribing the periods for which files dealing wit sﬁecified ‘

subiccts should be preserved in consultation with the National Archives of
“Indha. :

(2) The above schedules should be reviewed at least once in 5 years.

142. Custody of Records.-~The Record Room will be in charge of the Section Officer,
Record Branch, under the dircct supervision of the Under Secretary (O&M). He will be assisted
by Record Sorters and Daftrics. :

143. The Section Officer, Records Branch, will be responsible for seeing that.—
(1) the records are properly dusted and kept tidy;

(2) that the proceedings arc arranged according to months and branches and that
soiled or torn labels and covers are replaced by fresh ones;

(3) that no unauthrised person and particularly that no person not belonging to the
office is allowed to enter the Record Room or have access to therecords, and that
“the rooms are sccurely locked when the office closes;

7
(4) that requisitions for papers are complied with immediately;

(5) thatchange slips are immediately placed in the appropriate pundile of Proceed-
ings returned by branches; :

(6) the Procecdings are restored to their proper place without delay; and

(7) aregister is maintained in which proceedings marked for review in a particular
year will be entered in the portion of the register earmarked for that year so that
those could be taken out for review in the appropriate year by reference to the
Register.

144. Custody of confidential and secret recorded proceedings.—Confidcntial and secret
proceedings will be arranged and stacked in a locked cupboard in the Record Room, the keys of
tehich will remain in the custody of the Section Officer, Record Branch. '

145. Central Secretariat Record Room (National Archives).—Proccedings other than
those marked 'secret’ or ‘topsecret’ surviving the third review undertaken on their attaining the 25th
vear of life, will be retired to the National Archives repository. Proccedings transferred to the
National Archives will be accompanied by the listof files in duplicate, one cop, of which will be
retained by the National Archives and the other duly signed, in token of receipt, returned to the
Rocord Branch for record.  Secret and top secret procecdings will remain in the custody of the
Record Branch until they have been down-graded to the configenlial or non-confidential category.
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146. Review and weeding of records—(i) No. 'B' category procedings, which are to be
preserved for 10 years or more, will be weeded out without first reviewing their contents.

(i) 'B' Category proceedings whichare tobe preserved for10§(ears ormore will bereviewed
at the end of the 10th and 25th year of their life. The last review will be made in association with
the representatives of the National Archives.

(iii) 'A’ and 'B (keep)' category proceedings will also be reviewed every 25 years after their
retirement to the National Archives. The additional number of printed copies of 'A’ category
proceedingsretained in the Ministry will alsobereviewed at the time of theoriginal records toensure
that only the minimum number of printed coples of proceedings is maintained.

147. (i) InJanuary each year, the Record Branch will send to the Branches concerned a list
containing details of the proceedingsripe forreview in that year together witha listof filesin the form
at Appendix 23(A), which should be scrutinised by the $.0's concerned with the record references
already available with them. TheS.0's concerned should return the lists with necessary remarks to
the Record Branch within a period of 15 days, failing which it will be presumed that the proceedings
are not required to be retained and necessary action will be taken by the Record Branch for their
destruction. ‘

(ii) The National Archives will send to the Record Branch each year proceedings ripe for
review during thatycar. Onreceiptof these proceedings, the Record Branch will distribute themto
the Branches concerned for scrutiny and return. :

(i) Proceedings which can be destroyed will be marked in the List of Files (Appendix 27)
and sent separately to the Record Branch for destruction. Before destroying such proceedings, the
5.0. of Record Branch will also complete column 4 of the list of fites (Appendix 27).

(iv) Records not falling within the category of ‘files’ should also be subjected to periodic
reviews and those no longer needed weeded out. C

(v) The period prescribed for review or retention of a file or record should count from the
year of its closing and not from the year of its commencement.

' 148. Preservation of records and registers maintained in a Branch.—The following
registers should normally be destroyed after the periods mentioned against each under the orders
of the Section Officer— :

. No. Description of the register/ Period for which
' record / periodical etc. . to be preserved (to be
: teckoned after the
close of the year
to which the record
relates) -
i Receipt register ‘ - 1 years
2. Invoice 1 year
3. Section Diary 3 years
4. Monthly Summary for the Cabinet 3yecars
5. Monthly note for Indian Missions abroad 3 years
b. lssue Section Diary ‘ 1 year
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Work sheet for typlsts 1 year
Despatch Register for Postal Dak 5 years
. Peon Book . year
10. Postage Stamps (Accounts Register) , 5 years
11. File Movement Reglster 1 years
12. Movement Diary for Stenographers, P. Asand 1 year
Private Secrelaries.
13. Sectional Note Book/Precedent Book { Permanent
14,  List of files sent to Central Record Room/National Archives, 1 year for Section and
25 years for Record Branch.
15. Woeekly Arrear Statement . 1 year
16, Call book 1 year
17. Suspense and Reminder Diary : 1yeat

The standing list and
current register should be
maintaind, old ories being

18. List of periodical reports and returns, both incoming and outgoing

destroyed asand when they
beconte obsolete.

19. Register of Assurances given in Parliament 3 years

20. List of Files . - Permanent

| 1 year after all references
enlered in the reglster have
been retwrned to the orlgi-

. naling branches.

1 year after all the Primary
receipts entered in the Di-
ary have been finatly dls-
. posed of.
23, Index Slips \ " o 5 years or till printed
' departmental index be-
comes available, which-
! ever islatter

21. Reglster of Inter-Sectional Movement

- 22, Assistant’s Diary

24.  Register for keeping a watch on communications received from MPs. ~ lyear

149. BeforeaFileMovementRegisterisactually destroyed alistof files for the year to which

the Register relates will be prepared in the form given in Appendix 28 and maintained in the branch -

for future reference .

150. Maintenance and Destruction of Spare Copies.—Each section wilt keep inseparate.
bundles spare copies of important communications issued by it. A register indicating the number
and dates of the communication in respect of which spate copies have been kept, will also be
maintained in each Section. These bundles should be examined every year and all spare copies
which are not likely to be required any longer, should be destroyed under the orders of the Section
Officer. Any papers which are siill of use should be marked for retention till the next annual

examination,

151. Records maintained by officers and their personal staff.—Each directorate may
issue departmental instructions to regulate the review and weeding out of records maintained by

officers and their personal staff.

152. Requisitioning ofrecord—1) Norecorded file willbe issued from the departmental
or Archival recordsexceptagainstasigned requisition in form O&M 65in the case of Archivalrecords
“and in the form at Appendix 28 in the case of other records.
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(2) Requisitions for files belonging to other departments and in the custody of the National
Archives will be got endorsed by the department concerned before they are sent to the Archives.
Ifthe requisitioned filehappensto be of a confidential one, the Archives will not supply the file direct
to the réquisitioning department but route it through the department to which it belongs.

(3) The requisition will be kept in the place of the file issued.

(4) T the requisitioned file is one that has been microfilmed or printed, normally a micro-
filmed or printed copy and not the original will be issued to the requisitioning department,

(5) If a requisitioned file initially obtained for being put up in one case is subsequently put
up on.another, a fresh requisition should be sent to the departmental record room or the National
Archives, as the case may be, for replacing the original requisition which will be returned to the par ty
coiicerned. Inthe casgof records obtained from the National Archives, thefresh requiisition slip will
be prominently marked 'change slip", ‘

(6) On return, the requisitioned file will be restored to its place and the requisitior) returned
to the section/official concerned.

(7) Files obtained by a section from the departmental record room will notmally be
returned within3months. If they are not received back within this period, the departmental record
“foom will remind the section concerned. For this purpose, the record room will mainjain a simple
register for keeping a record of the files issued to the various sectionseach month. A similar register
will be maintained by each section asa record of files borrowed from it by other Sections.

(8) Files obtained by a directorate from the National Archives will not normally be retained
for more than 6 months except with the latter's specific knowledge and congent.
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CHAPTER XI

'SECURITY OF OFFICIAL INFORMATION AND DOCUMENTS

153. Unauthorisedcommunicationofofﬂcialinformation.—-Unlessauthorisedb_ygeneral

© - orspecific orders, no official will communicate to another official or a non-official, any information

or document which has come into his possession in the course of his official duties.

154, Treatment of classified papers.— The provisions contained in this manual apply
prima_rily to unclassified papers. In handling ¢l ified papers, the official concerned will have to
exercise special care and follow the provisiohs as contained in the pamphlet 'Standing Security
Instructions' being maintained by Security Directorate. According to these instructions, classified
papers (other than confidential) are expected to be handled either by officers themselves or by

reliable Class. III staff in the sections. Itis essential that :—

(1) - a separate set of registers and other records (e.g. dak register, section diary, file
register, file movement register, precedentbook, index slips, various arrears and
disposal statements ) is maintained for such papers by section officer himself ;
and

(2) therecording of such files and their review isalso undertaken by him personally.

155. Confidential character of notes.—(1) The notes portion of a file referred by a

department toanother will be treated as confidential and will notbereferred toany authority outside .
the Secretariat and attached offices without the general or specific consent of the department to
which the file belongs. '

(2) Where the general consent thas been obtained under sub-para (1) above, such consent
will not be construed to apply to classified files or to files in which the officer to whom the file is
proposed to be referred or shown, is personally affected or in which his official conduct is under
consideration.

156." Communication of information to the press—(1) Official information to the press
and other news media, i.¢. radio and television, will pormally be communicated through the Press -
Information Bureau.. ‘

(2) Only Ministers, Board Members and other officers specially authorised in this behalf
may give information or be accessible to the representatives of the press. Any other official, if
approached by a representative of the press, will direct him, to the Diréctor Public Relation.

(3) Whenever itis proposed to release an official information to the pfess, ortohold a press
conference oF press briefing, or 1o give publicity to an official report, resolution or any other
publication, the Director, Public Relations will be consulted inadvance.

(4) Detailed procedure in respect of matters mentioned in this para, as laid down by the
Ministry, of Information and Broadcasting, should be followed.
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157. Use or restrictive clagsification for printed reports etc.—(1) The restrictive
classification 'For official use only' will not be assigned to any printed report, pamphlet or
compilation unles it contains information which it would not be desirable in the public interest to
disclose. In doubtful cases, the test that may be usefully applied is whethér the publication, whose
circulation it is proposed to restrict to officlal use only, is such that the Minister would be fustifled -
in refusing to lay it befote the Parliament, Co ' -

(2) No official‘publiéatiox\ Wil be marked “For officlal use only" except with the pilor
approval of an officer not below the rank of Deputy Sécretary/Joint Director, who will obtain the
. orders of the Executive Director, Member or the Minister in doubtful cases.




CHAPTER XII

CHECKS ON DELAYS

;

158. Weekly Arrear Statement.—(1) The Weekly Arrear Statement is intended to give a
statistical picture of the number of receipts and cases received and dealt with by each Assistant
during a week, together with a detailed analysis to the number left over with him. This enables the
Section Officer, Branch Officer or higher officer concerned to keep a watch on the progress of work
of each Assistant and to take suitable steps to expedite action on delayed cases:On the last working
day of every week, each dealing hand will :i—

(a) preparca weekly arrear statement in the form at Appendix'29.

(b) give particulars of receiptgl cases pending with him for triore than 7 days in the
form at Appendix 29; and

(¢) send the two statements to the diarist.

(2) The Section Officer will also prepare similar statement in respect of receipts./ cases
required to be dealt with by*him and pass them on to the diarist.

(3) The diarist will consolidate the individual weekly arrear statements in the form at
Appendix 29A and submit the consolidated statement together with the individual statements
mentioned in (a) and (b) of sub-para 1above to thesectionofficer on the morningof thefirstworking
day of the following week. The individual statements of each dealing hand will be kept ina separate

folder.

{4) The Section officer will :—

(a) check the individual and consolidated arrear statements for. their completeness
and accuracy; ' .

(b) scrutinise the statements of receipts/cases which are more than one week old;
© give his remarks or instructions, where necessary; and -
(d) submit the statements to the branch officer;

(5) The branch officer will watch the progress of workin the section and, where necessary,
- give suitable directions for expeditious handling of delayed receipts/cases.

(6) Onreceiptbackinthe section, the folder containing fndividual arrear statements will be '
made over to the dealing hands concerned for taking necessary action on the remarks, if any, of the
section officer/branch officer and using the form for preparing the arrear statement for the next

week.
159. Monthly Statement of cases pending disposal forovera ﬁmnth.—-—(ﬁ Every section

will prepare, each month a statement indicating briefly the position of each case pending disposal
forover a month.

(2) On the last working day of each mionth, the diarist will i—

(a) go through the case sheets (Appendix 30) of pénding cases for the preceding
"’ month and indicate the latest position of each case included therein column 2of

the statement;

(b) prepare fresh case sheets for cases opened during the preceding_ month but not
yet finally disposed of by completing columns 1 & 2 of the form.and top fixed
entries;and ‘ Cold

(¢) hand over the case sheets to the dealing hands concerned.
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(3) The dealing hand will:—
he first two col

(a) scrutinise entriesint ainns of the case sheets;
across case sheets of cases that have been finally disposed of or

(b) drawared line
) transferred to call book (para 160 and appendix 3;
mn 3 of other case sheets ; and

atto

(c) complete colu
d of the month following th

(d) return the case sheets to the diarist by the 2n
which the statement relates.
(4) The diarist will: _

(a) remove the case sheets of files that have been finally disposed of or transferred
to call book vide para 160 for being keptina separate folder;

(b) arrangethe remaining case sheetsin chronglogical order to the dates of thecom-
mencement of case the latest being on tOp- ' :

'Monthly statement of cases pending

(c} place the case sheets ina file COVer marked’

disposal for over a month”.

pare in duplicatea numerical

@ pre
(e) submit the Monthly statement and
section officer by the 3rd of the month.

abstract in the format Appendix 32;and

two copies of the pumerical abstract t0 the

(5) The section officer will :
marks;

(a) serutinise the case sheets and,

(b) check the numerical abstract for accuracy;
ment and one copy of the numerigal abstract, witha

(¢) submit the monthly state ‘
brief forwarding note, to the branch officer by the 5th of the month; and
the second copy of the numerical abstract to the O&M section.

where necessary; add histe

(d) send
will gouptothe Executive

er with the numerical abstract
cers. Each of these officers may :
ike to make about the latest position ofacaseand
t of cases pending with him; and

stions for expeditious disposal.

(6) The monthly statement togeth
Directors concerned through all intermediate offi

(a) addsuch remerksashe would!
reasons for delay, partiqularly in'tespec

(b) in suitable cases, give directions or make sSugge
o influded in the monthly

med may bring any cas
subinission of the monthly

(7) The Executive Directors conge
either through

he specific notice of Board or Ministers,

statement to t
statement itself or otherwise, as deemed fit.

-(8) The O&M section will :

~ (a) post the figuresinthe numerical abstract, in the format Ap
the abstract t0 the section concermned;
the consolidated statement for the Ministry asa whole by
y in the form at Appendix 33;

and

pendix 33 and retum

(b} prepare {otalling the
cotlumns verticall

(¢) analyse the wend of disposdl of cases;

(d)- bring to the notlce of the Joint Secretary an

Railway Board any significant trends.
' 62

d the Secretary and/or Chairman,
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160. Call Book.—(1) Ifa cutrent case has reached a stage when no action can or need be
taken to expedite its disposal for at least 6 months (e.g. cases held up in law courts) it may be
transferred to the Call Book (Appendix 31) with the approval of an officer not below the rank of
Under Secretary/Deputy Director. '

{2) Closed cases in which a review is contemplated after a period of 6 months or more may
also be included in the Call Book. - :

(3) Cases transferred to call book vide sub-para (1) above, will be excluded from the
monthly statement of pending cases mentioned in para 159 till they are re-opened vide sub-para (4)
below. : : .

(4) When a case included in the call book becomes ripe for action or if action has to be
restarted asa sequel to an unexpected development, e.g. receiptof a communication from the party
concerned earlier than expected, it will be reviewed and its progress watched in the usual way
through the monthly statement of pending cases. The date of commencement of such re-opened
cases, however, will be the date of occurrence of the developmentor that of the first note leading to
the re-opening of the case.

(5) The Section Officer will scrutinise the call book inthelast week of every month to see that
the cases which become ripe for further action during the following month are brought forward and
action initiated on due dates. '

The call book will be submitted to the branch officer once a quarter, i.e., during the months
of January, April, July and October. He wili satisfy himself that no case on which actioncould have
been taken suffers by itsinclusion in the call book and, in suitable cases, give directions for theactioi
to be taken. : .

~ 161. Quarterly Progress Reports of recording and review of files.—(1) On the first
working day of each Quarter} the record clerk of every section will prepare, in duplicate, progress
reports on the recording and review of files for the preceding mopth, in the forms at Appendiges 34
and 35 and submit them, together with the following records, to the section officer;

(a) register for watching the progress of recording (Appendix 23 & 34); and-
(b) lists of files received for review (Appendix 23A & 35).

(2) The Section Officer will check the two statements, submit one copy of the report to the
Branch officer and send the other to the O & M unit. :

(3) The Q.& M section will :

(a) post the figures in the forms at Appendices 36 and 37 and return the reports to
the section concerned; .

(b) prepare the consolidated statement for the Ministry as a whole by veriicall.y
totalling the columns in the form at Appendices 36 and 37; -

() watch the progress of recording and review work generally; and

(d) bring to the notice of the O&M officer and the Secretary, any significant trends
in the matter. .
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162. - Suspense and Reminder Diary.—-—Every Assistant will maintain a Suspense and
Reminder Diary in which he will enter datewise :—

(i) allcases placed jn suspense and or those which havebeen marked for resubmis-
sionona particular date;

(ii) caseson which reminders aré to be issued on speciﬁed dates; and

(jil} cases which havebeen referred un-officially to other Ministries and thereturn of
which is awaited. ' ,

163, Every Assistant will examine the Suspense and Reminder Diary every morning. Fe
will get through the Diarist thefiles (orcopiesof challansinrespect of filesreferred to other Ministries
cte.) marked for that date. The diarist will hand themover 0 the Assistant concerned for necessary
action after marking their movement in the File Movement Register. If 2 file is not available, the
Assistant will consider whether he can send outa reminder or take any other action without the file
or mark the file to be brought forwardona subsequent date- The entrles in the diary willbe scored

off by the Assistant simultaneousty-

164. R‘esponsibility of Section and BtanchOEEicers.——The primary respons'\bility for the
expeditious disposal of work and the timely submission of arrear or disposal statements etc., rests
with the Section Officer. The Branch Officer should keep 2 watch to see that the statements are
submitted punctually and regularly No paper OF ¢as€ will be kept pending action in a Section
beyond 10 days without the knowledge and permission of the Branch Qificer.

165. - The Section Officer shall regularly {nspect say once & week the racks and tables of
Assistants and Clerks and satisfy himself that no paper or file has been overlooked.

166. In additionto the above, the Section Officer should examineoncea week, all files and
current papers with every Assistant and Clerks. This will act as 2 preventive against possible
carelessness and will ensure that no papers lie under blotting pads of in drawers; OF kepton tables
and shelves unnecessarily. Fe shouldbe especially par ticular inthe examination when any member
of the staff is about to proceed on Jeave or quit the service. When any files, papers oF books that do
notconcern theperson arediscovered, they should pereturned immediately tothe pranchor person

_ concerned withan appropriate rematk in writing:

167. In the first week of each quarter Section Officer must depute 2 reliable clerk of the
Branch, who hasa normal apt'ltude for neatness and orderliness, to go through all papers, etc, in
almirahsand thependingshelves,andto sortoutforreturit tothepaper roomor appropriatepersons
or branches, of for sale of destruction of such papers ot books etc. as are not needed in the branch.
A report that this has been done must be submi tted to the Branch Officer.

168. Standing Guard File.—a) A Standing Guard File willbe prepared for each suitable
‘type subject’ dealt with in a Section. 1t will consist of three parts, ViZ- )

(i) arunning summary of the principles and policy relating to the subject. The
numbers and dates of decisions Of orders referred 10 in the summary will be

quoted in margin against each such reference;
iy full copies of the decisions OF orders referred t0 placed in chronological order ;

(iti) model forms t0 be used in the issue of orders, notifications gte.

(b) Wheneverany new decisionis takenon thesubject it will be suitably incorporated In the
relevant parts of the Standing Guard File. .

64




169. TimeLimits for Disposal of References Receivedinthe Board's Office.—Inthecase
of letters whicharereceivedby the Railway Board fromRailway Administrations, the following time
limits should be observed for their disposal i—

(1) Ordinary references i—

(i) Tn case a reference {0 another branch 10 days from the date of receipt of
is not necessary. communication in the Branch.
(il) In case a reference is to be made to 17 days from the date of receipt of
another branch. _ cog\munication in the Branch.
(ili) Incasea reference is to be made to _ " 10days+7 daysfor each branch from the
" more than one Branch. date of receipt of communication in the
C Branch. :
(iv) In case areference is to be made to 10 days as against (i) aboveand 15 days
other Ministries. extra timetobe allowed foreachMinistry -

to furnish jinformation or remarks.

(2) Incaseof letters which require policy decisions, a perlod uptoé0days should ordinarily
suffice. Cases whichare referred by other Branches to the Finance Branch, should not ordinarily be
detained in the Finance Branch for more than 7 days.

170. Watch on disposal offcommunications received from Members of Parliament.—
(1) ‘The personal staffof each ]ointSecretary/ Executive Director will maintaina separate register of
communications received fromMembers of Parliament in the form givenin Appendix38. The serial
number atwhicha letterisentered inthis register willbe prominently marked on thatletter together
with its date of registration, ¢. 8-,

112515 (P)/ MP'

20-3-93

(2) Tokeepa special watchon speedy dispos.al of communications received from Members
of Parliament, each section will i— ' :

(a) maintaina register asin form at Appendix 3%; and

(b) markout prominently those communicationsﬁ_rially disposed of by roundingoff
“the serlal numbers of the register inred ink. -

(3) If for any reason an MP's letter is received by a section without being registered in the
personal section of the Joint Secretary/Executive Director, immediate steps will be taken to get it
registered there. :

(4) On the 1stand 15th day of each month, each section will submit the register alongwith
the report in the form at Appendix 40 to the Deputy Director /Joint Director. Particulars of
communications pending for more than a fortnight will be glven in the form at Appendix 41. The
report, with the remarksof Deputy Director/ ]ointDirector,wlllbe submitted tothe ]ointSecretary/
Executive Director and register will be returned to the section. '

(5) Thepersonal sectionof the]ointSecretary/ Executive Director will check whether allthe .
communications entered in its register figurein the reports sentby the sections. If any discrepancy
is found, it should be reconciled. Thereafter the report will be submitted to the Jt. Secretary/Exec.

Director for scrutiny and for such other action as he may consider appropriate.
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Time limits for Disposal of references addressed to Ministers.—The time limits shallbeas

under :— A
Category . Target time for submission 0
‘ Ministers
(i) Papers marked “Most Immediate” . 2 weeksfrom the date of receipt.
(i) Papers marked "Tmmediate” ... .. 3weecksf rom the date of receipt.
(jii) Other references . Ina month or SO.

Inrespect of references marked 'Most Immediate’ and ‘Tmmediate' as detailed above where
. remarks have tobe called for from the Railways, use should invariably be madeof the telephone and
the teleprinter services for expediting their reports. ‘

(b) The same time limits should be applied to letters which are received directly by the
Railway Board from Members of Parliament; State Governments, State Legislatures, important
public bodies, etc. :

(& Inthecaseofareference containingnumber of points concerning different Directorates
the co-ordination of replies will be undertaken by the Chasing Section. Immediately on receipt of
such a reference tht Chasing Section will ensure thata copy of the letter is sent out to the Railway/
Railwaysconcerned fora report except in cases where the points raised are such that information is
likely tobe availablein the Board's officeitself.Simultaneously,copiesof thelettershould alsobesent
tothe Directorate concerned by Chasing Section for examination whether areply could be senteven
without waiting for the Railway's comments. The Chasing Section will ensure that the Railways
reportsare received withinthe target datelaid down, by issue of reminders promptly at appropriate
Jevels. On receipt of the report from the Railways, the Chasing Gection will refer the case to the
Directorates concerned in the form of a statement indicating the points raised in the Jetter and the
comments of the Railway/ Railways concerned. The Directorates concerned will arrange to vet the,
comments, indicating at the same time a suitable draft reply for the Minister's approval and return

the statement to the Chasing Branch. |

(6). Allletterswhichare issued to Railways calling for their remarkson the letters addressed
to Ministers on the targeted dates by which the reply is required to be sent by Railways depending
~ on the category, as detailed in para above, should be superscribed on the body of the Board's letlers,
on the draft as well as on the fair copy at the top centre of the first page as follows :—

. FOR IMMEDIATE ATTENTION
REFERENCE RECEIVED BY
MR/MOS (R)

»TQO BEREPLIED TO 13 (R

7. A close walchshould be kepttogeta reply from them within the prescribed time limits
~ and if there is any delay D.O. letters or Wireless message should be addressed to the officers
concerned on Railways asking them to expedite their reports. Ifniecessary, use should also be made
of the telephoneand the teleprinter services inexpediting such replies. Wherea Railway failstosend
a reply within a target date they should be asked to furnish reasons for delays.

8. Repliesto communications addressed to the Ministers by the Members of Parliament
will normally be issued over the signature of the Minister concerned and those addressed to the
Board by the Board Member concerned. Incases, where the original communications have not been
addressed by the Members of Parliament to the Board, the draft replies should invariably be shown
to the Member/ Adviser concerned and issued over the signatures of an officer not below the rank
of an Executive Director. '
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171. Register of Parliamentary Assurances.—(1) Bach section will keep a record in the
format Appendix42of assurances givenby Ministerto either House of Parliament, whetherin replies
to quesh‘oné orin the course of discussions onbills, resolutions and other molions. A separateregister
will be maintained for each House and entries therein will be made session-wise.

(2) The seclion officer will :—
(a)- scrutinize theregisteroncea week;
(b) ensure that necessary follow-up action isin fact being taken; and

(¢) submit the register to the Under Secretary/Dy. Director and Deputy Secretary,
Joint Director/Director or Executive Director, every fortnight if the House
concerned is in session and once a month otherwise, drawing their special
attention toassurances whichare not likely tobe implemented withina period of
three months.

{3) The Depuky Secretary/]Jt. Directors/Executive Directors will keep the higher officers
and Ministers informed of the progress made in the implementation of promises and undertakings
given by themin Parliament. Cases in which there is likely to be any delay in the implementation of
a promise or an undertaking should be particularly brought to their notice.

172. Check-list of periodical reports.—(1) To ensure timely receipt, preparation and
despatch of periodical reports, each section will maintain two check-lists, one for incoming reports -
and the other for outgoing reports in the forms at Appendixes 43 and 44. All periodical reports will
pbelistgd incolumn2of the appropriate check-listin theorder of their frequency, weekly reportsbeing
entered first, fortnightly reports next, and so on. '

(2) The check-lists will be prepared at the commencement of each year; approved by the
section officer, shown to the Branch officer and displayed prornin'ently on the wall.

(3) The section officer will go through the check-lists once a week to plan action on items
requiring attention during the next week or so. After a periodical report has been received or
despatched the relevantentry in the date column of theappropriate check-list willbe rounded offin
. red ink. : :

173. Responsibility for expeditious disposal of work.—(1) The Primary responsibility
for expeditious disposal of work and timely submisslon of arrea¥ and disposal statements rests with
the Section Officer. To this end, he will inspect the section diary and the assistant's diaries, and take
such other action as may be necessary to ensure; -

(a) that no paper or file has been overlooked; and

{b) thatnoreceiptorcase actually pending with the dealing hand has been excluded
from the relevant arrear statement.

(2) The branch officer also will keep a close watch on the progress of work in the sections
under his control. In particular, he will ensure that the prescribed arrear and disposal statementsare
submittéd punctually and regu larly. S
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174. Checks on delays under desk officer system.—The provisions of paragraphs 158 to
173 will also govern the desk pattern of functioning,

175.  Review of periodical reports/returns.—(1) An annual review of periodical reports
and returns relating to each section will be conducted at the level of Executive Direclor or above with
the following objectives .

- to climinate those that are unnecessary;

— toredesign those that do not provide information/data in usable form;

— to rationalise/simplify the essential ones by combining two or more of them
where possible; and '

— 1o revise the frequency in relation to the need with due regard to constraint of
time required for collection of information/data from field levels.

(2) The annual review will be completed by the 30th September each year.

(3) The results of the review will be reported by the sections to the O&M Unit by the 7th of
October. v

(4) The O&M Unit will consolidate the reports received from the various sections and send
areport covering the Ministry as a whole, to the Department of Administrative Reforms and Public
Grievances by the 15th of October.

176. Chasing Sectlon.—The duties of this Section which is attached to the Secretary, are
to make notesand keep track of cases/ receipts the disposal of which require to be specially watched.
Such cases/receipls will fall under the following categories:—

(i) Allfiles on which the Ministers have asked for any information to be obtained or
have passed any orders.

(i) Inward letters on which the Ministers have indicated their desire that special
action should be taken. ' , ;

(iii} Cases/receipts which the Board may desire to be specially watched.

(iv) Anyfolher cases/receipts which may be indicated as requiring special attention.

177. . The Chasing Section will keep a note of all such letters and files in their register. The
- following procedure will be adopted for dealing with inter-disciplinary references:—

(a) Directorate which is concerned with maximum number of items in a reference
will co-ordinate such a reference with other Directorate(s) and put up a consoli-
dated reply covering all the points raised therein directly to MR/MOS (R).

(b) In case, equal number of items concern more than one Directorate, the Chasing
Section will then co-ordinate information and put up a consolidated reply
covering all the points raised in the reference, lo MR/MOS (R).

(¢) The timeschedule prescribed for disposal of CA-iii references i.e., 7 days, where
noinformationisrequired from the Railwaysand within 21 days, where informa-
tion is required from the Railways, should be strictly adhered to.

{d} Incases, where, targetdatehas been mentioned by MR /MOS(R) the same should
be complied with without fail.
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CHAPTER XIII
INSPECTIONS

178. Purpose and periodicity.—Each section in the Ministry o.f Railways will beinspected
oncea year to see to whatextent the provisions of this manual and the instructionsissued thereunder
are being followed. Questionnaires at Appendices 45 will be used for this purpose,

The Record Room in this Ministry will be inspected in assoclation with the National
Archives of India once a year.

.179. Inspecting authorlties.—As far as possible, the inspection will be conducted by an
officer of or above the rank of Under Secretary/Dy. Director who does not handle any part of the
section/desk's work. )

180. Inspection programme.—The O&M Section will draw up inadvance, evéry year, for
the approval of the Secretary, a programme of inspections of sechons/ desks to be undertaken
indicating the names of the inspecting officers. :

181. Inspection report.—(1} The inspecting officer will present his report to the branch
officer endorsing a copy each to the Section ofﬂcer/Desk functionary concerned and the

O&M section.

(2) The Section officer/Desk functionary will take necessary action to rectify the defects
pointed outin the inspection report and submit a compliance report to the branch officer within 15
days endorsing a copy to the O&M section.

(3) In appropriate cases, the O&M section will arrange to submit the inspection reports to
the Executive Director/ Director/]Jt. Director concerned. :

(4) The O&M section will report the significant points, ifany, emerging from the inspection
reports to the Jt. Secretary and Secretary. Inaddition, the O&M section will bring to the notice of the
Department of Administrative Reforms, if need be :

(a) deficiencies noticéd in the existing procedures;

(b) suggestionsreceived forimprovement of procedurescommontoall departments
together with comments thereon; and

(¢) any other points of general application emerging from the inspections.

182, Supplementary inspections.—(1) Apart from the annual general inspection vide
para 178 Executive Directors/ Directors concerned may prescribe supplementary inspections forall
orany of the sections under them with special reference to the nature of their work.

(2) Surpriseinspectionsmaybeorganised inaccordance withsuch m_struchons astheBoard
. may lay down.

183. Periodicinspections by supervi&iry officers.—The inspections as provided in paras
178 to 182 should be supplemented by periodic inspections by the Branch Officer, Jt. Director/
Director/Exec. Director who is responsible for the effective functioning of the sections/desks in
hischarge. ' -
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'CHAPTER XIV
USE OF MECHANICAL AIDS

184. Purpose of mechanisation—Use of mechanical alds in the disposal of business in
Government departments is intended to facilitate faster processing of information, more accusatd
analysis of facts and figures, higher efficiency and productivity, and elimination of fatigue-arismg
from performing repetitive jobs manually.

185. Areas amenableto mechanisation.—The following areas of office work are suikable
- for mechanisation : \ ‘

(a) storageand retrieval of information;

(b) processing of information;

' (& document creation and duplication; and

{d) communication.

186. Computer—1) A computer may be used for stoﬂng, retrieving and processing of
large quantities of information of all types in a fast and accurate manner. It facilitates quick,
updating of information. .

¢

(2) Computerscan e broadly classified into three categoriesviz. mainframes, minicompuf
ersand microor personal computers. The mostappropriate computing system foradepartmentw
be decided in consultatiod with the National Informatics Centre of the Department of Electronics.

187. Word Processor.—(1) A word processor isa microcomputer which can be used for
storing, alteringa nd rearranginginany desired manner pages of textin large numbers. The output
froma word processor is ofhighquality and Isusefulinoffices whichhave substantial reportwriting
work involving repeated editing. '

(2) Amicroor personal computer (PC)can alsobemadetoserve word processing functions
with fhe help of an appropriate software package-

188. Electronic typewriler.——An electronic typewriter can perform all the functions than
a word processor is capable of subject to display and memory limitations. Itis suitable for offices,
where typing load is high- :

189. Photocopiermisograph.—-(l) A Photocopier/ Risograph produces copies of any
document on plain paper faster than cyclostyling; It may be used in offices where COpying
load is high.

(2) As photocopjing is relatively expensive, itisadvisable touse the facility only when the
number of copies needed does not exceed fifteen.

-190. Dictaphone.—Thisisa compact machine whichenablesan officer to record dictation

at his convenience withouthaving to wait for his Stenographer. The cassette containing the dictated

“messagecanbe ha nded over later tothe stenographer who will type the matter straightway without
taking it downin long or shorthand first.
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191. Microfilming of records.—Amicrofilmisalargely reduced photographicimageof a
document which can be magnified to any desired degree in order to be read or printed. It is
amenable to computer aided retrieval systems. Microfilming of records can bring about nearly 98
percent savings in the space occupied by original records, besides assuring their longevity. Itmay
be used in offices where a large number of records are required to be maintained permanently,

192, Internal Communication ai'd's.—Elec,tronic Private Automatic Exchange (EPAX)
provides fast and efficient internal communication facility and helps in reducing the frequent
movement of persons and fites within the office. )

193. - Miscellaneous paper handlirig equipment.—Paper collators, cutting and stitching

* machines, binding machines and document shredders are some of the devices which save time and

. labour involved in activities such as set-making, stitching of files and reports and weeding out of
- unwanted records. ' ' ‘ :
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/7 CHAPTER XV
MISCELLANEQUS

194. Official language for purpose of government work.—(1) In.accordance with the
provisions of Article 343 of the Constitution, Hindi became the official language of the Union with
effect from the 26th January, 1965. However, the Official Languages Act permits the continued use
of English for specified purposes of government work subject to certain conditions.

(2) Each Officer/Section is expected to ensure that the provisions of the above Actand the
instructions issued thereunder by the Ministry of Home Affairs are strictly observed and that, in
particulari— ‘ ’ :

{a) communications to State Governments, which have adopted Hindi for the
purpose of communication with the Central Government, are, as far as possible,
in Hindi; ' '

(b) communications to State Governments, which have not adopted Hindi as their
official language, are in English;

(¢) all communications received in Hindi irrespective of the source, are replied toin
Hindi; ‘ ' '

(d) in noting and drafting, an official is permitted to use Hindi or English as -

convenient, without being required to provide translation in thé other language.

(e) an official who does not possess working knowlédge of the language used ina
case, is provided with a translatlon or a precis thereof in lhe#anguage he knows
and employs for the purpose of government work; '

(i) Resolutions, general orders, rules, notifications or press communigues;

() administrativeand other reports and official papers laid before a House of
Parliament; and ‘

(iil) contractsand agreementsexecuted and licences, permits, noticesand forms
of tenders, .

195, Departmentalinstructions.—(1) Thismanuallaysdown the essential procedures for
efficient paper work management, i.e. processing, handling and %ontrol of official papers, in the
Ministry of Railways. To provide for sufficient flexibility, the manual suggests the issue of
departmental instructions which could supplement or vary within broad limits, the prescribed
procedures to suit special conditions and requirements.

(2) Each section may devise suitable arrangements, (including inspections) to ensure
compliance with departmental instructions issued by it.

196. Compilation/consolidation of orders/instructions.—(1) InJanuary every year,each
section will prepare a list of subjects i# respect of which orders issued by it require compilation/
consolidation. '

(2) Thelist will be submitted to Secretary/Execulive Director who, after approval of thelist,
will fix a time bound progratme for completion of compildtion/consolidation work.

(3) A copy of this programme will be sent to the O&M Unit.

(4) O&M Uit will send the report of the progress made to the Administrative Reforms
Wing of the Department of Personnel & Administrative Reforms by 15th of October every year.
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197. Review of Railway Codes and Manuals.—Code Revision Cellin Finance Directorate
will take up the revision work of various Railway Codes and Manuals periodically in consultation
with Directorates concerned.

198. Maintenance/transfer of records in the personal offices of Ministers.—(1) Proce-
dun_'e for maintenance of records in the personal offices of Ministers :—

(a) Following records will be maintained by'the personal offices of Ministers,—

(i) Adiary register in the form at Appendix 3 to enter particulars of reference
received in the office and also to record their disposal;

(ii) A despatch register in the form at Appendix 46 to show the letters/notes
issued from the perscnal offices;

i) File movement Diary in the form at Appendix 47 and

(iv) Folders containing office copies of orders issued by the Minister/special
" assistant/privatesecretary, serlally numbered. The aboverecords will bein
addition to files and folders for papers of secret nature connected with the
Cabinet Meetings, etc. and a separate diary maintained for these Ministers

may prescribe additional folders, registers etc. if necessary, as for instance -

for parliamentary debates, personal speeches made by them ete. The
personal staff will also maintain such other registers as prescribed in the
Manual of Office Procedure or otherwise from time to time, e,g. trunk-call
register, overtime register etc. ae
(b) Insiructions laid down by the Cabinet Secretariat in the 'Rules of Procedure’ in
- regard to the Proceedings of the Cabinet!, and in the ‘Departmental Security
> Instructions' issued by the Ministry of Railways shall be followed so far as
maintenance of classified documents are concerned. .

{2) Pr(')c.éd,ure for transfer of records/ papers when Ministers demit office i—

(a) | 'i_"he instructions laid down by the Cabinet Secretariat in the 'Rules of Procedure’

in regard to the Proceedings of the Cabinef' will be followed so far as transfer of ;

records pertaining to Cabinet meetingsare concerned. Asregardsother classified
documents and papers the procedure prescribed in Departmental Security

Instructions issued by the Ministry of Railways will be followed: As per these .

instructions, copies of classified papers should be passed on to the appropriate
authorities. In case of doubt as to whom these papers should be transferred, the

SA/PS to Minister will transfer such papers to the Secretary to the Ministry/ .

Departmentalongwith separate inventories of such papers transferred to various
authoritiesand tothe Secretary. Theregister, maintained for entering the particulars
of secret papers will also similarly be transfdrred to the Secretary or his Private
Secretary. The Secretary, may in turn, pass on all these papers to the Joint
Secretary in-charge of administration for safe custody. These papers will be
handed over to the succeeding Minister as soon as he takes over the office.

+ '(b) Asregards other papers, the following procedures will be followed :—

e : (i) Thefolderscontainingofficecopiesof ordersissued by the Minister/special
assistant/ private secretary, serially numbered, will be handed over to the

Q&M Officer, {Jt. Secretary) by the SA/PS to the Minister with the listof '

such papers. These papers will remain in the safe custody of the O&M
- Officer. These papers will be periodically reviewed and weeded out as and
when they are no longer required, with the approval of Secretary, so as to
— - ensure that unnecessary papers do not accumulate.
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(iiy Records like the registers and diaries and other papers shall also be taken
over by the O&M Officer and will remain in his custody tili the next SA/
PS of the succeeding Minister takes over charge to whom they may thenbe
handed over.

(ill) The entire records need not physically be taken over by the O&M Officer
buta list of records and papers left by the relinquishing SA/PS to Minister
“may be made available by the latter to the O&M officer, the records
 themselves being kept under lock and key in the room generally occupied

by the SA/PS to Minister. The Q&M Officer or his section will, however,
check that all the records are there in thealmirah (s) as mentioned in the list.

(3) Miscellaneous:—

(a) Thepersonal section shall prepare at theend of every month a list of files pending
with the Minister which will be submitted toSA /P'S who will suntably remind the
Minister for their dlsposal

(b) Assoon asan officer lea ves a file or any paper with the Minister for seeking his
orders, or for any other purpose, infornvally, PA/PSto thatofficer will report the
brief particulars of the files, etc. tothe SA/PS to Minister in the format Appendbe

48.SA /PStoMinister will, on receipt of these particulars, satisfy himself thatsuch -

a file has been received by the Minister and watch its further movement.

(4) 1t shall be the specific responsibility of the Special Assistant or Private Secretary or

whosoever may be the senior most officer in the personal office of the Minister to ensure that the
instructions are.observed. '
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APPENDIX 1
DAK REGISTER
[Vide para 3(8)]
Date....oeeeranssns
Particulars of Dak recetved 7
sl /——'_,____——v— From whom To whom Remarks
No. Number Date recelved sent
______———P___‘____—f_____—,________‘_____
1 2 3 4 5 6
APPENDIX 2
INVOICE
[Vide para 4(3)]
List of recelpts sent IoBranch
Date CR. Nos. Number of ltems of dak Total Signature of l
of dak — recelver
sent reglstered not registered
in dak in dak
register register
1 2 3 4 5 6
76
—




[ WWINR[OD ﬁﬁ&.ﬂﬁ aq :cs [esnuad 205 51901330 0) payrew $1dadaz Jo JUAUBAON 9

-Aressaddu st h_mw._ ou jeuy PA3[ areudoxdde ue je uaie) uIaq SeY UCISIP € 1342 PURY mﬁﬁmv 3wy 4g pafy 29 [Iwm 01 :Ez_ou ¢

}[DSUOD puE P[0 [[LM ISURIP )

aq Auwre ﬂ&mum.— (PUTH ‘ATRIp UORISG U UL SILIU [fE 10§ pasn st ipury ased uf "s3dazar putH

-ansst Jo Adoo aoyyo jo 3d1ea1 uo IsLrEIp AQ PANY 34 =§ 6 vam g suwnoD)

“yam e 20u0 Aes ‘A[esipouad saLrep s Juelsisse 3y3

‘asodind snp 103 -Arerp s Auejsisse 31} JO § UUINIOD UL SALBUS JO SISeq mﬁ U0 PI[Y 3 [[IM 2 WINnoD "¢

“[UT JO OO JUIISMIP © SUISO IO [ UWINGOD U IPUTH, Sunpreus 1oy3ta £q paysm3unstp A[qems

Suisuerp 10y pasn 3q [ 1dins uSeuadq g

-spuey Suipeap 9y 01 1940 papuey e HdL AR 2105q 71 “SursLrerp ;0 33e3s 3 18 PA[WY 39 (1M 9-1 WND L

SNOLLDNYLSNI
11 o1 6 8 L 9 1 ¥ € Z 1
yspdug vl TpUTH U] aeg | Bqumy
SyreuRy Lressozou "oN paszeu palqns moym Cudmosage C ON'S
sem Ada1oN o3 panday Ay wmoyMm O, pug o WOl up 2 PQUINN
...................... areq
(9 ered ap1A)

SLJI4O03d YOd XIVIA MSIA/NOLLOIS
~€ XIANdddY

77



APPENDIX 4
MOVEMENT SLIP
[Vide para 95iii)]

Diary Nos. of recelpts removed for

Processing

Submission to higher offlcefs
{to be speclfled)
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APPENDIX 5
ASSISTANT'S DIARY

[Vide para 12(2) & 65]
S. Dlary No. ot . Subject File No. Date of Date of
No. File No. ' submisslon | Final Disposal
1 2 T3 .4 5
Fd
f ;
L
_IN STRUCT{ONS

, Column 2 éhou_ld show 'dlary number or ‘file number according as the paper marked to a dealing hand Is

a'recelpt’ or a comeback cuse.
.

. Columns 3 and 4 need be filled only in respect of diary numbers.
. Column 3 need show only catchwords suffidient to enable the dealing hand to recall the case.

. ‘The date on whichreceipts/ filesarereceivedby the dcallnghandshouldbeenlered inredinkacrosathepage

above the epiries to be made for the day.
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APPENDIX 1
Vide Para 19

BRIFF FUNCTIONS OF THE DIRECTORATES

(i) AccountsDirectoratedeals with policy of all Railway Accounts; accounting procedure;
conducting Departmental examinations for the Accounts Department; matters arising out of
Partition; work in connection with the Estimates and Public Accounts Committees including the
Audit Report; Finance and Revenue Accounts of Railway etc.

_ (if) Civil Engineering Directorate deals with track renewals and bridge rehabilitations;
railway sidings; provision of level crossings, overbridgesand underbridges; scrutiny of works pro-
grammes and sanction to such works; general conditions of contract relating to Civil Engineering
Works; printing of Permanent Way Manual, Bridge Manual and Works Manual and issuance of

corraction slips thereto; matters pertaining to Civil Defence.

i) Coaching Directoratedeals withall matters relating to running of passenger trainslike
introduction, cancellations, extensions, accelaration, augmentation, stoppages, punctuality of trains;
time-tabling; Allotment of extra coaches, }nspe_clion coaches etc. by trains, Special movements;
Movement of perishable items and Horse wagons. '

(iv) Computerisationand Information systems Directorate deals with all matters relating
" tocomputerisation activitieson Indian Railways. Theseinclude formulating long and shortrange
plans, framing policics,.standardisaﬁon, research and development, financial control, coordination
among Zonal Railways, interaction with other Ministrics, monitoring progress of projects, etc.

(v) Economic Adviser's Directorate deals with economic analysis and appraisal of invest-
ment proposals relating to construction of new railway lines, major line capacity works, traction
modernisation and advises the Board on their financial/cconomic soundness; conducts studies
relating to project appraisal methodology, traffic forccasting, comparative costs of rails and other
modes of transport and post-facto-evaluation of major railway investment; advises the other

'Directorates of Railway Board on economic aspects of various proposals like MTP, corporate
planning, PLB, relative economics of Diesel & Electrié traction etc.; participates/co-ordinates inthe
various groups/committees; deals with issucs specifically entrusted to the Directorate by the Board
for economic evaluation and initiates specialised studies having a bearirig on railway operation.

(vi) Efficiency and Research Directqrate_im’véstigates specific problems in the field of
Railway Operations, workshop out-turn, repairs and maintenance etc. with the primary object of
improving performance and effecting economics. The Directorate .also keeps a. watch on the
workload on Zonal Railways in the context of re-organisational changes which may be required in

the interest of administrative conveynience and operational nécessity, Staff Inspection Units on

Railways and conducting of Work Measurement Studics by these units ctc.  Matters relating to
Operational Research are also handled by this Dircctorate. : - e

(vii) Electrical Engineering Directorate deals with working out requirements of Electric-
Rolling Stock and to initiate action fortheir procurcment/ manufacture and other associated work;
Electrification of stations and buildings; air conditioning of buildings and rolling stock; train
lighting; clectrical items pertaining to Rolling Stock and Machinery and Plant Programmes; Works
associated with generation, transmission and utilisation of clectricity on Railways; scrutiny of
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tenders pertaining to purchase of electrical equipment; power houses, work relating to Electrical
Standards Committee and electrical matters concerning Indian Standards Institution; references
relating to Indian Eleciricity Act and Rules, water coolers and traction works etc.  Co-ordination
with Dept. of Power, Ministry of Energy, Central Electricity Authority, Parliament questionsand
CA (jii) references relating to electrical departement.

(viii) Establishment Directorate deals with—

(@ all policy mattersrelating to Railway labourand negohatlons withtherecognised
Railway Federations etc. through the established machinery like the PNM and
JCM; strikes and lockouts and other allied matters like condonation of break in
services due to strikes and other closures of work;

(b) all matters relating to Discipline and Appeal and Conduct Rules for Railway
servants,dealmgwithdlsc:plmarycasesforcutmpensmnofretlred GroupCand
Group D Railway servants under Rule 2308-R.Ii; dealing with appeals/revision
applications in individual cases of Group C and Group D Railway servants
where the Railway Board or the President is the competent authority;

(c) Representations from non-gazetted staff against the penalties imposed by the
\ authorities lower than the General Manager etc.

(d) Matters relating' to welfare and amenities for Railway staff i.e. Staff Benefit
Funds, Office Canteens, Sports Activities, Holiday Homes, Scholarships to
children of Railway employees etc. -

{(¢) handling of representations received by the Mimslers and Board Members etc.
from Railway staff and matters relating to policy and procedure for the
establishment of Co-operative Societies for the benefit of Railway staff.

(ix) Finance Directoratedealswithgeneral financial policy and financial scrutiny of expen-
diture (including foreign exchange) on Railway works, machinery and rolling stock programmes
and Railway establishment; scrutiny and sanction of proposals for the procurement of Railway

equipment, Fuel and Stores; Rent, Rates andl Taxes levied by Governmemt and local bodies; the
working of company-managed Railways and agreements in connection therewith; all rules and
regulations concerning pay and allowances, leave, provident funds, gratuity, pension passage etc.
and their interpretahon, preparation of Railway Budget, etc. Traffic Finance, Revision of varlous
Railway codes.

(x) Health Directorate deals with direction and policy regarding medical care facilities,
preventive, promotive and curative for serving and retired railway employees and members of their
families; planning expansion of these facilities during successive five year plans; assisting the
Railways in implementation of these plans & training of medical & paramedical staff in India &
Abroad; standardisation of Health Units, Hospital designs and buildings and laying down yard-
sticks for provlsmn of staff and equipment; Standardisation of Accident Relief Medical Equipment
and Medical Aid;stores procurement procedures; medical statistics, records, reportsand returns;co-,
ordination between Railway Zones; co-ordination and close liaision with Ministry of Health and
States/Union Territorles and other non-Railway agencies and all matters concerning Health
Problems and centrally sponsored programme such as Family Planning, Malaria Eradication,
Control of Tuberculosis, Food Adulteration etc.; overall guidance to Railways in medical matters:
with the object of improving the efficiency and quality of medical care.
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(xi) Legal Directorateisconcerned withgivingadviceonallissuesdealt with in the various
branches of the  Ministry of Railways having legal implications and alsc on the engagement of
counsels for contesting railway cases before Central Administrative Tribunals (CAT) and various
High Courts. It also deals with finalisation of terms of employment of Advocates to conduct cases
before various courts and tribunals in India.

(xii) Land Management Directorate deals with various aspects of land utilisation and land
managementsuchasgrow morefood campaign; prevention of encroachments,commercial licensing;
afforestation, fisheries etc. The Directorate also deals with four plan heads of.—

(i) Staff qﬁarters
(if) Staff Amenities
(iif) Passenger & other User's Amenities

(iv) Other specified works.

(xiii) Management Services Directorate is concerned with framing of recruitment rules for
gazetted posts on the Railways, promotion to Group ‘A’ direct recruitment to various services and
posts in Group A and Group B through UPSC; Co-ordination work in regard to recruitment/
allotment of engineers to various Ministries/Departments on the basis of Combined Engineering
Services Examinations conducted by the UPSC; career planning and cadre review of Group 'A'and
B Officers, policy matters relating to training of gazetted staff, in service training of non-gazetted
staff, man power planning and the training institutions directly under the Ministry of Railways;
creation of all gazetted posts on Indian Railways and all matters pertaining to Railway
Recruitment Boards.

(xiv) Mechanical Engineerii\g Directorate deals with the planning of requirements and
distribution of locomotives, boilers, coaches, wagons and underframes, cranes, steamers, tugs and
ferries to the railways; running repairs and maintenance of locomotives, coaches and wagons in loco
sheds, sick lines and depots; repair and maintenance of marine stock; Air. oondlhonlng and
refrigeration; provision of saloons and postal vans, inspection carriages etc. water softening for
locomotive boilers; supply and quality control of coal, diesel and lubricants and fuel economy
measures; rationalisation of rolling étock design.

(xv) Machanical Engineering (Workshop) Directorate deals with mattérs connected with
production in Railway Workshops, rationalisation and standardisation of manufacture and repair
processes, utilisation of Mé&P in Railway Workshops, implementation of incentive scheme in
Railway Workshops of Mechanical Department as well as those of Electrical, Civil and S&T Deptt. |
etc. examination and processing for sanction of works under "Workshop, Preduction Units and
Sheds"PlanHead, exammationand processing for sanctionof proposals forM&P from Rallwaysand
Produchon Units. .

(xvi) Mechanical (PU} Dlrectorate deals with matters relating to planmng of productlon in
Production Units, Co-ordinates liaises with other Directorates in the Board’s office as well as with:
other Ministries regarding matters relating to Production Units. It deals with rationalisation and
standardisation of manufacture processes and optimum utilisation of M&P in Production Unis,
implementation of incentive scheme in Produchon Units. Italsodeals with Works Programme and
budget Estimates and all other matters concermng all Production Units and also provides advance
on all technical matters to the Stores Direclorate in conncetion with Production of wagons. -
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. (xvii) Metropolitian Transport Project Dte. deals with Metropolitan Transport Projects -—
These - project organisations were established for undertaking survey and construction of
underground/surface Mass Rapid Transit Systems (excluding proposals for suburban/suburban
like traffic) in the Metropolitian Cities viz. Calcutta, Bombay Delhi and Madras. '

(xviii) Official Language Directorate deals withall policy matters relating to use of Hindi for
Official purposes on the Railways and Railway Board & complaints thereof , all policy matters
relating to training of Railway Officers and staff in Hindi, introduction of various incentive schemes
for promotion of Hindi, translation of English material to Hindi in the cases of letters, rule books,
manuals, forms, contracts & agreement etc.,, Hindi of papers to be presented to the Parliamesit,
initiating action on all establishment matters of Hind{ Officers on Railways, introduction of training
through Hindi medium in Training Institutes, Notification of Railway offices for use of Hindi,
conversion of Roman electronic equipments in bilingual form & monitoring of Railway Offices to
ensure compliance of Official Langunages Act & Rules by way of Inspechon and Organismg Official
- Language Implementation Committees Workshops etc. .

. (xix) Pay Commission Directorate deals with the implementation of the recommendations
of the IVth Pay Commission on the Railways and all related aspects, cadre re-structuring in non-
gazetted categories; group Insurance Scheme; Railway Employees Insurance Scheme, Standardisation
of designations and other matters like Dearness Allowance, Dearness Pay, Interim Relief, Fixation
of pay relating to Third Pay Commission; grant of Special Pay to all categories, Leave Rules, grant
of HRA /CCA etc.

{xx) Planning Directorate deals with the preparation of the successive Five Year Plans in
collaboration with concerned Directorates of the Railway Board, the working Groups of the Central
Ministries and the Planning Commission and review and reappraisal of implementation of these
plans, modifying them as necessary from time to time; coordination of planning in general in the
Railway Board and the Railways in regard to technical, operational and financial matters pertaining
to the 1mplementah0n of the 5 Year plans; analysis & scruhny of investments and broad technical
details of projects in the programme of developments in order to advise on the appropriateness of

. the outlay and/or scope of the schemes contemplated; maintaining liaison- with the Planning

commission in regard to planning of transport and transport equipment; excercising control on the

funds allotted by the Planning Commission for expenditure on the Rlys. Development and

Rehabilitation Programme and Initiating action where additional funds or ad;ustments between -

plan heads are requ:red & all matters relating to RITES & IRCON.:

(xxi) PG Directorate deals with policy and implementation of Public grievances redressal
machinery on railways; complaints received through Government Departments and directly from
complainants; review of performance of Zonal Railways and holding quarterly meetings of AGMs
with the Board; cases instituted against railways under the consumer Protection Act; monitoring
implementation of recommendations of Railway Reforms Committee; framing of annual plan and
quarterly progress report under the 20 Point Programme 1986,

(xxil) Public Relation Directorate—(a) AnOfficialoftherank of Deputy PrincipalInformation
Officer of the Press Information Bureau, Ministry of Information and Broadcasting, has been
attached to the Railway Board as a whole time officer for gwmg due publicity to achwtles and
developments of Indian Railways. -

{b) Thesubjects dealt within the Public Relations Branch include publicity literature, press
publicity, films, exhibitions and commercial advertising, issue of monthly magazmes——lndlan
Railways (English) and Bhartiya Rail (Hmdl)

(xxiii) Railway Electrification Directorate deals with the Rallway Electrification schemes,

scrutiny of their project Reports, abstract estimates, tenders of overhead equipment etc, and liaison .

work with the other concerned Ministries.
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Godv) Safety Directorate deals with accidents and the connected problems including
scrutiny of accident reports, adoption of accident prevention measures; matters connected with
General and Subsidiary Rules; coordination of the activities of the Safety Organisations on Zonal
Railways; liaison with the Commissioner of Railway Safety on matters relating to safety.

(xxv) Secretary is connected with general control over all staff in the Board's office; all
establishment matters relating to officers and staff in the Railway Board i.e. sanction of posts,
promotions, framing of rules, drawal of Pay and Allowances, discipline and appeal matters, etc.
establishment matters relating to RDSO, RLO and CAMTECH Centre: preparation of Railway
Board's Budget; procurementand supply of stationery; furniture and other Office equipment; O&M
studies and procedure of work in Board's office; centralised recording of filesand general policy and
procedurein relation thereof; coordination of workrelating to Parliament Questions, resolutionsetc.
and references received from Members of Parliament and other high dignitaries; cases relating to
gazetted Railway Officers including their promotions ‘within Group "A’, seniority, deputation,
discipline & appeal matters, etc; conferences, appointments of Committees and Commissions and
foreign delegations. '

(xxvi) Security Directorate functions under the control of Director General, Railway Protec-
tion Force and deals with matters pertaining to the administration of the Railway Protection Force
and Railway Protection Special Force; Rules made under the R.P.F, Act governing the conditions of
service of the officers and other members of the Force, asalso the discharge of their duties; crime and
general security on Railways; including Intelligence, Security schemes; coordination with State
Governments and the Ministry of Home Affairs regarding maintenance of law and order on the
Railway premises including trains & railway track; Fire services on Railways and matters relating
thereto; determining the strength of the Railway Protection Force and Railway Protection Special
Force from time to time procurement and distribution of arms and ammunition and matters relating
thereto, \ i

: (xxvii) Signalling directorate coordinates the technical activities and performance of the
signalling equipment on the railways, The progress of important signalling and related safety
works is also monitored. '

(xxviii) Statistics & Economics Directorate deals with preparation and review of statistics
on various facets of railway workirig, statistical procedure and inspections to ensure uniformity and
correct compilation; study of economic problems relating to Railway operation keeping up-to-date
the manual of Statistical Instructions; bringing out Annual Report by the Railway Board on Indian
Railways, Statistics Supplement, popular edition entitled 'Indian Railways', "History of Indian
Railways' constructed and in progress, Review of the Performance of the Indian, Government
Rallways; issue of monthly Economic Digest on current trends in economic conditions and rail
transport;costanalysisconcemingrailway operations (transportation). TheRailway Board's Library
is also under the overall charge of the Executive Director, Statistics & Economics.

(xxix) Railway Stores Directorate deals with procurement of Railway equipment/items,

such as EMU stock, wheel sets, axles, tyres, rolling stock, cranes, signalling relays/equipment, train
lighting cells, lamps etc., reorganisation of stores work on Railways; direction and policy in respect
of stores matters; liaison with Department of Supply and other Ministries; development of indige-

nous capacity for manufacture of Railway Stores and components which are either in short supply

orareat present being imported in liaison with the Directorate General of Technical Development
and other Ministries and with the private industry,

{xxx) Track Directorate deals with procurement and allotment of rails and fish plates, S.T.
and C.I. sleepers, points and crossings, Steel Turnout Sleepers sets, concrete sleepers for main lines
and tumouts Wooden Sleepers; modern track fastenings; sleepers treatment plants; Invention of
gadgets for P. Way. Track Recording/monitoring; ultrasonic testing of rails, Ballastless track,
welding policy, Thermit welding.

52



(xxxi) Traffic Commercial Directorate deals with fixation of and adjustmentin freightrates
goods and coaching traffic and passenger fares; fixation of rates for postal and military ‘traffic;
research work pertaining to pricing of rail services (goods & coaching) rail road co-ordination; claims
for compensation and refunds; Railway Claims Tribunal; demurrage and wharfage rules; Railway
Rates Tribunal; Rules for registration of goods; grant of concession for export promotion and for
other development purposes; opening of flag stations and halts; handling of goods, goodshed
facilities; movement of smalls; rules for the conveyance by rail of explosives and other dangerous
goods (Red Tariff); catering arrangements on Railways; Bookstalls and other stalls on platforms;
complaints regarding commercial irregularities; complaints organisations; pulling of alarm chains;
licensed porters; claims for.compensation arising out of rail accidents; Railway Users Consulative

Committee; Reservation of rail accommodation; grant of HOR facilities; manning of coaches; -

assessment of overcrowding; measures to combat ticketless travel; grant of concession for students,
sports teams, athelete, artists, conferences; tourism traffic, marketing, container traffic, multi-modal
transport and CONCOR and passenger amenities including parking facilities for various types of
vehicles. ' s 7 - '

(xxxii) Traffic Transportation Directorate deals with transportation of goods traffic. This
Directorate co-ordinates and monitors day-to-day freight operations on Indian railways which
include movementof essential commoditieslike'coal, oré, foodgrains, fertilizer, petroleum products,
Cement, Salt,etc. A Central ControlCell worksunderthis Directorate for collection and compilation.

of freight operation data on day-to-day basis for supervising freight operations on the Zonal
Railways. Executive Director, Rail Movement, at Calcutta is in charge of policies relating to .

distribution of coal loaded on all coal loading railways, its programming and day-to-day
allotment. Chief Tank Wagon Supdt. atCalcuttaand Chief Tank Wagon Supdt. at Bombay oversee
and monitor movement of petroleum products in their respective zones in Eastern Railway and
Western/Southern regions. )

The Traffic Transportation Directorate is entrusted with the task of laying down priorities

for movement of various commadities, Itisalso in charge of rationalising movement patterns and
evolving scheme of route rationalisation in order to streamline movement of goods traffic over
various roules with a view to optimise use of rolling stock and maintain free flow of traffic,

(xxxiii) Telcom Directoratedealswith formulation of policies regardin g Telecommunications
on Railways; Inter-ministerial co-ordination on various aspects relating to Railway
Telecommunications, long-term planning of Railway Telecom Network keeping in view the trends
in technology; formulation of Corporate and Five Year Plans; support to indigenous development
of telecom equipment to suit the special needs of the railways in close co-ordination with RDSO;
examination of project proposals submitted by Railways and to give directions to fit them into the
master plans; monitoring of telecom projects including Budget allocations.

‘ ~ (oxiv) Vigilance Directorate deals with preventive and detective aspects of Vigilance

(i.e. promotion of integrity and anti-corruption work) work on the Railways (including the Railway
Board), liaison with the Central Bureau of Investigation, the Central Vigilance Commission and
Department of Personneland Training. In theareaof punitive vigilance, it furnishes the necessary
material for officers to the Secretary's branch, to enable the latter to take further action thereon, and

maintains liaison with them, for prompt and effective follow-up action in vigilance cases; where -

necessary. The Directorate conducts investigations into specific complaints entrusted to it or
selected by it, and conducts preventive checks. It also deals with policy matters connected with
Vigilance work and keeps watch over the progress and disposal of Vigilance cases on the Zonal
Railways and other Units. Apart from this, the Directorate also gathers and develops source
information for identifying corruption-prone areas and corrupt officials, Thereisa Special Squad
which conducts checks in mass contact areas, such as, on running trains, platforms, Bookings,
Reservation, Parcel and Goods Offices and in Catering. o .

The files/notes received from the Secretary's branch in connection with the review of
officers at the age 50 and 55 are scrutinised and comments furnished. '

(xxxv) Works Directorate deals with rolicy‘-and sanctions relating to construction of new
lines, gauge conversions, doubling and other line capacity works, big bridges, etc.
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APPENDIX II
(Chapter IX Para 147)

CODE OF CONDUCT TO BE OBSERVED BY OFFICIALS SITTING IN
- OFFICIAL GALLERIES IN THE LOK/RAJYA SABHA

1. {2) The Official Gallery is intended only for officials of the. Government of India and in
certain cases for other Government officials whose presence ig required in connection with the
business under discussion inthe House. S

~ {b) Persons -others than Government officials may, at the discretion of the Speaker/

Chairman, be admitted into the Gallery for a particular sitting or sittings on a written request

received from.the Ministry of the Government of India concerned.

2. Admission to the Gallery will be through official Gallery Cards and General Passes
endorsed for 'Official ‘Gallery only' issued by the Secretary, under the orders of the Speaker/
Chairman. A Separate Card or Passmustbe obtained for each Session. NoOfficial Gallery Cards
or.GeneralsPasses will be issued unless those issued during the previous Session are returned to the
Parliament Secretariat, It is, therefore, essential that the Official Gallery Cards and general Passes
issued, should berreturned to Parliament Secretariat after the termination-of the Session for which
these'were:issued.

3. Application for Official Cards/General Passes should be made in writting to Secretary
atleast 24 hours in advance.of the dale of sitting or sittings for which they are required. All such
applications should be signed by an Officer not below the rank of Deputy Secretary/Joint Director
and must furnish in all cases the names.and designations of persons for whom Cards/Passes are
required.

4. 'Notmore than eight "Sessional” Official Gallery Cards and General Passes endorsed for
the ' Official Gallery ' will ordinarily be issued to each Ministry (including their Attached and
Subordinate Offices). If extra cards or Passes are required for any particular sitting or sittings,
these will'be issued without any delay by the Parliament Secretariat if accommodation permits, on
receipt of written request from the Ministry concerned indicating therein the nature of business for
which the official is required to be present in the Official Gallery. However, before making a
requisition for Official Gallery Passes on Sessional and/or day to day basis, a thorough check
regarding their necessity should be exercised. Such Passes should be asked for in respect of those
persons only who are actually required to be present in the Official Gallery in connection with the
business under discussion before the House.

‘ 3. Official Gallery Passes should notbe requisitioned for Officers below the rank of Section
Officers and Personal Assistants of the Ministers/Deputy Ministers. Assistant Private Secretaries
will, however, be issued such Passes on dayto day basis whenever they are required to be present
in the Gallery in connection with their duties, ‘

6. The restriction- mentioned in Rule 4 will not apply in respect of General Passes to be
issued toClass 1V employees of aMinistry who are required tobe in attendanceat the Official Gallery
on Officers or on duty, but such staff will not be permitted to enter the Official Gallery except at the
discretion of the Watch and Ward staff incharge of the Gallery.

7. Official Gallery Cards and General Passes are not transferable and will be issued by
nameineach case, IfsuchaCardorPassistransferred it willbereported to the Ministry concerned
for disciplinary action to-be taken against the offender. :

8. General Passes issued without any special endorsement will entitle the holders to gain
admission to the Parliament House only. In cases where the holders are to be allowed admission
to the Official Gallery the Passes will-be endorsed accordingly. '
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9. Officials should put their signatures on the Cards and Passes in the space provided for
the purpose. They should also keep their Identity Cards issued by the Ministry concerned with
them whenever they come to the Parliament House and produce them when asked to do so for
identification whenever necessary. :

10.  Entrance to the Official Gallery will be strictly regulated by Watch and Ward staff of
the Parliament Secretariat on duty in that Gallery.

11. ' Holders of Officials Gallery Cards and General Passes must show their Cards and
Passes to the Security or the Watch and Ward staff whenever required to do so. '

12.  Official holding ‘Sessional' or day to day Cards/Passes should sign in the 'V|5|ton i
Book' maintained in the Official Gallery near the entrance of that Gallery.

13. Holders of Official Passes must notoccupy seats in the Official Gallery to the exclusion
of holders of the Official Gallery Cards and should leave the gallery as soon as the business with
" which they are officially concerned is concluded.

14.  During the Question Hour preference will be given to the representatives of those
Ministries which are responsible for answering Questions on that day. The Watch and Ward
Assistant on duty in the Official Gallery will regulate entry into the Gallery in accordance with the

. indications on the Question list of the day.

15. Normally there should not be more than one Offlcer from a Ministry present in the

‘Gallery during Question Hour.

16. After the Question Hour is over, the chairs in the front row should be vacated in favour
of Officials concerned with the main business before the House as shown on the order paper, unless
they have business immediately after the Question Hour and they have also previously arranged
for seats for their continued stay in the Gallery with the Watch and Ward Assistants on duty. The
three chairs in the front row are ordinarily reserved l’or the Official/ Draftsman and other represen-
tatives from the Ministry concerned :

17. The two,front rows of seats in the Official Gallery will be reserved for Officers of the
rank of Joint Secretary and above at all times. Officers below the rank:of Joint Secretary should,
therefore, not occupy seats as a matter of course in the two front.rows in the Official Gallery to the
exclusion of holders of Official Gallery Cards. Similarly a few seats in the back rows have been
earmarked for the personal staff attached to Ministers and. Parliament Assistants.

18.  Oncertainoccasions chairsin the front row may be reserved for high ranking officials
whoare concerned with the Business before the House such as the Comptroller and Auditor General,

19. After adequate provision for the ministries concerned with the business before the
house has been made, other officials who are particularly required by Ministers to wait on them in
the Official Gallery will be alowed to occupy any of the remaining seats.

20. On special occasions when the number of the officials seeking entry into the Official
Gallery is more than the seating capacity. of the Gallery, entry into the Ga]lery will be regulated by
a special order of the Secretary. '

21. Officers must make it a point to leave the Gallery as soon as their particular business
_isover so as to make room for others whose presence in the Official /Gallery is required in connetion
with the business before the House.
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22.  The Official Gallery may be closed to holders of Official Galléry Cards and General
Passes on Special occasions at the discretion of the Speaker/Chairman. Timely notice will as far as
possible, be given to Ministries if and when the Official Gallery is to be closed.

23. In case the presence of an Officer is not actually required in the Official Gallery in
connection with the particulars business under discussion in the House, or in the event of persistent
overcrowding to the inconvenience of officers whose presence s required in the Gallery the Speaker
may, at his discretion, restrict admission into the Gallery of holders of Official Gallery Cards and
General Passes or require any Officer to vacate his seat or leave the Gallery. '

24. Holders of Officials Gallery Cards are not permitted to use opera glasses. Extra
chairs may not be placed in the Gallery or Passage-ways except under the specific orders of the
Speaker/Chairman. ' :

25. Holders of Official Gallery Cards shall not be permitted to take sticks, umbrellas,

attache cases and handbags, with them into the Gallery.

26. The Speaker/ Chairmah, whenever he thinks fit, may order the withdrawal of holder
of Official Gallery Card from any part of the House. -

* 27.  Whentheorderisgiven toclear the Galleries, the Watch and Ward staff responsible will
see that holders of Officials Gallery Cards immediately obey the orders. As soon as the Gallery is
clear, the door will be locked by the Watch and Ward Officer.

28. In the event of any demonstration or distrubance on the part of any holder of Official
Gallery Card in the Gallery the Watch and ward Assistant on duty will take the name of the Official
thus mis-conducting himself or herself and if necessary, arrange for his or her removal from the
Gallery. Ineithercase the Speaker/Chairman, through the Secretary, will at once be apprised of the
action taken.

- 29. The Watch and Ward Officer shall remove or cause to be removed, any holder of
Official Gallery Card from any partof the House or of the Galleries appropriate to the membersonly,
and also any holder of Official Gallery Card who, having been admitted into any other part of the

“House or of the galleries, shall mis-conduct himself or herself or shall not withd raw when strangers
are directed to withdraw.

30. No holder of Official Gallery Card shall be admitted to the gallery when the House
meets in secret session.

31. No Official whose name is included in the list of those who are excluded from the
precincts will be admitted to the Gallery. ‘

32. 'TheSpeaker/Chairman, may in his discretion, atany time suspend any of these rules
in the case of any particular meeting or meetings and substitute therefore any special rules which he
may deem fit.

33.  TheSpeaker/Chairman may, in hisdiscretion cancel any admission card to the Gallery
atany time. p

34. Admission Cards are not transferable and they shall in no circumstances be passed on
to unauthorised persons. They are issued subject to the holder observing the conditions endorsed
thereon. ‘

35. Any matter not provided for in these rules shall be regulated by the Speaker/
Chairman, in his discretion.
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APPENDIX IV
(Chapter IX Para 140)
PROCEDURE RELATING TO CASES INVOLVING LEGISLATION IN PARLIAMENT

1. Initial Action.—The Ministry of Law may initial certain types of substantive legislation
on certain matters relating mainly to civil law and procedure, as for example, laws relating to
marriage, divorce, succession, transfer of property, civil procedure evidenceand the like and matters
relating to elections to Parliament and State Legislatures and legislation of a formal character such
as the periodical repealing and amending Bills. Except for these matters, every proposal to initiate
legislation in Parliament shall be considered in the Ministry to which the subject-matter of the
legis'ation relates. The necessity for the legislation and all matters of subsfance to be embodied
therein, except the technical details of the Bill, shall be discussed and settled in su¢h Ministry.

2. Consultation with the Ministry of Law.—Whenever a Ministry finds it necessary to

promote legislaton, whether by Bill, by Ordinance or by Regulations, the proposal will, in the first

instance, be referred to the Ministry of Law for its advice as to whether legislation is necessary or

- desirable and is within the competence of Parliament under the Constitution and if so, the general
lines on which the legislation may be drafted.

3. LegislationinRespectof UnionTerritories.—(i) UnderSection?2 of the Union Territories
(Laws) Act, 1950, the Central Government is competent to extend, by a notification in the official
gazette, any State enactment, with or without modification, to a Union Territory. All proposals for
such extension will be dealt with in the Ministry of Home Affairs who will examine them in
consultation with the Ministry of Law & other Ministries concerned and then place them before the
appropriate Advisory Commlttee

(i) Asregards independent items of legislation, which have to be introduced in
Parliament, proposals may be sponsored by the Administrative Minisiries according to the subjects
concerning them. The Administrative Ministries will, however, consult the Ministry of Home Affairs
at the earliest possible stage to enable the latter to express their views as regards the desirability of
undertaking the proposed legislation, the principlesinvolved therein and the substance of the more
* important provisions proposed. Thereafter, the administrative Ministry concerned will prepare the
draft Bill in consultation with the Ministry of Law and the other Ministries etc. concerned and send
the final draft to the Ministry of Home Affairs for being placed before the appropriate Advisory
Committee. Assoonasthe matter hasbeen considered by the Advisory Committee, the Administrative
Ministry will take suitable steps to obtain the approval of the Cabinet and introduce and process the
proposed legislation in Parliament in accordance with the procedure descnbed in the following
paragraphs

4. ' Approval of the Cabinet.—If, after such consultations as may be necessary itis decided
to undertake legilation, a self-contained summary setting out the facts of the case and legislative
measures proposed shall be prepared in consultation with Ministry of law and-submitted to the
Cabinet for its approval.

5. Ministry of Law to be supplied with all relevant papers.—When the proposal for
legislation is approved by the Cabinet, all the relevant papers should be sent to the Ministry of Law
with an office memorandum indicating with sufficlent precision the lines on which it has been
decided to legislate and requesting the Ministry of Law to draft the requisite Bill.
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6. Preparation of the Draft Bill by the Ministry of Law.—On the basis of the office
memorandum referred to in paragraph 5 above and after such consultation with the Ministry
concerned as may be necessary, the Ministry of Law will prepare a Draft Bill and send it to the
Ministry concerned forapproval. If the originating Ministry is satisfied that the draft Bill as prepared
by the Ministry of Law meets with its requirements, it will be returned to the Ministry of Law with

-a Statement of Objects and Reasons signed by the Minister who will be in-charge of the Bill in
Parliament. All Bills should be circulated to Members of the Cabinet prior to introduction in
Parliament. Accordingly, the Bills whenever finalised in the Ministry of Law will be sent to the
administrative Ministry concerned for circulation to the Members of the Cabinet. On receipt of the
information from the administrative Ministry that this has been done, further steps will be taken in

_ the Ministry of Law for introduction of the Bill in Parliament. It will, however, not be necesssary to

circulate to the Members of the Cabinet the Finance Bills and Appropriation Bills. '

Inthe caseofa Bill containing more than twenty-five clauses, a titleshowing the arrangement
of clauses will be included in the beginning in order to facilitate references of the clauses in the Bill
during disussions in Parliament,

All amending Bills should contain extracts of section of the original Acts which are sought
to be amended. -

Under the Rules of Procedure and Conduct of Business in either House of Parliament, a Bill
involving expenditure shall be accompanied by a financial memorandum inviting particular
attention to the clauses involving expenditure and giving an estimate of the recurring and non-
recurring expenditure involved in case the Bill is passed into Law. Such financial memoranda are
prpared by the Ministries sponsoring the Billsand should be shown to the Department of Expenditure
of the Ministry of Finance at the draft stage before relevant Bills are introduced in Parliament. A Bill
involving proposals for delegation of legislation power shall be accompanied by a memorandum
explaining the proposals and drawing attention to their scope and stating also whether they are of
a normal or exceptional character.

All the discussions relating to the drafting of Bills, etc. will take place on the files of the
Ministry of Law, :

7. Printingofthe Bill,—After thedrafting of Bill and all preliminaries connected therewith
have been settled, the Ministry of Law will send the Bill together with all its enclosures to he
governemtn of India Press for printing. Clauses or provisions in the Bill which involve expenditure
from public funds will be printed in thick type or in italics. The proff copy of the Bill recived from
the Press will be scrutinized by the Ministry of Law and forwarded to the Secretariat of the House
concerned who will place the requisite print order.

8. Procedure for obtaining copies of Bills.—Ministries requiring additional printed
copies of Bills as introduced should send their demand along with the requisition for work in the
prescribed form (S. 99), duly completed, to the Sccretariat of the House concerned. This should be
done wellintimeand, inany case, not later than the date on which the correc ted proof of the relevant
Bill is forwarded by the Law Ministry to the Secretariat concerencd, to enable the later toconsolidate
the print order forissue to the printers. For this purpose, the originating Ministry may keep in touch
with the Ministry of Law as regard the probable date of the transmission of the Bill to the Sccretariat
of the House concerned. '
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A similar procedure will be follbwed for obtamlng coples of the reports of Setect Commiitte
"or Joint Committees on Bills except that the order should be sent to the Secretanat of the House
concerned not later than the date by which the report is scheduled to be presented

The demand for copies of Bills as passed by both Houses of Parliamem should be sent to the
Secretariat of the House concerned in which the Bill is finally passed not later than the date of its
passage. ' S L

The cost of printing the additional COplES will be debited against the monetary allotment of
the Ministry/ Department concerned. :

9. Whenever a secret Bill is introduced in Lok Sabha/Rajya Sebh‘a, anau fheu ticated copy
thereof bearing the signature of the Minister below the Statement of Objects and Reasons should be
handed in at the Table of the House concerned at the time of introduction. .

10. Passage of Bill through Parliament —Except for Money Balls and Bllls making
provision for any of the matter specified in sub-clauses (a) 10 (g) of clause I of Article 110 of the
Constitution, introduction of which in the Rajya Sabha s prohibited urider Articles 109and 117, Bills
may otiginate in either House of Parliament, the choice bemg as matter of convtemence dependmg
upon the nature of the legislative proposals, state of parhamentary busmess and any other factors.
When the question in which House a Bill is tobe introduced has been settled the Ministry of Law will
send proof copies of the Bill to the Secretary of that House and the admmlslrahve Ministry will send
. aletter signed by the Minister to t¢ Secretary of the House gwmgmhmahon of his intention to move
for leave to introduce the Bill. Copies of the above communications from the Law Ministry and the
. administrative Ministry will be endorsed to the Department of I’arhamentary Affairs which will fix.
" the time and date for the introduction of the Bill in the House. This date is usually fixed after the
Secretariat concerned gets the fair copies of the Bill printed. The Minister- -in-Charge of the Bill will
alsosend to the Secretary of the House concerned an mhmatlon of his intention to move that the Bill
be taken into consideration and also that the Bill be passed. Similar mtlmatlon is to be sento to the
Secretary of the other House after a Bill has been passed inone House and transmitted to the other.
Whenevef a Bill is proposed to be referred to a Select or Joint Committee on Government motion
notice will be sentto the Secretary of the House concerned accordingly. The Minister in the
administrative Ministry will consult the Minister for [’arhamentary Affairs for names of Members to
be associated with'the Select/ Joint Committee. These names are usually menhoned at the time of
making the motion in the House concerned. '

Wherea Bill § 15 held by the Speaker tobea Money Bill, he endorses a cerhflcate to thateffect
when the Bill goes to the Ra;ya Sabha.

A Bill whichis dependeht wholly or partly upon another Bill pending before the Lok Sabha,
may be introduced in that House in anticipation of the passing of the Bill on which it is depandent
but the second Bill can not be taken up for constderation and passmg until then first Bill has been
passed by the Parliament and assented to by the President.
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11. Recommmendation or previous sanction of the President.—Where under articles 3,
117,274 and 349 of the Constitution, the recommendation or the previous sanction of the President
is necessary for the introduction in, or the considerationby, Parliament of certain classes of Bills such
recommendation or previous sancton will be obtained by the Administrative Ministry concerned
and'communicated under the signature of the Minister to the Secretary of the Lok Sabha or the Rajya
Sabha, as the case may be. A copy of the communication will also be endorsed to the Ministry of Law.
Incidentally, when a Bill attracts the provisions of Article 117(3), recommendation of the President
has to be obtained separately for each House and communicated to the House concerned before the
bill is taken up for consideration by that House. It would not be appropriate to obtain the
recommendation of the President in advance so as to cover the passing the Bill by both Houses. In
the case of an amendment to a Bill, which under the Constitulon cannot be moved without the
previous sanction or recommendation of the President, the orders of the President, granting or
withholding such sanction or yecommendation will be similarly obtained by the Administrative
Ministry concerned and communicated under the signature of the Miister tothe Secretary of the Lok
Sabha or the Rajya Sabha, as the case may be. A copy of the communication will also be endorsed
to the Ministry of Law.

12. Observance of otherConstitutional Requirements.—If legislatlon isbeing undertaken
- in pursuance of Article 249 or 312 or Article 252 of the Constitution, the admlmstratwe Ministry will
have to ensure that there is the necessary resolution of the Council of States or, as the case may be,
that at least two State Legislatures have passed the necessary resolutlons

13, Scrutiny of the Bill as passed by Parliament.—When a Bill has ben passed by both the
Houses of Parliament, the Secretariat of the House which is in possession of the Bill will send a copy
thereof as passed to the Ministry of Law, which will scrutinize it and point out mistakes in the Bill,
ifany, relating to printing, spelling, punctuation, numbering of sections, clauses or cross references
and marginal headings. The Ministry may also make suggestions to correct patent errors and
mistakesand tomakesuch other changesin the Bill as are consequential ontheamendmentaccepted
by the House for the consideration of the Speaker or the Chairman, as the case may be. The Bill will
then be returned to the Secretariat of the House concerned.

14. President’s Assent.—The Bill will then be reprinted by the Secretariat of the House
concerned with the superscription "as passed by the Houses of Parliament.” That Secretariat will
thereafter send to the Secretary to the President, through the Ministry of Law, two assented copies
of the Bill, together with spare copies with the endorsement of the Speaker of the Lok Sabha or the |
Chairman of the Rajya Sabha, as the case may be , certifying that the bill has been passed by the
Parliament for theassentof the President. Whenever a bill passed by Parliament is requied toreceive
President's assent before a particular date the Secretariat of the Lok Sabha or the Rajya Sabha (as the
case may be), the Ministry of Law and Departmentof Parliamentary Affairs should be advised to that
effectin good time to ensure timely action in the matter. There shall beendorsement on every Money
Bill when it is presented to the President for assent the certificate of the Speaker signed by him that
itisa Money Bill. Actsarenormally published ina Gazetteof India Extraordihary on the day on which
they are assented to. The date on which the President's asserit is given is intimated to the
Administrative Ministry by the Mnistry of Law. One copy of the Bill bearing the President's
Signature is retained in the Ministry of Law and the other copy is returned to the Secretariat of the
House concerned. The President's Secretariat retains the spare copy. Copies of Acts will also bé
forwarded by the Ministry of Law to all'the State Governments for publication in Gazette of State
Governments.
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15. Printing of Copies of Acts for Sale—The Ministry of Law will takesteps tohave copies
of the Act reprinted in suitable form for sale to the public.

16. Translation of Acts in Hindl and Regional Languates.-The Ministry fo Law will take
steps to have the Act translated inte Hindi (Devnagri script) and to have the translation placed on
sale. State Government will be informed when an Act is being so translated. Translation into
regional languages will be arranged for by the State Governments if so desired by them.

. 17, Procedureregarding non-official Bills,—(i) WheneveraPrivateMemberof Parliament
gives notice, in accordance with the provisions of the Rules of Procedure and Conduct of business
in the Houses of Parliament, of his desire to move for teave to introduce, a Bill, the Secretariat of the
House concerned sendsa copy of the notice together with a copy of the Bill and Statement of Objects
and Reasons to the Miniétry to which the subject belongs.

(i) The: Minisfry concerned will consult the Ministry of Law as to the competence of
Parliament to enact the measures, '

(iii} The policy of Governmentin relation to the Bilt shall be officially settled in the Ministry
towhichthesubjectsbelongs with theapproval of Parliamentary and Legal Affairs Committee of the
Cabinet.

18, Ordinances and Regulations,—The proceduré described above for promoting Bills
will apply mutatis mutandis to Ordinances promulgated under Article 123(1) and Regulations made
under Article 240 bf the Constitution. After the terms of the draft Ordinance or Regulation, as the
case may be, have been settled in consultation with the Ministry concerned, printed copies will be
obtained by the Ministry of Law. Anassent copy together with (a) a spare copy of the Ordinance or
Regulationy(b) a copy of the Summary to the Cabinet, and (¢) a copy of the decision of the Cabinet
relating to the Ordinance or Regulation will be submitted by the Ministry of Law for the signature
of the President through the Ministry in-charge of the administrative Ministry, in the case of
Ordinances and through the Ministry of Home Affairs, in the case of Regulations. After obtaining
the signature of the President, the Ordinance or Regulation will be published in a Gazette of India
Extraordinary. The Ministry of Law will inform the Ministry concerned as to the promulgation or
~ making of the Ordinance or Regulations so as to enable the Ministry to take further action in the
matter. Copies of Ordinances are also forwarded to all the State Governments for publication in

State Gazette, ‘ '
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APPENDIX 6
[Vide para 29(d) & 351

PROCEDURE REGARDING SUBMISSION OF CASES
FOR CONSIDERATION OF THE CABINET

The following instructions should be strictly adhered toin the préparalion of the Summary',
ete. for the Cabinet/Committees of the Cabinet. '

(i) Each page of the Summary/Notes-/Memorandum should be security graded,
. 'Secret' or ‘Top Secret as ihe case may be and the copies of the paper should be
numbered. :

(i)} Thename of the Ministry should appear at the top of each page.

(iii) The words "Summary/Note/ Memorandum for the Cabinet Cdrﬁrnittees of the
"Cabinet" should appear below the name of the Minisiry.

(iv) Abriefsubjectheadingshouldbegiven,theheadingshouldbeproperlyindicative
of the proposals contained in the paper. A

{v) The summary/Note/ Memorandum should bear a date.

(vi) TheSummary/ Note/Memorandum should besigned by anofficer notbelow the

rank of a Member of the Board.

(vii) ltshould beindicated in the body of the paper that the proposals made have the
approval of the Minister-in-charge of the sponsoring Ministry.

(viii) Thepapershouldbe sclf-centained butit should not be unnecessarily long. Even
where the material required to be submitted to the Cabinet has to be lengthy,
much of itshould berelegated to annexuresor appendices, keeping themainnote

as bricf as possible.

(ix) The concluding parashould conta in the point or points on whichthe decisionof . .

theCabinet/ or CabinetCommitteeissought; together with therecommendations
of the Minister-in-charge. -

(x) The sponsoring Ministry should consult all other Ministries which may be
concerned with the matter and should also show them whenever necessary the
draftpaper, in order to ensure that the views of the other Ministriesare properly

brought out in the paper. The names of the Ministries which have been consulted
and/or which have scen the papef should be mentioned; and it should be
indicated whether they agree with the proposals made. In the event of
disagreement, the views. of the disagreceing Ministry should be stated, and in
particular it has to be ensured that : . N

(a) if the proposals madeinany case suggest or imply either amendment of the

existing law or fresh legislation, the paper is shown to the Ministry of Law,

and their views incorporated init;

(b) ifthe proposalsmadeinanycqse havea financial bearin'g,whetherinvolving
expenditure or not, the paper is shown to the Ministry of Finance and their
views incorporated init; -

(c) ifthe proposalsmadein anycaseareof conlroversialnalure‘,nocommitmenls
shouldbeenteredintowithoutclose consultation withall the other Minisiries
concerned. Should there beany doubt the matter should be brought to the

Prime Minister's Notice. :
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Note.—The question as to whether the final Note/Summary for the Cabinet need be shown Lo the differing Minlstry f its
remarks are reproduced In extenso has been consldered, Ithas been decided that in such cases second reference to the
Ministries concerned is not necessary. However, this [s subject to the proviso that if any addition fs made to the note
by the sponsoring Minlsiry Lo rebut the arguments advanced against its proposal, it should be shown to the differing
Minlstry. The obligation would, however, be limited only to showing the paper and not to securing consent to the
views expressed by the sponsoring Ministry, In rebultal.

(xi)

(xii)

(xiii)

The papers should be sent to the Cabinet Secretariat well in advance of the
meeting at which they are sought to be considered by the Cabinet or its
Committees. : :

The following points have also to be’ kept in view while typing out the papers for
fhe consideration of the Cabinet and its Committees. g

(a) The Summary etc,, should be typed in single space and both sides of the
papers should be used irrespective of the fact whether the paper isintended
for disctssion at a meeting or is for informaiion only provided the paper can
takein the impression on both the sides. Care should be taken to ensure that
the impression is not smudged with the duplicating ink and thatitis legible
and clear.

(b) A wide margin should be left towards that edge of the paper (the leftedge
of the adverse and the right edge of the reverse) which s put in the pads for
the meetings. :

(c) Paragraphs of the Summaries/Notes for the Cabinet should be properly
numbered.

(d) Consecutive page numbers should be given on the main summary and its
annexure(s) appendice(s). For example, if the main Note ends with page
No. 10, the annexure(s} should be given page No. 11 and not page No. 1.

Copies of the papers, intended for the Cabinet and its Committees and for the
Council of Ministers should be sent to the Cabinet Sectt. in accordance with the
following schedule with a forwarding memorandum indicaling clearly the
number of copies sent : '

o

s, Description B _ No. of copies required for

No.

consideralion information

1. Cabinet

40 ' 40

2. Cabinet Committee on Economlec Affalrs a5 - 35

3, Cabinet Committee on Accommodation . ) : 25 25

4. Cabinet Committee on Political Affairs _ 25 ' 25

5. Other Cabinet Committees ' 25 _ 25

6,  Council of Ministers . ) - ' : — 70
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{xiv) A 'draft press brief, preparcd on the assumption that the proposal will be
approved by the Cabinet shall be sent to the Cabinet Sectt. along with the Note/
Summary for the Cabinet in all cases except those relating to :—

(a)

(b)
(c)

(d)
(e

controversial economic issues in respect of which the concerned Ministries
are required to brief the press, in terms of the Cabinet decision taken on 6th
January, '77, .

purely administrative matter with which the public at large is not directly
concerned. -

proposed Agreements/Protocols with forelgn Governments which will
enter into force only after acceptance by the foreign Government;

issue of Qrdinances; and

enactment of President’s Acts in respect of States under President’s Rule
which are required to be placed before the Consultative Committee of the
Members of Parliament before approval.

Additionally, when Parliament is in session, no draft press briefs shall be sent in respect of
proposals relating to major questions of policy in regard to which a previlage motion can be raised.
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APPENDIX 7

PROCEDURE REGARDING SUBMISSION OF CASES TO FINANCE
' [Vide para 36} '

The following procedure should be followed in the marking and disposal of files where the
proposal under consideration have financial implications and, therefore, require the approval of the
Financial Commissioner or an officer on his behalf.

9. All cases/proposals involving expenditure should be shown to the Associate Finance
Branch first before they are processed for final sanction/approval and before any commitment in
that respect is entered into. Such questions should be scrutinised by "F" and seen by Joint Director
of Finance or Director of Finance before they are submitted to Member/Member of the Board. The
procedure of marking in such cases, will, therefore, be that the Directoror Joint Director of the
dealing branch will mark the cases to Joint Director Finance or Director of Finance as the case may
be, In no case will Director, other than Director of Finance or Dirctor of Accounts mark cases direct
to Financial Commissioner for Railways.

3, If agreement is reached by Joint Director of Finance or Director of Finance with the

Director concerned, and the matter is in conformity with the known policy of the Board, and the

decision does not involve the turning downof a proposal made by General Manager, the approval
of Joint Director of Finance or Director of Finance will be considered as an approval given on behalf
of the Finaricial Commissioner and thecase necd notbe submitted to any Member of the Board unless
the Director concerned feels that the case is important enou ghtobe submitted to his Member.

4. If, however, thereis either no agreement regarding the solution of the case between the

Director concerned and]ointDirectorsof Finance or Director of Finance or thereisanagreed solution

but it involves turning down a proposal made by a General Manager or a case involves a question
in regard to which the policy of the Board has not yet been defined, the case should be submitted by

Joint Director of Finance or Director of Finance to the Member concerned. If the Member agrees with -

the solution suggesied by Joint Director of Finance or Director of Finance there is noneed unless the
Joint Director of Finance or Director of Finance expressly so desires to send the case to Adviser
Finance/Financial Commissioner and the case will beconsidered as havingbeenapproved on behalf
of the Financial Commissioner.

5. In cases where a Member disagrees with the solution suggested by Joint Director of
Finance or Director of Finance the case should go back to the Joint Directors of Finance of Director
of Finance. If Joint Director of Finance or Director of Finance choose to accepy the Member's solution
withoutreferenceto Adviser Finance/Financial Commissioner hemaydoso, The acceptanceby Joint
Director of Finance or Director of Finance will be considered ason behalf of Financial Commissioner.

6. If, however, Joint Director of Finance or Director of Finance still finds that he cannot

commit Financial Commissioner for Railways to the solution propased he will mark the case to
Adviser Finance/Financial Commissioner wilh his further remarks.

7. Joint Director of Finance and Director of Finance will keep Financial Cormissioner
informed of the important decisions taken by them on his behalf. If any caseis considered sufficiently
jmportant, Joint Director of Finance or Director of Finance may mark it to both to the Member
concerned and Financial Commissioner. : -

_ 8. Simple drafts on decision taken with the concurrence of Finance need not be vetted by
Finance, before issue. | ' '
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9. Minorand routine cases where the decision follows well-known policy, or the orders to
be issued merely incorporate decisions which already have had the concurrence of the Financial
Commissioner or Joint Directors of Finance and Director of Finance on behalf of Financial Commis-
sioner for Railways and where thereisno disagreementover the solution suggested, maybeaccepled
by Deputy Director of Finance on behalf of Financial Commissioner.

10. Write off of losses.—The following procedure should be observed by the Finance
. Branches of the Railway Board in dealing with cases for the write off of Iosses when they are referred
to-the Finance Directorate :— : .

“The case should initially be examined with reference to the seriousness of the various

considerations involved, The seriousness does not merely depend upon the amount involved. All

cases involving special or unusual features should invariably be submitted to the Financial
Commissioner of Railways through the Director, Finance. Cases in which the amount of loss
involved exceeds Rs. 5 lakhs should also be submitted to the Ministers through the Financial
Commissioner, Railways before sanction is accorded to the write off.
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APPENDIX 8
STYLE IN NOTES AND DRAFTS*
[Vide paragraph 41 (12)]

The style in notes and drafts is as important as their contents.  The following will be
observed in drafting and also in writing notes :—

m

(2)

)

“)

(5)

(6)

(7}

{8)

"Information” is singular. If information is called for on many points, it does not
become "Informations”. o

The words "Proximo”, "Idem” and "Ultimo" should be avoided. They are not
necessarily even abbreviations and they possess no other recommendations. On
the contrary, they lead to confusion and one has to take the trouble of looking at
the date of the letter to find out what they mean. The names of the months must

4 be used instead.

“The same” must not be uscd instead of "it" or some other simple word.

Suich needlessly formal words as "therein" and "thereon” should not be used
instead of "in it" or'on it". :

The preference for passive verbsover active verbs generally make the style vagué"
and clumsy, as "It is understood” for "I do not understand” or "The date of issue
of the order should be reported by him" for "he should report when he issues the
order.” .

- A simple or short word is to be preferred in place of a long phrase Examples of

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

Foreign or classical words and expressions should be avoided as far as possible;
vernacular words should only be used when their meaning cannot be expressed
equally well in English. .

Short sentences should be preferred to long ones "Secretary's attention isinvited
t0 QM. Heis requested...” is better than "The Secretary's attention is
invited to O.M........... and he is requested”, "In case in which”isa clumsy phrase
for which "when", "where" or "if" can usually be substituted. The word "neces-
sary” is usually superfluous in such phrases as the necessary entries", "the
necessary corrections”, "the necessary instryctions”, efc.

*Barrowed from an appendlx of Gevernment of Assam Manual of Office Procedure Secrelarial, 1968 which has been adapted
form an apendix of the (then) Government of Madras Secretariat Office Manual, 1960.
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9

The phrase "do the needful" should never be used. Either state definitely what is
to be done or say ndo what is necessary”. The word "avail" is very akward one,
as it is a reflexive and also takes wof* after it. It is better avoided. Moreover, ifyou

. do use it, you must not say "the leave was availed of* or "1 availed of the leave",

(10

an

(12)

(13)

4

as

still less "he is permitted to avail the holidays™. You mustsay “[ availed myself of
the leave," and so on . But why not simply say "took the leave"? "Available” also
isabad word. A reglster “not readily available” may mean anything, for example,
that it was needed for reference by one of the members, or had been sent some-
where out of the office, or was locked up and the key was elsewhere. Itis very
annoying to haveonc’s work increased by having to send anote back to ask what
it means. :

Split infinitives should be avoided. Write "kindly to state” and not "to kindly

‘state”. A very common and equally objectionable feature of official communica-
" tions is a similar spliting of other verbal pharases. For instance, "The Deputy

Commissloner will in the circumstances now stated, be requested” is not good
English. It is quite as easy to say "In the circumstances now stated the Deputy
Commissioner will be requested t0.iees

Do not write "marginally noted” which could only mean "having marginal
notes”, Write "noted in margin”. Similarly "Plan marked" could only mean
»marked with plans” (Compare “pock-marked"), and “plaint mentioned” neither
does nor possibly could mean anything.

Instead of such a phase as "the figures for 1949, 1950 and 1951 were 256 & 257 and
348 respectively” which is confusing, write "the figure for 1949 was 256, that for
1950 was 257 and that for 1951 was 348" This is a lttle, if at all, longer and is

‘ perfectly ctear. wEormer” and "latter" should also be avoided as they are constant
 sources of confusion. ‘

Do not ride any phrase to death. Some persons begin every letter with the phrase
with reference to. It isbetler to vary the phrase so as to make it more definite. Say
"“In reply 0" "As directed in" and so on; or begln in narrative form "In their
order....u Governmentdirected...oe: ». Avoid the phase"withadvertence to".

3

In ordinary Engilsh "in case” does not mean the same as "if. "1 shall take my
umbrellain case it rains” means "s0 as tobe prepared for rain". Nordoes"aswell
as” mean the same as "and %1t is much more emphatic. It would be absard to say
"a man was 5 feet 8 inches high as wellas 21 years of age". But you might well say
that “he was a good painter as well as a remarkable musician.”

The fondness for writing "as well as” for and "in case" for “if" presumably arises

_ from the fondness of the users foralonger expression. "Incaseif" isa stage further

on the downward path. "lam unable to" for "Lcannot” and “hand over” for "give"
are other common examples of the preference for thelonger phrase."By the time"
is sometimes wrongly used for “then". "By that time" means “then". "By the time '
that" means "when". Always be as definitc as possible.
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(16) "Assuch” is often misused. It is correct to say "Mr. A was then the Superinten-
dent and as such was bound to report...w. " but "Mr. " A was not then the
Superintendent and as such he is not to be blamed" is meaningless. "While such
being the case” is a familiar embellishment of criminal complaints, ete. "While"is
here redundant.

(17) Tenses and moodsare misused in alnost every note or draft. The miguse "of had"
is one of the commonest errors. The pluperfect “had"is rightly used to emphasis
priority of one event in the pass to another. Tt is correct to say "I had gone to bed
when the house caught fire" but senseless to say " had gone to bad at 10 0'Clock
last night" ("I went" is correct) uinless the meaning is that you had gone to bed
before 100" Clock. The present tense is wrongly used for the incomplete perfect,

_as in "T am record-keeper from 1906". "I have been record keeper sincel1906" is
correct, "Government press for a reply” should be "Government are pressing for
a reply". "The following men now act” is wrong, It should be "are now acting'".
"Act” means "usually act” or “habijtually act”, are acting emphasizes the fact that

they are doing so now.

(18) "Must have" is sometimes misused for "should have" or "ought to have". "Must
have doneit" means that he certainly has done it. It is not to be used to mean that
he has not done it but should have. "Till” is commonly micued ina way that itis
positively misleading. "No reply was received till January 1st" implies that a
reply was received on January 1st: but it is erroneously used to mean that even
on January 1st no reply had been received. To convey this latter meaning "up to"
with the pluperfect is the correct English—"Up to January 1st, 1 had received no

reply".

(19) Distinguish "all the stamps have not been punched" which is ambiguous from
“Not all the stamps have been punched”. or "the stamps have not all been
punched”, which mean that some have been punched and some not. These
phrasesarecommonly confused."He has yet tocoltect Rs. 1.000°, isnotordinarily

- modem English. "Still has" is correct. "Yet" may be used with a negative, e.g. "has
not yet applied" and is only used with a positive verb in special phrases such as
"I have yet to learn”. '

(20) “So" is not equivalent to "very". Itis sometimes written "the peon is so imperti-
nent”, "I warned him so many times" meaning “very impertinent”. "very often”.
"Not so bad" means "rather good", but this is a colloquial phrase, Similarly, "too"
has generally a relative sense, that is, it implies excess relatively to a certain
standard or object not absolute intensity so to speak (exceptina few-colloquial

phrases, such as"it is too bad") but it is commonly written it is too hot” meaning
"it is very hot". : - :

(21) ‘Theverb "to hope" implies pleasurable anticipation. It is used sometimes instead
of a neutral word such as "think", and thereby producing comically inapptropri-
ate phrases such as "I hope your honour is ill". Omission of articles (a, an, the) is
a common fault. Tt is permissible in a telegram for reasons of economy—not
elsewhere. But articles must be used correctly, The statement "appellant is the
inhabitant of Jaipur" implles that there is only one inhabitant, "An inhabitant of
Jaipur" is correct. "This is serious omission” should be "This is a serious om-
mision”,
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@2)

(23)

(24)

(25)

(26)

"As to" is common redundant form, £.¢. *The Deputy Commissioner is directed
to Teport as to whether”, nwhether" alone is sufficient. So-also "as against" or "as
compared with" are commonly used in comparing figures, where "against” or
"compared with" are sufficient and correct. Ttis correct to say "as compared with

Jastharvest, the yield was poor”, butnot the"yield was4 rupees ascompared with -

8 rupees last year”, "As" means nothing in the latter phrase.

Pseudo-aceuracy accounts for much unnecessary verblage. “If any"isacommon
example of this fault. Itis quite unneccesary o say "The Deputy Commissioner
is requested to report the number of cases if any™ If there arc none, the Deputy
Commissioner will say so. In the same way it is unnecessary to say “The Deputy
Commissioner is requested to report whether it is advisable or not 0.
The use of the word "ask" instead of "order” or "direct produces a curlously-
important effect when a lower subordinate is referred to..." The 5.D.0. may be
asked to report" sounds silly.

On the other hand, the use of such phrases as "at all", "care to", "in spite of” -

sometimes sounds needlessly discourteous as well as unidiomatic. "In spite of
three reminders the Deputy Commissioner has not at all cared to reply"” is rude
aswellasun-English, “It" willbe enoughif the Deputy Commissloner........" 1s not
English, The more appropriate phrase is "the Deputy Commissioner need only”.

Avoid pretentious words such as "penultimate”. "Last but one” is quite good

enough.

" am directed to request that you will be so good as fo furnish me with

information as to whether" is the sort of stuff that we come across frequently."T -

am directed to enquire whether” means exactly the same and is not unduly curl.
Never use several words where one will do. Do not write "make an application”
but "apply” or "a label of the value of fifty paise only” instead of a fifty paise
stamp”, Addition of the word "only" after any sum of money is in place in a bill
or cheque not elsewhere,

"In this connection” at the beginning of a sentence isa favourite bit of hackneyed
padding. It means nothing at all. "In returning herewith a favourite but
inappropriate type of opening phrase. It {s often aggrdvated by making the
subject of the main sentence different from the implied subject of "returning” or
by changing to the passive construction. You can say "In returning.......I am
directed to point out’, You must not say "In returning herewith the statement

recelved with hisletter. ... the Deputy Commissionerisinformed". But this

@7

(28)

is quite common. On the other hand, such phrases as"Turning to paragraph.......,

It may be obseryed” and so on ("Regarding”, "Concerning’, "Considering” etc.),
are unobjectionable though “Tuming to paragraph 1" is no doubt more strictly

‘correct.

A needless ahxlety to avoid re_pelltld_n glves rise to varjous faults, Sometimes,-

instead of repealing a man's narme, an assjstant will say "the individual” which
is not good English. The use of "former and Jatter”, "respectively” and "the same”
have been mentioned ajready and 2lso come under this head.

The words "comprise’, compose and "consists” are confused with each other. It
is written "the Jand comprises of 3 plots” or "is _cgmpris_ed of". The correct forms
arc "the land comprises consists of J$ cqmposed of three plots™, It is also written

"the oJd bujlding was substituted by anew one". Youcansay “apeyw building was
. 8
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&10)]

G

(32}

(3

substituted for the old one" "or" "the’old building was replaced by a new one".
"Dispose it off" is a common error for "dispose of it", also "tear off" for "tear up”
and "stick up" for "stick in". (You can stick a thing "up" on a wall of course but not
“up"ina book). "Stick up to" is used for "Stick to" itself a slang phrase. "He stuck
up to agreement" is wrong.  Itis also written "slips have been pasted" and the

"papers have been stitched" whereas "pasted in" and "stitched (or preferable
'Seven') together" are correct.

"Agree” and "tally" cannot be used actively. Figures may agree or tally. You
cannot “agree” figures or "tally" them. Generally use unpretentious words
rather than pompous ones. "I went to camp” not "I procceded”. "live" or "dwell”,
not "reside". "Instead of" is much more usual inordinary English than "in lieu of",
which is a phrase used mainly in legal documents. “Stamp" is the ordinary
English not "label", and "Envelope” or 'letter” not "cover".

You cannot say "He told/expréssed that he wasunwilling”. It must be "he told
me that he was inwilling". "he expressed his unwillingness”, "he expressed

_himselfstrongly. "Enoughof money"isnotgood English. Say "enoughmoney",

“of" follows "enough” when for any reason it is necessary to use "eriough" as a
substantive, e.g., "Thave had enough of this", "I don't as a substantivee.g., "I have
had enough of this”, [ don’t know enough of the language, to........", but "l know
enough English to........". "None" for "no one" is obsolete or poectlcal. Do’ not
write "None made any offer" but "no one made any offer". Do not say "it is not
used by any” but “it is not used by anyone”, Do not say "this is known to all"
but "everyone knows this”. "There is no use of sending” is wrong. it should be "it
is no use sending”, "itis no use to send"” or "there is no use in sending".

v

Do not qualify expressions, needlessly. To do so produces flabby style:  Words
like "it seems"and “it appears” are used when thereisreallynodoubt.  "He was
absent in his house” meaning that he was elsewhere than in his house, is a
contradiction in terms, "Absent from" is correet, but the ordinary English would
be "he was notathome", or snmply "he wasaway" or "was out”. "Also" is misused
with negatives. "He did not address the letter and did not also stamp it" should
be "nor did he stamp it".

"He puts himself up at......" or "he is put up at", are wrong. The correct English
{and itis colloquial) is "He is putting up at". "Wooden picce" for "piece of wood"
is a common error.

"I enquired into the witness" is another frequent mistake. you "examine" a
witlnessand "énquireinto”acase. Butone doesnot "investigate into a case”, one
“investigatesit”, Male member should not be used to mean "male” or "man". You
can say "the male members of my family". Do not say "my family members" but
“members of my family". “Through meaning "past” and “cross" meaning "went
past” are frequently used e.g., "I went through the temple”, or "I crossed the
temple”. You "cross" a river or a road when you go from one side of it to the other.
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(34)

(35)

(36)

{37

Do not use such phrases as "has breathed his last”, or "is no more", for “is dead",
Itis high time to do so and so™" is an idiomatic English phrase. "Asit was high time,
the Court adjourned the case till next day” is not English.

"In view to do” so and so is wrong.  You can say "with a view to reducing”
meaning “inorder toreuce”, and you can also say "in view of these circumstances"
meaning "having regard to them", "In view to is impossible.

"You should insist on the Under Secretary to reply" is wrong. It should be
"should insist on his replying”. "Address" is used sometimes as though it meant
"ask". "Government will be addressed to reconsider their order” is, strictly

" speaking meanmgless

"Government sanctioned a peon to the Deputy Secretary" should be "for the
Deputy Secretary”. "Petitioner wants that the land should be transferred is
wrong. [t should be "wants the land iransferred to be transferred.




APPENDIX 8 (A)
[Vide Para 29 (d)}

PROCEDURE RELATING TO CASES INVOLVING LEGISLATION
IN PARLIAMENT

1. Initial Action.—The Ministry of Law may initiate certain types of substantive legisla-
tion on certain matters relatmg mainly o civil law and procedure, as for example, laws relating to

~ marriagg, divorce, succession, transfer of property. Civil procedure evidence and the like and -

mattersrelating to elections to Parliament and State Legislatures and legislation of a formal character
such as the periodical repealing and amending Bills, Except for these matters, every proposal to
initiate legislation in Parliament shall be considered in the Ministry to which the subject-matter of
the legislationrelates. Thenecessity for the legislation and all matters of substance to be embodied
therein, except the technical details of the Bill, shall be discussed and settled in such Mlmstry

2. Consultation with the Ministry of Law.—Whenever a Ministry finds it necessary to
promote legislation, whether by Bill, by Ordinance or by Regulations, the proposal will, in the first
instance, be referred to the Ministry of Law for its advice as to whether legislation is necessary or
desirable and is.within the competence of Partiament under the Constitution and if so, the general
lines on which the legislation may be drafted.

3. Legislation in respect of Union Territories.—{i) Under Section 2 of the Union Territo-
ries (Laws) Act, 1950, the Central Government is competent to extend, by a notification in the official
gazelle, any State enactment, with or without modification, to a Union Territory. All proposals for
such extension will be dealt with in the Ministry of Home Affairs who will examine them in
consultation with the Ministry of Law & other Ministries concerned and then place them before the
appropriate Advisory Committee.

(i} Asrcgardsindependent items of legislation, which have to be introduced in Parliament,
proposals may be sponsored by the Administrative Ministries according to the subjects concerning
them. The Administrative Ministries: will, however, consult the Ministry of Home Affairs at the
earliest possible stage to enable the latler to express their view as regards the desirability of
undertaking the proposed legislation, the principles involved therein and the substance of the more
important provisions proposed. Thereafter, the administrative Ministry concerned will prepare the
draft Bill in consultation wilh the Ministry of Law and the other Ministries etc. concerned and send
the final draft to the Ministry of Home Affairs for being placed before the appropriate Advisory

.Committec. As soon as the matter has been considered by the Advisory Committee, the Adminis-
trative Ministry will take suitable steps to obtain the approval of the Cabinet and introduce and
process the proposed legislation in Parliament in accordance with the procedure described in the
following paragraphs.

4. Approval of the Cabinet—If , after such consultaions as may be necessary it is decided
to undertake legislation, a self-contained summary setting out the facts of the case and legislative
measures proposcd shall be prepared in consultation with the Ministry of Law and submitted to the
. Cabinct for ils approval.

5. Ministry of Law to be supplied with all relevant papers —When the proposal for
legislation is approved by the Cabinet, all the relevant papers should be sent to the Ministry of Law
with an office memorandum indicating with sufficient precision the lines on which it has been
decided to legislate and requesting the Ministry of Law to draft the requisite Bill.

6. Preparation of the Draft Bill by the Ministry of Law.—On the basis of the office
memorandum referred to in paragraph 5 above and after such consultation with the Ministry
concerned as may be necessary, the Ministry of Law will prepare a Draft Bill and send it to the
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Ministry concerned for approval. If the originating Ministry is satisfied that the draft Bill as prepared
by the Ministry of Law meets with its requirements, it will be returned to the Ministry of Law with
a Statement of Obejcts and Reasons signed by the Minister who will be in-charge of the Bill in
Parliament. All Bills should be circulated to Members of the Cabinet prior to introduction in
Parliament. Accordingly, the Bills whenever finalised in the Ministry of Law will be sent to the
" administrative Ministry concerned for ¢irculation to the Members of the Cabinet. On receipt of the
information from the administrative Ministry that this has been done, further steps will be taken in
the Ministry of Law for introduction of the Bill in Parliament. It will, however, not be necessary to
circulate to the members of the Cabinet the Finance Bills and Appropriation Bills. '

- InthecaseofaBill contammg more than twenty five clauses, a title showing thearrungement
of clauses will be included in the beginning In order to facilitate references of the clauses in the Bill
during discussions in Parliament. ,

All amending Bills should contain extracts of section of the original Acts which are sought
to be amended.

Under the Rules of Procedure and Conduct of Business in either House of Parliament, Bill
involving expenditure shall be accompanied by a. financial memorandum inviting particular
attention to the clauses involving expenditure and giving an estimate of the recurring and non-
recurring expenditure involved in case the Bill is passed into Law.  Such financlal memorandaeare
prepared by the Ministeries sponsoring the Bills and should be shown to the Départment of
Expenditure of the Ministry of Finance at the draft stage before relevant Bills are introduced in
Parliament. A Bill involving proposals fur delegation of legislation power shall be accompalned by
a memorandum explaining the proposals and drawing attention to their scope and stating also
whether they are of a normal or exceptional character.

_ All the discussions relating to the drafting of Bills etc. will take place on the files of the
‘Ministry of Law, :

7. Printing of the Bill—After the drafting of Bill and all preliminaries connected therewlth
have been settled the Ministry of Law will send the Bill together with all its enclosures to the
Govemnment of India Press for Printing. Clauses or provisions in the Bill which involve expenditure
from public funds will be printed in thick type or in italics. The proof copy of the Bill received from
the Press will be scrutinized by the Ministry of Law and forwarded to the Secretariat of the House
concerned’ who will place the requisite print order.

8. Procedure for obtaining coples of Bills—Minlstries requiring additional printed
copies of Bills as introduced should send their demand along with the requisition for work in the
prescribed form (S. 99), duly completed to the Secretariat of the House concerned. This should be
. done well intime and, in any case, not later than the date on which the corrected proof of the relevant
" Billis forwarded by the Law Ministry to the Secretariat concerned, to enable the latter to consolidate

the print order for issue to the printers, For this purpose, the originating Minlstry may keep in touch
with the Ministry of Law as regards the probable date of the transmlssion of the Bill to the Secretariat
of the House concerned.

A similar procedure will be followed for obtaining coples of the reports of Select Committee
or Joint Committees on Bills except that the order should be sent to the Secrelariat of the House
concerned not later than the date by which the report is scheduled to be presented.

.The demand for copies of Bills as passed by both Houses of parliament should be sent to the
Secrelariat of the House concerned in which the Bill is finally passed not Jaler than the date of its
passage.

The cost of printing the additional copies will be debited against the monetary allolment of
the Ministry /Department concerned.
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9, Whenevera secret Bill is introduced in Lok Sabha/ Rajya Sabha, an authenticated copy
thereof bearing the signatur: of the Minister below the Statement of Objects and Reasons should be
placed on the Table of the House concemed at the time of introduction.

10. Passage of Bill through Parliament.—Except for Money Bills and Bills making provi-
sion for any of the matters specificd in sub-clauses (a) to (g) of clause I of Article 110 of the
Consititution, introductionof whichin the Rajya Sabha is prohibited under Articles 109 and 117, Biils
may originate in either House of Parliament, the choice being as matter of convenience depending
upon the nature of the legislative proposals, state of parliamentary business and any other factors.
_ When the question in which Housea Billis to be intorduced has been settled, the Ministry of Law will
sendl proof copies of the Bill to the Secretary of that House and the administrative Ministry will send
aletter signed by the Minister to the Secretary of the House giving intimationof his intention to move
for leave to introduce the Bill.  Copies of the above communications from the Law Ministry and the
Administrative Ministry will beendorsed to the Department of Parliamentar): Affairs which will fix
the time and date for the introduction of the Bill in the House. This date is usually fixed after the
Secretarlat concerned gels the fair copies of the Bill printed. The Minister in Charge of the Bill willalso
send to the Secretary of the House concerned an intimation of his intention {o move that the Bill be
taken into consideration and also that the Bill be passed. Similar intimation is to be sent to the
Secretary of the other House after a Bill has been passed in one House and transmitted to the other.
Whenever a Bill is proposed to be referred to a Select or Joint Committee on Government motion
notice will be s2nt to the Secretary of the House concerned accordingly. The Minister in the admin-
istrative Ministry will consult the Minister for Parlimentary Affairs for names of members to be
associated with the Select/Joint Committee. These names are usually mentioned at the time of
making the motion in the House concerned. ‘

Where a Bill is held by the Speaker to be a Money Bill, he endorses certificate to that effect
when the Bill goes to the Rajya Sabha.

A Bill which isdependent wholly or partly upon another Bill pending before the Lok Sabha,
may be introduced in that House in anticipation of the passing of the Bill on which it is dependent
but the second Bill cannotbe taken up for considerationand passing until the first Bill has been passed
by the Parliament and assented to by the President. |

11. Recominendation or previous sanction of the Fresident—Where under Articles 3,
117, 274 and 349 of the Constitution, the recommendation or the previous sanction of the President
is necessary for theintroductionin, or the consideration by, Parliament of certain classes of Bills, such
recommendation or previous sanction will be obtained by the Administrative Ministry concerned
and communicated under the sighature of the Minister to the Secretary of the Lok Sabha or the Rajya
Sabha, as the case may be. A copy of the commu nication will also be endorsed to the Ministry of Law.
Incidentally, when a Bill attracts the provisions of Articte 117(3), recommendation of the President
has to be obtained separately for each House and communicated to the House concerned before the
bill is taken up for consideration by that House. It would not be appropriate to obtain the
recomumendtion of the President in advance 5o as to cover the passing to the Bill by both Houses. In
the case of an amendment to a Bill, which under the Constitution cannot be moved without the
previous sanction or recummendation of the President, the orders of the President granting or
withholding such sanction or recommendation will be similarly obtained by the Administrative
Ministry concerned and communicated under the signatureof the Minister to theSecretary of the Lok
Sabha or the Rajya Sablia, as the case may be. A copy of the communication will also be endorsed to
the Ministry of Law. '

93




12, Observance of other Constitutional Requirements.—If legislation is being under-
taken in pursuance of Article 249 or 312 or Article 252 of the Constitution, the Administrative
Ministry will have to ensur that there is the necessary. resolution of the Council of States or, as the
case may be that atleast two State Legislatures have passed the necessary resolutions.

13. Scrutiny of the Bill as passed by Parllament—When a Bill has been passed by both
the Houses of parliament, the Secretariat of the House which is in possession of the Bill will send a
copy thereof as passed to the Ministry of Law, which will scrutinize it and point out mistakes in the
Bill if any, relating to printing, spelling, punctuation, numbering of sections, clauses Or cross
references and marginal headings. The Ministry may also make suggestions to correct patent errors
and mistakes and to make such other changes in the Bill as are consequential on the amendment
accepted by the House for the consideration of the Speaker or the Chairman, as the case may be. The
Bill will then be returned to the Secretariat of the House conc?rned-.

14. President's Assent.—The Bill will then be reprinted by the Secretariat of the House
concerned with the superscription "as passed by the Houses of Parliament". That Secretariat will
thereafter send to the Secretary and to the President, through the Ministry of Law, two assent copies
of the Bill, together with spare copies with the endoresment of the Speaker of the Lok Sabha or the
Chairman of the Rajya Sabha, as the case may be, certifying that the Bill has been passed by the
Parliament, for the assent of the President. Whenever a bill passed by Parliament is required to
receive President's assent before a particular date the Secretariat of the Lok Sabha or the Rajya Sabha
(as the case may be), the Ministry of Law and the Department of Parliamentary Affairs should be
advised to that effect in good time to ensure timely action in thematler. There shall be endorsed on
. every Money Bill when itis presented to the President for assent the certificate of the Speaker signed
by him that it is a Money Bill. Acts are normally published in a Gazette of India Extraordinary on
the day on which they are assented to . The date on which the President's assent is given is intimated
to the Administrative Ministry by the Ministry of Law. One copy of the Bill bearing the President’s
Signalture is retained in the Ministry of Law and the other copy is returned to the Secretariat of the
House concerned. The President's Secretariat retains the spare copy. Copies of Acts will also be
forwarded by the Ministry of Law to all the State Governments for publication jn Gazette of State
Governments. :

15. Priniing of Copies of Acts for Sale—The Ministry of Law will take stepsto have copies

of the act reprinted in suitable form for sale to the public. ]

16. Translation of Acts in Hindi and Regional Language.—The Ministry of Law will take
" steps to have the Act translated into Hindi (Devnagri script) and to have the translation placed on
sale. State Governments will be informed when an Act is being so translated. Translation into
regional languages will be arranged for, by the State Governments, if so desired by them.

17. Procedure regarding non-official Bills.—(i) Whenever a Private Member of Parlia-
ment gives notice, in accordance with the provisions of the Rules of Procedure and Conduct of
business in the Houses of Parliament, of his desire to move for leave to introduce, a Bill, the
Secretariat of the House concerned sends a copy of the notice together with a copy of the Bill and
Statement of Objects and Reasons to the Ministry to which the subject belongs. -

(ii) The Ministry concerned will consult the Ministry of Law as to the competence of
Parliament to enact the measures.

~ (iii) The policy of Government inrelation to the Bill shall be off icially settled in the Ministry
to which the subject belongs with the approval of Parliamentary and Legal Affairs Commiltee of the
Cabinet.
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18. Ordinances and Regulations.—The procedure described above for promoting Bills
will apply mutatis mutandis to "Ordinance promulgated"” under Article 123(1) and Regulations made
under Article 240 of the Constitution.  After the terms of the draft Oridnance or Regulation, as the
case may be, have been settled in consultation with the Ministry concerned printed copies will be
obtained by the Ministry of Law. An assent copy together with (a) a spare copy of the Ordinance or
Regulation, (b) a copy of the Summary fo the Cabinet, and (¢) a copy of the decision of the Cabinet
relating to the Ordinance or Regulation will be submitied by the Ministry of Law for the signature
of the President through the Minister in-charge of the administrative Ministry, in the case of
Ordinances and-through the Ministry of Home Affairs, in the case of Regulations. After obtaining
the signature of the President, the Ordinance or Regulation will be published in a Gazette of India
Extraordinary. The Ministry of Law will inform the Ministry concerned as to the promulgation or
making of the Ordinance or Regulations so as to enable the Ministry to take further action in the
matter. Copies of Ordinancesare also forwarded to all the State Governmentsfor publicationin State
Gazette,




APPENDIX 9

ACTS, RULES AND INSTRUCTIONS OF A GENERAL NATURE TO BE

10.

11.

12,

13.

14.

15.

MAINTAINED BY EACH SECTION
' [Vide Para 44 (2)]

. Constitution of India.

Government of India (Allocation of Business) Rules.

Government of India (Transaction of Business) Rules.

. Authentication (Orders and other instruments) Ruies.

Procedureinregard to submission of cases to the Cabinet' issued by the Departmentof Cabinet
Affairs.

Official Languages Act and instructions issued thereunder.

. Rules of procedure and conduct of business in Lok Sabha.

Directions by the Speaker under the rules of procedure and conduct of business in Lok Sabha.
Rules of procedure and conduct of business in Rajya Sabha.

“Procedure to be followed by ministries in connection with Parliamentary Work" issued by
Lok Sabha Secretariat. ‘

Memorandum on the preparation and passing of bills issued by Ministry of Law and Justice.
Departmental security instructions issued by the Security Directorate of this Ministry.

General instructions regarding type-writing, stencil-cutting carbon manifolding etc. issued by
the institute of Secretariat Training and Management. :

"Channel of communication between the Government of India and State Governments on the
one hand foreign and Commonwealth Governments or their missionsin India, Heads of Indian
Diplomatic Missions and Posts abroad and United Nations and its specialised Agencies, on the
other” issued by the Minisiry of External Affairs.

Schedule of periods of retention for records common to all departments issued by the
Department of Administrative Reforms and Public Grievances.




APPENDIX 10
SPECIMEN FORMS OF COMMUNICATIONS
[Vide para 70(i)]
1. Letter (with Endorsement) &
, GOVERNMENT OF INDIA (BHARAT SARI_(AR)
MINISTRY OF RAILWAYS (RAIL MANTRALAYA)
(RAILWAY BOARD}

NOoeeeeeeeeeese e, » o New Delli, theureeeoeserererereeeeesrins

Subject .—

Sir,
*With reference to your letter NO..... ...
dated.......ccovieeeiniverecennnnnenn ] am directed to say thab.....oooconiin i e s
Yours faithfully
Sd./-
(A.B.C.)
Secretary or for Secretary
Railway Board
Tele : NOwovevirniniiianinens
Encl:
{Endorsement)
NO v eareans ... New Delhi, the
Copy forwarded for information/necessary action to :
L P PP PRI TRS
(2]
(A.B.C.)
Secretary or for Secretary
Railway Board
; Tele : Nowooooiieeeeeeeins
* Other alternative forms of the Introductory phrases commonly used are.—
(1) In continuation of my/this Ministry's letter No...............ccccooie. dated.....o.iiiii
(ii) With reference to the correspondence resting/ending with your/this Ministry's letter
NOL dated.......ociveineiiciiniann

@ To be typed on copies intended for (1) and {2) referred to in the endorsement.
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APPENDIX 10 (conid.)
[Vide para 70 (2)]

(2) Demi-Official Letter

XYZ
GOVERNMENT OF INDIA (BHARAT SARKAR) -
MINISTRY OF RAILWAYS (RAIL MANTRALAYA)
(RAILWAY BOARD)
D.O:No. ..cviveeinininens ‘ New Delhi, the..........oovereviiiininnniinnnn.
My dear /Dear Shri
‘Will you pleasereferto your D.O. letter No.......cccoooviiniviiiiinne. dated......ccooenrmmnrnnnnn.
regarding.........coonveinrann, RN ceeenn?
I am sending herewith a copy of the draft rules relating to........... cevnebesrrrreres 1 shall be

grateful if you will kindly go through the same and let me have your comments as soon as
possible. It is proposed to convene an inter-departmental meeting early next month to finalise the
rules. Your early response will, therefore, be very much appreciated.

DA: , Yours Sincerely,
' ' XYz2)
)1 ¢ RO
Dﬁgn‘. ..................................................... |




APPENDIX 10 (Contd.)
[Vide para 70 (3) ]

(3) Office Memorandum ' ' Specimen 1

GOVERNMENT OF INDIA (BHARAT SARKAR)
MINISTRY OF RAILWAYS (RAIL MANTRALAYA)

(RAILWAY BOARD)
Noweooeoreeees New Dethi, the .......ocovseveone |
OFFICE MEMORANDUM
Subject : "
The undersigned is directed to refer to this Ministry's Q.M. NO. e '
dated.....ccoivrnnirnnnenn and to say that..............c.. eseeri e s eareerennraaane
‘ (ABC) .
Under Secretary , Railway Board
Tele : NOuooveessiinenreris s st iianons
To _
The Department of......... i erresca
OO RO PP Vibhag)
.......................................... Bhavan
"New Delhi-110001
‘Specimen II
GOVERNMENT OF INDIA (BHARAT SARKAR)
MINISTRY OF RAILWAYS (RAIL MANTRALAYA)
: (RAILWAY BOARD)
NOceiiiiiininnens : New Delhi, the...............
OFFICE MEMORANDUM
Subject.—
Reference this Ministry's O.M. No......c.eceeevennnnns CTTPP ~dated.........
2. Doubts have been expressed whether the Provisions of.......ooieiiiieniiiiinnnnens also
APPIY 10 e 1t is hereby clarified thab............ooviiiiinnn
(A.B.C) ,
Secretary or for Secretary
Raitway Board
Tele : NO..o.ccvvvrrvinsnnnna
To .
The Department of.......ccccoviinnnnnnn,
DT Vibhag)
................. rrarerersineesenses Bhavan
New Delhi-110001.
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APPENDIX 10—(Contd.)
[Vide para 70 (4)]

(4 Inter-departmental note
GOVERNMENT OF INDIA (BHARAT SARKAR)
MINISTRY OF RAILWAYS (RAIL MANTRALAYA)
(RAILWAY BOARD)

Subject.—

The present rules regulating the issue of Privilege Passes provide inter alia

4.

5. This Ministry will be grateful for the advice of the Department of Legal Affairs on the
issue raised in para 4 above. :

(XYZ)
" Deputy Director, Railway Board
Tele : NOcovuruieisirneereiesssssense

Depaftrnent of Legal Affairs (Vidhi Karya Vibhag)
Ministry of Railways (Railway Board) . D.NO........o.ooooviuninnenn | ST ORRRTITUROS
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APPENDIX 10—(Contd.)
[Vide para 70 (5)(6)]

(5) En Clair Telegram

TELEGRAM/WIRELESS MESSAGE STATE *EXPRESS/XXR

* AGRIPPA
BOMBAY
NO..oeceereererrrressens @ REOLET/RYLET JULY TENTH STOP BOARD NOT REPEAT -
NOT INTERESTED IN SECURING SERVICES OF XYZ.
wRAILWAYS
NOT TO BE TELEGRAPHED. _
(A.B.C)

Deputy Director, Railway Board

GOVERNMENT OF INDIA (BHARAT SARKAR)
MINISTRY OF RAILWAYS (RAIL MANTRALAYA)

(RAILWAY BOARD)
. :
NOcreerniierannas New Delhi, the.....ccc.coovvnes
Copy by post in Confirmation
(XYZ)
Deputy Director, Railway Board
To
The General Manager,
Central Railway, -

Bombay.

* Where necessary !

* Telegraphic address of the addressee and the sender respectively.
‘@ Stands for "Reference our letter/Reference your letter" .

Note—{i) Figuresshouldnotbeusedin thebody of the telegram.. They can conveniently bereplaced by words. For example
in the specimen of telegram above "Tenth" has been used in reference to "10".

(i) Punctuation marks should not be used except the full stop which should be typed as “()" or "STOP",
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APPENDIX 10—(Conid.)
[Vide para 70 (7)]

(6) Express Letter

GOVERNMENT OF INDIA (BHARAT SARKAR)
MINISTRY OF RAILWAYS (RAIL MANTRALAYA)
' (RAILWAY BOARD)

NO- it o New Delhi, the......... FOPRR

To

Subject.—

REFERENCE THIS MINISTRY NUMBER........ccoccoriiinanin DATED......coieiiiinvincrnannns
AS MATTER HAS TO BE REFERRED TO U.P.5.C. FOR CONCURRENCE BEFORE THE END OF
CURRENT MONTH, PLEASE EXPEDITE REPLY.

(A.BC)
Deputy Director, Railway Board

Note.—The forms of telex message and savingram will be similar to those of telegram and express letter, respectively.
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APPENDIX 10—(Contd.)
{[Vide para 70 (9)] . '

(7) Office Order

COVERNMENT OF INDIA (BHARAT SARKAR)
MINISTRY OF RAILWAYS (RAIL MANTRALAYA)
: {(RAILWAY BOARD)

OFFICE ORDER NO......ccvverernnnnnn. OF 199

It' has been decided that the following items of work being dealt with

3 7 PP S will be routed through.............cveeeniiien . instead
o) TP till further orders.
(A.B.C)
Secretary or Linder Secretary ,
Raitway Board.

NO e }
Dated.........oovivimniiiinninens
To

All officers & Branches in Railway Ministry.
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APPENDIX 10—(Contd.)

_ [Vide para 70 (10)]
(8} Order | ~ Specimen [
GOVERNMENT OF INDIA (BHARAT SARKAR)
MINISTRY OF RAILWAYS (RAIL MANTRALAYA)

{RAILWAY BOARD)
o e
ORDER
Sanction of the President is accorded to the grant of special pay of Rs. 50/- per month to
) (O, [T ASSt..vviinni e Branch for performing arduous
additional dubies in connection with, the.............ccooovvnns [T, w.e.f. 1-5-93 to 31-7-93.
(A.B.C)
Under Secrefary , Railway Board.
Copy forwarded to : :
1. Pay & Accounts Officer, Min. of Rlys., Railway Board
2. Cash Saction
NO-.orvvernes | New Delhi, db......ceonn..
Copy to the Director of Audit, Northern Railway, New Delhi.
For Financial Commissioner,
Railways
GOVERNMENT OF INDIA (BHARAT SARKAR) Specimen I1
MINISTRY OF RAILWAYS (RAIL MANTRALAYA)
(RAILWAY BOARD)
|\ T : New Delhi, dt......................
ORDER
] 1 o PO ,alower division .......ccoociciiiiciviiniennes is here by in-
formed that it is proposed to take action against himunderrule..................... 2 N
2. Shceiii e +.....is héreby given an opportunity to make
such representation as he may wish to make against the proposal. '
3.
4.
(D.EF.)
Deputy Secretary, Railway Board.
To
ShIi....cciiiii e,
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APPENDIX 10—(Contd.)

[Vide para 70 (11) ] Specﬁ:nen I
(To be published in the Gazette of India, Part 1, Section 2)

GOVERNMENT-OF INDIA (BHARAT SARKAR)
MINISTRY OF RAILWAYS (RAIL MANTRALAYA)

'(RAILWAY BOARD)
(9 Notification ‘
New Delhi, the............ 19
NOTIFICATION

IO e vireraranire e rene Shri XYZ, Deputy Director Railway Board, isappointed to officiate

as Joint Director, Railway Board vice Shri.......c.cociiminnienannnn transferred to Railway.
(A.B.C)
Secretary , Railway Board

To

The Manager, .

Coverniment of India Press, Faridabad.
N[ TP Dated.......covvivvnen

* Copy forwarded for information to :

s PR

D e e irieterreenarararraeanes .

K U OO PP {D.EF.)

Deputy Secretary, Railway Board
Specimen 2
(To be published in the Gazette of India, Part IT, Section 3)
GOVERNMENT OF IND_IA (BHARAT SARKAR)
MINISTRY OF RAILWAYS (RATL MANTRALAYA)
' (RAILWAY BOARD) .
NO et eiiaaeneninens New Delki, the.....o..c..... 199
NOTIFICATION

No.S.R.0.2044. In pursuance of Section 32 of the Indian Railways Act, 1890 (IX of 1980),
the Central Government hereby directs that with effect from 15th October 1356, the following further
amendments shall be made in the notification of the Government of India in the Ministry of Railways
(Railway Board) No. 2146-TC, dated the 20th February, 1950 namely.—

ABC.
‘Secretary, Railway Board
To

The Manager,

Government of India Press,
New Dethi,

« Endorsement to be typed on all copies except the one intended for the Press.
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APPENDIX 10—{Contd.)
(Vide para 70 (12} )

(10) Resolution : ' ~ Specimen I
(To be published in the Gazette of India, Part 1, Section I)

GOVERNMENT OF INDIA (BHARAT SARKAR)
MINISTRY OF RAILWAYS (RAIL MANTRALAYA)
(RAILWAY BOARD)
NOuveeaverereeerereinsens New Delhi, the.....ocovve.... :

The question of............... has becn engaging the attention of the Government of India for
some time. The Government of India have now decidéd to sct up a Committee consisting of non-
officials to conduct an investigation into this matter and make recommendations to Government on
'this subject. '

2. SRTHeveueuererenssseseeeeresesennee e sieceson s will be the Chairman of the

ORDER: Ordered thatacopy of the Resolutionbe communiéated 1o TP

Ordcred also that the resolution be publ'ished in the Gazette of India for information.

(A.B.C)
. Secretary , Railway Board
To
The Manager, -
Government of India Press,
Faridabad.

Copy forwarded to : _ : _
() correrrrr
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APPENDIX 10—(Contd.)
[Vide para 70 (14)]

(11) Press Communique/note
'~ Not to be published or broadcast before............c..ooiiiveinn a.m./p.m.
0 P day, the.....cooooo s 19 -

PRESS COMMUNIQUE/NOTE

In response to public demand, the Government of India have appointed a commission to go

into the problem of ......ovvveeiiiin .....and make suitable recommendations to the
Government.
2. The Commission will consist of Shri......ccooeciiiiiiinni sl e naaae as

Chairman and the following as members:
1.
2,
3.
3. Inmakingits recommendations the Commission is expected to giire consideration to the

following matters :

{a)

(b}

{c)

4. The Commission is expected to submit its report to the Government
by... ................. rerene
GOVERNMENT OF INDIA (BHARAT SARKAR)
MINISTRY OF RAILWAYS (RATL MANTRALAYA)
(RAILWAY BOARD}

NO.ooveiiiennnns

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

(ABC)
Secretary, Railway Board
Tele : No.
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‘[Vide para 70 (15}

(12) Endorsement
COVERNMENT OF INDIA (BHARAT SARKAR)

MINISTRY OF RAILWAYS (RAIL MANTRALAYA)
(RAILWAY BOARD)

NOwoerannn,, , New Delhi, the ...... 199

A copy of the undermentioned papers is forwarded to..........cocoiiiiiniiinninnn. for
information and necessary action.

(A.B.C)
Under Secretary or for Secrefary,
Railway Board.
List of papers forwarded:—
4 I
.
B

Note—The above is a specimen of endorsement as an independent form of communicatior, There can, however, be
endorsements below other forms of communications also L.e., letter, notifications, etc., as shown in specimen forms
(1) and (9).
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APPENDIX 11

: (Exlmc!s from the Indian Telegraph Rules regarding Classification and

use of urgency gradings for State Telegrants.)
~ (Vide para 70 (5) (c))

Indian Telegr;iph Rules ‘
ITR. 143. Classification and order of Priority for State Telegrams.—(1) The following
clagsification indicates in descending order the priority which regulates the disposal of State
telegrams, namely :— : : :

(@) SVH
(i) Most Immediate and Operations Immediate-
(i) Tmmediate.

(2) Officers empowered to send State ielegrams authorised in this behalf by the Dircctor
General, may use these priority indications and obtain for. their telegrams precedence over all
telegrams of a lower indication awaiting disposal.Telegrarﬁs in the course of transmission shall not
be interrupted except to prevent delay in disposal of telegrams classed ‘IMMEDIATE' or higher
priority. L ' . ’

(3) These indications shall.be written immediately before the address of the telegram and
will be transmitted free. ! C :

(4) Telegramsbearingthesame priority indication shall be disposed of in the order inwhich
they are booked. _

(5) The priority indications mentioned in sub-rule (1) shall operate in fespéc_t of tel.cgrams
to Ceylon and Nepal in respect of foreign telegrams whilst within Indian limits. :

ITR. 144, Charges.—MOST IMMEDIATE, OPERATIONS IMMEDIATE, IMMEDIATE
AND WEATHER IMMEDIATE, inland telegrams shall be charged at double the rates for Express
telegrams, SVH Telegrams shall be charged at the rates for Ordinary Telegrams, Express and
ordinary State telegrams shall be charged at the rates fixed for private telegi'amé of the same Class
(Rule 60). :

Telegrams relating to safety of haman life :

ITR. 145 Telegrams relating to the safety of human life in maritime or aerial navigation
shall bear the service instruction “gVH" written by the sender or the office of origin and telegrams so
written shall be given priority in transmission above "Most Immediate” Priority telegrams. Such
telegrams shall be delivered to the addressee at once by the office of delivery. Every office which
receives a telegram of this category classed either as a State Telegram or a Service Telegram or a
- Meterological Telegram shall handle it with topmost priorily at all stages.
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APPENDIX 11-—(Concld.)

(P&T Manual)

" (Volume XI-Paris I & II) -

Para, 214 Most Immediate, Operation Immediate and Irnmediaie Telegrams : The indica-
tion "Operations Immediate” is reserved for messages directly connec ted fith naval, military or air
emeérgency operations. The remaining indications viz.,, MostImmediate anfl Immediate may be used
for any Government purpose when the degree of urgency justifies. Though SVH telegrams in the
Inland service including telegrams to Ceylon or Nepal are now charg® at Ordinary rate, they
should be given due priority as mentioned in L.T.R. 145. '

*List of officials authorised to send Most Immediate, Operations Immediate and Immediate
telegrams are given in appendix 9, in Part III of this Volume,

(a) A degree of priority authorised, for use by any particular officer may be exercised by
that Officer's Immediate deputy (and no one else) when the authorised Officer is away form
[ ]
headquarters. ' :

(b) In exceptional clrcumsténce's','any Officer may use any degree of prioritjr he considers
necessary. - S L ‘

Note.—The Department does not accept any responsibllity for verifylng that the offlcer booking a telegram with a particular
‘degree of priority is actually authorised todoso but reasonable care must betaken in checking the authentidty of such
telegrams. Any case of clear infririgement of the order on the subject should be brought to the notice of the Heads of
Cirele. : : B

Para. 215. The instructions given in Indian Telegraph Rule 143 regarding State messages
of thedegree of priority Inmediate and above must be strictly enforced. Heads of offices will be held
responsible for any breach thereof. The words Most Immediate, Operations Immediate or Immedi-
ate which are not charged for, should be signalled as Service Instruction imrhediately before the

_address thus :— Most Immediate, Governor Bengal, SVH. Most Immediate, Operations Immediate
or Immediate telegrams should invariably be signalled in the pres'ence of asupervisororaTelegraph
Master or the Senior Official present. To permit of this being done, the Signal CTM should follow the
class Prefix or Warning Signal "000", The Supervisor or Telegraph Master or Senior Official who
supervises the prompt disposal of a Most Immediate, Operations Immediate, or an Immediate
telegram should initial the telegram form in token of his having dealt with it. )

* Not reproduced. Secretariat Officers of and above the rank of Deputy Secretary are authorised to
use the grading "IMMEDIATE",
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APPENDIX-12

L Composition of the Gazette of India and instructions -
for sending material for publication therein

(Vide para 70 (11) & 84)
(A) Composition

Part . Section Type of matter to be Published
. (TobePublished from Faridabad) 1. Notificationsrelatingto reso!utibhs and non-statutoryorders -
lssued by the Ministries of the Government of Indla {other:
than the Ministry of Defence) :

2. Notiflcations regarding ap olntments, promotions etc,, of
Government Offlcers lsst bytheMtnlsmgsoltheGovem-
ment of India (other than the Ministry of Deferce) - :

3.. Notlflcation relating to resolutlons and non-statutory orders
issued by ihe Ministry of Defence. >

4. Notifications regarding appointments, pmﬁ\ollons, etc. of .
Government Officers lssued by the Ministry of Defence.”

. (Tobe 'l"‘ubllshed from Dethi) 1. Acts,ordinancesand regulations.
1A. Publication of the authoritative texts in Hindl language of
Acts, ordinancesand regulations. '

Bills and reportsofSelectCommlttees on Bills,

_ Sub-Sectlon (1) General Statutory rules {inciuding orders,
. bye-lawsetc.ofa general character) ssued by theMinistries
of the Government of India (other than the Ministry of
Defence) and by Central Authorlties (other than the
administrationof UnlonTerritories)Su‘trSecﬁon(iD Statutory
orders and notlflcations issued by the Minlstries of the
Govemmentoﬂndla(otherIhanlheMlnlshyolDéfence)and

by Central Authorities (other than the administration of

UnlonTerritorles).

3A.  Authoritative textsinHlndl(olherthansuch texts published

{nSection3or Sectiond) of general statutory rules and statu-

tory orders (including bye-laws of generalcharacter) fssued

by the Ministries of the Government of Indiadincluding the

* Minstry of Defence) and by Central Authoritles {otherthan
administrationsof Union Terrtorles). ) -

-4, Statutory rulesandorders issued by theMinistry of Defence.

1l. (TobePublished from Faridabad) 1.  Notiilcationsissued by lheSupremeCourt,Compltollerand
Auditor General,Unh:_\Publl_cScrvkeComnﬂsslon, Rallway

Administration, High Courts and theattached and subordi-

nate offtces of the Government of Indta. :

2. NotlﬁcaﬂonsandnotlcﬂlssuedbythePalentOﬂ'ice,Calcutta.
3 ‘ 3. ~Notlfications Issued by or under the authority of Chlef
‘ Commissloners.

4. Miscellaneous notifications jncluding notifications, orders,
advertisementsand notices lssued by the statutory bodtes.

[V (TobePublished from Farldabad) ~ Advertlsements and notlees by private individuals and pri-
_ vate bodles.
Vv (TobePublished from Faridabad) ' Supplementshowlngstaﬂstlcs ofbirthsand deaths, etc.both
in English and Hind}.

Note1.—Notifications tobe published inSub-Seclion(i)n!SectionSof Part ] areserial-numbered by pressas'G.S.R.......' and
thosePubllshedinSub—Sectlon(il)as'S.O ..... 'TheldentlﬂcallonnumbersglvenbytheMinlslrieswlllappearwlthln

brackets at the end of notiflcation.
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Nole 2—Weekly statements of the Reserve Bank of Indta Published by the Central Government under Sectlon 53(p) of the
Reserve Bank of India Act, 1934, is Published in Sub-Section (1)) of Section 3 of Part 1L

Nole3.—Partll of the Gazette s Published Inoctavo form so thateach section mightbeboundattheendofthe yearinaform
convenlent forreference.

B. Instructions

1. The partand the section of the Gazette in which the matter is to be published (vide A
above) should invariably be indicated on the top of the copy for the guidance of the press. In case of
doubt as to whether a notification should be freated as a statutory rule or order and Published in
Gection 3 or Section 4, as the case may be, of part II, the Ministry of Law should be consulted.

2. The original type-script copy, signed by a competent officer, should alone be sent to the
press. Cyclostyled copy, carbon copy or a copy whichdoes not bear the officer signature will notbe
* accepled by the press. Corrections, if any, in thecopy sent to the press, should be legibleand attested

by the officer signing it. . :

3. 'Extraordlhary issues of the Gazetie can bé Published when ever nécessary. No matter
should be required to be Published in a Gazette Extraordinary unless it is of such an urgent nature
that it cannot wait until the Publication of the next ordinary issue of the Gazette.

4. In fixing the date which a Gazette Extraordinary should bear, the time-schedule
prescribed by the Chief Controller of Printing and Stationery should be observed. Where for any
special reasons this isnot practicable, the Government pressshould be consulted beforefixinga date,

5. ' The notification to be Published in a Gazette Extraordinary or the forwarding letter
should invariably be signed by an officer not lower in rank than a Joint Secretary.

6. All notifications intended for publication as “Bxtraordinary issues” irrespective of the
part, Section or Sub-Section, in which they are to appear, should be sent to the Govemment of India

Press, New Delhi. The part and the section of the Gazette in which the notificaion would normally
have been Published will be indicated by that press in the issue {tself.

N
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Appendix-13
(Vide Para 60 & 83)

The procedureand channels of communications from the Government of India fo Foreign
Governments, their Missions in India and Indian Missions abroad. -

Communication from the Government of India to Foreign Govls.

1. Nocommunication of whatever nature to the Government of a foreign or Common-

-wealth country, where India has no locally established Mission or is not represented through an
Indian Mission in another country shall be addressed directly by any Governmental authority,
except, by the Ministry of External Affairs. : ' :
2. All communications with the Governments of countrles where India is represented
whichinvolve negotiation on questions of policy,as wellas communications of akind which though
they donot initially raise or involve such guestions, may lead to them, should be made only through
the Ministry of External affairs which shall decide the formand '_manner on which they shall bemade

3, Communications which do not fall in the above category may be addressed directly
tothe Representativesof the Governmentof India in the country concerned for onward transmission
. or communication and a copy sent simultaneously to the Ministry of External Affairs. ‘

4, Ministries of the Government of India may in the transaction of day-to-day business,
correspond directly with non-official organisations in foreign and Commonwealth countries,
provided that copies of all stich correspondence are endorsed to the Indian Diplomatic or Counsu-
lar Reprensentatives concerned, and to the Ministry of External Affairs, 50 as to keep them fully
informed, and the enable them to provide any further information or advice that may be soughtby

‘such organisations, as well as to make them directly aware of the relations between such organisa-
tions and the Indian authorities. : ' ) o

5. Ministries of the Government of India, other than the Ministry of External Afl’airs,
shall not communicatedirectly with the representatives of foreign and Commonwealth countriesin
Delhi. - :

6. Direct correspondence between technical officers in the attached and subordinate
officesof various Ministries of the GovernmentofIndia, (e.g. Dirgctor, Indian Agricultural Research
Institute; Director, Geological Survey of India; Director, Central Rice Research institute etc.) with
their counterparts, or with non-official technical organisatiohs in foreign and Commonwealth
countrieson purely technical matters s permissible; provided that copiesofallsuch correspondence
are simultaneously endorsed to the Ministry of External Affairs, and to the representative of India
in the country concerned. 1f such correspondences on scientific matters requires the exchange of
specimens, such an exchange may also be made . Full details thereof must be provided simultane-
ously to the Ministry of External Affairs and the representatives of India in the country concerned .

7. Scientificinformation of restricted, natureor concerning “’sensentive’ matter shallnot
be coveyed toany non-official technical organisationina foreign or Commonwealth country by such

officers. Wherever there is any doubt about it, the Ministry concerned shall first be consulted.
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Correspondence with Indian Missions Abroad

8: Correspondence on matters involving or which might in the futureinvolve negotia-
tions or questions of foreign policy shall be carried on only by the Ministry of External Affairs with
the Head of the Indian Missionabroad. Correspondence on technical questions whichdonotand are
not likely to lead to negotiations or raise foreign policy issues, may be carried on between the
appropriate Ministry of the Government of India and the technical officeT entrusted with the work
by that Ministry in the Indian Missions concerned or the Head of the Mission whete there is no such
technical officer, provided that the Ministry of External Affairs is kept fully informed, unless it
concerns purely routine matters. Theré shall be no correspondence or, matters of non-technical
nature between the Ministries of the Government of India, other the'Mi:nistry of External Affairs,
and the Indian Missions abroad without prior consultation with and concurrence of the Ministry
of External Affairs. Before such matters are processed by the Indian Missions with the local
authorities, they should ensure from the Ministry of External Affairs that there is no objection to the
implementation of any particular proposal.

9. AH correspondence in regard to officers of other Ministries working in the Indian
Missions abroad on administrative matters which involve modification of basic principles or raise
general issues of wider applications suchas terms of deputation abroad, period oftenure, approved
method of tra vel, conferment of diplomatic rank, determination of inferw'ge seniorities etc,, should
invariably be addressed by the Missions to the Minisiry of External Affairs. The Missions will ,
however, continue to correspond directly with other Ministries concegned in regard.to routine
personal matters such as posting, leave etc., '

10, Correspondence between the Government of India and Delegations of Special Mis-
sions may be addressed directly to or by the Ministry of the Government of India concerned to the
Delegation or the Mission provided that copies of itare simultaneously endorsed to the Ministry of
External Affairs and to the Head of the Indian Mission in the country concerned.

1. Official letters and telegrams to the Head of an Indian Mission abroad, unless of a
technical or routine nature, shall be drafted by the Ministry primarily concerned and sent to the
Ministry of External Affairs for concurrence and issue. Where the Ministry of External Affairs is
primarily concerned, they shall obtain the agreement of other concerned Ministries of the
Government of India before sending such communications. ‘

Communication with foreign Missions in Delhi

Note—Inthis sectionthe phase “Foreign Misslon” will also Include restdent representativesof Internatlonal Agenciese.g.
ILMF.,UN.D.P., WH.O., UN.ILCEEF, etc,

12, Allofficial communications between the Government of Indiaand foreign Missions
in New Delhi shall be addressed to and by the Ministry of External Affairs.

13.  Informal correspondence or discussions on routine or technical matters may be
carried on direct by other Ministry of the Government of India with representatives of foreign
Missionsin Delhi -Ministriesshould decide whether copiesof such informal communications should
be endorsed to the Ministry of External Affairs or not.

14, When foreign Missions in India get in touch with officers of the other Ministries on
initially unimportant matters, but which might subsequently develop into more important
questions, the Ministry of External Affairs should be associated at the earliest possible stage.
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15. All Ministries should adopt the practice of recording the substance of conversations,
other than purely routine ones, with representatives of foreign Missions, and of endorsing a copy
thereof or the minutes of meetings held, to the Ministry of External Affairs immediately thereafter.

16. Intimation of intended negotiations or diccussions ih India betweenany Ministry of
the Government of India and represeritatives of a foreigh Mission should be invariably sent in
sufficient time tothe Ministry of External Affairs, which will decide whetherit would berepresented
arid if so, at what level. ' .

17. When communications which ought to be addressed to the Ministry of External
Affairs are addressed by foreign Missions direct to other Ministries, the latter should consult the
Ministry of External Affairs at the earllest opportunity, and the reply should either be ent by the
Ministry of the External Affairs or by the Ministry concerned who should add a polite request that
such communications should, in future, be addressed to the Ministry of External Affairs.

18. All matters relating to the negotiation and conclusion of treaties, agreements, ex-
change of notes etc. , between the Government of India and a foreign Government, including the
finalisation of the texts, the signature, and ratification of such treaties etc,, shall be dealt with in
consultation with the Ministry of External Affairs. B ‘ '

19 I..cre may bedirected correspondance between Foreign Missions (iﬁC'luding their

Trade Agentetc.,) and the various Ministries of the Government of India (including their attached

and subordinate offices) for the collection of technical and purely fagtual data of non-confidential
nature. These attached and subordinate offices should, however, invariably take the advice of the

administrative Ministry when in doubt about the nature of implication of a particular enquiry.

The administrative Ministry shall consult the Ministry of External Affairs when necessary..

'20. Officers of the Government of India should not gal'l _éit diploniatic’ Missions in New

Delhi. Itis the foreign Missions whichareaccredited to the Government of India and not vice-versa. =

It is, therefore, incumbent on representatives of those Missions to come and see officers of the
Government of India and not for the officers of the Government.of India to go to the Missions. - .

21, All invi;aﬁons from foreign Government/Organisationé to individuals/Organisa-~ "

tons in India must be routed throtigh the Ministry of External Affairs. In order to enable the Indian
. Missions abroad to have timely intimation of the intended visits of Ministers or VIPs, it Is essential

that official communications regarding such visits should beé handled by the Ministry of External |

Affairs. Subsequent telegraphic messages notifying alteration of programme from the visitors in
transit may, however, besent directbe the Missions concerned byother Ministries under intimation
to Ministry of External Affairs. : _ ) . S

22, Forelgn Mission including Consulates are authorised to correspond direct with local
police authorities for verification of antecedents of their staff and persons seeking employment in
their Missions. '

The formpgenerally used for correspondence with foréignand Commonwealth Missions
in India, and Indian Missions abroad are giving in Annexure. ‘
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ANNEXURE
NOTE VERBALE

This form is used for communications from the Ministry of External Affairs or other
Ministries in certain specified matters to foreign diplomatic missions in India and vice-versa. The
communication is not signed but bears the seal of the Ministry /Department and the initials of the
issuing official in the seal.

NOTE VERBALE
Nt New Delh, the.............cov..... 199......
The Ministry of External Affairs presents its compliments to the Embassy of the

(United States of America) in India and has the honour to draw their altention
(o VPR . ‘

2. The Ministry avails itself of the opportunity to convey/renew the assurances of its
highest consideration. ‘ '

Seal of the Ministry
(Initials of the Officer)
To - .
The Embassy of (the United States of America) in India, Shanti Path, New D¢lhi.

CHANCERY LETTER
This form of communication is used by theMinistryofExlemaIAffairs/otherMinistries

of the Government of India for correspondence with Indian diplomatic missions abroad and vice
versa. :

FORM OF CHANCERY LETTER

NOt st sereessiens : Govt. of India,
Ministry of External Affairs o
New Delhi, the................. v 199, :
Subject i—PTOteSt NOLE t0..vuveeerereeerasressreion, SO Government fegarding
violation,
Dear chancery

" Enclosed herewith is a draft of nbte which may please be handed over to

the........... T foreign office. The note should be handed over personally and
the i, Government's reactions intimated to the Ministry as soon as passible.
) Yoursever,

M_inistry of External A ffair .
{Seal with initials)
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The Embassy of Indiain

FORM NO. Il
T No— M8 —— : .. Embassy of India in China
Dated the.u.....ouervernerones 199
Subject :—Protest note o the...... Feeresereerre e Government...........coeereevineicinnen, reg_érding
border violation.
Dear Ministry, !
Kindly refertoyourletter No..........cccovevnnniervninnnnen. dated....ccocooiviiiiiiiniiiiiininn,
2. The note was handed over to the Secretary dealing with India in the foreign office
8 PRt P The Secretary accepted the note without any
comment. The reaction of the Govt. of the............ rvreenrens will be communicated in due course,
Yoursever,

Embassy.

Ministry of External Affairs.

AIDE MEMOIRE

‘Aide Memoire’ is generally an enclosure to a Note Verbale or to a chancery letter and
normally contains a record -of discussions which a Ministry or a high dignitary had with his
counterpart. A specimen is given below.

AIDE MEMOIRE

The Minister for External Affairs of Belgium called on Shri...........ccceeuv.nn.. India’s
Minister for External Affairson Wednesday, the 1st January , 1993 and during his discussions raised
the following issues :

External Affairs.
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From :

To

APPENDIX 14
(Invoice for Courier Dak)
(Para 111)

GOVERNMENT OF INDIA
MINISTRY OF RAILWAYS

(RAILWAY BOARD)

Secretary, Railway Board, New Delhi

““’"8” rga e %G g ke

URIER

---------------------------
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- APPENDIX 15

Despatch Register for Postal Commun_icaitions only
[Vide pard 110.(2) & 112(8)] * :

13

S. No. Number of the Communication Addresses . Valueofstampsaffixed

INSTRUCTIONS ~ ~~ == 207

1. Separate registers will be maintained for (a) forelgn post (b) telegrams and (c) other
inland post.- - 7 s :

2. Entries in column4 w111 be totalled up at the end of the day and the total md:cated in
‘red ink.
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APPENDIX 16
(Vide I"ara 115)

REQUISITION FOR SERVICE POSTAGE STAMPS
' ISSUE (DESPATCH) SECTION

Please supply the following service postage stamps for usein the Issue (Despatch) Section.—

To,

Denomination . Number Required = Value of Stamps
e Alipison T
Total ...
New Delhi, the.......co.cneninn S Signatuu.re éf the Section 'Ofﬂ;er
The Section Officer,
Cash Branch.
[ Reverse )
CASH BRANCH
Following service postage stamps are sent herewith. Please acknowledge receipt.—
Denomingtion Number sent . Valueof Stamps
............. ceverer et et prperersrrsaesaissesressresanne
...... TSI
S s
New Delhi, the. v vrnrieae, ' Signature of the Section Qfficer,
Cash Branch
Ta,
The Section Officer,
Issue (Despatch) Section.
| Recejyed.
To, )
Section Officer : Seckion Qfficer,
Cash Branch. Jaswe {Despgich) Sechion-
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- APPENDIX 17
STAMPS ACCOUNT REGISTER

( Vide para 117)
Value of stamps Balance Slignature of
’ . at the close
Date In Recelved Used of the day Despatch Sectlon
hand during during (Cols: 2+43-4) Offlcer
theday theday
1 2 3 4 5 6 7
INSTRUCTIONS

1. Separate registers should be maintained for (a) ordinary postage stamps and
(b) service stamps. :

2. Column 2 will repeat the figure in column 5 of the previous day.

3. In the case of ordinary postage stamps, column 4 should reproduce the daily total
struck in the despatch register for foreign dak. In the case of Service postage stamps
this column should represent the sum of the daily totals struck ii :—

4

(a) Despatch register for telegrams.

(b) Despatch register for inland post.
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APPENDIX 18
FILE REGISTER ,

. Entriesin column 1

_ Year of review in column
. If asaresult of the review,

. Whena fileistransferred tothe departmental rec

(Vide para 12(10) & 125)
STANDARD HEAD NO...cooieairenmreneee
STANDARD HEADING...corvssseseessssisssssssssssssmnsssssass e e
FileNo. Subject Date of Date of Classification Remarks
Opaning Closing {and year of review)
1 2 3 4 5 6
INSTRUCTIONS

.3 will be made at the time of ‘opening‘[iles and those in columns 4 and

5 at the time of recording and reviewing them.
5 is réquired to be indic
a file is marked for further retention,

will be worked out and indicated in column 5.

ated only in the case of class 'C' files.

ord roomor toanother section/department,

the fact of such transfer and the relevant date will be indicated in column 6, e.g.

DR.R., M.H.A.
6-1-93 o 17293 ,
Similarly, when the file is marked for destruction, an entry re

of destruction will be made in this column.

garding the fact and the year
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APPENDIX 19

' FILE MOVEMENT REGISTER

[Vide para128]

FileNo.

FileNo.

File No.

File No.

Note..—Movement will be marked by indicating the officer, section or department to which the file
has been sent with date of sending belowite.g. '

JS

18-2-93

EDME(W)

20393
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APPENDIX 19—continued

2. Movementof the linked files will be marked in the space allotted in file movement register

for the file with which these are linked as illustrated below :—

&) = L T TSP PP
Linked Files :—

EDME (W) Lo B NOwereiieninviesnrienns e

18-2-93 2. FiNOiiiiiiiiienncenn .....

-------------------------------------------------------

3. In the space allotted for each of the linked files in the file movement register the

movement will be marked as illustrated below ;— -

File NOw..vvevereesenrone e et ananes .
Y :
- EDME (W) ~ Linked with File NO.....c.covvinvinirinniininnn
18-2-93 |

4. Inthespace allotted in the file movement register for the file with which recorded

files have been put up, the movement will be marked as illustrated below :—

File NO.evrvereeen. S ST
| Linked Files i—

EDME (W) TR R TR

18-2-93' B NOwoosoososo oo
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APPENDIX 20
MOVEMENT DIARY

(To be maintained by the personal staff of Officers)

[Vide para 128 (8) ]
FileNo. Date of receipt To whom sent When sent
1 2 3 4
APPENDIX 21.
[Para 128 (9)]
INTER-SECTIONAL MOVEMENT REGISTER
S. MNo. and date of Branch ffom whom Brief IAsstt./Clerk Movement
No. flle /papers received subject to whom
recelved. ' marked
Nurnber Date
1 2 3 4 5 [ 7
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APPENDIX 22
[Para 128 (10)]

SECURITY OF OFFICIAL INFORMATION AND DOCUMENTS

General provisions withregard tosecurity of Government Documents and information.—
Underthe GovernmentServants ConductRules,aGovernmentservantshould not, unlessempowered
by a competent authority, communicate to other Government servants or to non-official persons or
to the Press any document or information which has come into his possession in the course of his
public duties. Under the provisions of the Indian Official Secrets Act, 1923, it is a crimina] offence
(a) to possess or communicate without proper authority such information or document (htoreceive
any such information or document with the knowledge or with reasonable ground for the belief that
it is communicated in contravention of the orders, and (c) to attempt to comumit or abet the
commission of an offence as aforesaid. In other words, it should be clearly understood that all
cormmunications received in a Ministry/Office as well as the papets connected therewith are tobe
regarded as confidential so far as the public and Government employees, other than those who are
required to handle them in the course of their duties, are concerned and Government servant are
prohibited from communicating or making any reference direct or indirect lo any information
acquired by themin thecourseof theirofficial dutiestoanyone whosoever unlessits communication
is authorised by a competent authority. :

.
'

2. Official reports, pamphlets, compilations, etc.—No restrictive classification shall be
assigned toany printed reports, pamphlets, compilations, ete., issued by the Ministry, or its attached
or subordinate offices, except under the orders of an Officer not lower in rank than a Director/Joint
Director.

3. Experience has shown that Government offices and agencies have fallen into the habit
of restricting the circulation of printed reports, pamphlets, compilations, etc., issued by them, by
marking them as "FOR OFFICIAL USE ONLY". Asa rule, such restriction is justified only if the
report, etc., contains information which it would not be desirable in the public interest to
disciose. All other printed reports, etc,, should ordinarily, be made available to educational
institutions, public bodies or members of the public generally.

4. A useful guide in this matter is furnished by the fact that all information laid before
Parliament becomes public property. In doubtful cases, the test can always be applied whether the
report, ¢le. whose circulation, itis proposed to restrict is such that the Ministers would be justified
in refusing to lay it before Parliament. Where the answer to this question is not clear, the orders of
the Chairman, Railway Board or the Ministers should be sought.

5. Communication of information to the press.—Only Ministers, Chairman and other
Members of the Railway Board or other Officers specially authorised by the Ministers may give
information or be accessible to the representatives of the Press. Any other Officer, if approached
by a representative of the Press, should refer him to the Principal Information Officer of the
Covernment of India. (For further instructions regarding publicity in the Press see Chapter VI(iii).

6. Responsibility of the Branch Officers and Section Officers and other Officers.—Itis
the duty of all Officers to keep themselves acquainted with the morale and conduct of the staff
working under them. In addition to this general responsibility, the Branch Officers have a special
responsibility for ensuring by frequent surprise checks and visits to office rooms that instructions
laid down from time to time for the maintenance of security in the Secretariat are fully undersiood
and complied with by ail persons working in the Branches in their charge. It will be the duty of the
Section Officers to bring immediately to the notice of their Superior Officers any cases in which
members of their Branches offend against security regulations or are guilty of misconduct of such
nature as to give rise to doubts regarding their reliability from the security point of view.
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7. ltisalso theduty of all Government servants to bring immediately to the notice of their
Superior Officers any breach of security regulations in general and in particular, any disclosure of
TOP SECRET, SECRET or CONFIDENTIAL information of which they may obtain knowledge.

8. Instructions regarding Top Secret, Secret and Confidential information and
documents.—Detailed instructions for the treatment and safeguarding of "Top Secret”, "Secret” and
"Confidential" information and papers issued by the Railway Board should be strictly adhered .
to. The treatment of particular documents as TOP SECRET, SECRET OR CONFIDENTIAL in
accordance with theseinstructionsdoes notimply that theinformation contained in other documents
is public property. The object of these instructions is to show that specia! care should be taken in
respectof informationsand papersof secret natureandan additional responsibility liesonall persons
who handle them. These instructions should accordingly be followed with the strictest care and
attention. ‘

9. Movement of classified documents within the Office ;—

(@) All Top Secret papers should either be sent in locked boxes or handed.over
personally by the officers to the recepients.

(%) All'Secret’ and 'Confidential' papers should be placed in file board with security
labelsaffixed thereon and handed over personally by the Section Officers or staff
(other than Class IV) notinated by them and P.Ss/P.As, as the case may be, to
the Officers and Branches concerned. :

v (c) Under no circumstances should any classified document be carried loose in the
hands of messengers.

(d) A movement register should be maintained by the Personal Assistants/Private
Secretaries to the officers for all outgoing and incoming files containing classified

papers.

(e) Alist of classfied documents pending with the branches, Branch Officers and
Joint Directors should be prepared weekly and submitted to the Directors
concerned for information. :

10. Access to Rail Bhavan.—Entry to RAIL BHAVAN is controlled by the issue of
permanent and temporary passes. '

11. Members of the public are not allowed to visit Branches and see members of staff. If

' they have any business pending in this Ministry they may call on the Under Secretary (General) or

other Officer concerned. Government servants visiting Branches in other Ministries on Offiical -

business should only see the Section Officer incharge and any other member of the staff only when
necessary and with the permission of the Section Officer.
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REGISTER FOR

APPENDIX 23

WATCHING THE PROGRESS OF RECORDING

[Vide Para 132(2b) & 132(3) 161(a)]

Month and year ..o

]

e

!

Files marked for record during

the month

51. No.

1

e

o hemon®

File No.

2

10

11

12

13

14

15

16

17

18

19

20

10

1

12

13

14

15

16

17

18

19

Files12ce: ded during
the month

e ———— ——————
s). No. . FileNo
e e —

3 4
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APPENDIX 23[A]
LIST OF FILES DUE FOR REVIEW
[Vide Para 147, 161(b)}

Si. No.

File No. Instructions of reviewing authority

2 3

L

INSTRUCTIONS

Thedepartmental record room will prepare thislistin triplicateby completingcolmﬁns
1 and 2 only.

The section responsible for review will sign one copy of the list and return it to the

departmental record room by way of acknowledgement, retaining the other two
copies. ‘ ‘

After review, the section concerned will complete column 3 of the listin both the copies
by indicating : :

(a) the word 'keep’ in the case of the files proposed to be retained indefinitely;

(b) the letter "W' in the case of files desired to be weeded out; and

() theprecise j;ear of weeding, in the case of class 'C files proposed tobe retained for
a further period not exceeding 10 years from the date of their closing.

Both the copies of the list should accompany the files returned to the departmental
record room which-will sign one copy and return it to the section concerned way of
acknowledgement. :
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APPENDIX - 24

Hlustrative list of records fit for perménent preservation pecause of
(A) their value for administrative purposes, and |
(B) their historical importance. -

(Vide para 133) .
) (A Records of value for administrative purposes.—Papef;s of the following categories
will normally be among those required to be kept indefinitely for ad ministration's use \—

) Papérs containingevidence of rightsor obligationsof or againstthe government,
© e.g. title to property, claims for compensation not subject to a time limit, formal
instruments such as awards, schemes, orders, sanctions etc.

(2) Paper relating to major policy decisions, including those relating to the
preparations of legislation.

(3) Papersregarding constitution, functions and working of iinpor tant committees,
working group etc.

@ Papersprovidinglasﬁngprecedentsforirripqrtantp;ocedures, ¢,g.,administrative
memoranda, historical reports and summaries, legal opinions on important
matters. :

(5) Papers concerning rules, regulations; departmental guides or instructions of
general application.

(6) Papers relating to salient features of organistation and staffing of government
departments and offices. ‘

(7) Papers relating to important litigation or causes celebres’ in which the
administraiion was involved. :

(B) Records of historical importance.——Much of the material likely to be preserved for
administrative purposes will be of interest for research purpose as well ;but papersof the following
categories should be specially considerd as of value to historians:i—

(1) Papersrelatingto theoriginof adepartmentor agencyof government;how itwas
organised ; how it functioned ; and Gf defunct) how and why it was disolved.

(2) Data about what the department/agency accomplished (samples by way of
illustration may be enough; but theneed forsuch samples may be dispensed with
where published annual reports are available).

(3) Papersrelatingtoa change of policy- This is not always easy to recognise, but
watch should be kept for (3) summary for a Minister, (b} the appointment ofa
departmental or a inter-departmental committee or working group and

(¢) note for the Cabinet ora Cabinet Committee. Generally there should be a
consciousefforttopreserve allsuch papers, including those reflecting conflicting

~ points of view. In the case of inter departmental committees, however, it is
important thata complete set of papers be keptonly by the departments mainly
concerned-usually the one providing Secrelariat.

(@) Papersrelatingto theimp‘lementation_of achangeof policy, includingacomplete
set of instructions to execulive agencies etc. and relevant forms.
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(5

6)

V)]

(8)

9

(10)

an

Papers relating toa well-known public or international event or cause celebre, or
to other events which gave rise to interest or controversy on the National plans.

Papers containing direct reference totrends or developmentsin political, social,
economic or other fields, particularly if they contain unpublished ‘statistical or
financial data covering along perlod ora wide area.

Papers cited in, or noted as consulted in connection with, official publications.

Papers relating to {he more impotant aspects of scientific or technical research
and developments.

Papers containing matters of local interest of which it is unreasonable to expect
thatevidence willbe availablelocally, orcomprisingsynopsis,of suchinformation
coverihg the whole country or a wide area. ‘

Papres relating to obsolete activities or investigations, or t0 abortive schemesin
important fields.

Any other specific categories of records, which according to the departmental
instructions issued in consultation with the National Archives,havetobe treated
as genuine source of information on any aspect of history-political, social,
economic. etc,, Or are considered to be of biographical or antiquarian interest.
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APPENDIX 25
Precedent Book

(Vide pata 140)

_ Dedsion or ruling in brief

IN STRUCTIONS .

heads and sub-heads arranged
the appropriate basle,

in an alphabetical

{. Entries In this book will be made under the appropriate standard
ed, enirles will be made under primary,

order. Where funcional filling system is follow

. gecondary and tertlary heads.
serlally andla [evy pages allotted to each gtandardised heading under which
book will be pasted of written a lst of such headings and

be pumbered
1 above. Al mepeginu'mgof the b

2. Thepagesofthe book will
entries are lobe made vide
pages allotted to each.
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Retention schedule for records prescribed inthe ' " o

" APPENDIX 26

Manual of Office Procedure _ : .
[Vide para 141 ] - . |

Description of record

" Retention B |
period
(year)

oo

10.
-1
12,

13.

14,
15,

16.

17.

18

19.

20,

21

2

. Dak regisier

Invoice
Secton diary

Movement silp of receipts.

Asslstant’s dlary
Standing guard fﬁes

Standing nole

Despatch reglster

" Tostal registration books.

Receipts of ielegrams
Messenger boak
Stamps account reglster

Weekly stah!me_nl of
Important dedsions feventa.

File chlslel:
File Movement Register

Movement dlary for
personal staft

Index slips

Consolidated departmental
index

Precedent book

Register for walching the
progress of recording.

List of tites transferred to

+ @) departmental Record

22.
23,

Room
(b) National Archives

Record review register

List of files recelved for
review

1
1
3.

To be destroyed after the relevaﬁf recelpts have been recelved In
the sectlon concerned.

1

Permanent.

The carller version of these records will normally be weeded out as soon as the

revised version becomes avallable.
5
5
1

5 years or Hll printed deparimental index becomes avallable, whichever is later,

Permanent

Permanent

3
25

Permanent
1
1

133



24

25,

26.

27.

28.

29.

30.

an

32.

35.

2
Regiéter of spare coples
of publlmtlons, circulars,
orders etc.

Record requisition siip

. Weekly arrear statement

Case sheets of cases
pending for over a month

Numerical abstract of cases
pending disposal for over
amonth

Consolidated numerical
abstract of cases ;;endmg
disposal forovera month
in the various sectlon of
the department.

Call book

Monthly progress report

" on recording of files.

Reminder diary

Register for keeping a watch
on communications received
from M.P.s

Reglster of Parllamentary

agsurances

Check-lsts for periodical
reports

36. Inspection reporls

L™

. To be destroyed after the requisitioned fll_;e has been returned to the

Departmenial Record Room.

1

1 year after the date of next Inspection,

Nole—The retention

the reafter.

peried will be reck
active. Where, however, it is pr
movement register where certain
been Implemented, the currenl enl

oned with reference to the date from which the record ceases to be current/
posed lo weed out a reglster wherein cerlain entries are still current, £8. file
files entered therein have not been recorded or the reglster of assurances have not
ries will first be transferred to {he new register and the old regisler weeded out
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APPENDIX 27

ansferred to departmental record rooms

List of files tr
ara 147 (iil) & 149}

{Vide p

---------------------------

Classlfication and year of review
destruction
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APPENDIX 28
RECORD REQUISITION CARD

(Vide para 152)

Date File No. or Requlsitlonlng Signature of
Diary No. officlal /section requisitionist
wilh which
to be put up

. The form will be printed on stiff paper of the thic

_ Where il is not possible 1o indicate the file or diary No. of the pa

INSTRUCTIONS

kness roughly of the file cover put of a colpur distinct from that

normally uscd far file covers.

per with which the requisitioned file is 10 be put up,
officer for whom the requisitioned file is required.

136
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Section...cowe

) i
1. Column2 will repeat

3. The figur

4. Column 6 will represent (he

5

]

" APPENDIX 29
WEEKLY ARREAR STATEMENT
(for individual dealing hands)
[Vide para 158(a)]

Name of dealing hand..eereesessene

Number of receipts/cases

IN STRUCTlONS

& in Tespect of the precedi ng
esent

week.
thetotal number of recel

\he figure shown In column
pts and cases

Column3 of the statement will also include ‘come-back' cases and will repr
as entered in the assistant’s diary for {he week under report-
e in column 3 can be ascertalned by scanning through ent

of receipts and cases :
eck under report and the pr

(a) recelved du ring the w
ts of more—than—one—week

®) includedin the statemen
the preceding week.

ries in column 4 of the assistant's diary in respect

eceding week; @ nd
_old recelpts/ cases sub

mitted with ihe arrears statement for

\ween columns 4 and 5.
r the whole year.

difference be
te of work, week by week, fo

a running account of the sta

same form will be used to give
137 .
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APPENDIX 29 (A)
STATEMENT

a whole

WEEKLY ARREAR

Consolidated form for the section as

[Vide para 158 ()]

---------------------------------------

Name of Section
Number of yecelpts/cases
Week
ending Tnidals of
Section
Offlcer

B.F. from
previous
week

138



APPENDIX 30

CASE SHEET
[Vide para 159}
File/DiaryNo..................... Subject.....-
Date of COMMENCEMENt...oorrsessaresssr e
Month ending With whom pending Reasons for Remarks of
i and since when delay US. & higher Officers
. S

INSTRUCTIONS

will be maintatned for each case. ‘
{les recelved by it from other sections/

S
1. A separalesheet
o categories of cases will bein

2. Theslatement willcover notonly otiginalh\gsedlcn's own filesbutalsof
departments and other P.U.Cs for wwhich no file has been openéd. The last tw!

identified by their diary numbers.

case willnormally be the date of receipt of thePUCand ¢
seclions own files and from Ihe sectlon diary of ass

3. Thedateof commencement of a an be ascertalned from
thefileregisterinthe case of originating istant'sdiarvin other

cases. :
4. Entrles in column 2 will be made on {he basis of entries in the file movement register /sectiom diary.
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Sectlon

' Consolidated monthly

i

B.E, from
previous
month

APPENDIX 36
progress report 0

[Vide para 161 3) (a) ()]

Number of files

n recording of files

Month ending

Vartatlon
_ of Col.
Remalning 5 from
to be record Col. 2
at theend of the
" month

(Col. 2+3+4)

145




Consoli

dated monthly

- APPENDIX 37
progress report on review of recorded files
[Vide para 161 O (a) ®N o
: Month ending:-oeimesr s

Recelved

for review

during the
month

Variation
Remalining of Col. 5
from

f tobe reviewed
:, atthe end of the Col.2
month
(Col. 2+34+4)
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APPENDIX 40

Fortnightly report regarding disposal of communications
received from Members of Parliament
{Vide para 170 @]

Partl : Statistical information regardig receipb’disposal

No. of letter .
nding for

{inal disposal ¢

(Cols. 34445)

No. of letlers
dlsposa.\ of
during the

fortnight

No. of letters
received during
\he fortnight

No. of letters
brought forward
from previous

fortnight

Fortnight
ending

s, No.

ate In wrackels theS. No.at which these wefe entered

persona\ seetlon of Jolnt Secrerary/ Director. For example, i3 letiers were recelved

r column 4 will be a3 follows

Nole.-——-A{ler-givlng the number of letters under columis 3,4,586 indlc

jnthe register maintained by the
in a particular fortnight, the entries unde

5(120, 128, 140, 145 and 160)
The figures in prackels indicate the 5. Nos. al which these five lelicrs were entered in the register-of the personal

section.

Part? Periods for which jetters are pending_.

Letters pending for

Fortnight
pending
Relween

23
months

Less than
15 days

should be given in the form giver in Appendix 41.

Noie.——-Parliculars of letlers pending for more than2 fornight
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" [ Factual Data:

APPENDIX 45
Inspection Questionaire

(Vide para 178)

1. Name of Section :

2. Date of Inspection :

3. Staff Strength : SO TA/Asstts, UDCs LDCs Steno 'D' Others
(a) Sanctioned -
(b) In Position

4. No. of receipts received during the year.

5. Np. of files opened during the year.

II. . Maintenance of Registers/Diaries
1. Attendance Register

2. Messenger Books
3. Section Diary
4. Assistant’s Diary
5. File Movement Register
6. Inter-Section Movement Register
7. Case Book
8. Guard Files
9. Precedent Book
.10, Standing notes and running summary of facts.
11. Sectional Note Book '
12. Register for Parliamentary Assurances
13. Recording Register
14. Register on CA-iii references
15. Maintenance of stamps account register

(In case of CR Section only)

II. Checks on Delays:
1." Weekly Arrear Statement
2. CallBook . ' : N
3. Reminder Diary '

IV.  Security of Official Information and documents :

1. Keeping of classified files and papers in locked almirahs
Maintenance of separate records (viz. Section Diary, Case Book etc.
in respect of secret papers) .

3. Register of spare copies of secret document/communications kept to

~ account for the number prepared, issued and in hand

4. Any instance of violation of prescribed instructions for treatment and

safeguarding of secret/top secret papers.
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V. General
1. Quantum of arrears lying in the Section
(indicate the details) ' :
{a) No. of receipts/cases awaiting disposal for over 3 months.
(b)  No. of receipts/cases aWaiting_disposal for over 6 menths.
(c) No. of receipts/cases awaiting disposal for 6ver 1 year.
2. Position regarding review and weéding of records/files.
(i) No. of files recorded during the year.
(i) No. of files awaiting recording during the year.

3. Standard of cleanliness in the Section.
(a) Proper maintenance of records on racks and tables.
(b} Proper seating arrangements of staff; and
(c) General cleanliness in the rooms.

VI Summing up general observaton made during the inspection.
1. Brief re-capituation of defects or shortcomings noticed.
2. Suggestions for improvements. 7
3. A genenral assessment of performance of the Section

Date: : ' Signature of Inspecting officer ‘
- Designation............... P
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APPENDIX 46 - :

Despatch Rlegister to be maintained by the personal offices of Ministers’

[Vide para 198(a)ii)]
5. No. Number and date Subject . To whom sent Enclogure
: of communication :
1
1 2 3 4 5
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APPENDIX 47 |
ent Diary to be maintained by the persdnnel offices of the Ministers

File Movém
[Vide para 198(aXiiD]

To whom sent

From whom recelved
and dale .

5. No. * File Number Subject
and date
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APPENDIX 48

pParticulars of files given informally &
[Vide para 198(3)®)}

o Minister

File _ Brief Subject " Designation of Initals of P.5.
‘Number officer who to Minister .
handed aver the ’ .

fite

—

5. to Minister, who will inital the

toP
PS5 to the officer

le the originalis handed over
will be kept by PA/

articulars, the duplicate
ack from the Minister.

plicate. Whil
g recelved these P
tHon is received b

Note:—This shalibe preparedin du
duplicate In token of havin

concered, till the filein ques
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' srew WeETE GOVERNMENT OF INDIA
, NDIA
Yo HarE MINISTRY OF RAILWAYS
(¥erR 91 RAILWAY BOARD)

Yo g, R 140001, Bif
~ Rali Shavan, New Delni- 110001, dated

As per extant instructions references to Constitutional/Statutory Authorities are t0
be made in letter form only. Secretary, Ministry of Personnel, Ppblic Grievances &
Pensions, Department of Administrative Reforms & Public Grievances in his DO lester
No., 46013/2/2007-O&M dated 9.5.07 has stated that references to Election Commission
* are being made through other modes of communication like UO Mote eto. This has been

~viewed seriously by the Cabinet Secretarist.

are advised that all references 10 Coﬁsﬁtutionaﬂ Statutory

ietter form onty addressed to Principal Secretary/Secretary.
additions in Chapter VI, Part it

2. Al concerned
Anthorities are to be made in
Further, it has also been decided to make the followin,

of Board’s MOP, after para 75:-

75 A Refersnce 0 Constitutional/Statutory Authorities- - References 10

" Constitutional and Statutory Authorities such as Election Cominigsion

. of Indis will sormally be made in the letier form addressed to Principal

. Secretary/Secretary, In 80 case will office memorandum oOF any other
modes of communication be sent to such authorities. :

3. All concerped to ensure strict compliance of the above instructions.

No, 2007/08M/2/5 o . [MS! Mebia)
Dated:]2/6/2007. - _ Joint Secretary/Railway Board.
To,

All officers and Branches in Board’s Office.

S




| R wrET QOYERNMENT OF INDIA
" 4 R MINISTRY OF RAILWAYS
(v 8% RAILWAY BOARD)

e, s Reed110001, Y
" Rall Bhavan, New Delnl-110001, dated

| MmomeNvame

‘ Aﬁmﬁon is mvﬁed to Gﬁ’*’m@ Order No 42 Gf 2000 wh@r@m {Jeneral Rul@ on Tims Limits
was added in Board’s Manusl of Office Pmcedure as pw& 1693 Kt h.as now been decided to smend
para 169 B as under:-

_.As 8. Genersl tale, ordmrzly, not inore than two wo;'kmg days may be taken

by an Officer to dispose of a file unless hlgh@r limits have been prescribed for
sp@cxﬁsr types of cases thmugh separate instructions. In the event of a case
temaining with an offitial for mere than stipulated time limit, an explanation

.. for kesping it shall be recorded it the note portion by him/her. The system of
exception rep@ﬁ:mg will be introduced to TLORItOT: ihe disposal of receipts.

&
2, All concerned 1o please qu;sﬁméa.g@mpiimc&oﬁihe @bqve’mm;ﬁ@né.-? ERE
ZOOéi@&W'? 4/9 o , 2 e (VS Rain)
Bﬁlt@d ﬂ@fﬂE/ﬂ? o ' o, Under Segpetary/G&M

All Officers and Branches in Board’s Office. - -




W

e e GOVERNMENT OF INDIA
Y wrer MINISTRY OF RAILWAYS
(Rerd i RAILWAY BOARD)

Yo e, d i+ 110001, Rify
Rail Bhavan, Naw Deihi-‘HOOO”l. dated

Office Order Mo, 54 of 2006

MOP Amendment Mo, 9

Sub: Colours of Ink to be used for Notings and
_ for seading Communications

‘ Board has observed that different volours of ink are being used by staff and officers both in
the Motings on file and while sending communications to other officeg/Zonal Raitways/PUs/P5Us efc.
* This has been viewed with concern. . : '

2. It has, therefore, been decided that henceforth for Notings on files, only Blue or Bladk ink ig to be
used by all category of staff and Officers. However, an Officer of the level of SAG and above may use
green or red ink in rare cases. Qimilarly, with regard t0 Copamaunications, it has been decided that only
black or blue ink is to be used for all types/forms of Communications.

3 Accordingly, sub-para S of paraﬁl of Chapter-IV, Past-T of Board’s MOP ( page 19) may be
revised as under:- ‘ ‘ ' ‘

~«g  Notes and orders will normally be recorded on note sheets. Black or Blug ink
will be used by all category of staff and officers. Only an Officer of the level
of SAG end above may use green of red ink in rare cages,”

3.1 Similarly, para 70 of Chapter VL, Part-T] of Bpard’s MOP(page 27) may also be revised as under-
“70. Forms of written mmmmnimﬁ@m— The differens forms of written comrnunications
used by the Ministry of Railways(Railway Board) ars desoribed below. Each form
has 3 use and in some cases, 2 phraseology of its own. Only black or blue ink will

be used in communications. Specimens of these forms are given in Appendix-107

32 HoWever, all other sub~pa’mslivﬂl rernain unchanged.

4, The above instructions &re 10 be scrupulously foilowed by all officers and staff working in
Bpard’s Office.
Wo.2006/0&M/2/12. : ‘ W&s&wm\m

Datad: 7/9/06 . E - Joint Secretary/Raibway Board

All Officers and Brancklas i Board's Office.

AT T e
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Government of India
Ministry of Railways
(Raitway Boara)

MOQOP Amendment No, 8

Office Order No, 17 of 2005

Para 14{iv) of Chapter-Ii, Part-.'i[ of Raitway Board’s Manual of Office Procedure 1293
edition is reproduced below :- : ' .

“140v).

A self-contained memorandum will be prepared on each case
to be discussed ai the Board’s meetings by the Directorate
concerned setting out the issues raised, the views of the other
concerned Directorates, particulatly those of the Finance -
Directorate in cases having financial implications and finally
in a summary of the point or points requiring Board’s orders,
10 copies of the Memorandum will be sent 1o the Secretary’s
Branch.”

The C@mpetm’i Authérity has now decided to amend the abeve para as under:-

“14(iv).

A selfecontained memorandum will be prepared oo each case
to be discussed at the Board’s meetings by the Directorate
concerned setting out the issues raised, the views of the other
comeerned Directorates, particularly those of the Finance
Directorate in cases having financial jmplications and finally
in a summary of the point or points Tequiring Board’s orders.
The memorandum should have the approval of the Board
Member concerned. 10 copies of the Memorandum will be
sent to the Secretary’s Branch.”

3. Tt is desired that the above guidelines, in addition to the instructions issued vide 0.0, No.14
of 2004, should be strictly followed by all concerned.

No.2005/0&M/2/3
Dat_ed: 30/3/05

M'S Mehra)
Joint Secretary/Raitway Board

All Officers and Branches in Board’s Office.

" Other Necessary Endorsements Overleaf.
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ticle 79 of

clausge (2) of ar

by 2000
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Oof the povers conferred by

the Constitution ang in
SUbersession of the Adthentication (Orders and othar
lnstruments) Rules, 1958, excent asg fespects things done
Or omitted to ja done leforae such SUperseéssion, the
President 1g pleased to  make the following rules,
Namely: - :

' ' (1) These ryles may  he called the
Authentication*(@rders and  other Instruments) Rulegs,
2002, : _ :

- {2) They shall come inte force on., the
date of thair Publication in the oftficial gazette., A1l
Orders ang other instruments made and executed in  the
name of the President shall be

e

authenticated -

(1) by the slgnature of g4 Secretary,
Special Secretary . Additilongl secretary, Joint
Secretary, Director, Deputy - Secretary, or Under
Secretary to tha Goveirnment of India ; or

. (2) by
Desk Qfficer in thea
Secretariats and Officeg «
to the Government of
Rules, 1961; or

the signature of a Director
Mihistries,

pecified in the
Indla(Allocation of

or
Departmente,
First Schedule

Business)




ot

(3) by the signature of a Head of a
pepartment as defined in +the Delegation of Financial

powers Rules, 1978, other than a Head of pepartment = in
' i i

any Union Terrltely i or

¥

' _ (4) in the case of orders and other
inst;uments relating to a Department Directorate,
commission, Board, ©Office or an Orqanlsatlon, Speclfled

in column 1 of the, Schedule to ‘these rules, ' by.
officer specified agailnst that Department, Dlrectorate,

commission, Board, Office or Organleatlon in column 2 of
the Sald~50hedu18; or

(5) in the case of orders and other
instruments relating to the President’s: Secretariat, by
the Secretary to the President, Joint Secretary to ‘the
President, the Millitary Secretary ©to the President, a

Director, a Deputy Secretary or an Under Secretary in
the Preeldent’e Secre tarlat" or

' 5 (6) in the case of orders and. other
Cinstruments relating - to the ceoretariat  of the
Vice-President, Ty the Secretary, pDeputy Secretary,
under Secretary in the Vice- Presxdent’e Secretariatﬁ or

(7) in the case of orders and other
instruments relating to the Prime Minister s Office, bY
the Principal Secretary, Secretary, Joint sacretary,

"Director, Officer on SPEClal Duty, Deputy: Secretary or
the Under -Secretary ln that Offlce, or .

(8)* in: the case of srders. . and other
instruments relating to the Cabinet sectetariat, by the
Cabinet Secretary, -Secretary (Co- ~ordination), Addltlonal
Secretary, Joint BSécretary, Director, Deputy ‘Secretary,
Under Secretary or Deputy Dlrector (Offlclal Language)a

lnetruments xeiatlng to the Fertiliser Division of | the

Department of Agriculture ind Co-operation  ©f .the

Ministry of Agriculture DY the Deputy Comm1551oner
(Fertlllzer}ln that Division; o ' - : -

(10) in the case of sanctlons relatlng

+o the Depdrtment of Biotechnology, DY +the- - Advisor,

 Director (Scientific), Principal SOlentlle officer OF

senior Scientific Officer crade-I in that Department;
or ' _

—_— ‘ . (ll) in the case oI orders and other

of “the Department of Fertillzers, Ministry of chemlcals
and Fertillzers by - the Deputy Commissioner (port
Operations & Projects) and . -Deputy Commigsioner
-(Movement) in the Fertiliser . Division of that Department
and in the case of those relqtlng to the Accounts wing
of the rertiliser Aodounts Wing of the Department of
Fertilisers, by the Deputy Director of accounts in that
Wing; or

THE GAZETTE OF MDA L EXTRAORDIN ARY [Pt H{-=50C,

(9) in the case of orders and other .

lnetruments relating to the . flovement and’ “Trport pivision
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Government of India
Ministry of Hailway
(Railway Beard)

Tk

. MOP Amendment No. 7

) Office Order No. 23 of '2%25 -

- Consequent upon the issue ‘ of Authentication (Orders and other
pstruments) Rudes 2002, it has been decided that sub para (i) of para 102 of Chapter-
2 PaIt-H OfB()aI"djs MGP may he %@ﬁsed as U}}dgr:= ! o " ‘ : ' S

O T

102, Authentication of Government Orders- (1) All Ordeis
" and other instruments made and execufed in the mame of the President
should be expressed to be made in his name and sioned by an Officer
authorized to authenticate such order under the Authentication {Orders
and othéd Instruments) Rules, 2002 viz, by Secretary, an Additional
Secretary, a Joint Secretary, a Deputy Secretary or an Under Secretary to,
or by a/an Additional Member, Advisor, Execiitive:Director, Director,
Joint Director, or a Deputy Director, of the Railway Board. o

2

20(_)2 has also .bﬂe,egl egclgge@ for mformation and gaidance.

Ay
Joint Secretary/Railway Board

No. 2001/O&M/5/1
g _Datad: Q4_04.2002 ‘

To, ' '
Al Officers and Branches in Board’s Office.

Relevant ‘extracts from Authentication {Orders and other Instruments) Rules




Grovernment of Indis
Ministry of Railways
{(Railway Board)

MOP Amendment N{%, &

Office Order No. 22 of 2001

Attention is invited to Para 73 of Chapter VI Part-IT of Board’s MOP regarding Inter-
departmental consultation. On the recommendation of the Cabinet Secretariat, an amendment has
been made in Central Secretariat MOP. '

2. Accordingly, it has decided that the following sub-paras (6,7 & 8) may be incdrpora'ted.
after existing sub-para 5,0f 73 of Board’s MOP

“73(6) Reopening of decisions ammived at after proper inter-departmental consuliations
should normally be avoided. Tn case adequate ground exist for re-opening of such
issues, it should be seftled afier a quick re-assessment,

(7) In case two or more departments persist with their respective viewpoints leading
to a deadlock or impasse, such issues should be sorted out by raising the level of
consideration to a forum ke the Commiites of Secretaries headed by the Cabinet
Secretary or to the level of Ministers concerned, to arrive at a quick decision

without coniinuing with protracted correspondence/discussions among the
disputing departments.

 (8) Nodal Ministries/Departments, which render advice to various depariments and
' do so through different Divisions will ensure that the views expressed by them at
inter departmental discussions, are consistent, and they are not found deviating
from their views on different occasions. The expression of conflicting views by
the ¢ifferent Divisions of the same department during such inter-departmental

. discussions should be discouraged.

No.2001/0&N/2/7 /'@EDM

Dated: 25/6/2001 Deputy Secraiary/General

To

2

Aﬂ Officers and Branches in Board’s Office.



(AN

%{%mmm indig
{ Ministry of Railways)
{Railway Board )

L e

MOP Am&?}d@mtﬁ 8.3

Office Order Mo, 42 of £2809

11 has been decided.to add the. mﬁl{amng entries.in. Chapiarﬂ Eaﬂﬁ oa,Bca:;d s
MOP, after Para 169A:-

1608, Creneral Bule on Time Lidmpits

As a Genersl rile, no official- aﬂalh keep a-case pending
with himv/her for more -than seven werking days unless
higher limits have been prescribed for specific tvpes of
CRues %@Lgﬁ. separate msiructions.-In-the event of a case

remaining with an official for more than stipulated time

imif, an explanation for keeping it shall-be recorded in the
note portion by himer. The system. of exception
reporting will be introduced to -mositor the disposal of

reoeints, L
2. The above instructions are for the strict compliance of all concerned.

' e
No. 2000/0&M/1/1
Daied: 1 /11/20008 ﬁ&;}ﬂ‘t}? Seevetary / @éﬁ/ﬁ

To, :
All D@"‘ﬁ:ﬁfs and ﬂmnchea in %oard’ ifica.
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EoVERMMENT OF INDIA
MINIGTRY OF RAILWAYS
saTLHAY BDARD

MOy %?Eﬂdeﬂt Pio . 3

—- s 148 e =
nftice Order Mo, o+ 19595

. 1t has bDzZeEn decided that Inpint Sscraetatvya
mailway Bopoard will D be  ithe. Chairman of Lhe
5 fice Councii in place 0f Seryratary, Railway
Board. 1+ has =a1ls0 bheEan Adzripged that Lhe Staft
Sicge may also apgnint iE=s Spcretary from its
members .-

2 ' fprrprdingly, Sub-para 94 ot Chapter
Yi-rFPart—3 o+  Board’ s MOF should bDe substituted by
+he Followinga:— o '

il Jmint Becretary Hailway Bpard 15 the
Chairman of rhe ©Councii. The sitaff
side may appoDint ite Secretary from

it HMembeEvrs.

%.r./ﬂ/ .

. ‘ . 925

My . T/ O&MILAY ‘ { ﬁaugk‘Laﬁmm,

Datsd: 23 F&/%7 Depuily Sepretary /OES
' Raiiway Board.

-

#4311 OFfricers ang Branches in EBRpero’'s office




GOVERNMEMT OF IMDIA
MIMISTRY OF RAILWAYS
(RAILWAY EOARD)

MOP AMENDMENT NO.Z

QFFICE ‘CRDERUND. g3 % OF 1999

'Iﬁ the past 'C° category a4 records ware

,daﬁtrgyad sy - the Receord Branch themselves. - RS paF i
khe pr@v&simnﬁ cmntaimed in . *Public; Rmcmrﬂ Hu1§§$
'19??" g ©ID recnrd is/to b® daﬁtrayed w1ﬂhnut prmp&r
'rev;ew,_ CAcrordingly . it has been. decided that g
category records which are hlthartm bBeing destroyed

by " Record CEFadth- irhtmedf after their r&twntmmn
pericd 2% indicated by'ﬁﬂctlmng an the top.- shest

wWitl hasnceforth be ﬁﬁgtrmyaﬁ @niy a%t@r unﬁ&rtakin@

a r@vmmw by fthe zmnt@rnaﬂ S%Etilﬂ,

2. ﬁtau?ﬁinglyﬂi aub~para ia? of para 148,
Ehapter X, "Record Managenent™ Part 11 m% Enard’m]‘

|W@F ‘should be substituted by th@ fol lowing:

':L@é.‘ﬁnvxaw and wmlding @% r&znwda— ﬁi? )
: .class 'C' record will be revisWed on
the =xpiry of the. %paci%lmﬁ re ntion
o iod . and . weade@ out unl@ss  there
AT E ﬁu%ﬁimi@nt grounds warramtlng itwm
further retention. Juﬁtﬁfic&timn For
retaining a file afier Fﬁviﬁw wxll be
recorded on the file with @ the Bppro-
val of’ Branch Dfficeyr cRncCerngt,
Retention efter a review will?ibe Ffor
2 period not sxceeding ten Yy®aUd.,

Fa The proviszions contained in the sxisting

paras 146 {4), {ii) & (iii) should be read as i8b6
&ii)? {iidi) & {iwvd.

ST . hﬂk ‘
o ?9;@&%!4?:2“ 3 T y ¥

Dateds 16-3.99 Depuity Eearatary!@&ﬁ'

Railway Baard,f‘
To,

Al OEficere & Bwaﬁﬁhe5~ihuﬁ@arﬂ‘%“é?@icaw




Bowvernment 4 india
Ministry O0F Railways
4 Railway EBoard )

My MU o M T i P osu

Uf+ice Order No., ﬁg of 1998.

- Bub: fAmendment to ﬁDP

1t thas been decided  that in Chapter—¥iI
Fart—-11 of Board's MDP, afiter para 16%, bthe fecllowing
entries may b2 added. :

1696 .

Timg lLimits for Dizspogal of References
Hegarding Public Grisvancss —

in the rase of representaticons/grievances,
received Ty FE DirFsctorats from public or £ om
DoOF. {birectorate  of Public @ Grisvances, Cabinet
Sgcretariat) relatiné to individual grigvances o
railway users and grievances relating to non—-gazsttied
retired railway employees {excluding RPFD &7
forwarded to . various Directorates Ffor disposal, the

folliowing time limits should be ocbhbserved Jfor their
disposal -

fime Limit

1l Representations/grievances received IO days
from MPs/MLAs and other VIPS

i3 Erisvances received diFrscitly from g@naraﬁ G0 davs
Cpublic/railway users ’

iii} Grievances received from general publics
railway users directly and whare a detailed 120 davs
2nguiry hecomes necessary after initial
scrutiny

1w Finalisation é{ complaints/ocases referred to FO davs
by DRepartment of Pensions and Fensioners

Weltare iMinistry of$ Personnel)




N\
e )
-y
v} Submission of Status reporit on cempleintss 4% oays
cases received +from Cabinet SBecretariat
vi) FRepresentations received from the Members
: ot the Standing Committee of Farliament on
Raillwavsg
a; where the information i1s available 17 davs
in Board's Officg itseldf
by wheres the intormation has to hbe 30 days

collected from the Railways.

&\‘7"/”//\
Mo .98/0&M/1/1 ‘ ) _ { RK.Barathy 3}
Dated: 5 /13/98 Deputy Secretary/0&HM

To,
811 OfFicers and Branchss in Board's Office.




	0 Part I
	1 Index, Chapter 1 & Chapter 2
	2 Chapter 3
	3 Chapter 4
	4 Chapter 5
	5 Chapter 6
	6 Chapter 7
	7 Chapter 8
	8 Chapter 9
	14 Index of Part II
	15 Chapter 1
	16 Chapter 2
	17 Chapter 3
	18 Chapter 4
	19 Chapter 5
	20 Chapter 6
	21 Chapter 7
	22 Chapter 8
	23 Chapter 9
	24 Chapter 10
	25 Chapter 11
	26 Chapter 12
	27 Chapter 13
	28 Chapter 14
	29 Chapter 15
	30 Appendix 1 & 2
	31 Appendix 3
	32 Appendix 4
	33 Appendix 5
	9 Appendix 1
	10 Appendix 2
	11 Appendix 3
	12 Appendix 4
	13 Appendix 5
	34 Appendix 6
	35 Appendix 7
	36 Appendix 8
	37 Appendix 8(A)
	38 Appendix 9
	39 Appendix 10
	40 Appendix 11
	41 Appendix 12
	42 Appendix 13
	43 Appendix 14
	44 Appendix 15
	45 Appendix 16
	46 Appendix 17
	47 Appendix 18
	48 Appendix 19
	49 Appendix 20 & 21
	50 Appendix 22
	51 Appendix 23
	52 Appendix 24
	53 Appendix 25
	54 Appendix 26
	55 Appendix 27
	56 Appendix 28
	57 Appendix 29
	58 Appendix 30
	59 Appendix 31
	60 Appendix 32
	61 Appendix 33
	62 Appendix 34
	63 Appendix 35
	64 Appendix 36
	65 Appendix 37
	66 Appendix 38
	67 Appendix 39
	68 Appendix 40
	69 Appendix 41
	70 Appendix 42
	71 Appendix 43
	72 Appendix 44
	73 Appendix 45
	74 Appendix 46
	75 Appendix 47
	76 Appendix 48
	Amendments_in_MOP

