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Chapter — 4
Chapter — 5
Chapter — 6
Chapter — 7
Chapter — 8
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Chapter — 10
Chapter — 11
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Chapter - 17

Attendance

General Discipline

Organisation Set-up

General Outline of Office System
Tappals

Registering of Tappals
Preparation of Note File

Drafting

Noting and Drafting Style
Disposals

Fair Copying and Dispatch
Record Room Maintenance
Indexing and Titles

Prevention and Checking of Arrears
Miscellaneous

Maintenance of Mechanical Aids

Paras 2 — 8
Paras 9 — 10
Paras 11 — 13
Paras 14 — 25
Paras 26 — 28
Paras 29 — 33
Paras 34 — 49
Paras 50 — 61
Para 62

Paras 63 — 71
Paras 72 — 79
Paras 80 — 98

Paras 99 — 119
Paras 120 — 126
Paras 127 — 143 A
Paras 143 B — 143
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Promptness

Obedience
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Office Hours
(10.30am to 5.00pm)

B
~
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10 Minutes
GO Ms No 361 GA (Ser.C) Department dated 06.02.1961 \

GO Ms No 156 GA (Ser.C) Department dated 06.02.1961

N
N

GO Ms No 574 GA (Ser.C) Department dated 03.07.1971

Maximum — 10
CCLs ———

. Ceiling — 7 1 Hour
Not more than Twice Validity — 6 Months

\ GO Ms No 751 GA (Ser.C) Department dated 28.06.1967 /
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Work on Public
,,,,,, Holiday

Office Order

Responsibility Leave Address
7 I Ny
e ! Handing Over Keys

7/

, I
Joint & Several |

N

Articles 3 & b of Financial Code
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Section
Assistants

Superintendent

o Opened before Designated Officer/Employee

Opened at Stipulated Timings

Immediate Perusal for Orders

Urgent/Confidential/DO Letters




Inward Number

Inward R Distribution
Register Register

! DR Number

; 15 Column PR

: JPtas for Secretariat

Personal
Register

‘/‘

Fortnightly Verification by Superintendent

A

Monthly Reconciliation with Distribution Register

Monthly Verification by Head of the Officer

PR Serial Number

11'Column PR for
Other Offices

Monthly Abstract of Pending Files and Currents on First Working Day

- /




Valuable - Cheques/DDs - Register Post with Acknowledgement Due.(RPAD)




Administrative Report

Department Audit/Inspection
Specific Matters Reporits

Establishment/Disciplinary Matters Confidential Reports
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