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Discipline

Punctuality Promptness

ObedienceIntegrity



Attendance

10.30am & 2.00pm
Office Hours 

(10.30am to 5.00pm)

Grace Time

Late

10 Minutes

1 Hour

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

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

Turn Duty

Not more than Twice

GO Ms No 361 GA (Ser.C) Department dated 06.02.1961

Lunch Time – GO Ms No 1931 GA (Ser.C) Department dated 27.10.1965

CCLs
Maximum – 10

Ceiling – 7

Validity – 6 Months

GO Ms No 751 GA (Ser.C) Department dated 28.06.1967



Employee

Home 
Work

Prior Permission

Work on Public 
Holiday

Office Order

GO Ms No 751 GA (Ser.C) Department dated 28.06.1967

Leave

Purpose

Leave Address

Handing Over Keys

Joint & Several 

Responsibility

Articles 3 & 5 of Financial Code



Office

Sections Section 
Assistants

Superintendent

Tappals

Opened before Designated Officer/Employee

Opened at Stipulated Timings 

Immediate Perusal for Orders

Urgent/Confidential/DO Letters

Alphabetical



Tappal

Inward 
Register

Distribution 
Register

Personal 
Register

15 Column PR 
for Secretariat 

11 Column PR for 
Other Offices

Fortnightly Verification by Superintendent

Monthly Reconciliation with Distribution Register

Monthly Verification by Head of the Officer

Monthly Abstract of Pending Files and Currents on First Working Day 

Inward Number

DR Number

PR Serial Number



Office

Outward
Dispatch Stamp

Outward/Dispatch Register

Register of Local Delivery

Stamp Account Register

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

Monthly Reconciliation of Stamp Accounts with Outward/Dispatch Register



Office

Administrative Report Stock File

Confidential ReportsEstablishment/Disciplinary Matters

Department 
Specific Matters

Audit/Inspection 
Reports
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