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CR Section and other section

• CR Section

Receipt of all communication, 
other than those addressed to 

Officers

• Different 
Sections in 
office

Processing of requests 
and decision

• C Despatch
• Section

Dispatch of all 
communication



CR Section
• A section or unit within a department

• Junior Secretariat Assistant(JSA) and Multi Tasking Staff 
(MTS) are posted in this section

• Responsible for
• Receipt of dak

• Registering dak

• Distribution of dak among the sections and officers as per the 
‘work allocation chart’

• Converting physical dak into electronic document, if necessary



Dak

• All communications received or issued by a department

• Received in a centralized section

• Called Central Registry



Receipt, PUC and FR

• Receipt is a ‘dak’ received in the concerned section or the 
concerned officer

• PUC: Paper Under Consideration. It is a receipt pertaining to 
a case, the consideration of which is the subject matter of 
the case

• FR: Fresh Receipt. Any subsequent receipt on a case which 
brings in additional information



Email, SMS and WhatsApp

• Email received in the Department are downloaded centrally and

• forward the section or officer concerned.

• Emails addressed to Ministers/Officers will be downloaded by them 
or their personal staff

• SMS and WhatsAPP are also used to communicate with citizens.

• Issue of formal guidelines on SMS and WhatsApp are under 
consideration



File Management



What is a ‘File’?

• Collection of papers

• On a specific subject

• With an alpha-numeric code

• Has one or more of the following parts:
• Notes portion

• Correspondence portion

• Appendix to notes

• Appendix to correspondence



The world of Physical Files



Parts of a file:
Notes & Correspondence portions

• Notes Portion
• Portion containing the ‘notes’ or ‘minutes’ recorded on a case

• Correspondence portion
• Portion containing the ‘receipts’ & office copies of ‘issue’

• Also self-contained inter-departmental notes





Parts of a file:
Notes & Correspondence portions
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Filing of papers

• Papers are punched on the left top corner

• Filed in a chronological order

• Tagged into the appropriate portion

• Both the ‘notes’ portion & the ‘correspondence’ portion are placed in 
a single folder

• Left side of tag in the notes portion tagged into the left side of the file 
cover



Punch
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Filing of papers..

• Left side of tag in the correspondence portion tagged into the left 
side of the file cover

• Different manners of filing papers:
• Latest on the top; or

• Latest at the bottom

• Uniformity is to be maintained in filing of papers in any office



Filing System - Exercise

• Kindly peruse all the documents in packet

• Identify –
• the noting side documents and

• Correspondence side documents

• Arrange all the documents chronologically into a file



18

File numbering system

• Necessary for convenient–
• Identification

• Sorting

• Storage &

• retrieval

• Types of filing system
• Conventional system

• Functional filing system
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Conventional system

10 8 2023 Admn

Standard subject head

Serial number of the file

Opened under the standard subject head

During the year

Year of opening of the file

Ownership of the file
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Volume of a file

• When the notes & the correspondence portions of a file becomes 
bulky, a second volume of the file is opened

• Bulky: 150 pages

• Against the 1st one, the suffix ‘Vol-I’ is added

• Originally ‘11011/1/2008-AdmII’; after opening 2nd volume 
‘11011/1/2008-AdmII-Vol-I’

• Opening a new volume does not mean giving a new number!
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Part file

• When opened –
• Main file under submission

• Need to process another FR urgently; or

• Need to consult two or more Sections simultaneously

• Part file consists of –
• Receipt & notes thereon



e- File





























MONTHLY PROGRESS REPORT

Monthly progress reports of recording and review of files—
(i) On the first working day of each month, the record clerk will prepare, in duplicate,
progress reports on the recording and review of files for the preceding month, and submit
them, together with the following records, to the section officer:
(a) register for watching the progress of recording.
(b) lists of files received for review.
(ii) The section officer will check the two statements, submit one copy of the report to
the branch officer and send the other to the designated unit looking after Internal
Work Study.
(iii) The designated section for Internal Work Study (DSIWS) will:
(a) post the figures in the forms at Appendices 43 and 44 of  MoP and return the
reports to the section concerned;
(b) prepare the consolidated statement for the department as a whole by vertically
totalling the columns in the form at Appendices 43 and 44 of MoP;
(c) watch the progress of recording and review work generally; and
(d) bring to the notice of the designated O&M officer and the Secretary, any significant
trends in the matter. 
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Information Management

• File register

• Guard File

• Standard Process Sheet

• E-Office Tools:
• Setting Priority

• Reminder and email/sms notification

• File Movement

• Reports – pendency




