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Dear Participants,

The State Government of Andhra Pradesh has launched a major Training and
Human Resource Development initiative. For effective and efficient implementation of
various programmes takenup by the Government, well trained and well informed official
machinery is a must. The Government had been introducing a large number of New
Programmes and launched a series of measures aimed at Administrative Reforms with
the sole objective of Providing SMART (Simple, Moral, Accessible, Responsive,
Transparent) Government and for providing satisfaction to the citizen.

No initiative or programme of any organisation can be successfully implemented if
the functionaries are not fully involved in the programme. The best way to involve would
be to make each functionary aware of his role-functions and responsibilities and making
him fully conscious of what is expected of him. To achieve this, it has been considered
necessary to assess the training needs of every functionary. An exercise has been
launched getting the information through the OMR Formats. | am sure you too might
have filled in the OMR format to facilitate our appreciation of your background, your
requirements and your training needs.

it has also been felt necessary that every functionary in the department should be
provided with booklets giving comprehensive information about the working of his
department and also the specific job to be done by him as a functionary of the department.
It has also been proposed to conduct various orientation courses, technical update
programmes, general administration packages necessary for the day to day working etc.
The mandate is that every public functionary should be exposed atleast to one training
module every year.

In order to meet the above objectives, Dr. MCR, HRD Institute of Andhra Pradesh
is bringing out a series of booklets (in coordination with the concerned Departments)
covering various aspects of administration. This material can be used as course material
while conducting training programmes, or general reference material by you during your
day to day working.



The volume on Secretariat Procedures was first published in October 1998
covering mainly the procedure followed in the Secretariat, processing of files and other
procedures (Secretariat Office Manual, Business Rules and Secretariat Instructions),
steps to be taken in preparation and passing of bills, Ordinances, Notifications, Legislative
matters such as LAQéIpreparation of motions, processing of files dealing with allocation
of budget and financial sanctions (Budget Matters, Financial Code), Role of Legislative
Committees, importance of works Ethics, code of conduct for a public servant (APCS
(conduct) Rules), importance of Effective Communication and Public Relations and the
heart of good Governance. The Institute acknowledges the contributions of various
resource persons in preparing the synopsis on various topics.

in view of the changes broughtout & amendments issued by Govt., from time to
time, the Second Edition is revised and updated. The information given in these series
are for training purpose only and cannot be the basis for any litigation or legal action.

Ptease go through the materials. If you have any suggestions, please send them
directly to the Director-General, Dr. MCRHRD Institute of Andhra Pradesh, Road No. 25,
Jubilee Hills, Hyderabad-33. Please quote the series number and the title of the booklet
while sending suggestions.

We propose to update and revise these booklets periodically incorporating the
suggestions made by the participants.

PVRK PRASAD IAS

Hyderabad Director General
Date : 23-12-2000 Dr. MCR Human Resource Development
Institute of Andhra Pradesh
&

Ex officio Spl. Chief Secretary to Government (GAD)
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SECRETARIAT OFFICE MANUAL

THE SECRETARIAT ORGANISATION

THE ANDRA PRADESH GOVERNMENT : The executive power of the
State is vested in the Governor of the State and is exercised by him,
either directly or through officers subordinate to him in accordance with
the provisions of the Constitution of India. There is a Council of Ministers
with the Chief Minister as its head to aid and advise the Governor in the
exercise of his functions according to the provisions of the Constitution
of India.

THE MINISTERS : The allocation of business of Government among
Ministers is made by the Governor on the advise of the Chief Minister.
The transaction of the business is governed by the ruies made by the
Governor under article 166 of the Constitution of India and the
instructions issued thereunder. These rules and instructions are known
as'THE ANDHRA PRADESH GOVERNMENT BUSINESS

RULES’ = and THE ANDHRA PRADESH GOVERNMENT

SECRETARIAT INSTRUCTIONS respectively. Each Minister disposes
of the Government business in the subjects in his cHarge according to
those rules and instructions.

SECRETARIAT : Secretariat means a Government office wherein or
from which the Governor or any Minister of the State Government takes
cognizance of matters relating to the administration of the A.P State.
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THE CHIEF SECRETARY : He is the Chief Executive Officer of the State
Government. Besides looking into the proper transaction of the regular
Secretariat business allotted to him, the Chief Secretary has the following
special functions to discharge :

a.  Asuperintending control over the entire Secretariat
b. Administrative control over the secretariat building

¢.  Control over the Secretariat library and the conservancy and
watching staff which serve all departments of the Secretariat.

d. Control over the personal staff attached to ministers,

e.  Arrangements for the meetings of the Council of Ministers
and

f. Responsible for all other matters not falling within the subjects
assigned to other Secretaries.

SECRETARIES TO GOVERNMENT : Each department of the Secretariat
consists of a Secretary to Government. He is the official head of the

department and of such other officers and staff subordinate to him as
the Government may determine. He is the Secretary to Government
and not for the Minister in charge of the department. He is responsible
for the careful observance of the Business Rules and Secretariat
Instructions in the transactions of business in his department. He
exercises general supervision and control over the staff under him and
is responsible to see that the members of the staff under him discharge
the work allotted to them efficiently and expeditiously.

The Secretary is usually assisted by one or more Additional, Joint, Dy.
or Asst. Secretaries. The Additional, Joint or Dy. Secretary occupies a
position identifical with that of a Secretary to Government in regard to
the subjects allotted to him. The Secretary is, however, in general charge
of the entire department and also act as circulating officer.

ASSISTANT SECRETARY : The Asst. Secretary exercises control over
the sections placed in his charge both in regard to despatch of business,
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-and in regard to efficient administration. Subject to orders of the Secretary

one of the Asst. Secretaries, designated by the Secretary for the purpose
if there is more than one such officer, is in general charge of office matters
and procedure as a whole. In any department one of the AS will be
entrusted with the duties of D.D.O. He deals with contingent expenditure,
drawal of pay bills of non-gazetted officers etc., and controls the last
grade employees.

SECTION OFFICER : The Section Officer is in charge of a section ina
Secretariat Department. He is assisted by two or three Assistant Section
Officers (ASOs), one Typist cum Assistant. The Section Officer is
responsible for all files relating to the subjects allotted to the ASOs under
him. He is directly responsible to the officers under whom he works for
the efficient and expeditious despatch of business of the section at all
stages.

Training of assistants under him is one of his principal functions. He will
not merely supervise but will himself deal with more difficult and important
papers. He maintains discipline in his section.

ASSISTANT SECTION OFFICER : The main duties of an Asst. Section
Officer in a section are to Assist. the SA in drafting and reference the
communications properly and also assist to deal with the cases relating
to his seat in the section efficiently and expeditiously. He should also
maintain Personal Registers, Reminder Dairy, Call Books, Periodicals
and other relevant Registers, he will also attend to.

TYPIST CUMASSISTANT : They are expected to do the work of a routine
nature such as maintenance of personal and other prescribed Registers,
if entrusted, drafting of routine reminders, typing draft, fair copying,
despatch and indexing.

STENO TYPISTS : Steno Typists do shorthand work for the Secretary,
Additional Secretary, Joint Secretary, Dy.Secretary and other gazetted
officers. They are to attend to the other work entrusted to them by the
officers under whom they work.

CENTRAL RECORD BRANCH : The Central record branch is the
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repository for non-confidential records appertaining to the current year
and the preceding 3 years. This branch is under the control of an A.D. of
the office of the Director of State Archives. One of the principal duties of
the Staff in this branch is to see that disposals asked for by the
departments are supplied promptly and the papers supplied are retuned
to the branch as early as possible.

CENTRAL ACCOUNTS SECTION : The Central accounts section deals
with all matters connected with cash relating to all departments of the
secretariat. It is under the control of the finance department.

Il. DEFINITIONS

ARISING REFERENCE : any reference issued from the office which
originates the file is called an arising reference.

BRANCH : Itis the term used to denote one of the central branches,viz,
The Central Record Branch and the Central Accounts Section.

BUSINESS RULES : Itis the expression used to denote the rules made
by the Governor under article 166 of the Constitution of India for the
transaction of Government business.

CASE : Consists of the current file, draft, note file and any previous
papers and books put up for reference.

CIRCULATION: The submission of files to the Ministers or the Governor
for Information or orders and suggestion is termed as ‘Circulation’.

CURRENT : A communication received in one department from outside
the office or from another department of the secretariat which is stamped
with a number of the department is known as 'current’ and the number
itself is called a current number or briefly C.No. Current file consists at
the outset, of one official or unofficial paper or papers under disposal, to
which are subsequently added the office copies of any intermediate
official or unofficial references and replies to such references, and
telephone messages etc. The whole file is being arrangea
chronologically.
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DEMI OFFICIAL CORRESPONDENCE :Correspondence is called
‘Demi Official’ when government officers correspond with each other or
with any member of the public, on administrative or official matters without
the formality of official procedure and with a view to interchange of
communication of opinion or information which may not necessarily be
placed on official record in the proceedings of Government, restoring to
this comminication, is on urgent matters and on delayed cases.

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

DISPOSAL iis the file containing the final decision of the Government
on any matter submitted for its information or orders.

DRAFTING isthe preparation of any communication which is proposed
to issue by or on behalf of or under the direction of the Government.

ENCLOSURE :A communication or a statement or a plan, sketch or
other document which is attached to or accompanies another
communication to supplement or elucidate the point, intention or orders
conveyed in the letter, is called an “Enclosure” to it.

FLAGGING 1t is the process of attaching to the top of papers put up for
_ reference in a case, slips printed with letters of the alphabet or roman
numericals.

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

LINKED CASE :One file is linked with another when a reference to any
paper in the one is necessary for the disposal of the other.

NEW CASE : A paper which is not connected with a pending case in
the office or one which originates in the office or is started under a note
or demi-official letter of a Minister or officer of the Secretariat, is treated
as ‘new case’.
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NOTE FILE :1t consists of the notes with unofficial references and replies
thereto and demi official communications from Ministers and Officers.

OLD CASE : A reply to a reference issued from the office or a paper
which though not a reply of that nature has for any other reason to be
filed with a current already pending in the office is called as ‘Old Case'.

PUT UP PAPERS :means the previous orders or other papers connected
with or having a bearing on the subject of a current under consideration
and put up in the case with the current.

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

REGISTRY :A paper is said to be registered when it is given a ‘current
number’ and entered with an abstract in a receipt register known as the
Personal Register.

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

SECRETARIAT :is the Government Office wherein or through which
the Governor or any Minister takes official cognizance of matters retating
to the administration of the state.

SECRETARIAT INSTRUCTIONS :are the instructions issued by the
Governor under rule 58 of the Business rules to supplement the latter
rules in regard to circulation, noting, drafting and other allied matters.

SECTORAL NOTES:-:are notes written on each of the several issues
arising out of a single subject where orders have to be obtained separately
on each of such issues, they are distinguished from the main note which
treats the subjects as whole.
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TAPPAL : Communications received in the office which are official, un
official or demi official are, until registry, known as 'Tappal'.

UNOFFICIAL CORRESPONDENCE : When it is proposed to obtain on
the note file of a case the concurrence, opinion or remarks of another
department of the secretariat or of any particular officer of Government,
so that such concurrence, opinion or remarks may not form part of the
official proceedings, the mode or referring a paper or a case and obtaining
a reply is called unofficial correspondence.

1. COURSE TO BE FOLLOWED ON A PAPER FROM RECEIPT
TO DISPOSAL

There will be tappa! section and tappal Assistant will be incharge of this
section. He will receive all papers addressed to the department. He will
sort them out in respect of various sections in the department as per the
distribution of subjects and send to the sections through the officers
concerned. In regard to confidential papers received in sealed covers
and references from GO| the dy.Secretary of A.S. incharge of tappal
section will study the papers and will send such papers for the perusal
of the Secretary as he considers necessary. As soon as the papers are
received in the section the S.0. will assign numbers and distributes to
the ASOs concerned.

The ASO will add the papers received in tappal to the existing files if
there are any. Otherwise he puts each paper in an appropriate file board
and the paper then becomes a case. The ASO will then take necessary
action like obtaining further previous papers or precedents, acts, rules
etc., required to process the case and puts up note. The section officer
after making any revision or addition to the note put up by ASO or puts
up a fresh note as he considers necessary and submits the case to the
next Superior Officer. The officer normally Assistant Secretary to
Government to whom the case is submitted will direct further action or
suggests the nature of disposal to be made or orders to be passed and
submits to the D.S./J.8/ Addl. Secy/Secretary who will take further action
as to circulation to Minister or issue of final orders. Thefile then is returned
to the section through all the officers in descending order and finally
reaches the section The section Officer then arranges to get further
information or issues final orders as per the directions of the superior
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officers. The disposal can be in the form of a Government order, letter,
endorsement, memorandum, telegram, demi-official,un official or lodged
paper. The concerned Assistant Section Officer will take action to issue
the references to be sent outside. When action is complete the papers
will be closed as Government orders, letters, memorandum, lodged etc.
duly docketed and stitched by the record assistant and properly arranged
in bundles on the record racks or almirah in the section.

IV. FORMS AND RULES OF CORRESPONDENCE

10

The correspondence in the Secretariat departments will be in the
form of a) Letter by Government order ¢) Memorandum d) Endorsement
and e) Demi Official letter.

LETTER : The correspondence should be in the form of a letter when it
is proposed to address; i) a higher authority ii) Govt. of India or another
State Government iii) The Chief Justice of the High Court of judicature,
Hyderabad iv) Chairman, A.P. Administrative Tribunal, v) Speaker of
the Legislative Assembly or the Secretary, A.P State Legislature vi)
APPSC vii) An officer not under the administrative control of the State
Government viii) Vice Chancellor or Registrar of a University ix) A
Member of A.P. Legislative Assembly x) All Nonofficials including
Members of Public and xi) an Association or Society or Corporation
whether it is a public undertaking or not.

While making correspondence, letters to the Government of India
shall be complete and it is not desirable to develop a personal touch
and the use of personal pronouns should be avoided.

Incorrect form : | am to request you to make riecessary provision
of funds.

Correct form : | am to request that necessary provision of funds
may be made.

Letters should not be addressed to the Chief Justice or Judges of
the High Court and Judges of other courts.The correspondence should
always be addressed to the Registrar. However demi-official letters can
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be addressed to the Chief Justice or the Judges by the Chief Secretary
depending upon importance and circumstances of the case.

PROCEDURE IN CIRCULATION : Whenever the cases are to be
circulated to the minister/ministers by the circulating officer, a
summarising bring note should be added at the end specifying the points
for orders and refering also to the views taken by other departments.
When the note for circulation is prepared, this must go first to the section
officer who will responsible for the action described. The 5.0. and ASO
concerned shall ensure that the case is complete that the file is arranged
in systamatic manner and the files may be sent in boxes. On its return
the SO should take action without any delay for implementation of the
orders passed on in the file.

GOVERNMENT ORDER : When the disposal of the case contains the
orders of the Government, the same should be issued in the form of
Government Orders. G.Os are issued mainly in 2 forms, G.O, Rt.and
G.0.Ms. When the disposal is not of sufficient importance and need not
be retained permanently, the proceedings are to be issued as G.O.Rt. If
the proceedings are to be retained permanently they are issued as
G.0.(Ms) and if they are to be printed they are termed as G.O.(P).

MEMORANDUM : When any information or opinion has to be obtained
from a subordinate officer and if papers are not being sent in original,
the correspondence in the form of Memo will be issued. Memo will be
issued when any instructions are issued to the subordinate officers.
Memo form can be used for acknowiedging the receipt of a
communication or for conveying information not amounting to an order
of Government.

ENDORSEMENT : When a paper is returned in original to the sender
or when it is referred to the subordinate officer for disposal, the form of
correspondence will be endorsement.

DEMI-OFFICIAL LETTER : While addressing an officer or a member of
public without formality of the official procedure and when this
correspondencs is not to be place on official record, Demi Official letters
will be issued. This form is mainly used when the personal attention of
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the individual is to be invited to the issue for expeditious disposal of the
cases. Gazetted Officers also should use this form. The demi official
letters between the officers of All India Services (IAS,IPS,IFS etc.) should
be addressed as Dear Sri while a senior All India Service Officer
addressing a far junior officer of IAS or non-cadre, My Dear may be
used. If Gazetted Officer addresses the officers of All India Services or
officers of distinction, they shouid use the form Dear Sir/Dear Madam.

CORRESPONDENCE FROM/TO GOVERNOR’S
SECRETARIAT : Any official communication sent by the Govemnor
of A.P.whether it be an order or sanction or recommendation or approval
or permission or message intended to the Speaker of Legislative
Assembly should be forwarded by the Secretary of the department
concerned, demi officially to the Secretary, Legislative department stating
that the same has been issued under the orders of Governor and that it
may be placed before the Speaker. Communications of personal nature
from the Governor to the Speaker of Legislative Assembly should be
issued from the Secretary to Governor.

CORRESPONDENCE WITH ADVOCATE GENERAL, APPSC, PUBLIC
etc. : Before addressing the Advocate general, Law department should
be consulted. Only references containing important communications
should be addressed to Advocate General. All other routine references
should be addressed to the concerned Government Pleaders. All
communications intended to the APPSC should be addressed to the
Secretary, APPSC. Men and ladies of Indian nationals should be
addressed as Sri and Kumari/Srimati and other nationals as Mr. and
Miss/Mrs. as the case may be.While addressing the firms Sri should be
used for Indian firm and Messrs. should be used for other firms.

CORRESPONDENCE WITH OTHER COUNTRIES AND FOREIGN
MISSIONS SITUATED IN INDIA : All correspondence intended to foreign
countries or foreign missions in India should not be addressed directly
by the State Government, but only through Government of India. However
State Government can correspond directly to the Consulate General
and trade representatives of foreign Governments. State Government
can correspond with the Indian missions abroad directly on routine
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V. TAPPAL

matters with copies to the Ministry of External Affairs. However
correspondence involving policy should invariably be sent through the
Ministry of External Affairs.

Tappal consists of : a) Communications in cards, closed envelopes,
packets and telegrams addressed to the Secretary, the Addl. Secretary,
the J.S, the D.S or the A.S of the department, and

b) Non confidential papers from departments of the Secretariat which
by an interdepartmental arrangement are sent open to the departments
concemned.

RECEIPT OF TAPPAL : Except for registered articles, all cards, closed
envelopes and packets delivered either by post or by messenger are
ordinarily put in the tappal box. The key of the box is in charge of the
S.0. of the OP section or the tappal clerk or other person designated for
the purpose. Communications from private parties received by post for
which postal charges have not been laid in full should be refused.

Communications delivered by messengers or papers sent by other
departments of the Secretariat which are marked urgent or special, and
telegrams should not, however, be put in the tappal box but should be
attended to immediately.

OPENING OF TAPPAL : The Tappal box is opened by the tappal clerk
at convenient intervals and the tappal is taken by him unopened to the
Assistant Secretary concerned in whose presence it is opened and
stamped with the date stamp.

Any tappal marked “Secret’ of “Strictly confidential’ or addressed to
an officer by name is opened only by the officer to whom it is addressed.

Tappal consisting of letters from APPSC, Government of India,
Governments of other State, Foreign Embassies, Consulates, papers
relating to disciplinary proceedings of Gazetted Officers, Reports from
ACB, SBCID, Tribunal for Disciplinary proceedings, explanations of the
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officers or requests for personal interview, should be submitted to
Secretary for perusal.

TREATMENT OF VALUABLE ENCLOSURES : Money, cheques and
other valuables such as court fee stamps, copy stamp papers etc.
received as enclosures will be delivered by the tappal assistantin person
tothe S.0. of the section concemed. The tappal assistant will enter these
in the special register maintained by him for the purpose in the presence
of the A.S. opening the tappals and then hand them over to the S.O.
concerned against an acknowledgment in the register.

TREATMENT OF ADHESIVE STAMPS AFFIXED TO
COMMUNICATIONS : The adhesive stamps affixed to petitions or other
documents should first be defaced by the tappal assistant by affixing
the date stamp in such manner as to cover or to touch some part of the
stamp but not in such a way as to obliterate the entries on them or render
the detection of forgeries difficult. The stamps should be cancelled by
punching the figure heads. Although the duty of cancelling adhesive
stamps is laid primarily on the tappal Clerk, the S.0. and the section
assistant concerned should see that all adhesive stamps have been
punched and defaced as indicated above.

NUMBERING OF CURRENTS AND DISTRIBUTION AMONG
SECTIONS : The tappals received in section are numbered by the section
officers. Papers which are of a casual nature such as post copies of
telephonic messages, tour programs of Ministers, etc. are not numbered
as currents.

When a current relates to more than one section, it should be taken
up by the section which is concerned with the first point mentioned in
the communication. That section should register it and if the points raised
are sufficiently important, give extracts to the other concerned sections
for taking necessary action.

DISTRIBUTION OF CURRENTS IN SECTION : Each section will
maintain a numbering register in which tappals are serially numbered
in hand and the acknowledgments of the subject ASOs will be obtained
therein. It is the responsibility of the SO to ensure that all papers assigned
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numbers are brought to the personal registers.

VI. REGISTRY OF PAPERS

PERSONAL REGISTERS : The currents received in each section should
be registered in the personal register. The personal register should be
maintained by the concerned ASO of the section. It should not be
maintained by the concerned ASO of the section. It should not be
maintained in loose sheets or in unauthorised note books. This should
be written up for every calender year. Old files of the previous years be
brought forward to the new register before 31st January of that calender
year.

CURRENTS TO BE REGISTERED IN THE REGISTERS
IMMEDIATELY ON RECEIPT : As soon as the papers are received in
the section, the concemed ASO should at once enterthem inthe personal
register. Any delay or neglect in this matter will be treated as a very
serious dereliction of duty on the part of the concerned official. Section
officers should see that all currents received in the section are duly
registered in the personal register and all entries made neatly.

NUMBER OF ENTRIES ON A PAGE : The number of entries on each
page of the register shall ordinarily be three or four. A line in red ink
should be drawn across the page after each entry. if the space so allotted
proves inadequate, slips should be pasted along with the page for making
additional entries.

HOW TO WRITE TITLES : The title to be entered in column 4 of the
register shall be as brief as possible, just sufficient to convey generally
the subject of the paper. It should be framed and arranged exactly as an
index title. It is the duty of the S.0.of the section to check the accuracy of
the titles when he checks the personal register.

CLOSING OF CURRENTS : If the disposal is final, its nature, number
and date will be entered in the last column of the personal register. For
example, when a file is closed by an order or letter in the ordinary or
routine series, the number and date of the disposal should appear in
that column. A similar entry will be made when the closure is in the form
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of an endorsement, memorandum, telegram, demi official or unofficial.
The current number in-column 2 of the register should be ringed off in
red ink as soon as it is finally disposed off.

CHECKING OF PERSONAL REGISTERS: The S.0.should check the
register once in a week on a specified day. It should not be merely
nominal. He should not only check the correctness of entries but also
take immediate action on delay and urgent papers. Besides this weekly
check of personal register, he should frequently inspect the papers
pending with clerks. The ASOs will be personally responsible for delays.

REFERENCING, NOTING, AND DRAFTING

SECRETARY : Secretary of a department is the official head and it is his
duty to take all necessary steps for the prompt despatch of business in
his department.

ADDITIONAL, Jt., AND Dy. SECRETARIES : The duties of all these
officers are similar to those of the Secretary in regard to the sections/
subjects placed under their control.

ASSISTANT SECRETARY : He is to control and supervise the sections
under his charge by issuing instructions on how to deal with the papers
and ensure that such instructions are carried out and that papers are
promptly and properly handled. Noting and drafting of cases of a difficult
and complicated nature should be done by the AS by making use of the
stenographers and also by utilising the services of SOs and Assistants
in the section for Statistics and other papers which may be required in
this regard. He has to draft necessary notes at the tappal stage itself
depending upon the urgency and importance of the papers.

SECTION OFFICER : The S.0. is responsible for the prompt, steady
and efficient disposal of work in his section. He must constantly watch
the pending cases with his assistants, advise them suitably, guide them
properly with a view to see that all the papers received in the section are
put up according to their urgency. He should ensure that a good note is
prepared bringing lucidity, completeness and brevity. The S.0. will assign
papers of routine and simple nature to his assistants and he himseif wil

Or. M.C.R H.R.D. Institute of Andhra Pradesh




SECRETARIAT PROCEDURES SECRETARIAT OFFICE MANUAL

deal other papers by obtaining assistance like previous papers, rules,
acts, precedents etc.,

ASO/ASSISTANTS : the ASO should assist the S.0. in dealing with the
paper. They should go through the paper immediately and put up all
necessary papers, make accurate referencing and prepare precise and
rough draft for the use of the section officer.

Immediately on receipt of the paper in the section, the concerned
ASO should register the paper by entering into the personal register
and adding to the previous papers, if it is an old communication or put
up in a separate file board, if it is a fresh communication. He will verify
the enclosures if any and tag them neatly and take action to put all the
papers referred in the current received and take action to put up the
note. If there are any court fee stamps affixed, they should be punched
and defaced if the same was already not done by the tappal clerk. If a
paper belonging to any department of secretariat is by mistake received,
it should be sent to that department with the approval of a Gazetted
Officer with a UO note. If the communication demands action from more
than one department, it should be forwarded immediately to the
concemed department. A similar procedure should be adopted in régard
to communication relating to more than one section in the same
department.

REFERENCING : If the current has been registered, arrangements
should be made to reference the paper. Every paper connected with a
current and enclosure should be put up along with the paper. Particular
care should be taken in handling the old records. After such required
references have been obtained, the papers will be arranged as follows .

1. To put up papers (both original disposals and copies)
2.  Thecurrentfile

3. Draft for approval

4.  Notefile

5. Books, Acts etc. to be up for any reference
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6. Section's note, if any

1. TO PUT UP PAPERS : To put up papers, papers should be arranged
in chronological order, the oldest at the bottom the next in date
immediately above, and so on. The latest being placed at the top. The
old records should be carefully handled and very old cases should not
be flagged and they must be put in envelopes and kept in the file.

2. CURRENT FILE : the current file consists of official/unofficial papers
received from outside, interim official or unofficial references received.
The following references also constitute the current file.

a. LAQs, official or unofficial references and replies in connection
with question.

b. Answertothe LAQs

(o} Demi official communications received other than from Ministers
and the Governor.

Papers in the current file followed by its enclosure shall be arranged
chronologically and page numbers given continuously in red ink. Where
enclosures and books are running into several pages and are unwieldy
to handle, they should be removed from the current file and put up
separately in the file. No flags shall be attached to the current file.

3. NOTE FILE : Note file consists of the notes with unofficial references
and replies there to. DO communications or notes from Ministers and
the Governor and the Memoranda for the Council of Ministers, Legislative
Questions received from the legisiature department with an UO note on
a separate sheet of paper also shaouid go into the note file. Pages inthe
note file shall be continuously numbered. Referencing and flagging
should be as in the case of current file. Before starting the note file, title
has to be invariably written besides giving the page numbers. Note shall
also be broken into paragraphs which dealt with single point. Paragraphs
shouid also be numbered continuously irrespective of the fact that notes
are recorded by the concerned office or other offices and officers. Al
references collected shall as far as possible be incorporated in the bottom
of the note and they shouid be referred with penil in the margin.
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When it is necessary to refer in one file the papers of another file,
which as not been disposed off, 2 files will be linked i.e., the file put up
for reference will be put up under the other file and the strings of the
lower file will be tied around the upper file. While tieing the strings of the
upper file underneath the top file, should have a slip 2 cases for orders.
While the linked file might have “LF for reference only’ as the case may
be. While giving references of the linked file the top file, current no, and
the department of the file should invariably be given in the margin so
that it can be easily identified even if the LF is detached an disposed off.
In any case either the top file or the linked file should not be tagged.

4. NOTING : No notes must be written on the current itself except in
very simple cases. Notes shall be written on a paper of fullscap size
with 1/3 margin. Wherever tabular statements are to »e given they shall
follow the note except in the case of big statement which can be put up
separately with a flag. A note connected with any subject will run
continuously from the inception of the file till final orders are passed.
Whenever any reference is issued the same should be noted first in
square brackets at the end of the note and replies also should be noted
similarly with red ink. After completion of each note, the concerned ASO
and the SO who prepare the notes should sign their names in full, legibly
and write giving the date and the year.

VIIl. DELAYS IN DISPOSAL OF FILES

DELAYS : We are concerned with the avoidance of delay in the disposal
of files in the secretariat. What is delay, how it happens, and what are
the remedies to ward off such delay in public administration are some of
the problems which are bothering the administration.

The Main reason for delay according to critics is red tape, thatis to
say, rigid adherence to a rigid formality or procedure. They, therefore,
suggest that delay which is occurring in the disposal of the Government
business can be reduced by suitably modifying and restructuring our
administrative and office procedures. To what extent they can be reduced
without reducing efficiency are matters, which are regularly, being
considered by the administration. How far it is expedient to modify the
existing procedures and the extent to which they can be so modified
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and their rigidity mellowed down are some of the aspects which have to
be carefully examined. Changes and modifications in the procedure are
being affected whenever felt necessary and found feasible.

It may be pointed out that a certain amount of delay is inherent in
the system itself. But without a system there can be no organisation or
organised work. The point that certain administrative system for handling
the government business is necessary, cannot be denied even by the
literate critics of administrative weaknesses. The existing systems have,
however, to be formulated in such a way that they can serve the present
day needs of the State. The strong points made out against the present
system of administration is that it is legacy of the British Government,
out dated, and that it is not at all suited to the present times when speedy
execution of our developmental programmes is the need of the day and
therefore the entire procedure should be given up lock, stock and barrel
and new orientation to the existing procedure is generally needed.

The other point made out by critics is that the dealy is also due to
human factors, that the persons in charge of administration at different
levels are indifferent to the actual progress of a case, but more keen in
the observation of formalities in the procedures rather than the actual
problems in the case and instead of thinking of a suitable solution to the
problem itself, spend much time to tossing the cases without the
contribution, thus contributing to the in decision and eternal pendency
of some cases. This situation is casually remediable. If the officers at
higher level are vigilant and are serious about their work and duties,
and pursue the cases sincerely.

Several checks are prescribed in the manuals of office procedures
themselves, for eg; the secretariat manual and the district office manual
lay down specific checks to eliminate delays and therefore a duty is cast
on the officials at all levels to closely follow these instructions. They are
briefly, the correct maintenance of the registers, such as, the personal
register, the periodical register and certain checks like the reminder diary,
the cali book, the detention list and the arrear lists, their periodical and
proper inspection by officer concerned.

Apart from the above, few steps are being evolved to speed up
disposal of files. They are:
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1. DELEGATION OF POWERS : In practice it is found that one of the
causes for delay in disposal of files is the lack of enough delegation of
powers to lower levels in the hierarchy. Delegation is the art of getting

things done through others. It is confirment of specific authority or powers

by the above to the one below. The main aim of delegation is to facilitate

quick disposal of work. If all powers are concentrated in the top authority,

he may not have enough time to do justice to the work. Delegation of
powers thus serves the twin objectives of relieving the superior authority
from some of his powers and thus giving him more important problems

and attend to them more quickly as the number of cases coming to this

level will be less now. The lower authority can now dispose off the cases.
which were going to a higher level before and this means saving of all

the time taken by the cases for going up and coming down.

Now a large number of powers have been delegated to the Section
Officers in the Secretariat. It is now the responsibility of the Section Officer
to exercise these delegated powers properly and contribute to the prompt
disposal of files. So also, large number of powers are delegated to
subordinate officers of the secretariat. This is a continuous process and
more and more powers can be delegated to the section officers, stage
by stage after observing the working and effectiveness of the delegation.

The delegation should be liberal and should be in all directions including
financial and administrative areas. Such delegation should be on rational
lines facilitating decision taking at all levels. There should be periodical
review of the working of the delegated powers and assessment of its
efficient working and the extent to which delay in disposal of cases has
been reduced, i

2. LEVEL JUMPING : Anocther suggestion is to reduce time taken by a
file in its movement through every level. The idea is to cut down one or
two levels before it reaches the decision making level.

However detailed procedure in regard to file management, level jumping,
direct submission of files has been evolved and orders issued in GO
Ms. No. 509 GA (AR & T) department dt. 3-12-1999. The new procedure
through light on methods to improve the efficiency. accountability and
quality of disposal.
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3. ZEAL OF CASE WORKERS : The human factors which goes into the
expeditious disposal of cases is the zeal and enthusiasm with which the
staff work. This in turn largely depends upon the overall make up of the
individual concerned and the sincerity and devotion to duty with which
he applies himself to the work.

His knowledge of the subject and his capabilities also go a long
way in the efficient disposal of work. It is therefore necessary that care
should be taken to post proper personal to man proper sections.

4. DISPOSAL OF PETITIONS, REPRESENTATIONS/APPLICATIONS:
As representatives of the people, the ministers are bound to entertain
petitions/representations/applications. These may be received in Peshi
of the minister and forward them to the Heads of Department or field
level functionaries with a suitable endt. viz (1) for disposai (2) for
necessary action (3) for action and report. The files on these matters,
where relief is to be given by the Heads of department, or a level below
the Head of the Department, which are opend and are pending can be
closed and details of such closed files can be furnished to the peshi for
pursuing action. If the minister so desire, suitable reply can be given to
the petitioner. In case of any revision of policy/existing procedure, the
papers may be sent to secretaries concerned for taking further action as
per Business Rules. After action is completed suitable reply also can be
given to the petitioner (GO Ms. No. 506 GA (AR & T) Department at 3-
12-1999.)

IX. FAIR COPYING, EXAMINING AND DESPATCHING

22

GENERAL : The work of fair copying and examining papers, both
confidential and non-confidential, of each department is done in the
respective department. The despatch of papers in each department is
done in the despatch section of each department.

FAIR COPYING : The following generat rules have to be observed by
the Typists in fair-copying:

1. Before a TCA begins to type a draft letter, he shall verify that it
has been approved by a Gazetted officer.
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2. All proceedings of Government i.e., Government Order,
Memoranda, letters etc except those issued in roneo should be typed in
forms embossed with the A.P. State Emblem.

3. Any fair copy extending for more than one page shall be typed
on both sides of the paper.

4. Allfair copies should be typed neatly and legibley.

5. The margin to be left should be in the left hand side of the front
page and the right hand side of the back page of a sheet of paper. The
margin may be encroached upon only if statements have to be copied
in the body of communication and are too big to be typed on the portion
on which the communication is typed.

6. In forms of correspondence in which the designation of the officer
sending the communication has to be typed underneath his signature,
the name of the department need not be typed, if that is printed,
embossed or typed at the top of the paper.

7. if there are enclosure to accompany a communication they should
be indicated by an oblique line (thus/) in the margin against the paragraph
in which they are referred to.

8. The TCA should invariably type his or her initials with date at the
left hand corner at the end of a fair copy,

9. Drafts of letters should be kept as office copies and carbon copies
should be made only when the draft has been so extensively altered as
to make it necessary to have a clean copy.

10. On no account should the bare signature and designation of
the officer typed on the last page without any matter being typed above.

Itis the duty of the drafting section to see that instructions are clearly
and fully noted on the draft for issue before it is sent to a TCA for fair-
copying, such as, whether it is a reference or a final disposal and if it is
a final disposal, its nature, the person or persons to whom it is to be
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sent, and if the whole of it is not to be communicated to all of them, the
portion to be communicated to each. The TCA and examining clerk
should see that the paper is accurately copied in accordance with the
instructions before it is sent to the despatch section.

TELEGRAMS : Telegrams should be copied on the appropriate form,
inland or foreign as the case may be, and correct telegraphic abbreviated
address should be used where they exist. The superscription ‘State’
‘Immediate’ etc should be correctly entered in accordance with the
instructions given by the drafting section.

In every case where a telegram is typed, a post copy of it should
invariably prepared and despatched simultaneously with the telegram
or immediately after the issue of the telegram.

SAVINGRAM : Communications which can appropriately be drafted in
the from of telegrams but which are not of such urgency as to require
despatch by telegram or which are too lengthy to be telegraphed may
be sent as savingram by post. The savingram should be on receipt be
treated with the same expedition as if it had been telegraphed.

ENDORSEMENT : The endorsement is usually written or copied on the
last page of the current if there is room and if not, on a separate form
embossed with the A P. State emblem added to the current. The
endorsement if copied on the current is noted as endorsement no...Dt..the
name of department being entered at the right top corner. But if the
endorsement is made on a separate sheet, the name of the department
is typed as mentioned above on a paper with the A P. State emblem and
then added to the current.

MEMORANDUM : A memorandum is copied on the special embossed
form as indicated below

( YEmblem ... department
Hyderabad

Office Memo No. / year
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Sub:
Ref:
(Body or matter of the memorandum)

Address entry : Sd/-

Secretary to Government

PRESS COMMUNICATION OR PRESS NOTE :A press communique
or a press note is prepared in the form of a memorandum or a note.
These are invariably issued by or under the authority of the Director of
Information and Public Relations. The matter is furnished by the
concerned department of the secretariat.

In a Press note the Government take a passive or defensive attitude or
reply to criticism or explain or give facts and figures to amplify their
declared policy. In a press communique the Government take an active
aggressive attitude or respond to a given situation how they discharge
their responsibility.

FORM OF AUTHENTICATION OF ORDERS AND PROCEEDINGS -
All orders or instructions made or executed by order or on behalf of the
Government of A.P. will be expressed to be made by order and in the
name of the Governor of A.P.

SIGNING OF LETTERS : All important letters addressed to the
Government of India, to other State Governments, Public Service
Commission, High Court etc. should ordinarily be issued in the name of
the Chief Secretary or the Secretary to Government as the case may be.
Such letters may, however be signed by the concerned Joint or Dy.
Secretary who has actually approved the draft.

X. THE CENTRAL RECORD BRANCH

The Central Record Branch is the repository for the current
nonconfidencial records of all departments of the Secretariat. This branch
is attached to the General Administration Department and is under the
immediate control of an A.S. of the department.
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SECRETARIAT PROCEDURES

FUNCTIONS OF THE CENTRAL RECORD BRANCH the main
functions of the Central Record Branch are :

a.

b.

j.

Supply of records in response to requisitions

Checking of records transferred by the departments of the
Secretariat

Sorting of originals and spare copies of proceedings etc. sent
or returned by the departments and placing them in or restoring
them to their proper places.

Registry of records sent out of the branch and noting their
returned in the register.

Sending every month reminders for the return of records taken
out more than 3 months ago and furnishing to the departments
every fortnight a list of Government orders numbered two weeks
previously, but not received in the records.

Cleaning and dusting of racks, and the examination of records
in order to protect them from damage by insects.

Labelling and varnishing record boards

Keeping the bundles and volumes arranged neatly and
methodically on the racks.

Destruction of records in due time

Annual transfer of records to the central record office.

CUSTODY OF RECORDS : Therecords are distributed in blocks each
of which is in the charge of an assistant.

DUTIES OF THE RECORD ESTABLISHMENT : The branch is under
the immediate supervision of a section officer who is responsible for the
proper maintenance of the records, and expeditious transaction of
business in it. He should periodically inspect the registers maintained
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by the clerks in order to ensure that they are properly maintained.

RECORD ASSISTANTS :Record Assistants are responsible for the
proper maintenance of the records of their respective blocks and for the
work of attenders under them. They should see that the records are
neatly and methodically arranged and the rooms kept tidy. They should
promptly attend to requisitions for records and maintain necessary
registers showing the records sent out and returned.

PERIOD OF RETENTION OF RECORDS : Originals of the orders of
Government in Manuscript series are retained permanently.

The following records are kept in the central record branch for the periods
noted against each of them.

Nature of records No.of years for which they are kept
including the current year

— e e T T T G S S T e ST S S — — — — — — — — — — — — ——— ———— —

a). Originals of govt. orders in routine series,
demi official letters, endorsements and

memoranda. S years
b). Lodged papers 3 years

c). Personal registers other than those related

to the Current and the preceeding 2 years 5 years

Destruction of records :The periodical destruction of records shall be
regulated as follows :

— — — ————— —— T — A — — — — — — — — — — — — —— — — — — — — — — — —

— e v ——— —— S T i —Rh S S i R A SRR SR LAMEE AEAY APRNLA MR Aeiiet St e Beth i it — e S —

a. Proceedings in routine series At the end of 5 years from the year
to which they relate
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b. Lodged papers At the end of 3 years from the year

to which they relate

c. Call books, Arrear Lists, Current At the end of 3 years from the year
distribution Registers and Close of the year which they relate
circulation Registers

d. Attendance registers, daily Atthe end of 3 years from the close of the
abstract books and similar registers  year to which they relate

e. Budget notes of the Finance Atthe end of 7 years from the close of the
Department year to which they relate
f. Office Orders At the end of 30 years from the close of

the year to which the relate

SECRETARIAT LIBRARY : Governor, Ministers, Gazetted and Non
Gazetted staff of Secretariat, Heads of Departments, MLAs, and MPs
are eligible to borrow books from the library. On application, one can
have two borrowing tickets. Every book borrowed shall be returned within
14 days. Encyclopedias, Dictionaries, Gazettes will not be supplied. The
library has a reading rcom and it is open from 10 am to 2.00 pm and
from 5 to 6 pm on all working days. All Gazettes of State and other
States and also of Government of india are available for reference.

DUTIES AND FUNCTIONS OF ASO: As soon as the tappal is distributed
by the SO to the ASO after assigning numbers to them, the ASO enters
them in the personal register after duly acknowledging their receipt in
the tappal register. Any neglect or delay in this regard will be viewed as
a serious dereliction of duty on the part of the ASO.

1. The ASO should normally make three entries in each page of the
PR and the number of entries may be reduced to two or even one if
circular instructions are issued or if protracted correspondence is
anticipated. if the allotted space is not sufficient, slips shouid be pasted
along the page for making additional entries
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2. The ASO should register the papers by entering in the PR in the
order of current numbers assigned to them, i.e. on the seriatum.

3. The title of the entries made in the PR should be brief and clear.

4. The ASO should assist the SO in all stages in dealing with the
currentsffiles. They Should study the Currents immediately on receipt.

5. A typed copy of every communication received, which is illegible,
shall be made and should be filed above the original communication.

6. All the stitches of threads etc. on papers should be removed and
arranged chronologically and tagged.

7. Enclosures, which are bulky and inconvenient, should be kept
below and treated as put up papers. If the enclosure said to have been
enclosed is not received, the sender should be immediately informed
and the enclosure obtained immediately.

8. If the current relates to the pending file, it wiil be added to the
concerned current file or note file and if it is a new current it shall be kept
in a new file board.

9. Page numbers should be made continuously.

10. All court fee stamps affixed to the papers should be punched
and defaced if not done already, by tappal clerk.

11. Papers relating to other departments of Secretariat should be
transferred immediately. '

12. If the current relates to more than one department, an extract of
the portion relating to such matter should be forwarded immediately to
the concerned department under the orders of Gazetted Officer. The
same procedure should be adopted in cases of currents pertaining to
more than one section in the same department.

13. Letters received from Foreign Countries, Foreign Missions in
India, Associations of officials and non officials, Members of State
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Legislature and Parliament and general public should be first
acknowledged.

14. The ASO should arrange the put up papers; rules, acts, required
for examining the case. The put up papers should be flagged.

15. Wherever necessary, the ASO should link files.

16. The ASOs should assist the SO in all stages in dealing with the
currents/ files. They should study the currents immediately on receipt
and collect papers required for dealing the current without delay. They
are responsible for complete and accurate referencing and for proper
arrangement of a case. They should put up notes and drafts in simple
cases and should assist the SO in dealing with complicated matters by
procuring previous papers, preparing rough drafts etc. The principal
duty of ASO is to attend to routine matters with scrupulous care and
punctuality. They should seek the advice and guidance of the SO
whenever they have doubts or difficulties.

17. Immediately after the competent officer passes orders for issue
of draft, the same should be given to typist or TCA for fair copying duly
obtaining the SO's orders for issue. He should get the same fair copied
and compared and despatched without delay. He should also ensure
that all the enclosures also are got typed and despatched along with the
main reference.

18. After taking action as stated the papers should be closed as
GO, Memo, Lodged ietter etc. as the case may be.

19. After despatch of the reference, further reminders if any, has to
be entered in the reminder diary. In case of final disposal, the ASO should
ensure that the despatch has been currectly made, that cail book entries,
if any, have been duly entered in the call book register and that extracts
for further action, if any, have been taken. Then the disposal should be
docketed and stitched.

20. After scrutiny by the SO to ensure that there is no further action
in the case and after making pass orders by him, the ASO should note
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the disposal in the transits and send to CRB and obtain acknowledgment.

21. After scrutiny by the SO to ensure that there is no further action
in the case and after making pass orders by him, the ASO should note
the disposal in the transist register and send to CRB and obtain
acknowledgment.

22. It is the duty of ASQO to maintain stock files update Subject wise
communications which are to be added to stock file should be entered
in the stock file duly marking S.F. after the address entries of the
communications issued. Similarly, when a paper of importance or of
general nature is received in the section, a copy of such reference after
obtaining orders of SO should be added to SF.

DUTIES AND FUNCTIONS OF TCA : the duties of the TCA as the
designation indicates are two fold i.e. of Typist and Assistant.

FUNCTIONS OF TYPIST : Fair copying of the references, enclosures,
etc. typing the extracts, important notes including note for circutation,
memorandum to the Council of Ministers etc.

FAIR COPYING GENERAL RULES REGARDING COPYING ; The
following general rules regarding copying shall be observed by the
typists.

1. Before a typist begins to copy a paper for issue, he shall verify
that it bears the initials of Gazetted Officer.

2. All proceedings of Government, Government orders, memoranda,
endorsements etc except those issued in roneo should be typed informs
embossed with the A.P. State Emblem.

Note : Affidavits and counter affidavits to be filed in the High Court,
APAT and other Civil Courts should be not be typed on papers embossed
with the state emblem but typed on foolscap size paper.

3. Any fair copy extending over more than one page shall be typed
on both sides of the paper.
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4, All typing must be made neatly and legibly.

5. Copying must be done with care, eraseres and corrections being
avoided, interpolation should not be made, especially in letters.

6. In copying the first word of a separate item in the preamble to a
proceedings and the first word of every paragraph in a communication
to be issued, a five or six letter space should be left between the word
and the prescribed margin.

7. The Margin to be left blank should be on the left hand side of the
front page and the right hand side of the back page of a sheet of paper.
The margin may be encroached upon only if statements have to be
copied in the body of a communication and are too big to be typed on
the portion on which the communication is copied.

8. Marginal entries, unless they are very small, should be inserted
by an indenture made on the side on which the communication is copied
and should be separated from such communication by three lines ruled
or typed on the top, bottom and the side facing the body of the
communication.

9. All fair copies should be typed with éing!e spacing.

10. In form of correspondence in which designation of the officer
sending the communication has to be typed underneath his signature,
the name of the department need not be typed, if that is printed /
embossed/typed at the top of the paper.

11. In official correspondence, if the designation of an officer is typed,
his officiating status (if he is an officiating officer) should not be indicated
by the word officiating before the designation.

12. If there are enclosures to accompany a communication, they
should be indicated by an obligue line (thus \) in the margin they are
referred to.

13. Copies should be made on the smallest sheet consistent with
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the dignity and requirements of the communications. The appropriate
form where one has been prescribed should be used.

14. The typist should invariably type his initials with date at the left
hand comer at the end of a fair copy and shall also initial with the date in
ink on the left hand top corner of the draft (or in the appropriate place in
the page, if one is printed there)

15. Drafts of letters kept as office copies should be typed only when
the draft has been so extensively altered as to make it necessary to
have a clear copy. When possible, the carbon copy of a letter should be
typed upon the back of the letter to which a reply is being sent.

16. When a letter or any other communication is typewritten and
two or more sheets of paper are used, the typist and comparer must see
that,

i}  Aparagraph is never finished at the bottom of a page and that
atleast two lines of the paragraph are carried on to the next page,
so that with the exception of the first page suceeding page will
start with a fresh paragraph and

i)  on no account, should the bare signature and designation of
the officer only be on the last page without any matter being
typed above.

DUTIES OF ASSISTANT : Assisting the ASO and SO of the section in
arranging the files, collection of put up papers and routine work such
as, despatch of references, submitting files to higher officers, sending
UQ references to other departments of Secretariat and for circulation to
Ministers or Governor and also in comparing the F.Cs.

In addition to the duties of routine nature mentioned above, the
Assistant should attend all functions assigned to him by the SO or ASO
connected with the section.

17. Time Management : In order to avoide inconvenience and
disturbance to work during office works, specific visiting times have been
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fixed between 3 p.m. to 5 p.m. and this will not applicable to the members
of Legislative Assembly and Members of Parliament. On every monday
there shall be a meeting of Spl. Chief Secretary, Principal Secretary or
Secretary with Desk officers working with him to take stock of completion
of work attended during the preceeding week and to decide work to be
attended during the current week and to generally review the business
disposal and the steps to be taken to improve it. (G.0.Ms. No. 510 of GA
(AR & T) Department dt. 3.12.1999)
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In the first paragraph we were 'surprised’,
in the second 'shocked', in the third 'disappointed’.
We can only 'regret’ in the fourth paragraph.
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He fainted when he came to Paragraph 13 where
you say, 'as we have already clarified in
Paragraph 4 and elaborated in 9...'
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Long ago a note has been sent to the works
department to inform the personnel officer that the
sanitary superintendent should issue orders to the
assistant superintendent that this room should be

ready before you arrive in the morning!
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BUSINESS RULES AND
SECRETARIAT INSTRUCTIONS

Secretariat Business Rules are issued by the Governor of Andhra
Pradesh under Article 166(2) and(3) of the Constitution of India.

There are 59 Rules and IV sections in all. Under rule 58,the Govermnor on
the advice of the Chief Minister has issued Secretariat Instructions to supplement
the Business Rules to the extent necessary.

There are 73 instructions.

The following are the certain briefimportant transactions of business in
the Secretariat and these rules are not exhaustive and one is required to read
and be thorough with every rule and instruction. An organisational chart is
appended for information and guidance.

DISPOSAL OF BUSINESS-ALLOCATION OF SUBJECTS-
RESPONSIBILITY

Generally every Department will be in charge of a Minister.The
Department may also be incharge of more Ministers but the Minister who is
substantially concerned with the Department shall be deemed to be incharge of
the Department (B.R.5). The Governor shall on the advice of CM, allot the
business of the Govt among the ministers by assigning subjects in one or more
departments of the Secretariat to the charge of a minister.

The subjects in one department can be assigned to the charge of more than
One Minister. (BR 5-1).
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The subjects in one or more departments of the secretariat which are
not specifically assigned to the Minister, the Residuary subjects shall be deemed
to have been assigned to the CM (B 66 (a).

In case of any doubt in the assignment of subjects, the decision of the
CM will be final when the CM or any other Minister is absent for any reason, the
subjects/work may be distributed among the other Ministers in such maner as
the CM thinks fit (BR 6 (b).

Secretary to the Department is the Secretary to Government who shall
be the official head of the Department and such other officers and servants
subordinate to him, as the state Govt may determine.

Council of Ministers is constituted under article 163 of the Constitution.
Where there is a Spl.CS, Prl. Secretary and other Secretaries in the Department
the senior most among them shall be the official head of the Department and
they shall deal with such subjects as allotted by the Chief Secretary. (BR 7 (C))

It is responsible for every order issued in the name of the Governor
eventhough the Minister incharge is primarily responsible (B.Rs 8 &10).

All cases referred to in the second schedule to B.Rs should be brought
up for consideration at a meeting of the Council of Ministers.

If a case involves financial implications,consultation with the Finance
Department is necessary (B R 11)

PROCEDURE OF THE COUNCIL

40

The Chief Secretary or such other officer as the Chief Minister may
appoint is the Secretary of the Council (B.R.14).

(1) When it has been proposed to bring a case before the Council, the
department to which the case belongs shall, unless the Chief Minister otherwise
directs, prepare a Memorandum indicating with sufficient precision the salient
facts of the case and the points for decision. As soon as the draft Memorandum
in any case is approved in circulation, through the Chief Secretary, the department
concerned shall take two fair copies of the same and send one copy to the
Technological Services Unit in the Secretariat in a sealed cover for data entry
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Technological Services Unit in the Secretariat in a sealed cover for data entry
into the computer and the second copy to General Administration (Cabinet)
Department. On receipt of fair copy, the Technological Services Unit will make
an entry of the data into the computer, giving a file name/number. The proof
copy shall be corrected by the Secretariat department concerned at the
Technological Services Unit only and if is their responsibility to see that the
computer copy contains no mistakes and that the clean copy of the
Memorandum, ready for striking copies, is sent in a sealed cover to the General
Administration (Cabinet) Department along with the connected file on the subject
duly furnishing the file name and number of the said clean copy. As soon as the
agenda items are finalised, General Administration (Cabinet) Department will
obtain the required number of copies from the Technological Services Unit and
get them arranged in a proper form and circulate the agenda papers/notes to the
Ministers and Governor. A strictly limited number of copies of Council papers
including the agenda and the Memorandum shall be prepared and each copy
numbered. Data entry and duplication shall be done after verification that those
who handle the papers are dependable.

In all cases where the Council has taken a decision without a formal
Memorandum being placed before it, the Minister in-charge shall, except in Top
Secret Cases, ensure that a formal Memorandum is brought before the Council
at its next meeting explaining in detail the proposal which was considered, the
decisiori taken and the implications thereof.

However, no Memorandum for the Council of Ministers shall be brought
before the Council without being seen by the Secretary to the Council.

(2) The intimation of the subject for inclusion in the agenda and the
Computer clean copy of the Memorandum for striking copies, along with the
main file on the subject, shall be sent to the General Administration (Cabinet)
Department in a sealed cover sufficiently in advance and in any case seven
clear working days before the date of the meeting of the Council:

Provided that the time limit fixed is relaxable in really urgent cases and
with the previous approval of the Chief Minister.

Provided further that in all cases where a subject comes up for inclusion
in the Agenda at the last moment and it is not possible to get the copies of the
Memorandum for the Council printed in the Technological Services Unit, the
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Secretariat department concerned shall get the Memorandum typed on a
Computer or an electronic typewriter and furnish the required number of copies
to the General Administration (Cabinet) Department. Under no circumstances
copies taken on a roneo duplicating machine will be accepted in General
Administration (Cabinet) Department.

(3) The file with which the memorandum is forwarded to the General
Administration (Cabinet) Department shall be returned to the Department
concerned before the propsed date of the meeting of the Council in which the
subject is included for consideration after ensuring that the procedure for inclusion
of the subject in the agenda of the Council has been followed fully and correctly
and that approval for inclusion of the subject in the agenda of the Council has
been properly obtained. The file is returned to the Department to enable the
Minister in-charge to study the file and explain the proposal to the Council at the
meeting. Secretary concerned shall be present at the meeting to assist the
Minister if necessary.

(4) No memorandum shall be circulated in the case of Top Secret cases.
The Minister in-charge may orally explain the case.

(5) The Memorandum and the agenda papers shall be collected at the
end of the Council meeting by the General Administration (Cabinet) Department
and all copies except two, which will be retained for future use, shall be destroyed.

PREPARATION OF MEMORANDUM

42

The Memorandum shall be a self contained one and clear precision
Appendices should be avoided as far as possible. The salient facts of the case
and the points for decision should be indicated. It shall be signed by the Secretary
of the Department concemed after obtaining the previous approval of the Minister
concemed. All relevant facts and precedents,opinion of Law or Advocate General
if any, views of the Department and all other Departments and advisory
departments concerned particularly of Finance shall be brought out in the
Memoranda and where Proposals are required to be finalised in consultation
with advisory departments. The remarks/recommendations/opinions of the said
depariments shall in toto be incorporated in the memorandum for the council,
when financial issues arise, and in conclusion the various points on which
decisions have to be taken, the altenative decision possible and the Minister’s
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at the end "a draft resolution”. The draft resolution need not be indicate if the
case is complicate one. The secretary of the Dept. shall send the draft resolution
based on the discussions and before drafting the proceedings of the Cabinet.

The decisions of the Council are confidential. The Minister concerned
shall take action to give effect to the decision.

A report on the action taken shall be sent to General Administration
(Special) Department within a week after receipt of the decision.

LEGISLATION

The procedure to be followed for making any legisiation is detailed in
(B.Rs 39 to 47 and 51 and Instructions 23 to 25,28 to 30 and 32 to 34).

CASES INVOLVING CONTROVERSY WITH GOVERNMENT OF
INDIA OR OTHER GOVERNMENT (BR.31)

Any matter likely to bring the State Government into controversy with
the Government of India or with any other State Government shall as soon as
possible, be brought to the notice of the Govermnor, Chief Minister and the Minister
incharge.

POWERS OF GOVERNOR TO SUGGEST MODIFICATION
ETC.TO ANY ORDER PASSED BY A MINISTER

If Governor considers necessary that any action should be taken
otherwise than in accordance with the order passed by a Minister,he may require
the case to be placed before the Council. The notes, minutes,or comments of

the Governor in any case shall not be brought on the Secretariat record unless
the Governor so directs.

CASES TO BE SUBMITTED TO CHIEF MINISTER AND THE
GOVERNOR

Various types of cases that are required to be submitted to Chief Minister
and Governor are enumerated in Business Rule 32.
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CERTAIN IMPORTANT SECRETARIAT INSTRUCTIONS IN
REFERRING ANY MATTER TO APPSC:(Instns..64 TO 70)

a. All references should be to the Secretary by a letter enclosing copies
of all relevant papers.

b. Secretariat note file should not be sent.

c. When itis proposed not to agree with Commission’s recommendations,
it should be given reasonable opportunity for reconsidering its opinion or to make
fresh recommendations. In case it is decided to reject or deviate from
Commission’s recommendlations,Government shall communicate reasons to the
Commission after obtainin'g orders in circulation through the C.S.Care should
be taken that, until the Commission's advice has been obtained and a decision
has been reached by the Government on it,no language is used in any
communication issued in connection with the case which is capable of being
interpreated as implying that the Government have formed a settled opinion.

d. Departmental Disposal of Business : Cases shall be disposed of
by or under the authority of the Minister incharge who may by means of standing
orders give such directions as he thinks fit for the disposal of cases in the
Department. In addition, he shall arrange by means of another set of standing
orders with the secretary of the Department what matters or classes of matters
should be brought to his personal notice and what other matter may be disposal
of at the level of the Secretary of the department concerned. Copies of both sets
of standing orders shall be sent to the C.M. Whenever there is a change in the
Minister/Ministers in charge the standing orders shall be placed before the new
Minister and approval taken for re-issue of the rstanding orders.

DISCIPLINARY MATTERS-PROCEDURE:

a. After a thorough examination of the case in all its aspects as per
CCA Rules, Secretary to Government will refer it to the APPSC.

b. After receiving advice, the case will be circulated without further
noting and reference to GAD, when there is agreement between the Department
and the APPSC. If the Government wants to differ for sufficient reasons, the
secretary to the department can circulate the case through Chief Secretary. No
officer below the rank of Secretary shall be permitted to comment on the advice
tendered by the APPSC.
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If the case relates to financial irregularities, it shall be sent to finance
before making a reference to the Commision and also after receiving the
recommendation.

ISSUE OF REGULATIONS UNDER PROVISION TO ARTICLE
320 (3) OF THE CONSTITUTION:

If the Government for any reason wants to exclude a particular
appointment or class of appointments from the purview of the APPSC and if the
Commission is not agreable, the case shall be circulated to the Governor through
the Minister concerned and the Chief Mininister to make regulation under Article
320(3).If the Governor agrees, the case should be sent to General Administration
(Services) for the issue of necessary regulation.

This procedure i.e.consultation or obtaining concurrence of the APPSC
is not necessary to issue a regulation when Governor considers that the issue of
such a regulation is necessary in the interest of effective and timely transaction
of Government Business.

All the reguiations shall be laid for not less than 14 days before each
House of the State Legislature as soon as possible, after they are made.

COPIES OF ORDERS TO BE SENT TO APPSC:

Copies of orders of appointment of candidates selected in consultation
with the Commission and the final order of disciplinary and other matters in
which the Commission was consulted shall be sent to the APPSC.

REFERENCE TO ACCOUNTANT GENERAL(Instn.47):

Proposals to relax existing rules or grant of concessions not strictly
admissible under the rules should not ordinarily be referred to Accountant
General. In such cases Finance Department should be consulted. If Finance
advises then only the Accountant General should be consulted on any particular
point or points,

REFERENCE TO ADVOCATE GENERAL(Instn.58) : (a) & (b)

Any reference to Advocate General for opinion shall be made with the
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approval of C.S. to Govt. The opinion tendered by Advocate General shall also
be shown to Law.

SANCTION OF DEFENCE (Instn. §7):

For sanction of defence at public expense, consultation with Law is
necessary. Such consultation is not necessary if the administrative department
satisfies that the Government servant has acted in good faith and in accordance
with the Provisions of Law. The Government may delegate to Heads of the
Departments,power to sanction of defence subject to such conditions as they
think fit.

LAND ACQUISITION CASES (Instn. 55):

Notification under Land Acquisition Act can be issued by any Secretariat
Department as below:

1. Ifland is required by a Department of Secretariat, Revenue Department
need not be consulted.

2. If land is proposed to be acquired on behalf of a private institution or
body,reference to Revenue Department is necessary.

3. If acquisition is for a company, reference to Revenue is necessary.
The draft agreement to be entered into by the company under Section 41 of the
Act shall also be sent to the Revenue Department for srutiny.

CIRCULATION OF FILES TO CS/MINISTER IN CHARGE/OTHER
MINISTER/CM/GENERAL

No officer below the rank of Secretary shall circulate the files to Chief
Secretary, Minister in charge or other Ministers or Chief Minister or Governor.
(Inst. 8-e) subject to any modifications issued under standing orders.

APPOINTMENT AND POSTING OF OFFICERS (Instn.11):(a) (b)

All correspondence dealing with appointments, and promotions shall
be treated as confidential. Appointments may be of two kinds viz., those in
Departments under their own departmental Heads and those not under

46 Dr. M.C.R. H.R.D. Institute of Andhra Pradesh



SECRETARIAT PROCEDURES BUSINESS RULES AND SECRETARIAT INSTRUCTIONS

departmental Heads,Ex-Heads of Departments themselves and IAS officers.In
the first category the Head of the Department will send the proposal to the
Secretary to Government concerned in a Form prescribed under Inst.12 stating
clearly the vacancy,conditions of appointment, list of persons entitied to the
appointment,under rules including those appear to be best qualified.In the second
category,the Secretary to Government himself will prepare the Form and submit
to the Chief Minister through the Minister concerned.

APPOINTMENT OF HEADS OF DEPARTMENTS: (11 (C))

Cases dealing with appointments of Heads of Departments shall be
submitted to the Chief Minister through the Minister concerned through C.S.

APPOINTMENT OF DISTRICT JUDGES: (Inst. 11 (a))

Chief Secretary wilf obtain applications and foward them to Chief Justice
of High Court demi officially for his remarks. The Secretary will point out the
vacancy and request the Honourable Judges of the High Court to forward a list
of persons whom they consider suitable. Chief Secretary will then send a list to
the Governor through the Minister concerned and the Chief Minister.

This procedure is not necessary when the appointments are made from
among the Members of the State Judicial Services. The High Court will prepare
the list of eligible Sub-Judges and send it to Chief Secretary.

All appointments of officers shall be notified in the Andhra Pradesh
Gazette in due course.

Deputation to Government of India or to any other State Government etc:

Same procedure, but preparation of form of recommendation is not
necessary.

LEAVE OF GAZETTED OFFICER : (Instn.12):

C.L. application of Head of the Department need not be circulated. An
application for leave made by the head of the Department, on which orders have
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to be passed by Govt. shall be submitted to the Minister in charge and an
application for ieave for less than one month shall be submitted to CM.

REFUSAL OF LEAVE (INSTN.13):

Refusal of leave of an officer just before his retirement or grant of extention
of service or reemployment shall be submitted to the Minister concerned and
the Chief Minister.

RETIREMENT ON PROPORTIONATE PENSION (Instn.14):

Application for retirement on proportionate pension shall be submitted
to the Minister incharge.

ORDERS TO BE ISSUED IN THE NAME OF THE GOVERNOR
(B.R 12 & instn.63):

All Government orders made or executed on behalf of Government shall
be in the name of Governor, as below:

“By order and in the name of the Governor of Andhra Pradesh”

Where the body of the Government order specifically refers to the
Governor, the above words need not be added.

Where the order contains financial sanction and where the concurrence
of the Finance Department was obtained the order shall contain the following
paragraph:

“This order / memorandum issued with the concurtence of the Finance
Department - vide their U.O.No.................... (o] SO

Where such order is issued under the delegation of Rules by Finance,
the order shall contain the following paragraph:

“This order / memorandum doesn’t require concurrence of the Finance
Department under the rules or orders on the subject”.

All orders containing financial sanction meant for communication to audit
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shall be signed by a Gazetted Officer not below the rank of Asst .Secretary.

WHEN THERE IS DISAGREEMENT WITH THE HEAD OF THE
DEPARTMENT (Instn.43):

Before orders are issued negativing or materially modifying the
recommendation of the Head of the Department, the Department shall inform
him unofficially to enable him,if he thinks fit,to explain the Minister incharge or
the Chief Minister, his views personally provided that, he shall inform the Minister
if he intends to explain the Chief Minister his views personally.

NOTES OF SECRETARIAT COMMUNICATIONS OUTSIDE -
RESTRICTIONS (Instn.60):

Notes written in one Department shall not be communicated by another
department to an officer outside the Secretariat without the consent of the
Department. Similarly, notes written by Minister or Governor also shall not be
communicated to an Officer outside the Secretariat without the permission of the
Minister or Govemo..

FINANCE DEPARTMENT

B.Rs 35 to 38 and Instruction 46 deals with the cases in which the
Finance Department is required to be consulted and the powers of the Finance
Minister to call for cases involving financial issues and the powers of the Finance
Department to make rules governing the financial procedure. B.R 11 deals with
the procedure in financial matters. According to instruction 16A, where in any
case the Finance Department had been consulted and there is a difference of
opinion between the Department and tha Finance and the Department wants to
press the case in circulation, the case shall be circulated through the Secretary
of the concerned Department and the Finance Secretary in that order to the
Minister incharge, Finance Minister and the Chief Minister.

CIRCULATION

a. Instruction -3 specifies the cases in which circulation to the Minister
incharge or to other Ministers has to be made before issue of orders.

b. When the case is to be circulated to two or more Ministers,the order
of circulation is as below (Instn.4)
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1. Minister incharge.
2. Finance Minister if financial issues are involved.
3. Another Minister or Ministers directly concerned with the subject.

4. Remaining Ministers, if any, in the order of juniority.

INTERRUPTION OF CIRCULATION (Inst.4) (30)

The Secretary in the Department concerned may in his
discretion,interrupt circulation at any stage if he considers that such a step is
necessary with reference to the minutes rendered by the Minister.

DIFFERENCE OF OPINIOGN BETWEEN THE MINISTERS (Inst.5)

A Minister differing from the minute of any other Minister or Ministers
may send back the file to such Minister or Ministers or to the Secretary.

CIRCULATION TO GOVERNOR (Inst.9)

Cases to be submitted to Governor shall be submitted by the Secretary
concerned through the Minister or Ministers concerned and the Chief Minister.
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PREPARATION AND PASSING OF BILLS

A need for underkating a legislation by the Government may be due to
many a reason such as Constitutional requirement, public demand, policy
decision of the Government. Owing to the prevailing circumstances, a Head of
the Department may whenever necessary submit proposals for legislation
explaining the reasons therefor. Such legislation may also be originated or initiated
in the concerned Department of Secretariat. The administrative department shall
thoroughly examine the need or otherwise for undertaking legislation keeping in
view the available material and send the file to Law Department for consultation
on:

1.  The need for the proposed legisiation from a legal point of view

2. The competence of the State Legislature to enact

3. Consulation with the Government of India

4. The requirement of the constitution as to obtaining the previous
sanctions of the President to introduce the bill in the State

Legislature.

5. Consistency of the proposal with the provisions of the Constitution
particularly of those relating to Fundamental Rights.
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Law Department after examining the issue on the above items, returns
the file to the Administrative Department alongwith its remarks.

If the Legislation is decided upon, the Department has to prepare a note
indicating with sufficient precision, the lines on which it has been decided to
legislate, statement of objects and reasons, financial memorandum if the
Legislation involves expenditure from the consolidated Fund. Memorandum on
delegated legisiation if any, the file will then be sent to Law Department for
preparation of the tentative draft Bill.

After a tentative draft bill is prepared by the Law Department, the file
then will be circulated to Chief Minister through the Minister concerned. If the
Chief Minister agrees, the matter will be placed in the Cabinet Meeting.

If the legislation falls under the concurrent list, consultation with the
Government of India is necessary before the Billl is introduced in the Legislature.In
some cases, previous sanction of the President is necessary to introduce the
Bill in the State Legislature under article 304 of the constitution. In both the
cases, the Ministry of Home Affairs, Government of India has to be addressed.

The Following documents shall be sent to the Ministry of Home Affairs.
a. Sixcopies of the forwarding letter.
b.  Six copies of the Bill with a statement of Objectives and Reasons.

c. Inthe case of amending bill, six upto date copies of the principal
Act, Notes on Clauses, of the proposed legislation and a
comparative statement of the existing and proposed clauses.

A Certificate to the above effect shall also be furnished.

Atleast 15 days time should be given to the Ministry of Home Affairs to
examine the matter in consultation with the concerned Ministry/Department in
the Govt.of India.

When a Bill referred to the Government of India,the comments of the
Government of India should invariably be awaited before the Bill is introduced in
the Legislature. The Government of India while conveying their approval may
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make certain observations/suggestions,which the State Government should
normally consider notwithstanding whether they may ultimately accept them or
not.

After obtaining the remarks from the GOI, the file wilt then have to be
sent to Law Department for finalising the draft Bill.All the bills shall invariably be
placed before the Cabinet following the procedure prescribed in the Business
Rules for approval.

In certain cases,the recommendation of the Governor is necessary before
introducing the bill and for consideration of the bill with Legislative Assembly.
Wherever such recommendation of Governor is necessary, it should be obtained.

After receipt of the sanction of the President or recommendation of the
Governor (where it is required) as the case may be, the Department will prepare
a Notice of Motion for leave to introduce the Bill in Assembly, obtain the signature
of the Minister concemed and forward it to the Secretary of the Legislature together
with the copies of Statement of objectives and Reasons, notes on the clauses of
the Bill, Financial Memorandum and Memorandum on Delegated legislation,if
ay,and the sanction of the President or recommendation of the Governor as the
case may be. As soon as the leave is granted by the Speaker, the Secretary
Legislature will get it published in the A.P. Gazette as Legislative Assembly Bill.
In exceptional cases of urgency, this leave need not be obtained and instead the
department may send the Bill to the Secretary, Legislature will then have it
published in the A.P.Gazette. In this case, it is not necessary to move for leave to
introduce the Bill and if the Bill is introduced later, it is not necessary to publish
itagain. The Department should however prepare a notice of motion to introduce
the bill, obtain the signature of the Minister and sent it to the Secretary Legislature.
After introduction or publication the Law Department shall send 10 copies of the
Bill which falls within the concurrent legislative field to the Ministry of Law
(BR47(d)).

When the Bill is introduced in the Legislative Assembly, some times
select Committee may be constituted to go into the matters relating to the
Legislation. When the report of the Select Committee is received, the
Administrative Department shall deal with the amendements suggested by the
Committee in the same manner as the original bill was dealt with. Further, the
Members of the State Legislature may also give notice of some amendements.
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Such amendements aiso should be dealt with the same manner (BR 50 &
Instn.24,24(1)&32).

Ultimately, when the bill is passed by the State Legislature, the Law

,Department shall forward to the Ministry of Home Affairs, a copy of the bill as

passed by legislature together with information as on the date on which the bill
passed (Instn.28,BR 51).

In the case of obtaining the assent of the President the following
procedure has to be followed:

When the Bill passed by the State Legislature is sent to Government of
India (Ministry of Home Affairs), it should be ciearly indicated in the forwarding
letter whether the proposal had been sent to the Government of India for prior
approval before it was introduced in the State Legislature and if so whether the
suggestionfobservations made by the Ministry were incorporated with or without
modification or whether they have not been carried out and if so the reasons
therefor.

The following documents should be forwarded to the Ministry of Home Affairs:-

a) 6 copies of the forwarding letter.

b) 3 authentic copies of the Bill, printed on Panchment paper each
endorsed by the Governor reserving the bills for the consideration
of the President, and leaving sufficient space below the Governor’s
signature for appropriate endorsement by the President.

c) 6 copies of the Bill as passed by the State Legislature.

d) 6 copies of the Bill as introduced with the statement of Objects and
Reasons.

e) The report of the Select Committee if any, along with 3 copies of
the Bill as approved by the Committee.

f)  Incase of Legislation is amending a Bill, 6 uptodate copies of the
Principal Act, Notes on clauses of the proposed Legislation and a
comparative statement of the existing and the proposed clauses.
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A certificate to the above effect should also be furnished.

When the Bill is assented to by the Governor or the President as the
case may be, the Law Department shall cause it to be published in the A.P
Gazette, as an Act of the State Legislature (BR.51).

The Law Department shall also forward 10 copies of ail Acts assented
by the Governor to the Ministry of Law and one copy to the Ministry of Home
Affairs. The Administrative Department shall forward 5 copies of the Act to the
Ministry of Home Affairs (if it relates to the Public Order and jurisdiction and
powers of criminal courts in the State) and one copy to the Ministry of Defence
(Instns.29 & 30).

PRIVATE BILLS

Whenever a Member of the State Legislature gives notice to move for
leave to introduce a bill, the Legislature Secretariat shall send immediately two
copies of the Bill and the S.0.Rs to the department concerned and on copy to
Law. The Administrative Department submit one copy to Chief Minister through
the Minister Concerned for information. Then the Department deals the Bill
following the same procedure adopted in respect of an Official Bill (BR 49 &
Instns.26 & 27).

ORDINANCE

This may be promulgated by the Governor during the recess of the
Legislature depending upon the necessity and urgency. The provisions of B.R
39 and 46 shall apply to all proposals to issue an ordinance under article 213 of
the constitution. The ordinance will have the same force and effect as an Act of
the State Legislature. It shall cease to operate at the expiration of 6 weeks from
the reassembly of the Legislature (Article 213 of the Constitution and Secretariat
Inst.31).

BILLS TO BE INITIATED BY THE LAW DEPARTMENT

Bills solely to codify and consolidate existing enactments and Legislation
of a formal character such as repealing and amending Bills (BR.48).
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If your plan is for one year, plant rice,
If your plan is for ten year,plat trees,
If your plan is for hundred years,
EDUCATE PEOPLE.

- Edmond Burke.

Always design a thing by considering it

in its next larger context-a chair in

a room, a room in a house, a house in an
environment, an environment in a city plan.

-Eliel Saarinen |

A Plan is a real thing, and things projected
are experienced. A Plan once made and
visualised becomes a reality along other
realities-Never to be destroyed but easily
to be attacked.

-John Steinbeck

\ _— = _ . /
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ﬁ_

LAWS TO LIVE BY

MURPHY’S LAW

NOTHING IS AS EASY AS IT LOOKS;

EVERYTHING TAKES LONGER THAN YOU
EXPECT;

AND IF ANYTHING CAN GO WRONG,
IT WILL
AND AT THE WORST POSSIBLE MOMENT

CHISOHN'’S LAW

ANYTIME THINGS APPEAR TO
BE GOING BETTER, YOU HAVE
OVERLOOKED SOMETHING

?

\

4
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Chapter - 4

BUDGET MATTERS






BUDGET MATTERS

1. The word Budget is derived from the old French word 'Budgettee’ which
means a 'Little Bag'. In Britain, the term was used to describe the leather
bag in which the chancellor of the exchequer carried to the Parliament the
annual statement of the Government's needs and resources.

1.1 The study team on state level administration of the Administrative Reforms
Commission of Government of India defined the term "Budget” as :

"just as Audit is the post-discipline, budget is the pre-discipline on public
spending”.

1.2 The need for a Budget arises on account of the constitutional obligation
laid down under Article 266 (3) which envisages Parliamentary and
Legislative control over the expenditure.

1.3 The budget of Government expresses its total activity in figures. Budget
reflects what the Government are doing or intend to do. Expenses are
budgeted in relation to anticipated income ina year.

PERFORMANCE BUDGETING

2. A budget should not merely show financial outlays on varicus sectors and
different functions. It should always indicate the physical achievements
proposed to be attained from the financial outlays. A budget which exhibits
not only the money but also the physical targets is a performance budget.
Some of the development departments in the state are bringing out the
physical achievements accomplished targeted in separate budget
publication.
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ZERO - BASE BUDGETING

It is to start from Zero base and view all activities and priorities afresh and
create a new and better set-up of allocations for the coming budget year.
The essence of this budgeting is to prepare defence of a 'budget request
with out making any reference to the leve! of previous appropriations. The
Central and State Governments are required to follow this approach for
the preparation of their budgets.

PLANNING COMMISSION

64

There is no reference to the Planning Commission in the Constitution
through several commissions have been given Constitutional status. The
only reference to planning in the constitution is in entry 20 of the concurrent
list -'Economic and Social Planning'. In pursuance of the power conferred
by entry 20 of the concurrent list, a Planning Commission was set up in
1950 by the Government of India. This was an extra-Constitutional and
non-statutory body set us by an executive resolution of the Government to
act as an advisory body. Prime Minister Nehru was its first Chairman and
ever since, every Prime Minister has become the chairman of the
Commission. Minister of Finance is the Member of the Commission along
with some other Ministers of Economic Ministries. There are also other
members drawn from other fields, particularly from among persons having
specialised knowledge in Economics. The function of the Commission is
to formulate & integrate Five Year Plans for economic and social
development and for the 'most effective and balanced utilisation of the
country's resources’ which would initiate a 'process of development which
will raise living standards and open out to the people new opportunities
for a richer and more varied life'. The Planning Commission is however,
only an advisory body. It formulates Plans but has no executive authority
to impiement them. As the planning commission has been set up in
pursuance of the power vested by the concurrent list subject, the
Commission can make plans for the Union as also for the States, leaving
their implementation to the Union Government or State Government as
the case may be. Planning pervaded all Departments of Government both
at Centre and in the States and this accounts for the ever increasing sweep
of economic and financial responsibilities of the Planning Commission.
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The Central Plan assistance to the states is given by grants made under
Article 282 of the Constitution and here the Planning Commission plays a
decisive role in Federal Financial Relations.

CENTRALLY SPONSORED SCHEMES

5!

5.1

Only such schemes will be taken up as Central Schemes which -
)] relate to demonstrations, pilot projects, surveys and research
iy  have aregional orinter-state character

iii)  require lumpsum provisions until they could be broken down
territorially, and

iv)  have an overall significance from all India angle.

These schemes are designed by the Central Government and
implemented either directly or through the State Governments. The
finances required by the State Governments to implement these Centrally
sponsored schemes are made available wholly or partly. In the later case,
the states make a matching contribution or meet the balance of cost. The
C.S.8. are included in the Plan Budget.

NATIONAL DEVELOPMENT COUNCIL

6.

The National Development Council was formed in 1952. It is an extra
constitutional and extra legal body. It consists of the Prime Minister of
India and Chief Ministers of all the States. Now all members of the Union
Cabinet as also the Administrators of the Union Territories have become
members of the council. The functions of the council are to strengthen and
mobalise the efforts and resources of the Nation in support of the plans,
to promote common economic policies in all vital spheres and to ensure
the balanced and rapid development of all parts of the country and in
particular.

To review the working of the Natioral Plan from time to time, and
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6.1

To recommend measures for the achievement of the aims and targets set
out in the National Plan.

This is the highest policy making body in our country, functioning almost
as a super cabinet in economic affairs,

FINANCE COMMISSION

66

't

7.1

7.2

The Finance Commission is appointed by the President under Article 280
of the Constitution read with the Finance Commission (Miscellaneous
Provisions) Act, 1951. It consists of a chairman and four other members.
The Chairman shall be a person having experience in public affiars and
the four other members shall be appointed from among the following :

Persons who are, or are qualified to be appointed as High Court Judges
Persons having special knowledge of the finance and accounts of the
Govemment.

Persons having wide experience in financial matters and administration,
and Persons having special knowledge of economics.

It was intended that the Commission should be broad based, capable of
looking at the problems facing it from alt angles. The first Commission
was appointed in the year 1952 and thereafter every five years. Eight
such commissions have been appointed so far. It is the duty of the
commission to make recommendations to the President as to :

the distribution between the Union and the states of the net proceeds of
taxes which are, or may be distributed between them and the allocation
between the States of the respective shares of such proceeds : (Eg.
Income Tax and Central Excise Duties).

the principles which should govern the grants-in-aid of the revenue of the
states out of the Consolidated Fund of India.

any other matters referred to the commission by the President in the interest
of sound finance.

By practice and convention, the needs of the states relate only to non-plan
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expenditure. Expenditure on Plan investment and central financial
assistance to the states on account of State Plans and Centrally
Sponsored Plans are outside its scope. While the scope of the Finance
Commission is limited to review of the revenue segment of the Budget,
the Planning Commission taken an overall review embracing both capital
and revenue requirements of states.

THE BUDGET Consists of

8.1

8.2

8.3

Consolidated Fund of the States,
Contingency Fund of the State, and

Public Account of the State.

The transaction relating to the consolidated Fund of the states are
accounted for in three different sections, viz. (a) Revenue Account (b)
Capital Account (c) Loan Account. As per article 266 (1) of the Constitution,
all revenues received, all loans raised by the issue of Treasury Bills, loans,
or ways and means advances and all moneys received in repayment of
loan shall form "Consolidated Fund of the State".

As per art. 267 (2) of the Constitution "Contingency Funds of the State" is
in the nature of an advance of 50 crores from the Consolidated Fund of
the State. It is intended to provide advances for meeting unforeseen
expenditure arising in the course of the year, pending authorisation of
such expenditure by law to be pased by the State Legis!ature under art.
205 and 206 of the Constitution.

As envisaged in art. 266(2) and 284, the "Public Account" of the state
pertains to all public moneys received by or on behalf of the State
Government which are not creditable to the Consolidated Fund of the
State. The State Govemment act as Bankers in receiving amount which
they subsequently recover. some are merely adjusting heads and all these
transactions are cleared eventually by adjustment under final heads.

SEVEN TIER CLASSIFICATION

2l

The new revised Budget classification which came into force in 1974-75
and further revised from 1-4-87 is given below :
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L SECTORIAL CLASSIFICATION : (Comprising sub-major head
wherever necessary) to indicate the groups of various functions of
the government corresponding to the sectors of the Plan
classification.

i. MAJOR HEADS : (Comprising sub-major head wherever
necessary) to indicate the functions of the government such as
agriculture, education, health etc. and to correspond to heads of
development in Plan classification.

iii.  SUB MAJOR HEADS : This indicate further classifications of a
Function or miajor head.

iv. " MINOR HEADS : To denote the various Plan and Non-plan
programmes under each function.

v.  GROUP SUB-HEAD: This indicates a group of schemes.

vi. SUB-HEADS: To denote the schemes or organisations under each
programme or minor head. These are bracketed in the Budget
documents. To facilitate easy identification of certain common
schemes, the State Government adopted standard code numbers
to common sub-heads in para 5.22.6 of the Budget Manual.

vii. DETAILED HEADS OF ACCOUNTS are standard objects of
expenditure (including sub-detailed heads wherever necessary) such
as salaries, travel expenses etc. are laid down in G.0.Ms.No.304
Fin&Plg, dt. 5-12-94 and Govt. Memo No. 30136-4/917/Bu/A1/94,
Fin & Plg, dt. 5-12-94.

10. The revenue receipts have three sectors viz. 'A’ - Revenue, 'B' - Non-Tax
Revenue and 'C' - Grants - in - aid and contributions.

10.1  The sectors relating to payments / expenditure are as follows :

10.1.1 GENERAL SERVICES : Include services which are indispensable to the
existence of an organised state such as Police, Jails etc.,
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10.1.2 SOCIAL SERVICES deals with programmes connected with the provision

of basic social services to consumers, such as education, medical relief,
housing, social security and weifare and services needed for community
living such as public health, urban development, information and publicity.

10.1.3 ECONOMIC SERVICES deal with programmes and activities in the fields

of production and trade towards economic growth of the State/Nation.

10.2  All expenditure on afunction, programme or activity will be recorded under
the appropriate major, minor or sub head for purposes of planning and
review.

CODIFICATION
11. A four digit numgerical code has been assigned in the revised

classification from 1-4-87. Two digit code for sub - major heads have
been adopted. In respect of certain minor heads having a common
nomenclature in various major heads as far as possible, the same
standard three digit code number is adopted. The coding pattern is that
first digit in the Major heads under Receipts head is either 0to 1 and the
first digit of corresponding Revenue expenditure Heads, Capital Heads
on Loans and Advances are derived by adding the number 2 to the first
digit in each of the major heads of account. The illustration is as follows.

Major head Code Number
Sl.No. Function Receipts Expenditure  Expenditure Loans &
Heads Heads Heads Advances
Revenue Revenue Capital Account
Account Account Account
1. Medical and
public health 0210 2210 4210 6210
2. Road
Transport 1055 3055 5055 7055
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11.1

Under the scheme of condification, the 'receipt major heads' are assigned
the block of consecutive serial numbers 0020 to 1999 and 'expenditure
major heads' on revenue account from 2110 to 3909. The only capital
receipt major heads on capital accounts are assigned code numbers from
6010 to 6100. The 'major heads under loans and advances' etc. are
allotted code numbers 6101 to 7909. The only major head 'Contingency
Fund' under part Il has the code No.8000. The major heads in part Il Public
Account are given code numbers 8001 to 8999 both for receipts and
payments.

DEPARTMENTAL BUDGET ESTIMATES

70

12.

121

12.2

12.3

124

The budget is based on the departmental estimates submitted by the
heads of departments and certain other estimating officers and these
departmental estimates are themselves based on the estimates submitted
by the District Officers of the departments.

Heads of Departments and other estimating officer should prepare their
estimates in duplicate on the skeleton forms furnished by the Finance
Dept. and send one copy direct to the Finance Dept. and the other to the
Administrative Dept. of the Secretariat concerned. As laid down in para
16.9.1 of the Budget Manual, all budget estimates should be submitted to
the Administrative Depts. of Secretariat concerned with a copy to the
Finance and Planning (Fin.Wing) Dept. not later than 1st October.

The administrative dept. should send the estimates with their comments
so as to reach the Fin. Dept by 15th.

The Accountant General will also forward the skeleton forms with the
account figures of the previous budget year and the actuals for the first
five months of the current financial year to the Fin, Dept. in batches between
10th October and 31st December.

The form of departmental estimate, is given below in which columns. 3,4 & 5
are expressed in thousands.
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Minor heads, sub-heads and Accounts for the year
Detailed heads of appropriation (1) (Nearest rupee) (2)
Budget Estimates for the Revised Estimates for
Budget estimates for the
current year (3) the current year (4) next year (5)
12.5  An explanatory note to justify the provisions under each sub-head of

12.6

12.7

12.8

12.9

account should be given covering the following :
a. the objectives of the department or the scheme.

b. the quantum of work done by the department, the physical targets
achieved under the scheme during the previous year and the physical
targets proposed to be achieved during the current year and the
next year.

c. thejustification for various categories of posts and the number of
posts in each category.

d. relevance of the programme to the overall objective in the present
context, and

e. theconsequence of its non-funding.

The provisions under the concerned detailed heads i.e. standard objects
of expenditure, should be included keeping in view the guidelines
indicated in A.P. Budget Manual read with G.0.Ms.N0.304 Fin. & Plg. dt
5-12-94,

The provision for Leave Travel Concession and other fringe benefits to
employees, i.e. Educational Concessions etc. shall be included under
"Salaries"

The estimates for contingent expenditure shown under "050 office
expenses" should be prepared with reference to the instructions laid down
in para 16.16 of the A.P. Budget Manual.

Details of the items of contingent expenditure included, detailed reasons
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72

12.10

12.11

12.12

12.13

12.14

12.15

12.16

together with figures should be furnished along with the actuals for the
past three years in respect of each item.

Proper attention must be paid while estimating water and electricity
charges which should take into account pending arrear bill, the increase
in tariff rate etc. and provision for the amounts that will become payable in
theyear.

Wherever arrears are included, detailed reasons together with figures
should be furnished in the explanatory note.

Provisions should be made in the Budget Estimates for the coming year
for all sanctioned schemes but not for schemes of new expenditure which
have been submitted to Government but not yet sanctioned.

Inclusion of lumpsum provision in the estimates should be avoided.

Estimating officers should, in preparing the Budget estimates make
provisions for contingent expenditure etc. on the basis of the lowest
expenditure incurred in any of last three years. No increase in provision
will be allowed except for special reasons.

Provision for the maintenance of office motor vehicles should be made
under the sub-detailed head "057 maintenance of functional vehicles".
Similarly the provision required for maintenance of functional vehicles like
Ambulance Van etc. should be made under the sub-detailed head of
account "212 Motor Vehicles - maintenance of Functional Vehicles under
the detailed head of account 210 - Motor vehicles” under the respective
sub-head of account. The payment required for payment of hiring charges
should be made under the head "690-Hiring of Private vehicles".

The estimating officers should ensure that provisions are included in the
Budget Estimates for all items of expenditure which can be foreseen and
avoid obtaining supplementary grants during the course of the year. They
should prepare the estimates very accurately and include schemes and
the provision therefor which will definitely be spent during the year so as
to avoid surrender of huge sums at the end of the year.
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REVISED BUDGET ESTIMATES

13.

The Revised Estimate for a year is an estimate of the probable receipts
or disbursements under each head for that year framed in the course of
the year with reference to the actual transactions recorded for the months
of that year for which complete accounts have become available. The
revised estimates are prima facie the best guide to the coming year's
estimates. They would enable the Govt. to arrive at the opporpriate closing
balance for the current year which will become the opening balance for
the next year. itis therefore essential that revised estimates are prepared
with great care and should be as close as possible to the actuals, there
are 3 methods for the calculation of revised estimates under para 16.6 of
the Budget Manual. One of the 3 methods which is considered to be most
suitable for each particular case can be adopted. It should be noted that
the revised estimates do not authorise any expenditure. If provision is
made for additional expenditure in them it is necessary to apply separately
for additional appropriation required. Similarly, a reduction in the provision
of funds for the revised estimates does not obviate the necessity for the
formal surrender of any amount provided in the Budget Estimates.

NUMBER STATEMENTS

14.

According to para 16.20.1 of A.P. Budget Manual, the Heads of
Departments and the other Estimating officers are required to submit
number statements to the Finance Dept. by 1st August, every year a
statement giving particulars of posts in each permanent and temporary
establishment (both gazetted and non-gazetted), the sanctioned monthly
pay, the special pay if any, and the fixed allowances attached to posts or
individuals that will be drawn on the 1st April, of the following year and
number of officers at each rate of pay for whom provision will be made in
the departmental estimates. The provision required under "011 Pay of
officers", "012 - Pay of establishment", "030 - Dearness Allowance", "013
- House Rent Allowance”, and "014 Other Allowances" shall be exhibited
separately under the detailed head "010 Salaries". The provisions
required for meeting the expenditure on educational concession, medical
reimbursement charges etc. should be shown under the sub-detailed head
"014-other allowances", and the LTC shall be shown under separate sub-
detailed head "017 - Leave Travel Concession" under the detailed head
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salaries and the details given separately for each of the above items.
The details of vacant posts and the period they are likely to be vacant
should be indicated in the number statements. Copies of the Govt.
sanctions in respect of all temporary establishments should be enclosed
to the number statements and their references indicated in the statement
where the particulars of staff are given. The number statements in respect
of posts under Plan, Non-Plan and Grants-in-aid towards salaries shall
be sent separately under respective sub-heads, major heads of accounts.
All the Heads of Depts. and other estimating officers should furnish the
number statements in the proforma-| and Il prescribed by the Finance
Dept.

BUDGET ESTIMATES RELATING TO PLAN

15.

The heads of dept. and the estimating officers should prepare Plan budget
separately and should not mix up or merge with Non-plan provisions. The
Departmental Clearance Committee constituted in G.O.Ms.No. 26 F & P
(Plg. Wing A.P.l.) Dept., dt. 8-5-95 is convented by the Administrative
Dept. in secretariat in respect of continuing plan schemes. The Project
and Programme Approval Committee constituted in G.O.Ms.No. 29, F&P
(Plg.Wing.AP!) Dept, dt. 4-6-95, is convened by the Planning Dept. for
new schemes included in the Plan. Proposals to the Departmental
Clearance Committee / Project and Programme Approval Committee in
the proforma prescribed by the Govt. (Annexure | and |l appended to Govt.
U.0. Note No.6217/Pig.A.P./91-1, F&P Dept. dt 1-4-91) should be
furmished to the administrative Dept./Plg. Dept in 10 copies.

FINAL BUDGET

16.

17.

74

Finance Dept. will determine the final estimates, by about the end of
January. Copies of the budget publication containing inter alia the "Annual
Financial Statement" or "Budget" prepared by the Finance Dept. are sent
to the Secretary to the State Legislature for circulation to the members at
the time of presentation of Budget by the Finance Minister on a day to be
fixed by the Governor which will ordinarily be towards the end of February.

There are three stages in the preparation, presentation and obtaining of
approval of legislature for the Budget.
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17.1

17.2

17.3

FIRST STAGE : Under article 202, of the Indian Constitution, a statement
of estimated receipts and expenditure of the State for each financial year
has to be laid before the Legislature. This statement is known as the
"Annual Financial Statement” or "Budget". It shall show separately (a) the
sums required to meet the expenditure charged on the Consolidated Fund
of the State and (b) the sums required to meet other expenditure proposed
to be made from the Consolidated Fund of the State. It shall distinguish
expenditure on revenue account from the other expenditure.

SECOND STAGE : Under art. 203 of the Constitution, demand for grants
indicating the service of administration (or Dept.) to which the demands
relate, are presented to the legisiature. These demands are discussed in
the Legislative Assembly and voted.

THIRD STAGE : Under art. 204 of the Constitution, after the demands for
grants are voted by the Asembly, an appropriation bill, with a scheduie of
grants made by the Asembly and the appropriations required to meet the
expenditure charged on the Consolidated Fund, will then be introduced in
the Legislative Assembly. After the bill is passed by the houses of
Legislature the Appropriation Act will be submitted to the Governor for
approval and this appropriation Act, permits the chief controlling officers/
subordinate controlling officers/drawing and disburing officers to incur
expenditure from the Consolidated Fund of the State for meeting the day
to day expenditure on public service.

VOTE ON ACCOUNT

18.

The above three stages are normally expected to be completed by 31st
March. If any delay is anticipated in this regard, demands for advance
grants in respect of the estimated expenditure for a part of the Budget
year, may be presented to the Legislative Assembly. Thereafter the
demands will be discussed, voted and finally passed an appropriation
actin the manner laid down in art. 203 and 204 of the Constitution. This is
called "Vote on Account", It permits the Gowt. to spend money from the
"Consolidated Fund of the State", for a portion of the financial year from
1st April, pending the passing of appropriation bill for the whole year.
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BUDGET CONTROL AND DISTRIBUTION OF FUNDS TO
DISTRICT OFFICES

19.

19.1

19.2

The expenditure incurred during the year should be kept within the
provision authorised in the demands for grants and the Appropriation Act.
There is a chief Controlling Officer for every service or administrative
Depariment who will ensure control of expenditure with reference to details
of expenditure reported by the Disbursing officers in Form "B" every month.
The figures of expenditure received from the disbursing officers are
consolidated in form "O" by the Chief Controlling Officer.

The Tresuries in the Districts and the Pay and Accounts Officer, in the
twin cities render compiled account of receipts and expenditure of the
Govt. to the Accountant General.,

Computerisation of each month's Govt. accounts including those relating
to Pay and Accounts Office, Hyderabad is attempted from April, 1979.
The purpose sought to be achieved by these computerised print-outs
supplied by the Fin. & Plg. Dept. to the Chief Controliing Officers are : (a)
reconciliation of receipts and expenditure treasury wise with District
Departmental figures every month, (b) monitoring the progress of Plan
and Non-plan schemes with reference to State leve! expenditure figures
(c) reallocation of budgetary resources in time and (d) reconciliation of
departmental figures with the books of the Accountant General.

RECONCILIATION OF DEPARTMENTAL FIGURES WITH THOSE
BOOKED IN THE TREASURIES AND THE FIGURES BOOKED
IN THE ACCOUNTANT GENERAL'S OFFICE

76

20.

According to para 19 of the Budget Manual, every chief controlling officer
should watch the progress of expenditure continuously and for this purpose,
he should require the Disbursing Officers to report every month the figures
of actual expenditure during the previous month and the liabilities incurred,
but not yet paid. Each disbursing officer should therefore maintain a
register of disbursements and liabilities and as soon as a bill is encashed
at the treasury, it should be posted inthe appropriate columns of the register
against the District Treasury in which the payment is made. The disbursing
officer and the chief controlling officer shall reconcile the figures of
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20.1

202

expenditure with those booked in the treasury and this reconciliation work
must be completed on or before 4th of each month for the expenditure
incurred in the previous month. After the close of each month, every
disbursing officer should, after reconciliation with treasury figures as
prescribed by the chief controlling officers in consultation with the District
Treasury Officer, forward to the controlling officer immediately superior to
him an extract of his account.

The Chief Controlling Officer should consolidate the totals of his own
expenditure and that shown in the extracts from the registers of the
subordinate controfling officers and he should send an assistant of his
office to the Accountant General's office with the departmental registers,
quarterly on a date to be fixed to each department by the Accountant
General. The assisant should with the assistance of the AG's staff compare
the departmental figures with those recorded in the AG's books. A
statement of discrepancies shall be parpared in duplicate and analysed
in two columns, one showing the adjustments to be made in AG's books
and the other showing the adjustments to be made by the chief Controlling
Officer. One copy of the statement of discrepancies shall be handed
over immediately to the AG's office by reconciliation assistant for affecting
the necessary adjustments and anather copy will be taken by the assistant
to his office where necessary adjustments should be effected in the
departmental registers. The chief controlling officer should then send a
certificate to the AG that this work has been done. Similarly the AG's
office make the necessary adjustments in his books and inform the
assistant that the adjustments have been done. The chief controlling officer
should then send a certificate to the AG stating that the figures in his
office registers have been reconciled with those in the books of the AG's
office. The Tresury shall prescribe a date on which each drawing officer
shall reconcile monthly figures with the treasury or pay and accounts office.
The treasuries and pay and accounts office shall maintain a register
showing the dates on which the reconciliation was made by the officers
and shall verify the correctness of the certificate furnished by the drawing
officers along with the pay bills.

The chief controlling officer (i.e. Heads of departments) shali get the figures
of receipts and expenditure for the entire state reconciled with those
booked in the AG's office on quarterly basis by following the procedure
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203

already prescribed and a certificate to that effect shall be furnished to the
Pay and Accounts Officer. The chief controlling officer shall furnish the
PAO the designation of the officer / officers in his office entrusted with the
responsibility of reconciling the consolidated state wide figures of receipts
and expenditure with the Accountant General, head of account wise.

The salary of the concerned officer who is responsible for reconciliation,
shall not be allowed to be paid by the PAQO for the second month in the
next quarter if a certificate of reconciliation with the AG's figufes is not
furnished to the PAO i.e. if the officer fails to get the accounts reconciled
for the quarter April to June by the end of August, the salary for the month
of September shail not be allowed to be drawn by the Treasury or the
PAQ, as the case may be.

THE BUDGET CONTROL PROCEDURE

78

21.

211

21.2

213

In order to ensure that the expenditure is kept well within the budget
allotment and to avoid ways and means difficulties, Govt. introduced with
effect from 1.8.67 a system of control over the expenditure with particular
reference to the budget allotments.

Heads of departments should prepare and send the distribution statements
of funds direct to their subordinate officers and the District Treasury Officers
with copies to the Director of Tresuries and Accounts. The DTOs should
act on the basis of these statements without waiting for the authorisation
from the Director of treasuries and accounts and admit expenditure for
the first three months of financial year i.e. April, May and June.

In the meantime the Director of treasuries and accounts will scrutinise the
statements and communicate them to the Treasury officers for admitting
expenditure, before the end of June.

The expenditure for the entire year should however be regulated only on
the basis of authorised statements communicated by the Director of
Treasuries and Accounts and variations in the statements first
communicated by the controlling cfficers directly as compared to the
figures authorised by the Director of treasuries and accounts, should be
reported for reconciliation to the Heads of departments.
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2025

21.6

217

If the statements are not received before the end of June through the
Director of treasuries and accounts, the DTO will not admit fresh
expenditure in audit.

In respect of items which are exempted from Treasury Control, the DTO
may continue to admit bills till the end of June even in the absence of
distribution statements from the chief controlling officers.

In respect of departments having Chief accounts officers, while
communicating the distribution statements to the DTO it should be clarified
by the concerned heads of departments that statements of distribution
are issued with the concurrence of Director of Treasuries and Accounts
only, quoting his reference number and date. A copy of this should be
marked to Director of treasuries and accounts. The DTO should not insist
for a separate authorisation from the Director of treasuries and accounts
and can admit the bills.

The chief controlling officer / Estimating officers have to incur expenditure
under Plan and Non-Plan on quarterly basis except where specific
authorisation was given by the Finance department for incurring
expenditure otherwise.

SUPPLEMENTAL GRANTS

22.

Unavoidable and unforeseen circumstances may, however, sometimes,
arise in the course of a financial year, making it necessary to incur urgently
fresh expenditure under one or more detailed heads or to incur expenditure
on anew service, not contemplated in the original Budget Estimates. In
such cases, savings in other appropriations by postponement or
curtailment of less urgent expenditure, may be reappropriated except when
it is on account of a 'New Service'. If this is not possible a supplementary
statement of expenditure should be presented to the Legislature as laid
down in art. 205 of the Constitution. 15th February is fixed as the last date
for submission to Gowt. by controlling officers of applications for surrender
of savings in appropriations and for reappropriation and supplementary
appropriations. 25th February is the date by which the Finance Dept.
should receive the above proposals from the Administrative departments
concerned.
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In the case of supplemental grants, it is not necessary to postpone the
expenditure till the receipt of Appropriation Act. Bills can be presented at
the Treasuries/PAQ, after obtaining the approval of the Director of
treasuries and accounts by appending the certificate, if it is under the
purview of Treasury control, that "The additional amounts included in the
statement are those for which the supplementary estimates have been
accepted by the Fin & Plg. (Fin. Wing) Dept" (Govt. circular Memo No.
3511/d/20/W8&HI1/81 F&P and Govt.Memo No.1589-B/25/W&HI, F&P).

NEW SERVICE

23.

The revised monetary limits for treating the schemes to be introduced
during the course of the year as "New Service/New Instruments of Service"
are indicated in the annexure to G.0.Ms.No.265, Fin. (BG) Dept.dt.
18.5.90. Expenditure on a'New Service' not contemplated in the Budget
Estimates for the year should not be incurred whether the expenditure is
charged or voted and whether it can be met by reappropriation or not,
until it is included in a supplementary statement of expenditure presented
to the Legislature and eventually in an Appropriation Act. If the expenditure
can be met from the saving within the grant, wholly or in part, it will be
sufficient, if a token sum of Rs.1,000/- or the balance actually required,
as the case may be, is included in the supplementary statement of
expenditure.

ADVANCES FROM CONTINGENCY FUND

231

Pending the authorisation of funds by the Legislature, an advance may be
sanctioned by the Governor from the "AP Contingency Fund" to enable
urgent expenditure being incurred on a "New Service or on an existing
service" Advance from the Contingency Fund do not lapse at the end of
the financial year. Supplementary estimates for recoupment of advances
sanctioned from the Contingency Fund, should be to the Finance and
Planning Dept. by the Administrative Dept. concerned.

REAPROPRIATION OF FUNDS

24,

80

Reappropriation of funds as between different grants or between revenue,
capital and loans sections within tne same sections of the grant are not
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24.1

242

25.

26.

27.

permissible. Reappropriation should not be sanctioned by Heads of depts.
from Plan to Non-plan expenditure and vice-versa.

As per Gowt. circular memo No. 2725/938/BGAI/97-1F&P., dt.11.9.97,
reappropriation of funds from one head to the other as stipulated in para
20 of Budget Manual may be sanctioned by Heads of Departments.

Reappropriation should invariably be in multiple of Rs.1,000/-.

The final appropriations and the actual expenditure in the year under each
heads of appropriation within the several grants will be shown in the
detailed "Appropriation Accounts" prepared by the Accountant General,
after the close of the financial year, together with the explanation reported
to him by the controlling officers. Important variations and excesses or
savings in the total final appropriation for each graht separately for voted
and charged expenditure are brought clearly in the appropriation accounts,
which are submitted to the Legislature by the Accountant General. The
Legislative Assembly investigates the variations with reference to the
explanations given by the Chief Contirolling Officers. The Public Accounts
Committee's recommendations are in a report presented to the
Legislature.

The Legislature, thus, exercises a control over finance twice, once before
the approval of the Budget, again, after the expenditure figures are brought
out by the Accountant General in the form of Appropriation Accounts.

Zero base Budgeting has been introduced in GO Ms. No. 42 (Fin &
Plg F &W BG) Department dated 22 - 4 -2000 as per which each dept
shall fix annual and quarterly targets to monitor performance and for this
purpose departmental committees have been constituted. This G.O.
Stipulates the criteria regarding Zero Base Budgeting and aims at a
thorough examination of the on going schemes with reference to the
present day needs and Budgeting should be undertaken only for need
based schemes. A thorough examination right from the scratch is made
with a view to ensuring that the inputs are relevant.
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A PLAN IS A REAL THING, AND
THINGS PROJECTED ARE
EXPERIENCED. A PLAN ONCE
MADE AND VISUALISED
BECOMES A REALITY ALONG
OTHER REALITIES - NEVERTO
BE DESTROYED BUT EASILY
TO BE ATTACKED

JOHN STEINBECK
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Yes. | am reading a paper at t.he conference. The
Subject is "Broader Application of the Concept of
Delegation of Work and Duty".
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FINANCIAL CODE

INTRODUCTION

The A.P. Financial code which is in two volumes deals with general provisions
concerning financial administration of the Government. Aspects relating to various
issues such as Revenue, expenditure, establishment charges, contingent charges,
stores, works, grants-in-air, deposits, losses, misc. expenditure, loans and
advances, miscellaneous subjects etc., and-the proforma of contracts and
agreements, various registers etc., are dealt in the Vol.| The Vol.ll comprises
appendices. Prominent among these appendices are those which deal with
delegation of financial powers on various administrative and financial matters. In
all, there are 330 articles and 27 forms in vol. | and 27 appendices in the vol.Il.

GOVERNMENT TRANSACTIONS

2.

Government's financial transactions consist of receipts and disbursements. The
receipts comprise ordinary revenue derived from taxes, duties, fees, fines and
similar items of current Government income and receipts of a deposit or banking
nature including repayment of loans and advances. Government disbursements
comprise expenditure out of ordinary revenues, capital expenditure and payment
of banking nature including loans and advances andrepayment of deposits (art.
182).

RECEIPTS, THEIR COLLECTION AND CHECK

3.1

Every Government servant who is responsible for the collecting of any moneys due
to the Government should ensure that :

(a) Demands are made at once as payments become due.
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(b) Effective steps are taken to ensure the prompt realization of all
amounts due.

(c) Properrecords are kept to account for all collections made

(d) Thedemand, collection and the balance are monitored frequently to
ensure complete realisation.

Irrecoverable due are written off as per provisions contained in appendix
23 APHC Vol.lIl )Art.7-9).

Rents of Government buildings due from Government servants should be
recovered from the Government servant concerned promptly in

. accordance with the instructions contained in art 14-21.

33

34

Where any Government property or right is sold by public auction, adequate
time should be given between the date of notification of the auction and
the actual date. The Government servant conducting the auction shall give
adequate time before knocking down the bid in favour of the highest bidder
and shall also obtain signatures of successful bidder and two other bidders
lower to the highest bid (art.22-A).

REFUNDS OF REVENUE : Appendix 2, Vol. Il deals with powers of
various authorities regarding refunds of revenue. ff itis an exgratia refund,
claim for refund, is entertainable upto a time limit of one year where notice
has not been given. When notice is given the time limit is one year. Statutory
refunds are Governed by the law of liminations. As per G.O.Ms No.94 Fin
& Plg dt. 27.3.86 original record should be traced and the fact of refund
recorded in the departmental record and the counterfoil of the cash
receipts. Original receipt issued to the payer should also be collected if
possible and destroyed.

EXPENDITURE :

4.1

88

GENERAL PRINCIPLES : The following principles govern the incurring
of expenditure from public funds. These are called standards of financial
propriety.
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4.2

4.3

44

4.5

4.6

(@ The expenditure must have been sanction by a general or special
order of the authority competent to sanction such expenditure.

(b) Sufficient funds must have been provided for the expenditure in the
appropriation act for the current financial year or by a reappropriation
of funds sanctioned by a competent authority (Budget availability)

(c) The expenditure should not be prima facie more than the occasion
demands. Every Government servant should exercise diligence and
care while incurring expenditure (art.3 & 38).

Itis the duty of every Government servant not merely to observe complete
integrity in financial matters but also to be constantly watchful to see that
the best possible value is obtained for all public funds spent by him or
under his control and to guard scrupulously against every wasteful
expenditure from public funds (Art.4.)

All appropriations in the budget lapse at the close of the financial year. A
Government servant should not on any account reserve or appropriate by
transfer to a deposit or any other head or draw from the treasury and
keep in cash chest any portion of an appropriation i.e., Budget, remainting
unspent during the year in order to prevent in from lapsing and use it for
expenditure after the end of the year (Art.39).

SANCTIONS : The powers of sanction of the subordinate authorities are
laid down in APFC Vol. |l Appendix 7. In respect of consumer items and
contingent expenditure, larger delegation of powers are vested on Heads
of Departments, Dist. Collectors and other regional and district officers
from time to time in G.O. (P) No. 703 GA (AR&T) Dept. dt. 4-12-78,
G.0.Ms. No. 215, F & Pig. Dt. 14-7-83, G.0.Ms. No. 102 GAD dt. 24-2-
86, G.O.Ms. No. 317 F & P dt. 13-6-86, G.O. Ms. No. 187, GAD dt 24-8-
87, G.0.Ms. No. 496, GAD dt. 28-9-94 and G.0O.Ms. No. 389 GA (AR&T)
dt. 4-9-96.

A sanction order should stipulate the authority under which it is accorded.

Copies of sanction should be sentto A.G. over ink signature of a Gazetted
officer (art. 45)

Sanction of the Government or authority subordinate to the Government
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takes effect from the date of the order conveying the sanction unless
otherwise stipulated in the sanction order under the rules on the subject
(Art. 49)

47. A sanction for a fresh charge lapses if it has not been acted on for a year
unless it is specifically renewed. The period of one year is taken into
consideration from the date of issue of the sanction which should be
considered to have been acted upon, if payment is whole or in part has
been made in pursuance of the sanction within 12 months from the date
of issue. In cases where part payment has been made within the stipulated
period, subsequent payment of balance may be made without a fresh
expenditure sanction.

47.1  When there is a specific provision in a sanction for any fresh charge to
the effect that the expenditure would be met from the budget provisions a
specialized financial year such sanction will lapse on the expiry of the
specified financial year and will not be operative for one year from the
date of snaction (art. 56).

48 CONTRACTS : Authorities specified in appendix 4 of APFC Vol. | are
authorized to enter contracts on behalf of the Government. The
standardized form of tender and contract in respect of stores is available
in form No. 9 appended to the APFC vol. I. Contracts in regard to which
the Governments have not issued any definite rule and contracts containing
unusual consitions should be made only after obtaining Government
sanction (art. 51).

49 ARREAR CLAIMS : A drawing office should obtain authorization of AG/
PAQ in regard to claims which are not preferred within one year of their
becoming due. However in regard to claims not exceeding Rs. 500/- of
each individual monthly claim presented within 3 years of their becoming
due can be drawn without the need for pre audit.

491 ATA. claim made after 3 months from the date on which the claim has
fallen due should be refused. No claim for drawal of arrears of TA is
admissible consequent on the fixation of pay in the revised pay scales
etc. A leave travel concession bill if preferred after one month of the
completion of journeys should be admitted only after imposing a 15%
over the said claims.
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492

4.10

411

4111

411.2

4.11.3

The appointing authorities in respect of NGOs and the Heads of
Departments in respect of Gazetted Officers are authorised to sanction
arrear claims up to a period of 6 years after pre audit. Arrears claims for
periods exceeding six years are sanctioned by the Heads of Departments
on adhoc basis vide G.O. Ms. No. 161, F & Plg. dt. 27-4-91. Butin such
cases two seperate bills for period less than six years which requires pre
audit and the order for the periods over and above six years which are
sanctioned on adhoc basis by the Heads of Departments should be
prepared vide G.0.Ms. No. 161, F & Plg. dt. 27-4-91.

Pay Etc. due to deceased Government servants : Pay, leave salary and
the emoulments due to a Government servant are to be paid for the day of
death irrespective of the hour of death. In respect of Gross amount of
claim upt to Rs. 5,000/- payment to the person holding right and the title
may be ordered by the Head of the Office without the need of any legal
authority. If the gross amount exceeds Rs, 5,000/- orders of the Heads of
the department should be obtainted who will order the payment in
accordance with the detailed procedure laid down in art 80.

Payment in the case of employees whose whereabouts are not known
(art 81 read with G.O.Ms. No. 241, F & P dt. 10-9-87 amd G.0O. Ms. No.
111 Fin & Plg. dt. 22.4.88).

Inthe above case the family should obtain a report from concemed police
station tht athe employee have not been traced. An indemnity bond from
the Nominee/dependent to the effect that all payment due to the employee,
in case he appears on the scene and makes any claim should be obtained.
All Government due should be recovered before effecting payment to the
nominees.

PENSION :Family pension, DCRG applications are entertained only
after one year of disappearance.

GROUP INSURANCE :Insurance claim is payable after 7 years of the
month following month of disappearance provided the claimant produces
a proper and indisputable proof of death or a decree of the court that the
employee is presumed dead.
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4.11.4 Savings Fund is payable after one year after following the procedure laid
down under 4.11.1 above. However in respect of total insrance claims for
a period of one year, full subscription at the rate applicable on the date of
disapperance together with interest at the rates applicable to savings
fund should be recovered from the savings fund amount payable after
one year. For afurther period of 6 years or till the month in which insurance
cover is paid, which ever is later premium of insurance cover at 3/- per
month for every Rs. 10,000/- along with interest should be recovered from
the insurance cover payable after 7 years..

412 Tour Advances are sanctioned under art. 84 by heads of officers to
themselves as well as employees of their offices to defray tour expenses.
The advances should be adjusted in full at once when the Government
servant returns to headquarters or by 31st March whichever is earlier.
Advances drawn in March may be adjusted before 30th April. No second
advance should be sanctioned until the first has been fully adjusted. A
register in form No, 23 APFC Vol. | should be maintained for the
adjustments of Tour advances {(art. 84).

4,13. DEDUCTIONS OF INCOME TAX Every, Disbursing officer should make
the appropriate deductions of income tax in accordance with the provisions
of IT Act. (art.86).

414  Attachment of pay and Allowancess by civil courts : The maximum amount
attachable by a civit courts calculated on the amount earned and not on
what remains after satisfying debts due to the Government on account of
advances taken under the rules. The emoulments excepting the
compensatory allowances detaled in art. 87 are attachable by courts of

law.
CONTINGENT CHARGES
5.1 Heads of offices have been empowered to incur or sanction expenditure

on ordinary and recognized contingencies, subject to the condition that
the expenditure should be non-recurring i.e., should not involve any
commitment beyond a single payrment unless the authority concerned has
been fully empowered to incur or sanction such recurring expenditure.
Appendix 7 & 15 APFC Vol. in particular deals with powers of various
authorities in this regard.
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5.2

53

54

5.5

551

DELEGATION OF POWERS :Head of offices may also delegate their
prowers to incur or sanction expenditure on contigencies to any gazetted
Government servant serving under him subjectto any furhter conditions
and restritions which he may consider necessary.

Government have prescribed the powers of various Heads of Departments
and supordinate authorities in the following Codes :

(@) Financial code Vol. lin regard to loans and advances and temporary
advances under contingencies.

(b) Financial code Vol. Il in regard to various aspects relating to refunds
of revenue, entering into contracts, contingent expenditure,
miscellaneous expenditure, write off of losses etc.

(c) Departmental codes and manuals specifically for the officers of
concerned departments.

(d) Executive orders/delegation of powers are accorded in (a) G.O.(P)
No. 703 GAD dt. 4-12-78, {b) G.0.Ms. no. 102 GAD dt. 24-2-86 (c)
G.0O.Ms. No. 490 GAD dt. 28-9-94 and (d) G.0O.Ms. No. 389 G.A.
(AR & T)dt. 4-9-96. and (e) G.O.Ms. No. 148 F& P (Admn L.T.FR.)
dt. 21-10-2000

(e) Executive orders conferring larger powers in regard to some specific
departments are issued in G.0O. Ms. No. 417 GAD dt. 5-8-86 elc.,

Contingent charges are recorded in a special register maintained in each
office as per provisions under art 103 FC Vol. I. Detailed classification of
expenditure and the progressive totals against the budget allotted should
be recorded in the contingent register as laid down in art. 103.

DRAWAL OF MONEYS RELATED TO CONTINGENT EXPENDITURE :

The moneys under contingencies are generally drawn from public account
as follows:

PERMANENT ADVANCE Eqch office is sanctioned the required amount
of permanent advance by the Government Revision of P.A. may also be
sanctioned by the above authority. The P.A. is accounted for in a special
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5.56.2

5.5.3

554

STORES

94

6.

SECRETARIAT PROCEDURES

register prescribed in GO Ms. No. 54 F & P dt. 14-2-79 appended to
financial code Vol. | and is meant for making intial payments in regard to
items of expenditure which are absolutely essential to meet the expenses
of an office (art. 9.4) and presentation of bills at the Treasury / PAO (art
106).

FULLY VOUCHERED BILLS :In regard to transaction made on credit
basis, the amounts required are drawn based on suppliers bills and
advance stamped receipts. If these transactions come under
countersigned contingencies, i.e. items specified for each department
under appendix 8 APFC Vol. |, controlling officer should countersign before
draw 1. Otherwise these can be drawn by drawing officer, themselves.

ABSTRACT CONTINGENT BILLS(A.C. bills) are drawn for the items of
contingencies which require scrutiny and counter signature of the controlling
officer after payment (art 102 and appendix 8 FC vol. 1l) The detailed
contingent bills should be sent to controlling officer before the 10th of the
succeeding month to wich they relate. In respect of items of expenditure
not already earmarked for draw 1 on A.C. bills under appendix B APFC
Vol. If, the Heads of departments may authorize drawals on A.C. bills for
sums not exceeding Rs. 10,000/- on each occasion.

Temporary Advance (Art.99) may be drawn for meeting contingent
expenditure of a specific fund by obtaining specific sanction of
Government. Standing sanction in respect of some of the departments
are detailed in art.99. A second advance should not be drawn unless the
detailed accounts for the earlier advance are submitted by Drawing officer
to AG/PAO and certificate to that effect recorded in the bill.

Stores include all articles and materials such as furniture, chemicals,
scientific instruments, appliances, stationery articles, diet articles, material
for construction of buildings, departmentally manufactured stores, tools
and plant etc. (Art.122)

All stores should be purchased through the Director. .Printing and,
Stationery excepting those which have been specifically exempted from
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6.1

6.2

6.3

6.4

6.5

6.6

177

his purview under article 123 such as perishables like fruits, food stuff,
news papers etc. The items under rate contract finilized by Director of
printing and stationery should be purchased from the earmarked firms. In
cases of emergency, the Heads of Departments may purchase stores
directly after obtaining approval of the stores purchasing committee in
regard to other items as well.

Where stores are purchased directly, the following criteria should be
followed in regard to preference in the purchases.

First preference for stores manufactured in sister government department
workshops.

Second preference in respect of standard items to fully owned government
undertakings and corporations in respect of standard items. These
corporations need not not participate in tenders.

In respect of Non-standard items, the undertakings also have to participate
in the tenders, if any, called by departments.

The items reserved for the SSI units should be exclusively purchased from
them. The list can be had from Director of Industries. These units have
also been exempted from the requirement of Lodging eamest money and
security deposit for these specified items for which they have been
enlisted.

The goods manufactured in jails should be had from them only. They include
fumniture, stitching of khaki uniforms, attenders' liveries, ammunition boots
for officials of police, fire services and prison departments, phenyl, navar
etc., These items can be purchased from outside only after obtaining '‘No
stock certificate' from the jail department.

Modern office equipment such as computers etc, should be purchased
only through the A.P. Technology Services Ltd.,

The cloth requirements of offices towards livery etc., should be purchased
from the APCO. Like wise the woolen carpets should be purchased only
from A.P. State Wool Industrial Co-operatives, Leather goods should be
pruchased from LIDCAP.
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6.8 Steel fumiture should be purchased solely from APSSIDC, while wooden
furniture should be purchased from the jail department, the Government
centers like PWD workshops, Furniture Mill cum mechanical wood work
shop, Sanathnagar etc. Industries center, Hyd should be given next
perference.

6.9 Stitching of uniforms should be entrusted to physically handicapped co-
op tailoring industries. Caning of chairs and manufacturing of garden
chairs should be entrusted to physicially handicapped co-op cane and
weaving society. (GO Ms. No. 467 Fin & Plg. dt. 9-7-90, GO Ms. No. 770
Ind. and Commerce dt. 8-11-80, GO Ms. No. 717 plg. dt. 20-12-85, GO
Ms. No. 106 GAD dt. 27-2-86, GO Ms. No. 594 GAD dt. 22-11-86).

6.9.1  When comparison of prices of products is made between the manfacturers
within the State and those situated outside, the comprison should be on
the bare cost exceeding taxes.

6.10 TENDERS : Article 125 deals with purchases through tender systems.

6.11 SINGLE TENDER SYSTEM: to be adopted in regard to purchases of a
small order which does not exceed Rs. 1000 and Rs. 2000 if more than

one kind of article is ordered at one time and propriety items.

6.12 LIMITED TENDER SYSTEM : Should be adopted when the limits for the
single tender system are exceeded and the estimated value of the order

is less than Rs. 5000/-

6.13. OPEN TENDER SYSTEM : should be followed in regard to purchase of
stores of a value of Rs. 5000 and more. Inregard to PWD, the limit applies

to purchases of a value of Rs. 10,000/- and above.

6.13.1 When open tenders are called, circular communication should be sent to
dealers of repute apart from vide publicity in News papers, trade bulletins
etc. Atime gap of at least one month should be given between the date of
notification of the tender and the last date for submission of tenders. If the
lowest tender is passed over specific reasons therefore should be
recorded (Art 125).

Separate stock accounts should be maintained
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6.15

WORKS

s

7.2

7.3

7.4

7.5

for expendables and non-expendables such as furniture, equipment etc
(Art.133).

INSPECTION OF STORES : Stores should be periodically inspected and
action taken to regularize the short coming by recovery front from
concerned/write off etc. (art 139). The unserviceable articles should
be identified and action taken for disposal and write off in the
manner indicated in art. 143 APFC Vol.l.

When a Government bulilding is occupied by more than one department,
the Revenue Department, which occupies the major portion of the building
will be termed as the department which uses or required the building (art.
151).

No work may be started without a proper estimate. The powers delegated
to varous departmental authorities to sanction expenditure on works are
specified in Annexure 12 APFC vol. Il. The following are methods of
execution of works (art.163).

THE DEPARTMENTAL METHOD : Where the department itself engages
the necessary daily labour and procure necessary materials. This method
is adopted when no contractor is available or when it is considered
economical.

PIECE WORK METHOD : the piece worker agrees to execute a work at
specified rates without reference to quantity and this is adopted in regard
to petty works.

LUMPSUM METHOD : the contractor agrees to execute a complete work
with the specification for a lumpsum payment.

SCHEDULE CONTRACT METHOD : the contractor agrees to execute a
work atfixed rates and the amount paid to him depending upon the quantity
of the work.

AGREEMENT : Nowork which is to be executed under a contract should
be started until an agreement is executed with the contractor (art. 160).
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7.6 MUSTER ROLL should be maintained in the manner prescribed/
stipulated under art. 172 APFC for all departmental works. The attendance
of the work charged establishment and casual workers should be taken
in the muster roll.

7.7 MEASUREMENT BOOK s the original record of actual measurement of
the works executed and should be written in the manner laid down under
art. 175 APFC vol. |. It must be preserved with great care since it may
have to be produced as evidence in a court of law in the event of legal
disputes in regard to works.

7.8 ADMINISTRATIVE APPROVAL AND TECHNICAL SANCTION :

Administrative approval means the formal acceptance by an administrative
department of a proposal that PWD (R & B) or the Electricity Department,
should incur a specified amount of expenditure on a specified work.
Technical sanction means the order of a competent authority sanctioning
a properly detailed estimate of the cost of a work to be carried out by
PWD/Electricity Dept. after the Administrative approval is obtained (art
185 APFC Vol. I). For execution of works other than by departmental
method the tender system shouid be followed (Art. 192).

GRANTS IN AID

8. Art 211 deals with grants -in-aid. Every order sanctioning a grant should
specify clearly the object for which itis given and the conditions, if any,
attached to the grant. An utilization certificate should invariably be obtained
for all grants and the checks envisaged under art 211 scrupulously
exercised.

DEPOSITS

9. Government receives money in connection with the transaction of public
business termed as deposits which are repaid to the parties concerned
by repayment or otherwise. Any department of Government may receive
such deposits. A large number of these relate to revenue administration
or the administration of justice. No amount should be credited under a
deposit head if it can properly be credited to some other known head in
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Government account. The criteria under art. 267 and 268 should be
followed in accepting deposits. The detailed procedure in regard to credit
and repayment of deposits are laid downin T.R. 10and T.R. 16 of APTC
code Vol. . The departments should reconcile the balance under deposits
with the Treasury/Bank every month.

CARRIAGE OF CASH

10.

LOSSES

11

The minimum precautions to be observed for safeguarding Government
money i.e., the encashing of bills, in remitting money/from one office to
another are stipulated in art. 274A. The staff members should be detailed
for the purpose keeping in view the volume of cash involved.

In the event of losses in cash and stores, the departments should follow
the detailed procedure under art. 284, 302 of the code. Departmental
action should be pursued to see that the losses are made good and where
this is impossible., to get waiver by write of under order of competent
authoity. The modus operandi of the loss should be investigated throughly
to know the defects in the system, if any, which resulted in the loss and to
ensure necessary remedial measures.

Delegation of powers have been accorded in GOMs. No. 480 GAD dt.
28-9-94and G.O. Ms. No. 389 GA (AR & T) are modified. The latest
delegation of powers ordered in G.O. Ms. No. 148 Fin. & Plg. dated 21-
10-2000 for heads of Department, District Collectors and Unit Officers
are shown in the annexure appended. These orders will come into force

within immediate effect.
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Sl.| ltem of Sectt dept Regional Dist. off.
NoJ expenditure HODs/Dist. offices (other than

Collectors. D.C.'s unit
offices.
1.1 Maintenance of
Motor Vehicles
a. Light vehicles 20,000 10,000 10,000
b. Heavy vehicles 40,000 20,000 10,000
2.| Purchase of stationery 20,000 6,000 2,500
3.| Purchase of Steel,
wooden furniture 40,000 10,000 2,000
4.1 Repairs to furniture 6,000 1,000 1,000
5.| Rent for office building Upto the ceiling 2,000 P.M. 1,000 P.M.
of Rs.16,000 p.m. Subject to
to all officers rental valuation
according to certificate of the
plinth area and roads and
rent assessment building dept.
by R&B Dept.
6.| Purchase of bubs 6,000 1,000 500
and laps
7.| Light refreshments Rs.50 at atime
not exceeding
Rs.6800 p.m.
8.] Books, maps and
periodicals Full powers 1,500 (PAnnum) | 600p.a.
9.| Repairs to type- Full powers 100 1,000
writers (p.a.)
10| Condemnation of Subject to Technical Works | Scrutiny by
Vehicles Public or area Transport Workshop

100
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Cfficer.
Sl.| item of Collectors. Divisional Tahsildars/
No.| expenditure offices Mandai Officen
1. { Repairs to Full powers 1,000 500
(a) typewriters -do- 1,000 1,000
(b) Duplicators
2. | Organization of sports
and games 10,000
3. | Electrical installations
a. For additional 20,000 1,000 1,000
improvements, alterations
to each building, apartment
in the compound
b. Improvements and
alterations and new
installation to new
builgings 10,000 1,000 1,000
4. | Printing locally without
referring to govt. press 20,000 1,000 1,000
5. | Visits of high perscnages 1,000 on each 200 per 200 per
occasion occasion occasion
subjecttoa subject to subjectto a
ceiling of ceiling of ceiling of
Rs.12,000 Rs.2,500 Rs.2,500/-
6. | Purchase of non-govt.
publications relevant to 3,000
law and Admn.
Management
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f_ . . _ =\

A rule once made, restricts the freedom of its own maker

When the last great scrorer comes to write against your
name, He writes not that you had won or lost, but how you
conducted yourself in a just and equitable way the game of
life....

-Rig Veda

We judge ourselves by what we feel capable of doing, while
others judge us by what we have already done.

-Henry Wadsworth Longfellow

WE CAN'T SPELL S_ CCESS WITHOUT U

e L : : y
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RENL

STAVRCASE!

'Rules are Rules!
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MAXIMS FOR
PUBLIC SERVANTS

l. YOU AND YOUR JOB

1. You are a public servant.

2.  Effect of any action on the people should never be over looked.

3. Do not forget the human aspects of administration

4.  Be action minded.

5. Beconstructive.

6. Collect and mastér the details and the facts without being their slave.
7.  Take scrupulous care of accounting for public funds.

8. Take adequate care in using of government property.

9.  Follow rules but do not become their slave. :

10. Value official reports, informal discussions and personal visits.
11. Make regular and thorough inspections.

12. Note the importance of following up of orders or actions.

13. Pick the right man for the right job.

14. Do not neglect uninteresting, unimportant or routine work.
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124

15. Recognise the importance of arriving at quick decisions.
16. Give a patient hearing to all the parties.

17. Not merely do justice, but people should know that justice is done.

YOU AND YOUR CO-WORKERS

Pick the right man for the right job.

Maintain the dignity and self confidence of your subordinate.
Commend freely and openly, but rebuke sparingly and secretly.
Be objective, responsible and just in confidential reports.

Do not let down your colleagues.

Put yourself in the other persons shoes.

Do your own job and let your subordinates do their own.

YOU AND THE PUBLIC

You are the servant of the people

Always visualize what impression your actions and orders will make on
the people.

Administration deals with human beings.

Seek public esteem, not cheap popularity.

Public are interested in your achievements, not in your difficuities.
Anonymity, an essential virtue.

Public esteem is a tremendous moral booster.

Justice and duty before popularity.
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9. You are a servant of the people, not of any party.

10.  Both your justice and integrity should be demonstrable and provable before
the public.

11. There is always room for honest differences of opinion.
12. Accessibility, a great virtue in a public servant

13.  Public impression a useful corrective to official reports.

V. YOU AND THE PEOPLE'S REPRESENTATIVES
1. Find your way though advised selfishiy.
2. Remember facts are more important than advice.

3. Loyaliy carry out proper orders and instructions of the political executive.

4.  Self interest has a place in public life.

5. Take advice and co-operation from ali parties but make your own decisions.
V. YOUAND YOURSELF

1. Efficiency in action is yoga.

2. Your health is a must for your job.

3.  Develop a healthy and cheerful personality.

4.  Keep abreast of the times.
5. Your job, worthy of choice by the very best.

6.  Just rewards shall not by pass you.
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7. To thine own self true.
8. A sense of humour is essential

VI. FINAL MAXIMS

1. Not merely follow and practice these maxims yourself but train and
encourage your colleagues, subordinates or co-workers to do the same.

2. Example is better than precept.
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ETHICS AND SOCIAL
RESPONSIBILITY






ETHICS AND SOCIAL
RESPONSIBILITY

THE MALAISE

Max Weber a German sociologist described for the first time to the history of
Bureaucracy, its institutional qualities, characteristics and suggested an ideal Rational
organization for this institution.

BRIEFLY STATED

1. Bureaucracy is a hierarchically organized body of human beings who are
operating under set codes, rules and regulations and paid for their work,
who are subject to constant internicine problems; who are neutral,
rulebound (precedent-bound often) and secretive (there in lies its power).

2. It has a rational objective for its existence and a rational manner for its
performance.

3. The members of this organization are aiming constantly to improve
themselves, their status and emoluments.

Prof. Robert Merton calls dys-functionalism a characteristics of Bureaucratic
organization. By that he means that a function performed by a Bureaucrat becomes
counter productive or produces bad results which are the antithesis of their objective.
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Complicatedness, Corruption, dilatoriness, beating about the bush are now an accepted
way of life with Bureaucracy all the world over. it is a question of degree in most countries,
more so in developing economies.

THE NEED: SOCIAL RESPONSIBILITY

Every Bureaucrat has a responsibility to society. The Directive Principles

of State Policy in our Constitution clearly give a purpose and directions to both
Central and State Governments. Hence, the need for commitment to service of
common man and development of the country. An ideal servant is one who :

Understands the weakness of himself and his system and works in order
to overcome it in the most effective manner for which he has at his
command both ancient and modern tools (concepts and techniques).

Acts as 'change-agent' to help the people of the country who are often
steeped in old and useless (often dangerous) traditions in agriculture,
social behaviour (bonded labour for eg.) etc.

Optimizes the scarce resources that are at his command and allocates
them towards long, medium, and short-range betterment of people's lot
(for eg. Education is a long range input, employment is a short range
input) by reducing inequalities.

Innovates and finds solutions rather than comptains.

Brings in a climate of cooperation and goodwill through a helpful attitude

-and achieves his objectives through quick decisions.

THE SOLUTION

130

The Bureaucrat must aim at
Better training of himself and his staff.
Developing a sense of social and ethical responsibility.

Managing laws, rules and reguiations to enable him to perform tasks legally.
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d.

Developing enormous patience and affection for the down trodden and
even anger at those evil sections of society which keep at check
Government's efforts to reduce social inequalities (Black-moneyed man,
Hoarders, Smugglers and like).

Ethical behaviour goes beyond a normatively moral behaviour (which no doubt
is very important). It involves an extra over way of life where a bit of preaching is added
to a lot of practicing of the 'brotherly spirit' so that his authority helps him to implement
in practice what the concepts preach.

SOCIAL RESPONSIBILITY OF CIVIL SERVANT IN INDIA

Mahatma Gandhi once said that all the Industrialists were to regard themselves
as holders of trust for the nation. A civil servant also must adopt this maxim for his
existence. Civil Services help Governments to make laws and implement them:

a.

For preventing concentration of wealth and monopolistic and restrictive
trade practices (M & RTP Act).

For setting up controls in vital sectors of the economy such as Industry
(Eg. Industry Regulation Act), Food and Civil Supplies (Essential
Commodities Act, Agriculture, Fertilizers, seeds and pesticides quality
control measures).

For a better and equitable distribution of assets through measures like (i)
Land Reforms (ii) Subsidised Infrastructure building and subsidies for
weaker sections and areas of society (iii) Reservation quotas, scholarships
in educational institutions and employment (iv) Minimum wages laws.

All these objectives and tasks need a committed civil service.

Dr. M.C.R.H.R.D. Institute of Andhra Pradesh 131




Tl e RS- 7= 2 - B e e

Thegl TS W W G WENE N RE GE N e ORI BF 7T
PEegfl 1N AU_F IZ la MEIZER N O EENIC SN BN EEN Y BN OO A )
=gl B N m=n B BN - =R T D D

B IS 1 B e . mm smme” R “malklla
FHEINS 11 R Ermmes = = me S » s ES m— 'F=Il- [

maapmm afon s ofl = HE e cm = lia e -7% - =
el “wo= = W - o
g™ 1 wllm o | ';"u' “10"™ " "
si=sn el i~ B ma=al M==n H =
TTT LU | ST = = < ey ow=! el " L
“mmufl 0 = e = = w = -yt = =Wl
- B B g! B s W
| il 1
- i . !
- = " LW I Uy
L m - = -
=i . : -||| C
1 =l & Imm 1] ] - -
g U 1
- i

W



Chapter 9

A.P. CIVIL SERVICES
(CONDUCT) RULES






A.P. CIVIL SERVICES
(CONDUCT) RULES 1964

GENERAL

1.1 Under the proviso to article 309 of the Constitution of India, which
empowers the Governor to make rules regulating interalia, the conduct of
Government employees, the A.P. Civil Services (conduct) Rules 1964
came to exist.

1.2 These rules contain the does and donts of Government servants.
SCOPE

Fs Government employee is defined as any person who is a member of Civil Service
of the State of Andhra Pradesh or holds any civil posts under the State or in
connection with the affairs of the State, whether he is on duty or under
suspension or on leave or on foreign service, either within or outside the State.

FAMILY

3. These rules are also applicable to the members of the Family of the Government
employee. "Member of the Family" includes the spouse, son, daughter, step-
son or step-daughter of such employee whether residing with such employee
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or not and any other person related to and residing with, such employee and
wholly dependent on such employee; but does not include a spouse legally
separated from such employee or a son, daughter, step-son or; step-daughter
who is no longer in any way dependent upon such employee or of whose custody
such employee is deprived by law.

FUNDAMENTAL RIGHTS OF INDIAN CONSTITUTION

4.1

4.2

4.3

4.4

4.41

442

443

4.4.4

445

4486

ARTICLE : 14 Equality before law.

ARTICLE : 15 Prohibition of discrimination on grounds of religion, race,
caste, sex or place of birth.

Article : 16 Equality of opportunity in matters of Public Employment
Article : 19 Rights to freedom

Freedom of speech and expression

Freedom of assembly

Freedom of association

Freedom of movement

Freedom of residence and settlement

Freedom of Profession, Occupation, trade or Business.

RESTRICTIVE PROVISIONS OF CONDUCT RULES

5.1

5.1.1

51.3

Restriction on constitutional rights
Taking part in politics and elections
Joining of and Forming Associations

Demonstrations and Strikes
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514

515

5.2

5.2.1

522

523

524

525

5.2.6

527

528

529

5.3

5.4

5.5

5.6

Connection with Press and Radio, Criticism of Government
Acquisition and Disposal of Property
Restriction on personal Rights
Private Trade and Employment
Investing, Lending and Borrowing
Collection of Subscription
Acceptance of Gifts

Public Demonstrations

Vindication of Acts and Character
Canvassing of outside influence
More than one marriage
Consumption of Intoxication drinks

The ultimate aim of such restrictions which forbid the Government
servant to do certain acts is mainly intended to improve the tone of
Public Service. The relationship between the Government and the
Government servant is governed by the Law of Master and Servant
relationship.

A Govemment servant is expected to maintain a reasonable and decent
standard of conduct and not bring discredit to his service by his
misdemeanour.

Thus neglect by a Government servant of his wife and his childrenin a
manner unbecoming of a Government servant, may be regarded as a
good and sufficient reason to justify action being taken against him.

If the Government were to sit back and permit its officials to commit
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5.7

5.8.

59

6.1

6.1.1

6.1.2

6.1.3

6.1.4

6.1.5

6.2

6.3

6.4

any outrage in their Private Life, provided it falls short of criminal offence,
the result may very well be catastrophic fall in the moral prestige of the
Administration.

The State could demand a certain standard of conduct from the
Government servant not only while performing their official duties but
in their private life as well.

Arguments are often raised to the effect that in view of the complexities
of modern life, the consideration of expediency should outweigh the
considerations of Honesty. Consideration of expediency may be
irrestible at times but their evils are merely to be put up with and not to
be extolled or prescribed as standards of life and work.

A Public Officer is not at liberty to amass fortune by taking illegal
gratification even though willingly given.

Every Government Servant should At All Times :
maintain devotion to duty

maintain absolute integrity, discipline, impartiality and a sense of
propriety.

do nothing which is unbecoming of such employee or derogatory to the
prestige of Government.

not act in a manner which will place his official position under any kind
of embarrassment

exercise his best judgement in the performance of his official duties
except when he is acting under a direction from his official superior.

Integrity is uprightness, honesty or purity.
Devotion to duty is faithful service.

Unbecoming of a Government servant is unmannerly attitude,
insubordination, lack of decorum, laziness, corrupt habits, shirking of
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6.5

6.6

6.6.1

6.7

responsibility and other things which are normally branded as unworthy
of a Government servant.

The dictionary meaning of misconduct is given as bad management,
mismanagement, culpable neglect of an official in regard to his office.
Itis a transgression of some established and definite law or a forbidden
act. It implies a wrongful intention and not a mere error of judgement.
Misconduct is something more than mere negligence. It is the intentional
doing of something when the doer knows to be wrong or which he doer
recklessly, not caring what the result may be. It is a sufficiently wide
expression and covers any conduct which in any way renders a person
unfit for his office or is likely to tamper or embarrass the administration.
In this sense, grossly improper or unbecoming conduct in public life
may also become misconduct and may render an officer liable to
disciplinary action.

Moral is concerned with right and wrong or duty which one owes to
one's feliow beings or to the society in general.

Moral turpitude is a reprehensible Act contrary to the accepted notions
of right and customary rule or code of conduct accepted by the society.

it would mean anything done contrary to justice, honesty, modesty or
good morals.

Corruption includes all improper and selfish exercise of power and
influence attached to a Public Officer.

No Government employee can associate himself with an association,
the object or activities of which are prejudicial to the interests of the
Sovereignty and Integrity of India or Public Order.

He should not participate in strike or absent from duty or work without
permission, or neglect his duties with the object compelling any superior
officer or Government to take or omit to take official action or indulge in
demonstrative fast like hunger strike or refuse to receive his pay.

No gifts can be accepted the prominent exception being a gift of a
value of less than Rs. Two hundred from personal friends on ceremonial
occasions such as weddings.
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10.

1.

12.

13.

14.

Every Government employee (other than memebers of last grade
service) should, on first appointment to the Government service, submit
to Government a statement of all inmovable properties whose value
exceeds Rs. 20,000/ in the forms prescribed in Annexure-1 and |l to
Sub-Rule 9.

He should also submit before 15th January of every year, a declaration
in the forms given in Annexure | and Il of Rule 9 (7) of all immovable/
movable property owned, acquired or inherited by him or held by him
on lease/or on mortgage, either in his own name or in the name of any
member of his family.

Every Government Servant shall intimate to the competent authority
within 15 days from the date of receipt of foreign currency or foreign
goods of the value exceeding Rs. 10,000/- from any person by him or
by any member of his family or by any person on their behalf.

No Government employee should except after previous intimation to
the head of the Department acquire or dispose of or permit any of his
family member to acquire or dispose of, any immovable property by
exchange, purchase, sale, gift or otherwise either by himself or through
others. If such a transaction is conducted from a private dealer (not a
regular or reputed dealer), the previous sanction of the Head of the
Department Appointing authority/Regional Officer/District Collectors/
Other District Officers, as the case may be, as specified in sub-rule
(10) of rule 9 should be obtained. Same is the case with the movable
property exceeding Rs. 20,000/- in value.

The violation of above and or any of the following rules of conduct,
would be treated as negligence/misconduct and is required to be deatt
with under the A.P. Civil Service (CCA) Rules 1991.

RULE NO. NATURE OF PROHIBITION IN THE CONDUCT RULES
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3-B

3-C

Adopt dilatory tactics or wilfully cause delays

Indulge in sexual harassment with any working women
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10

11

12

13

14

15

16

17

18

19

20

21

22

Strikes
Demonstrations

Acceptance of gifts, services, entertainments, address and other forms of
felicitations.

Coliection of subscriptions or other pecuniary assistance in pursuance of
any object.

Lending, borrowing and insolvency

Acquiring or disposing of immovable or movable property.
Indulging in private trade, business and investment.
Promotion and management of companies in private capacity.
Private employment.

Publication of books.

Communications of official documents or information
Connection with press.

Participation in radio broadcast and contribution to newspapers and
periodicals

Criticism of the policy or action of Government or any other state govt. or
central Government.

Evidence before any committee, commission or other authority.
Taking part in politics and elections.

Vindication of acts and character of Government employee.
Working with or under relatives in Government service.

Employment of a member of the family in a private firm.
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23 - Government employee not to deal in his official capacity with matters
concerning himself, his relatives or dependants.

24 - Influencing authorities for furtherance of interests.

25

Bigamous marriages.
26 - Dowry

27 - Drinking
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\
It isn't that they can't see the solution.

it is that they can't see the problem.

- charles F. Kettering

You must never disagree with a man while you are facing

him. Go around behind him and look the same way he is

looking and you will see things look different, from what
they do when you are facing him. Look over his shoulder
and get his viewpoint, then go back and face him, and
you will have different idea.

-Will Rogers

R

| TEAM WORK MEANS MORE WE AND LESS ME
L

— : )
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Courtesy : A Consultant on the Rampage, By V V Prabhu
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EFFECTIVE COMMUNICATION-
ITS IMPORTANCE

Even leadership function could be viewed in terms of goal directed
interpersonal communication. Leadership too is a two-way communication and
reciprocal influence process. Leadership is defined as an attempt atinter-personal
infuence directed through the communication process towards the attainment of
some goal of goals.

DESCRIPTION

In very simple terms communication may be described as the process
of sharing messages,meaning and understanding between people. There is a
sender of a message and receiver there of. The receiver sends feed back, thus
becoming a sender in his turn and the original sender becomes receiver in his
turn. Thus process goes on within an organization and if it goes on the right
lines it results in smooth functioning. Communication is always within a context
{here for our purpose the work context). Whether the intended effect follows is
ascertained through feed back. The context is provided by

i) Physical surroundings and environment
i) Social surrounding (status,role etc).

iii) Psychological factors (friendliness or unfriendliness or the situation
formality, informality, seriousness or humorousness of the situation and
so on).
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iv) Time factor-timing of the communication.

The paradox of communication: The more we try to communicate, the
more we seem to fall.

SOME CLASSIFICATIONS OF COMMUNICATION

1) Formal Informal
(Prescribed, procedurally Just develops into evidence outside the
permitted etc). rigidfformal framework.lt is a force to reckon

with rightly uses, it will be an asset.

i Oral Written
iit) Verbal Non-Verbal
iv) Horizontal Verticie

Enormous importance attaches to non-verbal communication.
Sometimes it may render ineffective verbal communication, say, when you give
a work of praise with a frown on your face.

BARRIERS OF EFFECTIVE COMMUNICAT!ON

a) Some kind of psychological

barriers 1) The party addressed may not listen at all.
The addressed may be just waiting for you to
send your conversation, all the while getting
ready for expressing what he has been having

on his mind.

2) He may be bagged down in pre conceptions
which cause him to hear what he wants to hear.

3) He may be hearing you, or listening to you
without thinking. Ideas don't register in his mind.

4) He is being subjected perhaps to too much
of communication (perhaps communication
overload to be assimilated by him).
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5) Defensiveness in the sender and / or the
receiver of message when shows readiness to
look into one's own motives,interesting action
performance etc.disappears.

b) Semantic barriers 6) Word mean one thing to the communicator and
another to the receiver.

c) Physical barriers Where distance and much of noise in the
surroundings makes communication very
difficult.

d) Intellectual barrier He just can't understand.

e) Time pressure when one just does not feel like paying adequate attention to
the need for correct/successful communication and so on.

CERTAIN THINGS OF INTEREST ABOUT COMMUNICATION:

i) Nearly 80% of wakeful day is spent in communication.

i) Non-verba!l communication is as important as verbal communication.
You will have to be extremely vigilant/alert about non-verbal
communication. If you miss non-verbal communication in the listener ,
you may miss the really significiant part of the communication.If you are
not on your guard against your own tedency to resort to non-verbal
communication,you are unaware of contradicting your own verbai
communication (say, in the instance earlier given, if you praise
performance of a subordinate with frown on your face, you may be giving
him or that you are going to foliow it up something to his distate or of
disadvantage to him or some such thing).

iii) Your effectiveness in your assignment is a direct function of the
effectiveness of your communication skill. There is no line of managerial
activity, no form of managerial responsibility where you will not be adding
to your effectiveness by developing adequate communication skill.
Constructive discipline, work motivating, performance appraisal- every
managerial function you are charged with, every managerial situation
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vi)

vii)

viil)

SECRETARIAT PROCEDURES

which makes it necessary for you to work with others, lays you under an
obligation to develop in yourself ample communication skill, which alone
will make for further interpersonal competence.

In administration, the balance of advantage is with never leaving the
other party (except in confidential matters) guessing at trying to derive
your intentions, purposes, motives etc. Self disclosure is a course of
action which will always pay rich dividends in terms of quality of response
that your behaviour / conduct evokes in others with whom you have to
pull in a given direction.

Self awareness is a necessary precondition for self disclosure, where
you come to grip with realities about yourself. If, as a result of a process
of acquiring self awareness, one finds in oneseif a contemptible creature,
one should set one self the task of changing one self bit by bit in the
direction of establishing self esteem.

In a humorous vein it was said that men are like fish, neither would get
in to trouble if they kept their mouths shut.

It need not be so, at least to men, if they learn the art of speaking to real
good purpose.

Taste is the mark of an educated man, imagination the sign of a productive
man, and emotional balance the token of mature man. Please note that
in communication all these three are looked for and also those there
have immense scope for worthwhiie development.

Such blocks to effective communication keep plaguing human relation

and human resource management in almost every organisation. In the case of
Medical Officers, the books will affect not only other and follow functionaries
(Colleagues, Subordinates, superiors in their own department and functionaries
in other departments as well) but the public too on whom they have to practice
art of healing, persuation (when it comes 10 advice on family planning) and so

on.

What are the features of effective communication/ what attitudes are necessary
for effective communications?
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1. Open communication with indication of overall benéefit. In the case of
persons with whom you have business in that you have to get them to
accept, say, Family Planning, this advice is exceilent. "If you would
persuade, appeal to interest, notto reason”.

2. Draw out the order person's thinking.

3. Feed in one idea at a time.

4. Get feed back to each of your ideas.

S Give feed back of your understanding.

6. Quantify if possible, if not precise terms,at least in terms of a range of

say monetary benefits. (This is when you have to sell an idea, such as
Family Planning).

i Maintain rapport (Even when the listener brings in irrelevancies, abit of
sympathetic readiness to listen will be of immense help before you get
him round to your subject point)

8. (a) Within a hierarchy, superior-subordinate relations go wrong
frequently because of lack of adequate communication skills. The
distance the superiors want to maintain, will come in the way of
effective communication. The distrust the subordinate may have
of the superior may again hinder effective communication. Cultivate
the habit of openess in and openess to communication. Establish/
Develop atmosphere of trust, supportiveness.

(b) When a subordinate comes to you with some problem, difficulty
etc., avoid what is known as judgmental listening (i.e. opinions,
assessment, judgement).

When the art of fistening is that-verbally and also non-verbally too-you
encourage him to say whatever he wants to say. Very often, in the course of a
disciplinary interview, performance appraisal etc.If you do the right kind of listening
you will find that the other party himself, though he might begin on a note of
defensiveness, might gradually got to realize his weak points or shortcomings if
any.
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(Note: Listening is an art of the finest kind you listen for meaning for
comprehension, near perfect understanding, of the whole person who
is communicating with you).

TEN COMMANDMENTS OF GOOD COMMUNICATION

10.

152

Seek to clarify your ideas before communicating.

Examine true purpose of each communication.

Consider the physical and human setting before you communicate.
Consuit with others,where appropriate, in planning communication.

Be mindful,while you communicate, of the overtones as well as the basic
content of your message.

Take the opportunity, when it arises,to convey something or help or value
tothe receiver.

Follow up your communication.
Communicate for tomorrow as well as today.
Be sure your actions support your communication.

Seek not only to be understood but to understand, be a good listener.
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ROLE OF PUBLIC RELATIONS IN
REDRESSAL OF PUBLIC GRIEVANCES

Public Relations is, relatively speaking, a new comer of the ever ex-
panding horizone of modern careers and courses though as anidea it is as old
as civilization,embedded in our Ethos.

Rama was an embodyment of Dharma (Rama vigrahavan Dharma).He
was acclaimed as "Priyam vada"(He who- speaks pleasantly) as a PR
attribute. Hanuman was skillful communicator. Against all odds, he could win the
confidence of Sita whom he saw in Lanka for the first time in his life. He
accomplished his task without having to use Rama's ring for the purpose -thanks
to his communication skills. Prahlada remained unruffled throughout the testing
time and spoke to his father and teacher always with genuine love and regard
even when they were out for his blood. He was a true Satyagrahi. Vidura never
shirked his responsibility in advising the King even when he had to offer
unpleasant advice. If PR is counselling the management then Vidura can be
reckoned as a good PR person. Gandhiji was every inch a PR person effectively
communicating with masses when media such as Radio, TV, Cable TV and
Satelite communication were not available to him.

ANCIENT PR PRECEPTS

Mahabharat tells us how not to behave. 'Don't do to others what you yourself
don't like others do to you', is the cardinal axiom it preaches. There is no other
goiden rule to promote social amity and cohesion than this.

Our sages made certain prescriptions for the use of tongue by detailing
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what one may and may not speak, One such important percept is;

‘Tell truth. Tell it pleasantly. do not mention truth if it is unpleasant. Do
not say anything to ptease others if it is not true'

Invitation to Samanas (discussion groups) during vedic times was an
excellent illustration for social amity and accommodation. It says 'Let us all move
together. Let us all talk to ourselves and resolve our differences through
discussion’ This shows the role played by communication even in those days in
resolving social frictions. Thus use of communication to promote goodwill and
understanding was, embedded in India through, cuiture, and ethos.

ATMA STUTI, PARA NINDA

Curiously, self praise does not figure the favourite traits of communica-
tion in those days. Today the entire edifice of propaganda communication stands
on the foundations of these two 'Atma stuti' (Self praise ) and "Para Ninda " (to
find fault with others) , Krishna tells Arjuna that self praise amounts to commit-
ting suicide and Para Ninda is a murderous sin. In the current enviroment of
Parliamentary democracy, suicides and murders' seem to be the order of the
day.

PR literature too is unable to escape from these two. Consequently more
of 'Prabhu Sambandhalu than Praja Sambandhalu' are seen these days.

Then what is PR? Public Relations has been defined variedly. In essence,
PR is a communication exercise. Communication being , preferably two way
(from the organisation to the public and from pubilic to the organisation). It is
purposeful (to promote understanding and goodwill between the organisation
and its justice with a view to enlist non-coercive compliance to the programmes
of the organisation devised for the public) and it continues (Communicationis to
an organisation what breathing is to a person).

TYPES OF COMMUNICATION

Communication can be of three types; (1) Raja Sammita (Royal style )
which is just an order where there is no choice, Ex: Satyam Vada (Tell truth) (2)
Mitra Sammitha (friendly approach) Ex: 'use of a helmet while driving a scooter:
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it protects you') (3) Kantha Sammitha : (through a suggestion) Ex;'Our neighbour
bought a new saree. It is cheap. She says she can even arrange instalmet's
says the wife, She is suggesting to her husband to buy it. This approach is
suitable and best suited for PR purpose.

MANAGEMENT FUNCTION

PR is considered a management function having an access to decision
making levels occupying a place of pride in the organisation. Over the last two
or three decades; it has registred a phenomenal growth. Today it is not the PR
who does PRO work for the organisation. Everyone right from the Chief Minister
(Chairman in case of a Corporation) down to the attender is a PRO to the
organisation. Commissions and omissions on the part of any one in the
organisation for good or bad can affect the image of the organisation as a whole.

IMPORTANCE

The importance of media can be gauged by the following instances;

There were times when the cabinet resolutions were drafted first and
then verified before they were issued to press. That too, by an official. Today the
Chief Minister himself makes a beeline from the cabinet room to the press room
to announce the decision to media.Earlier, the media persons used to follow the
Chief Minister's car, almost, at the end of the convoy. It is not uncommon to see,
of late, the CM himself travelling in the media vehicle.

PUBLIC GRIEVANCES REDRESSAL

Public grievance redressal, too, not a new idea. It is as old as administra-
tion. The entire episode of avataras of Narasimha, Rama and Krishna owes its
origin to the grievance nursed by 'Sanaka-Sanandana' when 'Jaya and Vijaya',
the gate keepers of Vishnu did not allow them to see the Lord. Sanaka Sanandanas
did not wait for some one to come to their rescue but resorted to "un-aided" self
help by ensuring the duo. The story of "Satyanarayana Vratham" begins with
Narada providing feedback to Vishnu on the grievances of the humans living on
earth. Though our rulers too would like to get away with such simple solutions
as the one then offered by Vishnuy, it is not possible to do so in the full glare of the
media now.
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SEPARATE MINISTRY

Grievances redressal mechanism was limited for a long time to hanging
notice boards in railway stations announcing the availability of complaints book.
This was later changed as "Complaints and Suggestion Book™. Only in 1988, a
separate ministry to deal with public grievances was established in the Govern-
ment of India. This was kept under the direct control of the Prime Minister. But its
impact is yet to be noticed. All that has been done so far is to designate one of
the officers in every department as a "Grievances Officer".

STATES

The States too have been advised to have similar arrangement for pro-
cessing and following up public grievances. In Andhra Pradesh during the pe-
riod when Sri T. Anjaiah was the Chief Minister, the then Editor of Andhra Prabha
Telugu (Weekly) ran a feature "Mukhya Mantri tho Mukha Mukhi(face to face
with Chief Minister). This gradually turned into a forum to ventilate people's griev-
ances.

N T RAMA RAO

The credit for highlighting the need to attend to the grievance redressal
on priority in Andhra Pradesh should go to Sri.N. T.Rama Rao who, in his own
style converted this useful endeavour into a PR exercise. His statement that he
would give house site pattas to poor within an hour after asking drew long ques
at his residence. His announcement that the officer receiving the grievance would
mark the date of possible disposal on all petitions received by him and follow it
up to conclusion was ignored by the official dom. He launched, "Prajala Mungita
Palana” scheme in Srikakulam District by carrying with him the entire Secre-
tariat with him on tour. Not much could be achieved as a result of the exercise.
The Chief Minister rounded it off by inviting himself to lunch to a poor tribal hut
and eat there in the full glare of the media.

PRAJALA VADDAKU PALANA

Soon after Sri.N.Chandra Babu Naidu tock over as Chief Minister
succeeding N.T.Rama Rao, he decided to continue the programme of going to
the people to find out their grievances. He however, made some changes such
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as dropping the Secretariat accompanyment. He effected a slight change in the
name also. The programme then snow balled into a gigantic media exercise
cumilating in his party's victory in Lok Sabha polls. Any way, the Chief Minister
was successful in arousing the people from apathy and whipping up their
aspirations. The huge inflow of as many as 4 lakh petitions reflect this. Ministers,
MPs, MLAs and officials were made to go to people and face them. The CM
himself criss crossed rural Andhra flying across in a helicopter reaching out to
people. Against tidal wave of people's aspirations, he could offer in addition to
processing of petitions a soothing medication of "shramadan" programme of
"aided selfhelp” for rural reconstruction. The paper on the State's finances brought
out by his government with disarming frankeness has dampened the people's
enthusiasm a little. It paved way for the birth a revolutionary programme named
'Janma Bhoomi' for fulfilment of hopes and aspirations of people for a better life.

IN OTHER STATES

The activity of the people is not peculiar to Andhra Pradesh state. Politicians
would never let go an opportunity to mimic a populist measure. Sri Deve Gowda,
Former Indian Prime Minister used to hold "Janata Darshan" at Delhi as he was
used to do at Bangalore when he was the CM. It is unfortunate that some treat
this as populist measure or a PR exercise little knowing that such action will only
be counter productive. Eccentricity is not lacking in some quarters. This is evident
by the fact that the Chief Minister of a State tried to do hair cut himself to a boy
during his visit, to a village. Either he could not find somecne to do the job or he
could not find something better to do.

ANATOMY OF GRIEVANCE

Against this background, it is worthwhile to understand the nature and
genesis of grievance. It may be a felt-need (like the need for employment) or a
want (request for a transfer) or a desire (seeking promotion). Grievances are
essentially individual but they soon assume a community face to become a public
grievance. Getting water from distance is a grievance felt by the families in a
village on individual basis. As it applies equally to all, it has become a felt-need
of the people and transformed itself into a public grievance.

GERMINATION

Grievances arise mainly due to the red tape, inefficiency, corruption and nepotism
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of those in charge of administration both at the cfiicial and political end. They
can be the resuit of either an unsound policy or programme or of faulty
implementation of a sound policy. Grievances may be caused by sound
administration of a sound policy also as in the case of displacement of people
from submergible areas when a dam is being constructed. They can also be
caused by natural calamities or by unforeseen happenings. Curiously, most of
the grievances can be problems of growth, as Danial Learner puts it. People for
generations, were not aware of what a good life looked like. They know, not how
to achieve it. Once they had a taste of development they want more of it. Not
only that, they begin to discern. When there is no road, people suffered it sitently
for centuries. But when as metal road is laid, they demand a black-top road;
then, a double lane and so on. This is a desirable fall out of PR communication
and development environment.

VILLAIN OF THE PEACE

Communication creates awareness of development and of the means by
which it can be achieved. it also motivates people by informing them about what
happened in other places. It guides them through the action programme in
achieving what they aspire for. One of the responsibiiities of PR s to provide the
feedback which is also a key to grievance redressal. Finally, the evaiuation of
what was achieved would follow so that better planning and implementation
might ensure next time.

PR CAN ALSO GERMINATE GRIEVANCE

160

In fact, in many cases, PR is the villain of the peace. Any programme to
be a success should be given the back up of publicity. What a PR person should
aim at is to inform the citizenry. As a leading PR counsellor, Fred Mervin said
Public Relations in government parlance implies informing of the citizenry. Such
information should enable them understand the policies of the government,help
them in their relations with government and in deriving the benefit intended from
its policies. People shoutd be educated not only on the advantages of suggested
behavioural pattern but also on the modalities involved. For example, a parent '
may be convinced of the need to get his child immunised but he may not know
how to go about it. If he is informed that he can get his child immunised at the
Primary Health Centre free of charge, he may feel enthused to get it done on
schedule.
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But unforunately, the current day PR communication, in many cases, is
loaded with the glory of the powers that be, causing drought of publicity amidst
a flood of propaganda. If the information gap in the minds of people is removed,
many grienvances subside automatically.

DEFINATIONS OF PR

Itis an irony that many leading PR writers failed to elaborate on the role
of PR communication in development. This is because they all hail from developed
countries like USA and UK. The PR task, therefore, is concerned with market
promotion. But in developing countries the position is different. PR has to act as
catalyst for growth. Designed by local experts blindly on the model of PR, the

syliabi for PR courses in our country lack the needed stress on this important
arm of PR.

Similarly, the aspect of public grievances redressal does not figure at all
in PR course. There is, of course, the feed back part of it. But the feed back in
PR is limited to the practicle difficulties that arise in the course of the grounding
of PR plan or a policy of the Government. The Information and Public Relations
Department in Andhra Pradesh proved a path breaker in this respect by insisting
on feed back reports with expanded content reflecting the grievances of the
people.

PR PUBLICS

Public does not mean general public in Public Relations. It has a spesific
connotation. It may mean those affected by the organisation.Cement dust flies
and envelopes the houses in the vicinity of a cement factory. People in that
vicinity are affected by it and form its 'Public' for purposes of fighting for relief
from dust. This has a bearing on the subject of grievances.

PR THE RIGHT TOOL

PR is the right tool in helping the cause of grievance redressal. When
the scheme of 'Rs.2/- kilo Rice' was introduced during the first stint of NTR
Ministry in Andhra Pradesh State, the policy was that the entire quota for the
month had to be lifted by the cardholder at one stroke. Obviously, this was framed
with a view to facilitate accounting and inspection overlooking the consumer
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convenience. The consumer who is expected to be below the poverty line cannot
hope to mobilise the total amount needed for monthly quota at one stretch. This
difficulty was voiced by some in the press which was promptly taken up by PR
with the relevant authorities and an amendement was issued permitting lifting of
quota by the consumer in any number of instalments.

PR A DIRECTION BOARD

PR person does not have the financial allocations or administrative arm
to redress grievances. But he can guide people to right quarters in their quest
for solutions. It can also take up select issues with concerned authorities and
follow it up to conclusion. It can aiso alert the concerned authorities on the problem
so that they can move with alacrity to find a solution. Above all, the PR works as
a shock absorber to government providing ventilation of public grievances.

PRAJALA VADDAKU PALANA / JANMA BHOOMI
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PR has a special role to play with regard to schemes like Prajala VVaddaku
Palana ( Government at the door step of people) and Janma Bhoomi (Adided
selfhelp). First, it creates an awareness of what is going on so that those that
have been nursing a grievnace would become aware of the opportunity available
to them to ventilate it. It can enlighten the people of the possible chances of
encountering higher ups by notifying the dates of meetings in the village, in
which the VIPs are expected to participate. Sometimes, the VIP makes it a
'surprise’ visit. With the entire paraphernatia following him and the police wireless
set monitoring his movements, the element of surprise becomes a casualty. Such
combination of meeting the people (which needs wide publicity) and surprise
inspection ( which cherishes secrecy) are incompatible and ill-conceived in terms
of PR.

At the end of the meeting in PVP campaign, PR can highlight the people's
response in the media so that those in other places make bold to follow it. It can
publicise the positive results to enthuse those that take pessimistic view of such
schemes.

PR can also undertake evaluation to assess the impact created and
also to determine whether the impact was in the right direction.
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SOME USEFUL TIPS

Given below are some tips for individual officials who deal with grievances :

1.

8.

Keep your eyes and ears open. Talk to the affected always directly without
amiddleman. Whether you can help him or not is a mootpoint. Dialogue
with the people will help you by way of a feedback from the field.

Keep no pendency. Your work is half done. You have to clean the mess

any way. if you keep no pendency you would not create a mess for your
SUCCesSsOor..

Use PR only as an instrument and not as an ornament. To be fruitful, it
should be administrered in correct dosses. It is like your chappals. Even
a rich person who can afford a large size boot has to wear only that
which fits his foot. Nor, one can effect savings by opting for smaller
sizes like children's shoes. Your option is limited to wearing the right
size

Identify your target groups, formulate your messages to them, select the
right media mix, ensure coverage of the maximum number possible in
the group, keep an eye on feedback, follow up and evaluation.

Make it a point to receive visitors during fixed hours. Spend the mini-
mum time on pleasantries. Make the visitor feel at home and help him to

open up. At the same time, let him not feel ignored or slighted by casual
behaviour,

Smile is the best weapon in PR arsenal. Do not overdo if lest your visitor
should feel offended. Also be careful not to sport a smiling countenance
when your visitor pours out his problems. He may mistake your PR smile
for a sadist streak and nurse a fresh grievance against you that their
difficulties have become a laughting matter for you.

When you are going on camp, as part of 'Prajala Vaddaku Palana' get
the dates and places of your visit well publicised. Local cable TV opera-

tor may be of use.

Never say no to anyone. Nor give false hopes. If there are no difficulties
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by way of finances or rules, explain it, If the case is genuine, write to
higher ups for amendment of rules or for additional provision making
out a case. If you can creat confidence in people that you have a helping
nature, the attack of the affected will lost its teeth .

To be frank, grievances galore is a sad reflection on the efficiency of the
administrator. Remember that you have to clear up the mess whether it
is your own creation or an inheritance. Have the will to be helpful. You
will find a way to do it.

Delegate authority where permissible. But when it comes to PR, there
are many things one has to do himself "sapatu” (food) and "Santakam"
(signature) know no delagation. SO also the smile.

a )
One man may hit the mark, another may blunder;
but need not these distinctions, only from the alliance of the
one, working with and through the other, great things are born.
e __
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