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‘PREFACE

At the tiivee off fiowenation on the 1st July, 1957, the Board consisted of Secretariat, Office of Chief
Emgineer/ Blerthiilyy amd other sub-ordinate offices. in regardio office procedure, the Secretariat Branch
tieas Honanfis!maiivg e grocedure lald down in the Tamil Nadu Government Secretariat Office Manual. The
aiffice: «ff tthe Qi Engineer /Electricity and othersubordinate offices continued to foliow the procedure that

- m:h\w?uealmm of formation of the Board.

Covesguanttam the re-organisation of the Baard office into five branches onthe 1st, August, 1979, and
tnedarngestizesitier, a comprehensive Board Office Manual as a guide and takinginto account the various
antiacs it fonm thee to time by the Board in regard to office procedures, Tamil Nadu Eletricity Beard
Office Wl s iheen prepared: and intreducad.

Mowthecsmpreivansive office procedure manual for both the offices at headquarters and field based
an the Gawament of Tamili  Nadu Secretariat-Office Manual and District Office Manual, this Tamil Nadu
Bitahiintty Hmeroll (ffce Mansal has heen praparad.

Any enos ar aemissions found In this manual may be brought to iy notice for necessary action.
Saggestions awe i welcome.

Mtatiens - 2. K.N. RATHINAVELU,
: SECRETARY.
205 1950, TAMIL NADU ELETRICITY BOARD.
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"TAMIL NADU ELECTRICITY BOARD
OFFICE MANUAL

CHAPTER -
THE BOARD OFFICE ORGANISATION
1.01 COVERAGE : () The manual is Iintended to cover the procedures

to be followed in all the offices of the Tamil Nadu Electricity Board. Eveiy member
of the establishment must make himself thoroughly conversant with the provisions
contained in this manual. The plea of ignorance cannot be an excuse for
deviating from them. The Section Head should ensure that every Assistant, Junios
Assistant and others under his control know and understand the provisions of the
manual and that copy of the manual supplied to the section is corrected and maln-
talned up to-date.

(i) t is the duty of the higher officers to see that all members of the
staff under their control have a thorough knowledge of the manual and that
they carefully observe the provisions in the manual.

THE BOARD OFFICE ORGANISATION

(fily The Tamil Nadu Electricity Board was formed on 1-7-1957 and the business
of generation, transmission and distribution of electricity which was in the hands of
State Government was taken over by the Board. The Electricity (Supply) Act 1948
(Central Act No. 54 of 1948) provides among others that the Board shall
consist of not less than three and not more than seven Members, appointed by the
State Government. Of these Members (a) one shall be a person who has experience
of and has shown capacity in commercial matters and administration ({b) one
shall be an Electrical Engineer with wide experience and (c) one shall be a person
who has experience of accounting and financial matters in a public utility undertaking
preferably an electricity supply undertaking. One of the Members possessing any
of the above qualification shall be appointed by the State Government as the
Chalrman of the Board. The -Secretary to the Board Is appolinted with the concurrence
of the Government. At the time of formation of the Board there was a Secretariat,
an Office of Chief Engineer (Electricity) and other subordinate Offices. The Headquarters

"set up was reorganized with effect from 1-8-79 combining all the Headquarters
offices, decentralising more power, streamlining paper work, procedures etc. Under
the reorganised set up there are five Branches under Board Office as below :




(1) Secretariat Branch ' . b
(2) Administrative Branch
(3) Accounts Branch

(4) Audit Branch

(5) Technical Branch

1.02 The set up of each Branch is Indicated below :
(a) Secretariat Branch :

() The Secretary to the Board Is the Executive Head of this Branch. Subjects
relating to Service and other regulations, Standing Orders, Wage and workioad
revision, Establishment matters of Class | Officers, retirement benefits to Class | Officers
of the rank of Superintending Engineer and above, land acquisition, convening
meetings of the Board and Consultative Councll, Recognltion of Unions, Bonus,
Holidays, Medical Attendance Rules, general questions and allotment of funds
relating to House Building and othér loans and advances are dealt with in the
Secretarlat Branch. Subjects requiring speclal approach are dealt with In Legal Cell,
Organisation and Methods Cell and Vigilance Cell. Besides Deputy Secretaries, Under
Secretarles, Section Officers etc. borme on Secretarlat Cadre, certain personnel drafted
from the Government of Tamil Nadu are also working In Legal Cell and Vigllance
Cell on deputation basis. The hierarchy In this Branch is Secretary-Deputy Secretary-
Under Secretary-Section Officer-Assistant.

(i) The Secretary to the Board : The Secretary exercises general supervision and
control over the staff under him including Deputy Secretaries and Under Secretaries
and is responsible for seeing that the members of the staff do the work allotted
to them efficiently and expeditiously. He arranges for and attends the meetings
of the Board and Council. Files of all Branches which are placed before the Board
pass through the Secretary. Besides, the establishment matters of Audit Branch are
also disposed of by him. It is his duty to take efficient steps for the prompt

- despatch of business in the Branch. The Secretary is usually assisted by one
or more Deputy Secretaries and Under Secretaries. The Secretary should however,
delegate sufficient responsibility and authority to these officers so that the work in
the Branch Is handled smoothly and efficiently. Policy matters and all important
matters shouid be dealt with In consultation with the Secretary who will be in overall
charge of the Branch. In cases of exceptional urgency, the procedure laid down must
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be expedited by all possible means. Personal communication (by telephone or
otherwise) should be freely resorted to with a view to reduce the volume of noting.

() Inspector General of Police (Vigilance) : The Inspector General of Police
(vigiance) is the head of the Vigllance Cell. He works directly under the control of
Chalrman. He Is assisted In Vigilance work by Vigilance Officers of the rank of Executive
Engineer and Deputy Superintendents-of Police and Inspectors of Police. For detection
of theft of energy two Anti-Power Theft Squads function as units of Vigllance
Cell under two Superintending Engineers, one at Madras and another at Salem.

(V) Legal Adviser : The Legal Adviser is the head of the Legel Cell. He deals
with all legal Issues referred to Legal Cell and scrutinises draft plaints, written
statements,  affidavits, counter affidavits, grounds of appeal, deeds, agreements etc.
He works under the control of Chairman. He assists all the Officers of the Board on
legal matters and the cases filed in Courts.

() Deputy Secretary : The Deputy Secretary deals with cases relating to
the subjects allotted to him with reference to the general or specific directions of
the Secretary and submits to Secretary such cases as may be specified. He
also exercises control over the sections placed in his charge both In regard to
! despatch of business and in regard to disclpline.. In accordance with the recognized
practice and such specific instructions as the Secretary may issue from time to
time, he may pass final orders approving proposals which are of a routine nature
or which require only the formal sanction of Board. In other cases, he wil see
that polnts on which orders are required are cleary and concisely set forth, and will
ordinarily express hils own views on them., When the Board has passed orders on a
case, he should see that those orders are conveyed completely, accurately and clearly
without unnecessary verblage to those whom they concern, and that all points for
orders are dealt with In the communication to be issued.

(vi) Under Secretary : The Under Secretary exercises control over the sections
placed in his charge both In regard to despatch of business and in regard to
discipline. Me will instruct them how to deal with papers, both generally and in
individual cases, and see that such instructions are carried out and that papers are
properly handled. It is his -duty to .check delay, superfluous noting and prolixity
of language, whether in notes or drafts, and enforce the rigid ohservance of all rules

§- Inregard to such matters as the form and scope of office notes and drafis. the

- gommunication  of copies of documsznis as enclosures, referencing, the citation
of precedents and authorties. Noting and drafting on a case of a difficuit or
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complicated nature should as far as possible, be done by the Under Secretary, who
should make free use of stenographers and utilize the services of Assistants and Section
Officers for the collection of statistics or papers or any Information which he may
require. In some cases, he may save delay and trouble by indicating appropriate disposals
oh papers when received in the tappal and drafting on papers immediately on
thelr retum from officers. In the case of papers received unofficlally from other Branches
of Board Office, it Is often possible for him to .note at once on racelpt.

(vi) Control of Office matters @ Subject to the orders of the Secretary, the
Under Secretary (Estt) is in general charge of the office matters as a whole. The
Under Secretary (Estt.) deals with contingent expenditure and controls the menial staff.

(vilf) Section Officer : The Sectlon Officer Is incharge of a section In Board
Office Secretariat Branch. He is assisted by a certalin number of Assistants who work
under his direction and control. He Is responsible for all files relating to the subjects
allotted to the Assistants under him. He Is directly ‘responsible to the Officers under
whom he works for the efficient and expeditious despatch of business at all stages
in his section and for office routine and procedure. The training of the Assistants
under him Is one of his principal functlons. He must guide his Assistants in all
.aspects of work and see that his Assistants exerclse proper discrimination in their
work e.g. they do not waste time and paper on qeedle§s noting or correspondence
and that really emergent matters are given immediate attention. He will not merely
supervise but will himself undertake to deal with more difficult or important papers,
taking such assistance from Assistants as he may find necessary. He maintains
discipline In his  section and ensures conformance with the orders and
instructions in force. The Section Officer must constantly examine the cases
pending with his Assistants to see that they do not delay them. He should advise his
Assistants as to the manner in which they  should deal with Individual cases
and should encourage them to come to him for advice whenever they have
doubts. He should Insist on his Assistants studylng the currents and beginning to |
collect papers for . reference Iimmediately on their recelpt. He should check amy !
tendency to unnecessary and too elaborate research. He should see that currents
are put up quicly and according to the nature of their urgency and that they
are pi'o_pedy referenced. He should check prolixity in noting. The chief merits
of a good note belng Ilucldity, completeness and brevity, he will see that they f
are constantly kept In view both by himself and his Assistants. The Section Officer }
is not expected to express views or suggest what orders should be passed except |
where they necessarily follow some provision of iaw or rule or are in accordance
with precedent.
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Note : The above directions wili apply mutatis mutandis to Assistants who
submit papers direct to officers.

Papers returning from Secretary/Chairman will pass to the Section through the
other officers concerned and all papers returning from these officers will pass to the
Assistant concemed through the Section Officers. From the notes wrilten by those
officers and the modifications of drafts put up by the Assistants, the Section Offlcer
will know what each Assistant Is capable of and what help and guidance he requires
and where he is liable to fail and must therefore be watched. The Section
Officer  will authenticate the fair copies of Memos., U.O. Notes, B.Ps and letters
Issued from Secretariat Branch based on the orders In force from time to time. He
will cause to issue routine reminders to the Chief Engineers and other Officers. The
Section Officer wilt periodically inspect the personal registers, Arrear Lists and
Reminder diary of Assistants under his control. He will perform such other duties
as may be entrusted to him by the Secretary and the Board from time to time.

{b) Administrative Branch :

() One of the Chief Engineers, designated as Chief Engineer { Personnel) Is
the head of this Branch. Staff sanctions, labour matters, acquisition of electrical
undertakings, general questlons relating to RWE establishment, Class I establishment
_ matters, recruitment, amenlties and concesslons to employees, delegation of power,
inspection of circle offices and training are the subjects dealt with in this Branch.
On labour matters an Industrial Relations Advisor, a deputationist is advising the
Officers concerned.

(il The hierarchy In this Branch is Chief Engineer (Personnel), Deputy Chief
Engineer (in the rank of  Superintending Engineer)/Senior Personnet Officer--
Personnel  Officer--Person  Assistant--Superintendent--Assistant.

() The tralning wing Is headed by a Director In the rank of a Superintending
Engineer assisted by Deputy Directors in the rank of Executive Engineer. The training
wing takes care to equip the Board's staff wherever necessary, to meet the
changes In technology and management techniques that are taking place day today.

(iv) Deputy Chief Engineer and Senior Personnel Officer : Thay will deal with
cases relating to subjects allotted to them with reference to the general or specific
direction of the Chairman, Chief Engineer (Personnel} and Secretary to the Board and
submit to higher officers such cases as may be specified. They shall also exercise

% control over the section placed under their charge both In regard to despatch

of business and in regard to discipline. The directions given In the case of Deputy




Secretary, Secretanat Branch will apply mutatis mutandis to Deputy Chief Engineer "
and Senior Personnel Officer of Administrative Branch in regard to performance of thelr
dutles. ‘

(v) Personnel Officer and Personal Assistants : They shall exercise control ;
over sections placed under their control both in regard to despatch of business and "
in regard to discipline. They will also exerclse such of those powers as have been j
delegated to them by the Board. The directions given In the case of Under ]
Secretary, Secretariat Branch will apply mutatis mutandis to Personnel Officer and
Personal Assistant of Administrative Branch in regard to performance of thelr duties. S

(vi) Superintendent : The Superintendent is Incharge of a Section In the
Administrative Branch. He is assisted by certain number of Assistants who work under |
his direct control. He is responsible for all files relating to the subjects allotted
to the Assistants under him. He is directly responsible to the Officers under |
whom he works for efficient and speedy actions on the subjects entrusted to his |
section. He must guide his Assistants in all aspects of work. The Superintendent ]
will not merely supervise, but he himself will dispose of difflcult and Important ]
papers. He maintains discipline in his section. '

{c) Accouhta Branch :

(i) One of the Chief Financial Controllers is the head of this Branch. Accounts, §
balance sheet, resources, loan management, revenue, tariff, etc., are dealt with in ]
this Branch. The hierarchy in the Branch is Chief Financial Controlier—-Financial
Controller-Deputy Financial Controller--Accounts Officer—Assistant Accounts Oﬁlcer--Ac-.
countant--Assistant. The Accounts Member is in overall charge of this Branch. |

(i} Chief Financial Controllers : The Chief Financial Controliers work directly §
under the control of Accounts Member and assists him to control and co-ordinate]
all accounting, revenue and financial matters in the Electricity Board in order to ensurs |
that a sound financial and accounts organisation is maintained throughout thej
Board. The C.F.C. |s assisted by Financial Controllers and Deputy Financial]
Controllers in the maintenance, checking, compilation and submission of the accounts]
and ensuring the implementation of regulations concerning the disbursement of money
and the accounting of stores by the Board's Officers. He controls the accountlng'
and field procedures and introduces modifications, wherever . necessary, inj
consultation with the Accounts Member. The Chief Financial Controller scrutinises
the proposals for budget, balance sheet, renders |T. returns, returns to State
Govt. and Central Electricity  Authority, furnishes , replies to all matters connected‘

I
r
I
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with Audit comments, P.U.C./P.A.GAssembly and parllament questions, arranges payments
in respect of acquired Electrical Undertakings, power purchases, loan repayments,
Interest on loans, C.E's purchase Orders, letter of credit and i.D.B.., reviews all
retums from Circles including cost of generation, arranges for inspection of Circles.
All  matters connected with the establishment of Accounts Branch Is dealt with by
him. He attends review meetings and co-ordinates on all matters relating to
commercial accounting. Subjects relating to tender analysis, formulation,
revislon and implementation of Tariff and mobilisation of resources and Funds
management will be finally disposed of by him.

Another C.F.C. designated as C.F.C. (Revenue) is in charge of all revenue matters.

(iii) Financial Controlfers : Two Financial Controllers are looking after purchase,
revenue and finance and are assisted by Deputy financial Controllers working under-
their control, supervision and direction.

(iv) Deputy Financial Controffers : The Deputy Financial Controllers work under
the control, supervision and direction of the Chief Financial Controllers and the
Financial Controllers. The Deputy Financial Controller is assisted by the Accounts
Officers and Assistant Accounts Officers. He is responsible for all files relating to the
subjects allotted to him. He exercises general supervision and control over the sections
placed under him.

(v) Accounts Officers and Assistant Accounts Officers : They work under the
control, direction and supervision of the Deputy Financial Controllers and arrange
to put up notes, drafts, on the subjects allocated to them. They are assisted by
Accountants and Assist=nts. Difficult and important papers are to be dealt with by
the Accounts Officer/Assistant Accounts Officer.

(vi) Accountant : The Accountant is In charge of a section. He Is assisted by a
certain number of Assistants and Junior Assistants who work under his direction and
control. He Is responsible for all fites relating to the subjects allotted to the Assistants
and Junior Asslstants under him. He is directly responsible - to the officers under
whom he works for the efficient and expeditious despatch of business at all stages
in hiv section and for office routine and procedure. He must guide his Assistants
and more important and difficult papers are to be dealt with by him.

(d) Audit Branch :

() The Chief internal Audit Officer Is the head of this Branch. The primary
functions of this Branch Is to conduct Internal checks on the transactions relating
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o expendliture, receipts, purchase. works contracts etc. and to make specified
appraisal studles activities. This branch Is under the overall charge of the Accounts
Member. The Chief Internal Audit Officer carrles on the business of this Branch with
Deputy Chief Internal Audit Officers under his direct control. Internal Audit
Officers, Assistant Audit Officers and Auditors are others, in the same hlerarchy,
working In this Branch. ' |

(i) Chief Internal Audlt Officer : He exerclse general Supervlslon and control
over the staff under him and is responsible for seelng that the members of
the staff do the work allotted to them efficiently and expeditiously. It is his duty to
conduct internal audit as per the approved audit programmes and Is responsible to
Accounts member/Secretary for the proper system of Internal audit and for the prompt
despatch of business In Audit Branch. He is assisted In his function by the Deputy
Chlef Internal Audit Officers, Internal Audit Officers and Assistant Audit Officers.

{iij) Deputy Chief Internal Audit Officers : The Deputy Chief Internal Audit Officers
have the overall supervisory control of Internal Audit Officers and Audit Parties placed
under them with regard to audit functions. They also exercise control over the
sections placed in their charge In regard to despatch of buslness and discipline.
Besides, they dea! with the case relating to the subjects allotted to them.

(v) internal Audit Officers : The Internal Audit Officers. of the Audit parties exercise
supervisory control over the Audit Parties placed in their charge for their efficlent audit
performance with reference to audit programme and instructions from Headquaft;érs,
besides giving guidance to them. In addition, they carry out the Audit work entrusted
to them. The Internal Audit Officers in Headquarters Office exercise control over the
sections placed In their charge in regard to despatch of business and discipline.
They assist the Deputy Chief Internal Audit Officers and Chief Internal Audit Officer
in performing their duties entrusted to them. .

(v) Assistant Audit Officers : The Assistant Audit Officer Is in charge of the
section in Headquarters and is assisted by a certain number of Auditors who
work under his direction and control. He is responsible for all files relating to the
subjects allotted to the Auditors under him. He is directly responsible to the  officers
under whom he works for the efficient and expeditious despatch of business
at all stages In his section and for office routine procedure. The Assistant Audit
Officers attached to Audit parties: supervise the works of Auditors as per Audit pro-
gramme/instructions from Headquarters besides carrying out their audit work entrusted
to them. They are responsible to supervisory Officers viz. Internal Audit Officers/




9

'Deputy Chisef Internal Audit Officers under whose control the audit partles are placed.
~The Assistant Audit Officers incharge  of audit partles/sections maintain
discipline in audit parties/sections and ensure that the orders and Instructions in force
are strictly camied out.

{e) Technical Branch :

() This Branch of the Board Office consists of Chief Engineers with headquarters
at Madras (excluding the Chief Engineer/Distributlon/Madras Region, Chief Engineer/
Personnel) and the Superintending Engineers under them. Subjects and matters of tech-
nical nature are handled In this Branch. Energy management Research and Develop-
ment, Computerisation, Planning, Rura! Electrifications, Technical Audit are a few such
subjects.

() There are six Chiet Engineers in the Technical Branch with headquarters at
Madras (excluding Chief Engineer/Distribution/Madras Region and Chief Engineer, (Per-
sonnelYwho is the head of Administrative Branch). They are :

1) Chlef Engineer/Thermal Designs. .

2) éhlef Engineer/Transmission and Grid operation.
3) (_:hief Engineer/ResearcH and Development.

4) Chief Engineer/Planning.

5) Chief Engineer/Materials Management.

6) Chief Engineer/Civil Designs.

The Chief Engineers will exercise efficient control over the dutles of the
officers under their control. The Chiet Engineers will call for reports from’ the field
wherever accidents and consequent damages or losses to machinery and equipment or
where serlous Interruptions to service have occurred and deal with them in the manner
best required. Wherever losses due to negligence or other acts require report to the
Board, Chief Engineers will promptly do so and recommend any action to be Takep.
The Chief Engineers will prepare annually the portion of the budget estimate relating
to the, works under their control. It will be their duty to administer the grant and with
this object keep a close watch over the progress of the expenditure against the

- grant, with a view to seeing that no excess Is ‘permitted to occur and that if additional

funds are necessary, applications for the funds are made. It will further be their
duty to see that the grant is fully expended in su far as is consistent with general

\
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economy and the prevention of large expenditure In the Ilast months of the
year and that any money that is not likely to be needed during the year is promptly
surrendered so as to allow of s appropriation for other purposes by proper authority.
They are responsible for all important technical design (Electrical, Mechanical or Civil}
and controls the headquarters offices managed by different Superintending Engineers.

The foliowing are the Superintending Engineers working under the Chief Engineers
in Technical Branch :

1. Superintending Engineer/Design/Tuticorin Thermal Power Project.
Superintending Engineer/Design/Electrical.
Superintending Engineer/Design North Madras Thermal Power Project.

A @ W

Superintending Engineer /Civit Thermal-I.

Superintending Englneer/Cile Thermal-Il.

Superintending Engineer/Planning.

Superintending Engineer/Rural Electrification and Improvemenis (Distribution)

Superintending Engineer/Materials Management-I.

© ® N o o

Superintending Englneer/Materlals Management-Il

10. General Superantendant/Stores Inspection.

11. Superintending Engineer/industrial Energy Management Cell.
12. Supyrintending Englnee;/Betterment Thermal.

13. Dir , Soal

i4. Superintending Engineer/Investigation

15. Superintending Engineer/Civil (Hydel).

16. Superintending Engineer/Transmission.

17. Superintending Englneer/Protection and Communication. (Madras). .
18. Superintending Engineer/Load Despatch and Grid Operation,
19. Superintending Engineer/Hydro (Elecl.).

20. Superintending Englneer/Civil Deslgns.
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The Superintending Engineers will be in charge of the Technical Branch comprising
electrical, mechanical and civll divisions and co-ordinate their work. Superintending Englneers
should normally declde all technical matters of an electrical or mechanical nature under
the guidance when required of the Chief Engineers In respect of those affecting power
systems. The Superintending Engineers will afford all technical asslstance that may be
required by the Chief Engineers. The Superintending Englneer will be responsible for all
. designs and specifications prepared in his office and for maintalning existing ones upto
date. The technical unit of the Circle Is the division In charge of an Executive Engineer
who s responsible to the _Superintending Enginéer for the management of all technicai
works in his jurlsdlctlcr;%"ill be responsible to sed that prompt attention is pald
by all his staff In complying with the instructions Issued by Superintending Enginesr
on all matters. He should check periodically his division and thus ensure that the general
up-keep and working are proper. The Assistant Executive Engineers and Assistant En-
gineers are responsible to the Executive Engineers for the efficient discharge and man-
agement of all technical works. |

1.03 To look after Distribution of electricity supply, the State is divided Into five
Regions each Reglon under the controt of a Chlef Engineer (Distribution). To look after
the progress of construction of Power Project, certain Projects are under the
control of Chief Engineers. '

() Office organisation of Chief Engineer (Distribution)/Mofussii Chief Engineer : The
Chief Engineer (Distribution)/Mutussil Chief Engineer is the Head of the Region/his unit.
He will exercise control on the technical flnancial and administrative functions in  his
office and In the Circles under his control. To assist the Chief Engineer (Distribution)/
Mufassil Chief Engineer, there will be Executive Engineers, Assistant Fxecutive Engineer,
Asst. Engineer, Accounts Officer, Administrative Officer and other Officers who will bé
incharge of Technical, Administration financial and accounting functions and they will
be responsible for the management of the works under thelr jurisdiction. They will be
responsible to see that prompt attention is paid by their staff in complying with the
instructions Issued by Chief Engineer (Distribution)/Mufassll Chief Englneer on all matters.

(i) Office Organisation of the various offices in the circies : A Distribution Circle
will consist of Central Office, Division Offices, Revenue Branches of Division Office,
Sub-Divislon Offices, Section Offices etc. A Generation  Circle/General Con-
struction Circle/Project Circle will also consist of the above mentioned offices excepting
the Revenue Branches of Division Office. The Superintending Englneer will be Head
of the Central Office and he will also be the Head of the entire Circle. The
Executive Engineer will be the Head of the Division, the Assistant Executive
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Engineer will be the Head of the Sub-division, tha Assistant Engineer/Junior
Engineer will be .the Head of the Section. The Assistant Accounts Offlcer will be
the Head of the Revenue Branch of the Division Office. The Superintending Englineer
will exercise over-all control on the technical, financial, accounting and administrative
functions. Normally, in Central Office, there will be Executive Englneer/Deputy
Financial Controller and Accounts Officers, Assistant Accounts Officers, Assistant Ad-
ministrative Officer, Assistant Executive Engineers, Asslstant Engineers etc. to assist the .
Supetintending Engineer in his functions. The Executive Engineer, Assistant Executive
Engineer and Assistant Engineer will be responsible for the technical matters. The
Deputy Financlal Controller, Accounts Officers and Assistant Accounts Officers will be
responsible  for the accounting and financlal matters. The Executive
Engineer/General  wherever available and or  Assistant Administrative Officer
will be responsible for administrative matters. In respect of the technical and field
works, assessment, collection accounting and financial works, in the Divislon, Sub-
Division and Sectlan Offices and Revenue Branches of the Division Office, the Executlve
Engineer/Assistant Executive Engineer/Assistant Engineer/Junior Engineer and
Assistant Accounts Officer will assist the Superintending Engineer. The Executive
Engineer wilill be responsible to see that the prompt attention is paid by all
staff in complylng with his instructions and the instructions issued by higher
aufhorities on all matters. He should check periodically the various units in his
control and ensure that the general up keep and working are proper. The Superin-
tending Engineer will exercise efficient control over the duties of the Officers under him.

1.04. COMMON TO ALL OFFICES

(1) Assistants, Junior Assistants Steno - typists and Typists : The maln duties
‘of Assistants/Junior Assistants (wherever allotted with a subject) In a Section are to
put up notes and drafts, maintain Personal Registers and also assist the Section
head in their Section. They should study the currents immediately on receipt, collect
papers without delay and put up notes and drafts. They are responsible for complete
and accurate referencing and for the proper arrangement of a case. They should
assist the Sectlon haad when he deals with cases . himself by procuring previous
papers, etc. They should cultivate methodical and business like habits, They should
freely seek the advice and guldance of the Section head whenever they have doubts
or difficulties. Junior Assistants are expected to attend to routine tems of work such
as comparing, despatching, Indexing and docketing of closed papers. They shall also
malntain the prescribed periodical registers and put up reminders.
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() Steno - typists do the shorthand work for the officers and such other items
of work as are entrusted to them.

(i) Typlsts are expected to type notes and drafts and to fair copy all com-
munications to be despatched. The matter typed by themn willk be compared by
them with the Assistant concerned or with the Junlor Assistant of the section.

1.05. DESPATCH SECTION & RECORD SECTION :

(@) The Despatch section and Record section are under the control of one of
the officers. The supervising Officer is primarily responsibie (i) for the proper maintenance
of Record sectlon and Despatch section, (i) for the despatching of papers of
the office concemed and {lii) the maintenance of record. One of the principal dutles -
of the Immedlate supervising officer Is to see that papers asked by the Sectlons are
supplied promptly and - that papers are returned to the- Record Section as early as

possible.

(b) In Secretariat Branch, in addition to the general Record section there
Is another Record section under the control of Vigilance Cell, exclusively for all the
records of Vigllance sections.

1.08. CASH SECTION :

‘ The Cash section In each of the offices of the T.N.EB. deals with all matters
conhected with cash transactions of that office under the control of one of the officers.

IN BOARD OFFICE ONLY
1.07. LIBRARY :

(a) In Board Office Secretariat Branch a library contalning books of various Ruies,
Regulations and codes of Govt. of Tamil Nadu as well as Tamil Nadu Electricity Board
Is under the direct control of the Junior Asslstant who is maintalning the stationary
tems. The Junior Assistant concerned is responsible for the safety of the books
in his charge, the issue and returh of bhooks and the proper maintenance of the library
generally. .

(b) In addition to this, a library containing law books is maintained in
i Legal Cell under the control of Legal Adviser to the Board. Essential commentaries
; " on varlous Acts are procured and supplemented to the library. Important law journals
received in Legal Cell are also preserved for reference. The Stenotypist to the Legal
Adviser Is responsible for the safety of books and the proper maintenance of the
fibrary generally. The Library Is intended for the use of the Legal Cell only.
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(c/ There Is a technical library under the control of the C.E./R&D and
is manned by a Librarlan and a Assistant Librarian.

1.08. TELEPHONE EXCHANGE AND CIRCULATION VAN :

Telephone exchange of Board Offices, Is under the control of one of the

officers of the Concerned Branch. A circulation van is available in Secretariat Branch
of the Board Office for official use such as carrying urgent tapals, files etc. to
Government and other offices and for attending to other miscellaneous works. In
addition to this, a motor cycle is also available for the above purposes. They are
under the control of one of the Under Secretaries in Secretariat Branch.

Offic
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CHAPTER - I

_ DEFINITIONS
01 The following are the definitions of some of the words and expressions used

the Msnual : -

3 Arising Reference : Any reference Issued from the office which originates a
e is called an arising reference.

Board means the Tamii Nadu Electricity Board

BRANCH :'Branch is the term used to denote one of the branches of the Board
OMics at Headquarters viz Secretarlat  Branch, Administrative Branch, Technical
Branch, Accounts Branch and Audit Branch and Revenue Branches In circle offices.

; CASE : Case consists of cumrent file, draft, sectional notes, note file, routine
R We and previous papers and books put up, [ any, for reference. t

ClﬂCULATIéN : The submisslon of files to officers for information or orders is
sd ‘Clrcutation’.

¢ CURRENT : A communication received from outside the office or from another
",g— on or an arising reference which is stamped and numbered s, ‘current tappal’
‘ oitly known as a ‘Current’ and the number Hself Is called current number or
B abbreviation “C.No.”; Current file consists, at the outset, of the official or unofficlal
or papers under disposal to which are subsequently added the office
s of any intermediary official or unofficial references §ubsequéntly received and the
fplles to such references demi-official communications and telephonic messages, the
Jrole being arranged chronologically.

k. DEMI-OFFICIAL CORRESPONDENCE : Correspondence Is called ‘Demi Official
hen Board Officers comespond with each other or with any member of public,
77 administrative or  official matters, without the formality of official procedure and
a view to the inter-change of communication of opinion or information.

«  DISPOSAL Is a statement of the decision of the Board competent authority
B pass orders on any .matter submitted for its information or orders. It may
§.a final decision or an Interlm decislon.

DRAFTING : Drafting is the preparation of any cbmmunicatlon which it is proposed
8 by, on behalf of or under the - direction of the Board or any officers of the
or note for facllity of reference by higher officials or seeking orders of the Board.

DESPATCH : Despatch means all works relating to sending out of references
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from the particular section to other section in the same office or to officers of
the office or to other outside offices.

ENCLOSURE : A communication or a statement c;r a plan/sketch or other
document, which Is attached to or which accompanies another communication to sup-
plement or elucidate the point, Intention or orders conveyed In the latter is called
an enclosure to the original reference.

FLAGGING Is the process of attaching to the top of papers put up for reference
in a case, slips printed with letters of English or Tamil alphabat to Identify records
referred to in dealing with a case, without having to indicate the record every time
with its nature, number etc. ’

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

LINKED CASE : One or more files are linked with another file ‘for orders’or ‘for
reference’ when the two deal with allied matters and having common back papers or
require common orders.

NEW CASE : A paper, which is not connected with a pending case in the ofilce
or ons which originates in the office or is star