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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.




) x
Wu t v. &
I :

S/ 3 acwes @

2
» \"o < »
Yar camp, WV g

"l.__-_‘ “
owetl Y\O©

ACKNOWLEDGEMEN

The Tamil Nadu Electricity Board Office Manual has been prepared by Thiru E. Perumal, Under
Secretary/Training, Tamil Nadu Electricity Board in addition to his normal work as per B.P.Ms.(Ch.)
No0.105,dt.7.3.1987.

He has not only done a thorough job inthe preparation of this Manual but also produced the material
promptly in a record time in addition to his normal inspection and Organisation and Mothods Cell work.

In his task which called for single - minded devotion he was assisted by the then Secretary, Thiru
P. Enswaramurthy, the present Secretary and others who gave their ready and unstinted co-operation.

The typing work done expeditiously by Thiru C.E. Rajasekar, the then Thpist to Training officer and
Selvi V.Umamaheswari, Personal Clerk to Under Secretary/ Training is neat.

£ - The material has been printed by M/s. Kumari Printere, 205, T.H. Road Madras -81.

Madras -2 ' K.N. RATHINAVELU,

SECREATARY,
24-5-1990, TAMIL NADU ELECTRICITY BORAD.




2
4

- 1oy

s E S 5 < 2 E=m

»

]

XiJ
Xil
Xwv

XV

CONTENTS

The Beard Office Organisaiton
Definitions

Tappel

Registry of papers

Referencing, Noting and Drafting

Confidenlial papers
Forms and Rules of.correspondence
Fair copying, Examining and Despatching

The course in outline followed by a paper from
receipt to disposal

Meetings of the Board

Indexing and Titles

Checks on delays and Arrears

Record Branch

Office Establishment - Service matters
Office Management

Office hours, Leave, etc.
Miscellaneous

N.P.KRR. Maaligai and its conservancy |

Page
Number

15
19

31

36

60
65
69

85

- 90
93
97
110
125
135
145
160

165

N




L APPENDICES
Appendix . ' Page
Number Number
I Personal Register 172
II Abbreviations 173
I Abbreviations used on Telex Calls 177

IV Tamil Nadu Electricity Board (Meetings)

Regulations, 1958 178

V  List of Index heads 182

VI Register of periodicals | 199
VIl Call Book 200 of |
Sta
VIII Reminder Diary 201 (Ce
IX Detention List 202 co
Sta

X Form of Arrear List _ 203 of

XI Half - yearly Business Statement 204 W
XII Requisition for Records 205 m
. d "
XIII Stock account of furniture and other Office Stores 206 e
XV Records maintained 207 - :'n
.




"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.




5

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/
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'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




=
12

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 - Il
~ DEFINITIONS
2.01 The following are the delinitions of some of the words and expressions used

In the Manual : -

Arising Reference : Any reference issued from the office which origihates a
fle is called an arising reference.

Board means the Tamil Nadu Electricity Board

BRANCH :'Branch Is the term used to denote one of the branches of the Board
Office at Headquarters viz Secretariat Branch, Administrative Branch, Technical
Branch, Accounts Branch and Audit Branch and Revenus Branches in circle offices.

CASE : Case consists of current file, draft, sectional notes, note fiie, routine
fle and previous papers and books put up, ff any, for reference. '

CIHCULATIf)N : The submission of files to officers for Information or orders is
termed ‘Circulation’.

CURRENT : A communication received from outside the office or from another
section or an arising reference which is stamped and numbered is, ‘current tappal’
shortly known as a ‘Current’ and the number fself Is called current number or
" Jn abbreviation “C.No.”; Current file consists, at the outset, of the officlal or unofficlal
paper or papers under disposal to  which are subsequently added the office
coples of any intermedlary official or unofficial references §ubsequéntly recelved and the
replies to such references demi-official communications and telephonic messages, the
whole being arranged chronologically.

DEMI-OFFICIAL CORRESPONDENCE : Comespondence is cafled ‘Demi Official
when Board Officers correspond with each other or with any member of public,
on administrative or official matters, without the formality of official procedure and
with a view to the inter-change of communication of opinion or information.

DISPOSAL is a statement of the decision of the Board competent authority
to pass orders on any .matter submitted for its information or orders. It may
be a final decision or an Interim decision.

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

DESPATCH : Despatch means ali 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 started under a note of an officer of
the Board and the issue in itself is not connected with an issue in any other
pending case Is treated as a 'New Case'

NOTE : A note Is what is written by an official to facilitate the disposal of a case.
It may contaln a precls of previous papers, a statement of the facts reported and
proposals made in the current file, the érguments for and against any measure
proposed, and constructive suggestions as to the action that may be taken and the
orders on the issues under examination in the case.

NOTE FILE Conslists of the notes written by officers to facilitate the disposal of
a case which is separate from the current file.

OFFICIAL CORRESPONDENCE : Correspondence is called ‘official’ when one ]
officer of the Board as such, addresses or is addressed by another officer of the Board
or Government or any public body or private individual, in writing, éonforming to certain
fixed rules as to the form, matter and procedure, and with the intention that such
correspondence may be the public record regarding the question discussed.

T O WM M

OLD CASE : A reply to a reference issued from the office on = an already
pending case, or a paper which, though not, a reply of that nature, has for any i

S
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other reasons, to be field with a current file already pending in the office is
called an ‘old case’.

PUT UP PAPERS means the previous orders or other back papefs connected
with or bearing on the subject of a current under consideration and put up
in the case with current for reference to enable deeper examination and its disposal.

REFERENCING is the process of putting up in case previous Correspon-
dence, laws, rules, reports etc. required for its disposal, flagging them and
indicating their presence by pencil references in the margin of the relevant portion of
the note fiie and of the current file in which they are mentioned or quoted.

REGISTERING : A papér 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
an officer wants cleared up, or on matters of ‘an ephemeral nature, such as
reminders, delays in office etc. which will not go info permanent record is termed a
‘routine note’. ‘

ROUTINE FILE : Routine file consists of all routine papers such as Routine
Nctes, Office copy of Reminders, interim replies which do not contain any material for
disposal of the main case.

SECTION : (a) Section is a minor division of the Board office at headquarters
consisting of a Section Officer/Superintendent/Assistant Audit Officer / Accountant /
Assistant Engineer and one or more Assistants/Auditors, Junior Assistants/Junior Auditors
or Typists under him.

(b) Section is an unit of division of circle or an unit in the offices of the
Chief Engineer/Distribution or Central Office, division office or sub division office in
a circle consisting of an Assistant /Junior Engineer, Administrative/Accounts Supervisor
or other officers with one or more Assistants, Junior Assistants or other staff under
him.

SECTIONAL NOTES are notes written on each of several issues arising

out of a single subject where separate examination required and orders have
to be obtained separately on each of such issues. They are distinguished from the
main note which treats the subject as a whole. '
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TAPPAL : Al communications recelved in the office which are officlal, unofficlal
or demi-officlal are until registry known as ‘tappal’.

UN-OFFICIAL CORRESPONDENCE : When it is proposed to obtaln on the note’
file of a case the concurrence, opinion or remarks of any particular officer of the
Board so that such concurrence, opinion or remarks may not form part of the officlal
proceedings, and also the mode of referring a paper or a case and obtalning
a reply Is called un-official correspondence.
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CHAPTER - Il

TAPPAL
PART- ‘A (FOR BOARD OFFICE)

PROCEDURE-GENERAL

3.01. Nature of tappal : The tappal consists of (a) communication in cards, closed
envelops, packets and telegrams addressed to the Officers of the Branches of the
Board Office and (b} non-confidentlal papers from one Branch of the Board
Office to ancther Branch. , -

3.02. Receipt of tappal : Each Branch of the Board Office is having a saparate
tappal section. Registered articles, all cards, closed .envelopes and packets delivered
oither by post or by messenger are recelved by the Junior Assistant  Incharge

of tappal or other person designated for the purpose. Communication from ’pdvate

parties recetved by post for which postal charges have not been pakd In ful
shoud be refused. The tappals deposited In, the post box of the Board Office at
Anna Salai Post Office and in the tappal box kept near the reception centre,
either during office hours or after office hours and on holidays are also cleared by
the Junior Assistant incharge of the tappal. Another tappal Box with locking facility
is provided near the reception centre for tappals intended for Vigilance Cell and
complaint cell. One of the Assistants in Secret Sectlon of Vigllance Cell Is
in charge of the key of the Box amd he will open it at 10.45 a.m. and submit the
tappals to Inspector General of Police/Vigilance.

In order to reduce the transit time In despatch and receipt of tappals and

" unnecessary postage, the following procedure shall be adopted by all the five Branches

of the Board Office:-

") Board Office Administrative, Accounts, Audit and Technical Branches shall
hand over the ordinary tappals Intended for Government to Board Office
Secretariat Branch/Despatch under proper acknowledgement,  instead of sending
them by post to Government.

i) However, in the case of urgent and immediate tappals, the Branches/Offices

concemed may continue to make . their  own arrangefments.

i) The regular messenger of the Secretariat Branch wil go every day in
the moming and evening collecting all the tappals intended for Government, from the
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‘Board Office Secretariat Branch and hand them over to Government In the Departments
concerned. He will also receive all the Government tappals intended for the five
‘Branches of the Board Office of the tamil Nadu Electricty Board and hand them
over to the tappal section of the Board Office Secretariat Branch. The Secretariat
Branch will arrange to send them to the concerned without delay.

3.03. Registered and Insured articles : Afticles sent by post registered or
insured are recelved by the Junior Assistant Incharge of tappal who signs the postal
receipts aftached to them on behalf of the officers to whom -they are addressed. The
Junior Assistant who signs the postal recelpt/acknowledgement on hehalf of the
officerss to whom they are addressed should clearly indicate his name and
designation under his dated signature. In respect of tappals delivered by messengers,
the tappal Junior Assistant/tum Junlor Assistant or Gurka Watchman should
acknowledge receipt of tappal In the messenger delivéry book putting his full
signature in Ink. Apart from affixing - his signature, he shall Indicate In block
letters  his' n'ame- and deslgnatlon and also time and date of recelipt. '

A register shall also be mamtalned by the Junior Assistant Incharge of tappal
in the following form in respect of registered and lnsured articles :-

Sl Nature of From whom Section to which Acknowledgement
No. articles received assigned ot the section to
-with current number which assigned

M (@) (3) A (5)

3.04. Telegram and Telex Messages : Telegrams are received by the Junior Assistant -
incharge of tappal section. He sends them to the officer concemed to whom
they are addressed immediately. Telex messages are semt to the officers to
whom they are addressed by the Telex Operator.

3.05. Opening and sorting of tappalfs : As already explained earller, envelopes
addressed to. officers by name and those marked “secret” or “strictty Confidential” or
“confidential” are opened by the officers to whom they are addressed. In the absence
of the concemed officer on leave or otherwise, such envelopes as are marked '
“immediate” shall be oponed by an ofﬁcer of equal or next in order of rank In the
Branch

L i o
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Al other tappals are taken by the Junior Assistant Incharge of the tappal to
the officer incharge of Establishment sectlon in whose presence they are ‘opened.

Al tappals Intended for Secretariat Branch and Court tappals relating to al
Branches shall be submitted to Secretary in two differont pads by the Junior Assistant
incharge of tappal In Secretariat Branch. After perusal by Secretary/Chaiman they
wil be retumed to tappal Junlor Assistant after being stamped. Excepting those
relating to Secretariat Branch, all the other tappals will not be numbered. They shall
however be entered In a separate register by the Tappal Junior Assistant and dealt
with as follows :- '

) the tappals intended for the Accounts Branch should be put up to the Chief
Financlal Controller. '

) the tappals intended for the Audit Branch should be put up to the Chief
intemal Audit Officer.

1)} the tappals intended for the Administrative and Technical Branches should
be put up “to the Deputy Chief Engineer.

The Under Secretary/Establishment will mark all Court tappals to the appropnate
‘Branches. All Court tappals so marked should be entered in a separate register
i by the tappal clerk, and the register with the tappals should be sent to the officers
; 1o whom the tappals have been marked. The officers to whom " the tappals have
bean marked should receive the tappals, acknowiedge their receipt In the register
and retum the register then and there. The officers who recelve the Court com-
munications should send them to the officers concemed in the respective Branch/
Offices Immediately and obtain proper acknowledgement. The communications received
in other Branches direct from the Court should be scrutinised by the officers
of the respective Branch, entered in a  separate . register and distibuted to
the appropriate Section/Branch on acknowledgement, in a similar manner. Al
tappals recelved by the Branches of the Board Office from Secretariat Branch
as also the tappals received in Branches of the Board Office direct shall be put up
£, 1o ‘he head of the Branch concemed. After perusal by the officer, the tappals are:
" soted ot by the Junior Assistant Incharge ‘of tappal according to section. To
- onable him to do this comectly, he mlsf keep with him an up to date list of
distribution of subjects among the sections in the Branches and all current tappal
i instructions issued by the officers whether general or special on his table prominently.
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308 Treatment of valuable enclosures : Money, chequas, Demand Drafts and
othor vouchers recehved as enclosures will ba delivered by the Junlor Assistant
incharga of tappal In  person to the section head concemed. The latter shoukd hand
R over to the cash sectlon of the office for safe custody and obtain
scknowledgement In the margin of the current

A ragister should alsc be maintained -by the Junior Assistant Incharge of tappal
in thw following form In rospect of valuable enclosures :

8 Nature of From whom Section to which Acknowledgement of

No. Valuable racalved handed over tha sectlon head of
enclosures the saction to whom
handed over
{1 & {3 (4) (5)

3.07. Numbering of currents and disirfbution among sections : The papets received
in Tappal are numbered by the Junlor Assistant incharge of Tappal with the automatic
numbering machine. Papers of an ephameral nature such as post coples of telaphonic
messages, touw programmes of officers are not numbered as curents, On the ather
hand, any note from an officer directing the examination of any polnt or lssua should
be rogisterad as a currant lest the matter should be lost sight of. Calla from officers
for @ paper or Board procesdings etc., must, however, hot be numbered as
curmants, Enclosures and spare coples shoukl not be ghven separate cumsnt
nUIMbars.

Ik Is the duty of the Junlor Assistant Incharge of Tappal to forward tha Tappal
relating to sach section to its section head with the least possible delay.

Section heads should also ensure that tappal Is received without delay. As soon
as appels are recsived the saction head should allot the curreets/fles to the |
concemad Asslstant In  hls.section by marking in ink In the distribution register 3
and also on the currents/files. The concerned Asslstant should acknowledge the currents/
fles ralating to him. There should be no discussion with the Junior Assistant Incharge” 3
of Tappal about correctness of the alletment of any particular currert. Whanever the 5
soction head finds that a particular curront/fle does not relate to  his section, he 4
showld mark the name of the section ta which It rsfates in the Diswibution Reglater %
and on the current/fle Rself and mark it “Special”. He should also instruct tha  Junior 7




23

Agsistant or Assistant to show it to the section head of the concerned section
if that section head agrees to take i, the current/file should be transferred afte
obtalning the initial of the concerned Assistant of that section in the Distrubutior
Register itself against that current number. if however, there is any disp}:te as to which
section shotdd deal with a particular current/file, a routine note should be put up
after registering the current pointing out with specific reasons that a partlcular section
shoud deal with it. The section which is noted as the concemed section shouid
aso add its remarks to how it is not concemed with the current/file. The
fie should then be retumed to the originating section. Then it should be submitted
fo the officers concemed for decision. All these formalities should be completed
within twenty-four hours from the time of receipt. '

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 comtnunication.
That section should register it and i the points raised are sufficiently Important,

i give extracts to the other sections concerned for taking separate action. Such
extracts should also be got machine numbered in tappal section. General currents
5 ie. currents which relate to all sections should be taken up by the section

specified for dealing with. such papers.

o gl
REaRAr S

A register should also be maintained in the Tappal Section in the following form
for distribution of files from other Branches :

Date Fite No. From Short Current  Section  Acknowledgement of

whom Title No. 10 section head or
received assigned which sent Asst. of the section

(1) @ @) ) {5} ) @)

The files received from other Branches should, after perusal by the officers
cohcemed in the Branch be numbered and entered In the register maintained for the
purpose and the register with the files should be taken to sections concerned
by he Junior Assistant incharge of Tappal.

The section heads/Assistants of the sections to which the files have been somt
receive the files, acknowledge the receipt in the register and return the register then

and there.
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3.08. Distribution of cumrents in Section : Marking ‘Urgents’ and ‘Special’ by
Section head : The Section head distributes the papers among the Assistants
in "the Section with such instructions as are necessary. When a paper is
not marked ‘Urgent’ or 'Special’ by the higher officer the section head will, i he

deems it necessary, mark the paper ‘Urgent’ or ‘Special’, as the case may be, and

note the date by which the Assistant should put it up. Before doing so, however,
he should observe carefully the distinction between the two classes of papers, viz,
that ‘Urgent’ papers are those which need early but not immediate attention and ‘Special’
those which need immediate attention.

3.09. Numbering of arising references : The subiect Assistant will be
responsible for getting a number assigned to a letter, reference, etc., issuing from
a section and originating a file.

3.10. A ‘“Special Register” in the following format will be maintained by
'Personal Assistant to Chairman.

8. No. Date From No. & Subject To whom Instructions
of whom Date in brief sent given with date
receipt  received and other remarks
(1) 2 (3) (4) (5) (6) @)

The Personal Assistant shali enter in the register all tappals and notes marked
by Chairman as “Special”. Technicai Member, Accounts Member, Secretary, inspector
General of police/Vigilence and Chief Engineers will meet the Chairman at 2.30 pm.
every Monday with the files dealing with cases marked by Chairman as "Special”
so that pendency of the cases could be reviewed.

3.11. Al officers are expected to carefully peruse the tappals, every day and
wherever necessary give appropriate instructions on the tappal itself on the action to
be taken. Even when they go on camp, arrangements should be made either for sending
the tappals to camp or the tappals should await the return of the officer for his perusal.
However arrangement should be made that if any cover marked as immediate etc. is
received when the cfficer is absent on camp such covers are opened by the
immediate subordinate officer for taking whatever urgent acticn is necessary and the
same put up to the officer concemed on return from camp.

Zadazi st
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The officers should also rnaintain a special register of impoftant referencas as the
one mentioned in para 3.10 above in which they should enter the Special tappals
received from Chairman and also all important references received by them and
personally watch the action taken from time to time.

PART- ‘B (FOR OTHER OFFICES)
3.12. ATTENDANCE OF EMPLOYEE IN CHARGE OF TAPPAL:

The Junior Assistant in-charge of Tappal or other person designated for
the purpose will attend office at 8.30 AM. and he will be permitted to teave office at
400 P.M. to compensate his early attendance. If there is a second Junior Assistant
assigned for the job, the other Junior Assistant will attend office from 11.00 AM. to
530 P.M. '

3.13. OPENING OF TAPPALS :

~

Envelopes addressed to Officers by name and those marked ‘Secret’ or ‘Strictly
Conﬁdentiai} or ‘Confidential shall be opened by the Officers to whom they are
addressed. In the absence of the Officer concerned on leave or otherwise, the
envelopes marked “Secret”, “Strictly Confidential” “Confidential” and “Immediate” shail
be opened by the officer next in rank. Al! other tappals which are ordinary shall be
openad by the Tappal Junior Assistant in the presence of the Administrative Supervisor
concemed in Administrative Section. On Opening, the Junior Assistant will check

. enciosures and make a note of any found missing.

3.14.REGISTERED AND INSURED ARTiCLES :

(i) Articles sent by registered post or insured shall be received by the Tappa! Junior
Assistant who will sign the postal receipts attached to them on behalf of the officers
to whom they are addressed. clearly indicating his name and designation In block
letters with date. :

(fiy A register shall also be maintained by the Tappal Junior Assistant in
the following form in respect of registered and insured articles :-

St Nature of From whom-. Section to which Acknowledgement
No. articles received . assigned of the section to
with current number which assigned

t) 2 @ (4) )
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3.15.TELEGRAM AND TELEX MESSAGES :

Telegrams shall be received by the Tappal Junior Assistant. He shall send )
them to the officer concerned to whom they are addressed immediately. Telex
message shall be sent to the Officers to whom they are addressed by the Operator.

3.18.TREATMENT OF VALUABLE ENCLOSURES :

(i) Money, Cheques, Demand Drafts and other vouchers received as enclosures .

will be delivered by the Tappal Junior Assistant .in person to the Section head |
concemed. The Section head should hand it over to the cash section of the office )
for safe custody and obtain acknowledgement in the margin of the current.

(i A register shall also be maintained by the Tappal Junior Assistant in the
following form in respect of valuable enclosures :-

Sl Nature of From whom Section to which Acknowledgement
No. valuable received handed over the saction head of,
enclosures the Section to whamj
handed over

(1) @ @) (4) (5)

3.17.TAPPALS DELIVERED BY MESSENGERS :

( In respect of tappals delivered by messengers, the Tappal Junior Assistantj
or Watchman shall acknowledge receipt of tappal in the messenger dellvery book wil
full signature indicating in block letters his name and designation and also time & '
date of receipt. Wherever the Junior Assistant acknowledges receipt of any lapp

it shall be in ink.

(i) Considering the nature and source of tappais, the Regional Chiet Engineet}
Superintending Engineer or other officers feceiving the Tappals may issue,
from time to time for the registry of any tappals by the Tappal Junior Assistolf
in separate registers as may be found convenient.

3.18.CIRCULATION OF TAPPALS :

All the tappals so received upto 10.30 AM. and those which have not beg
distributed to the sections the previous day, shali be sorted out officeT-wise and sectics
wise. To facilitate this, the Tappal Junior Assistant will maintain upto date aiphabel
index of the subjects dealt with in each section and the offiters in-charge of the :--:'.__'_
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THE SORTING SHOULD BE COMPLETED BEFORE™ 11.00 A.M.

Immediately, tappals refating to the sections under the control of the Assistant
inistrative Officer shall be  circulated to Assistant Administrative Officer/Executive
- Engineer (General)/Superintending Engineer, tappals refating to technical aspects shall
be circulated to Executive Engineer(General)/Superintending Engineer and tappals refating
; 10 finance, accounts, etc. shall be circulated to Assistant Accounts Officer concerned/
-~ Accounts Officer or Deputy Financlal Controlier, as the case may be/Superintending
Engineer. .

3.20: AFTER PERUSAL BY THE OFFICER THE TAPPALS SHALL BE DATE STAMPED
¥ AND RETURNED TO THE TAPPAL JUNIOR ASSISTANT BEFORE 12.00 NOON.

(5. Al Officers are expected to carefully peruse the tappal every day and
f: wherever necessary give appropriate instructions on the tappal itself on the action to
be taken. Even when they go on camp, arrahgements. should be made either for
sanding the tappals 1o camp or the tappals should await the return of the officer
for his perusal. However, arrangement shall be made that if any cover marked as
lmmediate, .tc., is received when the officer is absent on camp such covers are
opened by the immediate subordinate officer for taking whatever urgent action
Is necessary and the same put up to the officer concerned on return from camp.

(i} The officers should also maintain a special register of important references
in which they should enter the Special tappals received from Headquarters and
aiso al important references received by them and personally watch the action taken
from time to time.

3.21. NUMBERING OF CURRENTS :

() The papers received in Tappal after perusal by Officers shall be numbered
(given the current number} by the Junior Assistant incharge of Tappal with
;. the automatic numbering machine, set to print each number twice. The first print shall
¢ - be made on the current over the date stamp and the duplicate print shall be made
in the Tappal Distribution Register of the section concerned. The numbering shall be
made in such a way that each section has a consecutive series of numbers.

(i) Papers of an ephemeral nature such as post copies of telephonic
“messages and tour programmes of officers shall not be numbered as currents. Calls
from Officers for a closed paper or record, casual leave applications, petty contingent
t- vouchers shall not be numbered as currents. Enclosures and spare copies shafl not
g - be given separate current numbers.
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@iy Al other papers including any note from an officer directing the
examination of any point or issue shall be registered as a current.

{iv) No current or file shall be received in the section direct. They must be sent
through tappal and after perusal by officers shall be given a machine number and
then sent to the - section concerned.

3.22. DISTRIBUTION OF CURRENTS :

it is the duty of the Tappal Junior Assistant to forward the Tappals relating
to each section to its Section head with the least possible delay in any case before
1.00 P.M. The Tappal Junior Assistant shall maintain a register in the following form
to indicate the allocation of Current Numbers to various sections so that it can be
checked later to which section a particular current has been allocated.

3.23. (i}. REGISTER OF C.NO. ASSIGNED TO SECTION

Date Current Numbers Section .
From To

m (2) 3 )

Section heads should also ensure that tappal is received without delay. As soon
as tappals are received, the section head shail allot the currents/files to the
concerned Assistant/Junior Assistant In his section by marking in ink in the
distribution register and also on the currents/files. The Assistant/Junior Assistant
concerned shall acknowiedge receipt of the currents/Files relating to him.

(i) A register shali also be maintained in the Tappa!l Section in the foliowing
form for distributiopn of files from other offices:-

Date File No. From Shont Current Section Acknowledgement
' whom title No. to which of Section head or
received assigned sent - Assistant of the

Sectibn

(1) @) ) o ®) (6) @)
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(i) The files recelved from other offices shall after peru'sal' by the officers concerned
be numbered and entered in the register maintained for the purpose and the register:
with the files shall be taken to the sections concemed by the Junior Assistant n-
charge of Tappal. )

(v} The ‘Section heads/Assistants/Junior Assistants of the sections to which
the files have been sent should receive the files, acknowledge Its recelpt in the
register andd retum the register then and there. )

{v) The Tappal Distribution Registers shall be returned by all the sections to the
Tappal Junlor Assistant before 2.00 P.M.

v (vii There shall be no argument with the Tappai Junior Assistant about. the
comectness or otherwise of the allotments of any particular current to a partic';ular
sectlon.

(vi) Whenever a section head finds that a particular _current marked to his
Section does not relate to his section, he should mark the name of the section
to which t relates to in the Distribution Register and also In the current ltself.
He should also instruct the drafting Assistant/Junior Assistant to show It to the
Section head of the concemed section. If that section head agrees to take R, the
current should be transferred after obtalning the acknowiedgement in the Distribution
Register Itself against the current number. If however, there is any dispute as to which
section should deal with a particular current, a routine note should he put up after
registering the current pointing out the specific reasons that a particular sectlon should
deal with it. The file should be routed through the concerned section and that section
should add also its remarks. The file should then be returnec to the originating section.
Then it should be submitted to the officers concerned for a decision. All these
formalities should be completed within twenty four hours from the time of recelpt
of the current. ' .

(vil) When a current relates to more than one section, it shall be given to the
saction which is concemed with the first polnt mentioned in the communication. That
section should register It and i the points raised are sufficlently important, extracts -
given to the other sectlons concerned for taking separate action. Such. extracts shall
also be got machine numbered in tappal section. General currents le. currents
which relate to all sections shall be taken up by the section specified for dealing
with such papers. | h - ‘
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3.24. NUMBERING OF ARISING REFERENCES :

The subject Assistant/Junior Assistant will be responsible for getting a number
assigned to a letter, reference, etc. issuing from a section and originating a file.

3.25. TREATMENT OF TAPPALS RECEIVED BETWEEN 10.30 A.M. AND 2.00 P.M.

{l) immediate, special and urgent tappals shall be distributed as and when received.
For this purpose, there shall be a separate register with the Tappal Junior Assistant,
who will number such immediate, speciai and Urgent tappals with the
automatic numbering machine as explained earier and another number shall be
printed in this separate register indicating the section to which it relates to. Separate
acknowledgement for these currents shall bé obtained from the Section head/
Assistant/Junior Assistant concemned. Al these works shall be completed before
400 P.M.

(i} Such part of the ordinary tappals shali be kept ready for circulation and dis- -

tribution the next day.
3.26.TREATMENT OF TAPPALS RECEIVED AFTER 2.00 P.M. : .

All tappals received after 2.00 P.M. should be handled carefully and they should

- be kept In the Tapal Box safely till the next day and circulated to Officers along

with other Tappals. i any Urgent/immediate Tappals, are received after 2.00
PM. such Tappals shoud be shown to the Chief Engineer / Superintending
Engineer or other officers concerned immediately and  then distribeted to
the sections on that day itself as explained earlier.

Byt e e Do e
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CHAPTER - IV

REGISTRY OF PAPERS

4.01. Personal Register : () The currents recelved in each section should
be regletered In the Personal Register, (Appendixd) bound volumes of which are
supplied to each Section. The register shall be maintained by the Section
Assistant/Junlor Assistant wherever subject is aliotted. The register should not be main-
talned In loose sheets or in unauthorised note books.

(il The names of the Section Head of the sectlon and the subject Assistant/Junlor
Assistant should be written on the fly leaf in each volume. Changes in personnel during
the year of maintenance of the Register should be entered with the dates on. which
the changes took place.

(i) New Registers should be opened for each year commencing from January.
While Registering currents from January in the new Personal Register, sufficient
number of blank pages should be left for entering the remaining undisposed pending
cases of the previous year from the old Volumes of the Personal Registers.

(M) Cases of the previous year remaining undisposed on the First Aprl, should
‘be recopled in the biank pages left at the commencement of the new register.

(v) After recopying all the pending items In the new Personal Register, the
S.No. assigned In the old Personal Register should be rounded off. While rounding
of, the S.No. assigned for each item in the new Personal Register for the items
recopied from the old Register to the new Personal Register should be noted below
the SNo. already rounded .off in Col.1 of the old Register.

(v As soon as this is done, the Section Head shall certify on the first
submission of the Register that all pending items of the previous years have been
brought forward to the new register and that no tem has been omitted to be carrled
out.. :

(V) The old Inspection register relating to the previous year should be added
to the beginning of the first volume of the old Personal Register and stitched. The
volumes of the previous year should be sent to the Record Section before the 15th

April.

(i) On the first page of the first volume of the Register for the new year, the
Record Clerk should acknowledge recelpt of the old volumes.
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() New [nspection Register should be opened for each year for recording m}
remarks by Inspecting Officers.

4.02. Currents to be entered in register immediately on receipt : () As soon at
the papers are received In the section the subject Assistant/Junior Assistant must at-
once enter them Iin the Personal Register. Section Head should see thal
all currents received in the section are duly registered In the Personal Regista
on the very day of their receipt.

(i) The section head should ensure that the  Assistant/Junior Assistani
to whom a current has been aliotted has acknowledged it in the Distribution Register.
For this he should daily check and certity in the register itself that be has checked
that all currents have been acknowiedged and registered by the Assistant/
Junior Assistant concerned in his Personal Register. The immediate " superior officer
should also scrutinise the Distribution Register once in a week and satisfy himself
that no current is left unacknowledged by the Assistant/Junior Assistant concerned,

4.03. All communications to be registered : Al communications, whether official,
unofficial or demi-official, should be registered in the Personal Register and all
entries made neatly.

4.04. Number of entries onn a page @ (i} The number of entries on sach page
of the register shall ordinarily be three. A line in red ink should be drawn across just
above the nexdt entry In the page after each entry. Insertion between two entries of
a fresh entry should not be made except with the initials of the Section Head.|

(M In the case of an entry relating to a current on which a circular  reference.
is llkely to be Issued or protracted correspondence Is anticipated, adequate’
space, f necessary a full page, should be allotted to admit of the stages, etc., belng:_;,‘?
entered clearly and neatly.

1’_
(i} If the space so allotted proves inadequate, slips should be pasted along ths.g
page for making additional entries. The slips should be so pasted that they do nq&g‘

obliterate the eartier entires in the coiumns below them.

4,05. Method of registry of papers : Papers are registered in the order of th
numbers stamped on them. These are called ‘current numbers’ or briefly, ‘C.Nos:

4.06. Titles to be brief and accurate {column 4 of register) : The title
be entered in column 4 shall be as brief as possible, just sufficient to co
generally the subject of the paper. it should be framed and arranged exactly as
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index titie (see Topic Indexing and Tities) It is the duty of the Section Head of
the section to check the accuracy of the titles when he examines the Personal Register.

4.07. Entrles  in column 5 of register : In making entires In column 5 of
the Personal Register the Assistant/Junior Assistant may use the abbreviated designa-
tions mentioned in Appendix Il in the case of a letter or petition from a non-officlal,
the name of the writer and his brief address. should be ontered in column 5 and
not in column 4. -

4.08. Entry of dates of submission of cases to officers and retum (columns
7 and 8 of register) : Whenever a paper s submitted by the section Head or
Assistant/Junior Assistant to "a higher officer the fact and the date of submission
should be entered in column 7 and its refum in column 8. The section _head is
responsible for enswing that this is done by his Assistant/Junior  Assistant.
When. a paper is submitted to an officer through one or more other sections
the fact shouid be noted in column 7. The actual submission of the paper to
the higher officer should be watched- by the-Section Head to check delays.

All entries should be In ink.

4.09. Numbering and .entry of refersnces or final disposals (columns 9,
10 and 11) : When an intermediate reference or a final disposal is. issued in
the form of memorandum, telegram, letter,  endorsement, demi-official or. unofficial,
it will be numbered with the current number originating the case, the year to which
it relates and a sub-number (e.g. Memorandum No.1184/Adm.1/87-1 dt. 14.9.87
OR Memorandum No.1184/Q1/87-1 (Sectt. Branch) dated 21-12-87 as the case may
be by the subject Assistant/Junior Assistant of the section, the same sub-number
and date being given ¥ the same reference .or final disposal issues to one or
more officers. He will, at the same time, fill In columns 8, 10 and 11 of the Pérsonal
Register in the case of reference. '

"4.10. Entry of nature. of references - Abbreviations (column 8) . The nature of
the roference Issued will be noted in column 9 of the register, the letter ‘Lr' belng
adopted for letter ‘M for office Memorandum, ‘U.0” for unofficial, ‘D.O." for
demi-official, ‘T.M.’ for telephonic message and Telgm’ for Telogram.

4.11. Entry- of reminders @ Reminders issued should be entered in red Ink in
columns 9, 10 and 1t and reminders including interim replies to reminders received
should be similardy entered In red ink in columns 12, 13 and 14 of the Personal
Register. Against seach lem the date of next reminder should be indlcated in

- pench.

3.




4.12. Entry of replies to references and currents to be indicated against

- old cases (columns 12, 13 and 14) : Replies to references previously issued and papers
which, though not of the nature of replies to previous references, have, for any
other reason, to be flled with old cases will be registered In thsir tumn, the new ]
current number being entered in column (2) and the old current number in column
(4), columns (3),(5) and (6) should also be filed In. Al currents, except the cumrents
which are registered and carried over to previous currents, should be given a serial
number in the Personal Register. The current number and date of recelpt, origin
and qutside number and date of such communications, should be entered, without |
any title, in columns (12), (13) and (14) agalnst the original current number of the 3
case.

4.13. Closing of currents in Personal Register (Column 15) : If the disposal Is .
final, its nature, number and date will be entered in red ink in column 15 of ]
the Personal Register. For example, when a file is closed by a proceedings or 4
letter, or lodged the number @nd date of disposal and In case of Lodged Disposals §
the entry Lodged/Dt........ will be indicated in that column. A simitar entry will bs made .3
when the closure is in the form of an endorsement, memorandum, telegram, demk+
official or Unofficlal. No entry such as F.D., shall be made in that column. If a paper §
is returned In original with an endorsement, that fact should be Indicated with date 3
in column 15 of the register. The current number In column 2 of the registershoud 3
be ringed off in red ink as it is finally disposed. E

4.14. Entry of disposal stitched with previous paper : In cases where the papers
received with a current that has been ‘Lodged’ are stitched with a previous proceodlngl
or other paper the Assistant/Junior Assistant shall, in addition to entering ‘Lodged’ ‘3
with the date In column 15 of the Personal Reglster, make an entry of the fact:
that the papers have been so stiiched e.g. Lodged, 15th April 1987 (Stiched"
with Proceedings No.SE/PES/Adm.3/A2/F.ABA/I1,464/86, dated 5-6-86/BP.MS.
(Ch) No: 852 (Adm. Br)  dt. 9.3.1986 as the case may be) A similar procedurs
wil be adopted when a final disposal such as reference, letter, memorandum,
efc. Is stitched with an order or other paper.

4.15. Treatment of papers wrongly addressed : If a paper is wrongly adtress
to an officer in the same office, it must ba immediately submitted in an
pad to the immediate officer with an unofficial endorsement transferring it to
officer concerned. if the paper is belonging to another section of the same officy
in the office, it may be handed over Immediately to the other section concemed,
I is prepared to accept I, full signature with date of the concomed Assistani

Y

ﬁ__ i
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Junior Assistant obtained In the Distribution Reglster. The transfer should be made on
under the .orders of the section head. If the other section is not prepared to acce;
the paper, t shouid be submiited to the Immediate superior officer and formall
transferre) under his orders to the section concernad, after obtaining full signature wit
date of the Assistant/Junlor Assistant concerned in the Personal Ragister. In any case
the paper should be transferred to the section concerned within 24 hours from th
time of receipt.

4.16. Instruction regarding registty of office papers : () The procedur
regarding registry of papers described in the foregoing paragraphs shall be followed i
the Branch Establishment saction alsc in the case of papers relating to purely office
matters.

() Appiications for tasual leave from members of the office establishmem
nesd not be registered. They are after disposal, fled In the ‘Leave Flles’ maintained
in the Establishment section. These files are destroyed after the expiry of
the calendar year following the year in which they were received. Any other class .of
paper which the immediate superior officer or other considers #t unnocessary
to bring on 1o the Personal Register nead not be registersd.
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CHAPTER - V
REFERENCING, */OTING AND DRAFTING

Section-l, General Instructions

5.01. Polms to be attended to Immediately after currents are registered
After the currents are registered, the following matters should be immediately attended
to : '

() Copy to be made of illegible communications : A type written copy, of every
communication which is Blegible shall be made. It will then, take the place of
the original In the case, the original being placed at the bottom of the case
and a note to that effect being made on the copy.

() Tagging of cuments and enclosures : Except In the case of bulky papers,
all the stitches of threads are ‘cut off and the communication  and the enclosure
~amanged below & chronologically, pundwdhthelefthandcomeratthetop
about an inch Inside and & single tag is passed through the hole 30 that the
pages may be tummed freely and read convenlontly. Papersmust not be tagged
untidily nor must the hole be poked In the papers with the pointed end of the tags.

() Arangement of enclosures : If the enclosures "are bulky and Inconvenient
for tagging, they are kept below the communications and treated as “put up” papers
for reference purposes. The enclosures received should be checked carefully and
the result noted on the communication and the Assistants/Junlor Assistants shouid
verify whether the enclosures sent in original with a reference to an outside office
have been completely returned. If an enclosure “is not recelved the sender of the
communication should be immediately informed; in urgent matters by telegram.

(v) Adding currents to case : Use of current and note file sheets and appropriate
pads :- A paper relating to a pending case will be added to the current or not file.
A new current which does not relate to a case already pending will be put In appropriate
pads marked as ordinary, urgent or Immediate as the case may be. A cument
fle docket shall also be added to it

(v) Page numbering : Pages should be numbered continuously. Both sides of
each leaf should be page numbered even though one of the skdes may be blank.
The numbering of the front and back pages should be done at the right
and left hand top corners respectively. Old page numbering If any, should be
erased or scored out neatly and clearly. Over writing i= prohibited.
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5.02. Preliminary points for actiorr : () Transfer of currents : A  paper betonging
to another unit of the Board office should be put up to the officer concerned
with an unofficial Note transferring it to that unit. This should be done within
24 hours.

() Treatment of currents containing points for orders in more than one Branch: -,
In the case of a communication received In one .Branch of the Board office
i:bntalnlng matter which requires orders in another Branch of the Board office, an
extract of the portions relating to such matter should be forwarded Immediately to
the other Branch under the orders of the officer concerned.

(i) Acknowledgement of communications : Deml-official letters from prominent
officlals: of Government of India and government of Tamil Nadu and letters from non-
official bodies such as Chambers of Commerce etc. or from non-officlals including
Members of Parlament and the State Legislature should be acknowiedged,
immediately on receipt. Such an acknowtedgement will not be necessary i in
any case the final reply itself could be sent within about a week. In cases where
immediate acknowledgement is not made, every effort shouid be taken to see that
the final 'reply Is sent within that time-limit. In the case of representations received
from the Members of the State Legislature and Members of Pardiament, final replles .
‘should be sent from the S.E/C.E/Chairman after they have been examined by the
office concemed.

5.03 Duty of Officers at all jevels to take note of previous discussions and
orders while dealing with references  : Any discussion of an important issue,
without reference to previous history would be incomplete and in some cases
even highly embarassing. Officers and otHer members of staff should therefore ensure
that while going Info a question, all previous discussions are duly taken note of. The
following guldelines are laid down for the benefit of staff including officers to carry -
out the above Instructions :-

() a thorough personal scrutiny of every paper or fles should be made before
passing orders or drafting a report to thelr superiors ;

{Ih an Imaginative effort to find out whether the matter before them is likely
to have had a previous. history or whether a sluation similar to the one dealt
within the file would have arisen in the past should also be made;

(i) the file should be studied with a view to finding out whether there Iis
evidence in the file itself suggesting that the matter had been considered on an earlier
occasion;
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(v} t should be ensured that proper disposals are given to cases, and
that the numbers of the previous and subsequent disposals are duly noted on
the back of the disposal Jackets: - |

{v) It should be emured that- proper ‘titles’ are chosen for the final disposals
to faclitate subsequent l‘denttﬂcaﬂon and tracing of the disposal;

(vi) it should also be ensured that prompt preparation of indices of disposals Is
made; and : _ '

(i lndices should be consulted before notes are put up.

5.04. Order -of prelerence in dealing with papers : Papers shall be dealt with
as they arise, priority being given to wurgent papers and communications from
the Government of ?Indla and Govemment of Tamil Nadu.

‘Special’ papers : Whenever In any sectlon a paper or file Is received which
Is marked ‘special’, the Section head shall see that - it is dealt with at once. When
the draft has been finally passed for issue he wil see or depute an Assistant/
Junior Assistant to see that It is fair copled and despatched without delay. Section
head wiil be held responsible for any unnecessary or avoldable delay, whether the
delay is actually caused by him or not, Iin the disposal of ‘special' fles and In
the actual Issue of orders.

5.05. Reference 1o outside officers to be made withoot delay before rel-
erencing and noting : After the action referred to in paragraphs above has baen taken,
the Assistant will reference the papers and carry out any instructions of the Section
head as regards the preparation of a note or draft. The systems of referencing,
noting and disposal are dealt with in the succeeding sections. Before, however, this ls
done, it should be considered whether the file should be referred to any officer or
authority outside the Board office. if so, time may often be saved by making
this reference at once before the putting up of previous orders or the writing of notes,
is undertaken.

5.06. Papers concerning more than one section in the same Branch : Submission
of Office Procedure :- When a paper concems more than one section in the same
Branch, it will be submitted to the Officer only after each of the Sectlons concemed
has noted on it. Wherever posslble, a single note covering all the points at ssue
and Initialed by the Section heads of all the sections concerned may be put up. When
a note etc., received from another Branch and relating to matters which concern
more than one section is submitted by a section, a certificate should be given in
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the office note to the effect that action is being taken by other section{s}) on
matters releting to them. The C.No.(s} in which the matter Is dealt with in other
Section(s) should also be indicated. (For Board office only.)

OTHER POINTS TO BE OBSERVED

5.07. () In all cases where the Chairman has passed orders In the file at
the note stage or draft stage, the letter from the Board to the outside offices or
persons, shall Issue in the name of the Chairman - the Secretary/Accounts Member/
Chief Engineer concemed signing as “for Chairman”. This wil not apply to
comespondence with contractors and suppliers where the letters shall be issued only
in the name of the Chiet Engineer concerned. {For Board office only.)

() In all files circulated to the Chairman, the officers of the rank of Chief
Engineer and above shall fumish their full signatures with designations (both notes
and drafts) (For Board office only.)

5.08. “Speak files” should be brought up for discussion at the earilest possible
opportunity. The - Instructions glven/queries raised during such discussions should be
recorded on the fle and got confirmed by the officer concemed, in case the file
cannot straightaway be resubmitted with the particulars asked for.

5.09. (). On all questions of policy or where any concession or privileged treatment
or departure from established procedures and practices Is involved, orders of the Chalrman
should be obtained. (For Board office only.)

(f Al reports to Government except in the nature of interim replies  or
reminders should be got approved by the Chairman either at the Note stage or
at the draft stage or both depending on the nature of the case. (For Board office only.)

(). Personal Assistants/Personal Clerks to Chalrman/Accounts Member/Techni-
cal Member/Secretary/Chief Engineers/Senior Superatending Engineers should maintain.
an “In and Out Reglster” where all files going to the officer are noted on their
receipt and the entrles rounded off and attested by the Personai Assistant/Personal
(lerk when the flle Is retumed after being seen by the officer. This 'will not apply
to ‘box files' where the officer submitting the file shall be responsible to keep a watch
over the retum of the flles.

(v) ARer the files are seen by the Chalrman, the Personal Assistant/Personal
Clerk to Chairman should, after rounding off and attesting the entrles In the ‘in and
out Register’, send them to the Executive Assistant to the Chalrman who will sort out
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the fles and send them to the officer who last marked the flle to Chairman. This
will not apply to ‘Box flles’ where the box Wwill be retumed from the.  Chairman's room
direct to the officer who has sent the box. (For Board office only)

(v) While the file Is retumed to the respective Sectlon/Branch will be routed
through the other officers, who had seen #, on is onward joumey so that they are
aware of the orders passed or comments made by the $.E/C.E/Chairman.

(V) In fiies marked to the Chairman self contained notes should be put up drawing
attentlon to the policy, regulation, rules and other decisions on the subject. In all cases
involving financlal commitment, the amount should Invariably be mentioned. While
fumishing figures Indicating amounts, posts and other such crucial matters, the
particulars should be given in words also. At the end of the note it should be indicated
clearly who Is the competent authority to accord sanction. Note files and drafts
should not be pasted over on any account. Any corrections should be neatly made
and attested. (For Board office only.)

5.10. Files should not be maintained or put up plece meal. For one particular
Issue, only one flie should be maintained. If ancther file is opened for the reason
that the main file Is under circulation, the part file so opened should carry the
same current number, as the main file, the reason for not putting up the main flle
should be added to it

5.11. () Class H and lll Officers shall use only Permanent blue or Permanent
black or Permanent blue ' black Ink for noting, drafting, Initialing, signing falr
coples etc.(l). First  level officers who pass the note and draft should ensure that
all the prescribed -~ office procedures are scrupulously followed in— every Iife. "

5.12. Drafts based on resolutions of the full Board and Involving policy
matter should be got approved by the  Chairman. In other cases, the drafts should
be got approved by the Chairman if they are important in nature. The Secretary, Chief
Engineers, Chiet Financial Controller and Chief Internal Audit officer will decide as to
whether a particular case is important in nature and mark the drafts in such cases to
the Chairman for approval.” Every letter issued by an officer should show his name
in the —'From' entry at the top. (For Board office only.)

513. () Acting on oral instructions : Officers are not expected to
act on oral Instructions. If instructions are given orally or on the telephone even by
a competent superior authority in a matter, and the subordinate officer considers
that the instructions are contrary to rules, regulations and proprieties and the strict
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tnerits of the case, he shouid insist on written orders or ask in writing for confirmation
of the oral Instructions issued.

(il Executive Assistants/Personal Assistants/Personal Clerks to officers should
not send notes over their signature conveying oral instructions of the officers
concerned except In  very routine matters. Where such a note becomes nhecessary
in view of the urgency or because the officer concerned Is not avallable to sign i,
the reasons for the omission to get the signature of the officer concerned should be
indicated In the note. In such cases the office should after taking necessary
action, get the instructions confirmed on the file by the officer concermmed at
the earliest possible opportunity. '

SECTION - i REFERENCING

5.14. Referencing - Collection of papers and books_ of reference : (i) After a
current has been registered and steps mentioned in the preceding section taken, the
Assistant/Junior Assistant will study &t and see whether any previous papers
or books of reference are required In order to deal with . He should consuit
the index In order to trace such papers. It iIs of great importance to put up previous
comrespondence bearing matenally on points raised in the paper under disposal. The
putting up of relevant previous papers will obviate the issue of Inconsistent orders
and possible wastage of time, as for example, in making a reference to some other
officer, which could have been avoided if the previous papers had been traced and put

up.
(i) ¥ no papers are quoted in the current and similar case has prevlously been
disposed of, the precedent shouid be put up.

(li) When bulky volumes are referred to and the passages in them bearing on
the point or points at issue are not long, typed extracts of such passages and .
not the volumes themselves may be put up.

{v) Currents which require urgent action should not, however, be delayed unduly
on the ground that previous papers or books of reference required for their disposal
are not readily available.

5.15. Care of papers put up :@ Particular care should be taken in handling old

', records. They should not be injured by. attaching tags or pins or by writing in them
or underlining or sidelining passages in them. Whenever it is seen that a sheet (s tom
E or not properly stitched, the Assistant/Junior Assistant concerned should repair the
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"I'aheatbafmptmupﬂnpapeflnthe case. Oid papers should be flagged as
described In pargraph 5.21 below.

5.16. Arrangement of cases : Alter the required references heve been obtained,
the papers in a case will be . amanged - in the manner shown below :

A case under disposal consists ordinarlly in addition to the papers and books
put up for reference, of two main portions :

() Current File and (i} Note File.

These two portions of a fle under processing should be maintained
separately, L.e. not tagged together and are, except in- -trifling cases distinguished
respectively, by .- separate covering sheets. The curent fle or note file should
not be pinned or stapled or tied.

Durng the disposal, the amangement- of papers In a case beginning
from the bottom is : '

) the put up papers,

) the current file,

i) the draft where a draft is submitted,
M) the note file,

v) books of reference placed at the top of the case outside the flaps of the
pad.

If there Is a sectional notes flle in a case, I Is placed immediately below
the main. note flle. -

5.17. Amangement of put-up Papers : (i) The put up papers are placed face
upwards and are aranged In chronological order, the oldest at the bottom the next
in date immediately above and so on, the latest being placed at the top. Old records
should be carefully handled. Records recelved from the Record Section and containing
sheets which are fraglle or otherwise llable to damage on handiing should not be put
up in files in original, but only copies of them should be put up. Such documents

should be retumed to the Record Section, safely as soon as copies are taken.

(il Noting of put-up papers on current fle sheet and thelr verification in
unofficial transmission : Particulars of records which may be put-up in a case under.
disposal or removed therefrom should be noted by the Assistants/Junior Assistants
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concerned over thelr signatures under the printed headings of the current fle sheet
or the note file sheet, if there is no current file In a case. When a case Is transmitted-
unofficially from one unit to another, the Assistant/Junior Assistant dealing with the
case In the latter unit should check the records put up thersin with the list and
'if any record Is found missing, the fact should immediately be brought tc the notice
of the former unit through the Officer concemed.

5.18. Current File : () The current file consists at the outset, of ‘official' (or formal)
or ‘'unofficlal’ (or informal) paper or papers under disposal, to which are subsequently
added the office coples of any intermediate ‘officlal’or ‘unofficlal’ references and the
replles thereto. Demi Officlal and unofficial communication having a clear bearing
must be added to the curent fle whiie those which are not of this description,
that Is, those which are not necessary for the understanding the progress of the cor-
respondence should be attached to the routine flle. If the demi officlal or unofficial
communication contains anything confidential or secret, the file to which it is added
should, ¥ it has not already been treated as confidential, be treated as such from
that time.

(1) The papers in the cument file are arranged chronologically, the papers of
earliest date on the top, each cument being followed by its enciosures amanged
clvonologlcally. The flle is page numbered continuously in red ink unless the enclosures
are books or are unwleldy.

(i) Ephemeral correspondence such as reminders Issued' and interim replles -
received shall be convenlently added to a separate routine fle and page
numbered continuously in pencil. They shall not, howsver, be added to the current
fle. '

5.19. Note flie : The note flle consists of the notes with unofficial references
and replies thereto. Notes must be written on both sides of the paper. The note
connected with any subject will run continuouslty from the beginning of the file unti -
;| final orders are passed. There shall not be more than a single note file In one
i file. The note file will be separate from the current file and its pages will be numbered
. in & separate serles in black or blue ink, its papers will be tagged like those of the
i cument flle. At the top of the first page of the note the tide of the file which should
. be identical with the entry in column 4 of the Personal Register. At the top of left
E hand side of each sheet of the note file, the current number of the file to which
t the note file relates to and the name of the section should be written. If the subject
j originated with a communication from outside, the reference number and date of
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such communication should follow. All note flles should carry bne extra blank sheet.

' The note files are never to be sent out of the office except when an
‘Unofficial’ reference Is made. The notes should be removed from fles produced In
Courts.

5.20. Need to record year in addition to this date and month in Notes, Drafts,
etc.: Whenever a note, draft or order is initialed or signed in full by any employee
of the Board, the year as well as the day and month should be shown. This rule,
applies to all grades of Officlals and also to cases in which the date without initials
Is required such as dates of receipt, despatch etc.

5.21. Flagging reference : (1) Flags will be attached by paper fasteners and
not by pins, and will be affixed to the docket sheet and not to any of the sheets
in it. But In the case of docket sheets used for closing papers relating to
Endorsement, Memorandum, Lodged eic. where the size of the docket is less the flags
should be affixed to the first sheet of the closed paper. The flags should be arranged
in such a way as readily to catch the eye. They will be so arranged that one flag
does not cover another. Letters or numbers printed in flags which are used to
indicate papers In a case under disposal shall not be altered to AA or A-2 or A-

+ 3, etc. In flagging papers the oldest should as far as possible be flagged first
and then the later papers in order commencing with letter flags in alphabeticai
order and after the alphabet has been exhausted going on with number flags starting
from ‘1" in order. There must be only one flag for each paper put up for reference.
A particutar letter or number filag should not be used more than once in the same
case. Dupllcatlon of ﬂags Is a serious mistake.

Very old decaying papers should never be flagged lest they should get tom, they
should be pqt_ In envelopes with a note in pencil outside the envelope showing the .

paper envelopes

(Il}'f J‘Rbfwﬁnoes to. 'books, etc. : When proceeding, volumes or books are
put Up, ’poi'tion -of tﬁe ‘volume or book referred to should be marked with tape
or a slip ‘of paper and  not flagged. Whenever a book is referred to, the number
of the relevant page, paragraph clause, etc., should be quoted. If a book or Act
not Included In the list of books with the officers is referred to, it should be, put
up with the file. Such books and Acts will be placed above the flap of the file
and not under them and tied with the tape of the pad containing the case.

h%——\ ‘
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§.22. : Referencing the current file and draft : () The object of noting references
is to connect the whole case so that an officer reading the fle may have no difficulty
in finding the references.

. The number and date of every paper to which reference Is made In the current
fle or draft or to which a reference Is necessary and which is not quoted fully in
the comrespondence must be noted in the margin in pencll. The section head or
Assistant/Junior Assistant may mark it In pencil. The officers who pass orders or make
suggestions, should. mark it in ink. The page of the paper at which the reference should
be looked up must also be entered. Every paper put up to which reference is actuaily
made must be flagged and the letter or number of the flag should be repeated
on the margin against the paper quoted. This method of indicating papers by flags
Is also followed in notes, but i should be remembered that it is not sufficient
to note a flag letter or number alone as it wil be difficuit to ftrace the
various reference; if the paper is put up subsequently for reference the number and
date of papers referred to shall always be quoted as well. Therefore after indicating
the put up paper by fiag in the margin the disposal number and date shall also
be noted (eg) Flag (S) Memo.N0.2526/Adm.I/83-3, dt.15.12.87/B.P.Ms.{FB)N0.306,
Secretariat Branch, dated 25.12.87. '

(1} Flags not to be attached to current file : No flags should be attached to
the curmrent file and note fle under disposal. References to these will be made
by quoting the number of the page e.g., "p6 ci.”, or "p.6 ni".

(in Underlining or sidellning of currents prohibited : Unnecessary
underining or sidelining of currents should not be made. When speclal reference
Is sought to be Invited to a particular portion in a parrigraph. that portion
should be indicated by a letter of the alphabet and reference should be mode
tot - a ‘

5.23. Referencing the note flle : Al references to authorities quoted shall, as far
as possible, be made In the body of the note at the end of each sentence within
brackets, the number or letter borme . by the flag attached to each alone being noted
in the margin in pench or red ink, For every statement made In the note, except
expressions of opinfon, an authority must be cited. f such an authority Is found In
the current flle, the page at which It is to be found and the number of the relevant
paragraph on such page should be noted. when it Is contained in a previous disposal
the number and the date of such disposal, the number of the. page in that file, the



48

number of the paragraph which contains the relevant Information will also be noted,
the flag being Indicated In the margin.

5.24. Chaining -of papers : (a) Papers shall be ‘chained’ by sublect' Assistant/
“Junlor Assistant entering the number and Branch/unit of the current under disposal
. on the docket sheet of the latest order in the column “further papers” or on the face
of the outer most sheet In the case of ‘Lodged’ and other papers without a docket

(b) The Assistant/Junior Assistant shall ensure that, in each of the originals of
the orders and papers put up with a case, the order or paper immediately preceding
' as well as that immediately succeeding each order or papers is noted. Chaining shall
always be camled out In Ink by the .Assistant/Junior Assistant concemed.

525 Linking of files : () Mode of linking :- When. & s necessary to
refer In one fle to a paper In anothar file that has not been disposed of, the two
fles will be ‘linked’ lLe., the file put up for reference will be put under the other
fle, and the strings of the lower fila, but not its flaps, will be tled round the upper
fies. The string of the upper file will be tied undemeath it in a bow out of the way
so that there may not be the trouble of untying and retying two sets of strings.
Each file wil thus be intact with #ts note file; current file and reference files, properly
amanged In ks own pad. The two parts must not be put together at the bottom
with the contents of the two fles mixed together above them.

When fles are ‘linked’, distinguishing slips, such as “Two case for orders”, “LF.
for orders” and “LF. for reference only” shoud be -attached to the ﬂaps of the
fles concemed by means of gem clips.

() Restrictions of linking of flles : Flles are not to be ‘linked’ unnecessarlly
or merely because they deal with similar case, but only when It Is absolutely
necessary to refer  to a paper in one file in order to dispose of the other or when
the orders passed on the one will apply to the other. |

Where a linked file Is referred 1o In @ case, the reference should invariably

~ give the curment number of that file 80 that it could "ecasly be Identified after it had |

. been detached. H the Hnked fle Is disposed of firally in a Proceedings or order

; or otherwiss, while the main case yet remains unclosed, the disposal number of the

-~ linked file should Invariably be entered. If thedlspoaallsputuplnthemlncasa.
necessary alterations In the ‘references shoukd be made.

o ' _ .
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On_-no account shouid a -pending fle be flagged and put up for reference
a case. Where a reference to it Is absolutely necessary & should be linke
in most cases, an extract of the relevant portion should prove to be sufficlent.

if in a linked file_further action refnains to be taken, or arises to be taken oi
no account should &t be deferred because the file happens to be linked with anothe
case. If the linked fle and the principal case belong to the same section, action
on both shoud simultanecusly be taken. H, however, the linked file belongs to
another section or Branch and- Is not lmmedhtelyrequtrad for the disposal as
the principal case, t should bedetached and sem:o!twlmomdalayurderme
orders of Meomeereoneemod ~

Where the principal case and a linked file bear on the same Issue and a single
disposal could be put up on both the fies they should wherever possible be
combined and dealt with as a single case after making necessary alterations to
references, page numbers etc.

(i) Roferencing in linked files : Whenaver Rt is found necessary to refer
to a linked fie or a top file, as the case may be in the office note, the current
number of the file concemed should -also be noted, (e.g.) Please see page 6 of
cf of L F. 1. {(C. No. 635/88.). Please see page 3 n. f. of top file (C. N0.356/88).

SECTION I - NOTING

5.28 Noting : Papers, after being referenced are unless otherwise speclally ordered,
submitted, to the officers by or through the Section heads of Sections with a
note or draft reference of disposal, as the case may be.

5.27. Object. and-contents of a note : The aim of a note should be to present
in the most intelligible, condensed and convenient form possible, the facts of the case
to be dealt with, including its past history, the points for decision, useful precedents,
and the material provisions of the law or ndes govering K, supported by
full reference to the cument flle or - to previous correspondence and, to Acts, or
other officlal publications, enabling every fact stated to be verified, and every
authority cited to be consulted in original. it should not merely reproduce the matter
of the current flle, stil less-should it expand i it should of course supply deficlencies
or omissions and correct any ermor or explain any ambigulty in the cumrent, and
draw attention to points on which fuller information may be necessary before orders
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can be passed. If a report is full, accurate and clear, a short note summarlsing
the sallent points on which orders should be passed will be sufficient.

5.28. Method of noting : () No notes must be written on the current '
itself except very simple -ones. Notes shall be written or typewritten on paper of A4
size with one-third margin prescribed for the purpose and on both sides of the paper,
blank sheets being added where necessary before submission to officers. All noting
even In brief cases, orders of officers and despatch entry of the draft shall be confined
within the margin of the note sheet or draft sheet. When an officer writes a
query In the margin of the note, the reply 1o it Is to be written continuation of the
note and not in the margin. The Officers query will, K necessary, be copled out afresh
at the erdd of the notes and the answer written below the copy or the leiters A. B.
C, etc.,, will be written boldly against each question and the answers marked with
the cormesponding letter entries written at the end of the note. If the officer ralses any
query on drafts or curents, they will be - simiarly dealt with and the answers
written - In continuation of the note; and i a note file has not been opened already,
one will be opened for the purpose.

No notes shall be written below a draft disposal unless i Is a very simple one
and no further note Is likely to be added by the officer.

Handwriting should be legible and tidy. All long notes should, as far as possible,
be typewritten. If there is much correction In the note, it should be re-written or typed.

A tabular statement in a note shall follow the portion of the note relating
to it and not be detached. Big statements may, however, be put up separately with
a flag.

At the head of the first note in the note file will be written the 'Title' of the
file which should be identical with entry in column 4 of the Personal Register. The
current humber, the ofﬂcer from whom a communication is received and the number
and date of such communication are entered below the title. The note is written
below this entry. Against each Ink entry in the note file relatln_g to the receipt or
despatch of a ‘communication, the number of the page or pages of the current file
at which the paper in question Is to be found will be entered to facliitate- reference
.to the correspondence.

The note connected with any subject will run continuously from the inception
of - the - file ~ untll - final - orders . are - passed. Paragraphs- of the note shall be
numbered continuously. Should a note result In an Intermediate reference the office
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copy of the letter Is placed after issue In the current file and the reply to it is also
added to that file chronologically. The nature, number and date of the reference are
then noted In square brackets in the proper place In the note file. When a reply
Is received, its current number, and the authority from whom It Is recelved, with its
number and date, are entered beiow the bracketed entry and new note with
reforence to the new cumrent is written  In continuation. Below each note completed,
the Assistant/Junior Assistant or Section head who prepared it should put his inltials
and date In the left-hand corner. When the case is finally disposed of, s
disposal number and date. shall be inserted within square brackets at the end of
the note file.

. (i) Sectional Notes : When there ate in a single case several points for
orders which can be more . conveniently = deait with separately than in a
continuous note each point shal be separately noted on in “Sectional Notes”,
the officers noting after office note on each point, and space being left after the
last officer's note for final orders. The notes on each point should begin on
a fresh sheet of paper and . after each  such separate sheet a sufficient number
of blank sheets should be added for the use of officers. Such separate notes
may, Iif necessary, be preceded by notes dealing with the subject as a whole
] and not- with individual points for orders, e.g., with matters of principie.

(i) Paraphrase of current, etc., to be avoided in a note : In some cases,
perusal of the paper under consideration will be sufficient and nothing Is required
beyond a brlef suggestion for action. When a note is required, it should be a statement
of the case showing more or less In detail according to the Importance and stage
of the case, the question for consideration, the circumstances leading wup to
it, the rules and the precedents bearing on it and the suggestions for action.

As it Is always assumed that the paper under disposal will be read by the
‘officer to whom It is submitted, the note should not reproduce or paraphrase the
currert. Least of all should it reproduce or paraphrase notes of another Branch in
the same file.

A precis of the contents of a single paper shall be made only when it is
of great length and complexity and neither such a precis nor a precis of the contents
of the file or history of the case shall ordinarily be prepared without the orders
of an officer.

- (v) Scope of f{further noting in a case : Further note in succession
of previous office note Is intended only to advance the case a step towards its final
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disposal. It should not, as 1t is often done, repeat the facts and arguments already
summarized in the office note uniess the latter Is inaccurate too diffuse or unmethodical
unnecessary noting should be studiously avoided.

(v} Office not o give suggésrions or opinlon in notes : In noting, Section
heads and Assistants, Junior Assistants, should bear in mind that opinions and sugges-
tions, unless they ark specifically founded on statute, rule or precedent or are clear
from the nature of the case should not be expressed by them. Hence, it follows,
that in writing notes, Section heads and Assistants, Jr. Assts should refrain from
making use of the flrst person.

(vi) References to a note in a previous case permissible . In the absence of any
ordefs to the contrary it is not necessary to set forth afresh ~any summary of facts
or discussion of principles which already exist in an adequate form in any previous
filos. It will be sufficient in such a case to draw attentlon to the previous files,
and then add such fresh matter as may be required. But, great care shouid
be taken not to overlook any new point. It may be . sufficient simply to refer to the
notes in the previous file but it should be carefully verified whether there are
any fresh points raised in the later communications, and if there “are, they should
be noted on.

(vil) Removal of ephemeral matter : Before a case is submitted for _orders,

all ephemeral. matter in the current fiie and in the notes should be removed and

added to the routine file and placed at the bottom of the case so that the

officers, can be saved of . unnecessary reading. It is desirable that editing of
this . nature should be done before the case is submitted to the oificers. Demi-
official communications which do not contain any information, comments or suggestions
relevant to the disposal of the case, reminders, replies to reminders and note relating
to them should be treated for this purpose as ephemeral; they should never be placed
in the ordinary current or note fite, but should be placed with the ‘Routine Notes',
etc. at the bottom of the case. They shouid be kept there unti  the file s
finally disposed of and should then be destroyed. If however, any enguiry as to the
cause of delay in the disposal of the file is pehding or is contemplated, then they
should not be destroyed til the enquiry is completed. The “Routine Notes”, including
notes asking Section Heads or Assistants for information or explanation, notes
asking for papers and notes relating to reminders should not . be written in the main
note file. but on separate sheets of paper.

(viii} Revision of notes by Section heads and other Officers : Not more than
one note shall be submitted by the office in each‘case (or on each point for orders
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where sectlonal notes are put up), the Section Head of the section rewrting or
modifying the Assistants /Jr. Assts. note if he cannot accept . The Office note
may be similarly treated by the Officer to whom the case is submitted # he thinks
fit. If the Officer concemed consider that the Office note Is incorrect or unduly
prolix, he should correct & or modify and have it typewritten as his own notes.

Where the notes or drafts put up by an Assistant are corrected or ravisod by
the Section Head the original notes and draft should be kept at the bottom of the
file separately tied, so that the officer incharge of the section may be able to
estimate the quality of the work done by the Assistants / Jr. Assts. and the kind of
check exercised by the Section Head over the work of his Assistants/ Jr. Assts.

When a drat or note is retyped as amended by officers the Initlals of
the Assistant/ Jr.Asst. etc,., who put up the original draft or note should be
omitted, the initials of the officer who last corrected the draft or note only being
typed, thus indicating his responsibility for the revised draft or note.

{x} Avoldance of cumulative noting : Among different officers dealing with a
case within a unit/ Branch cumulative noting should be avolded as far as possible.
This can be secured by oral discussions between the officers concerned. Simliary
talks with the Section head concerned will help to secure that the noting proceeds
on correct lines thus avoiding duplication of noting and congestion of work at the top.

529. In what cases a draft may be put up logether with or without notes
: In simple cases, and whenever what course should be adopted, is obvious a draft
may be put up at the same time as the note is submitted for orders. Even - In
faily complicated cases this may some times be done, especially if the draft is one
asking for further information. The Officer may pass the draft or amplify or modffy
it. If he requires further information from the office he will ask for it. If the Officer
is not sure to find the draft self-explanatory, there should be a note to explain it. The
point is that the note and the draft should not be identical, or a nearly so, when this
can be avoided.

When the action to be taken is obvious a draft may be put up by the office.
There Is no need 1o put up a note.

5.30. Use of “Routine Notes : Routine notes should be resorted to as to minimise
noting on the main note file.

537, Opening of a fresh file for a separate subject out of a current file :
When in the course of dealing with a subject, any fresh subject arises, which it
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is desirable to deal with separately, extracts shall be taken on the parts of the
current file and note file relating to the fresh subject and with these, a separate file
shall be started. A note should be made in the office-note of the main file to the effect
that a fresh file has been opened and its current number should also be noted.
This will probably be necessary whenever the original tile of the file no longer
correctly describes the actual subject under comrespondence, and not otherwise. The
general principles laid down in regard to Indexing apply to such cases as much
as 10 comrespondence originating in an outside reference. It must be numbered as
a new case and registered.

When action in a file is not complete after the lssue of one or more orders,
the original (office copy) of the order or orders should be detached from the file and
each order should be docketed sepai'ately; the main file being closed only after action
is complete. ' '

SECTION IV - DRAFTING

5.32. General instructions for preparation of drafts : Drafts of orders or references
shall be written or typewrltten. In the case of standard drafts, the printed or roneo forms
-shall be utllised. In important cases, a blank sheet of paper shal be added to-
draft orders and draft references before submission to officers. ‘

When a number of short drafts are put up togetHer, they should be written, as
far as possible in the run on form Instead of a fresh half margin sheet being used

for each draft.’

All long drafts should, as far as possible, be typewritten. |[f there are many
corrections in the draft it should be re-written or typed.

Foot-note endorsements on copies of communications shbuld be only of a routine
character such as for expeditihg a report called for etc. If any substantive instructions
are to be conveyed to the subordinate officers, that should be as separate communications
and not as endorsements on copies of references intended for others.

Letter addressed to Government containing recommendations in respect of any
matter should not be marked to privatev parties. In cases where orders of the Government
have to be obtalned, it would be sufficient to inform the private party accordingly by
a separate communication without giving details of the recommendation made by the
Board. '




53

~8.33. Form and amangement : - A docket abstract Indicating briefly the purport

of the draft orders: with the catchword underined should be written at the top of the
first page of the draft. The iist of addresses s entered in the margin at tha end of

the draft. Entrles relatlng to reminders or to proposed enmes in the Reminder Diary
or Call Book are also made at the end of ‘the draft.

534. Drafts to be eomplete and bn’ef > Orders should be drafted so
as to be complete in themselves and accordingly they should not Include anything more
than Is necessary to enable the receiving officer to comprehand fully the bearing of
the order. In the large majority of cases, officers outside the unit Branch concerned
are not concemed with the genlses of an order and the communication to them
of antecedent correspondence not only results “in the waste of thelr time in deckding
how much of the proceedings should travel beyord themselves, but also involves
needless expenditure in stationery and printing.

5.35. Prefacing an order with reference (o previous correspondence
shouid be avoided : The practice of prefacing an order with a preamble e.g. the
number and date of Government order or of a previcus . Board's Proceedings or
a communijcation from an Superintending Engineer should be avolded unless it is considered
necessary to inform the officers to whom an order Is communicated of the authority
for the same. When an order disposes of communications, from more than one
person, official or non-official, the adoption of above method Is not always practicable.
In such a case it Is not necessary to preface the order by the number and date
of all ‘communlcatlons but In order to connect the correspondence for the addresses
it suffices to ‘read’ at the head of the order the number and date of only the latest
communicatlon from each such person. This Is especially necessary in the case of
proceedings issuing in permanent so as to admit of the preparation of signatire
coples in one process with the aid of carbon paper. Simllardy at the head of an
order passed on several communications from the same person only the number and
date of the last communication from that person should be ‘read’. (For Board office

only.)

§.36. Methed of communication of general rulings and orders on particular
cases In the same draft : Care should be taken that in communicating general rulings
which arise out of a particular case, the latter is kept distinct from the former. The
general ruling alone should be Issued to all whom it may concem. The orders
on the particular case. should be communicated, only to the Officer concerned. (For
Board office only.)
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5.37. Marginal entries and tabular statements : Marginal entrles in a draft cause
incorvenience and should be avolded except when quoting references. Tabular matter
ls best placed at the foot of a paragraph.

5.38. Submission of more than one draft In a case : One case Is sometimes
closed by more than one disposal when, for Instance, an order is passed to subordinaty
officers and also a letter Is Issued. These are entered one after the other and headed
separataly, When - written on separate sheets speclal attention shalt be drawn to the
fact of more than one draft having been put up. '

5.39. Drafting of endorsement Jor signature :@ Transferring endorsement and
reference shall, where possible, be endorsed ready for signature. :

5.40. Drafting of Telagrams and Telex : In drafting telegrams great care
should be taken to exclude all matter that is not essential consistent with intelligibility.
Minor parts of speech like the definite articles should ordinarlly be omitted. In Telex
massages the standard abbreviations as indicated In the Appendix. il shall bo used.

5.41. Post copy of telegrams and telephonic message : A post copy of every
telegram, whether Inland or foreign shall invariably be despatched Immediately after the
transmission of the telegraphic message, the  Section head of the  saction
or drafting Assistant/Junior Assistant being responsible to have thls done. Post
coples of important telephonic message shall be sent likewise.

5.42. Indication of nature of disposal at the head of drafts : Al drafts shall
be headed with the word ‘Leiter’, ' Proceedings’ ‘Order’, ‘Endorsement’ ‘Memorandum’,
Telegram’ as the case may be, remarks which are not meant to be copled being
headed with the word ‘Note'.

5.43. Marking of nature of proceedings and of enciosures : () Section heads
and Assistants are required to mark the serles of the proceedings as “Pt.”
for *(permanent)” B.P.(ch} No:/BP.(F.B)No. or “Rt."” for (Routine) BP{ch) No:/
B.P.(FB)No: as well as to indicate all addresses to whom an order, letter ‘or
memorandum is to be communicated; the papers to be retumed or forwarded being
- clearly specified agalnst the addresses concerned. (For Board office only.)

(. When an original enclosure is retummed to the person or office from
which it has been received or Is forwarded outside the office, the drafting
Asslstants/Junior Assistants shall ensure that a copy Is retalned if the enclosure is
likely t0 be required again in the office for reference.
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5.44. Despatch instructions to be checked before Issue : Despatch Instructions

shai be checked by Section heads and drafting Assistants/Junlor Assistants
before papers are passed on for Issue.

5.45. Amounts should be written in words : in_ communications which are of
the nature of authorizatlon of payments to be made, the amounts should be cleary
expressed in words as well as in figures, and coples thereof should be atiested
by a responsible officer not lower in rank than that of a Section Head.

5.46. Drafts from orders : Time allowed for submission : When an order Is Issued
“to draft”, i Is important that action should be taken urgently, as otherwise the officer
might forget the points in the file and might have to go thrdugh it again in order
to refresh his memory and satlsty himself that the draft Is correct. In cases
where a draft is ordered to be put up it must reach the officer concerned the next
day f it Is a short draft (Le. not more than two pages), or within two days if it is

long.

5.47. Draft not approved by officers or bearing their remarks :  An officer who
approves of a draft will inftial it at the end in token of - his approval. if the draft
is not approved by him 1} should not be left between the current file and the note
fle but should be placed at the bottom of the file f it is rejected by him or included
In the notes if he discusses the wording of the draft and it is necessary to refer
to it to enable his notes to be understood.

5.48. Superseded drafts : Superseded drafts should be folded and kept

underneath the file and destroyed when the file has bsen finally disposed of But

superseded drafts in which senior officers made material corrections or remarks
which are useful for future reference should be stitched along with the notes In
the file.

§.49. Style in drafts and notes : Long winding vser‘:tencas should be avoided.
The orders should be drafted clearly and -having in mind the lowest level of Junlor
Assigtant/Assistant at the field level who has to interpret the orders.

SECTION - V - Treatment of cases after disposai

5.50. () Points to be attended to after disposal (final or intermediate)

fs passed : On receiving a case the disposal on which has been finally passed,

the Assistant/Junior Assistant who ‘dealt with the case shall ensure that the despatch
instructions are clear and complete, number and date of disposal and close the entry
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relating to that cumment in the Personal Register, ¥ the disposal Is a final one, by
emering its nature, number and date in the column 15. If the disposal is an
intermediate one, he shall make the appropriate entries in the column in the register

and note the call In the Reminder Diary. It Is then passed on to the Typist concerned
who prepares clean coples. After the clean copies are compared the Section head or

the officer concemed as the case may be, signs the coples. if the disposal

is non-confidential, the coples are sent to the Despatch section.

(i) Drafts and enclosures alone to be sent for issue : Only drafts for lssue
with any enclosures which should accompany the disposal should be sent to the
Typist and the Despatch Sectlon, the remainder of the case being kept intact
by the Section Assistant/Junlor Assistant until the office copy is received back after
issue.

() Removal of original papers from flles to be sent as enclosures :
When enclosures are detached from the origlnals of Miscellaneous disposals or from
pending flles for despatch to outside offices, the Assistant/Junior Assistant shouid,
for each such enclosures or when a set of enclosures occuples consecutive pages
of the current file, for each such set, put in a substitute slip showing the pages of
the original so detached, the number and date of the original and the addresses or
addressees to whom the enclosures have been despatched together with the number
and date of the reference to which they were attached. Only In exceptional
cases should papers be removed and sent in original in this way. The retum of the
papers should be watched.

§.51. Numbering of disposals : No paper shall be numbered and passed for
issue without an order from the officer concemed.

A reference, memorandum, endorsement, deml-official, telegram, unofficial dis-
posal or reference and letters other than those entered In the disposal series
Is numbered in the manner Indicated under ‘Registry of Papers’. Disposals are
glven the appropriate numbers according to the series or - 'Routing’ * for which
the disposal has been marked. ‘

5.52. Before declding on the nature of the disposal which any paper shouid
recelve, the period for which It need be retained should always be a matter for ;
conslderation, and the practice of recording papers of no permanent Interest In
.the permanent Serles’ should be avokled as far possible. Any Board’s j;
proceedings which lays down a policy, or which introduces some new features «.
or departure is rightly indexed in the ‘Permanent Serles’. Subsequent orders which

N 3
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are based on these or appeal to these . for authorlty but do not depart from them
are a matter of routine nature and consequently ‘Routine’ Is the proper - disposal for
thesa. Ephemeral papers that contain: no notes of value for reference shall be ludged
and not recorded In proceedings of Board. (ForBoardofﬁeeorﬂy)

5.53. Dating of disposals : Dlsposals are dated on_the day on which they are
passed by the officers.

Lodged papers will not be given a separate sarigs of disposal numbers. They
will be closed in the Personal Register by the entry ‘Lodged’ with date of disposal.
The dockets of lodged paperswlllbearthenumherdthecumntlodgedandm
date on which & Is jodged.

5.54. Points to be observed after despatch : The office copy and its enclosure
on retum from the Despatch are restored to the respective case and the cases ‘
which have not been finally disposed of are- put in the side rack. The
~ Assistant/Junlor Assistant should ensure that the despatch has been comectlty made and-
that reminder date, ¥ any, has been duly entered. Simllafly in the case of final
disposals, the Assistant/Junior Assistant should ensure that the despatch has been
colrectly made, that call book entries have duly etered, that extracts for further
action, i any, have been taken and that the ‘Chaining’ of papers in the case Is
complete. The case containing the final dlsposal ‘should be properly ananged the
armangement belng first the cument flle, then the office, copy of the order, foﬂowed .
where there Is a letter, by the office copy of the letter, and lastly the nnte file,
half a sheet of coarse paper being placed at. the beginning of the note flle. The pages
of the current flle should be numbered in red ink and those -of the note fiie In blue -
ink. Miscellanecus papers in the fiie, such as statements flagged . and put up In the
case should be added to the cument file or note fle as thelr. nature_ requires
and these pages should be re-numbered in continuation of the curent file or note
file, as the case may be. The pages of the. whole fie should not be' - numbered -
consequivaly. Before - sending a final disposal to the Record Section, the. section
head should satisfy himself that there is no fusther action to be taken and should give
a ‘pass order in each case in writing which should be in red ink on the face of
the docket sheet. The final disposal is then sent to Record section. The put up papers
obtained from Record section are also retumed to that section and acknowledgment
obtained. ' ‘ :

_5.55. Stock Flies : Each section should maintain stock fles on all Imporant
subjects relating to . it is the duty of the Sec.tlont Assistant/Junior Asslstant to
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maintain them upto-date  When drafting a disposal of an Important or general
nature, Section Head concemed will decide whether a copy of It after Issue shouid

. be added to the stock fle on the subject and if sp, should edd the entry ‘stock file'
at the end of address entries to the draft. This entry willl not be copled or printed
in the fair copy but the typist concerned should send the spare copy required
to the saction. The Section Asslstant/Junior Assistant will add the copy to the connected
stock file and Inltlal in the office copy against the enuy ‘stock file’ in token of
having done so. Similarly when a paper of Importance or of * a general nature Is
received In sectlon, the Section head will amange for a copy being secured or made
and added to the stock flle. Only spare coples and not originals should go into stock
file. When an order Is too long an extract of the relevant portion only may be added
to stock file. Important Notes, Legal opinlons, orders etc. in the Note file, which wil
be frequently referred to, shouid also be extracted and added to stock file. The
papers should be filed chronogically and the pages numbered serially In ink. There
should be at the beginning of the file a table of contents in which the orders
should be noted chronologically as follows :-

Number and date of order : . Subject Page Number
U - @ . @

The papers ahould be tagged neatly between two ﬂat boards. On no account
should the coples added in the flo be removed. Whenever an order added 1o
the stock file “supersedes ~or modifiess a previous one included In it, R is very
important to note the fact on the previous order and in the table of contents. agakst
the entry relating to it. The Sectlon Head should check the stock files once in a month,
the Immediate higher officer once in two months and the officer In the rank of
Secretary/ Deputy Secretary once in a quarter according to the programme that
may be prescribed by the Office/Branch concemed.

For a stock file to ba reliable and useful it must be up-to-date and the supersession

or modification of previous ‘orders should without fail be indicated in it. Assistants/
+Junlor Assistants should remember that stock files are not intended to dispense
with reference 10 disposai indices. ‘

Fy
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The section head will decide the subjects on which stock filles should be
malntained. (Each Section should Invarlably keep a stock flle of  all instructions
and orders regarding -office procedure Issued from time to time by the officers
and also. on miscellaneous topics which may come up fcr reference fisquently). A
list of stock files malntalned shall be hung up iIn the the section.
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CHAPTER - VI

CONFIDENTIAL  PAPERS

Maintenance and Custody

8.01. All papers are confidentlal to outsiders and public : Every communication
received in the Office and despatched from the office and the Registers and
papers (le. notes, correspondence and disposals) showing the steps taken
in connection therewith are confidential to the public as well as to the Board Empioyees
who are not concemed with the subject. Notes on correspondence started in the Office
as arising papers are no exceptions to this principle.

68.92. Classification of documents as confidential : There are some papers
which are seen by or shown to only a limited number of officers or Section heads
or Assistants. Such papers will be marked ‘Confidential’. The custody of such papers
Is vested with Section heads.

6.03. Treatment of Confidential papers : The papers that are sent Into the
office and which may have to be kept confidential for a limited or unlimited period
are marked confidential. Confidential papers should not pass through the office in
usual course. Only head of the section and trustworthy Assistants should deal
with such papers. Confidential papers shoid pass from hand to hand either by
personal delivery or under sealed cover or in a Confidential box.

When confidentlal papers, (including unofficlal files from other Sections/Branches)
are recelved, they are opened by the Officer addressed. After the papers are numbered,
the section heads take charge of them. They are entered In the Personal Register,
the abstract being Indicated only by a catchward or so framed as not to reveal
_ anything which Is condidential. ’

5 Confidentlal papers shall be dealt with, as far as possible, only by the section head
concemed, the assistance of Assistants being utiised only to obtain any previous
papers required for reference. The Section head should take special care that
the fles are not seen by others; when the files are not being attended to
by him, they should be kept under lock and key. when confidentlal papers or records
are put up for reference in a file, the whole file is treated as Confidential.

6.04. Treatment of Discipilnary Proceedmgs and Appeal cases Discipllnary
proceedings against officials and appeals by officials against punishment should
be treated as confidential.

w
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6.05. Issue : Confidential un-official fles intonded for others should be sent in
sealod covers or packets. Economy labels shouid be used and the seal should be
affixed only on the labels. While fair typing proceedings, Letters, Memoranda, etc.
the word confidential wilt be copled in boid types on the fair copy at the top  of
the first page. The covers wil also be marked ‘Confidential’. The Section
head will hand over to the Typist only those.portions of the papers which have
to be copled. The examining of the coples will be done by the Assistant or Typist
with the assistance of the Sactionhead concemed or in accordance with
any arrangement In force iIn the  Branch. Confidential papers are sealed in
section and senmt to Despatch Section for despatch.

6.06. Papers for signature and their despatch : Assistant concemned will
take fair copies of confidential papers personally to the Officer and get his
signature. While despatching, confidential papers must be placed in double enwelopes,
the Inner envelope belng marked confidential and superscribed with  the address-
ees’'s name, and the outer one beating the official designation and.address
of the Officer for whom it is intended. The inner cover In which the confidential
communication is placed shall be sealed, the seal being aifixed at both ends of
econonly label and also on the fold of the other end of the envelope.

Confideutial covers sent by post shall - be registered at the
post office In the Ilollowing cases :

a) Qonﬁdenﬂal papers sent to Government,
b) Confidential papers relating to Disclplinary enquirles.

¢) Confidential papers containing valuable documents or onginal records;
and { : ‘

d) Any other cofidential paper which Is specially Instructed to be sent by
registered post. o

6.07. Surprise checks : Surprise checks shouid be made at irreguiar
intervals by one of the officers, to cover transit, falr copying despatch, custody,
etc., and ensure that proper security is maintained at al stages; any irregularities
noticed should be set right from time to time.

6.08. Telephonic conversation : A telephonic conversation Is flable to inter-
ception and all uses of telephones must remember that somebhody else may be
listening in. Confidential matters should never the transmitted through the telephone.
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General : When confidential covers have to be despatched to any authority by
name and i the name of the incumbent is not correctly ascertalnable or there
is a doubt over the point or if the officer is under orders of transfer, the inner cover
may with the orders of the officer concerned be addressed to (name and designtion)
‘or successor” in order to prevent delay in the covers reaching the proper quarter
{the words “or successot” should be undetlined In red Ink).

6.09. Maintenance of condidentlal records in Section : ‘The confidential
disposals should be maintained by the Section or the Officer who dealts with the
confidentlal papers. A register in the following form shall be maintained for
the confidentlal records.

REGISTER OF CONFIDENTIAL RECORDS

Date of receipt Number and date Subject Remarks
of the record

W @ @) @

At the end of each calendar year, the Section head shall prepare a list of
confidentlal papers In the custody of section, the continued retention of which as
confidential Is primafacie not necessary and will submit it to the officer concemed
for orders. If It is ordered that any papers need not any longer be treated as
confidential, such papers will be transferred to the record section. The acknowledg-
ment of the official in charge of the record section - will be obtained in the
last cotumn of the register of cofidential records mentioned above. The word
confidential  on such records should be struck- off and the words ‘since treated
ordinary’ noted Instead with date. '

~ 6.10. Issue of confidential records : If confidential records are required by other
officers /Sections before they. are sent 1o record section after treated as ordinary
as indicated in the above para, requisition shall be made by section head
concerned. Requisition should invariably state the purpose for which the record
is required. When a record is given or returned, an entry should be made in the
register given below - ‘
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Register of confidential papers issued from and returned to Section

Date of receipt of requisttion.
Date of issue from the section.

Date of return.

‘Number and date of disposal or other
description of the documents required.
Signature of the section head retuming.
Initial of the officlal incharge of record.

Current number, - if any, for which taken.

{Otherwise purpose for which taken)
Signature of the section head taking i.

initial of the official incharge of record.

Remarks.
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6.11. Disposal of spare copies : Spare coples of papers of all kinds whose
retention for further use Is necessary, including cyclostyled spare copies of letters,
" telegrams, etc. must be kept separate from the file in the personal custody of the
Section head who will be responsible for their safe custody. He will be responélble
for checking and weeding out his stock of fair copies regularly and at- frequent
intervals, and for obtaining the officers permission for the destruction of any
papers whose further retention he considers unnecessary. Used stencils should for
this purpose be treated as spare copies.

6.12. Custody ol seals : The safe custody of seals is of great security
importance. A list must be maintained showing the persons to whom seals have
been issued. All such persons will be held responsible for the safe custody of the
seals issued to them; they must immediately report to the issuing officer shouid
any seal be lost or mislaid. The issuing officer must ensure by frequent checks that
the stock of these seals is kept intact.

6.13. Disposal of waste papers : Greatest care must be taken both in the rooms
of officers and sections in disposing of waste papers of all kinds including blotting
papers. Confidential papers must be destroyed by burning in the presence of
the officer responsibie for dealing with them. The Officers including Section Heads
are responsible for ensuring that adeguate arrangements are made in their rooms/
Sections for ensuring the separation of Confidential waste papets from the rest.
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6.14. I no speclal Incinerator Is avallable, an empty can or drum may be
used for the purposd. To Increase the draught and speed up buming process, holes
wil be plerced on the side of the can/drum but not at the bottom. A wir netting
wit be used over the top of the can/drum to prevent half burmt paper from biown
away. When buming Is going on, Ihepaperswiilbestlrredwitharodtoseathat
nothlng Is left at the bottom. :
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CHAPTER - VI

FORMS AND RULES OF CORRESPONDENCE

7.01. Forms of correspondence : Correspondence arising from any Section of the
Circle/Office 'shall be In one or the other of the following forms :

(a) Letter form : When It is proposed to address . . . . ... . ..

() Officers of the Board other than those in the Circle/Office, Officers of
State Government, Central Government and other State Electricity Boards.

(i) Officers of Autonomous bodies and Corporations under the control
of State and Central Govemment.

(i) A non-official.

(b) () Proceedings : When the disposal on a case contains the orders  of
the Superintending Engineer/Chief  Engineer  the Proceedings form Is adopted.

(i) Board Proceedings : When the disposal on a case contains the orders of the
Board (whether It has been approved by the Board or the Chalman), the Proceedings

form Is adopted. Board proceedings may be issued although a report Is called for,
" If the teport is not expected Immediately and the Board proceedings is entered in
the call Book. If it is proposed to retain it permanently in the records, the proceedings
are issued in the ‘“permanent” .series where the Boards proceedings disposal Is
not of sufficient Importance to be retained permanently, the proceedings are issued
In the ‘Routine’ (For Board Office only.)

(c) Memorandum Form : This form Is used when communicating any order
of the Superintending Engineer/Chief Engineer/Chairman/Board to the subordinate or
individual officer. '

(d) Endorsement Form : When a paper is retumed in original or when it is
referred to a subordinate Officer for remarks or is communicated to the subordinate
officer or to other Sections for information or disposal,’ the disposal takes the
foom of an ‘Endorsement’.

(e) Demi-Official Form : In cases where an officer or a member of the public has
to be addressed without the formality of official procedure and with a view to the
Interchange or communication of oplnions or when it is desired that a matter should
receive the personal attention of the individual addressed, the- communication takes the
form of a demil-official.
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Communications from non-official should never be referred to as 'demi-offictal’.

(0 Circular form : When several offices have to be addressed simuitaneously,
the communication takes the form of a ‘circular’. This form should be used
whenever the substance of the communication does not warrant the formality of
the "Proceedings” form or the “Letter” form.

(o) Un-official References : () Un-official reforences can be made in two different
ways namaly: :

{a) by sending the file hself to any other Section with a note recorded
thereon; or

(b) by issuing a seif-comtained note on the subject dealt within the file.

() this method Is generally employed among the Sections for obtalning the
views, comments, etc. of other Sections on a proposal, obtaining a darification,
etc. of the existing Instructions of requisitioning papers or Information, etc. No
salutation or complimentary closing words are used in this form. Communication
between one Section and another in the ‘Letter’ form Is to be avoided.

(h) OHice order form : Instructions meant for the members of the staff for carrying

. out officlal work and on matters relating to. distribution of work among officers and

sections, and sanctlons accorded to the members  of the staff In regard to grant
of regular leave, Increment, advances, declaration of completion of probation
etc. are Issued in the form of Office Order.

- () Telegram or Telex Service Form : This form should be used only on
occasion of urgency and should be concise. Clarity should not be sacrificed for
brevity. Telograms should nommally be followed by post coples. Telegrams are
sent as Telex messages through the Telex service installed In the Board When the
Telox service Is not functioning, telegrams should be sent as “phonogram’
through the Telephone operator. :

() Telephonic Message form : This form is used for obtaining urgent informaton
from the officers in the city.

7.02. Contents of communications : () Letters and memoranda lssuing from
any Branch of the Board Office shall as a rule, be complete in themselves and, as
far as possible, independent of enclosures.

(i) Correspondence shall be condensed as much as possible, and repetition and
_unnecessary detalls avoided. '
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(i) As far as possible, only one topic shall be dealt with In ohe communic

V) Demi-Official and U.0. correspondenca shall not ordinarlly be quoted in o
communications: but this may be done at the discretion of the Officer approving
draft.

(v Use of honorifics : While addressing a private person or body In
official correspondence, the foliowing - honorifics should be prefixed to names lrrest
tive of the race or religion of the person ¢toncemed :-

M AN WOMA N
indian Nationals Thiru (8.) Thirumathl (Sww#$) I maried and
- Seivi (Qeddl) K unmarried.
Other Nationals Mr. Mrs. or Miss as the case may be.
For Ph.D. holder Doctor (Thiru) Doctor Thirumatht L7éLd {(Bsswd) married an
LrdLd (D) Doctor Seivi Ly (Rswe) K uUnmarried.

Note : (1) Thiruvalargal (fgamergadr) Thirumathiyar (BGugus) and ‘Selviar
(@sdeBud) should be used as plurals for  ‘Thire’, Thirumathi’ and ‘Seivi
respectively.

‘Note :-(2) While addressing companies, firms, etc. bearing personal names
the honorific "Messers” should be used in Engiish Correspondence and the honorific
“Thiruvalargal” in Tamil Correspondence.

Exemple : Firms bearing personal Names.
For Correspondence in English lFor Correspondence in Tamil

1. Messars. Spencer & Co Boarmisdr so@uered & swuef
2. Messrs. King & Co, foaunajsd fi & soQuef
3. Messrs. Kalyanam & Co., Hournaiad sduramd & sLGuaf

While addressing companies, firms, etc. bearing impersonal names, the use o
honorifics should be dropped_both In English and In Tamil Correspondence.

Example : Firms bearing impersonal names.
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For correspondence ih English For Correspondence In Tamil
1. The A.G.C. Madras. &, q0.8.4., Qedrenar
2. The Universal Book House, Madras. #- weflabnd ys apash, Gedrmar

3. The Neyvell Lignite Corporation. #. Cpilaed damart snjuudyssr

Medical and Veterinary practitioners (except those who hold military Rank)
should be addressed by the courtesy title of “Dr”. before their names and with their
degree licences', etc. added at the end as indicated below :

Practitioners of Modern Mediclne Dr. ....oooveevveevrevereevrrcreeeee. MLB.B.S., LM.P., atc.

Practitioners of Indigenous Medicing, Dr. ........ccnnincnnrmnnnnn LILM. etc. or
if they have registered thelr names Dr. {(Ind.) .....cccoovevnercnenmiernccnsnnens

in Class “A” of the Register main- (when qualification not indicated)

tained by the Central Board of

Indigenous Medicine, Madras. .
Practitioners of Veterinary Science. Dr. (Vet) ........vinenienininnnes

7.03. Channel of communication between Board and () Forelgn Misslons
in Indla (i) Indlan Missions In overseas countries and (i) Foreign Government.

No communication . shall be addressed by an officer of the Board to Forelgn
Missions in India, Indian Missions In overseas and Foreign Government direct.
Communications intended to the above Agencies should be sent through the Government
of Tamil Nadu only. ' -

7.04. Instructions in regard to direct correspdndence between the officers of
the Board and thelr counterparts in other State Electriclty Board In India :

The Officers of the Board can correspondence direct with thelr counterparts
in other States In India on matters of routine and non-controversial nature. Corre-
spondence on all Important and policy matters of controversial nature should be at
the lavel of Chalrman of the Board or of the Secretary to the Board after approval
by Chairman. '
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CHAPTER - Viii

FAIR COPYING, EXAMINING AND DESPATCHING

801. General : The work of fair copying and examining papers
{confidential and non-confidentlal) of each section is done In the respective sections.
The despatch of papers of all sections is done in the Despatch Section.

(a) Fair Copying

8.02. General rules regarding copying : The following general rules regarding
copying will be observed by the Typist :-

i) Before a Typist begins ,to copy a paper for issue, he shall verify that
it bears the initials of the Officer, approving the communication.

i) Al communications issued from the Board Office viz. Board’s proceedings,
Memoranda, Letters, Endorsements, etc., except those issued in roneo should be typed
in sheets printed with the Tamil Nadu Electricity Board Emblem. (For Board Office only.)

lii} Any fair copy extending over more than one page shall be type written on
both sides of the paper, except when manifolding paper is used.

v} All coples must be made neatly and legibly.

v} Copying must be done with care, erasures and corrections being avoided;
interiineations should not be. made, specially - In ‘letters’.

vi} In copying the first word of a separate item in t‘he 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 let between the word and the prescribed margin.

vii} The margin to be left blank should be on the left hand side of the front page
and right hand slde of the back page of a sheet of paper. - The margin may be
encroached upon only if statement have to be copied in the body of a communication
and are too blg to be typed on the portion on which the communication is copied.

viifj 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.

ix} All fair coples should be typed with single spacing.
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x) In forms of commespondence in which designation of the officer sending
the communication has to be typed -undemeath his signature, the name of the Branch
need not be typed, i that Is typed on the top of the paper.

x) The name of the officer from whom a letter issues shall be shown in the
“From’ entry at the top.

xil) K there are enclosures to accompany a communication they should be
indicated by an oblique line (thus/) In the margin agalnst the paragraph in which
they are referred to.

xil) Copies should be made either on half sheet or full sheet consistent
with the dignity and requirements of the communications. The appropriate
fom where one has been prescribed should be used.

xiv} {a) The Typist should invarfably type his initials with date at the left hand
comer at the end of a fair copy.

(b) Typing of the Statements : When Independent statements requlring larger
width are typed the paper should not be folded, but should be tumed S0 degrees
and typed. This will enable the papers to be neat and not folded at the ends.

xv) Drafts of letters should be kept as office, copies and for all letters  covering
policy lssues or detailed proposals to Government of Tamk Nadu or Govt. Of
. Indla, & carbon copy of the letter shall be kept as office copy. When possible, the
carbon copy of a letter should be typed upon the back of the letter to which a
“reply I8 being sent.

xvi) Photo Copying : (i) The photo copler is being used for instant copying
and wherever they are avalable shall be placed under the custody of the Executive
Assistant to Chairman and with a Steno-Typist to the Chlef Engineer or the
superintending Engineer concernéd. The Steno-Typist or any one of the Typist In the
office engaged for this purpose may be entrusted to operate the photo copler. All
the Typlists in the concemed office shall be trained to operate the machine. Whenever
coples are to -be taken, the approval of any one of the officer In the office
should be obtained In the following application form = duly indicating the
concerned file No., page No. and the number of copies required to be taken.




n
APPLICATION FOR PHOTO-COPYING ,

il
a

Date

Whether officlal or personal
if officlal, fiie No.

K personal.‘

Cadi ~ B

() Name of the employee
for whom copies are
taken, nature of
document in Dbriel.

(i} 1 personal, Amount
remitted, Receipt No.
and Date

tn

No. of pages (as per photo copier} :

o

Initlals of applicant

N

- Initials of approving authority

it should be handed over tg the Steno-Typist concerned who in turn  to make
necessary entries in the Register to be maintained for this purpose. The Steno-Typist
who takes copies, shouid sign in the register to be maintained in the following form

PHOTO COPIER  REGISTER

It personal
Date No. of pages If Name of Amount Initia] of the
copled (as per offiicial employee received/ officer concerned
photocopier) File No. remitted
' No. and date

) () ) @ (5) {6)
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The register together with the application which has been approved for
taking the coples may be checked by ‘the Executive Assistant Concemed once
a week with reference to the meter reading in the machine. The machine shouid
be covered after use to prevent formation of dust and kept In a safe place under
lock and key. At the close of the office the Steno-Typlst shalt remove the plug from
mains and lock the machine and hand over the -key to the - Executive Asslstant and
refix # in the moming on the  next working day

n The employees of the Board may also make use of the photo copler for
personal purposes on payment of the prescrlbed fee subject to avallabllity of materlals
such as paper etc.

8.03. It Is the duty of the Section Head or In his: absence the Assistant or
other subcrdinate concerned to see that. instructions are clearly and fully noted on the
draft for Issue before it Is given to the Typist for copying. Such as, whether
it is a reference or a final disposal, and, if a final disposal Its nature, the
person or persons to whom It Is to be sent, and f the whole of it is not to
be communicated to all of them, the portion to be communicated to each, the
enclosures that are to accompany ft, noting which of them should be sent in original
and which to be copied and sent, whether the communication shouid be sent by
-registered post and If so, - whether the addressee's acknowledgment ls necessary.
The Typlst and the Assistant should see that the paper Is accurately copled in
" accordance with the Instructions before it is sent to the Despatch Section.

8.04. Telegrams, Telex Messages and Cablegrams : () Telegrams should not
be sent to Post Office but presented only In Telephone Exchange for being sent
as phonograms. The superscription ‘Ordinary’ or ‘Express’ should be correctly
entered by the officer who approves the draft telegram.

(I} Telex Service : Telex facliities are avallable elther In central office or in
the nearby sub stations. Action - Is being taken to provide Telex faclities to the central
oftices and the distribution clrcles where there ara no Telex faclitles at present
either In the Central Office or in the nearby Sub Station. The S.E. should
intimate the Telex number and Code of the Telex as and when provided by the
P&T Department to the offices of -the Board- for. communication.. facilities
under intimation to Administrative Branch.

The detalls of number and codes of Telex facilities avallable are furnished as below -
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41 7261 TNEB MADRAS

41 7113 _ETPS - ENNORE

434 208 TTPP TUTICORIN
468 210 TNEB THANJAVUR
445 228 SEMU MADURAI

455 209 SETY TIRUCHY

433 204 TNEB TIRUNELVELl
436 211 KES KANYAKUMARI
855 339 SuP COIMBATORE
405 215 VES VELLORE

434 314 SECT CHIDAMBARANAR E.D.C.
450 240 MTPP METTUR

450 249 SEEB - DHARMAPURI
3 74009 Resident manager, TNEB, New Deihi,
31 61063 T.N.House, New Delhl.

All officers of the Board “should utllise the Telex wherever such facliitles  are
available instead of STD. This wil be applicable to Project, Construction,
Generation and Thermal Stations etc.

(i) Post copies of telegrams, Telex messages etc.

In every case where a telegram/telex message Is typed, a post copy of &
should also be prepared and despatched simultaneously with the telegram/telex message.

8.05. Endorsement : An endorsement Is usually written or copled on the last
page of the current if there Is room and if not, on a separate sheet printed with
the Tamit Nadu Electricity Board inscription added to the current. The endorsement
¥ copled on the current is headed “Endorsement No. ... Dt . %
the section belng entered at the right hand top corner, but if the endorsement |Is
on a seoparate sheet, the sectlon Is typed as &above, the paper on which the
endorsement Is issued is quoted and beiow. It the entry “Endorsement No. ...
dated ............ " Is entered. The address is entered on the left hand corner. If
a copy of an endorsement is to be sighed by a section head, the full name
and designation of the officer ordering the disposal are entered after the endorsement
and below the address entries the following authentication form Is used :



74
Forwarded : : By Order

‘A B. C.
Section Head

8.06. Memorandum : A Memorandum Is copled on the sheet printed with Tamil
Nadu Electricity Board emblem as indicated below :

Office v ,
Memorandum NO. ..ot D7 (- S
Subject
Refarence

(Body of the Memorandum)

Name
Designation of the Officer
who approved the draft.

To
Address entries
/True copy/Forwarded/By Order/
' Section Head

8.07. Proceedings :@ Proceedings are copled in sheets printed with Tami# Nadu
Electricity Board Emblem. If the proceedings are to be roneographed, the title 'Tamil
Nadu Electricity Board” should be typed while cutting stenclls at the top of the

proceedings. :
The following is a specimen form :
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TAMIL NADU ELECTRICITY BOARD
(Abstract) |
(Permanent) B.P. (Ch/FB) No....... (Branch concemed) Dated..............
(Routine) B.P. {Ch/FB) No......... (Branch concemed) Dated ..............
Read : |
Proceedings
(Body of the proceedings)
(By order of the Chairman/Board)

AB.C.,
Secretary to Board
or approving authority

"To
Address entries.
/True copy/Forwarded/By Order/
Section Head
(For Board Office only)

8.08. Address entries in fair copies of Proceedings - Instructions : Al addresses
ghall be entered in fair copies of orders, memorandum, etc, but this nde wil
not apply to the orders on petitions, in which case only the address entry pertaining
to the petitioner will be typed in the copy Iintended for him.

8.09. Spare copies of Proceedings roneographed : The number of coples of
Proceedings, circulars, etc., to be roneographed should be determined before hand and
noted on the stencil sheet Where a circular does not occupy more than half page,
two coples of it shoud be typed on the stencil paper, one on the upper and
the other on the lower half.

8.10. Letters : After the body of a ietter is completed, the conclusion copled
on the right side should be simply “Yours faithfully” in one line. The designation
of the Officers is, Iin cases where it has to be shown, entered below the last entry
with the usual ‘three lines’ space left for signature.
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8.11. Demi-Officlals : Deml-Officlals are copled on sheets printed with Tami
Nadu Electriclty Board Inscription. The demi-officlal Is commenced with the words
“Dear Thiru” with a five line space between those words and the emblem of the
Board and aftér. the body of the deml-officials Is completed, the words “Yours
sincerely” are copled In a new line on the right half of the side of the paper on
which the copylng s done. ‘]'he name * and designation of the officer who signs the
demi-officlal are copled at the top of the page on the left hand side while those of
the officer or person to whom the deml-official goes are copled at the foot of the
page on the left hand side.

8.12. Marking of Important and urgent Communications : In order to enable
the Branches/Chief Engineers/ Superintending Engineer of Circles etc. to give prompt
attention to Important and utgent communications received by them from the Board
Office, In the fair copies of such communications the words “Important”,
“Urgent”, ‘Immediate’, or "For Personal Attention”, as the case may be, shall be typed
prominently at the top of the page on the left hand side.

8.13. Preparation qf disposal dockets : After fair copies are prepared the
Typist Is required to prepare appropriate disposal docket prescribed for Proceedings
etc. Dockets are not prepared for “Lodged Papers™.

(b) Examining

8.14. () After a fair copy Is made by ‘the Typist, the Assistant/Junior
Assistant of the section concemed scrutlnises it to see whether the papers have been
copled In proper ordér and form and - whether enclosures have been fully typed.
He will compare the fair coples of the draft and the enclosures with their original
with the Typist and correct errors in  spelling, punctuations, etc., and In other matters
where the errors are obvious. Hé will bring to the notice of the Sectlon head
all obvious omissions and mistakes. :

() The falr coples, after examination will be initialed by the Assistant/Junior
Assistant below the entry of designation of the officer or Section head who is to
sign (or at the let hand bottom comer In the case of Demi-official letters). He
then submits the papers to the signing officer concerned. When the fair coples
are submitted for slgnature. any enclosures to be forwarded with them should be
stitched together in /a’ slngle filo arranged with the falr copy on the top. If however,
there are numerous enclosures to a communication, the latter may first be typewritten
and .submitted for signature, the enclosures belng typed white the falr copy s being
signad.

e
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Note : Stencils and fair copies of notes for the Board. Tamil Nadu Electrichy
Consultative Councll and various committees and falr coples of communications
Issued to very important pérsonages and confidentiat and strictly confkiential
communications  should be carefully compared by the subject Assistant with
the Typist. (For Board Office oniy.) '

(lily Fair copies taken in roneo duplicators should be submitted to the officer
concemed and his approval obtained before actual despatch.

8.15. Special precautions for checking financial statements : (I} The Typlst and
Assistant/Junior Assistant who compare the fair copies are primarily responsible for
comparing the figures, etc., in statements forming enciosures to the proceedings,
letters, etc., of the Finance or other Sections. The  Assistant/Junior Assistant
concerned should, however, also check before despatch that the enclosures are In
order and that figures, plus or minus signs, etc., have been accurately copied.

(i) Fair copies of all enclosures to proceedings, Official letters, Memoranda,
Endorsements, etc., should be authenticated by the Section head of the Section
concemmed as follows : '

']

{True copy/extract)

AB.C.
Section head

8.16. Slgning of papers : The fair coples of the disposals for issue are
submitted to the Sectlon heads and other higher officers for their signature. When
a sectlon head is absent on Casual Leave or is not available in office for any reason,
falr coples relating to his section shall be signed by any other Section head
of the office.

817. Form of authentications of orders and Proceedings Al proceedings
lssued with the approval of the Board will be expressed to be made by
order of the Board. All proceedings approved by the Chairman under the powers
delegated to him will be expressed to be made by order of the Chalrman. (For
Board office only.) :

8.18. () Copies of such proceedings may be authenticated by the Section head
of the Section concerned as follows :
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(By order of the Board/ChaInnan)

AB.C.
Secretary/AM/M.D./M.G./CE /P

To
True copy : Forwarded : By order

D.E.F.
Section head

Note : The name of AB.C. shall be typewritten the signature of D.EF. being
the actual signature of the authenticating officer.

(i) Signing of covering letters and -authentication of coples of proceedings
When a copy of a proceedings of Board Is communicated to the Gowt.
of Tamil Nadu, to other State Gowvts., t6 the Accountant-General or to a public body
ik shall be sent with a covering letter signed by the officer in charge of
section. The covering letter is not numbered and bears the date on which it is typed
for signature. a

(i) The copy of the proceedings communicated with the covering letter should
be authenticated. (For Board Office. only.)

8.18. Signing of Jetters : Letters will issue in the name of the officer who has
approved the draft. When the officer who has approved the draft does not sign
a letter but I§ signed by an officer lower in rank, the word “for” should be entered
before the designation of the officer who approved the draft beiow the space Intended
for the signature and the fair copy submitted for the signature of the officer or the
Section head concerned. The name of the officer who signs the letter should
be copled Immediately below his signature. :

8.20. Signing of falr coples - Speclal Cases : Coples of orders on disciplinary
cases shall be signed by the officer who has imposed the penalty as disciplinary
authority. ‘

()] Despatching

8.21. Dutids of Section heads and the higher officers : () The Sectlon head
incharge of despatch s directly responsible for the proper distribution of work




n

among the staff In despatch section. He should dally check the various registers
and the tappal acknowledgment slips that are received back after delivery
dtappals.Heshomdalwseetotheemclem working of the saction generally.

(i} The Officer Incharge of despatch section should also check the various
registers at least once a week and take all steps to ensure prompt despatch of com-
minication.

8.22. Hours at which work will be received : () Fair coples, etc., which are
ready for despatch shouid be sent by the sections to Despatch section in two batches
as follows :

| Batch 12.30 p.m.
Il Batch 3.00 p.m.

() Speclals which have to be despatched on the same day wil, however, be
accepted at any time between 10.30 am. and 5 p.m. or other prescribed office hours.
The. Despatch section should ensure that papers which have to be despatched by post
reach the post office before the last hour of clearance. Junior Assistant on
tum duty will make arrangements for despatch after 5 p.m, In Board “Office.

() Special communications to be delivered other than by post (le. commu-
nications to be delivered locally ) will be recelved In the despatch section for
despatch upto 4.30 p.m. for transmission to the addresses on the following moming.

{v} Communications which have to be despatched by ragistered post should
be sent to the Despatch section as and when they are ready but not later than 1
p.m. on Saturdays and 2 p.m. on other days except on postal holidays.

8.23. No paper to be retained for more than 24 hours : As a rule no paper
for despatch shall be retained In the Despatch section for more than 24 hours. Lstters
both official and demi-official, which are received for despatch before 4.30 p.m. shall,
however, be despatched on the day of recelpt. -

824, Date of 'receipt to be entered on paper : The date of receipt of
papers recelved for despatch should be noted on them.

-8.25. Transmission of papers to, and their treatment in Despatch Section
Communications for despatch with any enclosures that are to accompany them
but not with any other papers should be sent by each section to the Despatch section
after belng entered in . the Transit Register maintained for the purpose. The
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despatchers will be responsible for the prompt despatch of papers to the proper
addressees accompanled by the enclosures recelved from the section.

8.26. The  papers will be receivad by the despatcher of the despatch
section, ‘who will acknowledge thelr recelpt in the Transt Register which wil
be-retumed to the Section. After despatch, the Junior Assistants, In charge of
despatch, will amange for sending the office coples back to the section
conhcemed.

8.27. () Despatchers are responsible for the Issue of all signed papers. They are
expected to check papers for Issue in order to ensure that all enclosures marked
in the draft are attached to the signed coples and that the papers leave the
office "In a complete form.

(i) Despatcher should Indicate clearly on the office copy, the manner in which
a communication Is despatched, viz.,, by post or by special messenger. In case where
a communication Iintended for despatch by post does not actually leave the office on
the day it was ready for despatch, both the dates should be entered on the office
copy, as e.g. 29th/30th September 1989 which wil signify that the paper was given
to the despatcher for issue on the 29th, but was actually sent by the messenger
- or by post only on the 30th. The far coples of important and immediate
references should be received by th~ despatcher by giving thelr
acknowledgement In the drafts then and there and the drafts should not be
retained In the despatch section. When a communication Is addressed to
an officer through another, the despatcher should note on the office copy the fact
of having despatched the fair copy to the latter only.

(il When a communication or its enclosure is required to be sent by
registered post or parcel, the fact of it being so sent should be noted on the office
copy. if a registered article ‘is required to be sent “acknowledgement due”, the
despatcher should ensure by checking the postal recelpt that the article has
actually been booked as "acknowledgment due”.

8.28. One envelope for all communications for same officer : If there are
several papers for Issue to the same officer on the same day, they shall be enclosed
in one envelope. Subject to this condition postings of articles in post office should
be spread over the whole day so as to avold pressure of work at the last minute
before the final clearance of the mail and the possible risk of misconnection with
the despatches made.
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8.29. ' Checking of postal recelpts for registered articies = and telegrams :@ The
despatcher should maintain a register in which he should enter all registered  articies
and see that comrect receipts have been obtained from the post office In respect
of registered articles and to this end he should then and there collect the postal
receipt from the office helper through whom the articles were sent to the post office
and Initlal them before they are fled. He should at once bring any omission or rmistake
to the notice of the section head Incharge ' of despatch section who will take
necegsary action for its rectification.

8.30. Method of enclosing papers in envelopes : When more than ten foolscap -
shests (br their equivalent) are to be despatched in an enveloo to the same addreasee,
the foolscap papers will be folded once lengthwise; when ten or less foolscap

. sheets (or thelr equivalent) are to be sent, the foolscap sheets should be folded

 twice breadthwise; the papers as folded should bs put in the smallest sized envelope
that will conveniently hold them when so folded; the enclosing of papers in an

\ unnecessarily ° large envelope, beskdes involving wastage as regards both stationery
and postage, renders the packet liable to damage In transit. Enclosures such
as sketches and plans which cannot be easlly folded In book form or are liable
to the damaged by folding must be detached from the file and sent separately, the
fact being so stated in the margin of the communication in the proper place. Very
bulky fles which cannot be conveniently folded as suggested above may be sent
unfoided.

8.31. When papers may be sent packed : Papers which on account of thelr bulk
will not go envelopes should be securely packed in thin or thick papers accordingly
as they are intended for local or postal delivery and correctly addressed before they
are sent for despatch. : i

8.32. Use of "Economy label” : The flap of an envelope containing non-confidential
paper will not be gummed but an ‘economy label will be pasted over It which
may be removed by the addressee without spoiling the ‘envelopes, the objéct being
that envelope should be used over and over again. Economy labels should be used
also in the case of confidential papers sent in an envelope, the seal being - affixed
at the two ends of the economy Ilabel. This rule will not apply to registered
envelopes In which case the flaps should be pasted down and economy labels
should not be used. :

8.33. Contents to be noted on “Economy label” : The contemts of an envelope
should be written on the economy label for non-confidential communications..



834. Mode of addressing non-confidentisl packets : Packets contalning
official correspondence which is not of a confidential nature . should be addressed by
official designation only without the addition of an officer's name.

'8.35. Mode of addressing envelopes comaining demi-official letters
Envelopes containing demi-official letters shall be addressed to the officer to whom
they are Intended both by “his rame and by his officlal designation.

8.38. Marking “Important”, “Urgent”, efc. : Important and urgent communications
should be  marked “Important”,  “Urgent”, “Immediate”, or “For Persgnal
Attention”, as the*case may be, In red Ink or by means of rubber stamp on the
economy label. :

3'.3" Packets sent by post - to be properly stamped and franked : Packets, etc.,
to be sent by post should, bsfore despatch, be weighed and properly stamped.

8.38. local delivery Procedure : Papers Intended for local delivery which
are not “speclal” will be put in plgeon holes of the almirsh where one hole has
been -afiotted for each Office, Such papers will be cleared once dally in the evenings.

8.39. () The packets wil be entered Iﬁ four separate dellvery books. Viz.
1. Book for Chlef Engineers
2 Book for Superintending Engineers
3.  Book for Accounts Branch, Audit Branch and Residential Audit Office.
4 Book‘ for Government and other local oﬂices, Banks etc.

(i) Papers Intended for govemment and pther offices outside the Tamii Nadu
Electricity Board complex are delivered by messenger while other papers are delivered
to the respective offices by Office . helper. In arder to reduce the transit time in
despatch of tappals and unnecessary postage, the foliowing procedure shall be adopted
by all the five Branches of the Board Office.

(i) Board Office Administrative Branch, Accounts, Audit and Technical Branches
. shall hand over the ordinary tappals intended for Government to Board Office Sec-
retariat Branch Despatch under proper acknovjledgernent. instead of sending them
by post to Government.

(v) Howaever, In the case of urgent and immediate tappals, the Branches/Office
concemed may continue to make thelr own ammangements.
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{v)- The Regular messenger of the Secretarlat Branch wil go every day In the
moming and evening collecting all the tappals Intended for Govemment, from the
Board Office Secretariat Branch and. hand them over to Govemment in the department
concermned. (For Board Office only.)

8.40. Despatch of valuables - Procedure : Valuables Intended for despatch to other
offices will be put In envelopes or packed and sealed In the presence of the
Section head, who will be responsible for the contents of the packet. A list or
description of the valuables should bs enclosed In the packets and another copy
of the list of description should be sent separately with an appropriate Ietter or
memorandum Intimating the despatch of the valuables. A certificate of posting should
be -obtalned for each letter or packet containing vaiuables if It Is sent by registered
post. Such certificates and the recsipts for registered letters, etc. will be carefully filed.

8.41. Despatch of records connected with disciplinary Proceedings : In order to
ensure the safety of valuable documents connected with -cases of disciplinary enquirles,
sections should depute a responsible person personally to take the records to the
office addressed and hand them over to a responsible .person In that office and
obtain acknowledgement for the records. If the documents are to be sent to
an officer ‘outside Station” (s) They shall be sent by Registered Post Ack. Due.

8.42. “Urgent” and "Special”, deépatch by special messengers : Locel tappals '
contalning lmportant communications should be sent by speclal messengers only.
When such ' Important communications are sent, the time when these communica-
tions are handed over to the speclal messengers should be marked on the outskle
or in a separate slip for the information of the staff at the recelving office to
ensure that there Is no delay on the part of these messengers in taking them to
the respective offices. The recelpt of such important communications should also be
acknowledged by a responsible person not  lower In rank than that of a Junior
Assistant with his full signature. '

8.43. Afixure of despatch stamp on office copy : The fact of daspatch will
be recorded by hand or by a rubber despatch stamp on the office copy, when there
s one and when there is no office copy on the page of the note or current file on
which the order for despatch Is recorded. The manner of despatch, Le. by post
(registered or ordinary) by speclal messenger will also be indicated. The
despatcher will also Initlal with date near the address entry. '

8.44. Postage charges : Malntenance and check of stamp account : The despatcher
should maintain a reglster showing all the tappals sent by ordinary and Registered post.
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He should see that correct receipts have been obtained from the Post Office in
respect of registered articles and the receipts pasted In the respective places In
the register. He shouid at once bring any omission or mistake, to. the notice of

the section head who wil take necessary action for its rectlfication. The section

head In charge of the Despatch, should check the stamp account daily with the
account of stamps used and the stock of stamps, on hand. He should see that there
Is no unnecessary wastage. -

8.45. Stamps of highest denomination:to be used In making up postage
charges : For the purpose of pre-paying postage charges care should be taken to

minimize the number of stamps by using stamps of the highest possible denomination

in each case Instead of a large number of stamps of low valus. Apart from the needless
expenditure which Is incurred on accoumt of manufacturing charges, the
practice of pre-paying postage by means of many stamps of low value when a
relatively small number of stamps of higher denomination would suffice s open to
serfous objaction from a postal point of view. Some of the numerous stamps afﬂxed
may escape obilteration and may afterwards be used Inproperly, while the neoéssﬂy
for obiiterating such stamp Imposes a vexatious and unnecessary burden ofi the
.- postal officlals. It Is also difficult for these officlals to check, with the ra.pld!ly
which is essential in practice, the adquacy of the stamps affixed. Further if a flarge
space Is covered by stamps it becomes practicable to remove them to cut upon

the parcel or letter and abstract its contents and to replace the stamps in such

manner as to conceal the Injury to the cover.
"POSTAL FRANKING MACHINE
8.46. Postal Franking Machine wherever it is belng used, the rebate ‘on

the total value of postage used by franking system should be obtained from the

Postal Department regularly. The Postal Franklng Machine should always be maintained
In  working condition.

e . gme . T
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CHAPTER - IX

THE COURSE IN OUTLINE FOLLOWED BY A PAPER
FROM RECEIPT TO DISPOSAL

9.07. The ‘Tappal" Is opened and stamped with the date of ' Its - receipt.
Envelopes addressed to Officers by name and those marked “Secret” or ‘“strictly
.Confidential" or “Confidentlal” are opened by the officers to whom they are addressed.
In the absence of the concemed offlcer on leave or otherwise, such envelopes as
are marked “immediate” shalt be opened by an officer of equal or next higher officer
in order of rank.

.

8.02. After perusal by the officers (who record on them any instructions
they wish to give), the papers are sorted by the Assistant/Junior Assistant In
charge of tappals, numbered and sent to the respective’ sections. The papers are
then registered In a Personal Register by the subject Asslstant/Junlor Assistant attached
to the section. In case the subject Assistant/Junior Assistant is away, the Section
head should arrange to register the currents.

8.03. If any paper relates to a case which Is aiready pending, the Assistant/

~ Junior Assistant adds the paper to the current or note file of the case. Otherwise,
"he puts each papers In an appropriate pad- and the paper thus becomes a

“case” He then obtains any previous papers referred to In the current or note
fle and, unless the case Is taken over by the Section, head, takes the necessary
further action. Such action may be the obtalning of further previous papers
of precedents, the preparation of precis, the writing of a brief note stating the
polnt for orders and the drafting of Proceedings, Memorandum, Endorsement, etc.,
in accordance with an established precedent. The Section head after making any
revislon of, or addition to the Assistant's/Junior Assistant's note or draft or putting
up a fresh one, submits the case {o his immediate higher Officer. The Sectlon head
shall himself attend to lmponant cases which involve interpretation of Rules and
. Regulations. When submitting the case for orders, the note may suggest references
.for turther Information or remarks to other Sections of the Circle/Chief Engineer
Office or to outside Officers but should not suggest the orders to be passed except
in routine cases and In cases where there are precedents. The Officers to whom
the case Is submitted, direct further action to be taken or suggest definitely, the
nature of the disposal to be made and the orders to be passed in each case. It is
then sent to the section being seen first by the Officers through whom the case was
submitted. The Section head passes it on with instructions to the Section Assistant/
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Junlor Assistant or keeps It himseif for further actlon ¥ necessary. If further Informatio..
Is called for In the notes of Officers, this process is repeated, untll final Orders are
passed.

9.04. If a case In which a draft has been put up Is recelved back with 4inal
orders, the draft wil be Issued with such modifications as may be necessary
with reference to the final orders. I, however, the case did not contain a draft
and Is recelved back with final orders, a draft is prepared In ordinary cases by
the Assistant/Junior Asslstant and the flle Is resubmitted for approval of the
draft through section head to the Officer concerned, who revises or passes the draft,
circulating It again to the higher officers, if he thinks this desirable. Drafts in
important cases are prepared by the Officer himself lncharge of the Sectlon.

9.05. The disposal as approved takes the form of a Proceedings, Office Order,
Letter, Endorsement, Memorandum, Telegram, Demi-official, or Un-official references
or reply or 'Lodged’ paper. it is numbered and dated” by the Assistant/Junior
Assistant concerned of the section. The Asslstant/Junior Assistant makes hecessary
entrles in the Personal Register and closes the current in the register i the disposai
is final. In the case of Intermediate references or orders calling for Information,
he enters the date of the first reminder/subsequent reminders In his reminder diary.
He then passes on the draft and its enclosures (but not the whole file) to the Typist

* concerned for fair copying. Confidential papers are sealed In section and sent to

Despatch section for despatch.

9.06. Fair coples are signed by the Officers/Section- heads as the case may be.
Copies of communications which are confidential or secret in nature are, however,
authenticated by Officers higher in rank than Section head except in the cases where
the Sectlon Head is of the rank of a Class | Officer. Communications which are
recelved from other Sections and are ‘Lodged’ wil not however be docketted
bt will be added to the connected stock files if they are of some importance. Other
cases will be kept In section and destioyed after the prescribed period. In the case
of flnal disposals, the Assistant concerned or the Junior Assistant of the section
prepares dockets. '

9.07. On return of the drafts from the Desptch Section after issue, the Section
Assistant/Junior Assistant makes sure that the papers have been properly despatched,
puts the drafts back in their respective files, and when the case has been
finally disposed of, the Assistant concerned or the Junior Assistant of the section
prepares dockets, sends them to the Record Section under the orders of the section
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head who satisfles himself that there Is no further action to be taken and gives a
“Pass Order” In each case In writing, which should be In red Ink on the face of

the docket sheet. Papers which do not carry a "“Pass Order’ will not be accepted

by the Record Branch. All references to which replties are due are kept Intact In the
Section with the concerned papers.

9.08 : () Records shall be handed over to Record Clerk of the Record Sectlon,
after obtaining his signature in the last column of Personal Register. Confidential
records should also handed over to Record Branch. While handing over the confidential
records, should be put in a cover and the cover should be sealed. The number
of the Confidential Record which has been put into the sealed cover should be
indicated on the left side top corner of the cover and then handed over to the
Record Clerk for safe custody. The Record Clerk will arrange It neatly in separate
rack marked confidential records. |

(i) Final disposals are stitched in the Record Section and then put in their proper
places In the bundles on the record racks or almirahs.

9.09 : “Office Orders” and “Proceedings” of “Routine” and "Permanent"
such as (Permanent) B.P.(FB), (Permanent) B.P.(Ch), (Routine) B.P. (F.B), (Routine)
B.P.(Ch) serles are numbered in a separate register maintained by each branch. (For
Board Office only) ' '

9.710 : The following procedure shall be followed In issue of Board's
Proceedings Pt. and Rt Series :

) ! the proposal is approved by the Chairman under the powers delegated to
him, the orders’ in such cases should be captioned as “Pt./Rt./BP(Ch.)'No. ... (Branch
concerned) dated ...." It should be Issued In the name of the Secretary/Accounts
Member/Member(Generation) /Member  (Distribution) /Chief Engineer(Personnel) depend-
Ing on the branch to which it relates with the superscription “By order of the Chalrman"'.

(i) If the orders are issued based on the decision of the full Board, the orders
should be captioned as “Pt/Rt/B.P.(FB)Nq. ..... (Branch concerned) dated ..... it should
he issued In the name of Secretary/Accounts Member/Member(Generation)/Member
(Distribution) /Chief  Engineer (Personnel) depending on the branch to which it relates
with the superscription "By Crder of the Board”. (For Board Office only).

9.71. . In some cases, a decision taken at a meeting of the Board may be

- purely Incidental which is within the competence of the Chairman. [n such cases,

at the draft stage, orders of the Chairman should be obtained on whether
it is to Issue as “B.P.(Ch)" or B.P.(FB)". (For Board Office only).
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9.72. : Al Boards Proceedings relating to (a) Secretariat Branch shall be issued
in the name of the Secretary, (b) Accounts Branch and Audit Branch In the name
of the Accounts Member, (c) Administrative Branch In the name of the Chief
Engineer/Personnel and (d} Technical Branch in the name of Member (Generation)
or Member(Distribution) as the case may be. The Chief Engineers who do not form
part of Board office Technical Branch should cor'rspond with Head Quarters of the Tamll
Nadu Electriclty Board, only In the letter form In respect of proposals which are to
be approved by the couecsued Bronch and shall address the Accounts Membar /
Member (Generation) / Member (Distribution) / Secretary /Chief Englneer (Personnel)/
Chief Financlal -Controller/Chlef Internal Audit Officer as the case may be and
appropriate orders will be Issued by the branch concerned.

9.13. Four separate Registers shall be maintained for (Pt.)B.P.(Ch)
No., (PL) B.P.(FB)No.(R1).B.P. (Ch) No and (Rt) B.P. (FB) No .. The numbers shall
be assigned In separate serlal orders and the following arrangement shall be
followed In this regard :

Sl Branch from which orders Branch in which registers are to be

No. are to be issued. maintained for assigning numbers

M @ @

1. Secretariat Branch Sacretariat Branch (Under the control of
. Secretary)

2, Administrative Branch ] Administrative Branch (Under the control

3.  Technical Branch of Chlef Engineer/Personnel.)

4. Accounts Branch Accounts Branch (Under the control of
5. Audit Branch ] Chief ‘Financlal Controller)

. The closed original B.P. shali also be kept in the Record Section of the respective
Branch (For Board Office only).

9.14. Orders Issued under the powers delegated to  Deputy Secretary/
Secretary/Accounts Member or any other Officers of the Board shall be captioned




as >"'Memorandum". Wherever the “Memorandum” has to be retained
permanently it should be captioned as Memorandum (Permanent).

(The words “Junior Assistant” “Asslstant” wherever they occur would refer to
“Junlor Auditor* and “Auditor” ‘so far as Audit Branch Is concemed.)

Note : So far as Technical Branch Is concemed - there are two units wviz.
Administrative Unit and Technical Unit. The Administrative - Unit conslsts of one
or more Sections headed by Superintendent. Technical Unit Is headed by a Executive
Engineer who Is assisted by Assistant Executive Endineers‘: and Assistant Engineers.
The term “Section” and "Section heads” will denote tﬁé" “Division” and “Divislon
Heads” so far as Technical unit in Technical Branch s concemed. {(For Board Office
only)
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CHAPTER - X

MEETINGS OF THE BOARD
. (For Board Office only)

10.01. The meetings of the Board are held in accordance with the Tamil Nadu
Electrichy Board (Mestings) Regulations 1958. An extract of the saki Regulations
Is in Appendix. IV ‘

10.02. () In respect of matters, which are to be placed before the Board for
approval, a summary note shall be prepared. The note ‘shall * state the proposal
and discuss the merlts and,derr'\errts. the financial implications Involved, availabillity
of budget provision, etc. Wherever necessary ~and summarise the polnts, on which
declsion of the Board Is required. In respect of Tenders, the note for the Board should
contain the detalls under the following heads.

1. General.

2, Need.

3. Response.

4. Rejecticn .on initial scrutiny.

Rejection on Technical scrutiny.
Price . analysis.

Vendor rating.

® N o o

Recommendation of the Tender Committee.
9. Concluding paragraph for decision of the Board.

(i) The note for the Board shall be got ‘approved by the Chairman after careful
preparation and closest scrutiny at different levels. The note shall contain only
the proposal as approved by the appropriate authority. The higher officer putting
up the draft Board note for Chairman's approval, shall be responsible for adhering
to these Instructions and for . ensuring that the notes are correct, complete and
cogent. The draft note for the Board should be routed through the Secrelary to the
Board before putting up to Chairman.

70.03. (i) After the note for the Board is approved by Chalrman, the original
note with twelve roneo copies of the note along with the connected file should be sent
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to the sectlon dealing with the subject ‘Mesetings of the Board' In the Secretariat
Branch with the covering U.O. Note stating that the note for the. Board has been
got approved by the Chairman and that the same may be placed before the Board.

(h The U.0. Note shall be signed by the following officers In respect of Branch
noted against each :

)  Under Secretary/Deputy Secretary : Secretariat Branch.

l) Personnel Officer :  Administrative Branch.
- i) Executive Engineer . Technical Branch.

) Deputy Financial Controller :  Accounts Branch

v) Deputy Chief Internal Audit Officer: Audit Branch.

10.04. The normal official procedure of maintaining at least 2" margin on the
left side of the papers falling under odd™ numbers and 2" matgin on the right side
of the papers falling under even number shall be strictly followed. Typing shall be In
single line spacing and both sides of the roneo paipers shall be utillised withoin
leaving back side blank. The name of Chairman who approved the draft
note shall be typed at the end of the falr coples indlcating also the date of approval
of the note. The note for the Board shall be Issued to the Members only In the name
of the Chalrman who Is the Chief Executlve.

10.05. The section In the Secretarlat Branch which sends the agenda and
notes to the Members of the Board shall serially number all the pages of
the notes. An index shall also be prepared and a reference to the page number
shall be Indicated In the index. Stapler pins provided for each set of notes shall be
removed once the notes are compiled. '

10.06. Inmtimations about the dates on which meetings of the Board are held are
sent to Chlef Engineers and other Officers. On the days on which the Board meets,
the Chief Engineers and Chief Financial Controller should be In the headquarters
and remain in their Chambers till the meeting of the Board is over. However, in
" emergencies or unavoidable situations, Chief Engineers/Chief Financial Controller

may take the permission of the Chairman for being absent at headquarters. it is
also” necessary that the Superintending Engineers/Financlal Controllers of head-
*quarters offices and all other officers in the Branches of Board Office are available
on the dates on which the Board meets so that they could furnish any information
~ that may be required by the Board during the meeting.




10.07. Officers should ensure that the agenda notes except In respect of
routine matters reach the Members of the Board at least three days prior to the
date of the meeting. This shall be particulady 8o In respect of notes on tenders.
ftwiii be the personal responsibliity of the Chief Englneers/ChIef Financlal Controllers/
-Secretary to ensure this.

10.08. Soon after the meeting of the Board Is over, the minutes of the
meeting are extracted and communicated to the Sectlons/Branches for taking
further action. The names of Members who attended the particular meseting shall be
typed In the -extract. f a particular Member left the meeting In the middle of
the meeting, the fact should be mentioned in the extract. The stage at which he
left the mweeting should also be indicated.

10.09. Final orders should be Issued In respect of cases approved by the Board
within one week from the date of recelpt of extracts of the minutes of the Board.
A copy of the final order Issued shall be sent to the section dealing with meetings
of the Board In the Secretarat Branch wlthln a week so that a final repon on the
action taken can be made to' the Board. In respect of subjects, which have
been placed before the Board but deferred or referred by the Board calling for further
particulars, the matter should again be brought up to the Board within two weeks from

. the date of the extracts of minutes.

10.10.. Any proposal on which the decition of the Board Is urgently
required may be circulated to the Members and if _approved by not lass
than two thirds of the total number of Members of the Board may be deemed
to have been passed as a resolution at a meeting of the Board duly convened.
Such decislon shall - be placed before the next meeting of the Board for
ratiflcation.

10.11. The procedure outlined above shall also be followed In respect of
matters to be placed before the Consultative Council. :
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CHAPTER - XI

INDEXING AND TITLES

11.01. Object of index : The object of the indices Is to enable one to trace
the papers containing the orders passed on any particular sublect.

11.02. Tile and head defined :- The entry In the Index relating to an individual
paper is called a “Tile". The important word that Is placed first In the title by
which its alphabetical position in the Index is determined, and on which * primarily
' depends the possiblity - of finding the titte, is called the “Head".

11.03. Head must be. obvious and distinctive :- The first thing to do when writing
an Index title is to select the head. The head must be a word that will naturally
occur to any one who wants the papers. It must not be too wide. For Instance, to
index all the petitions received under the “Petitions” would be absurd; though order
o a general nature, relating, say, to the way In which petitions should be dealt
with, would be appropriately . Indexed under that head.

. 11.04. Consfstency essential : Standard heads and sub-heads Unauthorised
additions forbldden - Conslstency Is essentlai In the selection of Index heads. Even
¥ the héads are badly chosen, so long as there Is consistency in their use, Iess mlschlef
will be done than i they are in themselves bétter chosen, but papers relatlng to the
same subject are indexed sometimes under one head and sometimes under“ancther.
Consistency can only be secured by adhering to a standard list of Index-heads
and subheads. A general list Is .given in Appendix V. Every Assistant/Junior
Assistant must constantly refer to the list and use only the head included- in the list.
Any addition to the list or modification, f found necessary, should be made only
by an Office order approved by the Head of the Office.

11.05. Use of heads and sub-heads : In the list some of the heads have thelr
sub-heads printed under them. A head may be used along or in combination with
a. mb-head A sub—head may not be used without a head. Any head, may, K
,:apntqprlate be used-as a sub-head under another head.

DB Smal!er heads may be used elone : Under the large heads, there will be

some pepers of & general nature. For such papers, a sub-head ‘General’ may be opened
under any head with several sub-heads. But this sub-head must be sparingly used.
No paper--for which a more definto and suitable sub-head can be found should
be indexed wunder ‘General’’ One legitimate use of the head is when a case falls
under several sub-heads.
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11.07. Personal papers : (I) Personal papers relating to officials” should
be Indexed under the name of the officer concemed. A proper title would be,
e.g.. ‘Subramanyan’ would be Indexed under ‘S’ and Subramanyan, A. would
come  before 'Subramanyan, D.

() In cases where a personal paper contalns useful discussions on any general
‘question or has any unique feature about, t would be useful to ‘cross-reference’ the
disposal under the Appropriate head and sub-head.

(i) Al matters relating to Individual officers need not necessarlly be treated
as ‘Confidentlal’. Where, however, the clrcumstance of the case require that
t should be kept confidentlal, the title for the Index should be so framed as not
to reveal any matter which Is confidentlal.

11.08. Papers relating to suits : Papers rolating to sults wil be indexed under
the head'Sults’, thus . first will come the name of the System in which, followed by
that of the place at which, the court Is situated which Is dealing with the sult, then.
the designation of the court, then number of the sult, preceded by appropriate
abbreviations 'A.S." (Appeal sult), ‘0.8 (Original sult), etc. These abbreviations wil
be arranged In alphabetical order, and under each, the suits will be arranged according

“to thelr year and numbers.

11.09. Arrangement of several sub-heads . The same tile may contain more.
than one sub-head. The order In which these should be arranged Is a matter In regard
to which definite rules cannot be prescribed. Generally speaking, the wider and more
abstract should come before the narrower and more concrete. The hecessity for
conhsistency must not be forgotten. '

11.10. Title proper : After the heads and sub-heads comes the title proper.
This must be as brlef as Is compatible with expressing clearly the. maln
subject of the file and some particulars of the Individual matters to which i
relates s0 as to enable easlly to find the papers that one may register. Brevity
is a merit In a title. If a title shows one at a glance, llke a newspaper, 'headline,
the sublect of the paper, # is a good title. Unnecessary length is a positive evil In
a title. It defeat the objects In view. The head or sub-head should never be repsated
in title proper. :

11.11. Wording and articulation : The tile must consist mainly of substantive
and adjective (where Indispensable) participles and minor parts of speech should be
excluded as far as possible. In order that strict alphabetical arrangement may be
practicable, it |a essential that the title should be articulated or broken up Imo members,

b —
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each conslsting of as few words as possible and each expressing an element in -
the subject matter. Each member wit begin letters with a caphal letter, which will
help to determine the alphabetical order and should be separated from the members
preceding and succeeding It by a bold dash. It Is no use to try to put too much -
into a single tle. The title must indicate clearly but briefly one main subject of
_the. order, : - ' ‘

11.12. Two or more titles when necessary-Cross reference :@ If an order deals
with more than one subject, two or more complete titles: under different heads may
be necessary. But the same title must not “be repeated under more than one head,
either In Its entirety or partially. Instead of this, where a subject falls under more
than one head, and It seems useful to index  under each head but there Is no
need for distinct tiles under each head, a cross-reference or cross-references must
be used . That Is, the complete titie will be printed under one head, while
against the other heads will be printed merely, ‘see, s0 and 8o’ (mentioning the former -
head). The same cross-reference must. never be répeated. .

11.13. Duty of Section heads regarding Index titles : It is the primary duty
of the Section head to see that Index titles are properly prepared. The Section
head wil check the tiles when drafts are submitted to him for approval. "

11.14. Object of annual Indlceé " ) Indices of proceedings serles are
printed annually. The annual Indices are intended for reference in officer. An annual
index Is prepared alphabetically and printed. '

(i) The abstracts of the proceedings, fetter, etc., which are to be indexed, are
. prepared In accordance with the principles lald down In the preceding paragraphs.
Before the proceedings, etc., are numbered in the respective serles, the Assistamt -
prepares the tabling slip In duplicate. One-copy of the slip Is given to the Assistant
who has been entrusted with the work of mailntaining Index Register. The other
is utlised In the dection for ready reference. (For Board Office only).

(N The qbstracts should be typed very leglbly to avold possible errors.
(For Board Office only). :

(V) An annual Index is prepared alphabetically and sent to the Press. for print.
Before sending the index to the Press, the Assistant ' Incharge  of the Index
Register should ensure by checking the numbers that all Board Proceedings letters .
with Pt disposal, issued during the year have been brought on the Index. (For Bosard
Office ‘only.)



(V) On receipt of proof, the Assistant checks it. with the Indices and satisfies -
himseif that no items have been omitted. He will submit the proof to Section head
or check who should deal with it as ‘Speclal’. They should carefully see that the
consolidation has been - properly done and rectify all defects. After check, proof
wil be retumed to the Press for final strlke,of coples. (For Board Office only.)

(vl The printed Annual Index “shall be ready before the end of AprII after the
close of the year fo whlch it relates.

1.15. (H A dfstnbuﬂon list of the Annual indices will be maintained In the
form below :

To whom distributed Annual indices
1. Office for reference ...
2. Record’ Section R
3. Other officers, if any ...

'(h)] Ihdlces of Board's Orders of ‘Routine’ serles are roneod annually for
circulation to all' Officers and Sections. (For Board Office oniv) '
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CHAPTER - XlI

CHECKS ON DELAYS AND ARREARS

12.01. ' Duty of - Officers : It is the duty of  Officers / in ..the circle/CE’s
Office/various Branches of the Board Office to check delays in the . sections in . their
charge. In order to ensure promptitude in the despatch of  business, . individual
instances' of delay should be 'severely dealt- with when they come  to_light and
responsibility ' of the Section: head for constantly watching  the - files  in . their
Assistants/Junior Assistants custody and seeing that they are not shelved | should . be
enforced. The . Officers must periodically inspect. the . Personal . Registers ; and
Reminder diaries  of Assistants/Junior Assistants and also the call books kept
for each section.

72.02." (i) ‘In cases where there has been no:respense: from . the other . officers
inspite of reminders, the officer should get in touch with officer concerned in the other
office over the phone, ascertain the position and impress on him,. - the necessity
for sending quick reply. Whenever such contacts are made, the details of the discus-
sion, the date by which final reply is promised may be recorded in the file itself.
If the reports are not received by the promised date, the matter may be taken to
the notice of the SE/CE/head of the Branch to follow-up the matter by issuing D.O.
letter,

(i) If for a D.O. reminder from'an officer from any Branch of the Board Office,
no reply or no satisfactory  reply is forth: coming, it ‘shall be promptly brought
to ‘the notice of the Chairman to call for the file. Not, more: than @ a ., single
D.O. reminder shall be issued in headquarters Office without the file: being . submitted
to Chairman' for instructions. (For Board - Office only.)

12.03. Duty of Section Head : (i) The Section head is responsible for the efficient
and expeditious despatch of work Iin his section. To enforce this, he should
thoroughly examine the Personal Registers once a fortnight on a specified day of the
fortnight. He should check the Call Book and Reminder Diary once a week.  He should
initial the registers in token of his check. The check should not be merely nominal.
The Section Head should not only see that the entries in the registers ' are
correctly and punctually made but also take immediate action on delayed ' and
urgent cases. He should ask his Assistants/Junior Assistants to produce such papers
and give them practical help to put them . up quickly or . should, himself take over
and deal with them. ‘It is his duty to ensure that no delay occurs: which could with




diigence be avoided end thit no paper s sheved by Assietants/
Assistants. For this purpose, he shouki, besides the weeldy check of registers, Inspect
frequently the papers pending with each Assistant/Junior Assistant.

(» The notes embodying the results of the check will be written In running note
fle-one for each Assistant and these note fles should be kept In the Section head’s
custody. The notes made must be very brief and should quote the numbers of the fles
in which defects are wmrmmdmwm

i

prescribed for the purpose In the office orders. (For Board Ofice only.)

72.04. Duty of Section Assistants : Section Assistants/Junior Assistants wil
be personally responsible for™ delays In the disposal of thelr papers st all stages.
The :eeponeibiity shoud not be considered to have ceased when a fle ls marked for
mwmwmmdmmmmmwmm
bmhﬂnﬂmdueﬂmhnwdm

72.08. Pericdical Reports end Returns wudmwo of consolicated
periodical register: A periodical register In respect of periodical reports to be sent
+ by the Officers 10 the Board shall be maintained. The form In Appendix VI shell
be adopted for the periodical register. These numbers shall be permanent and
shall not be altered from year to year. If any new. return ls included, fresh number
shall be. assigned. If any retum Is cancelled, ks number ‘shall not be assigned to any
other new retum. The registeor wil be wiiiten at the begimning of the calendar
“yoar o0 far as Column (1)to (4), (6 & (7) are concerned. Where a periodical
ls due from more than one officer, each officer from whom it ls due should be entered
on a separate line’ in column (3) of the Register. References received on a
periodical or a periodical taken up for action in the office should not be brought
on to the personal register uniess importamt corespondence arises from them.
Full use should be made of the periodical register for this purpose, the last column |
of which provides for the entry of any routine correspondence such as reminders,
etc. The retum should be dealt with in the same manner as other correspondence.
The register of retumn shall be submitted to the E.E.(Q)/Execttive Assistant to Chalrman
for Inspection once every month on a date t0 be specified by the Officer.

() The Moniktoring Cell provides information on all control points for effective
hmcﬂmhqdﬂneﬂoaﬂmdqﬁvesfeedbacktodﬂcommﬂn&canpamﬂvcpﬁomr
m(ForBoard Office only.)




12.08. Procedure In checking delsys and arreers : Tholmmlyhoduslll
as “exdenal arrears” and “internal arrears”.

12.07. Extornal Arrears : These are checked by means of the “Call Book” an

the “Reminder Diary”. The following inetructions are. laid down for the maintenano
of the Call Book and the Reminder Diary. '

(1) Calf Book : (8) () A Call Book wll be maintsined for each section |
the prescribed form (vide Appendix VI, When a oase is closed by the lesue of |
- Procesdings or & letter or & Memo. Which requires further action after & minimun
period of thres months, an entry shouid be made in the Call Book. Whes
a reference Is made to the Chief Engineer or any _other body on which. orden
_cannot reasonably be expected for atieast thres months, an entry shall made &
the Call Book. Other cases In which no action is necesssry in the section for
ot least thres monthe may also be entered In the Cak Book and sny reference
ordersd In such a fle should be trested as final or ¥ thers s no - such reference
the fe should be ‘recorded’ or ‘lodged’ (F the matter contained in that e is by Raell
unimportant). The entry relating to the fle In the subject Assistant’s/Junior Assistant’(
Personal Register should then be closed by the final disposal given to the file. No
entry shoud be made in the Call Book without the order of Officer incharge ol
the Section. In every case, the proposal to make an entry In tHe Call Book must be
“made ot the end of the draft when the dreft is submittad or, where there is no draft,
ot the end of note when the note Is submitted, the dats on which k is proposed
to take action next being mentioned. Ths Call Book for sach section will be maintained
by one of the Assistants/Junior Assistants of the section. When an entry In the Cal
Book has been ordered, the subjoct Assistant/Junior Agssistant wil make .the
ontries In.columns (1) to (6) in the Call Book and will note the fact that he has
dons 80 and the Call Book number and date on the draft or the note below the order
authorizing. the entry In the Call Book - thus (“entered In Call Book No. ...,
Dated ......... 4. Serial numbering In the Call Book should be done every yeer
separately. The draft wll then be Issued. The Section head wll be held responsible
for ensuring that the entry ordered has been made. After the order or reference,
¥ there is any such In the file, has been daspatched the “case” and the “put up”
papers wll be sent {o the records as is dono when a case is finally disposad
of. tfareponorreplylsrecelvedbeforeﬂwdateenmred in column (B) of the
Call Book, subject Assistant/Junlor Assistant concemed shouid enter that current number
and date In column (7) of the Call Book; the entry In the Call Book would thus
be closed. If the entry in the Call Book Is not cloged . before the date entered

| |



B

100

in column (6) an extract from the call book should be taken by the subject Assistant/
Junior Assistant not later than that date and a current number obtained from the tappals.
The new current number should be entered in the Personal Register of the Assistant/
Junior Assistant concerned as well as in Column (7) of Call Book. The entry in the
Call Book will thus be closed. The subject Assistant/Junior Assistant will then obtain
the original papers from the record room and take such further action as may be
necessary. '

(i) As.soon as the original papers are obtained, all the papers from the docket
to.be removed and added . before the  arising reference/current on which action
has to be initiated. Then a sheet may be added to the docket indicating that all
previous papers . have been released and added to the arising current/
reference and then the docket to be sent to record.

(i) * When an order is passed that a case may “lie-over” for -~ a few days,
no entry Is necessary in the Call Book; an  order ' to ‘lie- over'  does ' not authorise
a “current” to be closed. The current number should, however, be noted in the
Reminder Diary.

(b) Call Book shall be submitted for the inspection of the officer concerned
once. every month on a date to be specified by the officer.

(c) The court cases which have been filed In ' the' Subordinate Courts/High
Court  and which are likely to be taken up after a considerable time  should ' not
be' ‘entered ‘in the® Call Book Register. The file should be kept open till disposal
of 'the case. Detalls of such court cases should be entered in a separate register
as Indicated _below and progress reviewed monthly.

Date of entry Current No. and Stage of progress
Sl No. in this register Subject case/suit/writ of the case.
petition number

(1) &) ®) “) ®)

NOTE :  Details of receipt of the case from the court, Date of preparation
of the para-wise remarks, Date of filing the counter, Date of posting the case etc. should
be indicated.
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(2)  Reminder Diary : The lssue of reminders to outside officers and the kmn
and resumpfion. of action on papers wil mmhmmmm‘
ﬂnhlowlngmn

(a) wdmmmm/ammmham' will keep Reminder diary
‘hﬂnptuerbedhrm(vidowu Vill). This diary is Intended to act as
a reminder to the Assigiant/Junior Assistant that some action ls necessary.
The frst column ‘Date’ will be reserved for the date of the month. In the Second -
column should be entersd the current number (c) of the paper or the number (C.B.)
in the Call Book with reference to which action is to be taken on that day. -

). At the foot of every draft, whatever, may Its form, - which entalls a reply
and every un-official reference, thé drafting Assistant/Junior Assigiant will enter In
red ink a date for the issue of the first reminder thus : “Rem., 25th Aprll 1988”. This
dmb.}mybom.uunmhtm.bvany.dﬂeerwoughor.tomnmedmn
submitted.

(c) _‘f‘retum of the draft or note approved, the Assistant/Junior Assistant concemed
¥ In the Reminder Diary the currernt number (c) against the date approved as
that on which a reminder Is to be lssued, ¥ necessary.

(d) When all replles are recelved to a reference, the entry relating to i
in the dlary may be scored out .

(6) Y a case !s entered in the Call Book, C.B. number will be entered In the
RemhderDhryagammadmwmchacﬂonlstobemken

) cwﬁhlchm ou'déradto ﬁe-oveI‘WII also be brought ' on the Reminder
Dhn' St
) alehy L

(@) The Assistant’s/Junlor Asslstant’s first duty on each working day is to examine
the entries In his Reniftider Diary against thit date and agidinst any holldhys immediately
. preceding that date. He will then exarine the entries Ih the personal feglstor agalnst
. the numbers mentioned on the Reminder Diary against these dates; ¥ a cument Is
RO tultHlel 4ctlBIPs @ Hobieskaly. "o atclitrd® * 13°KRBORE S Alshhant/
* S RERYRRRE Bhbul ™ o “onby BIN-But the i rofP dinoliy m’%ﬂs&‘&ﬁﬁﬁwﬂ
W&ﬁhﬁ“‘ b aivanigad v otder of - currehit nhﬁaberrﬁﬁ& Pk YGp e Feck
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Reminder Diary. This process wil catﬁmwﬂurdmhroﬁlbdloorﬂn
periodical is received. '

(M Section heads and other officers should, from time to time, check the
Reminder Diary with reference to the pending fles in the section.

Note : The reminders, replles to reminders and notes reiating fo them should be
kept distinct from the current file and note fle and should be placed with the routine
muﬂnbaltand the case and destroyed aftér final orders are passed in the
case.

_ 12.08. Internal arrears () the arrears in Sections are checked by means of the
Personal Registers, Dally Detention List, Arear List etc. :

() Whenever a Deml-official reminder or a reminder In an important case
is received, the officer In charge of the Section shall call for the fils and examine
whether action has been taken as required and as promptly as possible and give such
directions as may be necessary for expaditious disposal. The reply shall be issued only
after such examination. A register In the form below shall also ibe maintained by him.,

FORM

Rogister of Demi-Official reminders and reminders in important
cases received from other officers.

8i.No. - Brief From whom  Reasons for delay in
Subject received Passing final order.
and date
m @ @ @

12.09. Personal Register : (8) () A certain day of the month wil be prescribed .
wmmduchmmmmnngmnmm
of each section by the officers Incharge of séctions. Running note fle, Reminder
- Dlery, Call book and stock files wili be submitted along with Personsl  Register.
The higher officers of the rmank of Superintending Engineer will inspect the
Personal Registers once In three months. The head of the office/ Branch wil also
inspect the Personal Registers of the Sections as frequently as possible or at such

-




or other sction are submitted to him at Onoe with reasons for the delay uniess
his knowliedge of the fies renders this unnecessary. Any queries or remarks meade
in the rumning note file by the higher officers must be answersd within 48 hours and

indicating the columns 1o provide for the date fixed for submission of the Pereonal
Register each morth, the date of actusl submission in the month, reasons for
delay In submission, the Initials of the Assistant/Junior Assisiant/Section head and
the officer concemed. This will be useful to check up the delay. In submission
of the Personal Register st the time of Inspection. '

" (b) As siready explained papers pending at the end of a calendar yesr will be
brought forward into a new register of the following yeer ¥ they are not disposed of
by the 31st January. The section head Wl certify on the first submission of the register
after 18t Peb. that sl pending papers of the previous years have been brought forward.
There Is no need to bring forward all  previous eniries regarding thess papers. Al that
Is required s the last reference Issued or received the last submission date,

number of the paper in the previous yesr and ite tile.

12.10. Five days rule : (1) Papers will normally be submitted bylhoOllbowl!*l
five days of their receipt In OMos, Le., from the dete revesled by the Officer's
date wveal. Simiaty papers Wl normelly be resubmitted within five deys from the
dale on which they are marked baok to the office. The section head will be held
responeible for any paper found. pending In  his section without sufficient grounds
fve  days. Holldays will not be exciuded in caiculating the period

i

be kspt in the office for more than ten days without the
permission of the Immediste officer. ’



104

12.11. Daily Detention List and Arrear List : () "“Daily Detention List”
is a list showing the current received by the Assistant/Junior Assistant on which
action has not been taken within five days of their receipt. “Arrear List” is the
Register showing the cases pending for more than three months. These are submitted
in prescribed forms-Vide Appendices— IX and X respectively--punctually In
accordance with the orders in force. While the ‘'Daily Detention List' is submitted
dally to the officer incharge of the section, the Arrear List is submitted once
in a month as per the programme fixed by establishment section for submission
of the list by each Assistant/Junior Assistant. Failure to subumit or delay In submitting
these lists or failure to include In these lists items which ought to be included is a
serious offence and will be dealt with severely. All directions issued by Officers on
the lists should receive prompt attention.

() The arrear list showing the case pending for more than three months put up
by the sections are critically scruitinised by the officers and the list is- scruitinised
along with the files at least once in three months.

12.12. " Half VYearly Business Statement : In order to keep SE/CE. /
Chairman informed about accumuiation of old files, in all the Sections/ Branches
of the Board, each Section/ Branch should send Half yearly Business Statements
inn the form prescribed In Appendix Xl to the S.E./C.E./Chairman who will
review the work and suggest ways and means for their disposal. The statements
for the Half-Year ending June and December should be submitted by the twentieth
of the month following the period to which they relate.

12.13. Delays with officers and in circulation : (i) The  Section head - should
every Monday bring to the notice of the. Immediate superior officer any cases
whlch have been with' 'a 'superior officer for more than_afortnight, In order that
he may discharge this duty efficiently, he will ensure-that columns (7) and  (8) of the
Personal Register are posted up regularly. For this purpose every- section  will maintain
a ‘circulation Arrear list’. in, a register form In which entries will be made of all
files 1 not, received. back. in the section even after a lapse of 15 days after submission
to any- officer.. Current number, subject and date of submission and with  whom
pending should. be. furnished - in the Register. The Section head should ascertain with
whom-the file /is_pending and . promptly get the acknowledgment of the officer
concerned  confirming the avallability of the file with him. '

(i) Officers at all levels should also ensure that files are not pending . with . them
for .more.than two weeks for one reason or other. They should also send a report
showing the number of files pending with them for more than three weeks to the
next level officer every month. X
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12.14. Delay in issue :@ All papers marked for Issue are ordinarily expected
to be issued within twenty four hours of the time at which they are given to the
typing for fair copying. It will be the duty of the Section head concerned to see
that the papers pending issue at the end of the day are attended to first thing on
the following working day and date despatched before the close of that day.

(i) DELAY IN TYPING : The Typist should maintain an Out Turn Register
as Indicated below and it should be submitted to the Immediate Officer through
the section head every day.

TYPIST OUT-TURN REGISTER

Nama T o (7118 o] e s o e S Batel s i
Seats attached Note Draft Statement Fair Stencils Others
copies
(1) (2 ) 4) (5) {6 ., @

No. of files pending : 1. Total
2.
3. Previous
etc. Progressive :

Initial of Typist
Section Head

in maintaining this register, the Typist should also indicate the Current No. . and
the date on which the files ~are ‘received by him/her. = If fles are pending at the
end. of the day, the number and - date * of - receipt of the files should be indicated
in the column: ‘Number of files pending' at the bottom of the left ~hand side of
the format. The Typist should also see that the files pending at the ‘end of the
day are attended = ta: first —on” the following ‘working day and are typed before the
close of that day. ;
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FOLLOW UP ACTION IN COURT CASES

12.15. in order 10 have a close walch and follow up action in o cowt oOases
such as originel sults, petitions, writ petitions, appesis eic. fled by or againet the
Board in sl cowts, the following guidelines should be followed sorupulously :-

(1) In original mult, origingl petition, wikt petition, writ appeal and miscellanecus
petitions fled in subordinate couwrts, High Court and Supreime Court where the Tamil
Nadu Electricy Board / Chalrman / Secretary / Chief Enginesrs or any other top
officers of the Board are impleaded as partiss, the section concerned shoukd
biing to the notice of the head of the office promptly sbout the fiing of such
onses as well a8 any order, interim or final passad by the Courts. The twther

developments and stage shall aiso be intimated periodically. |

@ ( Separste registers shoud be maintsined in respect of cases fled in
different courts as indicated below t0 have an efficient watch over the follow wp of

osses :
0) -Camllethupreme_Coun;
b) CasuﬂethlghCourt.’
c) &mﬂqdhbbtrlctCoudorSubordm Judge Cout;
d) Cases filed In Munsif Couwrt; and
¢) Cases fled In Labour Court

@ The registers shoud be in the following format.
REGISTER OF SUITS

Cases Med in Labour Court/Subordinate Courts/High Court/Supreme Court

be
to
by
the

-of the court in which & is fled.
(3) Date of fling.
the case.
taken with reference

(m)m&naapmud
(11) i futher action is to

(1)s-uw. ‘
{2) Case No. & yoar & Neme




w7

Column 7 ° The detals of the action to be taken Jke sending para-wie
remarks 1o the counsel, daste of receipt of counter, retuming of th

by the Court shoud be Indicated.

Column 8 @ if sent by post, & should be only by registersd post and Reoeipl
No. and dsie shoud be noted,

() The above registers shoud be submitted 1o the Head of the Offics every
The head of the Offics should send s monthly report on ol the  pending

cases to the Chairman on the 10th of Aprl, July, October and January as indicated
in the format prescribed below: Quartedy Report of the Court Cases pending for the

Quarter of sesvsrasessserisesssressivassie (due with Chairmman on the 10th of
- Apil, Juy, October and January.) :
Ofice : ceveririnrene
Case Number 1 Name and Present
8l. No. and year and Date of detalls of, the Brief detalis stage of the
the name of fiing peatitioner  of the casé Cowt case
(U] @ @ @ ®) ®

(3) As soon as the notice or summons or .any Interim or final order or
Judgment passed by the Court Is received by the Circle/CEs office,
the officer nominated for this purpose should register the case
other particulars in the “Sult Register” as Indicated above and inttiste action
distely. The top officers of the Board should be Intimated of the Information
in respect of any Wrk Petitions; Wit Appeals and CM appesis fled in the High
Couwt/Supreme Court with relevant detalls. Importart cases and casss Invoiving the
interest of the Board s & wiicle should be Intimated to the Chairmen by the
concemed. It Is also the duty of the Oficer concemed to kesp the Chairman
iformed -of the developments in such important cases at every .stage.

o 4) W any notice, summons, interim or final orders etc. are received by
! 'ﬂnqofﬂmhanyolﬂchlnﬂhggnywpoﬂorM'd the Board to appear

]
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~bafore the Courts, Xerox coples of "the same shoud be taken, original being
" retained by the reciplent for further action. The Xerox copy should be sent to the
officers concerned as woll as to the counsel to the Board for Inktiating appropriate
action. -

® In addlﬂontomoabovo.ﬂ\odﬂeutoomemedmmdlrecﬂydaﬂng

withﬂuwbloctduldbﬂmﬂnmaﬂerto the notice of the superior officer, wholl
required to -appear beforasuchcourtsweﬂhadvance

8) In all cases where an Interim order or final order ls about to be passed
by the Court, the officer concemed shall consult the Standing Counsel/Government
Pleader who s appearing on behalf of the Board to oppose such interim orgder to
be passed, or to take further action by fiing an appeal against such orderavmen
passed” by the Court and get the stay vacated without any delay.

(M H the case involved affects the imterests of the Board largely, and
¥ the officer concemed considers that the assistance of the Senior Advocate
is necessary, a note to the Chairman should be put up Immediately giving the name
and detalla’ of the Advocate who Is to be engaged as well as the importance of the
case for such engagement. In such cases the fees payable shoukd be decided
in advance. Simultaneously any orders passed by the ' cowt in such important casas
- shall be promptly brought to the notice of the Chalmman.

()] Tmmoonoamadshallpersonallyfdlowup the Gourt cases, filed by
or against the Board, at all stnges with dmoonsutatlonwﬂ\moLenalAdvlsarto
the Boald and see that the cases “are defanded’ properly. A’ 'reference o'’ the
‘Loghl Advisar/Legal - Cell should be made directly tor seeking approvaiof counter

affidavits, written stntemant etc or opinlon for fling appeals etc. against the orders
"‘8« Rer é%m% o G “duVodktes oti thet' Goverfinient “Plealfers  In
J Fii

9In “ ; _
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CHAPTER - Xill

RECORD BRANCH

13.01. Record Section - Repository of all records : The Record Section in
each circle/CE/Branch of Boerd office is the repository for sl the non-confidential
recorcts of sl sections/ceils of that offics.

13.02. Functions of the Record Section : The maln functions of the Record
section sre :

J(1)8|.pplydmhmborutomm
{2) Checking of records transferred by sections.

(3) Sorting of the records alc., sent or returned by the Sections placing them in
orrouomgtrmtowpropetplam.

. (4) Registry of records and volumes sent out of the Record Section and
nomgtlnkhthoreglmr :

(8) Stkching of final disposals sent to the Section from time to time.

() Sending every month to the officers In charge of sections a list of records
sent to sections more than three months ago bit not retumed to record section.

(N Cleaning and dusting of racks, and the exanﬂnaﬂon of records In order
topmudttmfromdmaobywhltum

(8) Labeling and vamishing record boards.

(9) Keeping the bundles and volumes arranged neatly and methodically
on the racks.

(10) Keeping the record rooms tidy and in good repalr. -

(11) Destruction of records in due time.

13.03. Control of record section and custody of records @ The Record Section
is under the immediate supervision of a Section head who Is responsible for the proper
maintenance of the records and expeditious transaction of business. The records are
under the custody of oiid or more record clerks. The section head should periodically
inspect the registers maintained by the Record Clerks In order to ensure that
they are properly maintained. He shall also ensure that :

|
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1

(® the Record room is opened duwring oos hours. ~

) ofl .the records are kept tidy §nd propery dusted. .

(% ol the recorde received from the Sections/Cells are pisced or restored to thelr

(v) the records sent from the Sections/Cells for stitching of final dispossis are
retuned to Sections/Cells in time.

M at the closs of the day, ol the requisitions for rmcords have been
sttended to

Mmmmm,prmw of closed papers from
Sections/Cells and for records lssued which sre not retuned

(M) the records are destroyed immediately after Rs eqiry period, _

- Record clerks are heid responsible for the proper maintenance of the  records.
They should see that the records sre neatly and methodically armanged and the rooms
kept tidy. Every moming afl the doors and windows shall be kept open to admit light

and si. The Record Clerks should aiso promptly attend to requisitions for records and
u“myndﬂrdmhgﬂum sont out and retumed.

mwmummwmu\o section. He should himesif
deliver the records to the Assistant or Section head who sent a requistion for them
and in no case shoud he leave them with any one else to be handed over to
the Assistant or Section head. Requisitions should be examined by the Record Clerk
then and there, with a view 10 see that the receipt of the records has been duly
acknowledged by the Section head or Assistants of Sections.

13.04. Inspection : The S8.E or the Officor who Is Incharge  of the Record
Section should make a detaled Inspection of the Section In the monthe of May
and Novembér In each year and  at other times, ¥ necessary, to ensure that the
records are being taken proper care of. They should ensure the following :-

() Whether the record room Is In good repalr and protected from whiteants,
m\dﬂnﬂwlbwmw”curgmm at all points and sufficiently lighted.

() Whether the records are methodically arranged.

(I)Mlﬂlprhnlesregardlngﬂmlwndwd from and retun to the
Reoadsmmwlcﬂyobwved
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This proceaure should not be resorted to except in grave cases of urgency;
nature of which should be Indicated in  the requisition slip.

13.07. (i) Particulars of records maintained : The records mentioned In APPI
DIX-XIV are kept In the Record sectlon of the circle/C.E. Office.

(i) Particulars of records maintained : The under mentioned records are k
in the Record Section of Board Office :-

Nature of records _ No. of years for which kept
excluding the year of issue.

—

(1) Originals of
(a) Proceedings of Board In

the Permanent serles | . Permanent
(b) Office Orders 30 years
(¢} Proceedings of Board in the

Routine serles 2 years

(d) Letters, D.Os., Memoranda,
Lodged papers (Other than those
mentioned In Note 4 under this

paragraph).
Arrear fist, Current Distribution Llst
and other Miscellaneous records. 1 year
(20 Coples of indices . 20 years
(3) Personal Reglsters Permanant

Note : (1) Records which do not come under any of the categories mentione
In the paragraph and which are liable to destruction in the Section Hself shou
not be transferred to the Record Section.

Note : (2) In determining whether a particular record is rpe for destructic
of not, the date and year of disposal and not the year to which the file relat
will be taken as the criterlon.

Note : (3) () All Section currents such as tour programmes etc., clrculars, m
cellaneous papers of general and speclal Interest, applications for appolntment to pos
and other similar papers, which are lodged and are of ephemeral value only, nes
not be sent to the Record section for preservation.
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@) The papers mentioned in sub-paragraph () above should be retained In
the respective sections in two or more flle boards and destroyed there ltself after
each calendar year.

(i) Such of the miscellanecus currents as are consldered to be. of future

_ importance, should be kept In separate stock flles.

Note : (4) Confidential “keep” papers marked "“Not to be destroyea”
should after scrutiny be put in a sealed cover and sent to records. The number
of confidential records which have been put into a sealed cover should be Indicated
on the left hand side top corner of the cover and then handed over to the Record
clerk for safe custody.

'13.08. Supply of records - Rules : (a) Records shall be supplled only on requl-
slitions made In the prescribed form-Vide Appendix - Xl '

(b) Requisitions for records shall be signed by Assistants or superior offlcers.

Section heads and Assistants of sections should while calling for records from the
Record Section, enter In the printed requisition slips the sections In which they are
working 60 as to enable the Record section to prepare for sach section separate
lists of reminders for the retumn of records.

{c) Requisitions for records shall be recelved by the Record clerk. The
Record Clerk shall see whether the forms of requisition are duly flled in and
signed and shall retum any requisition which is either Incomplete or does not conform
to the rules. If the requisitions are In order, they shall be numbered consequtively
for the calendar year and the date of recelpt shall be entered in the space provided
for the purpose.

No requisitions should be marked ‘very urgent’ or ‘speclal' unless they
are really so. Such requisitions should always be singed by the section heads In
token of thelr urgency or speclal nature. If a requisition Is marked ‘very urgent or
‘'spacial’ the time of receipt and of compllance shall also be noted In the form.

(d) The requisttions shall be attended to in the order of their urgency. As a
general rule no requisition recelved before 4-30 p.m. shall be kept pending til
the next day without the knowledge of the Section head. In order to enable
the section head to ensure this, each record clerk shall prepare at the close of sach
day, a list of the requisition slips recelved during the day which could not be attended
to. This arrears list should be submitted to the section Head before he leaves office. .
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(e} Before an original paper is taken from the records bundle, a dummy &
in the following form duly filled in shall take I«s place in the bundle, or ¥ there
already In the bundle such a sllp relatng to the paper required, the entr
shall be continued In the slip.

DUMMY SLIP

RECORDS TAKEN FROM THE BUNDLES
Record No. Date :
8l. No. Date of record taken Sectlon C.No Year

m @ @ . (@)
Signature  of Date of returning Record Keeper
Record Keeper/Record Clerk/ the Record Signature
Officer Helper who took the record.
©) ™ _ ®

—

When the paper is restored to the bundle this entry shall be scored ou
The Record clerk wil be held responsible for the strict observance of thi
rule, and the Section head shall occaslonally inspect the slips to see that this dut
is properly performed by the Record clerks.

(N In the case of any original Proceedings the date of issue be noted by thi
Record Clerk In pencil at the top corner of the back of the outer sheet of thi
Proceedings suppiled. He will also note the serlal number of issue against the date

(@ Al original papers and volumes issued out of the Record Section sha
be entered in a register called “Issue Register of Records” maintalned in the followin
form:




tion of the documents required.
otherwise purpose for which taken.

Assistant retuming.
He should verity the entries In this register once

{2) No. & Date of the disposal or other descrip-
(5) Initials of the Record Clerk delivering.

(7) Signature and designation of the Junlor Agst./
(8) Initials of Record Clark receiving.

a month with reference to the current number
for which the disposals were taken.

(1) 81. No. of requisiion and date of recelpt.
(4) Current number i any, for which taken;

(3) Date of lssue from the records.

(6) Date of retum.
(9) Remarks

(h) The record and the requisition shall then be sent to the Assistant or

~ Section head concerned who will acknowledge the recelpt of the record in the
space provided for the purpose In the requisition- form and return the latter to the
Record Section where the requitions wil be filled In consecutive order of numbars.

() Papers for which 'urgent' and ‘speclal’ requisitions are received shall be’
fumished forthwith; preference shall always be given to papers called for by or on
behalf or for the urgent reference of any Officer, these shall not be delayed
on any account

When cl’ﬂ‘oe helpers bringing urgent or special requisition walt for the records
the Record clerk should see that the requisitions are complied with as quickly as
possible and that Office helpers are not detalned longer than necessary.

() When a paper Is taken from a flle already pending of after its disposal
and put up In ancther flle, an- Intimation slip to the Record section, In the form
prescribed below should be prepared by the Assistant taking the paper and It
should be signed both by the Assistant from whose file It was removed and the
Assistant for whose file It was taken. The former should not part with the paper until
the slip Is prepared and he should be responelble for seeing that the slip is
sent to the Record Section.

e —————
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In cases where on a requisition from a section In another Branch, a Board
Proceedings or other paper Is taken out from a pending file and sent to the section
in the other branch, the Section sending the Board Proceedings or other paper
should send a transfer slip 1o the Record Section and the Section In the other Branch
recelving the record should also send an intimation slip as soon as the paper Is
recoived. The Record Clerk should watch for the second slip and i it Is not received
they should bring the matter to the notice of the Section- head who will then take
steps to obtain the slip. [For Board Officer only]

When the Intimation slip has been recelved in the Record Section, the previous
entry in the dummy slip in the record bundle and In the Record lssue Register shall
be scored out and a fresh entry made.

"FORM of Intimation for transfer of records from one file or section/Branch
to another. '

1) Proceedings or other paper. NO e emcrnereaes [+ S

Section/Branth .......ccovcvcrarnrmesissnanins

DEOd ...ocooceccreererecssmsaeninransvmrsscstvesssnnsesse

2) Cument for which the T R — . —

Proceedings or other Section/Branch ..........eeareissesni

paper  was originally DAtBd ....ooricreniicenenncseessssserssssersasasenanene
obtained. ‘ '

.3) Current for which removed NO cocrreereninceressrenens Of e rencsens

4) Date on which removed

5) Signature of Sectlon head or
Assistant from whose flle the
Proceedings or other paper
was removed.

6) Signature of Section head or
Assistant for whose flle . the
Order or other paper was taken.
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7) Remnarks

To
The Section Head,
Record Section.

(k) ¥ & paper Is not in the bundle the Record clerk shall ensure that it has not
been recelved in the Record Section before the requisition ls returned. He shall also
note In the form of the requisition the reason for not furnishing any record (eg ‘taken
otbyAoE....eie e, Sactlon/Branch for C.NO ...

() Papers wii be supplied by the Record section direct to any Section In any
Branch on regular requisition but no requisition from an officer outside the Board
Office will be comblled with except on the authority of the Head of the Branch
to which the paper belongs. [For Board Office Only].

13.09 Requisition for record-Noting of current number or ‘purpose’ : The
curremt number for which a record Is required should Invariably be noted on
requisition. Where a current number could not be quoted, the subject of the flle or
* the purpose for which the record ls required should be briefly Indicated. Vague entriss
llke ‘for reference’, "for SEs/Po's/U.Sesy's perusal” should be avolded. It Is open
to the Record sectlon to return requisition with such vague entries.

13.10 Return of put-away papers : Records which are no longer required
should be returned to the Record section by the Junlor Assistant/Assistant of the
section and acknowledgment of Record clerk obtained in Transit Regyister. The papers
wlil be checked by the Record Clerk. The entries regarding the records, Record lssue
Reglster Wil then be scored out under the Intials of Record Clerk in- Ink and
the papere restored to thelr propar places without delay.

13.11 Deposit of fresh disposais : (a) After all the requisie, action has been
taken on disposal, the original properly arranged, paged and enclosed In a proper
docket sheet, tied round with tape or securely tagged, wil be ssnt by the
section concemned to the Record Section to be put away. Light green wrapper
should be used for Board's Proceedings In the routine series to distingulsh them
. from the Board Procsedings In the permanent serles for which red wrapper ls used.
if any paper s found not propery arrranged, the Record section should return t to
the Section concerned for remedying the defect. If & paper is roneographed, the
Section Assistamt should see that a copy of It Is kept at the beginning of the flle
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of papers in _the docket, In order that it may be stitched by the Record sectio

retuming the Board's Proceedings they should be on no account be folded. [For E
Office only].

(b) When new disposalis are received in Record Section, they will be sgorted
in the case of Proceedings, they wil be noted ' In the Register of Proceedings recel
They will then be stiched by Record clerk In book form and put away. The Re
Clerk Is responsible for keeping this register upto date. A separate reg
for each year shall be malintained.

(c} W the records are too bulky to be convenlently stitched, arrangements i

be made to get them bound, efther in a single volume or ¥ bulky In more than
volume.

13.12 Return of records to Record Section : (a) it Is the duty of Section
sistants/Junior Assistans to return to the Record Section records taken out fi
'lt as soon as they are done - with. The evils of unnecessary detention and accumulal
‘of records In the sectlon are as follows:

() Accumulation of records on slde racks, tables and form cases makes
Section untkly and presents a picture of confusion which will be reflected In
Assistant's work.

()] 'Récords are more easlly and more quickly obtained from the Record Sect

than by hunting for them in ll-arranged lots detalned In the section. Delays e
waste of time can thus be avolded.

() Unnecessary detention of records deprives other Assistants of these recoi
when they require them for their use or at any rate puts them to needless wa
of time and worry to secure the records from the Assistant who has detalned the
The latter himsell wii be disiurbed In his work, frequently by having to seal
for a record whenever another Asslstant makes a requisition for it

(v} Records detalned In section are often put up in flles other than those
which they were originally taksn out from the Rscord section and no intimat
of transfer Is sent 1o that section. This makes It neary Impoesible to find «
where a record ls put up. The most frequent cause of delay by Assistants ls putt
up flles Is the difficulty in locating and obtaining records thus locked up In 8o
unknown file. They waste good deal of thsir time In going to several sectlons
enquire about the whereabouts of a record. Most frequently this proves
frultiess search. They thus delay not only the pending flle for which the rect

rd
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is required and very often put it up In anlmperfect'fashlon, but also delay several
other papers as much time had already been wasted In tracing the missing record.

(v} This practice Is source of loss of records and hence should be avolded.

(vi) it Is also the duty of the Assistant to send the records In his seat to the
Record Section within a month of closing of the file. A certlficate should be fumished
. by the Assistant at the end of each month that all closed papers and put up papers
have been sent to Record Section. Such certlficate should be counter signed by
the section head and put up to the Officer concemed along with Personal Register
for scruting. The Officer should also perlodically . check up physically whether all
the records have been sant to the Recomd Section. Officer of the rank of
Superintending Engineer should make a random check to satisfy themselves that
the records are periodically sent to the Record Sectlon. A certificate should be
gsent to head of the Section/Branch once In three manths by the officers incharge
of sections that the sections under thelr control have sent all the records to the record
section.

(b) It Is the duty of the sectlon head to Inspect Assistant’s table, side racks,
etc., as frequently as possible and to have the records sent away to the Record
Section. The Dally Detention lists submitted by Section heads and Assistants to thelr
officers should invarlably contaln a declaratlon to the effect that there Is no accumulation
of papers to be put away or transfered to Record Section. Section head should
discourage the plea of Assistants that Board Proceedings are detained for
use as precedents. If proceedings are required for.use as precedents, the proper
procedure ls to maintaln stock files.

13.13  Watching of return of records - Dutles of the Record Section
Every month the section head Incharge, of Record Section shall furnish to each
Section a list of all original papers fumished by the Record Section six months
previgusly but not returned to the Record Section. Whenever it appears to the
Section Head that they,delay In retum of records Is not properly accounted for, he
should, bring the matter to the notice of the higher officer.

A list of new Board Proceedings numbered two  weeks previously but
not recelved In the records shall also be fumished to the Section every
fortnight with a view to thelr being returned without further delay. All such reminders
shalt be entered In the Record lssue Register. [ For board office only]

13.14 Record Sectlon Reminders : When reminders, from the Record sectlon are
recelved In a Section, It is the duty of sectlon head to. see that a genuine search Is

B
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made for the records in question and to retum the records that can be releaseo.
Whenever it Is not possible  to release and retum a record which Is stlil required
for reference, a fresh record requisition slip, signed in full by the Assistant concerned
with name written in block capiltals under-neath and attested by the Section head
with his full signature and name In block letters should be sent to the Record
Section for making necessary entries for the renewal of the requisition In the Records
Issue Reglster and Dummy slips.

13.15 Tracing of missing originais : Whenever an original paper is not found
in ks bundle and there Is no substitute slip accounting for lts absence, or when
the entrles In the form do not sufficiently account for s absence, the Record Clerk
shall immedlately bring the fact to the notice of the Section head in charge of Record

. Sectlon who will send a note to the section head of the sectlon concerned In order

that a search may be made for t and the paper retumed to the records. A
thorough search should be made In all racks in the Record Section Mself before a
report Is sent to the Section head concerned. '

The Record Section will be held responsible for any record found missing after
s receipt. Records Issued to sections should be supported by :-

(1) requisition slip duly ackr;owlodged ;

(2) entry In the Issue register and

(3) dummy slip In the bundle.

The Sections concerned will be held responsible for any record  found
missing after R is issued to them and acknowledgment obtalned In the
requisition slip. '

Whenever a record Is found missing, a report shall atonce be made 1o the
Officer concerned and a weekly report shall be made by the section head about
the progress made In tracing It untll it is actually traced.

13.16 () Deposit of Personal Registers : At the beginning of each year the
sections shall send to the Record Section the Personal registers relating to the
previous year.

() Board proceedings numbering Books : Board Proceedings numbering
books relating to the previous year shall also be sent to the Record section by section
maintaining the numbering books. [For Board office only]

13.17 Destruction of records : (i) The Periodical destruction of records shall
be regulated by fleld officers as per APPENDIX-XIV

(i) The periodical destruction of records shall be regulated as follows by Board
offlces :-
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Description of records

Year of destruction

(1 @

Remarks
()

(1) Proceedings of
Board in the routine
serles.

At the end of two years
from the year to which
they relate..

At the end of the yoar
next to the year to which
they relate.

(2) Letters, D.O.s.,
Memoranda, Lodged
papers and endorse-

‘ments and other
IMIaegllaneoun records.

(1) Call Books, Arrear

list, current distribution
Register and Tappal At
books. from the close of the year

(2) Attendance Registers,to which they relatu.
dally abstract books.

(3) Administration

Report and connected

papers.

Office Orders At the end of thity years
- from the close of the year
to which they relate.

B.P. Index books If the At the end of five years
annual Indicea have from the year to which
been printed. they relate.

the end of three years

After retalning coples
" In the stock file/after a
review of the records
made by the Sections of
the Branch concerned.

ARter a review made by
the Sections conhcemed,
those records which are
considered Important by .
the Sections wil be la-
belled

on the Docket “Not to
be destroyed for a pe

rod of
years" and retalned.

lllllllllllllllllllllllll

do

After a review made by
the Sections concemed,
those recorde which are
considered Importart by
the Sections will be

labslled on the Docket
“Not to be destroyed for
a period of ...
year” and retained.
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13.18 The destruction of records and registers are to be carrled out by the Record
clerks under the direction of Section head and Officer Incharge of tive Record Section.

Before the records are actually destroyed; the sections should be consulted

‘a8 to whether they have any objection to the destruction.  On recelpt of Intimation

from the Record Branch, the Section head should arrange for the scrutiny of the
record bundles concerned at the Record Branch liseif. The Section head Incharge
of the Record will be held responsible for ensuring that the destruction of records
is regulardy carrled out.

13.19 Before the records ere ectuelly destroyed : () The docket sheets which
are In good condition should be separated from the records and passed on to
the sectlons for being used again after scoring out neatly or pasting over the
origlnal ink entrles,

(1} Such of the sheets In such records as are written on one side only should
be removed and given to sectlons for being wused as rough slips by section heads
and Assistant; and

(i) The dummy slips In these records bundles which are not fully written
up should be removed and used agaln In the Record Section with necessary alterations
in the entrles made on them.

.‘The section head. incharge of the Record Sectlon should ensure that the
above Instructions are strictly followed by the members working In his Section.

13.20 Mode of destruction : Each sheet of the records, books and papers to
be destroyed should be torn Into small bits and then sent to the waste paper room.

13.21  Register of records destroyed to be maintained : A regleter of
recorde destroyed shall be maintained by the Record clerk who will enter therein
particulars of the records destroyed. The numbers of papers or the number
of bundles destroyed with a brief description of the nature of the papers are to
be entered.

13.22 Preparation of record Boards : The following Instructions for varnishing
the boards shall be observed : Each board shall first be cleaned and smoothed
with sand paper. A blank sheet of paper shall than be pasted on the outer side
of the board with pasts made of wheat flour to which a liftle copper sulphate (blue
stone) has been addded to protect the paper from Insects.  After the paste I3 dry,
printing elips dencting the Branch, numbers, etc.,, of the record shell be affixed to
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the papers, and after a similar Interval for drying, a coating of comn flour gruel shall
be applied all over this skie of the board. The board shall then be ieft In a place
froo from dust untl the comn flour coating Is dry. A second coat shali then be given
and after this Is also dry a third or final coat. The varnishing Is then finished
of with paper wvamish diluted with turpentine. As soon as the vamish gets dry,
the board will be ready for use.

13.23  Precautions against white ants and record pests : Precautlons
should be taken to protect against record pests, termites etc., There are a
few reputed concermns who would undertake pest control measures at periodical
intervals on payment of nominal charges. The services of such agencies may be
utilised to ward off record pests and termites. Whenever termlites appear on the walls
or floors of the record room the affected part should be replastered with cement.
Teakwood shelves, racks or cupboards In which records are kept should be painted
with crude cresote or other Insecticide twice a year. '

Records affected with insect pests should be segregated from the rest of the
records and fumigated and restored to their original place. Records and record
shelves/racks should be regularly and systematically dusted and cleaned.

13.24 Protection against fire : The best precaution which local conditions admit
should be taken against fire. Sufficlent number of hand extinguishers and buckets
filled with sand or water should be provided Inside and near the record roorn to
extinguish fires. Care should be taken that no fire element Is taken inside the Record
Room and hurricane or petromax lamps Insikde the record room should be prohibited.
Smoking inside the Record Room should be strictly prohiblted. :
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| CHAPTER - XV
OFFICE ESTABLISHMENT - SERVICE MATTERS

1401 Conditons of Service : The appointment, method of recrultment,
probation, pay, promotion and other conditions of Service of officlals in the office
of the CE/Circle/Branches of the Board - Office are governed by the Regulation framed
by the Board under Sec.79(c) of Electricity (Supply) Act 1948 and the Standing
Orders framed under the Industrial Employment (Standing Orders) Act 1946. Provided

that in respect of matters in the Regulations for which there are provisions also in

the Standing Orders, the provision In the Standing Orders shall preval In regard

to employees govemed by Standing Orders.  Appointments to the initial level
posts are made based on the allotments made by the Administrative Branch.

14.02 Service Book and Certificate of physical fitness : () The saction dealing with
establishment matter In an office of the CE/Circle/Branch of the Board Office should
open Service Books In the case of all persons appointed by &t on regular
basis, and Service Rolls in the case of temporary appointments as socon. as they are
appointed for the first time. ARer Issue of order of appointment, the section should
ensure that entries relating to appointment have been made. In January of each
year, the section head concemed should take up for verification the Service Books
and leave accounts in his custody and submit them to the officer in charge of
establishment for attestatlon. After attestation, 10% of the total number of Service
Books chosen at random should be submitted to the Head of the Office
for inspection. it Is the duty of the employees to see that the Service Books
are properly malntained and that all erasures in It are attested. The officer incharge
of establishment will allow an employes to examine his Service Bosk, once a year.

(i) The cerilficate of physical fitness - produced by the selected candidates
at the time of appointment should be kept securely fastened in the Service Book
of the employee concerned. Necessary entries regarding the recelpt of physical
fitness certificate should be made in the Service Book.

(i)  Appointment, commencement and completion of probation, Increment,
Annual and Quinquennial service verffications, Promotlon, Fixation of pay,
Reversion, Transfer, Sanctlon of leave (except Casual Leave) and Surrender Leave
Salary along with entrles In the columns provided therefor at the end of the
Servica Book, Payment of Bonus, Additional charge arrangements, Granting of
permisslon for the purchase and sale of movable and immovable properties, Granting
of Leave Travel Concesslon, Sanction of Houss Bullding Advance, Conwynneo

|
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Advance, Marriage Advance along with disbureement detalls, Passing of Test
Contribution to Speclal Provident. Fund, Famlly Benefit Fund, Acquistion o
additional  qualifications, Deputation to training, Punishments Imposed etc. ard
the major entrles to be made In the Service Book.

'14.03  Punishments : ()) The penalties that may be Imposed, the authoritles
which may Impose such penalties, the appeals which may be preferred from orders
Imposing such penalties and the conditions subject to which and the authorities
by which such orders may be reversed are lakd down In the Tami Nadu
Electricity Board Employees Discipline and Appeal Reguiations / Standing Orders
framed under Industrial. Employment (standing Orders) Act 1948 and. the Orders
issued by the Board in pursuance of Standing Orders.

() Under Regulation 35 of Tamil Nadu Electrichy Board Service’ Regulations, an
increment is admisslble as a matter of course unless It Is specifically withheld. The
certificate specified In the increment certificate will therefore merely be to the effect
that the increment admifted has not been withheld by the competent authority.
The withholding of Increments is a specific penalty permissible under Tamil Nadu Electricity
Board Employees Disclpline and Appeal Regulations / Standing Orders framed under
Industrial  Employment (Standing Orders) Act, 1948 and It can be Imposed only after

following the procedure prescrlbed in the above sald Regulations / Standing Orders.

14.04 Personal Files : (1) Personal flles (open flle system) should be
malintained for all Officers belonging to Class { & Il Service and in respect of the
employees belonging to Class il service at the level immediately below that of Class
Il service for the rest of the employees belonglng to class It & IV services,
record sheets should be maintained.

In order to know at a glance the full personal data of an employee of the
Board from a perusal of his / her personal file, the first page of the personal
file should be a fly leaf containing the following personal data In appropriate
side headings : *

1) Name

2) Educational & technical Qualifications

3) Whether he / she belongs to Schedule Caste, Schedule Tribe or Backward
Class (in the case of those who do not belong to Scheduled Caste,
Scheduled Tribe or Backward Ciass the answer to this column will be No.)

4) Date of birth
5) Natlve Dlstrict
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Where an employee of the Board hlﬁuelfauppllua passport size of his
photograph at his own cost, It wil be affixed to the inner side of the fromt cover of
his personal file.

(2 The periodical reports In the personal fles wil be half yeardy for
probatiohers and annual for others. The reports for the half-year ending 30th June
should be Initiated and submitted to the scrutinising authority not later than the ist of
- August. Similially the half-yearly or the annual report for the perlod ending 3ist
December should reach the scrutinizing authority not later than the 1st of February
of the next year. The reporting officers should Inltlate action to write confidential
. reports well in advance so that the above dates are adhered to. The half-yeary
reports should be shown to them In the months of August and February of
every year. The annual reports should be shown to them In the month of February.

(3) The Branches concerned will specify the authorities who will be responsible

for Initiating the reports, scrutiny of the reports to be added to the personal fles
l and maintenance of the personal flles of the various categories of staff  under thelr
control. '

(4) K is very Important that the reporting officers should apply their minds

, to the task of writing up of personal flles and endeavor to give as complete a
picture as possible to the official reportad upon, both his good points and his
short coming being fully dealt with in a clear and lucid manner to enable a comect
estimate to be formed of the character, abilty, etc., of the officlal concemed. Whenever
an In-appreclative opinion or an adverse remark regarding the personal character or
conduct . or honesty of an officlal Is recorded, reasone should be given - as far as
possible. SimBarly, an estimate that an officlal Is unfit for "a particular rank should
include the reasons for it, and If possible a statement of facts in support of the view
held should be given. It should not be founded on general Impresslons only. The
officers who write thelr reports on the work and tonduct of thelr subordinates will
reallse the responsibllity entrused with them and act In a manner befitting the trust
placed Iin them. Whenever - -a _ confidentlast report s put up to
a reporting/scrutinizing/reviewing officer, the office concerned should also put up
a brief note with reference to records available In the office on the work and conduct
of the officlal, so that these aspects are not lost sight of. If no such records are
avaflable that should also be speclfically noted by the office while putting up the
papers to the officers concerned. The names of the officers writing reports should be
typed or written in block letters below thelr signatures In the confidentlal reports.
The scrutinising authoritles should ensure that the personal files are malntalned
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correctlyand regularly. If the scrutinising authority disagress with any entry In the confidential
report It will be his duty to record his own views In the matter.

(5) All adverse remarks recorded in the Assessments Report on the Boards
official shall be communicated by the Reporting Officer, after review by the
scrutinising officer to the official concemed within one month from the date of
such review and his acknowledgment obtained and fled in the personal file. Such
communication will be In addition to permitting the .officer reported upon to
peruse the Assessment Report and sign It In token of having perused it

6 Whenever any officer demits office elther on transfer or for other reasons
in the middle of the year he should make update the Personal Files of the officlals
under his ‘control. When this is not possible due to extra-ordinary reasons he
shoud Isave behind for the Information of his/her ‘successor’ a full note on the
subordinate officer for incorporation in the report.

(7) Whenever personal files of officlals have to be sent to other organisations,
State/Central Govemments, photostat coples of the Confidentlal Reports for the latest
five years only should be sent to the other organisation, State/Central Government
when required by them.

(8) No confidential report on officlals (not being a probationer) shall
be written unless the officer has seen the performance of the officlal for at least three
months during the period for which the Confidential Report to be written.

9 The name and deslgnation of the officlal reported upon and the period coverd
by the report shall be written on the top of every sheet of the Confidentlal Report.

(10) Representations for expunging or modifying ~remarks considered
adverse In the confidentlal reports should be submitted by the officlal concerned
within 3 months from the date on which acknowledgment is recorded on the Confidentlal
Reports. Representations recelved after the three months period are liable to be summarily
rejected.

(11) Officers bome on Class | Service shall address the representations to the
Chairman. Representations from officers of Class Il Service other than. those In the Audit
and Secretariat Branches sha!l be addressed to the Chief Engineer (Personnel). Officers
bome on Class Il Service In Secretariat and Audit Branches shall address thelr repre-
sentations to the Secretary.

(12) Remarks on the points ralsed by the Officer reported upon should be sent
by the Reporting Officer/Reviewing Officer within one month from the date on which




129

It was referred to him. Fallure to offer his remarks within the time limit will be viewe
seriously and they will be held llable for disciplinary action.

(13) The representation should be finally disposed of within s months from th

date of &ts receipt, faling which the .defects should not be held against the officers f
promotion atc.

(14) Every custodlan officer shall maintaln a reglster in the form ‘Indlcat_ed at th
end of this para to record the movement of personal files. The register witt merely sho
the date wise particulars of personal flles which are elther recelved by the custodial
officer (and thereafter kept in his custody) or despatched by him to other officers an
thereafter will not be in his custody. The entries will be made consecutively irrespectivi

_of the status of the official. The entries will be ringed off as soon as the personal fik
"has been kept by the custodlan officer in the proper place or acknowledgement fron
recelpient officer has been recelved and fited in the correspondence flle. There Is n¢
need for maintaining separate registers for each category of officials. The personal fles
of all category of officials may be entered In a single register. The personal files ol
each category of officlals may be kept In a separate bundle at the top of which a list
may be placed showing in alphabetical orders, the names of officers whose -personal
fles are In the bundle. If sufficient space Is left between entries, additions may be made
In the list as and when necessary. Names should be struck off from the list in cases
where the personal flles are finally sent to other officers for custody.

Register of movement of personal files

——

8l. Number Name of Desig- Whether To whom C. No. Remarks

" and Date official nation received of from In which
or despat- whom  dealt with
~ched

( @ & @ &) ©) )

{15) Record Sheet : The record sheet should be opened for ali officlals belonging
to Class il & IV services other than those for whom open file system Is applicable.
The Record sheets should be maintained by the cfficer who Is dealing with establishment
matter. Entrles In the Record sheets should be made whenever punishments are awarded
to the officlals. Coples of the orders awarding punishments need not be placed in the
Record Sheet. Further, the Record sheet should be closed once in a year at the end
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of March. A certificate should be recorded In the Record sheet by the custodian to
the effect that all punishments awarded during the preceding year have been duly
noted In the Record sheet. If no r.iishment was awarded during that year a ‘NI’
entry should be recorded. Ths mecorded sheet of a person should contain all the
punishmems awarded even earlier to the Iintroduction = of ‘Record Sheats.

14.05 Register of probationers : A register in the form below should be
maintained separately for each category of posts In which the name of each
. probationer and the other particulars required should be entered as soon as he
Is appointed. If the probationer has to pass any special test during the period
of probation and if he has appeared for them, the probable date of publication of
the results of the tests should be noted in the Reglster. On the date following that
on which the probationer has completed probation or the date following that on which
k is lmown that the results of the tests have been published the probationer's
case should be submitted to-.the appointing authority for orders.pas tq whether
an order may issue elther declaring him to have satisfactorlly completed the
period of probation or extending the period of probation or discharging him from the
service, after following the conditions lakd down therefor In the Tami Nadu
Electriclty. Board Service Regulations etc. The probation can be extended i the
~employee s not suitable for full membership based on his work and conduct,
the probation period can be extended at the discretion of the appointing authority.
in all these cases when submitting the case for issue of the orders the record shest
of the employee: should be put up for the reference of the appointing authority and
the date before which orders should issue should be specifically - noted. -for. -the -
information. of - the - appolnting authority.

REGISTER OF PROBATIONERS :

1.  Category

| 2 Name of Probationer.

3 Date of appointment to the post.

4 Period of probation.

5. Probable date of completion of probation.

6. Tests, f any, to be passed during probation.
7

1 [ S Date of passing .......e..... Particulars -- of - - the
notification regarding passing. '
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Name of Office Post held From To Perod acted  RunningTotal
Y.MD. Y.MD

(1) @) @ @ {5) ©

8.  Particulars of orders passed regarding completion - of probetion.

14.08. As soon as a person Is reguarly appointed to a post, a probation

' sgheet (in the form given below) should be ‘opened and entries made in columns

1 to 6 by the appointing authority. If the: probationer is transferred to another office

‘the appointing authority shall forward the probation sheet along with the Last Pay

Cortificate and the Service Book to the Head of the office to which the probationer
is transforred. -

PROBATION SHEET
1. Name of post |
2. Name of Probationer
3. Date of appointment to the post
4

. Period of probation prescribed ... year on duty within a
continuous perod Of ........cecvervecrsereren years. ‘

5. Probable date of completion of probation.

8. Tests, K any, to be passed during nprobatlon.
Signature of appointing authorty
Designation
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Name of Office Post held From To Perdod acted  RunningTotal
Y.M.D. YM.D

(1 @ @ @ ®) ©

14.07 Maintenance of increment Registers : Establishment section in the office
of the circle/ Branch of Board Office should maintaln an Increment Register In the form
given below for watching the sanction of Increments. to the members of the Establish-
ment. '

Form

Sl. Name of theDeslg- Scale Present Next date Future Particulars of Remarks
No. IndMdual nation of pay pay of increment pay sanction
0.0.No. and
date
(1 @ ©) @ () © ™ - (8 ()

The Register should be submliited to the officer concemed once In a quarter.

14.08 Procedure when employee is unfit to serve on account of li-heath :
When a person I8 found unfit for service and his examination by a medical officer
I8 considered imperative, he wil be sent before a medical officer for report - as
to his fitness for . further service. If the medical officer certifies that the person
Is unft for further service, action shall be taken to. retire the officlal from service
agfter following the prescribed procedure.

14.09 List of Employees due for retirement : Establishment section may prepare
every six months Le., on 1st January and 1st July, a list of officlals who are due
to retire within the next 12 months of that date. A copy of every such list shall
be supplied to the Audlt Branch not later than 31st January and 31st July of that year.

14.10 Pension application : The concemed section in the office of the circle/
| CE/Branch of the’Board office shall iniate action for preparaion of pension
L documents in respect of officials working in the Branch in the form prescribed
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one year prior to the date of superannuation. The office should furnish to the employee,
a copy of the application form for pension for completion and. early retumn.

Meanwhile, the Service Book together with the statement showing the quallying
service shoud be sent’ to Audt Branch for verification of service and leave
account. This work shall not be delayed til the employee has actually submitted
the formal application of pension.

Necessary sanction for the drawal of D.C.R.G. and first month pension may
be accorded by the competent authority on the date of retirement. The terminal benefits:
sanctioned and the actual amoumt paid should be recorded InthaSeMee’Book.

H the pension and D.C.R.G. were sanctioned before the date ofmtu'ement.
necessgry certificate to the effect that no event - has occured between the date: of
sanction and the date of retirement necessitating any revision of pension and |
D.CR.G. should be fumished while forwarding the proposal by Audkt Branch.
Excepting the specimen signatures, and |oint passport size photos, all other documents
need not be sent to Audt Branch In duplicate.

The specimen signature should be sent in duplicate duly aftested by an officer
belonging to Class | or Class Il service.

. The joint passport size photo should be sent in duplicate duly attested by the
- Head of Office |

The Medical certificate (In original) In case of Invalidation and death certificate and
legal helrship certificate (both In original) In case of sanction of Famlly pension
should be sent to Audit Blanchalongwlmotherdowmemsforpmnpt scrutiny of
the proposal.

In cases of death during service, the office shall obtain an application in
the form prescribed from the member of the famly eligible for famiy pension. The
sanction order shall be communicated to .the Chief intemal Audit Officer.

14.11 . Custody of Valuables : Valuable documents such as agreements, bonds,
mortage deeds, title deeds etc. -shall be kept in the safe custody of the officer
concerned who is dealing the subject. Each office should maintain a register of
valuable documents and ~ articles with the officors. The maintenance of Register
should be assigned to one of the officers.

in the middle of January each year, the officor who Is maintaining the
register, etc. should personally verify the valuable documents and give a certlificate

L]
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of verification to the Head of the office not later 25th January indicating also the
condition of valuable documents and articles. :

14.12. Al moneys, cheques, and other valuabies recelved as enclosures
to communications recelved in the office are forwarded to the Sectlon head of the cash
soction for safe custody pending disposal of such papers. The section head Is
roquired to bring all such receipt into the register kept for the purpose. The
register will be in the personal custody of the section head of the cash -section.
The Assistant or Section head handing over any money, cheques or other valuable
for safe custody pending disposal of a particular paper shall obtain the acknowledg-
ment of the section head of the Cash section ‘on the current in token of the receipt
thereol. He should also see that an entry is made under his Intlals in the
register mentioned above giving particulars of the nature of the deposit, and that
the Section head of the Cash Sectlon signs in his presence In the appropriate column
therein. '
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CHAPTER - XV

OFFICE MANAGEMENT

1501 Control : The duties of the heads of the office of the C.E./Circle/
five Branches of the Board Office and the dutles andfunctionsofotheromcemwotklng
in these offices have already been explainded in Chapter 1 of this Manual.

15.02 EstabﬂshmantSecﬂon Recelpt and distribution oftappal and matters pertalning
to office are attended to In the establishment section. The section lsunder the control of
officer dealing with Establlshment

15.03 Office Correspondence : The office business is transacted and all
correspondence on the subject is carrled on in the name and on the responsibiity
of the head of the Reflon/Circle/Board. Communications relating to office matters
take the form of letter, memorandum or office order or unofficial reference. The
letter form Is usuafly adopted for correspondence with superior or  co-ordinate
authorities and well known public bodles, fims and general public and ¥ sent by
the Assistant Administrative Officet / Administrative Officer / EE / SE / undersecretary / Deputy
~ Secretary /CE or - Secretary should contain the expression - “I am directed”, 7
Communications to subordinates and applicants for employment in the office take
the form of “memorandum™ or “Office order”. Falr coples of draft memoranda and
office orders passed by an EE. or Under Secretary or other Officer should clearly
show that are Issued “By Order’. When they are attested by a Section head,
the name of the Officer should be typed before the words “By Order”. Communi-
cations to other Sectlons/Branches may be by unofficlal note.

15.04 Office Papers : The Establishment section will attend to office papers
under the direction of the officer in charge of establishment. The section will maintain
in manuscript a table of contents of all office orders and keep them In the custody
after it is docketed- and stitched. Papers of permanent Interest alone will be given
an office disposal number. Papers of éphemeral interest, such as clrculars lssued
for the guidance of the office, tum lists, applications for casual leave, etc., will be
soparately flled and destroyed after the end of the year succeedlng that to which
they relate, subject to the orders of the officer concemed.

Note : Fles contalning notes regarding the appointment, seniority,
promotion and punishment of afficials wil be malntained by the officer Inchargs
of establishment. ‘

i
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15.05 Periodical returns : All retums to office matters should be submitted by
the establishmemt section to the Immediate officer on the due dates. The
periodical register should be submitted -once in fortnight.

. 15.08 Address of officers and staff : The establishment section shall malntﬂn
a list of the addresses of officers and staff corrected up-to-date. The staff should
intimate changes In their address to the  establishment section.

'15.07 RETURN OF ASSETS AND LIABILITIES : () Whthin three months of his first
‘appointment to any post and thereafter at intervals of five years, starting from
31.12.1990, every employee has to submit In accordance with the Tamil Nadu
Electriclty Board Employses’ Conduct Regulations, a return of his assets and
liabllties In the prescribed forms on or before the 31st March of the year immediately
following the year to which the retumn relates to .

ILLUSTRATION : A person who enters service on 25th June, 1987 shall submit
the return of his Assets and liablities as on the date of his first appolntment before.
25th - September, 1987 and thereafter shall submit the retun as on 31.12.1990,
31.12.1985 on or before 31.3.1991 and 31.3.1996 and so on. '

(i) The establishment section Is responsible for the collectlon of the retums from
tha members of the staff before 31st March and submission tc the head of the
office for Inspection. The return shall be handled as a “Secret document”.

15.08 Office Purchases : Cycle oil; glue or gum, candles and match boxes
and other articles required for office use will be bought by the section dealing
with purchases. Particulars regarding their purchase and distribution wi# be noted
in two separate registers maintained for the purpose and submitted every month to
the officer dealing with purchase for inspection. The section should see that soap
and other articles required by officers are promptly supplied.

- 16.09 Stationery and forms : Each section will send before 5th of each month
to the section In charge of distibution of stationery, T & P etc., an indent
indicating Its requirement of stationery. On approval of the indents by the Section
head concemed, supplies are made for office use.

15.10 Custody of date stamp and self reglstering stamps : The date stamps
of officers are In thelr custody and the self registering cument number stamps
is In the custody of Junlor Assistant In charge of tappals.

15.11 Books In officers rooms : Books of reference kept in officers room
K should be numbered sertally, a common serial number being adopted by ali the Sec-

.
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tions/Branches. Lists of such books and maps in the Officers’ room shall be kept
in the rooms and the books and ready reference files maintained up to date. This
duty will be performed by the Personal Clerk. The Personal Clerk should visit
the room dally and see that the books are amanged In their proper order and
none Is missing. When a book is removed from an officer’s room for pasting
corection  slips, either the officar should be informed of the removal or a dlip
must be left in the place of the book stating the purpose for which it has been
removed. :

15.12 ' Printing of establishment lists : The establishment st wil be revised
by the establlshment section half yearly or annually or for any longer period according
to the practice under the orders of the head of the office. Coples of the list will be
placed. in the officers ready reference fles and  also distributed to section
heads of sections. '

The list should be prepared with great care in accordance with service rules
In respect of senlority, probation, etc. If, at any revision, any material alteration
as compared with the previous list is to be made, the reasons for such alterations
should be recorded in writing and speclfic approval of the concemed officer
should be obtained.

15.13 Clrculation of Gazettes : () Tamil Nadu Govemment Gazette: The Tamil
Nadu Govermment Gazette Is received In Board Office Secretariat Branch. It is
circulated to all officers and Section heads. It Is the duty of section heads to nole
whether order, notifications etc. In the Gazette have any bearing to the subject dealt
.with in section and if so to take sultable action by taking extract of orders (For Board
office only) '

. () Tamil Nadu Electricity Board Gazette : The Tami Nadu Electricty Board
Gazette, Is received- by all officers and sections. The copy. of the Gazette
- recelved In the sectlon is circulated among the staff of the section.

e —

[ (i 1« Is the duty of the Section heads to satisfy themselves that all orders wlth'
| which they are concemed have.been comectly published. (For Board office only).

15.14 Bicycles : (a) (I} Initlel supply : The supply of a bicycle shall be made only
with the sanction of the competert authority. ‘

() Repairs : Repairs to bicycles may be executed under the orders of

the competent authority. When however, the cost of repars f» In the opinion
of the officer not flkely to be remunerative, the bicycle may be condemned after*
following the usual procedure to condemning any-article and a new one purchased
instead. C
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(o) A register shall be opened showing the number of the bicycie the date of
supply, s original cost and the date and nature of all repairs camled out with the
cost of such repairs. In the first week of each month, the reglster should be submitted
to the officer concemed who will satiefy himself that the expenditure on repalrs has
not been excessive and Initial .the: register In token of verification.

15.15 Liverles : Duffadars, 'Office Melpers, Gurka Watchman, Drivers and
other employees who are all diigible for ‘slipply of uniforms are supplied with uniforms
In accordance with the scale of period of wear prescribed. Clothing required are
purchased and supplied ;19.tha; grqployaaa after following the prescribed procedure
in regard to purchase of ROtk o i ime oz b

15.18  Typewrité®'aid - vifiet 'éOp)dng machlnas : () Sanction for supply of
typewrlter shall be acSordad only” ligairist’’ sdelionsd post of typist and Steno-typists.
() After sanction the concemed branch of the Board Office will address the Chief
Engineer/Materials Management; Tha Chigf,Engineer/Materils Management will purchase
typewrer In accordapce with-the prescribed : procadure .and supply the rnachlnq The
Chief Engineer/Materials .Management wii. also. smanga. for. the purchase and supply of
Duplicators based on.the :ganction accorded by the Campetent authority. [ForBoard:
_ Office only]

(i) Repalrs to machines. will be capgledm aﬂer eatqr{m,jnto saervice contract with
W ﬂm IE TSRV LT S S SN i I o1
' 15.17 () In-Grftr to él:lstire the ‘officlent malmbnaﬁ’ea of ‘typewriters, duplicators
supplied for the Ubd’'of GIIS, Hrtiulirs oF Faach ‘mlchié. &Hiduid be recorded from
time to time In Wtald ICHUPIEATE in difgkine Soibli’ 17 The” form  bolow and  the
. officer concemed will inspect the machine cand momhryandnotemefactof his
inspection in the, gard, < Each: form will ba.keph with the:machlae to which it rolates.
)26 voos FANIL NADU-¥LECTRICITY BOARD ¥ *
Balol}iotste i,rk;(omce ﬁf tﬁ“h 'ctféhdU/Blﬁ C"I) LR kiutt
”1’ e Wﬁbﬁﬁi& card‘ ol 2l e .
fe" gf purdhase B 08 oo e eeerersseees Amount

by
o

LRIy wiw o TS S
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CHART - |

Name in Block Full Signature Name and Designation
Letters and Date of Name of with 'date of of person handing over

Designation recelpt Section the person
to whom

taking over Name Full
Issued signature
(a) - ()
(1) @ @) (@) (6)
CHART - Ii

(Repalrs and renewals and cost of loss or damage)

Date on Nature of Date of Acton Date of Cast of Remarks Date-
which defect report ¥ any repalrs and repairs and date of

defect Brief for by whom with Bl of Inspec- fixing
was History  renewails it was No. and tion by rbbons
notlced - attended Date with Inspecting
: name of officer
the spare
parts rene-
wed by the
- mechanic

(1) ) ) @) (5) (8 ™ (@)

. (i) Duplicate Machine Card : This should be the extract of the original machine -
card In different colour. The particulars entered In the original card should also
be entered In this card then and there by the Stationery Jr Assistant/ Assistant under
lock and key In the form of loose leaf register so as to facilitate easy removal
or insertion whenever raquired. : ‘

(i) Typists responsible for the upkeep of- the typewriters : Each Typist or
Stenographer or any other person to whom a typewtlter is lssued wil be In charge
of the typewriter and held responsible for its care and upkeep. He should clean
the typewriter daly before commencing work and camy out the Instructions
issued by the makers for cleaning and olling the typewrler. The general Instructions
for the proper maintenance of typewriters and duplicators given below should be
strictly followed by every person In charge of the machine.




140

Insﬂuqﬂmsformeproparmafnmeoftypewmer:

1.

10.

1".

12
13.

C 14

The type writer should be covered when not in use by a metal. cover or
ofl cloth cover.

The machine should be kept clean and handied carefully.

. Inexperienced and unqualified persons should not be permitted to handle

the machine.

A general cleaning and dusting of the machine should be done every day
before the machine Is taken for work.

The typist should not lean on the machine or put any heavy thing over

. the camiage of the machine.

It s necessary that at least once in a month a thorough cleaning
is done and al! moving parts ofled with light ol. No heavy o should beo
used. Wtﬂeollﬁgtheparts.eareihoddbetakenthatnoexmsolh
et on any of the parts.

ON should not be used when cleaning the rubber portions.
The roller should be removed and the particles of dit brushed out.

Using of eraser shall be avoided. i use of eraser becomes absolutely

necessary falling of particles Into machine shali be prevented by moving
the carriage to extreme ends when erasing.

The matching should not be operated upon empty cylinder. Backing
sheet should be used over and over to conserve paper.
A screw i it works loose should be tightened. But unscrewing
any may resut in throwing some part out of adjustment. No
adjustment should be made by a person who Is not quite conversant with
the mechanism at the particuar pattem of the machine.

Ribbons should be changed correctly. Never force them on shaft

Paper siipping should be prevented by deaning rubber rollers with cloth
slightty molstened with flukd.

The types should be cleaned with cloth or brush slightly molstened with
cleaning fiuld.,




18.

16.

17.

18,

v
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At the end of the day's work the carrlage - . the machine should be
brought to the centre and locked: with the marginal stops and the
feed roller release lever should be kept In the release position.

in the event of any defects being noticed in any typewriters it Is Dbetter
that the services of a qualified mechanic are requisitioned to sat them
right and as far as possible typists should not be asked to meddle
with the mechanism of the typewriter. ‘

When cleaning the carrlage ralls, the carrlage should be moved to the
extreme right and the machine should not be operated upon.

Sheets of paper with pin or clips should not be Iinserted Into the cylinder
resulting In the breakdown of proper feeding of paper.

The Roneo operator Is responsible for the care and upkeep of the duplicator
made under his charge. The following Instructions shall be strictly followed.

instructions for the proper maintenance of duplicators :

1.
2.

The machine should be cleaned and olled at least once a month.

Each duplicator should be kept incharge of one permanent operator
and he shoulkd keep the machine neat and clean. He shoukd be
got trained by the respective company to operate the machine. That
wil automatically improve the work of the duplicator and extand its
Ife.

The operators should clean the machines and remove the paper fluff off

the previous days work from the machine by means of & long typewriter
brush every moming before commencing work.

To get Improved results on the machine, the impression roller should be
kept quite clean and if Kk gets Inked due to oversight, the
roller  should be removed Immediately from the machine, cleaned and

Sk, camiers and waver rollers should be removed once a week from the
machine, cleaned thoroughly and refixed.

Pressure lever should aiways be put down after finishing work.
Too much Ink should not be used.
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8. The Inking cloth should be changed when existing one on thedupllcator
Is slogged too much with Ink

9. The duplicator should always be kept oovered after use.

10. At thee‘hddthedlay'sworkltaruldbewured.'bv the Duplicator
operator that the supply to the duplicator is switched off In order to avold

any possible accident.

(v} The Typist / Roneo Operator and other Individuals who are Incharge of the
machines should maintain the machine card cormrectly up to date In the form prescribed.
The typist should lock the cover of the typewriter every day, before leaving offfice
and will be held responsible for any damage to the typewriter caused by carelessness
or negligence while the typewriter is In his charge. Whenever the person who Is
hoiding the machine finds any defects In the machine he should bring It to the notice
of the officer concemed Immediately with a view to arange for rectification
olrepnim The Personal Clerks / PeraonalAsslstama to officers whenever
they "are transferred from one officer to another/section shall leave the typewriters
used by them with the officers concemed and the same shall be taken over by the
incoming personal clerks/Personal Assistants. As regards the typewriter which stands
in the name of the typist of the section he should carry the typewriter to the Section
to which he ls posted.

M) Economical use of Typewrer accessories Insisted : Stenographers
and Typiste wll be held responsible for the efficlent and economical use of
typewriter accessories Issued to them. They should see that the maximum use Is
made of them. Officers should exercise greater check in the issue of ribbons:
and must see that they are used to the fullest extent by reversing them
after sometime, before they are replaced by fresh ones.

: Note : (1) Whenever a ribbon requires renewal the person incharge. of
the typewriter should submit his requisition for ribbon to the officer concermed togethix
with a sample typewritten matter typed with the ribbon required to be renewed.
The Section headrlngharge of Stationery shall pass orders as he may deem fit
for the renewal of the ribbon after Inspection of the typed matters and satisfy himself
whethettherlbbonhaabeenusedtomeﬂﬂlestmembyreverungn. g

Note : (2) The normal perod for the use of a typewrtter ribbon shall be
considered as 400 hours. (On this basis six ribbons per annum for a standard typewriter
and four ribbons per annum for a portable typewrker‘_wll ‘normally he  supplied).




143
The officer concerned may supply ribbons upto a maximum of eight ribbons a year
for a. standard typewriter and a mexdmum of six ribbons a year for a portable typewriter
on the indenting officers fumishing a certificate that the ribbons previously supplied had
been used to the fullest extent.

(vll) Upkeep, repairs, renewal of caiculators, photocopiers -and adding machines:
The nues relating to the upkeep, repairs, renewal of typewrlters and duplicators wit
apply. to calculators photocoplers and adding machines.

15.18 . Inventory of office fumniture and other stores : The section  dealing
with maintenance of office fumniture and Tools and Plants will maintaln a Stock Reglster
in the: Form in Appendix XllI showing the total number under each kind of
funiture received, number issued and balance. Besides this register, the section wil
maintain a distribution register showing how the various #tems of fumiture are
distributed . Each article will be marked with a number which wil be Hs
permanent number Indicated In  the distribution register.  An inventory of
fumiture kept In each Section {or) room (or) Hall will be prepared In duplicate
and one copy duly acknowledged by the section head or the Personal Clerk
concemned will be kept fled in the section concemed. The duplicate copy of the
inventory wil be kept by the Section head of the Section or the Personal Clerk
concerned and filed in the section dealing with Tools and Plant.

(i) Other Office Stores (a) A separate register will be malmained for other
office stores. One page should be reserved for each kind or class of article.

(b) New aricles purchased or supplied during the year should be duly
brought into account, those condemned or otherwise disposed of being written off or
adjusted in the registers.

(c) Stock-taking should be done in June of each year by an Assistant of the
Sectlmdealhgwithh:mltureand Tools andPlantsandareponofchecksubmltted
tothedﬁcernatMowﬂwmnkdEEorUnderSecretaryoranOﬁlcerdequWent
or higher rank in the office of the clrcle/E.E/Branch.

(d K any article is damaged or missing, definite orders should be passed as
to whether t should be repaired, replaced or written off.

15.19. Sale of unserviceable articles : Unserviceable articles such as broken
furhiture, record boxes, thatties etc. should be devoluted to central stores under
intimation to the officer Incharge: of central stores. As soon as the devoultion is
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over, the fact of such devolution will be noted In the stock register which will be
submitted to the officer concemed for Initialing the entrles. '

Record clerk are expected to do the office duties given to them by the Sectlon
heads and Assistants. '

15.20 Supply of Stationery to Officers: The Parsonal Clerk in the officers rooms
should get such stationery and forms as are requlred from the section concemed.

15.21 OFFICE HELPER : (l) Office Helpers will be under the Immediate
comrol of the Section Head Incharge of the establishment who Is responsible
for thelr proper distribution among sections and officers. They are expected to do
the dutles allotted to them bySectlonHeadsandAsslstantsand by officers to whom
they are attached. The staff should not use office Helpers for thelr private work.

" () AN Officers and staff should attend office punctually. Duffadars, Drivers
and office Helpers while on duty should wear the uniforms supplied to them and should

appear neatly dressed.

() Al the Record Clerks and Office Helpers will work under overall control
of the Section Head of thé General section -/ Correspondence Section.  The
senloomost Record Clerk wﬂlallocatetheworktoﬂwOfﬂceHelpemandExerclse
supervision over them.
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CHAPTER XViI

OFFICE HOURS, LEAVE ETC.

16.01 Office hours: () The usual office hours are from 10.30 am. to 5.00 p.w
oroﬂwtlrrlrmasmybeprascrlbedbtuthesehours are liable to alteration acoording
to the statée of work.

) Such of those Hindu members of the staff who have actually to perfom
religious rites on New Moon days may attend office an hour and half late on thos
days after obtaining Individual previous permission. Muslim members.of.the_ stal
who actually observe the _Ramzan fast may be permitted to leave at 4.30p.m
daly during the month of Ramzan _after obtalning Indlvldualpermlsslonmmblc
-ﬂmntomchmmh&mam braaktha Raman fast haooordanoe wi_tl

anyaugl_m Muslqumnbmdthestaﬂ‘whosauw!cesm mentldlyrequlred fo
anyapeohllyurgentworkonanyday,to _stay on beyond 4.30 p.m.

(i) Employees who have actually to perform religlous ceremonies, etc., on the
festivals or religious occaslons mentioned below, may on applications made i«
that effect be permitted by the officer concemed to attend office late In the
moming or to leave office early in the evening by not more than one and hal
hours on those days : )

Hindus Christians Muslims
1.  Karthigai Deepam 1 Ash Wednesday 1. Ramzan eve
2. Lunar Eclipse 2. Maundy Thursday 2. Bakrid Eve
3. Solar Eclipse 3 Christmas Eve.
4.  Arubathimoovar 4, The day. preceding
Festival at Mylapore. Easter.
(for offices in Madras city only)
5. Gayathid Japam 5. Eve of New Year
6. The day preceding 6. Al Souls Day
Deepavall

7. Masi Magam
8. Sl Rama Navaml

10-
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16.02 Attendance of staff : Section heads, Assistants and other officlals must
be in their séats and atart work not later than the prescribed hour of sattendance.

16.03 ATTENDANCE REGISTER : Attendance Registers shall be maintained for
each section. The Registers shall be Inttisled by each Assistant, Junior Assistant,
Steno-typists, Typists and other employees immediately on arrival et office.  The
~ section Head shall close the register by affixing his Inftials at the end and also after
making a dash against any blank space for the cumrent day, and send i to the
Higher officer along with the abstract of attendance register so as te reach
the officer concemed by 10.30a.m. or the time fixed for attendance on all working
days. If the section head is absent or he . Is himself late, one of the Assistants
In the settion should close the register Indicating in the abstract the names
of absentees Including the Section Head and arrange to send the register to the
officer concemed by 10.30 am. or the time fixed for attendance. The Controlling
officer shall ensure that he receives the attendance register immediately aftert0.30.a.m.
Those who came after 10.30 a.m. may bg allowed a grace time upto 10.40 am. or
those who came after the time fixed for attendance may be allowed 10 minutes
grace time for genulne reasons but they shall inttial in the presence. of the
Controlling officer on the dashmark.,

16,04 TAPPAL - JUNIOR ASSISTANTS, RECORD CLERKS AND OFFICE HELP-
“ERS - HOURS OF ATTENDANCE :

(M The Junlor Assistant incharge of tappals or other person designated for the
purpose will attend office at 8.30 am. and he wil be permitted to leave office at
4.00am. to compensate his early attendance. |If there is a second Junlor Assistant
assigned for the job, the other Junior Assistant will attend office from 11.00a.m. to
530 p.m. (For circie and CE's office in the field.)

() Office Helpers should attend office half an hour earier than the hours
prescribed for others. Record Clerks and office. helpers should not leave office without
the permission of the Section Head under whom they work. Office helpers attached
to officers should remain In office untll the officers have left.

18.05 STAYING AFTER OFFICE HOURS : Junior Assistants, Assistants and Section
Heads are not expected to stay in Office after office hours unless specifically
required by the officerswhere such presence is required, previous intimation will be
given by the officers. #t is hoped that this will not encourage the staff to tum
out work which Is not upto the standard expected of them or to fall In arvears. When
Asgistants and Section Heads submit speclal files to officers late In the evening, they
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shall take explict permission. of the officers to leave office. Staying in Office after
6.00 p.m. or coming earier than 9.30 am. should generally be avoided.

1606 Assistants and Junfor Assistants to leave office only with permission of
Section heads on last working day before holidays : On the last working day pravious
to two or morg . consecutive holidays (including Sunday) no Assistant or Junior
Assistant shall loave the office without the permission of the head of the section.

16.07 Late Attendance : All Officers by thelr personal conduct should set &n
] . -example to the rest of the staff In regard to punctuality in attendance and devotion
fi "~ toduty. The Officer, under whom the staff are working is primarily responsible for
the maintenance of discipline by the staff. Regularity and punctusity in
attendance will be taken Into consideration not only in aanetlonm leave but aiso
in judging one's diligence. Section Heads, Assistants, Junior Assistants and Typlsta
who may deslre to attend office late on any particular day on account’ of anticipated
causes must obtain the previous permission of the officer. FRecord Clerks and
Officer Melpers must obtain the permission of the Section heads of the sections
to which they are attached. No official who comes to office after 1040  a.m.
"should be allowed to sign In the attendance reglster The late comer should make
an entry in the late attendance register kept separately &t the table of officers. Thay
should write their name, designation, time of arrival and reasons for late afrival. ‘It
should also be Indicated in late attendance reglster whether “application ~ for Ilte
attendance has been submitted and prior sanction obtained. All requests for ate
attendance should be got sanctioned by the officers concerned on the previous dny
itself In order to become eligible to attend office late. In exceptional cases where
this could not be done, application shall be submitted to the officer concemed
through the Section Head Immediately on arrival in office indicating the time
of arival with reasons for such late arival. Such applications shait be allowed only
K it Is found that the reasons adduced are genuine.All other cases shall be ftrested
as absent without permission. Empioyses who eitend office late without the
permission “aforesaid shalt immediately on reaching the office report the exact time of
thelr arival. and the cause of their late attendance to the Section Heads who Is in.
charge of the attendance register.

4 16.08 Penalty for late attendance : (a) For every three late attendance
without obtalning prior permission, a day's casual leave shall be cut. For every
A five late attendance with prior permission or for genuine reasons, a day's casual leave
shall be cut. Appropriate entries shall be made in casual leave reglster about
permission granted for late attendance. If a member of the establishment has no

e ol
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Casusl leave 10 his credt, Compensatory leave, ¥ any, to his credt should be
cut in the same way as casuad leave. If he has nelther casual lesve nor
morylavo tohhemdl.adafsnmedluv.droddbeul ¥ the individual
gives consent for this; otheiwise dlscipiinery action should be taken. The office
has also got the rightt to make deduction from wages for period of absence elther
due to late attendance or due to absence without permission in accordance
‘with the provisions In the Payment of Wages Act. |f the late attendance [s habltual,
disciplinary action shall be taken for awarding such punishment as may be consldered
necessary In the Interest of dlaciplfne The Controliing Officers (the  officers to
whom the attendance i3 sent after closing) shall send to theEstablls_hmem.Olﬂcer
concemed by 12 Noon on the last working day of the month/week () a list of
employees who attended office late with prior permission during the month/week (i) a
list of employees who attended office late without prior permission. The Establishment
Officer concerned will report before 15th/5th of the succeeding month to the
Reviewing officer concemned the action taken on the habltual late comer. The
Reviewing Officers are the Superintending Englneers in the case of Circles, Chief
Engineers in the case of office of the Chief Engineer, Secretary in the case of Secretariat
Branch, Chief Financial Controllor in the case of Accounts Branch,  Super-
intending Engineers In the case of Technical Branch, Chief Intemal Audit Officer In
- the case of Audit Branch and Deputy Chief Engineer In the case of Administrative
Branch. The Fleld Officers wil nominate as to who will be the Establishment officer

for this purpose.

®) The Reviewing officor may call for the habltusl offenders and: advice
them suitably and see that they improve. A surprise check may also be done by
them once in a month.

(¢©) A copy of the report wil be sent to the secretary to the Board In
respect of staff of Secretariat Branch, to the Accounts Member in respect of staff of
Audit and Accounts Branches and to the Chief Engineer/Personnel in respect of
Administrative & Technical Branches. [For Board Office oniy]

(d) The Secretary, Accounts Member and Chief Englneer/Personnel may call for
the habiltual offenders and advise them sultably and see that they improve. A surprise
check may also be done by them once in a month. They will submit a quartery
repot to. the Chalrman [For Board office only ) '

(@) The Socretariat Branch, Administrative Branch, Accounts Branch, Audh
Branch and each superintending Engineer In the Technical Branch will maintain a
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register as below showing the detalls of late coming without prior permission, o
by each employee. [For Board Office only].

( Reglster showing the detalls of late coming without prior permissio
otc. by each employee to be maintained by the establishment :

Neme and Late Attendance Treated Absant Absent Detalls
Designa- as late from seat” for long of action
Date tion of Pemmission obtalned attendance without tlme after taken on
employees after coming to office : emtry in  making entries on
Movement entry in  Columns
Control the Move- 3 - 6
Register ment Con-
trol Register

M @ @) 4 ) © Y

(@) The above register will be reviewed by the Establishment Officer every
month and submitted 'to the  S.E./C.E./Chalman through the Secretary once in
‘three months. '

(h) Any day on which a member of the establishment attends office after
12 noon but before 1.30 p.m., whether. with or without permission, will be treated
ss helf day's Casual leave. Attendancé after 1.30 p.m. wil be treated as full day's
casual leave.

16.09 Members of staff not to leave office during working hours : A member of the
office establishment shall not leave the office premises during working hours without the
permission of the officer concarned.

16.10 Lunch interval : The time aliowed for lunch is half-an-hour between 1.30 and
3.00 p.m. and shall be availed of by the Section heads, Assistants, Junlor Assistants,
Typists and other employees in baiches: The Sectlon heads will, f necessary, maintain
turn st for this purpose. '

16.11 Lunch not to be carried into office rooms by servants or restaurant
employees : Members of the staff shall not take their lunch at thelr seats or in
any part of the office premises. No private servants or employees of restaurants
are permited to carry lunch Into office room except in the case of Officers of the
grade of EE/ Under Secretary and above. It Is the duty of the Establishment
Officer to see that these instructions are_strictly followed. ' )
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18.12 Holidays : The office IsdoaedonSundaysand provldedtmmd
wotkpennl!sonSeoondSaturdaysarl:lothor deolaredholldays

16.13 Pemalss!on to leave headquarters on’ holidays : () No ernployeo shall leave
hoadquartels during holidays  without obtalnlng permlsslon of the officer who
*is competent to sanctlon oasml leave ' :

) Any subordinate bolore Ieavlng the headquarters shall leave his new address
with the Establishment saction. = "

16.14 Compensatory Hohday R An employee who s called upon to attend
omoe oh & hollday may be grantod anothor hollday ln its plaoe. when opportunity

‘ (a) Gomwl'xy hdi:li?.; should‘fnot' be dlowod when an employee Is entitted
~ g and opted for the puymom of addltlonal days wages for work on a National and
: Fealval holiday.

(b) in' the mso of an employee covered by the Tamll Nadu Shops and Estab-
llshment Act’ 1947, Compensatory hollday for work on a holiday, shall be granted
.on & day ln the following week.

(c) Oriy the employoes below the rank of Superintending Engineer are eligible
for compensatory holiday.

() Without ' prejudice to the provisions In clause (i) above, no compensatory
Foliday can be claimed as a matter of right.. It shall be within the discretion of
ine superior officer competent to grant' casual leave to admit a claim for a
~ompensatory holiday.

(lll) No compensatory holiday can be availled of unless there has been prior
credit of such a holiday account. The authority competent to grant credit for
compensatory holiday shall be the officer competent to grant Casual Leave.

(iv) To be eligible to claim credit for a compensatory holiday, an application
shall be made within one month of the holiday on which an employee attended to
the Boards work.

(vy Whenever orders are passed admitting credit for a compensatory
holiday the fact shall be enterod in the Casual Leave Register on the page allotted
- to the employee by opening & new column to Iindicate compensatory holiday.

M No omployoe shali be entitled to a credlt of more than 20 compensatory
holldays in al in a calender vear. :

.
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(v Evaywnpensatoryhdldnyammlylapuatﬂw ond of six
of the holiday to which It relates.

.MI)CompenaatayhdldaysmybecomblnedmewﬂLuveorl
subject to the condiiion that the total period of absence shall not exc
days. '

An employee touring on holidays in connection with lthe performan
his duties Is not aligible for .compensatory holiday in lleu of holidays on
he performs joumey.

18.15 Leave :& (i) Application for leave of absence for 3 days and les
ordinarly be made atleast 24 hours previous to the timeé the leave ls re
Application for leave of absence for more than 3 days shall be made atleast 1%
before the date from which the leave Is required except in the case of &k
and other emergencies. - The employee after proceeding on leave desires an ext
thereot he shall make an application before the explry of the leave already gr

() Assistants, Junior Assistants and Typists should submit thelr af

. tions for lsave through the Section heads under whom they work,

(i) Only sudden Winess, which Incapacitates a member of the office
tablishment from coming to office, or most urgent private business would
absence without previous sanction. In such cases, the leave application should s,
the nature of the Mness, or private business, as the case may be, and ahou
sent 1o the Officer through the Sectlon head concerned.

Note : Al applications for lsave should be written in ink and should ct
the leave address of the applicant.

16.168 Procedure In dealing with leave applications : Applic
from officlal’'s for leave other than the casual leave are submitted for ¢
to the officers to whom powers have been delegated for sanction of leav:
the leave Ig granted, a leave sanctlon order shall be Issued. If the ieave Is re
or postponed the fact of such refusal and the reasons therefor shall be rec
In writing and shall be communicated to the official.

16.17 Casual Leave : () Except In unforeseen circimstances and In case
sickness for which Intimation shall be sent to the sanctioning authority for
of appropriate sanction. Casual leave shall be availed of only after getting.

" sanction of the competent authority. Ordinarlly, application for casual leav
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account of anticipated causes shall be made at least three days prior to date from
which casual leave I8 required. Absence In anticipation of sanction wil only be
condoned ¥ the necesslty for the leave could not have been foreseen. In  such
"cases, the nature of the sudden emergency must be definktely stated. Persons
disregarding the rule wil do 80 at thelr own risk.  Applications for casusl leave
submitted from the residences of - the appilcantd should contain thelr residential
address. if they propose to leave the headquarters during the leave period, the
leave address should also be given.

() Casual Leave wil not be granted on vague and general grounds
as for ‘urgent private affairs’ or ‘for a certaln ceremony. The purpose for
which the leave Is required must be stated definitely. :

() Personal staff attached to Officers wil obtaln  the permission of
the officer concerned for casual leave, provided the leave Is avaliable. As soon
as permission is granted, the persons concemed shall before leaving headquarters
report the fact to the officer dealing with Establishment. If a person avalls himself
Ih the above circumstances of casual leave when It Is not admissible he wil do so
at his own risk and ordinarlly will be treated as absent on leave on loss of pay.

16.18° Absence due io Infectious disease : Whenever a case of cholem,
smalipox or other Infectious disease occurs at the dwelling of any member of
the office establishment he must report the fact at once to the Section head who
s iIn charge of the attendance register by a verbal message and not in writing
( es the written report might convey Infection) and must stay away from duty
untl further orders. The latter  will report such cases to the officer concermned and
obtain his orders. Disregard of this rule will be severely dealt with, as imperlling
the health of other members of the staff.

16.19 General discipline : (I} Punctuality.and general behaviour: Heads of sections
must set an example to other by themselves attending office punctually. While in
office, all membefs of the establishment must behave In a qulet and dignified manner
and give due respect to thelr superior officers. They must address other members
of the establishment courteously. They must try to maintain perfect sllence and i they
have occaslons to talk they must do so Ih a low voice so as not to disturb others.

it is most Important that the Office should present an appearance of business like
activity and that there Is no slackness in this respect. Members of the staff should
not waste their time elther In restaurants or In loMering or gossiping along corridors
of the office Bulldings. To enforce this, & mevement control reglster should be
;maintained in each section in the form given below : ‘
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Date Name and Time of Reasons Time Inkial
Designation lsaving ' retum
(1) (2) (3 (4) (5) ®

Mhenever an officlal lsaves the section and retums to K, he shoud ma
necessary entries In the movement control register. The register should be on the tal
of the Section hsad. The entry In the movement control register shall be genuine

A movement control register should be malntained for Record Clerk and Offi
. Helpers also. The Record Clerks and Office Helpers should make entries In t
movement control register kept on the table of the Section head, to whom th
are attached. The Sectlon heads concerned should see the entries are property ma
by the Record Clerks and Office Helpers In the movement control register.

() Duty Officers :@ (a) With a view to observe punctuality in attendam
and avoldance of unauthorised absence of officlals from seats and for the gene:
up-keep of office premises, Duty officers have been appointed. The Duty office
should go round the sections and verify whether the staff are available in  the
respective seats and whether absence from deat Is covered by entry in
movement control register. They should ensure that the staff observe proper condu
expected in an office. They should see that outsiders are not permitted In Sectio
They should also see that the premises are maintained in clean and tidy conditi
and that no un-authorised notices are allowed to be exhibited anywhere. The Du
officers should make surprise check. The checks should be staggered Le. th
should .not choose a partcular time for surprise check for all the days in a wee
They should not only record the time of check In the movement control regist
but also Indicate In the register about those who are found absent without makir
entries In the movement controt register. The Duty Officers while entering a Lall shout
first note down the absentees at a particular point of time with the seating amang
ment Indicated In the chart to be maintained and kept with them and then inspe
entries relating to them made In the movement controt register of the section concerne
as well as the attendance register to ensure that proper entrlas are ‘made In d
Movement Control Register about the absentees. They should also satlsfy themselw
about the reasons for absence entered In the register.

If an Individual is found to be absent for a pretty long time with reference
.the entrles In the movement control register, the section head should be” enquir
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and appropriate action shouid be taken to find out whather the long absence (which
- 'should not normally happen) Is genulne and any remarks about such absence
- ghould  be entered In the Movement Control Register kself, In addition to making
eﬂtrloshl'llsnatotobosubmlttedfor every week.

Tha mmmComroIRaglstershoudbesubmntedevery evening to the
hmedhtaumerbroﬁcermshomdseam all the entrles are made propetly, the
: ,mhfhwhgmeaactlonasemered in the register are genulne and that no
* individal hibaerltlorlongpeﬂodwnhoutvalldraasonTheremﬂmmda by the
_MOMMMMWtheerﬂngalﬂclaIs should be wamedﬂ\enandthero
_’hmmw actlon against chronic late — comers and absentees.

S Nmmwmmﬂ\eﬂmwkm day of the succeeding week
";hhmmmcmmmedmmhmplmmmthemﬂm
"were_ abeert. Ji-She éeels Without any entry in the movement control register (i)
mmu;mmmuimmnwsmhm havebeenmwe
httnmovummuraolsw ‘

TheEswblbhmemOlﬂoorwllsubmnonecopyeachdtrwrepomd-
.the Duty Officer on the last working day of the succeeding weaktowmd\ﬂl
Duty officers’ report relates to the Reviewing Ofﬂcorooncemedlndmmmm_
takenonﬂnrapondthebutyoﬂlw '

Acopydtlwmpoﬂwlll also baunttomebmaryhreepactdmald
Offices.

The estabiishment officers wil aiso submit before 15th of the sucoseding month
ampoﬂontheadlontakanonthaoboewaﬂomdthooutyomoemtotho
" Chiet — Enﬂmar/SupothenquEnglmer R ,

Thomtihhmemomcanmalwsumnlmsm of the succeeding month'
a repot on the action taken on the observations of the Duty Officers. A copy
- of thelr raport shall be sent toSecretaryhreepectdSecretarlal ‘Branchy to the
- Acoounts Mambef hreapedofAccoumsatﬂAudlt Branches and Chief Engiheer
~ (Personnel) n respect of - Administrative ' cranch and Technical Branch. The abave
Officers will submit 'aqmneﬂyropontoﬂ\ecmmmn(ForBoardOﬂlcoonly) )

oy Guarding against Iaakage of viiclal information : Members of . the
establishment must remember that they are preciuded from divuiging to outsiders
or to other members of -the establishment any information (whether  exprossly
marked confidential or not) that may have come to thelr knowledge In their officlal
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capacity. It should be borme in mind that' what they come to know of in the office
Is confidentlal and Is not be mentioned outside the office or to strangers or to any
one other than those whom It Is necessary that they should communicate with
about such matters in the ordinary offical. course. Al members of the establishment must
be constanﬂv on their guard agalnst the leakage of any dfficlal information whatsoever.
If any *member of the establishment Is approached by any one not officlally entied
to do so elther Inside or outside the office in regard toany matter which. Is or wil
be dealt with in the office, he should refuse to see him, but refer him politely to the
higher officer concerned and If the person persists, he should be wamed that the fact
of the visit wil be reported to the higher officer and a report should be made
accordingly at the very earliest opportunity -the Assistant or Junior Assistant ‘or Typlst
to his Section head and the Section head to the immediate superior officer. Fallure
" to observe these Instructions will render the defaulter _llable to punishment. Whan
private parties (including Members ‘of the Legislature)approach the officer of
the grade of EE/Under Secretary or above for information about matters pending
in the Circle/CE's office/Board, the reply should invarigbly be that the matter .is stil
under consideration and no Indication should be given of the exact stage of the file.
Important ffes, even i they are not confidentlal should be circulated only In closed
boxes. Speclal care should be taken to see that Duffadars, Office Helpers
- and Record Clerks who carry files do not attempt to: peruse them. '

(v) Guarding against leakage of confidential information : (a) A Stenographers’
used note-books should be made over to‘tha officer concemed when a fresh one Is
taken. The officer will destroy these note books after the expiry of three months from
the date of last entry in each book.

(b) Nothing should be placed in a waste paper basket or otherwise discarded
which is of a confidential nature. Such matter must be burnt by the persons responsible
for k. Blotting paper used when writing of a confidential nature should be simitarly
dastroyed. :

(v) Prohibition against revealing information to the Press: Members of
the establishment shall not have--any. deallngs with the Press or Reporters or
Correspondents. They run a great risk of severe disciplinary action being taken agalnst
them i they are reasonably suspected (not necessarlly proved} of communicating
officlal information of any kind to the Press, to Reporters or Correspondents or to
members of the pubilc.

(v)) Prohibition from seeing outsiders in office,: Members of the establishment
are also prohiblited from seeing outsiders at anyplace in connection with officlal
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matters pending In Board In which such people are personally interested. They must
not accept any present or remuneration from any visitor, pafty or other person
‘resorting to Board nor lay themselves under obligation to such persons In any other
way. '

{vl) Mode of ventilation of grievances : They must not have recourse to
anonymous petitions or letters In order to ventilate thelr grievances or supposad
grievances. If any member of the office establishment thinks that he has any
grievance he may represent it to the Higher officer in person or he may present
it In wrtihg to the head of the office through the Immediate officer, if the
latter I8 Incharge: of the establishment.

- (vill) Needless petitions : Petitions which contain no new facts or grounds for
reconsideration of a case, which has aiready been disposed of by the Board wil
be returmed to the Board servant. Persistence In submitting such petitions will render
the Board employee llable to’ disciplinary action.

() Addressing ol Ministers : A member of the Boeard establishment
making any representation to the Board shoulkd not address the representation to any
Mlnlster nor should he:send to any Minister an advance copy of his représentation
addressed to the Board.

16.20 Tidiness and cleaniiness of the office : A waste paper box or basket
must be kept within a convenient distance of every member of the staff. Waste
paper must be thrown In to this and not thrown about on the floor. Stationery and
records must be put away tidily in the Junior Assistants and Assistants almirah and
not left lying on tables and on the tops of almirahs exposed ' to dust. All rubblsh
and absolute forms or publications must be cleared away and not left to Iitter
the office. The office and officers’ rooms must be properly swept and dusted
dally. The Junlor Assistants and Assistants should keep thelr tables and side racks
clean and the papers neatly arranged.

-

16.21 Use of Identification measures by Class IV employees of the Board other
than Record Clerk : () All Duffadars and Office Helpers attached to Chalrman, Accounts
Member, Secretary and other officers of the Board shall use while on duty such
tems of Identification as are supplied to them. '

() Employees who have been provided with uniforms by the Board should wear
- the - uniforms supplled to them while on duty and should appear neatly dressed.

(i) Other employees are at perfect llberty to wear, while on duty, whatever
dress they like, provided It Is in conformity with the Ideas of decency prevalent In

society.
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18.22 Miscellangous Instructions : No section head or Assistant shall take
office papers to the house or else-where out of the office without an & alip from
an officer of the grade of E.E Under Secretary and above which should be surrendered

at the gate.

16.23 Transfer or leave-Handing over of the papers and Keys-Armangements
for urgent work: (a) During Casual Leave: When an Assistant absents himself on
casual Jeave he must hand over or send with casual leave application any office keys
, In his custody to the Section head of the section and inform In the latter about any
3 paper which must be attended to during his absence. The Section head should
give specific instructions to the other Assistants in his saction to attend to any kems
. of work whlchneednotorahol.idnotlwalthemdﬂnmcnm
leave (o.g. reglsterlngofcurrerus action on urgent papors.hundurgemm
etc.).

() When a section head absents himself on casual leave he shall hand over or
amange to send any office keya in his custody to his Immediate Superior Officer.
He shall also leave Instructions with- or send a note to the senlor Assistant in the
section about any urgent matter to be attended to during his absence on leave.

" —— > > ‘

! . (b) Leave other than ' casual leave or on transfer : When an Assistant
or Section head goes on leave other than casual leave, the relleving Asslstant or
Section head must verlfy all the papers handed over to him with the Péersonal Register
and see that every paper shown in the register as pending In the saction Is handed
over to him. Office keys and confidentlal keys, ¥ any, should also be handed over.
A list of papers and othor records handed over shall be prepared In duplicate
signed both by the relieving and the relieved officer, and a copy -shall be kept
by each of them.

The relleved officer shall transmit to the relleving officer all instructions verbally
gven t© him from time to time by the officers under whom he worked or any
confidential papers given to him for custody.

When the Section head or an Assistant. takes charge of a vacant seat, he
must verify all the papers with the Personal Registers and other Registers and bring
them to the notice of the Higher Officer, any loss of papers or records taken over
by him at the earllest opportunity. '

. 4.\“‘

) The same procedure must be observed when Assistants or Section heads leave
; the office on transfer, foreign service, deputation, training etc.
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The above provisions will apply with sultable meodification wherever required

to Junior Assistants, Typlsts and Steno-Typists.

16.24 Transfer of papers between Assistants: No Assistant shall place papers
of cause papers to be placed on another Assistant's table without the knowledge of
the latter.

1625 Service of summons in office by balliffs : Summons on persons
employed In the Board are penmitted to be served personally by count balliffs
but the latter should frst approach the -officers dealing with establlshment malters
concemed, who wilt arrange for the service of the summons In such manner as 8
most convenient.

16.26 Maintenance of reference books in section : The reference books and
other publications supplled to a section shall be preserved with care. The
Asslstant/Junior  Assistant of the section shall maintain a list of the books, each book
being given the number allotted to in tha list of books kept in the rooms of the
officers of the grade of E.E/Under Secretary and above. The books shall be arranged
in serial order and any book taken out for reference should be replaced in lts proper
place Iimmediately after wuse. It is the duty of the Assistant 1o see that ail

+ comrection slips are pasted Immediately they are received, with the help of a Record

Clerk. A note book showing the lists of comraction slips recelved and the number
pasted should be submitted to the Section head on the first of every month.

~ Section heads and Assistants should reallze that going about to procure from other

soctions reference books supplied to the section Iwolves avoldable waste of time
and hampers work. They should also realize that reference books, ¥ kept uncor-
rected, might lead to wrong disposals of papers.

16.27 Knowledge of Office Procedure : (I} Every Assistant, Junior Assistant, Typlst
and Section head shall make himself thoroughly conversant with the rules contained
in this Manual. The plea of ignorance will never be accepted as an excuse for
disobaying them. The section head of each section must see that every Asslstant

. and Junior Assistant knows and understands the rules and that - the coples of the

Manual supplled to the section are comected up to date. A new Assistant or Junlor
Assistant Joining the office ‘must acquaint himseif with the rules in the Manual. After
the explry of a month from the date of- his joining the office, the Section head
concemed shall test his knowledge and ¥ he is wanting he may be given another
months’ time. If the Assistant or Junior Assistant has not acquired a reasonable
degree of acquittance with the rules in the Manual even at the end of that period,
the section head may submit a report to the Higher Officer.
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f () The section head wil be held personally responsible for the proper and

y intelligent observance of the rules in the Manual by all in his section.

am ® s thedLnyofmengherOfﬁoersto see that alfl members of the
staff under him have a thorough knowledge of. the Manual and that they carefully
observe provisions contained therein.

T

P, - R
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CHAPTER - Xvii

MISCELLANEOUS

17.01 PRESS CUTTINGS : (l) The duty of perusing and marking cuttings from
the principal, newspapers and periodicals published in the State is undertaken by
the ‘Public -Relatlons Officer/Chlef -Public Relations Officer.

These cuttings ara circulated to the Superintending Englneer/Chief Engineer/ Chalrman,

Members of the Board, Secretary and Inspector General of Police (Vigilance). Based on the

orders passed onthe circulation note on press cuttings, the Public Relations Officer /Chief Public
Refations Officer will pass on the releavant cuttings to.the officers concerned for action.

17.02 Release of information to the Press : Any information that has to be
releasad to the Piess will be conveyed by Chairman. No other officer should give
any information to the Press direct unless specifically asked to so by the Chairman
in any particular case or cases.

'47.03 Administration Reports-publication -procedure : (i) Under Section 75 of the
Electricity (supply)} Act 1948 the Board shall, as soon as may be after the end of
each financlal year, prepare and submit to the. state Government (before such date
and) in such form as may be prescribed giving an account of Its activities during
the previous financlal year and the report shall also give an account of the activities,
if any which are lkely to be undertaken by the Board in the next financlal year,
and the State Government shall cause every such report to be laid before the State
Leglslature as soon as may be after it Is recelved by the State Government.

() -with reference to the provisions In " the Act, - Annual Administration
Reports are prepared and published In English and Tamll. The  work relating to
preparation and printing of _Annual Admlnlstratlon Report is done in the Admin-
istrative Branch. After the Annual Administration report is got approved and printed 500
coples in Tantl and English are forwarded to Government in the Public Works
Department for placing them before the State Legislature. On Intimation from
Government that the report has been placed before the houses of State Legislature,
coples of the Administration reports are distributed as per the approved malling
list. (For Boadr office only). '

17.04 Release of Board advertisements : When it is found necessary to publish
an advertisement, the office concemed should after securing the necessary approval
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from the competent authority/Chaltrnan send up the matter to the Director,
information._—and Public Relatlens, Government of Tamil Nadu with its advice as to
the particular section of the press In which it should appear. As many coples of the
advertisement as are required for the several sections of the press should be furnished
together with one copy for the Director, Information and Public Relations. This will
then be released to the press by the Director, Information and Public Relations.
in advertisement involving the preparation of blocks, Board will make Its own
arrangements for making the blocks and sending them direct to the press
which has been selected by the Director of Information and Publlc Relations. The press
will be directed to collect the advertisement charges from the Board direct as per the
rates approved by the Government and it will be the responsibility of the Board
to watch the publication of the advertisement and settie the bili. The Director,
Information and Public Relations will be responsibie only for passing the matters on
to the press.

17.05 Presents to Class IV Board employees : The practice of Class IV employees
of the Board Office collecting subscriptions and donatlons from officers and staff of
the Board of such occasions as festivals is prohibited. Donations from officers and staff
may be collected once a year immediately before Ayudha Pooja.

Office Helpers, Watch and Ward and conservancy staff, are strictly
prohibited from soliciting tips from visitors and others; any one found to
be doing so is llable to be serverly dealt with.

it iIs the duty of the Section head of the establishment section to  translate
this rule to the above employees on first appointment.

17.06 Use of File Boards: Flat file boards with White tape or Red tape are used
to Indicate whether the case is to be treated as ‘Ordinary; or ‘Urgent’ or ‘Speclal’
Boards with Brown Flap and White tape are used when cases are to be
treated as ‘Oridinary’. Boards with Brown Flap and Red Tape are used when cases
are to be treated as ‘Urgent’ and boards with Blue Flap with Red Tape are used
when cases are to be treated as "“Special’

When cases are to be treated as ‘Immediate’ or 'Most Immediate’ cards with
words ‘Immediate’ and ‘Most Immediate’ boldly printed on them shall be affixed
on the left hand side flap of the special file board by means of Jem Clip (Paper
fasterner, stapler etc. are not to be used).

When files relating to meetings such as Board Mpeting, Consuitative
Counci  Meeting and those relating to Tamii Nadu Legistative Assembly Questions

11
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efc. are submitted, the Board with yellow Flap and Red Tape are to be. used. (For Board
Office only)

The section head of ea~li section will decide In what category each case is to
be classed for purposes of submission to officers. '

17.07 Economy in use of Stationery : () Al members of the establishment
should use Board stationery as economically as possible Section heads of sectlons
will be held responslble for seeing that this is observed.

(i) After tappals are opened, the Junior Assistant in-charge of tappal should see
that the empty brown envelopes are sent to the Despatch Section for use.

(lii) Assistants and Section heads should not use ruled paper for rough drafts
or for jotting down points. Cheapest paper, one-sided coples of old proofs, backs
fold forms or solld unused sheets removed form disposed of cases may be utilized

(W) Ruled paper or forms should not be cut and used as slips.

(v) Telegrams, telephone messages or demi-officials should not be pasted on
another paper. Slips sent down by officers need not be pasted on a clean sheet
of paper, unless they are so Important as to form part of main file.

(V) Asslstants/Junior Assistants who send put-away papers to Record Section
should before dolng so remove the flags, paper fasteners and gem clips from them.
Spare unused note sheets and current and ribte file sheets on which entries of back
papers, etc., are not made, should also be removed from files for further use.

(vi) Full sheets should not be used for copying brief drafts. Enclosures should
be copled on the same paper as the draft. Embossed forms should not be used for
fair copylng office orders, unofficial notes. Manifolding, impression and stencll papers
and typewriter ribbons and carbon sheets should be used economically. As the first few
- coples of cyclostyled forms are generally not very clear, these copies should be
taken on old forms or any paper which has already been printed or written on.
Postal articles and telegrams should not be affixed with stamps In excess of the amount
required under postal rules.

(vil) The section head incharge of Record section should see that tags are
removed from records when they are stitched and returned to the Junilor Assistant/
stationery for re-ssue.

(x) Every month Sectlon heads should see to the return of old flat-file boards
(Le. unusable ones without flags or tape) to the stationery room.
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17.08 Economy in expenditure on contingencles : The Officer should take per-
sonal Interest and ensure that expenditure. on contingencies s reduced
to a minimum, consistant with the efficiency of public administration.

17.09 Production of documents in Courts : Whenever records are called for
by High Court they should be sent, after consulting the Legal Adviser to the Board's
Standing Counsel appearing on behalf of Board who will produce them In Court after
scrutinizing the documents and dissuading as 1o which record should be produced In
Court. Tha Registrar, High Court should simultaneously be Informed that the
documents will be produced through the Board's Standing Counsal.

17.10 PRECAUTIONS AGAINST FIRE: The following rules relating to precautions
against fire in the building shall be duly observed. )

(1) The Assistant or Section head or any other person who leaves the halt
at the end of the office hours should see that the fans and lights are switched off.
However the member of the ‘'staf who leaves the hall last shall see that all
the lights and fans in the hall are switched off and hand it over formally
to the watchmen. The Office Helpers who attend on officers shali attend to this
duty so far as the officers rooms are concerned. Power supply to the building ls
switched off at 20.00 hours unless otherwise specifically requested by an officer not
below the rank of a Executive Engineer. This shall be ensured by .he concemed.

(2) None hut safety matches shall be used in the office.

(3) Any easily inflammable material should always be stored in an out-building or
godown,

(4) The sealing of papers shall always be wone under the direct supervision of
a responsible Junior Assistant/Assistant who will see that due care Is taken.

(6) No naked lights shali be used in the office

'(6) Fire places for the preparation of paste or glue shall not be allowed In or near
the building.

(7) Waste paper should not be allowed to accumulate in large quantities
in the office. Every morning the waste paper of the previous day shall be removed.

8 1tin a rooh a kerosene oil lamp Is used, a small box of dry earth with
a scoop should be kept for use In extingulshing burning oll. The earth should
not be allowed to harden or cake.
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) Oid fumiture shall not be laft lying about - but shall . be disposed of at
once or devoluted to the BtQres.

{(10) Smoking within the pre@ses of the buliding —Is ~-strictly prohiblted.
(11) No —temporary shed built of combustible materials —shall — be erected.

(12) The erection of thatched or mat shed within 15 meters of the office bullding
I8 strictly forbidden.

Soda acid appliances ~ :  To combat carbonatious
fire, such as due to paper,
vegetables, wood, cloth stc.

Ordinary Chemical Powder appliances : To combat electrical fire
or ol fire-Two numbers
near the electrical Hsing

mains.

SODA ACID APPLIANCES SHOULD NOT BE USED TO COMBAT ELECTRICAL
FIRE

17.11 Record of discussions : The following principles should be observed while
preparing records of discussions of Important meetings held at official level:

(1) There Is no need to have a record of discussicns K the discussions
are casual or informal. In most cases, where the discusslons take place among
Officers of the same office [ Branch, there maybe no need to prepare a record of the
discussions. '

(2) () Whenever formal discussions are. held, particularly with officers of other
departments or with Board officers or Branches, a brief record should be prepared.
This record should contain the views expressed by the leading particlpants and the
decisions arrived at.

() Such record of discussions should be prepared by the officer who may have
convened the meeting or by one of his subordinates under his direction and approved
by the - officer ---presiding - or corwening the meeting.
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CHAPTER - XVHI

NADIPISSAl PULAVAR. K.R. RAMASWAMY MAALIGAI
: AND ITS CONSERVANCY

[For Board Office only]

18.01. Control over Building : All the five Branches of Tamil Nadu Electricity
Board are accommodated In the Nadipissal Pulavar. KR. Ramaswamy Maaligal.
The duty of allocating rooms for officers and space for offices except In 10th fioor
of the bullding for temporary or permanent occupation vests with a Commitee
constituted for this purpose. For the 10th floor Chalrman approves the proposal.

18.02. Supervision over the buliding : The Executive Engineer (Civil) Buildings
Diision supervises the conservancy of the buliding. He Is responsible for the
general condition of the bullding including the glass in each room and fixtures
as also for keeping watch against attacks of white-ants and gving strict attention to
the cleanliness of the Interior and neatness of the exterior and  sumoundings,. etc.
The necessity for --any improvements in, or repairs to the Bullding as and when
It arises is to be promptly brought to his notice by the Head of the Branch In respect

- of the portions of building which are occupled by his office. It is also the duty of
' the Head of the Branch to bring to the notice of the Executive Engineer (Civll) Bulldings
Division any cracks or other defects which he may notice in the. building,.so-- that
steps may be taken to get them repalred with the least possible delay.

18.03. Furniture etc. : For the supply and repalr of fumiture, movable screens
and curains, arrangements are made by Executive Engineer (Civil), Buildings Dlvlslon
based on request from Heads of Branches

Acknowledgment . should- be . obtained  from the officer who Is supplled
with fumiture for use at his residence.

In the event of his transfer, the Section Head incharge  of maintenance
of fumiture should watch for the retum of the articles suppilad to him. He should
also watch for the return of the articles soon after retirement, resignation or for any
other reasons, ceasing to hold an assignment In the Board.

18.04. Officers’ Rooms : Each Branch of the Board Office should make His own
arangements for the dusting of fumiture In the Officers’ and office rooms by the
. Office Helpers.
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{b) The Office Helpers attached to Officers are directly responsible for
keeping the rooms clean and for seeing that no unauthorised - -person Imterferes with
anything kept there. In. the evenings before they leave office, they should -keep the
table-set of writing materlals, private articles of . .officers - and. . other sundry- - articles
which are llable to be stolen, such- as soaps, towels, statlonery (except wall clocks)
in the almirah provided In the rooms and hand over the rooms to the watchman on

duty.

(¢} No outsider shall be allowed to enter any room without. the..speclal
permission of the officer concemned.

Note : Sweepers and cleaners are allowed to enter the rooms In the discharge
of thelr dutles, but the work should be done under the direct supervision
of watch and ward staff.

18.05. Precautions against fire : The following rules relating to precautions agalnst
fire in the Bullding shall be duly observed :

(1) The Assistant or Section head or any other person who leaves the hall at
the end of the coffice hours or the member of the staff who leaves the hall last shail
see that all the lights znd faiis in the hall are switched off and hand it over formally
to the watchman. The Office Helpers who attend on officers shall attend to this
duty so far as the officers’ rooms are concerned. Power supply to the building
Is switched off at 20.00 hours unless otherwise specffically requested by an officer
not below the rank of a Executive Engineer. This shall be ensured in-.the Bulldings
Division. .

(2) None but safety matches shall be used in the office. .

(3) Any easlly inflammable material should always bestored in an out-bullding or
godown.

{4) Th sealing of papers shall always be done under the direct supervision
of a responsible Junior Assistant/Assistant who will see that due care Is taken.

(5) No naked lights shall be used in the Office.

(6) Fire places for the preparation of paste or glue shall not be allowed in or near
the bullding.

(7) Waste paper should not be allowed to accumulate In large quantities
in the office. Every morning the waste paper of the previous day shall be removed.
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(8) If in a room a kerosene oll lamp Is used, a small box of dry eann with
a scoop should be kept for use In extinguishing burning oll. The earth should
not be affowed to harden or cake.

(9) Old furniture shall not be left lying about but shall be disposed of -
atonce or devoluted to the Mylapore Stores.

(10) Smoking within the premises of the building Is strictly prohibited.

(11) No temporary shed built of combustible materlals shall be erected without
the permission of the competent authority .inside E.B. Complex. The sarectlon of
thatched or mat buildings within, 15 meteres of N.P.KR.R.-—-Maaligal and . within
the —T.N.E.B. Complex Is strictly forbidden.

(12) Following fire fighting appilances are provided In the N.P.KR.R. Maaligal
at consplcuous places :

Soda acid appllances - To combat carbonatious fire, such
as due to paper, vagetables, wood,
cloth etc. 6 Numbers per floor.

Ordinary Chemical - To combat electrical fire or ol fire -
powder appliances Two numbers per floor at the extreme

ends near the electrical rising mains. |
Soda acid appllances should not be used to combat electrical fire.

Manual call point system at the rate of 3 numbers per-floor, with Public Address
system, to keep the occupant Informed of. the developments In the event of fire
out-break, and a control . . panel Ih the ground floor are provided. Inscription on the
manual call point is indicated below for ready reference.

“In case of fire, break glass”

In the event of fire - breaking out, the person who sees It first should Immediately
break the glass of the nearest manual call point. This is intended to wam the
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people In charge of fire-fighting. Immediately on noticing the alarm signal in the control
panel, people Incharge of fire fighting take charge of the panel and start advising the
occupants of what Is to be done.

The bullding Is provided with a pressurised wet-hydrant system to combat fire on
fts out break. Water is always available In the system under pressure backed
up by electrical and dlesel pumpsets. Immediately on the out-break of fire,
anybody who notices the fire shall break open the glass, pull out the hose reel
and aim the hose at the heart of the fire. These hoses are kept Inside hose reel boxes
at the central lift lobby and western lift fobby.

(13) Occupants of the Building should act with alertness as the first five minutes
immediately on the fire out-break Is more precious than the subsequent five hours.
in the event of an out-break of fire due to electrical short circuiting or as
a precaution against electrical accidents, to cut-off power supply, push-buttons provided
inside a glass-box near the Eastern and Western electrical risihg mains are to be
pressed breaklng the glass open. Immediately after pressing the button when the
power supply is cut-off, the person who pressed the button, should ring up 555-
operatlon in-charge of the indoor-sub-station so that he may not charge the electrical
rising main.

Person who notices the fire first should immediately inform the following officers:

EE/Civil/Buildings Division 674
AEE /Civil /Buildings Division 469
JE/Civil/Buildings Division 246

Under Secretary/Establishment 712

This building is provided with a firelit to be of use in emergency for
the ‘-e fighting personnel. Lit "A” in the central lobby is the fire lift.

(14) On the discovery of fire at night, the watchman on duty in the building
shall Immediately communicate the fact by telephoning No.101. He shall
simuftaneously inform Electricity Breakdown service through inter-com by dialing 292.

(15) AE/E Building Maintenance chall see that entire system is kept Iin a
trim condition so that they are wuseful in real emergency.

(16} JE/Civil/Bullding Maintenance shall train the entire watch and ward staff
in the handling and working of the fire fighting appliances and shall for this purpose
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hold fire drills once a month. Every time a dril Is held, the names of those
who attended the drill should be entered In a bound register - which should be
submitted to the EE/Civil Buildings Division for perusal. It Is also necessary that
the ministerlal and last grade staff of all the Branches are made familiar with the use
of the “Minimax” fire extinguishers. Branches should arrange with the JE/C/Buiding
maintenance for the necessary instructions to bhe given to their staff in thelr use.

(17} The JE/Civil/Building Maintenance shall also Instruct the staff in the use
of the telephone.

(18) All arrangements for precautions against fire including the drills should be
got checked 'up once a quarter by the Station Officer, Tamil Nadu Fire Service
(Headquarters), or any other officer of the Tamli Nadu Fire Service Organisation
deputed for the purpose, and his advise duly considered.

(18} The EE (Civil) shifl exercise overall supervision and shall, in particular, see
to the enforcement of the monthly drllis.

18.06. Rules to be observed on out-break of fire : The following rules shall be
observed on outbreak of fire :

1) Fire caused by ignited ofl or any blanketing medlum should be atonce smothered
* by means of earth; water should on no account be used. Only dry chemical powder
extingulshers marked by ‘B’ and ‘C’ shall be used.

2} immediately on the alarm being raised over the public address system, every
man Is to wait for further Instructions over the public address system. Evacuation
should start only on specific Instructions and not otherwise.

3J) All movements should be carried out with the greatest possible silence and
rapidity, and special care must be taken that there Is no crowding in passages and
staircases. Absolute and brisk movements and no panicky is the need of the hour.

4} As a drought of air will tend to increase fhe fire, all doors and ‘\;vlndows. whlch
are not required for ingress or egress should be closed. '

5) All inflammable materials near the fire should be. collected and carrled to a place
of safety. ' - o -

18.07. Electric Installation : The electric Installations In N.P.KR.R. maaligai
are under the charge of EE (Civil} Buildings Divislon to whom communications,
regarding supply, a renewal and repair of fans and lights should be addressed. The )
installations are periodically tested by the electrical maintenance staff and any defects
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are immediately rectlfied by thern. Replacement of bulbs or lights and similar petty
works will on requisition by the respective branches be attended to by the staff in
immediate charge of the Installation. Electdcal connections shall be attended to
only by the competent staff. Over loading of the plug points should not be resorted
to.

18.08. Use of electric lights, fans and lifts : (a) Particular care should be
taken in the use of lights and fans. They should be used only when absolutely
necessary. Whenever an officer or a member of the staff for whom lights and fans
are provided leaves his seat, fans and lights should be switched off. Any neglect of
this duty on the part of the office establishment is punishable.

(b) Electic lifts : The carrying capacity each of the four electic  lits
in the Central Section of the N.P.KR.R. Building In thirteen including the operator:
while the capacity of each of the lifts In the eastern and western ends of the building
Is twenty Including the lift operator. The Iifts will be In operation as follows :

Eastern lift Western lift Central lift
08.00 to 20.00 . 10.00 to 18.00 10.00 to 18.00
Hrs. in two shifts hours In one shift hours In one shift

One lift in the Central portion will however be on Auto from 18.00 hours " till
the last man leaves. For the operational convenlence of Micro wave control room
staff, western iift can be used by them as and when” desired.

18.09. Conservancy and Watch and Ward Staff- : The external security of
T.N.E.B. Complex Is attended to by a private agency. Securlty within the buildings is
attended to by Board's watch and ward staff. Their work will be supervised by two
sergeants with shift timings from 6.00 Hrs. to 14.00 Hrs. for the first shlift and
from 14.00 Hrs. to 22.00 Hrs. for the second.

The Police Officer Incharge of Security /Vigilance Cell designated as
Securlty Officer will be in over-all control of the external security of the T.N.E.B. Complex
and security within the Building.

The Gurka Watchmen in the Board Office Secretariat Branch Is Incharge of
security of IXth, Xth floors of the bullding. The securlty of other floors Is in
charge of non-Gurkha Watchmen. They function under the supervision and control
of the Securlty Officer. The Under  Secretary/Establishment  Board  Office
Secretarlat Branch wlill be the disciplinary authority for. the Gurkha Watchmen and
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- for the other Watch . and Ward staff the E.E./Clvil/Bulldings Division wilt be thé

disciplinary authority.
The Securlty Officer will wear full police Uniform.

The Sergeants under the EE/Civil will wear uniform of Khaki full pant, half shin,
black shoes, socks, cap, leather belt shoulder title, name plate, lanyard, forage cap
and whistle and have a cane.

Gurkha Watchman of Secretariat Branch and the watch and ward staff under
the EE/Civit will wear uniform of Khaki full pant, half shirt, black shoes, socks, web
beit, blue beret, shoulder titie, name plate, lanyard and whistle.

All wvulnerable places within the campus will be provided with adequate lighting
for easy patrol.

The lift operators In the N.P.KR.R. Maaligal function under the control of the EE/
Civil/Buildings Divislon. They work in shifts as prescribed by the EE/Civil and they
are under the Iimmediate charge of a JE or AE (Electrical) in the Office
of the EE/Civil/Bulldings Division. The dutles and responsibiiitles of Lift Operators
are specified by EE/Civil/Buildings Division.

18.70. The conservancy staff including those working in the ‘Board Office Secre-
tariat Branch and Audit Branch will be under unltary control of the EE/Civil Bulldings
Division. As part of civii maintenance work, the supervision of the work of the
conservancy staff is assigned to a JE or AE (Ciil) In the office EE/
Civil/Bulldings Divislon and the JE or AE Is assisted by one or two foreman as
may be necessary. The AE/Civil/Bulldings Division will maintain a Roster Register,
allocate the work among the staff and enhsure that the conservancy staff discharge their
dutles properly. :

18.11. The Securty Officer who Is in over-all charge of the security work
of the T.NE.B. Compiex will report to the Inspector General of Police/Vigilance
any important occumences or evemts In the Complex and also any violation of
orders or Instructions of the Board. The Inspector General of Police (Vigllance)
will keep Chalrman Informed of any events which he consklers very important.
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. APPENDIX - |
Vide paragraph 4.01
PERSONAL REGISTER
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APPENDIX - Il

Vlde Paragraph 4.07

ABBREVIATIONS
C.E. (D) Veliore :Chief Engineer (Dist.)

: Account

: Accountant

: Additional

: Asst. Accounts Officer/

Asst. Audit Officer

: Advocate General

: Assigtant Engineer

: Accountant General

: Article

: Accounts Member

: Accounts Offlcer

: Antl Power Theft Squad
: Assistant

: Backward Class

: Board’s Proceedings

: Call Book.

: Chief Engineer.

CE. (D) Com.:

Chiet Englneer (Dist.)
Colmbatore

Chief Engineer (Dist)
Madras

Chief Engineer (Dist)
Madural

: Chief Engineer (Dist.)

Tiruchirapalll

CFC.

Ch.
cl.
CL
cM
C.No.
Callr.
CIAOQ

Comm.
coL
C.OP.
C.M.O.
C.S.
D.A.

D.B.
D.B.C.

D.CE.
D.CIAO

Vellore

: Chief Financial Control-

ler

: Chalrman

: Clause

: Causal Leave

: Chief Minister

: Current Number

: Collector

: Chief Internal Audit

Officer

: Commissioner

: Commissloner of Labour
: Commissloner of Police
: Chief Medical Officer

: Chief Secretary

: Dally Allowance/

Dearness Allowance

: Data Bank
: Director of Backward

Classes

: Deputy Chief Engineer
: Deputy Chief Intemal

Audit Officer.




DE. & T.

D.T.
D.F.C.

D.M.O.
D.O.
DR. & D.

D.S.
DT.E.

DV & AC.

Dept.
Dir.
Dist.

Dy.
D.D.
Dy.S.P.

E.E.
Endt.
Engr.
F.D.

: Director of Employment

& Tralning

: Director of Tralning
: Deputy Financial

Controller

: District Medical Officer
: Demi Officlal

: Director of Research

and Development

: Deputy Secretary

: Director of Technical

Education

: Director of Vighance &

Antl Corruption

: Department

: Director

: District

. Divislonal

: Diision

: Deputy

: Deputy Director

: Deputy Superintendent

of Police

: Executive Engineer
. Endorsement
. Engineor

: Final Disposal
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F.S.G.

Genl.
G.O.l.
G.0.
G.P.
G.S.
Govt.
Gr.
I.G.P.

1.G.P. (Vig)

Intld.
LR.A.

Jr.
LA

L.C.
L.O.
LP.C.

MC.

: Inspector

: Industrial

: Fort St. George

: Gazette

: Gazette Extraordinary
: General

: Govt. of Indla

: Govt. Order

: Govt. Pleader

: General Suberlntendent
: Government

: Grade

: Inspector General of

Pollce

General of
Pdlice. (Vigllance)

: Initialled

Relations
Adviser

: Junlor
: Joint

: Local Allowance/

Legal Adviser

: Legal Cell

: Ue Over

: Last Pay Certlficate
: Medical Certificates/

Morttoring Cell



" MLA
TNP.SC.

Medl.
M.O.
Mem.
M (D)
M (G)
Memo.
Ms.
. Notfn.
o.C.
Offg.
oM.

0.0.
ON.
P.A

P.C.

Pdl.
P.O.

P.R.
P.R.O.

: Official

: Member, Leglslative
Assembly
: Tamil Nadu Public

Service Commission

: Medical

: Medlcal Officer

: Member

: Member (Distribution)
: Mémber (Generation)
: Memorandum

: Miscellaneous Series

: Notiflcatlon

: Open Competition

: Officlating

Memorandum/
Organisation and Meth-
ods/ Operation and
Maintenance

: Office Order
1 Office Note
¢ Personal Assistant

: Post Copy/ Personal

Clerk

: Periodical

: Personnel Officer/ Post

Office

: Personal Register

: Public Relations Officer
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Priv.

Probr.
Psl. A
P&T
P.W.D.

R.D.

Rcds.
Regn.
Regr.
Rr.
Rt.
S.C.

SE.
Sec.

Sectt.

S. or secy.

8.0.

Ser.
Sergt.
S.LS.

S.P.

: Surprise

: Privilege

: Probatloner

: Personal Allowance

: Post and Telegraph

: Public Works Depart-

ment

: Reminder Dlary/

Reminder Date

: Records

: Regulation/ Registration
: Reglster

: Reminder

: Routine Serles.

: Strictly Confidential/

Spare Copy or Sched-
ule Castes

: Superintending Engineer
: Section

: Secretarlat

: Secretary

¢ Section Officer/ Special

Officer/ Standing Order

: Services

: Sergeant

Inspection
Squad

: Superintendent of Paolice



S.P.O.
Spl.
Spl. A
S. Rly.

S.S.LC.

S.T.C.
Sub.

Spg.

: Senior Personnel Officer
: Speclal

: Special Allowance

: Southern Rallway

: Secondary School Leav-

ing Certificate

: Staff Training College
: Subordinate | Subject
: Superintending
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Supt.
T.A.

Tempy.

T.M.
u.o.
U.S.
v.C.
v.0.

: Superintendent
: Technical Assistaht/

Travelling Allowance

: Temporary

: Technical Member
: Unofficlal

: Under Secretary

: Vigilance Cell

: Vigilance Officer
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APPENDIX - Il

Vide Paragraph 5.40

ABBREVIATIONS USED ON TELEX CALLS

ABFF - Answer Back Format Faculty.

ABS - Absent Subscriber, office closed.

BK - | cut off.

CFM - Confirm

CoL - Collatlon

CRv _ - How do you receive?

DER - Out of order.

DF . -  You are In communication with the called subscriber.

EEE - Emor . ’

G - = You may transmit.

INF - Subscriber temporarlly undertainable call the Information
Service.

JEF - Office closed because of holiday.

MNS - Minutes.

MOM - Just a moment or wait.

MUT - Mutilated.

NA - Correspondence to this subscriber is not admitted.

NG - No TCircuit.

NCH - Subscriber number has been changed.

NP - The called party Is not, or no longer a subscriber.

NR - Indicate your cali No.

oCG - Subscriber Is engaged.

OK - Agreed.

Pot Figure O = - Stop your transmisslon.

PPR - Paper.

R - Received.

RAP - | willl call you again.

RPT - Repeat.

SVP - Please

TAX - What is the Charge?

TEST SVP - Please send a test message.

THRU & You are in communication with a telex position.

TRP - Teleprinter.

WD - Words.

WRU - Who Is there?

12 A
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APPENDIX - IV
Vide Paragraph 10.01

TAMIL NADU ELECTRICITY BOARD (MEETINGS)
REGULATIONS 1958

1. These regulations shall be called the'Tamll Nadu Electriclty Board (Meet-
ings) Regulations, 1 958"

2. (1) in these regulations unless there is anything repugnant in the subject
or context:

(a) 'The Act” means the Electriclty (Supply) Act, 1948 (Central Act LIV of 1948)

(b) “The Board” means the Tamil Nadu Electricity Board established
by the Govemmment of Tamil Nadu under Section 5 of the Act ;

(c) "“Agenda” means the list of business proposed to be transacted at a meeting
of the Board;

(d) "“Chalman” means the Chalrman of the Board appointed under sub-section
(8) of the Section 5 of Act;

(8) “presiding Authority” means the Chalrman or in his absence any one

elected to preside over any meeting of the Board as provided for In clause 13
of these regulations;

(  “Meeting” means the meeting of the Board whether ordinary or extra-
ordinary; ‘

(@ “Member’ means the member of the Board appointed under sub-section
(2) of Sectlon 5 of the Act ; '

() “Secretary” means the Secretary of the Board appointed under Sectlon 15
of the Act;

fere
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(2) Other expressions have the meanings respectively assigned to them under
the Indlan Electricity Act, 1910 (qutrai Act IX of 1910) and the Electricity (Supply)
Act, 1948 ‘(Central Act LIV of 1948);

(3) i any doubt arises as to the Interpretation of these regulations,
the decision of the Board thereon shall be final.

3 {a) The Board shall meet as amended in B.P.Ms.No.142, dated 31-1-59
ordinarily twice a month, the date, time and place . of the meeting belng fixed by
the Chairman.

(b} The Chairman, may, however, if he thinks fit and shall, on receipt of a
written requisition from not less than two members, call a special meeting and fix -
the date, time and place for the special meeting.

4, Seven clear days' notice of every meeting shall be given to all members.
The necessity of the notice.may be waived, if the date, tlme and place of the ensuing
mesting have already been fixed at the previous meeting, or if the Chalrman
considers R’ necessary to hold a meeting for the transaction of any emergent
business. |

5. In the case of a member, who is out of India at the time fixed for
the meeting, the notice to such member may be dispensed with.

A copy of the agenda with notes, if any, shall be citculated to all mellnbers
of the Board, before the date fixed for the meeting, except where a meeting
has been called by the Chairman for the transaction of emergency business.

Provided that the Board may, not withstanding the non-circulation of the
agenda and notes, if any, 1o members proceed to transact the business on the agenda
at any meeting.

6. Not ‘Withstanding anything contained in clause 5, any matter not included
in the Agenda for a meeting of the Board on which the decisions of the Board
Is ‘urgently required, may, with the approval of the Presliding Authority, be placed
before the Board at such meeting and the Board may consider such matters.

7.  Papers connected with the ltems on the agenda shall be made avallable,
if required, at the time of the meeting.

Any information relating to the affairs of the Board shall be made available
by the Secretary to any of the members, if required, provided that the Secretary
shall bring this to the notice of the Chairman, except in routine matters.
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8. Non-receipt of notice of meeting by any member shall not, Invalidate
the proceedings of or any resolution passed at such meeting.

9. (1) Any member may aPa recelpt of a notice of a. méeting under
Clause 4 but within two days of tha date fixed therefor, intimate the Secretary that
the time fixed for the meeting Is not suitable and suggest another date therefor.

(20 The Secretary shall place such communication forthwith for the orders
of the Chairman, who may, in consultation with the other members, K possible,
fix another suitable date for the meeting. ‘

J0. Any member who desires to move any proposition shall send a notice of
such proposition together with a brief note setting out the reasons in support of,
the proposition to the Secretary at least five days in advance of the meeting so as
to enable the proposition being included In the agenda.

* Provided that the Presiding Authority may at his discretion, allow such proposition
to be moved in a meeting despite non-receipt of the notice of the proposition in
time for Inclusion in the Agenda.

11. The order in which any business may be transacted or any ltem taken up
for consideration at any meeting shall be determined by the Presiding Authority.

12. Three members shall form a quorum.

13. I the Chalrman, Is, for any reasoh, unable to attend any méetlng the
members present shall elect one of them to preside over the meeting.

14. (1) i at the time fixed for the meeting the number of members
present Is not equal to the quorum required therefor under clause 12, the Chalrman
shall wait for twenty minutes. '

(2) If at the expiration of the period fixed in clause (1),. the number of
members present is not equal to the quorum required under clause 12 the Chairman
shall adjoum the meeting.

15. If the Board so resolves, the Chairman may at any time adjourn
any meeting to any future day or to any hour of the same day and, [ practicable
an intimation in that behalf shall be given to all members, who were not present
at the meeting. '

16. (a) When a meeting is adjourned to a future date, any item on the agenda
under discussion or remaining to be discussed at the time of such adjournment

i
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" ghall unless the Chairman directs otherwise, have the same precedence which
it had in the agenda immediately before such adjournment in the business
of the adjoumed meeting.

(b) Any proposal on which the decislon of the Board is urgently required, may
be circulated to the members, and ¥ approved by not lessthan two-thirds of the
total number of members of the Board, may be deemed to have been passed
as a resolution at a meeting of the Board duly convened. Such decision shall
be placed before the next meeting of the Board for ratification.

17. The Secrotary shall ordinarlly be present at all meetings and participate
In all discussions as and when required, but shall not vote.

-18. (1) The Board may Invite any person for a specific purpose during the-
mesting of the Board and associate him during the discussions of the Board. The
person so invited may participate In the discussions to the extent desired by the Board
but shall not vote.

(2 The Board may take evidence or hear any persth In  matters conceming
the affairs of the Board. '

19. (1) Decisions taken by the majority of the members present shall be
deemed to be the decislons of the Board.

(2) Elther thess decisions shall be recorded and compled by the Secrstary
in an appropriate manner, subject to the approval of the Chalrman, a copy being
communicated to each member, and shall be confirmed by the Board at the subsequent
meeting.

OR

These = decislons shall be recorded by the Chalrman in a Minutes book,
a copy belng communicated to each member, and shall be confirmed by the Board

at the subsequent meeting.

20. The Presiding Authority shall have the power to comrect any obvious errors
and to make drafting alterations in the Minutes of the meeting provided that such
coirections or alterations do not change the sense of the decisions taken at the

meeting. .
21. No decisions of the Board shall be modifled or cancelled within three

months after the passing thereof, except by a declsion ot two thirds of the number
of members present.
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APPENDIX - V

Vide Paragraph 11.04

LIST OF INDEX HEADS
‘.A.l

Accidents
Avoidance of Accidents
Court cases.
Fatal accidents
Reports on accidents

Workmen's Compensation Act 1923

Accountants
Chartered
General

Registered

Accounts
Accounting Procedure
Adjustments
Annual ‘Accounts and Balance sheet
Annual plan
Assets and Llabllities
Classification

Closing of work orders
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Collection Accounts -
Commerclal Accounting System

Dispensing of Vouchers

Exemption from Ceniral Excise duty

Inter System Transaction

Journalising the Pay bills

Modlfied System of Card Billing

Payment of Salary

Withdrawal of Accounts

Work Accounts

Acts and Rules
Contract Labor Act 1970
Exemption from Shops and Estt. Act 1947
T.N.E.B.R.D.(Act) and R.R. Act.

Advances
Bi-cycle Advance
Conveyance Advance
Cyclohe Advance
Education Advance
Festival Advance
Flood Advance

House Building Advance

‘Marrlage Advance
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Mctor Vehicle Advance
Technical Education Advance
Temporary Advance

Aliowances
Assessment Allowance
Bonus
Cash Allowance for surrender of Office Helper
Charge Allowance
City Compensatory Allowance
Compassionate Allowance
Comveyance Allowance
Dally Allowance
Dearnass Allowance
Deputation Allowance
Dust Allowance
Food Allowance
Forelgn Tours and Executives.
Honorariam
House Rent Allowance
Hot-Line Speclal Pay Allowance

Kit Malntenance Allowance

Project Allowance :
p
L
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Security Cash Allowance
Shiit operating special pay
Short-hand
Special Allowances
Stipend.
Subsistance Allowance
Thermal Incentive Allowance
Travelling Allowance

Washing Allowance

Amenities
Canteen
Go-Home Concesslon.
Grant for School
Handloom and Khadi Cloth
Hearing Aids
Leave Traval Concession
Recreation Club
Supply of Hunter Shoes and Rain Coats

Uniforms

Rt 2

Appeals

(This head Is for general orders about appeals. Appeals agalnst orders
wil be iIndexed under the subject of the orders. “Departmental
appeals will be indexed under the name of the appellant” appeals
from the decision of Civil Courts will be indexed under “Sults” “Appeals”
respectively)

4

4
&
3
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. Second Appeals. (The above note applles here)
Appolmmeﬁn‘ o

(General Ordars about appointments. Individual appointments will be found
under tha name of the officer "concerned)

Apprentices
Appropriation
Arbitration
" Arrears
Irrecoverable
Audit .
Public undertakings committee.
| -
Backward Classes
Bioycles
Bills c 7
Birth (See Service Books and 'Rolls) Alteration of dates
Black list B
Bonds
Books and Fublications
Budgat
Buildings. -



o T

Cash chest
Casualities
Certificates -
Certificates
Cheques

Civik Suit

Coal

~ Contingencles

Contract

Advance payment
‘Breach of

Bank Guqrameé

~ Central Sales Tax

Evaluation of tenders
Excise Duty

E.M.D. exembtion
Labour Contract
LUimited Tenders
Purchase Orders

Registration of Firms -

Supply of Materlals
Tender Regulation -

- Touts and Brokers

187
ol

Age and Nationality
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Contributory - Provident Fund
Cyclone

up
Decentralisation
Demand, Collection and Balance
Delegation of Powers
Deputation,

(Orders regarding Individual officers to be indexed under the personal
names of the letter)

Deputation allowance
Despatch
Destruction of records - (See Records)
Disciplinary Proceedings
Duplicators
ugn
Electricity
Banking of Energy’
Bills | B
Extension’ of Power Supply
Free Supply of Electricity
Fuse off calls and Break-downs
~ Load Shedding
Maintenance and Special Works
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L i |

Meters

Power cut

Plllar Boxes

Prevention of Theft of energy
Revenue Recovery

Rural Electrification Scheme

{ | Service connectlion

. Strect lights

J‘; Terms and condition of supply

: Theft of Energy |
Transformers

Transmisslon line and Sub-Station
TLC

Tribal Weliare

Voluntary Disclosure Scheme

Walver of monthly minimum charges

Establishment

¢ Allocation of Works.

Appolntments and Postings

3 Change of control

Confidential Reports

Correspondence Course
Dishursement of Pay and Allowances
{ | Dutles and Responsibilities
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Fixation of pay, Increment and salary
Ilssue of Salary and Recovery Slips.
| Merger of cadre.
Punctuality and Maintenance of Movement control Register
Recruitment
Re-employment
Reorganisation |
Retirement
Revislon of pay scales
Senlority 'ist
Shifting of Headquarters
Staff Pattem
Suppression of Posts.

Transfers

Estimate

(Under this head general orders relating to estimate wil be indexed.
Individual estimates will be Indexed under the heads to which the individual
work relate, e.g., T&Ps, Buildings, etc.)

Exhibition.
ugr
Feos.
Consulting
Examinatlon, etc.
Fees to pleaders |

(General orders alone. Individual cases will be indexed under the suit
to which they relate}
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Fire, (Precautions against - etc.)
, Fortnightly report.
Funds
h Allotments of funds
3 Diversion
i Re-allotment of Funds
: Re-appropriation of funds
Furniture
1 Procurement.
,‘ "G"l i
» Gazette
: Tamil Nadu Government.
i Tamil Nadu Electricity Board Gazette.
} General Provident Fund
Government pleaders
Grants-
Gratuity
“H”
i Holidays
3 Income Tax
5' ‘ Indents -
‘ Inspeétlon
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.
Labour
Labour disputes
Strike
Trade Unions
Workers participation in Industry
Land abqulsltlon
.Leave
Loans
Loans from Bank
Loan from LI.C.
Loans and Advances
Open Market Loan
Local purchase
o
Magazines
Manual
Medical Attendance
Medical attengance Rules
Re-imbursement of Medical claims.
Identity Cards
Spectacles

Misappropriation
Motor Vehicles
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up
Nows ‘plpm.
Notaries, Public
ngr

Office sccommodation

" Office ﬂquhlnuy

Office Orders

(General orders regarding their lssue etc. Individual orders wil be Indexed
under thelr subject heads) |

Office Procedure -
Adoption of Govemment Orders
Approval of drafts
Board meetings N
Duty officors | .
Fire hazard precautions o
Monthly Business statements
Officlal Secrets
Overtime foes.

..P';. ‘ B ,




Commutation

Compasslonate
‘ Compensatin~

Extraordinary

Family

Invalid

Retiring

baxabni ﬂds%ergm%‘q? Job
Permanent advance

by oty

Petitions (Genersi orders regarding)

Petrol

Plants. (See Tools and Plants)
Pleaders

Post Graduate course

Powers of Attorney

Press Communique.

Printing.

Publications

Publicity

Quarters
Reappg‘oprhtlon

Record Room

Records
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aer
Recrultment e
Refunds .
1898
Regulations .
' {bsiupsr 28 benaqr; ~1 ot zhead-duz wriO) .

-Rent
2alit Nari@

Restriction and Control
Addltional loads

22012

noitaaolis fromes)

Banking of Energy _
iphaterm In noieailibol

Power Cut

stk M st I nnliees Rt
Retlrement (General orders, Individual cases to be Indexed und 8ersonal
o lzecqsi
names)
Returns fnsmapsnah yonovnl

Rewards gesrnu9d

Rules ameti sivloedo bas suiqd

“s"

. Salary
Sales Tax

Sanitation
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Covers -
Flat files

ardonmond cixabnt ad Bt pazen L
Forms

noisnsnaua
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Ink
Paper o
(Other sub-h‘aads-to‘ be ovpened 'ab"ré‘qu_lre;‘d)‘
Stook files Coh
 Commert slocaton e

Cq::liﬂcallon of materials
Condanmﬂon of tbols‘ and plants. , T
Inventory Management |
Purchase

Surplus and obsbiete_ ftams
Testing Facilitles

Subsidy |

Sults

Sults, Appeal

(First will be indexed any general ‘orders relating to sults, when - papers
relating 1o individual sults, under each sub-head (Appeal, etc.) First will
come the name of the district where the court Is situated that Is dealing
with the sult. The designation of the cout, then the number of the
suit precoded by appropriate abbreviations “A.S". (Appeal Sult), “0.S"
(Original Sult), etc. These abbreviations will be arranged in alphabetical
order, and under each the suits will be arranged according to their
years and numbers.)

Suspension

(General orders on this subject. Individual cases wIII be lndexed under the 4
personalnameofthe officer ' concemed.) :
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e
Telegraph
Telephones,

Tender

Tools and Plants.

Tours

Training

Appremioeship Training
Deputation
Speclal Induction Tralning
Thermal Training
Transfer
Typewriters
Typlsts
Tyres
“yer
Usilforms
Unlons

Vehicles |
Hiing of veicle
Repairs

Visks

High personages, (V.I.P.8)
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™
Wages .
Workmen's Compensation
- Workshops
Write off.
o
X-ray

dnrphng
ghioinl
oy
I aidaitiay
abidey W0 il
sl
ahizy

(ELV) papsnossag Apid




APPENDIX - VI
Vide paragraph 12.05

REGISTER QF PERIODICALS

pue suepujws) Jejue sisy) spewey
ieces o e18q

uoisspugns ..o. ejep enqg
"UOISSLUGNS 1O} o-._v woym o)
. uossjugns o e1eq

‘enp o1

| "6NP WOoYM woi

*[EJpoyed J0 eweN

“fedjpoieg o 01 peuimse Joqumnpy

©

@

™

©

)

4

@

@

(1)




APPENDIX VI
vide Paragraph 12.07 (1) {8) (i)

" CALL BOOK

SECTION .......ccoovienr
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APPENDIX - VIl

Vide .Paragraph 12.07 (2) (a)

. REMINDER DIARY

SECTION ....oooeoeoc.. 199....co..enn
Numbers (CNo, or CB) = ‘Date of actual .
‘ - isse of reminders
(2) | (&)
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APPENDIX - IX
Vide Paragraph 12.11 {j)

DETENTION LIST

SECTION .....ccovvvnes 199.....cccneen.
Current - Déte of first Brief Date of recelpt REMARKS
number recaipt-In office title in section
(1) @ ’ @) @ (5)
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APPENDIX XI : |
~ Vide Paragraph 12.12 . . |
'HALF - YEARLY BUSINESS STATEMENT
Statoment  showing  the Hak year ending 199... ‘for the Office of
- . . teets s semssmes s eRa e s b e st s nane clrcle/CE/ Branch. \ *
Number- of S.Nos | Remalning han'ears
disposed of finally o S
P, —
B .
£ 3y | ;
133 2 T TR 3
T EEREE R ETE
gg w'g = -. ‘ 1 3 ?E‘a Ei i &
2 ""g'g gs %@ E =55 ¥E § E
Pp 83 f 2g 22} Ggfsc i I
g ='8 3 Bg _3% B 3 '-'2 ‘g k-] g
gho2d B 3f 3} gRris BB E 1 &
m @ @ @ &) (6) @ (8 (@ (o) (1) (12
Note : (1) This retum Is due with SE/CE/Chairman by the 20th of the
" month following each calendar half year.

@ mwdmmmmmm,m‘m
the first paper was registered. ~ ‘ :
mmmmuww-wwa.umr
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APPENDIX - )i

. Ve Paragraph 13.08 (a)

e ‘1'”130@@&0&# Records

| ew“’" hast R"b""‘ BINGN,  ORIOB .....occccereninsre s

mﬂ"“"h Thu wﬂ‘ﬁﬂﬂ Mol'dl & uqulmd . T

Purpoae

Nature of record B.P. (mr"""““""’ |
Demidofficial fodged papers e} -

- Memorandum, Endorsemant,
Nymber.
sewqp/sm.
_ ]
Current number
Year
N

o
o)

(1) @) @ ©) © ) ®

_ - ACKNOWLEDGEMENT
: R',ecolved the above mantioned records. eiccept‘lmrns TSR

SIGNATURE - :

: _
.‘ +  DESIGNATION
A \ o ~DATE
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APPENDRX 7., XHI

wd TR

STOCK ACCOUNT OF FURNITURE AND-"OTHER OFFICE STORES

Name of acticle -

1

bt

43

Number and date of contingent

voucher involce etc. |

(2

—

HYor
-l
S

AUy

1st Apri 198

16th June 198

25th August 198

1st October 198

C} HiﬂL@::‘iuj‘a, d W ‘

chaks /Office of..........

SESELAS T

¥
-

S
t

Sample entries

T B ’E‘.ﬁi Ty A

Vouchet. No 10 da;ed

© ASth purchased’ ¢ T T T ey o n

4 June 198

Indent No.27 dated Transferred to
15th August 198 the, office of 6

Office order 37 dated Broken Chairs *
1st October 198 - condemned as 3

e unserviceable.
- LT [4"'}
Destroyed as they were not worth repalring.

A

ansrssREFR R e esans

AEMARKS.

H
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APPENDIX - XIV

SRV B Vlde Paragraph 13.07 () & 13.17 (j) ,
' RECORDS MAINTAINED
DIFERENT,  KINDS ,.OF DISPOSALS : Disposals are. of the fpllqwrn,g .Class:

R.D.K.LN. and FR (" Hetam") Disposals are those that are to be retained
permanently, Bt reviewed ' after ‘30 years and destroyed if not required. D. (*“Destroy’’)
Disposals are . those that, are to be destroyed after ten years (in a few cases. after
twenty) K.(“Keep”) Disposals are those that are to be destroyed after three years.
L(“Lodge”) Disposals are those that are to be destroyed after a year. N:Disposals are

jthose that are to be sent. out in original (for example, when the dlsposal taken the form

rofsani Bndorsement on a:communication received from outside, which commumcatron
is:inuretumed, . or. forwarded, bearing such endorsement). F.Disposals are those
that are filed. All R.D. and K disposal are indexed, and therefore necessarily registered.

DESTRUCTION: OF : RECORDS : Records must be . destroyed,. punctually after
the period prescribed. Records should be kept for a clear period of 13,10 etc.
years (according as they are LKD etc. disposals). In calculating the period of
retention the - -year - of /disposal-and 'theyear. in, which they. are, actually destroyed should

_be excluded. Lodged papers will be destroyed after one year. No detailed hst of them

will be prepared but a“ list of the c|asses of records 16 'bé destroyed ’(“Lodged

orid

" Disposals of 19' OD.Disposals of 19' except Nos. ..... Lodged and o o} will ‘be
put cuploiand capproved «by thes superintending~Engineer:pTheentry 1D before the
~disposall! numbers 1willibe altered by substituting~-"R%~ on.: the jackets ofjthe ilgs

wordered towbesretained;: permanently; by hithe!-Superintending; Engineer:.If the -Super-
intending 1 Engineer - iotders: that -a D" Disposal file -should be retained not. permanently

“butiotill - -air cadainrioyear, theifile’ will-~be! transferred-:to . the DDisposal  bundle

of papers ripe for destruction that year,  the fact.being:-noted the jacket;; After the‘_papars
have Jbeen destroyed the Hecord cIerk will cemfy at the foot of. the list of records
to be destroyed that the papers in the list have been destrdyed excépt “such as
have been ordered to be retained permanently or for a certain period, which files
will be specified by their numbers:: Theseiilist swill:be carefully filed and preserved
in the record room in a specral bundle. '

“R.Dis. Files should be received after 30 years and destroyed i not required.
The following instructions should be followed in the matter”.

e » &9 7 Ky ®3
IHOY waNA Pz gede S

S ks DESTRUCTION OF RECORDS

1. The registers mentioned will be destroyed after the ~periods prescribed herein:-

zauzel 1eisl yd bebeeisque snolsoiling lsoibol 8




, Dlstrlbuﬂon Register

After § years
‘Falroopymglster , . Ater 3 years
Dmbymwmddmbook Afsr 3 years
Pl regieter I A 8 M
o Wbﬂﬂt | : “"Mu: 3 yem
Sécurlty Rogister Ater 10 yuuprovldeddl
. the valuable entered therein
have been duly accourted
m.,
Record Issue . Register .t - Afer 3 yean.

2. The following records wil be destroyed after the period noted agalnst each :-

Reglster - ahowlng hour, etc. of handing ovér and taklng back the 1 yaar aealed
bag containing the key of the record rmm

Note : Al Proceedlngs aontalr&ng authoritative executive ordera and rullnqs ate.,
and all material papers connected -with permanent rights of Board or the public
In property of any kind whatever should be permanently retained as well as laws,
Mes.hotllcaﬂonsanduwlrlmelpmmlomandoommunleamm or from  higher
authorities relating to resuts of Important Inquides satonfootunlessprlmad
hanybookspublld\ed and supplled by Board.

List -of books, !aglste_rs and accounts to be retalned ordestroyed: .

BOOKS AND PERIODICALS
TO BE RETAINED

SiNo' and Subjects . After years
2 Perlodlcai publlcatlom mnedeubylatarmb,'.g' a3
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3. Superseded editions of books which are nelther Acts,
Codes and officlal orders when not likely to be required again. 3

4. Superseded editions (le. all editions other than the current

and the one previous to It) of all books in offices. 3
5. Fort St.George Gazette (Taml Nadu Government Gazette) 10
ESTABLISHMENTS

TO BE DESTROYED

SI.No. and Subject After years
1. Security bonds and connected papers (after lapse} : 1
2. lLast pay certificates : 3

3. Traveling allowance bllls and acquittance rolls
relating thereto. : 3

4. (a) Pay bills and acquitance rolls where these are
maintained separately of Board employees for
whom no establishment retums are submitted
or no service books are malintained.

(b) Pay blls of other classes of Board Employees
and acquittance rolls for pay and allowances
(cther than travelling allowance) when main-

K tained separately. : 6

. 5. Establlshment orders 35

6. Annual returns establishments (April lists) : 35

7. Conduct sheets and confidential records of Board
A employees flve years from the date of thelr

‘ MImem, resignation, removal or dismissal.

} 8. Conduct sheets and confidential records of : 1 year from the date
| deceased board employees. of their death

9. Casual leave registers and casual leave applications. : 1 year after the year
’ "to which they relate

14
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NOTES : Before acquittance rolls and pay bills are destroyad, the head of the

office should satisfy himself that the procedwe In regard to the maintenance and
verification of service books presmioed has been followed.

MISCELLANEOUS
TO BE DESTROYED

SLNo. and subject ‘ After yoars

1. Service registers of dismissed officers after the
order of dlsmissal is passed and then ¥ no : 1
appeal has been fited.

2. Statement of unserviceable fumiture. o 1
3. Lists of securities In trust : 20

4. Miscellanecus petitions such as application for
coplas, appointments etc. : 1

5. Indents for office furniture, stamps, postage
lables and printed forms. : 1

PRINTING PRESSES
to be retained
Stock registers
To be destroyed
Press accounts ) . 3

STATIONERY & STORES
to be destroyed

indent and accounts f 3

RECORDS
to be retained

Record Indices.
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PERIODICAL RETURNS AND REGISTERS

List of Reglsters and Ledgers maintained in A-Section sub divislon and  division
offices, . and B-Central Office Including the Technical Branch of the Circle.

P. - PERMANENT NUMBERS INDICATES YEARS

SECTION ‘A’
SECTION OFFICE : (ASSISTANT ENGINEER/JUNIOR ENGINEER)

1. Fle of Estimate with Index of work orders ‘ : P
2. Flle of Maps and Sketches P
3. Register of meters, services, Losses, Register of Street light : P
bulbs losses.
4. Rogister of T & P including warm clothing scientific : 3
instruments
5. Register of stamped agreements Post Office cash cettiflcates : 3
and valuables, measurements books, service stamps etc.
6. Codes and books of references P
7. Circular file P
8. Register of fuse of cables and fuse cards 3
9. Petty Cash Book and Imprest Account 3
. 10. S.R.Bs, S.I.Bs, W.C.A. Bin cards and other forms, 3
Reqgn. Devolutions
4 _ 11. Lomy Log Book 3
1 2. Shock card P
13. Order book P
14. Maintenance book of Transformers and other equipment P

< SUB-DIVISION OFFICE :

1. Register of Bulldings (Printed) : P




212
Flie of Estimates with index
Schedules of rates (Printed)
Register of mars and sketches
Register of fumniture of his office .
Register of permits
Code and books of references
Circular file

© @ N O W’ s 0 N

Reglster of service connection applications
10.' Local purchase order books
DIVISION- OFFICE :

1. Register of bulldings (Printed)

W o Y TV L w T O

Reglster of Lands

Schedule of rates (Printed)

File of maps and sketches
Heglster of fumiture of his office
Register of statlonery

Reglster of forms

Register of Stamps

Codes and books of references

® ®© N o o & 0 N

-h
o

Circular flle

e
-h

Reglster of check measurements

-t
L

Register of destruction of records

P
[
5
P
3
3
3
3
3
P
3
P
P

-
&

Register of despatch and receipt




1.

N e o o

1.

2.
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SECTION ‘B"
TECHNICAL SECTION :

Register of drawings and complete, flles, District maps,
taluk maps, vilage maps, blue prints tracings.

Bulldings and lands

Estimates and specffications

a) Works

b) malntenance

Schedule of 'rates

Reglster of towers, poles etc.
Register of line losses

Register of Electrical Inspections

Reglstef of sclentific Instruments

GENERAL AND CORRESPONDENCE SECTION :

Register of Property Tax

Reglster of Central Office fumniture and warm
proof clothing of system.

Register of flles

Register of Ubrary books and correction slips,
Magazines, joumals, gazette ' '

Register of Stamps and distribution to all
Register of Statlonery

Register of forms Including conditions and rates of supplies,
tarif and correction slips stamped agreements.

Register of Accidents

Register of compensation claims

o

U U°v @& v vV » W



a14

10. Register of Memo.copies and circulars 3
11. Register of Typewriters and duplicators P
12. Register of B.P.Abstracts P
13. Register of currents P
14. Register of Despatches (Issues) 5
15. Register of stamp account : 3
16, Reglster of destruction of records P
17. Register of Office Orders P |
18. Register of duplicate keys 3 ]
19. Register of Day reports 3
20. Reglster of attendance : 1
21. Register of Miscellaneous sanctions : 3
22. Reglster of trunk calls : 1
23. Register of newspaper cuttings ot 3

COMMERCIAL SECTION :

1. Register of proposal. : 3
Reglster of sanctioned estimates : P
Register of reappropriations, 2 lakhs : 1

—

Register of reappropriations, 5.5. lakhs.

Register of productivity and unconﬁected services

Register of connected load from licensees and HT consumers.:
QOutstanding accounts ledger.

Service connectlon ledger.

© ® N & O s @ N

Deposits and Advances ledger

-
o

Commerclal cost and control ledgers

T ©® ® © UV TV W

—
—

Joumals books




10.
11.

o 2 0 N

© © N o

10.
11.

1.

N e oo s @ N

v ®
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REVENUE SECTION :

Register of services connected

Register of Agreements LT, HT, H.P.

Register of Revenue return

Post office cash certlficates

Register of notices to consumers and arrear iists

and disconnections.

Register of H.T. applications

Register of bill books

Consumers ledgers

Wire purchase ledgers

Revenue ledgers

Joumal book

ESTABLISHMENT SECTION :

Register of T.A.bills

Register
Reglster
Register
Register
Register
Register
Register
Register
Register
Register

of Actual expenses bills

of

casual leave applications
Service Book

change return

acqufttance rolls
incumbents

probations

Apprentices

aliowances and recoveries

work charged Establishment

MM W W UV W O N wT & v v

w

w ¢ v UV O, W v




12,
13.
14,
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Register of appiications of appointments
Pay Blls

Register of persons debarred from service

CASH SECTION :

1.

A

7.

Register of permanent and temporary receipt and cheque
books.

Register of interest bearing securities of contractors and
departmental employees.

Register of wages rolls
Register of amanath
Register of remittances
Contingent register

Reglster of cash books

COMMERCIAL ACCOUNTS SECTION :

1.

W m

N o &

v @

10.
11.

"Register of lorry log statements and books

Register of work order (Construction O & M etc.).
Register of progress of W.0

Register of stores reconclliation of stock

Register of M.Books and L.F.Books

Register of 52A control

Register of wages arrears

Register of check measurements by Electrical Engineers.

Register of S.1.Bs., S.R.Bs, Devolution, Requisition, STD,
fuse of calls and Work Orders.

Fixed capltal ledger
Construction operation ledger

il

W vV v vV
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12,
13,
14,
15.
16.
17.
18.
18,
20,
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Control ledger

Maintenance opefatlon ledger
Clearance ledger (suspense)
Firms ledger

Deposlt contribution ledger
Workshop - ledger

Migscellaneous advances ledger
050 ledger

Journal book

STORES PRICING SECTION :

1.

& w N

5.

Register of Index of stores articies
Register of inter stores transactions
Register of requisitions withheld
Stores ledger

Journal book

COMPILATION SECTION :

Register of deposits

Register of suspense 5 or untii that year's account are closed.

Register of
Misc, advances -do-

Register of Agreements (contractors for Expr)
Register of 32% occupation statements

Register of lands and buillding including water charges
and recoverles. (Misc. recoveries)

Ledger
Day Book

T v v v ¢ 9 O

W v W W W
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STORES PURCHASE SECTIONS :

Register of local purchase orders : 3
Register of enquirles : 1
Register of ISD contracts : : 1
Register of Indents sent to EE./E. and Mechanical Division.
Register of Rallway receipts for consignments cleared
Register of home Indents

Register of sale notices

Regicter of raiiway receipts (inward)

Register of raiway recelpts (outward)

Register of T & P and fumiture for $.S. transmission lines

‘etc. (including epares)
11. Register of consumables articles

bt
.

® © N @ ;s © N
W W W TP L N

sk
o

12. Register of survey reports |
13. Register of tents
MUNICIPAL SCHEMES SECTION :
1. Reglster of proposals .
Register of sanctioned estimates
Register of service connection work orders.

o > @7

Regilster of service connection costing over Rs.250/-
Register of services connected

Register of line losses
Register jof Agreements
Register of post office cash certificates

0 v @O W G0 O v o

© & N o O A O N

Register of notices to consumers, disconnection and arrear
lists » : 2

e i el
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10. Register of calls (scrutiny) : P
11. Register of meters (scr{nlny) : P
12. Register of Misc. and fixed sanctions 5
13. - Register of permanent and temporary recelpt and cheque
books P
| 14, Register of bills books P
¥ 15. Register of tools and plant (scrutiny only) P
16. Fixed capital ledger P
iy | 17. Construction operation ledger P
18. Consumers ledger P
19. Deposlté and advances ledger P
20. Service connection ledgers P
21. O & M ledger P
22. Revenue ledger P
23. Outstanding ledger P
24, Hire Purchase ledger P
25. Cash Book P
l 26. Joumal book P
; ' DESTRUCTION OF RECORDS
I | PARTICULARS ' PERIOD OF PRESERVATION
? Accommodation . . 5 years
| Accldents : 5 years
Accounts Monthly ‘ : 3 "
Actual expensess 2 "
Acknowledgment 2 *
Administration Reports _ : ?ennanent

_



Administrative Accounts
Adjustments {office copies)
ADVANCES :

Sanction
Miscellaneous

Advertisement charges sanctioned
Advice of T.D.As (elc.)

Agreament (Woarks)

Agreements (Consumers)

Allocation of charges

Allotment of application for modification
Analysis.

Antl malarial operations

Annual retums and certification
Applications

Appointments

Apprentices )
Appropriation

Arrear lists

Amrear notlces (Govermment)

Arrear notices (Municipal)

Auction
Audit (Govemment)

Awilt (Municipal)

Permanent

3 years

1 year

3 years

1 year

1 "

3 vyears after completion
of work

1 year after discharge
3 years

1 year

2 years

Permanent

3 years

1 year
J years

1 year after the amount
has been paid

1 year after audit
J years

3 years




Audit slips

Award Statements
Alr craft aerodrome
Change of addresses
Arrears of wages
Balance sheet
Government
Municipal

Badtes

BiLLS POWER :
H.T.

LT

Purchase bills
BILLS :

Work Bills
Transport

Municipal

Binding stores Issued book etc.

Bind guards

Books and Perlodicals
Boring trial pils
Broad easﬂnﬁ

Budget Part Il Schemes

Budget

a1

3 years
3 years
Permanent
1 year
3 years
Permanent

5 years
1 year after audit

3. years

10 years
3 years
3 years
1 year
Permanent
3 years
Permanemt
3 years

3 years




BUDGET .

58 caphal PCW

RMS Scheme

58. (O)

58. D. Palghat

58, E. Devarshola
F.Finshal

Dindigul, Vidudhunagar and Palani Schemes
Municlpal Schemes

Funds Municipal

Buﬂdlﬁgs

Bulbs

Cash Books

Cash balance sheets
Cables

Casual leave

Capital cost of bulldings
Cement

Centage charges

Change over

Check measurements
Cheques-indents counterfoll
Cheque books
Cinnemotograph rules (correspondence Distn.)
drcdam

years
years

years

(5 L) [ 5] w L4 ] «w [ 2 [~
2

Permanent
3 years
2

3 =

5

1 year
Permanent‘
5 years

3 "
Permanent
1 year after audit
1 year

10 years
3 -

Permanent

el

v



Claims of Contractors

Claims rall poles

Commission

Commercial correspondence
Completion Reports
Compensation

Conductors

Complaints

Conditions and Rates (Correspondence)
Conditions and Rates (Bookiets)
Contracts

Cost data lines

Customs duty

Cycles

Contingencles-Sanction

Capital cost

Consumers docket

Dally reports

Daslgna%lon

‘Demonstration

Data Statement

Depreciation {(Correspondence)
Disconnection

Destruction (Raglster)
Deservation (vide forest)

1 year after final settieent
5 years

3 years

Permanent

7 y,ears after settiement
5 years

2 “

3 "

Permanent ‘
3 years after final settiement
Permanent

3 years after audit
Permanent

1 year

Pemanent

1 year

5 years L

1 year

3 years after completion
of transaction

Permanent

2 years

Permanent
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Deposit contribution works (Correspondence)

Deposlts Register of security
Deposits (Correspondence)
Distribution

Distilled water plant

D.O

Dry weather observations
Drawings

Earthing

Electriclty Board
Electricity Rules
Energising power lines
ESTABLISHMENT :
Return

Corraspondence
Estimates-Record Section
Elsctrical Inspections
Extensions

Factories

Fencing

Financlal Progress report
Firms ‘bllls

Free transformers
Furniture

Fuse of calls

T .

: 1 year after completion of

work

5 years after return

3 years
Permanent
1 year

Permanent

”

5 years

Permanent

"

5 years
5 years
Permanent
3 years

Permanent

5 years
3 L1}

Permanent

1 year after audit




FORMS :

| Indents  * I 3 years

[ Distribution : 1 year

‘ Costs ‘ :  Permanent

‘ Forest _ : "
FTA : 3 years
First aid 3 " |
Gazatted (Portions contalning matter of

£ general interest) . Permanent
Guardings : "
Government distribution schemes : 5 years .
Graphs & Charts : : 5 "
General Correspondence & ‘General orders on

' subjects _ ‘ . Permanent
Handing over papers _ ‘ : 3 years ’
Hire purchase & Hire : : 1 year after completion of
transactlon.

Hydraulic pumps ' : 5 years
_Hosplfals . Permanent N
Holidays ‘ : 1 year ot
Hydraulic Particulars :  Permanent
Imprest Account : 3 years
Income Tax | : 1 year
. Imprest Account correspondenca , : year

+ indents _ . : 5 'years'
Industrial area | . Permanent
15

_ , ﬁ



Inspection works (Special)
Insurance geneml |
Iinterruption 1o supply
Investigations

Inaugural ceremony

inspection bungalows

Interest G.Os on loans and capital ou‘ﬂays
Journals clearance _

Joumals (vide books)

Land acquisition

Leave & Penslonary contribution
Leave application

Ledgers

Licence (lony) to be retained till the lorry exists :

Line loss

Local purchase orders
Local development

Line tfouble

Lighting arresters

List papers sent to camp
Load surveys

Lorries

Losses In scheme, Municipal

Loans

- Permanent

5 years

Permanent ‘

3 years
Permanent
1 year

5 years

3 years
Permanent
5 years
Permanent
1 year
Permanent

3 years after the lfe of

the lorry.

5 years after the handing

‘over of the schemes.

- Permanent

T S
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Maps & Layouts

Machinery '

Maintenance of bulldings

Materlals supplied verification report
Mathematical Instruments correspondence
Medical ald

M.Book (Correspondence relating to)
Measurement books

Meter§ (cotrespondence Including testing)
Mater & Relay system

Meter cards (ooﬁespouﬂence_)
Miscellaneous sanctions

Meter readings

Miscellaneous properties

Miscellaneous cofrespondence

Motors

Miscellanecus advance .

N.M.Roils

Notice boards

Neon signs

" Newspaper (cutﬂngf)

Otlection statoment
Ol circuit breakers
Occupation staterent
Office orders

Permanent
Permanent
5 years

. '3 years

Permanent

3 years

10 years

§ years
Permanent

3 vears

1 year

1 year after audit

Permanent

1 year

3 years after Iffe of plant.
3 years

3 a

Permanent

3 years

Permanent

3 years
Permanent




O engines, Oll pressure & Factories

Operation

Opening cere‘mo};y
Ownership |

OR filtering equipment
Pamphiets

Painting

Pay bills audit

Payment for Miscellaneous charges
Penslonary charges scheme
Personal deposlts accounts
Personal file

Petitions (unimportant)
Photographs .

PU Rules

Posters

Post Office cash certificates
Powers . - |
Power cost

Power house |

Power delivered tc works

Progress reports; works
Progress of expenditure

3 years after flnal action

Permanent <
1 year after function
Permanent

” 3

Petmanent

5.years

3 *

1 year

5 years

5 years after handing over
Permanent

g year

5 years

Permanent

5 years

Permanent

5 years




Progress of bill collection
Propaganda

Profession Tax

Property Tax

Public health rules

Public service

Purchases

Qudrnters {Occupation)
Quotations

Qualifications

Recelpt books {correspondence)
Recelpt .books

Rafunds

Relays

Rents

Recovery

Reserve funds

Hélnlttances

Revenue (\Raglstar)

Review

Retumns (outgoings)

Returns (Incoming)

Returns Establishment charges
Right of way

1 year after audi -

: - Permanaent

1 year

:‘ayéars

5 years

Permanent

3 years

1 year

10 years

1 year

10 years

3 years after finalising. claim

Permanent

3 years

Until write off is sanctioned
or the full due Is recov-

-ored.

Permanent
3 years
Permanent
2 years
5 years
"

3 "

Permanent




Rubber stamps

Sale (General)
Security Deposlt register
Sanltary arrangements
Show rooﬁt
épeclﬂcatlons

Spares

Schedule of rates
Statistics

Statlonory accounts
Stamp account
Statement of accounis
Stock (Reserve limit)
Substations

Sults

Surcharge

Surplus fist

Surveys |

Survey reports (Sanctioned’ by S.E. & E.E)
Supply of power

S;upply of power (Temporary)

Suspense retums

3 years

5 years

5 v

3 »
Permanent
5 years
Permanent
10 years

3 years

¢ Permanent

3 years
1 year
g "

3 years

Permanent

3 years from date of

decislon.

1 year after audit

5 years
Permanent
3 years

Permanent

1 year after ‘close‘ of

account

3 years




a3r

Stores Miscellaneous (correspondence)
Travelling allowance

Travelling allowance

Tariff

Taxes

~ Technical Circulars

Telograph act (Modifications)
Telegraphic address

- Telephones

Telephones bl (correspondence)
Temporary connections

Tenders (coples of)

Textles machinery

Ten’ltoﬂgl charges

Testing

Thett

Tools & Plants (Retums)

Tools & Plant purchase & sanction
Tour  Programme

Towers

Tower planning

Transformers

Transformer of charges
Tranamigsion Ilneé

Transfer of management to the Municipal counclls :

.3 years

3 ”
Permanent

3 years

1 year
Permanent

2 years

1 year after audit

1 year

Pem\anenf

5. years

3 years after final action.
3 vears

5 years

1 year

Petmanent

3 years

Permanent




Tumilist -

Tree clearance (General)
Trunk calls

visitors to held works

Voltage Test

Warmm clothing

Water supply

Window delivery : 1 year

Working Instructions | :. Permanent
General office

Work orders Government : 3 yaﬁrs

Work order Municipal : 3

Work Order work shops. : 3 "

1 year
3 years
1 year
3 years

Parmanent

. 6 years after supply of

clothing
Permanent
Works Establishment Rols.

3 years Workmen's
Compensation

Retum

3 years.

Typewriters. Permanent




INDEX
PARAGRAPHS
Avbrevistions -
Used - List  Appendix i
Acknowledgement of Communications -
I From certain authorities or person . . 3.03
Address of Officers and Members of Establishment .. ... . 5.02 (iil
f List - Maintenance - Instructions .« . 1508
Annual indices (see under Indexing and purports)
Applications for leave . . 1815
Arising roferenee -
Definition " “ .- 2.01
Numbering .. . 309
Arrears and delays -
Checks {see checks on delays and arrears)
Auqndanca. Hours of (see also Office Hours)
Conservancy and watching staff - . . 18.09 b
Office Helpers — . . 16.04 (i)
Record Clerks ’ - - .- 16.04 (i)
Staff - . " 16.01
H Attendance Register (see under Office Hours)
‘B’
Bicycles - |
Initial supply ' 7 v . 15.14 {a){i)




Register of - Maintenance - Rules
Repairs
Branch —
Definition
Buliding (see NPKRR Maaligai)
Call Book ~
Destruction, Year of
Entries -
Form
Indication in the draft
inspection by Officer - Procedure
Orders of Section - head necessary

" When made

"

Case(s) -

After disposal - Treatment

Arrangement during disposal

Definition
Casual Leave -

Arrangement for urgent work

Ordinary casual leave - Rules - regarding grant of

To personal staft attached to officers
Cash section -

Chalning of papers —

Procedure

15.14 (b)
15.14 (a)(ii)

2.01

12.07 (i)ta)(i)

13.17

12.08

12.07 (1)(a)(D)
12.07 (1)(b)

12.07 (1)a)(i)
12.07 (1)@

5.50
5.16
2.01

16.23 (a)

16.17
1.06

524




Checks on delays and arrears —
call book (see under separate heading)

Delays, checks on -
In circulation - .- - 12.13
Inissue . o - 12.14
With Officers e . 12.13

External arrears - checks on call Books
(see separate heading)

Five days rule - .- - 12.10
intemnal arrears - Means of
Checking - Arrear list - Instructions regarding submission - 12.08
Detention List, daily - Instructions regarding submission - 12.11
Personal Reglster-- Inspection by Officers " . 12.09
Pending papers of previous years . - . 4.01 (iv),
12.09
Bringing forward o new register - Instructions
Submissions to Officers - Instructions .. . 12,09
Periodical Répons and returns
Form of Register Appendix VI
Periodical Register - Maintenance - Instructions . . . 12.05
Procedure In eifecting -
Duties of Officers - . . 1201, 12.02
Duties of Section Assistants " . . 12.04
Duties of Section heads . . . 12.03
| Reminder Diary . . “ 12.07 {2)

t Compénsation holidays - grant of Instructions . N A




Contidential Papers —
Depaich - Instructions - - .~ 606
Issue - Procedure .- . . 6.05

Maintenance and issue of confidential Records -

= Instructions .- - . 6.09, 6.10
Papers for signature . . . . 6.06
Treatment of - Insiructions . . 603

Conservancy and watch and ward staff -

Control and supervision ' - . . 18.09 to 18.11
Correspondence —
Contents of communication .- “ . 7.02
Forms of -
Board Proceedings .- . - 7.01 (b) (i)
Demi-Official form - “ . 7.01 {(a)
Endoresment form . . .- 7.01 (d)
Letter form - - . 7.01 (a)
Memorandum form .- .- . 7.01 (c)
Otticial correspondence - Definition : . . . 2.01

Reports to Govt. - Approval by Chairman -

instructions . - “ 507
" Current flie -
Arrangement . - . 5.18
Definition - . . 201
 Referencing - Instruction .- . - 5.21

What it consists of . . 518




Tt

Currents -
Definition ‘ . . 2.01
General Instructions regarding disposal - . . 9.03
Ilegible handwriting - Treatment . . 5.01 (i)

Papers concemning more than one section -

Submission to Officers - . . 5.06
Reference {o outside officers - e . 5.05‘
Transfer to another Branch - Procedure . . . 5.02
Underining side lining - prohibited , - B 5.22 (i)
Court cases - follow up action - Instructions . - . 12.15
o
Date stamps - custody . . . 15.10
Dutfadar - .
General duties " - | - 15.21 (i)
Detays and arrears —
Checks on {see under checks on delays & arrears)
Demi-Officlal correspondence -
(See also under correspondence and fair copying)
Added to current file in certain cases .. . 5.18
Communications from non-official not referred
to at Demi - Official .- . - 7.01 (e)
Definitions — . - - 2.01
Despatches -
Detinition . - - | 2.01
Despatching —

Confidentiat papers . . . .- 6.06



General Elespatch -

Addressing, mode of — :
Demi-Official letters - . . 8.35

"
Non-confidential packets B " . 8.34 g
Contents of a packet or envelope not to be %
" noted on economy label . . . 8.34 ;
Communications for same officer to go in one cover .. . .- 8.28
Economy label, use of . . . 8.32. 3
Enclosing paper in envelopes - v . 830 3
Local delivery - procedure . - 8.38, 8.39 j
Of valuables - p}ocedure . . . . 8.40
Postal receipts for Registered articles - checking .- . . 8.29
Registration of confidental covers . - 6.06 3
. Urgent of Special - %
Marking in red ink on economy label instructions .. .. . 8.12 1
Despatch by Special Messenger . - 8.42 B
Stamps of Highest denominations to be used e - 8.45

Destruction of records —

Description of records for destructions . . . 13.17
: Appendix XIV

Mode of destructions . - " 13.20

Procedure . . 13.18

Register of records destroyed - Maintenance .. . 13.21

Year of destruction of records  « . .- . 13.17
' ' Appendix XIV

Discipline, General (See under office discipline)

Disposals -

Cases after - Treatment .- . - 5.50
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Dating of o . 5.53
Definition . - . 2.01
Final Disposal - Treaiment - .- . 9.07
Forms of - . . 9.05
Intermediate - |
) Call, Noting of - In reminder diary, Entries in
Personal Register . - 5.50
Nature of -
.Officers 10 suggest - - - 9.03
Non-confidential - Issue of .- . - 9.05
Return of final disposal to record sections “ . 5.54
Docket(s) -
’ Disposal ' - . “ 9.05, 8.13
Lodge papers - Preparation of . - .- 9.05, 8.13
Documents - )
Production in Courts - “ 17.09
: Draft - Drafting -
i Definition - . . 5.32
' Despatch instructions - Checking . " . 5.44
| Disposal -
Nature of - Indication .- - . 5.42
Proceedings, Marking nature of - - . 543
Drafts from orders - Time aliowed for
Submission . " . 5.46
Enciosures - Marking agalnst address entries .- - . 5.43
Endrosements - Drafting . . . 5.39



}
|
|
|
|

&/ p
Fomm and arrangement . w . 533 \ §
General Instructions .. . 9.04 y
General Rulings - Method of oommnicatﬁn - .- 5.36
Marginal entries in - Instructions . . .- 5.37
Preamble In a draft to be avoided .- . 535
Preparation of - General instryction - .- . 532
Prevbﬁs cdrrespondeme Reading of at the
head of an order . . . 535
Reterence - Instructions : - - 5.22 |
Reminder date - Entry in draft - . . 12.07 (2) (c)
Style In Notes and drafts g . . v 5.49
Superceded drafts - How dealt with - .- w . 5.48
" Tabular Statements in - instructions . . 537
Telegrams - Drafting . . 5.40
To be complete and brief | .. . 5.34
Dress of Board employees .- " . 16.21 ()& (iii)
e
Economy label - e 8.32
Electric installations . . . 18.07
Electric lights, fans and lifts use of ruies - . 18.08
Enclosures - |
Arrangement 3 | R . 5.01 (i
Detiniction | B .20
Indication of - By an oblique line inthe faircopy .. .. . 8.02 (xii)

-

Marking against address entries 543




Tagging with currents - tnstructions

Typing of - Instructions
~ Endorsement —
Definition
Dratting - Instruction
i Fair copying - !nstmctioh
' Establishment lst -
! Printing Procedure

'F
Fair copying -

Altestations of fair copies -

Confidential papers - Instruction

Of Demi Officials

On Embilem Sheets

Spacing and other instructions

Of Endorsements - Instructions

General Rules - Appropriate forms spacing, typing etc.
Of letters - Instructions

Of memorandum - Instructions

Of proceedings - form and Instructions

Of Telegrams

Roneo Copies - Approval by Officers before
despatch

Fire, precautions against,

5.01 (i)
17.07 (vi)

7.01 {d)
5.39
8.02, 8.05

15.12

9.05, 8.16,
8.19

6.05
8.11
8.02 (ii)
8.02
8.05
8.02
8.10
8.06
8.07
8.04

8.14
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Rules to be observed on the out-break of fire - . 18.06
Flagging —

Currents file, flags not to be attached to e .. 5.21 (i) |

Definition - . . 2.01

instructions regarding : . . . 5.21

Furniture and other stores -

inventory - Procedure ‘ o . . 15.18
Register of - Maittenance - Ruleg - . .- 15.18
lGl
Gazettos -
Circulation of Tamil Nadu Government Gazette . . 15.13 (i)
“Circulation of T.N.E. Board Gazette . . 1513 (i)
IHO

Handing over charge of papers and keys - Procedure —
During casual leave - Instruction . . . 1 6.23 (a)
Leave other than casual or on transfer ‘ . . . 16.23 (b)

Handing over of papers, confidential and office keys-instructions

Verification of papers with Personal Register . . . 16.23 (b)
Holidays -

Compensatory Holidays - Rules Regarding grant of .. “ . 16.14

Permission to leave headquarters on holidays . . . 1613
Hono'rlﬂcst-

Use of - Rules ” - - 7.02 (v)
increment(s) -

Preparation of increment certificate ~ .. . 14.03 (ii)
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Register Maintenance of : . . . 14.07
with holding of - Procedure . - - 14.03 (i)
indexing and Purports — .
Annual indices | '
Distribution list - Maintenance - .- .- 11.15

$ Preparation - Instructions .. . 11.14 (i) to (vi)
Purpose of . . 1114 @)
) Titles, checking of - section head's duty - . “ 11.13
Head and Title of Index
Defined . e .- 11.02
List of index heads .- . .. Appendix V
Selection of - Instructions . .. 11.03, 11.06
| Object of index . . 1101
. ' Persona! papers - Indexing instructions . . . 11.07
Printing of indices - General Instructions " . .- 13,14 (iv)
Sub-heads - Arrangement - Instructions - . - . 11.09
Suits, Papers relating to - Indexing - Instructions o . . 11.08
B Title in an index |
Arrangement - cheeking - section heads' - duty O AR K
3 Arliculation . - o 11.11
Choilce of the title - Instructions " - 11.10
Wording in atitle - Instructions | “ . .- 11.11

Infectious disease, Absence, due 10 -
Report to Office - Procedure . - . 16.18
Issue ~ |

Definition . . . 2.01
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Delay in check on - Instructions " .- . 12.14
.LI
Landed property retum - Instructions .. . 1507
Leave -

Application for leave other than casual -
Procedure in dealing N .. 16.16

Casual leave (see under separate heading)

Due to infectious disease - procedure . . . 16.18
Previous permission necessary for availing o . . 16.15
Linked case - Definition " " 2.01

Linking of files -

' Further action in a linked file - Procedure - . . 5.25 {ii)
Mode of Iini(ing - .. .. 5.25 (i)
Restrictions in linking . - . 5.25 {ii)

Liveries —

Indent, issue - Procedure .- . - 15.15
Use of badges - by class IV employess -Instructions .. . . 16.21-
Lodged papers —
Closing in Personal Registers - Instructions .- - . 9.05, 4.13,
4.14, 553
Destruction - Instructions . - . 13.17
Dockets - Preparation of . . 907 553
Stiching with a previous order - Instructions . . . 414

-

~—
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N
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Conservency
Control
Electric Lifts, fans, Lights use of
Officers’ Room

Precation against fire a'nd rules to be observed on out
break of fire .

Supervision
New case —
Difinition
News paper cutting
Note (see also under noting)
' Definition
Objects and contents
Note file -
Arrangement during disposal
Contents of
Definition
Referencing - Instructions
Noting -
Cumulative noting, avoidance of
Drafts to be put up with notes - Irstructions

Ephemeral matter - Removal before submission to Officers..

First person, use of - 1o be avoided

Fresh file - opening for a seperate subject

18.09
18.01
18.08
18.01

18.05, 18.06
18.02

2.01
17.01

2.01
5.27

5.19
5.19
2.01
5.23

5.28 (ix)
5.29
5.28 (vi)
5.28 (v)
53




Gl Eme STl T T ST T T T T T T = -

14

Method of .. . 5.28 (i)
Paraphrase of current o be avoided C e . . 5.28 (iii) '
Reference to a nole in a previous case permissible .. . - 5.28 {vi)
Revision by section head and Officers .- “ . 5.28 (viii)
Routine Note - Use of - . . 5.30

Sectional Noles (see also seperate heading)

Methd of noting . ) 5.28 (i ‘
When resorted to ‘ - - - 5.28 (ii)
Style in notes and drafts - “ 5.49
Suggestions or opnion to be avoided : . " . 5.28 (v)
Numbering of disposals -

Dating of disposals - Instructions . . . - 553

" Instructions -1
Lodged papers - instructions .- - . 5.53
Ordinary or routine series - criterian for choosing the series.. - 5.52

o'

Office discipline - j
Miscellaneous instructions - . .- 16.19 3
Official information - guarding against leakage .. . 16.19 (iii) & (iv) |

-Punctualily and general béhaviour in office - . ~ 16,19 (i} & (ii)

Tidiness and cleanliness of the office - . “ 16.20

Ventilation of grievances, mode of . . . 16.19 (vii)
‘Wearing of uniforms and Duty Officers . .. 16.21(ii)16.19 (i) y
~ Identification measures 3 ' . " . 18.21(i)15.21 é
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Office establishment - Service matters etc. , -
Conditions of service
Discipline, General (see under office discipline)

Establishment list, printing of procedure Increments ..
(see under separate heading)

Official information - Guarding against leakage

1 Personal files - Maintenace - Instructions
Probationers, register of -
Form
3
Maintenance - Rules

Representation, advance copy - not to be sent
to a Minister - direct

Ratirement on account of ill - health procedure to be foliowed
Ottice hours -
Aftendance, hours (see seperate'heading)
Attendance Register
Destruction - year of destrqcﬁon
Maintenance - Rules
Late attendance —
Rule regarding
Penalty for
Lunch interval
Staying after office hours
Ottice papers —

General Instructions

Registry and Mainienance

14.01

15.12

16.19 {iii) {iv
14.04

14.05
14.05

16.19 (ix)
14.08

16.02
16.03
13.17 (i)
16.03 {0 16.0

16.07
16.08
16.10

16.05
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Office procedure —

Membars of office establishment to be conversant with the

fules in the Manual . - . 16.27 (i)
Observance of the rules - |
Section head's responsiblity - - . 16.27 (ii)
Official correspondances -
Definition . . 2.01

Officlal Information - Leakage of —

Prohibition against communication of .information to outside.. . 16.19 {iii)
Revealing information to the Press, Prohibition . - . 16.19 (v)
Seelng outsiders in office - prohibited .. . 1819 (V)
Old case -
Definition - . - 2.01
P

Papers concerning more than one section -

‘Treatment (see also under currents) . . 5.06
Pension applications - - . 14.10
Periodical reports and retums - : . . " 12.05

Check over the receipt of reports and retumns {see under checks on
delays and arrears)

Personal flles of Office Establishment -

Mainteniance - Rules . .- - 14.04
Personal régister(s) {see also under checks on - - . 4.01
delays and arrears and registry of papers) - - . 12.09

Closing of currents in - Instructions . " .. 9.054.13,4.14°
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Contidential papers - Registry S . 6.03
Deposit in Record section - Instructions .. .. 13.16
' | Form of ) . 4 . Appendix (l)
Inspection by officers .. Lo 12,09 (a)
) , ‘Maintenance - Instructions .. 4.01
Number of entries to be made in a page 4 . 404

Pending papers of previous years - Bringing

forward to new register Instructions e .. 4,01 (iv),12.09
) Presents to Clags IV employees - B /
} " Donation from officers and staff - 10 be collected once:a year .. -~ 17.05
) o Press Cuttings - 7
Perusing and marking cutling - Arrangements . . . 17.01
Procedure regarding action to be taken on - . . 17.01

Probationers, Reglster of (see under Office establishment)
Production of documents in Court - Procedure publicity .. . 17.09
Administration Reports - Procedure regarding publication .. . 17.03 ()

s Distribution | .. . 17.03 (i)




Put - up papers - |

Ari'angemém during disposat | .
‘ Care in handling

Definttion
F'laggingl
Noting of papers on current file sheet )
Removal of unnecessary papers betore circulation ..
Retumn to Record section after dispoal procedure

Verification of - In unofficial ransmission L .

5.17
5.15

' 2.01

821

5.17 (i)
528 (vi)
554

5.7 {i)
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.
. | Records —
| ‘I " Destruction - Instructions | o . 13.1:7. 1
# . Requisiton - Noting of current number - Instru’tions .. . | . 13.d9
| Retumn of - Instructions o L e - . 1312
, Supply of - Rules o “ . . 13.08
! % Record section — o . |
L _ : - Control” . | .. . 13.03
. Fungtions S . . 13.02
1 Inspection N w 13.04
« ) Particulars of records maintained .. . 1307
: Precaution against pest - Instrucnons . . 1323
3 Protection against fire - Instruct:ons 4 S . 13.\24'
Reference Books, Malntenance of - . '
In Ofticers' rooms/ Rules regardnng arrangements and
correction work - _ . - 15.11
+* In sections - Correction work - Instructions . . 1626
" Referencing —-
Arrangement of a case . . .. S.i 6
1 Books of reference put up“ o W 5.21 (i
Care of papers put up L. 515
. Current flle - Instructions . . 522
i " Definftion ' : . - . 2.01
Dratt --ln_struction : . . 522
hagging - Instructions . 2. . s22 (i

Note file - Instruction ; . . . 5.23
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Requisition for papers and books - Instructions " 5.14
Reglstry —
Af)breviations used . | . 4.10
Closing of currents jn personal Register - Instructions.. " . 413, 4.14
Contidential papers - Instructions .. N 6.03
Definition | .. 2.01
Final disposalé, nature - Entry . 4.09
Instructions regarding | . . . 407, 418
Intermadiate references . . 4.09
Lodged disposals - Entry - . 4.14
Lodged disposals - Stitched with previous papers - Enlry .. . 4.14
Maintenance of Personal Register o
(see also under Personal Register) - . . 4.01
Method of : : . - - .- 4.05
Oftice papers, Registry of Instructions | o
(see also under Personal Register) ' . . - 4.16
Papers wrongly addressed, treatment of . . 4.15
Registered immediately or receipt .. . 4.02 |
Reminders - Entry of date e . 411 ‘I
Replies to referencas - Registry . .- . 4,12
Submission of dases to officers - Entry of date . . . 408
What papers should be registered .- . 4.03
Reminder Diary - '
éhecking of - with reference to pending files ) :
by Section heads and Otficers . . . 12.07 {2)(h)

Entry of date of reminder - To be made indratt .. . . 1207 (2)(b)

; ’ t b
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Form of ' - . - . .. Appendix
Maintenance - Instructions | .. | 12.07
Reponer§ - Information to - ' o
Given by Chairman ' | . - | “ 17.02
Hequ'isiliclan for Records - Form . e e Appendfx
Retirement on account of ill-healfh - Rules |
(see under Office Establsihment) .
Retirement list preparation of . " o - 14.09
Routine Note -
- Definition : - O ‘2.0I1
Use é)i . . 7 5.30 |
g
Secretariat — | ' - |
Library . .. 1.07
Telephlone Exchange and circuiation Van . . C 1.08 -l
Secl{onal Notes — |
Method of Noling _ TR 5.28 (ii)
When resorted to o . . 5.28 (i)
Self registering stamps - ‘ |
Cﬂs'tody.of date stamps o . . L 15.10
Useof - - . 3.07 ..
Service Books -
/ Opening of Service Books
Instructions | o o . e 1402
Verification - Annual Procedure .. . | 14.02 .
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Speclal papers -

Despatch of ‘s'peciéﬁ letters’ packets elc - Instmctipns.. - 8;36, 8.42
Method of dealing - Instructions W . . 504, 17.06
. Stationery and printed forms - | o
Econofﬁy in use of - Rules L. .- .- 17.6.7
Stock flles - | o
List of stock files In sections to be maintaingd .. . . 5.55 '
Maintenance - Instructions ’ .. 5.55
 Stock - taking — | - |
of Office Stores and Furniture . e 15.1: 8 (M(c)
Style In drafts and notes ~ | |
General insirucﬁon - - - . 5.49
! Summons, Service of - 7
By Bailiffs, Procedure \ _ - - . 16.25
Tabling slips - | l |
Preparation - indices e . 1115
Tappal - - '
Acknowledgement of - Delivered by messengers .. .. . 3.02 (i
* Arising refarence - Numbering . . 309
Definition | ) L . 2.0i '
Numberlnﬁ - of currents -
General procedure’ ‘ S T 3.07 ‘ ‘
Opening and sorting of ‘ . e 3.05
) ~ Papers wrongly addressed - Treatment of e , 4.15
Perusal of - By officers | L. . a3
‘Recelpt and treatment . - .. ..3.02,3.03,3.06
Special Register - . oL 310 7

I
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Submission to officers - Instructions
Valuable enclosure in - Treatment “ - “wr
Typewriters and other copying machlnes - |
Machine card - Maintenance
‘ ‘Proper maintenance - General Ir;stmclions /
Register lol maintenancé - Rules-

'Supp|y and repairs - Rules Regarding

-uu
Underlining and side lining of currents —
Prohibited
Unofficlal correspondence —
Definition
W
Yaluables -
Treatment of Valuable enclosures
| | w

Waste paper -
- Disposal of waste papers
. Watching staff - (see under conservancy and watch and ward statf)

3.05
3.06

1517 (D & (il

1517 (¥),15.17 (v)

15.17 (i)
15.16, 15.17

—

5.2 (il}

- 2.00

3.06

. 6.13,18.05 (vii)
18.09






