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CHAPTER 11
Recelpt, Refgistration avd Distribution of Duk
1. Receipt of dak.—{1) During. office hours;

(s} Dalk nddressed to Ministers/Ofioers by name will be recsi
by them ar theic persogal Staff e

by The remaining dok of & department, will be ressived by the
Circulating Branch.

(1) Outside offies hours, &k will ba recelvod c—

(=) Wy the oddresscos themselves at their residences il marked |
"Immediate” and sddressed by nams;  ang

B} In other casos, by the Resident Asmsistant.

B. Acknowledgenant of Dali——{1) The receipl of dak, eroopt ardingry
postal dak, will e scknowledged by ihe recipivy signi fc:_h fame fn
full and in ink will neme and designmti on below in  blocl ers.  The
dat® of receipl should ales by jndicated balow ths signatLure,

2) Where the reclgicnr has 1o al volome of rece|
e indent  with the Under mwr fur a ruhbn-::ﬁuﬂ'p
containing his signitures, name ggd designation,

(3} Dak should invariably te scrutinised and merked by the locharge
of Cireulating Branch h-;.wii!l::;d the Assistants,

9. Registratlon of dak.—( 1JAL Coveri, eNeepl those besring & securit
wading, will b: opeaed by the Circulating Branch, - £

{2) ©" opening the dak, the Cirsalati Branch will check the
enclotures and make s note of any fognd mi:fq.

m.'{!.} Urgent dak will be separated from othor dak and  dealt with

Nore :—Urgent dak inclydes all commuications received from Cogris
't?d Parlinment/Assembly Questions even (f these sre not marked
rgen

All ed duk 03 well o3 the covers of anopmed Clasified
ﬁh‘ﬂnlmmmdwh

Stamped | —(ride tpecimen in the margin),

-

Received on. --?-*u :
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SECRETARIAT IMSTRUCTINNE

MIEII:{ Ti;;: cn:h:: {dn:l will thcn:h lu!u eorted oul Brench-wise, o
e the, Cilirculit'ng Bra myintain slphalyetical i
of the subjects dealt withn :If.‘h hmﬂ:i e e

(6] The fllow ng caregories of dak will be regstered by the Clrew-
lut'ng Branch in the dak register (Appandiz [) @ —

(%) telegrams, sav'ngrams, wirsless messages and  telex/teleprinter
MASEARLE]

(b) rtegstered postal da;
(¢} Imerecleparementa]l reforences;
(d) unopened bhner sovers canta ning elussified dak: rod

{e} letters feom Mezmbers of Parbament and Members of the
Legislnture,

(M Al eferences from the Government of Indla, communications
from Courts and Parliament/Assembly questions ete, will be entered in a
Register in Form Appendix 1T and seat to the addrosies immedintely.

(8) The Girculiting Branch will mainsin one or more dak e jstees
ay gmay be found convenlent, The dak regsters will be n use for the
perind of enc culendar year only. In no case, however, will a s &gle
Tegister be operted upon hy tws or moee clorks,  Where more than one
dale regisiters is mainteined, each eogister will be jdemified wih an
alphal al cade latter *A°, *B', 'C" and #2 on.

fﬂ_'ﬂ-’l! Cir-'ul.mﬂ; Branch, number asygnnd to the dakk in the
priate place n the stamp affixed oo t, will be entered in the
regester,

10, Diviefbation af dek.—1) The Cipeulating Brooch will &n
invaice (Appendix IT1)  sepirately for eich Branch to which the dak & t»
be distr buted, The d k, ol ngwith the inv ice will be sent to the branch
esncerned.  The nvoaiee, duly pelnowliedesd by the digeist with sigastuse,
date, aume and designation below, will then be relgrned 13 the Cireuls-
tng Branch, wasre it will b2 filed brinch-wisz anl date-wise,

(2) When a fiesh reco'pt ne'ud ng 2 file i3 received in coe Branch
of g Department, and tagpl B Foals et it should be dea't with
by ansther Blanch  of 2 same Department ond such o réosipt s
sought 13 b transferred 1o the Lirter, the Superintendent «f the Brane
i which the frody redeipt o ofginally recetved should not return the
Same ta the Clreulatng Ormeh but should peraonally tike the recept to
the Superintindent of the Braach 'n which, in his opimen, i shuld
b dealt with. FF tha  Somerintendent of  the luiter Brinch does
not aceept ths rectipt, # shall be brought 0 e notee of btk
the Branch Officers, who may tike = view i the matter. [F the
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RECHIPT, REGHTRATION AND DISTRIBUTION

———

two Branch Officers are pnable to reconsile the differences, the mptter
Should be referred to the senior-mest Jomt Secretary or the Deputy

ctar¥/incharge of the Bramehes, who will eifer sette the giztter, or
obta'n the orders of the Admin‘wzit ve Secretuzy, aEoesiLTY,

The entire exarcire should aot tske mipe Man cne oy under any
crcumstances.  fo particulsr, lasgthy nis Eiving reos ns wiy the
receipt ‘e not 1o be dealt with n a part culir Bronch gr= 10 be uvoided by
all comcerned, 2!

() The above orocodure will apply mutytis mitandis to  the
dak meant for Miniswers/Off cers which 5 acka wicdzed by ther
persanal stafl

(%) The Circulat ng Amneh number o the receipt [see pora C{d)
above] w il bo emtered below the digry numibar 14 1 erossroiecence. 1 lie
ofiicer incharge of the Clroulsing Bronen shotfl maks rond eqecks
to See tuat corregpond ng dinry aumbers hove besn gven ta olf recoipis

- ackiowledged as per Tgvoics,

(5] Urgart ¢ak whil be distrivuted us and when receiyed  Cther Aok
will be disiributed twict g dgx, 1T g. @, and 3 p. m. Such post of the
ordindry dak 23 is received 100 fate to be included n tie last duily
sound, will te kept ready for disributon at 1fn. m. the next duy,
The officer incharge of the Ciculuting Branch will eqsuse that,
far as peosible, sorting registration ase invuising of cak is completed on
the day of i1 rectipt.

Important and Urgent dak wiich under the orders of an officer ney
below the saak of Aeanch Officer cannst wait §ill she apeii ng o f « fice
on the next Working day for despytel shoofd be sent b the Resident
Amjstent  for  omword  trafsmissicn.  However T such  ifficer
it not mvalable, the Hranch Officer may  gend papcrs o the
Retident Assstent for cowerd trapsm'ss cn end obtg n  cx-post-ficto
mpRprroval,

(6) The Resideni Assigtant, before tending the pamery ot the
resldence of the mddresses will enswre on telephone et he s
stalion, Tn esse he in pot in station, the papers may bi sent 10 the
officer  immed ately supordinate (o the addresies [il ng  wi'gh, the
instructions of the send officer, m be cbetoed, and faling that
of the Under Secretary {Igvuul] or Chiel Szeretary, as the pircumstances
maY Warrant.

(7} The Joint y Secrotarist Administrative will ensure that
he anmma ] mm? & roster  of stevographers ypists/cuplicming
machine oramm nﬁﬁ"e on fic holidays 3o that Guvernmetit
work can be attanded o in case of urgency,

(#) Resdon! Assistant—Ths s not = wholctime post but a1
Astigtant who Rholds 't, is granted a spociul pay of Rs, 3((/- ‘E i, for
performing the doties of Ruiu Agglitant n eddition 1o his owa,

=

LEeY
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SICRETARLAT INSTRUCTIONS

Beaides  the 3pecisl pay, he s allowsd the Fasility of rent fros sccommo:
dation, plys free dectricity and wyter uﬁbal €7 oerthin |imiatiops. AD
Assistant, wio has u  good knowledge of (he working of (ba
Seceetariat is appoisted as Resident Assistiat 3o that e may be able,
if called upon to do 50, 19 desl WEI sny  roatter rejoiring Urgeal or
w:u atieaton. He  provided with saflf car gad gelephome at

He is required to perform the following dities - —

(i) To visit the Circulating Branch gfiec office hows atd wn
holidays and cxamige il dak files with IMMEDIAIE and
‘URGENT labels and seo thae thass requiring immediate
atlefition are seat to the officers concerned gt their resicence,
Such dok fijes shouwld be put  indo dok berd, bRstsn
or cavelopes marked “"Urgent” or “Immediate’, as the cae
may be, and 4 receipt obtained for then in the peon book.

() To isiue all telograms god urgent lestery sent to  him  of inlo
the Circulating Branch after office howr, The Rwdu}t
Assistant  should  have at least R, 200 worth of stamps at his
dispasal for this potpase, Me should mujntan a Tegister
thawing how the stamps have been wilized.

(Hi) Tao sake delivery of &l telegrams ‘mieaded for she Civil Secre-
farint in accordance with the specly] delivery {nstruction issued
10 the Telegraph offic and to deal with those requiring imme-
disge matention,

(i) To desl with any esse out of office howrs requiring immediage
ittention  wiien rlhﬂ nt  or Ihr:q Assistant of tae
Branch coneeened Is not wvallable, It 5, of couse, the duly
of the Supecintendent or (he Assiiteat coacemsd to inform the

{v) To recoive telephone calls made J his résidence and 1o take
action, whetd nedessary,

Resident Assistint is not atpasied o be conutantly at hasd. He cun
Bo oot in the evening to [riends or for of refaxagion but he
thould not be absent from his nﬂm::r More than two tnd
A REll hours at A time and Eha only on Tart  oooasions early in
the evening. When fic is out, he should Jesve an intelligent peon vt the
house wito is nogu sistad wiry his navements and wio kaow how 1o uwe
the telephone. Waile gway, he should make it & point of phaning
from the pedrest tafephiong b0 his hause in asestiin wielher any
cally bave come throwh for him ee whalher Any te'egrami or

Urgent or Immzdiste dic files have been received necessilaiing  hin -

hurrying hack.

Far this purpote two peons ase detailed for duty ave before and
ofter office hours. e

—_ﬁ
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