PrEIT prEAfarer g fewgiorar
NOTES ON OFFICE PROCEDURE

BIRITAT Udeel bl AR ATHIAUT
Aids to Office Management

(1948 TO 2008)

A,

IACE B ARAYUl
JAdT B ATe I¥
SIXTY YEARS GLORIOUS
SERVICE TO THE NATION

i

HIZA IDIL
GOVERNMENT OF INDIA

STTRIaTeTr UisteTur germ Udeel JeITe

Institute of Secretariat Training & Management

Bbifds 3T ufsreror fersmor

DEPARTMENT OF PERSONNEL AND TRAINING

BbIfdp, o BrprIa dem vored FAsed

MINISTRY OF PERSONNEL, PUBLIC GRIEVANCES & PENSIONS
JaAT ¢ /Website:www.istm.gov.in




BRI Braer gz ooy

NOTES ON OFFICE PROCEDURE

BIRITAT Udeel bl AP JATHIT
Aids to Office Management

(1948 TO 2008)

o

ASE B INagut
Jar B AS Y

SIXTY YEARS GLORIOUS
SERVICE TO THE NATION

HIXA PR
GOVERNMENT OF INDIA

ARrarers uistetor derm Udeel H3lTel

Institute of Secretariat Training & Management

Hifdep 3T ufsreror faamer

DEPARTMENT OF PERSONNEL AND TRAINING

Hifdp, clp Ppaa der vore Aced
MINISTRY OF PERSONNEL, PUBLIC GRIEVANCES & PENSIONS




PREFACE TO THE FIRST EDITION

The Secretariat Training School had prepared a compilation of instructions on
Wice procedure, noting, drafting etc. in 1949, for the guidance of trainees in the
Secretariat Training School. Some of the instructions contained in that compilation are
now included in the Manual of Office Procedure, issued by the O & M Division of the
_abinet Secretariat. It has, therefore, been considered necessary to revise the
compilation. The relevant portions covered by the Manual of Office Procedure have been
smutied. A few more notes on the subjects taugnt in the School have been added. It is
soped that these will be helpful in the proper understanding of the subject dealt with.
2 This compilation has been published for official use only and is intended
primarily for the use of the trainees of the Secretariat Training School to give them an
msight into the procedure and methods of work in Government offices. This should not
% cited as an authority in official notes and correspondence. Any matter contained in it
should not be reproduced or published and its use by any person in any circumstances,

other than legitimate official purposes, is unauthorized.

G. NATH
New Delhi, Director,

The 4™ February, 1959 E Secretariat Training School



PREFACE TO THE SEVENTH EDITION

The “Notes on Office Procedure (An Aid to Office Management)™ was initially
Seougne owt by the Institute in February, 1959, primarily to provide the proper insight to
e partucipants of various training programmes of this Institute on aspects of office
mamsgement and procedures in the Secretariat of the Ministries/Departments and its

“wes. Dunng all these years, the officials in the Ministries etc have evidently found the

Pusicaton handy and useful, as it has remained in considerable demand.

2 Smce the Sixth Edition, which was published in August, 1989, there has been

Sumticant changes in the areas of Office Management, Methods and Procedures in the
_emiral Secretariat and therefore it has become necessary to bring out the new edition of
“ Notss on Office Procedure in revised form. In the present edition, new chapters on
" amilimz of CAT Cases and Citizen Charter has been added. Chapters on Noting and
- #ame has been thoroughly revised and other chapters have been updated, wherever
secsssan The chapter on Inspections, which added in the Fifth Edition has since been
Seisel = the information is already available in the Central Secretariat Manual of

e Procedwre. The last Chapter titled “Leadership, Motivation, Attitude and

~mmwsication” has been revised and substituted by a new Chapter titled “Human

Selswsour m Organization”.

o

't may be reiterated that the compilation is primarily intended for the use of the
“emees ot ISTML It will help in proper understanding and comprehending the provisions
© Manual of Office Procedure and related subjects in their perspective. This should,

Sowever. not be cited as an authority in official matters.

4 The publication in this revised and enlarged form would not have been possible
W S e active, willing and enthusiastic cooperation of the faculty members of the
WSS who deserve all appreciation for the painstaking work done by them. Shri K.S.

famar. Jomt Director has rendered assistance in coordinating and editing the revised



. Every care has been taken to ensure the accuracy and correctness of the various
#spects discussed in the new edition, However, in case the readers come across any
&mors or omissions, they may kindly bring the same to the notice of this Institute. Any

“AFments or suggestions for the improvement of this book will be gratefully appreciated.

(Dr.Khwaja M.Shahid)
Sew Delin Director
D 2008 Institute of Secretariat Training & Management
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Chapter 1
THE GOOD ADMINISTRATOR'

So many different functions have to be administered in so many different -
swations in an advanced society that it is extremely difficult to speak usefully about
guaities generally characterising “good administrators”. In a particular individual one
serticular quality may be so marked as to offset the lack of some other desirable attribute.
The relative importance of various qualities will vary with the institutional situation, too.
“or example. a man who gets along with modest abilities in a long-established
sgan sation may fail dismally in a new position in a new organisation. Contrasting a
sood military commander in the field with a good chief of staff in the national capital
wher Hlustrates the varieties of administrative species.

Admitting the wide range of variables, some more or less generally requisite
suslities may be identified. Out of a dozen such attributes, an effective administrator
zht usually be expected to have an assortment of seven or so. To see all twelve in one
serson would be to see someone more than a good administrator — a superman, or a man

ng dead. In actual practice, individual shortcomings can be overcome in large
orzanisations by constituting administrative teams with members whose qualities
-omplement each other.

|

Some qualifications not peculiar to administration must be assumed to begin with.
4 thout basic character, other attributes are insufficient. The good administrator has a
~zh loyalty to his institution, involving a willingness to yield a good deal of himself to
== discipline. Aside from the self-interest of income, in public administration there is a
special opportunity for a sense of dedication with altruistic and idealistic significance.
There are also loyalties to particular programmes, functions and professions. Sometimes
satisfaction of sense of craftsmanship in institutional performance is an important feature
of emotional motivation.

After character and motivation more strictly administrative capacities are to be
considered:

(1) The most crucial single qualification of this sort is, I think, willingness to assume
responsibility. In the case of Presidents, Prime Ministers and Cabinet members
the administrators with party as well as public responsibilities — I am inclined to
put the requirements as something more than willingness to carry heavy
responsibilities. These persons who must campaign publicly be popularly elected
and publicly accountable need to have a special zest for public life and public
responsibilities; perhaps — “positive eagerness for public responsibility” is the
phrase 1 seek. To want it too much is a weakness that leads to personal
deterioration, but not to want it positively is a weakness that reflects inherent
incapacity for this peculiarly public role. For professional civil servants simple

" Extract from the Book entitled “Public Administration for a Welfare State by Paul H. Appleby.



(2)

willimgness 1o accept responsibilities is probably best; it reflects sober self-
confidence that avoids the pitfalls of an inflated ambition. Yet this willingness
must include courage, a readiness to take risks, a dynamic attitude, not simply an
ability 1o play things safe or to attend to details. Mere tidying things up (“house-
keeping” it has been called) is not administration. The fact that it is less easy for
me to recall really good administrators among civil servants in the United States
than to recall good ones who were political appointees probably has its chief
explanation in this distinction concerning courage and a dynamic attitude.

Willingness to take responsibility is much rarer than most people are inclined to
believe. The greater are the responsibilities of a position the fewer are those who
would actually wish to fill it. Many would like the higher income the more
responsible position often yields. Many would like the status thought to be
associated with the position. Many would like the recognition of merit that
accompanies promotion, and would dislike being passed over in favour of
someone else. These things often cause persons to seek positions they would for
every other reason prefer not to have. Such attitudes are indicative of
administrative incapacity.  Their frequency also probably reflects some
malformation in our systems of compensation and recognition, since there surely
are many important and worthy functions besides those of administrative
character.

For the purpose of our present discussion, however, the point is that those who are
most likely to carry responsibilities effectively are those who do not run from
them and yet know that responsibilities are heavy. They are the ones who know

administration to be full of troubles and yet find it challenging and rewarding in
itself.

Perhaps the second basic attribute of a good administrator springs naturally from
the first. It is demonstrated growing power — a steadily enlarging ability to deal
with more problems, more varied problems and more diverse people. President
Woodrow Wilson is often quoted as having said that “all who come to
Washington who had unbroken records of personal growth and no records of
personal swelling, the Washington performance would be a much more
ccmpletely gratifying one than it has been in the past. Growing capacity is more
subject to identification than practice has generally demonstrated, even though
there are no fool-proof guides. And growing capacity in subordinates can be
nurtured by good administrators.

An ability to capitalise largely on relatively slight experience is of the essence of
growing power. Some people become more and more preoccupied with and
confined by their particular experiences, while others are caused by particular
experience to gain insights in other directions than those actually traversed.
Those of the second sort have a certain capacity for generalising what they see
and do, without becoming dogmatic or too prone to verbalise their learning too
glibly. This characteristic may be described as a wordly-wide, actionist form of

0 B8 8ttt tm



what = more cloistered and verbalising individuals becomes, or closely

resembles, philosophy.

s this discussion has by now suggested, a good administrator is one with a
sromg bent towards action. He has discovered the importance of excellence, and
w1l often be highly reflective, but is one with a sense of urgency, one who keeps
s eye on deadlines and on his personal responsibilities for action; he is one who
kely to feel that his thinking is a by-product of his involvement in action. His
mind may be of a quality and type unsurpassed by any other kind of mind, yet its
rentation toward action and its scope will sharply differentiate it from that of
“professional intellectuals”. He and high type political leaders will prove striking
examples of classical French remark about “the superior person”, “He is not a
specialist”.

% good administrator needs to be upto a point, a good listener; beyond this point
ne needs to be a good initiator of that to which he listens. This is to say that he is
one who asks searching questions, the answers to which will importantly illumine
the problem before him, and illumine it in term of his peculiar responsibilities.

Even the ablest of subordinates tends to discuss a problem in terms of his own
mvolvement in it. The administrator next higher should not deal with it only in
terms of the subordinate’s concerns. He listens in part to get the subordinate’s
view, of course. In another part he listens in order to identify things not said
which may be crucial to his responsibility; he needs then to inquire about these
matters. His questions will reflect his exposure to larger parts of his organisation
than any particular subordinate regularly deals with. They will reflect also his
exposure to larger publics and correspondingly significant wordly wisdom.

The subordinate’s view, in contrast, will be confined to narrower, more
specialised functions. The subordinate is likely to lose some of his bearings
because of his preoccupations with techniques or other particulars. The good
administrator is one whose questions turn attention back to the organisations’
basic purposes as related to the particular matters under consideration.

A good administrator is one who has learned how to be unusually effective with
people. He is skilled in avoiding personal offence, in seeing how to placate and
when to offend, and persuade. This means that he has quick emotional
perceptions. For this very reason he avoids membership in or reliance on cliques,
and for the most part is in one sense merely impersonal and fair towards
individuals, yet in another sense he is considerate, loyal and defensive of
colleagues and subordinates. This is to say that he has no favourites, no cronies,
but is, quick to see and respond to special opportunities to be helpful.

A kindred point is that a good administrator is one who prefers to have around
him the ablest people he can find. He builds his own strength by building the
competence of his organisation — not by demonstrating how he can tower above



seompesents.  He praises good performance in preference to offering criticism of
mestskes. I cnticism is really called for, it is offered privately and as
mofSemsively as possible.

© & omly a2 step to the next point. A good administrator uses his institutional

msowrces rather than relying too heavily on himself.  The organisation as a

wSwie cam produce a vast amount of information that will be importantly useful to

“m. & can offer many ideas, and many judgements, the fruits of many kinds of

sspemenmce. It can and will do more of these things if he exhibits great hospitality
Wews. mformation and judgement.

* pood administrator is one who aims at effectiveness and avoids using
sower or authority for their own sake. Using them readily when his responsibility
wgueres, he will usually keep power in reserve, available for the exceptional case.
S will prefer to avoid issuing “orders” in favour of ratifying subordinate
sroposals, stimulating the unauthored groups’ conclusion or suggesting courses of
sction. He will especially avoid making decision others should make and equally
svond making decisions before they are needed. Thus, often his decision will be
ot 1o decide but to postpone action, to refer the problems to others, even though
when a personal decision is required he will make it promptly and without
semtional ambiguity. For decisions made individually and for those made by

susordinates alike, he will assume definite responsibility.

% good administrator has self-confidence that enables him readily to confess
smorance and personal fault. The incompetent administrator gets himself into
“=quent trouble by pretending to knowledge he does not have and by trying to
~wstify  his own least justifiable actions.

* good administrator does not discourage, but positively welcomes, reports of
roublesome things lest they reach unmanageable dimensions before he hears of
them. He passes on reports of such matters to higher authority in terms varying
according to the nature of the difficulty but he is especially careful to report
factually on things that may seem . to reflect shortcomings on his own part.
Nothing else helps so much to earn the confidence of his own superiors and his
subordinates. Weaker, less competent administrators paint a too rosy picture of
themselves and use subordinates as scape-goats. Others easily see their
weakness.

In reporting trouble, the administrator makes clear in certain instances that it is for
nformation only, with no action then recommended or desired. In cases where
action is due, he reports the problem and reports his own remedial action, or
presents possible alternative actions and indicates which one seems to him to be
preferable. In other words, he avoids both panic and unwarranted non-chalance,
avoids merely spreading gloom, carries his full share of responsibility, and
assumes responsibility for assisting his superiors find problems solutions.

Depti. of P & Training/2008



2o adminmistrator is a team-worker. He deals with “subordinates” in a manner

Siimg them the same kind of respect he gives to his “superiors”. They are all

et 1o cach other. He is considerate of others, but never “soft” and never

gei e e is a hard task-master, but a fair one. He upholds subordinate

wpemsinilities exactly as he wishes his own to be upheld.

* £ood sdministrator tirelessly pursues means of improving administration of all
¥ wmis e s responsible. He is hospitable to suggestions for improvement. He
@ wtator in asking new questions about performance and about seeing new

“aus W sppraise what is going on. While one of the duties of an administrator is

“nwee conformity with established routines, in the interest of systematic and
siimiaed action, he also has a special responsibility for the improvement of
s ways, and a working perspective especially fitting him for the task.

Swemard has said, “The higher the positions in the line of authority, the more
semeral the abilities required”. Yet the usual tendency will be for an executive to
e e prisoner of his past, more limited, preoccupations, His “thirteen years of
“iperence” may be only one year of experience repeated thirteen times. Getting

< of prior experience what is significantly relevant to a position higher up or to
¢ & ferent functional situation is extremely difficult and uncommon, rather than
“rmetning to be assumed because of present position.

“eisuse institutions have vitality and momentum, high-ranking executives
ey adjusted in an organisation may not be notably competent. They may be
messengers, carried on, perhaps unconsciously by associates and the organisation
2 whoie. Further promotion may be unwarranted, and transfer to some entirely
© “zrent field of action may be the height of unwisdom. No one’s equipment can
siomatically and commonly include experience in jobs not held, and ability to
=2 persons in those jobs the executive has not held is the pre requisite to his
sromotion or transfer.

Zistinet step-up in achievemenit in one job after another, success in markedly
~fferent types of jobs in different institutions: revitalising a deteriorating
"zanisation’ success in starting and heading an entirely new organisation where
“here is no special advantage in patents, size of capital resources or the like; and
success in crisis - these, progressively in this order, are extraordinarily
convincing of an executive’s virtuosity. But all of these elements of proof are
nly rarely available.

“any administrators in private organisations would be disposed to insist that
='most every thing said up to now in this discussion applies as much to private
“ministration as to public administration. Except in terms of degree of
spplication this is true in private organisation conducted within nations which

¢ well-established political democracy. In other words, as government,
ncreases its democratic character it exercises — for the most part indirectly — an
“fluence complicating and humanizing private administration.  Political
“emocracy changes popular attitudes towards private administrative practices,



wmess mass expectations, and gradually strengthens the bargaining position of
smpsesecs i relation to employers.

= 15 we have only to recall the pictures Dickens gave us of life in England
# @uperienced by the masses only a century or so ago. English people at that
W Bad 2 fow basic and until then most unusual — political rights, but they were
< Uving under a government that was “a well-established political
“emeeracy . Both feudal attitudes and roval powers were still strong. Even if
— es had been more advanced than they were, and total income of the
et hus made sufficient to elevate mass standards significantly, it is likely
S st of the gains would have gone then to the already privileged. It was a
el when the almost unchallenged economic rationalisation was that of laissez-
wwc Thus was the ruthless and arbitrary reality that Marx saw, and the advance of
wommeiozy alone would not so soon or certainly have refuted him as did that
s&vance coupled with the strengthening of political democracy.

"= United States was somewhat sooner committed to truly popular sovereignty,
et wnul the ideal of “republican” government evolved into a more thoroughly
#nd frankly democratic form, private administration in my country in retrospect

sen to have been shockingly ruthless. In my-lifetime 1 have seen enormous
cmamzes in the private scene.

Wiast injections of compassion and the manners and methods conducive to good
morzie have come as indirect consequence of aspirations specifically served by
sovernmental and political process. Private organisations have responded to
“manzed  expectations of employees and clients in manifold, subtle ways. But
=y have also responded to particular standards written into law and imposed
wpon them by a government popularly responsive because it was popularly
w=sponsible. They have acted also in concern lest failure to act would lead to
‘urther governmental regulation or intervention.

“he callousness with which industrialists still exploited child labour at the turn of
"¢ century has given way to universal school attendance to the age of about 16,
school lunches and a host of other welfare programmes. Employer liability for
njuries of employees, unemployment insurance, old age pensions, in-service
raining and establishment of collective bargaining are only a few of the items
now achieving equities almost undreamed of century ago. These things mean that
the modern definition of a “good administrator” in private institutions has come to
nave considerable human and social content.

“.A. Gordon’s study of Leadership in Large Corporations in the United States
makes vivid the fact that corporate goals have become so numerous in the most
thoroughly “capitalistic” nation, and involve so many values other than profits,
that corporation executives now a days are highly confused. Their concerns are
zreatly affected by employees, community and public attitudes. Even so, private



mspemsibilities and involvements are and will ever be, much more narrowly
samSmed than those of government.

Thesefore. the qualities generally distinguishing good administrators as I have
si=f them in the earlier part of this discussion seriously understate the
mspurements for public administrators.” Everything required of competent private
sdmumestr=tors is needed in public administrators in still larger terms.

" sme may be confidently expected to be an able public administrator merely
Secsase be has a reputation as a private administrator. Most of the dismal failures

Sawe seen in public posts were appointed to them because of their repute as
e administrators. These few who made the shift successfully had had more
Sas = ordinary amount of prior association with things and people
gowemmental. Even so, all of these few were startled and shocked to find how
wery much of their time and energies had to be expended in dealings direct or
mrect with legislatures, executive colleagues, governors and citizen groups
smgaeed in agitation.

Thes s implicit in democracy. The basic principles and structures of democracy
srobebly cannot, and probably should not be fully utilised in large and important
srwame organisations.(Sydney and Beatrice Webb, socialist thinkers, saw part of
e problem when they asserted that members of cooperatives should lose their
wmes when employed by them). In any case, the public scope is wider and more
ssmplicated than the scope of any private responsibility. A good administrator in
» democratic government post, therefore, is one who - beyond the qualifications I
sz emphasised earlier — needs to have a high respect and sympathy for political
peocesses and political leaders. Lack in this area is widespread, and it is one of
e most serious of all possible shortcomings, for it is the scope of politics that
& Terentiates democracy from all other government forms.

There are no strong drives characteristic of human beings which democratic
sovernment can fail to take into account. This is why the problems dealt with by
sovernment exceed the capacity of sheer intellect or of skills merely technical.
"he craftsmanship of democratic government is essentially a social skill.

ne career, “non-political” public servant may be socially skilful with his fellow

orkers, but even with them he is preoccupied with a special responsibility that is
much less than commensurate with the general society or the general public
merest.  For society at large and for the general public interest there are no
srokers so skilful, so widely exposed, so accountable as the party politicians.
vhile internal competition and coordination will enable the bureaucracy to
vercome the worst excess of their pre-occupations, this is sufficiently
sccomplished only under the discipline of control by politicians through the
-'r:::um of party responsibiiity. This discipline is handicapped at the national
vel in India because of ministerial and parliamentary remoteness from the actual
rerchange between administrative organs and citizens. This remoteness results



S e ewtrsordinary way in which administration of programmes crucial to
ssnemsd policy is assigned to states.

% good administrator — politician or civil servant — does not try to “act like a

po wcam or to “act like a good administrator”. Real political performance and
poot administration are not to be seen in plays on stage or screen; they can only
s smulated there. The true politician behaves in a political way because he is a
s wwcan. The good administrator acts with competence because he is a good
sommesrator. (How the two got that way and are continuing to get that way is
wmerner story). One can only be one’s self. But no one can be a really top-quality
wommstrator in democratic government without having respect for political

b

=sses and political responsibilities.

“wwcturzl changes should usually be arrived at in an orderly and evolutionary
‘=~ on, but in the context of a general continuity sometimes some drastic changes
* an important sort become necessary.

ustrate by speaking of India although 1 believe what I say has equal
« gnificance in every nation seeking rapid advancement.
The first administrative necessity for independent and socially revolutionary India
2= to utilise the best available institutional sub-structure. That was clearly and
=mphatically the Indian remnant of the Indian Civil Service and its associate and
subordinate services. I should like to testify, to, that in any judgement the best of
“~e individuals comprising this institutional facility were and are the equals of the
sest in any other nation, with the average in responsible positions generally rating
also very high.

This long after independence, however, it is important to keep in mind the
'mitations of old structures and work ways as well as the enormously increased
dimensions and changed character of the programmatic work-load here.

The basic institutional pattern of administration here still has many distinctly
British features. Much of all this contributed significantly to the generally high
quality of the Indian government. But for present needs structural and procedural
changes, and many changes in attitude, are certainly in order.

| agree with the relevant point, if not entirely with the supporting argument made
here recently by an American colleague. He said that if the British had been as
able administrators as many have thought them to be neither India nor the United
States would be independent nations today. This is more persuasive in the case of
the United States than in the case of the India. Concerning India, granted that the
United States had in fact started the procession to independence, I doubt that
better administration could have done any better than in the end to make the noble
exit the British did make, and enlist India as a highly important member of the
Commonwealth as it did.



ver. is that the British pattern of administration, even at
e mesds change 0 a c‘za g ing world and its pattern of administration in India
n ensive change than has yet been achieved.

. g o e past success and eminence of British administration was a product

e competence and naval supremacy, and another part derived from a

d the consequent fact that British diplomats and administrators, at

e amd i other countries with strong feudal traditions , spoke in the traditional
- 3 \

“ e woas more to it, of course. The British, like the Persians and the Romans in
e Lez-enduring empires, in the last century confined colonial power to its
et - and enlisted local leaders in the hierarchies. Their administration of
W was o osome respect harsh, but there was in it a respect for fair process that

S EEDTTSSINVG.

"o & woZe variety of reasons, only some of them “administrative”, Britain has a
Sesemed eminence. It is now as for a long time distinguished by persons of high
s s social and political spirit, cohesion and political adaptability that reflect

rwordinary maturity and argue for the nation’s long survival.

= Seosh administration has changed significantly, in the quarter-century 1 have
wmowes . And changing internal social conditions foreshadow and require further
“wmee Anvhow, a system British-designed cannot at all be expected to serve the
swame needs of independent India as well as system designed by Indians and

pros mative ly and continuingly developed by them.

% “weezner may be permitted in so friendly a country to suggest that the original
sueson has been so well made that the time has come for administrators in India
» Zemonstrate in special measure one of the important capacities of good
sim mistrators — the capacity. to improve institutional structures and work-ways.
"% requires knowledge of structural variations in various kinds of effective
wwoutions  and  considerable understanding of factors contributing to
¢ “zciveness and popular accountability, all pointed first of all at insuring
maronal success, national capacity to subordinate and coordinate local egoisms
wnc specialist egoisms. Unification of many of the spec1a] “services” here into a
=z or general civil service would be, in my opinion, one convincing and
mportant demonstration.

»ming when they came, and in the form in which they came the constitutional
commitments made by the new Indian nation are heavier than those ever
mceriaken elsewhere. Anywhere such principles and goals might have been
sstablished even so recently as 1920, their exactions of administrator would have
seen unprecedented. Today they are staggering. The improvements in
scministration that are needed would be impossibly difficult if they were carried



% spent of programmatic “detachment” so often invoked on behalf of Civil
S mosponsibility. There is no such thing as a “good administrator” who has
“eop semse ol emotional involvement in the programmes adopted by the
sowommment In India there is no such thing as a good administrator who has no
“r wwmse ol emotional involvement in the programmes adopted by the
cmment. In India there is no such thing as a good administrator who is not
“wwonly auached to the Welfare State commitments to which the national
<tion binds all who claim to be public administrators.

<=t of administration is the management of programmes designed to serve
coneral welfare. The people do not look to governments to conduct civil
e cxaminations, carry on budgets and other such things often erroneously
=l 1o as “the administrative”. These things are incidental to administration.

" people look to governments to carry on programmes of general benefit and it
e conduct of these programmes that is the proper focus of administration. A
swd administrator is programme-oriented. The higher he goes, the more
soezrammes he has to take into account, give himself to and at the same time
sesimct and balance in terms of each other and in terms of resources available to

wsc = them. But for him, the results to which his every action is dedicated are
w=su s of popular value.

“Public officials are the trustees of the People”.

- Gover Clevelant

10



Chapter 2
OFFICE MANAGEMENT

“wrs of Atiendance: - The normal hours of attendance for the offices of the
s=mmeme of India located in Delhi are as follows:

Ministries and Departments of the Govt. of India as specified in
Schedule I of the Government of India (Allocation of Business) Rules,

.
JO I

All working days  9.00 AM to 5.30 PM
Lunch Interval 1.00 PM to 1.30 PM

somg -3 All other offices of the Government of India
All working days  9.30 AM to 6.00 PM
Lunch interval  1.30PM to 2.00 PM

“Tices will remain closed on Saturdays and Sundays. Any member of the
=277 may, however, be required to work outside office hours if the state of
«ork in the office so demands. Every member of the staff is expected to be in
= s her seat and to start work by 9.00 or 9.30 A.M., as the case may be unless
special permission for late attendance has been obtained. Half a day’s casual
zave is to be deducted from a Government servant’s casual leave account for
zach day’s late attendance. Late attendance upto an hour on not more than
wo occasions in a month may be permitted by the competent authority if he is
satisfied that it is due to unavoidable reasons.

Half a day’s casual leave in the forenoon or afternoon may be allowed to a
Government servant on prior application. The practice to leave office early

with permission should be discouraged.

Attendance Register-

(i) Arrival -The Attendance Register in form S.37 will be maintained in
each Section. Every Member of the staff should, on arrival,
enter in ink clearly his/her initials together with the time of
arrival against his/her name in the relevant dated column
against the letter ‘A’. The register should be initialed by the
Section Officer (or, in his absence, by the senior most
Assistant present) at the bottom of the dated column on the
last page for the current month, in token of scrutiny. At 9.10
or 9.40 AM, as the case may be, the register should be sent to
the Branch Officer. Any person arriving thereafter should
mark his/her attendance in the register in the Branch
Officer’s room.

11
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Departure-  while leaving office, every number of the staff should
record his/her initials with the time of departure in the
space against the leiter ‘D’ opposite his name.

“ecording of non attendence- The following abbreviations will be used by the
Sccuion officer to denote the reasons of non attendance-

CH-Compensatory Holiday in lieu of attendance on a holiday.

CL- Casual Leave

L-Leave of any other kind

A- Absence without leave or permission (This entry should be made in
pencil-when leave of any kind is sanctioned, the appropriate
abbreviation as indicated above should be substituted in ink.)
RH-Restricted Holiday.

Latc Attendance or leaving early: if a person is permitted to attend late or to
carly as entry to the etfect will be made by the supervisor in the remark column.

such permission for any consecutive period will require the sanction of the
mistrative Officer (or the corresponding officer) in charge of Administration of

~53
-

Person reaching office within ten minutes of the opening hours are

sewerineless late. Such late coming may be condoned unless it becomes a matter of
mEdeent occurrence.

At the end of each month the Section Officer will bring to the notice of the

“Feer-In-Charge the name of person, if any, who had been frequently or habitually
wee Zuring the month without prior permission.

(S

Maintenance of Attendance Register-

(1) for staff in Sections including class IV staff)-The register will be
maintained under the personal supervision of the Section Officer who will
see that the entries are made correctly.

(ii) Personal Staff (including Class 1V) atiached to Officers- Except where

there is a regular pool of stenographers or other personal staff working in a
room under a supervisor, the attendance will be controiled by the officers
to whom the staff is attached. In the event, however, of the absence of the
officer on leave or on tour or for any other reason, his personal staff would
report to the Under Secretary (or the corresponding officer) in charge of
the administration unless there exist any specific orders to the contrary.

12

207 Deptt. of P & Training/2008



6. Punctuality:

(1) Strict measures should be taken by the administrative authorities for the
enforcement of punctuality. Section Officers/Supervisory Officers should
be very particular in scrutinizing the attendance register;

(ii) Surprise daily checks may be carried out in one or two sections of the
Ministry/Department/Office under the direct supervision of a senior
officer, like the Joint Secretary in charge of administration or of the Head
of the Department, as the case may be; and

(iii) The lunch break must be scrupulously observed not only by the
subordinate staff but also by the supervisory officers and periodical
surprise checks should be made by the supervisory officers to ensure that
the staff under them do not overstay the lunch break.

7. Leave- The grant of leave to a Government servant is governed by the
Central Civil Services (Leave) Ruies, 1972. The following instructions
should be observed by members of staff in submitting applications for
leave:

(i) In the case of leave of any kind for private purposes (i.e. leave other
than that on medical certificate), an application should be submitted well
in advance before the date of commencement of the leave.

(ii) In the case of leave on medical certificate, the application should be
accompanied by a medical certificate, from Competent medical authority
or prescribed under Rule 19 of Central Civil Services (Leave), Rules 1972
stating as clearly as possible the nature, probable duration of illness and
the period of leave required for restoration of health.

(iii) The leave address should be indicated in all cases.

All applications for leave from members of staff should be submitted
thorough the Section Officer who will record his remarks thereon with due
regards to the condition or work and the number of persons already on
leave in the Section. If he recommends the leave, he will state his
proposals for carrying on the work of the applicant during his/her absence
and will pass on the application to the Administration Section concerned.
The Administration Section will verify the admissibility of the leave
applied for and submit the application to the officer competent to sanction
the leave. The orders passed on an application for leave will be issued in
the form of an office order, one copy of which will be communicated to
the applicant and one copy supplied to the Cash Section.



Jm return from leave, a member of the staff should report to duty to the to
e authority which granted the leave or to the authority, if any, specified
= the office order granting the leave. He/She should also submit, in
writing. a joining report, which should be accompanied by a certificate of
“imess to resume duty from the prescribed authority and in the form
srescribed, if the leave availed of was on medical grounds.

* Extension of Leave- Requests for extension of Leave should be
svoided as far as possible.

Applications for extension of leave should be submitted well in
sdvance of the date of expiry of the leave already granted so that they may
»c considered and orders communicated to the applicant in time. It should
mot be assumed that an extension will always be granted.

If a person is prevented from resuming duty on account of any
unforeseen occurrence immediately before the due date, he/she must send
an immediate intimation to the Head of office giving full reasons of
nis'her inability to attend office on the due date.

4 Government servant who remains absent after expiry of his leave is not
entitled to any leave salary for the period of such absence and that period
will be debited against his half pay leave account to the extent such leave
s due, the period in excess thereof being treated as extraordinary leave.

Willful absence from duty after the expiry of leave renders a Government
servant liable to disciplinary action.

7. Casual Leave-Casual leave is a concession granted to a Government
servant to enable him to stay away from office for a short period on
account of illness or to enable him to attend to urgent private matters. It
should be applied for in advance as far as possible except when a person is
prevented from attending office by sickness or other unforeseen
circumstances.

Casual Leave is not a recognized form of leave nor is jt subject to any
rules. Technically a Government servant on casual leave is not treated as
absent from duty nor is his pay intermitted.

The maximum period of casual leave which a government servant is
allowed to avail himself of is 08 days in a calendar year. The C.L. is
mtended for short periods and should not normally be granted for more
than 05 days at a time. The limit of 05 days at a time may be relaxed in
special circumstances at the discretion of the Head of Office. Such leave
may be prefixed and/or suffixed to recognized holidays and Sundays with
the permission of the officer sanctioning the leave. The Sundays and

14



Seiiczys falling during the period of casual leave will not be treated as part
o ©e leave. Casual leave should not, however, be granted so as to cause
svasion of the rules regarding:

Date of reckoning of pay and allowances;

Charge of office;

Commencement and end of regular leave;

Return to duty, or so as to extend the term of leave beyond the time
admissible by rule.

In the case of a person who joins service during the middle of a year, the
casual leave admissible need not be reduced proportionately. He may also be
zranted 08 days’ leave but the authority sanctioning such leave will take into
sccount all the circumstances before granting such leave. Contingency paid staff
== entitled to casual leave provided employment of a substitute is not considered
necessary. Representatives of recognized associations may be granted casual
«zave, if due, to attend duly constituted meetings of such associations subject to
exigencies of service,

0. Maintenance of Casual Leave account — A register based on the
following format will be maintained for casual leave account of all the
employees in a section.

Ministry/Department........................... Section/Branch..................
S.No. Name Casual Leave taken | RH Remarks
on (dates)
12345678 1. 2

I1. Special Casual Leave- In addition to casual leave, special casual leave
may be granted to a Government servant by the competent authority for
certain specific purposes in accordance with the orders issued by the
Department of Personnel and Training from time to time.

Special Casual Leave may be granted for the following purposes: -

(i) Where staff is not able to attend office during civil disturbances,
curfews, strikes, natural calamities, bandhs or failure of transport
etc.

(i)  Training and duty as a member of officially sponsored auxiliary

Police organisations, such a Home Guards, National Volunteer
Corps, etc.

15



Xii)

(xiii)

smmz as a member of St. John Ambulance Brigade (to the

exsemt mot covered by ordinary casual leave due and of seven days

lor participating in the activities).

Perod spent in camp by Government servants to join the Urban
mits of Territorial Army, not exceeding 14 days, which can be

combined with regular leave, where necessary.

nterview/medical examination at the time of actual
recruitment/commissioning in the Urban Unit of the Territorial
“rmy (to the extent not covered by ordinary casual leave due).

Transit time for joining training in T.A.
Training with P&T Units of the Territorial Army.

Interview/Medical examination at the time of
recruitment/commissioning to the Auxiliary Air Force Indian
Naval Reserve/Indian Naval Voluntary Reserve or subsequent
medical examination, if any (to the extent not covered by ordinary
casual leave due).

Participation in sporting events of national or international
impertance in a representative capacity or engaged in coaching or
administration of teams participating in such events. Special
Casual Leave in such cases should not exceed 30 days in a
calendar year.

Attending coaching or training camps under the Rajkumari Amrit
Kaur Coaching Scheme or similar All India Coaching or Training
Scheme provided- the government servants are selected or
sponsored by a national Sports Federation/Association recognized
by the All India Council of Sports and approved by the Ministry of
Human Resource Development. (Admissible upto a maximum of
30 days)

Participation in Inter-ministerial or inter-departmental sporting
events duly recognized by Government —normally tournaments

(admissible upto a maximum of 10 days)

Participants in Republic Day Parades and rehearsals connected
therewith as members of the St. John Ambulance Brigade.

Government servant participating in general body Central
Committee the meeting of Kendriya Sachivalaya Hindi Parishad.

16



XV)

(xvi)

(xvii)

(xviii)

(xix)

(xx)

(xxi)

(xxii)

Taking a Hindi Examination (Prabodh, Praveen and Pragya) under
the Scheme of teaching Hindi to Central Government employees
(for days of examination and reasonable time spent on journeys
from and to the center of examination nearest to the headquarters.
This can be availed of only twice during the official career of the
officer).

Donating blood to recognised blood banks on a working day(for
that day only).

Central Government servants who having joined Lok Sahayak
Sena, have won a certificate of merit and are required to participate
in the Republic Day Parade (for the period of stay not exceeding
14 days plus minimum period required for journey from
headquarters to Delhi and back).

Attending courts of law as jurors or accessors with the permission
of Heads of Departments.

Special casual leave upto 10 days to outstation delegates/members
(5 days to local delegates/members) of executive committees of
recognised  Associations/Unions/  Federations of Central
Government employees to attend its meetings.

To male government employees for undergoing vasectomy
operation under the Family Welfare Programme (Special casual
leave not exceeding 6 working days). To female Government
employees undergoing tubectomy operation or salpingectomy after
MTP (Special casual leave not exceeding 14 days).

Government servants attending annual general meetings and
participating in activities of recognised service associations or
unions of which they are office bearers upto a maximum of 20
days in a calendar year.

Government servants who are members of the Indian Institute of
Public Administration and who are residing outside Delhi for -
attending an authorized meeting of the Institute for a period not
exceeding 6 working days in a calendar year plus journey time.

Participation in mountaineering/trekking expeditions not exceeding
30 days in calendar year provided expedition has the approval of
Indian Mountaineering Foundation and there is no change in the
overall limit of 30 days of special causal leave for an individual
government servant for one calendar year for participation in
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XXiil)

XX1V)

(xxv)

(xxvi)

(xxvid)

sporting events of national or international importance. The period
of absence in excess of 30 days should be treated as regular leave
admissible under the leave rules and be permitted, as a special
case, to combine special casual leave with regular leave.

Special Casual Leave may be granted to women employees on the
date of insertion of IUCD

Central Government male employees whose wives undergo a
tubectomy operation may be granted special casual leave upto
seven days. This will be subject to production of a medical
certificate. The female govt employees whose husbands undergo
vasectomy operation are allowed the SCL on the day of the
operation.

Special Casual Leave is also granted to Government servants
appearing for departmental promotion examinations.

To exservicemen re-employed as civilians for appearing before
Medical Resurvey Boards for assessing their disability pension and
to those ex-servicemen who had sustained injuries during
operations and are employed as civilians to enable them to go to an
Artificial Limb Center for replacement of an artificial limb or for
treatment.

For recanalisation operation-Central Government employees for under-
going recanalisation operation for a period of 21 days or actual period
of hospitalization as certified in Medical certificate whichever is less.

(xxviii)To appear for departmental promotion examination to cover the

(xxx)

actual duration of examination and the minimum period required
for journey to and from examination center nearest to the
headquarter.

Participating in cultural activities like dance, drama, music, poetic
symposium etc. of an All India or Inter State character organised by the
Central Secretariat Sports Control Board or on its behalf (admissible
upto a maximum of 30 days).

To Staff side members of the Departmental Councils-one day’s
special casual leave for each meeting of the Departmental Council
(No. TA/DA) and one day’s duty period, on the day preceding the
day of each meeting of the Departmental Council, for consultations
(TA/DA also admissible).

18



wxi) To member/delegates/Managing Committee members & for office
bearers, for looking after the working of co-operative societies
formed exclusively with the Central Government employees
(maximum of 10 days.)

(xxxii) Participate in dancing and singing competition organised at
Regional National or International level organised by Gouvt.
sponsored bodies (admissible upto a maximum of 15 days).

12.  Combination of Special casual leave with other kinds of leave:
While combination of special casual leave with either regular leave or
casual leave is permissible, combination of all the three is not permissible.

Authority to grant special casual leave- Special casual leave may granted
by Heads of Departments or other authorities specially empowered in that
behalf.

I3. Leaving the station: No member of the staff should leave his
headquarters without the permission of the Section Officer. He/She
should, when so permitted, inform the Section Officer of his/her address at
the station to which he/she is proceeding. In all applications for leave,
including casual or compensatory leave, during which the application
proposes to leave the station, the fact should be stated in the application
together with his outstation address. Any person who wishes to leave the
station during the period of leave already granted to him should notify his
intention together with his address to his Section Officer or the
Administration Section. Any change in that address which may occur
thereafter should also be communicated.

14. Address of officers and staff — A list of the addresses of all
officers and members of the staff employed in a Department should be
maintained up-to date in the Administration Section. A similar list in
respect of the staff employed in a Section should be maintained by each
Section Officer and one copy kept by him at this residence. The members
of the staff should intimate any change in their residential address as soon
as it takes place to the Section Officer as well as to the Administration
Section. In the Ministries a copy of the list should also be maintained by
the Resident Cierk.

15. Office rooms- In the interest of security, the farash should not open
any room in his charge until the arrival of a clerk working in the Section
or of the peon attached thereto. During the lunch interval, a member of
the staff should be on duty in the room by turn. In the evening the last
man to leave office will be responsible to make over the room to the farash
and to get the room locked. The duty may be assigned to a member of the
staff working in the room by turn, if necessary. A register should be
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Wesmmec 10 keep a record of the persons on duty during the lunch
S and in the evening and they should append their signatures therein
W Wem of their having performed the duty.

= S case of room occupied by officers, the peons attached to them
WSS supervise by turn the sweeping, dusting and opening of rooms. No
sussiger or 2 member of the office staff excepting the Personal Assistant or
Semegr=pher attached to the officer should ordinarily be permitted to enter
w8 officer’s room during his/her absence. I any file, book or paper is
s=gured urgently during an officer’s absence from the room it should be
s=moned only by the Personal Assistant or the Stenographer concerned.

% is the general responsibility of the Section Officer to see that the
wwam or rooms occupied by the Section under his charge are maintained in
& meat and tidy condition. The assistants and Clerks should keep their
woies and surroundings neat and clean and the papers neatly arranged.

#%en leaving office, every member of the staff should see that all papers,
"egisiers, etc. in his charge are kept in their proper places. Pending papers
should be kept together in a separate folder appropriately marked.

it shall be the duty of the Section Officer to see that the electric lights,
“ams and heaters are used only when necessary and that they are switched
27 when not required during office hours.

5. Responsibility of the staff- each member of the staff of an office is
mesponsible for the work assigned to him/her and is also responsibie for all

2ificial papers and articles belonging to the office which are entrusted to
~im for his use.

'7. Maintenance of order in“the Section — While the Head of Office is
responsible for the general discipline of the office, every Section Officer is
responsible for the maintenance of order in his/her Section and should
prevent idle talking, loitering, reading of newspapers etc. by his staff.

!8. Admission of outsiders to the office — The admission of outsiders or
private persons to any part of the office, for any purpose whatsoever, is
prohibited. Any person calling on business or entitled by position to make
enquiry should do so from the Branch Officer or the Section Officer. No
member of the staff should, under any circumstances, give any
mformation on any subject to any outsider. Any improper enquiries made
oy visitors should be brought to the notice of the Branch Officer.

19. Taking of papers outside the office — Section Officers may, with the

permission of their Branch Officers be allowed to take officials papers to
their houses if absolutely necessary for dealing with any case of an urgent .
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sesere. This will not apply to secret papers the movement of which is
sovemed by the instructions issued on the subject by the Ministry of
“ome Affairs. Members of staff should in no circumstances take official
pepers home.

= Surprise visits — Surprise visits by the Head of the organisation and
“her senior officers to the various sections of an office are very helpful in
smsuring that the attendance is regular and that there are no arrears of work
#nd that efficiency, neatness and tidiness are generally maintained.

“Enthusiasm moves the world”

A.l. Balfour
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_“NTRAL GOVERNMENT HEALTH SCHEME

wemeral- This scheme was introduced in Delhi on 1-7-1954 with a view to
W Sameeshensive Medical care facilities to the Central Government employees

W e of their family.  The scheme was gradually widened to other areas and
e cower 24 cities like —

e Gurgaon Meerut

e Guwabhati Mumbai

S Hyderabad ~ Nagpur
et Jaipur Noida

— Jabalpur Patna

=g Kanpur Pune
Sew Delhi  Kolkata Shillong

e Lucknow Thiruvananthapuram

= Elmbality criteria-
“@owing persons are eligible to avail medical facilities under the Central
sment health scheme:

411 Central Government employees paid from civil estimates ( except
Hailways and Delhi Administration) including their families.

Pensioners of Central Government(except pensioners belonging to
Railways and Armed Forces ) and their families.

Pensioners retiring with Contributory Provident Fund benefits and their
families,.

Widows of Central Government pensioners, getting family pension.

Delhi Police personnel and their families.

Civilian employees of Defence paid from Defence Service Estimates
except at Mumbai) where the scheme is in operation)

Child drawing pension on death of a Central Government employee
including minor brothers and sisters of such child

Ex-Governors and their families

Ex Vice-Presidents and their families.

Central Government employees on leave preparatory to retirement
Central government servants who are deputed to semi-government and
autonomous bodies receiving substantial grant from or financed by the
Central Government and their family members.

Military officers while on deputation to civil departments and getting their
emoluments from Civil Estimates

Families of ‘CGHS covered government servants’ who are on temporary
transfer outside Delhi/CGHS centers for a short period up to six months
provided they deposit six months contribution in advance,.

Pensioners visiting CGHS covered cities and staying at a place falling in
CGHS covered cities.
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~moiovees of CGHS not residing in the CGHS covered cities.
Wimisters Deputy  Ministers  of the Central Government / State
sowermments and their families.
“aramentary Secretaries of the Central Government and their families
Wembers of Parliament and their families
“a-Members of Parliament including those who are not in receipt of any
peRSION
“etired judges of the Supreme Court and High Court residing in CGHS
cowered areas besides Delhi/New Delhi
#ork Charged and Industrial Staff working in establishments run by
smous Ministries/Departments of Central Government, immediately from
e date of their joining the service
Conlovess of Kendriva Vidyalaya Sangathan stationed at Calcutta,
“Madras and Bombay
Employees of Ordnance Factory Board Headquarters, Calcutta and
Ordnance Equipment Factories Headquarters, Kanpur
“d-hoc employees of CGHS organisations outside Delhi
411 India Service pensioners who retire while serving under the State at
their option.
freedom fighters and members of their family receiving central pension
under the Swatantrata Sainik Samman Pension Scheme
~amily member of the deceased Ex-members of Paliament
Pensioners of Ordnance factories
Members of staff side of the National Council of the Joint Consultative
Machinery even though not serving as Central Government employees
Persons employed in semi-government and autonomous bodies who are
permitted to join the CGHS scheme
Accredited Journalists who produce a certificate from the press Council of
India stating that he is the member of the Press Association, New Delhi
Retired employees of Indian Council of Agricultural Research.
Employees of statutory_canteens in CGHS covered cities if not covered
under any other medical scheme.
Employees of Central Council of Indian Medicine
Retired Divisional Accountants of the Indian Audit and Accounts
Department. ;

=ver, the following categories of persons are not entitled to avail CGHS

2) Family members who are no longer dependent upon the government
servant though staying with him/her

) Major brothers or sisters even though wholly dependent on the
employee

:) Married or divorced daughter staying with her parents

d) Government servants and their family members staying in an area not
covered under CGHS
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sowemment servants transferred to a State Government or an
me@ble department or are deputed to a foreign service. However,
Ser families may be issued temporary permits for availing CGHS
“aciies on pre-payment of prescribed charges.

" e sed Mdentity Card/Temporary Family Permit:

V)

The first step is to fill in details like the members of the family
#nd address etc. in the Index Card (in duplicate) alongwith family
photograph  and submit it to the Issuing Authority which issues a
permanent Identity Card to the beneficiary, inter-alia, indicating the
Zispensary within whose area the beneficiary resides. The Identity
Card is to be shown to the Medical Officer on every visit, even if the
beneficiary is in possession of an old prescription. Passing on an
Identity Card to non-entitled persons and/or false personation
thereafier are offences under the Indian Penal Code.

In case of transfer from one Department/Ministry to another, the
Issuing Authority cancels the card and a new card is issued from the
new Department/Ministry.

Where the family members wholly dependent on the Government
servant, are residing permanently in some other city covered under the
scheme, the issuing authority, after ensuring the above fact may issue
two separate CGHS cards (bearing the same serial number) one for the
employee and the other for his/her family members.

A beneficiary should intimate his office as soon as any change occurs
in his residential address and have the address on his identity/index
card amended under intimation to both the dispensary concerned and
the Issuing authority. For a change of dispensary(only permissible on
change of residence), the beneficiary should apply in the form
‘Transfer of Dispensary’ in triplicate alongwith the Identity card, to
the issuing authority. Afier the necessary entries, the Govt. servant
should present two of these forms to the Medical Officer of his old
dispensary for further action.

Temporary Family Permits for a period not exceeding one year at a
time may be issued by the Ministries/Heads of Departments against
advance payment of contribution for the families of the Central Govt.
Servants who were beneficiarics of the Scheme prior to the following
events:-

(a) Their transfer to North-East Region, Andaman and Nicobar
Islands and Lakshadweep Islands.
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_smtributions

Their deputation ex-India, leave (including study leave and
deputation-cum-special leave) under the training and
fellowship schemes.

"he benefit of such permits is not admissible to the families of

s government servants either transferred to the State Governments
v wamed to foreign governments and whose pay and allowances during
W period of foreign service are met by foreign governments.

ssue of Identity Cards to Pensioners

Pensioners are required to apply in the prescribed form, for
issue of CGHS identity cards, alongwith photograph of the
dependent family members and a copy of Pension Payment
Order (PPO). Identity cards to pensioners are issued by Addl.
Director/Joint Director of the concerned city.

Pensioners can avail CGHS facilities on the basis of their
identity cards with photograph, in all cities having CGHS
facilities, which they(including dependent family members)
may be visiting,

A compulsory monthly contribution is levied on all entitled classes of

i —

ment servants/pensioners as indicated below-

P2y Range Pension/family pension | Rate of monthly
BP + SP) contribution
(Rs.)
p 0 Rs.3,000 Up to Rs.1,500 15
#5.3.001 to Rs.6,000 Rs.1,501 to Rs.3,000 40
#:6.001 to Rs.10,000 Rs.3,001 to Rs.5,000 70
#5.10.001 to Rs.15,000 | Rs.5,001 to Rs.7,500 100
<5.15.001 and above Rs.7,501 and above 150

When both husband and wife are Central Govt. servants, the contribution
s recovered from only one of them whose pay is higher.

The recovery of contribution is effected through monthly salary of bills. It
s recoverable during the period of duty, suspension and leave (other than
£0L) not exceeding four months. In respect of leave exceeding four
months, the employee has the option not to pay the contribution in which
case the facilities under the scheme will not be available to him and his
family members.
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Facilities under CGHS

"he facilities available under CGHs mainly include-
Consultation with the Medical Officer at CGHS dispensary, polyclinic
or hospital.
X-Ray, Laboratory and other diagnostic facilities.
Supply of medicines, etc.
Hospitalisation facilities
Reimbursement of cost of implants for heart ailments, hearing aids,
intra-ocular lens, etc.

Such facilities can be availed at CGHS hospitals/dispensaries, government
nospitals/referral hospitals.  Besides, in order to provide availability of
medical facilities more comprehensive and for certain specialized treatments
not available in government hospitals, certain private hospitals have also been
recognized under the Scheme.
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Chapter 3
WRCHINERY OF GOVERNMENT AND FUNCTIONS OF
VARIOUS GRADES OF OFFICERS

e =mecutive power of the Union formally vests in the President and may be

% % either directly or through officers subordinate to him in accordance with

el o

W e exercise of his functions, the President is aided and advised by a Council of
Seaded by the Prime Minister. The executive authority, therefore, resides in the

§af Mimisters.

"% Council of Ministers consists of three categories, namely:-

Cabinet Ministers;
Ministers of State; and
Deputy Ministers.
"% Cabinet, which consists of ‘Cabinet Ministers’ only, is responsible for shaping
s policies of the Government. In discharging its responsibilities, it sometimes

= Srough its Committees which are called ‘Cabinet Committees’.

“acation of Government business - The Allocation of Business Rules allocate
Wesmess of the Government among its different Departments. These rules also enable
“wdent 10 allot this business to the Ministers. This allotment is done on the advice of
“wme Minister. In relation to the business allotted to a Minister, these rules also permit
ssscsation of another Minister of State or Deputy Minister to perform such functions

wa %e specifically assigned to them. These rules also provide that on the advice of the
e Wimister, the President may entrust the responsibility for specified items of business
“7& &y one or more than one Department to a Minister, who is in charge of any other

"ment or to a Minister without portfolio who is not in charge of any Department.
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“wwssaction of Business -- The Transaction of Business Rules seek to define the

msponsibility and obligation of each Department in the matter of disposal of
“omed 1o it. These rules also specify:

Cases or classes of cases to be submitted to the President, the Prime
Minister, the Cabinet or its Committees for prior approval; and
The circumstances in which the Department primarily concerned with the

business under disposal will have to consult other Departments concerned

and secure their concurrence before taking final decisions.

Ministry or Department — A Ministry or Department is responsible for formulation
wes of the Government within its sphere of responsibility as well as the execution
W e of these policies. The Secretariat functions of the Ministries or Departments

W8 mgard 1o their respective areas of activity may be described, in broader details, as
-

Assisting the Minister in policy-making and its periodical review.
Framing legislation and rules and regulations.
= Sectoral planning and programme formulation.

(a)  Budgeting and control of expenditure in respect of activities
of the Ministry/Dé‘partment; and

(b)  According or securing administrative and financial approval to
operational programmes and plans and their subsequent
modifications.

Supervision and control over the execution of policies and programmes by

the executive departments or semi-autonomous field agencies and

evaluation of the results.

v Coordination and interpretation of policies, assisting other branches of Govt.
and maintaining contact with State Administrations.
v) Initiating measures to develop greater personnel and organizational

competence both in the Ministry/Department and its executive agencies.

|
|
|
|
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“ssisting the Minister in the discharge of his parliamentary responsibilities.

WScwed and Subordinate Oﬂ' lces — Where the execution of po]icies of the

WS memoes. 2 Ministry has under it subsidiary organizations called Attached and
Smesmae Offices. The Attached Offices are responsible for providing executive
S mmowired in the implementation of the policies laid down by the Ministry to
WSS ey are attached.  They also serve as repository of technical information and
W e Ministry on technical aspects of the functions dealt with by them. The
memetmae Offices function as field establishments or as agencies responsible for
el swecution of the decisions of the Government. They generally function under

“wmcton of an Attached Office. However, in cases where the volume of executive
memem mvolved is not considerable, there will be no attached office and the
WSsiimese office will not only function directly under a Ministry but also perform all
" metons of an ‘Attached Office’,

“wsiles attached and subordinate offices, there may be a number of autonomous
wwuoes and Public Sector Undertakings under a Ministry/Department. Autonomous
Wustons which may be fully or partially funded by the Government are engaged in
s activities of various kind and perform mainly advisory functions. Public Sector

eeTsemgs are commercial organizations involved in production activities,

FUNCTIONS OF VARIOUS GRADES OF OFFICERS

Secretary — A Secretary to the Government of India is the administrative head of a
wiry or Department. He/She is the principal adviser of the Minister on all matters of
* =0 and administration within his/her Ministry/Department. The responsibility of the

wemzmary 1s complete and undivided.

Special Secretary/Additional Secretary/Joint Secretary — When the volume of the
© = 2 Ministry exceeds the manageable charge of a Secretary one or more wings may

“=shed with Special Secretary/Additional Secretary/Joint Secretary, in charge of
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W Sech = functionary is entrusted with the maximum measure of independent
wnd mesponsibility in respect of all business falling within his/her wing. This

Wwemer. be subject to the general responsibility of the Secretary for the
of the wing as a whole.

Wecsor Deputy Secretary — Director/Deputy Secretary is an officer who acts on
% Secretary. He/She holds charge of a Secretariat Division and is responsible
“pesal of Govt. business dealt within the Division under his/her charge. He/She
Wimarily be able to dispose of the majority of cases coming upto him/her on
“w=. HeShe should use his/her discretion in taking orders of the Joint

* “wcretary on more important cases, either orally or by submission of papers.

" mier Secretary - An Under Secretary is in charge of a Branch in a Ministry
¢ =7 two or more Sections and in respect thereto exercises control both in regard to
‘st of business and maintenance of discipline. Work comes to him/her from the
wnder his’er charge. As Branch Officer he/she disposes of as many cases as

& ~isher own level but takes orders of Deputy Secretary or higher officers on
cases.

Secsion Officer:

Cemeral duties

—

Distribution of work among the staff as evenly as possible — that is bne
Assistant should not be over loaded while the other is idle or under-utilised;
Training, helping and advising the staff:

Management and co-ordination of the work;

Maintenance of order and discipline in the section;

Maintenance of a list of residential addresses of the staff.

Responsibilities relating to Dak

to go through the receipts;
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i submit receipts which should be seen by the Branch Officer or higher

officers at the dak stage;
10 keep a watch on any hold-up in the movement of dak; and
to scrutinize the section diary once a week to know that it is being properly

maintained.

Wesponsibilities relating to issue of draft

1o see that the draft is letter perfect i.e. all corrections have been made
before it is marked for issue;

to indicate whether a clean copy of the draft is necessary;

to indicate the number of spare copies required;

to check whether all enclosures are attached;

to indicate priority marking; and

to indicate mode of dispatch.

Responsibility for efficient and expeditious disposal of work and checks on delays

to keep a note of important receipts with a view to watching the progress of
action;
to ensure timely submission of arrear and other returns;
to undertake inspection :)f Assistants’ tables to ensure that no paper of file
has been overlooked;

v) to ensure that cases are not held up at any stage; and
to go through the list of periodical returns every week and take suitable

action on items requiring attention during next week.

Independent disposal of cases:
e should take independently action of the following types:

issuing reminders;

1) obtaining or supplying factual information of a non-classified nature;
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8 = asher action which a Section Officer is authorized to take independently.

s i mespect of recording and indexing

W soprove the recording of files and their classification;
W m=view the recorded file before destruction;
“ order and supervise periodic weeding of unwanted spare copies; and

#msuring proper maintenance of registers required to be maintained in the

|eCHon.

Swssrimg proper maintenance of reference books, Office Orders etc. and keep
e ap—io-date.

Swswring neatness and tidiness in the Section.

Sewmimg with important and complicated cases himself/herself.

Swswring strict compliance of Departmental Security Instructions.

Swsssant/'Upper Division Clerk — He/She works under the orders and supervision

“wim Officer and is responsible for the work entrusted to him/her.

#ere the line action on a case is clear or clear instructions have been given by the

~“Ticer or higher officers, he/she should put up a draft without much noting. In

“wes me will put up a note keeping in view the following points:-

to see whether all facts that can be verified/checked have been correctly
stated;
to point out any mistakes or mis-statements of the facts;

to draw attention where necessary to precedents or Rules and Regulations on
the subject;

to put up the Guard file, if necessary, and supply other relevant facts and
figures;

to bring out clearly the question under consideration; and
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- W seec out various alternative courses of action along with their

e catons and suggest a course of action wherever possible.

S Secretary/Personal Assistant/Stenographer - He/She should keep the
“wum ne worries of a routine nature by mailing correspondence, filling papers,
wmnments, arranging meeting and collecting information. He/She should be

= Swmae relations.  An officer has to depend on his/her Personal Assistant for

s e == 1o have more time to devote himself/herself to the work in which he/she
= The Personal Assistant should earn the trust of his/her officer for being
wi& comfidential and secret papers. He/She is the keeper of secrets and an
w tne boss. He/She should be popular with the persons who come in contact
e s officially or who are helpful to the boss or who have dealings with the boss in

w=ssonal matters. Some of the more specific functions are enumerated below:-

Taking dictation in shorthand and its transcription in the best manner
possible.

: Fixing up of appointments and if necessary cancelling them.
Screening the telephone calls and the visitors in a tactful manner.

~ Keeping an accurate list of engagements, meetings etc. and reminding the
officers sufficiently in advance for keeping them up.

: Maintaining in proper order the papers required to be retained by the officer.

. Keeping a note of the movement of files, passed by his/her officer and other
officers, if necessary.
Destroying by burning the stenographic record of the confidential and secret
letters after they have been typed and issued.
Carrying out the corrections to the officer’s reference books.

X Relieving the boss of much of his/her routine work and generally assisting
him/her in such a manner as he/she may direct. At the same time, he/she
must avoid the temptation of taking over himself/herself the authority of the

boss.
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e B Clerk — Lower Division Clerks are ordinarily entrusted with work
S example - registration of Dak, maintenance of Section Diary, File
“Wwement Register, Indexing and Recording, typing, comparing, despatch,
0 wmeaes and other statements, supervision of correction of reference books

o mutine and simple drafts etc.

W WFcer System - A section is generally the lowest organizational unit in a
W8 & well-defined area of work. Initial handling of cases is generally done by

amis. A most notable variation from this pattern is the Desk Officer
& s system, the work of a department at the lowest level is organized into
“Wsama desks each manned by two desk functionaries of appropriate ranks e.g.,
» or Section Officer. Each desk functionary handles cases himself/herself

aceguate stenographic and clerical assistance.
~ e hest executive is the one who has sense enough to pick good men to do what

¢ wamis done, and self-restraint enough to keep from meddling with them while

o 2o ~-Theodore Roosevelt
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Chapter 4
DRAFTING

esimtioa of Draft —

% 2r=f is a rough sketch of a communication to be issued after approval of the

e concerned.

4= Drafting is the process of preparing this rough sketch.

ssemmces where Draft is not necessary -

= simple cases like sending an acknowledgement, etc., a fair communication can
=¢ put up for the signature of the officer concerned.
= cases of repetitive nature, where standard forms of reply are available.

rutme - Searching Questions-

Before initiating the process, it would be useful to ask a few searching questions,

Is a draft necessary?

Who should be addressed and who will sign?
What is the relationship between the sender and the receiver?
What should be the form?

Is something to be conveyed or to be called for?
Are all details available?

What is the intention of the decision?

What should be the recipient’s response?

Does the language convey?

Has the referencing been done?

Is it logically sequenced?

Does it have proper urgency, security grading?

_mmtents of a Draft —

Identifying the Sender -

A draft should clearly indicate the name, designation, telephone number, fax
number, email address and complete postal address of the organization to which
the sender belongs. Apart from these, the identifying number of the
communication (the file number on which the draft is being put up) also helps in
identifying the sender. Clear identification of the sender facilitates the recipient
in sending the response or seeking further clarifications, etc.



LibddAd
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Suwpting the Right Form —

“Wfement forms of written communication are used in the office correspondence
» e Central Secretariat. The use of each form and phraseology adopted in them
w= gven in Chapter VIII of the Central Secretariat Manual of Office Procedure. .
Seciding on the right form would depend on various factors including what is the
purpose of the communication, to whom it is being sent (i.e. target group) and
waa s the relationship between the sender and the receiver.

¥ ®e 11 forms of communication for which specimens have been given in
Sppendix 9 of the Central Secretariat Manual of Office Procedure, only four,
samely, Letter, D.O. letter, Office Memorandum and 1.D. Note have specified
wrgpet groups, as indicated below —

Forms of Communication Target Group

¥ Letter v"  Foreign Governments, State
Governments, Constitutional
Authorities like UPSC, Election
Commission, ele., Public
Enterprises, Statutory Authorities,
Public Bodies,
Attached/Subordinate Offices,
Members of Public

¥ Demi-Official Letter v" Officers of equivalent level and of
one or two levels above the sender.

¥' Non-officials
¥ Office Memorandum v'  Attached/Subordinate Offices,

Other Ministries/Departments,

Other Sections/Units within the

same Ministry/Departments and
~ Officers & Employees.

v Inter-Departmental Note | v Other Ministries/Departments

Besides these 11 forms of communication, the Central Secretariat Manual of
Office Procedure also includes Circular, Advertisement and E-mail for which no
specific formats have been prescribed. Circular and Advertisement can be issued
in the formats of Letter and Office Memorandum.

E-Mail is a paperless form of communication to be used by department having
computer facilities supported by internet connectivity and can be widely used for
subjects where legal or financial implications are not involved.

In addition, Fax, Speed Post, and Registered Post/Registered AD have been
indicated as methods of delivery in important and urgent matters.
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Wesslimae the Response —

W &mtng. the intention of the decision and what response is anticipated from
S weeer if kept in mind, would help in making the communication effective.

e Consistency and Uniformity —

" wmguzse used should be simple and clear. The content of communication
St s developed in a manner that reflects consistency in the stand taken by
e semder on a particular issue. It should also reflect uniform grammatical
aZsTacon.

Sstendancy, Verbosity, Circumlocution and Repetition —

" Zr=7 should contain any information that is not relevant. While drafting
“wmmmunications, using simple words help in easy understanding of the content. In
wiicon, adopting a direct style of writing without superfluous expressions and
woetton of the matter makes the communication brief.

Frowiding a Summary—

W mere the communication to be sent is long or where the subject matter is
womplex, providing a summary of the content at the end would enable a quick
wereciation of the message conveyed and reinforce the action points for the

RECCIVET.

Iastructions regarding Drafting —

{

Sufficient space should be left for the margin and between successive lines in the
Zraft for incorporating changes, additions, interpolation of words, etc.

Depending on the form, subject of the communication (including reminders)
«mould be mentioned appropriately.

The enclosures, which are to accompany the fair copy, should be indicated at the

sottom left of the page. A short oblique line in the margin will indicate that

enclosures are to be sent along with the fair copy. Where copies of an enclosure

referred in the draft are available and, therefore, need not be typed, an indication

w0 that effect will be given in the margin of the draft, below the relevant oblique
ne.

- Urgency grading will be indicated on the top right corner, if required.
Where the communication to be sent is of an important or immediate nature, the

mode of transmission, e.g. ‘By Registered Post’ or ‘By Speed Post’ or ‘By Special
“Messenger’, etc., will be indicated at the top right corner.
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W copies of the communication are to be endorsed to other authorities for

wmation or for further action, proper endorsements will be indicated at the
e left of the draft.

* “'¢ searing the words “Draft for Approval” should be attached to the

S two or more drafts are put up on a file, the draft as well as the D.F.A.
“igs will be numbered as “D.F.A. I”, “D.F.A. II”, “D.F.A. III” and so on.

of Government Orders —

" wrders and other instruments made and executed in the name of the President
% =upressed to be made in his name and signed by an officer having regular or
secretariat status of and above the rank of Under Secretary, or officer

© =uthorized to authenticate such orders under the Authentication (Orders and
msuments) Rules, 1958,

W here the power to make orders, notifications, etc., is conferred by a statute on

of India, such orders and notifications will be expressed to be made in
¢ e Government of India.

3 3k ok o ok o ok ke ofe ek o
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NOTING

mtiee of Note -

Notes are written remarks recorded on a paper under consideration to
facilitate its disposal.

It should consist of a précis of previous paper, the statement or analysis of
the question or questions requiring decision, suggestions regarding the
course of action and final orders passed thereon.

A note recorded by a Minister, the Prime Minister, the Vice-President or
the President should be referred to as a ‘Minute’.

The name, designation and, where necessary, the telephone number of the
officer signing a note should invariably be typed or stamped with a rubber
stamp below the signature which should be dated. In recording the date,
the month and the year should also be indicated.

wsietimes on Noting —

All notes should be concise and to the point. Excessive noting should be
avoided.

Notes and orders should normally be recorded on note-sheets.

Notes should not be recorded on the receipt itself except in very routine
matters.

‘Docketing’ means making of entries in the notes portion of a file about
the serial number assigned to each item of correspondence (whether
receipt or issue) for its identification. After Docketing, if the Branch
Officer or any higher officer has made any remark on the receipt, it should
be reproduced in the manner indicated below and then the note should
follow.

p.70/Corr
S.No.23 (Receipt) —
“We need to keep Cabsec informed. PI put up today.
Sd/- XXX
/ JS (Policy)
DS(/Proj) Sd/- 23010,
/

A simple and direct style of writing should always be adopted. Use of
complicated and ambiguous language should be avoided.



Verbatim reproduction of extracts from, or paraphrasing of the P.U.C or of
notes of other Ministries recorded on the same file. should be avoided.

Even if apparent errors or misstatements have to be pointed out or if an
opinion expressed therein has to be criticized, care should be taken to
couch the observations in courteous and temperate language free from
personal remarks.

A note will be divided into paragraphs of a convenient size. Paragraphs
should be serially numbered and may also have brief titles, if necessary.

The dealing hand will append his or her full signature with date on the left
below the note. An officer will append full signature on the right hand
side of the note with name, designation and the date.

When passing orders or making suggestions, an officer should confine the
note to the actual points rather than repeating or reiterating the ground
already covered in the previous notes. If the line of action suggested in
the preceding note, is correct, the officer should merely append signature.

Modification of notes — There should be no occasion to record a note in the
first instance and then pasting it over. Such pasting is tantamount to
mutilation of the record. It also gives an inelegant look to the files. Even
where a note recorded in the first instance needs any modification on
account of additional facts/errors having come to notice, a subsequent note
may be recorded indicating the circumstances leading to recording of the
fresh note, keeping the earlier note intact. In any case, there should be no
occasion to conceal a note recorded in the first instance. It is also
undesirable for an officer to make his subordinate change his note.
(Detailed instructions on modification of notes are available in Para 33 of
the Central Secretariat Manual of Office Procedure.)

When a paper under consideration raises several major points which
require detailed examination and respective orders on each point (or group
of related points) it will be noted upon separately in “Sectional” notes.
Such sectional notes will each begin with a list of the major point(s) dealt
with therein.

‘Routine note’ means a note of a temporary value or ephemeral
importance recorded outside the file, e.g., a record of casual discussion or
a note on a point of secondary importance intended to facilitate
consideration of the case by higher officers.
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' "Running summary of facts’ in relation to a case means a summary of the
facts of the case updated from time to time to incorporate significant
development as and when they take place. It is prepared to avoid repeated
re-capitulation of the case through self-contained notes. Wherever a

without repeating any part of the facts in the note.
s of Cases, Quantum of Noting and Functional Approach

“fost of the cases dealt with in Government of India can be divided into the
wme five categories: - :

2 Ephemeral cases

2 Routine/Repetitive cases

~ “ction in Correspondence cases
=~ Problem Solving cases

~ Planning and Policy cases

< owing approach could be adopted for noting on various categories of cases:-
Ephemeral Cases:

- “nese cases are also known as “No-Noting” cases. The Section Officer or Desk
i wntonary should record the reasons, in brief, why no action is necessary and file such
bret s =t the dak stage itself. Such cases should be kept in the File “O” bundle and
JELSE ~w=oved on 31% December of every year. These may also be returned in original to the
Hdl 2 wmcer recording requisite factual information.
~ ®outine or Repetitive Cases:
feayoft
T ot In cases of repetitive nature, ‘a standard process sheet’ which means a standard
«=ton note, should be developed indicating pre-determined points of check. In respect
“her routine cases, a fair reply should be put up without any noting.
F TP dction-in-Correspondence Cases:

T'hese cases also do not require detailed noting. It would be sufficient if a brief
woiz (a paragraph or so) were recorded indicating the issue under consideration and the
szzested action.

q9uTeE & Problem Solving Cases:

Al

In these cases, a detailed note providing maximum information on each aspect
be necessary. Even then, the note should be concise and to the point, covering the
»wing aspects:-
(i) What is the problem?

(ii) How has it arisen?
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= What is the ‘Rule’, ‘Policy’ or ‘Precedent’?
~ “hat are the possible solutions?
. “nich is the best solution? Why?

“hat will be the consequences of the proposed solution?

DN and Planning Cases:

“hese types of cases would not be large in number and are normally dealt with at
Sy higher levels of the organization. They require a thorough examination with
S smount of noting developed systematically. A note in such cases should be
WSS = the following manner: -

Problem — State how the problem has arisen? What are the critical
factors?

Additional Information — Give additional information to size up the
problem. The information would be available on the files and other
papers in the Section. If sufficient information were not available to
enable thorough examination, it should be collected before attempting a
note.

Rule, policy etc — Relevant rules, regulations, policy, standing orders,
practices are required to be referred to, wherever available. Logical
interpretation of such rules etc. bringing out their bearing on the problem
has to be put across in a cohesive manner.

v)  Precedents — Precedent cases having a bearing on the issue under
consideration should be put up. If there are varying precedents or any
precedent differs in certain respects from the case under examination, the
difference should be brought out so as to arrive at a correct decision.

v) Critical analysis — the case should then be examined on merits answering
questions such as ‘what are the possible alternative solutions/ which is
the best solution? It should be ensured that views of other
Divisions/Ministries etc. have been obtained where necessary. Attention
should also be paid to other aspects like the financial and other
implications, repercussions, and the modality of implementing the
decision and the authority competent to take a decision.

(vi)  Concluding paragraph — the concluding paragraph should suggest a
course of action for consideration. In cases where a decision is to be
taken by a higher authority like Committee, Board etc. the point or points
on which the decision of such higher authority is sought should be
specifically mentioned.
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Sweime o5 the process of identifying a document, decision and Jacts mentioned in
LW Gt or office copy of the communication issued.

“mmmcmz involves a series of activities indicated below:

= page in each part of the file (viz. notes, correspondence, appendix to notes
w sopendix to correspondence) will be consecutively numbered in separate
wres. n pencil. Blank intervening pages, if any, will not be numbered.

~ == qem of correspondence in a file, whether receipt or issue, will be assigned a
wa number which will be displayed prominently in red ink on the top middle
sorton of its first page.

~ % paper under consideration on a file will be flagged ‘PUC’ and the latest fresh
mwespt noted upon, as ‘F.R’. In no circumstances, will a slip, other than ‘PUC
ws "FR’ be attached to any paper in a current file. If there are more than one
“m=sh receipt in a case, these should be flagged as ‘F.R I, ‘FR II’ and so on.

* referring to the papers flagged ‘PUC’ or ‘FR’ the relevant page numbers will
“ quoted invariably in the margin. Other papers in a current file will be referred
oy their page numbers.

“zcorded files and other papers put up with the current file will be flagged with
= phabetical slips for quick identification. Only one alphabetical slip will be
#ached to a recorded file or compilation. If two or more papers contained in the
same file or compilation are to be referred to, they should be identified by the
"=icvant page numbers in addition to the alphabetical slip, e.g. “A’/23 n., ‘A’/17 C
and so on.

“ 0 facilitate the identification of references to papers contained in other files after
¢ removal of slips, the number of the file referred to will be quoted invariably in
©¢ body of the note. The relevant page numbers, together with the alphabetical
+'p attached thereto, will be indicated in the margin. Similarly, the number and
Zate of orders, notifications and resolutions, and, in the case of acts, rules and
regulations their brief title together with the number of the relevant section, rule,
paragraph or clause, referred to will be quoted in the body of the notes.

Hules or other compilations referred to in a case need not be put up if copies
“hereof are expected to be available with the officer to whom the case is being
submitted. The fact of such compilations not having been put up will be indicated
n the margin of the notes in pencil.
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e reference slips will be pinned neatly on the inside of the papers sought to be

: 4

-

w2z, When a number of papers put up in a case are to be flagged, the slips

o< spread over the entire width of the file so that every slip is easily visible.

“Seg w= mter-departmental references —

WesCepartmental references broadly fall under two categories, namely:

Q Cases where reference is merely for ascertaining  factual
information; and

9 Cases in which the reference seeks concurrence, opinion or a
ruling from the Ministry referred to.

action based on a clear precedent or practice, the dealing hand in the
receiving Department may straightaway record a note on the file.

commenting upon the reference will record the final views on the file.
This separate examination can be done through routine notes or on what is
commonly known as “shadow files”” which are opened subject-wise in the
receiving department,

When an officer records a note on a file after obtaining the orders of a
higher officer, a remark that “this has the approval ofe-... “ should be
added in that note.

A copy of the note finally recorded -on the main file will be retained with
the routine notes/shadow file, before the main file is returned: to the
originating Department.

“%e inter-departmental note recorded on the file of the originating Department

i

oear the subject file number (shadow file number) to facilitate filing of papers
their subsequent retrieval for future reference.

Wegpe File System (SFS) -

This will apply to matters, which have to be referred by the non-secretariat
organization (NSO) to the department for seeking a sanction/order, i.e. a
decision not within its delegated powers.

The file cover of an SFS case should prominently show the name of the
originating) NSO and likewise indicate that it follows the SFS system.
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"< SES file need not bear an 1.D. No. or other formal method of sending, but
oc¢ sent as though it is from one officer to another in the same
reanization.

“me SFES file should be complete in all respects, so as to enable the
“epariment to take a decision expeditiously; hence the NSO wil] ensure that:

& Every point for decision/order is clearly brought out:

= All relevant connected Papers are placed on the file, properly arranged and
referred to;

- Draft orders/sanctions are put up, where they are required to be approved
by the department for issue; and

20 The availability of funds, etc., is certified where additional expenditure is
nvolved in the proposal.

e officer last dealing with the SFS case in the NSO will mark it to the appropriate
officer in the department, by name; policy files will, however, be referred to the
—=partment atappropriate levels to be determined by the department and the NSO
concerned, through a general order.

All SFS files will be invariably routed through the central registry of the
department concerned. Their receipt will be entered in a separate register,
which will also record, against the relevant receipt entry, the despatch of the
file on its return to the NSO.

As a rule, all notings in the department will be on the NSO file. However,
where sensitive or delicate matters in the sphere of personnel, policy issues
and finance are involved, ‘the recording of notes in “duplicate’ files may be
permitted by issuing general or special orders by the department. This will be
done at a particular stage of the SFS case or at or above 3 particular level,
with the final decision thereafter being suitably recorded on the SFS file.

As a convention, the secretariat noting on an SFS file will start on a new page
and the noting done sequentially-save in matters of the nature referred to in
(7) above.

Action to implement the government decision in SFS case, will be initiated in
and by the NSO on the return of the file, Order so issued should specifically
state that they have received the concurrence of Government in the
department concerned. Copies of every sanction/order so issued by the NSO,
will be endorsed without fail 10 all the officers concerned in the department.



o Single File System are available in Para 53 of the Central
¢ Office Procedure.

of a Summary or Statement of Cases for the Minister

* secontained summary of the case should always be put up with every
WSmmes 10 a Minister.  Such a summary should bring out briefly, but
B ol ®e relevant facts, including the views expressed on the subject by
e Semerments, if any, consulted in the matter, and the point(s) on which the

WSS o ®e Minister are sought. The following points may be carefully
— -

A brief subject heading should be given in all such cases.

The summary should give the chronological facts of the case and

should not omit any important considerations that could affect the
decision.

2] If the case concerns other Ministries or Divisions the summary
should contain the recommendation of that Ministry or Division
and, in case of disagreement, the points of difference and the
recommendation of the Department concerned. Opinions of
individual officers within a Department should not find mention.

*!  The concluding paragraph should contain the point or points on
which decision of the Minister is sought together with the
recommendation of the sponsoring officer.

v) The summary should be self-contained but it should not be
unnecessarily long. Where the material to be submitted is lengthy,
much of it should be relegated to annexure or appendices, keeping
the main summary as brief as possible. This will enable the higher
authorities to study the annexure or appendices if they want further

details on any particular point.

i) The paragraphs of the summary should be properly numbered.

vii)  The summary should be typed preferably in single space in small
paras to enable easy reading.

viii)  The annexure should be page numbered consecutively to facilitate

location of the particular page or portion thereof, to which
attention might be drawn during discussion or further noting.

(ix) In case of lengthy summaries, indicating sub-headings to the
appropriate paragraphs would be useful.

46

AAAAALARRA R AR bk kb kkad



of papers in a case -

Wie submitting a case, the papers, folders, reference book etc., are to be
el i the following order from top downwards:-

Reference books;

2 “wotes portion of the current file ending with the note for consideration;
Running summary of facts;
& Draft for approval, if any;

¢ Correspondence portion of the current file ending with the latest receipt or
'ssue, as the case may be;

* Appendix to notes and correspondence;
Standing Guard File, standing note or reference folder, if any;

N Other papers, if any, referred to e.g. extract of notes or correspondence
rom other files, copies of orders, resolutions, gazettes, arranged in
chronological order, the latest being placed on the top;

Recorded files, if any, arranged in chronological order, the latest being
placed on the top;

Routine notes and papers arranged in chronological order and placed in a
separate cover.

2ad De-linking of files-

¥ the issues raised in two or more current files are so inter-connected that they
must be dealt with together simultaneously, the relevant files will be linked in
“5e manner indicated in (2) below. Such linking may also be resorted to if a
saper on one current file is required for reference in dealing with another

current file unless a copy of the paper can be conveniently placed on the first
file.

When files are to be linked, strings of the file board of the lower file (but not
“s flaps) will be tied round the upper file. The strings of the file board of the
“pper file will be tied underneath it in a bow so that each file is intact with all
s connected papers properly arranged on its file board or flap.

Un receipt back after completion of action, the linked files will be
'mmediately de-linked after taking relevant extracts and placing them on the
relevant files, where necessary.
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“w Cabinet, Cabinet Committees, Group of Ministers, COS, High-level
- Committees -

v s regarding preparing / submitting of notes / papers to Cabinet, Cabinet
== Group of Ministers & COS are available in Appendix 7.1 & 7.2 of Central
Manual of Office Procedure.

“wmiarly. instructions for constitution / re-constitution of High Level

w==  Committees are given in Appendix 7.3 of Central Secretariat-Manual of
Smcedure.

sk e sk 2k ok ok ok ofe ke ofe ok sk ok ok ok ok ok
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Chapter 5
FINANCIAL SANCTIONS

“ENERAL: Financial sanctions are the written expressions relating to the
* or authorization or resolve for expenditure from public funds, In the Govt. of

“wiis discharge of public business, the Ministry of Finance has delegated powers to
wstries/Departments, Administrators of Unjon Territories, Heads of Departments
“=als of Offices. This process of delegation is a continuous one, depending, inter

W pen the economic climate and the level of activity necessitating delegation of
SRS powers to the various executing agencies in accordance with the responsibilities
Weset o them.  The authorities who may exercise these delegated powers, the limits of
“wiiare and the conditions subject to which these powers may be executed are
~ == n the various Rules such as the Delegation of Financial Powers Rules 1978, the

LIMITATIONS ON POWERS TO SANCTION EXPENDITURE: Before
woming expenditure from public funds it may be ensured that:

a) Public revenue is spent only on legitimate objects of public expenditure,

) The expenditure from public money is guided by the standards of financial
propriety indicated in rule 21 of GFR

(c) A subordinate authority sanctions expenditure or advances of public money
in those cases only in which it is authorized to do so by

(i) the provisions of any law for the time being in force , or
(i)  delegation of F inancial Powers Rules, or

(iii)  any other rules issued by or with the approval of the President , or
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(iv)

any special/general orders of the President or other competent
authority.

Directions or stipulations for exercise of delegated or re-delegated powers
are fulfilled. :

In case of expenditure involving new principle or practice likely to lead to
increased expenditure in future, prior consent of the Ministry of Finance is
obtained.

[Rule 4 DFPRs]

Unless otherwise provided by any general or special rule or order it shall be within
. wompetence of an authority to exercise the financial powers delegated to another
seterty subordinate to it.

[Rule 13(5) DFPRs]

DRAFTING OF SANCTIONS:  Drafting financial sanctions is of paramount
sowrance and the following points should be borne in mind:

fa)

(b)

Form of Sanction

(i)

(i)

(iif)

All financial sanctions issued by a Department of the Central
Government which relate to a matter concerning the Department
proper and on the basis of which payment is to be made or
authorized by the Accounts Officer, should be addressed to him.

All other sanctions should be accorded in the form of an Order,
which need not be addressed to any authority, but a copy thereof
should be endorsed to the Accounts Officer concerned.

In the case- of non-recurring contingent and miscellaneous
expenditure, the sanctioning authority, may, where required, accord
sanction by signing or countersigning the bill or voucher, whether
before or after the money is drawn, instead of by a separate sanction.

Sanection in the Name of

0

All financial sanctions issued by Ministries and Departments of the
Central Government whether with the concurrence of the Ministry of
Finance or under their own powers, should be issued in the name of
the President, say as,

“] am directed to convey the sanction of the President ....... ot “The
President is pleased to sanction............. ”
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Where, however, the power to make orders, notifications, etc. is
conferred by a Statute on the Central Government, the statutory
orders, Notifications, etc. so made are expressed only in the name of
the Central Government for obvious reasons

... . Sanctions which are issued by Heads of Department under the
i powers delegated to them are issued in their own name, as under;_

A

“Iam to sanction " and signed by them. Sanctions can also be
signed and communicated to Audit by an authorised gazetted officer
subordinate to the Head of Department, the sanction being either in the

name of the Head of Department or signed by the gazetted officer for the
Head of Department.

[Clause vii-GFR-29]

) When powers delegated to Head of Office are exercised, the
sanctions can be issued in the name of the Head of Office himself.

= Purpose: - The purpose of the sanctioning to expenditure should be clearly
st The language should not be open to ambiguity or mis-interpretation. If'
et articles are to be purchased, the quantity or specification of each one of
“wm should be stated separately and not mixed up with others. Similarly, all orders
“wiening sanctions to the grant of additions to pay, such as special pay and
“wmpensatory allowance, should contain a brief but clear summary of the reasons
v e grant of the addition so as to enable the Audit Officer to see that it is
“wmectly classified as special pay or compensatory allowance, as the case may be.

£ Amount: - All orders conveying sanction to expenditure of a definite

@mowst or upto. a specific limit, should express the amount of expenditure )
wmctoned both in words and figures.

-

[Clause(vi) GFR-29]

. Conditions: - It should be ensured that sanctions duly incorporate any

wioemation, certificate, conditions etc. required to be incorporated under the
wievant financial rules. The following are some examples: -

(i) While creating a temporary post, its duration must be clearly stated.
The date from which it is created should also invariably be specified.

[GFR-27(2)]

(i) All sanctions of the grants-in-aid issued by a Ministry/Department
under Rule 20 of the D.F.P.Rs 1978, should conform to the pattern of
assistance or rules governing such grants-in-aid also have been laid

down by the Internal Finance Wing of the Ministry/Department
concerned under GFR 209 (2).




(iii)

All orders conveying sanctions to the grant of additions to pay such as

Special Allowance, Personal Pay, etc., should contain a brief
summary of the reasons for the grant of such additions to pay so as
to enable the Accounts Officer to see that it is correctly termed as
Special Allowance, personal Pay, etc., as the case may be.

[Clause (viii) GFR 29]

Whenever any orders are issued affecting the conditions of service of
wersons serving in the Indian Audit and Accounts Department, the fact that the
"2ers are being issued after consultation with the Comptroller and Auditor General
‘ndia, as required under Article 148(5) of the Constitution, should be mentioned

* the orders, preferably as a separate paragraph as indicated below: -

“In so far as the persons serving in the Indian Audit and Accounts
Department are concerned, these orders are issued after consultation with
the Comptroller and Auditor General of India.”

(i)

(ii)

(iii)

Sanction issued with the consent of other Ministries/Departments

Whenever the consent or sanction of the Finance Ministry is required
under these rules, such consent or sanction shall be communicated to
the Audit/Pay and Accounts Officer concerned by a Department of
the Central Government itself after adding a Clause to the sanction
as follows:-

“This Order/Memorandum issues with the concurrence of the
Ministry of Finance (Department of Expenditure), vide their
O ML NG o e 2 o

Whenever the consent of the Finance Ministry is required under
these rules, such consent or sanction shall be communicated to the
Audit/Pay and Accounts Officers concerned by a Department of the
Central Government, where the Integrated Finance Advice Scheme
has been introduced by adding a clause to the sanction letter as
follows:-

“This order/Memorandum issues with concurrence of Finance
Branch vide their U.O. No ............... dated ...

Whenever a financial sanction is issued by a Department of the
Central Government in exercise of the powers conferred on it by
these rules in consultation with its internal  Financial
Adviser/integrated Financial Adviser, it shall be communicated to
Audit/Pay and Accounts Officer concerned by the Department
concerned by adding a clause to the sanction as follows:
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“This sanction issues in exercise of the powers conferred on this
Department  in  consultation with  the Internal  Finance
Branch/Finance Branch vide their UO.Ne............... dated

19

[DFPR - 25]

(iv)  All financial sanctions and orders issued by a department with the
concurrence of the Ministry of Home Affairs or Comptroller and
Auditor-General of India or Department of Personnel should specify
that the sanction or orders are issued with the concurrence of that
Department along with the number and date of relevant
communication of that Department wherein the concurrence was
conveyed.

[Clause (v) of GFR-29]

(v)  In the case of sanctions involving foreign exchange where the
concurrence of the Ministry of F inance(Deptt. Of Economic A ffairs
and/or Department of Expenditure) is obtained, the fact that the
concurrence of the Department of Economic A ffairs has been
obtained is specifically indicated along with the number and date of
the authority of that Department.

' Sometimes items of expenditure sanctioned by the Ministry/Department
“om its Grant are actually incurred by another Ministry/Department as in the case
* works executed by Divisional Officers of CPWD etc. on behalf of other
Ainistries/Departments. In the Departmentalized Accounting System, the debits for
such expenditure are passed on along with the vouchers for final accountal to the
concerned Pay & Accounts Officer of the Ministry/Department which sanctioned
=xpenditure. In cases of this nature, the Ministries/Departments according the
wnction should indicate in the sanction the particular P&AO in whose books the
=xpenditure is to be finally adjusted, besides indicating the particulars of the head of
sccount and the grant/appropriation to which the expenditure is debitable.

COMMUNICATIONS OF SANCTIONS

2 Copies of all sanctions/orders other than the following types should be
endorsed to the Audit Officer:-

(1) Sanctions relating to grant of advances to Central Government
employees.

(ii) Sanctions relating to the appointment/promotion/transfer of gazetted
and non-gazetted officers.

(ili)  Sanctions relating to creation/continuance/abolition of posts.
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(iv)  Sanctions for handing/taking over charge etc.

(v)  Sanctions relating to payment/withdrawal of General Provident Fund
advances to Government servants.

(vi)  Sanction of contingent expenditure incurred under powers of Head |

of Offices.

(vii)  Other sanction of routine nature issued by heads of subordinate offices
(other than those issued by Min/Department proper under powers of a

HOD).
> Copies of all general financial orders issued by the Departments of the
~emeral Government with the concurrence of the Comptroller & Auditor General
ma» be supplied to the C&AG . [ GFR - 29]
SIGNING OF SANCTIONS:

. Under Article 53 of the Constitution, the executive power of the Union vests
= the President and is exercised by him either directly or through officers
whordinate to him in accordance with the Constitution. Article 77 of the
_onstitution requires that all executive action of the Government of India should be
swpressed to be taken in the name of the President and that orders and other
=struments made and executed in the name of President should be authenticated in
such manner as may be specified in rules made by the President. The rules made by
»e President for the authentication of orders in the name of the President are
comtained in the Authentication (Orders and other Instruments) Rules,1958.

b All financial sanctions and orders involving payments from Government
wnds should not be conveyed over cyclostyled signatures. They should be
sommunicated to the Audit Officer and/or the Accounts Officer, as the case may be,
2ulv signed by an authorized gazetted officer.

c Sanctions accorded by a Head of Department may be communicated to the
“ccounts Officer by an authorized Gazetted Officer of his Office duly signed by
=m for the head of Department or conveyed in the name of the Head of the
Department.

[Clause (vii) GFR-29]

i) A Head of Office can authorise a subordinate gazetted Officer to incur
contingent and miscellaneous expenditure on his behalf. But the Head of Office
=emains responsible for the correctness, regularity and propriety of expenditure
ncurred by the said gazetted officer. In such cases, sanctions can be signed by the
zzzetted officer for the Head of office, who has to communicate the name and
specimen signature of the former to the Treasury Officer.

[Rule 16 of the DFP Rules and Rule 142 of the Treasury Rules]
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25 TAILS OF BUDGET PROVISIONS: All sanctions to expenditure shall
“= details of the provisions in the relevant Grant/appropriation wherefrom
= is to be met including the details of Budget head under which the expenditure
 socked and also how the expenditure will be met (i.e. valid appropriation or re-
w-n). In case sanction is issued before funds are communicated it should be
‘. = the sanction that such expenditure is subject to funds being communicated in

pesesam budget.

[GFR-25]

EFFECT OF SANCTION

2 Date of effect of sanction — Subject to fulfillment of the provisions of Rule
« of the Delegation of Financial Powers Rules, 1978, all rules, sanctions or orders
&'l come into force from the date of issue unless any other date from which they

-;f come into force is specified therein.
[Clause (1) GFR - 27]

h However, no expenditure can be incurred against a sanction unless funds are
=ade available for the purpose by valid appropriation or re-appropriation or
wivance from Contingency Fund of India. Sanction for recurring expenditure
secomes operative for the first year when funds are made available and remains
~=ctive for each subsequent year subject to appropriation in such years and also

subiect to the terms of sanction.
[Rule 6 DFPRs]

. 1 APSE OF SANCTION: A sanction for any fresh charge shall,unless specifically
wsewec lapse if no payment in whole or part has been made during a period of 12 months
. = date of issue. Following are the exceptions to this general rule: -

2 When period of currency of sanction is prescribed in departmental
~=gulations or specified in the sanction itself, it will lapse on the expiry of such
period. - :

b When there is specific mention in the sanction that expenditure will be met
“om budget provisions of specified financial year, it will lapse at the close of that
fmancial year.

C In the case of purchase of stores, a sanction shall not lapse, if tenders have
seen accepted (in the case of local or direct purchase of stores) or the indent has
~een placed (in the case of Central Purchases) on the Central Purchase Organization
within the period of one year of the date of issue of that sanction, even if the actual

~evment in whole or in part has not been made during the said peiiod.
[ GFR —30]
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Sanctions relating to addition to a permanent establishment made from year
=ar under general scheme sanctioned by competent authority or in respect of an
«ance for a particular post/class of Govt. servants, even though not drawn by

% o Tcer(s) concerned,shall not lapse.
[GFR 31]

* sanction to an advance or a non-refundable part-withdrawal from Provident
we. unless it is specifically renewed, lapses on the expiry of a period of three
swwi=s. This does not, however, apply to withdrawals effected in installments. In
wov cases, the sanction accorded for non-refundable withdrawal from Provident
s remains valid upto a particular date to be specified by the sanctioning

sty in the sanction order itself.
(GFR 268)
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Chapter 6
PARLIAMENTARY PROCEDURE

“w =mentary Control over Executive: - The Constitution of India derives its
“om the people and fully recognizes the sovereignty of the people in the
on of the country. This sovereignty is exercised through Parliament elected
“amchise, with a responsible Cabinet as its executive instrument.

“w ament, representing the people, is supreme in the administration of the
“he Council of Ministers is.collectively responsible to the Lower House of
" for its acts of omission and commission. Parliament can force the Executive
e oy expressing want of confidence or by rejecting any of the policies put forward
e Exccutive.

“wrizament’s control over the Executive can broadly be described under the
e two heads:-
Control over general policy, and
2. Control over public finances.

“ontrol over general policy is exercised through the endorsement or rejection of
% weices initiated by the Executive and by moving resolutions, motions including no-
waidemce motions, etc.

~oowol over public finances.- It is the responsibility of the Executive to formulate
“emamds for money and to initiate necessary fiscal measures to finance its plans and
W while it is the prerogative of the legislature to exercise control over (a) taxation,
“wnsenditure, (¢) borrowing, and (d) accounts.

Sesides this omissions and commissions in the implementation of the policies are
“ wgnlighted through the Questions and other items of agenda.

Parliament
') The two Houses.- The supreme legislature of the Union is the Parliament
«=ung of the President and the two Houses —the Rajya Sabha or the Council of States
w e Lok Sabha or the House of the People. Each House is assisted by the respective

Eotanial.

The President shall from time to time summon each House of Parliament to meet
wcn times and place as he thinks fit.

At the commencement of the first session after each general election to the House
e People and at the commencement of the first session of each year, the President
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" acress both Houses of Parliament assembled together and inform Parliament of the
Smses of its summons.

The President is constitutionally bound to summon Parliament without allowing
W sservention of a period of six months between two consecutive sessions, i.e. between

@y there are three sessions in a year the first one commences in the mid-F ebruary

o -

WIER s the budget session, the second, the autumn session starts in the mid-Au_gust,
W e third in the mid-November and is known as the winter session.

i ) Time and duration of sittings.- The Houses normally sit everyday, except on
WisZays and Sundays. The Rajya Sabha sits from 11 AM. to 5 P.M. The Lok Sabha
= 11 AM. t0 6.00 PM. The Rajya Sabha observes a recess of an hour and a half
= P-M. t0 2.30 P.M. but in the Lok Sabha the recess is of an hour from 1.00 P.M. to

“ M The Houses can also sit exceptionally on other days and at other times.

i) Quorum- It means the minimum number of members required to be present

¢« ssming of the House for valid transaction of its business. The quorum to constitute a

“wsting of either House of Parliament is one-tenth of the total number of members of the
wsc. This includes the Speaker/Chairman or the Presiding Officer for the time being.

(iv) Some other important Parliamentary terms.

(2) Adjournment, Prorogation and Dissolution — Adjournment of the House means
sonement of a sitting of the House to an hour or part of the same day or to a
e=cular day or sine-die, i.e. without any definite date being fixed for the next sitting.
“er the House is adjourned sine-die, a sitting of the House can be called by the Speaker.
= aZjournment of the House sine-die, the business pending before the House does not

e

Prorogation means the termination of a session of the House — On prorogation of

« ~touse, all business pending before-the House, except what is saved by Article 107(3)
~e Constitution and Rules 284, 335 and 336 of the Rules of Procedure and Conduct of
“wsmess in Lok Sabha, lapses. After the House is prorogued, no sitting of the House can

alled unless he President summons the House afresh under Art. 85(1) of the
“stitution which really means a new session,

The House is adjourned by the Speaker whereas it is prorogued by the President.

- ournment also may be a motion in the Lok Sabha where the on-going business is

«= wurned or kept in abeyance in order to take up a definite matter of urgent importance
- a disaster or havoc like tragic losses of life or property etc.

The President has power to promulgate Ordinances when the House is prorogued
< not when the House is adjourned. During adjournments also the House is in session.
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(J) Special Mentions — After an item of business is over and before another is
th the permission of the chair raise matters not listed in the

w2z paper.  Written replies are sent to the Member within a month since when the

muer was raised.,

(k) Table of the House — The oval Table is just below and in front of the desk of
“« Secretary General below the Speaker’s Podium. Papers which are required to be laid
= e Table of the House are already placed on this Table. At the appropriate time, when
= =d by the Speaker, the Minister-in-charge goes on record by mentioning that he lays

== documents on the Table of the House. During sitting of the House, the Roll of
=mbers is always kept on this Table for s

gnature before taking their seats. Senior
““cers of various Branches of the Secretariat of respective House are seated around the

‘1) Zero Hour—Members are allowed to raise matters of urgent public importance
=7 the Question Hour i.e. during ‘Zero Hour’ in the two Houses by the Presiding Officers.
+ “enever Presiding Officers give directions to the Government or the Minister/Minister of
== of Parliamentary A ffairs gives assurances on certain issues raised during ‘Zero Hour’ in
“= 'wo Houses, the relevant extracts from the proceedings of the Houses relating to such
waers are sent by the Minister of Parliamentary A ffairs to the Minister concerned on the same
< torsuch action as may be deemed necessary by the department. Ministry of the Parliamentary
*“zirs also sends relevant extracts from the proceedings relating to the matters raised during
~=70 Hour in the two Houses on which no directions or assurances are given, to the department
~cerned for information and such actions as may be deemed necessary. The department may

=mine such matters and, if deemed necessary, send replies to the members under intimation
¢ Ministry of Parlimentary A ffairs,

3. “Questions in Parliament”- The primary object of Questions is to elicit

=‘ormation on facts and figures in matters of public importance within the special
“~znizance of the Minister.

_-zstions are of three kinds:-

Starred Questions- These are answered orally on the floor of the

House and with
reference to the

answer given, members are entitled to ask supplementary
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Juestions. These will be intelligently anticipated while preparing — ‘Note for
Supplementaries’ for the use of the Minister.

T TR T e e e e e e ey |

Short Notice Questions- These may be only admitted with written consent
©eMinister ‘urgent in regard to matters of public importance notice shorter than
=n clear days for the Speaker and five for the Minister and answered orally as
starred questions. It is within the discretion of the Minister ejther to accept or
70t to accept a short notice question. If the Minister declines to accept short
notice of a Question, and the Question is of sufficient public importance, that
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so-and- so of the questions falls within the mischief of rule so-and-so which facts
may be taken into consideration while deciding admissibility of the question.

QUESTIONS — CONDITIONS FOR ADMISSIBILITY
A Question to be admissible must satisfy the following conditions:-

i. It shall not bring in any name or statement not strictly necessary to make
the question intelligible;
ii.  Ifit contains a statement the member shall make himself responsible for
the accuracy of the statement;
iii. It shall not contain arguments, inferences, ironical expressions,
imputations, epithets or defamatory statements;
iv. It shall not ask for an expression of opinion or the solution of an abstract
legal question or of a hypothetical proposition;
v. It shall not ask as to the character or conduct of any person except in his
official, or public capacity;
vi. It shall not ordinarily exceed 150 words;
vii. It shall not relate to a matter which is not primarily the concern of the
Government of India;
viii. It shall not ask about proceedings in a Committee which have not been
placed before the House by a report from the Committee;
ix. It shall not reflect on the character or conduct of any person whose
conduct can only be challenged on a substantive motion:
X. It shall not make or imply a charge of a personal character;
xi. It shall not raise questions of policy too large to be dealt with within the
limits of an answer to a question;
xii. It shall not repeat in substance questions already answered or to which an
answer has been refused;
xiii. It shall not ask for information on trivial matters;
xiv. It shall not ordinarily ask for information on matters of past history;
xv. It shall not ask for information set forth in accessible documents or in
ordinary works of reference.
xvi. It shall not raise matters under the control of bodies or persons not
primarily responsible to the Government of India;
xvii. It shall not ask for information on a matter which is under adjudication by
a court of law having jurisdiction in any part of India;
xviii. It shall not relate to a matter with which a Minister is not officially
connected;
xix. It shall not refer discourteously to a friendly foreign country;
XX. It shall not ask for information regarding Cabinet discussions, or advice
given to the President in relation to any matter in respect of which there is
a Constitutional, statutory or conventional obligation not to disclose
information;
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XX1.

xXil.

It shall not ordinarily ask for information on matters which are under
consideration of a Parliamentary Committee; and

It shall not ordinarily ask about matters pending before any statutory
tribunal or statutory authority performing any judicial or quasi-judicial
functions or any Commission or Court of Enquiry appointed to enquire
into, or investigate, any matter but may refer to matters concerned with
procedure or subject or stage of enquiry, if it is not likely to prejudice the
consideration of the matter by the tribunal or Commission or Court of
Enquiry.

GENERAL PROCEDURE REGARDING QUESTIONS

The procedure regarding Parliament Questions is summarized below:-

a)

b)

d)

Notice of a question must be given in writing to the Secretary General of
the House and must specify (a) the official designation of the Minister to
whom it is addressed, or , if the question is addressed to a private member,
the name of such member; and (b) the date on which the question is
proposed to be placed on the list of questions for answer.

In order to enable the members of Parliament to address the questions
correctly, a pamphlet entitled “Subjects for which various Ministries and
Departments of the Government of India are responsible” for answering
questions in the Lok Sabha/ Rajya Sabha is supplied to them. Whenever
any changes take place in the allocation of work amongst the various
Ministries, whether they occur during the session or otherwise, such
changes should be communicated by the Ministries concerned to the Lok
Sabha and Rajya Sabha Secretariats immediately so that they may have
the up-to-date information regarding the subjects dealt with in each
Ministry.

Not less than ten and not more than twenty-one clear days’ notice of a
question is requiredto be given. In the case of Rajya Sabha there is no
upper limit of notice period and notices can be given from the day the
House is summoned for the forthcoming Session.

The time available for answering questions is allotted by the
Speaker/Chairman on different days in rotation for answering of questions
relating to the various Ministries of the Government of India. For this
purpose, Ministries have been divided into groups, each group having its
questions on a particular day allotted to it.

An asterisk (*) should be placed at the beginning of a question to which a
member wishes to have an oral answer on the floor of the House. When a
question has been answered orally by a Minister, it is open to any member
of the House to ask supplementary questions. A dagger mark (%)
indicated that the original question is in Hindi.
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f)

g

h)

i)

i)

k)
)

Not more than five including one starred question distinguished by
asterisk by the same member can be placed on the list of questions for oral
answer on any one day.

In the list of questions for oral answers for any day, not more than twenty
questions can be included. Questions in excess of twenty are transferred
to the list of questions for written answers.

Where two or more questions on the same or allied subject addressed to a
Minister for oral answer appear on the list of questions for any particular
day and when the first of them comes up for answer, the
Speaker/Chairman may himself or on the request of any member, direct
that any or all such questions be taken up together for answer, irrespective
of the order in which they stand in the list.

Members have to indicate in their notices of starred questions for each day
the order in which they desire to ask their questions for answer. If no
preference is indicated, the questions shall be placed on the list of
questions for oral answer in the order in which notices are received in
point of time.

Notices of starred and unstarred questions must be given separately and
separate notices are required for separate dates, and when notice of more
than one question is given at the same time, such questions and their parts
should be clearly numbered.

Notices of questions should be clear, self-contained and complete.
Questions containing references to previous questions and answers must
be made self-contained by quoting very briefly the purport of the previous
questions and answers, their numbers and the dates when the questions
were answered.

m) Questions asking for information as regards the truth or otherwise of

n)

0)

)

q)

statements in newspapers must contain the specific points in the
statements in respect of which information is desired.

Notices of questions referring to newspaper articles must be accompanied
by the relevant newspaper cuttings or the name of the paper and the date
when the article appeared in the paper.

In the case of a question containing a statement by the member, he must
make himself responsible for the accuracy of such statements.

A question not asked by a member although he is present in the House is
treated as withdrawn and therefore not printed in the proceedings of the
House.

Answers to Starred questions not reached during the Question flour are
deemed laid on the Table of the House at the end of it. A question not
reached for oral answer may be answered after the end of the Question
Hour with the permission of the Speaker/Chairman, if the Minister
represents to the Speaker/Chairman that the question is one of special
public interest to which he desires to give an answer.

An absent member’s starred questions for a particular sitting may be asked
by another member provided the latter has been authorised in that behalf
in writing and the letter of authority is given before the sitting to the
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t)

Secretary General. Such authority should be for a definite date or dates.
An absent member is not permitted to authorize more than one member for
this purpose for any one sitting. If on a question being called, it is not
asked or the member in whose name it stands is absent without giving any
letter of authority to any other member on his behalf, the Speaker may, at .
his discretion, direct the answer to be given in the second round, if in his
cpinion or that of the Minister concerned, the subject matter of the
question is of such importance as to warrant an answer being given in the
House.

The questions of absent members which are answered in the House are
printed in the official report of the Parliamentary Debates with a bracketed
remark indicating that they were asked by so-and-so on behalf of so-and-
S0.

In cases where no intimation is received by the Speaker/Chairman from
the absent member, the question is passed over in the House but it is
included together with its answer in the official report of the proceedings.

* "DRAFTING OF ANSWER TO PARLIAMENTS QUESTIONS” Every
sngle question has to be answered duly. While drafting the answer, the
“llowing points will be borne in mind:-

a)

b)

d)

The preparation of a tentative draft answer and a draft note for
supplementaries, where necessary, will be undertaken immediately on
receipt of the provisionally admitted question. Simultaneously further
information will also be collected from all concerned. The draft answer so
prepared will be reviewed on receipt of the printed list of admitted
questions, and, if necessary revised so that it conforms to the admitted
form of the question. To facilitate this, the Parliament Unit will keep in
contact with the Lok Sabha/ Rajya Sabha Secretariat and ascertain the text
of the question as finally admitted for the information of the section
concerned, even before the printed list is received. This will be done a
couple of days before the printed list is received i.e. as soon as the final
list is ready in the Lok Sabha/ Rajya Sebha Secretariat for going to the
press.

In preparing a draft answer, parts of the question will be reproduced and
replies thereto set out in parallel columns against each part. In cases of
starred questions, the position of the question in the printed list will be
indicated on the top right hand corner of the draft answer. If the original
notice is in Hindi, an indication will be given to that effect on the draft.
The answer will be as precise, unambiguous and complete as possible,
taking particular care to avoid expressions which are liable to be construed
as evasive or as implying an assurance unless it is clearly intended to give
one. It must be restricted to the text only.

As far as possible, an interim answer, even to an unstarred question, that
“information is being ccllected and will be placed on the Table of the
House” will be avoided. Such a reply will be given only if it is expected,
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with a reasonable degree of certainty, that the information would be
available and that there will be no objection to disclosing it.

€) If on the basis of whatever information is already available within the
Department or has been obtained from the out-side agencies, a satisfactory
answer could be framed, the feasibility of giving such an answer, although
not strictly complete, may be considered without calling for further
information or holding out an assurance.

f) Where a question calls for elaborate answer or detajled figures, the reading

however, there is no need to say so specifically.

g) When an answer to a question refers to information available in a
document, whether published under the authority of the Government or
otherwise copies of such a document will invariably be placed in the
Parliament Library before the answer is given or laid on the Table of the
House.

h) An answer to a question will not refer to the answer to a question or
proceedings in the other House during a current session.

i) Ifa question is on the printed list, it has to be answered even though the
reply may be that it would not be in the public interest to give the
information asked for.

J) When the original question is in Hindi, the answer will be in Hindi and
will be treated as the official version and the English version will be
treated as its translation.

k) A note for supplementaries marked ‘Secret’ for the use of the Minister

ALTERATIONS IN THE ANSWERS GIVEN - Whenever a minister while
“7ing to a Question deviates from the printed version, the Department concerned will
wmediately communicate the fact to the LS/RS Sectt. As well as to the Information
““cer concerned and ensure that necessary corrections are made in the copies already

Where the printed answer to a Question is found to contain any inaccuracy the
»wing procedure will be followed:

2} Within a week of the reply, the minister will ordinarily give a notice to the
Secretary General, Lok Sabha/Rajya Sabha of his intention to make a statement.
A copy of the statement proposed to be made will also be sent.

o) The prescribed number of copies (both in Hindi & English) of the Statement,
alongwith an authenticated copy, will be sent to the Lok Sabha/Rajya Sabha,

66




latest by 5.00p.m. on the working day preceding the day on which the statement
is to be made.
' If the House is in session —

i.  Starred Questions (Lok Sabha/Rajya Sabha).

ii.  Unstarred Questions in the Lok Sabha:

Item would be included in the list of questions for written answer on the
appropriate day as -

“The minister of ........... to lay a statement correcting the reply
givenon .............. to Unstd Qn.No.................. By BB e v
regarding:t, U5 T e

As at (i) above.
d) Ifthe House is not in session —
(1)  Starred Questions:

(aa)  The minister may be called upon to make the statement during the next
session, or

(bb)  The statement may_be included in official report of the debates with a
suitable explanatory foot note.
(ii)  Unstarred Questions:

As at (bb) above,

In case copies of the answer to a Question supplied to the Lok Sabha/Rajya Sabha
=cretariat are desired to be replaced or some corrections are to be carried out in these
nies, necessary intimation to the effect and revised copies of answers should be sent so
= 1o reach the Lok Sabha/ Rajya Sabha Secretariat not later than 9.00 hrs. on the day on
~ich the Question is due for answer.

Laying of papers on the Table of either House of Parliament- When it is proposed

Y a paper on the Table of the [ok Sabha/Rajya Sabha, otherwise than as a part of a
=olv to a question, a copy of the paper, authenticated in Hindi and English by the
aister preferably on the front page in the manner described below, together with the
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wescribed number of copies should be sent to the Secretariat of the House concerned, at
=25t two clear days before the date on which it is proposed to be laid on the Table:-

“Paper to be laid on the Table of Lok/ Rajya Sabha”.
AUTHENTICATED

Dated (Signature)
2w Delhi Minister of —==rsccaorc o

Simultaneously, the Secretariat of the House concerned should also be informed

nether additional copies of the papers proposed to be laid on the Table of the House

-ould be available for supply to such members of Parliament as may ask for them and if

. how many. The name, designation, telephone number of the officer from whom the

oare copies can be had should also be communicated to the Secretariat of the House

-oncerned. All reports required to be laid on the Table of a House of Parliament will be
"c'eased to the press only after they have been so laid.

7 “HALF AN-HOUR DISCUSSION”- The last Half-an-hour on three alternate
Zzys in each House is allotted for raising discussion on a matter of sufficient public
mportance which has been the subject of a recent question, oral or written, and the
mswer to which needs elucidation on a matter of fact. A member wishing to raise a
matter has to give notice in writing to the Secretary General of the House concerned three
Zays in advance of the day on which the matter is desired to be raised specifying the point
- points that he wishes to raise accompanied by an explanatory note stating the reasons
“or raising discussion on the matter in question. Hence, for three days after answering a
suestion there may be such a notice. It is therefore necessary to continue to collect
~formation even after a question is answered.

The Speaker/Chairman may waive the requirements concerning the period of
wotice with the consent of the Minister concerned. The Speaker/Chairman shall decide
‘hether the matter is of sufficient public importance to be put down for discussion and
2y not admit a notice which in his opinion , seeks to revise the policy of Government.

There is no formal motion or voting on the matter in question. The Member who

"as given notice makes a short statement and the Minister concerned gives a short reply.

“ny member who has previously intimated to the Speaker/Chairman is permitted (after

»e member in whose name the discussion is admitted has spoken and before the Minister

-ommences his reply) to put a question for the purpose of further elucidating any matter
f fact.

When half-an-hour discussion is interrupted for want of quorum or when there is

~0 time for the Minister to give a full reply to the debate, he may with the permission of
7 Speaker/ Chairman lay a statement on the Table of the House.
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Discussions on matters of urgent public importance for short duration- A member

»liament desirous of raising discussion on a matter of urgent public importance may

. ~otice in writing to the Secretary General of the House concerned specifying clearly

. orecisely the matter to be raised, together with an explanatory note stating the

—oms for raising discussion. The notice shall be supported by the signatures of at least
sther members. ‘

If the Speaker is satisfied, after calling for such information from the member

~as given notice and from the Minister as he may consider necessary, that the matter

wzent and is of sufficient importance to be raised in the House at an early date, he may

- the notice and fix the date for discussion. Not more than one hour in the Lok

2 and two and a half hours in the Rajya Sabha are allowed for such discussion at or
-= the end of sitting.

There is no formal motion or voting on the matter in question. The member who
= ziven notice makes a short statement and the Minister concerned gives a short reply.

- other member who has previously intimated to the Speaker/ Chairman may be
——itted to take part in the discussion.

A precise, brief marked ‘Secret’ is required to be submitted before hand for use of
- Wtinister while replying to the discussion.

“CALLING ATTENTION TO MATTERS OF URGENT PUBLIC
SORTANCE’- With previous permission of the Speaker/Chairman, a
.—her/members may call attention of a Minister to any matter of urgent public
—~ortance. The Minister may make a brief statement immediately or ask for time to
maxcz a statement at a later hour or date. No debate is permitted on such a statement at
.. ume it is made. However, the Speaker/Chairman may, in his discretion, allow
~matories to a calling attention notice to ask a clarificatory question each.

Not more than two such matter can be raised at the same sitting. Priority between
<uch matters shall be given to that matter which is, in the opinion of the Spea
- Chairman, more urgent and important.

A member giving a call attention notice to the Secretary General of the House
“-rses inter alia copies thereof concurrently to the Minister concerned and the speaker.
+11 be open to the Minister, immediately on receipt of such a notice, to bring any facts
42 notice of the Speaker/Chairman which he may take into account in deciding the
Lo=issibility of such a notice.

If an when the notice has been referred to the Ministry for facts/comments
- —=on. it should be treated as immediate and the relevant facts should be forwarded to
- Secretariat of the House by 10.00 hours of the following day and a copy thereof
—orsed to the Department of Parliamentary Affairs. While forwarding the facts, the
| ~stry should indicate whether they have been issued with the approval of the Minister
.~ whether the facts may or may not be disclosed to the Members.
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The statement made in the House in response to a calling attention notice should
wwe cover the points raised by members through notices of Questions, Adjournment
Watons and other notices on the same or allied subject. The statement includes the
wecise factual position of the urgent matter, stops initiated to provide relief and curb it
< = promise of non-recurrence. Such a general promise is not treated as an assurance.

Along with the draft statement in reply to an admitted calling attention notice, a
wse for supplementaries marked ‘Secret’ has also to be prepared and submitted to the
Wasster. If a calling attention notice is in Hindi or if the first signatory tables the notice
» =mndi, the statement should, as far as possible, be made in Hindi.

In the case of a NO-DAY-YET-NAMED Motion, given notice of and admitted,
~esartment of Parliamentary Affairs will advise the Ministry and the Secretariat of the
“ese concerned whether time can be made available for discussion on it. It is taken up
“umg the time saved out of the government time allotted by the Business Advisory
~smmittee of the House concered. In the case of motions for which time can be made
waizble, Ministries should normally agree to a discussion unless there are serious
#ections to a discussion being held. A file has to be opened and a brief draft for
wwroval of the Minister about the government’s stand in the matter. It is taken up when
mciaded in the list of Business.

Motion for Adjournment on a Matter of Public Impertance- A motion for
« oumment of the business of the House for the purpose of discussing a definite matter
argent public importance can be made with the consent of the Speaker.

Notice of an adjournment motion shall be given before the commencement of the
“tng on the day on which the motion is proposed to be made to (a) the Speaker, (b) the
“mister concerned, and (c) the Secretary General of the House.

The right to move the adjournment of the House for the purpose of discussing a
“=“ite matter of urgent public importance shall be subject to the following restrictions:-

a) Not more than one such motion shall be made at the same sitting.

b) Not more than one matter shail be discussed on the same motion.

¢) The motion shall be restricted to a specific matter of recent occurrence.

d) The motion shall not raise a question of privilege.

e) The motion shall not revive discussion on a maiter which has been
discussed in the same session.

f) The motion shall not anticipate a matter, which has been previously
appointed for consideration. In determining whether a discussion is out of
order on the ground of anticipation, regard shall be had by the Speaker to
the probability of the matter anticipated being brought before the House
within a reasonable time.

g) The motion shall not deal with any matter which is under adjudication by
a Court of Law having jurisdiction in any part of India.
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h) The motion shall not raise any question which under the Constitution or
the Rules of Procedure and Conduct of Business in Lok Sabha can only be
raised on a distinct motion by a notice given in writing to the Secretary
General.

No motion which seeks to raise discussion on a matter pending before any
wory tribunal or statutory authority performing any judicial or quasi- judicial
w+ions or any commission or Court of Enquiry appointed to enquire into or investigate

matter shall ordinarily be moved.

The Speaker may allow such a matter being raised in the House as is concerned
~ the procedure or subject or stage of enquiry if he is satisfied that it not likely to
- _dice the consideration of such matters by the statutory tribunal, statutory authority,
~mission or court of enquiry.

If the Speaker gives consent, he shall, after the questions and before the list of
~=ss is entered upon, call upon the member concerned to rise in his place and ask for
= 10 move the adjournment of the House.

If objection to leave being granted is taken, the Speaker shall request those
—.—=rs who are in favour of leave being granted to rise in their place, and if not less
. fifty members rise accordingly, the Speaker shall intimate that leave is granted. If
than fifty members rise, the Speaker shall inform the member that he has not the

= of the House.

The motion shall be taken up at 4.00 P.M. or if the Speaker so directs, at any
== hour at which the business of the House may conclude.

The Speaker may if he is satisfied that there has been adequate debate put the
~ion at 18.30 hours or at such other hour not being less than 2 hours and 30 minutes
— the commencement of the dgbate. The speaker shall prescribe the time limit for

pE=ChCS.

It will be open to the Minister to bring immediately, on receipt of a notice on an
_mment motion, any facts to the notice of the Speaker which he may take into
.nt in deciding the admissibility of the notice.

The Speaker may also require a notice to be referred to the Minister for facts. In

. -ase. it should be ensured by the Ministry that the facts are forwarded to the Lok

.= Secretariat by 10.00 hours of the following day. While forwarding facts, the

- <iry should also indicate whether they have the approval of the Minister and whether
may be disclosed to the Members.

Intimations about adjournment motions should be treated as ‘Immediate’ and the
srepared thereon for use of the Minister should give the following information:-
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i.  The notice of motion with date for discussion.

ii. A concise statement of all the facts known. (in respect of the
Ministries/Deptts. Concerned also)

iii. A descriptive list of the documents, extracts of files put up, each of which
should be clearly flagged. These should cover all material likely to be
useful in debate or required for reference, and the relevant, portions should
always be specifically indicated and, if possible, sidelined in the papers
themselves.

iv.  Notes so far as they may be required to amplify or explain the material put

up.

Procedure regarding making of Suo-moto statements by Ministers under Rule 372
the Rules of Procedure and Conduct of Business in Lok Sabha —(1) Whenever any
== or accident occurs in Railways, Air, Sea, River, Mines, Collieries, Defence Services,
or there are occurrences of a serious nature, the Ministers concerned may make suo-
=0 statements on the floor of Lok Sabha at the earliest opportunity. This procedure
+u1d obviate the necessity of Members tabling notices of Adjournment Motions, Calling
_=ention, Questions etc. If any Calling Attention Notices, Short Notice Questions and
~er questions have already been received on the same subject, the points raised in those
wtices may also be covered by the Minister while making a suo-moto statement.

(2)The requisite number of copies of the statement in English and Hindi should be
woplied to the Lok Sabha Secretariat one day in advance. Where it is not possible to
ooly the copies in advance, two typed copies of the statement in the language in which

s to be made by the Minister should be furnished by 10 A.M. on that day and the
=maining copies supplied by 10.30 hours at the latest.

(3)The item regarding the statements to be made by a Minister would ordinarily
« included in the agenda on the date intimated by the Minister. The advance intimation
sould also be given by the Ministries on the previous evening so that the item is
--luded in the List of Business and the statement is made immediately after the Question
“suse unless the statement relates to an incident which occurred later.

(4) The procedure in respect of making similar statements in the Rajya Sabha is
=< same. Suo- moto statements prove the alertness of govt. agencies. The pre-empt
many notices.

No questions are allowed to be asked at the time of such statements for which
-narate notices are called for.

Resolutions- Usually a resolution is in the form of a declaration of the OPINION
the House of the Legislature by which it is passed, relating to a matter of general
-.blic interest. The following is a specimen of a resolution moved by a private member:-

“This House is of opinion that the scheme of rationalization proposed to be
implemented in the textile and jute industries in the various centers in the country
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will lead to large-scale retrenchment and mass unemployment and that
Government should abandon all such schemes”.

The following are two instances of resolutions moved by a Minister ?:-

“In pursuance of sub-section (2) of Section 4A of the Indian Tariff Act, the
........... sabha hereby approves of the notification of the Government of India in
the Ministry of Commerce...............cocovvrnnnn.., by which the export duty on
tea was enhanced from sixty paise to seventy five paise per kg. With effect from
the date of said notification”.

The Rules of the Lok Sabha provide that besides declaring the opinion of the

“ese on a matter, a resolution may also be passed in the following forms:-

' Recommendation
=) Recording approval or disapproval by the House of an act or policy of;

Government
Conveying a message
- Commending, urging or requesting an action

+ Calling attention of Government to a matter or situation for consideration
* Orin such other form as the Speaker may consider appropriate.

A member other than a Minister, who wishes to move a resolution on a day

omed for private members’ resolution has to give a notice to that effect at least two

“wvs before the date of baliot. The names of all members from whom such notices are
==ived are ballotted and those who secure the first three places in the ballot are eligible

zve notice of one resolution each within two days after the date of the ballot. The

=solutions, if admitted, are put down in the List of Business.

A resolution, which can be moved by a member or Minister, should satify the

»wing conditions:-

a) It shall be clearly and precisely expressed

o) It shall raise substantively one definite issue.

¢) It shall not contain arguments, inferences, ironical expressions, imputations or
defamatory statements.

d) It shall not refer to the conduct or character of persons except in their official or
public capacity.

e) It shall not relate to any matter which is under adjudication by a Court of Law,
having jurisdiction in any part of India.

No resolution which seeks to raise discussion on a matter pending before any

“atutory tribunal or statutory authority performing any judicial or quasi-judicial functions

© 2ny commission or court of enquiry appointed to enquire into or investigate any matter

=2l ordinarily be permitted to be moved.



% Speaker/Chairman may allew such a matter being raised in the House as is
with the procedure or subject or stage of enquiry if he is satisfied that it is not

sreudice the consideration of such matter by the statutory tribunal, statutory
sommission or court of enquiry.

% member in whose name a resolution stands on the List of Business shall, except
% wishes to withdraw it, when called upon, move the resolution. He may, with the
w of the Speaker/Chairman, authorise any other member in whose name the
=soiution stands lower in the List of Business, to move it on his behalf and the
s authorized may move it on his behalf. If a member, other than a Minister,
“u'=d upon, is absent any other member authorized by him in writing in this
- Wi the permission of the Speaker/Chairman, may move the resolution.

“mendments to Resolutions- After a resolution has been moved any member may

= smendment to the resolution. If notice of such an amendment is not given one
siias to the day on which the resolution is moved, any member may object to the

#¢ of the amendment and such objection shall prevail unless the Speaker/Chairman

“= amendment to be moved. The Secretary General shall, if time permits, make

« 1o the members, from time to time, lists of amendments of which notices have
=ceived. No speech on a resolution shall, except with the permission of the

== Chairman, exceed 15 minutes in duration. The mover of the resolution, when

"¢ te same, and the Minister concerned when speaking for the first time, may speak
" minutes or such longer period as the speaker/Chairman may permit. The

“Wwsson on a resolution shall be strictly relevant to and within the scope of the
TN,

4 member who has moved a resolution or amendment to a resolution shall not
wiirew the same except by leave of the House. A member may, when called upon,
wirmw the resolution and shall confine himself to a mere statement to that effect.

Lok/Rajya Sabha Secretariat forwards to the Ministries concerned copies of the
wusons admitted by the Speaker/Chairman. The resolution should be examined as
won s received and any facts or other observations which the Ministry may wish to
Swee nefore the Speaker/Chairman should be communicated to the Secretariat concerned
w =y as possible and in any case before the resolution is taken up in the House.

~esonally, the Lok/Rajya Sabha Secretariat itself calls for factual information in

wsmect of a resolution to enable the Speaker/Chairman to decide its admissibility. In

o7z the factual position or in making other observations, it would normally be enough
=ca upon one or more of the following points:-

1) whether the subject matter of the Resolution falls outside the jurisdiction
of the Central Government;

2) whether the issue involved. in the Resolution has been considered before
in Parliament or by Government, and if so, with what results;

I
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3) whether there is any objection to discussing the Resolution on grounds of
policy or public interest; and

4) whether any reference or statement made in the Resolution is factually
incorrect, ;

I is not necessary to state at this stage whether the Resolution will be accepted or
wmesed by Government and/or the reasons for it.

On receipt of the list of non-official Resolution selected in ballot, a draft brief
Wit be prepared on each Resolution in the Ministry concerned. The Department of
“wiamentary Affairs will advise Ministries as regards such of those Resolutions as are
W “kely to come up for discussion for want of time and on which brief need not be
pemared.

The draft brief should be submitted to the Minister-in-charge with the file and
WS contain all relevant facts (or reference to them when they cannot be conveniently
weet in full) with extracts from or abstracts of the relevant documents, if any,
wemmarized in a clear and self-contained form. Required number of copies of the
wmeewed brief should be sent to the Department of Parliamentary A ffairs for the approval
* %e Parliamentary and Legal Affairs Committee of the Cabinet. The brief should state
%= conclusion at the end- whether it is proposed to oppose the Resolution or accept it,
w8 or without amendment. It follows that in considering Government’s stand on a
“saiation, the possibility of its acceptance in a modified form should be taken into
m—unt.

When any resolution involving  several points has been discussed, the
wesier/Chairman may divide the resolution and put each or any point separately to vote
» e may think fit.

When a resolution has been moved, no resolution or amendment raising
wstantially the same question shall be moved within one year from the date of moving
“w zarlier resolution.

When a resolution has been withdrawn with the leave of the House, no resolution
wumg substantially the same question shall be moved during the same session.

A copy of every resolution which has been passed by the House shall be
~warded to the Minister concerned.

After discussion has taken place on a resolution, the relevant proceedings on it
“wid be examined as soon as they are available and further specific action, as may be
@ =d for, initiated without delay. A copy of the proceedings should invariably be
wuced on the file.

To facilitate inclusion in the list-of Business of resolutions to be moved by
«emment for the approval of notifications, statutory rules etc., notices of such
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ssaiutions should not normally be given when a session is due to end within 7 days of
%= receipt of the notice. Similarly, notices of motions for the election of members to
smmittees, etc. should be sent at least 7 days before the end of a session.

Motions, etc- All motions moved in the House are classified into three broad
sscgories, namely, ‘Substantive’, ‘Substitute’, and ‘Subsidiary’ Motions, which are
#=ned in the succeeding paragraphs.

1) Substantive motions- A Substantive Motion is a self-contained
independent proposal submitted for the approval of the House and drafted
in such a way as to be capable of expressing a decision of the House, e.g.,
all Resolutions are substantive motions.

2) Substitute Motions- Motions moved in substitution of the original motion
for taking into consideration a policy or situation or statement or any other
matter are called Substitute Motions. Such Motions, though drafted in
such a way as to be capable of expressing an opinion by themselves are
not strictly speaking substantive motions inasmuch as they depend upon
the original motion.

3) Subsidiary Motions- They depend upon or relate to other motions or
follow upon some proceedings in the House. They by themselves have no
meaning and are not capable of stating the decision of the House without
reference to the original motion or proceedings of the House.

Subsidiary Motions are further divided into: (@) Ancillary Motions, (b)
wperseding Motions and (c) Amendments.

a) Ancillary Motions — They are motions which are recognized by the
practice of the House as the regular way of proceeding with various kinds
of business. The following are examples of ancillary motions —

i.  That the Bill be taken into consideration.
ii.  That the Bill be passed.

b) Superseding Motion- They are motions which though independent in
- form, are moved in the course of debate on another question and seek to
supersede that question. In that class fall all the dilatory Motions. The
following motions are Superseding Motions in relation to the motion for
taking into consideration a Bill:-

i.  That the Bill be recommitted to a Select Committee.
ii.  That the Bill be recommitted to a Joint Committee of the
Houses.
ili.  That the Bill be recirculated for eliciting further opinion
thereon.
iv.  That the consideration of the Bill or the debate on the Bill
be adjourned sine die or to some future date.
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¢) Amendments- They are subsidiary motions which interpose a new process
of question and decision between the main question and its decision.
Amendments may be to the clause of a Bill, to a Resolution or to a
Motion, or to an Amendment to a clause in a Bill, Resolution or Motion.

Cut Motions- A Motion may be moved to reduce the amount of a demand in any

¢ = following ways:-

a) ‘That the amount of the demand by reduced to Rs.1/- as

b)

representing disapproval of the policy underlying the demand.
Such a motion shall be known as “Disapproval of Policy Cut”. A
Member giving notice of such a motion shall indicate in precise
terms the particulars of the policy which he proposes to discuss.
The discussion shall be confined to the specific point or points
mentioned in the notice and it shall be open to Members to
advocate an alternative policy.

“That the amount of the demand be reduced by a specified
amount’ representing the economy that can be effected. Such
specified amount may be either a lump sum reduction in the
demand or omission or reduction of an item in the demand. Such
a motion is known as “Economy Cut”. The notice shall indicate
briefly and precisely the particular matter on which discussion is
sought to be raised and speeches shall be confined to the
discussion as to how economy can be effected.

“That the amount of the demand be reduced by Rs.100/-* in order
to ventilate a specific grievance, which is with in the sphere of
responsibility of the Government of India. Such a motion is
known as “Token Cut” and the discussion thereon shall be
confined to the particular grievance specified in the motion.

The period of notice of a cut motion is one day before the day on which the

—+~d to which it relates is due for consideration, but the Speaker of Lok Sabha is
-~ wered to waive an objection on the score of insufficient notice.

Immediately on receipt of a notice of cut Motion a comprehensive brief is
~==d to be prepared and sent to the Parliament Assistant for placing it on the pad of

nister.

Legislation — (1) Ministries should keep the Department of Parliamentary Affairs

-—ed about their proposals for legislation.

To enable the Department of

smentary Affairs to draw up a consolidated legislative programme of a session,
w2 =d particulars about bills proposed to be introduced during any session should be
= 1o the Department at least one month before the commencement of the session.

| (2)Government Legislative Programme- At the Commencement of each session,
= soon as possible thereafter, a statement of Government Legislative business (not to

n
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w 1aken as exhaustive) likely to be undertaken during the session is published in the
Slletin- Part 11 for the information of Members.

(3)Private Members Business- In the Lok Sabha, the last two and half hours of the
sming on every Friday are allotted for transaction of Private Members’ business. In the
2.2va Sabha, the entire sitting (except the Question hour) is allotted for transaction of
such business.

Different Fridays are allotted for the disposal of Private Members’ Bills and
»=vate Members’ Resolutions and on Fridays allotted for any particular class of business,
musiness of that class has precedence.

The Speaker/Chairman may, in consultation with the Leader of the House, allot
s day other than a Friday for the transaction of Private Members’ business.

If there is no sitting on a Friday, the Speaker may direct that two and a half hours
w any other day in the week may be allotted for Private Members’ business.

In the Rajya Sabha, the Chairman, after considering the state of business of the
Sabha, may allot so many days as may be possible for private members’ business, and
mav allot different days for the disposal of different classes of such business, and, on
savs so allotted for any particular class of business, business of that class shall have
grecedence.

(4) Formation of Legislative Policy- The first stage in the preparation of Bill is the
frmulation of the legislative policy. A statute is the formal and legal expression of a
egislative policy, and therefore the Bill can be drafted the policy sought to be
mplemented by it must be determined. At this stage administrative, financial or political
sonsiderations are more likely to be involved than legal considerations and these have to

% dealt with and settled by officials in the administrative Ministries concerned. Once
#ese matters are settled, the Rules of Business of Government framed under Article
3) of the Constitution require that proposals for legislation should be referred to the
tmistry of Law and Justice for advice as to their feasibility from the legal and
:a:stitutional points of view. Such proposals are considered by the Ministry of Law and
Justice and advice is tendered generally on the necessity or desirability of such legislation
= the light of existing laws.

The competency of Parliament to legislate on the subject under the Constitution

. also considered at this stage, and the broad lines on which legislation may be

wmdertaken are likewise often indicated. From the very nature of things, however, the

sivice tendered at this stage is of a general character and it is reserved for the legal

s=fisman to examine the various provisions in greater detail at the drafting stage. On

=ceipt of this general advice, the Minister-in-charge of the administrative Ministry
omes to a decision as to whether the proposed legislation should be proceeded with.
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Certain matters relating mainly to civil law and procedure, as for example, laws

“wimz 1o marriage, divorce, succession, transfer of property, ciyil procedure, evidence
W e like and matters relating to elections to Parliament and State Legislatures fall -
“i the administrative jurisdiction of Ministry of Law and Justice and that Ministry
“wtons as the originating and initiating Ministry in respect of these types of legislation.

-

-

wiiiion, consolidation of existing laws and the periodical cleaning up of the Statute
« oy means of repealing and amending Bills are also to be dealt with by the Ministry

¢ _w and Justice. Apart from the repealing and amending Bills which are of a formal

wutine character and in respect of which Cabinet approval is generally dispensed with,

%= zmocedure outlined in this chapter is followed as far as possible with respect to all

which are, initiated by the Ministry of Law and Justice.

(5) Approval of Cabinet- Under the Rules of Business of Government, cases

wving legislation have to be brought before the Cabinet for decision, and
smseguently if the Minister-in-charge of an administrative Ministry decides, after
smsuiting the Ministry of Law and Justice as indicated above, that legislation on any

-

memcular topic should be sponsored in Parliament, he causes to be prepared a self-

swizned summary setting out the facts of the case and the legislative measures proposed

r

-
-

-

© ¢ summary is first shown to the Ministry of Law and Justice for its comments, if
scfore submission to the Cabinet for approval. The summary is then submitted to
~zbinet for consideration either by the full Cabinet or by a Standing Committee
==of. as the case may be, depending upon whichever body is concerned with the
mect-matter.

(6) Preparation of the Bill- If approval of the Cabinet for any legislative proposal

w oeen obtained, the Ministry initiating action in this behalf prepares an Office

=morandum indicating with sufficient precision the lines on which it has been decided
“zslate and requesting the Ministry of Law and Justice (Legislative Department) to

s steps for drafting Bill with a view to its introduction in Parliament. A great deal

-

wmencs upon the care and skill with which instructions to draftsman are drawn. He

~2 be given the whole of the legislative proposals in full details and acquainted with
much of the background of what is proposed as is relevant. The summary of the
#live proposals as submitted to the Cabinet is no substitute for the precise

wiructions which the draftsman always requires before undertaking any drafting work,
wewsse the summary in most cases would be very general in character and would not

- 2ealt with each of the legislative proposals in detail. It is generally found that the

=~z of a Bill proceeds at the maximum speed and with minimum friction if complete

werictions are given to the draftsman. The practice of furnishing such Officer

morandum for the drafting of Bills should be strictly adhered to.

(7) In the case of short Bills, one or two drafis may suffice, but in the case of

w= Bills several drafts may have to be made and subjected to criticism both on files
« conferences. In the case of important and complex Bills, the process of drafting
~ long, one extending over several months. The process of revising the draft must
~ue until the sponsors of the Bill and the draftsman are both satisfied with the form
ntents of the Bill. Bill-drafting is a laborious process and is essentially a task that
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W o be carried out under conditions which allow sufficient time for deliberate though
e =search upon the many points that arise. The drafting of a Bill is a co-operative
wewsss 1o which many persons contribute.

%) Formalities respecting Bills before introduction in Parliament- When a Bill is
“wz=d and approved by the Ministry sponsoring it, that Ministry attaches to the Bill a
swement of Objects and Reasons relating thereto which is signed by the Minister who is

w = charge of the Bill in Parliament. The Statement has to be drawn up carefully so
= - :'oes no more than indicate the intention behind the Bill and the reasons which had
w w 10 it in a calm and judicial tone. Very often such Statements are drawn in

s tztion with the draftsman or are shown to him for approval.

(9)In respect of certain types of Bills, the Constitution requires a few formalities
= complied with before their introduction in, or consideration by, Parliament.

i.

ii.

Under Article 3 of the Constitution, no Bill for the formation of new
States or for the alteration of area, boundaries or names of existing
States can be introduced in either House of Parliament except on the
recommendation of the President.

Under Article 117(1), no Bill which makes provision for any of the
matters specified in sub-clauses (a) to (f) of clause (1) of Article 110
shall be introduced in the Lok Sabha except on the recommendation of the
President. These matters are :—

a)
b)

The imposition, abolition, remission, alteration or regulation of
any tax;

The regulation of the borrowing of money or the giving of any
guarantee by the Government of India, or the amendement of the
law with respect to any financial obligations undertaken or to be
undertaken by the Government of India;

The custody of the Consolidated Fund or the Contingency Fund
of India, the payment of moneys into or the withdrawal of
moneys from any such Fund,

The appropriation of moneys out of the Consolidated Fund of
India;

The declaring of any expenditure to be expenditure charged on
the Consolidated Fund of India or the increasing of the amount of
any such expenditure;

The receipt of money on account of the Consohdated Fund of
India or the Public account of India or the custody or issue of
such money or the audit of the accounts of the Union or of a
State.

It is however, provided in Article 117(2) that a Bill shall not be deemed to make
provision for any of such matters by reason only that it provides for the imposition of
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« or other pecuniary penalties, or for the demand or payment of fees for licences or
== for services rendered, or by reason that it provides for the imposition, abolition,
wssion, alteration or regulation of any tax by any local authority or body for local
rpoSes.

If a Bill contains any of the matters enumerated in sub-clauses (a) to (f) above or
-b-clause (g) of Article 110(1) that is to say, any matter incidental to
»f the matters specified in sub-clauses (a) to (f) aforesaid and nothing else besides, it
2'd be a Money Bill. In other werds, if a Bill contained matters referred to in clause
of Article 110 and other matters as well, it will not be a money Bill unless it can be
wzued that the other matters are really incidental to the matters specified in sub-clause
¢ 10 (1) of Article 110(1), and therefore fall within Article 1 10(1) (g). For example, the
wsertion of a necessary definition or a commencement clause in a Bill which is otherwise
‘oney Bill will not thereby remove it from the category of Money Bills. Apart from
“e fact that a Money Bill can only be introduced in the Lok Sabha with the
«wommendation of the President, certain other considerations apply in relation to the
wessing of such Bills, which are discussed later.

(iii) Under Article 117(3), a Bill which, if enacted and brought into
operation, would involve expenditure from the Consolidated Fund of India
shall not be passed by either House of Parliament unless the President has
recommended to that House the consideration of the Bill.

(iv) Under Article 274, no Bill which imposes or varies any tax or duty in
which States are interested shall be introduced in either House of Parliament
except on the recommendations of the President.

(v) Under Article 349, for a period of 15 years from the commencement of
the Constitution, no Bill making provisions for the language to be used for
any of the purposes mentioned in clause (1) of Article 348 shall be
introduced in either House of Parliament without the previous sanction of
the President.

Whenever a Bill falls within one or the other of the categories aforesaid, it is for
* Ministry in charge of the Bill to obtain such recommendation or previous sanction.
» reference is made herein to the withholding of sanction or recommendation because
sch a contingency is not possible in relation to Government Bills. The order of the
“resident granting sanction or recommendation to the introduction or consideration of the
='lls has to be communicated to the Secretary General of the Lok Sabha or the Rajya
»abha, as the case may be, by the Minister in-charge in writing. (See Rule 68 of the
“ules of Procedure and Conduct of Business in the Rajya Sabha), Rules 384 of the Rules
* Procedure and Conduct of Business in the Lok Sabha requires that the communication
*» the Minister to the Secretary General of the Lok Sabha should be in the following
rm:
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“The President having been informed of the subject-matter of the proposed Bill,
Motion, demand for grant or amendment accords his previous sanction to the
ntroduction of the Bill or the movmg of the amendment or recommends the
ntroduction of the Bill or the moving of the motion, demand for grant or
amendment in the House or recommends to the House the consideration of the
Bill.”

A copy of the communication is also endorsed to the Ministry of Law and Justice.

In the case of an amendment to a Bill, which under the Constitution cannot be
st without the previous sanction or recommendation of the President, the orders of
S Fresident granting or withholding such sanction or recommendation will be similarly

wwmmed by the Administrative Ministry concerned and communicated under the
smanure of the Minister to the Secretary General of the Lok Sabha or the Rajya Sabha,
& B case may be. A copy of the communication will also be endorsed to the Ministry
¢ _aw and Justice.

= The procedure ordinarily adopted for obtaining such recommendation or previous
wsction is for the Ministry concerned to submit to the President a self-contained note on
se subject together with a copy of the summary to the Cabinet and the decision of the
smmet, and it may not be unusual for a copy of the Bill as drafted also to be submitted.
e President, if satisfied endorses his recommendation or sanction on the file:

The Rules or Procedure of either House of Parliament require that —

a) A Bill involving expenditure shall be accompanied by a Financial
Memorandum inviting particular attention to the clauses involving
expenditure and giving an estimate of the recurring and non-recurring
expenditure involved in case the Bill is passed into law;

b) Clauses or provisions in Bills involving expenditure from the
Consolidated Fund of India shall be printed in thick type or in italics.

¢) A Bill involving proposals for delegation of legislative power shall be
accompanied by a Memorandum explaining the proposals and drawing
attention to their scope and stating also whether they are of a normal or
exceptional character.

d) A Bill seeking to replace on Ordinance shall be accompanied by a
Statement explaining the circumstances which necessitated immediate
legislation by ordinance.

[ See Rule 69,70 and 71 of the Rules of the Lok Sabha and Rules, 64,65 and
66 of the Rules of the Rajya Sabhal].

£ Financial Memoranda are prepared by the Ministries sponsoring the Bills and the
«“mistry of Finance, Department of Expenditure (if it is not the sponsoring Ministry) is
wways consulted at the appropriate stage. These Memoranda outline the objects on
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sxpenditure is likely to be involved, and furnish an estimate wherever possible of
weus! expenditure.

.~ The Memoranda regarding delegatud legislation have to be drawn with due care.

‘= e practice of delegating law-making power is justifiable, Parliament would like
% sausfied that the delegated legislative power does not extend beyond these
“woic limits. In fact there is a Committee on Subordinate Legislation constituted by
nent which scrutinizes and reports to the House whether the powers to make rules,
oms, bye-laws and such like subordinate legislation which are delegated by
~wament to other authorities are being properly exercised within the limits of such
“wsson. The normal type of delegated legislation could be characterized by the fact
%= Units of the delegated power are clearly defined in the enabling Act itself and do
W meiade such exceptional powers as the power to legislate on matters of principle or to
e tzxation or to amend an Act of Parliament. The exceptional type embraces cases
"W e power just cited or where the powers given are very wide and their limits are
s mpossible of definition or while limits are imposed, the control of the courts is
Wt Parliament would ordinarily require that unless the subject-matter of a Bill is of a
W mature, exceptional types of delegated legislative power should be confined within
e smmowest possible limit,

© Rule 320 of the Rules of the Lok Sabha requires the Committee on Subordinate
~swston to examine every rule made by a delegated authority with a view to consider-

Whether it is in accordance with the general objects of the Constitution or
the Act pursuant to which is made;
i.  Whether it contains matter which in the opinion of the Committee should
more properly be dealt with in an Act of Parliament;
. Whether it contains imposition of any tax;
iv.  Whether it directly or indirectly bars the jurisdiction of the courts;
v.  Whether it gives retrospective efforts to any of the provisions in respect of
which the Constitution of the Act does not expressly give any such power;
vi.  Whether it involves expenditure from the Consolidated Fund of India or
the public revenues;
vii.  Whether it appears to make some unusual or unexpected use of the powers
conferred by the Constitution or the Act pursuant to which it is made;
viii.  Whether there appears to have been unjustifiable delay in its publication |
or in laying it before Parliament; and
ix.  Whether for any reason its form or purport calls for any elucidation.

A draftsman, no doubt, would keep all the general principles involved in
wwsmed legislation and Rule 320 in mind when drafting a Bill and therefore in most
s e legislative power is not likely to be of an exceptional character. In the very few
s where the delegated power is of an exceptional character, the Memoranda should
W care to explain why it has to be so.
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oservance of other constitutional requirements — If legislation is being
== in pursuance of Article 249 or 312 or Article 252 of the Constitution, the
wwrative Ministry will have to ensure that there is the necessary resolution of the
° States or as the case may be, that the concerned State Legislatures have passed
“wesssary resolutions.

Title showing arrangement of clauses- In the case of Govt. Bills containing more
~ clauses, a title showing the arrangement of clauses is included at the beginning in
« facilitate references to the clauses in the Bill. A practice has also grown of late
“menng to amending Bills a copy of the provisions sought to be amended. Both the
ment of clauses and the annex are prepared in the Ministry of Law and Justice.

#%en all the foregoing formalities are completed, the Bill, together with its

<a and annexures, is sent by the Ministry of Law and Justice to the Government
“r printing and the proofs obtained are scrutinized by the draftsman/- provisions
W of the matters specified in sub-clause (a) to........? partment and the Bill is then
w Secretariat of the House concerned. Clauses or provisions in the Bill which
we expenditure from public funds will bé printed in thick type or italics.

=wroduction and consideration of Bills in Parliament- The choice of the House in
+ Bill (other than a Bill to which clause (1) of Article 117 applies) is to be
wed is often a matter of convenience depending upon the state of Parliamentary
But more often than not, a Minister may feel that the subject-matter of the Bill
Wn be is in charge is of such a nature that the directly elected representatives of the
“= sould first consider the measure and therefore the Bill should be introduced in
 Sabha. Article 109 and 117(1) of the Constitution prohibit the introduction in the
% Sabha of Money Bills, that is to say, Bills which contain provisions dealing with
« w of the matters specified in clause (1) of Article 110, and nothing else besides,
wher Bills making provisions for any of the matters specified in sub-clause (a) to((f)
% cause along with other matters. Such Bills are generally referred to as Financial
- Types:- Subject to the above restrictions, Bills may originate in either House of
et as stated above. =

“part from the fact that Money Bills cannot be introduced in the Rajya Sabha, the
= whether a Bill is a Money Bill or not assumes importance with respect to
»¢ procedure. The Rajya Sabha does not “pass” such Bills. It only returns them
~o% Sabha. The Rajya Sabha cannot make amendments in a Money Bill, its power
= ted to making recommendations to the Lok Sabha in respect thereof. The time
«=ich a Money Bill has to be returned by the Rajya Sabha is limited to 14 days
© e data it is received in the Rajya Sabha Secretariat) and if the Bill is not returned
_o& Sabha with or without recommendations, within the time so limited, the Bill is

» have been passed by both the Houses. The Lok Sabha may or may not accept

mmendations made by the Rajya Sabha.

e question whether a Bill is a Money Bill or not is one of some complexity.
wesker’s decision on the subject, however is final. Where a Bill is held by the
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wesser to be a Money Bill, he endorses a certificate to that effect both when the Bill
= o the Rajya Sabha and also when it is presented to the President for his assent.
[See Article 109 and 110(3) and (4)]

When the question as to the House in which a Bill is to be introduced is settled,
W “aistry of Law and Justice sends the proof copy of the Bill to the Secretariat of that
~ e under an Office Memorandum signed by the Chief Draftsman, copies being
wrsed to the Department of Parliamentary Affairs and to the Ministry concerned with
- > The former will fix the time and date for the introduction of the Bill in the
wse  The Bill from that moment passes to the control of that House and it is then the
wawnsibility of the Secretariat of that House to take all further steps in connection
we=with. A week/s time is generally required before a Bill can be ready for introduction
+ e m=ceipt of proof copies in the Parliament Secretariat.

Procedure for obtaining copies of Bills- Ministries requiring additional printed
=== of Bills as introduced should send their demand along with the requisition for
. = the prescribed form, duly completed, to the Secretariat of the House concerned.
s~ould be done well in time and, in any case, not later than the date on which the
w=cted proof of the relevant Bill is forwarded by the Ministry of Law & Justice to the
~=ariat concerned, to enable the latter to consolidate the print order for issue to the
wers. For this purpose, the originating Ministry may keep in touch with the Ministry
_sw & Justice as regards the probable date of the transmission of the Bill to the
ww=ariat of the House concerned.

A similar procedure will be followed for obtaining copies of the reports of Select

==ittees or Joint Committees on Bills except that the order should be sent to the

w~=ariat of the House concerned not later than the date by which the report is
sseduled to be presented.

The demand for copies of Bills as passed by both Houses of Parliament should be
« = the Secretariat of the House concerned in which the Bill is finally passed not later
wun the date of its passage.

The cost of printing the additional copies will be debited against the monetary
=ent of the Ministry/Department concerned.

Whenever a secret Bill is introduced in Lok Sabha/Rajya Sabha, an authenticated
= thereof bearing the signature of the Minister below the Statement of Objects and
wwsons  should be handed in at the Table of the House concerned at the time of

mmoduction.

A Bill which is dependent wholly or partly upon another Bill pending before the

. Sabha may be introduced in that House in anticipation of the passing of the Bill on
.wch it is dependent. But the second Bill cannot be taken up for consideration and
=g until the first Bill has been passed by Parliament and assented to by the President.
[See Rule 66 of the Ruies of the Lok Sabha]
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-+ The business of each of the two Houses is arranged by the Minister for

" wmentary Affairs and Bills are put down on the agenda for introduction on suitable
W The Minister in-charge of the Bill will also send to the Secretary General of the
‘e concerned an intimation of his intention to move for leave to introduce the Bill, to
s that the Bill be taken into consideration and also that the Bill be passed. Similar
wimation is to be sent to the Secretary General of the other House after the Bill has been

o= n one House and transmitted to the other.

Whenever a Bill is proposed to be referred to Select or Joint Committee on
wemment motion, notice will be sent to the Secretary General of the House concerned
weomiingly. The Minister in the administrative Ministry will consult the Minister for
“wamentary Affairs for names of Members to be associated with the Select/Joint
wwmitiee. These names are usually mentioned at the time of making the motion in the
Sssse concerned.

On the specified day, the Minister-in-charge of the Bill moves a motion for leave
+ woduce the Bill.  If the leave is granted by the House, the Bill is introduced. This
“ue s known as the First Reading of the Bill. If a motion for leave to introduce a Bill
wmesed, the Speaker may, in his discretion, allow a brief explanatory statement to be
Swie oy the member-in-charge and the member who opposes the motion. Thereafter
ot further debate, he may put the question to the vote of the House. A member can
4 mise a point at this stage that the Bill initiates legislation outside the legislative
wmoetence of the House. If a motion is opposed on the ground that the Bill initiates
“wation outside the legislative competence of the House, the Speaker may permit a full
“usussion on it. As soon as may be after the Bill has been introduced, it is published in
= Cazette of India; but it is possible for a Bill to be published earlier in the Gazette of
i 7 the Speaker of the Lok Sabha or the Chairman of the Rajya Sabha, as the case
ww 5. on a request being made to him, order the publication of the Bill in the Gazette
wiee any motion is made in either House in respect thereof. In such a case it is not
wsssary to move a motion for leavge to introduce the Bill or to publish it again in the
wseme. When a Bill is introduced in one House, copies of the Bills are circulated to the
memoers of the other House also more or less simultaneously.

See Rules 64,72 and 73 of the Rules of the Lok Sabha and Rule 61 of the Rules of the
Rajya Sabha |.

There is a Committee of the Cabinet called the Parliamentary and Legal Affairs
mmittee which decides questions of priority relating to Bills, and once it is known that
wun Bills are likely to come up for any kind of consideration, the Business Advisory
mmittee composed of members of the House concerned allot time for each of the Bills
W mvery attempt is made by the House to adhere to the time schedule.

= After copies of the Bill have been made available for the use of members for two
w = sefore the day on which the Bill is to be taken into consideration, the Minister-in-
“wrze - to make one of the following motions in respect of the Bill, namely:-
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That it be taken into consideration; or
That it be referred to a Select Committee of the House; or
That it be referred to a Joint Committee of both the House with the concurrence of
the other House; or
That it be circulated for the purpose of eliciting public opinion thereon.

No such motion can be made until after the copies of the Bill have been made
s zble for the use of members for 2 days before the day on which the motion is made.

[See Rule 74 of the Rules of the Lok Sabha and Rule 69 of the Rules of the Rajya
Sabha the former Rule incidentally further provides that no motion for a Joint
Committee can be made in respect of a Money Bill or a Financial Bill].

When any of the above motions is moved, the principles of the Bill and its
wwisions are discussed generally but the details of the Bill cannot be discussed further
S is necessary to discuss the general principles underlying the Bill. No amendments
w= moved at that stage. But if the Minister-in-charge moves that the Bill be taken into
wmsideration, any‘member may move an amendment that it be referred to a Select

mmittee or a Joint Committee or that it be circulated for eliciting public opinion.
*==n a Bill is circulated for public opinion. When a Bill is circulated for public opinion
“= next motion to be made after obtaining public opinion is generally for reference to a
s zct Committee or a Joint Committee. It is not permissible in such a case to move a
mocon for consideration of the Bill unless the Speaker allows such motion to be made.
-7 If a Bill is referred to a Select Committee or a Joint Committee, the draftsman
«= prepared the Bill attends all meetings thereof and is responsible for revising the Bill
= e light of the decisions taken at the meetings of the Committee. Although not a
member of the Committee, the draftsman is often permitted to take part in the
wceedings thereof when legal issues are involved. The procedure followed in the Select

mmittee is as far as practicable, the same.as that followed in the House during the
wesideration stage of a Bill. - For instance, amendments of the nature referred to in
“=cle 117(1) require the recommendation of the President before they can be moved in
¢ sclect Committee, and such recommendation should be communicated to the Secretary
~=neral of the House concerned.

A record of decisions taken by the Committee is maintained in the Lok
eoha/Rajya Sabha Secretariat and is circulated to members of the Committee soon after
=ch meeting. The Committee has power to take evidence of associations, public or
=oerts who are interested in the measure, to examine witnesses or to call for documents,
w2 is required under the rules to present its report with the Bill as amended by it to the
“use appointing it within the time fixed in that behalf and if no time is fixed by the
“wuse, within 3 months from the on which the motion for reference to the Select
~~mmittee was adopted. In the case of a Joint Committee, the report is presented to both
#= Houses. Although till recently the reports of Committees were also prepared by the
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“sman, the present practice is for the Secretariat of the House concerned to take
ze of the preparation of the reports but from the very nature of things, that Secretariat
“is 1 in close collaboration with the draftsman in drawing up the reports. Thereafter,

report and the Bill are published in the Gazette of India. The minutes of the various
~=tings are also appended to the copies of the report and the Bill as circulated to the
-mbers of the House.

After the presentation of the report to Parliament, the member-in-charge may

e that the Bill as reported by the Select or Joint Committee be taken into

~sideration or that the Bill be recommitted, or that it be re-circulated for the purpose of
“aining public opinion or further public opinion as he may decide.

[See Rule 77/93 of the Rules of the Lok Sabha/Rajya Sabha).

When a Bill (whether it has been examined by a Select Committee or a Joint
mmittee or otherwise) comes up before either House for consideration, it is in its
«cond Reading stage, and it is now open to the members of the House to move
-ndments. Every clause is subject to amendment at this stage but in order to save time
* repetition of arguments, a single discussion may be allowed to cover a series of inter-
-—endent amendments. Rule 80 of the Rules of the Lok Sabha and Rule 96 of the Rules
‘ne Rajya Sabha govern the admissibility of the amendments. Broadly speaking, they
uld be within the scope of the Bill and relevant to the subject-matter of the clause to
vich they relate. For example, where a Bill seeks to amend certain Sections of existing
" it is not correct to move an amendment to a Section which is not covered by the
mending Bill.  Amendments which fall within Article 117(1), 274(1), and 349 are
~~ject to the same restrictions with regard to the recommendations or previous sanction
the President as Bills falling within these Articles are, except that, where the
endment is for the purpose of reducing or abolishing any tax, no recommendation of
: President is necessary.

It has been ruled that an amendment to a Finance Bill as returned by a Select or
nt Committee which has the effect of restoring the rates originally proposed in the Bill
-‘ore their reduction by the Committee, will not require the recommendation of the
esident under Article 117(1). Again, the expression “tax or duty in which States are
~erested” occurring in Article 274 (1) in relation to an amendment to a Bill providing
- the variation of any such tax or duty has been construed to mean any existing tax or
~tv and therefore where an amendment sought to reduce a tax or duty which was being
~posed for the first time by the Bill, no recommendation of the President would be
-cessary. But if the effect of such an amendment is to increase the tax or duty albeit that
-ch tax or duty is being imposed for the first time, to the extent to which the amendment
==ks to increase the tax or duty, it would be an imposition and hence Article 274(1)

~uld apply and the recommendation of the President would be necessary.

There are rules relating to notice of amendments which are designed with a view

giving the Minister concerned an opportunity of considering the amendments
“ministratively or politically, and also to consult the draftsman. The draftsman is also
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wera2lly available in the Official Gallery or Lobby during the progress of any Bill that
e nas drafted.

The consideration of the schedule or schedules, if any, shall follow the -

==:deration of the clauses. Clause one, the Enacting Formula, the preamble, if any, and

Title of a Bill shall stand postponed until the other clauses and schedules have been
posed of.

The last motion in respect of the Bill is that it be passed with or without
mendment, as the case may be. This motion is not usually moved on the same day on
«wch the consideration of the Bill is concluded if the Bill has undergone amendments.
"= is the Third Reading stage. Discussion at this stage is confined to arguments either

-oport of the Bill or for its rejection without referring to the details thereof, further
“un is absolutely necessary. Only verbal amendments are allowed at this stage. (Rule
« of the Rules of the Lok Sabha). As soon as a Bill is passed by one House, it is
=w=mitted to the other House for concurrence with a message to that effect. Under
-le 107 of the Constitution, a Bill is deemed to have been passed by both Houses if it
« been agreed to by them, either without amendment or with such amendments only as
== agreed to by both Houses and Article 108 provides for a joint sitting of both Houses
« certain cases for resolving differences while Article 109 prescribes a special procedure

- Money Bills.

Withdrawal of Bill- The member-in-charge of a Bill may at any stage, with the

e of the House, withdraw the Bill. In such cases a statement giving the reasons for
»= withdrawal is circulated to the members sufficiently in advance and for that purpose
= requisite number of copies of the relevant note are forwarded to the Secretary General

ne House concerned at least 5 days in advance of the date on which the motion is
.zht to be moved. A Bill may also be removed from the Register of Bills pending in
»= House in the circumstances specified in Rule 112/120 of the Lok Sabha/Rajya Sabha.

[Rule 110/118 of the Rules of the Lok Sabha/Rajya Sabhe].

_» Procedure in case of disagreement between two Houses- If a Bill passed by one

sse is not agreed to by the other and there is a deadlock, the President may call for a
nt sitting of the two Houses to resolve the deadlock. If at the joint sitting of the
uses, the Bill is passed by a majority of the total number of members of both the
uses present and voting, with the amendments, if any, accepted by them the Bill is
nsidered to have been passed by both the Houses.

This provision does not apply to Money Bills. In regard to these Bills, the Lok

:oha has got the exclusive power to legislate and the Rajya Sabha can only delay them

a fortnight. It is open to the Lok Sabha to accept or not any of the recommendations

“the Rajya Sabha with regard to a Money Bill. A Money Bill shall not be introduced in

»= Rajya Sabha and prior consent of the President is required to introduce it in the Lok
sbha.
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Correction of patent errors in Bills- When a Bill (other than a Money Bill) has
ween passed by both Houses, the Secretariat of the House last in possession of the Bill
«nds a copy thereof as passed to the Ministry of Law and Justice, which will scrutinize
=4 point out mistakes in the Bill, if any, relating to printing, spelling, punctuatic on,
_ﬂbermg of sections or clauses, or cross-references and marginal headings. Under a
= made in this behalf, both the Speaker of the Lok Sabha and the Chairman of the
721va Sabha have power to correact patent errors and make such other changes in the Bill
w= are consequential on the amendments accepted by the House.

e Rule 95 of the Rules of the Lok Sabha and Rule 108 of the Rules of the Rajya
sebha).

i4)  President’s assent- The Bill will then be reprinted by the Secretariat of the House
-oncerned with the subscription “As passed by the Houses of Parliament”. That
secretariat will thereafter send to the Secretary to the President, through the Ministry of
_aw and Justice, two assent copies of the Bill, together with a spare copy with the
-ndorsement of the Speaker of the Lok Sabha or the Chairman of the Rajya Sabha, as the
=se may be, certifying that the Bill has been passed by the Houses of Parliament, for the
sssent of the President.

Whenever a Bill passed by a Parliament is required to receive President’s assent
~fore a particular date the Secretariat of the Lok Sabha or theRajya Sabha (as the case
=ay be), the Ministry of Law and Justice and the Department of Parliamentary Affairs
nould be advised to that effect in good time to ensure timely action in the matter. There
~all be endorsed on every Money Bill when it is presented to the President for assent the
-ertificate of the Speaker signed by him that it is a Money Bill.

Acts are normally published in a Gazette of India Extraordinary on the day on
‘hich they are assented to. The date on which the President’s assent is given is intimated
; the Administrative Ministry by_the Ministry of Law and Justice. One copy of the Bill
~earing the President’s signature is retained in the Ministry of Law and Justice and the
sther copy is returned to the Secretariat of the House concerned. The President’s
Secretariat retains the spare copy. Copies of Acts will also be forwarded by the Ministry
»f Law and Justice to all the State Governments for pubiication in Gazettes of State
sovernments.

35)  Printing of copies of Acts for sale- The Ministry of Law and Justice will take
<ieps to have copies of the Act reprinted in suitable form for sale to the public.

36) Translation of Acts in Hindi and regional languages- The Ministry of Law and

ustice will take steps to have the Act translated into Hindi (Devnagari script) and to have
‘he translation placed on sale. State Governments will be informed when an Act is being
ranslated.  Translation into regional languages will be arranged for by the State
sovernments if so desired by them
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5 Procedure for Financial Bills- The Constitution divides Bills containing financial
wovisions into several categories with different incidents. The main division is into
“oney Bills’ and ‘Other Financial Bills’.

(1) Special Procedure in respect of a Money Bill- The following special procedure
=zll be adopted in respect of a Money Bill:-

i. It must deal exclusively with any of the matters specified in sub-clauses
(a) to (f) of clause(1) of Article 110 of the Constitution.

ii. It shall be introduced in the Lok Sabha

iii. It cannot be introduced except on the recommendation of the President.

iv.  When a Money Bill has been passed by the Lok Sabha and it is transmitted
to the Rajya Sabha for its recommendations, the Speaker of the Lok Sabha
shall sign the certificate that the Bill is a Money Bill.

v.  The Rajya Sabha, shall within a period of fourteen days from the date of
its receipt, return the Bill to the Lok Sabha with its recommendations. The
Lok Sabha may either accept or reject all or any of the recommendations
of the Rajya Sabha.

vi.  If the Lok Sabha accepts any of the recommendations of the Rajya Sabha,
the Money Bill shall be deemed to have been passed by both Houses with
the amendments recommended by the Rajya Sabha and accepted by the
Lok Sabha. :

vii.  Ifthe Lok Sabha does not accept any of the recommendations of the Rajya
Sabha, the Bill shall be deemed to have been passed by both the Houses in
the form in which it was originally passed by the Lok Sabha.

viii.  If the Rajya Sabha does not return a Money Bill within the specified
period of fourteen days of the receipt of the Bill. The Bill shall be deemed
to have been passed by both the Houses at the expiry of the aforesaid
period in the form in which it was passed by the Lok Sabha.

ix. ~ When the Bill is presented to the President for assent, the Speaker of the
Lok Sabha shall sign the certificate that it is a Money Bill.

2) Powers of the Rajya Sabha over a Money Bill- When a Money Bill is received by
22 Rajya Sabha Secretariat, the only courses open to it are:-

i.  To return the Bill without amendments; or
1. To return it with suggestions for amendments; or
. To withhold it for a period of fourteen days.

3) Other Financial Bills- (a) If a Bill contains provisions relating to different matters
» which some fall within any of the sub-clauses(a) to (f) of clause (1) of Article 110
-onstitution it is deemed to be an ‘Other Financial Bill’.
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(b) These Bills fall under several categories:-

Bills which provide for any of the matters enumerated in sub-clauses (a) to (f) of
~suse (1) of Article 110 of the Constitution but which do not consist solely of those
matters, e.g. a Bill which contains a taxation clause but which does not deal solely with

=xation.

Procedure in respect of such Bills-

i.
ii.

iii.

iv.

V.

They shall not be introduced in the Rajya Sabha.

They shall not be introduced except on the recommendation of the
President.

The Rajya Sabha has full power to reject or amend such Bills as in the
case of non-financial Bills.

Such Bills have to be passed in the Rajya Sabha through three readings
like ordinary Bills.

In case of a final disagreement between the two Houses over such a Bill,
the President may summon them to meet in a joint sitting.

Amendments to such Bills-

(@) Amendments requiring recommendation of the President- The following
amendments shall require sanction of the President before they are introduced in
the Lok Sabha.

1. When a Bill proposes to levy a tax for a particular period, an
amendment to extend the operation of the tax indefinitely.

ii. An Amendment that the proceeds from the duty proposed in the
Bill shall not be carried to the Consolidated Fund of India but shall
be appropriated for other purposes.

iii. An amendment for transferring one item from one part of the
Schedule to a Finance Bill to another which has the effect of
increasing the duty.

(b) Amendments not requiring recommendations of the President-

The following amendments shall not require sanction of the President before their
~iroduction in the Lok Sabha:-

i
il

An amendment which seeks to reduce or to abolish a tax.
An amendment which seeks to increase the tax proposed in the Bill not
beyond the limits of an existing tax.

Examples:-
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a) Where a Financial Bill proposed to remove an existing duty, an
amendment for the deletion of that clause which seeks to abolish the duty
can be moved without the President’s recommendation, though the
apparent effect of the amendment would be to increase taxation. '

b) An amendment which seeks to increase the rate of an existing tax requires
recommendation of the President. But an amendment seeking to increase
the rate of duty in one particular case but reducing it in another so that the
total effect of the amendment would be to reduce the tax, may be moved
without the sanction of the President.

Bills providing for-

i.  The imposition of fines or other pecuniary penalties;
ii.  The demand or payment of fees for licences or fees for services rendered;
ii.  The imposition, abolition, remission, alteration or regulation of any tax by
any local authority or body for local purposes.

Though such Bills contain financial provisions, they are treated as ordinary Bills.

>ianation:-

a) Pecuniary penalty means any sum of money recoverable in a summary
manner, €.g. a provision in a Bill that if anybody does an act declared to be
illegal, he must pay a certain penalty per day.

b) Forfeiture of property is not a pecuniary penalty.

~wcedures in respect of such Bills-
i.  They may be introduced in either House.
ii.  They do not require any recommendation from the President.
iii.  They may be _rejected or amended by the Rajya Sabha in the
ordinary manner.
iv.  Amendments to such Bills are not subject to special provisions
relating to Money or Financial Bills,

IIL. Bills involving expenditure- These are ordinary Bills which may contain
'sions which, if passed would involve expenditure from the Consolidated Fund of
w22, These Bills are confined only to monetary charges and not to any other burden on
= national revenue or finance. If the expenditure is already authorized by an existing
and a Bill simply enables such expenditure being made for the purpose and within

= amount authorized by the existing law, such a Bill would not come within the
~view of this clause. For example, where there is already an Act which authorizes the
~uuing of advances for certain purposes up to a certain amount and subsequently a Bill is
ught for sanctioning the advance for a particular purpose within the scope of the
sting enactment, the Bill cannot be said as involving expenditure, for the expenditure
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!l“

ww=ady authorized by Parliament. If, however, the money is sought to be diverted to a
ww murpose, the Bill will be said as involvi ng expenditure.

*se=cure in respect of such Bills —

i.  They may be initiated in either House.,
ii.  The Rajya Sabha has full power to reject or amend them.
iii.  Such Bills shall not be passed in either House unless the President has
recommended the consideration of such Bills.

Explanation- It should be noted that such recommendation is not a
Condition precedent to the introduction of such a Bill. It may be introduced
without the recommendation of the President, and it would be in order if the
recommendation is obtained before moving the motion for consideration of the
Bill.

Iv. No recommendation of the President is required for moving an
amendment involving or increasing expenditure. If, however, an
amendment involving expenditure is carried, in a Bill which did not
previously receive the President’s recommendation, such recommendation
will be required before the Bill as amended, is passed by the House.

iv. If a Bill does not seek to effiect ‘appropriation’ in the technical sense, but
merely imposes liability on the Government, it may be introduced without
the President’s recommendation and it may be passed provided the
recommendation is obtained before consideration.

Difference in procedure between an ordinary Bill and a Bill to amend the
wstitution- The distinction between an ordinary Bill and a Bill to amend the
wstitution is as follows:-

Subject to the provision of Article 368 of the Constitution, a Bill amending the

| Constitution is to be passed by the Parliament in the same way as an ordinary Bill.
A Bill amending the Constitution may be initiated in either House of Parliament
but a special majority is prescribed for its passage. After it is passed by each
House by majority of the total membership of that House and by a majority of not
less than two-thirds of the members of the House present and voting, it is
presented to the President for his assent.

-1 A private member cannot introduce a Bill seeking to amend the Constitution in
the same way as any other Bill. Wtile in the case of ordinary Bill he can move
for leave to introduce a Bill of which he has given notice of one month in advance
(unless the Speaker has waived the period by which the notice has fallen short), at
the commencement of the private members’ business on a bills day, he has to wait
for the report of the Committee on rivate Members® Bills and Resolution on a
Bill seeking to amend the Constitution of which he may have given notice before
he can be permitted to move such a motion.
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7 such a Bill seeks to amend any of the provisions of the Constitution relating to
the federal structure e.g.

i.  The manner of election of the President,
ii.  Extent of the executive power of the Union and the state,
iii.  The Supreme Court and the High Courts,
iv.  Distribution of legislative powers between the Union and the States,
v.  Any of the Lists in the VII Schedule,
vi.  Representation of States in Parliament,
vii.  Procedure for amendment of the Constitution,

must after passage by each House of Parliament by a majority of the total membership

the House and by a majority of two-third members present and voting by ratified by
»= legislatures of not less than one-hal? of the States before it is presented to the
~=sident for his assent.

d Procedure regarding non-official Bills- (i) Whenever a Private Member of
wliament gives notice, in accordance with the provisions of the Rules of Procedure and
~duct of Business in the Houses of Parliament, of his desire to move for leave to

=woduce a Bill, the Secretariat of the House concerned sends a copy of the notice
zether with a copy of the Bill and Statement of Objects and Reasons to the Ministry to
~:ch the subject belongs.

(i) ~ The Ministry concerned will consult the Ministry of Law and Justice as to
== competence of Parliament to enact the measure.

(iii)  The policy of Government in relation to the Bill shall be officially settled
* the Ministry to which the subject belong; with the approval of Parliamentary and Legal
< ‘fairs Committee of the Cabinet.

(iv)  Bills in respect of which notices of motion for leave to introduce have
een given by Private Members shall be entered in the List of Business for the day
« ‘otted for Private Members’ Bills as first item for the purposes of introduction in the
~der in which the notices of motions have been received in point of time.

(v) Private Members’ Bills which have already been introduced and are
~ending before the House and in respect of which members wish to proceed on the days
= lotted for the disposal of Private Member’ Bills will be classified by the Committee on
“rivate Members’ Bills and Resolutions as Category ‘A’ and Category ’B’. Bills
-assified as Category ‘A’ shall have precedence over Bills classified as Category ’B’ and
e relative precedence of Bills under each of these categories will be determined by
~allot held separately. Where Bills have not been so classified by the Committee the
~lative precedence of such Bills will be determined by ballot in accordance with such
Zirections as the Speaker/Chairman may give therefore.
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(Vi)  Notices of next motions in Tespect of Bills mentioned in sub-paragraph(v)

“ove should be given sufficiently in advance to allow of their relative precedence being
“=termined by ballots,

these ballots are intimated to members in

Full particulars ip connection with
~icient time before hand. ‘

*. Ordinances and Regulations- The proc!edure described above (except in so far ag it
=ates to anything to be done in Parliamel‘lt) applies also, generally speaking, to the

wzfting of Ordinances which may be Promulgated by the President under Atticle 123 of
=< Constitution. Once the draft of the Ordinznce

|
The same procedure is followed in the rase of Regulations made by the President
ander Article 240 €xcept that in such cases Regulations are submitted for the signature of

¢ President through the Minister of Home Affairs.

“ouse along with the Bill explaining the circumstances which necessitated immediate
<gislation by Ordinance. Similarly, whenever an Ordinance which embodies wholly or
rartly the provisions of any Bill pending befors the House is promulgated, a statement

=xplaining the circumstances which necessitated immediate legislation by Ordinance
shall be laid on the Table of the House at the commencement of the session following
“1¢ promulgation of the Ordinance, }

0. Legislation in respect of Union Territa?ries. Under the provisions of certain
Sections of the enactments relating to Unjon Territories, the Centra] Government is
-ompetent to extend, by a notification in the official gazette, any State enactment with or
~ithout modification, to the Union Territorie§ concerned. A]] proposals for such
=xtension will be dealt with in the Ministry of Home Affairs who will examine them in
-onsultation with the Ministry of Law & Justice end other Ministries concerned and then
nlace them before the appropriate Advisory Committee,

The Administrative Ministries, will, however consult the Ministry of Home
Affairs at the earljest Possible stage to enable the latter to express their views ag regards
he desirability of undertaking the proposed llggislation, the principle or principles
nvolved therein and the substance of the more important provisjons proposed.

Thereafter, the administrative Ministry concerhed will prepare the draft Bill in
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“wizton with the Ministry of Law and Justice and the other Ministries, etc. concerned
¢ wenc the final draft to the Ministry of Home Affairs for being placed before the
werate Advisory committee.  As soon as the matter has been considered by the
o wory Committee, the administrative Mi nistry will take suitable steps to obtain the
sl of the Cabinet and introduce and process the proposed legislation in Parliament
» wemrdance withdhe procedure described above.

“whordinate Legislation - Each regulztion, rule, sub-rule, by-law, etc., framed in
wwance of the provisions of the Constitution or of the legislative functions delegated
* “wrament to a subordinate authority, which is required to be laid before Parliament
s be numbered centrally and published n the Gazette of India immediately after its
s gation. Whenever it is proposed to lay such papers on the Table of the Houses of
“wwment, the following information should invariably be supplied to the Secretariat of
»e “ouse concerned:-

i) Brief purport of the notification or paper to be laid on the Table.
i) Statutory or other requirement under which the paper is to be laid on the
Table.
(a) In case of Central Government notification, details of the Act and
section which provides for laying should be clearly stated.
(b) In the case of State Government notification the provisions in the
State Act for laying it on the Table should be reproduced.

(ili)  Whether published in the Gazeite and if so,

(a) G.S.R./8.0./S.R.0. number of notification published in the Gazette
; and
()  Date and part and section of the Gazette.

(iv)  Whether subject to modification by the House.

(v)  Period specified in the principle Act for which it is required to be
laid.

(vi)  Whether Hindi or English version of the document has been previously
laid on the Table of House and if S0, on what date.

(vii)  Date on which proposed to be Izid on the Tabie (Normally two clear days’
notice should be given).

2 Notice of Government Amendments io Bills, Resolutions or other Motions.-
~der the rules of Procedure, notices of arnendments to Bills, resolutions or other
motions are required to be given at least ons day before the day on which the Bill,
=solution or motion, as the case may be, is due to be considered. This requirement
would be strictly adhered to by Ministries in respect of notices of Government
=mendments. In a special case, however, when it is not possible to give timely notice of
= amendment, the reasons for waiving the period of notice may be stated when sending
=~z notice of amendment for the consideration of the Speaker.
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1

Scrutiny of Record of Proceedings in Parliament. — (1) On receipt in the M inistry
*= record of the proceedings in Parliament, it will be examined to see

(@)
(b)

Whether any promises, assurances or undertakings have been given on the
floor of the House; and

whether there are any points in the replies to supplementary questions or
in other parts of the proceedings which require elucidation or amendment.

Assurances in Parliament - 1f during the course of a reply given to Question or a

(1

<ussion, a Minister gives an undertaking whica involves further action on the part of
'= wovernment in reporting back to the House, it is called an Assurance.

A standard list of such expressions which normally constitute an
assurance is given below:-

(i) The matter is under consideration.

(i) Ishall look into it.

(iii)  Enquiries are being made.

(iv)  1shall inform the Honourabls Member.

V) This is primarily the concern of the State Govt., but I shall look
into it.

(vi)  Ishall write to the State Govisrnment concerned.

(vii) I assure the house that all suggestions made by Honourable
Member will be carefully considered.

(viii) 1 shall study the conditions on the spot during my tour.

(ix)  Ishall consider the matter.

(x)  Iwill consider it.

(xi) 1 will suggest to the State Governments.

(xii)  We shall put up the matter in the shape of a resolution,

(xiii) I shall see what can be done about it.

(xiv) 1 shall look into the matter before I can say anything,

(xv)  The suggestion will be taken into consideration.

(xvi) The matter will be considered at a conference to be held on-

(xvii) The matter is still under €xamination and if anything is required to
be done, it will certainly be dane.

(xviii) The matter will be taken up with govt. of ---

(xix) I have no information but I am prepared to look into the matter.

(xx)  Efforts are being made to collect the necessary data.

(xxi)  The suggestion made will be borne in mind while framing the
rules.

(xxii) Ifthe Hon’ble Member so desires, I can issue further instructions,

(xxiii) Copy of the report, when finalised, will be placed in the library of
the House.

(xxiv) I shall supply it to Hon’ble Member.

(xxv) I think it can be done.
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(xxvi) If the Hon’ble Memtier’s allegation is true, I shall certainly have
the matter gone into.

(xxvii) We shall have to find that out.

(xxviii)I will draw the attentipn of the Government who I hope will take

adequate steps in this cirection.
(xxix) Itisa suggestion for action which will he considered.

(xxx) All the points raised by various Members will be co
the result will be communicated to each Member,
(xxxi) Information is being collected and wil] be laid on the Table of the

House.
(xxxii) I am reviewing the position.

Note: All directions by the Speaker, Deputy Speaker or the C
action on the part of Ministers, will be complied with as

is given by
from the rele

Department concerned. If the administrative
%< an item as an assurance or finds that it would not be in public interest to fulfj] it, it
* write to the Department of Parliamentary A ffajrs within a week of the receipt of such
“mmunication for getting it deleted from the ist of assurances. Alternatively, if it finds

within the stipulated period of 3 months, it

nsidered and

hairman involving
assurances.

the Minister, it is extracted by the

(2)  When an assurance
i vant proceeding and communicated to

probable additional time

e Minister will be obtained.

(3)  The particulars of €very assurance will be entered by the Parliament Unit
ce will be passed on to the concerned section,

= 2 Register”. Thereafter, the assuran
prompt acton even before the receipt of the

Each section will take
t of Parliamentary Affairs to fulfil such an assurance

on partmen
=d keep a watch thereon in a register.

The Section Officer incharge of the Sestion will scrutinise the register once a

*=ek with a view to ensure that necessary follow up action is taken without any delay
=d submit the register to the Branch Officer every fortnight if the House concerned is in
«ssion and once a month otherwise drawing his special attention to the assurances which

== not likely to be implemented within a period of three months,
Separate registers will be maintained fcr assurances in Lok Sabha and Rajya
szbha, entries therein being made sessionwise.
p his higher officers and Minister informed

cer will like-wise kee
of assurances drawing their special attention

The Branch Offi
the implementation

*f the progress made in
o cases of delay.
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(4)

Every effort will te made to fulfil the assurance within the prescribed

w=. In case only part of the information is available and the collection of remaining

= ormation would involve considirable time, the available information will be supplied
* ©e Department of Parliamentiry Affairs within the prescribed time. Efforts will
wwunue for the expeditious collection of the prescribed proforma will be sent to the
“epartment of Parliamentary A ffairs.

)

Information to be supplied in partial or complete fulfilment of as

wsurance will be approved by the Minister concerned and 12 copies each thereof in
~ndi as well as in English in the prescribed proforma will be sent to the Department of
“wriamentary Affairs.

©6)

The Department of Parliamentary Affairs after scrutinising the

=“ormation will arrange to lay it on the table of the House, a copy will be forwarded by

2= Department to the Member as well as the Department concerned. Parliament unit and
= section concerned will, on the basis of this statement make suitable entries in their

=gisters of the assurances having been fulfilied.

(7

Each House of Parliament has a Committee on government Assurances

wominated by the Presiding Officer which scrutinise the nature of and the time taken in
e fulfilment of assurances and focusses attention on the delays and other significant
wpects, if any, pertaining to them.

The reports of the above two committees are scrutinised by the Department of
“arliamentary Affairs which takes up the matter with the concerned Department for
=medial action wherever called for.

25 Limitations on the power of Parliament in Jfinancial matters. - The Constitution
“zs imposed some limitations upon the powers of the Parliament in financial matters.
“hese limitations may be summarised as below:-

(i)
(ii)
(iii)

(iv)

)

No demand for a grant shall be made except on the recommendation of the
President.

No Bill or amendment relating to a financial matter shall be introduced
except on the recommzndation of the President.

Any Bill which would involve expenditure shall not be passed unless the
President has recommended it.

No amendment shall e proposed to an Appropriation Bill which would
have the effect of (a) varying the amount or altering the destination of any
grant or (b) varying the amount charged on the Consolidated Fund.

No Bill or amendment which imposes or varies any tax or duty in which
the States are interested or which imposes, any such surcharge as is
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mentioned in Art.271" shal] be introduced or moved in either House of
Parliament except on the recommendation of the President.

“arliamentary Committees. — A Patliamentary committee is 2 Committee which
mi=d or elected by the House or nominated by the Speaker. It works under the
= of the Speaker, presents its repcrt to the House or to the Speaker and the
et for it is provided by the Lok Sabha Secretariat. The names, methods of

ur ees of the Parliament are
oW ;-

o and the functions of some of thz Standing Committ

“eent statutory  authority — the Comptrol

ler and Auditor General and the
“wwent examination of his report by the Public

Accounts Committee,

“he Comptroller and Auditor General examines the annual accounts and Submits

‘0 the Parliament on the examination made. The examination of this report is
“7=< 1o a special Committee of the House, designated as the Public Accounts
~wwmimee. The examination is important tc ensure that a vote of Parliament has not

Se time necessary for the detailed scrutiny.
* best be undertaken by a Committee,

The Public Accounts Committee-consists of not more than 22 members (15 from
« Sabha and 7 from the Rajya Sabha) who are elected by both the Houses of
“ment every year from amongst their Members. The term of office of members is
2. A Minister cannot, however, be appointed to be a member of the Committee.

Art.271 lays down that Parliament may at any time increase any of the following duties or taxes
- rcharge for purposes of the Unio

n and the whole proceeds of any such surcharge shall form part of
~ msolidated fund of India:-

““es in respect of succession to property other than agricultural land.
“=te duty in respect of property other than agricultu-al land.
~=minal taxes on goods or passengers carried by Railway, Sea or air,
s on railway fares and freights.
~zxes other than stamp duties on transactions in stock exchanges and future markets,
“zxes on the sale or purchase of newspapers and on allvertisements published therein.

~=xes on the sale or purchase of goods other than nev 'spapers, where such sale or purchase takes place
* =3¢ course of inter-state trade or commerce.

“zxes on income other than agricultural income.

Vi
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-airman of the Committee is appointed by the Speaker, from amongst the members
. Committee; if, however, the Deputy Speaker is a member of the Committee, he is
w ~2d Chairman of the Committee.

The present charter of the Committee as embodied in the Rules of Procedure and
- -t of Business, is to satisfy itself:

(i) that the money shown in the accounts as having been disbursed were
legally available for and applicable to the servioe or purpose to which they
have been applied or charged;

(i)  that the expenditure conforms to the authority which governs it; and

iii) that every reappropriation has been made in accordance with the
provisions made in this behalf under rules framed by the competent
authority.

It is also the duty of the Public Accounts Committee:

(i) to_examine in the light of the report of the Comptroller and Auditor
General the statement of accouats showing the income and expenditure of
state corporations’ trading and manufacturing schemes concerns and
projects;

(i)  to examine the statement of accounts showing the income and expenditure
of autonomous and semi-autonomous bodies, the audit of which may be
conducted by the Comptroller and Auditor General either under the
directions of the President or by a statute of Parliament; and

(iii)  to consider the report of the Comptroller and Auditor General in cases
where the President may have required him to conduct an audit of any
receipts or to examine the accounts of stores and stocks.

The aim of the Committee is:-
(1) to ensure that money is spent as Parliament intended;

(il to ensure the exercise of due economy and to draw attention to cases of
waste, extravagance, losses and nugatory expenditure;

(iii)  to ensure that a high standard of public mortality in all financial matters is
maintained.

If any money has been spent on any service during financial year in excess of the

~-unt granted by Parliament for that purpose, the committee examines, with reference

= facts of each case the circumstances leading to such an excess and makes such
~mmendations as it may deem fit.



Although the committee has no PO'Ver to compel any administrative action to be
wen on its observations, this has not affected the effectiveness of the Committee’s
==ommendations. The Committee’s power is indirect and lies in the potential results of
= reports and publicity which it is able to give to the questions it investigates and in the
moral effect of its criticism. The Committze has entirely fulfilled the €Xxpectation that it
mould develop into a powerful force for controlling public expenditure.

For achieving the latter objective, & Committee on Estimates is appointed to
=xamine such of the estimates as may deem fit to the Committee or are specifically
*=ferred to it by the House or the Speaker, and to Suggest economies consistent with the
»olicy underlying the estimates,

The Estimates Committee consists of not more than 30 members, who are elected
*v the Lok Sabha every year from amongst its members. The term of office of members

°f the Committee; if] however, the Deputy Speaker is a member of the Committee, he is
zppointed Chairman of the Committee,

Defining the functions of the committee, Dr. John Mathai, the then Finance
Minister, stated that the Estimates Committee would work as a continuous Economy
—ommittee. As Shri Ashok Chanda has put it, “the real business of the Estimates
“ommittee would be, excepting the policy anc the objectives of Government with which
- Was not concerned, to suggest how this pol:cy and its objectives could be carried out
with the least expenditure of public funds”,

The aim of the Committee is:

@) to exert a healthy influence on and regulate the course of public
expenditure; and

(i)  toact as a deterrent to extravagance in public expenditure by instilling the

fear that the expenditure of the Government and of various departments

would be examined in detai] by an independent authority.
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“2uct of Business are:

(i) to report what €conomies, improvements in Organisation, efficiency or
administrative reforms, corsistent with the policy underlying the
estimates, may be effected;

(i) to Suggest alternative policies in order to bring about efficiency and
€conomy in administration;

(iii)  to examine whether the money is well laid oyt within the limits of the
policy implied in the estimates; and

(iv)  to suggest the form in which the estimates shall be presented to
Parliament,

Asit is a Committee of Parliament deriving its authority from it, the Estimates
mmittee’s recommendations are naturally given very high consideration by the
“mment.  Many organizationa] changes have resulteq from such recommendations

" ‘mproving efficiency of even Constitutional Authorities,

“-ordance with sound business principles anl prudent commercia] practices. It will
~orm such functions at present vested in the Public Accounts Committee and the
~mates committee ag may be allotted to that committee by the Speaker from time to

Matters of major Government policy as distinct from business or commercial
wctions, matters of day-to-day administratior; and matters for the consideration of
“:ch machinery is established by any special s:atute, do not fall within the purview of

(i) to consider the reports submitted by ihe National Commission  for
Scheduled Castes and Scheduled Tribes under Article 338(5) of the
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Union Government in fespec: of matters within the purview of the Unjon
Government including the Administrations of the Union Territorjes.

POSts under its contro] (including appointments in the Public sector
undertakings, statutory and Stmi-government bodies and in the Union
Territories) having regard to the provisions of Art.335;

There are 24 Departmentally related Standing Committees of the Houses. The
“ction of each of the Standing Committees are given in Annexure-I1] to thijs note.

one year. The

=mittee. The note of dissent shal] be presented to the Houses along with the report.
- seneral rules applicable to other Pariiamentary Committees in Rajya Sabha/ Lok
=72 shall apply to Standing Committees. The Committee may avail of the expert
“7on or the public opinion to make the repot. The Standing Committees shall not
w=crally consider the matters which are censidered by the other Parliamentary

mmittees. The reports of the StandingyCommittees shall have persyasive value and
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FUNCTIONS:
The functions of each of the Standing Committees shall be:

To consider the Demands for Grants of the concerned
Ministries/Departments and make a report on the same to the House. The
report shall not suggest anythir g of the nature of cut motions;

To examine such Bills pertaining to the concerned Ministries/Departments
as are referred to the Committee ;by the Chairman, Rajya Sabha or the
Speaker, as the case may be, and make report thereon;

To consider annual reports of Ministries/Departments and make reports
thereon; and

To consider national basic long term policy documents presented to the

Houses, if referred to the Comnittee by the Chairman, Rajya Sabha or the
Speaker, as the case may be, and make report thereon.

The Standing Committees shall no- consider the matters of day to day
administration of the Ministries/Departments concerned.

PROCEDURE RELATING TO DEMANDS FOR GRANTS

The Standing Committees shall follow the following procedures in their
consideration of the Demands for Grants and making a report B on them to the
House:

After the general discussion on the Budget in the Houses is over, the
Houses shall be adjourned for a fixed period,;

The Committees shall consider the Demands for Grants of the concerned
Ministries during the aforesaid pariod;

The Committees shall make their report within the period and shall not ask
for more time;

The Demands for Grants shall bz considered by the House in the light of
the reports of the Committees; and

There shall be a separate report on the Demands for Grants of each Ministry.
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PROCEDURES RELATING TO EILLS

The Standing Committees shall follow the following procedures in examining the
Bills and making report thereor :

The Committee shal] consider the general principles and clauses of the
Bills referred to them and make report thereon:

The Committee shall consider only such bills introdkuced in either of the
Houses as are referred 10 them by the Chairman, Rajya Sabha or the
Speaker, as the case may be and

The Committee shal] make repor: on the Bills in the given time.

in respect of matters within the purview of the Union Government
including the Administrations of the Union Territories;

(3) to examine the measures taken by the Union Government to secure
for women equality, status and dignity in all matters;

(4) to examine the Mmeasures taken by the Union Government for
comprehensive education and adequate representation of women in
Legislative bodijes/ sarvices and other fields;

(5) to report on the working of the welfare programmes for the
women;

(6) to report on the action taken by the Union Government and
Administrations of the Union Territories on the measures proposed
by the Committee; and

(7) to examine such other matters as May seem fit to the Committee or
are specifically referrad 1o it by the House or the Speaker and the
Rajya Sabha or the Chairman, Rajya Sabha,

(8) Committee on Subordinate Legislaticn. - The variety and number of laws on the
agenda of a legislature Cvery session now zssume formidable proportions, |t becomes
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w wcally impossible for a Legislature to pass all these laws, and the arrears of work
ue to mount. So the legiclatures can give consideration only to the general
wociples of bills before them. The details have perforce to be delegated to Government
weniments, which are empowered to fill in these details. Almost all the laws passed by
* ‘ndian Parliament empower the Executive 0 make Rules and Regulations under the
= In order to check that the Executive does not abuse this power, it was provided that
w== Rules and Regulations would be placed on the Table of the House. It was, however,
= sed that Parliament did not have the necessary time to exercise adequate control over
sz Rules and Regulations. Therefore, the Speaker to the Lok Sabha appointed on the
December, 1953, a committee consisting of 10 members of Parliament. This
mmittee was called the Committee on Subordinate Legislation. Its independence from
=cutive influence has been ensured by the provision that no Minister can be a member
is Committee.

The Committee now consists of not more than 15 members, who are nominated

the Speaker of the Lok Sabha. The term of office of the members of the Committee is

== year. The procedure for the appointment of Chairman is similar to that of the Public
~ccounts Committee.

After each Rule, Regulation, sub-rule, Bye-law etc. is laid before the House, the
_ommittee considers, in particular, whether:

(i) It is in accord with the general objects of the Constitution or the Act
pursuant to which it is made;

(i) it contains matter which in the opinion of the Committee should more
properly be dealt with in an Act of Parliament;

(iif) it contains imposition of any tax;
(iv) it directly or indirectly bars the jurisdiction of the courts;

(v) it gives retrospective effect to any of the provisions in respect of which the
Constitution or the Act does not ex pressly give any such power;

(vi)  it'involves expenditure from the Consolidated Fund of India or from the
public revenues;

(vii) it appears to make some unusual or unexpected use of the power conferred
by the Constitution or the Act pursuant to which it is made;

(viii) there appears to have been unjustifiable delay in its publication or in
laying it before'ﬁarliament; or

(ix)  for any reason its form or purport calls for any elucidation.

The recommendations made by this Committee of the Lok Sabha maintain
Parliamentary control over delegated legislation effectively and prevent.
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The abuse of power by the Executive.

9 Committee on Government Assurances.- [In the course of answering

#w=n on the floor of the House lay embedded in the Debates without any watch as to

(i) to see the extent to which assurances, promises, undertakings, etc. given
by the Ministers on the Floor of the House have been implemented; and

(i)  where implemented, whether such implementation has taken place within
the minimum time necessary for the purpose.

This Committee meets periodically to examine the assurances given and also the
«tion taken thereon by Government and presents its report to the House from time to
me.

(10)  Business Advisory Committee. — It is a committee nominated by the
“peaker. It consists of not more than 15 members including the Speaker who shall be the
-nairman of the Committee. Its function IS to recommend the time that should be
«/ocated for the discussion of the stage or stages of Government Bills and other business

2e different hours at which the varioug stages of the Bill and other business shall be
-ompleted. The Committee also performs such other functions as may be assigned to it
oy the Speaker from time to time,

(11)  Committee on Private Memters’ Bills.-  The Committee on Private
Members’® Bills and Resolutions consists of 15 members nominated by the Speaker and
holds office for one year. lIts functions are:
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i) to examine every Bill seeking to amend the Constitution, notice of which
has been given by a private me nber before a motion for leave to introduce
the Bill is included in the list of business;

i)  to examine all private members’ Bills after they are introduced but before
they are taken up for consideration in the House and to classify them
according to their nature, urgency and importance into two categories, viz
Category A and category B;

(iii)  to recommend the time that should be allowed for the discussion of the
stage or stages of‘each private member’s Bill and also to indicate in the
time-table so drawn up the different hours at which the various stages of
the Bill in a day shall be completed.

(iv)  To examine every private member’s Bill which is opposed in the House on
the ground that the Bill initiates legislation outside the legislative
competence of the House and the Speaker considers such objection prima
facie tenable; and

(v)  To recommend time limit for the discussion of private members’
resolutions and other ancillary matters.

The Committee also performs such other functions in respect of private members’
and Resolutions as may be assigned to it by the Speaker from time to time.

(12)  Committee on Petitions. - The Committee on Petitions consists of not less -
= 15 members nominated by the Speaker. A Minister cannct be nominated a member
+ =< Committee and if a member after his nomination to the Committee is appointed a

weomntment. The Committee examines every petition referred to it. After examination,
S committee may direct that it may circulated either in extenso or in summary form. It

2< duty of the Committee to report to-the House on the specific complaints made in
e petitions referred to it after taking such evidence as it deems fit and to suggest
=medial measures either in a concrete forni applicable to the case under review to
we=went such cases in future.

In accordance with the latest instructions. of the Speaker, petitions which are not
serwise admissible are also informally placed before the Committee, for their
~sideration. ‘

(13)  Committee on Privileges. The committee on Privileges consists of not
=ore than 15 members nominated by the Speaker.
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The Speaker may refer any question of privilege to the Committee on Privileges
or examination, investigation and report.

(14)  Committee on Absence of Members Jrom sittings of the House- The
-ommittee consists of 15 members, They ar¢: nominated by the Speaker and hold office
“or one year. The functions of the Committee are:

(i) to consider all applications from members for leave of absence from the
sittings of the House;

(i)  to examine every case where a member has been absent for a period of 60
days or more without permission from the sittings of the House and to
report to the House whether the absence should be condoned or the
circumstances of the case justify that the House should declare the seat of
the member vacant; and

(iii)  the Committee also performs such other functions in respect of attendance
of members in the House as may be assigned to it by the Speaker from
time to time.

(15)  Rules Committee- The Commitiee consists of 15 members nominated by
“ie Speaker, who shall be the ex-officio Chairinan of the Committee. The functions of
the Committee are:

-

() to consider matters relating to Rules of Procedure and Conduct of
Business in the House; and

(i)  to recommend any amendments or additions to the rules that may be
considered necessary.

The Chairman of the Committee shall be appcinted by the Speaker from amongst its
members. Unless the Speaker is a member and consequently an ex-officio Chairman of
the Committee, the Deputy Speaker, ifhe is a member of the Committee,
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(3)  If a member is absent from two or more consecutive meetings of the
=mittee without the permission of the Chairman, he may be discharged by the House
« e Speaker as the case may be.

(4)  The Committee may appoint one or more sub-committees each having the
wwers of the undivided committee to examine any matters that may be referred to them
=< the reports of such sub-committee shall be deemed to be the reports of the whole

mmittee if they are approved at a sitting of the whole committee.

(5)  The Committee may sit while the House is sitting provided that on a

sion being called in the House the Chiirman of the Committee shall suspend the

~oceedings in the Committee for such time as will in his opinion enable the members to
= in a division.

(6)  The sittings of the Committee shall be held in private and generally within
»= precincts of the Parliament House.

(7) A witness may be summoned by an order signed by the Secretary General
=d shall produce such documents as are required for the use of the Committee. The
»mmittee may under the direction of the Speaker permit a witness to be heard by a
-ounsel appointed by him and approved by the Committee. The Committee may
s«=minister oath of affirmation to a witness examined before it. The Committee may treat
=y evidence tendered before it as secret o confidential. No document submitted to
~ommittee shall be withdrawn or altered without the knowledge and approval of the
~ommittee. A Parliamentary Committee shall have power to send for persons, papers
=d records. If any question arises whether the evidence of person or production of a
“ocuments is relevant for the purpose of the Committee, the question shall be referred to
~e Speaker whose decision shall be final. Government may decline to produce a
“ocument on the ground that its disclosure would be prejudicial to the safety or interest of
Se State.

(8) A Parliamentary Committee may make a special report on any matter that
arises or comes to light in the course of its work to the Speaker or the House even if such
matter is beyond its terms of reference.

(®)  The Committee may direct that the whole or a part of the evidence or
summary thereof may be laid on the Table of the House. The Speaker may direct that
such evidence be confidentially made available to the members before it is formally laid
on the Table of the House.
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(10)  When the House has not “ixed any time for the presentation of the report,
“= report shall be presented within on: month of the date on which reference to the
~smmittee was made. The House may extend the time for presentation of report by the
~smmittee on a motion being made. The Committee may make available to government
«: completed part of its report before Fresentation to the House. Such reports shall be
w=ated as confidential until presented to the House, The Speaker may on a request being
made to him and when the House is not in session order the printing, publication or
~rzulation of a report of a Committee although it has not been presented to the House. In
“at case the report shall be presented to the House during the next session at the first
“mvenient opportunity.

(11) A Parliamentary Committze has power to pass resolutions on matters of
wocedure relating to the Committee for the consideration of the Speaker who may make
wniations in the procedure as he may consider necessary. The Speaker may from time to
“me issue directions to the Chairman of the Committee for regulating its procedure and
e organisation of its work.

(12)  Any business pending before a Committee shall not lapse on account of
srorogation of the House and the Comm ttee shall continue to function notwithstanding
wch prorogation. A committee which is unable to complete its work before the
=ipiration of its term or before the dissol.ition of the House may report to the House that
2z Committee has not been able to complete its work. Any preliminary report,
memorandum or note that the Committee: may have prepared or any evidence that the
-ommittee may have taken shall be made available to the new Committee.

28.  Motion of No-Confidence in Ministers. Article 75(3) of the Constitution
“=tes that the Council of Ministers shall be collectively responsible to the House of the
“cople. This means that the Council, ‘n a body, shall be under the constitutional
oligation to resign as soon as it loses the confidence of the Lower House of the
~cgislature. The normal mode of expressing lack of confidence in the Ministers is by
szssing a vote of no-confidence in the Council of Ministers by the Lok Sabha.” A motion
** no-confidence is the surest means to cause the down-fall of a Ministry. As the
=sponsibility of the Council of Ministe's is to the Lower House a motion of no-
-onfidence can be brought only in that House. Rules 198 of the rules of Procedure and
-onduct of Business in the Lok Sabha states as follows:-

“(1) A Motion expressing want of confidence in the Council of Ministers may
be made subject to the followving restrictions, namely —

(a) leave to make the motion shall be asked for by the Member when
called by the Speaker.

(b)  The member asking for leave shall, before the commencement of
the sitting for that cay, give to the Secretary General a written
notice of the motion which he proposes to move.
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(2)  If the Speaker is of opinion that the motion is in order he shall read the
motion to the House and shall request those members who are in favour
of leave being granted to rise in their places, and if not less than fifty
members rise accordingly, the Speaker shall declare that leave is grated
and that the motion will be taken up on such day, not being more than ten
days from the date on which the leave is asked for, as he may appoint. If

less than fifty members rise, the Speaker shall inform the member that he
has not the leave of the House.

(3)  If leave is granted under the above sub-rule (2) the Speaker may, after
considering the state 6f business in the House, allot a day or days or part
of a day for the discussion of the motion.

(4)  The Speaker shall, at the appointed hour on the allotted day or the last of
the allotted days, as the case may be, forthwith put every question
necessary to determine the decision of the House on the motion.

(5)  The Speaker may, if he thinks fit, prescribe a time limit for speeches.”

Under the above rule the motion canno* be moved unless it has the initial support
*Tnot less than 50 members.

29.  Procedure for presentation of petitions to Parliament.- Petitions may be
~resented or submitted to the Lok Sabha with the consent of the Speaker on:

@) a Bill which has been published or which has been introduced in the
House;

(i)  any matter connected with the business pending before the House; and
(iii)  any matter of general public interest provided it is not one —

(@  which falls within the cognizance of a court of law having
Jurisdiction in any part of India or a court of enquiry or a statutory
tribunal or authority or a quasi-judicial or a commission.

(b) Which should ordinarily be raised in a State Legislature,
(c) Which can be raised on a substantive motion or resolution, or

(d)  For which remedy is available under the law including rules,
regulations, by-laws made: by the Govt.of India or any authority to
whom power to make such rules, regulations, etc., is delegated.

It shall be either in Hindi or in English. If any petition in any other Indian language is
made, it shall be accompanied by a translation either in Hindi or in English, and signed
by the petitioner. The full name and address of every signatory to a petition shall be set
out therein and shall be authenticated by his signature, and if, illiterate by his thumb
impression. Letters, affidavits or other documents shall not be attached to any petition.
A Member of Parliament shall not present a petition from himself,

Every petition shall be couched in respectful, decorous and temperate language.
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Every petition shall be addressed to the House and shall conclude with a prayer
w=ting the definite object of the petitioner in regard to the matter to which it relates.

A member shall give advance intimation to the Secretary-General of the House of
*+ mitention to present a petition,

A member presenting a petition stall confine himself to g statement in the
“owing form.

“Sir, I beg to present a petition signed by Giss 0 Petitioner(s) regarding
........ ” And no debate shall be permitted on this statement.

Every petition shall, after presentation by a member of Lok Sabha or report by the
w=retary of the House, as the case may be, stand referred to the Committee on Petitions,

30.  Points of Conduct and Etiquette for the Guidance of witnesses appearing
wore Parliamentary Committees or their Sub-Committees.- The witnesses should note
e following points while appearing before a Parliamentary Committee:

L Due respect to the Chairman and the Committee/Sub-Committee should
be shown by the witness by bowing while taking his seat.

2 The witness should take the seat earmarked for him opposite to the seat of
the Chairman,

& The witness should take the oath, or make affirmation, if so asked by the
Chairman. The witness will take the oath or make affirmation standing in
his seat and bow to the Chair just before taking the oath or make
affirmation and immediately afterwards.

4, The witness should answer specific question put to him either by the

5t All submissions to the Chair and the Committee should be couched in
courteous and polite language.

6. When the evidence is completed and the witness is asked to withdraw, he
should, while leaving, bow to the Chair.

7 The witness should not smoke or chew when he s seated before the
Committee,

8. Subject to the provisions of rules 270 of the Rules of Procedure and

conduct of Business in the Lok Sabha, the witness should note that the
following acts shall constitute breaches of privilege and contempt of
Committee:-

(@  Refusal to answer question;.
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(b)  Prevarication or wilfully giving false evidence or suppressing the
truth or misleading the Committee.

(¢)  Trifling with the Cornmittee; returning insulting answers.
(d) Destroying or damaging a material document relating the enquiry,

31.  Code of Conduct to be observed by Officials sitting in official galleries in
Lok/Rajya Sabha.

1. (@  The Official (Gallery is intended only for officials of the

from the Ministry of tte Government of India concerned.

2 Admission to the Gal ery will be through Official Gallery Cards
and General Passes endorsed for “Official Gallery only” issued by the
Secretary General under the order of the Speaker/Chairman. A separate
Card or Pass must be obtained for each Session.

3. The Official Gallery Cards will be issued only to Officers of the
rank of Under Secretary and above, while General Passes with the
endorsement “Official Gallery only” will be jssued to Officers below the
rank of Under Secretary.

4. Applications for Official Gallery Cards and General Passes should
be made in writing to the Secretary at least 24 hours in advance of the date
of meeting or meetings for which they are required. Such applications
must give in al] cases, the names and designations of persons for whom
Cards or Passes are required. All such applications must be signed by an
Officer not below the rank of an Under Secretary. No application will
ordinarily be considered unless it conforms with the foregoing rules.

3, Not more than four “Sessional” Official Gallery Cards, and four
General Passes with the endorsement “Official Gallery only” will
ordinarily be issued to each Min:stry. If extra Cards or Passes are required
for any particular meeting cor meetings these may be issued, if
accommodation permits, on a written request received from the Ministry
concerned and shall be strictly litnited.

6. The restriction mentione in rule 5 will not apply in respect of
General Passes to be issued to Class IV officers of a Ministry who are
required to be in attendance at the Official Gallery on Officers or on duty,
but such staff will not be permitted to enter the Official Gallery except at

the discretion of the Watch and Ward staff in-charge of the Gallery. '
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7 Official Gallery Cards and General Passes are not transferable and
will be issued by name in eacl, case. If such a Card or Pass Is transferred
it will be reported to the Ministry concerned for disciplinary action to be
taken against the offender.

8. Holders of Official Gallery Cards and General Passes must show
their cards and Passes to the Security or the Watch and Ward staff
whenever required to do s0.

9. Holders of General Passes must not OCcupy seats in the Official
Gallery to the exclusion of holders of the Official Gallery Cards and
should leave the gallery as soon as the business with which they are
officially concerned is concluded.

10.  Entrance to the Official Gallery will be strictly regulated by Watch
and Ward staff of the Parliameni Secretariat on duty in that Gallery.

11 During the Question Hour preference will be given to the

reépresentatives of those Ministries which are responsible for answering

. .

Gallery will regulate such entry in accordance with the indications on the
Question List of the day.

12.  Afier the Question Hour is over the chairs in the front row shali be
vacated in favour of officials concerned with the actua] business before the
House as shown on the Order Paper. One of the three chairs in the centre
of the front tow shall ordinarily be reserved for the Official Draftsman or
other representative from the Ministry of Law and Justice.

135 ~=0n occasions, chairs in the front row may be reserved for high
ranking officials who are constitutionally concerned with the business of
the House such for example as the Comptroller and Auditor General,

14.  After full provision_for the business before the House has been
made, other Officials who are particularly required by Ministers to wait on

15.  On special occasions when the number of officialg seeking entry
into the Official Gallery is more than the seating capacity of this Gallery,
entry into the Gallery will be regulated by a special order of the Secretary

16.  No Officer shall, ordinarily, remain in the Official Gallery longer
than his business requires.

17.  The Official Gallery may be closed to holders of Officjal Gallery
Cards and Genera] Passes on special occasions at the discretion of the
Speaker/Chairman, Timely notice will, as far as possible, be given to
Ministries if and when the Official Ciallery is to be closed.
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glasses. Extra chairs Iaay not be placed in the Gallery or bassage-ways
20.  Holders of Official Gallery Cards shall not be permitted to take

21..  The Speaker/Chairmau, Whenever he thinks fit may order the
withdrawa] of holders of Official Gallery Cards from any part of the

immediately obey the orders, A5 s00n as the Gallery is clear, the door will
be locked by the Watch and Ward Officer.

23.  In the event of any demonstration of disturbances on the part of
any holder of Official Gallery Card in the Gallery the Watch and Ward
Assistant on duty will take the name of the official thys misconducting
himself, or herself, and if Necessary, arrange for hig or her remova] from
the Gallery; in either case, the Speaker/Chainnan, through the Secretary
General, wil] at once be apprised of the action taken,

24, The Watch and Ward Officer'shall rémove or cause to be removed,
any holder of Official Gallery Card from any part of the Houge o of the
Galleries appropriated to the members only and also any holder of Official
Gallery Card who, having been admitted into any other part of the House
or of the galleries, sha]] misconduzt or herself or shal not withdraw when
strangers are directed to withdraw:.

25.  No holder of Officia) Gallery Card shaj] be admitted to the gallery
when the House meets in secret session,
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circumstances be passed on to unauthorised persons. They are issued
subject to the holders observing the conditions endorsed thereon.

30. Any matter not provided for in thege rules shall be regulated by the
Speaker/Chainnan, in his discretion,

“Equal and exact Justice to a]| men ireedom of
religion, freedom of the press, freedom of person under the protection of
the habeas corpus ....., these principles form the bright constellation
which has gone before us.”

Thomas Jafferson
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ANNEXURE — 11

Session, 20 of the Lok Sabha

Session, 20 of the Rajya Sabha

PROFORMA FOR FULFILLING ASSURANCES

Dateor Mfliment soe. e
UL i Ge——— Department of ...................
Juestion No.& Subject | Promise Made | How fulfilled Remarks
date :
1 2 3 4 5

-207 Deptt. of P & Training/2008
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Ministries/De artments under jurisdiction of the Standin Committees
\M_\g\

PART -1
S.No. Name of the Committee _Ministries/De artments
ks Committees on Commerce Commerce and Industry ,
2 Committee on Home Affairs 1. Home A ffairs
2. Development of North Eastern
Region
3. Committee on Human Resource | 1. Human Resource Development
Development 2. Youth Affairs and Sports
4. Committee on Industry 1. Heavy Industries and Public
Enterprises
2. Small Scale Industries
3. Agro and Rural Industries
5 Committee on Science and Technology, [ 1. Science and Technology ]
Environment & Forests 2. Space
3. Ocean Development
4. Atomic Energy
: 5. Environment & Forests
6. Committee on Transport, Tourism and 1. Civil Aviation
Culture 2. Road Transport & Highways
3. Shipping
4. Tourism
5. Culture
7 Committee on Health and Family | Health and Family Welfare
Welfare
8. Committee on Personnel, Public | 1. Law and Justice
Grievances, Law and Justice 2. Personnel, Public Grievances
X & Pensions
PART - 11
9. Committee on Agriculture 1. Agriculture 1
2. Food Processing Industries
10. Committee on Information Technology | 1. Communications and
Information Technology
2. Information & Broadcastin
11. Committee on Defence Defence
12, Committee on Energy 1. Non-Conventional Energy
Sources
Power
13. Committee on External Affairs External A ffairs

£ =to

Non-Resident Indian Affairs
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BEe=— _

14 Committee on Finance

1. Finance
2. Company A ffairs

3. Planning

4. Statistics and Programme
Implementation

LS, Committee on Food, Consumer Affairs | Public Distribution
and Public Distribution
16. Committee on Laboyr

1. Labour and Employment

2. Textiles
17. Committee on Petroleum and Natural Petroleum and Natural Gag
Gas

18. Committee on Railwazs Railways
19. Committee on Urban Development 1. Urban Development
2. Urban Employment and

Povertz Alleviation
20, Committee on Water Resources Water Resources

g 21 Committee on Chemicals ang Fertilizers | Chemicals and Fertilizers
22, Committee on Coal and Steel 1. Rural Development
2. Panchayati Raj
23 Committee on Coal and Steel 1. Coal and Mines
—_ 1 2. Steel
24, Committee on Social Justice and 1. Social Justice and Empowerment

Empowerment 2. Tribal Affairs

=

=

=

= |

=

=

=

=

= |

=

| ==

=
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Chapter 7
HANDLING 0F CAT CASES

“ounals Act of 1985°, The Centra] Adminis'ratjye Tribunal cam
“mber 1985, The Jurisdiction (of CAT) €xtends to whole o
-¢ matters( civi] Pots/Services) of the personnel of the Unjop,

Applica bility

ment and the Administrative

Tribunal Act being made applicable to thep, by specific notification,

any person appointed to the secretarig] staff of either house of Parliament or 1, the
Sccretarial staff of any State legislature or a House thereof of any State or UT.

Composition

men, Judicial and Admimstrative Members to the:

| nches, located in different
» Normally, are headeg by Vice Chairman,
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* order to achieve the objectives on establishment of the Central Administrative Tribunal, a
“gle Bench or a Division Bench is constituted to deal / adjudicate cases filed in the CAT.

* Single (Member) Bench consisting of orie member, ( normally an Administrative member
s constituted by the Chairman to dispose of specified cases (ie., where administrative facts
"zve been disputed). An illustrative list of ‘he cases handled in 3 single bench (wef 1/5/88)

=s.

Cases relating to:
1. change of date of birth.
2. postings / transfer.

3. entry in character rolls/confidential record/service record, made otherwise than as a
measure of penalty under Centra] Civil Services (Classification, Control and Appeal)
Rules, 1965.

- allotment or eviction from Government accommodation.
- fixation of pay.

4
5
6. claim of medical reimbursement, leave:, joining time, LTC and overtime.
7. crossing of efficiency bar.

8

- grant of pension, family pension, other retirement benefits, and cases relating to
interest on retirement benefits.
9. grant or refusal to grant advances/loans,
10. stagnation increment.
11. grant of passes to Railway employees.
12. grant, refusal or recovery of allowances,
13. compassionate appointment/appo_intment of dependants of Government dying in

harness.

DIVISION BENCH CASES
L Absorption in Publjc Sector/Autonomous Bodies/Other Departments.
2 Ad hoc Appointments/Regularization
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All India Services.
Allotment/Vacation/Eviction of Quarters.
Civil Services Examination

Creation and Abolition of Post

Daily Wages/Casual/Regularization
Deputation/Repatriation

Disciplinary — Cases

a) Major Punishment — Dismissal/Rt:moval/Compulsory Retirement/Reduction in

b) Minor Punishment — Other Punishme nts.

¢) Suspension.

Extra-Departmental Staff

Leave Rules — Break in Service/Dies nor.

Lien

Medical Facilities

Probation

Recruitment and Appointment

Reservation for SCs/STs/Ex-Servicemem'Physical]y Handicapped.
Reversion

Retirement under FR 56 )

Scale of Pay <

Selection / Promotion

Seniority / Confirmation

Surplus Staff — Redeployment of

Travelling Allowance .

Temporary Service Rules/Termination of Service
Training

Uniform and Washing Allowance

Voluntary Resignation/Retirement

Larger Bench : is constituted on the specific directive of the Chairman of CAT, whenever a
situation arises ie., when differing views/ judgements /orders have been passed [by different
benches of CAT] on a similar cause of action filed by applicants belonging to same
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Service mattey

Service matter has beep defined, uncler the Act, to mean all matters relating to the
NEtions of service — viz.,

Remuneration (including allowanccs) Pension & other retirement Benefits

Tenure(inc]uding confirmatio

N, seniority, promotion, reversion, premature
retirement, Superannuation )

' Leave of any kind

Disciplinary Matters
Transfer

Allotment of qQuarters

Any other matter
Application

ibed form* ( *given under OA
T (reference) number and the authority which has

“Sject application js submitted. The application is normally filed with the Registrar of the
%ench of the Tribunal within whose Jurisdiction the applicant is for the time being posted or
= cause of action hag arise. The applicant is ajgq required to furnjsh 5 declaration the effect
“at the subject Matter against which the applicant Wants redressa] s within the Jurisdiction of
"¢ tribunal where the application is filed. Normally, only an aggrieved individuaf/person can
e an application seeking remedy on the grievance caused, However, with the explicit
ermission of the Tribunal 5 8roup of persons can also file a single application if the tribunal

¢ satisfied that 4 common interest in the matter is involved, having regard to the cause of

stion and natyre of relief Prayed for by the applicants, In the application, the applicant has to
<t out the facts of the case in a chronologicaj order se

tting out in each paragraph a separate
“Sue or fact. The grounds for reljef Wwith legal provisions if any relied upon, are also to be
“urnished concisely under the different heads and nump,

) mentioning detajls
Passed the order, agajnst which the



W are consequentia] to one another. Interim relief, if any, prayed for, should alse be
Wewrporated in the application itself,

Toication to the Tribunal sha]]

be made, i the
* < Space on one side, on a dy

prescribed format, duly typed / printed, in

rable good quality paper accompanied by

an attested copy of the order against which the application js filed
application,

) anindex of the documents.

V) Vakalat Nama duly

application.

——

w=er, and, Compilati

n No.2 in a Paper bo
W annexures referred

to in the application,

f the respondent, should afso be
«mished by the applicant.

v Limitation

Scrutiny & registering of application

The registry (or registrar’s court ) of the b
“zister and number the application and place it be

anch after scrutiny of the applicaiion wil]
"v in the application will be got rectified by the reg

fore the bench for admission. Defects if
istry, before registration,
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Notices

Notice before admission: - This notjze s issued before taking up the application (filed by
the aggrieved person) for adjudicatio, In this notice the respondent department is given
Opportunity to place their (dept.’s) views/ comments on the application, before admitting/

Notice after admission :- depending upon the urgency in deciding on the grievance/
matter brought oyt by the applicant, tte tribuna] may, at times admit the application and
then issue notice to the Tespondent giving direction to file their (dept’s) reply .

=.cated in the notice, Normally 2-3 weeks time is provided for filing the reply. The reply of respondent

"equired to be filed with the Registrar of the CAT Bench concerned along with g copy of
«snowledgement obtained from the applicant after serving of reply of the respondent to the applicant
T 718 coungel,

33 In addition to the above, innnediately on receipt of notice from CAT, the respondents should

-nion of India. When 3 reply is being filed in response: to the notice received, the respondents should
=:s0 explore the possibility of raising preliminary objeciions, as may be required or relevant, in seeking
Zismissal of the application in the admission stage itself,
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along with the Paper book shoyld be: furnished to the applicant or his legal practitioner

wroof of such delivery to be furnisted tq the registry of the bench, whjle filing the
wondents’) reply.

Pleadings / Reply of respondents : Pleadings /reply of the respondents should contain,
¥ reply to each of the paragraphs (e;;pecially on the facts / points brought oyt by the
cant) in the original application. Following can be the contents / essentials of the

wwise) reply to be filed on an OA, by the respondents.

CONTENTS

INTRODUCTORY PART
PRELIMINARY OBJECTIONS
BRIEF FACTS OF THE CASE
PARAWISE REPLY

PRAYER

VERIFICATION

AR E Ty S

a) identity of the official filing reply
(his/her) authority and competen e

c) (his/her) confirmation aboyt the l:nowledge of the case, and
overall denia] (on the contention of the applicant )

. PRELIMINARY OBJECTIONS — are used as a tool ang raised by the respondent
“=xing dismissa] of an OA on technjca] grounds — je., without going into the merits of the

1. Jurisdiction - ( both subject matter and geographical )

2. Limitation - (time availability )

3 Resjudicaty - ( a subject matter which has been adjudicated ang decided/settled
between same parties cannot be brought again for adjudication ,0n the same
grounds, before g similar forum )

Estoppel - ( going back on ones own legal Promise/statemen; 3

Non exhausting of Official remedies

Mis-Joinder — Non-Joinder

Plural remedieg

Suggestio falsj Suppressio verj (maki ng misleading statements or suppression of
facts under an OATH)

£ SN G by
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- BRIEF FACTS OF THE CASE & PARAWISE REPLY - In this the respondents
should -

either admit or deny or explain the facts- made in the OA,
state additional facts where necessary

ensure, accuracy of spelling in names of persons, places
avoid using abbrevations

refer the parties (involved) by their legal position— applicant no.2, or applicant no.7,
ete.

quote exactly statutory provisions and not a gist of the Rule position

enclose copies of documents relied upon

PRAYER : The respondents’ prayer secking dismissal of the application shall be

. VERIFICATION: The officer authorized to sign the reply of the respondents
~2ll verify the contents of the reply so maide and append his/her signature at the
=d of the reply.

Types of applications filed in CAT

) Original application (0A)

Original applications (OA) are filed by persons aggrieved by any order issued by an
wthority under the Government pertaining t5> any matter within the (subject and
s=ographical) jurisdiction of the Administrative “r'bunal bench, with a prayer for grant of
~ief. Original application is filed under Section 19 of the Administrative Tribunal Act, 1985
=d conform to the form prescribed in the CAT rules, The Original applications are
“umbered serially throughout the year. Eg. OA 33 /2003. This numbering will enable easy
“entification of the application.

“rescribed form of Application ]

“PPLICATION UNDER SECTION 19 OF THE ADMINISTRATIVE TRIBUNALS ACT,
985.

“itle of the case: e e e e
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INDEX

T oo BEE

.No. Description of documents Page No.
Application

Signature of the applicant

For use in Tribunal’s Office

B < R O it
or
Date if Receipt i el WEERESPCR %,
B o "
Signature
For Registrar
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IN THE CENTRAL ADMINISTRATIVE TRIBUNAL
.............................. BENCH

ri A.B.
> Shri

#ace  of  employment o last employed
"PLICANT

.........................................

Vs.
Secretary to Govt. of India
Department of

Ministry of Respondent(s)

=dd description and the residential or official address on which the service of notices is to be

-“Tected on the respondent or respondents, The details of each respondent are to be given in a
-“ronological order).

DETAILS OF APPLICATION

Particulars of the order against which the application is made
- Jurisdiction of the Tribunaj
Limitation
=. Facts of the case
*. Grounds for relief with legal provisions
Details of the remedies exhausted
" Matters not previously filed or pending with any other Court
5. Relief{s) sought
*. Interim order, if any, prayed for
0. In the event of application being sent by Registered Post

I Particulars of Bank Draft/Postal Order filed i respect of the application fee
2. List of enclosures

i
2.
%
4
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VERIFICATION

L wsoeter s . (Name of the applicant), S/o, DO it s age
ML BB e s sl e Hesthie. Ofice: - of ottt mimios resident of
................. do hereby verify that the contents of paras .......... B | |
- *0 my personal knowledge and o R e R 2 Gt believed to be true
-zal advice and that I have not suppressed any material facts,
B Signature of the
pricant

Transferred agglication(TA! : Section 29 of Administrative Tribunal Act, 1985

m=ntions that every suit or other provision pending in any court before establishment of

“ministrative Tribunal should stand transferred to the CAT after the establishment of such
rounal.,

%) Review application : Either the respondent or an applicant, being the parties

»=ore the tribunal may file applications for review of the orders of the tribunals by preferring
= iew applications.

v)  Civil Contempt petition (CCP) : Contempt petitions are filed by the applicant

szainst the respondent, alleging that the orders of the tribunal in the original application have
“ot been complied with by the respondent leading to guilty or contempt of court.

') Petition for transfer (PT) : In terms of provision contained under sec.25 of the
“dministrative Tribunal Act, 1985, any of the parties to an application may request the

sermission of the tribunal for transferring a case from one bench to another.

vi)  Miscellaneous a lications

itten submission in addition to the applicaticns /petitions on related matters such as
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-€. applicant and respond
“Zer of the tribunal is either the specified tirae limit pres
*> on receipt of the order. In this context the date of re
" ch certified copy of the order of the tribunal is ready

ent. The time limj

t prescribed for complying with
cribed in the order or within six
ceipt of the order means the date
for issue by the Judicial branch of

~bunal.

Review of decision,

In the event of the applicant or responden not satisfied with the order of the tribunal
wek review of the judgement by filing a petit on within

Action after disposal of 04

Yt do we understand by the term Disposal of 04 * ?

posal of an OA means — where a final action has been taken by the CAT. The final action
me be, either -

dismissal of ap OA without granting the specifi
Zrection to the respondent to frame and notify certain guid

¢ relief but passing an advice
“= cases / issues, as of the type / kind brought by the applic

elines/policy for ¢ Just decision’ of
ant before the tribunal, ety

"he action to be taken, on disposa] of OA by CAT, may be summarized ag under ;

and in the event such
» Immediately apply for a certified copy of the order , with
¢ judicial section of the CAT Bench,

2 On getting th
zdvise or directives
‘urther action.

€ order, persue the ord

er in its totality for an
which are to be identi

Y observations, suggestions,
fied / complied with b

y the respondents for taking

-

i ided to contest the ord
action for filing revi

T . The time limijt laid down for filing RA is
thirty days from the date of final order.
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Chapter 8
ORGANISATION AND METHODS

sumum utilization of fesources. Organisation and Methods techniques are specifically
signed for the analysis and improvement of administrative
wocedures and office mechaniz

and clerical systems, office
ation. They aim at impr
=eerprise to make the optimum u

oving the capability of an
se of its resources in men, material money and {ime and
“us enable it to do things faster, better, mare easily

and more profitably.
-~ Organisation & Methods (0&M)

“the systematic examination of activities i order 1o improve the effective use of human
wnd other materigl resources "

pecialist function that hag a primary objective of improving an
ciency and control.

3. O&M Technigues

The three basic 0&M techniques are Organisation Analysis, Method Study and Work

Measurement. These are supplemented by a number of specialised techniques like forms
design & control, PERT/CPM, ergonomics and so on, O&M and its associated techniques
can also be seen to form the basis of Bus ness Process Reengineering and Business
Process Improvement. All these techniques attempt to use the scientfic method of
problem-solving i.e, analysis, evolution and evaluation for improving the effectiveness
and economy of the operations and the activitisg of the individuals comprising it.

@) Organisation Analysis

Organisation analysis is a technique of breaking up an organisation into jts
consistituent parts with 5 view to examining the structure of duties and
nter-relationships of individuals/functions involved in
on goals. This involves a study of-

responsibilities and the j
achieving specified comm

i)The objectives of an organisation;
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ii) The Junctions of the co

mponents of an Organisation or the
responsibilities of the individ

duties ang
uals working therein; and

iii) ]nter—relationships between the functions and individuals,
An organisation is usually thought of a5 a formal arr
NS in an officially established pattern of structure. [n ey,
Wwever, many unofficial relati i i

- < Organisation as the off;

cial ones, These uno
“ “informal Organisation’ sy

Icant to the functioning
pplement the

fficial relationships, often described as

‘formal Organisation’,

Some of the basic tools of Organisation Analysis are a5 follows:-

i) Organisation Chart
ii) Organisation Manual

i) Work Distributicn Chart.
iv) Activity [ ist
V) Duty List
vi)  Job Description
After an Organisation has been anal’

vsed, it can be recon
portant principles ¢

“=Tain principles.

Some of the more im
“ated as follows:-

structed keeping in view
f an organisation can be

i) Clear definition of objectives
ii) Grouping of related activities

Equation of responsibility to authority
1v) Minimum layering
V) Proper span of control
Vi) Unity of command
vii) Delegation ofauthority
viii)

Clear demarcation of staff and line functions.

b) Method Stua,
=104 Study

Method Study has been defined ag « «

a systematic and analytical approach to
problems which enables al] the relevant factors to be evaluated 5o that decisions
may be made”, The aim of method study is to analyse a situation, examine the
objectives of a Situation and thep to syrthesize an improved, more efficient and
effective method or system.



Method study factorises the problem i.e. breaks the problem into its ¢ nstituent
narts for a detailed and comprehensive €xamination.

A method study investigation generally follows the thought process of the-
scientific method viz, analysis, evolutior. and evaluation. To meet the require nents of
this basic procedure, method study is usually divided into the following six distinct
stages:-

(i) SELECT the problem(s) to be studied.
(ii) RECORD the technological, economic,

sociological and other factors which
have a governing influence on the

problem,
(iii) EXAMINE eich fact critically to evolve possible
alternative objectives, plans,

resources, methods, means of
coordination etc,

(iv)  DEVELOp the most practical, eonomic and
effective objectives, plans,
Procedures and methods keeping in
view all the contingent
circumstances,

(v)  INSTAL the new method as standard practice.
(vi)  MAINTAIN the installed method by periodica]
revisws and valuation of the
achisvement.
c) Work Measuremeny

Work Measurement has been defined a5 the application of techngiues designed to
establish the time for 4 qualified worker to carry out a specified job at a defined
level of pertormance,

Several Work Measurement techniques have been developed to assess work load
keeping in view the varied nature of work in different organisations, degree of
Precision desired, constraints like time rzquired for the study, experience required
and the cost of the study. The principal techniques of Work Measurement sre
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Time Study, Activity Sampling, Pre-determined Motion Time Systems (PMTS),
Synthesis and Analytical Estimating,

d) Work Measurement in Government

work in the functionally diverse organisations of the Government is a mix of
clerical, technical and professional activities, This influences the choice of
appropriate techniques,which are also suitably modified.

The important techniques for measuring work in Government offices are briefly
mentioned as follows:-

i) Time study or direct tilme observation is an appropriate and effective

ii) Activity sampling /worl; sampling is used mainly to determine time
factor or per unit time for case work (receipt work) and day to day items
of miscellaneous work Or activities. This technique has been suitably
modified by SIU and is re‘erred to as “Self logging”’. In this technique, a
work sample for g given period of time (usually 5 to 7 days) of the work
done by functionaries of tke entire organisation, or g specified part of the

iii) The technique of analytical estimation is used to determine time required

iv) Case Studies of Historical Data/Past Performance also serve as a
suitable technique, in those areas of work, where other commonly used
techniques are not found effective.

4. O&M in the Government o India- A hi Storical perspective
\;\L”\

139



* growing concern over the growth of machi

nery of administration and deterioration of
“Ticiency of the civil servants,

Accordingly, the Government aopointed severa]
“dentifying the deficiencies angd shortcomings and to sugge
=moval and bringing abouyt administiative innovation
-ommittee was set up to review the increase j i
“overnment and make fecommendations fo

Committees with a view to
st remedia] Mmeasures for theijr
- In 1948 ap Economy

the Administration and the Comptroller and Auditor Genera), The Government readily

first report, and set up a
Organisation ang Methods (0&M) Division

However, it was realised that main efort for administrative efficiency must
necessarily come from within each Ministry,’Depzlrtment. Therefore, 0&M units were set
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“rganisational pattern and simplification of Procedures. The thryst was by and large
directed towards effecting improvement in Paper management thorough Mmanualisation,
and a system of inspections. The amoit of the activity of O&M Division remained at
ower levels of the administrative hierarchy, but the Division did create an awareness
#mong Government organisations abou: the need to improve administrative efficiency by
climinating unnecessary work and reducing delays,

In 1963, after a mid-term appraisal of the Third Five Year Plan, it wag realised
that administrative deficiencies had soriething to do with the shortfal] in achievement,
Central Ministries and State Govemments, were, therefore, called upon to raise the leve]
of administrative efficiency, and strengthen the implementation of development
programmes. It wag in this backgroun that the machinery for administrative reforms
came to be reviewed.

6. Administrative Reforms Wing.

The first outcome of the review was the setting up of the Department of
Administrative Reforms within the Minisiry of Home A fairs in March, 1964. The O&M
Division was transferred from the Cabinet Secretariat to the new Department, The
intention was that the Department would be the Government’s standing machinery for
Administrative Reforms. The Departmen:. wags expected to raise the leve] of the reforms
process from mere Q&M Operations to something more likely to yield postive results,

independent charge of Minister of State. In March, 1985 this department was elevated to
a full fledged Ministry of Personnel and Training, Administrative Reforms, Public
Grievances and Pensions, In December, 1985 the Ministry was redesignated as the
Ministry of Personnel, Public Grievances and Pensions with three departments viz,
Department of Personne] and Training, Department of Administrative Reforms & Public
Grievances and Department of Pension & Pensioners’ Welfare,

Department of Administrative Reforms and Public Grievances functions as the
nodal agency for administrative reforms.. The Department acts as facilitator, in
consultation  with Central Ministrief:ﬂ)epartments, State Governments/UT
Administrations, Organisations etc. to irnprove Government functioning through
administrative reforms in the spheres o7 restructuring the Government, process
improvement, Organisation and Methods and grievance handling, and by promoting
modemisation, Citizen’s Charters, award schiemes, €-governance and best practices. It is
also responsible for the formulation of policv and coordination of measyres concerning
the redressal of public grievances relating to the State and Central Government agencies,
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Zvances are as follows: -

a) To advise the Central Government on policy matters concerning

administrative reforms; :

To provide Management Consultancy services to the organisations of the

Central Government, State Governments; Public Sector Undertakings and

local bodies and promote modern management practices in these

organisations, through major studies relating to organisation, structure

and/or methods and procedures;

¢) To promote and develop management services effort in different
Ministries/Departments; and

d) To impart Mmanagement education and disseminate information on
administrative practices and modern management techniques

b)

" Staff Inspection Unit

During the early fifties, the Government work started expanding at a very fast
e, particularly after commencement of the Fi-st Five Year Plan. Among other things,
-5 created a requirement for more and more of personnel in different fields. It was
werefore, realised that there should be a regular system of reviewing and determining
waffing pattern in Government offices so that enployment of personnel did not become
-neconomical or unproductive, With this end in view, a Special Reorganisation Unit was
tup in 1956, to review the work allotted to, and strength of staff in various Government
Jffices, and to recommend reorganisation, redaction or augmentation of personnel in
“iese offices. This unit was reorganised in 1964 and renamed as Staff Inspection Unit
and was transferred to Ministry of Finance. Since then, the SIU is a part of Department
»f Expenditure in the Ministry of Finance,

This unit is expected to Secure economy in staff consistent with administrative
=fficiency and evolve standards of performance and work norms. This unit plays a major
role in ensuring that:

a) Staff sanctioned for a particular purpose is utilised for that very purpose;

b) Redudant and profitless activities a-e eliminated; and

¢) Work is simplified so ag to effec: economy in staff without sacrificing
efficiency.

The Staff Inspection Unit is the principal agency for undertaking work
measurement studies in Government offices. Its functions are broad] y as follows:-

a) To review staffing of Government establishments through a programme of
studies;

b) Toevolve performamce standards and work norms; :

¢) To ensure utilization of staff sanctioned for a particular purpose/function for
that very purpose/function.

d) Elimination of clearly redundant and prefitless activities and,
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) Simplification of work/procedures in so far as it will result in direct
economies of staff without sacrif cing efficiency,

L O&M/ Internal Work Stud Units
————=—cInat Work Study Units

In the larger M;j

2ould be generally headed by an Under Secretary or Senjor Analyst who js assisted by
e Section Officer o Junior Analyst and ¢ne or more Research Assistants and other
-omplement of secretaria] staff. These unity have been placed under the charge of
“inancial Advisers appointed in Ministries/Departments under the Integrated Finance

The main functions of O&M/IWSU Un ts are:-

a) To study the organisation structy re, methods of work and procedure of the
Ministry/Department with a viev, to suggesting reforms and improving the
efficiency of the organisation;

b) To study  the staffing  of  the establishments  under the
Ministry/Departments with a view to Suggest econonomy in staff
consistent with administrat 've efficiency; and

¢) To evolve standards of performence and normg of work relating to jobs
peculiar to the Ministry/Department.

Besides, these units are expectecl to undertake studies on forms design and
control, standardisation of forms of communication and on processing certain types of
repetitive work, review of delegation of financiz] & administrative powers, preparation,
records management and office layout and also assist the organisation concerned in
keeping a check on delays, carry out O&M Inspections and consolidate
orders/instructions,

Expenditure had recommended that as IWSUs have not been able to play any significant
role in the matter of undertaking work siudies or expenditure control, they may be
abolished and the SIU be reorganised and strengthened to undertake various
establishment exXpenditure studies. As a result o these fecommendations IWSUs have
been abolished by a number of Ministries/Dcpartments and only O&M units are
functioning.
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Inter-relationship of the Department of Administrative Reforms & Public
sievances , SIU, and O&M/Internal Work Study Units

The Department of Administrative Reforms aad Public Grievances offers
~dance to O&M/Internal Work Study Units units in performance of O&M activities i.e.
2dies connected with design or organisation structure or devising suitable methods of
ok and procedure, modernization of government offices through modern office aids
-nder the Plan Scheme *Modernisatior. of Government Offices’), reduction of paper
ork, minimizing levels of consideration in the transaction of Government business,

“xation of time limits, as well as record management.

With regard to work relating to work measurement studies i.e. the studies
-onnected with the staffing of the establishments and evolving standards of performance
:nd norms of work, these Units receivi guidance from SIU in the the Ministry of
-inance.

The Department of Administrativie Reforms and Public Grievances also provides
management consultancy services to Central Government Ministries/Organisations by
~ay of conducting management studies covering a wide range of issues relating to the
rrganisational structure and methods as well as procedures prevailing in the
Ministries/Departments and other organisations of the Government. The O&M/IWS
Units of the respective Ministries/departments provide assistance to the Department
during the conduct of these studies.

Whereever, the SIU in the course of their work measurement studies come across
procedures and methods, whose revision or mocification seems patently necessary and is
likely to lead to economy in staff, suitable recommendations are made in the reports.
ltems requiring detailed methods study are brought to the notice of the Department of
Administrative Reforms and Public Gri¢vances by the O&M/ IWS units for further
necessary action.

10. Conclusion

Improvement of productivity in administration has become an important factor in
the economy, social alnd political growth of the country. The requirement of the
situation is that modern management techniques should be applied in a larger measure so
that the Administration is enlabled to meet the challenges posed by the rapid rate of
change in technology and social behaviour. Appropriate application of O&M techniques
can help to a great extent in meeting these cha.lenges and providing the people with a
larger volume of administrative services of better quality and at a lower cost.
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Chapter 9
CITIZEN'S CHARTER

It has been recognized world oyer that good governance is essentia] for
=2ainable development, both €conomic and socjal. The three essentia| aspects
wrhasized in good governance are transparency, accountability and responsiveness of
*= administration, [t jg with these objectives that Government of India convened a

nference of Chief Secretaries in Novembier, 1996, The national debate on the issue of
‘emance culminated in ap Action Plar for effective and responsive Government,

“ich was discussed and adopted at g Conference of Chief Ministers of the States under

*= Chairmanship of the Prime Minister in May 1997, The three main themesg dealt with
" the Action Plan were:
i) accountable and citizen--friendly Govemment,

ii) transparency and rj ght to information, and

One of the major decisions at the Conference was that the Centra] and State
overnments would formulate Citizen’s Charters starting with thoge Sectors that have g
irge public interface, These Charters were required to include standards of services and

“me limits that the public could reasonably expect; avenues of grievance redress and a

cngaged in the task of coordinating, formulating angd Operationalising al] the Citizen’s
Charters. As a result of the efforts of the Department, 79 Citizen’s Charters have been
formulated by the Central Government Ministries, Departments, Organizations angd 498

Charters by various agencies of State Governments/ Administrations of Union Territorjes
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What is a Citizen’s Charter?

It is a document briefly laying down the services an organization provide to the
customers / citizens, standards of those services (quality, time frame etc), information
required by the customer about the procedure to be followed for availing the services,
redressal available if things go wrong and details of the authorities who can be contacted

in case of deficient services.

The document should be simple, cohesive and in plain language and should not

contain reference to laws, rules or regulations which ordinary citizen cannot understand.

Key elements of the Charter
The key elements that should be kept in mind while drafting the charter are the

following:-

I Standard - Setting, monitoring and publication of explicit standards of the
services that the users can reasonably expect.

2, Information and openness - Full and accurate information in plain language
about the services and the procedure to be adopted for availing the services.

3, Consultation — There should be regular system of consultation with the users
of the services and their views end priorities should be taken into account in
deciding the standards and improving the standards.

4, Courtesy and Helpfulness — C-ourtesy and helpfulness from the public

servants who should normatlly wear name badges. Service should be available
equally to all who are entitled to jt and run to suit the convenience of the
users.

5. Putting Things Right - 1f things 80 wrong, a swift and effective remedy to
be offered. A well published coraplaint procedure with independent scrutiny
and review to be introduced and maintained.

What should a Charter contain?
i) Title — An appropriate title which will be self revealing regarding the

customer groups and servizes provided.
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vi)

vii)

Preamble — A brief preamble setting out the mission, visjon and
objectives of the Orzanization.

Services Provided by the organization - Services provided by the
Organization, standards of those services, time frame, quality, etc.,
Information about the services - Information about the services,
formalities ¢, be completed and forms to pe filled. This could be
Supplemented by phamlets, information counter or details of sources
from where further information assistance can be obtained,
Complaing Procedyr; Complaint procedure to pe adopted if things
80 wrong , whom to Contact, name and telephone Nos. of concerned
officers and the time firame within which complaints wil] pe redressed,
Consultation _ Mechanism for consultation from users / citizens
regarding the services provided, Standards ap( suggestions for
improving the charter.

Obligation of users, if any. — What the Organization expects from
users of the services.

viii) Non-justicigpl, _ This raust pe provided,

Procedure for framing ang operationalizing the Charter

I. Form a tagk force under 5 sznior officer with Tepresentatives from the

Management, staff, users and €Xperts / resource persons,
2. Drafia Charter.,

Consult staff and users.

4. Send to Department of Administratjye Reforms ang Public Grievances for

scrutiny and approval by the core group.

Implement the Charter,

Give wide publicity.

5

6. Remove bottlenecks and ensure that what s provided is delivered,
7

8

Periodical]y review and improve Standards based on Customer feed back
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Chapter 10
DESK OFFICER SYSTEM

Organisational structure is only an instrument for achieving the basic aims and
wbjectives of the organisation. It should, therefore. keep pace with the changing

objectives. It must respond dynamically to the changing Socio-economic conditions and
aspirations of the people. Rightly it has been said that “structure follows Strategy”,

a) A Wing of the Secretariat is not organized as an efficient
administrative unit;

b) The administrative power is divided into “decision-making” and
“dealing” and administrative staff into ‘officers’ and ‘office’, leading
to excessive depender ce on office and delays in decision-making;

c) Decision-making is more and more concentrated at the top, even in
routine matters;

d) There are too many levels of handling; two at the dealing stage and
four at the deci:;ion-making. This results in delay and dispersal of
responsibility;

e) All matters, irrespective of their importance, are processed by the same
dilatory method of noting at successijve levels.

3. The Administrative Reforms Comimission endorsed the views of the Study Team

“(@)  There should be only two lavels of consideration and decision below the
Minister, namely, (i) Under Secretary/Deputy Secretary, (i1) Joint
Secretary/Additional :'Secret;iry/Secretary. Work should be assigned to
each of these two levels on tae lines of “Desk-Officer” system. Each leve]
should be required and empowered to dispose of 3 substantial amount of
work on its own, and be given the necessary staff assistance;

(b)  the staffing pattern within a Wing may be flexible to facilitate the
employment of officers of various grades;

(c) the duties and requirements of various Jobs in the Secretariat at each of the
levels should be defined clearly and in detaj] on the basis of scientific
analysis of work content;
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(d) for smooth and effective working of the proposed “Desk Officer” system,
the following measures will be necessary: -

i) introduction of a functional file index;

ii) maintenance of guard files or card indices which will contain all
important precedents ;

iii) adequate provision for “leave” reserves;

iv) adequate stenographic and clerical aids.”

e Government of India accepted the recommendations of the Commission regarding
=sk Officer System in January, 1973, subject to the condition that the reorganization is
=ried out in a phased manner and the surplus staff are suitably adjusted.

JE AIMS AND OBJECTIVES OF THE SYSTEM

: The System seeks to abolish office-officer structure in the Secretariat, resulting in
*cavy dependence on office and calling for examination of al] papers at the level of
lealing hand”. Instead, all examination has to start at the level of an officer who is
‘clegated with sufficient powers of disposal,. It also aims at reduction of the number of

CRITERIOD FOR INTRODUCTION OF THE DESK OFFICER SYSTEM

5 Ministries are required to identify Wings which are suitable for conversion to the
Desk Officer System of working. Normally, a Wing with two or more divisions/sub-
divisions with homogeneous functions should be chosen for conversion. However, in
suitable cases, even part of a Wing, 'such as divisions and individual section can be
converted. At least 40 per cent of the total work handled by the Wing should relate to
strategic policy-making, planning and problen-solving, The idea is that the new system
where officers at higher level initiate matters, should not be introduced in areas where
there is preponderance of routine work. In order to ensure that this criterion is fulfilled, a
sample study of dak received for a period of six consecutive working days, supported by
a systematic sample study of 7-10 per cent files opened during the previous year should
be conducted by the Internal Work Study Unit/O&M Unit of the Ministry. This
opportunity can also be utilized to transfer out of the Wing, work which should properly
be dealt with elsewhere. It is also expected that the work procedure should be simplified

and the scope for delegation to lower formations explored in full.
COMPOSITION OF DESKS

6. If the results of work study justify the introduction of the Desk Officer System,
desks are formed. For the purpose of fixing the strength of the desk, two Assistants in a
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as dealing hands, The conversjon formula is to €quate 10 dealing hands with 4 Desk
Functionaries,

The Desk is a team of two officers ang can be constituted in any of the following
manners;

I Under Secretary and | Section Officer
I Section Officer and | Section Officer

The level of the Desk Functionary should depend upon the nature and complexity of
work. In €xceptiona]l Cases, the Desk can consist of more than two officers and even
officers of higher grades can be posted to Desks.

h Desk functionary will be assisted by a Stenographer [Grade B2} The
fficers or equivalent officerg posted to Desks are knows as Desk Officers.
There is no change in the designation of Under Secretary working in the Desk .

MANNING oF POSTS

8. Under Secretaries to the Government of India [Grade | of the CSS] can be posted
as Desk Functionaries, Officers eligible to be appointed as Under Secretaries such as
1AS Officers, officers of any Centra] Services Class I with a minimum of 5 years of
service in Class ] or State Civi] Service Officers with 10 years of Service can also e
appointed as Degk Functionaries of the level of Under Secretaries, Section Officers of
the Centra] Secretariat Service can be éppointed as Degk Officers. The posts of Degk
Officers can be filled, if necessary, by certain other specified categories of Central and

State Government servants,

10.  In view of additiona] responsitility shouldered by them, Section Officers
appointed to Desks are eligible for ¢ special pay of Rs,150y- Per mensem. The necessity
for special Pay was to be reviewed later. The special pay has since been enhanced to
[vide Dept. of Personnel & AR OM No.12/ I/74-CS(I) dt. 1 1:12.75],

CHANNEL OF SUBMISSION OF CASES

1. Desk Officers/Desk Attaches wil] te placed directly under the Divisional Head

who may be 3 Deputy Secretary or Director, Under Secretaries working in the Desks will
normally submit cages to the Joint Secretary or higher officer.
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“EDURE OF WORK

Action on g cases wil] ordinarily be initiated by the Desk Functionary. Action
v, however, be initiated at higher levels Also whenever required,

Vote: Authentication (Orders and other inz:truments) Rules 1958 haye been
“nended by the Goye ment, authorizing the Desk Officers working in the Ministries,
Jepartments Secretariats and Offices specified in the First Schedule to the G

T India (Allocation of Business) Rules, 1961 to authenticate orders and other instruments
-xecuted in the name of the President.

5. When a COmmunication jg received, th: Degk Officer may send a reply, in simple
situations. In other cases, he may submit 5 draft to his higher officers, In case of doubt,
he should have personal discussiong with his higher officers and based on such
discussions, he May send a reply on hig OWn, or submit a draft reply for approval. He is
not ordinarily €xpected to put Up a note in support of the draft.

16. The system lays down 2 New procedure for tackling standing problems and
problems which arise out of daily correspondence or in the shape of

17. For achieving coordination, intra-Wing, intra-Unit, intra-Ministry or even inter-
Ministry, a Study Team approach is adopted, The study team is constituted by Divisional
Head/Wing Head in consultation with his counterparts elsewhere, A member at the Jeve]



“recting level officer or the Desk Officer of the “Home” Unit becomes the team
woer. All differences of opinion among the parties are expected to be sorted out in the
. With a view to achieving this the members of the team are expected to be given
“ Ziscretion to adopt a “give and take” approach at meetings. If any difference persists

*< study team it is brought out in the paper and settled at the decision-making level to

-1 the paper eventually goes.

stance to Desk Officers

A Stenographer is provided 1o each Desk Functionary. To relieve desk
“ctionaries of routine work and to assist them in development and maintenance of
rmational aids and records management, an assistant or UDC, depending on his

- 1ability for work, is to be provided o each desk functionary (an Under Secretary or
=sk Officer). The Stenographers, Assistants or UDC:s attached to the Desk Officers will
sist the Desk Officers in the —

a) collection of information and files;

b) compilation of data in given forms;

c) opening of files;

d) maintenance of currert files and internal movements;

e) sending of routine reminders;

) typing work;

2) maintenance of stancling notes, guard files, card indices and other
information aids.

h) Records management.

Registry

19.  The registry will merely perform the functions of typing and the R&I Section will
send dak direct to desk functionaries who will be responsible for maintenance of records
etc. assisted by the staff attached to them. Where no separate registry has been set up, the

LDCs to be provided on the basis of work: measurement study by the Internal Work Study
Unit will be attached to the desk functionaries.

O&M Returns

20.  The Desk Officers will be responsible for preparation of Weekly Arrears
Statement, Monthly Statement of Cases pending for over a month and monthly progress
report of recording and review of files. Rerninder Diary will be maintained by the
Stenographer attached to the Desk Functionary.
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rmation Aids

The success of the Desk Officer System depends on the Proper maintenance of
“rmation and reference ajds, Each de

sk Functionary should, therefore, maintain not
' 1he basic and genera] information ajds (vide Annexures IV and V) but also develop -
"mation aids in his functiona] area.

mpection

- Inspection of the desks will be ccnducted by an officer not junior to a Desk
anctionary, not directly connected with the work of the D

esk and the report will be
womitted to the higher officer concerned with a €Opy to the Desk Functionaries
“cerned, the O&M Officer and the divisiona] head
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ANNEXURE.] I

vers of the Section Officer functioning in desk officer system

2 References to other Minis ir:es/Departments seeking advice, Information etc
3 Addressing officers of the Department for collection of data, factua]
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L8]

/\.\-’NEXURF}—IV

Basic informationa] aids to b available jp every Secretariat Section made
silable to Desk Officers.

All reference records Jjke acts, rules, regulations, eXxecutive instructions elo..
applicable to each functiona] érea (duly updated),

All orders/instructions On substantjve functions duly consolidated/compiled.

Standing guard files/reference folders on important subjects handled in the
sections compiled in the manner laid down i the Manua of Office Procedure.

Precedent Books duly completed.



ANNEXURE-y

Acts, rules and instructions of a genera] nature to pe maintained by each section,

e Constitution of India.

2. Manual of Office Procedure.

3 Government of India (Allocation ofBusmess) Rules

4 Government of India (Transuction of Busmess) Rules

5 Authentication (Orders and ather Instruments) Rules

6. ‘Procedure i regard (o submission of cases to the Cabinet’ issued by the
Cabinet Secretariat.

7 Official Language Act and instructiong issued thereunder.

8. Rules of Procedure ang Conduct of Business in Lok Sabha.

9, Directions by the Speaker uader the Rules of Procedure ang Conduct of

Business in [ ok Sabha,
10.  Rules of Procedure ang Conduct of Business in Rajya Sabha.

il ‘Procedure ¢ be followed by Ministries in connectjon with Parliamentary
work”’ issued by the Lok Sabha Sectt.

12, Manuyg) for handling of Parliamentary work in Ministrjes.

13 Departmenta] Security Instructicing 1ssued by the Ministry of Home A ffajrs,

14.  Genera] instructionsg regarding typewriting, stencif—cutting, carbon
manifolding et issued by the Institute of Secretariat Training ang
Management.

s “Channel of Communication between the Government of India and State
India, Heads of India Diplomatic Missions and Posts abroad ang Intemational
Organisations, on the other” issyec! by the Ministry of External Affairs,

16. Schedule of periods of retention for records Ccommon to gJ] departments issued

(73 Standardised functional fije index including its file Numbering System relating
to establishment, finance, budget and accounts, office supplied and services
and other house-keeping Jjobs common to all departments, issued by the
Department of Administratjye Reforms ang Public Grievances,
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C
OFFICE LAYOUT AND MECHANICAL AIDS TO OFFICE

(a)

MANAGEMENT

OFFICE LAYOUT

The need for making most effective utilisation of the office Space has
Now acquired a significance ag nzver before. Organisationg €xpand and new
ones come into being; cost of building is steadily mounting, the demand of
staff for “lebensraum” j.e. more space and better environmental conditions ig
more pronounced and manifest; ttese and other similar factors £0 to underline

Space planning s a continuous type of activity. It arises when-

(1) a new or modified system or procedure is adopted;

(i)  anincrease or decrease in either work or personne] is made;

(iii) a change in organisation is nade- either adding to or taking away from
a unit;

(iv)  complaints from employees are heard about their work areas,

planted. The individual loss may be small; but the cumulative damage may
well be staggering, for office space cloes represent g definite cost.

Office layout, which should be done scientifically, calls for a
knowledge of the flow of work of individual requirements and foresight of
what might be required in the futyre, [t is important aspect of any manger’s
task because a properly planned offjce.

O Assists in toning up efficiency;
© Leads to economies form proper utilisation of Space;

O Facilitates effective supervision;

O Speeds up inter-c:ommmlication;

© Ensures better use of o:Tice equipment and machinery;
© Adds to comfort and boosts up morale of staff;

© Presents a better image and satisfies the aesthetic sense.

2 Objectives of Office Layout.- The principal objectives of office layout
include the following:-

(@) Regular Sflow of work.. Work should flow along a straight line.

This has the merit of restricting movement of people and of papers
to the minimum and makes for maximum speed tempered with

157



control. Back and forth movements as well as circumlocutory
ones should be avoided.

(b) Maximum utilisation of spqce. . The floor space should be as free

as possible from partitions, columns, or other impediments to free
movement and observation, :

(©) Effective and Jacile supervision, - Superiors should be able readily

to observe what is happening in the office among the staff for
whom they are responsible. Desk should be arranged to conform
to a standard plan, Not only does this give a better look to the
office but when the desks are arranged to face in one direction it
renders the task of Supervision easier,

(d) Stafr satisfaction.- Human Tesources are the most important that

®

need careful husbanding and tactfy] handling. A good and pleasing
working environment has the potential of a very powerful
motivating factor, The importance of providing as good working
condition ag possitle cannot be Over-emphasised.  Mutua]
interference between clerks at work should be reduced to the
minimum. Thoge using machinery shoylq be seated away from
those whose work demands close concentration. Messengers who
are continuously movin g in and out of the office should not have to
pass the desks of staff whose work they may disturb,

All equipments, including reference files, should be so sited
that they are within casy reach of those who have to use them,
They should be sg placed that their yge does not interfere with the
movement or work of others. Filing cabinets, for €xample, are
sometimes placed in such a manner that when, the drawers are
extended, they interfere with the free passage along a gangway.
Consideration of ventilation and natura] lighting must e studied
and adequately taken care: of.

Creation of an apparelling image.- The business concerns are
often proud of theijr office décor and use it as a good advertisement
for themselves, Government organisations on the other hand
usually lend themselves to carping criticism for the callous and
indifferent upkeep of their offices. Given the will, there is no
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area, with facilities for seating, where necessary, near the
appropriate point of contact, locating individuals/units in such a
manner that they are easily accessible are some of the steps that can
be resorted to.

Designing the Office-Layout.- the internal office layout is often a compromise
setween requirements and availabilities.

The following steps will help to facilitate the process of examination of facts and
development of a new layout-

(D)
)

©))
“

)
(©6)

@)
®
®
(10)
(11)

(12)
(13)
(14)
(15)
(16)
17)
(18)

(19)

Assess space requirements for each. Add adequate space for files, storage
of records and temporary work.

Utilize one large area in preference to an equivalent area of small parcels.
The single large area permits better lighting, ventilation, supervision and
communication.

Use uniform size desks in any one area. This gives better appearance and
promotes the feeling of equality among employees.

Give major preference to the dominant flows of work and communication
needs, provide for straight line work flows and avoid backtracking,
crisscrossing, and unnecessary movement of papers.

Place related departments adjacent and keep jobs of a similar nature in
close relationship.

Locate departments which normally have many visitors from the outside
near the entrance; or if this is not feasible, make provisions so that this
traffic will not disturb other departments.

Have the work come to the employee, not the employee go to the work.
Keep employee movemerit to a minimum.

Place all employees so that they face in the same direction. Do not have
employees facing one ancther,

Arrange desks so that ample natural light comes from the rear and over
the left shoulder. i

Avoid private office locations which cut off natural light to the adjacent
general office area.

Use movable partitions for walls, as they are easy to instal and can be
quickly rearranged at will. Partway partitions with plain or opaque glass
permit good light and ventilation.

Place units requiring noisy equipment and machines in an isolated area or
with sound-proofing to avoid disturbance to others.

Put files and frequently used equipment near the employees who use
them. Abstain from putting all files at dead wall space.

Place filing cabinet back to back.

Provide convenient and adequate rest-room facilities.

Anticipate and provide for future changes. Keep the layout flexible.

In assigning work space, provide for the peak load rather than for bare
minimum requirements.

Use the past annual increase in the volume of work handled as a basis for
planning space requirements for future expansion.

Group minor activities around major one so that when more space is
needed the major functions will be taken care of first.
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~saclusion;
w=ce control and offjge layout are areas which haye long
iematic  approgch and a sincere effort at coming to grip

“=rtainly go long way in promioting efficiency, boosting morale
2ce-lift to office arrangements apart from leadj

b) MECHANICAL AIDS TO OFFICE MANAGEMENT

Modern offjce Mmanagement jg concerned with the effi
rocessing of Information into vigb]e decisions and t

standard of efﬁciency. In fact, such Mmachines have becom
the continuing growth in Organisationg] size, the demand for ensuri Y
accuracy and neatness in work, the diversiﬁcation in the ¢
and the overriding need for €conomy in administrat

supplanting jt. AS  such, questions  whjch are relevant
machines, sych as the volume of work, the extent of it
speed and accuracy of disposal desired should be care
context of existing facilities before new Mmachines are
Some of the Specific questions which may be asked are.

to the introduction of
repetitiveness” and the
fully considered jp the
introduced i, offices.

(i) Whether the machine available wi]] suit the Purpose in view?
(ii) Whether any of the existing employees can pe Instantly trained (¢

operate? If not, are trained operators available? Hoy much wj
operator cogt?

(1), The normal output of the ma;
requirement may be found oyt

(iv)  Does the machine fit in with the general plan of work, or are modifications
necessary?

(v) Whether it will be casy to maintain the Machines?
(vi) Whether Spare parts are available for repairs?

(vii) Whether servicing facilities are easily available and are noy Very costly?
(Viii)) The Space that the machine wi]] require,

I such an

‘hine and how It compares With the norma]

COmmunication of
department may be
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An electronic typewriter can perform all the functions that a word processor is
capable of subject to display and memory limitations. It is suitable for offices,
where typing load is heavy. With the advent of personal computers Electronic
Typewriters are becoming unpopular.

Photocopier
Photocopier facilitate taking copies of documents faster and efficiently.

Dictaphone:

This is a compact machine which enables an officer to record dictation at his
convenience without having to wait for his stenographer. The cassette containing
the dictated message can be handed over later to the stenographer who will type
the matter straightaway without taking it down in long or shorthand first.

Microfilming of Records:

A microfilm is a largely reduced photographic image of a document which can be
magnified to any desired degree in order to be read or printed. It is amenable to
computer aided retrieval systems. Microfilming of records can bring about nearly
98 per cent savings in the space occupied by original records, besides assuring
longevity. It may be used in offices where a large number of records are required
to be maintained permanently.

Internal Communication Aids:

Electronic Private Automatic Exchange (EPAX) provides fast and efficient
internal communication facility and helps in reducing the frequent movement of
persons and files within the office.

Miscellaneous Paper Handling Equipment:

Paper collators, cutting and stitching machines, binding machines and document
shredders are some of the devices which save time and labour involved in
activities such as set-making, stitching of files and reports and weeding out of
unwanted records.

Fax machines:

Fax machines are essential for transaction of documents and messages quickly and
efficiently from one place to another using telephone lines.
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Chapter 12
RECORDS MANAGEM ENT

Records refer to the sources of information which have future referral value.
zcords may be on Paper or non-paper medium. In the latter form these are available as

‘oppies, CDs, audio-tapes, micro-films or Just in the cyber space. Records are tools for

VHAT CONSTITUTES RECORDS?: In the offices records get created when the office
performs its informationa] role. Records are end product of activities such as collecting,
collating, storing, processing and disseminating information In man’s progress from

information  available in the form of files, registers, manuals, maps, reports,
correspondence, forms etc. would form the building blocks of official records depending
upon their referral value. The creation of records in an organization takes place during the
process of its activities and operations. The records are created because of the following
factors:-

a) External Activities: This could be in the form of various communications
received from outside.

b) Internal Activities- This could be in the form of the analysis of the
communications received from cut side or the process of decision making on the
issues considered by the organization. The communications conveying the final
decisions of the organizations would also fal] under this category.

¢) Mini Records: To facilitate the internal working of the organization especially to
meet the informational needs- during the process of decision making,
organizations create certain aids to pracessing for various types of cases. These
may be running Summary of a case, reference folders, standing notes, standing
guard files etc.

WHY IS IT NECESSARY TO RETAIN GOVERNMENT RECORDS: Some of the
reasons for retaining Government records are:-

L. The Public Records Act 1993 has given a statutory orientation to the need to
properly preserve and maintain records as per the Act and the frules framed
under it.

II. The paradigm shift in the relationship between citizens and Government
gravitating towards e-governance has been manifested in the Right to
Information Act 2005. This has enjoined additional responsibility to have an
efficient records Management system to ensure the timely availability of
information to the public.
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I To get over the limitations of human memory to meet the informational needs
relating to planning and scheduling of governmental activities,
IV. To ensure continuity in administration in view of the continuous personnel
changes.
V. To meet obligations towards the Audit, Courts, Legislature, Parliamentary
Committees and other public authorities.
VI. To maintain consistency and uniformity in the decision making and its
execution.
VII.  To maintain transparency in Government working,
VIIL. For fixing responsibility if the need for that arises.
IX. For historical and cultural value of records in the history of the nation.
X. For ensuring financial propriety.
XI. For providing evidence in the cases of dispute.

RECORDS MANA GEMENT: Records Management refers to the activities required to
be undertaken during the entire life cycle of a record so that records are kept within
manageable limits to ensyre quick retrieval of the required records at a particular
moment. For this a watch would have to be kept over each stage in the life cycle of a
record i.e. from its creation to disposition. These stages may be grouped in the
following categories: - ‘

i Exercising judicious control over the CREATION of records
iil.  After the disposal of the case appropriate CATEGORISATION of the
record as per importance of the records
iii. TRANSFER of the disposed of closed record to the designated
custodians
iv. MAINTENANCE of the records by the custodian
V. PRESERVATION ofthe records by the custodian
vi.  REVIEW of the records by the creator on the completion of the initial
retention period
vii.  WEEDING out of the records that has outlived its utility
Viii.  Retiring the records of lasting value to the ultimate custodijan-
NATIONAL ARCHIVES OF INDIA

PRINCIPLES OF EFFECTIVE RECORDS MANAGEMENT-- Keeping in view the
acid test of records Management that is quick retrieval and considering the activities
mentioned above, principles of efficient records management would be as enumerated
below:

I.  There should be control over the creation of record since its inception till its final
disposition. Only relevant papers may be kept in the file. Papers of Secondary
importance and of transitory nature sho uld not be allowed to clutter the file.

Il.  Elaborate record retention schedules should be available in the organization.
These schedules should correspond to the approved filing system being followed
in the organization, The schedule should provide for uniform and systematic
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schedule for retention and disposal or records. These schedules themselves are
reviewed periodically say after every five years or so,

The closed records should be regularly and periodically reviewed by the creating
agency for their intrinsic and informationa] value after the eXpiry of the initia]
retention period.

There should be 3 constant weeding of the records that have outlived its utility. It

agencies that need to utilize them.
The storage of records should also help in speedy retrieval of records.
The maintenance and preservation of records should not pe unnecessarily

minimum.space, b) cost of storage equipments s low. ¢) cost of retrieving
information js low.

CATAGORIZATION OF RECORDS-- The government records at the time of their
>egregation as closed records are Categorized in accordance with thejr importance,
There are three such categories:-

L. CATEGORY ‘A’ At the time of recording of such files these are
endorsed as ‘KEEP ang MICROFILM’. These categories of files are kept
for at the most 25 years with the creator. Thereafter a Joint review is
undertaken with the NAL If the file clears that review it is taken over by
the NAL Files which fall in this category are:-

i, Files which qualify for permanent preservation for administrative
purposes and which have to be microfilmed because they contain:

the barest minimum; or
b) Materia] likely to be required for frequent references by
various agencies.

ii Files of historical importance

Central Secretariat Manual of Office Procedure brought by the
Department of Administrative Reforms and Public Grievances
gives an illustrative list of Category ‘A’ and Category ‘B’cases at
Appendix No. 25,

I1. CATEGORY ‘B’: At the time of recording of such fileg these are endorsed
as ‘KEEP but DO NOT MICROFILM?, This category of files cover files
required for permanent preservation for administrative purposes, but not
containing materia] of the kind mentioned in paragraph i (a) and (b) given
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ll. CATEGORY ‘C’: This category includes those files which are required to
be preserved for specified period only. These are the files of secondary
value having reference value for a limited period not exceeding 10 years.

fECORD RETENTION SCHEDULES: - Records should neither be destroyed
-rematurely nor should they be kept after they have out-lived their utility. There shm{ld
< a reasonable ratio between the creation and destruction of records. One of the
=ssential components of an efficient records management system is the' availability of
zlaborate record retention schedules. There are four types of record retention schedules:

"YPE OF RECORDS RETENTION SCHEDULE

“=cords pertaining to Accounts | Appendix 13 of General Financial Rules
“ecords relating to subjects common to all | Records retention schedule on such
cpartments such as Establishment, subjects issued by the Department of

vigilance, Common Office Services Administrative  Reforms &  Public
Grievances

tecords referred in the C.S. Manual of | Appendix 28 of the C.S. Manual of Office

Dffice Procedure Procedure

Record retention schedule pertaining to the | The retention schedule prescribed by the
substantive items of work of a Department | Department concerned. It also covers the
items of work handled by the Attached and
Subordinate offices under the Department.
This schedule is drafted by the Department
and vetted by the NAI. It is reviewed after
every five years.

year even without formally recording.

After action on the issues considered on the file have been completed, the dealing hand
/initiating officer, in consultation with his supervisory officer should close and record the
file in the manner prescribed below;

1. Remove from file all superfluous papers such as reminders, acknowledgements
routine slips working sheets, rough drafts, surplus copies, etc. and destroy them.
ii. Indicate the appropriate categorization of record and in the case of class 'C’ also

ili.  Where necessary revise the title of the file so that it describes adequately the
contents at that stage or that the title of the file is the mirror image of the contents
of the file.

iv.  Get category ‘A’ and ‘B’ files indexed.

V.  Take extract from the file copies of important decisions documents etc. as are

considered useful for future refererice and add them to the standing guard file,

precedent book.
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Complete all references in the file and also write previous and later references on
the file cover.

Complete entries in the file register. If need be revise the entries relating to the
title of the file also.

Complete entries in the register for watching progress of recording.

Write the word recorded preminently in red ink across the entries in the file
movement register.

If required re -page- number the file. Write page numbers in ink.

Prepare fresh file covers, where necessary, with al| the entries already made
thereon.

Repair the damaged papers and get the file stitched.

VDEXING OF FILES:- Some of the: files are required to be indexed at the time of their
~=cording. Files of category ‘A’ and ‘B’ will only be indexed.

i.  Ensure that the title of the file adequately represents the contents of the
file

ii.  From the title of the file identify the catchwords which will naturally occur
to any one searching for the file later. Here a foresight is needed to
visualize situation as it would be in the future. Where conventional filing

iii.  These catch words are approved by the supervisory officer

iv.  Take the index cards double the number the catchwords so identified.
These cards are similar to the catalogue cards used in the library.

V. Indicate on top of cards a the catchwords one below the other.
Distinguish the index heads and index sub-heads by typing the former in
capital letters,

vi.  Allot a pair of cards to each catch word by scoring out entries relating to
the others

Vii.  Arrange the index card in two sets in-alphabetical order of catch words.
Keep one set in the Section, Send the other set to the compiler of
Departmental index.

viii.  For the Section keep the set of cards on year-wise basis.

ix.  Complete the entries relating to indexing on the file cover of the recorded
file. :

X.  Where the functional filing system is followed files need not be indexed
under the basic, primary, secondary, and tertiary heads. The functional
filing scheme itself will provide the master index. However, these files
will have to be indexed under the catch words used in the ‘content’ part of
the title, which falls outside the standardized headings.

‘RANSFER OF RECORDED FILES:- Now once the closed files have been recorded,
-is necessary that these must be taken away from the case-processor, so that the primary
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function of the case-processor relating to processing of [jve issues is carried on
unhampered, For this, recorded files are removed to the first custodian of recorded files-
the Daftry or Peon of the Sectior. 4

of one year, Thereafter the recorded files are transferred by following the prescribed
process to the Departmenta] Records Room (DRR). The recorded files retained in the
DRR at the most for 24 more yesrs, F iles which survive this period are then reviewed in
consultation with NAL Files which survive this review are taken over by the next
custodian - the NA] for permanent Preservation. The only exceptions are the Pay Bill
Registers whijch have the prescribed retention period of 35 Years and so remajp ip
for 34 years. All the custodijang of records are expected to take adequate steps for the
maintenance and preservation of records placed in their custody.

RETRIEVAL oF RECORDS:- It s an important activity in the areq of records
Mmanagement, If 5 Preserved record canpot be retrieved at the required moment it is ag
good as destroyed. The records required to be retrieved js Properly identified j.e. the
exact file number etc. with the help of ajds to retrieve records such as: -

a) Organizationa] History

b) Printed Index Heads

¢) Induction Note

d) Index Cards

e) File Registers

) Alphabetica] List of Important Files
2) Precedent Books

h) Standing Guard F ile

i) Standing Note

J) Reference Folder

obtained for being put up in one case, is sulzlsequently put up with another file, a fresh
requisition should be given to the custodian of the records.
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'ZVIEW OF RECORDS: - Reviewirg is the activity for determining the future of the
*t records that have completed the initially prescribed retention period. The objective is
ascertain how much of the records stored have lost their relevance and utility at the end
the prescribed retention period. This exercise helps in determining the current and

“ure administrative, legal fiscal use of the records as well as their evidential and

“formational value. The review also looks into the intrinsic valye of the records which

~ay be due to some unique factors such as age, circumstances of creation, signatures,

eals etc.
Review should be undertaken in a systematic and regular manner. It should be

-ntrusted to those who are conversant with the subject matter.

The records categorized as Category “C” records are reviewed after the
-ompletion of the indicated calendar years from the year of closure. For example, if a file
1as been recorded as C-3, on 15.06.200¢ it would be reviewed any time after completion
of the years 2006, 2007 and 2008. The (Category ‘A’ and Category ‘B’ recorded files are
reviewed after the completion of 25 years from the year of opening of files,

To undertake the review exercise systematically the DRR at the beginning of the
vear takes stock of the files that are mature for review. In respect of the files to be
reviewed by the Sections, these are sent in almost equal numbers spread over the entire
year.

DISPOSITION OF RECORDS: - When after review it is found that some of the
records have outlived its utility, it is weeded out, Here, before such records are confined
to incinerator or shredder for destruction a ‘Certificate of Destruction’ is prepared in the
format prescribed as ‘Form-6’ in the Public Records Rules, 1997.

STATUTORY OBLIGATION: - The management, administration and preservation
of public records of the Central Governiment, Unjon Territory Administrations, Public
Sector Undertakings, Statutory Bodies, ard Corporations, Commissions and Committees
constituted by the Central government or ¢ Union Territory administration, is regulated in
accordance with the Public Records Act, 1993 and the Rules framed under the Act. As
per provisions of this Act, cvery record — creating agency is required to designate one of
its officers as ‘Departmental Records Offiver’ [DRO] under intimation to the NAI, which
s the apex body for managing Governmert records. The Act elaborately enumerates the
functions to be performed by the DRO. Tlere is linkage in the functions of the DRO and
NAI through the submission of periodic reports to the NALL

168

5—207 Deptt. of P & Training/2008



[

Chapter 13
RETRIEVAL SYSTEM

The word ‘Retrieve’ means ‘find and bring in’, ‘recover by investigation’, regain
ssession  of. In the official work, Retrieval system means, devices which help in
cating and identifying files which hzve bearing on cases under consideration. The
iestion of retrieval, therefore, assumes importance right from the stage of creation of a

‘le. During its active life, the file has periads of activity as well as rest. When it is
ctive, it may be moving up and dowr| or horizontally within the organisation or even
noving out of the organisation. During periods of temporary rest, the file is in the
-ustody of the dealing hand. The retrieval, at this stage, is facilitated by the movement
ind diary registers maintained in the section. Besides the movement and diary registers,
ther aids which help in retrieval are the following:-

Printed index of the recoris of Ministry:
Standing Guard File; '
Standing Note;

Precedent Book;

Reference Folder;

Induction Note; -
Alphabetical list of imporiant files; and
Other Information Aids.

e N BT

(1) Index of the records of Minisiry - An index helps an individual in tracing
previous papers on a particular subject, An index assists a searcher to locate the
information he needs and an index of the records of a Ministry provides a means
of tracing previous papers on a particular subject. Indexing is necessary corollary
to filing. ‘Indexing’ means the drrangement of record and documents in such a
fashion that it is possible to locale them without delay. An efficient system of
indexing would help the management| to carry out the day-to-day transactions
without loss of time. This it an efficient instrument through which the
‘management control’ is properly exercised. Without a scientific indexing the
work of the Government is exercised only in a haphazard manner like a boat
sailing in the deep sea without any helm.

The procedure for Indexing and its maintenance is contained is paragraph 100-
103 and Appendix 26 of the Manual of Qffice Procedure.

(2)  Standing Guard File - Standing Guard file on a particular subject is useful to officers
and staff because . —

(1) it gives a background of the policy and procedure on the relevant subject
to new officers;

(i) it enables quick submission and disposal of cases;

(iii) it takes the place of voluminous old files put up for reference and is
capable of being put up at short notice; and



(iv) it helps the office in lo

subject.

Standing Guard Files are prep
=pilation consisting of the followin,

(a) A running summary of th
number and relevant decisi

(b) Copies of the decisions or
and

(¢) Model forms of communic

The relevant number of file qu:
© part (b) of the Standing Guard File
1 the subject.

3) Standing Note.- Standing Not
subject to which Standing Note pertz
files concerning the subject. By referr
important files on the subject and locat

Standing Note is a continuous
and development of policy of particula

(a) Complete background
procedure;

(b) A brief for preparing rej

(c) Induction or training me

As and when there is change in
brought up-to-date by incorporating r
between Standing Note and Standing (

cating the previous papers having a bearing on the

ared cn ‘type’ subjects dealt in a Section and is a
y three parts:-

> principles and policy relating to the subject with
ons or orders quoted in margin against each;

orders referred to arranged in chronological order;
ations to be used at different stages.

pted in portion (a) and copies of orders etc., placed
help in immediate location of the previous papers

e is helpful in retrieval of important files on the
ins as it contains reference to important previous
ing to Standing Note one can easily have access to
s them without any delay.

note explaining, among other things, the history
" subject. It is designed to serve as:-

material for review of the existing policy and

lies to Parliament Questions; and
terial for new incumbents.

policy or procedure, the Standing Note should be
elevant changes. The main points of difference
tuard File are as follows:-

Standing Guard File

Standing Note

(i) Itis in three parts (i)
(ii) It contains (&) extracts of | (ii)
notes and correspondence

from earlier papers; and (b)

model forms in which
orders are to be
communicated.

(iii) It is prepared on the ‘type
subject’

(iii)

It is in one part only.

It is more comprehensive as.it contains the
background history, statistics and development
of the policy and procedure and contains all
available material for answering Parliament
Questions on the subject. It is more or less a
comprehensive ‘brief’ on the subject.

It is prepared on any item which may be difficult,
complicated required for day-to-day reference or
has historical importance.
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Precedent Book-This is a valy

‘ject under consideration, By refe
imediately.

lable tool for quick retrieval of past papers on the
Iring to it, it is possible to locate files on the subject

The Precedent Book is desig;
aving a precedent valye for ready
¢ time of taking decision and, in ai
cw need be taken that the entries in
nly ‘recorded files'. It can contain e
o decision, non-precedents also, Th

-alled up for reference in the near o
-ontain reference to decision taken

red for keeping a note of important rulings/decisions
eference. Entries in this register are to be made at
1Yy case, at the stage of recording the file. No rigid
this book should be only ‘Decision’ ‘Precedents’ or
itries relating to current files, discussions leading to
> only criterion is whether such a file is likely to be
r distant future. Entries in this Book should also
bn the subject by other sections as well as other

Ministries. The form of the Book is a follows:-
' PRECEDENT BOOK
Heading ........ ‘
B Decision or ruling in brief File No.
|
e s R =
' Instructions

Entries in this book should be m
heads arranged in alphabetical

followed, entries will be made u;
heads.

ade uﬁnder the appropriate standard heads and sub-
order. Where the functional filing system is

ider the appropriate basic, primary and secondary

The pages of the Book will be m
standardised heading under whic
beginning of the Book will be ps
allotted to each,

imbered serially and a few pages allotted to each
h entries are to be made Vide | above. At the
sted ar written a list of such headings and pages

(5) Reference Folder - 1t is another divice ‘jthiCh hel

on the subject quickly. [t consists of fo
instructions €lc., on a particular subje
chronological order. By referring to it, if
files on the subject which are helpful in t+

(6) Induction Note —In order to help
various sections under their control an
Division is prepared. It consists of the fol

(1) Subjects dealt with in the
history of each subject,

Ider containing

ps in retrieving previous papers
copies of relevant rules, orders,
ct issued by various authorities arranged in

becomes possible to collect important previous
e disposal of the case.

new officers in understanding the working of

induction note explaining the working of the
owing:-

Division together with brief and to-the-point
present policy relating to it and rules and
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regulations necessary for the disposal of cases relating to them. It also
contains list of —

(a) Reference Books and Guard Files kept in the Section;
(b)  Important current and recorded files pertaining to each subject;

(i)  Organisational Chart showing the Line and Staff arrangement;

(i)  Allocation of work amongst different sections of the Division;

(iv)  List of attached and subordinate offices with designation of corresponding
officers with whom the officer(s) are likely to come across in official
dealings; and

v) Names of Ministries and designation of officers with whom the officers
are likely to have official dealings.

The induction material is to be brought up-to-date in the month of January each
vear.

7) Alphabetical list of important files - This is yet another device which is very
helpful in retrieving relevant papers quickly. The Section Officer can maintain list of
important files in alphabetical diary pertaining not only to his section but also in respect
of files pertaining to other sections and Ministries which have bearing on the subject dealt
with in the section. This can also contain the nominal index (index of names) in respect
of -

(a) persons whose cases may (uite often be called up by higher officers;
(b) persons against whom sonie action is pending;

(c) persistent ‘representationists’; and

(d) subordinates to whom different assi gnments

It can also contain some statisti¢al data or the number and dates of important
orders issued by other Ministries which the Section officer may have to quote in his notes
and correspondence or quote in answer to telephone queries as it might be difficult to
remember the exact number and date. This is in the nature of a mini-index and can be
utilised for locating relevant papers immediately.

(8) Other Information Aids - These are helpful in quick disposal of cases. A
specimen list of information aids in different functional areas is at Annexure IV and V of
Chapter XI. The various aids explained above are illustrative of the different means of
keeping the information pool up-to-date and effective. Their very nature demands that
they should be reviewed continuously so that they are capable of producing relevant and
accurate information of the right quality and quantity.
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Chapter 14
FORMS, REPORTS AND RETURNS

1. FORMS DESIGN AND CONTROL

A Form is a standardised medium of collecting, analysing, transmitting and
recording information. It makes clear what information should be collected and
transmitted and in what manner, (e.g. An application form for Earned Leave). It
standardises the procedure of communication of decisions (e.g. the order imposing a
penalty under the CCS (CCA) Rules). It facilitates the filing of information for future
reference (e.g., the individual running ledger accounts in case of Defence Personnel).
Forms are devised for simplifying internal office work, e.g., accounting forms. Forms are
thus an important aid in the conduct of Government business. But they will serve the
purpose only if they are properly designed. On the other hand, an ill-designed form can
lead to delay and errors. It can also rnake processing difficult and costly. A badly
designed form has an adverse sociological reaction and gives a poor image of the
organisation. Forms are the ambassadors of an organisation outside and a good workman
inside.

& Sufficient attention needs to be paid to the designing of forms. However, before
undertaking the task, it should be first carefully examined as to what is the purpose for
which the form is required, whether the form is to be designed for collecting and
analysing certain information or for standlardising the method or procedure of handling a
particular type of work. It is also necessary to examine the nature of work which
requires collection of information or the procedure which is to be standardised. Such an
examination may sometimes reveal that instead of devising a new form, the same or
similar information can be obtained through a form already in use, perhaps after a little
modification. Similarly in the case of standardisation, a check list already in use for
examination of a particular personnel maitter (e.g., sanction of advances from Provident
Fund) can be used for examination of a case of withdrawal from the same fund.

< So far as collection, analysis and transmission of information is concerned, the
following points should be borne in mind:-

a) The source from which information is to be collected. That will determine
the periodicity and frequency of use, the language to be used as well as the
shape of the form. (Single copy or multiple copy).

b) Method and equipments which will be used for processing, recording and
storing the information = collected through the form, e.g. manual
processing and automatic or electronic data processing methods or
computerisation will require different types of forms. A form designed for
manual processing of information may not be suitable for EDP computer
and vice-versa.  Similaily equipments used such as type-writers,
accounting machines, file drawers, collators etc. will require designing of
different types of forms.
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3 A thorough examination of the abgve information will help determine the content
of the form, that is, the different entries to be made in it, the manner in which the entry
should be made, the language to be used, the material to be used, e.g., paper or card, thin
or thick paper, coloured or white paper etc. And size and shape of the form e.g. whether
single copy or a multiple copy form.

Finally it is essential to keep in view the cost factors in designing the form viz.
Cost of production, processing, distribution and storage.
Guidelines for forms design

Basic requirements in forms design for information handling are that a form is
casy to fill up, interpret and process and pleasing in appearance. The following
guidelines which are only illustrative and not exhaustive, will be useful in designing a
form:

(i) Give the form a title, sufficiency indicative of jts purpose, and a number
to facilitate identification.

(ii)  The style and tone of the wording should be appropriate to its purpose and
as simple, courteous ard Pleasant as possible within the bounds imposed
by official requirements. Loose wording is to be avoided as it will not
fetch the right information.

(i)  Departmental Jjargons should be avoided since these may not be easily
understood by outsiders,

(iv)  The size, quality and colour of paper should be standardised to reduce
cost of re-production and to avojd confusion.

(V) A good layout of the form will require:
- a logical sequence.

- flow of writing to be continuous from left to right and from top to
bottom.

- box design to fgive scope for variable answers to a particular
question and facilitate compilation of such variable data,

- When the entries are to be compiled or processed through a
machine, the laycut should suit the particular requirement of the
machine.

- Sufficient space (o be provided for making entries by writing,
and/or typing.

- Adequate instructions for completing the form to be provided,
including statutory requirements for filling it up or the number of
copies to be filled up; the language of the instructions to be such as
to produce the right response from the person filling it up.
Wherever considered desirable, specimen entries to be indicated
for guidance.
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When the form is to obtain information from the public, it can be
so designed that it can be folded and used as an envelope or the
form should have a predetermined space for writing the mailing
address so that it fits into a window envelope.

Control on Forms

A large number of forms are in use and being introduced in Government offices,
and unless some control is exercised, it will be difficult to keep their number in
manageable proportions. Hence the control on forms should be centralised under one
agency like the O&M unit or IWSU or a forms control committee consisting of various
user Departments. The main functions of this unit/committee can be to —

(i) maintain folders of forms already in use in the Department, function-
wise/number-wise.

(i)  Design new forms, classify and codify them for easy identification,
storage and distributicn.

(iii)  Re-design the existing forms, eliminate obsolete forms and avoid
duplication of forms; in other words, constantly carry out a review of
forms.

(iv)  Examine the possibility of developing multi-purpose forms.

New forms should not be introduced without consulting this Unit/Committee.

2. REPORTS AND RETURNS

In the administrative process, two types of functions have to be performed by the
management, namely, planning and control. Planning is to lay out a course of action for
the future. This requires clarification of objectives, development of policies, design of
programmes, and design of systems and methods. Controlling is guiding the operations
in accordance with the plans and ensuring that desired results are achieved.

The two directional characteristics of information flow is, that flows from the
management and that flows to the management. The information which flows to the
management is the basis for decisions made. The information that flows from the
management is the basis for repcrting results achieved, i.e., performance against
targets/standards laid down. The return flow of information is Jjust as important as the
initial flow. As a matter of fact, it is the feedback which enables management to adjust
the plans; also it develops a sense of responsibility in the person who reports on his
performance. The information that {lows to the management from the various levels in
the organisation is generally in the form of reports and returns. The necessity for reports
and returns has grown more because of the following factors:-

@) The increase and ccmplexity of activities of organisations and the
organisational distance between the top and the lower managements.
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(i)  Decentralisation and consequent delegation of authority require ways of
measuring executive performance.

(iii) It is in the interest of the lower officials to send reports to the higher ones
as it will help the former to seek solutions to problems which they are not
able to find at their own level. Besides, it will help them in getting
promotions, advancements, stc, based on an indication of achievements of
results.  Of course, there has to be a selectivity in reporting the
information to the appropriate level,

Here, it will be desirable to differentiate between a report and a return. A report is
generally in the narrative form with proper headings and sub-headings; there is scope for
elaboration and expressing personal cpinion, Returns, on the other hand, are in a tabular
form, the format being prescribed by the demanding authority and there is very little
scope for expressing personal opinicn. However, both 1eports and returns can be for
planning and control purposes.

The various types of reports and returns are as follows;-

1) Performance Report and Return:- 1t is for the purpose of exercising
‘control by higher officers. It gives indication about achievement of
targets, production of goods, collection of revenues, construction of roads,
sales, etc. These are submitted periodically and the frequency is high.
The source for preparation of this report is internal.

(ii) Monitoring Return ang Report:- 1t is similar to the above; the only
difference being that it Places emphasis on progress or otherwise in certain
important areas only, like industrial relations, public complaints, research
and development activities, etc. It is also submitted periodically and the
frequency is fairly high.

(iii)  Exception Report: 1t is for the purpose of control. The purpose is to
signal significant deviations from fixed schedules or shortfalls in targets -
or to report unusual features. The objectives of exception reporting are
three: eliminate unnecessary details, inform higher management of
deviations or any -unariticipated trends, and call attention of higher
Mmanagement to those situations which cannot be remedied at lower levels,
If all details of direct operation were reported to top management, little
time will be left with them for planning. These reports are submitted
occasionally and the frequency is low. The source of information is
internal.

(iv)  Demand Report: 1t is both for planning and control. These are specially
demanded either suo-moty or sometimes to obtain additional information
about points arising from the reports mentioned above. Their frequency is
variable and the source of information is internal.

v) Planning Report: This report is mainly for the purpose of strategic
planning. It helps in forecasting  trends, evaluating investment
opportunities, planning future activities taking into account the political
and economic climate, fiscal policies, activities of competitors etc. The
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nature of information content is mostly unstructured and hence generally
decided by the sender. It is.z periodical report, frequency is low but often
pre-determined, e.g., half yearly or annually. The source of information is
both internal and external.

In order to be a good report/return, the factors of accuracy, timeliness, relevancy,
uniformity of scales should be ensured. Further the format and style should be correct.
The periodicity should be such that the next report should be sent/received only after
action on the earlier one has been taken. The reports should be in pyramidal form, i.e. as
the reports go up to higher levels, the content should be more condensed.

A large number of reports and returns have been prescribed in Government
offices, some of which have outlived their utility. It is, therefore, essential that an
inventory of the existing reports and retums should be made in the form of a master
repert control schedule as under:-

| SI. | Name of | Brief No.of Source from | How prepared
' No. | report/return | description | copies whom (various  agencies
prepared’ received involved in it
preparation/
submission
1 2 3 4 5 6
Sent to whom | Purpose of | Ratention Frequency Cost if possible
circulation period of preparation
and circulation
7 8 9 10 11

After preparing the above list, the following questions should be put to each

report/return to justify its continuance or otherwise:-

(i) What is the purpose of this report? What type of information is it
supposed to convey? Is the title alright?
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(i)  Can it be eliminated or combined with other reports?
(ili)  Does it contain unnecessary or irrelevant data?

(iv)  Does it contain all the relevant data required?

) Does it contain too much dsztails?

(vi)  Is the format correct and convenient from the point of view of both sender
and the receiver?

(vii) Can the data be easily interpreted, quantified and/or encoded for
computerisation purposes, if necessary?

(viii)  Should the frequency be reduced?
(ix)  Is it coming from the right source?

(x) Is it actually referred to and used in making effective decisions by the
persons for whom it is meant?

(xi)  Is it necessary to reduce or increase its distribution? Is the despatch to the
addressees justified?

Only through a planned system of report inventory, can the system of reports and
returns be maintained at optimum effectiveness. Responsibility for such reviews can be
entrusted either to an Information Cell or TWSU under the supervision of a high level
officer who has sufficient authority to influence organisational planning and
development.
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Chapter 15
HUMAN BEHAVIOUR IN ORGANISATION

Individual’s Behaviour at Workplace

Why do individuals behave the way they do and perform well or poorly in the
workplace? The dynamics can be understood through a basic model of individual
behaviour (called the MARS model) outlining the main types of individual behaviour in
Organisational settings. The mode] highlights four factors that directly influence an
employee’s voluntary behaviour and resulting performance — motivation, ability, role

perceptions, and situational Jactors. These four factors are represented by the acronym
“MARS” in the model’s name.

The MARS model shows that these four factors have a combined effect on
individual performance. [f any factar weakens, employee performance will decrease.
For example, enthusiastic salespeople (motivation) who understand their job duties (role
perceptions) and have sufficient resources (situational factors) will not perform their jobs
as well if they lack sufficient knowledge and sales ski] (ahility).

Motivation represents the forces within a person that affect his or her direction,
intensity, and persistence of voluntary behaviour. Direction refers to the fact that
motivation is goal oriented, not randon1. People are motivated to arrive at work on time,
finish a project a few hours early, or aim for many other targets. Intensity is the amount
of effort allocated to the goal. For exarnple, two employees might be motjvated to finish
their project a few hours early (direction), but only one of them puts forth enough effort
(intensity) to achieve this goal. Finally, motivation involves varying levels of
persistence, that is, continuing the effort for a certain amount of time. Employees sustain
their effort until they reach their goal or give up beforehand.

finger dexterity; rather, some people have a more natural ability than other to manipulate
mall objects with their fingers. There are many different physical and mental aptitudes

Employee Competencies -Skillg, knowledge, aptitudes, and other personal
haracteristics that lead to superior performance are typically bunched together into the

oncept of competencies. Competencies are generic, meaning that they are relevant for a
ide variety of jobs,

Role perception refers to a perscn’s beliefs about the specific tasks assigned to
em, their relative importance, and the preferred behaviours to accomplish those tasks.
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w do organisations develop clarity in role perception? One strategy is to ensure that
“ployees understand their required responsibilities and how these goals relate to
“zanisational goals. Employees also clarify their role perceptions as they work together
-er time and receive frequent and meaningful performance feedback. To apply these

~ractices, every supervisor should conduct performance reviews that focus on goals and
“ole perceptions.

In addition to the employee’s motivation, ability, and role perceptions, the
situation in which the person works also influences his or her behaviour and job
performance.  Situational factors include conditions beyond the employee’s immediate
control that constrain or facilitate his or her behaviour and performance. Some
situational characteristics — such as consumer preferences and economic conditions —
originate from the external environment and, consequently, are beyond the employee’s
and organisation’s control. However, some situational factors — such as time, people,
budget, and physical work facilities — are controlled by others in the organization. Heads
of departments need to carefully arrange these conditions so employees can achieve their
performance potential.

Work Place Values and Ethics

Values represent stable, long-lasting beliefs about what is important in a variety of
situations that guide our decisions and actions. They are evaluative standards that help
us define what is right or wrong, good or bad, in the world. Values dictate our priorities,
our preferences, and our desires. They influence our motivation and decisions. Once it is
internalized it becomes, consciously or unconsciously, a standard or criterion for guiding
action, for developing and maintaining ettitudes towards relevant objects and situations,
for justifying one’s own and other’s actions and attitudes, for morally judging oneself and
others, and for comparing oneself with others.

Importance of Values in the Workplace: Values are not new to organisational
behaviour; but the popularity of this concept has increased noticeably in recent years.
One reason is that Organisations are looking for better ways to guide employee decisions
and behaviour. Today’s increasingly educated and independent workforce resents the
traditional “command-and control” supervision, and financial rewards are far from
perfect. Values represent a potentially powerful way to keep employees’ decisions and
actions aligned with organisational goals| Values represent the unseen magnet that pulls
employees in the same direction. They foster a common bond and help to ensure that
everyone in the organization-regardless of job ar rank — has aligned goals.

A second reason for the recent interest in values is that globalization has raised
our awareness of and sensitivity to differences in values across cultures. Global
Organisations face the challenge of ensuring that employees make consistent decisions
and actions around the world even though they may have diverse cultural values.
Reinforcing a common organisational culture isn’t easy, because some organisational
values may conflict with some individual and societal values.
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Ethics refers to the study of moral principles or values that determine whether actions
e right or wrong and outcomes are good or bad. We rely on our ethical values to
“ztermine “the right thing to do.” Ethical behaviour is driven by the moral principles we
se to make decisions. These moral principles represent fundamental values.

To better understand the ethical dilemmas facing organisations, we need to

consider the various ethical principles that people rely on to make decisions.
Philosophers and other scholars have idertified several ethical principles incorporating
different values and logical foundations, but most of these can be condensed down to four
hasic groups-utilitarianism, individual rights, distributive justice, and care. You might
prefer one principle over the others based on your personal values. However, all four
orinciples should be actively considered to put important ethical issues to the test.

Utilitarianism — Ultilitarianism advises us to seek the greatest good for the
greatest number of people. In other words, we should choose the option
providing the highest degree of satisfaction’to those affected. This is sometimes
known as a consequential principle because it focuses on the consequences of our
actions, not on how we achieve thoss consequences. One problem with
utilitarianism is that it is almost impossible to evaluate the benefits or costs of
many decisions, particularly wher many stakeholders have wide-ranging needs
and values. Another problem is that most of us are uncomfortable engaging in
behaviours that seem, well unethical, to attain results that are ethical.

individual rights - The individual rights principle reflects the belief that everyone
has entitlements that let them act in a certain way. Some of the most widely cited
rights are freedom of movement, physical security, freedom of speech, fair trial,
and freedom from torture. The individual rights principle includes more than
legal rights; it also includes human rights that everyone is granted as a moral
norm of society. For example, access to education and knowledge is not a legal
requirement everywhere, but most of us believe that it is a human right. One
problem with individual rights is that certain individual rights may conflict with
that of others. The shareholders’ right to be informed about corporate activities
may ultimately conflict with an executive’s right to privacy, for example.

Distributive justice - The distributive justice principle suggests that people who
are similar in relevant ways should receive similar benefits and burdens; those
who are dissimilar should receive different benefits and burdens in proportion to
their dissimilarity. For example, we expect that two employees who contribute
equally in their work should receive similar rewards, whereas those who make a
lesser contribution should receive less. A wvariation of this principle says that
inequalities are acceptable where they benefit the least well off in society. Thus,
employees in risky jobs should be paid more if this benefits others who are less
well off. One problem with the distributive justice principle is that it is difficult
to agree on who is “similar” and what factors are “relevant”. Most of us agree
that race and gender should not be relevant when distributing paychecks. But
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should rewards be determined purely by an employee’s performance, or should
effort, seniority, and other factors also be taken into account?

® Care - The care principle states that the morally correct action is one that
expresses care in protecting the special relationships that individuals have with
each other. Whereas distritutive Justice emphasizes impartiality, the care
principle emphasizes partiality-favoring those with whom we have special
relationships. The idea behind the ethics of care is that our self-perception is
based on relationship with others, Consequently, our self esteem and self-worth
are influenced by how well we support and nurture those relationships. The
challenge of the care principle is that it can degenerate into unjust favoritism such
as the “old boys” network. This, in effect, conflicts with both distributive justice
and utilitarianism.

ATTITUDE

Attitude is “an enduring organization of motivational, emotional, perceptive and
cognitive processes with respect to some aspect of the individuals world.” An attitude is
an orientation of mind towards persons, objects, places and things in the light of certain
values, which people consider desirable or undesirable. This orientation determines the
actual and potential response of the individual in a given situation.

An attitude has definite direction, positive or negative. It has an emotional aspect
about it as it is accompanied by feelings and tension. It is deep-rooted and relatively
stable. Positive attitude is a positive orientation to values like kindness, courtesy,
helpfulness and considerateness. It is accompanied by positive feelings of warmth,
regard and respect. It is sufficiently ingrained so that it can stand the stresses and strains
of life. An attitude, to be sufficiently positive and enduring, must also be free from
ambivalence. -

How attitudes develop

People develop particular attitudes as a result of their past experience. Cultural
and social factors also contribute to this process. Attitudes are developed by
encouragement (reinforcements) given by significant persons like parents, teachers and
friends. Negative attitudes should be discouraged at the earliest and positive attitudes
must be encouraged with positive reinforcements. Otherwise they may languish for lack
of encouragement.

Importance of attitude

Acquisition of knowledge and development of skills would be of little advantage
in the absence of a correct, balanced and positive attitudes towards work, seniors, juniors
and colleagues. The importance of a correct attitude can hardly be overemphasized as it
not only improves one’s effectiveness in the organization, but also contributes to mental

and physical well-being.
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Attitude in general

Work must be done with a sense of pleasure and never looked upon as an
unwanted burden. One must identify oneself with work. Its accomplishment should give
one a sense of satisfaction and pleasure. Work, apart from earning livelihood, has other
purposes too, perhaps more important, though not so well recognized. Work is a
biological, social and psychological necessity. It is essential for both physical and mental
health, Work, therefore, means “the art of living” and not merely livelihood.

Persons working in an office should be thought of as a team of people working
jointly to achieve a common objective in which the individual’s due share of toil would
contribute to the final accomplishment of the assigned tasks.

Attitude towards seniors

The boss is an individual and may have his own notions to the manner or methods
in which work may be accomplished. Generally, these notions may be unobjectionable
as these are off shoots of the difference in approaches of every individual. To carry out
the business according to his plan will nct, therefore, present any difficulty but where an
alternative work plan seems better, it would be prudent to discuss with the boss the
relative advantages and disadvantages and arrive at some conclusions.

It is possible that the boss may not state in so many words what he expects of his
subordinates. No doubt it is his duty to communicate sufficiently and lucidly to the
persons from whom he has to take work. The juniors, if they are intelligent enough, can
also anticipate his wishes, which facilitates the timely and correct accomplishment of the
tasks.

Attitudes towards colleagues

The one thing that is important is that mutual jealousies, intrigues and backbiting
should be avoided like plague. One must be straightforward in his dealings and should
never do things underhand or adopt questionable means. One should keep one’s
communication channel to the boss clan and open and consult’him when a colleague says
that the boss is displeased with him. Orne must be loyal and truthful to his colleagues.
Honesty is the best policy not only because our scriptures teach it, but it pays in the long
run. Colleagues in office should be viewed as members of a team where each one has his
place and job and should have love and regard for the others.

Attitude towards juniors
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Ability to handle the juniors (including Group ‘D’ employees) in a proper way so
as to get their maximum cooperation is a prerequisite for every successful functionary.
This aspect has, of late, assumed considerable importance due to many factors.

Subordinates should always be treated with respect and dignity and nothing
should be done or said which hurts their feelings or sense of honour. Every person has an
ego and it should not be hurt with indiscreet remarks given off either collectively or
individually to him or her. Indeed, even if the behaviour of a subordinate may be
offending, the senior must maintain his cool-and balance of mind, because loss of temper
may end in a serious misunderstanding.

A senior must not only be fair to his subordinates, but also appear to be so. An
attitude of partiality or bias is sure to lead to demoralization in the rank and file and
prompt them to disobedience, frustration and backbiting and generate mutual suspicion
and distrust. Further, the senior must present a shining example for his subordinates to
emulate in the matter of team spirit and camaraderie.

Employees should be occasionally praised for their real good work. This will
boost their morale and tempt them to do better. However, if any body has to be criticized
or even admonished, it should be done only in private. While doing so, the instances of
good work by the erring official should also be mentioned so that he gets a whole picture
of his self-image in the eyes of the boss.

The junior should never be encouraged to backbite. In fact, if the senior officer
rebukes such backbite, the evil will be nipped in the bud. Similarly, no junior should be
played against the other. This trick will explode one day with grave consequences to the
detriment of task, whole team and individuzls. A senior officer must above all, be human
and listen to the genuine difficulties of the staff. He should give them a feeling of
security that he is always available to advise on the problems not only pertaining to office
but also to their homes. They should be backed up before higher levels whenever they
are in trouble so that they feel they have a tewer of strength in their boss.

Good manners

Good manners are an asset to any individual. A pleasant “Namaste’ or good Morming’ is
a good start of a day. Similarly, while leaving office in the evening, a ‘good Night’ or
‘Please’ are always appreciated. What is most fmportant is the fact that these manners do
not cost anything but earn tremendous amcunt of good-will and build sound team-spirit
and public relations.

In the office, one must not disturb others by talking loudly. Discussions must be
done in subdued voice. Reading newspapers or dozing in one’s seat is another bad habit,
which creates unfavourable opinion especially in the minds of the members of public
who come to that office. The need for clearliness is all too well known. Suffice it to say
that a neat and clean office room not only speaks of the aesthetic sense of the concerned
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persons; it also indicates a methodical approach to work which has a direct relation to
their efficiency. It leaves a pleasant image in everybody’s mind.

Motivation at Workplace

Motivation, simply stated, is why people do what they do. Understanding
motivation is an important key to managing peaple. A manager who knows why he or
she and other people behave as they do will be more able to solve problems. The
individual will also be able to predict what wili happen when a decision is made or when
something changes in the organization.

Over the years, two basic approaches to motivation have evolved. Both are based
on the very general statement, people do what they do because something pushes them.
The difference between the two is essentially the origin of the push. One position holds
that the push comes from outside the person. The other says it comes from inside.

Even though people over the ages have speculated that motivation comes from
outside the person, the biological and psychological evidence favours the position that
people do what they do because of needs and wants inside themselves.

The needs, wants or desires which ¢xist within an individual make up his internal
motivation. These forces influence him by determining his thought, which in turn lead
to his behaviour in particular situation. A persor’s specific needs, wants and desires are
uniquely his or hers. Other persons may attempt to influence him, but in the end the
decision concerning what he himself wants or needs rests with him alone.

Despite each individual’s unique qualities and differing needs and wants, certain
needs and desires are similar enough to enable people to use and form common
organizations to achieve satisfaction. Several theories exist which identify needs
common to all individuals. By being aware of these common needs, managements can
attempt to motivate their employees to act to the benefit of the organization despite the
uniqueness of the individual workers and their needs. An understanding of the
commonality of needs also will allow employees or other members to fulfill their needs
within the organization structure. Both the organization and its members may benefit
from successful need fulfillment.

Need Theory

Need theory is considered a type cof internal motivation because an individual’s
wants and needs exist within herself or himself. His or her motivation to act is derived
from forces which exist within himself or herself. He or she is consciously aware of
some of his or her needs but not conscious about others.

One of the earliest and best-known needs based theories are needs hierarchy
theory. Developed by psychologist Abriham Maslow, this theory condenses the
numerous needs that scholars have identified into a hierarchy of five basic categories. At
the bottom are physiological needs, which include the need to satisfy biological
requirements for food, air, water, and shelter. Next is safety needs- the need for a secure
and stable environment and the absence of pain, threat, or illness. Belongingness
includes the need for love, affection, and interaction with other people. Esteem includes
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self-esteem through personal achievement as wel] as social esteem through recognition
and respect from others, At the top of the hierarchy is self-actualisation, which
represents the need for self-fulfillment -- a senge that the person’s potential has been .
realized.

behaviour is mostly motivated by the lowest unsatisfied need at the time. As the person
satisfies a lower Jeye] need, the next higher need in the hierarchy becomes the primary
motivator. This is known as the sa tisfaction-progression process. Even if a person is
unable to satisfy a higher need, he or she wil] be motivated by it unti] jt is eventually
satisfied. Physiological needs are initially the most important and people are motivated
to satisfy them first. Ag they become gratified, safety needs emerges as the strongest
motivator. As safety needs are satisfied, belongingness needs become most important,
and so forth. The €xception to the s:atisfac:tion-progression process is self-actualization;
as people experience self-actualizatio:n, they desire more rather than less of this need.

All need theories are based on certain assumptions, some of which are as under:-

(i) No need can ever be completely satisfied, hence, only partial fulfillment of a
need is required before ancther need is allowed to appear.

(i)  Needs are Constantly changing within an individual, and they are often hidden
from one’s consciousness,

(iii)  Since needs are often group related, they are often interdependent. How a
person satisfies his or her biological need for food often depends on his or her
social needs as determined by his socio-economic status.

Man will aspi
Attaining such a place wi
of knowing of these needs, managers often incorrectly assume that these needs and the
resulting informal Organizations present a threat to the objectives of the formal
organization. Some leaders attempt to direct and control employees’ relationships in
ways that frustrate the natural groupings of their employees. These employees may then
react by being resistant, antagonistic and uncooperative.

Motivation Hygiene theory. — Dr. Frederik Herzberg has developed a theory called
‘Motivation — Hygiene theory’. It was based on the assumption that as the people
mature, the needs like esteem and self-actualisation become more important. In this
theory Herzberg came to the conclusion that man has two different independent
categories of needs which influence the behaviour. Government Rules, Policies,
Working conditions, supervision, interpersonal relations, status and security are
considered to be hygiene factors, as these are not related directly to the Job itself, but to
the job environment, On the other hand, achievements, professional growth, recognition
etc. which can be experienced in the Job directly are considered to be motivators, as they
have direct effect on the job satisfaction. Jt can be seen that the job content is related to
needs higher up in Maslow’s pyramid (esteem, self-fulfilment) and the Job environment
is related to needs lower in the pyramid (rhysiological, safety, social). It is thys clear that
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for employees who usually have their lower level needs satisfied to a reasonable extent,
these lower level needs are not active motivators.

How would you motivate your juniors ?

Although supervisors are expected to motivate the employees, as stated earlier,
the motivation is by and large an internal factor, which emanates from within the
employees. This differs from individual to individual. It is for the manager to clearly
understand what is the motivational fectors and what is not, and go ahead with his task.
In doing so, he should take into account the following:-

() To avoid loss of time and to see that his employee does the assigned job
well, he should noi start only when someone is closely observing him.
This develops out of manager’s belief that is inherent in employees to
avoid responsibility.

(i)  He should also think that morey is not the motivating factor in all cases,
Money is only one of the various aspects of man’s interest in doing the
work. So is the case with unreasonable rewards.

(iii)  Punishments, or even threats of punishments are negative motivation and
should be used sparingly and carefully.

Certain general guidelines which have proved successful in modifying internal
motivation of employees by outside influences are :-

L. Belief in oneself and in other people .- Effective motivation starts
with a genuine belief both in oneself and in the subordinates. The
Superior must sincerely believe that he can motivate and must
want to plan betler, exercise authority better and do their work
better and will also give them the opportunity to do so.

2 Setting a good example.- The Supervisor should demonstrate by
his actions the kind of effort he would like the subordinates to
exert. Subordinates tend to copy the work habits, attitude and
performance of the Supervisor.” The Supervisor should keep
everyone busy by meaningful work to do, because if people have
more time at their hands, they have more time for grievances and
disputes.

3 Placement of employees in proper jobs. The Supervisor should
place employees in those Jobs in which they are likely to give their
best. Job rotation is one way of motivating people.

4. Stress on participation.- The Supervisor should have regular
informal meetings so that the subordinates participate in planning,
organizing, scheduling and decision making. Every subordinate
wants to say something about his work, the conditions affecting
him and he wants to be asked his opinion about factors involving
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his work. He appreciates an “audience”. This gives him the
feeling that his Supervisor is interested in him and that he is not
treated as a piece of furniture or machinery.

Keeping employees informed.- It is a natural tendency for the
subordinates to want to know what is going on about
organizational changes or changes in their condition of service, If
kept informed they have a sense of belonging to the Organisation
and of being a part of the office, Effective communication is a
“must”, otherwise there is an atmosphere of diffidence, suspicion
and mistrust and a tendency to believe rumours and “grapevine” or
indulge in gossip.

Giving adequate incentive and rewards.- In the present conditions
in Government offices, the scope is very limited. But it can be
tried through verbal and written commendations separately or on
files (in addition to mention in the CR) and through sanction of
honorarium, etc.

Recognising achievements of subordinates.- People want to feel
useful. They want recognition. Credit where credit is due and a
sincere expression of satisfaction from the employer for a Jjob well
done are effective motivating factors. The Supervisor should hold
periodic talks in private with subordinates. In this way, the worker
gets recognized,

Developing team spirit.  Motivation is greatly assisted by
developing team spirit.  In this respect, various employee
recreational activities can be used to good advantage,

Giving information about the Jjob itself.- For motivation, each
worker must believe his work is wholesome and important. He
should have an attitude of pride in performing his Jjob well.

Providing an opportunity for job security.- Nobody wants to be
sacked specially in \these days of unemployment.  Giving job
security, including pension, medical relief etc. are substantial
motivating factors.

Employing fear judiciously.- Fear is a negative force, but when
properly used, it is a strong motivator. The apprehension of not
wanting certain happening to take place can cause a person to put
in unusually strong efforts in the direction away from the unwanted
event. In case of laggards, non-cooperators, trouble-instigators
etc., this is a very potent weapon.

Exercising strong leadership.- A subordinate is motivated by a
competent leader i.e., who knows what he is doing, who can speak
authoritatively, who never makes promises which he cannot keep
and who builds confidence.,
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Communication in Organisation

Effective communication is vital to all Organisations because it coordinates
employees, fulfills employee needs, supports knowledge management, and improves
decision-making. First organization depends on the ability of people to coordinate their
individual work effort toward a common goal. Information exchange is an essential part
of the coordination process, allowing employees to develop common mental models that
synchronize their work. Second, communication is the glue that holds people together. It
helps people satisfy their drive to bond and, as part of the dynamics of social support,
eases work-related stress.  Coramunication is also a key driver in knowledge
management. It brings knowledge into the organization and distributes it to employees
who require that information. As such, it minimizes the “silos of knowledge” problem
that undermines an organisation’s potential.

Individuals rarely have erough information alone to make decisions on the
complex matters facing businesses today. Instead, problem solvers require information
from co-workers, subordinates, and anyone else with relevant knowledge. In other
words, effective decision makers nzed to communicate. By improving decision making,

‘knowledge management, employes needs, and coordination, workplace communication

has a significant effect on organisational p"nerformance.

The communication model provides a useful “conduit” metaphor for thinking
about the communication process. Adcording to this model, communication flows
through channels between the sender and receiver. The sender forms a message and
encodes it into words, gestures, voice intﬂ;mations, and other symbols or signs. Next, the
encoded message is transmitted to the intended receiver through one or more
communication channels (media). The receiver senses the incoming message and
decodes it into something meaningful. Ideally, the decoded meaning is what the sender
had intended.

SENDER RECEIVER
FORM .| ENCODE . |TRANSMIT —p RECEIVE .| DECODE
MESSAGE MESSAGE » IMESSAGE —p MESSAGE MESSAGE
| A\ / .
“ \é’ NOISE N

CHANNEL OF
COMMUNICATION

DECODE | | RECEIVE ¢ TRANSMIT ENCODE | | FORM

FEEDBACK FEEDBACK s FEEDBACK . FEEDBACK FEEDBACK

In most situations, the sender looks for evidence that the other person received and
understood the transmitted messa ge. THis feedback may be a formal acknowledgement,
such as “Yes, | know what you mean”, or indirect evidence from the receiver’s subsequent
actions. Notice that feedback repeats the communication process.
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Intended feedback is encoded, transmitted, received and decoded from the receiver to the
sender of the original message. ‘

This model recognizes that communication is not a free flowing conduit. Rather,
the transmission of meaning from one person to another is hampered by noise — the
psychological, social and structural barriers that distort and obscure the sender’s intended
message. If any part of the communication process is distorted or broken, the sender and
receiver will not have a common understanding of the message.

Communication Channels

A critical part of the comn‘lunicqtion model is the channel through which
information is transmitted. There are two main types of channels: verbal and nonverbal.
Verbal communication includes any oral lor written means of transmitting meaning
through words. Nonverbal communization, which we will discuss later, is any part of

Verbal Communication
|
Different forms of verbal comimunication should be used in different situations,
Face to face interaction is usually better than written methods for transmitting emotions
- and persuading the receiver. This is because nonverbal cues accompany oral
communications, such as voice intonations and use of silence. Moreover, in face-to-face
settings, the sender receives immediate feedback from the receiver and can adjust the
emotional tone of the message accordirigly. |
Written communication is more appropriate for recording and presenting
technical details. This is because ideas are easier to follow when written down than when
communicated orally. Traditionally, written communication has been slow to develop
and transmit, but electronic mail and other Jamputer‘ mediated communication channels
have significantly improved written communication efficiency.

Non- verbal Communication
Computer mediated communication is changing the face of organisations, but it
hasn’t yet replaced nonverbal communication, Nonverbal communication includes facial
gestures, voice intonation, physical distance, and even silence. This communication
channel is necessary where physical distance or noise prevents effective verbal exchange
and the need for immediate feedback precludes written communication. But even in
close face-to-face meetings, most information|is communicated nonverbally. Nonverbal
communication is also important in emotional labor — the effort, planning, and control
needed to express organizationally desired emotions. Employees make extensive use of
nonverbal cues to transmit prescribed feelings to customers, co-workers and others.

As such, no discussion on communication would be complete without
consideration of nonverbal communication, which includes body movements, the
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intonations or emphasis we give to words, facial expressions, and the physical distance
between the sender and receiver. The academic study of body motions has been labeled
kinestics. It refers to gestures, faciz] configurations, and other movements of the body.

" But it is a relatively young field, end it |has been subject to far more conjecture and
popularizing than the research finding support. Hence while we acknowledge that body
movement is an  important segment of the study of communication and behaviour,
conclusions must, of necessity, be guarded. Recognising this qualification, let ys briefly
consider the ways body motions convey meaning,

It can be argued that every body mavement has a meaning and that no movement
is accidental. For example, through body language we say, “Help me, I’'m lonely”; “Take
me, I’'m available”; “Leave me alone, I'm depressed”. And rarely do we send our
messages consciously. We act out our statel of being with nonverbal body language. We
lift one eyebrow for disbelief. We rub our|nose for puzzlement. We clasp our arms to
isolate ourselves or to protect ourselves. We shrug our shoulders for indifference, wink
one eye for intimacy, tap our fingers for imp.;atience, slap our forehead for forgetfulness.

It you read the verbatim minutes of the meeting, you wouldn’t grasp the impact
of what was said in the Same way you would if you had been there or saw the meeting on
video. Why? Thee is no record of nonverbal communication. The emphasis given to
words or phrases is missing. To illustrate how intonations can change the meaning of a
message, consider the student in class who asks the instructor a question. The instructor
replies, “What do you mean by that?” The student’s reaction will be different depending
on the tone of the instructor’s response. A soft, smooth tone creates a different meaning
from an intonation that s abrasive with stronglemphasis placed on the last word.

meaning. A snarling face Says something different from a smile. Facial expression along
with intonations, can show arrogance, aggressiveness, fear, shyness and other

characteristics that would never be communicated if you read g transcript of what had
been said, ‘

be viewed as intimate in many parts of North America. If Someone stands closer to you
than is considered appropriate, it may indicate ggressiveness or sexual interest; if farther
away than usual, it may mean disinterest cr displeasure with what js being said.
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It is important for the receiver to be alert to these nonverbal aspects of
communication. You should look for nonverbal cues as well as listen to the literal
meaning of a sender’s words. You should look for nonverbal cues as well as listen to
the literal meaning of a sender’s words, You should particularly be aware of
contradictions between the messages. Your boss may say she is free to talk to you about
a pressing budget problem, but you may se¢ nonverbal signals suggesting that this not the
time to discuss the subject. Regardless of what js being said, an individual who
frequently glances at her wristwatch is giving the message that she would prefer to
terminate the conversation, We misinform others when we eXpress one message
verbally, such as trust, but nonverbally communicate a contradictory message that reads,
“I don’t have confidence in you”. These contradictions often suggest that “actions speak
louder (and more accurately) than words.”

BARRIERS TO EFFECTIVE COMMUNICATION

A number of barriers can retard or distort effective communication. In this
section, we highlight the more important of these barriers.

Filtering

Filtering refers to a sender’s purposely manipulating information so it will be seen
more favorably by the receiver. For example, when a manager tells his boss what he
feels his boss wants to hear, he is filtering information.

The major determinant of filtering is the number of levels in an organization’s
structure. The more vertical levels in the organization’s hierarchy, the more opportunities
there are for filtering. But you can €xpect some filtering to occur wherever there are
status differences. Factors such as fear of conveying bad news and the desire to please
one’s boss often lead employees to te!l their superiors what they think those superiors
want to hear, thus distorting upward cornmunications.

Selective Perception

The receiver, in the communication process, sees and hears things in a selective
way, based on his needs, motivations, experience, background, and other personal
characteristics.  The receiver also projects his interests and expectations into
communications as he decodes them. The employment interviewer who expects a female
Jjob candidate to put family before career is likely to see tiat priority in female candidates,
regardless of whether the candidates feel that way or not.

Information Overload

Individuals have a finite capacity for processing data,. When the information we
have to work with exceeds our processing capacity, the result is information overload.
And with e-mails, phone calls, faxes, meetings, and the need to keep current in one’s
field, more and more managers and profissionals are complaining that they are suffering
from information overload.
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Use Multiple Chanrels
|

When you use multiple channels t» convey a message, you improve the likelihood
of clarity for two reasons. F irst, you stimulate |a number of the receiver’s senses. An e-
mail and a phone call, for example, provide sight and sound. Repeating a message by
using a different channel acts to reinforcz it and decreases the likelihood of distortions.
Second, people have different abilities 1o absprb information. Some understand best
when a message is in writing. Others, however, prefer oral communications. The latter

tend to rely on nonverbal cues to provide them with enhanced insights that words alone
don’t convey.

Use Feedback

Many communication problems can be |attributed directly to misunderstandings
and inaccuracies. These are Jess likely to occur|if the manager ensures that the feedback

loop is utilized in the communication process . | This feedback can be verbal written, or
nonverbal,

If a manager asks a receiver, “Did you understand what | said?”, the response
represents feedback. But the “yes” or “no” type of feedback can definitely be improved
upon. The manager can ask a set of questions re|ating to a message in order to determine
whether the message was received as intended. Better yet, the manager can ask the
receiver to restate the message, in his or her own words. ifthe manager then hears what
was intended, understanding and accuracy should be enhanced. Feedback can also be
more subtle than the direct asking of question of the summarizing of the message by the
receiver. General comments can give the manager a sense of a receiver’s reaction to a
message. In addition, performance appraisals, salary reviews and promotion decisions
represent important, but more subtle, forms of feedback.

Feedback, of course does not have to be conveyed in words. Actions can speak
louder than words. For instance, a sales manager sends out a directive to her staff
describing a new monthly sales report thet all $ales personnel will need to complete.
Failure of some of the sales people to turr in the new report is a type of feedback. It
should suggest to her that she needs to clarify further her initial directive. Similarly,
when you give a speech to a group of people, you can tell by their eye movements and
other nonverbal clyes whether the group members are getting your message. This benefit
of feedback may explain why television performers on situation comedy shows prefer to
tape their programs in front of a live audience. Immediate laughter and applause, or their
absence, convey to the performers whether they are getting their message across.

Simplify Language

Because language can be a barrier, & manager should seek 1o structure messages
in ways that will make them clear and understandable. Words should be chosen
carefully. The manager needs to simplify his or her language and consider the audience
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to whom a message is directed, so that the language will be compatible with the receiver.
Remember, effective communicaticn is qchieved when a message is both received and
understood. Understanding is improved by simplifying the language used in relation to
s the audience  intended. This mezns, for example, that a hospital administrator should °
always try to communicate in clear and easily understood terms and that the language
used for conveying messages to the surgical staff should be purposely different from that
used with employees in the admissions office. Jargon can facilitate understanding when

it is used with other group members who speak that language, but it can cause

innumerable problems when used outside that group.

Listen Actively |

When someone talks, we hear. But too often, we don’t listen. Listening is an
active search for meaning, where as hearing is passive. When you listen, two people, the
receiver and the sender, are thinking. ‘

|

Many of us are poor listeners. Why? Because it is difficult and because it is
usually more satisfying to talk. Lislening*‘ in fact, is often more tiring than talking. It
demands intellectual effort. Unlike hearing, active listening demands total concentration,
The average person speaks at a rate of about 150 words per minute, whereas we have the
capacity to listen at the rate of over 1,000 ?per minute. The difference obviously leaves
idle brain time and opportunities for the mind to wander.

Active listening is enhanced when the receiver develops empathy with the sender,
that is, when the receiver tries to place himself in the sender’s position. Because senders
differ in attitudes, interests, needs, and |eXpectations, empathy makes it easier to
understand the actual content of a message.  An empathetic listener reserves Judgement
on the message’s content and carefully Iis;tens to what is being said. The goal is to
improve one’s ability to receive the full meaning of a communication, without having it
distorted by premature Judgment or interpretations.

Constrain Emotions

It would be naive to assume that g manager always communicates in a fully
rational manner. Yet we know that emptions can severely cloud and distort the
transference of meaning. If we’re emoticnally upset over an issue, we’re likely to
misconstrue incoming messages, and we may fail to express clearly and accurately our
outgoing messages. What can the m:zmagerj_ do? The best approach is to defer further

communication until composure is regained.

Use the Grapevine

You can’t eliminate the grapevine. What managers should do, therefore, is use it
and make it work for them. Managers can use the grapevine to transmit information
rapidly, to test the reaction to various decisions before their final consummation, and as a
valuable source of feedback when the managers themselves are grapevine members. Of
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course, the grapevine can carry damaging rumors that reduce the effectiveness of formal
communication. To lessen this potentially destructive force, managers should make good
use of formal channels by ensuring that they regularly carry the relevant and accurate
information that employees seek.

ey

Leadership Style and Communication

As a leader or manager, you try to get things done through other people. This
means you manage people and the resources you require to get the task done. The
management of people can be called leadership, and all of us have our own preferred
leadership styles which affect the ways in which we communicate with others, especially
our staff.

There is however, no one magic style, which will make us effective leaders. We
have to work at it, to develop different styles, which are most appropriate to the three
elements in every leadership situation:

®  You, the leader
e Your staff
® The task to be done

Only by understanding and analyzing these three elements can you choose the right style
for any given situation. There are four basic leadership styles:

L. Directing
2 Coaching
3 Supporting \
4. Delegating |

Each of these is appropriate, IN THE RIGHT SITUATION (but we all have our preferred
style and often find it difficult to change that style even when we need to).

Directing is most appropriate when a com plex task has to be performed and your staff are
not experienced or motivated to do it or when you are under time pressure for
completion. You explain what needs to be done, and tell them what to do. In such a
situation, you can fall into the trap of over-communicating: excessive explanation can
confuse and waste time.

Coaching is appropriate when your people are more motivated and are becoming more
experienced in coping with the task. Here you would explain in more detail and help
them to understand by spending time building up)a good relationship with them.

Supporting works when people are familiar with the techniques required and have

further developed their relationship with you. You take time to talk to them, to involve
them more in work decisions, to listen to their suggestions for improving performance.
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ensure that your required standards are maintained.

If you combine the four basic leadership styles with the characteristics and the
experience of the people you are managing, you can identify which is the most
appropriate style of leadership in a particular situation:

1. Anaiytica_l skills: to assess the degree of experience and motivation your
subordinates bring to the achievement of the task.

2 Flexibility skills: to vary your style of leadership to the most appropriate one
based on your analysis of the situation. '

3 Communication skills: to explain why you are varying your leadership style in
different situations to the individual subordinates concerned. Each person’s
experience and motivation fo perform certain tasks will be different. People
whom you might usually manage in a delegating style would react adversely
o a directing style if | you were not capable of communicating
effectively to them that the reason you are using a different style is that the
task you are asking them 4o perform is of a nature which is completely
unfamiliar to them,
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Situational Leadership

Most people whom Youman are lilj;ely to fall into the medium experience, medium
motivation categories, So the twa styleg - Supporting, and coaching - will work for you
most of the time. But, if youstick to these styles, to paraphrase Abraham Lincoin, *You can
manage 80% of your people effictively for 100% of the
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time, or 100% of your people for 80% of the time, but you can’t manage 100% of
your people effectively for 100% of the time!’

You will need to use all four styles at some time or another, and so you will need
to develop the following communication skills:

[

How to explain clearly, and concisely, the nature of the task.
How to tell people what to do and how to do it.

How to €ncourage people when work is well done,

How to build relationships with your staff,

How to share problems with them, and listen to their ideas and feelings.

e S

How to delegate effectively, 50 that there is a clear understanding of what
problems people should bring to you.

7. How to explain why you are behaving differently as a leader in a particular
situation — why, in effect, you are being consistent in your inconsistency.’

Organizationg] Behaviour by Stephen P Robbins, 3) Thi? essence of effecrive Communication, Ron Ludiow & Fergus
Panton]
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