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- been laid down in detail in
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‘ | Functional file index
Explanatory note describing the proposed Functiona

[l o W % |

. ntral secretariat offices has
Ehe g Wn systentzhg fﬁ_t};;uc; Office Procedure. It suf-

fers from the following disadvantages :— - | R
i ity, si ifferent sections allot dif-

. is no uniformity, since di ] « iy

® ggg 'iifllg‘lbers to ide’rftxcal subjects or sub-subjects

i i i through the
i a time-consuming search |
) gl?ﬁiéis?ér? ieasnés the officers are dependent on record

clerks.
(iif) Indexing by subject as well as by individual name is ne-
e &5

2. To cvercome these disadvantages, a functional, subject-wise
and sub-subject-wise file index could be prepared as follows :

[ VIR N

hi

2. 1 The main subjects under a function, say establishment, com-
mon office services, budget, are first listed under functxona} group
headings which are respectively identified by capital letters ‘A°, ‘D’
and ‘G’. ,

2. 2 Each main subject or main head under each functional
group is assigned consecutive, Arabic numerals beginning with ‘11"
which may go up to ‘99’ - .

2. 3 Similarly, the sub-subjects or sub-heads under each main
head are assigned consecutive Arabic numerals beginning with 11"
which also could go up to 99’. i e, :

2. 4 The identifying subject numerals and sub-subjects numer |
‘ by ‘O - oy A A merals
o the i o Y 4 L group of numerals to the Ieft of ‘0 refey
» main su ject, while t at to e ri ttO R S
aspect or factor. | ght to its S“bv S‘?bJect, topic,

numbers 1, 2, 3, and 5o o and separated fro > ¢
A B it e . m the
Dumerals identifying the majp subject and the sub-seubjgégtugif 0};

~ slant stroke, | AR

- 2. 6 The Yeai'»,_in which the file i« g . . S 51":4'»;, |
e BT S ot o iy
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' 2. 7 At the end of each file code number is to be mdlcgti?aﬁé
- the dealing administrative office, division or unit by a su by a
. chosen abbreviated group of letters separated from the year by

~ hyphen.

2. 8 Each subject and sub-subject thus having been identified by
an alpha-numeric code mark, a brief content part of the subject
viz question, issue or specific institution or person .mx;olved is
. indicated in the rectable on the file cover marked ‘subject”.

| 2. 9 Ilustrations.

(i) In a file numbered D 11013/3/66-Est. ‘D’ stands
for the functional or activity group heading,
viz common office services. The first group
of Arabic numerals ‘11’ stands for the main
subject heading ‘accommodation’. The figure
‘O’ is a separating sign. The second group
of Arabic numerals *13’ stands for the subor-
dinate subject or aspect heading, shifting*
arrangements’. -The number = “3° between
slant strokes denotes 3rd file opened under
this subordinates heading. The f igure ‘66’

indicates the year of opening the file and the
abbreaviating letters “‘Est’. stand for establish-
ment section.

~If the file relates to shifting of the Depart-
ment of Mines & Metals from its present ac-
comodation in Udyog Bhavan to Shastr
Bhavan, the following only need be indicating
in the ‘subject’ box on the file cover.

- “Department of Mines & 'Metais' from
- Udyog Bhavan to .Shastri Bhavan”,

- (i) In a file numbered A 32012/1/68-Admn T. ‘A’

- stands for the group headin "Estab]ishrﬁen?

e »._‘32’ ¥ ,stan_\d,s‘ for the main head ‘pr’bmation*’ ¥

O’ is the Separating sign, ‘12’ stands for the

sub-head ‘Departmental ~Promotion Com-

i g;ttee?,b ‘i’.nédicates'the first '

- s sub-head, ‘68’ indicates the ear of open-

. Ing the file, and the .;abbrexéiatio);x ~‘§§:§§e€’ s
i ‘jgcnotes,Admmlstra‘tim I section, x

file opened under
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If the file deals with ;he question Whelinr
in made on the recommendations
Appointinents th which the UPSC is associated

of the DPC wi iated
’ d as regular from the date
shotld b Lo h DPCgor from the -date on

f the meeting of the DFY
?vgzicﬁ the regcommendatmns of the DPC are
recified by the UPSC, the following reed only

be inserted in the subject box on the file cover.

«Whether the recommendations are ef-
fective from the date of meeting of DPC or

of ratification by "UPSC'”

o 4

Instruction

3. Ifa ’papet requiring filling is such as apparcntly does not relate
to any of the lists viz functional (primary group heading) subject
(secondary heading) or sub-subject etc. (tertiary heading), the fol-

lowing points should be ‘considered :-—

 Whether they come under any subject factor or sub-aspect
of a tertiary heading as related to a secondary heading.

' ‘Whether they seem allied to a secondary heading as related
to a primary heading. - R

~__If not, whether they -;c’ou,ld: ‘be brouhgt under -an additional
heading, placed at gpprdpriat_ed point in the list of primary heading.

4

i If ncthing suggests, it may be 'temerérily placed in the list 3
of primary headings as the last item. " | |

4. Advantages of the proposed file index

(D) A coded file index drawn up on the functional .
basis established an easily ‘recognisable, systematic
 filling sequence under a comprehensive list of pre- |
identified subjects, and their various sub-subjects, '
topics or aspects, concerning established activities.

i
i

" (i) The symbols and numbers used are conve-
‘nient " substitutes for lengthy file designations ;
_ also, a standardised index based on them furnishes
- better aid in a hunt which some times has to be
made to locate relevant papers, thus saving time.
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(VII)

(¥

) Such file index has also the advantage o
§>t‘<§v§ding files on the same functional subject and
its sub-subject common identifying symbols

(iv) Ensuring case in reference, this standardisa-
tion greatly facilitate opening of new files, syste-
matic sorting, pick-up and storage of files which
may be required subsequently for reference, and
thus enables the officers to_pick up any file on their
own and with speed.

(v) Further, only one additional index (by speci-
fied name or question) need be made, and not two,
i.e. both name-wise and subject-wise as is found
necessary under the conventional system.

Besides, the proposed coded index can serve as a stan-
dard table of contents for the precedents note-book
which, although a necessary requirement for its effect-
tive use; is by and large ‘not prepared.

It would also help in compilling orientation, instruc-
tion material on the activity dealt with, for a compre-
hensive understanding of it. |

Note: Amendments 1-4 issued till 28th. January, 1977 have been
incorporated in the booklet.

For

Functional File Index :

Cases Relating To | |
Establishment, Welfare, Vigilance, Common Office.
Services, Hindi, Public Relations, Finance,

Budget Cash & Accounts, Parliament.

mommouaw»
|

Common office services

Finance, budget, cash and accounts

List of group heads.
Establishment
Welfare

Vigilance

Hindi

Public Relations

Parliament.




List of main head under different group heads
A— Establishment.

llHIHHHHHHIH!HH‘IH
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Creation and classification of posts.
Suitabilty o intment to/for continuance

" Suitability of candidates for appo

in government service. : .
Scﬁcduled castes and scheduled tribes

Retrenchment
%:f-iﬁgaﬁon/reveriﬁcaﬁon of character and antecedents
Medical examination ] e St
Oaths/affirmation of allegiance to constitution
Personal files (gazetted)

Personal files (non gazetted)

Service records.

Postings and transfers

Seniority "

Leave =~ oae i)

Casual leave (including special leave)

Speical pay/pay. ) '.

Allowance SRS g
Confidential/assesment report

Increment - :

Quasi-permanency

Probation/confirmation

'I;romotic;nh | et R e L T
Training/scholarships/fellowships in India .
Departmental Exagijx;atiens s mf}néla a abrqad
Deputations and delegations

Delegation of powers

Honorarium/awards

Pension/retirement

Resignation

Extention of service

Re-employment

‘Career management

‘Nomination of employees

Forwarding of applications,
B — Welfare R R
General staff welfare meagyreg |

G _rant-;in-aid -

Departmenta] council office e i AR

‘Co-operative societiec - L
Central | Segretariat ,Library o T S



C — VYigillance :
entral Civil Services classification,

gli India Services(dxspﬁma and appea

Displinary proceedings

Prosecutions

Appeals

Petitions

Court cases .

Central Civil Services (conduct) rules.

All India Services (conduct) rules ' o
Central civil services( (safegu)arding‘ of National Security) rules
Employment of dependents in private firms/foreign missions
in India. = | |
Participation in politics o .
Radio broadcast, contribution of articles,, editing or managing
of newspapers, publications ‘ e :

Evidence before committee of enquiry

Subscription £

Gifts

Private trade or employment .

Moveable/immoveable property

Reports and returns (

Vigillance Administration

control appeal) rules.
1) rules Complaints

D — Common office services

Accommodation
Central Government health scheme

Working environment
Furniture
Stationery and forms.
Typewriters __
Duplicating machines '
Calculating and accounting machines
Other office machines =
,(B))gycles | ,
fice equipment including electrical and mechanic
plication, appliances and other miscellaneous ﬁiﬁg n{?ea\} .4
Blacklisting of firms/contractor vty e ey RELIER:
Constractors for supplies | | S
Telephones.
_ISJtaﬁ“ car -
nserviceable, obsolete and Suplus articles
Maintenance of records _‘plus a‘t*‘?135
Printings and binding L
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Library
Care-taking arrangements
Security -

E—Hindi 2

Progressive use of Hindi in Government oﬁces

Hindi teaching scheme
Translation of documents

F—Public Relations

Reception i
Complaints and enquiries
Representative committee
Press

DLY/DLZ cars
Entertainments

Flags

Gift

Hospxtahty grant

Meetings, conferences, céle’bratioxx and -func,tions i

Delegations
Visas

G-—-Fmance, budget, cash & Accounts

1 1'112;2:|?-” ! 'q' 1) 12{ s

Creation of posts

g ial

-special pa

Allowan%ez o

Increments

Deputations and “delegations

Delegation of powers

Honararium

Pension/gratuity iy
Budget estunates/revxsed estimates’ e
Expenditure statements '
Reconciliation = =

Reappropriation

Supplementary grants
Accounts and audit

Advances

: Payment and recovenes

H—-— Parhament

_ Parliament matters e n

Reports and returns



Creation and classi-
 fication of posts,

\l?/Recmitment

g

A- Establishment

Sub-head

1
12

13
14
15
16
17

19

11
12
13
14
15
16
17

18
19

- 20

el
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" cluding

Nomination of candidate;é"by Local-

. Recguitment fro
~~ cluding advert;
-~ of applicationg

Continuance/abolition/revival
of posts.

Conversion of temporary into

permanent ones.
Creation of posts.
Revision of scales of pay
Upgrading of posts

Miscellaneous

Recruitment (general aspects) in-
provisions of constitution
Appointment of dependents of
deceased employees “
Appointment of honorary workers
Appointment of non-Indians =~
Estimate (annual) of vacancies
Employment priority and main-
tenance of roster T
UPSC (exemption from consulta-
tion) regulations.
Framing of recruitment rules

Notification to and release of va-
cancies by —

(i) Local employment exchanpe
() D.GE. &T 5

employment exchange and their

« selection.

Recruitment through Home Minjs
Recruitment throu
exchange (genera] aspect)

Recruitment by Ministrieg

g

gL

gh en‘éployment J

™ open market jn. -
sément and inviting
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25 Recmitmﬁxziithreugh UPSC inclu-

ding requisitions for recruitment and
recommendations of UPSC

(i) Class I
(ii) Class II |
(i) Class II (non-gazetted)

26 Recruitment otherwise than through
UPSC. : ‘

27 Reservation in services

28 Returns relating to recruitment

29 Return regarding appointment and
promotion made without consulta-
tion with UPSC. v

30 Staff strength returns

3
33 |
34 ‘Miscellaneous :

13 ‘Suitability of can- 11 » Taking part in politics

didates for appoint- ' 12 . Debarred by UPSC from appearing

ment to/for conti- ' -  in examination

nuance in Govern- - 13 Certificates of eligibility for union

ment service - - services and posts to subjects of Ne-

o ~ pal, Tibet and migrants from Pakistan
14 Domicile or residential qualifica- '
15 tions for employment

17 ‘
o ?ffi;\18; Mscellaneous -

14 Schedule Castes & 11 Representation in posts and services |
- Scheduled Tribes. ~  — policy and implementation of
12 Reservation of vacancies
+ = 1ncluding grouping of posts
' »— exclusion of posts from reser-
c A NAton opders e E ey
.13 Dereservation of vacancies =
14 Recommendations of Commissioner =
- lor Scheduled Castes & Scheduled =~
' "Tribes/Central Advisory Board for =




15 Retrenchment

16 Verxﬁcatlon/re-

yerification of
character and
antecedents.

Medical
examination.

17

18 Oat!xs/aﬁrmatwn
- of al!egmnee to

L

Harijans/Estimate Committee.
Complaints from associations regar-
ding non-observance of reservation

- in services. -

: Misceilaneaus

General principles
Class 1
Class 11
- Class II (non-gazetted)
Class III
Class IV

Rules (general aspects)

Class 1

Class IT
Class IT (non-gazetted)

Class ITI

Class IV

Miscellaneous

Rules (general aspects)
Class 1
Class II

Class II (non—gazetted)

Class TII

Class IV

- Miscellaneous
Regi§te: of oaths/affirmation




19 Personal files = 11
(gazetted)

20 Personal files 11
(non-gazetted)

21 Service re(:ordé T

o e

1
Note :  Officers ‘and: staff carrymg :non—secrﬁetaﬁat, idesigmaﬁgns :

~ have not been specified in the sub-heads againts main heads 19-20
It is intended that individual ministries/departments should insert
- . additional sub-heads to cover the special categories of officials
coooemiployed by dhem. . - ssas e a B ot Gid Bantn o B

‘Change in name of a government servant :

12

Secretaries/Special Secretaries/
Additional Secretaries.

Joint Secretaries :
Director/Deputy Secretaries
TInder Secretaries

Section Officers

- Stenographers (Selection grade)

Stenographers (grade I)

‘Research Assistants/Technical

-Assgstants/StatisticaI Assistants
Assistants

'Stenographers (grade II)

Investigators

»St.en,ographérs (grade I1I) -

Ldc’s

“Staff car drivers

Peons
Farashes
Sweepers

Jamé@srsjdaftxigs

History of services
Class 1 ; &

Class It (
Service books/Service rolls of
non-gazetted officers

;»;

E




22 Postings and

transfers

23 Seniority

24 Leave

e
S

16
17

18
19

21
11

13
14

15

17

18
19

11
12
13
14

16
S
18
+719,,
20
21

11

12 €

13
14
15

L 13

Alteration in the date of birth.
Change in qualification of
government servants.

Miscellaneous

General aspects
Class1 ‘
Cosll
Class 11 (non-gazetted)
Class IIT "
Class IV

- General principles

CS.S. Rules
C.S.8.8., Rules “:
C.S.CS. Rules

Indian Statistical Service Rules. -

Indian Economic Service Rules.
War Service Rules (lien, seniority)
Established organised services
Political sufferers
Representations

e n o

ass I

._8353 I 4
LClass II (non-gazetted
Class IH( e

Rules (geﬁetal aspects)

4

o



(including
special leave)

pay

i

N st - e L T
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28 Conﬁdentxal/ "

amment .
teports

25 Casnal leave

26 Special pay/ o

27 Aliowancgs s

Class Il

Miscellaneous

Class II (ﬁon-gazetted)

i :14

Class I
Class II :
Class II (non-gazetted)

Class IV J

Rules (general aspects)
‘War Service (Rules)
Political sufferers (Rules)
Class I

Class 11

Class IIT
Class TV

- MSeellaﬁeoné

' Rules (general aspects)

Children’s education allowance (CEA)

- -rules (general aspects)

Claims regarding C.E.A.

D.A, HRA. & CEA.

Deputatlon (duty) allowance
Overtime allowance

‘Travelling allowance

Washing allowance

Educational concessions for chxldren

b of pohtzcal suﬁerers

stcellaneous "

" Rules (general aspects) , E
'Recordzng of confidential reports m’ i
- respect of class I officers :

Recording of confidential réports m

-:.Z-E-respect of Class II oﬁcers 5

e
t
Rules s . B
;
i




29 Increment

30 Quassi-perma-
nency

L

ke e e S i : :

PO OO irmation *

18

e

15

Recording of confidential reports in
respect of class I1 (non-gazetted) staff.
Recording of confidential reports in

- respect of class 111 staff. ‘

Recording of confidential reports i
respect of class IV staff. :
Communication of adverse entries.
Representation for expunction of
adverse entries.

Miscellancous

Rules .,(generai aspects) .

‘Efficiancy bar e
* Withholding of increments -

Representation and petitions *

Miscellaneous

Rules wgegenerézl asbects)

Central Civil Services

(Temporary Service) Rules 1949
(general aspects). . _ ,
Issue of quasi-permanency declarations

. toclass I officers.

16

- “to class III staff. ,
Issue of quasi-permanency declarations

l 7 to class II (non-gazetted) staff,

3 *

Issue of ‘quasi-permanency declarations

“to class 'TI officers.

Issue of quasi-permanency Ideclératiéens

Issued of quasi-permanency declarations

" 'to class TV staff
Representations.

Miscgllaneoés. ¢

"
o2

‘General principles (probation
* Rules (Confirmation) )



- abroad

32 Promotion B 1

' 2

Training Scholar- 11

-ships Fellowships
in India and 12

13

14
15
16
1]
18

19

Confirmation extension of probatiop o ;
Class I officers.

Confirmation eexte
Class 11 .oi':ﬁcer
Confirmation O

of class III staff
ss IV staff.

staff.

Confirmation
Confirmation of cla
Confirmation in ex-cadre posts
Representation and petitions

Miscellaneous

General principics
12 Departme
“Class 1

Class
Class
Class
Class

Representations and petitions

Miscellaneous

Training courses at the Indian Institute
of Public Administration.
Executive training of officers in the
. states '
- Refreshers course at the national acade-
- my of administration at Mussoorie
Training in Accountancy
Training of assistance (direct recruits)
“atthe secretariat training school
Training in English/Hindi stenography
Training in English/Hindi typewriting
Training of LDCs (direct recruits) at
the secretariat training school ~
o - Training of officers at the administrative
- staff college at Hyderabad.
-+ 20 Training for stenographers (direct red-
- Tuits) at the secretariat training school

nsion of probation qf

f class II (non-gazetted)

ntal promotion Committee

11 (non-gazetted)
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17

21 Training in O&M/ Work study
Training aboard

- P B, g

25 Miscellaneons
34. Departmental 11 Framing of rules :
exnmmationsr 12 Holding of examinations

13 Results-declaration are representation
14 Representations and petitions

18 Miscellaneous

35. Deputations 1] Rules regarding deputation, deputation
= and delegations *  on foreigna service 1% India ‘and abroad -
12 Delegation in India/abroad
13 Deputation of A.LS. officers
P 14 “ Deputation of C.S.S. officers

15 Deputation of C.S.S.S. officers

16 Deputation of C.S.C.S. officers
17 Organised services

. 36 Delegatxoa of S Rules (general aspects) |
powers : 12 FRI&ESR., - & .
: S Il)gegggatmn of Financi'al Powers Rules,
14 CS.R. (Civil Service Regulations)
15 Grant of ex-officio status

R e
i <

. 37 Honoranm/ 11 ﬂRulés ’gcncfal as is e
i LT (I e pecis)
s ii gl::s 0.
1o dass 1T (non-gazetted)
15 Class o wERzMted)
16 Chss v v




38 Pension/ 7
retirement 3

40 Extension of 11

41 Re-employment 11

Nty 15;
16
IT

Class 111 .
Class ;IV |

18

Miscellaneous
Ru}es and orders (general as;;ccts)

..Class

i -
ggii e | r(non-:gaze‘tted)

Class I
Class IV

steellanecas

39 Resignnﬁon ' e 1 1 if R‘u{gs » :and erders (general aspe;:ts)
~ Class -

Class II (non-gazcttcd)

Miscellaneous «\

: Rules and orders (general aspects)
Class.~ 1 w atet s g
Class "1 I

- +Class- I (non—gazetted)

Class HI

+ Class IV

Miscellaneous }W_ :

rRuIcs and orders eneral aspect )
~Class, T - (g spec S)

Class- II

Class (Imn-gazetted)

Class' IJ _&
Ck@ XV .

X m\ il
e s

.f ‘}
‘s. R mta




A7 (wreer
prinsingernieni

43 Nominstion of
employees

44  Vorwarding of
applicutions

60 Mlzceﬁanm
? seceptance
of titles and de.

- coratlons from
forelgn Govern-
‘ment, clreulars of
general interest)

NG QR N N D Nt N
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MMiscetiproerne

Ciencral avpects

Censire operation
Conntnitier yiorking gromps, el
Plection work

Invigiation

Miscelfaneoss

General aspects

For allotment of motor cars, mOAOT-
cycles, scooters, etc.

For eraminations

For posts

Miscellaneous

fal it oy
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B—Welfare

Main head
11 General stafl 11
Welfare measures 12

13
14
15

12 ,Departmentai 11

councxl/ofﬁce 12

13 Grant-in-aid 1§ 55

14 Cooperative 11
Societies 12

15 Central Smea- 11
- matLibrary 12

Sub ‘f’a on 8.5.87-
?g? (}?:cp;;mtxon of Scrwcc Assocza-

tion) Rules.

Miscellaneous

ects/Instructions

General as ;
Depfzrtmeng 2l council constitution.

Office: ccunnl-constltution
Meetings of departmental council
Meetings of office council
Meetings of regmnai council
Stafl Umon’assacxanon

General

‘Grant for spc;rts and other cnlmral

activities
submission of annual accounts

Departmental canteen

Msceﬂaneous :

Rules and bye-}aws general aspects
Election of office begrcrs pcc )
Meetings of cooperative societies -
Recovery of contribution

and loans.

Miscellaneous

General
Membefshlp apphcatlon
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C—Vigillance

Main head
11 Central Civil 11
Services (Classi- |2
fication, control 13
& Appeal) Rules-
larification and
interpretation of,

13

14
15
16
17

18
19
20
21

12 All India Services 11
(Discipline and 2
Appeal) Rules 13
1955, Clarifica- - 14
tion and inter- 15
pretation of. 16

: 17
18
19

13 Complaints 11

- 12
13
14
15
16
17
18
19

- 14 Diciplinary - i1

General

 Olags a2t
Class 11

Sub head-

General notifications

Schedule regarding

Appointing authority, disciplinary
authority and appeliate authority

.

® ¥
R e f @t g (1
Fo W g o e

Regarding charge sheets, documentary
evidence, enquiry officer examination of

witness and show cause notices

Regarding penalties ‘ .
Regarding consultation with UPSC
Regarding appeals and petitions
Regarding suspension and subsistence 7’
allowance == ° '

P
-

Miscellaneous

Regarding Rules 1 to 7 R s
Regarding Rules8to 11 =~ -~~~ =~
Regarding Rules 12 to 18
Regarding Rules 19 to 23

Miscellaneous
vaG Gad G e ¥ ;

Class 1.
Class II
Class III
Class 1V

General against two or more classes

.

.3

Miscellaneous

3



15 Prosecutions

' 16 Appeals

-:;7 Petitions

18 .Court case

19 Central Civil

- Services (Con-

)

Class 1

Class 1V

Joint enquiry

Miscellaneous
Class 1
Class 1
Class Il
Class TV
Joint enquiry.

Class I
Class 1I - -
Class III
Class IV -

Miscellaneous

Class 1
Class 11

Class TII.
Class IV

Chge T

Class 11
Class 1T
Class v '

Misclneons

General notifications

Regarding Rules | to 7




23

1954-Clarifica- |4 . Regarding Rules 12 to 18
tion and inter- |5 Regarding Rules 19 to 25
pretation of 16 '
17
aae
19 Miscellaneous
All India Ser- 1] General notifications
~vices Conduct) 12 Regarding Rules 1 to 7
Rules 1954-Cla- 13 Regarding Rules 8 to 14
rification and 14 Regarclmg Rules 14 to 20
interpretation of 15
16 :
i —
. 18 Miscellaneous s
21 Central Civil 11 Gen,er;zl_ notifications
“Services 12 Regarding Rules 1 to 2
(Safeguarding of 13 Regarding Rules 3 to 4
National Secu- 14 Regardmg Rules 5 to Foo =
rtty) Rules 1953 15 o
clarification and 16
mterpretat;on of 17
18 Misceﬂaneoﬂs
22 Empioyment of 11 Intimation :
‘dependents in 12 Sanction
private hrms/ - 134 e
foreign missions q , ,.
inIndia 15
116 Mseellaneeu_s
23 Partxc:patmn in 11 Intimation
politics 12
13
14 e
24 dem broadcasts, 11 Sanction
contribution of 12 s,
amcles, edltmg 13 : ,
Ormanagingof 14 e o
DEwS papers, 15 Miscellaneous
publications, S
: ':25’.- vadence before 1] Sanction

Commxttee of - 12 i




¥ dore 1]

Evidence before
= Cum:_nittee of %‘32

14

‘ 15

26 isubscﬁptiohs M

28 Private trade or 11
employment 12

29 Moveable/im- 11
moveable property 12

- 30 RePOrts and

54

'Sg;}Cthﬂ

Miscellaneous

Sanction

Miscellaneous

Intimation

Miscellaneous

~Sanction

Miscellaneous

Property returns (general aspects) -
I e

Returns of Class

Returns of Class 11
(Gazetted)

Returns of Class 11

Retums of Clags 1.~ £22°tted)

Intimation
Sanction
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3] Vigilance - 11 General aspects
Administration 12 Acts, rules, manuals
- 13 Vigilance set up
- 14 Meetings
15
16
17
18 Miscellaneous

D—Common office Services
Main head . Sub-head - ;
11 Accommodation 11 Office accomodation (general aspects)
o 12 Requirements of office accommodation-
estimate to Directorate of Estates
13 Shifting arrangements ‘
14 Residential accommodation (general
aspects)

15 Applications for change/exchange of i
accommodation o
16 Applications for change/ exchange of ':
. .accommodation o gud
17 Applications for free/redu - rent
- accommodation

. .18 Applications/offer of out of turn ac-
- .commodation, its acceptance, rejec-
tion, and relevant correspondence
relating thereto
19 Applications for sharing residential
- -accommodation. . ‘ ‘
20 -Applications for providing water and
electric connections issue of letter of
guarantee. !
21 Application for surrender of accom-
. modation. ot LR
22 -Offer .of regular allotment for type I—
IV, its acceptance, rejection and relevant
~ correspondence ‘
23 -Oﬁerv of regular allotments for Type
'V to VII, its acceptance rejection and
- -Televant correspondence -
24 Unauthorised sub-letting of Govern-

‘ment accommodation

- 25 Waiting lists of varios m-
5+ 3 ; : s types of accom-
~ Motation from general poygf poa

WO AR SR, W ?



12 Central Govt,

‘Health Scheme |

13 Working
*  environment

14 sztlre

o Apprgva

2

" rent allowances (general aspects).
House f?‘*;?%& scale of accommoda-

tion forggrant of house rent allowance
on percentage basis.

Miscellaneous

CGHS Rules (ge‘néfal asjpects) e
Issue of CGHS token cards

. Alterations/additions in token cards

Medical charges (general aspects)

‘Medical charges reimbursement of

Miscellaneous

_ Ru1e§.,_.-§geﬁerél aspects)

Provision'of air conditioners/desert

- coolers/gulmarg

Provision of fans

‘Provisions of khas khas tatties

Waterman-engagement of during
summer season

Provision of surahis.

Provision of heaters

~ Provision of coal to Class IV

 Provision of glass tumblers and judges
20,21,22, . : .
‘Miscellaneous

Rules for purchase, hire, condemnation

~ (general aspects)© o .
~Condemnation of unserviceable articles/
~disposal e T
' Hiring/purchase -
‘Maintenance and repairs’ s
~ Physical verification =,



17 Duplicating -

machines

18 Calculating &

~ accounti

16 'Typeﬁiiérs »

,,,,,,,

42
13

21

~ Rules for procureineat (gencral aspects)

Indent for Forms on C.C.P. & S.

- Indent for stationery on C.C.P. & S.

Local purchase

Supply of stationery
Physxcal vcmﬁcatmn

Mmﬂm

Rtxics for procurcment{dtsposai

general aspects)
s‘;‘ondemnat:on and disposal

. DGS & D rate contracts
.JHiring "+ .

Purchase

Repairs and mamtena roe and bills
thereof

Physical’ varfﬁcatzon

E % = 9 i ‘

» *Rules for procurement/

disposal (general aspects)
Condemnation and disposal
DGS & B rate mntrac%s
Hiring -

Pumhasc

. IRepairs and- mamtenm a&i il

“bills thereof * !
Physml verxﬁcatmn

w

M‘Beellum

~ Rules for prMeat/

(general aspects) s

%endmaﬁen and disposal

GS'& B Tate conm

14<H1rm

15

Purchasc

R



19 Other office

machines

20 Bicycles

21 Office equipment .

¢ mcludmeg elec-
trical and mecha-
__nical appliances
“and other mrscel—
‘laneous stores.

SHE L
ke

s Physzcal vcnﬁcanon

28

- Repairs and maintenance and

_bills thereof -~ ..
: Phys;cal venﬁcatlon

Miscellaneous

Rules for procurement/dxsposa]

(generai aspects) .
Condemnation and dlsposa}
DGS & D rate contracts -

Hiring -

-Purchase - =
. Repairs and mamtenance and bills thereof .

Phys:cal verzﬁcatlon

e WA E voe
# e Y
3 ® ..:;i,)

Rules (general aspccts)
Condemnauon and disposal

I e

Repaxrs and mamtenancc

e gt ! :
Ru}es (general aspects)

Condcmnanon and disposal

Reparxs and mamtenance
Physical verxﬁcation '

i Mseel!am

e EAVERIRS exmtled
e ﬁf ltems Of leep};g:;)mel and the m]e

~Frocurement. of matenal

e FRd tadanng



Black-listing of
firms/Contractors

29

14 Supply: of shoes and chappals

15 Return, renewal, surrender and with-
drawa!

19 Miscellaneous

11 Circular (general aspects) 7<

15 Miscellaneous

- 24 »Centractors for
- ::supphes L

25 Telephones

£ 11 Approved st/

157 stcellaneou ous

11\/61"ﬁoe telephones— installation and
shifting of tele phone bills

12 Residential telephones— installation of-
telephone bills.

" 13 Repairs and maintenance of et

26 Staff Car / v

14 Trunk call rcgmcr

15~

18 Miscellaneous

11 Rules (general aSpects)
12 Bookings

13 .Log Book
14 Non-official journeys ~ ° =
__. 15 'Purchase of P.O L[accessones |

27 Unsemoeable,

ohsolete,an&mr-
plmu-trdes

16  Servicing repairs and replacement of
parts and relevent corespondence

.20 ..Mscellaneons -

.11  Rules (aspects) S
12 —Appreved list of auctmneers g
A3 Eﬁsagcment cf auctioneers



1
28 Maintenance %
- recoerds

31 Care-taking
arrangements ' ..

/16
ity » 11

4

OIS Pite Aghting arrangementy o

30
- andinotice of auction.

Miscellaneous :
Rules for review of records (general

agpects)
Stores and shelving of records

Miscellarneous

Ordering and receipt of books, (other
than government publications)
Ordering and receipt of periodicals
Purchase of Government publications
Lending, transfer (requisition reminder,
Library Association etc)
Binding of books

b

~ 11 Rules of printing and binding

+(general aspects)’ ,
Correspondence relating to printing and
bindin

S o
FLE PR i e

. -Allocation of work among

sweepers,

farashes and chowkiders

. White-washing-arrangements thereof

pgd

Miscellaneous

(eneral aspectsy
obndential and secref'box s1ac: s 27
“Duplicite keysmaintenance:theranf O

g oo JETRGER
RN e ¥

L4



31

.15 1Issue of Identity Cards correspondence
therefof
16 Loss of Identity Cards
17 ‘Temporary passes-arrangements
18 :Civil defence

19
21 Miscellaneous
E—Hindi
Main head Sub-head

11 /\Progressivewuse 11 - General aspects and Hindi Cc}mn"nttces.)<

of Hindiingo- 12 Circulation of orders
vernment offices 13 Registration of telegraphic address in /
e ~ Hindi S '
14 ‘
15

ahe

Mrscel!aneons
11 General aspecis and Hindi Cemmxttces
12 Training programme _

13 Examinations
14 Grant of advance increments

15 Grant of awards

12 Hindi Teaching
Scheme

19 Miscellanecus
13 ‘Traasla'tion_a%1 Annual report
documents 12 Departmental manuals - -

13 Lok Sabha questions
14 Rajya Sabha questions -
15 * Office orders
16
17
18 “

19 Miscellaneous

F—-—Pu!*hc Relatlons e

Main head Sub-head

11 Recgpaen : 41 Enqmry/recepnon officc v
ELERE g e 1? Regulatmns regardmg entry into of’ﬁce
premises - ,




32

g .Afranvgem'ents for escorting visitors

17 Miscellaneous

12" Complaints and , 11 By government representatives
enquiries 0&12 By traders’

_; .1'6 M_iscellane;ms '

13 :'Representative 11 Constitution of -
Committee 12 Processing of cases against the dec:sxons
' 13 |
14
15
16 3stcellaneons

11 ;Prcpaganda and pubhcxty through
 rules thereof

12 Communication to PIO .

13 Arrangements for Press conference
14 Press communique

15 Press note

16

17 =

e

.19 Miscellaneous

14

15° DLY/DLZ cars 11 Rules -
12 Arrangement for-

)(13

15 |
+.16 Miscellaneous -

- 16 Entertainments 11 Rules (general aspects)
B =42 Arrangcmcnts

o 13

—delagations




18 - Gifts -

19 Hﬂspitaiity/ 1
grant 12

20 Meetings, / 11
- conferences,” 12
celebrations and * 13
functions. 14

15
16
17
18
19

21 Delegations / 11

For g0 12 -

13
14

15

~agreements

‘Rules (general aspects)

33 i

Purchase

e,
e

Rules (genei;al aspects)

Purchase of — for

Visiting delegation

Purchase of — for

delegation going abroad )
Acceptance/transfer of gifts received
by officials of the ministry/department.

Miscellanéous

Application for funds from hospitability

- grant for— delegation . .

Miscellaneous

Reservation of accommodation

‘Seating/acoustical arrangements

Reception arrangements
Reporting and translation arrangements
Transport arrangements.

Miscellaneous it o

»zour prag‘raxm?e |

Arrangements for reception i

o oo rtion nd g
Arrangements for hotel accommodation
Arrangements for visits to historical
places |
Arrangements for signing ceremony of



23 Miscellaneous 11

Miscellaneous

Rules (general as
¥isa mAtefs rela;

visiting India -
Visa matters relating to staff of foreign

nations working in India

cts)
ng to delegation

- Passport and visa matters

felating to official of the mini stry/

- . department

Miscellaneous

Budget and accounts
General administration

. Return-expenditure overtime aﬁow ahce"’
_,)_Clrculars e

G~Fmance, bndget, cash and accounts

in head

Creation of posts 11
12

e
s permanent ones..

i "‘, 16
18

11

13
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> ;
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19

12 Clas
| - Class II
: ;.;;_'14.1'_ Class .
Ftri e  3:'~ 17 o

Sub-head

Continuance of posts

Creation of posts

Revision of scales-of pay .. .
Upgrading of posts - o

‘Conversion of temporary ;osis mto

Miscellaneous
Rules (‘gene‘ral afsp!ects) i
SS =

H (non-gazetted)
]IV,

Class

% & 153 ";?' e ‘. ‘;; Faw s o



15 Increments

16 Deputation
delegations

,,,,,,

: 11 Rules (generil aspects)
—4 12 Children’s Education Allowance
13 City Compensatory Allowance
14 Daily:allowance -
15 Dearness allowance
16 Deputation allowance
17 House rent allowance
18 Owver-tifme allowance
.. 19. Travelling allowance ... ... .
- 20 Washing allowance
21 e
.y’."*.’ ?23', e ‘ 4
Miscellanéous

11 Rules (general aspects)
: 12 Advance increments
13 Efficiency bar. =
14 Withholding of increments
g e i
17 * g2 k38 4
18 Miscellaneous

and 11 Rules regarding deputation and foreign
sérvice in India = e

12 Rules-and deputation abfoad -~ -

14 Deputations abroad
15 g s
16 S
TEREERE S s



- 36

“11 Civil Service Regulation -« t.avwiil o7
13 Dclegatlon of Financial powers Rulcs

17 Declegation of >
powers

4 OrR
" 15 Central Treasury Rulcs
16 Central Public Works

Accounts Code.
17 :
Miscelaneous
18 Honorarium Rules (g;enerai aspects)
12 Class
13 Class : H Vg aoifi

Rt 14 Class I (non- gazetted)
wisear s 18 o Class HI '
16 Class' IV

720 Miscellssieon

ity 11 ‘Rules eneral as ts
3 i Ui aspects)
13 Class II
14 Class II (non-gazctted)

15 Class
Loy
g ]8 R

M20 Nﬁsceﬂaneaus

20 Budget estxéiates/ 11 Demand N
Revxsedestzmates l2 Demanng

LR R S U




a7

22 Reconciliation | Doosnd Moo, ool
1 Demand Neow. . oo
13 Demand No.
: 14

15
16
177 Miscellaneous

23 Reappropriation 11 Pemand Ne. ... ... ..
Gl 12 Demand No. ... .. = e iy
13 DevwbdNo, ... v

14 :

4%

16 '
1 Miscellaneous
24 Supplementar 1} DemwidNa. ., .

grants 2 DemiNg .
. 13 Demand No. ||

15
By :
17. Miscellaneous

o i t S e BEhsed it s

ST
&, pe

Lo

*

25  Accounts and audit 11 ‘Guard file
T e | 12 Audit objections and audit naras
P 3 Estimates Committee
4 Local audit (annual)
15 Public Accounts Commiittee ,
16 Withdrawals from and reimbursement
to contingency Fund of India :
17 Other departmental committees
: Apprp_,pria;tion_a,ccounts
19 ¥ Public Works System of accounting
22 Miscellaneoys

26 Advances 1 Car advance ryles

1 Conveyance advance ryleg

12 Cycle advance rules

13 Festival advance rules

15" Final withdrawa] rules

16 GPF advance Niles -

17 House building advance ryleg =
}g - Motor cycle/scooter advance rules -

-~ Pay advance ryjes




27 Paymentand

‘recoveries

38

Advance rules |
Travel concession rules

Other advances/rules

Grant of car advance -

Grant of conveyance allowance
Grant of cycle advance

Grant of festival advance
~ Grant of final withdrawal from GPF
‘Grant of GPF advance '

Grant of House building advance
Grant of Motor Cycle/Scooter advance
Grant of pay advance .
Grant of TA advance

Grant of LTC advance

Grant of other advance

Miscellaneous -

Air passage bills
Concellation charge
Contingent expenditure

-Electric charge recovery

GPF annual statements

“GPF—Membership

Grant-in-aid, cantmua.ncns aﬁd donatmns

“Hospitality Fund

House rent and other allowances
Last pay certificate

Other recoveries

Pay claims

Permanent imprest

‘Refunds

Refreshment bills

Rent demand statements
Service postage stamps
TA/Transfer TA claims
Water chdrge recoveries

' '30/ Relmbursement of legal expcizscs

)
8

o

M;scenageeus
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